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Cnucox JAOKYMCHTOB U MAaT€pUuajioB

. IlepeueHp mmaHUPYeMbIX PE3yJabTaTOB OOYUEHUS 10 AUCIHUILINHE, COOTHECEHHBIX C

YCTaHOBJICHHBIMH B 00pa30BaTeNbHOM MPOrpaMMe WHAMKATOPAMH J0CTH)KEHHSI KOMIIETCHIIUH .......
. Llens 1 MECTO JUCUUIUIMHBI B CTPYKTYPE 00Pa30BATEIBHON MIPOTPAMMBL ... .vvesivieeirieesireeesineeennneas

. Conepxanne pabouel mporpaMMsbl (00beM TUCIMIUIMHBI, THITHI U BUIBI YI€OHBIX 3aHSATHH,

y4eOHO-METOIMUECKOE 00ECTIEYCHNE CAMOCTOSATEIEHON PAOOTH OOYUATOIIMXCS) .. .vvvvvvveeireeesireeens
. DOH/I OLUEHOYHBIX CPEACTB MO JIACIIMIIIIIHE ..eevvvvvvrrrrrrerrrssssssssssssssssssssssssssssssssssssssssssssssssssssssssssseeees

4.1. IlepeyeHb KOMIIETEHIIUN ¥ UHIUKATOPOB JOCTUKEHUSI KOMIIETEHIUH C yKa3aHUEM
COOTHECEHHBIX C HUMU 3aIUIAHUPOBAHHBIX PE3YIIBTATOB OOYUEHHUS 110 AUCLUIIIIMHE.

Onucanue KPUTCPUCB U IIKAJ OLICHUBAHUSA PE3YJILTATOB O6y‘I€HI/IH IO JUCHUIIJIIMHE ...........c0u1s

4.2. TunoBbie KOHTPOJIBHBIC 3aJaHUS WIM UHBIE MaTepUalIbl, HEOOXOUMBIE JIJISl OLICHUBAHUS
pe3yabTaToOB OOYYECHHS TI0 TUCIUIUINHE, COOTHECEHHBIX C YCTAHOBJICHHBIMU B
00pa3oBaTeNbHOM MporpaMMe HHANKATOPAMH JTOCTIKEHHS KOMITIETeHIIMH. MeToinueckue
MaTepHuaibl, OMPEACIISIONINE TPOLIEAYPhl OLICHUBAHUS PE3YJIbTATOB OOYUEHUS 110

D107 00300708 010203 (<

4.3. PedTUHT-TIIaH TUCIIUTUIAHBI
. YuebGHO-MeToIMUecKoe U HHPOPMAIIMOHHOE 00ecrieueHne AUCIUTIIINHBI
5.1. [lepeueHb OCHOBHOM U JOMOJIHUTENBHON YueOHOM TUTEpaTypbl, HEOOXOAUMOM JJIsl OCBOEHUS

JUCIMTUTAHBI
5.2. Ilepeuyens pecypcoB HH(OPMAIIMOHHO-TEIICKOMMYHUKAITMOHHON ceTh «HTepHeT» 1

MPOTPaMMHOTO O0OecTiedeH s, HE0OXOIUMBIX JIJIsi OCBOCHUS JUCITUTIITUHBI
. MarepuanpHO-TeXHIYECKas 0a3a, He0OXoaumasi Ijisl OCYyIIEeCTBIECHU 00pa30BaTEIbHOTO
nporecca Mo JUCIHUILINHE



1. TlepeyeHb MIaAHMPYEMBIX Pe3y/JIbTATOB 00y4YeHHs IO AUCHUIIUHE, COOTHECEHHBIX C
YCTAHOBJIEHHBIMHU B 00pa30BaTeIbHOM NMPorpaMMe HHANKATOPAMU 10CTUKEHU S
KOMIIEeTEeHIH i

ITo utoram 0CBOEHUS AMCIUIUTUHBI 00YJaIOMUIiCs JOIDKEH JOCTUYD CISIYIOMNX Pe3ylIbTaToB

OOydeHMSI:
Kareropus (rpynmna) dopmupyemas Kon n naumeHoBaHue PesynbraThl 00ydeHus
KOMIETEHIUH (TIpH KOMIETEHITUS (C UHIMKAaTOpa 10 TUCUUIUIMHE
Hanuuuu OIIK) yKa3aHUEM KoJia) JIOCTUKEHUS

KOMIIETCHITUN
KoMmyHnukarus Cnocoben npumenste | YK-4.1. O6ocHoBbIBaeT |Braners HaBbIKaMu

COBPEMEHHBIE
KOMMYHUKaTHBHBIE
TEXHOJIOTHH, B TOM
qucie Ha
HMHOCTPAaHHOM(BIX)
A3bIKe(ax), A
aKaJIeMU4ECKOrO U
poQeccuoHaNbHOTO

B3aumozeicTBus. (YK-
4);

BBIOOD aKTyaJIbHBIX
KOMMYHHMKATUBHBIX
TEXHOJIOTHI IS
obecniedeHus
aKaJIeMHYeCcKoro u
npodeccruoHalIbHOTO
B3aUMOJIEUCTBHS.

MIPUMEHEHUS
COBPEMEHHBIX
KOMMYHHUKATUBHBIX
TEXHOJIOTHI 11
aKaJeMHYECKOTO U
podeccuoHanbHOro
B3aMOJICUCTBUS

VK-4.2. IIlpumenser
COBpPEMEHHBIE CPEICTBA
KOMMYHHKAIIHH B
nporecce
aKaJIeMHYECKoro U
po¢eCCHOHATBHOTO
B3aMOJCHUCTBHS, B TOM
YHCclie HAa THOCTPAaHHOM
(BIX) s13bIKE (aXx).

3HaTh COBPEMEHHBIE
KOMMYHHKATHBHBIE
TEXHOJIOTHH, B TOM
YHClie Ha
WHOCTPaHHOM(BIX)
s3bIKe(ax);
COBPEMEHHBIE
nH(pOpMaITMOHHO-
KOMMYHHKAIIHOHHbIE
TEXHOJIOTHH.

VK-4.3. OnenuBaer
3¢ pexTuBHOCTD
MIPUMEHCHUS
COBPEMEHHBIX
KOMMYHHKAaTHBHBIX
TEXHOJIOTHH B
aKaJeMHYECKOM U
npodeccuoHaATbHOM
B3aMMOJIECHCTBUH.

YMeTb BHIOUpPAThH
COBpPEMEHHEIC
KOMMYHUKATUBHBIC U
nH(pOpMaITMOHHO-
KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH, CII0COOBI
JICJIOBOTO OOIICHHS ISt
aKaJIEeMUYECKOTO U
po(eCCHOHATLHOTO
B3aMMOJICHCTBUS




2. Leab u MecTO AMCUHHUILVIMHBI B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl

Jucuunnuna «/{eaoBoit HHOCTpaHHBIHN S3bIK» OTHOCHUTCS K 00s13aTeIbHOM YacTH.

JucuumivnHa u3ydaercs Ha _ 1 Kypce B 2 ceMecTpe.

Lenp u3yueHHst AUCHUILTMHBL: (JOPMHUPOBAHNE 3HAHHI, YMEHHI B OOJIACTH JICIIOBOTO MHOCTPAHHOTO
SI3bIKA, PA3BUTHE KOMMYHUKATMBHBIX HABHIKOB Ha YPOBHE HEOOXOAMMOM U JOCTAaTOYHOM IS
aKaJIeMUIeCKOTO U MPo(hecCHOHATHHOTO B3aMMO/ICHCTBHS.

3. Conep:xanue padoueii mporpamMmsl (00beM TUCHHUIIMHBI, TUNBI H BUAbI Y4e0OHBIX 3aHATHI,
y4eOHO-MeToAuYecKoe o0ecreyeHre CaMOCTOATEIbLHOH padoThl 00y4YaloImMXCs)



®I'BOY BO « YOMMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT Uiy
BUPCKUI ®UIINATL YYHuT
OAKVIIBTET ®U3MKU U MATEMATUKU

COIEPKXAHUE PABOYEM MPOT'PAMMBbI
JUCLMIUTMHBI «/]eJI0BOM HHOCTPAHHBIN A3BIK» Ha 2 CEMECTp

__ouHag

(opma o0yueHus

Buna pa6orsl O0bemM TUCHUIJIMHBI
O6mas Tpynoemkocts auctumuinabl (3ET / gacoB) 2[72
Y4eOHBIX 4acOB Ha KOHTAKTHYIO pabOTy € MpernoaaBaresem: 24.2
JIEKITUH 0
MIPaKTHYECKUX/ CEMUHAPCKUX 24
71a60paTOPHBIX 0
KOHTPOJIb camocTosiTesibHoM paboTsl (KCP) 0

IOpyrux (Tpynmnosas, UHAUBUAYaJIbHAs KOHCYIbTAlUs U UHbIE BUbI
y4eOHOM JIeATEeTLHOCTH, PETyCMaTPUBAOIIHE PadOTy 00YJarOITUXCS C

npenopaasarenem) OKP 0.2
Y4eOHBIX 4acOB Ha caMOCTOSTENbHYIO padoTy oOydaromuxcs (CPC) 47.8
Y4eOHBIX 4YacOB Ha MOJTOTOBKY K

3auety (KoHTpOIb) 0

dopma KOHTPOJIA:
3auer 2 ceMecTp




Ne i/t | Tema u conepxanue ®opma OcHoBHas u 3anaHus 1o dopma TeKy1ero
U3y4YCHUS JIOTIONTHUTEIIbHAS CaMOCTOSATEIBHOM KOHTPOJIS
MaTepHajoB: JIUTEpaTYpA, paboTe CTyIeHTOB yCIIEBAEMOCTH
JCKIIHH, pEeKOMEHTyemMast (KOJUTOKBUYMBI,
NpaKkTUYECKUe | CTyIeHTaM (Homepa u3 KOHTPOJIbHBIE PaOOTHI,
3aHATHS, CIIHICKA) KOMITBIOTEPHBIE TECTHI
CEMHMHApCKUe U T.I1.)
3aHATHS,
nabopaTropHble
paboThl,
CaMOCTOSTENbH
as pabora u
TPYAOEMKOCTh
(B yacax)
IT 3¢ |[CP

C
1 xypc / 2 cemecTp
1 JlenoBasi KOPPECOHACHIIMS B YUPEIKICHUSX. 4 16 | OcH. mut-pa NeNe 1,2 | Ketic-3amanus, [TucbMEHHBIN OTBET,

[TocTpoeHne KOMMYHUKAIIUU B TUCbMEHHOM
(dbopMe Ha MHOCTPAHHOM SI3bIKE JUIsl PEIICHUS
3a/1a4 IpodeccuoHaIbHOM 1eATEIbHOCTH B
COLIMANIBHOM paboTe ¢ pa3IMYHBIMU IPYIIIaMU
HaCeJIeHUS

CprKTypa ACJIOBOI'O ITKMChbMaA. COI[Cp)KaHI/Ie u
CTHUJIb JIEJIOBOTO IMHchMa. BUBI mHUCeM: MUCbMO-
3a11poC, MMCbMO-IIPCAIIOKCHUEC, ITMCbMO-
peKilaManus, OTBET HA TUCbMO- PCKIAMaIHIO.
3J'IeKTpOHHa$I nouta. Ilone3nrie BBIPAXKCHUS B
JIeI0BOM KOPPECIIOHACHIINH. HOCTpOCHI/Ie
KOMMYHUKallUU B MMUChbMEHHOM (I)opMe Ha
HHOCTPAHHOM A3BIKC IJId PCHICHUA 3a1a4

Horm. mut-pa Ne 1

HpaKTI/I‘ICCKOG 3aJaHHueC

JenoBas urpa




podeccCHOHANTBHON ASSITETFHOCTH C
PA3JIMYHBIMHU I'pyIIIaMyi HACCIICHUA

2 OOparienne Ha paboTy B YUpeKICHUE

Pestome. ConpoBoauTeI-HOE TUCHEMO.
CooOecenoBanue. CoBeTsI 110 IMOBEIECHUIO
3asIBUTEIISI HA COOECEIOBAHN.

10

10

OcH. aut-pa NeNe 1,2
Jon. nut-pa Ne 1

[IpakrTrnueckoe 3ananue,
I11icbMEHHBIA OTBET

Keiic-3aganms,
IIpakTyeckoe 3amanue

3 [Ipe3enTanuu u BBICTYIUIEHUS, IOCTPOECHHE
KOMMYHHKAIMH B YCTHOU opme Ha
HHOCTPAHHOM A3BIKC JJId PCIHICHUSA 3a1a4
npodeccuoHanbHON AESITETbHOCTH C
PA3IMYHBIMHU I'pylIIaMu HACCIICHHUA

Buasl npe3eHTanuii 1 BBICTYIIIICHUM.
CutyatuBHO-00ycnoBieHHbIE Ppa3bl. Kak
MOATOTOBUTH XOPOIIYIO Ipe3eHTanuto. [lnan
MpEe3EHTaIUH.

10.8

OcH. nut-pa Ne 1

[IpakTrueckoe 3ananue

Keiic-3aganms

4 TenedonHbBIEC Pa3roBOPHI U IEPETOBOPHI

OcHoBHbBIE yMEHUS AJ1s1 BeACHUS TeIe(OHHOTO
pasroBopa. AHaiu3 00pa3loB TeIePOHHBIX
pa3roBopoB. Ilose3Hbie BoIpaskeHUs 1715
pasroBopoB 1o tenedony. CocraBieHue
TeneOHHOro pa3roBopa ¢ NapTHEPOM.
[TeperoBopsl. OCHOBHBIC YMEHHUS 7Sl BEACHUS
JIETIOBBIX IEPETOBOPOB.

11

OcH. nmut-pa Ne 2

[IpakTryeckoe 3ananue

[IpakTyeckoe 3ananue

5 3auer

0.2

Hroro no 1 xypcy 2 cemectpy

24

48

HToro mo IUCHMILINHE

24

48




4, D oHJ OLIEHOYHBIX CpPpE€ACTB M0 TUCIHUIIJINHE

4.1. Hepeqeﬂb KOMIIETEHIIUH U HHAUKATOPOB NOCTUKCHUSN KOMIIETEHIIUH ¢ YKazaHuem
COOTHECEHHBIX ¢ HUMM 3allJIAHUPOBAHHBIX PE3yJabTAaTOB oﬁy'{ennﬂ o JTUCHMIIJIMHE. Onucanue
KPUTEPUECB U HIKAJI OHCHUBaHUA PE3y/ibTaTOB Oﬁy‘leHI/lﬂ no JTMCUMIIJIMHE.

Kon wu dopmymupoBka komnerennuu: CnocoOCH TNPUMEHSATh COBPEMEHHBIE KOMMYHUKATHBHBIC
TEXHOJIOTHH, B TOM YHCJIE HA HHOCTPAHHOM(BIX) SI3bIKe(axX), ISl aKaJIeMHUYECKOTO M PO(eCCHOHATBEHOTO

B3anmoieiictus. (YK-4);

Kon n Pesynbrars Kputepun oniennBanust pe3ynsraTtoB oOydeHus (3ayer)
HauMEHOBaHME | OOydYeHUS IO HesauTero 3auTeHo
WHIKATOpa TMCIUTUTAHE

JI0 CTHYKEHUS

KOMITETEHITUT

YK-4.1. Biagets Brnagenue HaBbikamu He copmupoBaHo | Biiagenue HaBblkaMu B
OOOCHOBBIBaET | HAaBBIKAMH OCHOBHOM
BBIOOD MIPUMEHEHHS ctopmupoBaHo
aKTyaJIbHBIX COBPEMEHHBIX

KOMMYHHKATHBH | KOMMYHUKAaTHBH

BIX TEXHOJIOTHH | bIX TEXHOJIOTHI

ISt TUTst

olecrieueHus aKaJIEMAYECKOT

aKaJIeMHUYecKor |0 U

ou npodeccuoHaib

npodeccuoHab | HOTO

HOTO B3aUMOJICHCTBU

B3aMMOJCUCTBHU |

s1.

YK-4.2. 3HarTh 3HaHus He C(HOPMHUPOBAHBI 3HaHUS MTOJTHOCTHIO
[Tpumensier COBPEMEHHBIE chopMHUpOBaHbI
COBPEMEHHBbIE | KOMMYHHKATHUBH

cpencTBa bl€ TEXHOJIOTHH,

KOMMYHHKAIIMM | B TOM YHCIIE Ha

B IIpolIecce WHOCTPaHHOM(bI

aKaJeMHUYECKOT |X) s3bIKe(ax);

ou COBPEMEHHBIE

npodeccuoHaib | UHOOPMAITHOHH

HOTO o-

B3aUMOJICHCTBH | KOMMYHUKAIHO

s, B TOM YHCIIE | HHBIE

Ha TEXHOJIOTHH.

WHOCTPaHHOM

(pIX) s3BIKE (aX).

YK-4.3. YmeTs YMmeHust He cOopMUPOBAHBI YMeHust B OCHOBHOM
OnenuBaet BBIOMpATH chopMHUpOBaHbI
3¢ (HEKTUBHOCTH | COBPEMEHHBIE

MIPUMEHEHHS KOMMYHUKaTHUBH

COBPEMEHHBIX |bI€ U

KOMMYHHKATUBH | UH()OpPMAIIMOHH

BIX TEXHOJIOTUH | O-




B KOMMYHHKAITHO

aKaJIeMHYECKOM | HHBIC

u TEXHOJIOTHH,

podecCHOHANb | CIIOCOObI

HOM JICIIOBOTO

B3aMMOJICUCTBU | OOIIICHUS IS

. aKaJIeMHYECKOT
o
npoeccruoHab
HOTO
B3aMMOJICVICTBU
s

Kputepussmu oneHuBaHUS SBISIIOTCSL Oajuibl, KOTOPbIE BBICTABIAIOTCS 32 BUABI ACSITEILHOCTH
(oLleHOYHBIE Cpe/ACTBA) O WTOraM H3y4dyeHUs MOAyJleH (pa3lenoB AWCLUUIUIMHBI), MEPEUYUCICHHBIX B
PENTHHI-TUIAHE TUCHUILIMHBL. basuibl, BICTaBIsIEMbIE 32 KOHKPETHBIE BUJIBI ACSITEIIBHOCTH MPEACTABICHBI

HMXKCE.

4.2. Tunossle KOHTPOJIbHBIC 3aJaHUA HWJIU HHBIC MaTEpHuaJbl, H€06XOIll/leIe OJid OI€EHUBaHUA
PE€3yJabTaTOB OﬁylleHI/ISl 0o JUCHUIIJIMHE, COOTHECCHHBIX C YCTAHOBJICHHBIMH B 06p33OBaTeJ'le0171

nmporpamMmme HHAUKATOpaMH

JOCTHIKCHUSA KOMIIeTEeHIM.

MeToauueckue

onpeeJsiloIMe Mpoue1ypbl OLEHUBAHUSA Pe3yJIbTATOB 00y4YeHUsI 10 JMCIUIIHHE.

MaTepHaJbl,

Konx 1 HaumenoBanue
WHIUKATOPA IO CTUKCHUS
KOMITETEHIIUNA

Pe3ynbrater 0Oy4yeHus 1o
JMCIIUTUTAHE

O1ieHOYHBIE CPEACTBA

VYK-4.1. O60cHOBBIBaET BEIOOD
aKTyaJIbHBIX KOMMYHHKATHBHBIX
TEXHOJIOTHUH It 00eCTICYCHUS
aKaJIEeMUIeCKOTO U
po(heCcCHOHALHOTO
B3aMMOJICHCTBUSI.

BnameTs HaBbIKAMHM IPUMEHEHUS
COBPEMEHHBIX
KOMMYHHUKATUBHBIX TEXHOJIOTHUH
IUIA aKaJeMHU4YeCKOTO U
po¢eCCHOHATBHOTO
B3aHUMOJIEHUCTBUS

[Ipaktnueckoe 3ananue, Keiic-
3aganus, [lenoBas urpa

VYK-4.2. [Ipumensier
COBPEMEHHBIE CPE/ICTBA
KOMMYHHKAIH B TIPOIECCE
aKaJIeMHYEeCKOTo U
podeccuoHaANbHOTO
B3aMMO/ICICTBHSI, B TOM YHCIIE Ha
WHOCTPAHHOM (BIX) SI3BIKE (aX).

3HaTh COBPEMEHHbIE
KOMMYHHUKATUBHBIC TEXHOJIOTHH,
B TOM YHCJIE HA
WHOCTpaHHOM(BIX) sI3bIKE(aX);
COBpPEMEHHBIC HH(POPMAITMOHHO-
KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH.

HenoBas urpa, [luceMeHHbI
OTBET

VYK-4.3. OuenuBaet

3¢ heKTUBHOCTh TPUMEHEHUS
COBPEMEHHBIX
KOMMYHHUKATUBHBIX TEXHOJIOTHI B
aKaJIeMHYECKOM U
npodeccuoHaATbHOM
B3aMO/ICHCTBHH.

YMeTh BBIOMPATh COBPEMEHHEIE
KOMMYHUKaTUBHBIC H
UH(POPMAILIMOHHO-
KOMMYHHUKaIIHOHHbIE
TEXHOJIOT'HH, CII0COOBI JIETTOBOTO
OOIIeHHS A5 aKaIEMHYECKOTO
npo(heCcCHOHATBEHOTO
B3aUMO/ICHCTBUS

Ketic-3ananus, [Ipakruueckoe
3azanue, /lemosas urpa

10




Kputepusmu oneHuBaHMsI NP MOIYJIbHO-PEUTUHIOBOM cCHUCTEME SBISIFOTCS Oaiibl, KOTOpPbIE
BBICTABJISIFOTCSl IIPETIO/IABaTENIEM 3a BUIbl JESATEILHOCTH (OLEHOYHBIE CPEJCTBA) IO UTOraM H3Yy4EHHUS
Moynel (pa3aenoB IMCUUIUIMHBI), IEPEUUCIEHHBIX B PEUTUHI -IIAHE TUCHUILIMHBI

0714 3ayema. TEKYIIUH KOHTPOJIb — MakcuMyM 50 GayioB; pyOeXHbBIH KOHTPOJIb — MakcUMyM 50

0aJuIoB, MOOUIPUTETbHBIC OaTBEI — MakcuMyM 10).
IIxaje! oIleHUBAHUA:
014 3auema:

3aureHo — oT 60 1o 110 peiiTuHroBEIX O6amToB (BKIOUas 10 moompuTensHbIX 0aioB),
He 3a4TeHO — OT 0 10 59 peHTUHTOBBIX 0aJIOB.

Keiic-3ananus

Onucanne KeWc-3alaHui: Kelc-3a/laHie TPENCTaBiIsAeT COOOW CUTYalIMOHHYIO 3ajady, TpeOyromryro
OCMBICIICHMSI, aHaJIN3a, a 3aTeM pelleHus. Pemienue keic-3aJaHus JOJKHO OBITh apryMEHTHUPOBAaHHBIM,

COACPKATD MOACHCHHUA.

Ornucanue Keic-3aaHui: Kelic-3a/1anne MpeACTaBIsieT COO0 CUTYaIlMOHHYIO 3aj1a4y, TPEOYyIOIIyIo
OCMBICJICHHSI, aHAJIN34, a 3aTeM pelieHus. Pemenne keiic-3a1anus T0DKHO OBITh apryMEHTHUPOBAHHBIM,

COACPKATD MOSACHCHUA.

1. Read an example CV and write yours. Your teacher will help you to choose an imaginary po-

sition to apply for.
Carmen Lopez Duran

Address Avenida de la Plata 47 Grenada 18 752 Spain
Tel 123 456 789
Email Carmello@ etc.com

Date of birth

25 Nov 1980

Profile

| am keen to follow a career in Tourism or Hotel Management. | am well-organised, highly motivated and
have excellent communication skills. In addition I am reliable, flexible, and quick to learn.

Education

1998 - 2000 Universidad de Granada Diploma in Business Stud-
ies with Tourism

1990 - 1998 Instituto Cervantes, Granada Bachillerato (A Level

equivalent) Grade B

Professional Experience

2000 - present

Hotel Xyz, Notown Assistant to Conference Man-
ager Responsible for providing administrative sup-
port, answering enquiries, taking bookings, arrang-
ing catering. Employee of the Year, 2001.

Summer 2000 Company Xyz. Notown Social/Sports Officer In
charge of escorting groups of foreign students, Ar-
ranging schedules, planning social events, Organis-
ing sports activities, managing a budget.

Interests

Yoga, swimming, skiing, classical music, theatre, current affairs

Additional Skills
e Fluent English - IELTS score 6.5

11



e \Working knowledge of French

e Clean driving licence

e Computer literate (Word, Excel, Powerpoint)
Referees
Antonio Palma Plazas, Conference Manager, Primavera Hotels
Mercedes Garrido Vazquez, Regional Director, Eurostudy Ltd

Mertoanueckue MaTepuaibl, ONPEIEISIIOIINE IPOLEAYPY OLIEHUBAHUS KeHC-3aJaHus

Keiic-3ananue B 0anax

Onucanue METOJUKU OLIEHUBAHUS: NIPU OLICHKE PELeHUs Keic-3aaanns HauOouibliiee BHUMaHUE JI0JHKHO
OBITh YJICJIEHO TOMY, HACKOJIBKO TOJIHO PAacKpBITO COJIEp’KaHUE MaTrepuaia, YeTKO U MPaBUIIbHO JAHbI JIH
OTpEAETCHUs, PACKPBITO COJAEp)KAHWE TNOHSTHUM, BEPHO JIM HCIHOJIb30BaHbl HAyyHbl€ TEPMUHBI,
HCIIOJIb30BaHbl JIN apryMEHTUPOBAHHBIE J10KA3aTENIbCTBA, OMBIT AEATEIbHOCTH, UCIIOIb30BaHbl JIU paHee
MIPUOOpPETEHHBIE 3HAHUS, PACKPBITH JM NPUYUHHO-CIIEJCTBEHHBIE CBS3H, HACKOJIBKO BBICOK YPOBEHb
YMEHUSI ONEPUPOBAHMS HAyYHBIMM KaTeropusMHU, aHajdu3a HHPOpPMallMM, BIAJACHUS HaBbIKAMU
MIPAKTUYECKOH JEeSATENBHOCTH.

Kpurtepun oueHku:

- olleHKa "5" BBICTABIIAETCS CTYACHTY, €CJIM 3aJJaHUE I'PAMOTHO IMPOAHAIN3UPOBAHO, YCTAHOBIICHBI
MIPUYHUHHO-CIIEICTBEHHBIE CBS3H, IEMOHCTPUPYIOTCSI YMEHHS pad0TaTh C UICTOYHUKAMHU HH(POPMaLIUH,
BJIa/ICHUE HaBbIKAMH MPAKTHUECKOH eATeIbHOCTH, HallIEeHO ONTUMAJIbHOE PElIeHHe Kelic-3a/1aHue;

- oneHka "4" BBICTaBIAETCA CTYHACHTY, €CIM 3aJaHu€ IPOAHATU3UPOBAHO, YCTAHOBJIEHBI IPHUYHHHO-
CIIEZICTBEHHbIE CBSI3M, JEMOHCTPHUPYIOTCS YMEHHUS paldoTaTh C MCTOYHHUKAMU HHQOpPMAlUH, HO
IIPOSABIIAETCS. HE JTOCTAaTOYHO YBEPCHHOE BIIAJICHUEC HABBIKAMHU ITPAKTHUYECKOW AEATEIBbHOCTH, HAWICHO
pElIeHNE KeHC-3aaHts], HO UIMEET HE3HAUNTENBHBIC HEJOYETHI;

- o1leHKa "3" BBICTABISAETCS CTYICHTY, €CIIM 3aJJaHie TPOaHATM3UPOBAHO TOBEPXHOCTHO, HE YCTAHOBIICHBI
IPUYMHHO-CIICICTBEHHbIE CBS3U, JIEMOHCTPUPYIOTCA cilabble yYMEHHs paboTaTh € HMCTOYHHKAMHU
nH(GOpMaLINU, HEYBEPEHHOE BJIaJICHUE HAaBbIKAMU IIPAKTUYECKOM EATENbHOCTH, HalJIeHO pelleHe Keic-
3a[laHusl, HO UMEET 3HAYUTCIIbHBIC HEJOYETHI;

- OLIeHKa "2" BBICTABIIACTCS CTYIEHTY, €CJIM 3aJaHUE HE POAHATU3UPOBAHO, HE YCTAHOBJICHBI IPUYMHHO-
CJIC/ICTBEHHBIE CBS3H, JEMOHCTPUPYETCS OTCYTCTBUE YMEHMsI paboTaTh ¢ ICTOUHUKAMU MH(POPMALUH, HE
c(OpMHPOBAHBI HABBIKM IIPAKTUYECKON JEATENbHOCTH, PELICHNE Keiic-3aJaHNs He HallZIeHO.

HdenoBasi urpa

The most unusual job interview questions

Imagine that you are at a job interview and the interviewer asks you these questions. What would
you answer? 1. If you needed to get rid of one of the US states, which one would you choose? Forrester.
2. How many cows are there in Canada? — Google. 3. How many blocks you should walk to cover the dis-
tance equal to the height of Empire State building? — JetBlue. 4. Imagine a penguin in a sombrero walking
into this room. What would he tell you about the purpose of the visit? Clark Construction Group. 5. What
songs reflect your attitude to work? — Dell. 6. One of the richest men in the world comes up to you and
gives you $ 1 min to implement your best business idea. Which one?— Amazon. 7. What do you think
about when you are alone in your car? — Gallup. 8. How many points would you give to your memory? —
Marriott. 9. Name three recent Nobel prize Laureates. — BenefitsCONNECT. 10. Can you repeat a tongue
twister: Peter Pepper Picked a Pickled Pepper and make a customer buy a washing machine along with
the product they have already chosen? — MasterCard. 11. If we came to have dinner at your place, what
would you cook? - Trader Joe’s. 12. How would people communicate in a ideal world? — Novell. 13. How
do you make tuna sandwiches? — Astron Consulting. 14. How to calculate the number of windows in
NYC? — Bain &amp; Company. 15. Have you ever stolen a pen from work? — Jiffy Software. 16. What
celebrities would you chose to play your parents and yourself in a movie version of your life? — Urban
Outfitters. 17. Give me an instruction on how to cook scrambled eggs. — PETCO.

Act out a call with your parnter using the tips from your role card.
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Business Client Role Cards

1. You are Mike Berggson. You work for LJ computers. Your telephone number is 604-324- 4321. You
have to call Mary Jenkins from the Stellar Corporation and tell her that her shipment of computers has
arrived. If she is not in, leave a message with the secretary. You want Mary to call you so that you can
discuss the delivery and instalment schedule.

2. You are Tanya Griswold. You work for Krubb Interior Designs. Your telephone number is 017-367-
2190. You have to call Mary Jenkins from the Stellar Corporation and tell her that you have come up with
an estimate for the renovations. If she is not in, leave a message with the secretary. You want Mary to call
you so that you can discuss the color of the walls and floor tiles.

3. You are Sara Voldemort. You work for Darkside Media. Your telephone number is 250-432-3456. You
have to call Mary Jenkins from the Stellar Corporation and tell her that the advertising campaign is ready
to launch. If she is not in, leave a message with the secretary. You want Mary to call you so that you can
discuss payment for services.

4. You are Felix Unger. You work for Upland Real Estate. Your telephone number is 212- 425-3994. You
have to call Mary Jenkins from the Stellar Corporation and tell her that you have found a property she
would be interested in. If she is not in, leave a message with the secretary. You want Mary to call you so
that you can discuss an initial offer for the property.

5. You are Lisa Harada. You work for 1st International Bank. Your telephone number is 812-999-3344.
You have to call Mary Jenkins from the Stellar Corporation and tell her that her loan application has been
approved. If she is not in, leave a message with the secretary. You want Mary to call you so that you can
discuss the repayment schedule.

6. You are John Richter. You work for Wide-Eye Security. Your telephone number is 204-323-4998. You
have to call Mary Jenkins from the Stellar Corporation and tell her that her cameras have arrived. If she is
not in, leave a message with the secretary. You want Mary to call you so that you can discuss when she
wants the cameras installed.

7. You are Dana Walker. You work for Jones and Baily Law Firm. Your telephone number is 312-556-
6655. You have to call Mary Jenkins from the Stellar Corporation and tell her that she won her court case.
If she is not in, leave a message with the secretary. You want Mary to call you so that you can discuss
payment for services.

8. You are Jerry Flannegan. You work for Provincial Express Shipping. Your telephone number is 011-
293-3425. You have to call Mary Jenkins from the Stellar Corporation and tell her shipment has been de-
livered. If she is not in, leave a message with the secretary. You want Mary to call you so that you can
discuss future shipments.

Secretary Role Cards

1. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is at a meet-
ing. She is expected back at 1:30. You work for the Stellar Corporation.

2. You are a secretary. Your boss is Mary Jenkins. She is out to lunch. She is expected back at 1:00.

3. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is on vaca-
tion. She is expected back next Monday.

4. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is talking to a
client. She is expected back in about an hour.

5. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is away on
business. She is expected back tomorrow.

6. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is talking to
the boss. She is expected back in about 15 minutes.

7. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She just stepped
out. She is expected back in about 2 hours.

8. You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is away on
maternity leave. She is expected back at the beginning of next month

Mertoanuecknue MaTepuabl, ONPEAEIAIOINE TPOLENYPY OLIEHUBAHUS BBIIIOJIHEHNUS JEIOBON UTPBI
HesioBast urpa
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Ornucanrie METOJIMKHM OILEHHWBAHUS: MPU OLIEHKE y4acTUs CTYACHTa B JIEJOBOM UIPE ONMPEICINISIOTCS €ro
npodeccHoHANbHBIE YMEHHUS M HABBIKU, UCIIOJIb30BaHBI JIM pPaHee MPUOOPETEHHBIC 3HAHWS, BIAJCET JIH
CTYICHT HAaBBIKOM IIOJIHO BOCIPOMU3BOJAUTH MNPAKTUUECKYIO JACSTEIIbHOCTh, BBISBISATH MPOOJIEMbl U
MPUYMHBI WX TIOSBIICHUS, pa3palbaTbiBaTh BapHAHTHI PEIICHUS MPOOIeM, OLEHUBATh KaXIbIH U3
BapHAHTOB pEIICHUS TPOOJIEMbl, MPUHUMAThL PEIICHUE W OMPENCNATh MEXaHHW3M €ro pealu3alid B
KOHKPETHOM YCIIOBHOM CUTYaLlVH.

Kpurtepuu onenku B 6asiax

- ouneHka "'5'" BbICTaBISIETCS CTYJEHTY, €CJIM YCTAHOBJIEHbl IPUUMHHO-CJIEIICTBEHHBIE CBS3H, BIIAJICHUE
HaBBIKAMH MPAKTUYECKOMN JEATEIHLHOCTH, CMOJICITUPOBAHA YCIOBHASL CUTYAIlHs, IPUMEHSIETCS] TBOPUECKOE
MBIIIJICHHE,

- omeHKa ''4" BBICTABISIETCS CTYACHTY, €CJIM YCTAHOBJIEHBI MPUYMHHO-CIICACTBEHHBIC CBSI3U, BJIAJICHUE
OCHOBHBIMHU HAaBBIKAMU MPAKTUYECKOU JEATEIHHOCTH, CMOJCIUPOBAHA YCIOBHAS CUTYaIlUsl, HO UMEIOTCS
HEOOJIbIIINE HEIOYETEL.

- omeHka "3" BbICTaBIETCS CTY/IEHTY, €CIM HE YCTAHOBJIEHbl INMPUYMHHO-CIEICTBEHHBIE CBA3H,
HEYBEPEHHOE BIIAJICHUE HABBIKAMHU TPAKTUUYECKOW JEATEIbHOCTH, HE TMOJHOCTHIO CMOJIEIUpPOBaHA
YCJIOBHAs CUTYallUs, 0€3 MPUMEHEHHs TBOPUECKOTO MOIXO0/A.

- omeHKa "'2" BBICTABISETCS CTYJIEHTY, €CJIM HE YCTAHOBJIEHBI MPUYMHHO-CIICJCTBEHHBIE CBSI3U, €CIIU OH
HE BJIAJICET HABBIKAMU MPAKTUIECKOM EATETLHOCTH, HE CITOCOOEH CMOICTMPOBATh YCIIOBHYIO CUTYAITHIO.

IIncbMeHHBINH OTBET
Choose the best response to complete each sentence: 1. To arrange/have talks = To

talks a) hope b) hold c) take 2. After the last
( = series) of talks, they agreed to two of our requirements. a) rounda-

bout b) circle ¢) round 3. There are still a of issues ( = many issues) that
we have to resolve. a) digit b) number c) figure 4. The person who works for another company but does
the same job as you can be referred to as your at that company. a) coun-
terpart b) counterfeit c) counter 5. We have to ( =resolve) these differ-

ences as soon as possible. a) iron out b) iron c) iron through 6. When one speaks of

differences, one is saying that there are substantial differences in the ne-
gotiating parties' positions. a) hollow b) expanded c) deep 7. The atmosphere was

= Everyone was friendly/polite to each other a) cordial b) deep c) opin-

ionated 8. The ( = final statement made to journalists) stated that the par-
ties failed to reach an agreement. a) communiqué b) community c) disagreement 9. If the atmosphere of a
meeting is described as , it means it's quite formal. a) back-to-business b)

businesslike ¢) friendly 10. Which one of these terms does NOT mean "negotiations™? a) discussions b)
talks c¢) counterparts

Writing a CV

CV stands for curriculum vitae - a Latin expression meaning 'life story’. (In American English it is called
a resume.) It summarises your education, achievements and job history for prospective employers and so
it should be carefully prepared. A CV is usually sent with a covering letter.

Put the words in order to form stages in the preparation of a CV:

about the involves. Think job what

sort of chosen about Think it. be what person would to do

job that Identify match sills description. the your

a Decide on layout.

previous your experience review

describe Find language your suitable to experience.

the CV. version first of Draft your

for your CV Check mistakes.

CoNO AWM R

1. CVincludes the following parts. Can you match them with the definitions?
Education Referees Personal Details Profile

14



Additional Skills Interests Professional Experience
1. nationality, age etc.
2. a few lines summarizing who you are, what you're good at and
what makes you special

schools, university, other training and qualifications

previous jobs and what your role was;

do you like reading, dancing, football, etc?

things you can do that weren't part of your formal training,
such as languages, computer skills etc.

7. former bosses, teachers or other people who would be willing
to confirm that you are a good candidate.

ok w

In which part of the CV will you include the following information?
Fluent in English:

Nationality - German:

Concept AG - Assistant Project Manager:
Excellent communication skills:

Full driving license:

Diploma in English with Business Studies:

Skiing and windsurfing:

Computer literate:

Able to work on own initiative and under pressure:
Responsible for customer service:

Dr H. Mayer, University of Bath

e © 06 0 06 0 0 0 0 0 o M

MCTOI[I/ILICCKI/IG MarcpHralibl, OMPCACTIAIOMNE TPOUCAYPY OLCHUBAHMNA BBIIOJIHCHUA MMCbMEHHOI'O0 OTBETA

ITucbMeHHbIN OTBET

Onucanue METOAMKU OLEHUBAHMS: IPH OILIGHKE BBIMOJIHEHUS CTYIEHTOM MHUCBMEHHOTO OTBeTa
MaKCHUMaJibHOE€ BHUMAaHUE CJIEAYET YIACNATH CIACAYIONIMM acleKTaM: HACKOJBKO IMOJIHO B TEOPETHUYECKOM
BOIIPOCE PACKPHITO COJIEpP’)KaHUE MarepHuaja, YeTKO U MPaBWIBHO JaHbl OIpPEIENICHUs, PaCKPBITO
coJiep>KaHue TOHSTUI; BEPHO HCMOIb30BaHbl HAyYHbIE TEPMUHBI; J€MOHCTPUPYIOTCS BBICOKUN YPOBEHB
YMEHHSI OIEpPUPOBaTh HAyYHBIMU KATETOPHUsIM M TOHATUSIMH, AaHAJIM3UPOBATH TEOPETHYECKYI0 U
MIPAKTHUYECKYI0 MHGOPMAIINIO, BJIaIeHUE HaBbIKAMU MPAKTUUYECKOHN JEeSTebHOCTH, TPUBOASTCS MIPUMEPHI
U3 MPAKTUKU

Kpurepun oueHku B 6ajiax

- oueHka "5'"' BBICTaBIAETCS CTYJACHTY, €CIIM B MUCHMEHHBIX OTBETaX IIOJIHO PACKPBITO COJAEp)KaHUE
MaTtepuana; 4YeTKO M TMPaBWIbHO JaHbl ONpEICNCHUs, PACKPBITO COAEpKAHHWE TOHATUIN; BEpPHO
WCIIOJIb30BAaHbl HAyYHBIE TEPMUHBI, JAEMOHCTPHUPYIOTCSI BBICOKHII ypOBEHb YMEHHS OIEPUPOBATH
HAay4YHBIMU  KaTE€TOPHSIMH, aHAIW3UpOBaTh UHGPOpPMAIMIO, BIaJCHHWE HAaBbIKAMU MPAKTUYECKOU
NesITENbHOCTH;

- omeHka "4"' BBICTaBISETCS CTYACHTY, €CIU B MHUCHMEHHOM OTBETE PACKPHITO OCHOBHOE COJEp)KaHHE
Marepuana; B OCHOBHOM IPaBUJILHO JaHbl ONpPEAENEHUs MOHITHI U MCIOJIb30BaHbl HAyYHbIE TEPMUHBI;
OTBET CaMOCTOATEIbHBIN; ONpEAEICHNs MOHATUIM HEIOJHbIE, AOMYIIEHb HE3HAYUTEIbHbIE HAPYLIECHUS B
MOCJIEeI0BATEIbHOCTH U3JI0KEHUS; HEOObIIINE HEOCTATKHU MPU UCTIOIH30BAHUH HAYUYHBIX TEPMUHOB;

- omeHka "3"' BBICTaBIsETCS CTYNEHTY, €CIM B MHUCbMEHHOM OTBETE OTPaXEHO, TOJBKO OCHOBHOE, HO
HETOCIIEA0BATEIbHOE COJEp)KaHUE MaTepuasa; OIpEeAeNeHUs IMOHATUA HEAOCTaTOYHO YETKUE; He
WCIIOJIb30BaHbl B KaueCTBE JIOKA3aTENbCTBA BBHIBOABI M O0OOIIEHUS W3 HAOMIONEHUH, MPAKTUYECKUX
3aHSTHUI;, YPOBEHb YyMEHHUS OINEpPHpPOBATh HAYYHBIMH KATETOPHUSAMH, aHAIM3HPOBATh HHQPOPMAIIHUIO,
BJIQ/ICHUS] HABBIKAMU MPAKTUYECKOHN JAEATeTbHOCTH HEBBICOKHM, HAOMIOMAIOTCS TPOOEIbI U HETOYHOCTH;

- o1leHKa "2"' BBICTaBISIETCS CTYJEHTY, €CITH B MHUCbMEHHOM OTBETE HE M3JI0KEHO OCHOBHOE CO/Iep)KaHUe
MaTepuana, U3JoXeHne (hparMeHTapHOe, He TMOCIEeN0BaTeNbHOE; ONpEAeNeHUs] TIOHATUNH HE YEeTKHe, He
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WCTOJIBb30BaHbl B Ka4eCTBE JOKA3aTENbCTBA BBIBOABI M O0OOIICHUS M3 HAONIOACHUH, YPOBEHb YMEHHS
ONEPHPOBATh HAYYHBIMH  KaT€TOPUSAMH, AaHATU3UPOBaTh HHGOpPMALMIO, BIAJCHHUS  HaBBIKAMH
IIPAKTUYECKOH JEATENBHOCTH OYEHb HU3KHU.

HpaKTI/I‘leCKOC 3aJJaHUuEe

The Language of Presentations
1. Complete the following presentation excerpts with suitable words from the boxes.
Questions 1 to 3

after that finally to start with specifically
outline bring you up to date illustrate purpose
then thank sum up describe

tell you concluding

Questions 4t0 9

indicated talked you will notice draw your attention
interrupt expand move on options

priority referring in conclusion on balance
recommend pointed out

1. Good afternoon, everybody. I’d like to you all for being here.

2. My today is to about our corporate strategy for the next dec-
ade, and, more , to with our plans for Europe.

3. I’d like to briefly our current marketing policy in the
UK. I’ some of the problems we’re having over market
share. -l the opportunities we see for further progress
in the 21st century. I’ll quickly before
with some recommendations.

4. Please feel free to me if you have any questions at any time.

5. Now I’d like to to Chart B showing our sales revenue pre-tax profits over the
last ten years. that although turnover has risen, our profits have not increased at the
same rate.

6. I've about our current position in the UK and I’ve some of
the problems we are facing. Well, what are open to us now? Where do we go
from here?

7. As | have already , | think our first must be to build on
the excellent results we have achieved in certain European markets. I’'m , of
course, to Italy and Spain. Let me quickly on those successes before we

8. We should not forget the French market. Admittedly our results there have been poor so far, but
there are signs the market is changing and we can learn a lot from our mistakes.

, though, I think we stand to gain most from concentrating on southern Eu-
rope and | strongly we put all our efforts into further expansion in Italy,
Spain and possibly Greece.

9. , may | thank you all for being such an attentive and responsive audience.
Thank you also for your pertinent questions. Are there any final questions?
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Metoauyeckue Marepuasl, OIPEASISIIONINE IPOLEAYPY OLIEHUBAHUS BBIIIOJHEHUS IPAKTUYECKOTO
3a1aHus

[Ipu o11eHKEe BHINOJIHEHHS CTYIEHTOM NMPAKTHYECKOr0 3aaHUs MAaKCUMAJIbHOE BHUMAHUE CIICIYeT
YIENATh 3HAHUIO TEMBI, LEJIU U 3a/1a4 paboThI, IPUMEHSIEMBIX METOAUK UCCIICIOBAHUS, 3HAHHIO
(axTHUeCKOTO MaTepuana o TeMe, yMEHHIO padoTaTh ¢ MaTepruaioM, IPUMEHATh 3HAHUS Ha IPAKTUKE,
aHAJM3UPOBATh PE3YIBTATHl PaOOTHI, MPOCISKUBATH TPUIHMHHO-CIICICTBEHHBIC CBSI3H, BIIAJICHUIO
HaBbIKaMU MPAKTUYECKOHN AesaTeabHOCTH. [IpH o1leHKe BBIIOJIHEHUS IPAKTUYECKUX 3a/JaHui Hauoboblee
BHHMMaHUE JOJKHO OBITH YAEJIEHO TOMY, HACKOJIBKO ITOJIHO PACKPBITO COJIEpKaHUE MaTepHaa, YeTKO U
IIPaBUJIBHO JIaHBbI JIU OINIPENIEIECHUSI, PACKPBITO COJEpKAHUE MOHATUI, BEPHO JIM UCII0JIb30BaHbl HAYUYHbIE
TEPMMHBI, UCIIOJIb30BAHBI JIU apIYMEHTHPOBAaHHBIE JOKA3aTEIbCTBA, OMBIT AEATEIbHOCTH, UCIIOIb30BAHbI
JIM paHee IpUOoOpeTeHHbIE 3HAHUS, HACKOJILKO BHICOK YPOBEHb YMEHHUS OTIEpUPOBAHUS HAyYHbIMU
KaTerOpUsMH.

Kputepuu onenku B 6asax:

- olleHKa "5" BBICTABIISIETCS CTYIEHTY, €CJIM 3aJJaHUe TPaMOTHO MPOAHAIN3UPOBAHO, YCTAHOBJICHBI
MIPUYHMHHO-CIIEICTBEHHBIE CBS3H, IEMOHCTPUPYIOTCSI YMEHMSI pab0oTaTh ¢ HCTOYHUKAMH MH(OpMALIUHY,
BJIa/ICHUE HaBbIKAaMH MPAKTUYECKON eATEIbHOCTH;

- oneHka "4" BBICTaBIAETCA CTYHACHTY, €CIM 3aJaHu€ IPOAHAIU3UPOBAHO, YCTAHOBJIEHBI NPHUYHUHHO-
CIIEZICTBEHHbIE CBSI3M, JEMOHCTPHUPYIOTCS YMEHMsI paboTaThb C HWCTOYHMKaMH HHGQOpMaluu, HO
MIPOSABIISETCS HE NOCTAaTOYHO YBEPEHHOE BIAJCHHE HABBIKAMM IPAKTHUECKOM NIESTEIbHOCTH, HO UMEET
HE3HAYUTENbHbIE HE0UETHI;

- olleHKa "3" BBICTABIAETCS CTYICHTY, €CJIM 3aJaHUE MTPOAHAIIN3UPOBAHO TOBEPXHOCTHO, HE YCTAHOBIIEHBI
MIPUYMHHO-CIIE/ICTBEHHBIE CBSI3M, JIEMOHCTPUPYIOTCS clladble yMeHHs paboTaTb € HCTOYHHKAMHU
nH(pOpMaLINY, HEYBEPEHHOE BIAJICHHE HABBIKAMM NPAKTHUUECKON NESITEIbHOCTH, MMEET 3HAuUTENIbHbIE
HEJIOYETHI;

- o1leHKa "2" BBICTABIAETCS CTYACHTY, €CJIM 33JJaHUE HE TPOAHATM3UPOBAHO, HE YCTAHOBJICHBI PUYUHHO -
CJIC/ICTBEHHBIE CBS3H, JEMOHCTPUPYETCS OTCYTCTBUE YMEHMsI pab0TaTh ¢ ICTOUHUKAMU MH(POPMALUH, HE
c(OpMHPOBAHBI HABBIKK MTPAKTUYECKON JESATEIBHOCTH.

3auer

3a4er ABISAETCS OLICHOUYHBIM CPEICTBOM JUIsl BCEX 3TANOB OCBOCHUS KOMITETEHITHIA.
[IpuMepHBIe BOPOCHI K 3a4eTy, 1 Kypc / 2 ceMmecTp

Types of business correspondence
The structure of a business letter
Tips for writing a CV

How to pass a job interview
Making a business presentationMaking a business presentation
Team presentations

Presenting a new product

Business negotiations

Telephone talks

0. Conference calls

11. Social wellfare services

12. Duties of a social worker

13. Social work in the modern world
14. Taking care of old people

15. Working with delinquent teenagers

RBoOoo~NooGa~LONE
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MGTOI[I/I‘-ICCKI/IC MaTcpHraJibl, OMPCACTIAIOMNC NPOUCAYPY OLICHHBAHW BBIIIOJHCHUSA 3a4€Ta

[Ipu oleHke OTBETa Ha 3a4eTe MAKCHMAILHOE BHUMAHHE JIOJDKHO YACNSATHCS TOMY, HACKOJIBKO TOJHO
PacKphITO COACpKaHHE MaTepuana, YeTKO W MPAaBWIBHO JaHbl ONPENCIICHUS, PACKPHITO COJCPKAHHE
MOHATHH, HACKOJIBKO OTBET CaMOCTOSTEIbHBIN, HWCIOJIB30BAHBI JIM paHee NPUOOPETCHHBIC 3HAHUS,
PaCKpPBITBI JTU MPUYHHHO-CIICJCTBCHHBIC CBSI3U, HACKOJIBKO BBICOKHN YPOBCHb YMEHHS OIECPHPOBAHUS
HAyYHBIMHU KaTeTOPUSMU, aHAIIN3a WH()OPMAITIH.

[Ipu orneHMBaHUM 3a4eTa YYUTHIBAOTCS PE3YIBTAThI BCEH IMPAKTHUYECKOW JEATCILHOCTH CTYICHTOB B
pamMKax JTUCIUIUTHHBI B TCYCHHE CeMeCcTpa. 3a4eT BBICTABISICTCS IMPU YCIOBHUH IMPABUIBLHOTO BBITIOTHCHUS
B IIOJIHOM 00BEME BCEX 3a/IaHMIA.

Kpurepun onenku:

«3aYTEHO0» BBICTABISICTCS CTYIEHTY, €CIIM CTYISHT Jaj TOJHBIE, pa3BepHYThIE OTBETHI Ha BCE
TEOPETUYECKUE  BOIMPOCH,  MPOJACMOHCTPHPOBAN  3HAHWE  (DYHKIIMOHAIBHBIX  BO3MOXKHOCTEH,
TEPMHHOJIOTHH, OCHOBHBIX 3JICMCHTOB, YMCHHE NPHUMCHSTH TCOPCTHUSCKHE 3HAHUS MPH BBITOIHCHHUH
MPAKTHYECKUX 3aMaHuii. Bee 3a1anus U nmpakTudeckue paboThl 32 CEMECTP BBITIOJTHEHBI TIOJTHOCTHIO 0e3
HETOYHOCTEH U OIINOO0K;

«He 3aYTEHO0» BBICTABIIACTCS CTYJICHTY, €CIU OTBET HA TEOPETHUYCCKHE BOIPOCHI CBHJICTEIBCTBYET O
HEMOHMMAHWHA W KpaiHE HEMOJHOM 3HAaHWW OCHOBHBIX TIOHATHH M MeTojoB. OOHapyKHBaeTCs
OTCYTCTBHE HABBIKOB NPHMEHEHUS TEOPETUYCCKUX 3HAHHWKA TPU BHITIOJHCHHH MPAKTUYCCKUX 3aJIaHUU.
CtynmeHT AOMyCTHJI TpyOble OIIMOKH IPH BBITOJHEHUH TPAKTHICCKUX pabdOT B CEMECTpe WM He
BBITIOJTHHIT 3a1aHUS.

4.3. PediTHHT-TJIAH M CHUTLTHHBI
Tabnuma nepeBoa 6AIIIOB TEKYIIETO KOHTPOJIS B OAJIIIbI peUTHHTA

5| 5| 5| 5| 5] 5] 5] 5] 5|5
0 0| 0] O0O][0O] O] OJOJO]JO]O
1 S| 3|22 1] 1] 1]1] 1|1
2 S| 413 2] 2] 2|2 2|1
3 514 3| 3|3 2] 2] 2
4 5| 4] 4| 3] 3| 3| 2
5 5| 5] 4| 4] 3| 3
6 5| 5] 4] 4] 3
7 5/ 5] 4] 4
8 5| 5| 4
9 5/ 5
10 5

PeliTHHI-IIIaH JUCIMILUIMHGI IIpeycTaBicH B [Ipmioxennu 1.

5. YueOHo-MeTonMYecKoe U HHGOPMaLHMOHHOE o0ecrieyeHHe U CHUIITHHBI
5.1. IlepeyeHb OCHOBHOM M JONOJTHHUTEIbHON Y4eOHOM JIUTEPATypPbl, HEOOXOAUMOI 1JIs1 OCBOCHHUS
AUCHHUILIHHBI
OcHoBHas uTeparypa

1. WHocTpaHHBIN A3bIK (AaHITUICKUIN) [ DIEKTPOHHBIN pecypc] : yuebd.-metoa. nocodue / Cubarickuii
MHCTUTYT bamkupckoro rocynapctBeHHoro yausepcurera; cocT. X.b. Hypranuna .— Ya : PULL
baml'V, 2011 .— DnexrpoH. Bepcus ned. myOnuKauuy .—
<URL:https://elib.bashedu.ru/dl/corp/NurgalienaAngl.Yaz.uch-MetPo0s.2011.pdf

2. Tanaranosa, JI.LE. AHmmiickuii S3bIK 17151 MarucTpanToB: yuyeOHoe nocobue / JI.E. 'anaranosa,
T.A. Jlorynos; MunucrepcTBo o6pasoBanus u Hayku P®, KemepoBckuii rocynapcTBeHHbIH

18



1.

yHuBepcuteT. - KemepoBo: KemepoBckuii rocyrapcTBeHHbIN yHuBepcuret, 2017. - 288 c.
[Dnexrponnsrii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=481516

JonosiHuTeIbLHAS JIUTEpaTypa
Knapk, C. Makmusuian. AHIIIMICKasi TpaMMaTrKa B KOHTEKCTe : 0CHOBHOM ypoBeHb / C. Kimapk
.— Oxcoopn : Makmuiutan, 2010 .— 208 c.

5.2. Ilepeuyenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHHUKANIMOHHOI ceTu « UHTEpHET» M

MmMporpaMmmMHoOro oﬁecneqe}mﬂ, H606X0)]I/IMI)IX AJIA 0OCBOCHUSA TUCIHHUIIJIUHBI

1. Hayunas snexkrponnas 6ubnuorexa eLIBRARY.RU [Onexrponnsiii pecypc]. — Pexxum nocryna:
https://elibrary.ru/.

2. DnekrpoHHas OubmuoreuHas cuctema «Jlanp» [DneKkTpoHHBIN pecypc]. — Pexkum nocryma:
https://e.lanbook.com/.

3. VYuuBepcuterckas oubmuoreka ornaia biblioclub.ru [Dnexrponnsiii pecypc]. — Pexum goctyna:
http://biblioclub.ru/.

4. DnexrponHas oubnuoreka Y YHuT [Dnexrponnsliit pecypc]. — Pexxum mocryna:
https://elib.bashedu.ru/.

5. Poccwuiickas rocynapcTBeHHast OubnroTeka [ DneKTpoHHBIN pecypc]. — Pexxum nocryma:
https://www.rsl.ru/.

6. HauwmonanbHas neKTpoHHas OuOIHoTeKa [ DIeKTpoHHBIH pecypc]. — Pexum goctymna: https://xn--
90ax2c.xn--plai/viewers/.

7. HamnumonanpHas matgopma OTKpeITOro 00pazoBanus npoed.ru [DneKTpoHHBIN pecypc]. — Pexum
nocryma: http://npoed.rul/.

8. DnexrponHoe oOpazoBanue Pecrydnuku bamkoprocran [DnekrponHsbIit pecype]. — Pexxum
nocryma: https://edu.bashkortostan.ru/.

9. HudopmarmonHo-mpaBoBoii moptan ['apant.py [ DnekTpoHHBIN pecype]. — Pexum gocryna:
http://www.garant.ru/.

IIporpammHoe obecnieuenune

1. Windows - JToroBop Ne0301100003620000022 ot 29.06.2020, JToroBop Ne 2159- [10/2021 ot
15.06.2021, Horosop Ne32110448500 ot 30.07.2021

2. Windows Server 2003 Enterprise x64 Edition - Torosop Ne31807077072 ot 09.11.2018

3. bpaysep Google Chrome - becninarnas nureH3us
https://www.google.com/intl/ru_ALL/chrome/privacy/eula_text.html

4. bpayzep SHnekc, cepBHUCH STHAEKC: MeTpHKa, wordstat - becratHas nuneH3us
https://yandex.ru/legal/browser agreement/index.html ccpika Ha TUIIEH3UIO
https://yandex.ru/legal/metrica_mobile_agreement/index.html

5. bpayzep SAnnexc - becrumarnas nuuensus https://yandex.ru/legal/browser agreement/index.html

6. Office Professional Plus - Toroeop Ne0301100003620000022 ot 29.06.2020, ToroBop Ne 2159-

I10/2021 ot 15.06.2021, Horoop Ne32110448500 ot 30.07.2021

6. MarepuajbHo-TexHHYecKasa 0a3a,
npouecca 1no JMCHUIIHHE

HeoOXoAuMAasi JJIsl OCYLIECTBJICHHS O00pPa30BaTeIbHOIO

Hanmenosanue Bun 3ansaruii HaumenoBanue o0opynoBanus,
CIELUaTU3UPOBAHHBIX IPOTrPaMMHOTO 00ecTIedeHus
ayIuTOpHii, KAOUHETOB,

nabopatopuit
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Aynutopus 218(PM)

JlexunoHnHas, /{1 KOHCYynbTanui,
s xoHTpoOua 1 arrectauuy, s
MPAKTHYECKUX 3aHATUI

KomoHku B KOMIUIEKTE, HOYTOYK,
OpoeKTop,  ydeOHas  MeOerb,
JKpaH.
[Iporpammuoe obecrieueHme
1. Office Professional Plus
2. Windows
3. Bpayzep Google Chrome

Aynutopus 222(OM)

J1st caMocTOATENBHOM PaboThI

Komnerorepsr B cOope, IpoekTop,
yuebHast Mebenb, B3KpaH Juid
MIPOEKTOPOB.
[Iporpammuoe obecnieueHue

1. Office Professional Plus

2. Windows

3. daiinoBBIi MEHEIKEP

DoubleCommander

Aynutopus 302(OM)

JlexunoHnHas, [[ns koHCynbTanui,
Jlns koHTpoI U arrectanuu, Jis
MPAKTUYECKUX 3aHATUI

JIOCKa,
OJIOK,

HNHTtepakTuBHas
MPOEKTOP,  CUCTEMHBIN
yueOHast MmeOeb.
[TporpamMmmHoe oGecrieueHue

1. Windows

2. bpayzep Google Chrome

3. Office Professional Plus

Aymuropus 307(DOM)

JleknmonHasi, /{1 KOHCYIbTaLNI,
Jnst kouTpoOss u arrectanuu, st
MPAKTHYECKUX 3aHATUI

Her0Oyk, yaeOnass me6emb.
[IporpammHO€ oOecrieueHre
1. Office Professional Plus
2. Windows
3. bpayzep Google Chrome

Aynuropus 313(OM)

JleknmonHasi, /{1 KOHCYIbTaLIN,
st kouTpoIsis u arrectauuu, st
MPaKTUYCCKUX 3aHATUI

Kommbrorepsl B cbope, s3KkpaH
HACTEHHBIH.
[IporpammHOe€ obecrieueHre
1. Windows Server 2003
Enterprise x64 Edition
2. bpayszep Snnexc
3. bpaysep Google Chrome
4. Office Professional Plus

Aynuropus 301 HuranpHbli 3a1
(anexTpoHHBIN Katayor)(DM)

Jliis caMmocToATeIbHON PabOTHI

Kommbrorepsl B cOope, yueOHas
MeOeIb.
[TporpaMMHOe€ oOecreueHHEe
1. Office Professional Plus
2. Windows
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