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1. AHHOTAIUA K TUCLHMILJIUHE

Pabouas mporpamMma auctuIuinHbl «VIHOCTpaHHBIM S3BIK» COCTaBlieHAa B COOTBETCTBUU C
tpeboBanusimu 38.03.03 VmpaBneHue mepcoHANOM, HaMpaBIeHHOCTh (mpoduis): YmpaBieHue
MEPCOHAJIOM OpraHu3aluu, pa3paboraHa Ha ocHoBaHMM DenepaibHOTO TOCYJAPCTBEHHOTO
00pa30BaTEeNBHOTO CTAHJApTa BBHICHIErO OOpa3oBaHHs MO HampaBieHUIO MoArotoBku 38.03.03
VYopaBiieHue MEpCcoHANIOM, YTBEPKIEHHOTO NpHUKa3oM MHUHHCTEPCTBA HAyKH M BBICHIETO
obpaszoBanus Poccutickoit denepanuu ot 12.08.2020 1. N 955.

Pabouas mporpamma coAepUT o0O0s3aTelbHbIC A HM3YYEHUS TEMbl [0 JUCHUIUIMHE
«MHocTpaHHBIl  sA3bIK».  JIMCUMIUIMHA  HOCUT  KOMMYHUKATHBHO  HAIIPaBICHHBIM U
npodeccnoHaNTbHO-OPUEHTUPOBAHHBIN XapakTep, a ero 3ajladd ONpEeNeNsIOTCS MOTPEOHOCTIMHU
CIELUAINCTOB COOTBETCTBYIOIIETO MPO(HIIS B MHOSI3BIYHOM MPO(hecCHOHAIBHOM A TeTbHOCTH.

MecT0 AUCUMIVIMHBI B CTPYKTYpe OCHOBHOI TMpo(ecCHOHANBHON 00pa3oBaTe/IbHOM
NPOrpamMmbl

Hacrosimas aucuuIuiiHa BKIIOYEHA B 00s13aTenbHyI0 YacTh biaokal Juciumimuasl (MOLym)
yueOHBIX 1IaHoB HampaBieHuss moarotoBku 38.03.03 VYmpamnenue mepcoHaIoM, YpPOBEHb
OakajaBpuara.

Hucnurnnuna muzyyaercs Ha 1 kypce, B 1 u 2 cemectpax, Ha 2 Kypce B 3 cemecTpe s
OYHOM, OYHO-320YHOM U 3a04HOM (hopM 00yueHusi. DopMbl KOHTPOJIS: 3a4eT — B 1 U 2 ceMecTpax,
9K3aMeH — B 3 CeMecTpe.

Leab ocBoeHus: AMCHMILIMHBI «HOCTpaHHBIN A3BIK» — POPMUPOBAHUE SI3BIKOBOW KOMIETEHIIHH
y oOydarommxcsi uisi oOecrieueHus] ypoOBHS 3HAHWW M YMEHHWH, IO3BOJSIONIMX IT0JIb30BaThCS
WHOCTPAaHHBIM S3BIKOM B Pa3jMYHBIX 00JAcCTsIX MpodeccHOHANbHON AeATeNbHOCTH, HAYYHOU U
MPAKTUIECKON paboTe, B OOIICHWH ¢ 3apyOeXHBIMU TapTHEpPaMH, IS camMooOpa3oBaTEIIbHBIX H
JIPYTUX LIEJIEH.

OcHoBHbIE 3aJa4H AU CHUILINHBI .

1. Axryanu3anus TEOPETHUECKUX OCHOB YU€OHOMH JUCIUIINHBI.

2. ®opMupoBaHHE YCTOWYMBBIX YMEHHUH MPOAYKTUBHOTO IUIaHa (TOBOPEHHE, IHUCHbMO) W
PELENITUBHOIO IUlaHA (YTEHUE, ayAMpPOBaHUE) Uil OCYIIECTBIEHUS Npo(ecCHOHANBHOM
KOMMYHHKAIUU.

3. OOyueHune co3HATEIbHOMY OTOOpY SI3BIKOBBIX CpEACTB Il BBIPQKEHHUS CBOUX MbICIEH B
Pa3IMYHbIX CUTYaLUAX PEYEBOr0 OOLIEHHUS B paMKaX U3y4YE€HHBIX TPO(ECCUOHATIBHBIX TEM.

4. ®opmupoBaHue JIEKCUKO-TPaMMaTUYECKUX yMEHUU nepeBoaa uHpopMaun
Ipo(ECCHOHAIIBHOIO XapaKTepa ¢ MHOCTPAHHOIO SI3bIKa HA PYCCKHM M C PYCCKOIO S3bIKa Ha
MHOCTPAaHHBIN.

5. CoBepieHCTBOBaHME JUYHOCTHBIX KayecTB OOYYalOUIMXCs, CBA3aHHBIX C (POpMHpPOBAHUEM
HaBBIKOB CaMOOOpAa30BaHMs, PACHIMPEHUE CTPAHOBEAUYECKOTO M OOLIEKYJIbTYPHOTO Kpyro3opa,
pocToM npodhecCHOHATHHON KOMIIETEHITUH.

Komnerennuu od0y4armmerocsi, opMupyemMbie B pe3yJIbTaTe 0CBOCHUS TUCHHUIINHBI:

YK-4.1 — BeibupaeT KOMMYHUKAaTUBHO NPUEMIIEMbIE CTUJIb U CPEJICTBA B3aUMOJACHCTBUS B
OOIIEHUN Ha TOCYIApCTBEHHOM s3blke P® u HMHOCTpaHHOM(-bIX) SI3BIKAX, B TOM YHCIE C
UCIOJIb30BaHUEM CPECTB MHPOPMAIIMOHHO-KOMMYHUKAaIMOHHBIX TexHooruit (UKT).

YK-4.2 — Bezer 1en0BYy10 epenucKy Ha TOCYAapCTBEHHOM si3bike PD 1 nHOCTpaHHOM(-BIX)
SI3bIKaX.

YK-4.4 — CnocoGeH OCyLIeCTBIATH JEIOBYI0 KOMMYHHUKAIIMIO B YCTHOM M MHCbMEHHOMN
¢dbopMax Ha rocynapcTBeHHOM si3bike Poccuiickoil @enepanui 1 HHOCTPAaHHOM(BIX).

2. IlepeyeHp NJIAHMPYEMBIX Ppe3yJbTATOB O0Oy4YeHHMs, COOTHECEHHBIX C IIAHUPYEMBIMH

pe3yJibTaTaMM 0CBOEHHSI OCHOBHOI NpodeccuoHaIbHOH 00pa30BaTeIbHOM MPOrpaMMbl
4



[Iportlecc w3yuyeHWs NUCUUIUIMHBI HAmpaBieH Ha (GOPMUPOBAHHWE KOMIIETCHIIUH,
npeaycMoTpeHHbix @PI'OC BO no nanpasienuto noarotoBku 38.03.03 YmopasieHune nepcoHanoM,
HaNpaBJICHHOCTH (Mpoduib): YpaBieHue nepcoHaioM OpraHu3alliy, pa3paboTaHa HA OCHOBAaHHUU
@denepalibHOTO TOCYJAapCTBEHHOTO OOpPa30BaTEIbHOTO CTaHJapTa BBICIIETO OOpa30BaHMS 110
HanpasiieHuto nojaroroBku 38.03.03 VmpapieHue NepcoOHaIOM, YTBEPXKIAEHHOTO IPUKA30M
MuHucTepcTBa HayKH U BhIciiero oopazoBanus Poccuiickoit @enepanuu ot 12.08.2020 r. N 955.

Kon Pesynbrarer ocBoenns OOI1L Kon n nanmenoBanmue Dopmbl
KOMIIETEHIIUHU | (coaep:KaHue KOMIETEHIIMH) | HHAMKaTopa JocTikeHus YK 00pa3oBaTenIbHOM
JIeATeIILHOCTH,
CIOCOOCTBYIOIINE

(hopMUPOBaHUIO U
Pa3BUTHIO KOMIICTECHIIUH

YK-4 Crocobern  ocymectBisaTh | YK-4.1. Bri6bupaer | KonTaktHas pabora:
JICTIOBYI0 KOMMYHUKAIIMIO B | KOMMYHUKAaTHBHO TpuemieMble | Jleknuu.
YCTHOW ¥ THCBMEHHOW | CTHJIb " cpeactsa | [IpakTryeckue 3aHATHS.
hopmax Ha | B3auMoJieHcTBHsI B oOmeHnn Ha | CaMOCTOSTeIbHAS

rOCYyJapCTBEHHOM  SI3bIKE | TocyAapcTBeHHOM si3pike P® u | pabora
Poccuiickoii ®expepaiii U | MHOCTpaHHOM(-bIX)  SI3bIKAX, B

WHOCTPaHHOM(BIX ) TOM 4HCJE C HCIHOJIb30BaHHEM
SI3BIKE(aX) CPEeICTB MH(POPMAIIOHHO-
KOMMYHUKAITUOHHBIX

texHonoru (MKT).

YK-4.2. Bener JIEIIOBYTO
MEPENUCKy Ha rOoCyJapCTBEHHOM
s3pike PO 1 mHOCTpaHHOM(-BIX)

SI3BIKAX.
YK-4.4. CriocobeH
OCYILECTBIIATh JIETIOBYIO
KOMMYHUKAllMl0 B YCTHOW U
MMMCEMEHHON dhopmax Ha
roCyJapCTBEHHOM SI3BIKE

Poccuiickoii ~ ®epepaunu U
WHOCTpaHHOM(BIX) s3bIKe(ax)

3. O0beM AUCHUILIMHBI B 324eTHBIX €IMHUIAX C YKA3aHHEM KOJHYECTBA aKaJeMHYeCKUX
YacoB, BbIIeJEHHBIX HA KOHTAKTHYI0 padoTy o0y4amoluuxcs ¢ npemnojaBarejieM (10 BUaaM
3aHATHH) U HA CAMOCTOSAATEJIbHYI0 padoTy 00y4arommuxcs

OO01mast TpyA0€MKOCTh JTUCIUTIINHBI COCTABISET 9 3a4STHBIX STUHUIIBL.

3.1 O0bém IMCHMIJIMHBI 10 BUAAM Y4eOHBIX 3aHATHH (B Yacax)

Bcero yacos
ouHas hopma OYHO-3304YHas | 3a04Has Gopma
O0BEM TUCHUIITTHHBI 00yueHus popma 00yueHus
o0Oy4JeHus
OO0mast Tpy10eMKOCTb AUCLHUIIIIHHBI 324
KonTakTHas paboTta 00y4aromuxcs ¢
p ot 128 68 30
npernojaBareneM (Bcero)
AynutopHas pabota (Bcero): 128 68
B TOM 4YHUCIIE:




Jlexun

CEMHUHApPBI, IPAKTHYCCKUE 3aHATHS 126 66 28

nabopatopHbie paboTHI - - —

Koncynpranus 2 2 2

Bueaynutophas pabora (Bcero): 160 220 277

B TOM YHUCIIC:

CamocrosrenpHas pabota oOy4aromuxcs (Bcero) 160 220 277

Kontpons 36 36 17
3ager — 1, 2 3ayer — 1, 2 3ager — 1, 2

Bun MPOMEKYTOYHOM aTTeCTalllu | CEeMECTp; ceMecTp; ceMecTp;

oOyyaromerocs 9K3aMeH — 3 9K3aMeH — 3 9K3aMeH — 3
ceMecTp ceMecTp ceMecTp

4. Conepmaﬂne AUCHUIIJIMHBI, CTPYKTYPHPOBAaHHO€ 10 TEMaM (pasne.naM) C YKa3aHUueM
OTBCACHHOI'0 HA HUX KOJHYECTBA aKaJICeMHUYECCKUX YaCoB U BU10B y'—lEﬁHle 3aHATHII

4.1 Pazjesibl AMCHUNIMHBI U TPY10€MKOCTD 10 BUIaM Y4eOHbIX 3aHSATHIA
(B akaJileMHUYECKHX 4aCax)

AJist 09HOH (popMBbI 00yUeHH S

Neni/n Paspnennl u Tembl Buabl yueOHo# padoThl, BKIKOYAs Buj ouenounoro
AUCUMILINHBI CaMOCTOSITeJIbHYIO Pa0OTy CTYEHTOB H cpelacTBa
TPYI0€MKOCTH (B 4acax) TeKylero
Bcero N3 Hux KOHTPOJIsA
ayIUTOpPHbIe ycneBaemMocCTH,
3aHATHSA MPOMEKYTOYHOM
arrecTalMu
o (no cemecmpam)
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Paszmen 1. Education policy in Russia and abroad
1 Higher education in 1 10 5 5 Onpoc, 1oKIaj ¢
Russia Hpe3eHTaIMeH
My university: entrance
2 requirements, faculty 1 10 5 5 Omnpoc, KoKz ¢
members, leisure time npe3eHTaIune
activities
L Omnpoc, 1oknaz c
System of education in . pe 36H§a Heifl
3 Great Britain and the 1 10 5 5 J_I[)eKCquEKHﬁ'
USA
JOAKTAHT
Paznmen 2 How management developed
4 What is management? 1 10 5 5 Ompoc, ToKmaz ¢
The history of npe3eHTaluel
y p




management

5 Modern management 1 10 5 5 Ormpoc, ToKIaz ¢
theories npe3eHTauen
Globalization and Ilepeox TexcTa

6 Competition Trends in 1 10 5 5 TexcHtecKit
Human Resource

IUKTAHT
Management

7 Management features in 1 12 6 6 I'pynmoBas
different countries nmuckyceus. Tect
3aqer 1 + CobecenoBanue 1o

BOITPOCAaM K 3a4CTy
BCEI'O, 1 cemecTp: 72 - - 36 36 3auer
Pazgen 3. Business correspondence
Business letters: types of Omboc. T0KIAL ¢
8 letters. Peculiarities of 2 16 5 11 poc, A o
- Mpe3CHTAUNEN
business correspondence
Ormpoc, moxam ¢
. Mpe3eHTalue.
9 Telephonlng. GVSand 2 15 5 10 [TepeBox Tekcra.
interviews .
Jlexcruueckuit
IOUKTAHT.
Pasnen 4. Management styles
Four main roles of a Ompoc, AOKITAZ €
manager. The functions MPE3CHTAIICH.

10 : - 2 16 6 10 [lepeBon Tekcra.
of managers at different

I'pynnosas
levels of management

JUCKyCCusl
The types of business Omnpoc, A0k ¢

11 | communications inside 2 15 5 10 npe3eHTanue.
the organization [TepeBoa TekcTa

Omnpoc, noknan ¢
Time management: time Mpe3eHTaIMeH.

12 | management skills, tips 2 15 5 10 [epeBon Tekcra.

for effective use of time Jlekcuyeckuii
JUKTAHT

A modern manager:

personal characteristics, Omnpoc, T0KIaz ¢

skills and abilities Mpe3eHTalneH.

13 | required for effective 2 15 5 11 ITepeBos TeKCTA.
Mmanagement. I'pynnoBas
The portrait of a Russian JICKYCCHSL.
manager
Team building: the Ompoc. [TepeBon

14 different roles of team 9 16 5 10 TeKCTa.
members, team Jlekcuyeckuii
performance nuKTaHT. TecT.
3auer 2 + ColeceroBanue 1o

BOIIpOCaM K 3a4€Ty
BCEI'O, 2 cemectp: 108 — — 36 | 72
Paznen 5. The Effectiveness of Recruiting
Personnel management: ITepeBos TeKCTa.

15 | Employee Selection. Job | 3 | 15,5 8 7,5 Omnpoc, T0KIaz ¢
description npe3eHTalueH

16 Staf)c training. Employee 3 | 135 6 75 IlepeBon TeKCTa.
motivation Jlexcuueckuii




JTUKTaHT

Planning as one of the
major responsibilities of

Ormpoc, moxan ¢

management. The types TPC3CHTAIHCH.
17 of plans. ' 3 | 155 8 7,5 [lepeBon Tekcra.
Recommendations for T'pynmosaz
effective planning AHCKycCHa
Pazgen 6. Discriminatory Employment Practices
18 Employee Safety and _ 3 | 155 8 75 Omnpoc, KoK ¢
Health. Insurance Benefits npe3eHTalueH
Problem solving:
individual and group
roblem solvin Tlepesox Texcra.
19 | Probe g 3 | 155 8 |75 I'pymmosas
techniques, stages of
consideration and JmcKycend
resolution of the problem
Pasnen 7. The company’s competitiveness
International
management: managing OMboc. IOKIAL C
20 | large English Russian 3| 15 8 7 Poc, JIOKIaL
. . Mpe3eHTalnen
and international
companies
Approaches to
managing the company
in a changing external I
21 | environment. The ways 3 | 155 8 75 CPEBOIL TEKCTA.
. Tect
to improve the
company's
competitiveness
Koncyabranus 3 2 2
OTBeTHI HA
JK3aMeH 3 36 BOTIPOCHI OMjieTa K
JK3aMEHY
BCEI'O, 3 cemectp: 144 - — 56 52
UTOr O 324 - - 128 | 160
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Pasnen 1. Education policy in Russia and abroad

1 Higher education in 1 10 3 7 Onpoc, noknaz ¢
Russia npe3eHTauen
My university: entrance
2 requirements, faculty 1 10 3 7 Omnpoc, T0oKIaz ¢
members, leisure time npe3eHTaIneH
activities
System of education in Ompoc, JIOKTANLC
3 Great Britain and the 1 10 3 7 PpeseHTaies.
USA Jlexcuueckuit
OUKTAHT
Pazmen 2 How management developed
What is management? 0
4| The history of 1| 10 3 |7 1poc, IoKAal ¢
Npe3eHTalnen
management
5 Modern management 1 10 3 7 Ormpoc, moKan ¢
theories npe3eHTaluei
Globalization andd TTepesost TexcTa
Competition Trends in .
6 Humgn Resource 1 10 3 7 Jlekcnueckuit
OUKTAHT
Management
7 Management features in 1 12 5 10 I'pynmoBas
different countries muckyccust. Tect
3aqer 1 + CobecenoBanue 1o
BOIpOCaM K 3a4€Ty
BCEI'O, 1 cemecTp: 72 - - 20 52 3auer
Pasnen 3. Business correspondence
Business letters: types of 0
8 letters. Peculiarities of 2 16 3 13 1pOC, AOKAAN ©
business correspondence fpeseHTammen
Ormpoc, noxian ¢
. pe3eHTalueH.
9 Telephonlng. CVs and 2 15 2 13 HeppeBon TEKCTA.
interviews .
Jlekcudeckuii
JUKTAHT.
Pasnen 4. Management styles
Four main roles of a OHISZ ZZ;?SEEZE ¢
10 manager. The fur_wctlons 2 16 4 12 [TepeBoa Tekcra.
of managers at different r
levels of management pyHmoBas
JIUCKYyCcCcHus
The types of business Omnpoc, Aok ¢
11 | communications inside 2 15 2 13 HpE3CHTAIIUCH.
the organization [TepeBo TekcTa
Ormpoc, noxian ¢
Time management: time HpE3CHTAIINCH.
12 | management skills, tips 2 15 2 13 ITepeBos TEKCTA.
for effective use of time Jlekcuueckmii
JUKTAHT
A modern manager:
personal characteristics, Ompoc, ToKmaz ¢
skills and abilities Mpe3eHTalueH.
13 | required for effective 2 16 4 12 IlepeBon Tekcra.
Mmanagement. I'pynnoBas
The portrait of a Russian JICKYCCHSI.

manager




Team building: the

Ompoc. [TepeBox

14 different roles of team 5 15 3 12 TekcTa.
members, team Jlekcuyueckuii
performance JuKTaHT. Tecr.
3aqer 5 + CobecenoBaHue 1Mo

BOIPOCAaM K 3a4CTy
BCEI'O, 2 cemecTp: 108 20 88
Pasnen 5. The Effectiveness of Recruiting
Personnel management: ITepeBox TEKCTA.

15 | Employee Selection. Job | 3 15 4 11 Omnpoc, Aok ¢

description Ipe3eHTanmei
. ITepeBon Tekcra.

16 Staff training. Employee 3 15 4 11 HI;KCI/IquKHﬁ

motivation

JUKTAHT
Planning as one of the
major responsibilities of Onpoc, JOKIAL ¢
management. The types MPE3CHTAIICH.

17 of plans. 3 15 4 11 IlepeBon Tekcra.
Recommendations for I'pymmosas
effective planning suckycens

Paznen 6. Discriminatory Employment Practices

18 Employee Safety and _ 3 15 3 12 Ompoc, JIOKIaJL ¢
Health. Insurance Benefits Ipe3eHTanmei
Problem solving:
individual and group

roblem solvin Tepeson Texcra.

19 | Prob g 3| 15 4 | 11 I'pymmosas
techniques, stages of
consideration and aucrycent
resolution of the problem

Paznmen 7. The company’s competitiveness
International
management: managing OIDOC. HOKIAL

20 | large English Russian 3 15 3 12 poc, 2 o
and international fipeseHTatmen
companies
Approaches to
managing the company
in a changing external n

21 | environment. The ways 3 16 4 12 CPEBOAL TEKCTA.

. Tect

to improve the

company's

competitiveness
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Pasnen 1. Education policy in Russia and abroad

1 Higher education in 1 8 1 7 Omnpoc, T0KIaz ¢
Russia Ipe3eHTanmei
My university: entrance

2 requirements, faculty 1 10 1 9 Omnpoc, T0KIaz ¢
members, leisure time Mpe3eHTaIneH
activities
System of education in OHHIZ: Zgﬁzlﬁg ¢

3 Great Britain and the 1 10 1 9 P HeH.
USA Jlexcuaeckmit

JOUKTAHT
Paznen 2 How management developed
What is management? OmPoc. TOKIAL ¢

4 The history of 1 10 1 9 poc, A o
management Npe3eHTalunen

5 Modern management 1 10 1 9 Omnpoc, noknaz ¢
theories Mpe3eHTaIneH
Globalization and Ilepesox Tekcra

6 Competition Trends in L
Human Resource 1 10 ! 9 HeK;ﬁ:;;I;HH
Management !

7 Management features in 1 10 9 8 I'pynmoBas
different countries quckyccust. Tect
- 1 4 4 CobecenoBanue 1Mo

BOIPOCAM K 3a4CTy
BCEI'O, 1 cemecTp: 72 - — 12 60 3auer
Paszmen 3. Business correspondence
Business letters: types of OlPoc. HOKNAL ¢
8 | letters. Peculiaritiesof | 2 | 15 1 | 14 Hpege’HI; ) Heiﬁl
business correspondence P s
Omnpoc, noknan ¢
. IIPE3ECHTALUEH.
9 ;I;ﬁ:;?/?:vr\]llsng' CVs and 2 14 1 13 [lepeBon Tekcra.
Jlexcruueckuit
JOUKTAHT.
Pazgen 4. Management styles
Four main roles of a Omnpoc, T0KIaz ¢
manager. The functions npe3eHTanuei.
10 of managers at different 2 15 2 13 ITepeBos TekcTa.
levels of management I'pymmoBas
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JIACKYCCHUS

The types of business

Ompoc, nokmnazn ¢

11 | communications inside 2 15 1 14 Mpe3eHTanue.
the organization IlepeBon TekcTa
Ormpoc, moxan ¢
Time management: time npe3eHTanuei.
12 | management skills, tips 2 15 1 14 IlepeBon TekcTa.
for effective use of time Jlekcuyueckuii
JUKTAHT
A modern manager:
personal characteristics, Omnpoc, T0KIaz ¢
skills and abilities Ipe3eHTannei.
13 | required for effective 2 15 1 14 [lepeBon Tekcra.
Mmanagement. I'pynnosas
The portrait of a Russian JICKYCCHSL.
manager
Team building: the Onpoc. [lepeox
14 different roles of team 9 15 1 14 TeKCTa.
members, team Jlexcnueckuit
performance JUKTaHT. TecT.
- 5 4 4 CobecenoBanue 1o
BOMPOCAM K 3a4ETY
BCEI'O, 2 cemectp: 108 - — 12 96
Paznen 5. The Effectiveness of Recruiting
Personnel management: IlepeBon Tekcra.
15 | Employee Selection. Job | 3 19 2 17 Omnpoc, A0k ¢
description Ipe3eHTanmei
. ITepeBon Tekcra.
16 Staﬁ tra_lnmg. Employee 3 19 2 17 J'II;:KCI/I%CKHI‘/'I
motivation
IOUKTAHT
Planning as one of the
. S Omnpoc, noknan ¢
major responsibilities of .
management. The types TPE3CHTAICH.
17 of plans. 3 20 2 18 [TepeBox Tekcra.
Recommendations for I'pynmosas
effective planning pciycens
Paszen 6. Discriminatory Employment Practices
18 Employee Safety and _ 3 18 1 17 Onpoc, JIOKIIAJL ©
Health. Insurance Benefits npe3eHTalueH
Problem solving:
individual and group Ilepesox Tekcra
19 problgm solving 3 19 2 17 I'pynnoBas
techniques, stages of
consideration and ckycerst
resolution of the problem
Pasnen 7. The company’s competitiveness
International
management: managing Omboc. TOKIAL ¢
20 | large English Russian 3 18 1 17 poc, A o
and international fpeseHTatmen
companies
Approaches to
managing the company
21 | inachanging external 3 20 2 18 Tepesox rexcra.

environment. The ways
to improve the

Tect
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company's
competitiveness
KoncyabTamus 3 2 2
OTtBeTH Ha
IK3aMeH 3 9 9 BOIIPOCHI OMJIETA K
9K3aMeHy
BCEI'O, 3 cemectp: 144 23 121
HUTOI'O 324 47 | 277

4.2 Conepxxanue TMCUUILIMHBI, CTPYKTYPUPOBAHHOE 110 pa3aejiaM

Paznen 1. Education policy in Russia and abroad.
Tema 1. Higher education in Russia

Word-building (prefixes, suffixes, conversion). Word-building (prefixes, suffixes,
conversion). The simple sentence. Statements, questions, imperatives, exclamations.

HCpCBOII CIIOB H CIIOBOCOYETAaHUU (MHOI‘OBHa‘-IHHe CJioBAa U OMOHHMBI, CHHOHHMBEI H
AHTOHUMBI, (bpa360J'IOFI/I3MH; 3aMMCTBOBAHUA UM HEOJOTHU3MBbI, JIOKHBIC APYy3bi nepeBoz[qHKa;
YCTOWYHBBIC CIIOBOCOYETAHMUS) C YIETOM KYJIbTYPHBIX U SI3BIKOBBIX PEaITHil.

Tema 2. My university: entrance requirements, faculty members, leisure time activities.

The verb phrase. Verb tenses and aspects. Be, have, do. The active voice.

HepeBozL IIpOCTOro NpCaAIOKCHUA C TBEPAbIM IMMOPAAKOM CJIOB; Q)OpMaJ'IBHOFO moaJiekauiero
«it» N HCOIIPCACICHHO-JIMYHOI'O MCCTOMMCHUS U CJIOBA-3aMCCTHUTCIIA «0ne» Ha pYCCKI/Iﬁ SA3BIK.

HepeBozL riaaroima. OcoOeHHOCTH nepeBoJia pPYCCKUX TIJIAaroJioB B H3BABUTCIIBHOM
HaAKJIOHCHUH.

Tema 3. System of education in Great Britain and the USA
The simple tense forms. Simple Present. Simple Past. Simple Future.
Paznen 2. How management developed.
Tema 4. What is management? The history of management.

Singular or plural, countable and uncountable nouns. Much-many, little-few, a little- a few.
Possessive case. Indefinite pronouns.

[IepeBon vacrel peun.

IlepeBo MMEHM CYILIECTBUTENBHOrO: 0e3 ydera cdepbl MPUMEHEHHs; C y4deToM chepsl
MPUMEHEHUs] I'paMMaTHYECKHX KaTeropuil (majaex, poJl, YMCIO), CPElCTBA, KOMIIEHCHPYIOIINE
OTCYTCTBUC (I/IJ'II/I OrpaHUYCHHOC HAJIMWYUC IIPpU r[epeBo,ue) TOM WM HWHOHU rpaMMaTquCKOﬁ
KaTEeTOpUH.

HepeBo,u HMCHHU YHUCIUTCIIBHOTO U IIEPEBOJ MECTOMMEHUM.

Tema 5. Modern management theories.

The Article (the indefinite/definite), The use of articles with Common Nouns. The Zero-
article. IlepeBonm apTuUKIs Kak OMPENETUTENS CYIIECTBUTEIBHOTO; YCTOWYMBBIE COYETAHHUS C
HCOMIPCACIICHHBIM apPTUKIICM, YCTOﬁqHBLIe COUCTaHusA C OHNPCACIICHHBIM APTHUKIICM; YCTOIZHHBBIG
COUYCTaHHA C HYJICBBIM ApPTUKIIEM; CIIOXKHBIC ClIydan y1'[0Tp€6J'IeHI/I$I APTUKIIA.

Tema 6. Globalization and Competition Trends in Human Resource Management.

Adjectives and adverbs. Degrees of comparison. Prepositions. Phrasal verbs and patterns
with prepositions. IlepeBon WMMEHM NpWIATAaTEIBHOTO: CTENIEHH CPABHEHUS IPHJIarareibHBIX;
0COOEHHOCTH MEePEBO/Ia CIOKHBIX MPUIaraTeIbHbIX.

HepeBOII Hapcuus. prleOCTI/I nepeBoJia pPYyCCKUX Hapeqnﬁ Ha aHIVIMHCKUN SA3BIK,
00pa3yomMX CTETIEHN CPABHEHUS ITyTEM 3aMEeHbl KOPHSI CJI0BaA.
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Tema 7. Management features in different countries.

The Continuous Tense forms: Present Continuous, Past Continuous, Future Continuous.
Ways of expressing a future action.

Pa3znen 3. Business correspondence.
Tema 8. Business letters: types of letters. Peculiarities of business correspondence.

Reported speech. Reported statements, questions, commands.

IepeBox npeaIoKeHH co CTpyKTypoit «Sequence of Tenses» Ha pyccKuii A3bIK.

IlepeBoa nmpsiMON M KOCBEHHOW pedH (IIOBECTBOBATEIbHBIE MPEJIOKEHUS, BOIIPOCUTENIbHbBIE
MPEAJIOKEHUS,  CIIELUAIBHBIE  BOINPOCHL,  pPa3JeIUTEIbHBIE  BOIPOCHI,  IOBEIUTEIbHBIC
IIPEJIIOKEHUS ).

Tema 9. Telephoning. CVs and interviews.
The Perfect Tense forms: Present Perfect, Past Perfect, Future Perfect.
Paznen 4. Management styles.
Tema 10. Business letters: types of letters. Peculiarities of business correspondence.

Four main roles of a manager. The functions of managers at different levels of management.
The Perfect Continuous Tense forms: Present Perfect Continuous, Past Perfect Continuous,
Future Perfect Continuous.

Tema 11. The types of business communications inside the organization.
Tense forms in the Passive Voice. [lepeBo macCMBHBIX KOHCTPYKIIHI Ha PYCCKUI SI3BIK.
Tema 12. Time management: time management skills, tips for effective use of time.

Modals. May and can for permission in the present or future. May, might, can/could for
possibility. Could or was/were allowed to — for permission in the past. Requests. Can and be able to
for ability. Ought, should, must, have to, need for obligation.

Tema 13. A modern manager: personal characteristics, skills and abilities required for
effective management. The portrait of a Russian manager.

Must, have to, cannot, will, should for deduction and assumption.

[Iepenaya MOaIbHOCTH MO-AHTJIMMCKUA B YCTHOW U TMCBMEHHOM PEYM.

Bripaxkenne  MOAANbHOCTM  WHTOHAIMOHHBIMHU, JIEKCHYECKHUMH, T'PAMMaTHYECKUMH
CPEACTBAMHU SI3BIKA.

Tema 14. Team building: the different roles of team members, team performance.

The use of Subjunctive Mood. TIlepeBom cociaratenbHOrO  HAKJIOHCHHS B
CIIO)KHOIOAYMHEHHBIX IPEIOKEHUAX C TPUIATOYHBIMH  YCJAOBHBIMH Ha PYCCKHH  S3BIK.

Conditionals (Types 0, 1, 2, 3). Making a wish.
Pa3znen 5. The Effectiveness of Recruiting
Tema 15. Personnel management: Employee Selection. Job description.

The Verbals: Forms, Tense/Voice distinctions. The use of the Gerund. IlepeBon
repyHauajJbHbIX KOHCprKI_II/Iﬁ B Ka4yeCTBEC IIOJJICKAIECro, JOIIOJIHCHHU A, OIIPCACIICHUA,
00OCTOSITENTLCTBA HA PYCCKUI SI3BIK.

Tema 16. Staff training. Employee motivation.
The Infinitive: Forms, Tense/Voice distinctions. The functions of the Infinitive in the
sentence. Participle. Forms and functions of the participle in the sentence.
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[lepeBont WHPUHUTUBHBIX KOHCTPYKIMH B (YHKIMSAX MOJUIEXKAIIET0, CKa3yemoro,
JOTIOJTHCHHUSI, OTIPEICIICHHS, eI, HHOHHUTUBHBIX KoMmIutekcoB: «Complex Subjecty, «Complex
Object», «For-Phrase» na pycckuii si3bik. IlepeBol MpPUYACTHBIX OOOPOTOB Ha PYCCKHM S3BIK.
Crioco0bI TIepeBoa MPUYACTHUS U JCCTPUIACTHS Ha aHTJIUHCKHM SI3bIK.

Tema 17. Planning as one of the major responsibilities of management. The types of
plans. Recommendations for effective planning.

Planning as one of the major responsibilities of management. The types of plans.
Recommendations for effective planning. The Compound Sentence, clauses connected by means of
coordinating conjunctions: and, or, else, but and connective adverbs: otherwise, nevertheless, yet,
still, therefore.

Paznen 6. Discriminatory Employment Practices
Tema 18. Employee Safety and Health. Insurance Benefits.

Employee Safety and Health. Insurance Benefits. IlepeBoax mnpoOCTBIX MPEATOKSHHA.
OcoOeHHOCTH TIEpPeBOJIa HA AHTJIMHCKUMA S3BIK MPOCTHIX MPEIIOKEHUH C MPSIMBIM U OOpaTHBIM
MOPAAKOM CJIOB; C IPUYACTHBIMHA U JCCIPUIACTHBIMU O60pOTaMI/I.

Tema 19. Problem solving: individual and group problem solving techniques, stages of
consideration and resolution of the problem.

Problem solving: individual and group problem solving techniques, stages of consideration
and resolution of the problem. The Complex sentence: Subject Clauses, Predicative Clauses,
Attributive Clauses, Object Clauses, Adverbial Clauses, Relative Clauses.

Pa3nen 7. The company’s competitiveness

Tema 20. International management: managing large English Russian and international
companies.

International management: managing large English Russian and international companies.
[Tepeson crnoxxHomomurHEeHHBIX npetokenuit: Subject Clause, Predicative Clause, Object Clause,
Attribute Clause, Adverbial Clauses of Time, Condition, Cause na pycckuii s3bik. IlepeBo
MPEAJIOrOB, COIO30B, YACTHUIl HA AHTIUUCKHUH s3bIK. OCOOCHHOCTH TEPEeBOJIa COUYMHHUTEIIBHBIX U
IIOAYHNHUTECIIBbHBIX COIO30B Ha AHTJINNCKUN A3BIK. HepeBon CJIOKHBIX Hpe,[[J'IO)KCHI/Iﬁ
(CJ'IO)KHOCO‘-II/IHGHHBIX " CIIOKHOIIOAYMHCHHBIX, CMCIHIaHHBIX TI/IHOB) Ha aHIVINHCKUH SI3BIK.

Tema 21. Approaches to managing the company in a changing external environment.
The ways to improve the company's competitiveness.

Approaches to managing the company in a changing external environment. The ways of
improving the company's competitiveness. The emphatic Do, Cleft sentences. Double negation: the
participle Not before a negative adjective/adverb. IlepeBom mnpemnoxeHuii ¢ pacdieHEHHON
ctpykrypoit (Cleft Sentences) Ha pycckuil si3pik. Pa3nuuus B NyHKTyalluu B aHTJIMACKOM U
PYCCKOM s3bIKax JJIsi MHCBMEHHOTO MepeBoja: 3arsras (comma); Touka ¢ 3amsToi (semi-colon);
nsoeroune (colon); Tupe (dash); neduc (hyphen). Ellipsis.

5. IlepeyeHb Y4eOHO-METOAUYECKOr0 oOOecmedYeHHs] [JIA CAMOCTOAATEJIbHONH PadoThI
00y4arouuXxcH Mo JUCUMUIIIIMHE

CamocTtosTenbHas pabota oOydaromuxcs Mpu H3ydeHUu Kypca «HOCTpaHHBIN S3BIK»
mpejrnoiaraeT, B TEPBYI oOdYepenb, paboTy C OCHOBHOW W JIOTIOJHUTENBHOW JIMTEPATypOH.
PesynpTaramu 3TOM pabOTHI CTAHOBSITCS BBICTYIUICHHS Ha MPAKTUYECKUX 3aHATHUAX, Y4acTHUE B
00CyXICHHUH.

MeTtoimka caMOCTOSITENBHON Pa0OTHI MPEABAPUTEIHHO PA3bICHIETCS MPENnoaBaTesieM U B
MOCICAYIOMIEM MOXKET YTOYHATHCA C YUYETOM HHAWBUAYAJIBHBIX 0COOEHHOCTEH O6yanOIHHXC$I.
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Bpewmst u MmecTo caMoCTOSATENbHON PabOThI BEIOMPAIOTCS 00YYAIOIIUMHUCS [0 CBOEMY YCMOTPEHHUIO €
Y4€TOM PEKOMEHJIAIN MpernoiaBaTels.

CamocrosTenbHyl0 padoTy HaJ IAUCUUIUIMHOW ClIeAyeT HauuHaTh C M3y4deHus paboueii
IpOrpaMMbl JUCHUIUIMHBI «HOCTpaHHBIM S3BIK», KOTOpas COAEPKUT OCHOBHBbIE TpeOOBaHUSA K
3HAHUSM, YMEHHUSM M HaBbIKaM oO0ydaeMbix. OO0s3aTeNbHO CIEAyeT BCIIOMHUTH PEKOMEHIAIUH
IperojiaBaTess, JaHHbIE B XOJ€ YCTAHOBOYHBIX 3aHATHH. 3aTeM — MPUCTyNaTh K H3YYEHHUIO
OTAENBHBIX Pa3/eJIoB U TEM B IMOPSIKE, IPEIyCMOTPEHHOM IPOTPAMMON.

[TonyuuB mpeacraBiaeHre 00 OCHOBHOM COZEP)KaHUM Pa3jiena, TeMbl, HEOOXOAUMO U3YUUTh
MaTepuall C MOMOIIBI0 yUYeOHHUKOB, YKa3aHHBIX B paszzeie 7 pabodell mporpaMMbl JUCHUIUIMHEL
IlesnecooOpa3HO COCTaBUTh KpPAaTKUIl KOHCHEKT WM CXEMY, OTOOPaKaIOLIyI0 CMBICI U CBS3U
OCHOBHBIX IMOHATUH JaHHOTO pa3zelia M BKJIIOYCHHBIX B HEro TeM. 3aTeM, KaK MOKa3bIBAaeT OIIBIT,
[IOJIE3HO M3YUYUTh BBIJCPKKH W3 IIEPBOMCTOUYHUKOB. PEeKOMEHIyeTcsi COCTaBUTh WX KpaTKHH
KOHCTEeKT. O0s3aTeNbHO CIIEAYeT 3alMChiBaTh BO3HUKIINE BOIPOCH], Ha KOTOpBIE HE YAAIOCh
OTBETUTb CAMOCTOSTEIIBHO.

CryneHTaM npeiaratorcs cieayromue GopMbl CaMOCTOSITEILHON pabOTHI:

*  CaMOCTOsTENIbHAs JOMalIHss padoTa;

*  BHEAyJUTOPHOE YTCHUE;

*  camocTosTeNbHas paboTa (MHAMBUAYAJIbHAS) C UCIIOJIb30BaHHEM VIHTepHEeT-TeXHOIOTHil;

*  UWHAWBHIYaIbHas M TPYNIIOBas TBOpUYECKas paboTa;

*  BBIOJIHEHUE 3aJ@aHUM 10 MNPOWUJEHHBIM TIPaMMAaTUYECKMM TeMaM C HCIOJIb30BaHUEM
CIIPAaBOYHOM JIMTEPATYPBHIL;

*  IHUCBMEHHBIH MepeBo] nHpopMaLuu NPo(HecCHOHATBHOTO XapakTepa ¢ aHIIMHCKOTO s3bIKa Ha
pycCcKui

CoOcTBEHHO caMOCTOsITeNbHasE paboTa CTY/IEHTOB BBINOJIHAETCS B YJOOHBIC AJIS CTYACHTA
yachl W NPEACTaBISIETCS NpenojaBaTento ajis mpoBepku. [lanubeiii Qopmar mpemycmarpuBaer
OO0JIBLIYIO CAMOCTOSATENIBHOCTD CTYAEHTOB, OOJIBIIYI0 HHANBUIYAIU3ALUIO 331aHUH.

Jnist caMOCTOSITETbHONH paboOTHl C TEKCTOM M MaTepHUalaMd 10 KaXIOW H3ydaeMOW Teme
IPEIOoIaratoTcs CIeayole NPUMEpHbIE BUIbI 3aaHUI:

1. O3HakoMbTECh C MaTepHajaMd IO Teme (HampuMmep, MaTepHaioM Y4YeOHHKA WIH
JONOJTHUTEIBHBIM MAaTE€PHUAIOM); BBIITUILUTE JIEKCUKY 110 CIIELUAIBHOCTH (UJIH 110 TEME); COCTaBbTE
TUTaH COZepIKaHusI.

2. BeobmonHuTe 3a7aHUS B MpoOLIECCE UYTEHHS PEKOMEHAYeMOro Marepuana WiIH
MPOCIYIINBAHUS YCTHOTO COOOIIECHMUS:

- OTBETHTE Ha 3apaHee MOCTABICHHbBIE BOIPOCHI 110 COIEPIKAHUIO;

- HaliIuTe OTBETHI Ha IPOOJIEMHBIE BOTIPOCHI,

- BbIOepUTE MPaBUWIIbHBIN OTBET U3 psiJia JaHHbIX;

- ICTIPaBbTE HEBEPHOE YTBEPKICHUE.

3. Ilpu paboTe Hag TeMOM BBIIOJHUTE CIEAYIOLINE 3aJaHHs:

- MPOYTHUTE TEKCT C KOMMYHUKATUBHOM LIEBIO (7151 COOOIIEHMS, paccKas3a, JUCKYCCUH);

- HaliiuTe B TeKcTe MH(OPMAIIHIO 110 YKa3aHHBIM BOIIPOCAM.

HaumenoBanmne | Bompocel, BBIHECEHHBIE DopMBI Y4eoHo- ®opMa KOHTPOJISI
TeMBbI HA CAMOCTOSITEJIbHOE | CAMOCTOSITEJIbHOW | MeTom4ecKoe
H3yveHue padoThI olecneyenne
Higher education | TToBropenwue Pabora B Jlurepatypa k Omnpoc, ToKIaz ¢
in Russia rpammaruku: Word- oubnuorexe, Teme, paboTa ¢ | mpe3eHTauen
building (prefixes, Bkitouast ObC ¢ WHTEpHET-
suffixes, conversion). 0a30BBIM HCTOYHUKAMH
The simple sentence. Y4eOHHUKOM U
Statements, questions, | cioBapem.
imperatives, BueaynutopHoe
exclamations. YTEHUE U TIEPEBO/I.
IToaroroska

16




JOoKJjIaga C

pe3eHTanuen
My university: [ToBTOpeHue Pabora B Jlurepatypaxk | Ompoc, qoknan ¢
entrance rpamMmatuku: Verb oubmoTexe, TeMe, paboTa ¢ | Ipe3eHTaIHeH.
requirements, tenses and aspects. Bkitouast ObC ¢ WHTEpHET-
faculty members, [ToaroroBka 0a30BBIM UCTOYHUKAMU
leisure time 00061_11_6}1”’1 IO TEME. y4eOHUKOM U
activities. Receiving foreign CIIOBapeEM.
visitors. [Toaroroska
BneaynutopHoe uTeHue NOKIIANA C
1 TIePEBOJ .
Hpe3eHTaINeH.
BueaynuropHoe
YTCHHUE U TIEPEBO/T
System of [ToBTOpEHME Pabota B Jlutepatypa k Omnpoc, moxman ¢
education in Great | rpammaruku: The OoubIoTeEKE, TeMe, paboTa ¢ | Ipe3eHTaIHEMH.
Britain and the simple tense forms. Bkitouast ObC ¢ HWHTEpHET- Jlexcuueckuii
USA Simple Present, Simple | Gasospim MCTOYHMKAMH | JMKTaHT.
Past, Simple Future. YCOHUKOM 1
CIIOBapeM.
IToaroroBka
JOKJIaza C
Mpe3eHTalUEN.
BueaynutopHoe
YTEHHE U TIEPEBO/I.
[HoaroroBka k
JIEKCUYECKOMY
JIMKTAHTY.
What is [ToBTOpeHue Pa6ora B Jluteparypax | Ompoc, ZoKiaz ¢
management? The | rpammaruxu: Singular | 6u6muorexe, TeMe, paboTa ¢ | mpeseHTaIMeil.
history of or plural, countable and | pxrouas IBC ¢ MHTEpHET-
management uncountable nouns. 0a30BbIM HUCTOYHHKAMHM
Much-many, little-few, YeOHUKOM 1
a little- a few. CIOBapeM.
Posse_ss_ive case. Breay THTOpHOE
Indefinite pronouns. 9TEHME H MePEBOJL.
IToaroroBka
JIOKJIaja ¢
MIPE3CHTALUEH.
Modern IToBTOpEeHne Pa6ota B Jlutepatypa Omnpoc, noxnana ¢
management rpaMMaTHKH: The | oubamoreke, Teme, paboTa ¢ | Tpe3eHTaIUCH.
theories Article (the | Brurouas DBC ¢ UHTEPHET-
indefinite/definite), The | 6azoBeIM HCTOYHHUKAMU
use of articles with | yueOHukom 1
Common Nouns. The | cioBapem.
Zero-article. [Toaroroeka
JIOKJIaja C
Mpe3eHTallUeH.
Globalization and | IToBropenue Pabora B Jluteparypak | Ompoc.
Competition rpaMMaTHKU! oubnmoreke, Teme, pabota ¢ | BreayauropHoe
Trends in Human | Adjectives and adverbs. | pxouas DBC ¢ WHTEpHET- YTEHUE U TIEPEBO/I.
Resource Degrees of comparison. | Gasossim ucrounukamu | JIekcuueckuii
Management. Prepositions. Phrasal y4EeOHUKOM U JIMKTAHT.
verbs qn_d patterns with CIOBapeM.
prepositions. BHeayIMTOPHOE

YTCHHUC U ICPCBO.

IToaroroska x
JIEKCHYIECKOMY
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JUKTAHTY.

Management [ToBTOpCHME Pabota B Jlutepatypa kK BreayauropHoe
features in rpaMMAaTHKH: The | oubauorexe, TeMme, paboTa ¢ | UTCHHE U MIEPEBO/I.
different countries | Continuous Tense | Brmouast OBC. HHTEPHET- VYuacTue B
forms: Present | IlogroroBka HCTOYHHKAMU rpYIIIOBOI
Continuous, Past | noxnana c JICKYCCHH.
Continuous, and Future | mpe3eHTanuei. TectupoBanue.
Continuous. Ways of | Bueayauropuoe 3ayer.
expressing a future | urenme u mepeso.
action IMoxgroroska k
IPYyIIIOBOM
JICKYCCHH.
IToaroroBka k
TECTy.
Ilonroroska k
3a4ery.
Business letters: IToBTOpEHHE Pa6ora B Jluteparypa k| Ompoc, gokiaaa ¢
types of letters. rpammatuki.  Reported | 6ubaroreke, TeMe, paboTa ¢ | Tpe3eHTaIUEH.
Peculiarities of speech. Reported | sxmouas 9BC ¢ HHTEpHET-
business statements, questions, | 6a30BEIM HCTOYHHUKAMU
correspondence commands. y4eOHHKOM U
CIIOBapeM.
ITonroroska
JIOKJIaJa C
IPE3CHTALUEH.
Telephoning. CVs | TToBTopenue PaGora B Jlmteparypax | Ompoc, gokiazia ¢
and interviews rpaMMaTHKH: The | 6ubamoreke, TeMe, paboTa ¢ | Mpe3eHTAIIUCH.
Perfect Tense forms: | Bxiouas DBC ¢ UHTEpHET- BreaynutopHoe
Present Perfect, Past | 6a30BbIM ACTOYHUKAMU YTEHUE U EPEBOI.
Perfect, Future Perfect. | yueOHukom u Jlekcuueckuit
CIIOBapeM. JIMKTaHT.
BueaynuropHoe
YTEHHE U TIEPEBO/I.
IToaroroBka
JIOKJIaj1a ¢
MpE3CHTaLUEH.
IToaroroBka x
JIEKCHYECKOMY
JIMKTAHTY.
Four main roles of | TToBropenwue PaGora B Jluteparypax | Ompoc. Ompoc,
a manager. The rpaMMaTHKU: The | bubauoTeke, TeMme, paboTa ¢ | TOKIAL C
functions of Perfect Continuous | Bxirouas 9BC ¢ HHTEPHET- npe3eHTanuei.
managers at Tense forms: Present | 6a30BbIM HMCTOYHUKAMHU BreayauropHoe
different levels of | Perfect Continuous, | yueOHUKOM K YTEHHUE U TIEPEBO.
management Past Perfect | cmoBapem. Yuactue B
Continuous, Future | BaeayauropHoe TPYIITOBOM
Perfect Continuous. YTEHHE U MIEPEBOI. JUCKYCCHH.

IToaroroska
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JOoKJIaga C

MpEe3eHTaLKEH.
IToaroroBka k
rpyNHoBOM
JUCKYCCHH.
The types of [ToBTOpeHHe Pabora B Jlurepatypa k Omnpoc, Tokmaz ¢
business IrpaMMAaTHKH: Tense | 6ubaMOTEKE, TeMe, paboTa ¢ | Ipe3eHTaIUeH.
communications forms in the Passive | Bxmouas OBC ¢ HHTEPHET- BueaynutopHoe
inside the Voice. 0a30BbIM UCTOYHUKAMU YTCHHE U TIEPEBO/I.
organization y4eOHUKOM U IlepeBon
CJIOBapeEM. MTACCHBHBIX
BueayautopHoe KOHCTPYKITUI Ha
YTEHHE U MIEPEBO/I. PYCCKHIA SI3BIK.
ITepeBon
MACCUBHBIX
KOHCTPYKILUI HA
PYCCKUH SI3BIK.
[ToaroroBka
JOKJIazia ¢
MPE3CHTALUEH.
Time [ToBTOpeHme Pabora B Jlutepatypa k Omnpoc, moxman ¢
management: time | rpammatuxku:  Modals. | 6uGnuoreke, Teme, paboTa ¢ | Tpe3eHTaIUCH.
management May and can for | Bxmouas OBC ¢ HHTEPHET- BreayautopHoe
skills, tips for permission  in  the | 6a30BBIM HCTOYHHUKAMHU YTEHHE U TIEPEBO/I.
effective use of present or future. May, | yueOHUKOM 1 VuacTre B
time might, can/could for | cioBapem. JIEKCUYECKOM
possibility. Could or | BueayautopHoe JTUKTAHTE.
was/were allowed to — | yrenue u epeBo.
for permission in the | TToxroroBka K
past. Requests. Can and | nekcudyeckomy
be able to for ability. | mukranty.
Ought, should, must, | IToagroroska
have to, need for | noxmanac
obligation. Npe3CHTAINCH.
A modern [ToBTOpEeHue Pa6ota B Jlutepatypa Omnpoc, 1oknaf ¢
manager: personal | rpamMmmaTuKu: Must, | oubnuoTeke, TeMe, paboTa ¢ | Mpe3eHTAIUEH.
characteristics, have to, cannot, will, | Bkmrouas DBC ¢ UHTEPHET- BreayuropHoe
skills and abilities | should for deduction | 6a30BBIM HCTOYHUKAMH YTEHHE U TIEPEBO/I.
required for and assumption. YUYCOHUKOM U VYuacTue B
effective [Tepenaua MOAILHOCTH | CIIOBAapeM. IPYIIIOBOM
management. The | mo-anrmuiicku B ycTHOU | BHeayauTopHoe JIUCKYCCHUU.
portrait of a Y TIHCbMEHHOM PEYH. YTEHHUE U TIEPEBO/I.
Russian manager | Beipaxenue [Moxrororka
MOJIJTLHOCTH COOOIICHUS 110
WHTOHAIMOHHBIMH, teme. [ToaroroBka
JIEKCUYECKUMU, K IPYIIIIOBOM
rpaMMaTUYCCKUMU JAUCKYCCHUU.
CPE/ICTBAMH SI3bIKA.
Team building: [ToBTOpeHHe Pabora B Jlutrepatypa k Omnpoc.
the different roles | rpammaruku: The use | OubaHoTEKE, Teme, pabota ¢ | BHeaynuTopHoe
of team members, | of Subjunctive Mood. Bkirouas OBC ¢ HHTEPHET- YTEHHUE U TIEPEBOI.
team performance | IlepeBon 6a30BbIM HACTOYHUKAMHU VYyactue B
COCIIaraTexbHOTO Y4eOHUKOM H JIEKCHYECKOM
HAKJIOHCHUS B | CJIOBapeEM. JUKTAHTC.
CJIOKHOTIOJTYMHEHHBIX | BHeayautopHOoe TectupoBanue.
MPEIIOKEHUAX C | YTEHHUE U TIEPEBOA. 3ayer.
NMPpUIAATOYHBIMHA HO}II‘OTOBKa K
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YCIIOBHBIMH Ha PYCCKHI
SA3BIK.

Conditionals (Types 0,
1, 2, 3). Making a wish.

JIEKCUYIECKOMY
JIUKTAHTY.
[ToaroroBka k
tecty. [logroroska

K 3a4eTy.
Personnel [ToBTOpEHue Pabora B Jlutepatypa k Ompoc, goknaj ¢
management: rpamMMatuku: The oubnuorexe, Teme, paboTa ¢ | Ipe3eHTalUeH.
Employee Verbals: Forms, Bkirouas ObC ¢ HHTEPHET- BueaynutopHoe
Selection. Job Tense/Voice 0a30BbIM WUCTOYHMKAMH | YTCHHE U TIEPEBO/I.
description distinctions. The use of | yyeOHuKOM U
the Gerund. CIIOBapeM.
Breaynuropsoe
YTEHHE U TIEPEBO/I.
IToaroroBka
JIOKJIaza C
[IPE3CHTALUEH.
Staff training. [ToBTOpeHMe Pabora B Jlutrepatypa k Omnpoc.
Employee IrpaMMAaTHKH: The | 6udamnoTeke, Teme, paboTta ¢ | BueaymutopHOe
motivation Infinitive: Forms, | Bxmrogas DBC ¢ HHTEPHET- YTEHHUE U TIEPEBOI.
Tense/Voice 6a30BBIM HUCTOYHHUKAMHM VYuacTre B
distinctions. The | yyeOHUKOM H JIEKCHYECKOM
functions of the | cioBapem. JIMKTaHTE.
Infinitive in the | BueayautopHoe
sentence. Participle. | urenue u nepeBo.
Forms and functions of | IToxroroeka k
the participle in the | nexcuueckomy
sentence. JIUKTAHTY.
Planning as one of | IToBropenue Pa6ora B Jlutepatrypaxk | Ompoc, H0oKIai ¢
the major rpaMMaTHKH: The | 6ubanoreke, TeMe, paboTa ¢ | Mpe3eHTAIUCH.
responsibilities of | Compound  Sentence, | Bkirouast ObC ¢ MUHTEPHET- BueaynuTtopHoe
management. The | clauses connected by | 6a3oBbiM HUCTOYHHUKAMM YTEHHUE U TIEPEBO/I.
types of plans. means of coordinating | yueOHuKOM 1 VuacTre B
Recommendations | conjunctions: and, or, | cioBapem. IPYIIOBOM
for effective else, but and connective | BueayauropHoe JIUCKYCCHH.
planning. adverbs: otherwise, | ureHue u EPeBO/I.
nevertheless, yet, still, | Tloaroroska
therefore. JIOKJIaJa ¢
IIPE3ECHTALUEH.
IToaroroBka x
IPYyIIIOBOM
JIUCKYCCHH.
Employee Safety | IToBropenwue Pa6ota B Jlutepatypa Omnpoc, noxnana ¢
and Health. rpaMMaTHKH: TepeBoJ| | OubnmoTeke, TeMe, paboTa ¢ | Mpe3eHTaIHEeH.
Insurance Benefits | na aunrmiickuit  s3pik | BKimovas OBC ¢ UHTEpHET-
MPOCTBIX MPEUIOKECHUN | 0a30BBIM WCTOYHUKAMH
C TPSIMBIM U OOpaTHBIM | Y4eOHUKOM H
MOPSJIKOM  CIIOB;  C | CJIOBapeMm.
MPUYACTHBIMU u | BHeayauropHoe
JeenpUYacTHBIMU YTEHHE U TIEPEBO/I.
obopoTamu. [Moxrororka
JIOKJIazIa ¢
MIpEe3eHTaLKEH.
Problem solving: | I[ToBropeHue Pabora B Jlutrepatypa k Omnpoc.
individual and rpaMMaTHUKU: The | 6ubanoTeke, Teme, padota ¢ | BaeayauropHoe
group problem Complex sentence: | Bxirouas OBC ¢ HWHTEpHET- YTEHHE U TIEPEBO/I.
solving Subject Clauses, | 6a3oBbIM HACTOYHUKAMHU VYyactue B
techniques, stages | Predicative Clauses, | yaeOHUKOM H TpyNIOBOR
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of consideration Attributive Clauses, | cmoBapem. JIACKYCCHH.
and resolution of | Object Clauses, | Bueayauropnoe
the problem Adverbial Clauses, | urenne u mepeBoI.
Relative Clauses [ToaroToBka K
IPYyIIIOBOM
JHCKYCCHUH.
International IToBTOpEHME Pab6ora B Jluteparypa k| Ompoc, gokiaaa ¢
management: rpamMaTuky. IlepeBom | OmbimoTexe, TeMe, paboTa ¢ | Ipe3eHTaICeH.
managing large CJIOJKHOITO{UMHEHHBIX Brurovast ObC c UHTEPHET-
English Russian npemtokennii:  Subject | 6a3oBbIM HCTOYHUKAMHU
and international Clause, Predicative | yueOHUKOM 1
companies Clause, Object Clause, | coBapem.
Attribute Clause, | BaeaymutopHoe
Adverbial Clauses of | urenune u epesoz.
Time, Condition, Cause | ITogroroska
Ha PYCCKUH S3BIK JoKJiaga ¢
Tpe3eHTallUeH.
Approaches to [ToBTOpCHME Pabota B Jlutepatypa kK Ompoc.
managing the rpamMatuku. Emphasis. | 6ubnmotexke, Teme, paboTta ¢ | BHeaynuTopHoe
company in a The emphatic Do, Cleft | Bxirouas O5C ¢ MUHTEPHET- YTEHHE U TIEPEBO/I.
changing external | sentences. Double | 6azoBeiM HCTOYHHUKAMHU TectupoBanue.
environment. The | negation: the participle | yueOnukom u OK3aMeH.
ways of Not before a negative | cmoBapem.
improving the adjective/adverb. BueaymuropHoe
company's YTEHHE U TIEPEBO/I.

competitiveness

IToaroroBka k
tecty. [logroroska
K 9K3aMEHY.

6. OneHo4Hble MaTepHuaJbl 1Jisd MPOBECACHUSA l'lpOMe)KyTO‘-IHOﬁ arrecranuun oﬁyqammnxca 1mo

AUCHHUIIJINHE

6.1. Onucanue nmoxkaszarejeu u KPpUTEPUEB ONCHUBAHUA KOMHeTeHHHﬁ, OITMCAHHUE€ IIKAJI

OLICHUBAHUA
n/m HanmenoBanue Kpartkas Ilkasa U KPpUTEPUHU OLEHKH, Kpurtepun
DIEHOYHOT'0 CPEACTB XapaKTepHCTHKA 0ana OlleHUBAHUA
OLIEHOYHOTI'0 CPeCcTBa KOMIIeTeHIINH
1. Omnpoc CO6op nepBUYHOM «3a4TeHO0», €CIIU CTYyIEHT YK-4.1;
UHQOpMAIUH IO JIEMOHCTPHUPYET 3HAHUE YK-4.2;
BBISICHEHHIO YPOBHS MaTepuaa o paszaeny, YK-4.4

YCBOEHHS IPOUICHHOTO
MarepHaia

OCHOBaHHbBIE Ha 3HAKOMCTBE C
00s13aTeIpHON TNTEPATypOr U
COBPEMEHHBIMU
MyONMMKaUsIMK; 1aeT
JIOTHYHBIE,
apryMEeHTHPOBaHHBIE OTBETHI
Ha TOCTaBJIEHHBIE BOTIPOCHI.
HomyckaroTcst
HE3HAYUTEIbHbIE HETOUHOCTH
B OTBETax, KOTOPHIE CTYJEHT
HCIIPABIISAET MyTEM
HaBOJSIIUX BOIIPOCOB CO
CTOPOHBI NpenoaBaTes.

«He 3auteHo», eciy UMErOTC
CYIIIECTBEHHbIE TPOOEITHI B
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3HaHUU OCHOBHOI'O
MaTtepuana mno pasjaeinam
y4eOHON AUCIUIUIAHEI, a
TaK)Ke JOMYIICHBI
MIPUHIIAITHATBHBIE OIIHOKA
TIpH U3JI0’)KCHUH MaTepHaIa.

Hoxnan /
cooOuienue

[Iybmmanoe, pa3BépHyTOe,
cooOtenue (Wiu
JIOKYMEHT) T10
OIpeAECNIEHHOMY BOIIPOCY,
OCHOBaHHOE Ha
IIPUBJICYCHNU
JOKyMEHTAJIBHBIX
JAHHBIX, COJIEpKaHUE
KOTOPOI'0 OTPaXaeT CyTh
BOIIpOCA.

«5» — [loknazn cOOTBETCTBYET
3asBJICHHON TEME, BHITIOJTHECH
C TIPUBJIEYECHUEM
JIOCTaTOYHOTO KOJINYECTBA
HAYYHBIX U MIPAKTHUECKUX
HCTOYHMKOB IO TEME,
CTYJEHT B MTOJTHOM 00BEMe
OTBEYAET Ha BOMPOCHI TEMeE
JIOKJIaza;

«4» — Jloknan B esmom
COOTBETCTBYET 3asBJICHHOUN
TEME, BBIIIOJIHEH C
MIPUBJICYEHNEM HECKOJIBKUX
HAYYHBIX U MIPAKTUUECKUX
HACTOYHHUKOB I10 TEME,
CTYJEHT B COCTOSTHUH
OTBETUTH Ha YacTh BOIIPOCOB
10 TeME JO0KJIaa,;

«3» — Jloknaa He COBCEM
COOTBETCTBYET 3asIBJICHHOMN
TeMe, BBITIOJTHEH C
HCIIOJIb30BaHUEM TOJBKO 1
1501050 2 HNCTOYHUKOB, CTYACHT
JIOITYCKAET OIINOKU TpH
U3JI0KEHUM MaTepuaia, He B
COCTOAHUHN OTBETUTH HA
BOIIPOCHI 110 TEME JOKJIaIa;

«2» — NOKJIaTINK HE PacKpbLI
TEMy.

VK-4.1;
VK-4.2;
VK-4.4

[Ipe3enranus

[lybnudHOE BBICTYIUIEHHE
C TPE/ICTABICHUEM
MIOJIyYEHHBIX PE3yJIbTaTOB
B mporpamme Microsoft
PowerPoint

«5» — Ipencrasngemas
nHpOpMaLuUs
CHCTEMaTHU3NPOBaHA,
mocJeoBaTellbHa U
JIOTHYECKHU CBSI3aHA.
[Ipobnema packpeiTa
nonHoctero. [upoko
HCIOJIb30BaHbl BO3MOKHOCTH

YK-4.1;
VYK-4.2;
YK-4.4
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texHoxoruu Power Point;

«4» — [Ipeacrapmsemas
nH(pOpMAITUS B IIEIIOM
CUCTEMAaTHU3UPOBAHA,
IocieIoBaTebHA U
JIOTUYECKH CBS3aHa
(BO3MOKHBI HEOOJIBIIINE
oTkioHeHus). IIpodiema
packpsita. Bo3aMoKHBI
HE3HAYUTEIbHBIC OLTHOKH
npu opopmienun B Power
Point (ne Oonee AByX);

«3» — [Ipeacrapmsemas
nHpOpMaIus He
CUCTEMAaTHU3UPOBaHA U/UIIU HE
COBCEM I10CJIEIOBATENbHA.
IIpobnema packpreiTa HE
TOIHOCTEIO. BEIBOABI HE
CIeTIaHbl WK He
o0ocHOBaHbl. Bo3MOKHOCTH
texnosorun Power Point
HUCITIOJIB30BAHBbI JIUIIb
YaCTHYHO,

«2» — Ilpencrapnsemas
nH(popMaIus He
CHUCTEeMAaTHU3UPOBAHA.
Bo03MOXHOCTH TEXHOJIOTUH
Power Point ncrmoas30BaHbl
JINIIb YaCTHYHO.
MHOTOYHCIEHHEI OITHOKHI
pu 0(OPMIICHUU.

TectupoBanue TecTupoBanne MOXKHO «OTIIMYHO» — JIOJA VK-4.1;
MPOBOJUTH B opMe: MIPaBUIBHBIX OTBETOB §0- YK-4.2;
®  KOMIIBIOTEPHOTO 100 %; YK-4.4
TECTUPOBAHUS, T.C. «XOpOUIOY» — A0S
KOMIIBIOTEP NPOU3BOJIBHO | mpaBUIIBHBIX OTBETOB 60-

BBIOMPAET BOMPOCHI U3 79 %:;
0a3bl JAHHBIX 10 CTETICHH
«YIOBIETBOPUTEIHLHOY» —
CIIOHOCTH;
JIOJIsl TIPABUJILHBIX OTBETOB
[}
IINCBbMEHHBIX 40_59%,
OTBETOB, T.€.
«HEYJIOBJICTBOPUTEIHHOY» —
MIpeTnoIaBaTenb 3aaeT YA p
JIOJISl TIPAaBUJILHBIX OTBETOB
BOTIPOC U Ja€T HECKOIHKO
menee 40%.
BapUaHTOB OTBETA, a
CTYJICHT Ha OTJIEIHHOM
JIUCTE 3aIUChIBACT
HOMeEpa BOIIPOCOB H
HOMEpA
COOTBETCTBYIOIIHNX
OTBETOB

HemoHcTpanus OCBOCHHEI CYOBEKTOM «5» CTyIeHT MTOKa3bIBaeT YK-4.1;

MIPAKTHYECKUX C110co0 BBINIOJTHEHHS XOpOIIIHE 3HAHUS yUeOHOTO YK-4.2;

yMEHUMI JICHCTBUSA, Marepuana no TeMe, 3HaeT VK-4.4
obecreunBaeMblii QITOPUTM MPAKTUIECKOTO
COBOKYIIHOCTBIO yMeHHs (MaHUITYJISIIHN),

npuoOpeTEHHBIX 3HAHUH U

IIOCJICJOBATCIIBHO
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HAaBBLIKOB

JIEMOHCTPHPYET
npakThudeckue ymenus. Jlaet
YAOBJIETBOPHUTEIHHBIE OTBETHI
Ha JIONIOJTHUTEIHHBIE
BOTIPOCHI.

«4» — CTyneHT Biajieer
YIOBJICTBOPUTEIBHBIMU
3HAHUSMU I10 IPAKTHYCCKUM
YMEHUSIM, JEMOHCTPUPYET
MIPAKTUYCCKUE YMEHUS C
OIIMOKaMHU, HYKIACTCS B
[T0JICKa3Kax MpernoaaBaTeis,
JaeT HEIOJIHbIE OTBETHI Ha
[TOCTaBJICHHBIC BOIIPOCHI.

«3» — CTyneHT Bnajeer
OTPBIBOYHBIMU 3HAHUSMH T10
MIPAKTHIECKUM YMEHUSM,
3aTPyIHSAETCS B YMEHUH UX
OCYIIIECTBUTH, TACT
HEIOJIHBIE OTBETHI Ha
MTOCTABJICHHBIE BOTIPOCHL.

«2» — CTyIeHT He 3HaeT
ITOPUTM MPAKTHIECKOTO
yMeHHsI (MaHUITYJISILIUN)
1/WJIN HE MOXKET
MIPOAEMOHCTPUPOBATD
MPAKTHYECKOE YMEHHE
(MaHMITYIALINIO).
3aTpyAHsAeTCs C OTBETaMH Ha
[IOCTaBJICHHBIE BOIPOCHI.

Keiic-3amaun

OO0yyarommii MaTepua,
HCIIOJIB3YIOIIUM ONUCaHUE
peasbHBIX
9KOHOMHUYECKHX,
COLMANIbHBIX U OU3HEC-
CUTYalllil, OCHOBaHHBIX
Ha peajbHOM
(hakTHUECKOM MaTepuae
WM e TPUOITMKEHBI K
peanbHON cUTyaluu.
OOyuarommecs: TOIKHBI
WCCIIEIOBATh CUTYAIHIO,
pa3o0paThbCs B CyTH
npobieM, NpeIoKUTh
BO3MOXKHBIE PELICHUS U
BBIOpATH Jydlliee U3 HUX.

«3a4TeHo», eciiu OTBET Ha
BOTIPOC 3a/1a4H JAaH
npaBWIbHBIA. OOBsICHEHHE
X0/Ia ee peleHus moapoOHoe,
TOCIIEZIOBaTENBHOE,
rpaMOTHOE, C
TEOPETHIECKAMHU
000CHOBaHUSAMH (B T.4. U3
JEKIIMOHHOTO Kypca), C
HEOOXOIUMBIMHU
MTOSICHEHUSIMU U
JIEMOHCTPAIIUSAMH; OTBETHI Ha
JIOTIOJTHUTEIIbHBIC BOIIPOCHI
BEpHbIE, YETKHE.
Homnyckarotcst
HE3HAYMTEIIbHBIE HETOUHOCTH
1 3aTPpyAHEHUS.

«He 3aureno», OTBeT Ha
BOIPOC 33/1a4¥ HE JaH WIH
JIaH HE BITOJIHE MPaBUIIBHEBIM.
OOBsicHEHHE X0/1a €€
PEIICHUS HEIOCTATOYHO
MOJIHOE,
HEIIOCJIEI0BaTEIBLHOE, C
OIIMOKaMH, CJIa0bIM
TEOPETHIECKUM

VK-4.1;
VK-4.2;
VK-4.4

24




obocHOBaHUEM (B T.4.
JICKITUOHHBIM MaTEPUAaIoM),
JIOTIOJTHUTETEHBIE BOTIPOCHI
HEJIOCTaTOYHO YETKHE, C
OIIMOKAMHU B JICTANISAX WU
BBI3BIBAIOT 3aTPYIHCHUSL.

Kontponbhas
pabota

COop uHpopMaImu 1Mo
BBIICHEHHIO YPOBHS
YCBOEHUS IPOUJEHHOTO
MaTepuana

«5» — comepxanue
COOTBETCTBYIOT
MIOCTABJIEHHBIM LN U
3ajauaM, U3JI0KEHUE
MaTepHaia OTINYacTCs
JIOTUYIHOCTBIO M CMBICTIOBOM
3aBEPIIEHHOCTBIO, CTYICHT
MoKasas BilaJieHue
MaTepuaioM, yMEeHHe YEeTKO,
apryMEHTHPOBAHO H
KOPPEKTHO OTBEYaTh Ha
MOCTaBJICHHBIE BOTIPOCHI,
OTCTanBaTh COOCTBEHHYIO
TOYKY 3pEHHS,

«4» — congepxanne
HEJ0CTaTOYHO MOJHO
COOTBETCTBYET
MIOCTaBJICHHBIM LIEJIU U
3aJa4aM HCCIICIOBaHM,
paboTa BBIMOJIHEHA HA
HEOCTATOYHO HIUPOKOH
HMCTOYHUKOBOU 0a3e u He
YUYUTHIBAET HOBEHUIINE
JOCTIDKEHUST HAYKH,
H3JI0KEHUE MaTepraia HOCUT
PEUMYIIECTBEHHO
ONUCaTeNbHbINA XapakTep,
CTYZAEHT MOKa3aJl 10CTATOYHO
YBEpEHHOE BIIaJICHHE
MaTepuaioM, OHAKO
HEJI0CTaTOYHOE YMEHHUE
YETKO, apr'yMEHTHPOBAHO U
KOPPEKTHO OTBEYATh Ha
MOCTaBJICHHBIE BOTIPOCHI U
OTCTanBaTh COOCTBEHHYIO
TOYKY 3PEHHS;

«3» — coaep)kaHue He
oTpakaeT 0COOEHHOCTH
po0JIEMaTUKH TEMBI,
coJiep>kaHue paboThl He
MIOJTHOCTBIO COOTBETCTBYET
MIOCTaBIICHHBIM 33]a4aMm,
HUCTOYHUKOBas 0a3za
(¢parmeHTapHa 1 He
MO3BOJISIET KAYECTBEHHO
PEIIUTh BCE TIOCTABJICHHBIE B
pabote 3amaun, paboTa He
YUYUTBIBAET HOBEHIINE
JOCTIDKEHHST UICTOpUOTpapun
TEMBI, CTYACHT MOKa3aJl

VK-4.1;
VK-4.2;
VK-4.4
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HEYBEPEHHOE BJIAJICHUE
MaTepHuaaoM, HEyMEHHUE
OTCTamBaTh COOCTBEHHYIO
MO3UIIMIO ¥ OTBEYATH HA
BOTIPOCHI;

«2» — paboTa HE UMeeT
JIOTUYHOU CTPYKTYPHI,
cojepkaHue padOTH B
OCHOBHOM HE COOTBETCTBYET
TeMe, MICTOYHHMKOBas 0a3a
HEJ0CTAaTOYHA JIS PEIICHUS
MOCTaBJICHHBIX 33134,
CTYJICHT MOKa3a
HEYBEPEHHOE BJIaJICHUE
MaTepHalioM, HEyMeHHe
(hopmynmpoBaTh
COOCTBEHHYIO MO3UIIHIO.

8 I'pynmosas OILIeHOYHOE CPENCTBO, «3a4TEHO» — 00yJaroIIHiics VK-4.1;
' JIUCKYCCHUSI MO3BOJISIONIEE BKIIOUUTh | IEMOHCTPUPYET 3HaHUE YK-4.2;
oOyJaronmxcs B Ipoliecc | Marepuala 1o TeMe pasjena, YK-4.4
00CyXIeHHS OCHOBaHHbBIE Ha 3HAKOMCTBE C
IIPEACTABICHHON TEMBI, 00s13aTeTFHON TUTEPaTypoO U
npoOJIEeMbl U OLICHUTh UX | COBPEMEHHBIMHU
YMEHHUE apryMEHTHPOBaTh | IMyOJIMKAaLUAMK; AKTUBHO
COOCTBEHHYIO TOUKY y4acTBYET B AUCKYCCUH; JaeT
3peHMsL. JIOTUYHBIE,
apryMEHTHPOBAHHBIE OTBETHI
HAa MOCTABJIEHHBIE BOIPOCHL.
«HE 3aYTEHO» — OTCYTCTBUE
3HaHUM 110 U3y4aeMOMY
pa3zaeny; HU3Kasi aKTUBHOCTb
B JIMCKYCCHH.
9 Jlexcuueckuit CpencTBo npoBepku «OTJIIMYHO» — JAOJS YK-4.1;
' IUAKTAHT 3HAHUA JIEKCUKO- MpaBUIILHBIX OTBETOB 80- VK-4.2;
rpaMMaTHYEeCKOTO 100%; YK-4.4
MHHHMYMa 110 U3y4aeMOM | «XOPOLIO» —10JIs
TemMe B 00beMe, MIPaBUIBHBIX OTBETOB 65-
HEe00XOIUMOM JUIA 79,9%;
paboThI C HHOSI3BIYHBIMU «YJIOBJIETBOPUTENBHOY —
TEKCTaMH B IpoIiecce JIOJISl TIPAaBUJIBHBIX OTBETOB
npohecCHOHANBHOMN 50-64,9%;
JeSITETIbHOCTH. «HEYJIOBJIETBOPUTEIHLHO» —
JIOJISt TIPAaBUJIBHBIX OTBETOB
MeHee 50%.

10. IlepeBog Tekcra CpencTBo npoBEpKH OnennBaeTcs TOUHOCTb U YK-4.1;
COOJIIOAEHNS MOJTHOTA Nepelaun Kak VK-4.2;
rpaMMaTUYECKHUX, OCHOBHOM, TaK 1 VK-4.4
CHUHTAaKCHUYECKUX, BTOPOCTETIEHHON
opdorpapuueckux nHpopmanun. [lepeBog

MIpaBwJI, COOTIOICHUS
SI3IKOBOI HOPMBI M CTHIIS
IpY TIEPEBOJIE C
HWHOCTPAHHOT'O A3bIKa Ha
POIHOM, aIeKBaTHOCTh
nepeBoia TeKCTa-
OpUTHHAJIA Ha POJHOMN

orieanBaetcst B 100 6amioB.
[Ipu 3TOM 32 IpaBUIBHBIN
MepeBO;

1) TeKCHYECKHUX €IMHMIIT
naetcs ot 0 mo 40 6amioB
(BEepHBI BEIOOD
SKBHUBAJICHTOB CJIOB;
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SA3BIK.

MepeBeICHBI BCE CIIOBA, KaK
HEUTpaJIbHOM, TaK U
TEPMHUHOJIOTHYECKON
JICKCHKH; TIEpEe/IaHbl BCE
peanuu U UMeHa
COOCTBEHHBIE; MPABUILHO
TIepeBeICHBI BCE CBOOOTHBIC
U YCIIOBHBIE
CIIOBOCOYETaHU);

2) rpaMMaTHIECKUX SIUHUI] 1
koHcTpyKiui ot 0 7o 40
0autoB (BepHBIN EPEBOA
BHIOBPEMEHHBIX (OpM
rJlaroyia, 3ajiora u
HAKJIOHEHUS TJ1arona,
MOJIJIBHBIX TJIar0JIoB,
HEJIMYHBIX OpM Tiarona u
KOHCTPYKUUH C HUMU;
MPaBUIIBHO MEPEAAHO YHUCIIO U
Mk CyMECTBUTEIHHBIX;
YUYTCHBI IPH TIEPEBO/IC
CTETICHN CPaBHEHHUS
NpUIIaraTesIbHBIX U HAPCUHid);
3) cHHTaKCHUYeCKHX
koHcTpyKwii ot 0 10 10
0ay10B (BEpHO BBHIOPAHO
3HAYCHUE CIIOB-
3aMECTUTEIIEH; TepeIaHbl
aM(paTUICCKHE
KOHCTPYKITUH);

4) CTHIINCTHYICCKU
MIPaBUJIBHBIN (a/1€KBAaTHBIH)
nepesoj oT 0 1o 10 6aytos.
ITkana cooTBETCTBUS
KOJINYeCTBa HAaOpaHHBIX
0aJUIOB OIIEHKE IO
MUCHbMEHHOMY MEPEBOTY:
100-86 6ai10B — «OTIIHYHOY,
85-76 6aoB — «XopoIIo,
75-55 6ammoB —
«YJIOBJICTBOPUTEIILHOY,

54 Gamna u MeHee —
«HEYJIOBIIETBOPUTEIHLHOY.
IMokazarenu nepenaun
OCHOBHOTO COJICPKaHUS
OLIEHMBAIOTCS 110 4-0AITHHOM
iKane:

5 6amioB (OTINYHO),

4 6aa (Xopolro),

3 Gamna
(YIOBJIETBOPHUTENBHO),

2 Oamna
(HeyIOBIIETBOPHUTEHHO).
Bamer cymmupyrores, u
BBIBOAMTCS CPETHHIA Oa.

6.2. MeToau4ecKkne MaTepHaJibl, ONpeae/sionue NpoueIypbl OlleHUBAHUS 3HAHMI, YMEHMId,
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HABBIKOB M (MJIM) ONBITA AeSITeIbHOCTH, XaPAKTEPU3YIOIIUX 3Tanbl GopMUpPOBaAHNS
KOMIIeTEeHI[UI B Mpoiecce 0CBOCHUsSI OCHOBHOM nmpodeccuoHaAJIbHOM 00pa3oBaTeIbLHOM

NpPorpaMmal
No ®opma xoHTpoJst/ | Ilpouexypa oneHuBaHusA IIxana M KPpUTEPHH OLEHKH, 0aJLT

KO/bI

OLleHMBAEMBbIX

KOMIleTeHI M i
3ayver / IIpaBunbHOCTS OTBeTOB Ha | OLIEHKA «3a4TEHO» BBICTABIIETCS B TpeX
YK-4.1; BCE  BOMPOCH  (BEpHOE, | CIydasx:
YK-4.2, YeTKoe H  JIOCTaTouHo | 1. mpaBMIIBHOCTH MCHOJIB30BAHUS S3BIKOBOTO
YK-4.4 rIIyOOKOE M3JIOKCHUE UJICH, Marepuana (t.e. COOTBETCTBHE

HOHATHH, PaKTOB U T.1.); IrpaMMAaTHYECKUM, JIEKCUYECKUM u

CoueraHue TMOJHOTBI | (OHETHYECKMM HOpPMaM HHOCTPaHHOTO

JTAKOHUYHOCTHU OTBETA; SI3BIKA).

Hannmume ~ mpakTW4eckux | 2. MOJHOTa M aJeKBATHOCTh ITOHUMAHHS

YMEHUH 10 IUCLHUIUINHE COJepKAHUS YCIIBIIIAHHOTO u

(BBIMIOTHEHHE MIPOYUTAHHOTO.

NPAaKTUYECKOro  3aJaHus, | 3. KOPPEKTHOCTh U CI0KHOCTh ITMCHbMEHHOT'O

COOTBETCTBYIOIIETO JHO00i BBICKa3bIBAaHUS C  TOYKHM  3pEHHA

TeMe n3y4aeMou ColepXKaHUs WU YPOBHSA  SI3bIKOBOM

JMCIUIUTAHBI); TPYJAHOCTH, COOTBETCTBUE CTHIIIO U JKaHPY

OpueHTHpOBaHHE B MUCbMEHHOT'O BBICKa3bIBAHMHL.

y4eOHOH,  Hay4yHOW | | «3a4TEHO» BBICTABJISIETCS, KAK MUHUMYM, IIPH

CIEIMabHON TUTEpaType; | YCBOCHUU oOyyaromumcest OCHOBHOTO

Jloruka U | Marepuasa, B  H3JIOXKEHUH  KOTOPOTO

apryMEHTHPOBAaHHOCTb JOITyCKAIOTCSl ~ OTHENIbHBIE  HETOYHOCTH,

U3JI0KEHUS; HapyllIeHue [IOCTIEI0BATENbHOCTH,

I'pamotHOE OTCYTCTBHE€  HEKOTOPBIX  CYLIECTBEHHBIX

KOMMEHTHPOBaHHE, JeTajeH, HMEIOTCS 3aTpyAHEHUS B

MIpUBeIEHUE MIPUMEPOB, | BHIMOJTHEHUUIIPAKTHYECKUX 3aJaHUM.

aHaJIOTHii;

KyneTypa oTBeTa. OneHka «HE 3a4TE€HO» BBICTABISIETCSI B TOM
cilydae, KOrja OOy4YalolIMicsi He Biajeer
3HAYUTEIbHON YacTbIO Marepuana,
JONyCKAaeT NPUHLUMIHNAIbHBIE OIIMOKH, C
OONpIIMMU  3aTPYJHEHUSIMH  BBINOJIHSIET
IpakTHYecKue  paboThl,  €ClIM  OTBET
CBUJIETENILCTBYET 00 OTCYTCTBHH 3HAHUH IO
MpeaMeTy,  TEOPETHYECKOE  CoAeprKaHue
yu4eOHOW  AWCUMIUIMHBI ~ HE  OCBOEHO,
HEOOXO0TUMEIE MIPaKTHYECKUE YMEHUS
pabotel He cdopmupoBanbl, 50 u Oomee
MIPOLICHTOB y4eOHBIX 3aJaHUH,
NpeAyCMOTPEHHBIX TPOrpaMMoOi 00ydeHus,
HE BBIIOJIHEHBI, COJEpKaT rpyOble omHnOKy,
JIOTIOJIHUTENIbHASL CaMOCTOATENbHAs padoTa
Hajl MaTepuanoM JTUCTIUTITAHBI HE
MpoBeJieHa, JMOO KadecTBO BBHITIOJHEHUS
HU3Koe, Oombinoe uucio 3anstuid (50 % wu
Oomee) mpomymieHO 0€3  YBaXWUTEIHHOU
MIPUYUHBI ¥ 0€3 MocIeayoie 0TpaboTKH.

Jk3ameH / Ok3aMeH cOCTOUT U3 ABYX | OIleHKa «OTIMYHO» — O3HAKOMUTEIBHOE
YK-4.1, gacTel:  mepBas  4YacTh | YTEHUE CO CKOpocThio 150 cioB B MHMHYTY
YK-4.2; MpenoaraeéT  WTOTOBYIO | (aHTIMHACKHAN A3BIK). KonnuecTso
YK-4.4 MUCHBMEHHYIO KOHTPOJIbHYIO | HE3HAKOMBIX ISl OOYyYaromierocs CcJOB He

paboty o JIEKCHKO- | mpeBbimaet 2-3 % 1o OTHOWIEHHIO K 00uieMy
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rpaMMaTHYECKOMY
Marepuaity Kypca
WHOCTPAHHOIO  sI3bIKAa U
MpeABapsIeET YCTHYIO YaCTh.
1. Urenue,
MHUCbMEHHBIA TIEPEBOJ CO
cJ0BapeM

npogecCHOHANTBHO -
OPHUCHTHUPOBAHHOTO TEKCTA
00BeMOM 1500-2000
MEYaTHBIX 3HAKOB,
o0cyxIeHIe ero
COJICpKAHUS Ha
AHIJIMMCKOM SI3BIKE.

2. O3HaKOMHUTETHHOE
YTCHHE u
KOMMEHTHPOBaHUE

JeJIOBOI0  MNHUChbMAa  Ha
AHTJIUHCKOM S3BIKE.

3. YcTHOE H3TIOXKEHHE
OIHOM W3 U3YYCHHBIX B
TE€YEeHHE Kypca TEeM.
OnenuBaroTcs:

— CTeleHb PacKpBITHUS
coJep KaHus MaTepHana;

— U3JOXEHHE MaTepHuaja
(rpaMOTHOCTB peun,
TOYHOCTh  HCIIOJIb30BAHUSA
TEPMUHOJIOTUN u
CHUMBOJIMKH,  JIOTHMYECKas
MOCIIE0BATEIbHOCTD
W3JI0KEHUS] MaTepuaa,;

— 3HaHHe TEOpUHU
M3yYEHHBIX BOIIPOCOB,
c¢(hOpMUPOBAHHOCTh u
YCTOMYUBOCTD
UCTIOJIb3YEMBIX MPU OTBETE
YMEHHUI U HAaBBIKOB,

— aJeKBaTHOCThb
nepeBoJa.

KOJIM4eCTBY cJIOB. [IpaBUIIbHBIN MUCHMEHHBIN
niepeBo]] pparmenra Tekcta oobremom 400-500
ed. 3H. CO CJIOBApeM TpH Moucke GparMenra
nx obmero oopema TekctoB 8§000-9000 meu.
3H. (Bpems 45 wmwmHyT). becema ¢
Iperno/aBareieM Mo TeMe CIeqUaabHOCTH 0e3
rpaMMaTHIECKUX OIHOOK.

OneHka «XOpowo» — O3HAKOMHUTEIHHOE
YTeHHe €O CcKopocThio 130 ciOB B MUHYTY
(aarnmifckmii  s3p1K), 100 c10B B MUHYTY
(bpaniry3ckuit W HEMEIKWH  S3BIKH).
KonnvecTBo HEe3HAKOMBIX ISl 00Y4AIOMIETOCs
CJIOB HE TpeBbImaeT 5 % MO OTHOMIEHHWIO K
o0mmeMy KOJIM4YecTBY ciioB. IlucermeHHBIH
MepeBoJl C€ HEKOTOPBIMH  HETOYHOCTSMHU
TekcTa oobeMoMm 400 mey. 3H. co cloBapeMm
Tpu Moucke (parMeHTa ux oOmero odhema
tekctoB 8000 meu. 3H. (Bpemss 45 MUHYT).
Becena ¢ mnpenomaBateneM 1o  TeMe

CIIEIUAIBHOCTH c HEKOTOPBIMU
rpaMMaTHYECKUMHU OIMHOKaAMH.
Onenka «YJIOBJICTBOPUTEIHHOY —

03HAaKOMHTEIFHOE YTEHHE CO CKOpocThio 100
CJIOB B MUHYTY (aHTJIMIACKHH s3bIK), 80 CIIOB B
MUHYTY ((ppaHIy3cKUil ¥ HEMEUKHH SI3BIKH).
KonndecTBO HE3HAKOMBIX JJIs1 00YyYaromierocs
cinoB He mpesbimaer 10 % Mo OTHOMIEHUIO K
o0meMy KONUYeCTBY CJOB. lIMCEMeHHBIN
MEPEBO/] C HAJTMYNEM HETOYHOCTEH U OMIMOOK
Tekcta o0beMoM 400 mmed. 3H. cO CloBapeM
Mpu TIOWCKe (parMeHTa MX 00Iero oobema
tekctoB 8000 meu. 3H. (Bpemsi 60 MUHYT).
becena ¢ npenogasareneM IO TeMe

CHELUAIIBHOCTH co MHOTHMHA
rpaMMaTHYECKUMU OIIHOKaMHU.
Orenka «HEYOBJIETBOPUTEIHHOY» —

03HAaKOMUTEIBHOE UYTEHHE CO CKOpPOCThIO 80
CJIOB B MUHYTY (aHIJIMHACKUH s3bIK), MeHee 50
cioB B MUHYTY ((paHIly3ckuii M HeMEUKHUH
sa3b1kn).  KonnyecTBO  HE3HAKOMBIX LIS
oOyuaromierocst cinos npessimaer 20 % mo
OTHOIIEHHIO K O0OIIeMy KOJHYECTBY CJIOB.
IInceMeHHBIN MEpeBO, ¢ MHOIOYHCIEHHBIMU
omuOKaMu ® He 3aBepiueH 3a 60 MHHYT.
becena ¢ nmpemomaBareneM 1O TeMe
CIEIAIBHOCTH HE COCTOUTCSL.

6.3. TunoBbIe KOHTPOJIbHbIE 32/IaHUA HJIM HHbIEe MaTepHaJibl, He0OX0AUMBIe /ISl IPOLeYyPbI
OLICHUBAHMS 3HAHMI, YMEHHH, HABBIKOB U (WJIM) ONBITA 1eATEJbHOCTH, XaPAKTEPHU3YIOLIHX
Jransl (OPMUPOBAHUA KOMIIETEHIMI B Npolecce 0CBOCHUSI OCHOBHOM NMPO(hecCHOHATLHOMI

o0pa3oBaTe/IbHOI NPOrpaMMbl

6.3.1.1.
1.

6.3.1. TunoBble 3a1aHusA A5 NPOBEJAEHUS TEKYIIEro KOHTPOJISA 00y4arouuXcs

TunoBble BApMAHTHI TECTOBBIX 3aJaHUI

good friends.
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a) Annaand I am
b) Annaand I are
¢) Annaand I

d) Annaand I be

Those people American.

a) isn't
b) don't
c) not

d) aren't

« ?» «No, she's out. »

a) Is at home your mother

b) Does your mother at home
c¢) Is your mother at home

d) Are your mother at home

«What colour 7 «Red.”

a) your caris
b) your car

c) isyour car
d) has your car

Look, there is Sarah. a brown coat.

a) She wearing

b) She is wearing
c) She has wearing
d) She's wear

You can turn off the television. it.

a) I'm not watch
b) I don't watching
c¢) | not watching
d) I'm not watching

« today?» «No, he's at home.»

a) Is Ben working
b) Is work Ben
c) Isworking Ben
d) Is Ben work

We away at weekends.

a) go often
b) often go
c) often going
d) are often go

« play the guitar?» «Yes, but I'm not very good at it.»

a) Do you

b) Are you
c) Doesyou
d) You

10. I don't understand this sentence. What ?




11.

12.

13.

14.

15.

16.

17.

18.

19.

a) mean this word
b) means this word
¢) does mean this word
d) does this word mean

Please, be quiet.

a) | working.
b) 1 work.

¢) I'mworking.
d) I'm work.

Tom

a) has

b) having
c) ishaving
d) have

What

a shower every morning.

at weekends?

a) are you usually doing
b) do you usually

c) are you usually do

d) do you usually do

The weather

last week.

a) isgood

b) was good
c) were good
d) had good

Caroline

to the cinema three times last week.

a) go

b) went
C) goes
d) was

a) didn't watch
b) didn't watched
c) wasn't watch
d) didn't watching

What

TV yesterday.

a) was you doing
b) were you doing
c) you were doing
d) were you do

Jack was reading a book when his phone

a) ringing

b) ring

c) rang

d) was ringing

«Where is Rebecca?» «

to bed.»

at 11.30 yeasterday?
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20.

21.

22,

23.

24,

25.

26.

27.

28

a) Sheis gone

b) She has gone
c) She goes

d) She have gone

«Are Laura and Paul here?» « No, they »

a) don'tarrive yet

b) have already arrived
c) haven't already arrived
d) haven't arrived yet

«How long married?» «Since 2007.»

a) you are

b) you have been
¢) has you been
d) have you been

Andrew tennis tomorrow.
a) isplaying

b) play

c) plays

d) isplay

«What time is the concert tonight?» «It at 7.30.»

a) s start

b) is starting

C) isgoing to start
d) starts

I think Kelly the exam.

a) passes

b) will pass

c) will be pass

d) is going to pass

It's a nice day. for a walk?

a) Do we go
b) Shall we go
c) Are we go
d) Gowe

I'm having a party next week, but Paul and Rachel

a) can't come

b) can't to come
c) can't coming
d) couldn't come

It's a good film. You go and see it.

a) should to
b) need

c) oughtto
d) should

. Excuse me, a hotel near here?
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a) has there
b) is there
c) thereis
d) isit
29. a lot of accidents on this road. It's very dangerous.

a) Ithas

b) There have
c) Thereis
d) There are

30. | don't want this book. You can have
a) it
b) them

c) her
d) him

31. Sue and Kevin are going to the cinema. Do you want to go with ?

a) her
b) they
c) them
d) him

32. Have you seen ?

a) the car of my parents
b) my parent's car
C) my parents' car
d) my parents car

33. I'm going to buy

a) hat and umbrella

b) ahat and a umbrella
c) ahatand an umbrella
d) an hat and an umbrella

34. Where can | get about hotels here?

a) some information
b) some informations
c) an information

35. We enjoyed our holiday. hotel was nice.

a) Hotel
b) A hotel
c) An hotel
d) The hotel

6.3.1.2. [IpuMepHbBIe TEMBI A0OKJIAT0B H COOOIIEHUI
Paznen 1. Education policy in Russia and abroad

The Education System in the USA.
The System of Education in Great Britain and Russia: comparative analysis.
3. My university: entrance requirements, faculty members, leisure time activities.

N

Paznen 2. How management developed
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=

What is management? The history of management.
Modern management theories.
3. Globalization and Competition Trends in Human Resource Management.

N

Paznen 3. Business correspondence

=

Business letters: types of letters.
2. Peculiarities of business correspondence.

Pasznen 4. Management styles

Four main roles of a manager.

The functions of managers at different levels of management.
Time management: time management skills

Tips for effective use of time.

el AN

Pa3znea S. The Effectiveness of Recruiting

Personnel management: Employee Selection.

Personnel management: Job description.

Planning as one of the major responsibilities of management. The types of plans.
Recommendations for effective planning.

Ao e

Paznen 6. Discriminatory Employment Practices

Employee Safety and Health.
Insurance Benefits.

N

Pa3zpnen 7. The company’s competitiveness

1. International management: managing large English, Russian and international companies.
2. Managing the company in a changing external environment.
3. The ways to improve the company's competitiveness.

6.3.1.3. IlpumepHbIe TEKCTHI JJIsI epPeBoaa
Tema 2.3 Globalization and Competition Trends in Human Resource Managemen
Current Trends in Human Resource Management

! The world of work is rapidly changing. As a part of organization,
Human Resource Management (HRM) must be prepared to deal with
effects of changing world of work. For the HR people it means
understanding the implications of globalization, work-force diversity,

changing skill requirements, corporate downsizing, continuous
. improvement initiatives, re-engineering, the contingent work force,
decentralized work sites and employee involvement. Let us consider
each of them one by one.

1. Globalization and its implications

Business today doesn’t have national boundaries — it reaches around the world. The rise of
multinational corporations places new requirements on human resource managers. The HR
department needs to ensure that the appropriate mix of employees in terms of knowledge, skills and
cultural adaptability is available to handle global assignments. In order to meet this goal, the
organizations must train individuals to meet the challenges of globalization. The employees must
have working knowledge of the language and culture (in terms of values, morals, customs and laws)
of the host country.

Human Resource Management (HRM) must also develop mechanisms that will help
multicultural individuals work together. As background, language, custom or age differences
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become more prevalent, there are indications that employee conflict will increase. HRM would be
required to train management to be more flexible in its practices. Because tomorrow’s workers will
come in different colors, nationalities and so on, managers will be required to change their ways.
This will necessitate managers being trained to recognize differences in workers and to appreciate
and even celebrate these differences.

2. Work-force Diversity

In the past HRM was considerably simpler because our work force was strikingly
homogeneous. Today’s work force comprises of people of different gender, age, social class sexual
orientation, values, personality characteristics, ethnicity, religion, education, language, physical
appearance, martial status, lifestyle, beliefs, ideologies and background characteristics such as
geographic origin, tenure with the organization, and economic status and the list could go on.
Diversity is critically linked to the organization’s strategic direction. Where diversity flourishes, the
potential benefits from better creativity and decision making and greater innovation can be accrued
to help increase organization’s competitiveness. One means of achieving that is through the
organization’s benefits package. This includes HRM offerings that fall under the heading of the
family friendly organization. A family friendly organization is one that has flexible work schedules
and provides such employee benefits such as child care. In addition to the diversity brought by
gender and nationality, HRM must be aware of the age differences that exist in today’s work force.
HRM must train people of different age groups to effectively mange and to deal with each other and
to respect the diversity of views that each offers. In situations like these a participative approach
seems to work better.

3. Changing skill requirements

Recruiting and developing skilled labor is important for any company concerned about
competitiveness, productivity, quality and managing a diverse work force effectively. Skill
deficiencies translate into significant losses for the organization in terms of poor-quality work and
lower productivity, increase in employee accidents and customer complaints. Since a growing
number of jobs will require more education and higher levels of language than current ones , HRM
practitioners and specialists will have to communicate this to educators and community leaders etc.
Strategic human resource planning will have to carefully weigh the skill deficiencies and shortages.
HRM department will have to devise suitable training and short term programmes to bridge the skill
gaps & deficiencies.

4. Corporate downsizing

Whenever an organization attempts to delayer, it is attempting to create greater efficiency.
The premise of downsizing is to reduce the number of workers employed by the organization. HRM
department has a very important role to play in downsizing. HRM people must ensure that proper
communication must take place during this time. They must minimize the negative effects of
rumors and ensure that individuals are kept informed with factual data. HRM must also deal with
actual layoff. HRM dept is key to the downsizing discussions that have to take place.

5. Continuous improvement programs

Continuous improvement programs focus on the long term well being of the organization. It
IS a process whereby an organization focuses on quality and builds a better foundation to serve its
customers. This often involves a company wide initiative to improve quality and productivity. The
company changes its operations to focus on the customer and to involve workers in matters
affecting them. Companies strive to improve everything that they do, from hiring quality people, to
administrative paper processing, to meeting customer needs.

Unfortunately, such initiatives are not something that can be easily implemented, nor
dictated down through the many levels in an organization. Rather, they are like an organization
wide development process and the process must be accepted and supported by top management and
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driven by collaborative efforts, throughout each segment in the organization. HRM plays an
important role in the implementation of continuous improvement programs. Whenever an
organization embarks on any improvement effort, it is introducing change into the organization. At
this point organization development initiatives dominate. Specifically, HRM must prepare
individuals for the change. This requires clear and extensive communications of why the change
will occur, what is to be expected and what effect it will have on employees.

6. Re-engineering work processes for improved productivity

Although continuous improvement initiatives are positive starts in many of our
organizations, they typically focus on ongoing incremental change. Such action is intuitively
appealing — the constant and permanent search to make things better. Yet many companies function
in an environment that is dynamic- facing rapid and constant change. As a result continuous
improvement programs may not be in the best interest of the organization. The problem with them
is that they may provide a false sense of security. Ongoing incremental change avoids facing up to
the possibility that what the organization may really need is radical or quantum change. Such drastic
change results in the re-engineering of the organization.

Re-engineering occurs when more than 70% of the work processes in an organization are
evaluated and altered. It requires organizational members to rethink what work should be done, how
it is to be done and how to best implement these decisions. Re-engineering changes how
organizations do their business and directly affects the employees. Re-engineering may leave
certain employees frustrated and angry and unsure of what to expect. Accordingly HRM must have
mechanisms in place for employees to get appropriate direction of what to do and what to expect as
well as assistance in dealing with the conflict that may permeate the organization. For re-
engineering to generate its benefits HRM needs to offer skill training to its employees. Whether it’s
a new process, a technology enhancement, working in teams, having more decision making
authority, or the like, employees would need new skills as a result of the re-engineering process.

7. Contingent workforce

A very substantial part of the modern day workforce are the contingent workers. Contingent
workers are individuals who are typically hired for shorter periods of time. They perform specific
tasks that often require special job skills and are employed when an organization is experiencing
significant deviations in its workflow. When an organization makes its strategic decision to employ
a sizable portion of its workforce from the contingency ranks, several HRM issues come to the
forefront. These include being able to have these virtual employees available when needed,
providing scheduling options that meet their needs and making decisions about whether or not
benefits will be offered to the contingent work force.

No organization can make the transition to a contingent workforce without sufficient
planning. As such, when these strategic decisions are being made, HRM must be an active partner
in these discussions. After all its HRM department’s responsibility to locate and bring into the
organization these temporary workers. As temporary workers are brought in, HRM will also have
the responsibility of quickly adapting them to the organization. HRM will also have to give some
thought to how it will attract quality temporaries.

8. Decentralized work sites

Work sites are getting more and more decentralized. Telecommuting capabilities that exist
today have made it possible for the employees to be located anywhere on the globe. With this
potential, the employers no longer have to consider locating a business near its work force.
Telecommuting also offers an opportunity for a business tin a high cost area to have its work done
in an area where lower wages prevail.

Decentralized work sites also offer opportunities that may meet the needs of the diversified
workforce. Those who have family responsibilities like child care, or those who have disabilities
may prefer to work in their homes rather than travel to the organization’s facility. For HRM,
decentralized work sites present a challenge. Much of that challenge revolves around training
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managers in how to establish and ensure appropriate work quality and on-time completion. Work at
home may also require HRM to rethink its compensation policy. Will it pay by the hour, on a salary
basis, or by the job performed. Also, because employees in decentralized work sites are full time
employees of the organization as opposed to contingent workers, it will be organization’s
responsibility to ensure health and safety of the decentralized work force.

9. Employee involvement

For today’s organization’s to be successful there are a number of employee involvement
concepts that appear to be accepted. These are delegation, participative management, work teams,
goal setting, employee training and empowering of employees. HRM has a significant role to play
in employee involvement. What is needed is demonstrated leadership as well as supportive
management. Employees need to be trained and that’s where human resource management has a
significant role to play. Employees expected to delegate, to have decisions participatively handled,
to work in teams, or to set goals cannot do so unless they know and understand what it is that they
are to do. Empowering employees requires extensive training in all aspects of the job. Workers may
need to understand how new job design processes. They may need training in interpersonal skills to
make participative and work teams function properly.

Tema 3.2. Telephoning. CVs and interviews
Demonstrate you meet the criteria

Before you start writing any application or preparing for an interview, it is important to be
clear about what the employer is looking for and how you meet their selection ‘criteria’. Spending a
little time on this makes it easier to write a strong application and deal with interview questions,
meaning you are more likely to be successful.

Identify the criteria

Throughout the selection process you are looking to provide evidence of the skills and
experience the employer is looking for. You will usually find these in the job description, but you
may also have gathered additional information about what is important to the employer by attending
careers events or through your own research or contacts.

If you are making speculative applications to ask about possible jobs, or if the vacancy
doesn’t provide you with much detail, you can identify the likely criteria by reading relevant job
profiles on careers websites, and/or looking at adverts for similar jobs. Researching the job and
industry in this way helps make your application more convincing.

Select your examples

Once you know the employer's requirements, think about examples that demonstrate these
skills or experience. These examples can come from your academic work (dissertation, fieldwork
and team projects), work experience, voluntary work, student societies, positions of responsibility,
sport and music, or anything else!

« Try to think of examples from a range of activities, from different parts of your life. Where
possible, draw on recent examples

»  Specific examples should include specific detail as this makes them more memorable and
persuasive.

«  Focus on how and why you were successful in the activity involved.

*  Where relevant, see if you can include a measure of your success e.g., how much money
you raised/managed, how many people you led/presented to.

Presenting your examples

Picking examples which best match the criteria means you can tailor your CV, application,
cover letter or interview answers to the specific job you are applying to. In written applications
presenting your examples using action verbs can convey impact and make your application stand
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out. Here are some examples:

« Adapted

«  Communicated
»  Established

* Managed

»  Negotiated

In cover letters, application forms and interviews, using the STAR approach (Situation,

Task, Action, Result) can help give a clear structure for your examples:

«  Situation you were in

* Task you had to do

« Actions you took, explained clearly and specifically

Result — positive outcome and/or what you learned

The actions should be the bulk of your answer (say, 70%) and the rest 10% each, but it will
depend a little on your own example. The amount you write will vary according to any word limit
and the format of the application (e.g. a paragraph in a covering letter versus a concise bullet point
in your CV), but it's a good idea to build up a range of examples of your achievements which you
can then modify for different applications. This process saves you time in the long run, and helps
develop your confidence too!

Have a go

Here we have a sample job description. We have added a typical question you might get
asked on an application form or at interview, and then provided an answer using STAR.

Tema 4.2 The types of business communication inside the organization
Kinds (Types) of Communication employed by Business Organisations

In a business context, all communication can be divided into two categories namely,
External Communication and Internal Communication.

External Communication

An organization, when it communicates with Governmental agencies, oth organizations,
customers, clients and Public it is called external communication The media employed may be
written media like letters, reports, proposals or visual media like posters, advertisements video tapes
or electronic media like faxes, telegrams, e-mails, telexes. The communication might also be
through teleconferences, face-to-face meetings, panel discussions or presentations, exhibitions and
such events.

Advantages of External Communication

External communication helps an organization to keep its outsourcing agencies like
distributors, wholesalers, retailers and clientele well informed about the company’s products,
services, progress and goals. The information gets continuously updated and accurate. All
organizations have to maintain cordial relationships with government agencies, licensing
authorities, suppliers of raw materials, ancillary industries and financial institutions. Continual and
updated information without any communication gap is essential for business houses.

Internal Communication

Every organization has the necessity to maintain appropriate communication with its
branches, staff and employees. This is generally called internal communication. Internal
communication is an essential feature of an organization’s administrative structure. In modern
times, the Human Resource Department plays an important role in maintaining internal
communication.

In the new millennium, particularly in the context of globalization, business has become
highly competitive. Business houses have the need to maintain good channels of internal
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communication. The central organization or corporate office should keep its branches well informed
of new policies and policy changes. The growth in business, the future projections for business,
increased specializations make a great demand on the central office to maintain an uninterrupted
flow of internal communication. Employees need to be motivated and exposed to the business
objectives and ethical ideas of a company so that they get an involvement in the work they do.
Employees on production line should be aware of the targets so that they overcome obstacles. Even
the shifting of the canteen and a re-adjustment of the lunch-breaks and tea-breaks have to be
informed well in advance to the employees. In turn, employees should be able to tell people at
higher levels their grievances, expectations and difficulties. Effective internal communication
forges a strong bond between the employees and management, promotes co-operation among
different sections in an establishment. It remove’s misunderstanding and aids the growth of the
organization at a desirable and optimum level. Internal communication in short, ensures
involvement of all the people without alienating any section.

Directions of Communication

In olden days communication was unidirectional. The boss gave the order and the
employees executed it. In fact, uni-directional communication has its origin in the feudal system.
The lord directed the vassal (a slave or bondman) to carry out a job. Business and industry
continued the age old tradition of the feudal system even after the industrial revolution. But soon
areas of conflict got promoted by sectarian interests (of homogenous groups) within an
organization. The barrier between the management and employees became an iron curtain. It has
been discovered that a multidirectional communication system demolishes the barriers and removes
friction. Business depends on such anew communication paradigm (pattern or model) to ensure the
success of business and the realization of even difficult objectives.

Downward Communication

Downward communication means the flow of communication from the top echelon (level or
rank) of an organisation to the lower levels of employees. Downward communication not only
recognizes and accepts a hierarchical structure but also is based on the assumption that people at the
higher level have the ability and authority to direct the employees on all do’s and dont’s. Downward
communication has its own shortcomings, if it is not complemented by other directional
communications. The shortcomings will be pronounced if an organization adopts only
unidirectional communication namely downward communication. Downward communication, if
practised without complementing it with upward communication, will fail because it accepts the
premise ” The boss is always right”. Moreover, it may get delayed or distorted as it goes down
through the various levels of the hierarchical set up as all decisions are taken without any proper
feedback. But it helps in creating an awareness among employees of the objectives, targets and
goals. It also helps in establishing a certain authority in the organization and discipline. In the armed
forces and police department, mostly, only downward communication exists.

Upward Communication

Communication maintained from lower level of employees to higher-ups is called upward
communication. Upward communication gives scope for the employees to offer their suggestions,
opinions, make complaints and seek redressal of their grievances. Upward communication helps an
organization to receive and reset its objectives at realistic levels. Upward communication may cause
ego problems to persons in higher hierarchial positions. It may also lead to meaningless criticisms
of the policies by disgruntled employees. But on the whole, modern management recognises the
need for healthy upward communication to make the organization responsive to suggestions and
ideas. Some organizations invite the opinions of personnel at the lower level. Jhs personnel
department, the HRD section and the Swedish type of ‘Ombudsman Office’ (Official appointed by
a government to investigate and report on complaints made by citizens on Public authorities) take
steps to see that a healthy and acceptable upward communication system is adopted by
organizations.
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Horizontal / Lateral Communication

The interaction among peer groups is called horizontal communication. Inter departmental
communication is also horizontal communication. Sales department, production department, quality
control department and the stores department have to constantly interact and coordinate among
themselves. Horizontal communication leads to a better understanding among individuals and
departments, cooperation and coordination.

Diagonal or multi-directional Communication

Diagonal communication means the wuse of upward, downward and horizontal
communication. It is a healthy practice not to depend on any one mode. Diagonal communication
leads to better feedback at all levels. It promotes understanding, motivates employees and gives a
sense of belonging and involvement to all people at all levels. But such communication should not
be allowed to degenerate to a meaningless criss-cross communication which will lead to chaos and
confusion. All modes have to be maintained at the appropriate and optimum level.

Formal and Informal Channels of Communication

Every business organization adopts some formal channels of communication which may be
upward, downward, or horizontal or all the three. They are usually in the form of notices,
announcements, reports, official or demi-official letters, advertisements, etc. Formal channels are
officially recognised and organised. They make the working of the organisation transparent. They
motivate the employees. They provide the necessary feedback. But formal channels operate with
some limitations. A continuous maintenance of a formal channel is time and resource consuming.
At ordinary times, they exist for their own sake without any objective, as a formality and routine.
Sometimes, free flow of information gets affected by personal factors.

Grapevine

Large organizations, where there are a large number of people working closely, generate
certain informal or unofficial channels of communication. These channels exist with or without
official patronage. Even if they are officially and secretly patronised, they are not authentic. This
type of communication is generally called “Grapevine” communication. Grapevine communication
is an informal, unofficial, horizontal channel of communication because generally peer groups
participate in it.

Types of Grapevine Communication

Types of Grapevine communication

|
| ! ! !

Single Strand Chain Gossip Chain Probability Chain Cluster Chain

Grapevine communication is of four different types. It can seep from individual to
individual in a strictly linear fashion. Information takes time to spread in this fashion. It is called
Single Strand Chain.

In some situations, an individual goes around communicating the message / information he
thinks he has obtained. This is called Gossip Chain. The listeners are a chosen few only. In some
other situation, an individual passes an information without any restriction to all those with whom
he comes into contact. This is called Probability Chain and the information / message passed on
may be interesting but not important.

In yet another situation, one person communicates to a few chosen associates who in turn
communicate the same to yet another group. This is called Cluster Chain.

Advantages of Grapevine Communication
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Grapevine communication brings about a strong bond among peer groups. It develops
because of the involvement of the persons connected with an organization. It gives mental
satisfaction to the participants and gradually reduces emotional outbursts and reactions. It keeps the
employees anticipating and acts as a buffer against Shockwaves. It is fast and can supplement
formal channels. It provides informal feedback on the changes contemplated by the Management.

Disadvantages of Grapevine Communication

Grapevine is definitely dangerous to the health of an organization if allowed to grow without
monitoring. Grapevine channel distorts or exaggerates the content of a message. It has the potential
to spread unnecessary gossip. It may result in character assassination and personal vilification of
individuals. It may provoke sudden unwanted and unexpected reactions from emotionally unstable
people.

Grapevine channels can be moderated but not eliminated. A transparent administration
policy, employee-friendly attitude, fruitful peer group meetings, inter-action sessions, parties and
outings where all those connected with the organisation participate are some of the strategies to
monitor grapevine and use it to the advantage of the organization. Business houses and industries
adopt one or several of these strategies to keep grapevine under reasonable control so that it does
not degenerate into a rumour mill and promote unwanted gossip sessions among the employees.

Tema 5.1 Personnel management: Employee Selection. Job description
Why Is the Human Resource Selection Process Important?
by Neil Kokemuller

The human resources, or HR, selection process is important
because of the production and performance value companies get
by making good hires and the high costs of replacing employees
following bad hires. These considerations are especially
heightened for small businesses. HR has taken on a more
strategic role in many early 21st century companies, with hiring
and selection integral to that role.

Basics

The HR selection process is the strategically planned procedural approach developed by
human resources professionals and implemented by organizations when recruiting, evaluating and
hiring new employees. The process typically begins when jobs are posted internally and externally.
Sometimes recruiting tools are used to draw top-qualified candidates for certain jobs. HR and hiring
managers developed screening tools, such as applications, interviews, tests, background checks and
reference checks and begin accepting applications.

Selection Criteria

One area of the selection process that is significant and sometimes under-valued is the
development of screening tools. The ultimate goal of selection is to hire the candidate who is the
best possible match for the job duties and the culture of the company. This makes using the right
selection tools and developing them effectively vital. Careful job analysis helps HR professionals
better align selection tools with the job. Only tools, criteria and interview questions that help yield
the best hire should make it into the selection process.

Costs

Along with finding the best hire, cost efficiency and legal concerns are two main reasons
why the HR selection process is so important. When companies make a bad hire, they pay to train
and orient a person who ultimately may cause more harm than good if he performs poorly and
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negatively affects the workplace. The costs to replace a bad hire are astronomical in many
industries. A Society Human Resource Management study showed that even an $8 an hour retail
employee can cost up to $3,500 to replace because of the hiring, administrative and training costs
involved.

Legal Concerns

The U.S. has become known as a litigious society, making protection against discrimination
lawsuits for hiring processes critical. This is another reason to closely align selection tools and
criteria with job expectations. Any misalignment between the job and selection criteria could open
the door for a candidate to claim discrimination. Laws such as Title VII and the Americans with
Disabilities Act mandate equal opportunities for employees regardless of such traits as race,
national origin, age, religion, sexual orientation and disability.

Evaluation Steps for Recruitment & Selection

by KJ Henderson

Recruitment and selection is the human resources function of
identifying, attracting, screening and hiring the most qualified
candidate for a job opening. For small businesses in particular,
this process is critical. The ability to effectively assemble the
best team members available can make the difference between
a company’s success and failure. When initiating the
recruitment and selection process, an entrepreneur must
consider many things.

Job Description

The most important step for a small business to take when performing the recruitment and
selection process is a clear understanding of the job for which they are hiring. It is not uncommon
for organizations to actively recruit candidates before properly identifying their hiring needs. This
can lead to inefficient time management, as the job description will most likely change during the
process. This will result in the hiring manager interviewing unqualified candidates. Before meeting
with job applicant, the hiring manager must decide upon the responsibilities of the position. He
must also be clear about the educational background, professional experience and qualitative
manners he seeks in the ideal candidate. In addition he must identify a salary that is in line with the
organization’s budget. That number must also realistically align with the compensation realities of
the market. For example, if a small business needs to hire an experience attorney but budgetary
constraints only allows a salary of $30,000; it is unrealistic to think that a suitable candidate will be
found.

Recruitment

Once the responsibilities, requirements and the salary range of a job is determined, a small
business can begin the task of recruiting qualified talent. This step can be carried out in a variety of
ways. A hiring manager may network with those in his industries in hopes that a successful
candidate will be found through word of mouth. Alternatively, she may post want ads on online job
search sites, such as Monster.com and CareerBuilder.com or in traditional publications, such as the
Houston Chronicle or the Houston Business Journal. She may also utilize the services of a staffing
agency that maintains a pool of qualified, pre-screened candidates.

Screening And Selection

When resumes begin to pour in, a hiring manager must meticulously screen each one. His
goal is to weed out those lacking the proper educational or professional background. Once he has
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identified the most appropriate resumes, he interviews those applicants. Interviews may take place
over the telephone or in person. During the interview, the hiring manager asks the candidate
questions specific to their background and how it relates to the job at hand. When an ideal candidate
has been identified, the hiring manager extends a formal offer of employment.

Tema 5.2 Staff training. Employee motivation.
Motivational Games That Will Leave Employees Feeling Inspired

When you offer someone motivation, you give them an uplifting nudge in the right
direction. They feel more confident, self-assured, and become productive. A stifling work
environment will only bring out the worst in people, where motivational games help a ton.

Employees aren't programmed robots who will do your bidding from sunup, to sundown.
They require trust and patience from those around them, where the honest group must be
encouraged, while the dishonest slackers should be allowed to reevaluate their goals and purpose.
Everyone involved - be it a solo or team project - should collectively be given pep talks, team-
building workshops, motivational activities to participate in, and above all, a reward for their hard
work.

When you acknowledge hard work, a person is propelled to be better, efficient, and focused.
These motivational games should help an organization boost their employees' overall performance
and mindset about the company.

Motivational Games for Workplaces
Presentation Skills
Presentation

Nobody is born with exceptional oratory skills. A presentation can only garner attention and
respect if the speaker knows how to handle their audience. In a boardroom, we're all familiar with
the drone of the speaker's voice, as we stifle yawns and repeatedly check our wrist watches. In this
activity, make employees group into teams of five or more, depending on the strength of the
workforce as a whole, and instruct each group to come up with a compelling presentation.

The topics you put forward can be anything from how to make work-life interesting or
convince a new client with a groundbreaking pitch. Have the boardroom members or management
of the company witness each presentation, marking off teams' overall performance based on skill,
precision, tactic, confidence, body language, and choice of words. The team that pulls off a great
presentation gets to experience a fancy dinner with the boss (or some other kind of reward that
you'd like to put forward).

Conclusion:

Do this sort of activity every 2 - 3 months, to give employees an opportunity to work on
their presentation skills. It will help them improve in many areas, especially when it comes to
successfully delivering a good presentation without messing up.

The Bigger the Brains, the Better
Scrabble

Crossword puzzles are fun to solve, but sometimes they can be a tad overwhelming for
someone who isn't really a hardcore fan. Design a special crossword puzzle that purely deals with
the ins and outs of a company, human nature in general, and the attributes of an ideal
leader/employee. Have everyone solve an individual crossword puzzle, or in groups of two. The
team/employee that solves the crossword puzzle first, can be given the liberty to take the day off the
following morning.
Conclusion:

Come up with interesting ways to make motivational games not just fun, but an exhilarating
experience for employees. This will encourage teams to work together as a single entity in solving
something as simple as a crossword puzzle, where communication is essential even in a two-way
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scenario.

Employee of the Month
Employee certificate

While this isn't a motivational game per se, it is nonetheless a great way to boost employee
performance. The insouciance of some companies in not giving employees their due recognition is
not an uncommon feature; this is where you get to turn things around. Every month, have the
management vote for employees based on varied criteria, by keeping track of those who have
performance levels that equal stellar and consistent.

Conclusion:

It will encourage those who weren't nominated to work harder, so that their names are
possibly cast in the voting process the following month. Employees can be given an 'Employee of
the Month' plaque, paired with a gift voucher. Employees have more than just a plaque with their
name on it, to look forward to.

How Long Can You Go On?
Office game

This may sound silly, but trust me, it is an exciting motivational game to try with employees.
Make two employees come forward to compete with one another, on who can hold a pencil the
longest without dropping it, as it balances between their nostrils and upper lip. Have them wedge
the pencil between this space in a 'smooch' position, while tilting their heads back.

Others can throw taunts, jokes, sarcasm, and the like, to see who breaks focus first. You
could ask the two participating employees to walk through a series of barricades and such, to see
who can still manage to keep the pencil in its place. The one who drops the pencil first, indicates a
lack of focus in a stressful situation.

Conclusion:

It will teach employees on how to remain centered no matter what sort of situation flings
itself at them. Such a composed demeanor is of utmost need in a workplace that has its share of bad
days.

Good Old-Fashioned Scrabble
scrabble

Scrabble occupied a major part of the growing-up years, for those who had an obsession for
word games. More than a motivational game, this will give employees some time to cool off, and
take a break from their desks doing something besides snoozing, or getting involved in mindless
gossip. Have everyone compete in the game as the winners advance, to ultimately play against the
last person standing amongst the rest.

Conclusion:

It will give employees a chance to acquaint themselves with not just coworkers they're
familiar with, but with others they hardly ever speak to. Newcomers will enjoy this activity too.
Come up with other games that give employees a chance to mingle; Pictionary, Taboo, and Dumb
Charades are great options to teach teams about teamwork.

These motivational games aren't the sort that will have employees yawning, or wishing they
weren't born. Make it synergistic, fun, not too childish, and more importantly, a learning experience
for everyone.

Read more at Buzzle: https://www.buzzle.com/articles/motivational-games.html

Tema 6.2 Problem solving: individual and group problem solving techniques, stages of
consideration and resolution of the problem

How To Solve Problems - Techniques of Problem Solving

As the owner of your own business you deal with problems on an almost daily basis. Being
familiar with effective Problem Solving Techniques can dramatically affect the growth of your
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business.

Although you find solutions to your problems, many businessmen and women are not really
skilled in the methods of problem solving, and when solutions fail, they fault themselves for
misjudgment. The problem is typically not misjudgment but rather a lack of skill.

This guide instructs you in some problem solving techniques. Crucial to the success of a
business faced with problems is your understanding of just what the problems are, defining them,
finding solutions, and selecting the best solutions for the situations. This guide explains the
following.

How to identify a problem. How to respond to it. The different techniques and methods
used in problem-solving. How to find alternative solutions. How to select the best
solution for the situation. Designing a Plan of Action. How to implement the Plan of
Action. How to assess the success of the solution and the Plan of Action.

Introduction to Problem Solving Techniques

What is a problem? A problem is a situation that presents difficulty or perplexity. Problems
come in many shapes and sizes. For example, it can be:

Something did not work as it should and you don't know how or why. Something you
need is unavailable, and something must be found to take its place. Employees are
undermining a new program. The market is not buying. What do you do to survive?
Customers are complaining. How do you handle their complaints?

Where do problems come from? Problems arise from every facet of human and mechanical
functions as well as from nature. Some problems we cause ourselves (e.g., a hasty choice was made
and the wrong person was selected for the job); other problems are caused by forces beyond our
control (e.g., a warehouse is struck by lightning and burns down).

Problems are a natural, everyday occurrence of life, and in order to suffer less from the
tensions and frustrations they cause, we must learn how to deal with them in a rational, logical
fashion.

If we accept the fact that problems will arise on a regular basis, for a variety of reasons, and
from a variety of sources, we can:

learn to approach problems from an objective point of view; learn how to anticipate some of
them; and prevent some of them from becoming larger problems.

To accomplish this, you need to learn the process of problem solving.

Here, we will instruct you in the basic methods of problem-solving. It is a step by step guide
which you can easily follow and practice. As you follow this guide, you will eventually develop
some strategies of your own that work in concert with the problem-solving process described in this
guide.

Keep in mind, though, as you read that this is not a comprehensive analysis of the art of
problem-solving but rather a practical, systematic, and simplified, yet effective, way to approach
problems considering the limited time and information most business owners and managers have. In
addition, some problems are so complex that they require the additional help of experts in the field,
so be prepared to accept the fact that some problems are beyond one person's ability, skill, and
desire to succeed.

1. Identifying the Problem

Before a problem can be solved, you must first recognize that a problem exists. Here is
where your approach to problem-solving is crucial. You should not allow the problem to intimidate
you. You should approach it rationally and remind yourself that every problem is solvable if it is
tackled appropriately.

Fear can block your ability to think clearly, but if you:

1. Follow a workable procedure for finding solutions;

2. Accept the fact that you can't foresee everything;

3. Assume that the solution you select is your best option at the time; and

45



4. Accept the possibility that things may change and your solution fail,

You will then enter the problem-solving process rationally, You should try to view it as an
intellectual exercise. Once you recognize that a problem exists, your next step is to identify the
problem. First, you need to discover how the problem occurred. Ask yourself the following
questions:

1. Did something go wrong?

2. Did something breakdown?

3. Were there unexpected results or outcome?

4. Is something that once worked no longer working?

Second, you need to know the nature of the problem:

1. Is it people, operational, technical, etc.?

2. Is it with a particular department, product or service, etc.?

3. Is it something tangible or intangible?

4. Is it an external or internal problem?

Third, you need to decide how significant the problem is. Based on the level of significance,
you may choose to deal with the problem or not to deal with it. Sometimes what you think is a small
problem, when analyzed, proves to be a major problem. The reverse is also true. To determine this,
you should ask yourself the following types of questions:

1. Is it disrupting operations?

. Is it hampering sales?

. Is it causing conflict among people?

. Is it an everyday occurrence or is it infrequent?

. Is it affecting personnel and their productivity?

. Is it common or unusual?

. Is it affecting goals, and if yes, which ones?

8. Is it affecting customers, vendors, and any other external people?
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Fourth, you should narrow down the type of problem:

1. Is it basically a problem which occurred in the past and the main concern is to make

certain that it doesn't occur again?

2. Is it a problem which currently exists and the main concern is to clear up the situation?

3. Is it a problem which might occur in the future and the basic concern is planning and

taking action before the problem arises?

The answer to all of the above questions will help you focus on the true problem. You
cannot effectively research the causes of a problem until you have a clear understanding of what the
problem is. Sometimes, people spend many hours on what they perceive as a problem only to find

: out, after seeking the causes, that something else was really
3' the problem.
| ? ! In order to appropriately identify the problem and its
( | . causes, you must do some research. To do this, simply list all
.4% M§ ‘ W ' the previous questions in checklist form, and keeping the
[ / W& checklist handy, go about gathering as much information as
“& you possibly can. Keep in mind the relative importance and
4 ‘ urgency of the problem, as well as your own time limitations.
Then interview the people involved with the problem, asking
them the questions on your checklist
After you've gathered the information and reviewed it, you will have a pretty clear understanding of
the problem and what the major causes of the problem are. At this point, you can research the
causes further through observation and additional interviewing. Now, you should summarize the
problem as briefly as possible, list all the causes you have identified, and list all the areas the
problem seems to be affecting.

Before proceeding to finding solutions, there is some additional research that could be done.

If possible and if warranted, you might wish to find out:
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1. What has previously been done in regards to this problem?
2. What have other companies done?

3. What formal knowledge might you need to acquire.

4. What has been learned from past experience.

5. What do experts say about the problem?

2. Roadblocks to Problem Solving

Many of us serve as our own roadblocks in solving problems. There are a variety of
roadblocks to watch for in order to effectively use the technique of problem solving:
. Watch out for old habits.

. Check your perceptions.

. Overcome your fears.

. Be careful of assumptions.

. Don't be tied to a problem; try to look at it with detachment.

. Don't let yourself procrastinate.

. Control your inclination for reactive solutions.

. Control your inclination for rash solutions.

. Avoid emotional responses and always attempt to be rational.
10. Be aware that the nature of a problem can change.

11. Do not skip steps in the problem solving process.

At this point, you are ready to check your understanding of the problem. You've already
identified the problem, broken it all down into all its facets, narrowed it down, done research on it,
and you are avoiding typical roadblocks. On a large pad, write down the problem, including all of
the factors, the areas it affects, and what the effects are. For a better visual understanding, you may
also wish to diagram the problem showing cause and effect.

Study what you have written down and/or diagrammed. Call in your employees and discuss
your analysis with them. Based on their feedback, you may decide to revise. Once you think you
fully understand the causes and effects of the problem, summarize the problem as succinctly and as
simply as possible.

OCoO~NO O WDN PP

3. How to Find Solutions

There are a number of methods for finding solutions. We will describe five thinking
methods below, but we recommend that you use a number of them in finding solutions. The first
four methods described are unconventional and more innovative. They allow you the possibility of
arriving at a novel solution. The fifth method is a more typical and straightforward method.

1. Association: There are three types of associative thinking. This type of thinking is
basically a linking process either through similarity, difference, or contiguity. For example,
contiguity finds solutions from things that are connected through proximity, sequence, and cause
and effect. The process works as follows: List as many parts of the problem you can think of. Then
giving yourself a short time limit, list as many words or ideas that have either proximity, sequence,
or related cause and effect to the ones you have listed. For example, a contiguous association might
be «misplaced work — cluttered desk» (proximity); «misplaced work — rushing» (sequence);
«misplaced work — irate customer» (cause and effect).

Associative thinking taps the resources of the mind. It brings into focus options you might
not have considered if you stuck to ideas only directly related to the problem. As a result of
associative thinking, you might find other relationships embedded in the problem that will lead to a
better solution.

2. Analogy: This thinking method is a way of finding solutions through comparisons. The
process is based on comparing the different facets of the problem with other problems that may or
may not have similar facets. An analogy might go like this: «Employees have been coming in late
to work quite often; how can | get them to be at work on time? This to me is like soldiers being late
for a battle. Would soldiers come late to a battle? Why not?» By, comparing the situation of
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workers to the situation of soldiers, you may find a solution for a way to motivate employees to
come to work on time.

3. Brainstorming: This thinking method is based on a free, non-threatening, anything goes
atmosphere. You can brainstorm alone or with a group of people. Most often a group of people
from diverse backgrounds is preferable. The process works like this: The problem is explained to
the group and each member is encouraged to throw out as many ideas for solutions as he or she can
think of no matter how ridiculous or far-fetched they may sound. All the ideas are discussed among
the group, revised, tossed out, expanded, etc. based on the group's analysis of them. Based on the
group's grasp of the effectiveness of each idea, the best ones are selected for closer review. For
example, the group of people might throw out for consideration any thoughts they might have on
how to increase sales or improve profits.

4. Intuition: This mode of thinking is based on hunches. It is not, as some think, irrational.
Intuition or hunches are built on a strong foundation of facts and experiences that are buried
somewhere in the subconscious. All the things you know and have experienced can lead you to
believe that something might be true although you've never actually experienced that reality. Use
your intuition as much as possible but check it against the reality of the situation.

5. Analytical Thinking: This thinking method is based on analysis. It is the most
conventional and logical of all the methods and follows a step by step pattern.

a. Examine each cause of the problem. Then for each cause, based on your direct knowledge and
experience, list the solutions that logically would seem to solve the problem.

b. Check the possible solutions you arrive at with the research you have compiled on how the
problem was solved by others.

Using each thinking technique, search for solutions. Keep a running list of all of them, even
the ones that seem far out, too simple, or even impossible. The effect of this is to give you a rich
pool of ideas that will lead you to the best solution.

4. Sorting Out the Best Solution

Go through your long list of solutions and cross-out those that obviously won't work. Those
ideas are not wasted for they impact on those ideas that remain. In other words, the best ideas you
select may be revised based on the ideas that wouldn't work. With the remaining solutions, use what
is called the "Force Field Analysis Technique.” This is basically an analysis technique which breaks
the solution down into its positive effects and negative effects. To do this, write each solution you
are considering on a separate piece of paper. Below the solution, draw a line vertically down the
center of the paper. Label one column advantages and one column disadvantages.

Now, some more analytical thinking comes into play. Analyzing each facet of the solution
and its effect on the problem, listing each of the advantages and disadvantages you can think of.

One way to help you think of the advantages and disadvantages is to role-play each solution.
Call in a few of your employees and play out each solution. Ask them for their reactions. Based on
what you observe and on their feedback, you will have a better idea of the advantages and
disadvantages of each solution you are considering.

After you complete this process for each solution, select those solutions which have the most
advantages. At this point, you should be considering only two or three. In order to select the most
appropriate solution, you should check each solution against the following criteria:

Cost effectiveness;

Time constraints;

Availability of manpower, material, etc.;

Your own intuition.

Before you actually implement the solution, you should evaluate it. Ask yourself these questions:

1. Are the objectives of the solution sound and clear and not complex?

2. Will the solution achieve the objectives?

3. What are the possibilities it will fail and in what way?

5. The Plan of Action
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Finding the solution does not mean the problem is solved. Now, you need to design a plan of
action so that the solution gets carried out properly. Designing and carrying out the plan of action is
equally as important as the solution. The best solution can fail because it is not implemented
correctly. When designing the plan of action, consider the following:

Who will be involved in the solution;

Who will be affected by the solution;

What course of action will be taken;

How should the course of action be presented to company employees, customers, vendors,

etc.;

When will it happen - the time frame;

Where will it happen; How will it happen;

What is needed to make it happen.

Design a plan of action chart including all the details you need to consider to carry it out and
when each phase should happen. Keep in mind, though, that the best plans have setbacks for any
number of reasons - from a key person being out for illness to a supplier shipping material late. So
remember that your dates are only target dates. Solutions and plans of action must be flexible.
Expect some things to be revised.

6. Evaluating the Plan of Action

Before you implement the plan of action, you should analyze it to see if you've considered as
many of the variables as possible. Some questions you might ask yourself are:
1. Is there adequate staff to carry it out?
2. Is the plan detailed yet simple enough for those affected to know what to expect and how
to carry it out?
. Will it embarrass anyone - manager, employee, customer, vendor, etc.?
. Is the time frame realistic and feasible?
. Are there special conditions which may have been overlooked?
. Who should be informed?
. Who should be involved?
. Who should be responsible for each aspect and/or phase?
. Is the plan of action cost effective?
10. Does the plan have a public relations component?
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7. Obstacles You May Encounter

There are a number of obstacles you may encounter when you implement your plan of
action. It is, therefore, advisable that you devise ways to overcome them. Try not to allow obstacles
to prevent you from reaching your goals. Some obstacles to watch for are:

1. Not receiving material and/or equipment on time;

2. Other situations which might arise and deflect your attention from this problem;

3. Procrastination;

4. A power struggle among managers and/or employees;

5. Resistance to change - a natural human condition.

Resistance to change and company-wide acceptance is typically the biggest obstacle. The
best way to overcome them is to build a public relations component into your plan of action. The
key question to ask yourself is, «How will 1 get my people to support the solution and make it
work?» Some effective methods for accomplishing this are:

1. Have as many managers and employees involved in the problem solving process as

possible.

2. Advertise the problem and solution to your employees through memos, newsletters, and
posters, showing the advantages and disadvantages of the solution but proving it is better
than the conditions which currently exist.

3. Establish a schedule of meetings where different groups of employees can be exposed to
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the solution and ask them for their feedback.

4. If necessary, develop a training program so that managers and employees feel competent

in carrying out the solution.

5. Involve key leaders who wield impact and influence others.

The key to a successful PR campaign is involving, as much as possible, the people who are
affected by the problem. The benefits of doing so is that they will understand the problem better and
why the solution is an effective one. The result will be that they will be more likely to not only
support your solution but also make sure that it works. Many times the solutions we select for
problems don't work because employees sabotage them, not because they are not inherently good
solutions. Employees may resist change, especially if they feel threatened. Involving employees
will assuage their fears.

8. Simulating the Solution / Plan of Action

Before you implement the plan of action on a full scale, you should select a small group of
managers and employees and role play the solution in the work setting. Observe the group as they
carry out the solution and take note of:

1. How they carry out the solution;

2. Their reactions to the solution;

3. Their understanding of the solution;

4. The effectiveness of the tools they are using in carrying out the solution;

5. Their resistance to change and reverting back to the previous behaviors.

Based on what you observe, you may need to revise some of your plans.

9. Successful Implementation

To assure the successful implementation successful implementation of your solution and
plan of action, remember the following:

1. Prepare your staff well in advance;

2. Train your staff well in advance;

3. Order equipment, material, etc., well in advance;

4. If necessary, hire new staff and do so well in advance;

5. Use PR at every meeting and in memos as much as possible;

6. Evaluate the effects of each phase as it is implemented and make the necessary

adjustments;
7. Attempt to remain flexible and open-minded.

Evaluating the Success of Your Solution

As each phase of your plan of action is implemented, you should ask yourself whether your
goals were achieved, how well they were achieved, and did it work smoothly. To check your own
perceptions of the results, get as much feedback as possible from your managers and from your
employees. What you may think is working may not be working well in the eyes of your people.
Always remember that they are one of your most valuable tools in successfully carrying out your
solution.

Tema 7.2 Approaches to managing the company in a changing external environment. The
ways to improve the company's competitiveness.

How to Improve Your Company’s Competitiveness in a Global, Internet Economy

Now that you understand that your business competes not just domestically, but
internationally, virtually, and environmentally, how can you use it to your advantage? You can take
this knowledge to make decisions and take action to make your business more competitive in the
global, Internet economy.

We have laid out a few strategies you can easily take action on to become more competitive.
These strategies are fairly easy to initiate, and they can help you to reduce costs, innovate, become
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environmentally sustainable, empower your company and yourself, and build your network.
Reduce Costs:

This is something every business constantly tries to achieve. But are you focused on
reducing the right costs? You might want to think about looking into your supply chain
management options. You could work on collaborating with your suppliers to consolidate goods
into fewer shipments, reduce packaging costs, and work on simplifying your process, among other
strategies.

You could also cut costs by looking at the technology you use every day. Are there any
programs with monthly subscription fees that you don’t really use? Are there other programs that
you use, and you know there are less expensive versions available? Do you have the right
collaboration tools for your workforce?

Innovate:

In stiff competition, the companies that can innovate and adapt to the ever changing business
environment are the ones that succeed. One way that companies innovate is through research and
development. This could be as simple as surveying your customers to understand what your
company could be doing better. You may spend a bit more money in the short term, but the results
will pay off well into the long-term. If you focus on improving your products and services to a point
where you are better than your competitors, customers will notice.

Become Environmentally Sustainable:

Environmental sustainability is not just another buzzword. In fact, the idea will grow in
importance as we realize that the world’s non-renewable resources are becoming scarce.
Improvements that you can undertake in your own business include starting a recycling program,
and building improvements that help to cut down on your use of electricity. You can also reduce
your travel by taking advantage of Internet and Communication Technology to collaborate with
employees and clients.

Empower Your Company and Yourself:

Gathering market intelligence on domestic, international, virtual, and environmental markets
is one of the most important things you can do to empower your business. If you know what is
going on in all of the various markets you compete in, and the ones you do not compete in, you can
clearly define your challenges, and devise strategies to overcome those challenges.

Additionally, you can take the time to improve yourself. No one is perfect. Attend a seminar,
join a professional organization, or even take some time to read case studies pertaining to your
industry. Whether you are in management, sales, or HR, there are always chances to develop
professionally.

Network:

How many times have you heard that «It’s not what you know, it’s who you know?» Well,
that model of thinking is somewhat true, especially now. Your company does not need to own
manufacturing plants or distribution centers to get products to customers. You can develop a global
and virtual business network to orchestrate a network of suppliers, manufacturers, and buyers. On a
smaller scale, who do you know, and how can they help you to make your network more powerful?

You can even use social media like Twitter, blogs, and LinkedIn to expand your virtual
network, and make your company active in the global, internet economy. Sign up for an account,
build your profile, and watch how your network grows.

6.3.1.3. [IpuMepHbIe TeMbI TPYNIOBBIX AUCKYCCHIA
Tema 2.4 Management features in different countrie
Cultural Influences on Management Style
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Tema 4.1 Four main roles of a manager. The functions of managers at different levels of
management.

1. Levels of management.
2. The functions of managers at different levels of management.

Tema 4.4 A modern manager: personal characteristics, skills and abilities required for
effective management.

1. Modern management concepts and skills
2. Skills and personal characteristics needed by manager.
3. The portrait of a Russian manager.

Tema 5.3. Planning as one of the major responsibilities of management. The types of plans.
Recommendations for effective planning.

1. The basic steps in the management planning.
2. Strategic planning process
3. Recommendations for effective planning

Tema 6.2 Problem solving: individual and group problem solving techniques, stages of
consideration and resolution of the problem.

1. Decision making process in management - Problem solving
2. Individual problem solving techniques.
3. Group problem solving techniques.

6.3.1.4. IlpumepHbIii MepeYeHb JeKCHYECKHX eTHHHUIL sl JIEKCHIeCKOr0 TMKTAHTA
Tema 2.3 Globalization and Competition Trends in Human Resource Management.
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Tema 3.2. Telephoning. CVs and interviews
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Jla, MeHsI 3TO yCTpauBaer.
XKnatp BcTpeuwu c...
[TepenaiiTe OONBIION IPUBET. ..
ITogTBEpAUTH BCTpEUy
[IepenecTu BcTpeuy Ha...

Tema 4.5 Team building: the different roles of team members, team performance
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Opatbcs 3a yperyJIupoBaHHe JITUTEIBHBIX Pa3HOTIIACHIA
MOOMIPSATH TUCKYCCUU (CIIOPBI)

Tema 5.2 Staff training. Employee motivation.

OTIpeeTSATh
MIPOU30UTH, CTYYUTHCS, MOTYIUTHCS
MperoaraTh, peaycMaTpuBaTh, IPUBIEKATh
TpeboBaTh(-cs)

1eJb

o0OpaboTka

oOMeH

CTpeMIICHHE

IIaHUPOBATh, IIPEAIIOJIaraTb
peaycMaTpuBaTh

MIPEUMYIIECTBO

W3HAYAJIbHO

pealn30BhIBATh, OCYIIECTBIISITH, BHEIPSThH
JOCTUTATh

MIPOTHO3UPOBATH

Habop mepcoHasa

oOydeHue



pasButTHe

OILICHKH MPOU3BOIUTEITHHOCTH
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6.3.2. TunoBble 3a1aHKUSA 1JI51 NPOBEAEeHUS MPOMEKYTOUHON aTTECTAIUHN 00YYAOIIUXCSA

[IpomexxyTounass arrecranus 1o AUCHUIUIMHE «JHOCTpaHHBIN SA3BIK» NMPOBOAMUTCS Ha | Kypce B
¢dopme 3auera B 1 u 2 cemecTpax U 3K3aMeHa B 3 ceMecTpe.

6.3.2.1. TunoBbIe TECTOBbIE 3aJaHUA
1. «Are Laura and Paul here?» «No, they » (17)

a) don't arrive yet

b) have already arrived
c) haven't arrived yet

d) haven't already arrived

2. We a holiday last year. (21)

a) don't have
b) haven't had
c) hasn't had
d) didn't have

3. «Where on Sunday afternoon? I couldn't find you.» (21)

a) you were
b) were you
C) you have been
d) have you been

4. «Where born?» «In Cairo.» (22)

a) were you
b) you are
C) are you
d) was you

5. My car is at the garage. It . (23)

a) is being repaired
b) is repairing
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c) have been repaired
d) repairs

6. | can't find my keys. | think . (23)

a) they are stolen

b) they've been stolen
c) they've stolen
d)they're being stolen

7. I go yet. | can stay a little longer. (32)

a) must

b) mustn't

¢) don't need

d) don't need to

8. What time go to the dentist tomorrow? (34)

a) you must

b) you have to

c) do you have to
d) have you to

9. Tracey and Jack . (78, 79)

a) have no children

b) don't have no children

c) doesn't have any children
d) have any children

10. «How much money do you have?» « » (78)
a) No

b) No-one

c) Any

d) None

11. children like playing. (82)

a) Most

b) The most

c) Most of

d) The most of

12. I like those pictures. (83)

a) both

b) both of
c) either

d) either of

13. | haven't read these books. (83)

a) neither

b) neither of
c) either

d) either of

14.  Have you got friends? (84)
a) lot of
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b) much

C) many

d) alot

15.  We like films so we go to the cinema . (84)

a) a lot of
b) much
C) many
d) a lot

16.  There were people in the theatre. It was nearly empty. (85)

a) a little
b) few

c) little

d) a few of

17. «Where is Emma?» «She » (96)
a) isn't here yet

b) isn't here already
c) isn't here still

18. I locked the door and | gave .(97)

a) Sarah the keys
b) to Sarah the keys
c) the keys Sarah

19. | can't talk to you. I'll talk to you later when more time. (99)

a) I'll have

b) I had

c) | have

d) I'm going to have

20. late this evening, don't wait for me. (99)

a) If I'm

b) If I'll be

c) When | am
d) When I'll be

21. I don't know the answer. If | the answer, I'd tell you. (100)

a) know
b) would know
c) have known
d) knew

22.  Andrew I like this jacket. if it wasn't so expensive. (100)

a) | buy

b) I'd buy

c) I'll buy

d) I'd bought

23. Emma lives in a house is 400 years old. (101)
a) who

b) which
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c) it
d) what
24. Did you find the book ?(102)

a) who you wanted
b) that you wanted

¢) what you wanted
d) you wanted it

25. I met can speak six languages. (102)

a) a woman who
b) a woman which
C) a woman

d) a woman she

6.3.2.2. TunoBble BONPOCHI K 3a4eTy

1 Higher education in Russia

2 My university: entrance requirements, faculty members, leisure time activities.
3 System of education in Great Britain and the USA

4. What is management?

5. The history of management.

6 Modern management theories.

7 Globalization and Competition Trends in Human

8 Resource Management

9.  Business letters: types of letters. Peculiarities of business correspondence.
10. Telephoning.

11. CVsand interviews

12.  Four main roles of a manager.

13. The functions of managers at different levels of management.

14. A modern manager: personal characteristics, skills and abilities required for effective

management.
6.3.2.3. TunoBbie BOMPOCHI K IK3aMeHY

Management styles.

Management features in different countries.

The portrait of a Russian manager.

Team building: the different roles of team members, team performance.
Time management: time management skills, tips for effective use of time.
The Effectiveness of Recruiting

Personnel management: Employee Selection.

Job description.

The types of business communications inside the organization

10.  Staff training

11. Employee motivation.

12.  Planning as one of the major responsibilities of management.

13. The types of plans. Recommendations for effective planning.

14. Discriminatory Employment Practices.

15. Employee Safety and Health.

CoNoUA~AWNE

16. Problem solving: individual and group problem solving techniques, stages of consideration

and resolution of the problem.
17. Insurance Benefis.
18. International management: managing large English Russian and international companies.
19. Approaches to managing the company in a changing external environment
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20. The ways to improve the company's competitiveness.
6.3.2.4. IlpumepHbIe TEKCTHI 15l EPEBO/Ia U MepecKasa
Benefits of Workplace Mediation for Your Business

Although they might not be fully aware of what a typical session might involve or what the
role of a mediator specifically means, the majority of people are aware of the goals of mediation: to
enhance relationships and to conduct dialogue in an open yet civil manner. In this term then the
principle of mediation is to allow for ideas to be exchangedand compromises reached without
needing to resort to arguing.

However, as this is one of the only widely known facts about mediation, it is often assumed
that the format and the benefits can only be received for personal relationships.

Many people remain unaware that commercial mediation or employment mediation, for
example, exists

What is Commercial Mediation?

The aim of commercial mediation is to resolve disagreements between parties who have a
commercial relationship. This relationship could be between work colleagues, employer and
employee or business and client. There are various disputes which could exist within these
relationships and commercial mediation seeks to resolve them in a manner which is mutually
beneficial and agreeable.

Once an agreement has been reached within commercial mediation then this agreement is
final. 1t will be used to pave the way forward and to improve the situation. However, for the process
of mediation to be successful then both parties must be amenable to the process and agreeable to
working within the parameters of mediation.

The Benefits

Whether the mediation in question is commercial, workplace or employment mediation,
recent figures show that the process is becoming more popular. The reason for this, according to
experts, is because of the many benefits which mediation can offer to businesses.

Of course, the specific benefits will depend on the business, the relationship and the dispute
which is to be settled during the course of mediation. However, there are many general benefits
which can also be noted and are a huge attraction to the many business owners who choose
mediation as a way of settling their affairs.

For many businesses, it is the financial advantage of using workplace mediation which
persuades them to follow the course of action. The alternatives to mediation, such as legal
intervention or paying settlements may be much higher than the cost of mediation and as a result of
using workplace mediation there may be no further costs to either party.

In addition, the focus of many mediators is to salvage relationships and for both parties to
have their say. In the case of a legal intervention this focus is lost and as a result, it may be the case
that the relationship between the two parties is lost forever as the result of taking a more aggressive
approach.

The third and most appealing benefit for many people is the speed with which a mediation
process may be completed. Legal matters tend to drag on, as neither party is willing to submit or
compromise but within mediation, a fast and beneficial solution may be made quickly allowing both
parties to move on quickly with their business with nobody left feeling victimised.

Before During and After Meetings
by Sunanda K. Chavan

A meeting is a gathering of two or more people that has been convened for the purpose of
achieving a common goal through verbal interaction, such as sharing information or reaching
agreement. Meetings may occur face to face or virtually, as mediated by communications
technology, such as a telephone conference call, a skyped conference call or a
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videoconference.Making the meetings effective and getting the desired output is the main objective
for conducting a meeting.

What things have to be done before the meetings?

First of all fix a purpose of the meeting

Fix an agenda for the meeting.

The agenda that is decided should be circulated prior to members so even they feel involved
and updated.

Fix the time of the meeting and adhere to it and respect and value time of members of the
meetings.

The arrangement should be such that members in the meeting are able to see each other face
hence it can be semi circle or circular arrangement.

What at the time of meeting?

Welcome members to the meeting You can also serve refreshments as well which act as
icebreakers.

Start on time. End on time.

Stick to the agenda.

You can ignite GD to get views and ideas. Hence improving the quality of decisions as well
as members get a feeling that attending the meeting is worth.

Keep conversation focused on the topic. Feel free to ask for only constructive and non-
repetitive comments. Keep minutes of the meeting for future reference in case a question or
problem arises.

What to do after the meeting?

Write up and distribute minutes within 3 or
4 days.

Discuss problems during the meeting with
officers & come up with ways improvements

Conduct a periodic evaluation of the
meetings. Note any areas that can be analyzed and
improved for more productive meetings.

Meetings can either be very productive or a
complete waste of time...depending on how you
choose to run your meeting.

You don't need a large number of people,
just invite the people who will add value and who
really need to be there

5 Questions to Ask When Hiring an Ecommerce Web Developer
By James Woodgate

Choosing a professional, creative and reliable ecommerce web developer is one of the most
important business decisions you’ll make. While small businesses with straighforward needs can
often get by with an out-of-the-box ecommerce solution, businesses with more complicated needs
may need to turn to a professional ecommerce web developer. As a business owner, you need to be
absolutely confident that your money is well-invested, and that your ecommerce project fulfills all
of your ideas and requirements. However, with such a large number of web development companies
running in the industry today, your search may turn into a daunting task. Here are the top 5 essential
questions to ask before hiring an ecommerce web developer.

1. What Is Your Experience Developing Ecommerce Websites?

When hiring an ecommerce web developer, it is of the utmost importance that you check the
company’s professional history and breadth of experience. You can hardly expect top-notch quality
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and complete satisfaction with your ecommerce website if you hire a novice, or even an individual
with just 1-2 years of experience in the field. Instead, opt for established developers with a high
level of expertise, who have sufficient experience building online stores of all sizes. Don’t hesitate
to ask for their project portfolio, which is a perfect representation of how professional, experienced
and creative they are. When looking through their previous projects, pay attention to various
aspects, such as the storefront design, site navigation, overall functionality and dynamic features.
This will help you understand what to expect with your future online store.

2. What Ecommerce Software Do You Use to Create Online Stores?

Developers often use ecommerce software, also known as an online shopping cart, to build
an online store and let it perform its primary function of exposing and selling goods online. There
are plenty of ecommerce software solutions available on the web market today, all varying in terms
of functionality, technologies used, flexibility level provided, usability and pricing. Obviously, not
every solution can perfectly fit your future project. You should be aware that the type of ecommerce
platform used will certainly have a significant impact on your overall online business efficiency and
success.

Therefore, when asking your ecommerce developer this question, you should take the time
to do comprehensive research to make sure that this particular ecommerce software is advanced and
powerful, while still user-friendly. Make sure it’s flexible enough that it will allow you to
effectively manage your store and handle all essential ecommerce tasks and processes on a daily
basis, even without technical knowledge. Note: the use of open-source solutions and technologies
typically points to a reasonable cost of web development services.

3. Do You Provide Custom Development Services?

With the internet market getting more and more competitive, you will surely need to make
use of every possible opportunity to make your online store stand out from the crowd. If you have
any exclusive ecommerce project in mind, then you should definitely make sure that your
ecommerce developer is ready to provide custom services. For instance, you may want to have your
storefront designed with elegant layouts, or you might want to enrich your store with additional
innovative options like customer-friendly categorization, smart product search, multi-language and -
currency support, virtual fitting and sizing and social shopping options. While working with custom
ecommerce developers, you can enjoy total peace of mind knowing that your brilliant and exclusive
ideas will be turned into a beautiful, custom ecommerce website.

4. Do You Implement SEO Capabilities?

No doubt your ranking in Google and other popular search engines will greatly influence
your overall online success. It is more than crucial that your ecommerce developer implements
highly effective SEO techniques and add-ons while creating your online store, like those that
generate static URLSs, edit page meta data, create custom meta and title tags, and provide table-less
layouts. These functions can make a significant contribution to your SEO efforts and help you to
achieve stable indexing and top results in various search engines, ultimately driving more potential
buyers to your online marketplace.

5. Are You Ready to Make My Online Store Mobile-Friendly?

In our era of mobile technology advancements, consumers are becoming more and more
addicted to their smartphones and tablet PCs, often using them for on-the-go shopping. For this
reason, it is crucial that you have a mobile-friendly online store to let your customers easily reach
you and enjoy the shopping experience from their favorite mobile devices. Make sure that your
developer has experience in creating functional, fully optimized mobile ecommerce websites. For
the best functionality, have your ecommerce provider integrate specific mobile applications,
allowing you to manage and control your store and online sales from any mobile gadget on the go.

Indeed, choosing the right professional with great skills and sufficient experience can make
a dramatic difference for any job. Hopefully, this list of questions will help you in your selection
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process, ensuring you find an ideal ecommerce developer for your online venture.
Factors Considered in Assessing Credit Default Risk

The most obvious way to protect against credit risk is to analyze the creditworthiness of the
borrower. In performing such an analysis, credit analysts evaluate the factors that affect the business
risk of a borrower. These factors can be classified into four general categories — the quality of the
borrower; the ability of the borrower to satisfy the debt obligation; the level of seniority and the
collateral available in a bankruptcy proceeding; and restrictions imposed on the borrower.

In the case of a corporation, the quality of the borrower involves assessing the firm’s
business strategies and management policies. More specifically, a credit analyst will study the
corporation’s strategic plan, accounting control systems, and financial philosophy regarding the use
of debt. In assigning a credit rating, Moody’s states:

«Although difficult to quantify, management quality is one of the most important factors
supporting an issuer’s credit strength. When the unexpected occurs, it is a management’s ability to
react appropriately that will sustain the company’s performance.

The ability of the borrower to meet its obligations begins with the analysis of the borrower’s
financial statements. Commonly used measures of liquidity and debt coverage combined with
estimates of future cash flows are calculated and investigated if there are concerns. In addition, the
analysis considers industry trends, the borrower’s basic operating and competitive position, sources
of liquidity (backup lines of credit), and, if applicable, the regulatory environment. An investigation
of industry trends aids a credit analyst in assessing the vulnerability of the firm to economic cycles,
the barriers to entry, and the exposure of the company to technological changes. An investigation of
the borrower’s various lines of business aids the credit analyst in assessing the firm’s basic
operating position.

A credit analyst will look at the position as a creditor in the case of a bankruptcy. The US
Bankruptcy Act comprises 15 chapters, each covering a particular type of bankruptcy. Of particular
interest here are Chapter 7, which deals with the liquidation of a company, and Chapter 11, which
deals with the reorganization of a company. When a company is liquidated, creditors receive
distributions based on the absolute priority rule to the extent that assets are available. The absolute
priority rule is the principle that senior creditors are paid in full before junior creditors are paid
anything. For secured creditors and unsecured creditors, the absolute priority rule guarantees their
seniority to equity holders. However, in the case of a reorganization, the absolute priority rule rarely
holds because in practice unsecured creditors do in fact typically receive distributions for the entire
amount of their claim and common stockholders may receive something, whilesecured creditors
may receive only a portion of their claim. The reason is that a reorganization requires the approval
of all the parties. Consequently, secured creditors are willing to negotiate with both unsecured
creditors and stockholders in order to obtain approval of the plan of reorganization.

The restrictions imposed on the borrower (management) that are part of the terms and
conditions of the lending or bond agreement are called covenants. Covenants deal with limitations
and restrictions on the borrower’s activities. Affirmative covenants call on the debtor to make
promises to do certain things. Negative covenants are those that require the borrower not to take
certain actions. A violation of any covenant may provide a meaningful early warning alarm,
enabling lenders to take positive and corrective action before the situation deteriorates further.
Covenants play an important part in minimizing risk to creditors.

Securitization

Securitization involves the pooling of loans and/or receivables and selling that pool of assets
to a third-party, a special purpose vehicle (SPV). By doing so, the risks associated with that pool of
assets, such as credit risk, are transferred to the SPV. In turn, the SPV obtains the funds to acquire
the pool of assets by selling securities. When the pool of assets consists of consumer receivables or
mortgage loans, the securities issued are referred to as asset-backed securities. When the asset pool
consists of corporate loans, the securities issued are called collateralized loan obligations.

61



A major reason why a financial or nonfinancial corporation uses securitization as a fund-
raising vehicle is that it may allow a lower funding cost than issuingsecured debt. However, another
important reason is that securitization is a risk management tool. Although the entity employing
securitization retains some of the credit risk associated with the pool of loans (referred to as retained
interest), the majority of the credit risk is transferred to the holders of the securities issued by the
SPV.

Credit Derivatives

A financial derivative is a contract designed to transfer some form of risk between two or
more parties efficiently. When a financial derivative allows the transfer ofcredit exposure of an
underlying asset or assets between two parties, it is referred to as a credit derivative. More
specifically, credit derivatives allow investors either to acquire or to reduce credit risk exposure.
Many institutional investors have portfolios that are highly sensitive to changes in the credit
spreadbetween a default-free asset and a credit-risky asset, and credit derivatives are an efficient
way to manage this exposure. Conversely, other institutional investorsmay use credit derivatives to
target specific credit exposures as a way to enhance portfolio returns. Consequently, the ability to
transfer credit risk and return provides a tool for institutional-investors; the potential to improve
performance. Moreover, corporate treasurers can use credit derivatives to transfer the risk
associated with an increase in credit spreads (i.e., credit spread risk).

Credit derivatives include credit default swaps, asset swaps, total return swaps, credit linked
notes, credit spread options, and credit spread forwards. In addition, there are index-type or basket
credit products that are sponsored by banks that link the payoff to the investor to a portfolio of
credits. Credit derivatives are over-the-counter instruments and are therefore not traded on an
organized exchange. Hence, credit derivatives expose an investor to counterparty risk, and this has
been the major concern in recent years in view of the credit problems of large banks and dealer
firms who are the counterparties.

Credit derivatives also permit banks to transfer credit risk without the need to transfer assets
physically. For example, in a collateral loan obligation, a bank can sell a pool of corporate loans to
a special purpose vehicle (SPV) in order to reduce its exposure to the corporate borrowers.
Alternatively, it can transfer thecredit risk exposure by buying credit protection for the same pool of
corporate loans. In this case, the transaction is referred to as a synthetic collateralized loan
obligation.

An understanding of credit derivatives is critical even for those who do not want to use
them. As Alan Greenspan, then the Chairman of the Federal Reserve Board, in a speech on
September 25, 2002, stated:

«The growing prominence of the market for credit derivatives is attributable not only to its
ability to disperse risk but also to the information it contributes to enhanced risk management by
banks and other financial intermediaries. Credit default swaps, for example, are priced to reflect the
probability of net loss from the default of an ever broadening array of borrowers, both financial and
non-financial.»

FINANCE EXPERT SOUNDS ALARM ON 8 WAYS A NEW GLOBAL CRISIS WILL HIT
BY 2015

World Competitiveness Center Director says global economy faces its greatest challenges
since 2008.

Arturo Bris, Professor of Finance at the top-ranked IMD business school and Director of the
World Competitiveness Center, recently predicted that a crisis for the global economy is likely and
that not enough action is being taken to avoid it. He said that based on statistics, the world could
expect a financial crisis as soon as April 2015, ending in March 2016. Bris said the cause of crisis
will come from eight possible scenarios:

1. A stock market bubble

In the last year, stock markets have performed unrealistically well and at some point the
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situation will explode. In 2014, analysts were disappointed in the first quarter because earnings
were not in line with market expectations. This means that if markets were to revert to a reasonable
level with regards to earnings, there will be a stock market drop of between 30-35%.

2. Banking in China

A severe crisis could be driven by growing Chinese shadow banking, a system which
consists of loans mainly to government institutions whose performance is not well monitored and
not open to competition. If this system collapses, it will negatively affect the global economy.

3. Energy crisis

The United States, as the world’s largest producer of gas, could cause an energy crisis. If the
US begins exporting to the rest of the world, Russia might feel threatened, causing a geopolitical
storm. The US would have control over energy prices and would exert influence over countries like
the UK, India and Japan.

4. Another real estate bubble

There is a risk of a property bubble forming in countries like Brazil, China, Canada or
Germany. Prices are going up because availability of credit is huge and buyers are pushing prices
up without realizing that they do not correspond to fundamental values.

5. Ratings & bankruptcy corporate crisis: ‘BBB as the new AA’

Companies currently have too much debt and the new norm is to have a BBB rating. In the
US there are only three companies left with an AAA rating: ExxonMobil, Microsoft and Johnson &
Johnson. If ratings are an indicator of bankruptcy, there will be bankruptcies across the board. If
interest rates increased by 2%, half of the corporate sector would be wiped out.

6. War & conflict

Almost everywhere, except in parts of Europe and the US, there is increasing geopolitical
tension, said Bris. Events like the current crisis in Crimea, could trigger a market crash, even if
there is no war.

7. Increasing poverty

Overall world poverty has increased and whenever the poor become poorer, we can expect a
social conflict. The crusade against income inequality could also further hinder innovation and
growth by reducing the benefits of innovation, threatening the economy.

8. Cash and hyperinflation

The surplus of cash that central banks and corporations are holding could end up damaging
the economy. The ECB is lending money to financial institutions that put it back into the ECB,
which is a vicious circle and today Google could afford to buy a majority stake in Ireland and
Microsoft could buy more than 50% of Singapore, which is immoral.

«While many economies seem to be finally rebounding since the 2008 crisis, we shouldn’t
be complacent,» Bris said. «Too often we do not learn from history and do not act when faced with
a crisis we know is imminent.»

Arturo Bris is Professor of Finance at IMD and directs the IMD World Competitiveness
Center. He was a keynote speaker at IMD’s Orchestrating Winning Performance program where he
unveiled his predictions for the future.

FS ORGANISATIONS NEED TO FOCUS ON THE CUSTOMER TO SECURE THEIR
SHARE OF THE RECOVERY

By Richard Goold, Executive Director at Moorhouse

As the economy passes the pre-recession peak, the impact on the financial services (FS)
sector is clear. Whereas previously traditional FS organisations were king in the marketplace, the
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move by regulators to open the market to new entrants is creating new competition within the
industry. Tesco’s recent decision to launch a current account is a prime example of the way in
which the retail banking sector is changing. Tesco might be the first supermarket to launch a current
account, but it is by no means going to be the only one to make this move. Established banks cannot
rely on existing customers staying with them just because they have been customers for life or even
generations. The competitive landscape, ease of being able to switch and increasing expectations of
customers are redefining the market. Growth, and in some cases survival, will be dependent on
their relationship with the customer and the experience that customers ultimately have with their
organisation.

After the government opened up the banking market more widely, there has been an influx
of challenger organisations delivering banking services effectively and at competitive rates, leading
to disruption of the traditional model. Furthermore, the quality of service that customers now expect
has changed significantly in the past ten years. Customers expect organisations supplying services
to be more customer focused than in the past which is posing some particular challenges for FS
organisations. It is no surprise that retailers seek to enter this sphere as their ‘customer is always
right’ attitude is more closely aligned with these new expectations.

Retail banking is a transactional experience which aligns to the strengths of the retail
industry. Supermarkets are well poised to disrupt this market as they are adept at focusing on
customer experience and can apply this to creating desirable banking services. For example,
supermarket retailers can integrate banking services in to existing supermarket space creating more
of a one-stop shop for customers. Alongside ample and free parking as well as extended opening
hours, customers have far better access to banking services when they want them. Furthermore,
supermarkets already possess sizeable customer bases, huge store networks and an excellent
knowledge of their customers’ preferences as they are able to access data collected through loyalty
schemes. In fact, with the vast amount of data that has been collected through loyalty schemes the
opportunity for supermarkets to be both proactive and innovative in offering suitable add on FS
products and driving customer loyalty is not insignificant.

Traditional banks must compete with supermarkets and challenger banks to offer a more
flexible service that will appeal to customers. This is typified by the seven day service now offered
by banks that allows customers to switch their current accounts from one provider to another more
quickly and easily. The government is even considering mandating that banks must allow their
customers to be able to switch their current accounts immediately. As the emphasis on choice has
risen, the power in the relationship has shifted from banks to their customers.

An unexpected consequence of the financial crisis is the rise of shadow banking. As
financial institutions have withdrawn from offering certain services, shadow banks have multiplied
offering an alternative to traditional banks. Shadow banking, as it stands, ranges from the extremes
of unregulated lending services that charge high interest rates, to other sources of funding. In the
absence of banks providing necessary services to SMESs, many turned to crowdsourcing and peer to
peer (P2P) services as a means of obtaining loans. As other sources rush to meet the need of
customers that are unable to obtain loans from traditional organisations, it is these established firms
that are losing out. Although the market share of P2P lending accounts is still very small, they are
on the rise and collectively can still disrupt the market.

The rise of shadow banking and challenger firms should be a wake up call for the traditional
financial institutions. In the wake of the global financial crisis, trust in the banking industry is low
and banks must work hard to win the confidence of customers. Traditional FS firms need to change
their mindset, otherwise they risk failing to make the investment and changes necessary to stay
ahead of the competition.

In the aftermath of the recession, organisations were focused on cost reduction,
consolidation and protecting core services. However, it is detrimental to remain in this mindset as
the economy recovers and returns to robust growth. Our 2014 Barometer on Change, a survey
among 200 of the most senior FTSE, multinational and public sector leaders in the UK, found that
only half of businesses are «extremely clear» about their strategy. Around a quarter (22%) of the
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UK’s biggest organisations say their strategy is only «quite clear», while only just over half (52%)
of business leaders say that their strategy is «extremely clear», up from 44% in 2013. If FS
organisations are to remain competitive, they need to develop a strategy focused on developing a
long-term relationship with their customers.

Customer experience cannot be underestimated. If an organisation truly succeeds at putting
customers at the heart of what they do, they are likely to reap big rewards. Whilst many
organisations have a customer engagement strategy in place, this must be assessed and revisited
every six months at least. Customer engagement is not a box to be ticked each year, it should be a
core and strategic focus for all organisations. Developing this strategic focus allows organisations to
adopt a big picture view enabling them to see the benefits of each action.

While strategic focus is important, some quick wins early on in a programme can be a good
way to motivate staff and create  buy in’. This will help ensure support for these projects and help
organisations resist the urge to re-allocate resource to short-term non-strategic initiatives. Without a
clear strategy, it is much harder to prioritise and compare actions. FS organisations should create a
single view of investments across the business and review them as a whole regularly to make sure
they are achieving their objectives.

To take advantage of growth, organisations have to do new things. Unless they can turn
strategy into action extremely quickly, they won’t be able to take advantage of the better economic
outlook or stay ahead of the competition. However, securing the resources needed to deliver actions
is crucial. Building partnerships both internally and externally will help to ensure the right skilled
resource, at the right time, at the greatest value. It is up to project managers to demonstrate greater
flexibility and be multi-disciplined — they are at their most effective when they can apply business
analysis skills and subject matter expertise. There is a greater need for agility, responsiveness and
engagement within the industry and it is up to the people within an organisation to ensure that the
company has the necessary strategic focus and the means to put this in practice.

Challenger banks are currently the furthest ahead in the sector as they embrace innovation
and build a strategy around their customers’ needs. Challenger banks have an advantage as they
build their companies from new without being constrained by legacy or technology infrastructure.
Unless traditional FS organisations seek to make the necessary changes to their strategy, they may
find themselves lagging even further behind. Innovation and transformation in their businesses is
going to be crucial to remaining competitive and to ensure that they take advantage of growth.

6.4. MeToau4ecKkue MaTepuaJibl, ONpe/e/siioliue Mpoue1ypbl OeHUBAHUS 3HAHMI, YMEHUId,
HABBIKOB U (MJIM) ONBITA AESATEJbHOCTH, XaPAKTEPU3YIOLIMX dTanbl GOpMUPOBAHUS
KOMIIeTeHIIMH

C nuenplo ompeAeNneHUuss YpOBHS OBJIQJCHHS KOMIIETEHIMSIMHM, 3aKpEIUICHHBIMH 3a
JUCHUIUIMHOW, B 3aJaHHBbIE INPENOJABATENEM CPOKM IPOBOAMTCA TEKYLIMM M MPOMEKYTOYHBIN
KOHTpPOJIb 3HAHWUN, YMEHUI U HaBBIKOB KaXKA0ro oOywarouierocs. Bce BUIbl TEKylero KOHTPOISA
OCYILIECTBISIOTCS Ha NMPAKTUYECKUX 3aHATHAX. [Ipy OleHMBaHMM KOMIETEHLMH NMPUHUMAETCS BO
BHUMaHuE (OpMHUpOBaHHE MPO(PECCHOHANIBHOIO MHUPOBO33PEHUS, OINPEACIEHHOTO YPOBHSA
BKJIFOYEHHOCTH B 3aHATHSA, pe(IeKCUBHbIE HABBIKH, BIaJICHHE N3y4aeMbIM MaTE€pPHUAIOM.

IIponerypa oneHUBaHUs KOMIIETCHIIMN 00y4aroIUXCsl OCHOBAHA Ha CIEAYIOIUX CTaHJapTax:

1. IleproAMYHOCTH MPOBEJCHUS OLIEHKU.

2. MHOrocTyneHuaTocTh: OLEHKa (Kak MpenojaBaTesieM, TaKk U 00ydarolMMHCS TPYIIbI) U
caMoOOLleHKa oOydaromierocs, OOCYXJIEHHE pe3yJbTaTOB M KOMIUIEKC Mep IO YCTPaHEHHIO
HE/I0CTAaTKOB.

3. EAMHCTBO MCHONB3yeMOW TEXHOJOTMH JUIsI BCEX OOYYAIOLIUXCS, BBIMOJIHEHUE YCIOBHN
COIOCTaBUMOCTH PE3YJIbTaTOB OILICHUBAHMS.

4. CobmroieHue 1nocie10BaTeIbHOCTH MPOBEACHUS OLIEHKH.

Texymas arrecranus o0ydyaromuxes. Texyias aTTectanys 00y4aromuxcs Mo JUCIUILTUHE
«HOCTpaHHBIH A3BIK» IPOBOAUTCSA B COOTBETCTBUU C JIOKAIbHBIMU HOpMaTUBHBIMU akTamMu OAHO
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BO MIICY wu siBisiercst 00s13aTeIbHOM.

Tekymast arrecTanus Mo y4eOHOM JUCIUILTHHE TPOBOAUTCS B (hOpME OIPOca M KOHTPOIBHBIX
MEpPONPUATHIA 1O OICHWBAHUIO (DAKTUUYECKUX PE3yIbTaTOB OOY4YeHHs OOyYalomMXcs U
OCYIIECTBIISICTCS TPETIOIaBaTeIeM AUCIUITIIHHBL.

OOBeKTaMH OIICHUBAHUS BBICTYTIAOT:

1. ydyeOHas IUCLUIUIMHA (aKTUBHOCTb HA 3aHATHUAX, CBOEBPEMEHHOCTH BBIMOJIHEHUS
Pa3IMYHbIX BUJOB 33/1aHUM, TIOCELIAEMOCTh BCEX BUJIOB 3aHATHI 110 aTTECTyEMOM JAUCLUILIMHE);

2. CTEINEHb YCBOCHUS TEOPETUUECKUX 3HAHUI B KAUECTBE «KJIIOUEH aHAIIN3ay;

3. YPOBEHb OBJIAJCHHUS TNPAKTHUYECKUMH YMEHUSMH M HaBBIKAMH IO BCEM BHJaM
y4eOHOU paboTHI;

4. Pe3yIbTaThl CAMOCTOSATENBHOM pabOoTHI.

AKTUBHOCTh 00YYarOILErocsl Ha 3aHATUAX OLIEHUBAETCS Ha OCHOBE BBIIIOJIHEHHBIX UM PaboT U
3aJlaHuH, IPEAYCMOTPEHHBIX ITaHHOM paboyeil MporpaMMoil IUCHUIIIUHBI.

Kpome TOro, oneHuBaHue oOydYarooLIErocss IPOBOAUTCS HA TEKYIEM KOHTpOJIe IO
mucuumimHe. OLeHrnBaHue 00yJyaroUlerocsi Ha KOHTPOJIBHOM HeEJleNe IIPOBOAUTCS IIpernojaBaTesieM
HE3aBUCHMO OT HAJIMYUs WM OTCYTCTBHsI 0Oydaroierocs (1o yBaKUTEIbHON WU HEYyBaKUTEJIbHON
IIPUYMHE) HA 3aHATHH.

OneHuBaHue 00y4YaroOLIErocs HOCUT KOMIUIEKCHBIM XapakTep M YYHTBIBAeT JIOCTHIKECHUS
o0ydYaromerocsi 1Mo OCHOBHBIM KOMIIOHEHTaM YYeOHOro Iporecca 3a TeKyIIUH TMepHoa ¢
BBICTABJICHUEM OLICHOK B BEIOMOCTH.

IIpomexyTounas arrectanusi odyvaromuxcs. [Ipomexyrounas arrecranus 00y4arommxcs
10 y4eOHOW IUCHMILIMHE MPOBOJUTCS B COOTBETCTBMM C JIOKAJbHBIMU HOPMATHBHBIMHM aKTaMU
OAHO BO MIICY wu siBisieTcst 00s13aTeIbHOM.

IIpomexxyTouHass aTrecTanus MO Yy4eOHOM NIUCHMIIMHE IPOBOJUTCS B COOTBETCTBUH C
yueOHbIM I1aHoM Ha 1 kypce B 1 u 2 cemecTpax B hopme 3auerta u B 3 cemecTpe B hopme dK3aMeHa
JUI. OYHOH, OYHO-3a0YHOM M 3a04HOH (opM 0OydeHus B HEPUOJ 3aueTHO-3K3aMEHALMOHHOU
CECCUU B COOTBETCTBHH C TPahpUKOM MPOBEICHHS.

OOyuaronyecss JONYCKAIOTCA K 3aueTy M JK3aMeHy 110 JUCHMIUIMHE IPU YCIOBHHU
BBITTOJIHEHUSI UM Y4eOHOTO IUIaHa MO JWCIUIUIMHE: BBIMOJHEHUS BCEX 3aJaHUN M MEPOIPHUATHH,
IPESYCMOTPEHHBIX POrPaMMON JUCHUIUINHBIL.

OneHka 3HaHWI OOYYalOWIETOCS Ha 3a4eTeé M DK3aMEHE OMpEIesieTcsl ero y4eOHbIMU
JOCTIKEHUSIMM B CEMECTPOBBIM TMEpHOJ M pe3yibTaTaMHM TEKYLIEro KOHTPOJIS 3HaHUU U
BBITTOJIHEHUEM UM 33/I1aHUH.

3HaHUS YMEHHUs, HaBBIKM OOYYaloIllerocsi Ha 3adyeTe OLICHMBAIOTCS KaK: «3auTeHO», «HE
3aYTEHOY.

3HaHUS YMEHHMs, HaBBIKM OOYyYaloIIerocs Ha 5K3aMEHE OLIEHUBAIOTCS MO MATHOAUIBHOM
IKaJIe: «OTIUIHO» — 5; «XOPOIIO» — 4; «yIOBIETBOPUTEIHHO» — 3; «HEYIOBIETBOPUTEIBHO» — 2.

OcHOBOI 17151 onpeieTIeHNs] OLEHKU CIYXHUT YPOBEHb YCBOCHHUS 0OyYalOLIMMUCS MaTepuana,
MIPelyCMOTPEHHOI 0 JAaHHOM paboueil mporpaMmon.

CryneHTy, MONy4nBLIEMY OLEHKY «HEYAOBJIETBOPUTENIbHO» MPEAOCTABISAETCS BO3MOKHOCTh
JUKBUJIMPOBATh 3a/J0JDKEHHOCTh 10 H3y4aeMOMYy Kypcy B JHM MepecAadyd WiIH 1O
VH/IMBUYalIbHOMY Tpa(UKy, YTBEPKAECHHOMY JIEKaHOM (aKyJIbTeTa.

7. IlepeyeHb OCHOBHOII ¥ [ONOJIHUTEJBLHOI Y4eOHOUl JUTEepPaTYpbl, HEOOXOAMMOM s
OCBOCHHS AMCUUIIMHBI

a) OCHOBHAas yyeOHas JuTeparypa:

1. Kocrepuna FO.E. JlenoBoii anrnmiickuii si3pik = Business English : yde6HOe mocobue /
Kocrepuna IO.E., Jlacuna M.B., Bssuruna C.}O.. — Owmck : OMckuii rocygapCTBEHHBIN
TexHuueckuit ynusepcurer, 2020. — 96 c. — ISBN 978-5-8149-2981-5. — Tekcr :
anextponubii / IPR SMART : [caitr]. — URL: https://www.iprbookshop.ru/115417.html . —
Pexxum noctymna: uis aBTOpH3HP. TOIB30BATEINEH.
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2. KapakumeBa B.JI. lllar x ycnexy B Ousnece. KopmoparuBHas kynisTypa. Stepping-stone to
Success in Business. Corporate Culture : yuebnoe mocobme / KapakumeBa B.JI.. —
HoBocubupck : HoBocuOupckuit rocyaapcTBeHHbIN TexHUYecKuid yHuBepcuter, 2019. — 74
c. — ISBN 978-5-7782-3751-3. — Tekcr : anexrponnsiii / [IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/99244.html . — Pexxum goctyna: st aBTOPU3HP. TOJIb30BATEIICH.

3. Amsaxuna H.B. AHrnuiickuii s3bIK - JJI1 MEXKKYJIBTYPHOTO OOIIECHUS: OCOOCHHOCTH SI3LIKOBOM
KyJIbTYPbI 1 HAIIMOHAILHOTO CBOE0Opa3usi aHrorosopsimux crpad = English - for intercultural
communication: features of language culture and national identity of English-speaking
countries : yuebHoe mocooue (A1-A2) / Anskuna H.B., Mapyksa XK.A., ComoBa N.IO.. —
MockBa : YHUBEpCUTET MHUPOBBIX IuBHiIM3auuid uMmeHu B.B.Kupunosckoro, 2022. —
146 c. — ISBN 978-5-907445-94-9. — Tekcr : anekrponnsiii / [IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/126931.html . — Pexum mgocTyma: Juis aBTOPHU3UD.
IIOJIB30BATEIICH.

0) 10MOJIHUTEIbHAS YYeOHasl JIuTepaTypa:

1.  AndepoBa T.A. CaMOCTOSTETHHO TOTOBUMCS K TECTy IO I'paMMAaTHUKE aHTIMHUCKOTO S3bIKA !
ydueObnoe mocobue / Andepoa T.A.. — Hoocubupck : CuOHpCKHMiA TOCYyIapCTBEHHBIN
YHHBEPCHUTET TeJIeKOMMYHUKaIuii 1 uapopmatuku, 2018. — 181 ¢. — TekcT : 27eKTpOHHBII
// TPR SMART : [caiitr]. — URL: https://www.iprbookshop.ru/84085.html . — Pexum
JOCTYMA: JJI aBTOPU3UP. [10JIb30BATEIIEH.

2. WsmaitnoBa M.A. JlenoBoe oOmieHue : ydeOHoe mocobue / M3maitmoBa M.A.. — Mocksa :
Hamxos u K, 2021. — 252 c. — ISBN 978-5-394-04151-8. — Tekct : anextponnsiii // IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/107778.html . — Pexxum nocryna: mis
ABTOPU3HP. MTOJIB30BATEIICH.

3. Huoctpannslil s3Ik MPohecCHOHATBHOTO O0IIEeHUs (aHTTIMHCKUH SI3BIK) : ydyeOHoe mocobue /
N.b. KomesapoBa [u nap.].. — Boponex : BopoHexckuil rocy1apCTBEHHbIM yHUBEPCUTET
WHKeHepHbIX TexHonorui, 2018. — 140 c¢. — ISBN 978-5-00032-323-6. — TekcT :
anexktponHubii // IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/76428.html . —
Pexxum noctyna: 1uist aBTOpU3UP. MOJIb30BaTENEH.

4.  KupumioBa W.K. I'pammatuka anriumiickoro sspika. COOpHUK YNpaXHEHUH : ydeOHO-
npaktuueckoe nocooue / Kupminosa UK., becconona E.B., [Ipocanosckas O.A.. — Mocksa
: MoCKOBCKHH TOCYIapCTBEHHBIN CTPOMTENbHBIA yHHBepcutTeT, Al [lu Op Meaua, 9bC
ACB, 2016. — 147 c. — ISBN 978-5-7264-1295-5. — Tekcr : anexktponHslit // [IPR SMART

. [caiit]. — URL: https://www.iprbookshop.ru/48039.html . — Pexum npoctyma: mst
ABTOPH3HP. MOJIb30BATEICH.
5.  Jloktrommuua E.A. Introduction into Business / Jloktiommua E.A.. — Capatos : By3oBckoe

obpazoBanue, 2016. — 166 c. — Tekcrt : snextponHsiii / [PR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/38927. html (nata o6pamenus: 18.07.2023). — Pexum gocryna:
JUIsL aBTOPU3HP. M10JIb30BATEIEH.

6. MepkynoBa H.B. Anrmmiickuii s3eik B cdepe ympasnenust / English for Management :
yuebHoe mocobue / Mepkynoa H.B.. — Boponex : Boponexckuii rocynapcTBEHHbIH
apXHUTEKTYPHO-CTpouTeNnbHbI yHHBepcuteT, DbC ACB, 2016. — 124 c. — ISBN 978-5-
89040-582-1. — Tekcr : onektponusii // IPR  SMART : [caiir]. — URL:
https://www.iprbookshop.ru/59141.html . — Pesxum noctyma: [uist aBTOPH3HP. TOJI30BATEICH.

7. Mycaes P.A. JlenoBoii aHIIUHCKUH SI3bIK TOCYAAPCTBEHHOT'O M MyHUIIUIATIBHOTO CITYXKAaIIero :
yduebHoe nocobue / MycaeB P.A., Myprasuna 2.M.. — Kazanp : Kazanckuii HalimoHaIbHBINA
HCCIIeIoBaTeNbCKUN TeXHOoJornyeckut ynusepcuret, 2016. — 207 ¢. — ISBN 978-5-7882-
1921-9. — Tekcr : omektponnsnii // IPR  SMART : [caiir]. — URL:
https://www.iprbookshop.ru/61841.html . — Pesxum noctyma: [uist aBTOpH3HP. TOIB30BATEINCH.

8. MeTroauyeckue yKa3aHusi JAJisl 00y4aIOLIUXCS MO0 OCBOEHUIO IV CIUIJIHHbI

Bun nesiteIbHOCTH | MeToanyecKue yKa3aHusl 10 OPraHu3aluu JesiTeJIbHOCTH CTYIeHTa
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TIpakTUueckue 3aHsATUA

[Ipopabotka paboueii mporpamMMmsbl, ymensis oco00oe¢ BHUMAaHHE IEIsIM M
3aayaM, CTPYKTYpEe U COACPKAHUIO AUCHUIUIMHBL [Ipy MOATrOTOBKE K
paboTe ¢ TEKCTOM MPOYHMTATh TEKCT BCIyX M IIEPEBECTH, IOJIB3YSICh
cioBapeM; OBITh TOTOBBIM IIOHUMATh OONBIINE CIOKHBIE B SI3BIKOBOM
OTHOIIICHWU  XYJOXKECTBCHHbIC, TNPOPECCUOHAILHO OPUCHTUPOBAHHBIC
TEKCThI, CTaTbl M COOOIICHHWS TIO0 COBPEMECHHOH NpOOJeMaTHKE MpH
HEOOXOJMMOCTH TIOJIb3YSACH CIIOBapeM. bBITh TOTOBHIM ITOHMMATH
pa3BepHYThIC COOOIIECHUS NPENOIaBaTellsl, CBA3aHHBIC C OBITOBOM, YUCOHOM,
a TaKxke MpodeccuoHaIbHO-OPUCHTUPOBAaHHOM TeMaTrkoi. Eciu 3aganuem
OBlJIa MOATOTOBKA JOKIAa, JUAora, AUCKYCCHH, HEOOXOAMMO 3alIOMHHTH
TEKCT CBOETO BBICTYIUICHHUS, C TEM YTOOBI HE UUTATh €r0, & PACCKA3bIBATh.

NuauBunyanbHbie
3aJaHMs

3HaKOMCTBO C OCHOBHOW U JOTMOJIHUTENBHOH JHTEpaTypoi, BKIIOUas
CIpaBOYHBIE W3JaHUS, 3apYOCKHBIE HCTOYHHUKH, KOHCIIEKT OCHOBHBIX
MOJIOXKECHUH, TEPMHHOB, CBEACHHUM, TPEOYIOIUXCS IUIA 3allOMUHAHUA H
SIBIISIOLUXCA OCHOBOIOJIATalOIUMH B 3ToN TeMe. CocTaBlieHue aHHOTAIUH
K IPOYUTAHHBIM JINTEPATYPHBIM HCTOYHHUKAM U JIP.

ITepeBon TekcTa

Ilpn mepeBose peKOMEHAYETCs CIEAyIoLIasl HOCIEA0BAaTEIbHOCTh PAabOThI
HaJl TEKCTOM:

1. OGpatute ocoboe BHMMaHHE Ha 3aroJIOBOK Tekcra. IIpoumTaiiTe Bech
TEKCT JI0 KOHIIA M TIOCTapaiTech MOHATH €ro 00Iee coaepKaHue.

2. Ilpuctynure k mepeBony npemioxeHuil. [IpounTaiiTe npemioxkeHUue u
OIlpeJleNIUTe, MIPOCTOE OHO WM CIIOXKHOE. Eciau IpeiokeHue CI0XKHOE,
pa3bepute ero Ha OTACNbHBIE MPEUIOKEHHS (CIOKHOMOAYMHEHHOE — Ha
IJIABHOE U IPHUIATOYHOE, CIIOKHOCOYMHEHHOE — Ha mpocTele). Haiinure
000pOTHI C HETMYHBIMA (HOPMaMHU TIaroa.

3. B mpoctoM mpennoxeHWM HalIuTe CHadana ckazyemoe (TpyImy
CKa3yeMoro) IO JMYHOH (opMe TIiaroina, MO CKa3yeMOMYy OIIpeieInTe
noyIeskaree (TpyIy MoIJIeKaIlero) U TOMOoTHeHNe (TPYIITY JOTOTHEHHS).
4. Onupasdch Ha 3HAaKOMBIE CJIOBa, NPUCTYNUTE K MEPEBOAY B TaKOM
MOpsIKe: TPYIIIa MO/~ JISKAIIEeTo, FPpyIa cka3yeMoro, rpyIma JOIOJIHEHuS,
00CTOSTENBCTBA.

5. Belgenute He3HaKOMBIE CJIOBA M ONpPENCIUTE, KAKOM 4acThi0 pedyd OHU
apsitoTes. OOpamiaiite BHUManue Ha Cy(QdUKCH W MpeuKChl dTHX CIOB.
[ ompeneneHus WX 3HAYEHHWS IPUMEHSHTE S3BIKOBYIO IOTaiKy, HO
npoBepsiiiTe cebsi ¢ moMoubio cioBaps. [IpounTaiite Bce 3HaUeHHs CIIOBA,
NpUBEICHHBIE B CIOBApHOM cTaThe, M BBIOCpUTE HamOOJee MOAXOASIICE.
[Tpu pabote co cioBapeM UCIONL3YITE UMEIOIIUECS B HEM MPUIOKEHUS. 0.
Beinuimmrte He3HAKOMBIE CJIOBA, IIEPEBEIUTE UX HAYEPHO (JOCIOBHO).

7. Ilpuctynure K nepeBoay TEKCTA.

8. [IpoBepbTe COOTBETCTBUE Kax 101 (ppa3bl mepeBoia OpUruHay.

9. Orpenaktupyiite mnepeBog. OcBoboauTe TEKCT IepeBoAa  OT
HECBOMCTBEHHBIX PYCCKOMY SI3bIKY BBIPaKEHUH B 00OPOTOB.

10. IlepenumuTe TOTOBBINA MEPEBOI.

Jlekcnduecknii MUKTAHT

[Ipy moAroToBkKe K HAMMCAHWUIO JUKTAHTA MOBTOPUTH JIEKCUYECKHUH U
rpaMMaTU4YeCKMi MaTepHal, IMpaBuja CIOBOOOpPA30BaHMS, CTPYKTYpPY
MIPEII0KEHUSI.

I'pynnosas quckyccust

I'pynmoBass ~ nuMcKyccuss — TO3BOJSET  ONPEACIUTb  YPOBEHb
c(OpMUPOBAHHOCTH TMPO(PECCHOHANBHBIX KOMIETEHIIUH B YCIOBHSX
MaKCHUMaJIbHO NPUOJIMKEHHBIX K MPO(eCcCHOHANBHOM cpefe.

Jnst mpoBeneHust rpynmnoBOi JUCKYCCUU TMPETNOJIaBaTeNb, peaiaract
HanOoyiee  aKTyaJbHYl0O TEMy U3  peaJbHOW  OOIIEeCTBEHHO-
MOJIMTUYECKOH  OOCTAaHOBKM, M  CTaBIT Iepel  ayauTopuen
poOJIeMHbIe acleKThl, Ha KOTOpbIE 00YYaIONIMICs T0JIKEeH 00paTUTh
oco0oe BHHMMaHHE, CHOPMHPOBATH CBOK JHUYHOCTHYIO TIO3HUIIHIO,
000CHOBATH €€ M MOJITOTOBUTCS K YYacTUIO B AUCKyccuu. [IpoBenenue
rPYNIOBOW TUCKYCCHM MPEAINOiaraeT YBHJIETh CHOPMHUPOBAHHOCTh Y
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00yy4aroIerocsi COOTBETCTBYIOIMX KOMIIETEHLMH, B TOM YHCIE
YMEHHE CTaBUTh NpoOieMy, OOOCHOBBIBATH IMYyTH €€ BO3MOXKHOTO
paspelleHus, YMEHHE BECTU LUBHIM30BAaHHBIA IUAJIOT, OTCTaWBaTh
CBOIO TOYKY 3pEHHS, apryMEHTHpPOBAaHO OTBEYaTb Ha IIPaBOBbBIC
MO3ULMHU MHBIX YYaCTHUKOB I'PYNIIOBOM IUCKYCCHUH.

CamocTosTenpHas
pabora

CamocrosTenpHass paboTa TMPOBOIUTCA C LENbIO: CHUCTEMaTH3alUd |
3aKpEIUICHHS MOJYYSHHBIX TEOPETHUCCKUX 3HAHUN U TIPAKTHYECKUX YMEHHN
oOyvaromuxcsi; yriayOlleHHs U pacliUpeHHs TEOPETHYECKUX 3HAHUHU
CTYIACHTOB;  (OpMUpOBaHMS yMEHHMH  HCHONB30BaTh Y4YeOHYH0O U
CHCIUANBHYI0 JIUTEPaTypy; Pa3BUTHs MO3HABATENHHBIX CIHOCOOHOCTEH U
AKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKON MHUIIUATUBBI, CAMOCTOSTCIHLHOCTH,
OTBETCTBEHHOCTH, OPTraHW30BAHHOCTH; (HOPMHUPOBAHUE CAMOCTOSITEITbHOCTH
MBILUICHHUS, CHOCOOHOCTEH K CaMOpa3BUTHIO, COBEPLICHCTBOBAHUIO U
camoopranuzanud; (GopMUpPOBaHUS MPOPECCHOHATBHBIX KOMIICTEHIINN;
Pa3BUTHIO UCCIIEIOBATENILCKUX YMEHHH 00YyYaromXcsl.
@®opMbl M BUABI CaMOCTOSATENFHOH pabOTHI: UYTEHHWE OCHOBHOW U
JIOTIOJTHUTENIBHOW JIUTEPATyphl — CAMOCTOSITEIEHOE 3YUCHHUE MaTepHana o
PEKOMEHIYyEeMbIM JIUTEPATyPHBIM HCTOYHHKAM; paboTa ¢ OMOTHOTEYHBIM
KaTajoroM, CaMOCTOSITSIILHBIA MOJ00p HEOOXOAUMOM JHTEpaTyphl; padoTa
CO CIIOBAapeM, CIPABOYHHKOM; MOHMCK HEOOXOAMMOW HH(pOpMAIMU B CETH
WHTepHeT; KOHCTIEKTUPOBAHHWE HCTOYHHMKOB; TIOATOTOBKA K Pa3HYHBIM
(dhopMaM TEeKyIIeH 1 MPOMEKYTOUYHOU aTTeCTAIlluH (K TECTUPOBAHUIO, 3a4CTy,
9K3aMEHY ); BBITIOJIHEHHE JOMAITHUX KOHTPOJIBHBIX paboT; caMOCTOSTEIbHOE
BBIMOJIHCHWE  MPAaKTUYEeCKUX  3aJaHUil  PENpOXyKTHBHOTO  THIIA
(BHEAaymUTOpHOE YTCHUE, IIMCBMEHHBIN IIEpEBO] WHPOPMALIUH
Npo¢eCCHOHANTBLHOTO XapaKTepa ¢ MHOCTPAHHOTO SI3bIKA HAa PYCCKHIM, OTBETHI
Ha BOIPOCHI, BBIMOJHCHUE 33JaHUN 1O TPOWJICHHBIM TPaMMATHYCCKUM
TeMaM C KCIOJIb30BAHUEM CIIPABOYHOW JHTEPATYPhI, TECThI; BBITIOIHCHHE
WHAMBUIyaJIbHBIX U FPYIIOBBIX TBOPUYECKUX 33aHUN).
TexXHONOTHs OpraHM3allik  CaMOCTOSTENBHONH paboThl  00YYaArOIIUXCS
BKITIOYACT WCIOJBb30BaHUe HH()OPMAIIMOHHBIX H MATePHATBHO-TEXHUUECKUX
peCypcoB  00pa30oBaTEIBHOIO YUPSKICHHs: OUOJIMOTEKY C YHTAIbHBIM
3aJI0OM, YKOMINJIEKTOBAHHYIO B COOTBETCTBHU C CYHICCTBYIOIMMH HOpMaMMU,
y4eOHO-MEeTOIMYecKyt0 0a3y y4eOHBIX KaOWHETOB, JladopaTropuii M 3aja
KOAU(UKAIMH; KOMIBIOTEPHBIC KJIACCHI C BO3MOXKHOCTHIO PabOThI B CETH
WntepHet; ayautopun (KJIAcchl) Uil KOHCYJIBTAIlMOHHOW J€ATEIbHOCTH;
yUeOHYIO ¥ yUCOHO-METOANYECKYIO JIUTepaTypy, paspaboTaHHYIO C Y4eTOM
YBENUYCHHUSI JIONIM  CAMOCTOSTENIbHOW pabOThl  CTY/JCHTOB, W  HHBIC
METOAHNYECKHUEC MaTepuabl. Hepejl BBIIIOJTHEHUEM O6y‘-IaIOH_[I/IMI/IC$I
BHEAYJMTOPHON CaMOCTOSITENILHON paboThl MpenojaBaTeslb POBOAUT
KOHCYJIETHPOBAHUE IO BBIMOJHCHUIO 3aJIaHMsl, KOTOPOE BKJIFOYACT IEIh
3aJlaHusl, €ro COJIEPKaHMUs, CPOKH BBINIOJIHEHUS, OPUCHTHPOBOYHBIH 00beM
paboThl, OCHOBHBIE TpeOOBaHMS K pe3yibTaraM palOThl, KPUTEPHH
ollcHUBaHUsA. BO BpeMmsi BBIMOTHEHUS OOYYAIONUMHUCS BHEAYJAMTOPHON
CaMOCTOSTETbHON PabOThl U MPH HEOOXOJAMMOCTH MPENoJaBaTeb MOXKET
IIPOBOJUTH WHIWBUAYAJIbHBIC u T'pynimoBbIC KOHCYJIbTallhH.
CamocrosTenbHass paboTa MOXKET OCYIICCTBIATHCS WHAWBUAYAIBLHO WITH
rpynmnamMu OoO0YyYaromuXcsi B 3aBUCHMOCTH OT LN, 00beMa, KOHKPETHOMH
TEMAaTUKHA CaMOCTOSTENFHON PabOThI, YPOBHS CIIOKHOCTH, YPOBHS YMEHHN
0o0yJaronumxcsi.
KoHTponb caMoCTOsTENbHOM paboTh IPEAyCMaTPUBAET:
— COOTHECEHHE COZICPKaHHS KOHTPOJIS C LIEJISIMU O0YyUCHHS;
— O0OBEKTHBHOCTH KOHTPOJIS;
— BAJUIHOCTH KOHTPOJIS (COOTBETCTBHE NMPEABSBISICMBIX 33aHUH TOMY,
YTO MPEIOIaraeTcs IPOBEPUTH);
— g depeHIHAIII0 KOHTPOIbHO-H3MEPUTEIbHBIX MaTEPUAJIOB.
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®DopMbI KOHTPOJIS CAMOCTOSATEIILHOM PabOTHI:
— TPOCMOTP W TIPOBEPKA BBITOJIHEHUS CAMOCTOSTEIBHOW paboThI
MpEenoiaBaTeseM;
— OpraHuszanus caMONpOBEPKU,
— B3aMMOIIPOBEPKA BHIMOJHEHHOTO 3aaHUs B TPYIIIIE;
— 00CYXJICHUE Pe3yJIbTaTOB BHITIOJIHEHHON pab0Thl Ha 3aHATUY;
— TIPOBEJICHHE MUCEMEHHOTO OIPOCa;
— TPOBEJEHUE YCTHOTO ONIPOCa;
— OpraHu3aius 1 MpoBeCHUE WHIUBHYaILHOTO COOECeI0BaHUS;
— OpraHu3alys U MpoBeAeHUe coOeceJ0BaHUsI C TPYIIIOi;
— 3ammMrTa OTYETOB O MPOJIeNIaHHOM padoTe.

Ormpoc

Onpoc — cpeacTBo KOHTPOJS, OPraHM30BaHHOE KaK ClienuanbHas Oecena
mpernoaaBareist ¢ OOydJalomMMECS Ha TEMbI, CBSA3aHHBIE C W3ydaeMou
MUCITUILUTAHOW, W PACCYUTAHHOE HA BBIABICHHEC O0OO0bEMa 3HAaHUU TIO
oTpeieIeHHOMY pasfielny, TeMe, mpodjeMe H T.11.

[IpoGiemaTnka, BBIHOCHMAas Ha OMNpPOC, OINpeAeieHa B 3aMaHHAAX IS
CaMOCTOSTENBLHONU PabOThl 00YYAIONIUXCS, @ TAKKE MOXKET OIpPEIASNIAThCS
MperoaaBareieM, BEAYIIMM CEMUHApCKue 3aHATUs. Bo Bpems mposeneHus
ompoca OOyYaroIIUiACS MODKEH yMeTh OOCYyIWTh C TIperojaBaTelieM
COOTBETCTBYIOIIYIO MPOOJIEMaTHKy Ha YPOBHE IHaJiora.

TectupoBanue

KoHTponb B BUIE TECTOB MOXKET HCIIOIB30BATHCS TMOCIE M3YUEHHS KaXKIOM
TeMbI Kypca. IToroBoe TecTupoBaHue MOKHO MIPOBOJMTE B popMme:

— KOMIBIOTEPHOTO  TECTHPOBaHMsS, T.. KOMIIBIOTEP MPOHM3BOJIBHO
BBIOMPAET BONPOCH! U3 0a3bl JAHHBIX IO CTETICHH CI0XKHOCTH;

— IUCbMEHHBIX OTBETOB, T.. IPENOJaBaTeNIb 3aJaeT BONPOC M JAeT
HECKOJIBKO BapHaHTOB OTBETA, a OOYYAIOUIMICS Ha OTIACILHOM JIHCTE
3allUCBIBACT HOMEPA BOMPOCOB H HOMEPa COOTBETCTBYIOIIUX OTBETOB.

s noctmxeHus OonbIIed JOCTOBEPHOCTH PE3YJIBTAaTOB TECTHPOBAHMS
CJIeTyeT CTPOUTh TEKCT TaK, 4TOOBI y oOydatomuxcs 0110 He 6onee 40 — 50
CEKYHJ JUIsl OTBETa Ha OJUH BoOIpoc. VITOroBbIi TECT HOJKEH BKIIOYATh HE
MeHee 60 BOMPOCOB MO BCEMY KypCy, PACCUMTAHHBIX 110 BPEMEHHU Ha IIeJIoe
3aHATHe. OLEeHKa pe3yJbTaTOB TECTUPOBAHMS MOXKET NMPOBOIUTHCA IBYMS
crocobamu:

1) mo 5-0ammbHOW cHCTeMe, KOTAa OTBETHl CTYACHTOB OIEHHUBAIOTCS
CIIEIYIOIINM 00pa3oM:

- «oTangHO» — O60nee 80% OTBETOB MpaBUIIBHEIE,

- «xopomio» — 6onee 65% O0TBETOB NPABUIILHBIE;

- «YZAOBJIETBOPUTENBbHO» — Oonee 50% OTBETOB NpaBUIIbHEBIE.

OOyuaromuecsi, KOTOpble MpPaBHJIBHO OTBETHIM MeHee ueM Ha 70%
BOMPOCOB, JIOJDKHBI B TIOCIEAYIOIIEM Iepecaarh TecT. [Ipu 3ToM
HEO0XOIUMO MPOKOHTPOIUPOBATh, YTOOBI BAPHUAHT TeCTa ObLIT APYTOH;

2) mo cucreme 3adeT-He3adeT, Korjaa Ajsl 3a4eTa IO JaHHOW JUCLIMIUIMHE
JIOCTaTOYHO MPABUJILHO OTBETHTH OoJiee yeM Ha 70% BOMIPOCOB.

IToaroroBka k
UTOTOBOH aTTeCTallH
o y4eOHOH
TUCIIUATIINHE (9K3aMeHy
/ 3adery / 3a4eTy C
OLICHKOI)

[Ipy mOATOTOBKE K WTOTOBOM AaTTECTallMM TI0 YYeOHOW IUCIUTUIMHE
(3x3ameHy / 3a4eTy / 3a4eTy C OIEHKOW) HEOOXOANMO OPHEHTHUPOBATHCS Ha
KOHCIEKTBI, pEKOMEHIyeMYyIo JuTeparypy u 1p. OCHOBHOE B IMOATOTOBKE K
WUTOTOBOHM aTTECTAIlMH 10 YYeOHOW TUCITUIUIMHE — STO TOBTOPEHUE BCETO
MaTepuaiga IMCUUILIMHBL. [Ipu MOATOTOBKE K WTOTOBOM aTrTecTalMy II0
y4eOHOM JUCIUIUIMHE OOy4Yaromuics Bechb O00beM padOThl JOJDKEH
pacrpenensTh pPaBHOMEPHO MO JHSM, OTBEJCHHBIM JIISl TIOJATOTOBKH,
KOHTPOJIMPOBATh KaXKIbl JCHb BBIMOJIHEHWE HaMEYEHHOW paboThI.
[MoxroroBka K UTOrOBOM aTTeCTallMU MO YYEOHOH MUCIMIIMHE BKIIFOYACT B
cebs Tpu dTana:

— ayAWTOpHAs U CAMOCTOSTEIIbHAs padOTa B TEUCHUE CEMECTPA;

— HEIMOCPEJCTBeHHAs] TIOATOTOBKA B JHH, NPEAMIESCTBYIOIIUE aTTECTAINH

0 TeMaM y4eOHOM JUCIMITINHEI,
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— TMOATOTOBKAa IO BOIMpOCAaM K MTOTOBOM arTecTalud TO y4eOHOU

JTUCITUTITAHE.

Jnst  ycmemHoOW TOATOTOBKM K WMTOTOBOM aTTECTallUM M0  y4eOHOH
JTUCIUILTHHE 00yJaromuecs T0KHBI IPUHUMATh BO BHIMAHUE, YTO:

e BCC OCHOBHBIC BOIMPOCH], YyKa3aHHbIe B pabouell mporpamme
JTUCIUIUTAHBI, HYXHO 3HaTh, NIOHUMaTh WX CMBICT M yMETb €ro
Pa3bACHUTD;

e yKazaHHBIE B paboueil mporpamMme (GopMUpyeMble KOMIIETEHIIUH B
pe3ylbTaTe OCBOCHHUS Y4YCOHOH JUCIMIUIUHBI JIOJDKHBI  OBITh
MPOJAEMOHCTPUPOBAHBI CTYICHTOM;

® CEeMHUHApPCKHE 3aHATHS CIIOCOOCTBYIOT MONyYEHHUIO 0OJee BBICOKOTO
YPOBHSI 3HAHWUH W, Kak CJIEICTBUE, OoJiee BHICOKOMY Oamty mpu
WUTOTOBOM aTTECTAIMH M0 YIeOHOW AUCIUTUIHHE,

® HAYMHATHL TOJTOTOBKY K MTOTOBOM aTTecTalliu 10 Yy4eOHOM
JUCITUILTHHE He00X0IMMO C TEPBOTO ayIUTOPHOTO 3aHSTHSI.

9. Onmucanue MaTepuaJbHO-TeXHHYECKOH 0a3bl, He0OXOAMMON [JIA OCYIeCTBJIEHUSA
00pa3oBaTeIbLHOIO NMPoIEcca MO JUCHUILIHHE

Jlna ocymiecTBIeHUST 00pa30BaTENbHOTO Mpollecca MO Yy4eOHOW NUCHUIUIMHE HEOO0XOAMMO
HCIIOJIH30BAHUE CICAYIONIMNX MTOMEIICHUH U MaTepUAIbHO-TEXHHYECKOTO 00eCIIeYeHUSI:
— ayIUTOPHS IJIsi IPOBEACHUS YUEOHBIX 3aHATHUN, OCHAIIEHHAs Y4eOHOW MeOeNblo: MapThl, U
CTYJIbs AJ1sl oOydaroluxcs, yueOHas I0CKa;, CTOJI U CTYJI IpernoaaBarers,
- TEXHUYECKHE CcpelcTBa OOydYeHHUs: TMEpPCOHANbHBIA  KOMIBIOTEP; MYJIbTHMEIUHHOE
obopynoBanue (IIPOSKTOP, IKPaH WM UHTEPAKTHBHAS JOCKA WJIH IJIa3MCHHAS TIAHEJIb);
— MTOMEIIEHUE IS CAMOCTOSITEIILHOW pa0OThl 00ydYaIONMUXCs: CICIHATM3UPOBAHHAS MeOenb U
KOMITBIOTEpPHAs] TEXHHUKA C BO3MOXKHOCTBIO MOJAKIIOUeHUs: k cetu «MHTepHeT» U obecreueHueM
JIOCTYTIA B JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO Cpely Y HUBEPCHUTETA.

10. IlepeyeHb HH(POPMALMOHHBIX TEXHOJOTHH, HCHOJb3yeMbIX IPH OCYILIeCTBJIEHUH
o0pa3oBaTe/IbHOIO mpoLecca MO AUCHHUILVINHE, B TOM YHCJEe KOMILUIEKT JIMIEH3HOHHOI0
NPOrpaMMHOI0  olecrneYyeHHsl, JJIEKTPOHHO-OMOJIMOTEYHbIE CHCTEMbI, COBpPeMeHHbIE
npogeccuoHaIbHbIEe 0a3bl JAHHBIX U HH(POPMALMOHHBIE CIPABOYHbIE CHCTEMbI

Ooyuaromuecss odecredeHsl TOCTYIOM K 3JeKTPOHHOM MH(OpMaIllmoHHO-00pa30BaTeNbHOM cpese
VYHuBepcurera u3 J000H TOUKHM, B KOTOPOM HUMeEeTcsl JIocTynl K ceTtu «VIHTepHeT», Kak Ha

TECPPUTOPUHN OpraHU3allUH, TAK U BHE €C.

10.1 JIuneH3uoHHOE MPOrpaMMHOe oDecrevyeHmne:

1. Omeparmonnass cucrema  Microsoft Windows 7 Professional — OEM-nurensun
(TIOCTaBIISIFOTCSL B COCTaBE TOTOBOT'O KOMITHIOTEPA);
2. Onepanuonnas cucrema Microsoft Windows 10 — OEM-nunieH3un (IIOCTaBIsSIOTCS B COCTaBE

rOTOBOI'O KOMITbIOTEpa) 1 110 toroBopy Ne 2/11/2016-1546 ot 02.11.2016r.

3. TIporpammusiii maker Microsoft Office 2016 Professional Plus — mo morosopy Ne 2/11/2016-
1546 ot 02.11.2016r.

4.  KowmmuekcHas cuctema anTuBHpycHoi 3ammtel ESET NOD32 Antivirus Business Edition —
manensus Ne 3AY-69X-ABK, aeiictyet o 13.10.2023r.

10.2. D1eKTPOHHO-0MOINOTEYHbIE CHCTEMbI

1.  DnextponHo-Oubmuoreunas cucrema IPR  BOOKS (www.iprbookshop.ru). Jlorosop

Ne 9599/22 11 Ha mpenocTaBieHHE JIOCTyNa K 3JIEKTPOHHO-OMOimoreuHoil cucreme IPR
BOOKS ot 10.10.2022r.
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http://www.iprbookshop.ru/

wn

2.

3.

Hayunast snekxtponnas Oubnuoreka eLIBRARY.RU (www: http//elibrary.ru). Pecypc
JOCTYIIEH BCEM IOJIh30BaTENIeM TOCie perucrpamnun. JInneH3nonusiii goropop Ne 350-12/21
or 16.12.21 .

ABTOMaTH3upoBaHHas HMH(popManuoHHas Oubmmoreunas cuctema «Merallpo» [loroBop
Ne9/10-2012r.

Komnekmus «Jlerenmapusie kauru» DBC HOpaiir (https://biblioonline.ru/catalog/legendary u
https://urait.ru/catalog/legendary) Pecypc noctymen Bcem 6e3 peructpaiuu. Jorosop ¢ OO0
«OnekTpoHHOe wu3aarenbcTBo HOpalT» Ha 0e3B03ME3THOE HCMOJIb30BaHHE MPOU3BEICHUI
paznen «Jlerengapusie Kuuru» ot 31.01.2020r.

OoOpasoBarenbHas Iuathopma «IJIEKTPOHHOE H3AaTeaLCTBO FOpaiit»  https://urait.ru
HoroBop Ne 4996 Ha oka3zaHue ycIHyr MO MPEAOCTABICHHUIO JIOCTyMa K 00pa3oBaTEIbHON
maThopme « DIeKTpoHHOE u3aaTenbcTBO FOpait» ot 11.01.2022r.

[Tnarpopma BKP-BVY3-pazmerienune, XxpaHeHHWE MaTEpHAOB W TMOHWCK 3aMMCTBOBaHUS
(http://vkr-vuz.ru ). Jlunensuonunsiii JloroBop Ne 8966/22 Ha mpemocTaBiacHHS AOCTyIA K
mwiargopme BKP-BY3 ot 01.02.2022r.

10.3. CoBpemenHbIe npo¢eccHOHATBHBbIE 0a3 JaAHHbIX:

IMopran  «MHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIE ~ TEXHOJIOTMH B OOpa3oBaHUWY:
http://www.ict.edu.ru

Hayunas snexkrponnas oudauoreka: http://www.elibrary.ru/

HarnuonansHas saekTponHas oudaunoreka http://www.nns.ru/

DNEeKTPOHHBIE pecypchl Poccuiickoit roCyIapCTBEHHOU OMOINOTEKH
http://www.rsl.ru/ru/root3489/all

Web of Science Core Collection — monutemaruyeckas pedeparuBHo-OubIMOrpaduyeckas u
HayKkoMTpudeckas (Oubmnomerpuueckas) 6asa nanusix: hitp://webofscience.com
[ToTHOTEKCTOBBIN apXUB BeIyIIUX 3aMaHBIX HAYYHBIX )KYPHAJIOB Ha POCCHICKOH miaTdopme
HarnmonansHOro 371eKTpoHHO-HHbopMalmoHHoro koncopimyma (HOMKOH): http://neicon.ru
basb1 manHbIX n3garenscrBa Springer: https://link.springer.com

Caiit 6puranckoro Tenekanana: http://www.bbc.co.uk/

OnekrponHas suimkIoneaus: http://en.wikipedia.org/wiki/

CaiiT aMepHUKaHCKOMN TICUXOJOTHMYEeCKO# accommaruu: https://www.apa.org/

Omnaitn pecypcesl o ncuxosoruu: https://www.psychology.org

O6pa3oBarenbHbIi caiiT mo nicuxosorun: https://simplypsychology.org/

DJeKTpOHHBIA HayuHbBIH x)ypHaI: https://www.psychologytoday.com
https://www.verywellmind.com/

DNeKTPOHHBIN clioBaph MynbTHTpan: WWW.multitran.ru

10.4. UndopmanuoHHBbIE CTIPABOYHbIE CHCTEMBbI:

Wudopmarmonno-npaBoBas cucrema «KoHcysnprant+»: https://cons-plus.ru

[Toptan ®enepanbHBIX T'OCYJApCTBEHHBIX OOpa30BaTEIbHBIX CTAHJAPTOB BBICLIETO
obpazoanwusi: http://fgosvo.ru

WNudopmannonHo-npasosas cucrema ['apant: www.garant.ru

11. OcobennocTn peaimdanui JUCHUIUIMHBI JJd HMHBAJUHI0B H JHI ¢ OrpaHH4Y¢HHBIMH
BO3MOKHOCTAMM 310POBbSA

Jns obecniedyeHuss oOpa30BaHMs JIMII C OTPAaHMYEHHBIMU BO3MOXKHOCTSIMH 3[I0POBBS T10

JUYHOMY 3asBlIeHHIO oOyuaromierocsi paspalaTbhiBaeTCsl aJalTHPOBaHHAas oOpa3oBaTeNbHas
IporpaMMa, MHJIWBHUIYaJIbHBIM y4eOHBIM IUIaH C Y4eTOM OCOOEHHOCTEH HX MCUXO(PU3NYECKOTO
pa3BUTUS U COCTOSHHA 310pOBbiA. IIpuMeHsercs WHIUMBHUIyalbHBIM IIOAXOJ K OCBOCHHIO
JTUCHUIUIMHBI, UHIMBUYyaJbHbIE 3afaHusl: pedeparhbl, TUCbMEHHbIE PpaObOThl JHOO TOJBKO YCTHBIE
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OTBETHl M JTUAJIOTH, WHIUBHUIyalbHbIE KOHCYJIbTAllMH. BO3MOXHO HCIIOJIb30BaHHE IUKTOPOHA H
APYTUX 3alKCHIBAIONINX YCTPOWCTB Uil BOCIPOU3BEICHHS JICKIIMOHHOTO W CEMHHAPCKOTO
MaTepHara.

B nemsax obecriedueHus: 00yYarOmUXCsl JIAIl C OTPAHMYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI
OubnmoTreka KOMIUIEKTyeT (OHJ OCHOBHOW y4eOHOH JuTepaTypod, aJanTUPOBAHHON K
OTPaHUYEHUIO WX 370POBbs, TPEAOCTABISET BO3MOXKHOCTH YJAJIEHHOTO HCIOJb30BaHUS
ANEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, 1OCTYI K KOTOpbIM opranu3oBad B OAHO BO MIICY.
B Oubmmoreke mPOBOMATCS WHAMBHUIYalbHbIC KOHCYJbTAlMM JUIS JIaHHOHW  KaTeropuu
M0JIb30BaTENICH, OKA3bIBACTCSl MMOMOILL B PETHCTPALlMM U HCIOJB30BAHUM CETEBBIX U JIOKAJIbHBIX
AJIEKTPOHHBIX  00pa30BaTEIbHBIX PECYPCOB, TPEAOCTABISIOTCS MeCTa B UYUTAIBLHOM  3alle,
00Opy/IOBaHHBIC —TMpPOrpaMMaMH  HEBU3yaJIbHOTO JOCTyma K HH(POPMAIMH, JKPAaHHBIMU
VBEIIMYUTEISIMA W TEXHUYECKHMMH  CPEICTBAMH  YCHJCHHS  OCTaTOYHOTO  3PEHHS:
Microsoft Windows 7, LenTp CHeIAIbHBIX BO3MOYHOCTEH, DKkpaHHas TyTa;
Microsoft Windows 7,  IleuTp  chmenmuanbHBIX  BO3MOMKHOCTEH,  DKpPaHHBI  JAMKTOD;
Microsoft Windows 7, IlenTp crnenuanbHBIX BO3MOXKHOCTEH, DKpaHHas KJIaBHATypa; SKpaHHas
nyna One Loupe; pedeBoii cunte3arop «l'omocy.
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12.JInct perucTpanuu u3MeHeHHit

PabGouast mporpamma y4eOHOM IUCHMIUIMHBI OOCYXXKJIEHa M YTBEPKJCHA Ha 3acelaHuu
VYuyenoro cosera ot «30» stuBapst 2023 r. mpoTokosn Ne 5

No Conep:xaHne N3MEHEHUS PexBu3uTh JOKyMEHTa 00 Hata
/o YTBEP)KICHUU U3MEHEHUS BBE/ICHUS
M3MEHEHUS
VT1BepkaeHa  pelieHneM  Y4YeHOro coBeTa  Ha
OCHOBaHUU denepanbHOTO rOCyJapCTBEHHOTO
00pa3oBaTeIbHOTO CTAaHIApTa BBICIIEr0 OOpa30BaHUS [IpoTokon 3acenanus
1. | mo HaIpaBJICHUIO MTOATOTOBKH 38.03.04 YueHoro coBera 01.09.2023
l'ocymapcTBeHHOE ¥ MYHHUIMIIAIBHOE YIpaBJICHHE, ot «30» staBaps 2023 T. R
YTBEP)KJICHHOTO TpUKa3oM MHHHCTEPCTBA HAayKH W npotokoin Ne 5
BEICIIIETO 00pazoBanms Poccuiickoit ®enepanmm ot 13
aBrycta 2020 Ne 1016
2.
3.
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