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1. TlepeuyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHUs 1O AUCUMUIJIMHE, COOTHECEHHBIX €
IUIAHUPYEMBIMHU Pe3yJIbTaTaAMM OCBOCHHSI 00pa30BaTe/IbHOI MPOrpaMMBbl.

1.1 iucuumuimaa «OcHOBBI MPO(eCCHOHATBHON KOMMYHHUKAIIUH (HA aHTIIMACKOM SI3BIKE)
o0OecrieunBaeT OBJIAJICHUE CIAEAYIOLMMU KOMIIETEHLIUAMU:

Koo Haumenosanue Koo xomnonenma Haumenosanue xkomnonenma
KoMnemeHyuu KoMnemeHyuu KoMnemenyuu KOoMnemeHyuu
YK OC-4 Criocoben YK-OC -4.2 Crniocoben ¢dbopmupoBaTth

OCYILECTBIISITH JEJIOBYIO KOMMYHHUKAIIAKO, HCXOAS W3

KOMMYHUKaIUIO B LIeJeH U CUTYaIluH; CIIOCO0eH

YCTHOM W THUCbMEHHOU HCIIOJIb30BaTh

dbopmax Ha KOMMYHHUKATHUBHO

TOCYJIapCTBEHHOM u MpUEMIIEMbIE CTUIIb

MHOCTPAHHOM (bIX) oOmieHusi, BepOambHBIE U

SI3BIKAX. HeBepOaIbHbBIC cpelcTBa
B3aUMOICHCTBUS C
MapTHEPAMU

1.2 B pe3ynbrare 0CBOEHUS AUCLUUILIINHBI Y CTYJIEHTOB JIOJIKHBI OBITH C(HOPMUPOBAHBI

OT®/T® | Koo komnonenma Pezynomamor 06yuenus
KOMnemeHyuu
VK OC -4.2 HAa  ypOBHe 3HAHMIi: TIOHUMaHWE OCHOB  JICJIOBOH
KOMMYHUKAIIH

HA YPOBHEe YMEHHUI: CIIOCOOHOCTb OCYILECTBISATH JEJIOBYIO
KOMMYHHUKAIMIO B YCTHOI M MUCBMEHHON (hopMe Ha PYCCKOM U
MHOCTPAHHBIX SI3bIKaX

HAa YPOBHEe HABBIKOB: CIIOCOOHOCTh MOJTOTOBHUTH 3CCE /WY
[IPE3ECHTALMIO HA 33JaHHYI0 TEMY IO IUIaHY, MPEIJIOKEHHOMY)
[IPENOJaBaTeIeM U B COOTBETCTBHE C HOPMAaMH IIOATOTOBKHU
TaKOW TpPEe3eHTalMH, MPABUIBHO HCIONB3YS CHEHU(pUUYECKYIO

JIEKCHKY, PaclipoCTPaHEHHYIO B OU3HECE.

2. O0bEéM M MeCTO TUCUMILIUHBI B CTPYKTYpe 00pa3oBaTeIbHOI MPorpaMmmsbl

O0BbéM JUCHUIIMHBI.

ACTPOHOMUUYCCKUX YaCOB.

HI/ICHI/IHJ'II/IHa pCammn3yeTca 4YacTUYHO C MNPUMCEHCHHUEM JUCTAHIHUOHHBIX 06p330BaTe.]'H)HBIX

texnoyoruii (nanee - J10T).

OO0mast TpPyAOEMKOCTh JTUCIHUIIIUHBI
KOMMYHHKAIMH (Ha aHIJIMHCKOM $I3BIKE) «COCTABIISIET 2 3a4ETHBIE €IMHUIIBL, 72 aKkaJeMUYeCcKUX Jaca, 54

Bun paGotsr TpyrnoeMKocTh
(B akagmeM.gacax / B aCTpPOHOMHY.Yacax )
O01asi Tpy/10eMKOCTh 72/54
KonTakTHast padora ¢ 54/40,5
npenojgaBaresiemM
Jlexuun 26/19,5
[TpakTHyeckue 3aHsATUS 28/21

«OcHOBBI  TTPO(heCCHOHANBHOM




JlaboparopHble 3aHATHS -
IIpakTHyeckass NOATOTOBKA -
CamMocTosiTeJIbHAsi padoTa 18/13,5

KonTponb -

@OpMBI TEKYILETO KOHTPOJIS Y CTHBII ONPOC, pe3eHTaL|s], TBOPYECKOE 3a1aHHE
®opMa NPOMEKYTOUYHOM 3ayeT — 7 cemecTp

arTecTalu

Mecto aucnumiamusl B crpykrype OQOIL. [luctummmaa «OcHOBBI  mpodeccHoHaTbHON
KOMMYHHKAIUH (Ha aHIVIMICKOM $13bIKE)» OTHOCUTCS K BapMaTUBHOM yacTH b.1 u siBisieTcs AMCHUIIITMHON
no BeIOOpy. M3yuaercs Ha 4 xypce, 7 cemecTp. JAuciuminHa peanusyeTcs nocie Kypca HHOCTPAHHOTO
SA3bIKa U MOKET OBITh MOJE3HOW sl OONBIIMHCTBA TMPENOJaBaEMbIX KYpPCOB, MOCKOJIBKY yCIeX
CIeHaIKCTa B IAHHOH cdhepe BO MHOTOM 3aBHCHUT OT ero\ee KOMMYHMKATHBHBIX HABBIKOB M 3HAHUU B
obmacTtu podeccHoHabHOW KOMMYHHKaH. ®opMa mpoMeKyTOYHON aTTEeCTalluy - 3a4eT.

JlocTynn K cUCTEME AMCTAaHLMOHHBIX O0pa30BaTENbHBIX TEXHOJOTUH OCYLIECTBISIETCA KaXAbIM
00yJaromuUMCcsi CaMOCTOSITEITFHO ¢ JIF0OOTO yCTpoicTBa Ha moprane: https://Ims.ranepa.ru/. Ilapons u
JIOTUH K JINYHOMY KaOMHETYy / MpOoQIIII0 MPEAOCTaBISIETCS CTYICHTY B IeKaHaTe.

Bce dopmbl Tekymiero KOHTpOJS, MPOBOJMMBIE B CHCTEME JAMCTAHLHMOHHOTO OOy4eHHS,
OLICHHMBAIOTCSI B CHCTEME JIMCTAHIMOHHOTO o00ydeHus. JloCTynm K BHAEO U MaTepuanaMm JIEKIUH
MIPEIOCTABIIETCS B TEUEHUE BCETO ceMecTpa. JJocTyn K Kax10My BUAY pabOT U KOJMYECTBO MOIBITOK Ha
BBITNIOJTHEHUE 33aHUS NIPENOCTABIISIETCS Ha OTPAHUYEHHOE BPEMs COTJIACHO PETJIAMEHTY AMCLMILIUHBL,
onyonukoBaHHOMy B CJIO. IlpenonaBarenb OLIEHHMBACT BBINOJIHEHHbIE OOydaromMMcs paboThHl HE

no3aHee 10 pabouux aHEN mocie OKOHYaHUs CPOKa BBIITOJIHEHUS.

3. CoaepxaHue M CTPYKTYpPa THCHMIIJIHHBI

3.2. Cmpykmypa oucyuniunol

Ob6vem ucyunaunsl (MOOYIs), Hdc. Dopma
Koumaxmnuas paboma odyuaiowuxcs ¢ meKyueco
Haumenosanue mem KOHMPOTIs
Ne n/n (pasdenos) npenooagamenem cnesaenocmi™
p ’ Bceeo no 8UOAaM YUeOHbIX 3aHAMULL cp Y .
NPOMENCYMOUHOU
JiIOT | JIP/JOT = II3//10T ammecmayuu
Ounasn ghopma odyuenusn
OcHOBHBIE
IIPUHIUIIBI
L pHH |22 8 8 6 VO
npodecCuoHATBHON
KOMMYHHKAIIUU
Crparernueckas
MOJEIb
2 npodecCuOHATBHON 22 8 8 6 IT
KOMMYHHKAIIUA
(dactp 1.)




Obvem oucyuniunbl (MOOYIA), vac. Dopma
Koumakmmnas paboma obyuarowuxcs ¢ meKyeco
Haumenosanue mem KOHMPOTIsi
Ne n/n (pasdenos) npenodagamenem -
pasoenos), Bcezo nO 8UOAM YUEOHbIX 3aHAMUL cp yenesaeocn 9
NPOMENCYMOUHOU
JUAQOT | JIP/JOT = II3/]0T ammecmayuu
Ounasn gpopma odyuenusn
Crparernueckas
MOACIb
3 npodeCcCuOHAITBHON 28 10 12 6 T3
KOMMYHHKaIIUN
(gacts 2.)

Hcnonvzyemble cokpaujenusn:

JI — 3aHATHS JEKIMOHHOTO THINA (JIEKIMHM M UHbIE YUeOHBIC 3aHATHS, IPEAYCMaTPUBAIOLINE TPEUMYILECTBEHHYIO Nepeiady
y4eOHO MH(pOPMAUH NeJarornyeckKiMU paOOTHUKAMHU OPraHHM3alMi W (WIN) JHLIAMH, TPUBICKAeMBIMH OpraHu3alueil K
peanu3anu 00pa3oBaTeNbHBIX IPOrPAMM Ha UHBIX YCJIOBHUSX, O0yJaromumces) ;

JIP — maGoparopHble pabOTHI (BUA 3aHATHI CEMIHAPCKOTO THIIA) ;

I13 — mpakTHUecKue 3aHATH (BUABI 3aHATHI CEMHUHAPCKOTO TUIIA 38 UCKITIOYCHHEM JIA00OPATOPHBIX padoT) ;

KCP - wunauBuOyanpHas paboTa oOyd4aloIIMXcs C MEJArorH4eCKMMH pPaOOTHHKAMU OpraHM3allMd M (WIM) JIHIaMH,
NPUBJICKAGMBIMH  OpTaHHM3allMed K peanu3aliud o0pa3oBaTeNbHBIX INPOrPaMM HA HWHBIX YCJIOBUSX (B TOM YHCIE
WHIIMBHUyalIbHbIE KOHCYJIBTAINN) ;

JOT — 3aHsiTus1, TPOBOJMMBIE C IPUMEHEHHEM JHCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHIA, B TOM YUCIIE C IPUMEHEHHUEM
BUPTYAJIBHBIX aHAJIOTOB NPO()ECCHOHATBLHOM e TeIbHOCTH.

CP — camocrosiTenpHas paboTa, ocyliecTBiseMas 0e3 y4acTHs IeJarorudeckux paOOTHHKOB OpraHU3alMd U (WIIM) JIUL,
MPUBJIEKAEMBIX OpraHU3alMel K peanr3alui 00pa3oBaTeIbHbIX IPOrPaMM Ha WHBIX YCJIOBHSX.

YO* — ycTHblit orpoc

T3*** — TBOpUeckoe 3amaHue (IIPOCKT)

[T#*** — mpe3eHTaIUA

3.2. Codepotcanue oucyuniuHbl

Pazgen 1. OcHOBHBIE IPUHIUITEI TPOPECCHOHATBHON KOMMYHUKALIUU

Tema 1. Acnektsl npodeccuoHanbHOM KoMMyHHKauuu. llens mpodeccnoHanbHOM KOMMYHHKAIUU.
TpeboBanus k 3¢ (heKTUBHOMY MTOCIAHHIO.

Tema 2. bapsepsl 23QpexTHBHON MpodecCHOHaTbHON KOMMYHUKAIIMK U TAKTUKU UX MIPEOJOJICHUS.
Tema 3. Tunsl npodeccnoHaTbHON KOMMYHUKALIUH.

Pazgen 2. CtpaTeruueckas MoJienb NpoQecCHoHaNbHON KOMMYHUKAIUH (4acTh 1).

Tema 1. BrenieHne B cTpaTeruueckyro Moienb npodeccronaibHoi komMmyHukaimu. Konrect\cpena
KOMMYHMKAIUH.

Tema 2. BbiOop cpeicTB KOMMYHHMKAIIUU U BpEMEHHBIX MapaMeTpoB. [IoHATHS KaueCTBEHHBIX U
KOJIMYECTBEHHBIX XapaKTEPUCTUK ITOCIAHUS.

Tema 3. CtpykTypupoBanue 3p¢GeKTHBHOTO MOCTaHMS.

Pa3znen 3. Ctparernyeckas Mojenb NpodecCHOHaIbHON KOMMYHUKAIHMHU (JacTh 2)

Tema 1. [Topoxnenue 3¢(HEKTUBHOTO TOCTAHMS : JIEKCHUYECKUE, CHHTAKCUYECKHE U CTUIIUCTHYCCKUE
ACTIEKTBHI.

Tema 2. IlpencraBnenue sddexTuBHOrO mOCHanus. Poias HeBepOadTbHONW KOMMYHHKAIMH. THIIBI
HeBepOabHON KOMMYHHMKaIMU. B3aumoseiicTBrue BepOaabHON 1 HeBepOaTbHOM KOMMYHHKAIIUH.

Tema 3. Ponp u Tumel oOpatHoi cBsizu. CriocoObI MOMYYEHUsI W OICHKKM oOpaTtHOU cBsizu. OreHka
KOMMYHHUKaTHUBHOH 3()(heKTHBHOCTH



5. MarepuaJjbl TeKylero KOHTPOJsi yCleBaeMOCTH 00y4aroIuXCcs

4.1. B xoxe peanu3aiuy TUCHUIUIMHBI UCIOJIB3YIOTCS CIIEAYIOUIME METOJbl TEKYIIEro KOHTPOJIS
yCIEBAEMOCTH O0YYaIOUTNXCS:

Tema u/unu pasoen Memoowvr  mexyweeo
KOHMPOJIsL YCnesaemocmu
OCHOBHBIC IPUHLIUIIBI TPOHECCUOHATFHON KOMMYHHUKAIUH YO
Crparerndeckast MOJIeNIb TPOPECCHOHATLHON KOMMYHUKAIIUU 1
(dactsp 1.)
Crparerndyeckas MoJenb Npo(ecCHOHANBHON KOMMYHHKAIIUU T
(gacts 2.)

4.1. TunoBbie MaTepHaJIbl TEKYIIEr0 KOHTPOJISI YCIIEBAEMOCTH 00y4arommnXxcst

Ouyenounvle cpedcmea meKyuyezo KOHmMpoa 011 ycmuozo onpoca (Tema 1)

Looking at Communication from Various Perspectives
e Which perspective do you find the most/ the least important for your future career?
e Which perspective do you find the most challenging / sophisticated?
e Which perspective have you dealt with before in your communication practices?
e What is your idea of an effective communicator?
Barriers to Effective Communication
e Which of the barriers do you find the most fundamental / the least significant?
e Which of the barriers have you faced?
e Could you think of other barriers to effective communication?
e Could you suggest other ways/techniques of coping with these barriers?

Ipezenmauusn (Tema 2)

Tema : Profile Information
Format:

e Personal Data

e Qualifications

e Work Experience

e International Experience

e Relevant Skills

e Hobbies

e Ambitions and Expectations
Presentation Topics
Things Good Communicators Always Do
Steps to Better Communication Today
Are You Using Communication Tools Effectively?
Are you a good communicator?
Common Barriers to Effective Communication: :
Cultural Barriers to Effective Communication
Delivering Bad News.
Communicating Well Under Pressure
How do | communicate with people effectively?

CoNoa~WNE



10. How people communicate
11. How to Build Better Business Relations
12. How to Communicate Effectively With Difficult People
13. How To Communicate With Irrational And Angry People
14. How to Communicate With People
15. Improving Communication -
Developing Effective Communication Skills
16. Non-Verbal Communication
17. Overcoming Communication Barriers
18. Super Effective Ways to Become a Great Communicator
19. The Best Way to Communicate in the Workplace
20. What do we mean by relationship-building?
21. Where to Build Good Relations?

Mamepuan 0na camoouenku kavecmea ycmuoit Kommynuxayuu (13) (Tema 3)

Taking a Self-Inventory

Oral communication skills and attitudes improve through evaluation—by others and by you. This self-
inventory identifies your starting point. It will be useful to you only to the degree to which you are totally
honest in your answers. You need not show this to others. Use it as an honest look within yourself.
You may want to retake it after you have finished this course or have developed your communication
skills further.

The following checklist shows how you see yourself as an oral communicator. Read each statement
and circle yes or no. After answering yes or no, review each answer and circle the ( + ) or ( —) to
indicate how you feel about your answer. A plus means you are satisfied; a minus means you wish you
could have answered otherwise.

Answer honestly based on how you actually feel or act, not how you wish you would.

1. Before | enter into an important communication event, | often consider
what | can do to ensure a positive outcome.

YES NO (+) -)
2. | often have great ideas I'd like to share with other people.
YES NO (+) -)
3. | enjoy trying to explain my ideas to others.
YES NO (+) )
4. | often get the conversation going among my friends and even with people
| don't know.
YES NO (+) )
5. When | stand up to speak in any group, | feel a great deal of stage fright.
YES NO (+) )

6. Before trying to influence others, | make it a point to be certain that |
know as much as possible about my audience(s).
YES NO (+) )
7. When | disagree with others, | often become too heated and afterward
regret what I've said.

YES NO (+) )
8. lusually keep calm and poised even in discussions when | disagree.
YES NO CORENO!

9. lam good at persuading others to my views.
YES NO (+) )



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

217.

28.

29.

30.

31.

| am comfortable and efficient in preparing visual aids (PowerPoint
slides, etc.).

YES NO (+) )
| would have more influence in my job and in social settings if | could
better communicate my feelings and ideas.

YES NO (+) )
I like to teach groups of people new things.

YES NO (+) )
| regularly clip and save ideas from articles I read.

YES NO (+) )

When | know something that could be helpful to others, I like to tell them
this information and encourage them to change.

YES NO (+) )
| enjoy planning ways to simplify and present ideas so others will under-
stand them.

YES NO (+) )
While listening to others, I try to identify and organize the main ideas
being spoken.

YES NO (+) )
When communicating, | consider audience feelings and attitudes to be at
least as important as facts and ideas.

YES NO (+) )
In comparison with my friends, I think I speak more clearly and carefully
than they do.

YES NO (+) )

In comparison to my peers, | think I persuade better than they do.
YES NO (+) )

| have a good vocabulary.
YES NO (+) )

My physical delivery (use of hands, posture, expressiveness) is one of my
strongest communication skills.

YES NO (+) )
My voice is pleasant and conveys enthusiasm well.
YES NO (+) )
| am eager to hear helpful criticism from others after | speak up.
YES NO (+) )
Improving my oral communication skills is one of my highest priorities.
YES NO (+) )
| have the basic qualities needed to be an excellent oral communicator.
YES NO (+) )
| speak clearly and pronounce words correctly.
YES NO (+) )
People seem to enjoy what | say; I hold their interest.
YES NO (+) )
| use humor effectively.
YES NO (+) )
| am a good storyteller.
YES NO (+) )
| handle audience questions very well.
YES NO (+) -)

| feel that | am getting better and better in my communication skills.
YES NO (+) ¢)
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32. After a communication experience, | often think of what I should have
done differently to create a positive outcome.
YES NO (+) )

Now review your self-inventory. For each item in which you circled a minus sign (indicating that
you don't feel good about your answer), write a goal for personal improvement. Your goal should be
specific and clear. For example, if you write a goal for statement 4, you might say, "I will start
conversations with one person | don't know each day this week." For statement 18, you might say,"|
will learn to listen more carefully.” For statement 26 you might say, "I will make a list and learn the
pronunciation of one difficult word each day." Write your goals in the spaces that follow. If you have
more than five areas to work on, put them in order of importance. Then write your top five goals.

For each goal you have set, sketch out an action plan and time line for its accomplishment. Be
specific about the activities needed to achieve the goal. Where will you get the knowledge you need?
How will you gain the experiences needed for growth? Be specific about what you will do.

Ipumepsnl OLEHKH NMpe3eHTAUH\ IPOEKTA
EVALUATION

Checklist - Feedback
Organization

Was my presentation the right length?

toolong [ ] tooshort [ ] justright[ ]

Was there time for questions at the end (if relevant)?
toolong[ ] tooshort[ ] justright[ ]

Communication

How was my body language?
good[ ] bad[] Why?
How well did I deal with nervousness?

well [ ] notwell [ ] Why?
Did the audience understand me?

yes, all the time [_] yes, most of the time [_] yes, some of thetime[_ ] no []
Did I have trouble expressing myself in English?

yes, all the time [ ] yes, most of the time [_] yes, some of thetime [ ] no[]

What were some words or phrases | needed but didn't know?

Look them up!

Parts of the presentation
Introduction Did I tell the audience the purpose of my talk? yes [ ] no [_]
Did I explain the structure of my talk? yes[ ] no []
Did I tell the audience why the talk was relevant to them? yes[ ] no[_]

» How can | improve the introduction?




Main part  Did I state my main points clearly? yes[ ] no [ ]
Did I use effective signposting? yes[ ] no [_]
Did I emphasize key points? yes[ ] no [_]

Did | summarize key points after each section?  yes|[_] no [_]
Did I present my visuals well? yes[ ] no [_]

» How can | improve the main part?

Conclusion  Did I summarize the key points? yes [_] no [_]
Did I tell the audience what to do (call to action)?yes [ ] no []

Did I leave a lasting impression? yes[] no[]

» How can | improve the conclusion?

Questions How well did I deal with questions? very well [_] well [_] fairly well [_] badly [_]

* Why?
» What questions were asked that | didn't anticipate?

» How can | improve the way | deal with questions?

11



PRESENTATION EVALUATION WORKSHEET
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SPEAKER:

TOPIC:

SPEAKER'S TARGET AUDIENCE:

EVALUATOR:

Directions for speaker: Evaluate yourself on each point before you present.
Directions for evaluator. Evaluate the speaker on each point.

Good!

Needs work

CONTENT

Uses relevant material for audience's knuMed_gg level

Acknowledges audience's wants and concerns

| Has sufficient depth in support material

Uses interesting examples for audiance and situation

Uses appropriate visual aids

[ ORGANIZATION

Grabs audience's attention

States clear agenda

Includes benefit in introduction

Follows clear organizational plan

Summarizes essence of main points

Asks for clear action in conclusion

Closes with strong final statement

_ DELIVERY

Moves comiortably and gestures naturally

Looks at each member of the audience

Speaks conversationally and enthusiasticaily

Handles visual aids effectively

Owverall comments:

Why or why not?

Finally, would you hire this person, buy this product, or support this proposal?
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®opmat npoexra (T3)
Project «Strategic Communication Model»
Team members: ....
Objective : to implement the stages of the Strategic communication model
Stepl. Define the context

e Important issue :
e External climate:
e Audience:

e Attitude

e Overall Goal

e Specific Purpose

Step 2. Consider your media and timing options.
= Media options
= Timing options-

Step 3. Select and organize specific information and compose your message
Sources: Primary Research, Secondary research
Step 4. Deliver the message. Presentation on a relevant topic, e.g. “Transmitting Negative Information

Step 5. Evaluate Feedback. Handouts, checklists, oral assessment

5. OneHovHble MaTepuaJbl l'[pOMC)KyTO‘-IHOﬁ aTrrecranmm 1Mo JTMCUMIIVIMHE

5.1 3auer npoBOAUTCS C MPUMEHEHUEM CIIEIYIOIINX METO/I0B (CPE/ICTB): 3aIIMTa TBOPUECKOTO 3aaHUs
(mpoexTa)
ITpu mpoBeneHun 3auéTa BO3ZMOYKHO HCIOJIB30BAHUE JUCTAHLMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHM
(mamee - JIOT).
ITpu peanuzanuu npomexytodnoit arrectauuu B D0/JJOT MoryTr ObITh MCIONB30BaHbI CIEAYIOIINE
bopMbI:
1.Ycrao B IOT — 3ammTa TBOPYECKOTO 3a/1aHusl (MIPOEKTA)

5.2. OueHo4YHBIEe MaTePUAJIBI IPOMEKYTOYHON aTTECTALUH

Komnonenm IIpomesicymounulil / Knouesol Kpumepuu oyenusanus
KOMHnemeHyuu UHOUKAMOP OYEHUBAHUSL
YK-OC - 4.2 | Cobmronaer TpeOOBaHUSA K A3BIKY U ®opMupyeT KOMMYHUKAIMIO, HCXOAS U3
¢dbopMe enoBoro oOIEHUS B nenen u CUTYaIluH; HCIIOJIb3YET
3aBHCUMOCTH OT peliaeMoin KOMMYHHKaTUBHO  TpUEMIIEMble  CTHJIb
KOMMYHHKaTUBHOM 3aJ1a4H. oOuieHusi, BepOalibHble M HEBepOalbHBIE
CpeZCTBa B3aUMOJICHCTBUSA C MapTHEPAMU
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Tunosble olleHOYHbIE MATEPUAJIBI IPOMEKYTOYHOM aTTECTAIlUH

Ilepeuens 3a0anuil 0151 N0020MOBKU K 3a4emy

Skill Objectives. (3aganus k 3auery)

You should be able to:

=

©ooNO O wWwD

14.
15.
16.

17.
18.
19.
20.
21.

22.
23.
24.

25.

Identify the goal of effective professional communication.

Identify the requirements to an ideal message.

Identify major types of messages and communication activities.

Identify major barriers to effective communication.

Identify the five steps of in the Strategic Communication Model.

Describe the advantages of using a systematic communication strategy.

Explain what is meant by the context of a communication event.

Describe the factors that comprise communication context.

Distinguish among three groups of target audiences and explain why each audience may have different
needs and wants.

. Define the overall objective, specific purpose and hidden agenda of any message.
11.
12.
13.

Identify how media and timing options can affect messages.

Explain the difference between communication efficiency and effectiveness. Explain the RURU approach.
Apply appropriate media based on such characteristics as speed, feedback capacity, hard-copy availability,
message intensity and complexity, formality, and relative costs.

Describe ways to mix media to improve effectiveness.

Explain an overall select —and - organize approach to a message.

Explain BIF and BILL approaches to organizing messages. Explain under what circumstances each of
them is likely to work best.

Understand how to select appropriate information for any given audience.

Understand how to organize that information in an effective manner.

Identify major techniques for composing messages.

Recognize the importance of using visual information to improve both oral and written communication.
Identify the functions that visuals fulfill for writers and speakers as well as for readers and listeners.
Describe the most commonly used visual formats and understand the use of each

Recognize some elements of your message delivery style.

Understand the elements and the impact of non-verbal communication.

Know the basis of giving, soliciting, receiving and evaluating feedback. Understand the crucial role of
both giving and receiving feedback in the process of communication improvement.

Identify four dimensions of credibility that have an impact on your communication effectiveness.

IlIkana ouenueanus

OneHka pe3ynbTaTOB MPOM3BOIUTCS Ha OCHOBe OayibHO-pedTHHroBoil cucremsl (BPC).

UcnonszoBanne BPC ocymiectBisercs B cooTBeTcTBUU ¢ TiprkazoM OoT 06 centsops 2019 r. Ne306 «O
MPUMEHEHUH OaJUThHO-PEUTHHTOBON CHCTEMBI OIICHKH 3HaHWi oOydaromuxcs». bBPC mo aucnumiuze
OTpa)k€Ha B CXEME PacueTOB PEUTHHTOBBIX OAJIJTIOB (Jaee — CXeMa pacueToB).

Be;[yumﬁ npenoaaBarTeyib JUCHUTIIINHBI pa3pa6aTLIBaeT CXEMY pacucTa pCﬁTHHF OBBIX 0aJIJIOB IO

mucuummHe. Cxema pacdyeToB (QOpMHUpPYETCsl B COOTBETCTBUU C Y4YE€OHBIM IUIAHOM, YTBEP)KIAETCS
PYKOBOJUTCIICM 06pa3013aTem,H0ro HampaBJICHUA W OOBOJAUTCA OO CBCACHUA CTYJACHTOB Ha ICPBOM
3aHATUU 0 TaHHOW AucHuIumHe. CXema pacyeToB SBIISETCS COCTAaBHOM YacThio paboyeil mporpamMmbl
JUCLUUIUIMHBL U COICPXKHUT MH(POPMAIMIO O BUAAX Y4eOHOH paldOoThl, BUJAX TEKYIIETO KOHTPOJIS, BUJE
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HpOMCH(YTOqHOﬁ arTeéCTaluuy 1o JUCHUILIIMHE, a TaAKXKC HHYIO I/IH(l)OpMaI_II/IIO, BJIMAIOIIYIO HA HAYHUCJIICHUEC

0asoB 00yJarOIIIMCS.

YcBoeHUe CTyIGHTOM BCEro 00beMa AUCIUIIIMHBI MaKCUMaIbHO olleHuBaetcs B 100 6amios.
B uHCTHTYTE YyCcTaHABIMBAETCS CISAYIONIAs MIKaja MePEeBO/ia OLIEHKH U3 MHOTOOAJUTBHON CUCTEMBI

B CUCTEMY «3a4TeHO/ HE 3aUTEHOY:

KosaunuyectBo 6a/s10B Onenka
51 - 100 3aYTEHO
0-50 HE 324TEHO
Onucanue cucmemvl O4eHUBAHUA
OueHouHnble Ioxka3zarenn® Kpurepun**
cpeacTBa OLICHKH OLIeHKH
(¢popmbl TekyIero u
IIPOMEKYTOUHOTO
KOHTPOJISI)
Hocemenue 3anstuii | Ipucyrcreue Ha | 30 6amIoB — MakcUMyM (TipucyTcTBHE Ha 100%
3aHATHU 3aHATHUH), 0a/UTBl HAYUCIISTFOTCS TPOTIOPIIMOHAIIBHO
KOJIMYECTBY MOCEIIEHHBIX 3aHATUH.
YcrHbIH 0npoc KOPPEKTHOCTb U | YpOBEHb TEOPETUYECKUX 3HAHUH IO U3yYaeMOU
IIOJIHOTA OTBCTOB JOUCLMIIIINHE,
CTYACHTOB CriocoGHOCTD BUIETh MEKIMCIUILIMHAPHBIE CBS3H.
YMeHus aHaIM3upOBaTh NPAKTUYECKUE CUTYaIUH.
YMeHHue OCTPOUTH OTBET JIOTHYHO.
CriocoO6HOCTh M3NaraTh MaTepuall 4eTKo, SICHO,
apryMeHTHPOBAHO.
CriocoOHOCTh YMECTHO MCII0JIb30BaTh
MH(OPMaLMOHHBIN Y UJUTFOCTPATUBHBIN MaTepHal.
Maxkcumym 10 6ansnos (6 6amioB — co
3HAYUTEIbHBIMU HeouéTaMu, 8 6ayuIoB — C
He3HauYUTENILHBIMU HepouétaMu, 10 Oamios — Oe3
HEI0YETOB),
IpesenTanms npasuiaa ohopMIICHHS | CriocoGHOCTh COOMIOAATH TIPaBUIa OQOPMIEHHUS
MPE3CHTAIINH; MIPE3EHTALNN; BO BPEMsI BBICTYIUIEHUS CTYIEHT
JIOTUKA BBICTYIUICHUA | JIOTUYHO CTPOUT MOHOJIOTHYECKOE BBICKA3bIBAHUE B
COOTBETCTBUE COOTBETCTBUM C KOMMYHUKATHUBHOM 3a7a4eH,
KOMMYHHKaTHBHOM JIEKCUYECKUE €IUHULIBI U TPAMMAaTUYECKUE
3aJaye, CTPYKTYPBI UCTIOJIL3YIOTCS YMECTHO U MPAKTUYCCKU
I'PaMOTHOCTB pE€In 0e3 omubOoK, pedb MOHATHA U (POHETUYECKU
rpaMoTHa, coOII0aeTcss He0OX0IMMBIN 00beM
BBICKA3bIBAHUS, COACPKAHUE BBICTYIIJIEHUS! HOCUT
3aHUMAaTENbHBIA XapaKTep.
Maxkcumym 10 6amnoB (6 6anoB — co
3HAYUTENIbHBIMU HeJJouéTamu, § 0aioB — ¢
HE3HAUUTENbHBIMU HegouéTamu, 10 6amioB — 6e3
HEJ0YETOB),
TBopueckoe 3ananue | CooTBeTcTBHE [TpoeKT MoJIHOCTHIO COOTBETCTBYET TPEOOBaHUAM KakK
dbopMaTbHBIM B (GOpMabHOM, TaK U B COJECP)KATECIHLHOM ILIAHE.
TpeOOBaHUSAM CTyneHThbl IEMOHCTPUPYIOT MOJIHOE NOHUMAHUE BCEX
JTaNoB.
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CooTtBercTBHE Makcumym 20 OamioB (8 OawwioB — co
COJIePKATEITHbHBIM 3HauuTeNbHbIME  Hegou€Tamu, 10 OammoB — cC
TpeOOBAHUSIM. HE3HAUYUTEJIBbHEIMH Hegodétamu, 20 OauioB — 0e3
[Tonumanue BCEX | HEJIOUETOB),
JTAroB nporiecca
KOMMYHHKAIHH
3auér KOPPEKTHOCTb U | OTBET, MOJATBEPKAAIOUINIA 3HAHUS B paMKaX JICKIIHH,
MOJTHOTA OTBETOB | 00s13aTEIBHON ¥ JIOTIOJHUTEIBHOW JIUTEPATyphl, C
CTYACHTOB 3JIEMEHTaMH CaMOCTOsITeNbHOrO0 aHanmm3a (27-30
JIOTHKA OTBETA 0aJIoB)
IPaMOTHOCTb PEUH
[ToHnnmanwue BCEX | OTBET, MOATBEPXKIAIOIINN 3HAHHS B PaMKax JICKIUH,
ITaroB npoiiecca | 00s3aTeNbHON M JIOTIOJHUTEIBHON JTUTEpaTyphl (22-
KOMMYHHUKAIHH 26 6amioB)
OTBET, MMOATBEPKAAIONINI 3HAHUS B PAMKax JICKIIUH U
o0s3aTesbHOM uTeparypsl (1-21 Gam)

6. MeToauuyecKkue MaTepuaJibl 1JisI OCBOCHUA TUCHUIIJINHBI

Kypc «OcHOBBI TpodeccoHalIbHOW KOMMYHHUKALIUN» SBJISIETCS BaKHBIM 3TAIlOM 3HAKOMCTBA CTYJEHTOB
C pa3IUYHBIMH aCMEKTaMHU KOMMYHUKAIMKM B MPO(ECCUOHATBLHOM cpelie, KOTOphIE pacCMaTpUBalOTCs B
paMKax Kypca. OTOT KOMIUIEKC 3HAaHUM M HaBBIKOB YPE3BbIYAIHO BaXKeH M akTyayleH Ui 3 (eKTuBHOM
JESATeIbHOCTH JIF000r0 CHEeUAaINCTa.

Kypc npencraBisieT OCHOBHbIE IPUHIUIIBI U METO/ABI 3P PEKTUBHOM MTpodeccnoHaNTbHON KOMMYHUKAITUU
B BuJe CTparernueckoi MoJen KOMMYHHUKALUHU, COCTOSIIEHN U3 TISTH 3TAIoB.

Kypc cocrouT M3 OByX B3aMMOCBS3aHHBIX 4YacTeW: TEOPETHYECKOM cocTaBisitomend (9 nekuuil) u
MPaKTUIECKOHN COCTaBIIsONIEH (9 MPaKTHUECKUX 3aHATHIA).

B Xoa¢e JICKLII/Iﬁ HCO6XOI[I/IMO BCCTH KOHCIICKTEI. PeKOMeHI[yCTCSI BHUMATCJIbHO U3Yy4YaThb IIPUCBUIACMBIC
npenoaaBaTejicM KOHCIICKTBI J'IGKIII/Iﬁ M 3a]aBaTb BOINPOCHI 11O IMOBOJY BO3HHKIIUX CIIO)KHOCTECH B
[MOHUMaHUU\ BOCIIPHUATHUHN HOBBIX TCPMHUHOB Ha INPAKTUYCCKUX 3aHATHAX.

B Xxozxe mnpakTUYECKHX 3aHATUM CTYIEHTBl 3HAKOMATCS C PEKOMEHAALUSAMU II0 COCTABJICHUIO U
MIPE/ICTAaBICHUIO MPE3EHTAIN, B YaCTHOCTU MPOGUIbHON MpEe3eHTalH, pa3padaThIBalOT MPE3EHTAINIO
U BBICTYNAIOT C HEHM Ha IPAKTUYECKOM 3aHATHM IIOCJIE IIPEABAPUTEIIBHOM KOHCYIbTAllUH C
IIPETOAaBaTEIEM.

Pexomenayercs pykoBOACTBOBATHC MPHUCHIIAEMBIMHU TPENoaaBaTeNsiM pekomeHaanusMu .Heobxoamumo
emie pa3 MOPOCMOTPETh Mauepuanbl JIEKIHMH, MMEIOIME HEMOCPEICTBEHHOE OTHOIIEHUE K
CTPYKTYPUPOBaHUIO  A(DPEKTUBHOTO  TOCIAHUSA, DJEMEHTAaM  HeBepOadbHOWM  KOMMYHHUKAIIHH,
BU3yalll3aluu, U T.1. [Ipe3enTanuu npoBOAUTCS TOJNBKO MOCE KOHCYNIbTAIMU ¢ penogaBarenaem. Utoru
MPE3CHTAIMH OOCYKJIAlOTCSl B XOJ€ MPAKTUUECKOTO 3aHATHS HAa OCHOBAaHUW HMEIOIIMXCS KPUTEPHUEB
OLIEHKH.

BaxHbpIM 3Tanom kypca siBisieTcs padoTa HaJ MPOEKTOM, IeJIbI0 KOTOPOTO ABISETCA pealn3anus NsaTH
ATANoB CTPaTernYeckoi Moaenu KoMMyHHUKAMU. CTyJeHThl paboTaloT B Ipynnax OT ABYX JI0 YEThIPEX
YeJIOBEK, IOATAIIHO pacKpblBas KaXKAbI ATall MOArOTOBKM KOMMYHHMKAIMM, a 3aT€M OCYILECTBIISSA
YETBEPTHIN €€ ATall — MPE3EHTALUIO HA OJIHY U3 MPEAJIOKEHHBIX ITPENO1aBATENIEM TEM.
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Bech mpoekT mpencTaBisieTcs mociie KOHCYNIbTaluid ¢ npenoaaBateneM. [locnennuii stam , «O0paTHas
CBSI3b U €€ OLIEHKay», Peaiu3yeTcs Mociie IPe3eHTalluy IPOeKTa: IPEroaaBaTeIn U CTYJEHThl OLIEHUBAIOT
MIPOEKT COTJIACHO MPEJIOKEHHBIM KPUTEPHUSIM.

JUis  ycmemiHoW peanu3anuy TMpeKTa HeoOXOIWMO BHUMATEIBHO W3YYUTh BCE PEKOMEHIAIHH,
mpejajaraeMple IpernojaBaTesieM, 4YeTKO KOOPJMHHPOBaTh BCE ATambl paboOThl U COOJOJATh
YCTaHOBJICHHBIE CPOKH MPEACTABICHUS MATEPUAIIOB.

Kypc 3aBepiaercst 3aueTom, MpeaycMaTpUBAOIIUM Oecey Mo ABYM M3 MPEIIOKEHHBIX 25 BOMPOCOB U
OTBET Ha JIBa JIOTIOJHUTENIBHBIX BOIIpOca. Bompockl k 3a4eTy MPEeCTaBIISIIOTCS CTYIEHTaM B X0/ TIEPBBIX
MPAaKTUYECKUX 3aHATUN. PEeKOMEHIyeTCcs OTMEYaTh B KOHCIIEKTAxX JIEKIIMHA MaTepruall, COOTBETCTBYIOLIHI
Ka)KJIOMY BOIIPOCY, YTO OOJIErYUT MOJATOTOBKY K 3aUeTy.

HtoroBasi oleHKa BKJIIOYAET IIOCEIIAEMOCTh JEKIMA M mpaktudyeckux 3aHATHH (30 MyHKTOB),
npodmibnyto npeserranuio (10 myakros), mpoekt (30 myHkToB) u 3a4et (30 MyHKTOB).

PexoMenganuu mo MnoAroToBKe, COCTaAaBJICHHUIO U OLICHKE HpO(l)eCCHOHaHLHOﬁ NMpe3CeHTaAlluu.

Checklist - Organization

Date & time:
Length of time for talk:

Questions at end? If yes, length of time for questions:

Place / Room:
Room set-up:
f l. : %
svane adaaaan SFERE

Equipment needed:

Isitavailable? [ ] Does it work? [ ]

Audience
Number of peaple 1-5 6-15 16-30 over
How much do thev know about the | nothina a bit a lot
How well do | know them? not at all a little auite well
How formal? verv formal | formal informal
Nationalitv/Culture? same as me international

Handouts no[_]

yes / before talk [_] atend of talk [ ] later
(intranet/email) [_]
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Checklist - Contents

Topic: Purpose of talk: (What do | want to do?)
Three main points [ 1 Inform the audience

1 [ ] Train the audience

2 [ 1 Sell something to the audience

3 [ ] Persuade the audience to do something

Importance to audience:

What do | want audience to know by the end of talk:

Preparing visuals

How many visuals will I have?

Do they say (or show) what | want to say? [ ]
Are they clear and simple to understand? []
Will the audience be able to read them (font size and colours)? []
Do they have effective headlines? L]
Is there as little text as possible? L]

Have | remembered the rule of six? [1]
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TRAINER

Introduction

Welcome audience. TIP

Remember how to

make effective

. ) openings: start with
Introduce yourself (name, position / function). i ]
a rhetorical question,

a story or an amazing

fact, or give the

State your topic. audience a problem to

think about.

Say why your topic is important for the audience.

Describe the structure of your talk (the main points and
when you will be
dealing with them).

Say how long the talk will be.

Say when you will answer questions.

Say whether there are handouts.




Main part

Briefly state your topic and objective(s) again.

Then introduce your three (or two or?) main points and
give details.
Main point 1:

Main point 2:

Main point 3:

Signal the end of the main part.

Conclusion

Signal the end of your
talk.

Summarize the key points.

20

| REMEMBER TO:

* signal the beginning
of each part.

« talk about your topic.

* signal the end of
each part. )

* highlight the main
points. _

* summarize the main
ideas.

BULLET CHARTS?

* Refer to points in the
same order.

* Use the same key
words and phrases
as on your bullet
charts.

GRAPHS, TABLES,
PIE CHARTS, ETC?

« Start by telling your
audience what the
visual illustrates.

* Explain it if
necessar%/.

* Highlight the key
points.

» Say why these points
are important (and
e#)Iam the cause or
effect).
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Highlight one important
point.

Explain the significance.

Make your final statement.

Invite questions.

Dealing with questions

What questions can | expect?
1

How can | answer them?
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TIP

Remember how to
make effective
conclusions: end with
a question or a quote
from a famous person,
finish a story you
started at the
beginning of your talk
or call the audience to
action.

TIP

Remember, when
answering questions
during or after your
talk:

* Listen carefully and
make sure you have
understood the
question correctly.

* Reformulate the
question if

necessary.

* If you want to post-
pone the question,
say why politely.

* If you don't know the
answer, say so and
offer to find out.

* Answer irrelevant
questions politely
but briefly.

* Check that the
questioner is
satisfied with your
answer.
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Useful phrases and vocabulary

Welcoming the audience
Good morning/afternoon, ladies and
gentlemen.Hello/Hi everyone.
First of all, let me thank you all for coming here
today.It's a pleasure to welcome you today.
I'm happy/delighted that so many of you could make it
today.
It's good to see you all here.
Introducing yourself
Let me introduce myself. I'm Ann Brown from ...
For those of you who don't know me, my name is ...
Let me just start by introducing myself. My name is ...
Giving your position, function, department, company
As some of you know, I'm the purchasing manager.
I'm the key account manager here and am responsible
for ...
I'm here in my function as the head of ...
I'm the project manager in charge of ...
Introducing your topic
What I'd like to present to you today is ...
I'm here today to present ...
Today's topic is ...
The subject/topic of my presentation is ...
In my presentation | would like to report on ...
In my talk I'll tell you about ...
Today I'm going to talk about ...
I'll be talking about ...
Saying why your topic is relevant for your audience
Today's topic is of particular interest to those of you/
us who ...

My talk is particularly relevant to those of us who ...
My topic is/will be very important for you because ...
By the end of this talk you will be familiar with ...

Stating your purpose
The purpose/objective/aim of this presentation is to ...
Our goal is to determine how/the best way to ...
What | want to show you is ...

My objective is to ...

Today I'd like to give you an overview of ...
Today I'll be showing you/reporting on ...

I'd like to update you on/inform you about ...

During the next few hours we'll be ...

Structuring

I've divided my presentation into three (main) parts.
In my presentation I'll focus on three major issues.

Sequencing

Point one deals with ..., point two ..., and point three ...
First, I'll be looking at ..., second ..., and third ...
I'll begin/start off by ... . Then I'll move on to ...

Then/Next/After that ...
I'll end with ...



Timing
My presentation will take about 30 minutes.

It will take about 20 minutes to cover these issues.
This won't take more than ...

Handouts

Does everybody have a handout/brochure/copy of the
report? Please take 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 slides at the end of my
talk.

I can email the PowerPoint presentation to anybody
who wants it.

Questions

There will be time for questions after my presentation.
We will have about 10 minutes for questions in the
question and answer period.

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

Feel free to ask questions at any time during my talk.

Rhetorical questions

Is market research important for brand development?
Do we really need quality assurance?

Interesting facts

According to an article I read recently, ...
Did you know that ... ?
I'd like to share an amazing fact/figure with you.

Stories and anecdotes

I remember when | attended a meeting in Paris, ...
At a conference in Madrid, | was once asked the
following question: ...

Let me tell you what happened to me ...

Problem to think about

Suppose you wanted to .... How would you go
about it?
Imagine you had to .... What would be your first step?



Saying what is coming

In this part of my presentation, I'd like to talk about ...

So, let me first give you a brief overview.
Indicating the end of a section

This brings me to the end of my first point.
So much for point two.

So, that's the background on ...

That's all | wanted to say about ...

Summarizing a point

Before I move on, I'd like to recap the main points.
Let me briefly summarize the main issues.
I'd like to summarize what I've said so far ...

Moving to the next point

This leads directly to my next point.
This brings us to the next question.

Let's now move on/turn to ...

After examining this point, let's turn to ...
Let's now take a look at ...

Going back

As | said/mentioned earlier, ...

Let me come back to what | said before ...

Let's go back to what we were discussing earlier.
As I've already explained, ...

As | pointed out in the first section, ...

Referring to other points

I have a question in connection with/concerning
payment.

There are a few problems regarding the quality.
With respect/regard to planning, we need more
background information.

According to the survey, our customer service needs
reviewing.

Adding ideas
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In addition to this, I'd like to say that our IT business is

going very well.
Moreover/Furthermore, there are other interesting

facts we should take a look at.

Apart from being too expensive, this model is too big.

Talking about (difficult) issues

I think we first need to identify the problem.

Of course we'll have to clarify a few points before we
start.

We will have to deal with the problem of increasing
prices.

How shall we cope with unfair business practices?
The question is: why don't we tackle the distribution
problems?

If we don't solve this problem now, we'll get/run into
serious trouble soon.

We will have to take care of this problem now.

We are currently having difficulties with ...

Rhetorical questions

What conclusion can we draw from this?

So, what does this mean?

So, just how good are the results?

So, how are we going to deal with this increase?



So, where do we go from here?
Why do | say that? Because ...
Do we really want to miss this opportunity to ...?

Introducing a visual

Let's now look at the next slide which shows ...

To illustrate this, let's have a closer look at ...

The chart on the following slide shows ...

I have a slide here that shows ...

The problem is illustrated in the next bar chart ...
According to this graph, our net profit has doubled.
You can see the test results in this table.

As you can see here, ...

Explaining a visual

First, let me quickly explain the graph.

You can see that different colours have been used to
indicate ...

The new models are listed across the bottom.

The biggest segment indicates ...

The key in the bottom left-hand corner ...

Highlighting information

I'd like to stress/highlight/emphasize the following
point(s).

I'd like to start by drawing your attention to ...

Let me point out that ...

| think you'll be surprised to see that ...

I'd like you to focus your attention on ...

What's really important here is ...

What I'd like to point out here is ...

Let's look more closely at ...

Describing trends

Sales increased slightly in summer.
Consumer spending fell/declined sharply.
Interest rates have risen steadily.

Food prices went up significantly.

There was a sudden increase in prices.

In August, we saw a moderate fall.

This was followed by a gradual decline.
There was a sharp slump in sales.

Ticket sales have started picking up.

Explaining purpose

We introduced this method to increase flexibility.
The purpose of this step is to expand to foreign
markets.

Our aimwas to ...

Explaining cause and effect

What's the reason for this drastic decrease?
The unexpected drop was caused by ...

This was because of ...

As a consequence/Consequently, sales went up
significantly.

As aresult ...

The venture resulted in a sharp fall in share prices.

Our new strategy has led to an increase of 10%.
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Indicating the end of your talk I'm afraid | didn't (quite) catch that.

I'm now approaching/nearing the end of my
presentation.

Well, this brings me to the end of my presentauor.
That covers just about everything | wanted to say
about ...

OK, I think that's everything | wanted to say about ...

As a final point, I'd like to ...
Finally, I'd like to highlight one key issue.

Summarizing points

Before | stop, let me go over the key issues again.
Just to summarize the main points of my talk ...
I'd like to run through my main points again ...
To conclude/In conclusion, I'd like to ...

To sum up (then), we ...

Making recommendations

We'd suggest ...

We therefore (strongly) recommend that ...

In my opinion, we should ...

Based on the figures we have, I'm quite certain that.

Inviting questions

Avre there any questions?

We just have time for a few questions.

And now I'll be happy to answer any questions you
may have.

Quoting a well-known person

As ... once said, ...
To quote a well-known businessman, ...
To put it in the words of ...

Referring back to the beginning

Remember what | said at the beginning of my talk
today?

Let me just go back to the story I told you earlier.
Remember, ...

Clarifying questions

I'm sorry, could you repeat your question, please?
So, if I understood you correctly, you would like to
know whether ...

So, in other words you would like to know whether ...
If I could just rephrase your question. You'd like to
know ...

Does that answer your question?

Avoiding giving an answer

If you don't mind, could we discuss that on another
occasion?

I'm afraid that's not really what we're discussing today.
Well, actually I'd prefer not to discuss that today.

Admitting you don't know

Sorry, | don't know that off the top of my head.

I'm afraid I'm not in a position to answer that question
at the moment.

I'm afraid | don't know the answer to your question,
but I'll try to find out for you.

Sorry, that's not my field. But I'm sure Peter Bott from
Sales could answer your question.

Postponing questions

If you don't mind, I'll deal with/come back to this point
later in my presentation.

Can we get back to this point a bit later?

I'd prefer to answer your question in the course of my
presentation.

Would you mind waiting until the question and answer
session at the end?

Perhaps we could go over this after the presentation.



Summarizing after interruptions

Before we go on, let me briefly summarize the points

we've discussed.

So, now I'd like to return to what we were discussing

earlier.

to clarify

to focus on
to highlight
to illustrate
to indicate
to lead to

to mention

Before we go on, let me clarify one point.

We need to focus on customer service.

Let me highlight the following points.

This chart illustrates our success story.

The figures on the left indicate sales in France.
This leads to my next point.

As | mentioned earlier, our staff is well-qualified.

to move on to Let's now move on to the next question.

to note

to notice
to pass on
to rise

to solve

Please note that prices rose slightly.

You'll notice a sharp drop in August.

Here are the handouts. Please take one and pass them on.
House prices rose by 5% last year.

How can we solve this problem?

to summarize Before 1 go on, let me summarize the key issues.

to update

to clarify

to focus on
to highlight
to illustrate
to indicate
to lead to

to mention

I'd like to update you on the project status

Before we go on, let me clarify one point.

We need to focus on customer service.

Let me highlight the following points.

This chart illustrates our success story.

The figures on the left indicate sales in France.
This leads to my next point.

As | mentioned earlier, our staff is well-qualified.

to move on to Let's now move on to the next question.

to note
to notice
to pass on

to rise

Please note that prices rose slightly.
You'll notice a sharp drop in August.
Here are the handouts. Please take one and pass them on.

House prices rose by 5% last year.



to solve How can we solve this problem?
to summarize Before 1 go on, let me summarize the key issues.

to update I'd like to update you on the project status.
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IIJIAHBI TIPAKTUYECKHX 3AHSATUI
Tema 1. Looking at Communication from Various Perspectives.

Barriers to Effective Communication. Strategic Communication Model.

Bonpocsl 11t AUCKYCCHU:

Which perspective do you find the most/ the least important for your future career?

Which perspective do you find the most challenging / sophisticated?

Which perspective have you dealt with before in your communication practices?

What is your idea of an effective communicator?

Which of the barriers to effective communication do you find the most fundamental /
the least significant?

e Which of the barriers have you faced?

e Could you think of other barriers to effective communication?

e Could you suggest other ways/techniques of coping with these barriers?

e What is the goal of effective professional communication?

e What are the requirements to an ideal message?

e What are the five steps of in the Strategic Communication Model?

e Describe the advantages of using a systematic communication strategy.

Tema 2.Strategic Communication Model. Stepl. Define the context

Bonpocs! aus fuckyccuu:

What is meant by the context of a communication event?

What are the factors that comprise communication context?

Could you distinguish among three groups of target audiences and explain why each
audience may have different needs and wants?

Define the overall objective, specific purpose and hidden agenda of the message you have
chosen for the analysis.

2. IlpeacraBiaenue popmara npoekta. PopMupoBaHUe KOMaH/ I paG0OThI HAJY
MPOEKTOM.

Tema 3. Strategic Communication Model. Step 2. Consider your Media and Timing Options.
Effective Presentation Format. Research Proposal/Description Format.

1.

Bomnpocel s JucKyccum:

How can media and timing options can affect messages?

What is the difference between communication efficiency and effectiveness? Explain the
RURU approach.

Apply appropriate media based on such characteristics as speed, feedback capacity, hard-
copy availability, message intensity and complexity, formality, and relative costs.

What are some ways to mix media to improve effectiveness?

3adanue K NPAKMUYECKOMY 3AHAMUIO .

Kaxxmast komaH1a MpeIcTaBIsieT CBOE BUCHHUE JAHHOTO dTarma KOMMYHHKAIIHH.
Kaxnpiii cTyneHT BbicTymaeT ¢ mpeseHTanueil «My Academic Profile and Research
Description”.
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Tema 4. Strategic Communication Model. Step 3. Select and Organize Specific Information
and Compose your Message.

1. Bomnpocs! 111 JTUCKYCCHH:
What are the fundamentals of an overall select —and - organize approach to a message?

e What is the difference between BIF and BILL approaches to organizing messages? Under
what circumstances is each of them likely to work best?

e How does one select the appropriate information for any given audience?

e How can one organize that information in an effective manner?

e What are the major techniques for composing messages?

3a0anue K nPAKMU4ecKomy 3aHAMUI0.

e Kaxas koMaH1a IpeICTaBIsIeT CBOS BUICHHUE JAHHOTO Talma KOMMYHHKAIUH.
o Kaxnplii cTyneHT BbicTymaeT c mnpe3eHTanuet «My Academic Profile and Research
Description”.

Tema 5. Strategic Communication Model. Step 4. 2 Deliver the Message.
1. Bomnpocs! 151 JTUCKYCCHU:

e Why is it important to use visual information to improve both oral and written
communication?

e What are the functions that visuals fulfill for writers and speakers as well as for readers
and listeners?

e What are the major elements of your message delivery style?

e What are the elements and the impact of non-verbal communication?

3adanue K npakmuieckKkomy 3aHamuio:
o Ka>1<)1a$1 KOMaHJa OpCACTaBIACT CBOC BUACHNUEC JAHHOI'O OTalla KOMMYHHKAI[UH.
o Kaxnplii cTyneHT BbicTymaeT c mnpeseHrtanueid «My Academic Profile and Research
Description™.
Tema 6. Strategic Communication Model. Step 5. Evaluate Feedback. Handouts, Checklists,
Oral Assessment.
1. Bomnpocs! 1jsl JTUCKYCCHU:
e What are the fundamentals of giving, soliciting, receiving and evaluating feedback?
e What is the crucial role of both giving and receiving feedback in the process of
communication improvement?

e What are the four dimensions of credibility that have an impact on your communication
effectiveness?

3aoanue K npaKkmuuecKkomy 3aHAMUI0.
e Kaxngas komaHna npeacTaBisieT CBOE BUACHHUE JaHHOIO ATana KOMMYHHUKAIUH.

Tema 7. Project Presentations. Evaluation Procedure
1. Bomnpocs! 1151 JUCKYCCHU:
e Kaxnmas KoMaHga TIPEJCTaBIsIET OKOHYATENbHBIM BapHaHT MPOEKTa peau3aluu
cTparernueckoi moaenu 3¢pHeKTUBHON KOMMYHUKAIIUH.
e (OOparHas cBs3b/ OIlEHKA OCYIIECTBIIACTCS MPENoJAaBaTeieM U CTYJICHTaMH Ha OCHOBAaHUU
3apaHee pa3pab0oTaHHOW KOMaHOU MPOLETYypHI.
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Tema 8. Project Presentations. Evaluation Procedure.
e Kaxnas KomaHJa TMpPEACTABISICT OKOHYATENbHBIM BapUaHT MPOEKTa pean3aluu
cTparernyeckor Moaesu 3HPEKTUBHON KOMMYHHUKAITUH.
L O6paTHa;1 CBSI3bL/ OIICHKA OCYILICCTBIILICTCA MIPEOAaBaTCIeM U CTYACHTAaMH Ha OCHOBAHUU
3apaHee pa3pad0TaHHOW KOMaHJI0N PO TypHI.

Tema 9. Project Presentations Analysis. Course Overview.
JncKyccusi Mo UTOraM npe3eHTauuii NpoeKTa.

7. Y4eOHas 1uTEepaTypa U pecypchbl HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
HNuTepHeT

7.1 Ocnosnaa rumepamypa

1. Access to the World of Business and Professional Communication. Study Guide for Blended
Learning. Step | (Modules I and Il) : yuebnoe noco6ue / T. C. [Tyrunosckas, B. H. 3aiiuesa, E. C.
[MaBiok [u ap.] ; mox penakiueii T. C. [TyrumoBckoit. — Mocksa : Aii [Tu Ap Menua, 2020. —
166 c. — ISBN 978-5-4497-0267-8. — TekcT : anekTpoHHbI // D1eKTpOHHO-0MOIMOTeUHAs
cucrema IPR BOOKS : [caiit]. — URL.: http://idp.nwipa.ru:2067/94721.html

7.2 /lonoanumenshas numepamypa

1. Edward de Chazal &Louis Rogers. Oxford EAP. A Course in English for Academic Purposes.
Intermediate/B1+— Oxford University Press, 2014 — 222c.

2. Edward de Chazal & Sam McCarter. Oxford EAP. A course in English for academic
purposes.Upper-intermediate/B2— Oxford University Press, 2014 — 239c.

3. Erica J. Williams. Presentations in English. Find Your Voice as a Presenter, - Macmillan-
2015 - 127 ¢/

4. Michael Vince, Amanda French, IELTS Language Practice. English Grammar and
Vocabulary., 2015 — 296 c/

5. Michael McCarthy, Felicity O’Dell. Academic Vocabulary in Use. — Cambridge University
Press, 2014 — 176c.

6. Mark Powell, Dynamic Presentations. Professional English. DVD Workbook. Cambridge
Business skills, - Cambridge, 2011

7. Ken Paterson with Roberta Wedge, Oxford Grammar for EAP, English Grammaarand Practice
for Academic Purposes, Oxford, 2014- 223 c.

8. Marion Grussendorf, English for Presentations, Express series, Oxford, 2011,- 80 c.

7.3 HopmamueHvle npasoevie OOKyMEHmMbl U UHAA NPABO6AA UHDOpMayus
He ucnons3yercs

7.4Yueono-memoouueckoe ovecneuenue 0131 camocmoamenbHou padomol

UEfAP  Academic  Writing  Files.  Vocabulary  Exercises  for ~ AWL.www.
Cambridge.org/elt/dynamicpresentations.
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7.5. Humepuem-pecypcol

1. BBC Learning English - News Report. [Daexrponnsiii pecypc]. Pexxum mocryma: URL:
http://lwww.bbc.co.uk/learningenglish/english/features/news-report

2. Listen & Watch | LearnEnglish | British Council. [Dnextponnsiii pecypc]. Pexum mocryma:
URL.: http://learnenglish.britishcouncil.org/en/listen-and-watch

3. BBC Learning English - 6 Minute English. [Daektponnsiii pecype]. Pesxum goctyma: URL:
http://www.bbc.co.uk/learningenglish/russian/features/6-minute-english

4. TED-Ed: Lessons Worth Sharing. [9nexrponnsiii pecypc]. Pexum goctyna: URL:
http://ed.ted.com/lessons

5. CnoBapu uznarenbctBa Cambridge University Press. [Qnekrponssiii pecypce]. Pexxum
noctyna: URL: http://dictionary.cambridge.org

6. CnoBapu nznarenbcTBa Macmillan. [DnekTponnslit pecypc]. Pexum nocryna: URL:
http://www.macmillandictionary.com

7. CnpaBounblii moptain ciioBapeit m3narenabctBa Oxford University Press. [DnekTpoHHBII
pecypc]. Pexxum nocryna: URL: http://www.askoxford.com

8. Yourdictionary.com [Topran cioBapeit (IMHTBUCTHYECKHE, TPMUHOJIIOTUICCKUE CIIOBApU
AHTIIMICKOTO s13bIKa) [DIeKTPOHHBIH pecypc]. Pexum mpocrtyma:
URL.:.http://www.yourdictionary.com

9. bubaunoTeyHo-crpaBouHbIi moptan Library Spot. [DnekTponHblit pecypc]. Pexum gocryma:
URL.: http://www.libraryspot.com

10. Te3aypychl Ha cripaBo4HO-00pa3zoBareibHOM mopTaie LibrarySpot. [DnexkrponHsiii pecypc].
Pexxum nocryma: URL: http://www.libraryspot.com/thesauri.htm

11. Professional_Communication . [Dnextponnsiii pecypc]. Pexxum gocryma:
URL:https://wikieducator.org/

12. Stephanie Schnurr, Exploring Ways to Professional Communication. Language in Action.
Rouhledge Taylor & Francis Group, London and New York, [DnektponHsiii pecypc]. Pexxum
noctyna: URL:http://cw.routledge.com/textbooks/rial/data/9780415584838 sample.pdf

13. Fluent English — o06pa3oBatenbhblii IpoeKT. [AnekTpoHHslii pecypc]. Pexxum nmoctyma: URL:
http://www.fluent-english.ru

14. Richard Nordquist, Professional Communication. Glossary of Grammar and Rhetorical Terms,
2015. [DnexTponHsIit pecypcl]. Pexum JIOCTYyTIa URL:
http://grammar.about.com/od/pg/g/Professional-Communication.htm

http://faculty.ucr.edu/~hanneman/nettext/C7 Connection.html

Caiit HayuHoii 6udamorexu C3MUY http://nwipa.ru

1. Onexmponnvie yuebnuxu 3n1eKTpoHHO - OnbauoreyHoi cucremsl (ObC) «AdyKe»

2. DnekmpornHbvle yueOHuKu IEKTPOHHO — Onbmmorednoi cuctemsl (OBC) «JIaHb»

3. Hayuno-npaxmuyeckue cmamvu no puHancam u meneoxcmenmy VI3paTenbekoro mroma
«bubanoreka I'pedeHHnKOBA)

4. Cmamovu u3z nepuooudeckux u30anull no 00WeCmeeHHbIM U 2YMAHUMAPHBIM HAYKAM
«HcT - Bbro»

5. Ouyuknoneouu, cnosapu, cnpasounuxu «PyopuKkon»

6. Anzcnoazviunvie pecypcot EBSCO Publishing- oocmyn k myremuoucyunmunapnviv
NOJIHOMEKCMOBbIM OA3aM OAHHBIX PA3IUYHBIX MUPOGLIX U30AMENbCME NO OU3HECY, IKOHOMUKE,
Qunancam, byxeanmepcKomy yuemy, 2yMaHUMAapHuIM U eCIeCcmEeHHbIM 001ACMAM 3HAHUI,
pegepamam u norHvIM MEKCMAam RYOIUKAUUTL U3 HAYYHBIX U HAYYHO—NORYIAPHBIX HCYPHANL08.

7. Emerald- kpynueiiwee muposoe usoamenscmeo, cneyuaiusupyroweecs Ha
INEKMPOHHBIX HCYPHANAX U 6A3AX OAHHBIX NO IKOHOMUKE U MEHEONCMEHMY.
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7.6 Hnwie pecypcot
He ucnons3yrorcs

8. MarepuajibHO-TeXHHYeCKasi 6232, HH(POPMAIMOHHBIE TEXHOJIOTUH, TPOrPAMMHOE
o0ecnieyenue 1 UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Kypc BkiIO4YaeT MCMoiab30BaHKME IporpamMMHOro obecnedeHus: Microsoft Excel, Microsoft
Word, Microsoft Power Point 1151 moAroTOBKM TEKCTOBOTO M TAOJIMYHOTO MaTepHasia, rpadudecKux
wiutroctpanui. [Iporpamma «AHTUILIaruaT.

Metoasl  00ydeHMs] MpEANojaraloT  HCIOJb30BaHHE HHPOPMAIMOHHBIX  TEXHOJIOTHA
(KOMIIBIOTEPHOE TECTUPOBAHUE, IEMOHCTPAIUS MYIbTUMEIUNHBIX MaTEPUATIOB).

3aneiicTBOBaHbl VIHTEpHET-CEPBUCHI M DIIEKTPOHHBIE pPECYpChbl (ITOMCKOBBIE CHCTEMBI,
AJIEKTPOHHAS [10YTa, MPOPECCHOHANbHbIEC TEMAaTUYECKHE YaThl U (DOPYMBI, CUCTEMBI ayJIMO0 U BUIECO
KOH(pepeHINi, OHJIaliH SHILMKIIONEANHU, CIPABOUYHUKH, OMOIMOTEKH, AJIEKTPOHHbIE Y4eOHbIE U
y4eOHO-METOIMYECKHE MaTEPHAIIBI).

Komnvromepnvie u ungopmayuoHno-koMmyHukamuenvie cpedcmaa.
Texnuueckue cpeocmea 0OyueHus

Nenn/m | HaumenoBanue

1. Crenuanu3upoBaHHbIC 3aJ1bI JJI IPOBEACHUS JICKIIUMN:

2. Crneunanu3upoBaHHas MeOelb U OPICPe/ICTBA: ayAUTOPUU U KOMIIBIOTEPHBIE KJIACCHI,
000pyI0BaHHBIE MOCAIOYHBIMU MECTAMHU

3. Texnuueckue cpenctBa oOyuyeHus: IlepcoHallbHbIE KOMIBIOTEPHI;, KOMITBIOTEPHBIE

IIPOEKTOPbI; 3BYKOBbIE JMHAMUK{; IPOrpPaMMHBIE CpEACTBa, OOECIEYUBAIOLINE
IPOCMOTP BUAe0(ailsioB.
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