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1. HIEJIX OCBOEHUA JTUCHUTIINHBI

1.1|OcHoBHas 1eNb TUCUMIUIMHBI — OBJIIEHUE CTYACHTAaMH HEOOXOJMMbIM U JIOCTaTOYHBIM YPOBHEM KOMMYHHKATHBHON
MHOSI3BIYHOI KOMITETEHIIUH B 1eJI0BOH cdepe Ui pemmeHus mpodeccHoHanbHbIX 3a1a4, TPHOOpeTeHHe HABBIKOB JETI0BOTO
0OIIeHHs, YTEeHHS, TIEPEBOA U COCTABJICHUS JISJIOBOM KOPPECIIOHICHIINY JUI OOIIEHHs ¢ 3apyOeKHBIMU MapTHEpaMH U
JajbHeHIero camooopa3oBaHusl.

1.2|3amauamMu JUCIUIIIMHEL SBIISIOTCS:

1.3]1. CoBepiuieHCTBOBaHHUE JICKCHKO-TPAMMATHYECKUX HABBIKOB B paMKaX YCTHOW M MHCHhbMEHHOM JIEJIOBOW KOMMYHHUKAIUH;

1.4]2. NanbHeitmee o0yyeHne YCTHOM MHOS3BIYHON pevn (CIyIlaHHe U TOBOPEHHUE B YCIOBUAX Oyayiueit cdhepbl
JIEATEIILHOCTH);

1.5(3. COBepH_IeHCTBOBaHI/Ie HaBBbIKOB YCTHOI'O l'[y6J'II/I‘-IHOFO BBICTYIUJICHUS;

1.6|4. I[anLHei/'Imee COBCPUHICHCTBOBAHUE HABbBIKOB YTCHHS U ITIOHUMAaHUA ayTeHTH‘iHOfI JIATEPATyphbl 3aJlaHHOM
HaIpaBJICHHOCTH Ha AHTJIUHCKOM SI3BIKE;

1.7]5. Pa3BuTHEe HaBBIKOB KPUTHYECKOTO aHAM3a HHPOPMAILIUK HA aHTJIMHCKOM sI3bIKE (PECCHI, HAYYHO JIMTEpaTypHI,
o(UIHATBHBIX TOKYMEHTOB U JIp.), BKITFOUYasl IEYaTHBIC U AICKTPOHHBIC U3/IAHNU;

1.8]6. CoBepilieHCTBOBaHNE HABBIKOB ITMCbMEHHOTO TIepeBO/Ia (C aHTIIHICKOTO sI3bIKa Ha PYCCKUH SI3BIK, C PYCCKOTO SA3bIKa Ha
AHIIIMHCKUI);

1.9]7. CoBepiieHCTBOBaHNE YMEHUH HanKcaHUs U 0(hOpMIICHHS JETIOBOI KOPPECIIOHACHINH (TIHCEM, 3asBOK, aHHOTALIUHA,
MIPOEKTOB);

1.10{8. CoBepliieHCTBOBaHKE HABBIKOB JICJIOBO# MEPETHCKH;

1.11{9. Pa3ButHe cIOCOOGHOCTH K HETIPEPHIBHOMY CaMOOOPa30BaHUIO B 00JIACTH HHOCTPAHHOTO SI3bIKA B chepe JeI0BOTo
oOrieHus.

2. MECTO JUCHUIITMHBI B CTPYKTYPE OOII

Huka (pazngen) OOIT: B1.0

2.1|TpebdoBaHus K nMpeABAPUTEIbHOI MOATOTOBKE 00y4a0LIEr0Cs:

2.1.1|OcHOBBI Hay4YHBIX HCCIIEIOBAHHH

2.2| JnCHUIUIMHBI U PAKTHKH, VIS KOTOPBIX OCBOEHHE IAHHOM THCHUILITHHBI (MOIYJIs1) HEOOX0AMMO KaK
npejliecTBYOIEE:

3. KOMIETEHLUY OB YYAOIETOCS, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHMS JUCLIMITTAHBI
(MOJLYJIST)

YK-4: Cnoco6eH npuMeHSATh COBpeMEHHbIe KOMMYHMKATHBHBIE TEXHOJIOTHH, B TOM YHCJIe HA HHOCTPaHHOM(BIX) fi3bIKe(aX),
JJIS1 AKaJeMU4eCKOro v npogeccHOHaAJIbHOI0 B3aUMOAeiicTBUS

YK-4.1: BoiOupaeT npMHIUINBI TOCTPOEHHUSI YCTHOTO ¥ MMCbMEHHOT0 BHICKA3bIBAHMS HA PYCCKOM H HHOCTPAHHOM fI3bIKAX;
NMPaBWJIa U 3aKOHOMEPHOCTH /1eJI0BOM YCTHOMH M MUCbMEHHOH KOMMYHHUKAIIUH.

YK-5: CnocobeH aHaIu3upoBaTh U YYMTHIBATh Pa3HO00pa3ue KyJIbTYP B MpoLecce MeKKYJIbTYPHOT0 B3aUMOIeHCTBHS

YK-5.1: U3naraet rpaMoTHO M JOCTYITHO NPO(hecCHOHATBHYIO HH(POPMALMIO B MIpoIecce Me:KKYJIbTYPHOT0 B3aNMO/AeiCTBUS

4. CTPYKTYPA U COJAEPKAHUE JTUCIHUIIJIMHBI (MOAYJIS)

Kon HaunmenoBanue pa3aenoB u TeM /Buj | Cemectp / | YUacoB | Komneten- | Jlutepatypa | Unte | Ilpumeuanne
3aHATUS 3aHaTus/ Kvpce 107011 DAKT.
Paznen 1. /le1oBoe o01eHHE 1
cpeacTBa KOMMYHUKAIUU
11 IIpuem Ha padoty /TIp/ 2 4 YK-4.1 VK- [JI1.1 JI1.2J12.1 0
51 J2.2
1.2 TIpuem nHa padoty /Cp/ 2 6 YK-4.1 VK- [JI1.1 JI1.2J12.1 0
51 2.2
13 JHenosas nepenucka /IIp/ 2 2 YK-4.1 VK- [JI1.1 JI1.2J12.1 0
51 J2.2
14 Jenosas nepemnucka /Cp/ 2 10 YK-4.1 VK- [JI1.1 JI1.2J12.1 0
51 J2.2
15 Busur 3apybexnbix naptaepos /TIp/ 2 4 YK-4.1 VK- [JI1.1 JI1.2J12.1 0
51 J12.2




1.6 Busurt 3apy6exHbix naptTHepos /Cp/ 12 | VK-4.1 VK- [JI1.1 J11.2J12.1
51 2.2

1.7 Cogemtanusi, neperosopst /TIp/ 4 YK-4.1 VK- [JI1.1 JI1.2J12.1
51 2.2

1.8 Cogemanus, neperoopst /Cp/ 12 | YK-4.1 VK- [JI1.1 J11.2J12.1
51 2.2

1.9 Henosoit korTpaxt /IIp/ 2 VK-4.1 VK- |JI1.1 JI1.2J12.1
51 2.2

1.10 JenoBoit kouTpakT /Cp/ 9 VYK-4.1 VK- [JI1.1 JI1.2J12.1
51 2.2

111 Jenosoii stuket /I1p/ 4 VYK-4.1 VK- [JI1.1 JI1.2J12.1
51 2.2

1.12 Henosoit atuker /Cp/ 12 | YK-4.1 VK- [JI1.1 J11.2J12.1
51 2.2

5. ®OHJ OHEHOYHBIX CPEJICTB

http://polaruniversity.ru/sveden/education/eduop/

6. YHAEBHO-METOJNYECKOE © UTHOOPMAIIMOHHOE OBECHHEYEHUE JUCIUIIJIMHBI (MOAY JIST)

6.1. Pexomengyemas JiuTepaTypa

6.1.1. OcHoBHast TMTEpPaTYypa

ABTODEI, COCTaBUTEIHN 3arnaBue, pa3MeIrieHre WznarenscTBo, rox | Kommu-Bo
JI1.1 |Cnenosuu B.C. HenoBoit anrmuiickuii s3eik. BUSINESS ENGLISH: yue6. MuHck: 2
nocobue 11 By30B TerpaCucremc,
2010
JI1.2 |®wununmnosa M. M. JlenoBoe oOlIeHNE Ha aHTIIMICKOM sI3bIKE: yue0. mocobue M.: Uzn-Bo MI'Y, 1
2010
6.1.2. lonoHUTEIbHAS TUTEPATypa
ABTOPBI, COCTABHTEIH 3arnaBue, pa3MeneHue UznarensctBo, rox | Konna-Bo
JI2.1 |Hazaposa T. b. AHTTIMHACKUH SI3bIK AETOBOTO OOIICHUS: KypC JICKIIHH 1 M.; Baagumup: 3
MIPAaKTUKYM; yueO. mocodue Jjist By30B ACT; Actpens;
BKT, 2009
JI2.2 |Beizepos B. A. JleI10BO# aHTTTHICKUI S3BIK: II0CO0HE Pocros v//1; 2
®enukc, 2009
6.3.1 [lepeyenb MporpaMMHOro odecrevdeHust
6.3.1.1|MS Windows 7 (Homep suniersun 62693665 ot 19.11.2013)
6.3.1.2|MS Windows XP (Homep nurensun 62693665 ot 19.11.2013)
6.3.1.3]JABBYY Lingvo 12 (Kox mosumuu NeAL14-1S1P05-102 ot 14.12.2009)
6.3.1.4|ABBYY FineReader 10 (Homep munersun 94965 ot 25.08.2010)
6.3.2 Tlepeuenb HHGPOPMALHOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1|1. Coersl 1o Hamucanuio anHoTarmu - http://old.utmn.ru/sec/2142
6.3.2.2]|2. Hayunsre xypHaisl, koHdepennnn - http://old.utmn.ru/sec/2240
6.3.2.3]3. World Science - Science News - http://www.world-science.net/
6.3.2.4]4. DOAJ (Directory of Open Access Journal) - http://www.doaj.org/doaj?func=expand&uiLanguage=en
6.3.2.5]5. The Open University - http://www.open.ac.uk/skillsforstudy/index.php
6.3.2.6]6. ITpumeps! memoBoii okymenTtarmu — http://owl.english.purdue.edu
6.3.2.7|7. Academic degree http://en.wikipedia.org/wiki/Academic_degrees
6.3.2.8]8. Visionlearning/Scientific Communication: The How and Why of Scientific Meetings -
http://www.visionlearning.com/library/module_viewer.php?mid=186&1
6.3.2.9(9. Kak npaBunbHo Hanucath 3¢ dextuBHoe pestome. How to organize an effective resume -

http://www.ehow.com/how_5097328_organize-effective-resume.html




6.3.2.10

10. Tonckasku mist Hanucanus pestome. QuintCareers.Com - http://www.quintcareers.com/curriculum_vitae.html

6.3.2.11

11. Bark BornpocoB npu cobecenoBanuu. Interview Question Bank. - http://www.job-
interview.net/Bank/JoblnterviewQuestions.htm

6.3.2.12

12. CpencrBa kommyHuKkamua. Communication tools. - http://www.myownbusiness.org/s3/index.html#1

6.3.2.13

13. MexKynbTypHBIE KOMMYHHUKaIUK B genoBoM mupe. World Business Culture. -

6.3.2.14

14. http://www.worldbusinessculture.com

6.3.2.15

15. Copasounnk npodeccuit. Occupational Outlook Handbook (OOH), 2010-11 Edition. - http://www.bls.gov/oco

6.3.2.16

29

6.3.2.17

16. Wikipedia, the free encyclopaedia — http://ru.wikipedi

6.3.2.18

6.3.2.19

DONeKTpOHHBIE U OHJIAIH CI0Bapu

6.3.2.20

1. MysIbTHTpaH OHJIANH CIIOBaph. [ANeKTpOHHbIH pecypc] Pexxum moctyra: http://www.multitran.ru. MuOTOS3BIMHBIIH
HOTIOJIHAEMBII OHJIANWH CIIOBAPb, COJAEPXKUT 0O0JIee MSTH MIWLIMOHOB TEPMUHOB | TIPEI0CTABISET BO3MOKHOCTH
andaBUTHOTO, MOP(OIOTUIECKOTO U (Pa30BOT0 MOKCKA.

6.3.2.21

2. Slupexc cnoBapu oHNaiH. [ D1eKkTpoHHbIH pecypc] Pexxum moctyma: http://slovari.yandex.ru. MHOTOsS3bI4HBII
TOTIOIHSACMBII OHJIANH CIIOBAPh, BKIIOYACT OOIIIE U CIICHHAIbHbIC CII0OBAPH Pa3HOi HANPaBieHHOCTH. COEPIKUT CCHUTKH
Ha JIpYTUe CIOBApU M SHIHUKIONEeIHH. ECTh BO3MOKHOCTD TPOCIYIIATH CIIOBO.

6.3.2.22

3. ABBYY Lingvo omnaiin cioBapb. [AnekTponHbIii pecypc] Pesxxum moctyma: http://www.lingvo-online.ru.
MHOTOSI3bIYHBI OHJIAWH CIIOBAPh, BKIKOYACT OOIIKE U CIICHUAbHbIE CJIOBAPH Pa3HOM HAIIPABJICHHOCTH.

6.3.2.23

4. Acronymfinder Online [OnexrponHslii pecypc] Pexxum goctyna: http://www.acronymfinder.com. Omuaiin cioBaps
COKPAIEHUH aHTIIUICKOTO S3BIKA.

6.3.2.24

5. Cambridge Dictionaries Online. [DnexkrponHbIit pecypc] Pesxxum mocrymna: http://dictionary.cambridge.org.
MHOTOSI3bIYHBIIT OHJIANH CIIOBAaph, BKIFOYACT TOJIKOBBIC CIOBapH aHIIHiCKoro s3bika: American English, Learner's, Phrasal
Verbs, Dictionary of Idioms u ap.

6.3.2.25

6. Oxford Dictionaries Online. [Dnexktponnsiii pecype] Pexxum goctyma: http://www.oxforddictionaries.com.
MHOTOS3pIYHBIN OHJIAMH CJIOBAapb, BKIIFOYACT TOJIKOBBIC CJIOBAPU aHTJIMHACKOTO SAA3bIKA, YKAa3bIBACTCA 3TUMOJIOTHUSA CJIOBA,
€CTb BO3MOXHOCTB MPOCIYIIATh CIIOBO.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOY JIST)

7.1

Ayn. 209 - aynuTopHs Ut IPOBEICHUS JICKIIUOHHBIX, IPAKTHIECKUX, CEMUHAPCKUX 3aHATUH, MyTbTHMEINIHBIIN Ki1acc,
«Mys3eiiHas ayauTopus» (I0Ca04YHBIX MecT — 45)

7.2

KomnbrorepHas TexHuka

7.3

1 npoextop Panasonic PT-LB60NTE

7.4

JInnensunonnoe 110

7.5

MS Windows XP (Homep munensun 62693665 ot 19.11.2013)

7.6

MS Access 2007 (Homep munenzuu 62693665 ot 19.11.2013)

7.7

MS Office Standard 2007 (Homep mumer3un 62693665 ot 19.11.2013)

7.8

CorelDraw Graphics Suite X5 (Homep nunienzuu 4069593 ot 28.07.2010)

7.9

7.10

Ayn. 503 - aynuTtopus Al MPOBEAEHUS JTEKIIMOHHBIX, IPAKTUUYECKUX, CEMUHAPCKUX 3aHATUH, KOMIBbIOTEPHBIH,
MYJIbTUMEAUINHBIA Ki1acc

7.11

(mocamouHbIX MecT — 33)

7.12

KOMHI)IOTepHaSI TECXHHUKaA

7.13

9 xommnbrotepoB (Intel Core 2 Duo E7200 2.53GHz, 316 O3V, HDD 320 I'0), 1 npoexrop acer p1265

7.14

JInnensuonnoe 110

7.15

MS Windows XP (Homep nurensnn 62693665 ot 19.11.2013)

7.16

MS Office Standard 2007 (Homep smuensun 62693665 ot 19.11.2013)

7.17

MS Access 2007 (Homep munensuu 62693665 ot 19.11.2013)




7.18|Mathlab R2010b (Homep smuensuun 622090 ot 23.12.2009)

7.19|Kommac-3D v12 (Homep nunensuonHoro cornamienns Kk-10-01126)

7.20|Bbecmmataoe I1O

7.21|Koncymnsrant Imoc (Bepcus 11 00pa30BaTENbHEIX yIPEKICHHIA)

7.22|AutoCAD Education 2012 (Bepcust 11t 06pa3oBaTebHBIX yIPEKKACHHI)

7.23

7.24|Ayn. 309 - aynuropus JUTs IPOBEICHMUS JICKIIMOHHBIX, MPAKTHISCKUX, CEMUHAPCKUX, HHTEPAKTUBHBIX 3aHSITH,
MYJIBTUMEANHHBIA KJIacc

7.25|(ocamounsix mect — 36)

7.26|KommbroTepHast TeXHHKA

7.27|1 xommbrotep (Intel Pentium G620 2.60GHz, 2I'6 O3V, HDD 250 I'6), 1 unTepaktuBnas nocka iRU, 1 npoextop NEC, 1
npoektop Panasonic pt-1b60nte

7.28|JIunensnonnoe I10

7.29|MS Windows XP (Homep nuuiensun 62693665 ot 19.11.2013) MS Office Standard 2007 (Homep nuniensun 62693665 ot
19.11.2013) MS Access 2007 (Homep nuuenzun 62693665 ot 19.11.2013) RMeasiteach Next Generation (Homep
murensun 1SV-367)

8. METOAUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIIAXCA 11O OCBOEHUIO JUCHUIIVIMHBI (MOY JIS)

Jns ycnemrHoro ocBoeHus yueOHOro MaTepHaia CTyA€HTY He0OX0AUMO SICHO IIOHUMATh 3HAYMMOCTh M MECTO TUCIUIUINHBI B €T0
po¢ecCHOHANBLHON TIOATOTOBKE U aKTHBHO YY4aCTBOBATh BO BCEX BUAAX yueOHOro npouecca. [1o auciumninHae y4eOHbIM IIaHOM
IpeTyCMOTpeHa KOHTAaKTHAsI H CaMOCTOsTeNbHas padorta oOydatomierocs. KonraktHast paboTa BKIIOUAET JISKIIMOHHEBIE U
MIPAKTUYECKUE 3aHATH, KOJUIEKTUBHBIC U MHIUBHyaJbHbIE KOHCYIbTALIUH.

Ha nexuoHHbIX 3aHATUSAX HEOOXOJUMO BHUMATEIIBHO CIIYIIATh MPENoiaBaTess, HOAPOOHO 1 aKKYpaTHO BECTH KOHCIIEKT, KOTOPBIN
JIOTIOJTHSIETCS] U KOPPEKTUPYETCS B POLIECCE CaMOCTOATENBHON MPOpaboTKu MaTeprana. [I[pakTudeckue 3aHATHS IPEIYCMOTPEHBI
Ut OPMHUPOBAHKS YMEHUI U HABBIKOB IPUMEHEHUS TCOPUH Ha MTPAKTUKE JJIsI peLICHUs y4eOHbIX 3a1a4.

Ha npakTudeckux 3aHATHIX CTYIEHTaMH BBITIOJHATCS TEMATHUYECKHE U KOMIIETEHTHOCTHO-OPUEHTHPOBAHHBIC 33aHUS 110 TEMaM
kypca. CTyeHTY He0OXOAMMO aKTUBHO Y4acTBOBAaTh B yUeOHOM Iporecce, MPU HEOOXOAUMOCTH 33a1aBaTh BOIIPOCHI MIPEI0IaBATEIIO.
Texymmii KOHTPOJIb TPOBOAUTCS B BUJIC: YCTHBIX M MMCBbMEHHBIX OTBETOB HAa BOTMPOCHI TEMBI 3aHATHSI, 3aIUTHI JTOKJIAI0B-
npe3eHTanuii, peeparos, TECTOBBIX 3aTaHHN.

Jlnst peann3aniy caMOCTOSTENIBHON PabOThI CO3aHBI CISTYIONINE YCIOBUS U MPEIIIOCHUIKH: 1. CTyIeHTHI 00eCTIeUeHEI
nH(opMaIOHHEIME pecypcaMu B 6ubnnoteke 3I'Y (yueOHMKaMu, ydeOHBIMU NOCOOUAMH, OAaHKOM UHIUBUAYAJIbHBIX 3aaHUN); 2.
CTYJEHTHI o0ecriedeHsI HH()OPMAOHHBIMHI PeCypcaMH B JIOKansHON ceTr 3I'Y (B 31IeKTPOHHOM BHIE BBICTABICHO METOJHIECKOE
obecrieueHue AUCIMIUINHEI); 3. OPraHU30BaHbI €XKeHeJeIbHbIE KOHCYIbTAIUN.

HpOMe)KyTO‘IHaH arrecTauus 1o JUCHUIIINHE. HOHFOTOBK& K HpOMe)KyTO‘IHOﬁ aTTeCTallii BKIIIO4YACT Hpopa60TKy TEOPETUYECCKOI'O
Marepuaia, OTBETbl Ha KOHTPOJIbHBIC BOIIPOCHI. BOHpOCLI, BO3HUKAOIINE BO BPpEM IMOATOTOBKHU, MOXXHO BBISICHUTL BO BPEMSA
KOHCYJIbTallUuH. I[J'If[ TMOJIYUCHHU JOITYyCKa CTYACHT JOJDKCH BBIIIOJIHUTD, O¢)OpMHTb " caaTh BCC BU/bI pa60T, NpeaAyCMOTPEHHBIC
TEMATUYCCKUM IIJIAHOM yqeGHoﬁ nporpaMmbl JUCHHUIIIIMHBI. ﬂOHyCK BBICTABJISICTCA TOJIBKO B ClIy4ae MOJIOKUTEILHON aTTECTallK 10
BCEM KOHTPOJIbHBIM TOYKaM H IIOCJIC BBIIIOJIHCHUSA CTYACHTOM BCEX BUI0B CaMOCTOSITEJILHON U ayﬂHTOpHOﬁ pa6OTbl.
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Pa3zpabotunk ®OC:
Cr. npenogasarens, Koctpunpsina Haranes AnekcanpoBHa
Koctpuupina Haranbs AnexcanapoBHa

OreHOYHbIE MaTepUaIbI IO AUCHUILIMHE PACCMOTPEHBI M 0JJ00pEHBI Ha 3aceJaHuN
kadeapsr, mpotokoi Ne 9 ot 27.05.2022 r.

3aBenytomuii kadenpoi K.3.H., 1o1eHT T.A.CMupHOB




@DOHJ OIIEHOYHBIX CPENICTB MO TUCIUIUINHE Je10BON MHOCTPAHHBIN SA3BIK ISl TEKYIIEH/
MIPOMEXKYTOUHOM aTTecTalluu pa3paboTaH B COOTBETCTBUU ¢ DelepalibHbIM TOCYAapCTBEHHBIM
00pa3oBaTe/IbHBIM CTAHJAPTOM BBICHIETO OOpa30BaHUS IO CICHUAIBHOCTH / HAIPaBICHHIO
noarotoBku 38.04.01 Dxonommka Ha ocHOBe Paboueil mporpamMMmbl IUCHUILIMHBI JlenoBoii
MHOCTPaHHBIN S3BIK, YTBEPKACHHOW pemeHneM ydaeHoro coera ot 27.05.2022 r., [Tonoxenus o
dbopmupoBannn Ponja oneHouHbIX cpeacts no aucturiuHe (POC), [TomoxkeHus: 0 mpoBeaeHUN
TEKYIIET0 KOHTPOJS YCIEBAGMOCTH M TPOMEXYTOYHOH arrtectanuu oOydvaromuxcs 3IY,
[Tonoxenus o rocymapctBeHHON wuToroBo arrecraumu (['MIA)  BBITYCKHMKOB 11O
00pa3oBaresibHBIM MporpaMMam Boiciiero oopasosanus B 3['Y um. H.M. ®enoposckoro.

1. IlepeyeHs MJIAHHpPYEMBIX pe3yJbTATOB O0y4YeHHs] MO JUCHUILUINHE (MOIY.JI0),
COOTHECEHHBIX C IVIAHUPYEMbIMH pe3yJIbTATAMH 00pPa30BaTeIbHOM NPOrpaMMbl

Tabnuma 1. KomnereHuy 1 MHIUKATOPBI UX JOCTHIKEHUS

Koz n HaumeHoBaHKe KOMIIETEHIIUN WNuankaTopsl JOCTHKEHUS
YK-4 Crniocoben npuMmeHaTb|YK-4.1 BeibupaeT npuHIUIBI TOCTPOSHUSI YCTHOTO U
COBPEMECHHEIC KOMMYHHKATHBHBIC|[THICEMEHHOTO ~ BBICKa3bIBAaHUSI HAa  PYCCKOM U
TEXHOJOTMM, B TOM  YHCI€  HA|UHOCTPAHHOM SI3bIKaxX; MpaBHJIA M 3aKOHOMEPHOCTH
WHOCTpPAaHHOM(BIX)  si3bIKE(ax),  JUIS|I€JIOBOM YCTHOM U MUChMEHHON KOMMYHUKAIUU.
aKaJeMHYECKOro 1 MpodeCCHOHATBHOTO
B3aUMOJICVCTBUS

YK-5 Cnocoben anammsupoBath u|YK-5.1 W3naraer rPaMOTHO u JOCTYITHO
YUUTBHIBaTh pa3zHooOpasue KyjiabTyp B|OpodecCHOHaIbHYI0O  HH(pOpMalKi0 B  Ipolecce
npoiiecce MEXKYJIbTYPHOT'O|MEXKYJIBTYPHOT'O B3aUMOAECHCTBUS

B3aUMOJICVCTBHUSI

Tabnuma 2. [Tacmopt GoH/1a OIICHOYHBIX CPEJICTB

Kox OlneHOYHBIE Cpe/iCTBa O1nieHOYHBIE CPENICTBA
pesynbTata TEKYIIEeH aTTecTalluu MPOMEKyTOYHON aTTeCTallnU
No 1i/m1 KonTtpommpyemsie pa3meist OOVICHIS 10
) (TeMbl) AMCUHUILTHHBI i HaunmenoBanu HaumenoBanu
JUCIUTIINHE/ ®opma ®opma
MOIyJTIO € €
2 ceMecTp

2. TunoBble KOHTPOJIbHbIC 33aJaHUS WJIH HMHbIe MATepHAJbl, HEOOXOAMMBIE JIsl
OLICHKHM 3HAHWi, YMEHUI, HABBIKOB M (WJIH) ONbITA JAEATEIbHOCTH, XapaKTepu3ymolue
npouecc GopMUPOBAHUSI KOMIIETEHIIUI B X0/1¢ 0CBOEHHS 00pa30BaTe/IbHOI NIPOrpaMMBbI.

2.1. Bapanusi I TEKYIIEro KOHTPOJIsI yCIIeBAEMOCTH

Tunosas KOHTPOJIbHAaA

HOLDING A SUCCESSFUL MEETING

1. I[IpounTaiiTe 1 NepeBeIUTE TEKCT.

Nowadays business people spend so much time in meetings that turning meeting time into
effective

results is a priority for successful organizations. Actions that make meetings successful
require management

before, during, and after the meeting.




What is done before the meeting is as important as the meeting itself. To ensure the only
necessary

points will be covered it’s necessary to create an agenda. An agenda is a list of items and
points which are

to be discussed during the meeting. When the agenda is ready it is usually distributed
among everyone

concerned. It is important to get feedback from the meeting participants about the
proposed agenda. The

organizers should also check the venue, making sure the room will be free, without
interruptions, until the

end of the meeting.

The person who will chair the meeting must be appointed in advance. The chairperson
should be a

good timekeeper. He should start a meeting on time, without waiting for latecomers. He
should also appoint

somebody to take the minutes, making sure that opinions and action points are noted. He
should

make sure that each point on the agenda is allocated the time it deserves and should keep
to the timetable.

When the time allocated to one point is up, the chairperson should make sure that
discussion moves on to

the next point, even if the issue has not been completely covered. The chairperson should
make sure that

each participant has the chance to make the point, and should deal tactfully with
disagreements. He

should also try to avoid digressions, where people get off the point. Finally, he should
ensure the meeting

finishes on time or earlier.

After some meetings it’s necessary for the minutes to be circulated, especially if there are
action

points that particular people are responsible for. At the next meeting the chairperson
should ask for the

minutes to be read out and see if everybody agrees that it is an accurate record of what
happened, and see

if there are any matters arising. He should also check what progress has been made on the
action points

from the previous meeting.

Organizing a meeting it’s necessary to remember that running an effective meeting is
more than

sending out a notice that your team is to meet at a particular time and place. Effective
meetings need

structure and order. Without these elements they can go on forever and not accomplish
their goals. With a

good agenda and a commitment to involving the meeting participants in the planning,
preparation, and

execution of the meeting, it is possible to hold a great meeting.

2. 3amoJIHUTE MPOITYCKU TMOIXOISIIAMHU 10 CMBICITY CIOBaMH U3 paMku. Ompejenure,

Kakue pa-
35 OOBIYHO IMPOU3HOCUT MMPEACEAATECIIb, 4 KAKME — YHACTHUKHU COBCIIAHUSA.
1. Steve, will you take the today? 2. Does everybody agree that the minutes

are an accurate
of the last meeting? 3. In the points it says Sam is

resnonsible for writina



the report. Is that right? 4. Now, we have 30 minutes to the discussion of point 1, so
let’s

get started. 5. | want to make the that we are still two people short in the
office. 6. Let’s

on to the next point or we won’t finish on time. 7. What is the
of this meeting?

What do we hope to achieve? 8. | take your about the new advertisement,
but it’s too
late to change anything. 110 9. | know what you about him, but he is very
good with customers.
10. Sorry to you, but what you’ve said is against the company policy. 11.
To go back
to what | was saying , we still need some money to solve this problem. 12. If |
you correctly, we won’t finish the project on time. Is that right? 13. Are
you
that we have to close this parking on our company premises? 14. | know
what you
but we have to look at the human factor as well as the numbers. 15. I'm
| can’t
agree with you here. 16. I think you are . It’s impossible to meet this deadline.
17. Youare
absolutely . We are to reduce prices.
right, mean, understand, interrupt, earlier, move, minutes, afraid, think, purpose, record,
wrong,
action, point (2), sure, allocated
3. BLI6epI/IT € NOAXOAIINEC ITO CMBICITY I'JIaroJibl ¥ 3aIIOJIHUTE ITPOITYCKHU.
1. Can we up a meeting for Monday next week? (arrange/agree/set)
2. Something came up so they had to Monday’s meeting till Friday.
(postpone/cancel/fix)
3. Monica is off sick so Michael will have to the staff meeting.
(charge/chief/chair)
4. He has to the meeting in Berlin because his boss is in Spain.
(go/attend/visit)
5. 1It’s a very important meeting so make sure you don’t it.
(miss/lose/avoid)
6. She decided to the meeting because there was nothing to talk about.
(cancel/arrange/fix)
7. | asked Jane to the meeting next week, but there were no rooms
available.
(run/cancel/arrange)
8. They the meeting, but they didn’t hear anything interesting.

(postponed/missed/attended)

4. 3amonHMTE TPONMYCKH cienyrommumu croBamu: Waste, find, make, chat, discuss,
criticize, exchange

C xakuMu yTBEpKIeHUAMU Bbl cornacHsl?

Meetings are...

a. an ideal opportunity to points of view

b. the best place to key decisions

c. a safe environment in which to important issues
d. arare chance to with other people

e. the only way to out what’s really going on

f. an open invitation to each other




g. the perfect excuse to some time.

5. HpO‘IHTafITe U IEPEBCAUTC BBICKA3bIBaAaHUSA, KOTOPBIC MOXHO YCIIBIIIATH BO BPEMA
COBCIIaHUA.

3amosHUTe MPOMYCKH MOAXOISIIMMH II0 CMBICTYy ciaoBamu: right, mean, understand,
interrupt, earlier,

move, minutes, afraid, think, purpose, record, wrong, action, point (2), sure, allocated.

Onpenenure, kakue (Gpaszbl 0OBIYHO MPOUZHOCUT MPEICENAaTeNh, a KAKHEe — YIYaCTHUKHU
COBCIIaHUA.

1. Steve, will you take the today?

2. Does everybody agree that the minutes are an accurate of the last
meeting?

3. In the points it says Sam is responsible for writing the report. Is that
right?

4. Now, we have 30 minutes to the discussion of point 1, so let’s get started.

5. I want to make the that we are still two people short in the office.

6. Let’s on to the next point or we won’t finish on time.

7. What is the of this meeting? What do we hope to achieve?

8. | take your about the new advertisement, but it’s too late to change
anything.

9. I know what you about him, but he is very good with customers.

10. Sorry to you, but what you’ve said is against the company policy.

11. To go back to what | was saying , We still need some money to solve this
problem.

12, 1f | you correctly, we won’t finish the project on time. Is that right?

13. Areyou that we have to close this parking on our company premises?

14. | know what you but we have to look at the human factor as well as the
numbers.

15.'m | can’t agree with you here.

16. I think you are . It’s impossible to meet this deadline.

17. You are absolutely . We are to reduce prices.

6. O3HaKOMBTECH C ITIOBECTKOMN JHSA U TPOTOKOJIOM COBCIIAHUSA. OTBeThTE HA BOITPOCHI.
1. What information about the meeting can the participants get from the agenda?

2. What issues are to be discussed at the meeting?

3. What information can the participants get from the minutes?

4. What decisions have been made about each issue?

5. Why is it important to take the minutes during the meeting?

2.2. 3aganusi 1Jis IPOMEKYTOYHOM aTTecTallnu

2.2.1. KoHTpOJIbHBIE BOMPOCHI K IK3aMeHY(3a4eTy)
KoHcmekT, cobeceoBaHme, TECTOBOE 3aJJaHNUE, HTOTOBBIA TECT

2.2.2. TunoBbIe JK3aMeHAIMOHHDIE 321291

2.2.3. Tembl/3a1aHUsI KYPCOBBIX IPOEKTOB/KYPCOBBLIX PadoT



