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IMosicuuTeLHASA 3aIMCKA

Pa3zpaGotunku nporpammsel, onupasch Ha OOLIEEBPONEHCKYIO IIKaly KOMIIETEHLUH
BJIAJICHUs] MHOCTPAHHBIM S3BIKOM, pa3paborannyro Coserom EBpormbl, cuuTaroT, YTO
MUHUMAJIBHO JIOMYCTUMBIM ypOBEHb OCBOCHHBIX $3bIKOBBIX HABBIKOB Hauboyiee TOYHO
COOTHOCHTCS C MOJIHOCTBIO MPOMICHHBIM U yCBOCHHBIM B1 1o o01meeBpomneiickoii mkae.

IlepeyeHp IUIAaHUPYEMBIX pE3YJIBTATOB OOYUYEHMsI O JUCLMIUIMHE, COOTHECEHHBIX C
IJIJAHUPYEMBIMU PE3YJIbTATAMU OCBOCHHUSI IIPOIPAMMBI:

1.1. Muctmmumaa b1.0.29 Tlcuxomorus nemoBoro obmenust / Psychology of business communication
o0ecIieunBaeT OBJIaICHUE CIICAYIOIMMHI KOMIICTCHIIUSAMHE C YUETOM JTara;

Kon HaumMeHoBaHue Kon HauMeHoBaHUE KOMIIOHEHTA
KOMIIeTEeHI KOMIIeTeHU U KOMIIOHEHTA KOMIIeTeHU U
1001 KOMIeTEHUUH
CriocobeH ocyIecTBISATh
Crioco0eH aHAM3UPOBATh BO3MOXKHBIC
COLMATILHOC MOCEJCTBUS JIMUHBIX ACHCTBUN U
VK-3 B3aMMOJEUCTBUE U VK-3.2 .
TUTAHUPYET CBOU ACUCTBUS IS TOCTIDKEHUS
peaM30BLIBaTh CBOIO POJIb B
3aJIaHHOTO Pe3yJIbTaTa
KOMaHJIe
Crnioco0OeH mpUMeHSITh
COBpEMEHHBIC
KOMMYHHUKATHBHBIE Crioco0eH HCIoNb30BaTh OCHOBHBIE
TEXHOJIOTHH, B TOM YHCJIe Ha COBpEMEHHBIE KOMMYHHUKAaTUBHBIC CPEJICTBA,
YK-4 HWHOCTPaHHOM(BIX ) YK-4.1 B TOM 4YHCJIE HA HHOCTPaHHOM(BIX)
s3bIKe(ax), s si3bIKe(axX), UCTIOJIb3YEMBIE B aKaJIEMUICCKOM
aKaJeMHIEeCKOTO H 1 ipoeCCHOHANEHOM B3aUMOJICHCTBHH
npo¢ecCHOHANTBEHOTO
B3aUMOJICUCTBUS
CriocobeH BOCIpHHUMATH
Crioco0eH MpUAePKUBATHCS TPUHITUIIOB
MEXKYJIBTypHOE .
HEJANCKPUMUHAIIMOHHOTO B3aUMO/ICHCTBUS
pazHoobpasue 001ecTna B
VYK-5 VK-5.3 IIPY TUIHOM W MaCCOBOM OOIIIEHUH B LIEJSAX
COLIMAIbHO-UCTOPUICCKOM,
BBITIOJIHEHUS TTPO(ECCUOHANBHBIX 33724 U

3THYECKOM U (hrocodpckoM
KOHTEKCTax
IIpuMmeHsieT OCHOBHBIE
TPUEMBI COOJTIOICHUS
[1KO-4.2 HPABCTBEHHBIX, 3THYECKUX U
MPaBOBBIX HOPM B
npodeccuoHabHOU chepe

YCUJIEHHUSI COLIMAIbHOM MHTErpalluu

1.2. B pe3ynbrate 0cBOSHUS NUCHUIUIMHBI Y CTYAEHTOB JOKHBI OBITH CPOPMHUPOBAHBI:
[Ipodheccuonanpuble NelCTBUS Kon Pesynprarer 00ydeHus
KOMIIOHEHTa
KOMIIETEHIIUU
OpPraHU3yeT U YIPaBIIIET YK-3.2 Ha YpOBHE 3HaHUI:
CUTYaIMsIMH OOIIEHMS, - 3Ha€T OCHOBBI OPTaHU3AINH COLUATHHOTO
COTPYIHHUYECTBA, Pa3BUBas B3aMMOJAEWCTBUSA, B T.4. C Yy4YeTOM
aKTUBHOCTb, CAMOCTOSATENBHOCTb, BO3PACTHBIX OCOOEHHOCTEH
MHUIMAaTUBHOCTbH, TBOPYECKHE - 3HaeT COBPEMEHHBIE  TEXHOJIOTUU
CIIOCOOHOCTH yYaCTHHKOB B3aMMOJEWCTBUS, C YYETOM OCHOBHBIX
COLIMATIBHOIO B3aUMOJICHCTBHS 3aKOHOMEpPHOCTEN BO3pacTHOTO u
BBIOMpAET U IPUMEHSET WHAMBHUIyAJILHOTO Pa3BUTHS, COLIMAIBHBIX,
HE0OXO0MMBIE METO/BI U CPEJICTBA ATHOKOH()ECCHOHAJBHBIX W KYJIBTYpPHBIX
co3maHus 6e30TacHON 1 pasnuuuii, 0COOECHHOCTEH COIHMATN3AINH
MICUXOJIOTHYECKH KOM(OPTHON JIMYHOCTH




Cpebl, 3aIuINasl JOCTOWHCTBO U
HWHTEPECHl YYACTHUKOB
COIIMAJILHOI'0 B3aUMOJEHCTBUI

Ha ypoBHe ymeHuit:

- yMeeT OpraHU30BHIBATH, YIIPABIATh
CUTyalusIMU OOIICHUS, COTPYJAHUYCCTBA,
pa3BuBas aKTUBHOCTb,
CaMOCTOSITENTbHOCT, WHUIIUATUBHOCTS,
TBOPYECKUE CIIOCOOHOCTH  YYaCTHUKOB
COIMATIFHOTO B3aNMOICHUCTBHS

- yMeeT co3maBaTh Oe€30MacHyl H
TICUXOJIOTHYECKH  KOM(OPTHYIO  Cpemy,
3alMIas JOCTOMHCTBO W HMHTEPECHI

YYaCTHUKOB COLIMATLHOTO
B3aUMOJCHCTBUS

Ha ypoBHe HaBBIKOB

- BJIale€T  METOJaMH  OpraHu3aluu
KOHCTPYKTHUBHOTO COLIMATEHOTO
B3aUMOICHUCTBHS,

- BJIaJIeET CITOCOOHOCTHIO OPTaHHU30BHIBATS,
YIIPABISTH CUTYyalUsIMU 0OIICHHS,

COTPYAHHMYECTBA, C YYETOM BO3PACTHOIO U
VHJUBUYAJIBHOTO Pa3BUTHsI, COLIUAIIBHBIX,
STHOKOH()ECCHOHAJBHBIX U KYJIbTYpPHBIX
pa3JIn4yuil €r0 YYaCTHUKOB;

Omnpenensier 1 000CHOBBIBAET LENb YK-4.1 Ha YpOBHE 3HaHUM:
yOJINYHOTO BBICTYIUICHUS - 3HaTb  OCHOBHBIE  CTPYKTYpPHBIE
(mpoBeneHus 1eI0BOM BCTpEUn). OCOOCHHOCTH TIOCTPOCHHS BBICKa3bIBAHUS
BriOupaer agekBatHyo  (opmy Ha UHOCTPaHHOM SI3BIKE;
JIeTIOBOM KOMMYHHKAIIWH. - 3HaTh OCHOBHBIE MpaBUJIa COYETAEMOCTH
PazpaOaTbiBaeT miaH myOIUYHOTO S3BIKOBBIX ~ €OUHHL  PA3HOTO  YPOBHS:
BBICTYIIJICHUS (JEJIOBOM BCTPEUH). (hOHOJIOTHYECKOTO,  MOP(OIOTUIECKOTO,
[Monbupaer aJIcKBaTHBIE rpaMMAaTHYECKOTO ¥ CEMaHTUYECKOTO
apryMEHTHI, yIpaBJIseT Ha YPOBHE YMEHHI:
KOMMYHHKaLue. - YMETb CaMOCTOATEJIHO CIUIAHUPOBATh U
JeMoHCTpUpYeT  3HaHHE  HOPM MPOBECTH JETIOBYIO BCTpeuy Ha
JIeJI0OBOTO ITHKETA. WHOCTPAaHHOM SI3bIKE;
Jenaet 000CHOBaHHbIEC BBIBOJBI. - IOHUMATb YCTHYIO U IMCbMEHHYIO peyb B
BreiOupaer agekBatHyo  (opmy paMKax u3y4aeMon AUCIHIUIHHBL;
JIeTI0BOTO JOKyMEHTA. - 3HaTh JIEJIOBOM  OTHKET  CTPaHBbI
CoOmronaer TpeGOBaHUSI K S3BIKY KOHTPAareHra,
J€TI0BOTO JOKyMEHTA. - COCTaBJATh YCTHbIE M THCHMEHHBIC
Cobmonaer TpeOOBaHUS o TEKCTBI C YUETOM TPaJAULIMN BbICTPABAHUS
odopmienuto JIeJI0BOTO KOMMYHHMKAllUM, TPUHATBIX B CTpaHe
JOKYMEHTA. M3y4aeMoro f3bIKa
Ot6upaer coaepskaHHEe JIEIIOBOTO Ha YpOBHE HAaBBIKOB:
JOKYMEHTa, aJEeKBATHOE ILIEJNU €ro - CcBOOOJHO BHAJIETh CHENHU(UUECKOI
HaIlHUCaHMUs. JIEKCUKOM, pacnpOoCTpPaHEHHOH B JE€JI0BOMU
chepe
-HE WCIBITHIBATH 3aTPYAHEHUA B BBIOOpE
SA3BIKOBBIX CPEACTB
Onpenenser OCHOBHBIE OTIIHYHS YK-5.3 Ha ypoBHe 3HaHuit

MpeJCTaBIeHUI KyIbTyp IpYyT O
apyre.

CoOnro1aeT 3TUKET, MOpAJIbHBIE U
KYJIETYpPHBIC HOPMBI.

OpTaHu3yeT MPOAYKTHBHYIO,
M03HaBaTENbHO-
HCCIIEI0BATENBCKYIO IESTEIBHOCTD
B CUTYallMu KYJIbTYpHOTO THAJIOTA.
BriOupaet cpenctsa oOueHus

- 3HAaeT OCOOEHHOCTH  COLMAILHOM
OpraHm3ali  O0INecTBa,  CHenu(UKy
MEHTAJIUTETA, akcrocdepsl H

MUPOBO33PEHHUS KYIbTYP
- 3HaeT OCOOEHHOCTH TMPEACTaBICHUN
KYJIBTYp APYT O Apyre C Y4eTOM HalH4Hs
ob1ero LIEHHOCTHOT'O KOHTEKCTa,
3THOCTEPEO u reTepoCTEePEOTHIIOB,
dopmMupyeMbIX HH)OPMALMOHHOW cpelon




HCXOJSl M3 CUTYaIlUHU, CTPEMSICh K
B3aMMOIIOHMMAHUIO. 3Has MPUYHHBI
KOH()JTHKTOB, CTPEMUTCSI U30erath
HX WIH pa3penaTh CaMOCTOSTEIbHO

(uctopusi, Qurocodus, XymokecTBCHHAS
KyJbTypa, MyJIbTUMEIA, TMYHBIN OITBIT)

- 3HAaeT OCHOBBI TCOPHHM KOMMYHHUKAIUH,
MpOOJIEMBI KyJIBTYpHOH HISHTHYHOCTH U
MEXXKYJIbTYPHBIX KOHTAaKTOB

Ha ypoBHe ymenuii:

- ymeer pocturatb 3¢GEeKTUBHOCTH
KOMMYHUKAIlAW; HCIOJB30BaTh  OOIIHe
KobI (BepOabHbIe Wi HeBepOalbHBIE)

- yMeeT TMpeojaoJieBaTh  KyJIbTYPHBIN
Oapbep, BOCHpPUHUMAS MEXKYIbTypHBIS
pasnuums u3deratb npeayOexkIeHUd U
HACTPauBaThCsl HA COBMECTHBIC JICHCTBUSI C
MPENICTABUTENSAMHU IPYTHX KyIbTYP

- COXpaHss HAIMOHAJIBHYIO HJIEHTHYHOCTb,
ymeer n3oerarb STHOLICHTPU3MA,
cOOJI0IaTh HOPMBI ATHKETa, MOPAIbHBIE U
KYJBTYPHBIE HOPMBI

Ha ypoBHe HaBBIKOB

- BIajJceT CIOCOOHOCTBIO MPEoIoIeBaTh
CTEPEOTHITHI

- BIaJceT TBOPYECKUM OTHOIICHHEM K
npoleccy KOMMYHHKALIUH

- BIAJEET CIOCOOHOCTHIO HWCIIOJIB30BaTh
HAa0Op KOMMYHHKATHBHBIX CPEICTB U
JenaTh WX ~T[paBWJIbHBIA  BBIOOp B
3aBHCHMOCTH OT CHUTYaIlul OOIIeHus (TOH,
CTWIIb, CTPaTeTWH, pPEYEeBBIC IKAHPHI,
TeMaTHUKa U T. 1.)




2. O6beM 1 MeCTO TUCHMILIMHBI B cTpyKType OIT BO

B coorBerctBuM c yueOHBIM TutaHoM gucnumimHa b1.0.28 Tlcuxomorus nemoBoro
obmenwust / Psychology of business communication BXOZUT B COCTaB AUCIHUILIAH 0a30BOM 4acTU
osoka b1 «JluctumimHb! (MOIYIH)» ¥ U3y4aeTcs B 3 CEMECTpe.

N3ydyenne naHHOW JUCHMIUIUHBI OCHOBBIBAETCS Ha 0a3e MPENbIAyIIero YpOBHS
oOpazoBanus (Kypc MmoigHoro oomero oobpazoBanus). Ha aToMm 3Tane o0ydeHUs OCYIIECTBIAETCS
npoecroHaIbHO-OPHEHTUPOBAHHAS TOATOTOBKA TI0 AHTIMHCKOMY SI3BIKY, TIO3BOJISIOIIAS
pemarh 3aJauu MEXIMYHOCTHOTO M MEXKKYJIBTYPHOTO OOIIeHUs. BXOTHON ypOBEHb BiaJICHHS
MHOCTPaHHBIM S3BIKOM Ha JIAHHOM JTane cocTaBiseT Bl (mpemmoporopriii yposens)! O6mas
TPYAOEMKOCTh JTUCIUIUTMHBI TI03BOJIICT JIOCTUYb YpOBHsS B2 (IOpOTrOBBI ypOBEHB) 10
OKOHYaHUH Kypca.

ConepxkaHue MaHHOW JMCUUIUIMHBI SIBJISIETCS. OCHOBOHM Ui W3Yy4YCHHS JIMCLUIUINH,
MPeroaBacMbIX Ha QHTIMICKOM sI3BIKE Ha IMOCIEAYIOIIUX KypcaX, W Ui CaMOCTOSTEIHHOU
paboThI ¢ UCTOYHUKAMH JINTEPATYPBI, IPEICTABICHHBIMHI aHTIJIOSI3BIYHBIME AaBTOPAMH.

JlucumiinHa ~ MOXET  PEaiu30BLIBATHCSI ¢ NPUMEHEHHEM  JIUCTAaHIIMOHHBIX
oOpa3zoBarenbHbIX TexHoNorui (manee — J{OT).

JlocTylm K cHCTEMe TUCTAHIIMOHHBIX OOpPA30BATECIBHBIX TEXHOJOTHUH OCYIICCTBIISICTCS
KOKIbIM OO0YYaroIIMMCS CaMOCTOATEIBHO € JI00Oro ycrpoicTBa Ha moprane: https:/sziu-
de.ranepa.ru/. [1aposb ¥ JTOTUH K TUYHOMY KaOMHETY / IPOGMIIO MPEIOCTABIISETCS CTYICHTY B
JIeKaHare.

Bce ¢gopmbl Tekymiero KOHTPOIIsI, MPOBOIUMBIC B CUCTEME JUCTAHIIMOHHOTO OOYYCHUS,
OLICHUBAIOTCSI B CHCTEME JIMCTAHIIMOHHOTO 00y4eHus. JlOCTyn K BHIEO W MaTepHaliaM JICKIIUN
MPEOCTABIISIETCS B TEUEHUE BCEro cemectpa. JlocTym K KaxkaoMmy BHIY pabOT M KOJHMYECTBO
MOMBITOK HA BBIMOJIHEHUE 3allaHusl IPEIOCTABIISCTCS Ha OrPaHUYEHHOE BpPEMs COTJIACHO
periiaMeHTy AUCHUIUIMHBI, omyOnumkoBannomy B CJIO. [IlpenonmaBarenb  OIlEHUBAET
BBINOJIHEHHBIC 00y4aromuMcsi paboTel He mo3aHee 10 paboumx JHEW Mocie OKOHYAHUS CPOKa
BBITIOJTHEHHUSI.

O0neM THCIUTLINHDI
Ounasn ¢hopma oodyuenusn
OO01mas TpyA0eMKOCTh AUCHUTIIMHBI COCTaBISET 4 3a4eTHBIX equHuIl, 144
akajgemMuueckux yacos/ 108 actp. yacoB Ha ouHOU popme 0OyUeHHUs.

Bup padorsl TpynoemkocTs
(B akajg.yacax/ B aCTPOHOM. 4acax)
O611asi TPY/10eMKOCTh 144/108
KonTtakTHas padora c npenoaaBartejiemM 48/36
2/1,5- 4. KOHCyIbTAIIUS
Jlexumn 16/12
[TpakTHyeckue 3aHsTH 32/24
Koncymprarus 2/1,5
CamocTosiTeJIbHasi padoTa 94/70,5
@DopMBbI TEKYILIEr0 KOHTPOJIS PEUTHHT-KOHTPOJIb, TIPAKTHYECCKUE
3amanusi, pedepar
DopmMa NPOMEKYTOYHON aTTECTALNH 3a4er c oneHkoM

3aounasa ghopma ooyuenus

OO01mast TpyA0€MKOCTh TUCHUTUTHHBI COCTABISIeT 4 3a4eTHBIX eaunuil, 144
akanemMuuecknx yacos/ 108 acTp. yacoB Ha 3a04HOU (popme oOydeHHS.

Bup padorsl TpyaroemkocTs
(B akaja.yacax/ B aCTPOHOM. 4acax)

O01mas Tpy10eMKOCTh 144/108




KonrakTHasi pa6oTa ¢ npenojaBartejieM 12/9
2/1,5- 4. KOHCYJIbTAIUS
Jlexuuu 4/3
[pakTHyecKue 3aHATHUS 8/6
Koncynprarms 2/1,5
CamocrosiTejibHasi pa6oTa 126/94,5
DOpMBI TEKYIIETO KOHTPOJIA PEUTUHT-KOHTPOJIb, IIPAKTUYECKUE
3amanusi, pedepar
DopmMa NPOMEKYTOYHOM aTTEeCTALNH 3a4er c oneHkom

1B coorsercTum ¢ OO11eeBPONEHCKUMU KOMIIETEHIIUAMH BIIaJEHUsI HHOCTPAHHBIM 3bIKOM: M3ydeHnue,
npenoaaBanue, oneHka https://www.coe.int/en/web/lang-migrants/cefr-and-profiles - Tata nocryma 03.03.2019



https://www.coe.int/en/web/lang-migrants/cefr-and-profiles

3. Conep:kanme ¥ CTPYKTYPa JHCIHUILTHHBI
3.1. CrpyKrypa IHCHMILIHHBI

Tabmuma 2.1
O0beM IMCHUILVINHBI, Yac. ®opma TeKylero
KonTakTHas padora KOHTPOJIsA
Nen/m| HaumeHoBaHue TeM o0yyaroluxcs ¢ npemnojaBaTeieM ycrneBaeMocCTH,
(pa3zaeJioB) Bcero Mo BUIAM YUeOHBIX 3aHATHH CP |npoMe:KyTO4HOI
J/a JIP n3/a KCp arrecTanuu®
oT Il oT
(0]
T
Ounasn ¢hopma odyuenusn
1 | Crnemuduka nenoBoro 34 4 - 8 - 22 T, O, CA, ITP
o0ImeHnsT B  Pa3HBIX
KYJBTypax
2 | OcobeHHOCTH 36 4 - 8 - 24 KP, O, CH, I1
My OIMIHOTO
BBICTYIUICHUS
3 | IIcuxomoruueckue 36 4 - 8 - 24 T, O, CA, ITP
0coOeHHOCTH paboTHI B
rpynme
4 [TeperoBopsl KaK 36 4 - 8 - 24 O,KP,CJI, C
¢dhopma JICJIOBOTO
B3aUMOJICUCTBHS
IpomexyTounas Kouncyabranusi —2 /1,5 3ader ¢
aTTecTanus OIIEHKOIi
| Beero (akan/acTp) 144/108 | 16/12 | - [ 3224 - |94/705
Tabmuna 2.2
O0beM IMCHHMIIMHBI, YaC. dopma TeKyLIero
KonTakTHas padora KOHTPOJIsA
Nen/m| HaumMeHoBaHHe TeM o0yyaruuxcsi ¢ npenoaaBarejieM ycneBaeMocCTH,
(pasnenoB) Bcero 10 BUAAM YYeOHBIX 3aHATHI CP |npoMeKyTOYHOH
J/A0T | JIP/10 3/ arrecranuu’®
T oT
3aounasn ¢hopma odyuenusn
1 | Crnenuduka Ien0BOro 33 1 2 30 T, O, CA, ITP
oOmieHnst B pa3HBIX
KyJIbTypax
2 | Ocobennoctu 35 1 2 32 KP, O, CH, I1
MyOJIMYHOTO
BBICTYIUICHUS
3 | IIcuxomoruueckue 35 1 2 32 T, O, CA, ITP
0coOeHHOCTH paboTHI B
rpynme
4 | IleperoBopsr Kak 35 1 2 32 O,KP, CJ, C
dhopma JIETI0BOTO
B3aUMO/IEHCTBUA
[pomexyTounas 4/3 Koncyabramusa —2 /1,5 3auer ¢
arrecTanus OLIEHKOH
Bcero (akaa/acTp) 144/108 4/3 - 8/6 126/94,
5

Hcnonb3yeMble COKpalleHuUs:

JI — 3aHATHA IEKIMOHHOTO THIA (JISKIIUH U MHBIC YU4eOHbIe 3aHATH, IPEayCMaTPUBAONINE TPEUMYIIIECTBEHHYIO Niepeaady yueOHoH
MHQOPMALINH NTeAarOrHIeCKUMH PaOOTHUKAMI OPTaHN3AINH 1 (WJIH) JINIIAMH, TIPUBJIEKaeMBbIMU OpPTaHU3alNell K pearn3alin
00pa30BaTe/bHBIX IIPOrPAMM Ha UHBIX YCIOBHUSAX, 00YdarOIMMes )L

! A63an 2 nynkTa 31 Ilopsiaxa opraHu3aluy ¥ OCyIIeCTBIECHHUS 06p§SOBaTeHLHOﬁ JIESITEILHOCTH 110 00pa30BaTeIHHBIM MTPOrpaMMaM



JIP — nabopatopHsle paboTsl (BU 3aHATHI CEMHHAPCKOTO THIA)?;

I13 — npakTHyeckue 3aHATHS (BUIBI 3aHATHH CEMHHAPCKOTO THIIA 33 MCKIIOYEHHEM 1abopaTOpHBIX paboT)s;

KCP — unnuBunyanpHast pabota 00y4aronuxcs ¢ NeAarorndeCKUMy pabOTHUKAMU OPTaHU3AIMK U (WIH) JTUIAMU, TPUBIICKACMBIMH
OpraHu3alyell K peanu3anuy 00pa3oBaTeIbHBIX IPOrPaMM HA MHBIX YCIOBHAX (B TOM YHCIe MHAMBHIYaIbHbIE KOHCYIbTAIUN)®;
JOT — 3aHATHSI, TPOBOJUMEIC C IPUMCHEHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI, B TOM YHCIIC C IPUMECHECHHEM
BUPTYaJIbHBIX aHAJIOTOB MPOPECCUOHATBHOM eI TEIHLHOCTH.

CP — camocrosTensHas paboTa, OCylIecTBIsIeMast 0€3 yJacTHs MeIarornIeckux pabOTHUKOB OpraHu3auu ¥ (W) JIHII,
MPUBJICKACMBIX OpPTaHU3AIMEH K peain3ali 00pa30BaTeIbHBIX IPOTPAMM HA MHBIX YCIOBHSIX.

lpumeuanue:

* dopmer  mekywezo  koumpoas  ycnegaemocmu.  onpoc (0), mecmuposanue (1),
xoumponvhas paboma (KP), cobecedosanue (C), crosapmnviii ouxmanm (CI), nepesoo (IIP),
npezeumayus (11).

BhICIIEro 00pa30BaHus — IporpaMMamM OakalaBpuaTa, IporpaMMaM CIEHaIUTeTa, IPOrpaMMaM MarucTpaTypsl, yTBEP>KICHHOTO
npuka3zoM MunobpHayku Poccun ot 05 anpenst 2017 1. Ne 301 (pen. ot 17.08.2020) (3apeructpupoan Muntoctom Poccun 14
utons 2017r., peructparoHsbiil Ne 47415)

2 Cwm. ab3an 2 mynkra 31 Tlopsiika opraHusaniy U OCyLIECTBIIEHHs 00Pa30BaTENbHON JIEITENEHOCTH 10 00Pa30BaTENbHBIM
IporpamMMam BbICIIEro 00pa3oBaHus — IporpaMmMamM OakanaBpuara, IporpaMmam ClielHalIuTeTa, IporpaMMaM MarucTpaTypsl,
YTBEpXkKIEHHOTO prKka3zoM MunoOpHayku Poccun ot 05 anpernst 2017 . Ne 301 (pea. ot 17.08.2020) (3apeructpupoBan MuHIOCTOM
Poccun 14 uronst 2017r., peructpanuoHHsiil Ne 47415)

8 Cwm. a63an 2 mynkra 31 [Topsijka OpraHu3aliu 1 OCYyIIECTBIIEHHS 0OPa30BaTENBHOM JEATENBHOCTH 110 00pa30BaTENbHBIM
IporpamMMam BbICIIEro 00pa3oBaHus — IporpaMMamM OakanaBpuara, IporpaMmam ClielHalIuTeTa, IporpaMMaM MarucTpaTypsl,
YTBEPKIASHHOTO TiprKka3zoM MunobpHayku Poccuu ot 05 anpens 2017 1. Ne 301 (pen. ot 17.08.2020) (3apeructpupoBan MUHIOCTOM
Poccun 14 mtomnst 2017r., peructparioHHbIi Ne 47415)

4 A63an 2 mynkra 31 ITopsaka opraHu3aiy ¥ OCyIEeCTBIEHHs 00pa30BaTeIbHOM AeATeILHOCTH 110 00pa30BaTeIbHBIM IPOrPaMMaM
BhICIIET0 00pa30BaHMs — MPOrpaMMaM OakalaBpHuaTa, IporpaMMaM CIIEHATUTETa, TPOrpaMMaM MarucTpaTyphl, yTBEPKICHHOTO
npuka3zoM Muno6pHayku Poccun ot 05 anpenst 2017 r. Ne 301 (pen. ot 17.08.2020) (3apeructpupoBan MunroctoM Poccrnn 14
utonsg 2017t., peructparoHHbii Ne 47415) 10



3.2.CopneprxaHue JUCHHUILTMHBI

Homep
TeMbl

(pa3zaena)

Conep:xanue pa3aesioB (TeM)

1

Crnenudurka nenoBoro oOmeHuss B pa3HbIX KynbTypax. KynbTypa nemoBoro oOuienus. Tumbl
KyJIbTyp, KyIbTypHbIE pazinnunsi. KoMMyHUKaTHBHAsS CTOPOHA JAEIOBOTO OOIIeHHUs. BepOaabHbie
U HeBepOalbHBIE CpeAcTBa OOLIEHHs B JeloBoil cdepe. DopMbl HEeBepOAILHOTO OOIICHUSL.
3HadyeHUE B3IJIS/1a U €T0 BIMSIHUE Ha MTOBEJCHHE YeloBeka. JKecThl U O3kl B Mpoliecce OOIIEHHSL.
[lpaBuna d9TeHHs >KECTOB M 103. Bnusnue Ha mapTHepa OOIIEHHS C TIOMOIIBIO SI3BIKA
renoaBwxeHuil. HaunonanbHble  OCOOCHHOCTM  MHUMMKH, JK€CTOB M 103. Hopmbl
POCTPAHCTBEHHOHN W BpEMEHHOW OpTraHU3alyy OOIIEeHHUSI.

OcoOeHHOCTH TyOJIMYHOTO BHICTYIUICHUS. Peur B jgenmoBoM oOmeHuu. llcuxomorndeckue
TpeboBaHus K aprymeHTam. KymbTypa peum neioBoro denoBeka. lIpoBemeHwe IMpe3eHTAIHM.
'YMeHHe CiylaTh Kak OCHOBa YCIICIIHOTO JIEIOBOTO OOIICHUs. TUIMBI CIyIIaHUS: MaCCUBHOE,
AKTUBHOE, SMITATUYCCKOE, PUTYyaJbHOE. THUITUYHBIC OMUOKU CIyIIaHUS M PEUEBOTO MOBEICHUS.
[TpaBuna 3peKTHBHOTO CITyIIaHUSI.

[cuxonoruueckue ocobeHHOCTH PadoOTHl B rpymnne. MoTuBauus U ctumyisiuus. Jlupepcrso u
pykoBoacTBo. CTWIM PYyKOBOACTBA. BrIOOp ONTHUManbHOTO CTHIISL pyKoBojacTBa. Ilcuxomorwus
pactiopspkeHust BiacTbio. OCHOBHbIE MEXaHH3MBl BJIMSHHMS Ha IIOBEJIEHHE OKpYKaIOIIMX.
Kondnuktelr B genoBoMm oO0meHud. Crparernu IOBEACHHS B KOH(JIMKTHOH CHUTyauuu:
COTMIEPHUYECTBO, MPUCIIOCOOIEHHE, COTPYIHHUYECTBO, KOMIIpOMHCC, ykioHeHHe. CrmocoObl U
METOBI pa3pelieHus] KOHPIUKTHBIX cuTyauuii. [IpaBuna ycnenrHoro oomieHus: B KOHQJIMKTE.

[leperoBopsl kak ¢opma nenoBoro BammozelicTus. [loaroroeka k meperoBopam. [loBenenne u
WHAMBUAYaJIbHbIE OCOOCHHOCTH YYAaCTHUKOB IEPErOBOPHOro mpouecca. HannonaneHbie 00b14ay
1 KyJbTYpHBIE TPAIULIUUA BENCHHSI CIIOPOB U JUCKYCCUI. DaKTOPBI, BIAUAIOLINE HA YCIEIIHOCTb U

xoJ1 nieperoBopoB. CobeceoBanue Npu nprueMe Ha padoty. BeneHue TeaeOHHBIX IEPErOBOPOB.

4. MarepuaJjbl TEKylIero KOHTPOJIsl YCIIeBAeMOCTH 00y4ar0mMXCs

4.1. B xone peanuzanuu qucturuiaibl 51.0.28 «llcuxonozus denosozo obwenus / Psychology of business
communicationy UCroJb3yIOTCS CIEAYIOIINE METO bl TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH 00YYaIOIINXCS:

Tema u/mu paznen MeToabl TEKYIIEr0o KOHTPOJIS YCIIEBAEMOCTH
Crietupmka gemoBOoro  OOIIEHUS B T, O, CI, ITP
Pa3HBIX KYJIbTypax
Ocobennoctu MyOJIMYHOTO KP, O, C1, I1
BBICTYILICHUS
[cuxomornueckue 0COOEHHOCTH PabOTHI T, O, CI, ITP
B TpYIIIe
[leperoBopel kak ¢opma JI€JI0BOTO O,KP,CJ, C
B3aUMOJICUCTBUS

Texkymuii KOHTPOJb 3HAHUN NPOBOAMTCS TOCPEACTBOM OLIEHKH pabOThl Ha 3aHATHM, BBITOJHEHMS
JIOMAalIHUX 33JIJaHU, TECTOB U KOHTPOJIBbHBIX 33/1aHUH B COOTBETCTBUU C MMPOTrPaMMOM Kypca.
B cnyuae peanuzanuu nucuuniaussl B IOT dopmar 3aganuii agantupoBas A miatdopmsl Moodle.

4.2. TunoBble MATEPHUAJIBI TEKYIIET0 KOHTPOJIS YCIEBAEMOCTH 00y4aKOIIUXCS.
TunoBble olleHOYHbIE MaTepHUAJIbI 0 TeMe 1-4

|. CHENU®UKA JTEJOBOI'O OBIEHUA B PASHBIX KYJIbTYPAX

1. Explain what idea you support and why, discuss

How does culture influence communication in the workplace?

a. Communication between people with different cultural backgrounds can present problems
b. All people communicate the same way

c. The only problem of communication is language.

1 2. Key vocabulary. Listen read and discuss.
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Business today is international. Business people often have to travel a lot. They have to plan an itinerary for a foreign
business trip to make good use of their time. On a business trip people may meet colleagues and business partners for the first
time. It is usual for colleagues from different countries to experience cultural differences. In other words, they may be
surprised by foreign social conventions, that is the different ways that other nationalities or different cultures do things.

3. Read the guestions. Talk about what happens in your country and describe any differences with other countries you
know.

What happens in your country?

2. How do people greet

a family members?

B close friends?

C colleagues at work?

D visitors to their company/organization?

3. Do colleagues at work call each other by their

a first names?

B family names?

4. How punctual are people for

a business meetings?

B social events?

5. How separate are work and private life? Do employees

a take work home?

B invite colleagues or business visitors to their home?

C give their company their phone number when they’re on holiday?

6. What presents do people take when they are invited to a person’s home?

The words in A are in the extracts in the text. Match them with their meaning in B.
B

4.

A

1 schedule a opposite of ‘polite’

2 agenda b programme of work to do

3 interrupt c without words

4 rude d how someone looks

5 non-verbal e say something is very good

6 appearance f speak when another person is speaking
7 9

compliment list of subjects to discuss at a meeting

5. Read these extracts from Understanding Cultural Differences, a book that gives advice about working in other
countries. Then discuss with a partner which country you think the author is describing.
Extract 1
... It’s important to be serious in a work situation. They don’t mix work and play so you shouldn’t make jokes as you do in the
UK and USA when you first meet people. They work in a very organized way and prefer to do one thing at a time. They don’t
like interruptions or sudden changes of schedule. Punctuality is very important so you should arrive on time for appointments.
At meetings it’s important to follow the agenda and not interrupt another speaker. If you give a presentation, you should focus
on facts and technical information and the quality of your company’s products. You should also prepare well, as they may ask
a lot of questions. Colleagues normally use family names, and titles — for example ‘Doctor’ or ‘Professor’, so you shouldn’t
use first names unless a person asks you to.

SWEDEN FRANCE GERMANY

Extract 2
... Politeness and good manners are very important and business meetings are very formal. Business cards are also important
and they exchange these at the beginning of a meeting. They always look at them carefully, so you should do the same as they
might think you’re rude if you don’t. A lot of communication is non-verbal. They are very good listeners and may ask a lot of
questions to check they understand everything. In a conversation they wait longer before they reply than westerners do, so it’s
important not to speak in those long pauses but to wait for their reply. In their culture it’s rude to ask direct questions or to say
‘No’ or ‘I disagree’. In business it takes a long time to make a decision because they have to ask everyone in the company.
When they say ‘Yes’ it may mean 1 understand’, not 1 agree’, and when they smile it might be because they don’t know what
to say.
INDIA CHINA  JAPAN

Extract 3
... People and personal relationships are more important than time and schedules, which are flexible. People may be late for an
appointment, although they are more punctual in the north of the country than in the south. To north Europeans their way of
working may seem disorganized and inefficient. In meetings they don’t feel they have to follow the agenda or speak only in
turn. They interrupt each other a lot and often all talk at the same time. They are excellent communicators and are very
expressive in their use of body language. Appearance and good manners are important, so you should dress well and be polite,
but you don’t have to be formal. Food is a very important part of life, and is very- good, so remember to compliment them on
their cuisine.

FRANCE SPAIN  ITALY

6. Were your answers correct? Do vou think the descriptions of the nationalities are accurate? Do you disagree with
any of the advice? What else do you know about these countries? Say 5 sentences about one of these countries.
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7. Complete the sentences. Use a modal verb which adds the meaning in brackets.

1. In California you be 21 to drink alcohol. (It’s obligatory.)

2. Inthe Netherlands you be 18 to buy beer, but you do to buy wine. (It’s not necessary.)

3. InHong Kong you get a fine if you eat or drink on the subway system. (It’s possible.)

4. In Thailand you get permission before you take photos of images of Buddha. (It’s a good idea.)
5. In Turkey and Japan you blow your nose in public. (It’s a bad idea.)

8. A business colleague is coming to work in your country for a year. Prepare some tips for them using this list.
speaking the language

clothes

keeping time

talking in meetings

addressing seniors

greetings and business cards

gift giving

eating

physical contact

Example You should learn a few phrases like “Privet, kak dela?”;

VVVVVYVYVYVY

9. Work in pairs. Can you suggest reasons for these cultural dos and don’ts? Discuss your ideas.
In Russia

1. Why is it important not to give an even number of flowers (e.g. 8,10,12) as a present?

2. Why shouldn’t you smoke in Red Square, Moscow?

3. Why do you have to leave your coat in the cloakroom when you go to a restaurant or a theatre?

4. If you visit someone in their home in winter, why should you take a pair of indoor shoes with you?
In Japan

1. Why shouldn’t you speak loudly or show you’re angry when speaking to Japanese people?

2. Why is it important not to pour your own drink when you are with friends or people you know?

3. Why should westerners stand further away than is normal for them when they are in conversation with Japanese people?
4. Why do you have to take a shower before you get into a Japanese communal bath?

Now listen to the answers. Were you right?

10. A foreign visitor who is going to work in your company/organization for a year needs your advice. What reply
would you give to the visitor’s questions below?

Use should/ ’shouldn’t, have to/’don’t have to, may/might, it’s important to/not to in your answers.

Examples You don’t have to use a person’s title when you re talking to them, but of course it’s important to use it when you
write the name on a letter or a formal list.

At a meeting you should keep to the agenda and not interrupt people because they may think you're rude. You should wait until
a person has finished speaking before yon say anything.

How should I greet people in the morning? Should I shake hands with colleagues or just say ‘hello’?

Should I use a person’s title if they have one?

At a meeting, is it important to keep to the agenda? Is it OK to interrupt or do | have to wait my turn to speak?
Should I dress formally for work? Do | have to wear a suit and tie every day?

Avre people usually serious at work or is it OK to make jokes?

At a business lunch is it OK to discuss business during the meal or should I wait until after the meal?

To talk to more senior people do | have to make an appointment or can | just knock on their door?

Do people usually exchange business cards at first meetings? If so, should 1 do it at the beginning of the meeting?

N~ WNE

11. Lucy Taylor works in Germany, but she is back in the UK on holiday. She is talking to Sam Bridges, who is
thinking of getting a job in Germany. Read the conversation and underline the correct verb forms.

- | suppose you may / have to be very formal at work?

- Yes and no. It’s important to / important not to be formal at meetings, and you may / may not find that your boss is
quite formal. But my office colleagues are very informal. We may / don’t have to * wear business suits, for example. We just
wear jeans.

- Tell me more about formal meetings. | hear that it’s important to / important not to make jokes, and everybody has to
[ shouldn 't be very serious.

- A few jokes at the beginning are fine. But when the real work starts, people may not / shouldn’t continue to laugh and
joke. I know that British visitors sometimes do, but in general, Germans don’t like it much. In fact, some Germans might /
might not even get angry!

- What about outside work? What may / should 1 do to meet people?

- I often go out with people from work. But in the north of Germany that doesn’t have to | may not happen because
people don’t usually mix work and social life. You could join one or two clubs when you move to the area.

12. National character. Match the adjectives in the box with the definitions.
AMBITIOUS ADAPTABLE CREATIVE EASY-GOING HARD-WORKING
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ORGANIZED OUTGOING PATIENT SENSITIVE SOCIABLE
A person who ... is ADJECTIVE
1. enjoys being with other people

2. waits and doesn’t get angry

3. works with energy and effort

4. iscalmand relaxed

5. wants to be successful

6. plans their work and life

7. adapts easily in different situations

8. uses their imagination to make and do new things

9. s interested in other people and new experiences

10. shows understanding of other people’s feelings, problems, etc.

13. Work in groups. We often use particular adjectives to describe national characteristics,

e.g. Italians are very sociable,

Brazilians are easy-going,

Japanese are very polite, etc.

Choose four adjectives which you think describe four different nationalities.

Tell the class which adjectives you chose, and which nationalities you think they describe and why.

Do you think descriptions of national characteristics help us to understand other nationalities better, or are they too
general to be helpful?

14. Read the extract from a guide to working in Japan. Then complete the sentences below. Use the pairs of verbs in the
box.

Working in Japan

Finding work You don’t need a visa for a visit to find work in Japan.
You can go there as a tourist. When you get a job, you need a work visa before you can start work. You can’t get this in Japan.
But it isn’t necessary to return home to apply for a work visa. You just need to take a short flight to Korea, Japan’s nearest

eighbor. You can get a work visa there.
Doing business When you go on a business trip to Japan, it’s a good idea to take some English-Japanese business cards. These
are important, and it’s certainly not a good idea to leave them at your hotel when you go to a meeting!
It’s very possible that your Japanese colleagues won’t agree to a business deal on your first trip. They will want to get to know
you first. It’s very possible that they will invite you out to eat or drink with them in the evening. Don’t tty to make your
Japanese colleagues complete a business deal before they’re ready. They need time to talk to everyone in the company.
It’s possible that a Japanese colleague will invite you to his home, but this doesn’t often happen. It’s possible that he won’t
invite you to meet his family even after twenty or thirty years! Don’t worry about this, it’s normal for the Japanese to keep
their family and working lives separate.

BE IMPORTANT TO /BE IMPORTANT NOT TO
MAY / MAY NOT
MIGHT / MIGHT NOT
HAVE TO /DO NOT HAVE TO

SHOULD / SHOULDN’T

1. You get a visa for a visit to find work in Japan, but you get a work visa before you can start
your new job.

2. You get a work visa in your own country. You just fly to Korea to get one.

3. You get some business cards for a business trip, and you forget them when you go to a
meeting.

4. Your Japanese colleagues agree to a business deal on your first trip, but they invite you out
so they can get to know you.

5 It try to complete a business deal before your Japanese colleagues are ready. It give
them time to talk to everyone in the company.

6. A Japanese colleague invite you to his home, but this is not very likely. It happen

even after many years of doing business together.

15. Write sentences about doing business in the USA. Use a modal verb that adds the meaning in brackets.
wearl/. a Ju?s?ness suit / at meetings (It’s obligatory)
maks / small talk / at the beginning of meetings (It’s a good idea)
exchz.nge / business cards / with each other (It’s not necessary)
do bihsiness / on the golf course (It’s possible)
1earn5/. the job titles of everyone in the company (It’s necessary)
6.
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give / expensive gifts / to your host (It’s not a good idea)

16. Countries can be divided into three cultural groups: ‘Linear-active’, ‘Multi-active’, and ‘Reactive’. Match the
countries with the cultures.

e south-east Asia and Finland
e southern Europe and Latin America
e the USA and northern Europe

Linear-active Multi-active Reactive
* do one thing at a time * do several things at the same time * are punctual
* are punctual * are unpunctual + follow the timetable of the person

they are doing business with
« follow timetables and schedules | « prefer flexibility to fixed timetables and | * do not express individual opinions or

schedules disagreement
* rarely interrupt * often interrupt + listen very carefully and do not
interrupt
+ focus first on the job and |  think personal relationships are as |  do not speak first and pause before
finishing it in time important as the job replying

417. Listen to the first part of a talk about Linear-active, Multi-active, and Reactive cultures. Check your answers

518. Listen to the second part of the talk. Complete the table to show the differences between the three groups.
Write L (Linear-active), M (Multiactive) and R (Reactive) at appropriate points on the lines, as in the example.

Punctual unpunctual

long pauses no long pauses

in conversation in conversation

a lot of eye contact very little eye contact
stand close together .. stand further away
use gestures a lot use gestures very little

What do _you think of the analysis of different cultures? How useful is it in helping to avoid cultural
misunderstandings?

19. Work in groups. Compare your answers to the questions.
In your country

. how much eye contact is there 3 between 3. What gestures do people use to

o people talking to each other? a) indicate ‘Yes’ and ‘No’?

o strangers passing in the street? b) attract the attention of someone in a group?
1. Do people c) call a waiter?

1. stand close enough to touch each other when they are d) indicate they don’t understand?

speaking? e) show surprise?

2. show affection in public (e.g. holding hands, kissing)?

20. Describe any differences you have heard about or noticed in other nationalities. Do you think any of the differences
could cause a cultural misunderstanding?

21. Quiz Do you have good cross-cultural skills?
When you meet a someone for the first time, what should you do? True or False?
a It’s usual to shake hands the first time you meet a British colleague.
b It’s not a good idea to call German colleagues by their first names at work.
¢ When a Japanese business person gives you his/her business card, it’s polite to say thank you and put it in your
pocket.
In the Mediterranean, embrace colleagues when you meet them.
Take off your shoes when you visit someone’s house in Poland.
In Saudi Arabia it is rude to refuse a cup of coffee.
In the UK, ask about your host’s family when you meet for the first time.
In Asian countries, it is rude to look people in the eyes.
British people like to talk about their salaries.
When you visit Poland, your host gives you flowers at the airport.

— = Sa —+ho o

22. Read these cultural tips for working and living in India. Do you think they are true or false?
1 Generally, you don't have to wear formal clothes to work.

2 You have to get to meetings exactly on time.

3 You mustn't interrupt someone senior talking in a meeting.

4 In a traditional company, you don't have to address your boss as 'Sir' or ‘Madam'.

5 In a modern company, you can call your boss by their first name.
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6 If you work for a company in India, you must speak Hindi.

7 You should leave a little food on your plate at the end of a meal.
8 You shouldn't shake hands with a person of the opposite sex.

9 Don't say "Thank you' after a clerk hands you your grocery bag.
10 You should tip hotel and train station porters.

5 Now listen and check your answers

23. Put the italicized verbs in 1 into these categories.
Meaning Example

It's necessary | important to
It's important not to

It's a good idea to

It's not a good idea to

It's not necessary to

It's OK | possible to

It's not OK | possible to

24. Match the countries with the rules and tips for exchanging business cards. One tip may match more than one
country.

INDIA JAPAN SPAIN UK
1 It is important not to write on the back of a business card.
2 It is OK to keep business cards in your pocket.
3 It is important not to use your left hand to give and receive business cards.
4 It is not necessary to translate your business cards into Hindi.
5 It is a good idea to place the business cards on the table in front of you in the order people are seated.
6 It is necessary to treat someone's card with respect and take time to read the information.
7 It is important not to put a card straight into your card case.
8 It is a good idea to include your degree or other qualifications on your card.

Explain the rules for exchanging business cards in your culture or a culture you know well.

25. Replace the highlighted phrases in 3 with 'vou' and an appropriate verb.
Example You mustn't write on the back of a business card.

7 26. Listen to people talking about travel rules and tips. What do they say about the following?

Heathrow airport Tokyo taxi

passport cash

bottled water tipping

laptop getting out of the taxi
sharp objects map and address
bottles fare

What are your tips for taking a taxi where you live?

27. Read the text. Which country do you think is being described? Discuss the guestions below.

CULTURAL UNDERSTANDING
I think it is really important to listen. People often tell quite long stories and it is polite to pay attention. It is usual for people to
listen to the older ones as well!
At meetings, don’t be surprised if quite a lot of people turn up - they like meeting visitors. People prefer speaking to writing
things down so listen carefully. Always send a follow-up email stating your understanding of the meeting.
The local people love the desert so if you get invited to sit and look at the stars, do it. They are much more relaxed in this
context.
Make sure your appointments fit in with prayer time. This means it is difficult to get many meetings in during the day so be
prepared for meetings quite late at night.

o How important is listening in your culture?
o Are there strict rules about who attends a meeting?
o Do you have any favourite customs or events?

28. What are the challenges when you relocate to another country? Think of ideas for these topics.
ACCOMMODATION EDUCATION MONEY CULTURE

8 20. Listen to the manager of an international recruitment agency, talking about working abroad. What does she say
about the topics in 7?

30. Additional text. Reading and rendering
Business Communication
The business practices discussed in this section will apply to the majority of everyday business dealings and situations.
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However, it is crucial to bear in mind that these recommendations are general indicators of best practice and are subject to
contextual and regional variations within.

Part 1 Face-to-face communication

Introductions depend upon the circumstances of a particular situation. Generally, the best practice is to be introduced by a third
party, although this may not always be possible. A handshake is the typical greeting for a new introduction and should not be
expected at subsequent meetings. For example, colleagues don’t shake hands every day at work.

Beginning a conversation with someone new may be a daunting proposition because of British cultural norms and
expectations. It is generally advisable to open a conversation with a neutral topic, such as the weather or something dictated by
the immediate situation, such as asking for a recommendation on something to do, eat or drink. It is good practice to start a
conversation with open questions rather than subjective assumptions or personal points of view as the reaction of your
counterpart is not always predictable. As you will find, many British people are tolerant and open-minded. Some people may
derive their opinions from the tabloid press that often depicts the world in black and white terms.

In order to create good business relations, you should allow conversations to develop organically, following the lead of the
person you are talking you, asking permission if you’d like to talk about potentially sensitive subjects and not being overly
negative or sarcastic.

As a general observation, people tend to be more open and friendly outside of London and in the North in particular; in fact,
there is still a north-south divide in terms of cultural openness in the UK. Some exceptions exist, for example Scottish
Highlanders or Welsh farmers will hardly say a word until you get to know each other. Discussions tend to be emotionless and
may become tense, with the parties politely excusing themselves and withdrawing.

Another difficulty in verbal communication may come from the British penchant for understatement. This sometimes shows
itself in seeming self-deprecation and presents a challenge in understanding how things, people and situations are really
perceived by the British. For example, what might be described as ‘a bit expensive’ may well really mean ‘very expensive’ and
‘a little problem’ might actually constitute ‘a huge stumbling block’ for a British counterpart.

Part 2 Language Matters

English is the official and predominantly spoken language in the UK. It is unlikely that many of your British counterparts will
speak other languages and even if you speak English, there will be some linguistic differences. Although the majority,
especially the younger generation, will have had some language training at school not all of them feel comfortable making
mistakes in front of others and therefore pretend that they don’t speak other languages. However, be aware that this does not
mean that they can’t understand what you are saying.

Thus, it is important either to have at least some knowledge of the language or to ensure that appropriate interpreting facilities
are available. Although the UK does not constitute a great land area, accents and dialects vary considerably from region to
region, which may present even native English speakers with difficulties in verbal communication. Therefore, although it is
advisable to become familiar with at least some common phrases, it is completely acceptable to ask for an explanation of
anything that you do not understand, or indeed to ask your host to speak more slowly.

Foreign language competence amongst British managers is generally poor. This characteristic seems to have its historical roots
in times when British companies traded mostly with other English speaking nations and dependencies. At that time, there was
virtually no need for knowledge of other languages. In the vast majority of British companies, this historical legacy manifests
itself as managers being reluctant to speak any language other than English. If your English language capabilities are not at a
satisfactory level, it is strongly advisable to travel with an interpreter. However, using this service deprives you of the unique
opportunity of direct contact and, in some cases, may not allow you to develop the business relationship in the way you desire.
However, there is some probability that you will encounter a business professional speaking a foreign language as their
numbers are continually increasing. More and more managers are becoming aware of the fact that ignorance of foreign
languages represents a serious barrier when attempting to expand their business abroad. Even the government realises the
importance of this issue and is concerned that poor language skills may severely hamper the country’s ability to promote and
protect interests abroad. In the current business environment, it is possible to encounter managers who speak Polish, German,
Spanish, Italian or French. Asian languages, including Bengali, Punjabi, Hindi and Gujarati, are also spoken by 2.7% of the
UK population. Chinese community is also large with many major cities having “China Towns” and many managers are now
learning Mandarin as their foreign language.

As with any other languages, when it comes to specific business, legal or technical terms especially when communicating with
people from different disciplines, misunderstandings are common. To avoid disputes, you should elaborate and clarify
meanings to the point where there can be no room for misinterpretation and no need for assumptions.

Part 3 Business Relationship

In the UK, an agreement will not normally be final and complete until a written contract has been formally signed and
witnessed. Thus, it is crucial to ensure that all the terms and conditions are included in a formal contractual document. In many
cases, depending on the size or value of the business, a contract will be subject to review and approval by a solicitor or other
expert in British contract law. This is simply a matter of procedural correctness and “due diligence”, which should not be taken
personally nor does it cast doubt on the seriousness of the proposal. In fact, having a full written contract that has been
professionally reviewed and approved demonstrates both the sincerity of the signatories and their intent to establish a
significant and often long-term agreement.

Generally, there is a strict separation of business and social matters and therefore you do not necessarily need to make
extensive efforts to establish familiarity outside of the business relationship. On the other hand, it is essential to create an
atmosphere of trust, reliability and fairness, as those are values the British appreciate.

Following established protocol is critical to building and maintaining business relationships in the UK. Verbal communications
are usually confirmed in writing where exact details are set out. Business communications can be difficult to read since the
British do not like to offend their business partners and sources of disagreements are not always obvious to detect. British
businesspeople often operate an open-door policy. People tend to work with their office door open although counterparts are
expected to knock and wait to be invited before entering.

In British business, hierarchies are becoming flatter with business units having delegated autonomy, which increases
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overlapping and means loosely defined responsibilities and fewer distinctions between roles and departments. British
management style has a reputation for taking calculated risks and this mentality is at the heart of the innovation drive in many
British organisations. Professional rank and status in the UK is generally based on an individual’s achievement and expertise in
a given field. Academic titles and backgrounds are not as important in business.

Expect a great deal of written communication, both to confirm and to maintain a record of discussions and decisions. Even if
you have a friendly or casual relationship with colleagues, you should remember that on-the-job correspondence means that an
e-mail is a business letter, in which professionalism should not be forgotten. However, this varies and some individuals might
not have a greeting in the email and sign themselves with a single letter — abbreviating their first name. This is increasingly
widespread with the adoption of smartphones and tablet devices.

In The UK, it is generally not customary to state your full name including first and last name when you answer the phone. In
accordance with corporate identity trends, the customary way to answer a phone at a British company is to state the name of
the company and a greeting.

Part 4 Making Contact

For the British manager, a handshake is the usual form of greeting on introduction. However, if you are working with someone
on a project and meeting over several days, it is possible that you will not be offered a handshake each time — but would
simply be greeted verbally. In the same way, after a business meeting if you are going to meet again the next day you might
not be offered a handshake.

When introduced to someone new you would be expected to shake their hand and say “Nice to meet you” or the more formal
“How do you do?” These phrases would normally be responded to in a similar fashion: “Nice to meet you too” or “Fine thank
you, how are you?” The handshake should be firm, but take into account the hand of the person you are greeting and match the
strength of their handshake. A kiss is not an acceptable greeting in a typical business situation.

The normal greetings in the United Kingdom are “Good morning/afternoon/evening.” These are usually followed by another
common greeting “How are you?” Do not be tempted to give a full account of the state of your health, as this is simply a
courtesy greeting and not usually an actual question.

You should not be offended when people address you with a seemingly over familiar name such as “love”, “pet”, “duck”,
“chuck”, “mate” or “darling” — these terms vary across the UK. Here you are dealing with regional dialects and cultural
conventions that have no deep or hidden meanings.

Traditionally, the British are seen as an emotionally neutral nation. The “Stiff Upper Lip” is a characteristic, which is defined
by emotional restraint and courage in difficult situations. Public displays of emotion are still widely regarded as unprofessional
and unbecoming, particularly in a business environment.

Increasingly, with the influence of North American popular culture, self-disclosure and the sharing of private and personal
information is considered to be a form of bonding. The death of the Princess of Wales in 1997 marked an unprecedented
moment in British culture, where people felt compelled to share their outpouring of grief in public. The London 2012 Olympic
Games also went a long way towards changing foreign perceptions of British culture and demonstrating the warmth and
welcoming nature of the British public.

For foreigners, it is advisable to avoid explicit gestures and physical contact such as backslapping or hugging and to maintain a
sufficient distance not to invade the personal space of anyone around you, except where this cannot be avoided (such as when
using public transport, during the rush hour). Unnecessarily long eye contact is also considered an invasion of privacy and can
be interpreted as anything from being rude to being a sign of aggression and should therefore be avoided.

Part 5 Personal Titles

People in Britain usually address each other informally in day-to-day communications using their first names. This is the result
of increasingly flat organisational structures and the encouragement of a friendly working environment which is intended to
facilitate better team work. This also depends on the culture of the individual organisation and may be dictated by situations,
such as at extremely formal events or occasions where a certain naming etiquette must be observed.

In addition to social titles (Mr, Mrs, Miss, Ms), professional and academic titles (Prof. and Dr.) the UK makes use of honorary
titles (Sir, Dame, etc.) and hereditary titles (Duke, Earl, Lady, etc.).

When meeting your business partners for the first time it is more appropriate to use their surnames following the title for
example: Mr (for men), Mrs (for women) and Miss or Ms (for unmarried women). If in doubt it is advisable to be more formal
and do not use first name terms until you have been invited to do so. Usually, you will be invited to use someone’s first name
at the first meeting; but sometimes it may not happen at all.

When referring to women and you are not aware of their marital status use “Ms”. It is worth noting that titles should be used in
conjunction with a person’s surname.

To address a man in public without mentioning their name use “Sir”. The equivalent form of address for a woman is “Madam”,
but the connotations associated with the word means it has fallen out of common usage and may not always be well-received
depending on the context.

Written correspondence tends also to start with a formal address ‘“Dear Sirs” (if you don’t know the names) and signing with
“Yours faithfully”. If you do know the names, the form is “Dear M1/Mrs X and ending with “Yours sincerely”. Particularly in
email exchange if it is a follow up reply, the need to use “Dear etc.” is not as important and some might simply write the main
body of the message and end with “Best wishes” or “Kind regards”. With the increasing use of social media the use of “Dear”
and names on networks such as Twitter are not necessary.

Overall, it is good practice to keep to a formal form of address until your correspondent indicates that it is acceptable to use
first names by signing off a letter or email with their first name only or by inviting you to use their first name when meeting or
speaking in person. When sending a business email, it is important to use British English, as opposed to American or US
English. Similarly, you are encouraged to use the same format of the person’s name as they have signed in their email.

11. OCOBEHHOCTHU NYBJUYHOI'O BBICTYIVIEHUS

1) Answer the questions
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How often do you give presentations?

Who do you normally present to?

When was the last time you gave a presentation in English?

Was it a success? If yes, why?

If not, why not? Explain your answer.

How do you feel about presenting in a foreign language?

Think of an excellent (or terrible) presentation that you have attended. What made it good (or bad)?

Noogk~wpe

2) 2C. Read the opening sentences of three presentations and complete the table:

Presentation 1

Good morning, ladies and gentlemen. First of all, let me thank you all for being here today. I'm glad that so many of you could
come, especially since | know that this time of the year is probably the busiest for you.

Let me introduce myself. My name Is Don Taylor. I'm the head of logistics here at Air Spares. Logistics is a centre of
competency dedicated to providing you with the spare parts you need, precisely when you need them. I’m here today to present
our new semiautomatic shelving system. My talk is particularly relevant to those of you who place orders for the different parts
we Supply.

Presentation 2

OK, shall we get started? Hello everyone. For those of you who don't know me. I’m Charlotte Best from IT, I’m a team leader.
I’m happy that so many of you could make it today at such short notice. I know that you’re all extremely busy at the moment,
so Id like to start with my presentation tight away. As you can see on the screen, our topic today is protect documentation.
We’re going to look closely at drafting, storing, archiving as well as accessing documents in our new SAP system. We’ll also
examine the much improved handling of all project documentation as well as user rights. This is extremely important for all of
us who are directly involved in international project management, right? You don't need me to spell it out... if it isn't
documented, it doesn’t exist.

Presentation 3

Good afternoon. I'm aware that you all have very tight schedules, so | appreciate you taking the time to come here today. As
you probably know, my name is Susan Webster. I'm the new human resources manager here at Weston Ltd. What I’d like to
present to you today is my department’s new concept for improving our incompany training and qualification programmes.
This is based on feedback From your departments. Today’s topic will be very important for you as department heads, since I'll
need your help to evaluate and select candidates for training.

Presentation 1 Presentation 2 Presentation 3

Presenter's name

Presenter’s position /function

Topic of presentation

Who is the presentation for?

Which presentations are formal and which less formal? How do you know that?

3) Complete the sentences:

1. let me thank you all for being here today.

2. Letme myself. My name is ...

3. I'm here today to our new semi-automatic shelving system.

4. Mytalkis relevant to those of you who for the different parts we supply.

5. I’m happy that so many of you could today at such short

6. As you can see on the , our today is project documentation.

7. This is extremely for all of us who are directly international prefect
management, right?

8. I'm that you all have very tight , | appreciate you taking the time to
come here today,

9. Asyou know, my name is . ’'m the new manager here at Weston Ltd.

10. Today’s topic will be very important for you as __since your help to evaluate and select

candidates for training.

4) Put the sentences from above in the correct category (a-d).

a saying what the topic is:

b welcoming the audience:

¢ saying who you are:

d saying why the topic is relevant for the audience:

Now put a-d in the order you would use to start a presentation.

5) Match these less formal phrases with the more formal phrases in the table.
What | want to do today is

I know you are all very busy

As you know, I’'m ...

OK. shall we get started?
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It’s good to see you all here.
Hi, everyone.

Today I’'m going to talk about...
In my talk I’ll you about

More formal Less formal
Good afternoon, ladies and gentlemen.

Today | would like to...

Let me just start by introducing myself. My name is...
It’s a pleasure to welcome you today,

In my presentation | would like to report on...

The topic of today's presentation is

I suggest that we begin now.

I'm aware that you all have very tight schedules...

CO~NO O WNPE

6) Practice the opening of a presentation. Use phrases from the box.

Welcoming the audience
Good morning /afternoon, ladies and gentlemen.
Hello/Hi, everyone.
First of all, let me thank you all for coming here today.
I'm happy/delighted that so many of you could make it today.
Introducing yourself

Saying what your topic is
As you can sec on the screen, our topic today is...
Today's topic is...
What I'd like to present to you today is...
The subject of my presentation is...

Explaining why your topic is relevant for your audience

Let me introduce myself. I'm Dave Elwood from
For those of you who don’t know me, my name's ...
As you probably know, I'm the new HR manager.

I’'m head of logistics here at Air Spares.
I’'m here in my function as the Head of Controlling.

7. Fill in the missing words:

1. Good afternoon. I'm

My talk is particularly relevant to those of you/us who...
Today's topic is of particular interest to those of you/us who
My [The topic is very important for you because

By the end of this talk you will be familiar with ...

that you all have very tight

, and I'm glad that so many of you could come,

As you know, my name is Lily Lol. My talk is very short so please your questions for the end.
As you can see on the screen, our today is business success. This is extremely for all of us
who are directly involved in international project management, right?

2. Good afternoon. First of all, let me you all for being here today. | appreciate you taking the to

come here today Let me

to start with my presentation

medical products

3. Hello everyone, shall we get
Lyly. Our topic today is company structure. We’re going to look

Today’s topic will be very important for you as department heads, since I’ll need your

advertising campaign.

4. Good morning, ladies and

myself. My name is Lolo Lil. I’'m here today to present a pharmaceuticals company. It
develops and manufactures a wide range of medicines. I know that you’re all
away. My talk is particularly

busy at the moment, so I’d like
to those of you who specialises in

? Thank you all for coming here today. As you probably know, my name is Olli

.I’'m

in my function as the Head of Finance. What I’d like to

subsidiaries and the profit they are making. Today's topic is of particular

at parent companies and subsidiaries.
to evaluate the

that so many of you could make it today. ’'m
to you today is financial performance of our

to those of you who is

committed to creating and delivering value - value to its customers, value to its employees and value to the region.

8. Now make the opening lines of the following presentations:

Name Position Topic Target audience

1. | Nel Gwin PR Director Advertising campaign Those who are focused on product launch

2. | Pam Stale Project Manager Focusing on public reaction Those who are committed to customer needs

3. | John Pool Head of Finance Pre-tax profit Those who are interested in financial
performance

4. | Sam Pickle | Head of | Other brands in the group Those who value retailing success

Controlling
5. | Ron Chang | HR manager Commitment of its staff Those who keep loyal to the company
6. | Deil North Business analysis How to stay ahead of the | Those who are aware of new trends
competition

7. | Matt Glad Sales Director Difficult market Those who specialize in outlets

8. | Pete Potter | Line manager Moving towards your goal Those who are directly involved in high
quality service

9. | Lima Grass | Vice President Strong culture in the company Those who appreciate new ways of meeting
the customer needs

9. STRUCTURE OF A PRESENTATION
Most formal - and many informal - presentations have three main parts and follow this simple formula:

20




1. Tell the audience what you are going to say = Introduction
2. Say it =Main part
3. Tell them what you said = Conclusion

There are several ways you can tell the audience what you are going to say

would like + infinitive will + infinitive

Today I'd like to tell you about our new plans. I'll begin by explaining the function.

This morning 1'd like to bring you up to date on our I'll start off by reviewing our progress.

deportment. After that, I'll move on to my next point.

going to + Infinitive will be + verb -ing

I'm going to talk to you today about new developments in the I'll be talking about our guidelines for Internet use.

R$D Deportment. During the next hour we’ll be looking at the advantages of

This afternoon I'm going to be reporting on the new division.  this system.

10) Complete sentences 1-8 with the correct form of the verb and a sentence ending from below.

1. you on the proposed training project give Today I'd like to
2. you up to date on SEKO’s investment plans show I'll be
3. you how the database works talk During the next two hours we’ll be
4. you an overview of our present market position bring I’d like to
5. at business opportunities in Asia report This afternoon I’m going to
6. on our financial targets for the division update Today I'd like to
7. Dby telling you about what Jane’s group is look This morning we’ll be
working on
8. about EU tax reform begin Today I'll

11. STRUCTURE OF A PRESENTATION
The purpose of the introduction is not only to tell the audience who you are, what the talk is about, and why it is
relevant to then; you also want to tell the audience (briefly) how the talk is structured, here are some useful phrases to
talk about the structure.
e I’ve divided my presentation into three (main) parts:
In my presentation I'll focus on three major issues.
First (of ail). I'll be looking at.... second.... and third...
I'll begin/start off by explaining ...
Then/Next/After that. I'll go on to ...
Finally, I’1l offer some solutions.
The most common way to structure a presentation is to have three main parts, and then subdivide them into (three)
smaller sections.

12) The project manager of a construction company is giving a presentation to his colleagues. Put the sentences in the
right order.
a) This morning I’d like to update you on the current status of work at the construction site. The information I give you
today should help you with planning your next steps,
b) For those of you who don't know me, my name is Gordon Selfrfdge. Let me just write that down for you, OK. I’m the
protect manager in charge of the Bak lower building project in Dubai.
c) [I’ve divided my presentation into three parts,
d) Hello, everyone.
e) Then I’ll move on to the problems we’re facing with our local suppliers.
f)  First of all, let me thank you for coming here today. I'm aware that you’re all busy preparing for the annual meeting
this week, so | really appreciate you taking the time to be here.
g) [I’ll start off by showing you some photos of the building site and discussing the progress we’ve made Since January,
h) My talk should take about 30 minutes. Please feel free to interrupt me at any time with questions.
i) I'll end with some ideas for reducing labour costs that we've been looking into.
j)  Oh, and don t worry about taking notes. I’ll be handing out copies of the PowerPoint slides

13) L ook again at these sentences from the presentation and paraphrase using the words or phrases below
AFTER THAT * BEGIN * I'M * REALIZE * RESPONSIBLE FOR * SECTIONS * TURN

I’1l Start off by showing you ...

I've divided my presentation into three parts.

For those of you who don’t know me, my name is Gordon Smith.

Then I’ll move on to the problems ...

I'm the project manager in charge of our Dubai building project.

I’'m aware that you’re all busy preparing for the annual meeting

ocoupwdE
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14. STRUCTURE OF A PRESENTATION

The final part of the introduction deals with the organization of the talk: how long it will last, whether there will be
handouts, and how questions will be handled.

Timing

My presentation will lake about 20 minutes.

It should take about 30 minutes to cover these issues.

Handouts

Does everybody have a handout/brothuze/report? Please lake one. and pass them on.
Don’t worry about taking notes. I've put all the important statistics on a handout for you.
I'll be handing out copies of the PowerPoint slides at the end of my talk.

I’ll email the PowerPoint presentation to you.

Questions

There will be time for questions after my presentation.

If you have any questions, feel free to interrupt me at any time.

Feel free to ask questions at anytime during my talk.

15) Match the two parts to make typical sentences.
For those of you who don’t know me

Feel free to

This won’t take more

I'll be passing out

This part of the presentation will take

Il start, off by giving you

There’s no need

There will be time

to take notes. Everything is on the handout.
about 10 minutes.

I’m Bob Kay in charge of the software division,
ask questions at any time.

for questions after my talk.

an overview of our product range.

handouts in a few minutes.

than 20 minutes of your time.

CO~NO O WN PP
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16). Put the words in the right order to make sentences.

shall OK get we started

my today subject presentation of satisfaction is the customer
will presentation thirty my about take minutes

issues on three focus I’1l

by looking of status will the current project we the start at
that did know popular China car is this very in you

AN AN S

17) Answer the guestions:

Do you prefer questions during or after the presentation? Why?

How do you feel about the question period at the end of a presentation?

How do you prepare for the question period?

How do you deal with questions you don't want to answer?

What do you do if you can’t answer the question?

How do you deal with dominant participants?

Do you remember a presentation in which questions were handled well/badly? What do you think went right/wrong?

NogkhowphE

18) Listen to the 4 dialogues

1) And now I'll be happy to answer any questions you may have. Yes?

You were talking about software problems. What exactly do you mean by that?

Well, I mentioned earlier that the new Software is being tested at the moment. In the trial runs we’ve had more than 150 bugs
so far and at the moment we’re not sure how long it will take us to solve all these problems. Does that answer y our question?
Yes, thank you.

2) Are there any more questions? Mr Lee?

Would you mind telling us whether the new software will help to improve our company's image?

I'm afraid I don’t quite understand your question. Could you be a bit more specific?

Yes, I’d like to know whether we will also use the new software to make our company more attractive for the customer. I'm
talking about a new website, interactive applications, and so on.

Oh, 1 see, Yes, well, as t said earlier

3) | have another question. It's about the piloting stage. Which division will start piloting the software first?

If you don't mind. I'd prefer not to discuss that today. Actually, there will be a meeting next week where that will be decided.
4) Mr Martinez, you have a question?

Yes. You spoke about special training courses earlier. Could you tell us how they will be organized?

Sorry, I'm afraid that’s not my field. But I'm sure Linda Cole from (he training department could answer that question. I’ll ask
her to get in touch with you on that. Well, if there are no more questions, all that remains for me to do is to wish you a nice
evening!

19) How does the presenter deal with the questions? Find the correct strateqy for each dialogue.
She answers the question

She doesn’t answer

She doesn't know the answer

She doesn’t understand the question
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20) Listen again and complete the sentences from the presentation

1) And now I'll be any questions you may have. Yes?
You were talking about software problems. What exactly by that?
Well, | that the new Software is being tested at the moment. In the trial runs we’ve had more than

150 bugs so far and at the moment. Does that answer y our question? Yes, thank you.

2) Are there any more questions? Mr Lee?

telling us whether the new software will help to improve our company's image?

I'm afraid I don’t your question. Could you be a bit more specific?

Yes, I'd like to know whether we will also use the new software to make our company more attractive for the customer. I'm
talking about a new website, interactive applications, and so on.

Oh, 1 see, Yes, well, as t said earlier

3) I have . It's about the piloting stage. Which division will start piloting the software first?

If you . I'd prefer not to discuss that today. , there will be a meeting next
week where that will be decided.

4) Mr Martinez, you have a question?

Yes. You spoke about special training courses earlier. how they will be organized?

Sorry, that’s not my field. But I'm sure Linda Cole from (he training department
that question. I’ll ask her to get in touch with you on that. Well, if there are no more questions, all
that remains for me to do is to wish you a nice evening!

21) Match the two parts to make sentences.
Good point, but I'd prefer

Perhaps we could

Could you repeat

I’m afraid that’s

I*m sure Ms Major

Sorry, i don't

I'm afraid 1 don't know that

I’m afraid I’'m not

Does that

your question please?

deal with this at some other time.
off the top of my head.

not to discuss that today-

answer your question?

not my field.

could answer that question for you.
in a position to comment on that.
quite understand your question.

OCoO~NOoOUTX WN -
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22) Complete the dialogue with phrases from the box. Then listen and check.
Could you give us

Does that mean

Avre there any questions

Go ahead

Excuse me

No, no, not at all

| suggest you speak to

I'd be interested

Would you mind

May | ask

- ?

— Yes. | have a question. some background information on Track Ltd?

—  Certainly. They’re one of the leading manufacturers of outdoor equipment in the UK with more than 35 factories
worldwide.

- telling us why you've chosen them as partners?

- The answer's quite simple. We were very impressed with the quality of
their products and their prices are very attractive.

- a question?

—  Yes, of course..

- to know what their terms of payment are,

— I'm afraid I can’t answer that question, Sylvia Baker -she would be the
right person to ask.

- You mentioned a London office.

we do business through them?

— That’s right. We need to discuss the details though.

23) You can face several problems while making your presentation, Read the short dialogues and see how to deal with
interruptions to your talks.

Interruptions to your talk

So, there are a number of changes to be introduced and | am sure they will have a positive effect on staff and customers.

How are you going to introduce these changes?

That's a good question and one that T'11 be answering later in my talk.

You don't understand a question
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Your projected figures seem to presuppose a booming economy. Is that correct?

I'm sorry, could you rephrase your question please?

The figures in your graph seem to be based on a booming - a very strong economy.

Yes, that's right. Shall I explain what I've based my figures on?

Yes please. That would be very helpful.

A question that is not on the topic

Could you tell me why the management got such a large pay rise this year ?

1‘m sorry, but that's not really part of today's discussion and I'm afraid it's not a question | can answer. 1 suggest you speak to
one of the Directors about that.

You don't know the answer to a question

What are your projections for the second term?

Erm .. .. I'm afraid 1 can't give you a full answer right now. I'll look into it and get back to you later.

An aggressive or difficult question to answer

Where did you get your facts from? 1 cannot believe that what you are saying is true! 0:/Well. actually, all my facts are from
company records You're welcome to come and check the figures after the presentation if you wish,

No questions

So, does anyone have any questions?

Any questions at all?

No? No questions?

That's fine. If anyone wants to ask anything, please feel free to speak to me individually.

OTHER EXPRESSIONS AND USEFUL PHRASES:

That's a good question and one that I'll be answering later in my talk.

Thank you for your question. Can | answer it at the end?

That's a useful/interes ting question. If you don't mind, I'd prefer to answer it at the end.
I'm sorry, could you rephrase your question please?

I'm sorry, could you simplify your question?

I'm sorry, | didn't understand the question.

Could you repeat/rephrase it?

Shall I explain what I've based my figures on ?

Shall I... can be used to make a suggestion.

Shall I repeat my last point?

Shall I find more examples and get back to you?

... that's not really part of today's discussion ...

I'm sorry, but I'm afraid that is not really what | have been asked to talk about today.
We're not really covering that topic today.

That's not really what we are discussing today

That's not really what | meant

... I'm afraid it's not a question I can answer. | suggest you speak to one of the Directors about that
That is not actually within my area. You should probably speak to the Finance Director.
That's a good question, Isuggest you raise it with senior management

.. I'm afraid | can't give you a full answer right now.

I’m sorry.l can't answer your question right now but I'd be happy to email you an answer later.
That's an interesting point. Can | answer that after the presentation?

Well, actually, all my facts are from company records.

I'm sorry. I'd rather not answer that question right now. Shall we talk at the end?

I'd be glad to discuss that with you later. As time is short, may | continue and we can discuss it later
Thank you for your question. Could we discuss it at the end?

You're welcome to come and check the figures after the presentation ...

I'd be happy to show you the figures after the presentation.

Please feel free to come and see the figures after the presentation.

So, does anyone have any questions ?

Are there any questions?

Any question?

Any more questions ?

24) Match a phrase on the left with the appropriate phrase on the right

I'm afraid it's not a topic later in my talk.

Could you rephrase to describe the details of the graph,

I should have said earlier in English?

Let me go back and explain for me to discuss.

Unfortunately time won't allow me that we have already found an answer to that question,
How do you say that Let me summarise the main points before | continue,
Where was 1? how we solved the problem,

I'll be answering that your question please?
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25) Answering strategies. Choose the best response (a, b or c) for questions 1—8. Then define the question and the
strategy the presenter uses to answer each guestion.
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1. When you say ‘pay freeze’, what do you mean exactly?
al don’t know.
b So, you’re asking me about the worsening of your employ ment conditions,
c Let me put it in another way, ...
2. Why did you spend so much money on marketing? What was the budget for the spring catalogue? And what is the
total budget for this year?
a What is your question exactly?
b You’ve raised three points there. Let me take them one by one. First, the marketing budget,
¢ So, you want to know how much money we spent. Well, that’s a difficult question.
3. It’s too expensive.
a What’s your question exactly?
b So, you’re asking me about pricing structure,
¢ No, it’s not.
4. T’m really not happy with the way you went about this. What went wrong?
a So, you’re asking about what errors we have identified in the system,
b I’m sorry you’re not happy,
¢ Nothing went wrong actually.
5. Don’t you agree that the second option is actually better?
a No, I don’t.
b So, you would like me to run through the advantages of the second option in more detail,
¢ You're asking me whether | agree with you or not.
6. I'dlike to ask a question about your third option.
a I’ll be addressing that point later in my presentation,
b That’s not relevant at the moment,
c | don't want to answer that now.
7. So, that’s the engineering plan, but what about the budget?
a The budget’s not my job.
b I don’t know anything about money,
¢ Our financial director Michael Braun is probably the best person to answer that, Michael?
8. Could you tell me about your company’s differential edge?
a No, | can’t understand you.
b I didn’t get that. Could you repeat your question in other words?
¢ Sorry, no, my English is not good enough.

26) Watch video — Presenters answering questions.

1) Q: Are we talking about the whole of Ukraine here’ How many people are we going to train?

Svitlana: Thank you very much for your question So, you’re asking horn many people we’re going to train. We’re ...

2) Q: So, what does a person normally earn in Ukraine?

Svitlana: You're asking what is the salary of average person in Ukraine. It's a very low salary. But, we’re not speaking about
ordinary people ....

3) Q: Could you tell us a little bit more about the kind of training that you’re envisaging giving these people? And hou? it
would benefit companies?

Svitlana: Your question is about how ... what is the training we are going to provide to these specialists and hou! the
companies would benefit. Let me take your question in two parts. So, the first question is what is the training about. This
training will be provided by a very well-recognised company in Germany ... And, let me come back to your second question,
how the companies would benefit. The thing you do, the companies would pay only £100,000 which | believe you will agree
with me is nor a very big amount for such a big company .but after that you can have as many specialists as you want.

4) Q: 1 was wondering how are you going to convince these people to work for half a salary?

Svitlana: Thank you for your question. Your question is about why would these people agree to work for half a salary.

5) Q: So, in your opinion, how many genes cause disease.

Zhan: Horn many genes cause disease. Well, that's a very good question and it's also a very difficult question to answer
because the answer is we don’t know.

6) Q: I’ve got a question. How do you know a gene is a disease gene?

Zhan: How do we know a gene is a disease gene. Well, as 1 say, after this analysis we have a list of candidate genes that could
be a disease gene. We then send off these results to biologists who will confirm our findings,

7) Q: Can | first ask a question about these pills? | mean, are they expensive to produce! Are they likely to be available to
everybody who has this kind of genetic gene!

Zhan: Eight. So, first of all, are they expensive to produce. Well, I'm afraid I’'m first involved in discovering these disease
genes. So, this is something that the pharmaceutical companies will have to come up with and, I'm afraid, that I can’t answer
that question. The second pan of the question is ... sorry, remind me, what is the second part of your question!

8) Q: If I understand you correctly, you're promoting IP as a positive thing to teach in schools, But, what are the negative
effects?

Cesar: So, the question is the negative effects of IP teaching in schools. Wei!, I'm glad you asked the question because it’s a
very interesting question, but at the same rime it’s a bit -1 would say - highly topical at the moment. It's more to do with the
philosophy of IP.

9) Q: That was my question actually. I understand ... How can we finance, this The extra cost.

Cesar: So, the question is budget.

10) Q; So, are you saying that teaching IP is a good thing!
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Cesar: If I understand you correctly, you’re saying if 1 am advocating the positive things of IP. | haven't actually got to that
point. I think at this stage I’m actually giving you the facts. I'm actually giving you the whole picture. I'm going to come down
to that point later on. So, if you could just hold onto that, I would really appreciate it.

27) What strategies do the presenters use to answer the guestions? Match the number of the dialogue and the strategy.
a The presenter paraphrases by using the original wording of the question and makes it clear he / she can’t answer the question,
b The questioner interrupts and uses a sequence of questions. The presenter accepts the question and answers it non-
defensively even though he / she is at a critical point in the presentation. The presenter paraphrases and answers the first
question. He / She asks for repetition of the second question. (If the second question was difficult, the presenter might be lucky
as the questioner could have forgotten the second or even third question!)

¢ The questioner uses a sequence of questions. The presenter paraphrases and answers the second question. The questioner is
responsible for the sequence and the presenter can't be expected to remember the whole sequence. The presenter clearly gives
the answer to the whole audience.

d The presenter paraphrases the question. He / She switches the emphasis from ‘convincing’ to ‘agreeing® in the paraphrase.

e The presenter paraphrases by using the original wording of the question and answers it by referring back to an earlier point.

f The questioner uses a sequence of questions. The presenter separates the questions and points out that there are two
questions. He / She paraphrases and answers both fully.

g The presenter paraphrases the question and answers it very briefly but goes on to point out that the question is not relevant.

h The presenter paraphrases and asks for clarification. He / She then refers the question forward to a later point in the
presentation, demonstrating effective management of the presentation.

i The presenter paraphrases and takes the question in the direction the presenter feels is necessary. He / She gives himself /
herself thinking time with the paraphrase and some standard phrases.

j The presenter paraphrases and uses more positive vocabulary in the paraphrase.

28) PRESENTATIONS TASKS

Student A:

STEP 1

Think of a subject you know quite a lot about but your study partners don't. It could be something to do with your job or a
personal interest. Spend 15-20 minutes preparing a 5-minute talk on this subject.

STEP 2

Give your talk. Make sure you speak for at least 5 minutes. Speak as fast as you can and imagine that you are talking to a
group of experts in your subject. Don't worry about your grammar, your vocabulary or your pronunciation. Just keep talking!
Your partners should interrupt you as often as necessary to check they understand.

STEP 3

Answer the questions from your group-mates.

Student B:

Listen to the presentation of Student A. Prepare the questions:

What exactly did you mean by ?

Could we go back to what you were saying about ?

How did you arrive at the figure of ?

I think I misunderstood you. Did you say ?

You spoke about Could you explain that in more detail?

Going back to the question of Can you be more specific?

You didn't mention Why not?

If 1 understood you correctly, Is that right?

I'm not sure 1 fully understood Can you run through that again, please?

10. There's one thing I'm not clear about: Gould you go over that again, please?

1. HCUXOJOI'NMYECKHNE OCOBEHHOCTH PABOTHI B I'PYIIITE

1. Key Vocabulary

Most people work because they need to earn a salary, but money is not the only motivation or reason why people work. People
get job satisfaction from different factors, such as social interaction with colleagues. Status, that is your professional position,
and achievement, doing something well, can be important. Some companies really value their employees and see them as the
company's main asset. Managing people well can lead to better results and higher productivity for the company, but this can be
difficult to do. People respond differently to different styles of management. Some organisations give their workers freedom to
develop their roles and others don't.

2. Look at the survey below, then choose six factors which are important for you. Compare them with a partner.

Factors considered when choosing your first job

| want to: % of graduates | want to: % of graduates
enjoy my job 72 be passionate about the industry | work in 30
like the people | work with 70 have job security* 30
have enough money to afford the things | enjoy 64 be in control of what | do 27
receive training 63 have a lot of freedom at work 21
find the work stimulating 57 work for a well-known company 18
have an inspirational* boss 41 not have to work overtime or at weekends 17
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have a good social life 40 have a job that will take me abroad 16
have the opportunity to take professional 39 have an excellent salary 15
qualifications

work for a respected* company 35 have other people think what | do sounds good 11
have a position of responsibility 30

inspirational: motivating
respected: people think well of [the company]
job security: no worry about losing your job

3. Managers have to learn how to be teachers, counsellors and friends ... Charles Handy (Management specialist)
Work in pairs and discuss these questions.

1 Do you agree with Handy's view?

2 What is the main role of managers in companies in your country?

3 How much control should employees have over their own work ?

4 How much should the manager control what the employee does?

4. Dan Goldman has a performance appraisal with his line manager, Philippa. They discuss his performance since the
last meeting and set targets for the next meeting in six months' time. Listen and complete Philippa's notes.

1) Appraisee’s performance in the past six months

Dan is getting on well. He the work, particularly pleased with
2) Areas where appraisee needs to improve

Time-

3) Action to improve performance in these areas

Intentions

He is going to ,

Definite

He is doing . Mr Hensman the course.
Compare your notes with a partner.

5. In the second part of the interview Dan talks about:
a) Difficulties with his boss
b) Optimistic ideas about his future in the company
c) Time-management course
d) Unrealistic deadlines set for the team

PT: Right, Dan. You know that the aim of this appraisal is to look at how you're doing and to

identify any areas where you need to make some changes. So, what's your ? How are you getting on?

DG: Pretty good, I guess. I'm really enjoying the work here.

PT: That's good to hear. Is there anything you're particularly pleased with?

DC: Erm, yeah. | was very with the way things went on the Silverton project. It was a great team - really
to work with them, and to learn from them.

PT: Good, yes, | think you worked really well on that project ....

PT: OK. So now are there any aspects of the job where you think there is room for ?

DC: Well I'm still having some difficulties with my time

PT: Why do you think that is?

DG: I guess I'm a bit too optimistic about how much I can do in a day! But I really do want to get better at organising my time.

PT: OK. So what are you going to do about that?

DC: Well, I'm going to try to more, to deal with the things that are really important. I'm also

going to set myself more realistic

PT: Good, OK, that sounds sensible.

DG: And, I've finally got a place on a time management course and I'm doing that next month.

PT: Excellent. Who's it this time?

DG: It's Scott Henman.

PT: Oh, he's good. | think that will be very useful.

6. Answer the guestions:

1 When are you going to spend time in an English-speaking country?
2 What time are you going to leave today?

3 What are you going to do this evening?

4 When are you going to apply for a new job?

5 What type of job are you going to apply for?

7. Work in pairs. Juan, Aleka and Chan each have a different objective. They write a list of action points to meet their
objective. Decide which points belong to which person.
Obijectives
+ Chan: spend more time with my family
 Aleka: buy a new computer because | want to work from home
 Juan: get a new job
Action points
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buy magazines to get more information

talk to a careers consultant

consider what gives me job satisfaction

decide exactly what | need and find a product that matches my needs
do research to see what jobs and companies match my values

leave work earlier

not take work home at the weekends

start work earlier

talk to people who have different kinds of computers

Now write sentences to describe Juan, Aleka and Chan's intentions.
Example: Chan is going to leave work earlier to spend more time with his family.

O©CoOo~NOoO O, WN P

8. Now think of three objectives which are important to you and write an action plan to reach each objective. Compare
your objectives and action plan with a partner.

9. Read the recruitment advertisement and answer these guestions.
1 Who is advertising?

2 Who do they want to recruit?

3 What is the name of the programme they want the recruits to join?
4 What is the main quality they are looking for?

Graduates/Final Year Students

Priceless training. Free thinking
Bring us free thinking and we'll give you invaluable training for a unique career.
Our 4 year Fast Stream Programme will give you an insight into the development of government policy, the complexities of
tax law and practice, and how a major organisation is managed. You will learn how different types of business operate and
develop your skills so that you can take on the wide range of career opportunities we offer.
Determined, with excellent interpersonal and communication skills, a strong analytical mind and the confidence to make
critical decisions, you'll need the drive and self-discipline to take on growing responsibilities and demanding exams at the
same time. You'll also need to have, or be expecting, a first or second class honours degree, and be free to join us in July in
London or a range of locations in southern England and the Midlands.
In return, as well as exceptional training, you can expect a starting salary between around £14,000 and £21,000 depending on
location, qualifications and experience. If you meet our expectations you can expect to be earning £30,000 in 4 years.
For further information and an application form, write to Inland Revenue, Fast Stream Development Programme, HR Division,
PO Box 55, Mowbray House, Castle Meadow Road, Nottingham, NG2 | BE quoting reference FS/G2. Telephone 01150974
0696. We must have your completed application form by 6 November.
The Inland Revenue is an Equal Opportunities Employer.

Development Programme

10. Read the advertisement again and complete the sentences with a verb.

1 We will you invaluable training for a unique career.

2 TheFast Stream Programme will you insight into government policy.
3 You will how different types of business operate.

4 You will drive and self-discipline.

5 We will not on grounds of gender or race.

6 They accept applications after 6 November.

11. Use these prompts to write six sentences.

Example: Inland Revenue/give/training = Inland Revenue will give you training.
1 You/learn/management skills

2 we/offer/excellent training

3 you/earn/£14,000 - £21,000 per year

4 you/take/exams

5 Inland Revenue/not/discriminate against you

6 you/live/Southern England

12. Phone to find out about the job. Ask about:
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Fantastic Job
Opportunity

Inll

Phone +44 171 92000954
to find out more.

o opportunities to use my languages?
o work abroad?

o receive training?

o date of interviews? ( When ...?)

13. Listening:

Morna Lawson talks about various aspects of work. Listen and complete the notes.
Job satisfaction

1 Three things that are important to Morna in a job:
Management styles

2 She likes a manager to be a , but at the same time to be In other words the
manager allows her to get on with it, but is there to her.

Workplace culture

3 Spain and Britain are probably similar now, but when Morna worked in Spain she noticed that

Managers
4 Morna's favourite manager was a . She allowed her to get on with the work and to
(it wasn't the end of the world) and Morna

14. How would you like your manager to be? Choose three descriptions.
SUPPORTIVE HANDS-OFF AVAILABLE
A GOOD TEACHER UNDERSTANDING INSPIRATIONAL

15. Morna talks about the workplace cultures in Britain and Spain. Look at your notes and choose a sentence that

matches what she says.
&
D Ve
=

N —iem

)y -

a The Spanish live to work and the British work to live,
b The British live to work and the Spanish work to live.
What is the workplace culture in your country like?

16. Look at the cartoons and say which figures you think represent men and which represent women?
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confrontational, competitive

personal
achievement
comes first

collaborative

forceful, self-protective, challenging, direct

in control

Row's your
p‘avg\-.tei'?
hysterical
welcome contributions talk about personal matters
Men Women

17. Read the text. The text has eight main sub-sections. Match the cartoons on page 88 to the sections.

Men and women do things differently. There are, of course, exceptions to every generalisation, including this one.

Cristina Stuart is a managing director of Speakeasy Training, a consultancy that runs courses for men and women working
together. Here she describes a few key differences between the sexes in the workplace.

1 Working together

The male approach to business is competitive, direct and confrontational. The end justifies the means.* Personal status and a
focus on the individual are important.

The female method is collaborative. Collective action and responsibility are more important than personal achievement.
Lateral thinking*, as well as goodwill and the well-being of the individual, are also of great importance.

2 Tackling problems
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The male approach is to go to the heart of the problem, without taking into account secondary considerations. The female
preference is to look at various options.
3 Body language
Male body language tends to be challenging. Female body language tends towards self-protection. A stereotypical female pose
is sitting cross-legged; the male sits with legs apart to give an impression that he is in control.
Male behaviour can include forceful gestures for example banging a fist on the desk for effect. The female style does not
usually include aggressive gestures.
4 Language
The male way of speaking does not encourage discussion. Women tend to welcome others' opinions and contributions more.
5 Conversation
Men like to talk about their personal experiences and achievements or discuss 'masculine’ topics such as cars or sport. Women
tend to talk about staff problems and personal matters.
6 Meetings
If a woman does not copy the male confrontational style, she is often ignored.
7 Self-promotion
Men find it easy to tell others about their successes. Women tend to share or pass on the credit for a success.
8 Humour
Men's humour can be cruel - a man’s joke usually has a victim. Female
humour is less hurtful. A woman often jokes against herself.
CAVEAT
Many men have a female style of working. Equally many women have a male approach.
As Ms Stuart says many of the current management theorems - flatter organisations*, empowerment, managing by consensus*
- have a female style to them.
* the end justifies the means: it doesn’t matter what methods you use; success is the only important thing
* lateral thinking: thinking in a creative way, making unusual connections
* flatter organisations: organisations in which there are fewer managers and people have equal status
* managing by consensus: managing by getting everyone to agree

18. According to the text, which of these phrases are typically used by men and which by women?
Example: 'It's very simple. The point is ..." = Men because 'the male approach is to go to the heart of the matter'.
1 'But we need to take account of

2 "You look worried. What do you think about the new plan?'

3 That's rubbish!'

4| built the department from nothing.'

5 "Thanks for your kind words, but this really was a team effort.’

6 'It was so funny. He looked ridiculous!'

19. Work in groups and discuss the questions.

1 What is the style of male and female managers in companies in your country? Are they similar to the ones outlined in the
text?

2 Do you think there is a difference in style between men and women or is any difference usually because of personality?

3 Do you know any men who have a 'female’ style of working? or women who have a 'male’ style of working?

4 Do you find it easier to work with men or women? Why?

6 Choose a spokesperson in the group to make a presentation to the whole class, summarising the opinions in the group.

20. Word building. Complete the table with words from the text then mark the stress

VERB NOUN ADJECTIVE

1. to compete (with) competition competitive
2. to confront confrontation

3. to collaborate collaboration

4. to control controlling
5. encouragement encouraging
6. to achieve achieving

21. Complete the following sentences using one of the words from the table.

1. Itwas a great

It's impossible to

22. Work in pairs. Look at the cartoon and discuss what you think the job of a tour representative is like.

to win the company's prize for excellence.
2. Thisis areally difficult job at times. I'd like a bit of

3. I hate having meetings with Alan. He's always aggressive and
4. 1don't like working on my own, | need other people to

5. events, but you can influence them.

from my boss occasionally.

with.
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23. Listen and complete the gaps.
Name: Lisa Crawford

Job title: Tour representative
Company she works for:
Perks:

Ratio of men to women:
The job involves
I'm responsible for
| have to deal with
It also involves

24. Look at the list of jobs. Listen and identify which of these jobs the speaker describes.
9

Customer Services Manager Shoe Designer

Personnel Officer

Shop Assistant

Managing Director Advertising Executive

25. Work in pairs. Choose one of the other jobs and describe it to your partner. Your partner has to quess which job it
is.

26. Think of a job; your own job, or one you would like in the future. Write a list of:

. the responsibilities
o the perks or extra benefits
o details such as the ratio of men and women colleagues

IV. MEPETOBOPBI KAK ®OPMA JIEJTOBOI'O B3AUMOJENCTBUS

1) Work with a partner. Ask him or her the questions below and make a note of the answers. Then tell the class what
you found out.

1. How often do you make phone calls in English?

2. When was the last time you made or received phone call in English? How was it?

3. Who do you normally speak English to on the phone? Are they native speakers or non-native speakers of English?

4. What do you find most difficult about telephoning in English?

5. Describe your worst experience with an English phone call.
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2) Three people are calling the company Micah Information Systems. Listen to the three dialogues and complete the

table.

Calll Call2

Call3

Who is calling?

Who does he/she want to speak
to?

Does he/get through?
If not, why not?

What will happen next?

3) Listen again and complete the sentences from the dialogues.

1 Micah Information Systems. Sylvia

2111 Mr. Seide you

3 It's Karen Miller

4 | actually to speak to Maria.
5 Just on a moment while |1 make the

61I'm Maria's line is

7' try later.
8 Let me just a pen.
9 Nice to from you.

10 I'm actually talking to someone on the other

Which sentences (1-10) can be used:

ato say who youare? 1,3

b to open a conversation politely?

c to say who you want to speak to?

d to put a caller through to another person? __

e to say that somebody (or you) can't talk now?

f to say you will call again later?
g to take or leave a message?

4) Match the two parts to make questions from the dialogues.

1 Could I speak

2 Can | take

3 Could you ask

4 Could you tell me
5 Does Mr. Seide

6 Is she there

7 Shall | put you

8 Can | just

9 Can | call you

10 Have you got

b through to her?

€ your name again?
f a message?

h at the moment?

¢ have your number?
d back in ten minutes?

g ask what it's about?

a my mobile number?

i to Jorg Seide, please?
j him to call me back?

Now match these answers with the questions. Sometimes more than one answer is possible.

A Certainly.

B Yes, he does.

C Sure, no problem.

D My name is John Ellis.

E Yes, | have. F That would be great
G Yes, sheis.

H I'm afraid he's in a meeting.

I 1 need to ask her about the project meeting next week.

J Yes, please.

5) There are usually two ways of saying the same thing: a formal way, or a less formal way. Find pairs of expressions

with the same meaning and complete the table.

Can | speak to Bob, please  Certainly Could | speak to Bob, please?
Thanks What's it about? Could you please hold? Hang on a moment.
Can | just ask what it's about? Shall | put you through to her?  Sure.

Do you want to speak to her?  Thank you.

MORE FORMAL

LESS FORMAL

Could | speak to Bob, please?

Can | speak to Bob, please?
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USING FIRST NAMES

Whether we use first names or surnames (family names) with people in English normally depends on the relationship we have
with them. Here are some tips.

. As a general rule, do what the other person does. So if the other person uses your first name, use their first name when
you speak to them. One important exception: if the other person has a much higher status than you (for example if you are a
secretary and they are a manager) then sometimes it is better to use their surname, even if they use your first name. It depends
on the company culture.

. If it is the very first time you speak to a person, you should probably use their surname.
. If you have had contact with the person before (even if it was only on the phone), you can normally use first names.
. If the person is an important business contact you should definitely try to use appropriate. It is a sign of a close

working relationship.

6) There are different ways to give our names on the telephone. Match the sentences with the explanations. (Careful:
one sentence below is not used on the telephone!)

1 This is Gordon Wallis. a You say this when you answer the phone.

2 It's Gordon (Wallis) here. b You say this when you call a company and you
3 Here is Gordon Wallis. Don’t know the person who answers the phone.

4 Gordon (Wallis) speaking. ¢ You say this when you call someone you know.

7) Listen to the three phone calls again and answer who uses surnames? Why? Who uses first names?

GIVING 'BAD' NEWS

It is very common for native speakers to use I'm afraid or I'm sorry when giving 'bad' news, for example when saying someone
is not available.

I'm afraid Mr. Seide is in a meeting.

I'm sorry, but Mr. Seide is in a meeting.

If you do not use I'm afraid or I'm sorry, the sentence sounds very direct and impolite to a native speaker.
The word is also often used to make a statement more polite. For example, it can be used:

« instead of saying the word no.

A: Does he have your phone number? B: Actually, I don't think he does.

» when we change the subject (e.g. when we change from small talk to talking business).

Your holiday sounds fantastic. Listen, Sandra, | actually wanted to speak to Maria.

« to say something which is inconvenient or annoying for the other person, in a polite way.

Can | call you back? I'm actually talking to someone else on the other line.

Careful: actually is not the same as current(ly) !

8) Rewrite the underlined sentences below with I'm afraid or actually.

1. I'm trying to get through to Jake Woodward. He asked me to call him this morning.
I'm actually trying to get through.

2. Marie Dupont. You're from France, aren't you? - No, I'm from Belgium.

3 Can | talk to Kevin Shields? - He's not here.

4 Would you like to leave a message? - No, I'll call back later.

5 Can | call you tomorrow? - | won't be in the office tomorrow.

6 Heather's line is engaged. Shall | tell her to call you back?

9) Often when we telephone we have to deal with communication problems. Listen to the dialogues and match them
with the problems. Sometimes more than one answer is possible.

CALL

a The caller is speaking too qUICLY. ........ouiiiiii e
b The person called didn't understand what the caller said ....................coooiiiiiiinnl.
¢ The person called wants the caller to say something again. ..............cccoeveviiininennn.
d The caller is Speaking t00 Tast. ..........ccoiiiiiiiii e

e The caller has called someone by mistake. .............coooviiiiiiiii e,
f The person called doesn't know how to write a Word. ................ooviiiiiiiiininininne..
g The phone itself is making a ot 0Of NOISE. .......cceviiiiiiiiiii e,
h The previous call was cut off and the caller has to call the other person back. ...............

10. Now complete the extracts from the dialogues with words from the box.

slowly up cut line catch spell could wrong

1 Sorry, | didn't that.

2 Sorry, you repeat that, please?

3. Sorry, can you speak a bit, please?

4 Sorry, | think you have the number.
5 Sorry, this is a really bad

6 Sorry, we got off.
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7 Sorry, could you that for me, please?

11) Read this telephone conversation. Choose the correct words or phrases in italics. Focus on the Modals.

Ms Green Could/couldn’t | speak to Mr. Boutin please?

Mr. Boutin Speaking.

Ms Green Hello. | am/This is Sarah Green from London. | understand you would like me
to/that | make a few changes to your itinerary.

Mr. Boutin Yes, that’s right. | prefer/would prefer to see Ms Watson and Mr. Flavell before |
meet Mr.Trigg. Would you mind/Would you like arranging that for me?

Ms Green Yes, of course/No, not at all. Il set up a meeting with Ms Watson at eleven o’clock
and Mr. Flavell at twelve.

Mr. Boutin Perfect.

Ms Green And do/would you still like to go to the seafood restaurant for lunch? Perhaps at
one instead of twelve?

Mr. Boutin Yes, | will/that would be nice.

Ms Green Good. There’s just one other thing though. Mr. Trigg won’t be able to see you until
four o’clock. That doesn’t give you much time to so would you mind if | booked/
me to book you on a later flight back?

Mr. Boutin Yes/No, that’d be OK.

Ms Green There’s one at 8.15. I’ll try to book you a seat.

Mr. Boutin Thanks. I’1l leave it to you then. Would you/Would you mind give me a ring later on
to confirm everything?

Ms Green Yes, of course.

12) Role-play. Work with a partner to practise the dialogue below.
A

Answer phone.

Respond.

Person is unavailable.

Say why and offer to take message.

Take message

B

Say hello and make some small talk.

Change subject and ask to speak to somebody.
Leave message.

Say thank you and goodbye.

USEFUL PHRASES

Giving your name

Gail Jones speaking.

This is Robert Smith from ABC Enterprises.
Hello, Jane. It's Elena Gonzalez here.

Getting through to the right person
Could/Can | speak to Mark, please?
I'd like to speak to Ellen Baker, please.
| actually wanted to speak to Pat.

Is Pascal there at the moment?

Making the connection

Shall I put you through to him/her?

Can | just ask what it's about?

Could you please hold?

Just hang on a moment while | make the connection.

When the person isn't available

I'm afraid his/her line is engaged.

I'm afraid Pat isn't available at the moment.
I'm afraid she is in a meeting.

Can | take a message?

Would you like to call back later?

12) What advice would you give to someone to help them telephone successfully? Work with a partner to make a list of
tips. Then read the article and discuss it.

Successful telephoning
Phone calls can often be challenging in your own language, but when you're speaking a foreign language they are even more
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difficult. There's no body language to help you, the audio quality is not always perfect, and there is more time pressure than in
a face-to-face conversation. Below

are some tips to make telephoning in English less stressful.

1. If you have to make a difficult phone call, spend a few minutes preparing first. Think about what you want from the phone
call. What might the other person say? Make notes of English phrases you can use during the call.

2. Try to relax. Make sure you have enough time for the call, and don't hurry. It's better to have a successful ten-minute call
than an unsuccessful five-minute call.

3. Sometimes receiving an unexpected call can be very stressful. To give yourself some time to prepare for the call, you might
want to tell a ‘white lie' (I'm sorry, I'm actually in a meeting right now. Can I call you back in ten minutes?) and call back
when you feel more confident.

4 It's important to make a little small talk with the other person before you talk business, but don't spend too long chatting. Get
to the point of the call quickly. If you're talking to a native English speaker, listen for words like well, so, and anyway these are
signals that it's time to talk business.

5. Speak more slowly and at a lower pitch than you would during a face-to-face conversation. It makes you sound confident,
helps the other person to understand you, and calms you down if you are nervous.

6. Don't be afraid to ask a caller to repeat something (I'm sorry, | still didn't catch that. Could you say it again more slowly?).
It's better for the caller to repeat a piece of information five times than for you to write down the wrong information.

7. Smile! Although it sounds strange. the other person can hear if you are smiling - it makes your voice sound friendlier.

14. What is the thing you find most difficult on the telephone? How could you make it easier?
Can you think of five things you could do to improve your telephone skills in English?

15.) Memorize the following telephone phrasal verbs and make up sentences of your own.

Telephone phrasal verbs

Cut off Han

tointerrupta
telephone
conversation

to succeed in
speaking tosb on
the telephone

to wait for a short
time

/ Hang ug 3

/toend a telephone

Call back

toanswer a toconnect by

, conversation and totelephone sb
\ Pukthephons againorin telephone call telephone
\ return

Hold on

towait fora
shorttime

/ Break up \
to become
inaudible over
 thetelephone

Speak up

to speak louder

vk.com/English_ - _Fun

16) Use the verbs below in their correct form to complete the paragraph.

* run * cut * switch ¢ get « hang (x2) ¢ call « put
I tried to call him on his mobile several times, but he had 1) it off, so I tried his office. His secretary told me to hold the line
and she would try to 2)  me through. | had been 3) on for about five minutes, when my card 4) outand | got 5) off. | went
to a public phone box and tried again, but this time | just couldn't 6) through to his company at all. | had given up, when my
mobile phone rang. It was him! "Mark," | said, "at last." "Sorry, Fred," he said - "can | 7) you back in five minutes?" Before |
could say anything he just 8) up. I'm still waiting to talk to him.

17) Read the text, choose the correct verb forms in italics.

Get active with your listening
Imagine you are calling an important business contact. The person says/said he is in a hurry and only has five minutes for the
call. While you talking/are talking, you hear/are hearing him typing on his computer keyboard, and he continually interrupts
you while you are trying/tried to talk. How would you feel?
The above description is an example of a bad listener. Everyone learns at school how to read and write, but normally we are
never taught how to listen. However, effective listening is one of the most important communication skills.
Here are some things you can/can to do to improve your active listening skills.
1. Remove distractions. Make sure the place where you are telephoning/telephoning isn't too hot, too cold, too noisy or too
uncomfortable.
2. When you're on the phone, don't type/type, tidy your desk or organize your papers. The noises you make will tell/won’t tell
your partner that you're not listening.
3. Forget/don’t forget about your own problems and tasks while talking to your partner. You concentrate/can't concentrate on
what someone else is saying if you think/are thinking about your 'to do’ list.
4. Regularly summarize what your conversation partner has told/told you, to show that you are listening ('So what you mean is
...", 'If  understood you correctly, you want to ... "). This can t/can also help your partner to move forward in the conversation.
5. Be honest with your partner. If you aren t/weren't paying attention to what they said, or if their English is/isn ' too difficult,
tell them and ask them to repeat what they said (‘Sorry, could you say that again?', 'T'm sorry, but I'm finding/l finding you
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difficult to understand. Could you maybe try to talk in simpler English, please?").

6. Wait until the other person has stopped/stopped talking before you will decide/decide what to say next. If you are constantly
thinking about your response, you won't be able/will be able to concentrate on what they are saying. Use phrases like 'let me
see', 'l see what you mean’, or 'l just need to think for a moment' to give yourself time to think about what to say next.

7. Learn listening skills from other people. Pay attention to how other people (especially native speakers) show you that they
are listening/were listening.

18) Arno Maier works in a small import/export company in Hamburg. Listen to the two calls Arno makes and receives,
and complete the sentences and questions below.

Call 1.

| have a question (1) your relay switches.
Are you the (2) person to ask?

What (3) your question?

Could you (4) me what the unit price would be for orders over a thousand units?
That was the RS 877, (5) ?

Sorry, | didn't (6) the second price.

Call 2.

I'm (1) about the order you faxed us yesterday.
| just wanted to (2) it.

Do you have a (3) ?

Would you like me to (4) that for you?

Let me just (5) that back to you.

Sorry, what was the post code (6) ?

HOW TO BE LESS DIRECT
Generally in English, the less direct a sentence is, the more polite it is. For example, we often use
the past tense (was, wanted) instead of the present tense (is, want). The past tense is more polite, because it's less direct.
What was your question?
I just wanted to check .. .
| wanted to ask about .. .
Similarly, we often use could and would to make questions or statements less direct.
Could you tell me what the price would be? (instead of Can you tell me what the price is ?)
What would be your preferred means of payment? (instead of What is your ... ?)

19) Rewrite the sentences below to make them less direct, as in the example.

1 What is your question?
2 Can you tell me your name?
3 I just want to check the address.
4 What is your name again?
5 What do you want to know?
6 What is your charge for delivery?
7 How long does it take to send it?

ACTIVE LISTENING STRATEGIES

Active listening strategies can help you to communicate more effectively on the telephone.
When listening, say words like right, uh huh, got you, yeah every few seconds to show that you are paying attention. The other
person feels more relaxed because it's clear that you are there and actively listening to them.
Check each piece of information that the other person gives you - even if you think you have understood everything perfectly,
you might have actually misunderstood something the other person said.

You can do this by:
« Echoing, in other words by repeating what the other person said, to make sure you understood correctly:
A We can deliver on Tuesday. B Tuesday. Right.
* Asking for clarification:
A Our address is 40 George Street. B Sorry, did you say 40 or 14?
* Reading numbers and other important pieces of information back to the other person:
A My number is 2389 5354. B Let me just read that back to you. So that's 23895354 .
You can also ask the other person to read a number back if they don't do it themselves:
Can you just read that back to me?

20) Complete these extracts from a telephone conversation with words from the box.

And your name was Did you say Let me just read that back to you
So that's Sorry, was that ~ To Poland

1 lwona Well, first of all, how long would it take to ship a consignment to Poland?
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George (1) ? 1 would say between a week and ten
days by sea. We could also send a shipment via air freight, but that would naturally
be more expensive.

lwona (2) a week to ten days?

George Yes, that's right.

2 lwona So that's 58 for Gdansk, then 61 345 3.

George (3) 3453 or 2453?
lwona It's 34 53.
George Right. (4) It's 00 48 5861 3453.
Iwona Yes, that's right.
3 George Great. (5) Iwona ... ?
Iwona Jakubik. That's spelt J-A-K-U-B-1-K.
George (6) Iwona Jakubik. J-A-K-U-B-I-K. Got you.

21) Check that you have understood correctly. Ask about the highlighted information, as in the example. More than

one answer is possible each time.

1. I would like to order 50 units. Sorry, did you say '50 or 1'5 units? | OK so that's '50 units.
2. Our address is 98 King Street, Hull.
3. My phone number is 0912103885.
4. The meeting is on Thursday.
5. My name is Oliver Prentice.
6. The new price is €72.90.

22) Put the words in the right order to make sentences

1. have you pen do a?

2. six order A is elephant for Venice two zero E V the for number for apple.

3. D for Bob that B was or David for?

4. address D Tom at his hyphen dot Baker E mail is Martins (tom-baker@martins.de).
5. didn't that sorry | catch , thirteen did thirty say or you?

23) Match each polite question on the left with a sentence from the right that has a similar meaning. Focus on the

Modals.

1. Would you mind if | went to the bank?  a) Do you want to go to the bank?

2. Would you mind going to the bank? b) Go to the bank, please.

3. Would you like me to go to the bank? c) Please may | go to the bank?

4. Would you like to go to the bank? d) Do you want me to go to the bank for you?

Rewrite these sentences as polite guestions.
1. We can pay you in advance if you want.

Would you ?
2. I’d like a day off next week. s that OK?

Would you ?
3. I can send you our latest annual report. Do you want me to?

Would you ?
4. Do you want to fly Business Class?

Would you ?
5. Please wait a few minutes. The manager is busy at the moment.

Would you ?
6. May | pay by credit card?

Would you ?

24) Read the telephone conversation.

Mr. Lopez Could you put me through to Mrs. Clark, please?
Receptionist Who are you?

Mr. Lopez Jorge Lopez

Receptionist What?

Mr. Lopez Jorge Lopez.

Receptionist Wait.

Mr. Lopez Hello. This is Jorge Lopez.

Mrs. Clark What do you want?

Mr. Lopez Could we arrange the meeting to discuss our contract? Are you free this Thursday?
Mrs. Clark No.

Mr. Lopez Oh, that’s a pity. How about Friday then, or next Monday?
Mrs. Clark Friday or Monday is OK. I don’t care which.

The two people Mr. Lopez talked to were not polite. Write what they should have said.
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1. Who are you?
2. What?

3. Wait.

4. What do you want?
5. No.

6. I don’t care which.

25) Role-play. Use the Useful Phrases below and make a phone call with you partner.

Student A — CEO assistant — answers the questions

Student B — a manager of the company — asks questions to find out the following information:

Find out the time of the company meeting

Find out who will be present

Find out what issues will be discussed

Find out what documents you need to prepare for the meeting

Find out if you can bring a foreign colleague to the meeting (and explain why you want to invite
him/her)

akrwbdPE

USEFUL PHRASES

Opening the call

I'm calling about ...

I have a question about ...

| wanted to ask about ...

Are you the right person to ask?
Exchanging information

What was your question?

What would you like to know?
Could you tell me ... ?

Checking information

Would you like me to spell that for you?
Did you say ... ?

Sorry, | didn't catch that.

Let me just read that back to you/
Let me just check that.

26) Role-play. Make up a phone conversation on any business topic.

5. OneHouHble MaTepHaJibl HpOMe)KyTO‘lHOﬁ arrecTanum nmo J1MCUMIJIMHE

5.1. 3a4ér ¢ oueHKOIl NPOBOAWTCH € NMPUMEHEHHEM CJIeAYIOIIUX MeTOA0B (cpelacTB): 3ayeT ¢
OLIEHKOM BBIMONHSAETCS B YCTHOH Qopme. JlomyckoM K 3aueTy SBJSIETCS BBINOJHEHHE 3aJaHUi B
JIMCTAaHIIMOHHOM (opme Oonee ueM Ha 85 %.
B ciywae mnpoBeneHMs ITPOMEXKYTOYHOU
wiargpopma Moodle u Teams.

arreéCtalluin B JUCTAHOUOHHOM PCKHME HUCIHOJIb3YCTCA

5.2. OneHo4HbIe MaTepHAJIbl MIPOMEKYTOYHON aTTECTALIUH

Kommonent IMpome:xyTounblii/KI04YEBOI KpHTepHﬁ OllCHUBaAHUA
KOMIeTeHIINU HHANKATOP
YK-3.2: Cnocoben AHanu3upyeT BO3MOXKHBIE Jemonctpupyer OCMBICJICHUE MOJIy4eHHBIX
aHAIN3UPOBAThH MIOCJIEACTBYS JIMYHBIX IEHCTBUH | TEOPETHUECKHX OCHOBAaX W TPUMEHSET WX B

BO3MOJKHBIE TIOCIICICTBUS
JIMIHBIX JEUCTBUH U
IJTAHUPYET CBOU JIEUCTBUS
JUIST TOCTYDKEHUS
3aJIaHHOTO pe3yJibTaTa

U TUTAaHUPYET CBOM ICHCTBHUS IS
JIOCTHYKEHHS 3aJaHHOIO
pe3yibTara

OcymecTBisieT 0OMeH
uH(popManuen, 3HaHUAMHU U
OIBLITOM C YWIEHAMH KOMaH/IbI;
OILICHUBACT UJICH IPYTHUX YICHOB
KOMAaH/IBI JUISl TOCTUKEHUS
IIOCTaBJICHHOM L[EIN
Co0Oro1aeT yCTaHOBIICHHEIC
HOPMBI ¥ IIPaBHJIa KOMaHTHON
paboThl, HECET INYHYIO
OTBETCTBEHHOCTEH 3a OOIIMit
pe3yJabTatT

[IPaKTUYECKON AESATEIbHOCTH.
AZleKBaTHO OLICHMBAET COLMAIBHYIO OOIIHOCTH H €€
COLIMAJIbHO-IICUX0JIOTMYECKHUE XapaKTEPUCTUKHU.

YK-4.1: Cnocoben

3HaeT OCHOBHBIE COBPEMEHHBIE

IlonnmaeT 1 3HaeT OCHOBHBIE IpaBujia COBPEMEHHOT'O
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B aKaJIEMUYECKOM U
po¢eCCHOHATHHOM
B3aNMOCHCTBUN

YMeer co3iaBaTh Ha pyCCKOM U
WHOCTPAaHHOM SI3BIKE
MTUCHMEHHBIE TEKCTHI HAYIHOTO
1 0(hUIIATIFHO-IEIIOBOTO CTHIICH
pedn 1o podeccHoOHATEHBIM
BOTIPOCaM; IIPOU3BOINTH
PEeNaKTOPCKYIO U
KOPPEKTOPCKYIO IPaBKy TEKCTOB
HAY4HOTO M O(pUIHaTBEHO-
JIeIOBOTO CTUJIEH pedu Ha
PYCCKOM U HHOCTPaHHOM SI3bIKE
Bnaneer cucremoit Hopm
PYCCKOTO JUTEPaTypHOTO H
HWHOCTPaHHOTO(BIX) S3BIKA(OB);
HABBIKAMH HCIIOJIE30BaHHS
SI3BIKOBBIX CPEICTB IS
JOCTIDKEHUS
po¢eCCHOHATBHBIX TeIeH ,
BEJICHUS I€JI0BOM IIEPEIUCKH

KommnoHeHT IpomexyTouHbIi/KIHOYEBOH Kpurepuii ouennBanus
KOMIETeHIIHU HHIUKATOP
HCIIONTB30BaTh OCHOBHBIC KOMMYHHUKATHBHBIC CPEICTBA, B | PYCCKOTO sI3bIKA M KYJIbTYPhl DPEYH, IPUMCHSICT
COBpEMEHHBIE TOM YHUCJIe Ha HHOCTPAHHOM(BIX) | OCHOBHBIE TPHUHIUITBI MOCTPOEHHUS MOHOJIOTHUECKHUX
KOMMYHHUKATUBHBIC s13bIKe(aX), UCTIOIb3YEMBIC B TEKCTOB W  JHAJOroB, XapakTepHble CBOICTBA
Cpe/ICTBa, B TOM YHCJIE HA | aKaJEMUYECKOM H PYCCKOTO sI3bIKa KaK CpPelCcTBA OOIICHUs U Iepeaadn
HHOCTPAHHOM(BIX) podeCcCHOHATEHOM HH(OpMALINK; TEOPETHUECKYIO CIIEIM(UKY YCTHOH H
s13bIKe(ax), UCMOJIb3YEMbIE | B3aUMOJICHCTBUM MHUCbMEHHOM, KHI)KHOW ¥ PasrOBOPHOM  peuw;

IpaBuJjia MpoAYUUPOBAHUA TCKCTOB.

YK-5.3: Criocoben
MIPUICPKHUBATHCS
MIPHUHITUTIOB
HEMCKPUMHHAIIHOHHOTO
B3aUMOJICHCTBUS NIpU
JINYHOM U MacCOBOM
OOILEHNH B LIENTAX
BBIIIOJIHEHUS
po¢eCCHOHATBHBIX 3a1ad
1 YCUIICHHSI COIHANBHOM
HHTETpaIiH

[punepxuBaeTcs MPUHINTIOB
HEUCKPHUMHHAI[IOHHOTO
B3aMMOJICHCTBHS TIPU JINYHOM U
MAacCOBOM OOIIICHUH B IIEIISX
BBITTOTHEHUS
npoeCCHOHATBHBIX 3a1a4 U
YCUJIEHUS COLIMAIbHOU
HHTETpaIiH

JeMoHCTpHUpYeT MOHNMaHHUE
00111ero ¥ 0COOEHHOT0 B
Pa3BUTHH [TUBIITA3AIIIH,
PEUTHO3HO-KYIBTYPHBIX
OTJIMYHI U LIEHHOCTEN
JIOKAJILHBIX [IUBUIH3aLMMA
Hcnosp3yeT HaBBIKOB aHAIN3a U
NPOTHO3UPOBAHUS CUTYAIUH
KOMMYHHKAIIUU C YUETOM
(haKTOpOB MEKKYIBTYPHOTO
MHOT000pas3us.

Onpenensier 00BEKT  (COOBITHA
apryMEeHTHPOBAHHOT'O BO3ICHCTBUSI.
Jloka3blBaeT COOCTBEHHYIO MO3UIHUIO IO BOIPOCaM

WU SIBJICHHS)

TOJICPAHTHOCTU u JUCKPpUMHUHAILINU, HCIIO0JIb3YA
ApTYMCHTHI, pacCMOTPECHHBIC B TCOPCTUIYCCKUX
KOHICITIUAX JAUCKPpUMHHAIIUN nu B paMKax

MEXAYHapOAHOMU IPAKTUKHU.

TunoBbie OLEHOYHBIE MATEPHAJIBI IPOMEKYTOYHOM aTTEeCTALMHU
3aueT ¢ OLIEHKOW BBIMOJIHAETCS B YCTHOM (opme. JlomMycKoM K 3aueTy SIBJISIETCS BBIIOJHEHUE
3aJJaHU B IMCTaHLIIMOHHOM popme Oosee uem Ha 85 %.

Tumsl 321aHUH Ha 3a4eTe:

A) OtBeruth Ha 5 win 0oJjiee BOMPOCOB TpENOJaBaTessi, MPOBECTH Oeceny Ha TeMy Bompoca (0e3
noArotoBku). OieHUBaeTCs CIOHTAHHAS PEUb.
B) Cnenate cooOmienne Ha Temy (0e3 moaroToBku). OIEHUBAETCS TTOATOTOBJICHHAS PEUb.

Bomnpocel npenoiasaress

(HpI/IBeI[eHHBIC HHMKXC BOIPOCHI YKa3daHbl OPUCHTUPOBOYHO U TOJBKO IS HIpUMEpA. HpCHOIlaBaTeJIB
CaMOCTOATCIIBHO ITIO CBOEMY YCMOTPCHHUIO ONPEACIACT COACPKAHHUEC BOIPOCOB M HUX KOJIUYCCTBO Ha

3ayere):
1.

migrate to other ones.” Do you agree?

"Cultural differences cause problems. It is better for people to stay in their own countries rather than to
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"It is better to study major international languages like English rather than to spend time on minority
languages for the sake of regional identity." Do you agree?

Can culture, gender, nationality or social class have an effect on communication?

How do conflicts appear?

How do styles of management differ depending of age?

How do styles of management differ depending of ethnical background?

How do styles of management differ depending of sex?

How does personal space differ in cultures?

How important are negotiations in business?

. How important is listening in communication?

. How important is non-verbal communication?

. How to listen to your partner correctly

. How would you describe good/effective communication?

. Is there a way we can measure or assess effective communication?

. What are best ways to resolve conflicts?

. What are features of a good leader?

. What are some questions that are frequently asked in a job interview?
. What are strengths and weaknesses?

. What are the greatest challenges to good communication?

. What do you know about attitude to time in different cultures?

. What factors make negotiations effective?

. What is a conflict?

. What is a linear active culture?

. What is a multi-active culture?

. What is a retroactive culture?

. What is effective listening

. What is motivation?

. What national and cultural ways of negotiations do you know?

. What psychological features of team work do you know?

. What recommendations can you give to a person going to a job interview?
. What rules of making presentations do you know?

. What types of negotiations do you know?

. What ways of motivation do you know?

. Whose duty is it to resolve conflicts in a team?

. Would you prefer to live in a monoculture or a multi-racial society? Why?

TeMEbl aj1s 3a4era.

(IlpuBenenHsle HUXKE (QOPMYIUPOBKH YKa3aHbl OpPHUEHTUPOBOYHO M TOJBKO JJs  IpHUMeEpa.
[IpenoaBaTens cCaMOCTOSATENBHO IO CBOEMY YCMOTPEHHIO ONpeenseT GOpMyTUpOBKY Ha 3a4eTe):

©CoNo~WNE

Challenges to communication
Conflicts at work

Cultural differences

Cultural shock

Cultural values

Effective communication
Good leader

Linear active culture
Listening in communication

10. Motivation

11. Multi-active culture

12. Negotiations in business

13. Non-verbal communication
14. Retroactive culture

15. Rules of making presentations
16. Rules of telephoning

17. Styles of management
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18. Successful job interview
19. Team work
20. Time and personal space in different cultures

Tpebosanus k cocmagieHHbIM MeMam:

- O0beM TeMbl — HE MeHee 15 MOIHBIX, pa3BEPHYTHIX NMPEIJIOKEHUN (BpeMsi B HOPMAJIbHOM TEMIIE PEYU
HEe MeHee 3 MUHYT Ha YOBIETBOPUTENIBHO, HA XOPOIIO U OTIUYHO — COOTBETCTBEHHO, 4 U 5 MUHYT).

- Komno3unus — 1orudeckoe u nociaea0BaTelbHOe N3JI0KEHNE, HET IEPECKaKUBaHUS C IIyHKTa Ha MYHKT,
nepexo/i JOrM4ecku OOOCHOBaH, HET MOJMEHBI OJHOM TEMBbI JPYrod, MOXKET IIyOOKO pacKpbITh €€, B
KOHIIE — Pa3BEPHYTOE 3aKJIIOUEHUE.

- Manepa u3noxeHus - He 3allMHAeTCs, pedb TeUeT IJ1aJIKO, IUIABHO, HET CJIOB-TIapa3uTOB, HE CIIPAIIMBAET
CJIOBA I10 IIOATOTOBJICHHOM TEME U T.II.

- 3HaHUWE JIGKCUYECKUX CIUHUIl - B KKJIOH TeMme NMPUCYTCTBYIOT He MeHee 10 HoBwIxX ciioB, (20 u 30,
COOTBETCTBEHHO Ha 4 u 5)

- 'paMmoTHOCTB peuu — OTCYTCTBYIOT IPaMMAaTUYECKUE OLTUOKU

Tpebosanus k beceoe:

- YMenue nopazepxkars Oeceqy Ha MpeajaraeMble MpenojaBaTesieM BapHaHThl TEMbl, HE MPUACPKHUBASICH
TOJIKO HAIMKMCAHHOTO TEKCTa, YMEET CaMOCTOATEIBHO NMEPEBOIUTH Oeceay Ha CMEXHBIE TEMbI, CTYIEHT
BeleT Oeceqy pacKpernoIleHO, HCIONb3yeT MPUEMbl AKTUBHOTO CIIYIIAHHUS - BHUMATEJIBHO CIyIIAeT
cobeceHNKa, pearnpyeT Ha CKa3aHHOE, MOXET MPOJOJDKUTH MBICTB, NepedpasupoBaTbh €€, yMmeeT
3aJlaBaTh BCTPEYHBIEC BOMPOCHI, HE 1A€T OJHOCIOKHBIX OTBETOB,

- 3HaHME peYeBOro JTHKETa - CTYJAEHT HE IepeOuBaeT peub COOECEeIHUKA, HE JKECTUKYIHUPYET,
UCIOJIb3YET BEPHBIN PErucTp OOIIECHUS.

- c(hopMHUpOBaHHbIE HABBIKU ONEPUPOBAHUS IMPABUIAMM, IOCPEACTBOM KOTOPBIX SI3bIKOBBIE €IMHMIIBI
BBICTPAUBAIOTCS B OCMBICIICHHbBIE BBICKA3bIBAHMUS,

- Pa3BHUTHIE CIIOCOOHOCTH K OOIIEHHIO, T.€. CHOCOOHOCTH TUTAHMPOBATh PEYEBOE MOBENICHUE, IIOHUMATh U
nepenaBaTh HHGOPMAIUIO B CBSA3HBIX, JOTHYHBIX U apTyMEHTUPOBAHHBIX BBICKA3bIBAaHUSIX, TOCTPOUTH U
OpPTraHU30BaTh BHICKa3bIBAHUE B COOTBETCTBUU C (DYHKITMOHAIBHOM 3aaueii OOIeHMS,;

- Pa3BUTBIE CIIOCOOHOCTHU OCYILECTBIATH Pa3HbIE BUABI PEUEMBICIUTEIBHON JIEATEIBHOCTH U BBHIOMPATH
JMHTBUCTHYECKHE CPEICTBA B COOTBETCTBUUM C MECTOM, BpeMeHeM, cdepoil oOmieHus, aaeKBaTHO
COLIMAJIbHOMY CTaTyCy apTHepa 1o O0IICHHIO;

- chOpMUPOBAaHHbIE MOTPEOHOCTH K CaMOCOBEPIIEHCTBOBAHMIO B HMHOCTPAHHOM S3BIKE, TO €CTh
CIOCOOHOCTH 00y4aroerocs Mpeo10JieBaTh 1e(UIUT CBOMX 3HAHUH B 001aCTH IMHIBUCTHYECKOTO KOJIa,
HAJIMYHME JIMHTBUCTUYECKUX M OOMIEKYIBTYPHBIX WHOS3BIYHBIX YMEHHH, MMO3BOJISIONINX HAXOAWUTH IYTH
BOCTIOJIHEHUS TPOOEIIOB B S3bIKOBOM, pEUEBOM U COLMOKYIIBTYPHON KOMITETCHIIUSX.

- BJIQJICHME CUCTEMOW JIMHTBUCTUYECKUX 3HAHMW, BKIIOYAlOUle B ce0s 3HAaHUE OCHOBHBIX
(oHEeTHYECKUX, JIEKCUYECKUX, TPAMMATHUECKUX, CJIOBOOOPA30BATEIbHBIX SIBICHUN U 3aKOHOMEPHOCTEH
(GYHKIIMOHUPOBAHMSI U3y4aeMOr0 HHOCTPAHHOTO SA3bIKa, €ro ()YHKIIMOHAIBHBIX Pa3HOBUIHOCTEN

- IpeicTaBiIeHHe 00 ATUYECKMX M HPABCTBEHHBIX HOPMax IOBEJCHMS, NMPHUHATHIX B WHOKYJIBTYPHOM
COLIMYME, O MOJIEJIIX COLMAIbHBIX CUTYallUi, THINYHBIX CLHEHAPUIX B3aUMOAECHCTBUS

- BJAJeHUE OCHOBHBIMH JIUCKYPCHUBHBIMH CIIOCOOAMM peajM3allud KOMMYHHMKATHBHBIX —IIeJIei
BBICKA3bIBaHUSl NPUMEHUTEIBHO K OCOOCHHOCTSIM TEKYILEro KOMMYHUKATHBHOI'O KOHTEKCTa (Bpems,
MECTO, LIEJIM U YCJIOBUS B3aUMOJECHCTBUS)

- BJIaJICHUE OCHOBHBIMHU CIIOCOOAMH BBIPAKEHHUS CEMAaHTHYECKOW, KOMMYHUKATUBHOM M CTPYKTYpHOI
MIPEEMCTBEHHOCTH MEXKJy YacCTsIMH BBICKA3bIBAaHHS - KOMITO3UIIMOHHBIMH 3JIEMEHTAaMH TeKCTa (BBEICHHUE,
OCHOBHAsl 4acTh, 3aKJII0OYEHHE), CBEPX(DPa30BbIMU €JUHCTBAMH, MTPEATIOKEHUIMU

- YMEHHUE CBOOOIHO BBIpa)KaTh CBOM MBICITH, aJleKBATHO MCIIOJIb3Ys pa3HOOOpa3HbIe S3bIKOBBIE CPEJICTBA C
L[EJTbI0 BBIJIETICHUSI pEJIEBAaHTHOMN MH(pOpMAaLNK

- BJIQJICHUE OCHOBHBIMH OCOOCHHOCTSIMHU O(HUIMAIBHOI0, HEUTPAJIHHOIO U HEO(PUIIMATBLHOIO PETUCTPOB
oO1eHus -

- TOTOBHOCTh IPEO0JI0JIEBATh BIUSHUE CTEPEOTUIIOB M OCYIIECTBIISITh MEXKKYIbTYPHBIN TUAOr B 001IeH 1
npodeccuoHabHON chepax oOIeHus

- YMEHHE HCIOJb30BaTh ITHUKETHbIE (POPMYIIBI B YCTHOM M MHUCbMEHHOW KOMMYHHUKAIUMH (IIPUBETCTBHE,
MpoLIaHue, Mo3ApaBieHNe, U3BUHEHHE, TPOCKOa)
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IIkana oueHUBaHUA

OrneHka pe3ynbTaToB MPOU3BOAUTCA Ha OCHOBE OalutbHO-peiTuHroBoii cucreMsl (BPC). Mcnons3oBanue
BPC ocymectBusiercss B coorBeTcTBUU ¢ mpukazoM oT 06 ceHtsaops 2019 r. Ne306 «O mpumeHeHun
0aJTPHO-PEUTUHTOBOM CHCTEMBI OIEHKH 3HAHUN 00YUYaIOIUXCsi».

Cxema pacueToB cpOpMUPOBAaHA B COOTBETCTBUH C y4EOHBIM IJIAHOM HAIlpPaBJICHUS, COrJIACOBaHA
C PYKOBOJIUTENIEM HAyYHO-00pa30BaTEIHbHOTO HATIPABIICHUS, YTBEPKICHA IEKAHOM (paKyJIbTeTa.

Cxema pacyeToB JOBOJUTCS JO CBEACHHS CTYACHTOB Ha IMEPBOM 3aHATUU IO JIAHHOM
TUCIUILTAHE, SIBISICTCS COCTABHON YacThi0 paboveil MporpaMMbl JUCIUTLIHHBI U COACPKUT HHPOPMAITHIO
[0 U3YYEHUIO AUCLMILTUHBI, yKa3aHHYI0 B [lojoxeHuu o 0amibHO-pEHTHHIOBOM CHCTEME OLIEHKH 3HAHUM
obyuatomuxcst B PAHXul'C.

B coorBercTBUM ¢ OaNIbHO-PEUTHHIOBOI CHUCTEMONH MAaKCHMAJIbHO-PACYETHOE KOJIUYECTBO
6amtoB 3a cemectp cocrasinsieT 100, u3 HUX B paMKax JUCHUIUTMHBI OTBOAUTCS:

30 6amioB - Ha MPOMEKYTOUHYIO aTTECTALIUIO
50 6ai1oB - Ha pabOTy HA CEMUHAPCKUX 3aHATHUSAX
20 0aJuIoB - HA IIOCEMIAEMOCTb 3aHATHHA

B ciywyae ecnu CTyneHT B TEUYEHHME CEMECTpa HE HaOupaeT MUHUMAJIbHOE YHCIIO OajlioB,
HeoOXoIuMoe JUIsl clladyd MpPOMEXYTOYHOW aTTecTalld, TO OH MOXET 3apadoTaTh JOIMOJHUTEIbHbBIC
O0autel, OTpabOTaB COOTBETCTBYIONIME pa3feibl JUCHUIUIMHBI, IOJYYHB OT IPENOJaBaTess
KOMIICHCUPYIOIIHNE 3a/IaHuUs.

B cnyuae nmonyueHus Ha MpOMEKYTOYHOU aTTECTAIlMU HEYAOBJIETBOPUTEIHHON OIEHKH CTYJECHTY
MPEIOCTABIIACTCS MpaBO IOBTOPHOM aTTECTallMM B CPOK, YCTAHOBIEHHBIA [UIsl JIMKBUJAINH
aKaJIEeMUYECKON 3a/10JDKEHHOCTH 110 UTOTaM COOTBETCTBYIOIICH CECCHM.

OOyuaromuiics, HaOpaBIIKUK B X0JI¢ TEKYIIEro KOHTpous B ceMectpe oT 51 go 70 6amios, mo ero
KEJTAHUIO0 MOKET ObITh OCBOOOXKICH OT IPOMEKYTOUYHOMN aTTECTAIUH.

KomanuectBo 6aimioB Ol1eHKa MPOINUCHIO Ornenka OyKBOM
96-100 OTJIMYHO A
86-95 OTJIHNYHO B
71-85 XOpOIIO C
61-70 XOpOIIIOo D
51-60 YIOBJICTBOPUTEIHHO E

KpuTtepuu onieHKkn oTBeTa Ha BONPOCHI HA 3a4eTe € OLEHKOI:

Ha onenky «OTIMYHO» CTYJEHT NOJPOOHO U CAMOCTOSITENIEHO PacCKa3biBaeT 00 0COOEHHOCTSIX Pa3HbIX
KYJIbTYp, IPUBOJUT IPUMEPHI CEU(PUKHA MEHTAJIUTETA, LIEHHOCTEH U MUPOBO33pEHUS, XapaKTEPHbIE JIJIs
KynbTyp. B oTBere mnpucyrcTByeT JomoiaHUTenbHas HH(opmarms. PacckasbiBaeT 00 yCIOBHAX
3¢ (HEeKTUBHOCTH KOMMYHUKALIUHU, CYIIIHOCTH U CHEHU(PUUIECKHX OCOOCHHOCTSIX CBOEH U UYKUX KYIbTYD,
JaeT pa3BepHYTHbIH OOOCHOBaHHBIM OTBeT. BepHO BBIOMpaeT HEOOXOAMMBIE METOJbl M CPEACTBA JUIS
s¢ppexkTuBHON KOMMyHHMKanuu. He pgomyckaer ommMOOK TpU  BOCHPUSTHM  MEXKYJIbTYPHOU
KOMMYHHKAIIMM KakK Auajora KyjibTyp, HaleleH Ha coTpyaHudecTBO. Co3aeT cOOCTBEHHBIE XOpOILIO
CTPYKTYpUPOBAHHbIE U JIOTUYECKH IPOJYMaHHBbIE YCTHBIE TEKCThl C LENbI0 MEepeladyd OCHOBHOTO
COJIEp/KaHUSI TEKCTa-MCTOYHMKA B 3aBHCHUMOCTHM OT KOMMYHHMKAaTHBHOM YCTaHOBKM B CHUTYalHsAX
npodeccuoHanpHoro oOmieHus. Jlemaer siCHble, JIOTMYHO IOCTPOEHHBIE JOKJIAIbl, COOOIIECHHUS,
HNOJKpeIUIsisi WX INpUMepaMM, AETalIbHO apryMEHTHpPYs COOCTBEHHYIO TOUYKY 3pEHUs M 00cyxaas
MIPOTUBOPEYNBbIE MOMEHTHI. BBICKa3bIBaeTCsi Ha MHOCTPAHHOM f3BIKE C HCIOJB30BAaHWEM pa3HbIX IO
CJIO)KHOCTH I'PaMMaTH4ECKUX KOHCTPYKIMI M HM3Y4YEHHOTO JIEKCMYeCKOro MUHMMyMa. CaMOCTOSATENBHO
OTIpe/ieNIsieT COBPEMEHHBbIE TEXHOJIOTUM B3aUMOJICHCTBUS, C YYETOM OCHOBHBIX 3aKOHOMEPHOCTEH
BO3PACTHOTO M WHAMBUIYAIBHOTO Pa3BUTHS, COLMUAIBHBIX, ATHOKOH()ECCHOHAIBHBIX M KYJIbTYPHBIX
paznmuuuii, OCOOEHHOCTEW COIMATU3alNK JUYHOCTH. Briaxeer MOMOJHUTENBHON HWHGDOpPMAIIHECH.
CamocToATeNbHO, KOMIUIEKCHO UCIIOJIB3YET METO/Ibl OpPTraHU3aLMU U YIIPABJICHUS CUTYallUsIMH OOLICHUS

Ha onenky «Xopoio» CTyJeHT paccKa3bIBaeT 00 OCOOCHHOCTSAX Pa3HBIX KYJIbTYpP, IPUBOAUT IPUMEPHI
CHelU(pUKA MEHTAJIUTeTa, IEHHOCTEH W MHPOBO33PEHHUS, XapaKTepHBbIE IJs KYJIbTYp C IOMOIIbIO
HaBOJSIIMX BompocoB. PacckaspiBaer 00 ycnoBHAX A(PQPEKTUBHOCTH KOMMYHUKAIUH, CYIIHOCTH H
CHeU(PUIECKHX OCOOCHHOCTSAX CBOEH M YYKUX KYJIbTYp C MHUHUMAJIbHONW MOMOUIbIO (HABOIALIMMH
Bornpocamu). Jlomyckaer oJHY OIIMOKY IpH BBIOOpPE HEOOXOAMMBIX METOAOB U CPEACTB JUIA
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3¢ deKTUBHON KOMMYHHMKAIMH. BocpuHUMaeT MeXKyJIbTypHYI0O KOMMYHUKALMIO KaK JUAJIOr KYJBTYp,
HalleJIeH Ha COTPYIHUYECTBO, HO jgomyckaer omuOku. Co3maer COOCTBEHHBIE — XOPOILIO
CTPYKTYPUPOBAHHBIE YCTHBIE TEKCTHI C LICJIBIO MEPEJayd OCHOBHOTO COACPIKAHMS TEKCTa-HCTOYHUKA B
3aBUCUMOCTH OT KOMMYHUKATHBHOW YCTaHOBKM B CHUTyalusX npodeccruoHanbHOro obmeHus. Jlemaer
SCHBIE, JIOTMYHO IIOCTPOEHHBIC MAOKJaJbl, COOOLIEHMs, MOAKPEIUIAd MX IpUMEpaMd U JETalbHO
apryMEeHTUPYsl COOCTBEHHYIO TOUKY 3pEHMsI. BbICKa3bIBa€TCsl HA MHOCTPAHHOM SI3BIKE C MCIIOJIb30BaHUEM
OCHOBHBIX T'DaMMAaTHYECKUX KOHCTPYKLIMM M M3Yy4EHHOIO JIEKCMYECKOro MuHumyma. Omnpezneinser
COBPEMEHHBIE TEXHOJOIMH B3aUMOJEHCTBUSA, C YYETOM OCHOBHBIX 3aKOHOMEPHOCTEH BO3PAcCTHOIO U
UHAWBUIYAIBHOTO Pa3BUTHA, COLMAIbHBIX, OSTHOKOH(PECCHOHAJIBHBIX M KYJIbTYPHBIX pa3ivuuil,
ocoOeHHOCTEH commManu3anuyd JUYHOCTH. CaMOCTOSTETBbHO UCIONb3YeT METOJbl OpraHU3alUU |
YIPaBJIEHUS CUTYyalUsIMU OOLLICHUS

Ha oueHky «YI0BIETBOPUTEIbHO» CTYAEHT paccKa3blBaeT 00 OCOOCHHOCTAX pas3HbIX KYJIbTYD,
MPUBOAUT IPUMEPHI CIEUN ()UK MEHTAIUTETA, IIEHHOCTEH M MUPOBO33PEHHS, XapaKTEPHBIE JIJIS KyJIbTYp
C IOMOIIBI0 IpernojaBaTens. Pacckas cxemarnyeH. EcTe oTaenbHble HEeTOYHOCTH. OTCYTCTBYIOT OTBETHI
Ha JIONOJHHTENbHBIE BONPOCHl IMpemonaBaTens. PacckaszpiBaeT 00 yclnoBusX 3¢ (GEeKTUBHOCTH
KOMMYHHKAIMH, CYIIHOCTH M CHEHM(PUUECKHX OCOOCHHOCTSX CBOEH M UyKUX KYJIbTYp C IOMOUIbIO
npernoaBaTens. J{omyckaeT HECKONBKO OIMMOOK IMpH BBHIOOpPE HEOOXOAMMBIX METOAOB U CPEICTB IS
3¢ dexTUBHON KOMMYHHMKaMU. CXeMaTHYHO BOCIIPUHUMAET MEXKYJIbTYPHYIO KOMMYHUKauuto. Hanenen
Ha COTPYIHHYECTBO, HO jaomnyckaeT omuOku. Co3naeT cOOCTBEHHbIE KOPOTKUE YCTHBIE TEKCTHI C IIEJIBIO
nepeaayy OCHOBHOT'O COJIEPKaHMsI TEKCTa-UCTOYHHMKA B 3aBUCUMOCTH OT KOMMYHHMKATHBHOM YCTaHOBKH B
CUTYyalisIX NMpo¢ecCHOHATBHOTO oOIeHus. Jlenaer KOpoTKHe, 3apaHee OTPENeTHPOBAHHBIE JTOKJIAJIBI,
COOOIIECHUs, MOAKPEIUIAs HMX MpPUMEpPaMU M KpPaTKO apryMEHTHpPYys COOCTBEHHYIO TOYKY 3pEHHs.
Bricka3biBaeTcsi Ha MHOCTPAHHOM SI3BIKE C MCIOJB30BAaHUEM MPOCTHIX IPAMMATUYECKUX KOHCTPYKLUN U
MUHHMAaJIBHOI'O KOJIMYECTBA U3YUEHHBIX JIEKCHUECKUX eIUHML. MIMeeT moBepXHOCTHOE NPEACTaBIECHUE O
COBPEMEHHBIX TEXHOJOTHSIX B3aWMOJEWUCTBUSA, C YYETOM OCHOBHBIX 3aKOHOMEPHOCTEH BO3PAcTHOTO U
UH/MBUIYAIBHOTO PAa3BUTUSA, COLMAIBbHBIX, OSTHOKOH(PECCUOHAIBHBIX M KYJIbTYPHBIX pa3ivuuil,
0COOEHHOCTEH CONMaNM3alUU JTMYHOCTH. VIMeeT MOBEpXHOCTHOE MpelncTaBlieHHEe 00 OpraHM3aluu |
yIIpaBJIEHUH CUTYALUSIMU OOLICHUS

Ha onenky «HeynoBiaeTBOpUTENBHO» CTYJIEHT HE MOYKET PaccKa3aTbh 00 0COOEHHOCTAX Pa3HbBIX KYJIbTYD
U TpPUBECTH HpPUMEPHl CHenu(UKH MEHTAJINTETa, LIEHHOCTEM W MUPOBO33PEHUS, XapaKTEpHbIE IS
KyJIbTyp. He 3HaeT 00 ycnoBHAX 3()(EeKTHBHOCTH KOMMYHHUKALMH, CYHUIHOCTH MU CIEHU(PHUECKUX
OCOOCHHOCTSIX CBOEH W UYXHMX KYJIbTYp, HE yMEET BBIOMpaTh METOJbl M cpeAcTBa Ui 3PPEeKTUBHON
KOMMYHHKAIMH. HE 3HAET MPUHIMIIOB MEXKYJIbTYPHOH KOMMYHUKALIUU. HE MOXKET CO3/1aTh COOCTBEHHBIX
YCTHBIX TEKCTOB C ILIEJBIO IEpelayd OCHOBHOTO COJEpP’KAaHUS TEKCTAa-UCTOYHMKA B 3aBUCHUMOCTH OT
KOMMYHHUKAaTHBHOM YCTAaHOBKM B CHTyallUsX MpO(EeCcCHOHATBLHOIO OOMIEHHUs. HE MOMEeT CO03/1aTh
KOPOTKHUX, OTpPENETUPOBAHHBIX JOKJIAJ0B, COOOLIEHUH, MOAKPEIUIsAs HX NIpUMEepaMH M KpaTKo
apryMEeHTHpPYsl COOCTBEHHYIO TOUKY 3pEHMsI, TP BBICKa3bIBAHUU Ha MHOCTPAHHOM S3BIKE 3aTPYAHSAETCS B
UCIOJIb30BAHNU TPOCTHIX TPAMMATUYECKUX KOHCTPYKIMH M MHUHHUMAJIbHOIO KOJMYECTBA H3YUEHHBIX
JIEKCUYECKUX €IMHULl. HE HMMEET IPEACTABICHUS O COBPEMEHHBIX TEXHOJOTHUAX B3aUMOACWCTBHUS, C
Y4E€TOM OCHOBHBIX 3aKOHOMEPHOCTEHl BO3pAacCTHOTO W WHJMBHUIYaJbHOTO pPa3BUTHUS, COLUANIbHBIX,
THOKOH()ECCHOHANBHBIX U KYJIbTYPHBIX PAa3IW4Mid, 0COOEHHOCTEH COlMaNu3aliy JIMYHOCTH. HE UMEeeT
MIpe/ICTaBIeHNs 00 OpraHU3aluy U YIPaBJIECHUU CUTYaAl[UsIMU OOIIEHUS

6. MeToauyeckue yKa3aHusi JAJisl 00y4aIOIIHUXCS M0 OCBOEHUIO TUCIHIIJIHHBI

CamocrosiTenbHast paboTa B BbICHIEM y4eOHOM 3aBEJCHUM SBIISETCS Ba)KHOM OpraHU3allMOHHOMN

¢dbopMOli MHIUBUAYATBHOTO U3YyYEHHsI CTYJEHTaMHU MPOTPaMMHOI0 MarepHaia. JTH CJIOBa O0COOEHHO
aKTyaJlbHbl B Hallleé BpeMs, KOTJa B MEAAaroruke BBHICOKOKBATH(MHUIIMPOBAHHBIX CHEIMATUCTOB IIUPOKO
UCMOJb3yeTCsl JUCTAaHIIMOHHOE O0ydeHue, Mperoiaratoliee 3HauuTeNIbHYI0 CaMOCTOSTENIbHYI0 padoTy
CTYZCHTA Ha OCHOBE PEKOMEHAINH NTPENOJaBaTeIIs.
Lenbto caMOCTOATENBHON (BHEAyIMTOPHOM) pabOThI CTYJCHTOB SIBJISIETCS 00OyUYeHUE HaBbIKaM paboTHI ¢
Hay4YHO-TEOPETUYECKON, NEPUOINYECKON, HAYYHO-TEXHUUECKOW JIUTEPATYPOU W MHOM JTOKYMEHTAILMEW,
HEOOXOAUMOW It YriyOJEHHOTO W3yYeHHsl JUCHMIUIMHBI, a TaKXKe pa3BUTHE y HUX YCTOWYMBBIX
CIIOCOOHOCTEN K CAaMOCTOSATEIBHOMY M3Y4YEHHUIO U U3JI0KEHHIO ITOJIy4€HHON MH(DOpMaIuH.
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OCHOBHBIMU 33/1a9aMU CAMOCTOSITEIIEHOW Pa0OTHI CTYACHTOB SIBIISTIOTCSI:

3aKpEIUICHUE 3HAHUM, ITOJIYYCHHBIX CTYJIEHTAMHU B IIPOLECCE IPAKTUYECKUX 3aHATUM;
(hopMHUpOBaHKE HABBIKOB Pa0OTHI C JTUTEPATYPOH

IpUOOPETEHUE ONBITA MPAKTHYECKON eI TEIbHOCTH;

pa3BUTHE TBOPUYECKOH MHUITMATHUBBI, CAMOCTOSITEIbHOCTH M OTBETCTBEHHOCTH CTY/ICHTOB.

Camocmoamenvnaa paboma ciyuwiamenei:

e JlucTaHIIMOHHBIN KypC

® YCTHbIE BUJbI KOHTPOJIS (YCTHBIN OTBET Ha MMOCTABIIEHHBIN BOIIPOC; pa3BEPHYTHIA OTBET IO 3a/1aHHOM
T€Me; YCTHOE cooOlleHne Mo H30paHHOW Teme, coOeceloBaHUE; TECTUPOBAHHE (C MOMOIIBIO
TEXHUUYECKUX CPEICTB O0YUYECHHUs ), YTEeHHUE TEKCTa Ha UHOCTPAHHOM S3bIKE, ayIUPOBAHUE);

® [HUCHbMEHHbIE BHUIbl KOHTPOJS (IMMCBMEHHOE BBINOJIHEHUE TPEHUPOBOUHBIX YIPAKHEHUH,
MPAKTUYECKUX  paboT;  HamWcaHWe  JAWKTAHTa,  M3JIOKEHMS, COYMHEHHs;  BBIIOJHEHHUE
CaMOCTOSITENIbHOW palboThl, MUCEMEHHON MPOBEPOYHON PaOOTHI, TBOPUYECKOH PAaOOTHI, MOIrOTOBKA

pedepara).

Xapakmepucmuka camocmoamenbHvix padom:
CamocrosiTenbHasi paboTa MO pPa3BUTHIO aKaJEMMUYECKHUX S3BIKOBBIX HAaBBIKOB IpEAyCMaTpHUBAET
pa3HooOpa3Hble BUJIbI pa0OThI, @ TAKXKE MOATOTOBKY K IPOMEKYTOUHOMY TECTUPOBAHMIO U K IK3aMEHY.
B xone camocTosTenbHOM paboThl IPOBEPSIIOTCS HABBIKU
1. yTeHus (CTPYKTYyp TEKCTa; IOUCKOBOE M IPOCMOTPOBOE UTEHUE; JIOTMUECKHUI MOPAIOK);
2. OTIEpUPOBAHUS U3YUYEHHBIMU JIEKCUYECKUMU E€AMHUIIAMY;
3. BJIaJIeHUs JIEKCUKON B paMKaX MEXJIMYHOCTHOTO U MEXKKYJIbTYPHOTO OOLLIECHMS;
4. JINYHOT'O IUCHMA.

TGKYHH/Iﬁ KOHTPOJIb OCYHECCTBIACTCA B BHIAC JICKCUKO-TPAMMATHUYCCKHUX TCCTOB OLCHUBACTCA 110
KOJIMYCCTBY BBITTIOJIHCHHBIX SaHaHHﬁ, AyANUPOBaHUEC — IO IIPAaBUIIBHOCTU yCHbIIHaHHOﬁ I/IH(I)OpMaI_[I/II/I, IIpu
6€C€I[€ OLCHUBACTCA KaK IMMOATOTOBJICHHOC M3JIOKCHHUEC MaTCpraia, TaK U CIIOHTAaHHAad MOHOJIOTUYCCKAsA U
AUATIOrn4YeCKasa peyb CTyJACHTA.

7. Y4eOHas1 quTEepaTypa U pecypcbl HHGOPMAIMOHHO-TEJIEeKOMMYHUKAIIMOHHOM ceTH
"UHTepHeT", BKIKYAA NepedYeHb Y4eOHO-MeTOANYeCKOro odecrneyeHus As
CaMOCTOSITe/IbHOI PadoThl 00y4aAIOIIMXCH MO IUCHUIIHHE

7.1.  OcHoBHasi JInuTeparypa.

1. Jloktiommua, Enena AnekcanaposHa. Introduction into Business yude6. mocobue [DneKTpoHHBIH
pecypc] 2016  CaparoB: BysoBckoe  oOpazoBanue, 166 c., Joctym B OBbC
http://idp.nwipa.ru:2239/epd-reader?publicationld=38927

2. VBapoB, Banepuii Uropesuu. English for business yueOHMK ¥ NpakTHKyM [Uisl MNPUKIAIHOTO
OakanmaBpuata [OnekTpoHHbIM pecypc] 2018 M. lOpaiir 356 ¢, Joctym B DOBC
https://idp.nwipa.ru:2180/viewer/angliyskiy-yazyk-dlya-ekonomistov-cd-413364#page/1

7.2 lonoTHUTEJIBLHASI JIUTEPATypa.

1. AkmaeBa, AnpOuna Pammmona. Mneuneix, Tatesina Banentunosna. Business English for Public
Administrators and Managers: yue6Ho-MeTOAMYECKOE Tocodue u padbodas Terpaas, 2019, CI16.:C3UY
PAHXul'C

2. Mycaes, Penap AGapaxmanoBuy, MypraszuHa 3. M. [IenoBoi aHTTIHICKHIA SI3BIK TOCYIaPCTBEHHOTO U
MYHHMIMIIAJIBHOTO CIIy>Kalero [DnekTpoHHbI pecypce], 2016, Kazanp: Ka3zan. Hau. uccien. TEXHOIOT.
yH-T, 207 C., JocTyn B OBC http://idp.nwipa.ru:2239/epd-reader?publicationld=61841

3. llleBenéra, CBernana AnekcaHapoBHa. JlemoBol aHTNIMKCKHA, ydeb. mocobue Juisi CTYICHTOB BY30B,
2-e w31, epepad. u gomn 2017, M.:IOHUTH, 382c., Hocrym B 9bC
http://idp.nwipa.ru:2239/71767.html

Y4eOHo-MeTOoAMYECKOE 00ecIeYeHHe CAaMOCTOATEIbHON padoThl.

[Tonoxenue 00 OpraHu3ali CaMOCTOATENBbHOM  paboThI CTYJIEHTOB denepaabHOro
rOCyJJapCTBEHHOTO OO/DKETHOrO 00pa30BaTENILHOTO YUpeXkIeHUs Bbiciiero oOpasoBaHus «Poccuiickas
aKazemMus HapOJHOTO  XO3fICTBa M TOCYIapCTBEHHOM  CIIy»KOBbI pu IIpesunenre
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http://idp.nwipa.ru:2239/epd-reader?publicationId=38927
https://idp.nwipa.ru:2180/viewer/angliyskiy-yazyk-dlya-ekonomistov-cd-413364#page/1
http://idp.nwipa.ru:2239/epd-reader?publicationId=61841
http://idp.nwipa.ru:2239/71767.html

Poccuiickoit ®enepanun» (B pea. npukaza PAHXul'C or 11.05.2016 . Ne 01-2211)
http://www.ranepa.ru/images/docs/prikazy-ranhigs/Pologenie 0 samostoyatelnoi rabote.pdf

7.3. HopMaTHBHbIE IPABOBbIE TOKYMEHTHI.

Hacrosmas nporpamma paszpaboTaHa B COOTBETCTBUM C HOPMaMU JCHCTBYIOLIETO 3aKOHOJATENIbCTBA
Poccuiickoit ®enepanuu:

@enepanbHbiM  3ak0oHOM OT 29.12.2012 1. Ne 273-®d3 «O6 o6pa3zoBanuu B Poccuiickoii
denepanuny;

[Ipukazom MunucrepctBa obpazoBanusi u Hayku ot 01.07.2013 r. Ne 499 «O06 yTBepKaeHUU
[Topsnka opranu3any U OCYILECTBICHHUS 00pa30BaTEIbHON AEITEILHOCTU IO AOMOJIHUTEIBHBIM
npoeccuoHaNbHBIM IPOTPaMMaM);

YcraBoMm (enepanbHOr0 TrocyJapCTBEHHOTO OMOKETHOrO0 00pa30BaTENIbHOTO  YUPEKACHHUS
BhIcIIero oOpa3oBaHusi «Poccuiickas akajeMus HapOJHOTO XO3siiCTBa W TOCYIapCTBEHHOU
ciyx0b1 ipu [Ipesunente Poccuiickoit @enepanmmy (qanee — AKaIeMuH),

[Tpukaszom MunucrepctBo oOpasoBanusi u Hayku Poccuiickoit @eneparnun ot 8 utons 2017 r. Ne
516. «Ob YTBEPXJAEHNUA OEJIEPAJIBHOI'O I'OCYAAPCTBEHHOI'O
OBPA30OBATEJIbBHOI'O CTAHZJAPTA BBICIHIEI'O OBPA3OBAHUA - BAKAJIABPUAT I10
HAIIPABJIEHUIO [TIOAI'OTOBKH 43.03.02 TYPU3M.»

" IPYIr'uMH HOPMATHBHBIMU ITPABOBBIMH dKTaMU

O NSO~ WD

10.
11.
12.
13.
14.
15.

7.4. HNuTepHeT-pecypceobl.

https://eslbrains.com/business-english/

https://www.linguahouse.com/esl-lesson-plans/business-english

https://www.teachingenglish.org.uk/resources/adults/english-business

https://www.linguahouse.com/ru/esl-lesson-plans/topic/telephoning

https://www.thoughtco.com/teaching-telephone-english-1210130

https://eslbrains.com/telephone-english-phrases/

https://www.linquahouse.com/esl-lesson-plans/general-english/attending-a-job-interview

http://www.onestopenglish.com/community/lesson-share/winning-lessons/speaking/speaking-the-

job-interview/154560.article

https://www.thoughtco.com/job-interview-lesson-for-esl-1211722

https://www.linguahouse.com/ru/esl-lesson-plans/business-english/leadership-and-management

https://englishpost.org/lesson-plans-leadership-skills/

https://www.linquahouse.com/ru/esl-lesson-plans/business-english/motivation

https://www.englishhints.com/esl-lesson-plan.html

https://study.com/academy/topic/conflict-in-the-workplace-lesson-plans.html

https://www.txcte.org/resource/lesson-plan-can%E2%80%99t-we-all-just-get-along-conflict-

resolution-strategies

7.5. HHLle HCTOYHMKH
He ucnoab3yrorcs

8. MaTtepuanbHoO-TeXHHUYECKasi 0a3a, HH(POPMANMOHHbIE TEXHOJIOTHH, TPOrPAMMHOE
o0ecrnieyeHne U MHPOPMALMOHHBIE CIIPABOYHbIC CHCTEMbI

JIeKIIOHHBIE AyJUTOPUN C KOMIBIOTEPHBIM W IMPOEKIMOHHBIM OOOPYAOBAaHHEM [UIS JIEMOHCTpPAITUH
npe3eHTauii. Jlocka uinm Gaum-yapThl ¥ JUCTHI K HUM, (pIIOMacTephl.

HeoOxonuMbl MpOEKTOp U HOYTOYK JUIsl IEMOHCTPAIIUH:

ayJ10- BUJI€0-MaTepuaios,

npe3eHTalui ¢ momouibio nporpammsl MicrosoftPowerPoint.

B yue6HOM mpoliecce pomyckaercs npuMeHeHune oHnnaH-margopm Teams, Zoom, Skype for Business,
a TaKKe CUCTeMbI AUCcTaHIIMOHHOTO 00yueHus LMS Moodle.
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http://www.ranepa.ru/images/docs/prikazy-
http://www.ranepa.ru/images/docs/prikazy-ranhigs/Pologenie_o_samostoyatelnoi_rabote.pdf
https://eslbrains.com/business-english/
https://www.linguahouse.com/esl-lesson-plans/business-english
https://www.teachingenglish.org.uk/resources/adults/english-business
https://www.linguahouse.com/ru/esl-lesson-plans/topic/telephoning
https://www.thoughtco.com/teaching-telephone-english-1210130
https://eslbrains.com/telephone-english-phrases/
https://www.linguahouse.com/esl-lesson-plans/general-english/attending-a-job-interview
http://www.onestopenglish.com/community/lesson-share/winning-lessons/speaking/speaking-the-job-interview/154560.article
http://www.onestopenglish.com/community/lesson-share/winning-lessons/speaking/speaking-the-job-interview/154560.article
https://www.thoughtco.com/job-interview-lesson-for-esl-1211722
https://www.linguahouse.com/ru/esl-lesson-plans/business-english/leadership-and-management
https://englishpost.org/lesson-plans-leadership-skills/
https://www.linguahouse.com/ru/esl-lesson-plans/business-english/motivation
https://www.englishhints.com/esl-lesson-plan.html
https://study.com/academy/topic/conflict-in-the-workplace-lesson-plans.html
https://www.txcte.org/resource/lesson-plan-can%E2%80%99t-we-all-just-get-along-conflict-resolution-strategies
https://www.txcte.org/resource/lesson-plan-can%E2%80%99t-we-all-just-get-along-conflict-resolution-strategies

