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1. HauMmeHoBaHMe JUCIUIL/IMHBI

VHOCTpaHHbIM 513bIK

2. IlepeueHb N/IAHUPYEMBIX Pe3y/ITAaTOB OCBOeHHs 00pa30BaTe/IbHON MPOrpaMMbl (MepeyeHb KOMIETEHI[UH) C yKa3aHHMeM WHUKATOPOB HX

AOCTH)KEHHUA U IVIAHUPYEMBIX pe€3y/1bTaTOB Oﬁy‘lEHI/lﬂ o JucnuIlIinge

Koj koMmeTeHIuu

HaumeHnoBaHue KOMIIeTeHIIUHU

I/IHAI/IKEITOPLI AOCTH)KeHHUsA

KOMIIeTeHI|UH

PEBYJI]:THTLI 06y‘-IeHI/Iﬂ (YMeHI/lﬂ Hu 3HaHI/Iﬂ), COOTHeCeHHbIe C

HHAUKATOPAMHU JOCTH)KEHUA KOMITI€TEHLIUHA

YK-4

CrniocobeH oCy11|eCTBISATH Aemo-
BYIO0 KOMMYHMKAL[MIO B YCTHOM U
MUCbMEHHOM (hopMax Ha rocy-
JlapCTBEeHHOM si3bIKe Poccuiickoit
®Derepaliii U MHOCTPaHHOM(BIX)

s13biKe(ax)

Ncnonb3yeT nHOpMarimoHHO-KOMMYHH-
Kal[MOHHBIE PeCypChl U TEXHOJIOTUU TIPU
TIOMCKe HeoOXonMoi nH(opMaLyy B
MpOoLecce pelieHusi CTaHJAPTHBIX KOMMY-
HUKaTHUBHBIX 3a/la4 Ha TOCyapCTBEHHOM

s3pike Poccutickoit Pepepariyu.

3HaTh: CTaH/APTHbBIE TUIThl KOMMYHHUKAaTHBHBIX 3a/ia4; MPaBUIa U
TMPOLIeYPbI UCITO/b30BaHUS HH(OPMAIIMOHHO-KOMMYHUKAIMOH-
HBIX PECypPCOB M T€XHOJIOTHH [yt cbopa u 00paboTku uH(opMa-
[[MM Ha rOCYapCTBeHHOM si3bike Poccuiickor deepariyu.
YmeTh: orpeae/daTb TUIl KOMMYHUKATUBHBIX 3a4a4 U B]:I6I/IpaTL
COOTBETCTBYIOIIYIO CTPATErHi0 MOMCKA MH(MOPMAIL[|UK; HAaXO[UTh,
oTOWpaTh, CUCTEMATU3UPOBATh U OIIEHHWBATh WHGHOPMAIIUIO, pefe-

BAHTHYIO KOMMYHUKATUBHBIM 3djd4dM

BegieT f1e/10By10 MepemnucKy, yunThiBas
0Cc00eHHOCTH 0pHLIMATBHO-Ie/I0BOTO

CTW/IS X1 peueBOro 3TUKETd.

3HaTh: OCHOBHbIE BU/bI O(ULIMA/IBHBIX U [e/I0BbIX JOKYMEHTOB U
0Cc00eHHOCTH MX CTWJIST; YHUBEpCa/IbHbIe TIpaBU/ia M HOPMBI Bejie-
HUs1 ¥ 0()OpMJIEHHS [1e/I0BOM MePeruCcKU; COLMOKY/IbTYPHbIE 0CO-
OeHHOCTH peueBOro 3THKeTa; YHUBepCaIbHbIe 3aKOHOMEPHOCTH
CTPYKTYPHOM OpraHu3aliy TeKCTa.

YmeTh: onpesie/nsiTh Ha3HaUeHHe pasHbIX BUOB /1e/I0BOU Koppe-
CMOH/EHLIMH U BISIBSATH 3HAUMMYH0 MH(OPMAaLUIO B COJlepyKaHUU
TEKCTa; CO3/laBaTh /IeJIOBYI0 KOPPECIIOH/EHLHIO C YYeTOM COLIMO-
Ky/IbTYPHBIX TpeOOBaHMH K BHeIIHel 1 BHyTpeHHel ¢hopMam Tek-
CTa ¥ UCMO/b30BaHKEM TUIMHU3UPOBAaHHBIX pEUeBbIX

BBICKA3bIBaHMIA.




Koj koMmneTeHIuu

HaumeHoBaHue KOMII€eTeHIIUH

I/IHAHKHTOPBI AOCTHIKEeHHUHA

KOMIIeTeHIIUU

PE3YJ'[]:TEITBI OﬁquHI/Iﬂ (YMEHI/IH Hu 3HaHI/Iﬂ), COOTHEeCeHHbIe C

HHAUKATOPAMH NJOCTH)XKE€eHUA KOMIIeTeHIIUU

Beget fenoBbie rieperoBophl Ha ToCyzap-
CTBEHHOM s13bIKe Poccuiickon

Deneparyu.

3HaTh: CTaHJapTHbIE L1eJIM U 3a[jaul JeJI0OBBIX TIEPeroBOPOB; COLU-
OKY/JIBTYPHBIE 0COOEHHOCTH BeJIeHUs /Ie/IOBBIX TTePeroBOPOB; KOM-
MYHHKaTUBHO-TIparMaTHueCK1e 1 >kaHpOBble 0COOeHHOCTH Tiepe-
TOBOPOB.

Ymetb: onpefiesiaTh 11e/U U 3a/la4uu IeperoBOpOB; UCTI0Ib30BaTh
yHUBepCa/bHble KOMMyHUKaTUBHbIE CTPATeTUU U MIPUEMBI JieJio-
BbIX [1ePETOBOPOB; OMPeZe/isATh U YUUThIBATh COLIMOKYJILTYPHBIE U

JKaHPOBbI€ 0cobeHHOCTH rneperoBopos.

Wcnonb3yeT JIeKCUKO-TpPaMMaThyecKre v
CTUJTUCTUYECKHE PeCypChl Ha rocyaap-
CcTBeHHOM s13bIKe Poccuiickoii Pepepariumn
B 3aBUCHUMOCTH OT pelllaeMOi KOMMYHH-
KaTUBHOM, B TOM UuCJIe podeCcCHoHab-

HOM, 3a/1aui.

3HaTh: 0COOEHHOCTH JIEKCUKO-TPaMMaTHUeCKOro CTposi podec-
CHIOHAJTBHOM peurt; COL[UOKY/IBTYPHBIE 0COOEHHOCTH CTHJIS TIPO-
(heccroHaTbHOM KOMMYHHUKALWH.

Ymethb: nipoeccrOHATBHBIX TEKCTOB C MHOCTPAHHOTO Si3bIKa Ha
rocyJapCTBeHHbIH 536K Poccuiickoit ®efjepaliuu C y4eToM JieK-
CUKO-TPAMMAaTHUEeCKUX U CTUJTUCTUUECKUX 0COOEHHOCTEH s3bIKa
OpWTIMHA/Ia U sI3bIKa MePeBOo/ia U CTaH/IapPTHBIX CIIOCOO0B pelleHUs
KOMMYHHMKATHBHBIX 3a71au B 06/1acTv ipodecCcuoHambHOH

AedATe/IbHOCTH.

Vicrionb3yeT MHOCTPaHHBIH 53bIK B MEX-
JIMYHOCTHOM OOI1[eHHH U TTpodeccro-
HaJIbHOM [1esITe/TbHOCTH, BBIOMpAst COOT-
BETCTBYIOIIe BepOaibHbIe U HeBepOasib-

HbIe CpeACTBa KOMMYHHKAIIHUH.

3HaTh: 0CO6EHHOCTH rPaMMaTHUECKOTO U JIEKCHUeCKOTO CTPOsI
MHOCTPAHHOTO $I3bIKa; 0CODEHHOCTH BH/IOB PeUeBOM JesTe/TlbHOCTH
Ha MHOCTPAHHOM sI3bIKe; CTiel(HKY UCII0/Th30BaHMsI BepOaTbHbIX
Y HeBepOa/TbHBIX CPE/ICTB B CUTYAL[USIX MHOSI3BIYHOW KOMMYHHUKa-
L[UM; 0COOEHHOCTU MEKTMYHOCTHOM KOMMYHUKALIU TIPY MeXK-
Ky/IbTYPHOM 0011[eHHH; JIEKCUKO-TPaMMaTruecKre 0Co0eHHOCTH
npodeccroHanbHO-OPUeHTUPOBAHHOTO MHOCTPAHHOTO S3bIKa; CO-
Jlep>KaHue 0CHOBHBIX MHOSI3bIYHBIX MPOGeCcCOHaNbHBIX MTOHSATHI.
YMeTb: pacrio3HaBath U JUddepeHLpoBaTh S3bIKOBbIE 1 peueBble

sIBJIEHUs], BbI/IeIITb OCHOBHYIO U BTOPOCTETeHHYI0 NH(OPMAaL|io




Koj koMmeTeHIuu

HaumeHoBaHHue KOMIIEeTEeHIIUH

I/IHAHKHTOPBI AOCTHIKEeHHUHA

KOMIIeTeHIIUU

PE3YJ'[]:TEITBI OﬁquHI/Iﬂ (YMEHI/IH Hu 3HaHI/Iﬂ), COOTHEeCeHHbIe C

HHAUKATOPAMH NJOCTH)XKE€eHUA KOMIIeTeHIIUU

TIPY YTEHWHU TEKCTOB 1 BOCTIPUSITHU PEUYM Ha CJIyX, UCII0/b30BaTh
THUTIOBbLIE CPe/ICTBA YCTHOM Y TMCbMEHHOW KOMMYHUKAIIUU B MeXK-
JTMYHOCTHOM OOIL[€HNU; TIPUMEHSITh afleKBaTHbIe KOMMYHUKATHUB-

HbI€ CPeJICTBA B CTAaH/[apPTHBIX CUTYalUsIX 0OIIeHus Ha podeccu-

OHa/IbHO-OPHEeHTHPOBAHHbIE T€MBI.

Peanu3yetr Ha MTHOCTPaHHOM S3bIKe KOM-
MYHUKaTUBHbIe HAMepeHHs YCTHO U
MMCBMEHHO, UCIT0/b3Ysl COBPEMEHHEIe
VMH(OpPMAaLIMOHHO KOMMYHHKaLIMOHHbIe

TeXHOJIOTHH.

3Harb: BUbl KOMMYHUKAaTHBHBIX HAMepPeHUit; COOTHOIIeHHE KOM-
MYHUKAaTUBHBIX HaMePeHH C 3aMbIC/IOM U 11eJIbI0 PeueBOil KOMMY-
HUKALMU; TUTIOBbIE TIPUEMBI U CIIOCOOBI BbIpa’keHHsi KOMMYHHKa-
TUBHBIX HaMepeHHii Ha MTHOCTPaHHOM $I3bIKe B YCTHOM U MHCbMEH-
HOW peuy; IPUHLIMIIBI TOHUMaHUsI KOMMYHUKAaTHBHBIX HaMepeHUi
cobeceJHUKOB; CIIOCOOBI UCII0/TB30BaHMUs HHPOPMALIOHHO-KOM-
MYHHMKATHBHBIX TeXHOJIOTUH B OOIL[eHHH Ha MHOCTPAHHOM SI3BIKE.
YMeThb: KOMMYHUKATHBHbIE HAMEPEHUS U LieJIb BbICKa3bIBaHUs
JIEKCUKO-TPaMMaTHU4eCKUMU CpeJCTBaMU MHOCTPAaHHOTO A3bIKa CO-
OTBETCTBEHHO KOMMYHHUKAaTHBHOW CUTYallUU; yUUThIBaTh KOMMY-
HUKaTUBHbIE U COLMA/IbHbIE POJIM YUACTHUKOB PeueBoro obIeHus
TIpU BbIpa)KeHWM KOMMYHUKATUBHbBIX HAMepPEeHUii; TOHUMaTb KOM-
MYHUKaTHUBHble UHTEHL[UU 10/yUeHHbIX MMCbMEHHBIX U YCTHBIX
Co00111eHHi; IPUMEHSTh HH()OPMAaIIOHHO-KOMMYHHUKAaTHBHbIE
TEXHOJIOTHH B OOIIIeHUH Y PeueBOil [iesTeTbHOCTH Ha MHOCTPaH-

HOM 43BbIKe.

Vcrionb3yeT npuéMsl yO/IMUHOM peuu u
ZIeJIOBOTO U TTPOdhe CCUOHATBHOTO /TUC-

KypCa Ha MHOCTPaHHOM SI3bIKe.

3HaTh: NPUHLMMLI U IPUEMbI TOCTPOeHHs IyO/IMUHOM peuu B CH-
Tyaluy MeXXKYJ/IbTYPHOTO B3aUMO/IeHCTBYST; TIPUEMBI yOeKIeH s,
apryMeHTalVH, BbIpa)KeHUsI MHEHUsT Ha THOCTPAHHOM SI3bIKe; JIeK-
CHKO-TpPaMMaTHh4ecKre 0COOEHHOCTH MHOSI3bIUHOW TyOIMYHOM
peuu B CUTYaLMH /IeJIOBOTO U MPodeCcCHOHANBHOTO 001eHus]; Tipa-

BHJIa IIOATOTOBKHA HY6HHHHOﬁ peur Ha MHOCTPaHHOM fA3bIKe; IIpH-




Koj koMmeTeHIuu

HaumeHoBaHHue KOMIIEeTEeHIIUH

I/IHAHKHTOPBI AOCTHIKEeHHUHA

KOMIIeTeHI{UU

PE3YJ'[]:TEITBI OﬁquHI/Iﬂ (YMEHI/IH Hu 3HaHI/Iﬂ), COOTHEeCeHHbIe C

HHAUKATOPAMH NJOCTH)XXKEeHUA KOMIIeTeHIIUU

€MbI ¥ UHOSI3bIYHBIE CPE/ICTBA /Ie/I0BOTO M MpodeCcCroHaTLHOTO
JTUCKYpCa.

YMeTh: /ie/10BOI pUTOPUKHM HA MHOCTPAHHOM $13bIKE; UCII0JTb30-
BaTh NIPHUEMbI Y TIPUHLIUTIBI TOCTPOEHUS MyO/TMUHON peun Jjist Co-
o61eHnst ipodecCHoHaTbHO-0PUEHTUPOBAHHOTO CO/IePyKaHUs Ha
WHOCTPAHHOM SI3bIKe; UCTIOMb30BaTh CTEPEOTUITHBIE HHOS3bIUHBIE

¢pa3sbl A5 epefjaun CTPYKTYPBI U COZIePKaHKs COOOLLeHMsI.

JeMoHCTprpyeT BiasieHHst 0CHOBaMU
aKa/leMH4eCcKoil KOMMYHMKALIUW U peue-
BOr'0 3TUKeTa M3yyaeMOro MHOCTPaHHOIO

A3bIKd.

3HaTh: OCHOBHbIE JIEKCUKO-TPaMMaTHueCKe U CTUIMCTUYeCKUe
pecypchbl HHOCTPaHHOTO si3bIKa B c(hepe akaJeMUueCKol KOMMYHU-
Kalu; 0cCo6eHHOCTH MHOSI3BIYHOM aKa/ileMUueCcKol KOMMYHHKa-
LJVY; TIPUEMBI U3BJIeUeHHsT U COOOIIIeHHsT MHOSI3bIYHOW MH(OPMa-
LJUM C aKaZileMHU4eCKUMHU Lie/IsIMU; OCHOBbI MHOSI3bIYHOTO PeUeBOro
3THKeTa B YCTHOM Y MMCbMEHHOM KOMMYHHKALUH.

YMmeTb: U3BeKaTh U co00L[aTh MH(OPMALHIO aKaZleMIUeCcKoro Co-
Jlep’KaHusi Ha UHOCTPAHHOM $13bIKe; UCII0/Ib30BaTh NIPHMeMbl akaze-
MHYeCKO# yCTHOM U MMCbMEHHOM KOMMYHMKALIMKM Ha MHOCTPaH-
HOM sI3bIKe; IPUMEHSTh TIpaBH/ia peYeBOro ITUKeTa B CUTYaLUsIX

dKa/leMH4eCKOro 06H_leHI/IH.

YmeeT rpaMoTHO U 3(h)(heKTUBHO I10JIb30-
BaTbCs1 MHOSI3bIUHBIMU MCTOUYHUKAMHU

vHbOpMaIUH.

3HaTh: NpaBr/a UCIOIb30BaHUS Pa3/IMUHbIX TEXHUUECKHUX
CPeJICTB C Lie/IbI0 MOUCKA U U3B/IeUeHHst MHOSI3bIYHOW MH(OpMa-
LJMM; OCHOBHBbIE NIpaBuUJIa OMpe/ie/ieHus] peJieBAHTHOCTU U HaZlex-
HOCTH MHO$I13bIUHBIX UICTOYHMKOB; OCHOBHbIE TIpaBu/la aHaiu3a u
cuHTe3a nH(GOpMaLUH.

YMmeThb: 13B/IeKaTb 0CHOBHYIO U BTOPOCTeIeHHYI0 MH(OPMaLIKIO
Y3 MHOSI3bIYHBIX MICTOUHMKOB Pa3HOIo THIIa; CUCTEMaTHU3UPOBaTh U
TIPYMEHSTh U3BJ/IeUeHHYI0 HHPOPMALIMIO /1JIs1 pellieHHs] KOMMYHH-

KaTHUBHbIX 1 HpOCbeCCI/IOHaJ'[I:HLIX 3aaa4.




Koj koMmneTeHIuu

HaumeHoBaHue KOMII€eTeHIIUH

I/IHAHKHTOPBI AOCTHIKEeHHUHA

KOMIIeTeHI{UU

PE3YJ'[]:TEITBI OﬁquHI/Iﬂ (YMEHI/IH Hu 3HaHI/Iﬂ), COOTHEeCeHHbIe C

HHAUKATOPAMH NJOCTH)XKEeHUA KOMIIeTeHIIUU

[MpoayuupyeT Ha MHOCTPAHHOM SI3bIKe
MMMCbMEHHBIE peueBbie TIPOU3BE/IEHNUS B
COOTBETCTBUH C KOMMYHUKATUBHOMN

3azaueii.

3HaTh: OCHOBBI OpPraHy3aLi MMCbMEeHHON KOMMYHUKALIMK; TUTIbI
KOMMYHHMKATHBHBIX 3a/lau MMCbMEHHOTO 00I1IeHusT; (PyHKLIH MHCh-
MEeHHBIX KOMMYHUKAaTUBHBIX CPEJICTB.

Ymetb: onpesensTh U GOPMy/IMPOBaTb KOMMYHHUKAaTUBHYIO 3a/jauy
MUCbMEHHOTO PeUeBOro MpOor3Be/IeHHs]; CO3/aBaTh U 0OPMIISTH
OT/le/IbHbIe BU/IbI 1e/IOBBIX MTMCEM COOTBETCTBEHHO KOMMYHHKa-
THBHBIM I1paBU/IaM; Pa3BepHYTO U3/1araTb MbICA U COOCTBEHHYHO
TOUKY 3peHHUsI B TUCbMeHHOH (hopme; aHa/TM3UPOBaTh U 000011jaTh
B IIMCbMEHHOM BH/le Cojiep>KaHue MpodecCcroHanbHO-OPUEeHTUPO-

BaHHBIX TeKCTOB Ha MHOCTPDAHHOM fA3bIKe.




3. MecTo fUCIMIIHHBI B CTPYKType 00pa3oBaTe/IbHOH MPOrPaMMbI

HOuctunmHa «/IHOCTPaHHBIN SI3bIK» OTHOCUTCS K «O0II[eryMaHUTapHOMY LIUKITY ».

4. O0beM JUCHMILIMHBI (MOAY/IsI) B 3aUeTHBIX eJUHUIAX U B aKaJeMHYeCKHX Yacax C

BbI/le/IeHHeM o0beMa ayAuTOPHON (JIeKI[HH, CeMHHAapbl) W CaMOCTOATE/TLHON PabdoThI

oOyuarommuxcs
Ounas hopma 0OyueHust
Bup yueoHoM Bcero (B3/eu | Cemectp | Cemectp2 | Cemectp | Cemectp 4
padoThI Mo yacax) 1(8 (B yacax) 3(B (B yacax)
JUCHMIUTAHE yacax) yacax)
O6mas 8/288 90 90 38 70
TPYAOEMKOCTh
JAUCLUINTUHBI
Koumaxkmuas 204 68 68 34 34
paboma —
AyoumopHble
3aHamMus
Jlekyuu 0 0 0 0 0
CemuHapel, 204 68 68 34 34
npakmuueckue
3aHamus
CamocmosimenbHas 84 22 22 4 36
paboma
Bup Teky1iuero KonTposibHas KonTposisHas KonTposisHas
KOHTPOJIS pabora ; pabora pabora
KontponbHas
pabora
Bup, 3aueT ; 3aueT ; 3auet 3auet 3auet ODK3aMeH
IIPOME)KYTOUHOMN 3auer ;
arTecTaluun JK3aMeH




5. CopepxaHue JAWCHUIUIMHBI, CTPYKTYPHPOBaHHOe 10 TeMaM (pa3sjesam)

AVCLHMILIMHBI C YKa3aHUEeM UX 00beMoB (B aKajieMHYeCKHX YacaxX) ¥ BUAOB YUeOHBIX 3aHATHI

5.1. CogeprxaHue JMCLUATIUHBI

Tema 1. YesnoBeueckue pecypchbl, padora mo Haimy, oTAe/a Mo padoTe C MepPCoOHAIOM,

3aHATOCTh, IOMCK BaKaHCHIA.

Tema 2. TpynoBoii J0roBop, Kareropuy padOTHUKOB, OTBEeTCTBEHHOCTh padoTojaresisi

U paboTHHUKA, 00513aHHOCTH OTBETCTBEHHOT0 3a M0/00p MepCcoHasa.

Tema 3. TpyjgoBble OTHOIIEHHUs, OIUIaTa TPyAa Pa3HbIX KaTeropuid Ppa0OTHHUKOB,

CTQ)XXMPOBKA 110 MeCTy padoThl.

Tema 4. YmpasieHHe 4Ye/I0BeUeCKUMHM pecypcaMH, YyhnpaB/ieHHe IIepCOHAJIoM,

HdIlHOHA/IbHbIE TPAJULIMHU B YIIPdAB/IEHHUHU ITIE€PCOHA/IOM.

Tema 5. KommiekToBanue KajpoB (IUlaHMpOBaHUe, IOHWCK, 0T00p), padora B

TPaHCHAI[MOHA/IbHbIX KOMIIAHUAX, HHTePHALIOHA/IU3ausA TPYyAQ.
Tema 6. IIpaBa 1 00s13aHHOCTH PA00OTHUKOB 10 HAWMY, KO/JIEKTUBHBIH J0T0BOP.

Tema 7. Oniata Tpyja, JONO/JTHUTE/IbHbIE BhIIJIAaThI U JIbIOThI, METOABI MOOLIPeHUs 3a

TPYA.

Tema 8. BoIxogHoe nmocooue, HCK/II0UeHHE JUCKPHMHUHALIMY MPH OIUIaTe TPyAQ.

Tema 9. Teopuu MoTHMBAI[UM B YIPABJE€HHH MEPCOHA/IOM, CIOCOOBI MOTHBALIUHU
PadOTHHUKOB.

Tema 10. JII/I/:[EPCTBO 1 MEHEe/IPDKMEHT, IIOBbIIIIeHHE KBaJ’ll/lfbl/lKaulrIH nmepcoHasid.



5.2. Yue0HO — TeMaTHYeCKUH IJIaH

Ounas hopma 0OyueHust

n/

HaumeHoBaHMe TeM (pa3/e/ioB)

AUCHUIUTHHBI

TpyaoeMKOCTE B yacax

Bcero

KonTakTHasi padora - AyguropHasi

pabota

Oo6masn, | JIekiyu CemMuHapsbI,
B T.U.: NpaKkTHYeCKHe

3dHATHUA

YenioBeueckue pecypckl, paboTa o
Halimy, oT/zien 1o pabote C
TIepCOHAJIOM, 3aHSITOCTb, TIOMCK

BaKaHCUU.

29

22 0 22

~ | CamocTronaTe/IbHAs padoTa

Tpyz0oBOM ZOrOBOp, KaTeropyuu
pabOTHUKOB, OTBETCTBEHHOCTh
pabotogaresnsi v paboTHHKa,
006513aHHOCTH OTBETCTBEHHOTO 32

riozibop rnepcoHara.

29

22 0 22

TpyznoBble OTHOILIEHMS, OIIaTa
TPYyZia Pa3HbIX KaTeropyuu
pabOTHUKOB, CTaKUPOBKA 110 MECTY

paboThI.

32

24 0 24

YripaBrieHve yejioBeueCKUMU
pecypcamu, yripaBieHUe
MepCcoHaJIOM, Hal[MOHA/IbHbIe
TpajuLMY B yIIpaB/Ie€HUA

TIepCOHAIOM.

29

22 0 22

KoMmriieKToBaHHe KaZIpoB
(M1aHMpOBaHuUe, TTIOUCK, 0TOOP),
paboTa B TpaHCHAI[MOHABHBIX
KOMITaHMSIX,

HMHTepHAalMOHAa/IU3alysl TPyZa.

29

22 0 22

[TpaBa 1 006s13aHHOCTH PabOTHHKOB

10 HaliMy, KOJ/JIEKTUBHBIN JJOTOBOP.

32

24 0 24

10




n/ | HaumeHoBaHue TeM (pa3je/ioB) TpyaoeMKOCTh B yacax
n AUCIUILTUHBI ©
KonTakTHas padora - AyquropHasi g
\ (=]
pabora g
®
<
: :
g Oomas, | JIekiuu CemMuHapBbI, 5
B T.U.. npaKkTU4ecKue E
3aHATHUA §
=
<
@)
7 | Orulara Tpyza, JOMOJ/IHUTe/IbHbIe 18 16 0 16 2
BBITL/IAThI U JIBTOThI, METO/bI
TMOOLLPeHHs 3a TPYA.
8 | BrixogHOe TT0COOMe, UCKITIOUeHEe 20 18 0 18 2
JACKPUMUWHALIUU TIPU OTl/iaTe
TpyAa.
9 | Teopuun moTHBaLK B yripaBjieHud | 34 16 0 16 18
MepPCOHAJIOM, CIIOCOObI MOTHBALIUU
pabOTHHKOB.
10 | JInpepCTBO ¥ MeHe)KMEHT, 36 18 0 18 18
TOBBIIIeHHEe KBa/T(DUKALTUU
repcoHarsna.
B nenom mo guciunimnHe 288 204 0 204 84
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5.3. Copep)xaHue CeMMHApPOB, MPAKTUYeCKHX 3aHATHH

HaumMeHoBaHHe TeM

(pa3pesioB) JUCIUILTHHBI

ITepeueHb BONPOCOB /151 00CY)K/[€eHUsI HA CeMHUHAapax,

NMPAKTHYECKHUX 3aHATHUAX

®opMbI NPOBeIeHUA 3aHATHH

YenoBeueckue pecypchl, paboTa
10 HaliMy, OT/ies 1o pabore ¢

epCcoHa/I0M, 3aHATOCTD, TIOMCK

Pabouast cusia 1 HaeMHbIe PaOOTHUKH; TIO3ULIMK ¥ OCHOBHbBIE THITBI
HaeMHbIX pabOTHUKOB; YHKLMU OTZesa 1o paboTe C repcoHaIoM

1 00g3aHHOCTH COTPYAHUKOB OTA€/la KaApOB; 3dHATOCTb U

dpoHTaneHOe 00CY)KJeHHe TIpefMeTa/Cofiep>KaHusl I1euaTHOro/
ay/Ivo TeKCTa; YCTHbIe/ MMChbMeHHbIe YIIPa)KHeHUsI Ha TIpUMeHeHre

TTOHSITH/ TEPMHMHOB TII0 TeMe; BBIIIOJIHEHHE JleKcruue CKux/

BaKaHCHH. TPYAOYCTPOMCTBO; CIIOCOOBI MOMCKA BaKaHCUM W 3asB/ieHHe Ha | TpaMMaTHYeCcKUX yTpaKHEeHWH; TpoBeJileHWe PpOJeBOMl WIphI;
pabory. JUCKYCCHSI.
TpyaoBoii 10rOBOp, KaTeropuu TpynoBoii AOTOBOp M yC/IOBUsI HaliMa Ha paboTy; coiepkaHue | I'pyrmmoBoe/mapHOe obcyxaeHre TipeAMeTa/coiepyKaHust

pa6OTHI/IKOB, OTBETCTBEHHOCThH
paboTozarens u paboTHHKa,
00s13aHHOCTH OTBETCTBEHHOTO 3a

roz0o0p repcoHarna.

TPYAOBOTO [IOTOBOPA; TMpaBa U O00s3aHHOCTH CTOPOH TIpH

odpopmsieHM  HaiiMa; KaTeropud HaeMHbIX  PabOTHUKOB;

B3aMMOOTHOIIIeHUs] Ha paboueM MecCTe B Pa3IMUHbIX Ky/IbTypax;

00s13aHHOCTH OTBETCTBEHHOI'O 3d HO,Z[6OP rnepcoHaia ¢
npoeegexHve HWHTEPBbIO C KaHAWAdTaMH Ha  BAKAHTHYIO
AO0J/DKHOCTB.

11e4aTHOro/ayZiIu0 TeKCTa; YCTHble/ MUCbMeHHbIe yNpa)KHEHUS Ha

MMpyuMeHeHune TOHSATHM/ TEPMHWHOB TII0 TeMe; BbIIIO/IHEHHE

JIEKCUUeCKUX/ TpaMMaTUUeCKUX YIpa)KHEeHWM; MpoBejeHUe

pOHEBOﬁ WI'DBI; ANCKYCCHS; HallMCaHWe [Ne/I0BOro rnrcbMad.

TpyZoBbIe OTHOIIEHMS], OTIaTa
TPYyZa pasHbIX KaTeropuit
pabOTHUKOB, CTA’KUPOBKA T10

MecTy paboThlI.

OdopmieHre TPyIOBBIX OTHOILIEHWUH, TPeOOBaHUS K COJIePKAaHUIO

JOKYMEHTOB; BU[Jbl OIUIaThl TpyZa pa3/UYHBIX KaTeropui

pabOTHUKOB, OCOOEHHOCTH pa3/MUHBLIX THIIOB BBIMJIAT; LIEJH,

3a/lauv ¥ poJib CTXXKUPOBKY Ha pabouem mecTe.

dpoHTanbHOE 00CY)KJeHHe TIpeMeTa/Coiep>KaHusl T1eYaTHOro/
ay[iuo TEeKCTa; YCTHbIe/ MMCbMEHHbIE YTIPa)KHEHUSI Ha IPUMEHEHHe
MOHATHI/ TEpMUHOB TI0 TeMe; BbITIOJIHEHHE JIeKCUYeCKUX/

rpaMMaTHUecKUX YIpaXKHeHWM; TIpoBeZieHWe pOJiIeBOM UIDHI;

JUCKYCCHs; HallkMcaHWe JleJIoOBOTO TIMCbMa; BBICTYIIJIEHUSI C
Tipe3eHTaLysAMH.
YrpasieHue uesoBeyeCKUMU W3meHeHust B obmactu paboThl C Kajpamu, TPaAWULMOHHbBIE ['pynnoBoe/napHoe obcyx/eHue npe/iMeTa/cofep>KaHust

pecypcamu, yripaBjieHue
TepCoHaioM, Hal[OHA/TbHbIe
TPA/IUIMH B yIIPaBIeHUH

TIepCOHAJIOM.

u

HOBble (QYHKIMM OTJe/la KaZpoB MW OTAena 1o pabore c
nepcoHasoM; o6si3aHHOCTH HR  cayxObl IO  TIOATOTOBKE U
B

COXpaHEHWI0 TepcoHasna; ocobeHHocTH pabotel HR cimyxOb1
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HE‘—I&ITHOFO/ay,Z[I/IO TEeKCTa, YCTHI)IE/ IMMCbMEHHbIe YTIDA)KHEHUSA Ha

NMpyuMeHeHune TIOHATHH/ TepMHHOB TII0 TeMe; BBbIIIO/IHEHHe

JIEKCUUeCKHUx/ TpaMMaTHUeCKUX YIpaKHEeHWM; TpoBeJeHUe

POJIeBOI UTPbI; JUCKYCCHSI.




HaunmeHoBaHMe TeM

(pa3aesioB) JUCIAILTAHBI

ITepeueHb BONPOCOB /151 00CY)K/|€HHsI HA CeMHUHapax,

NPAKTHYECKHUX 3aHATHUAX

®opMbI IPOBeAeHNs 3aHATHI

Pa3/IMUHBbIX CTPdHAx; Tpe60BaHI/IH K moAroToBKe HR

CIIeIa/IMCTOB U Kdpbepa B obmactu HR MEHE/I)KMEHTd.

KomrmiekToBaHWe KaipoB
(r1aHMpOBaHMe, MOMCK, 0TOOP),
paboTa B TpaHCHAIMOHA/TBHBIX
KOMIIaHUSX,

HWHTEePpHALIMOHA/IM3allUA Tpydd.

TpebGoBaHMS K KOMIUIEKTOBAaHUIO Ka[pOB; pPOJIb TUIAHMPOBaHUS B

KOMILJIEKTOBAHWK Ka/IpOB; 3d/la4i KW 3Tdllbl IIOMCKd IIepCOHAaJIa,

KpuTepuu orOopa KazApoB; aBToMaTu3auuss HR — ciyxObr;
JOJDKHOCTHbIe  00SI3aHHOCTH, [JO/DKHOCTHblE HWHCTPYKLUUM U
TpeObOBaHWs K BakaHCHUM; paboTa B  TpaHCHAIMOHAIBHBIX
KOMIIAHUSIX W CO3[aHHe  MHTepHALMOHA/MBHBIX  paboumx

KOJIJIEKTHBOB.

dpoHTanbHOE 00CY)KIeHHe TIpeMeTa/Cofiep>KaHusl T1eYaTHOro/
ay[iMo TEeKCTa; YCTHbIe/ MMCbMEHHbIe YIIPa)KHEHUSI Ha IPUMEHEeHHe
MOHATHI/ TEpMUHOB TI0 TeMe; BbINIOJIHEHHE JIeKCUYeCKUX/
rpaMMaTiyecKuX yNpa)KHeHWi; JUCKYCCHsl; TIPOBe/leHHe poJieBor

WI'DBI; HAITMCaHKWE [e/I0BOT0 MMUChbMd.

IIpaBa 1 00sI3aHHOCTH
pPabOTHUKOB TIO HakiMYy,

KOJIJIEeKTUBHBIN JIOTOBOP.

Pone TpygoBoro moroBopa B OGOPM/IEHHMM OTHOLIEHUNA MeXAy

pabotHukoM U paborojareneM; B3auMHBIE —00s3aTe/bCTBA
paboTHHKa 1 paboTojaressi; HapyllleHWe 00s13aTe/IbCTB U pellieHne
MPpOM3BOACTBEHHBIX KOHCI)]'II/IKTOB; nejgb U 3aa4¥ KOJ/UIEKTMBHOI'O

A0TrOoBOpa B PdA3HBIX CTpPpadHAX; AedATe/IbHOCTb HpOCbCOI-OBHI:IX

I'pynioBoe/mapHoe obcyxaeHve rpegMeTa/Cofep KaHust

MeYaTHOro/ayiu0 TeKCTa; YCTHble/ MUCbMEHHbIe yNpa)KHEHUS Ha

NpUMeHeHUe TIOHATWUW/ TEepMUHOB TI0 TeMe; BbINIOJHEeHHe
JIEKCUUeCKHUX/ TpaMMaTUUeCKUX  YIIpa)KHEeHWM; MpoBejeHUe
pO/leBOM WIphl; [AMCKYCCHS; HanMCcaHWe [e/0BOr0 IHMCbMa;

opraHu3aLuil. BBICTYIUIEHUS C Mpe3eHTalUsIMU.
Omnnara Tpyza, AOMOMHUTeNbHbIe | Buzbl OI/1aThl TPYA3; CTUMY/IMPYIOLL{Ue BhII/IaThl; | ['pynnoBoe/mapHoe obcyx/eHure npe/iMeTa/cofiep>KaHust
BBII/IAThI U JIbIOTHI, METO/bI KOMIIEHCALIMOHHBIM  TMakeT /i1 COTPYAHUKOB OpraHu3aliyy; | [e4aTHOro/ayAuo TeKCTa; yCTHble/ MHMCbMEHHble YIpaKHEeHWs Ha

TIOOIL[PeHHSI 3a TPYH.

3HaueHWe KOMITeHCALIUM TPYJOBbIX 3aTpaT B JKWA3HU YeJIOBEKa;
paspeiB B OIJIaTe TPyJa Ppa3/MYHBIX KaTeropuil pabOTHHKOB,;
MeTO/bl MOOLPEeHUs1 TPYJOBbIX 3aTpaT U BU/bI JOIMOJHUTEIbHBIX
BBITI/IAT; POJIb BBITJIAT PAOOTHHUKAM B CTPAaTerddyeckoM IOAX0/e K

HR cyx6e.

NMpyuMeHeHune TIOHATHH/ TepMHHOB TII0 TeMe; BbIIIO/IHEHHe

JIEKCUUeCKHUx/  TpaMMaTUueCcKUX  YIPaKHeHWM;  [JUCKYCCHSs;

HallrCaHHWe [1e/I0BOro ITMcCbMad.

BrIixogHOe mocobue,
WCK/TFOUeHWe JUCKPUMUHALIN

TIpY OTUIaTe TPyZa.

O06s13aTe/ILHEIE 141 ,Z[O6p0BO]IbeIE BBIIJ/IAThI pa6OTHI/IKaM;

BBIXOJJHOE 1T0COo0Me U pyrye BUAbI TOCOOMH; pa3/uuus B OruiaTe
TPyZla pas/MUHBIX COLMANBHBIX TPYII; JUCKPUMUHALMS U
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®poHTankHOE O00CY)XJeHHe [pefMeTa/Co/iep>KaHusl T1e4aTHOro/
ay/IM0 TeKCTa; YCTHbIe/ MMCbMEHHbIe YIIpa)KHeHUsI Ha [IPUMeHeHre
MOHATHY/ TEPpMUHOB TI0 TeMe; BBITIOJITHEHHE JIeKCUYeCKUX/

rpaMMaTHUYeCKUX YIIpaKHeHWM; TIpOBeZieHWe pOJIeBOM UIDHI;




HaunmeHoBaHMe TeM

(pa3aesioB) JUCIAILTAHBI

ITepeueHb BONPOCOB /151 00CY)K/|€HHsI HA CeMHUHAapax,

NPAKTHYECKHUX 3aHATHUAX

®opMbI IPOBeAeHNs 3aHATHI

INOJIMTUKA MWHKJ/IFO3UBHOCTHU Hd pa6OLIEM MecTe; HMCIIO/ITHEHHe

TPYZOBBIX 00s13aTe/IbCTB U MpeKpallieHre TPYZOBBIX OTHOLIEHUH.

AUCKYCCHS; dHaJIn3 Keﬁca; BBICTYIVIEHUA C TIpe€3€HTAlHusMU;

HaIMCaHHe MUChbMa->Kal00kI.

Teopuy MOTHBaLIK B
yTpaB/ieHHH IepCOHAIoM,
CIoCcoObI MOTUBAL[UH

pabOTHUKOB.

MoOTHBALIMOHHBIE TEOPUH, CIIOCOObI MOTHBAIMM W TIOAXOABI K

MOTHBUDPYIOIIEMY BO3ZIEWCTBUIO Ha PpabOTHUKOB; 3HaueHHe

Ha/Muvsi W OTCYTCTBUSI MOTHMBAalMd y pabOTHUKOB  [ijis
JOCTIDKeHUs1 1iesiell koMmaHuy; poab HR  caykO6bl U 3Tarsbl
BO3/|eMCTBUSI Ha MOTHBAL[MI0 pPabOTHUKOB; CTUMY/IMPOBaHUE U

TIOOLIPEHNE eHCTBUN pabOTHUKOB.

I'pynroBoe/napHoe obcyxaeHue npeameTa/cofepKaHus

11e4YaTHOro/ayZiM0 TeKCTa; YCTHble/ MUCbMeHHbIe yNpa)KHEeHUS Ha

MMpyUMeHeHune TOHSTHM/ TEPMHWHOB TII0 TeMe; BbIIIO/IHEHHE

JIEKCUUeCKHUX/ TpaMMaTUueCcKUX  YIPaKHEHWI;  [JUCKYyCCus;

HaIlMCaHKWe KPATKOT o 063opa TeKCTa (aHHOTI/IPOBaHI/Ie TEKCTa).

.HI/I,Z[EPCTBO U MEHEIPKMEHT,
ITOBBIIIIEHN e KBaJ'II/ICbI/IKaL[I/II/I

TiepcoHaria.

CxoAcTtBa W pasnuuusg MexAay (YHKUUSAMY, [esiTeIbHOCTBIO,
Npo(eCcCUOHaNBbHBIMU U JTMYHOCTHBIMU KauecTBaMM JIMJEPOB U
MEeHe/PKepOB; TEeOpUU JIMZAEepPCTBa, TMOAXOAbl K YIIpaBIeHUIO
COTPYAHUKaMH M CTWIM JIMJEpCTBa; NMPAaKTUKKA MeHe[KMeHTa M
TIPUHLIMIIBI JIM/IePCTBA B PA3/IMUHBIX KYJIbTypaxX; YMEHUS U HaBbIKU

MeHe/pKepad.

®poHTankHOE 00CY)XJeHHe IpeiMeTa/Co/iep>KaHusl T1e4aTHOro/
ay/Iv0 TeKCTa; YCTHbIe/ MMCbMEHHbIe YIIpa)KHEHUsI Ha [IPUMeHeHre
MOHATHIY/ TEepMUHOB TI0 TeMe; BBITIOJIHEHHE JIeKCUUeCKUX/

rpaMMaTiyeckKuX yTpaKHeHW#; aHaau3 Keiica; TpoBefeHre

pO/IeBOM WTrphI; AUCKYCCHUS; BBICTYIUIEHUS C Tpe3eHTalusIMy;

HarvcaHye KpaTkoro o63opa Tekcra (aHHOTUPOBAHUe).
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6. IlepeyeHb yue0HO-MeTOAMUYECKOI0 00eCeUeHus I/IA CAaMOCTOSATEe/TbHOM PadoThl 00yYarOIUXCS 10 JUCHUTUIHHE

6.1. IlepeyeHb BONPOCOB, OTBOJJUMBIX Ha CAMOCTOAITE/IbHOE 0CBOEHHUE JUCIHUIUIUHBI, ()opMbI BHeayUTOPHOI CaMOCTOATeTbHOU PaboThI

HaumMmeHoBaHHe TeM

(pa3pesioB) JUCIUILTHHBI

HEPE‘IEHI) BOIIPOCOB, 0OTBOAUMBIX Hd CAMOCTOATE/IbHOE

ocBoeHue

@opMbI BHEayJUTOPHOI CaMOCTOATETLHOM Pad0ThI

YesioBeueckuie pecypchl, pabota
10 HaliMy, OT/en 1o pabore ¢
NIepCOHAJIOM, 3aHSATOCTh, NOUCK

BaKaHCHUI.

Paznuuuss B IOHSATUSIX «pa60Ta» n «Tpya», «HpO(bECCI/ISI» u

«3aHATHEe»; TeHJAeHLIUHn B 00/1acTH  3aHATOCTH HaceJ/ieHud,;

6e3paborwuiia.

BeinosiHeHue 3aflaHuii, peKOMEH/IOBAHHBIX yueOHBIM TOcCobOueMm;
pabora c yueOHOW M CIIpaBOYHOW JIMTEpaTypoii; pabora c

HCI10/Ib30BaHHEeM OPHUTMHa/IbHBIX HpOClJECCI/IOHaJIbHO-

OPUEHTHUPOBAHHLIX HWCTOYHUKOB I/IHClJOpMaL[I/II/I, B TOM uuciae C

WNuTepHeT-pecypcamy, A TIOATOTOBKU  POJIEBBIX  WIP,

npe3eHTalyi. [ToArOTOBKA M BLITIOJTHEHHE KOHTPOJILHOM pabOThI.

TpyzoBo# 10roBop, KaTeropuu
pabOTHHKOB, OTBETCTBEHHOCTh
paborogarens u pabOTHUKa,
00513aHHOCTH OTBETCTBEHHOTO 3a

noz0op nepcoHarna.

PaGora mo HailiMy; 3HaueHWe TPYZOBOTO [IOTOBOpA; BIWSHUE
cTaryca pabOTHMKOB Ha COJiep>KaHWe TPYAOBBIX OTHOIIEHH
MeXy padOTHMKOM M paboTojaTesieM; B3aWMOOTHOIIEHHS Ha

pa6oqu MeCTe B 3alldJJHbIX 1 BOCTOUYHBIX KYJ/IbTypadX.

BeIrosiHeHre 3alaHui, pEKOMEH/IOBAHHBIX yueOHBIM T0oCcobOueM;
pabora ¢ yuyeGHOM U CrpaBOUHOM JiUTeparypoii; pabora c

WCIO/Ib30BaHHEM OpUTMHA/bHBIX npocgeccruoHaabHO-

OPUEHTHPOBAHHBIX HWCTOYHHKOB I/IHClJOPMaL[I/II/I, B TOM uMcie C

VHTepHeT-pecypcamy, i1 TIOATOTOBKM  DOJIEBBIX  WID,

HpE3EHTaHHﬁ. HO,Z[FOTOBKEI " BBITIOJIHEHHE KOHTpOJ'II:HOﬁ pa6OTbI.

TpynoBble OTHOLIEHYS, OIuIaTa
TPyZa pasHbIX KaTeropuit
pabOTHUKOB, CTa’KUPOBKA TI0

MecTy paboThlI.

Cucrema ormarel Tpyza; TpeboBaHWs K cOOpy W XpaHEHUIO
uHbopMad o paboTHWKaxX; TpeOOBaHMSA K CTaKepaM |

CTa)KMPOBKA TI0 HAIIPAB/IEHUIO « YTIpaB/ieHHe TTePCOHAIOM».

BrIrosiHeHre 3aflaHui, pEKOMEH/IOBAHHBIX yueOHBIM T0oCcobOueM;
pabora ¢ yuyeGHOM U CrpaBOUHOM JIUTEpaTypol; pabora c

HCII0/Ib30BaHHEM OPHUTI'MTHA/IbHBIX HpOd)GCCI/IOHaJ'H:HO-

OpPMEHTHPOBaHHbIX WCTOYHUKOB WH(OpPMaLMM, B TOM YMUCJE C

VHTepHeT-pecypcamy,  [Jyii  TIOATOTOBKM  DOJIEBBIX  WIP,

HPEBEHTBHHﬁ. HOAFOTOBKE[ U BBITIO/IHEHH e KOHTpO]'IbHOﬁ pa6OTLI.

YiipaB/ieHue uesioBeueCcKUuMH
pecypcamu, yripaB/ieH’e

TIepCoHaJIOM, Hal[MOHAJTbHbIE

CTpaTemqe CKHUM noaxo4 K - yIpaB/JI€HUIO  4e/l0BeUeCKHUMU

pecypcamy OpraHU3alliH;

TPYAOBBIX KYJ/IBTYP.

OT/INUYMA 3allagHbIX M BOCTOYHBLIX
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BrinosiHeHre 3aJjaHul, pEKOMEH/0BAHHBIX yueOHbIM Tocobuem;
pabora ¢ yuyeOHOM ¥ CHpaBOYHOW JIUTEpaTypou; pabora c
UCII0/Tb30BaHUEM

OpUTHHATBHBIX rpodeccrHoHaTbHO-

OpPMEHTHPOBaHHbIX WMCTOYHUKOB HMH(OpPMaLuM, B TOM 4YHUCJE C




HaunmeHoBaHMe TeM

(pa3aesioB) JUCIAILTAHBI

Hepequb BOIIPOCOB, 0OTBOAUMBIX Hd CAMOCTOATE/IbHOE

ocBoeHue

@®opMbI BHEayAUTOPHOI CaMOCTOATE/IbHOM PadoThI

TpaAULIUHN B YIIPABJIEHHUN

rnepcoHa/oM.

VHTepHeT-pecypcamy,  Jjii  TIOATOTOBKM  DOJIEBBIX  WID,

HpEBEHTaL[I/If/’I. HO,Z[FOTOBKEI " BBITIOJIHEHHE KOHTpOJ'II:HOﬁ pa60TbI.

KomrmiekToBaHWe KaipoB
(r1aHMpOBaHMe, MOMCK, 0TOOP),
paboTa B TpaHCHAIMOHA/TBHBIX
KOMIIaHUSX,

HWHTEePpHALIMOHA/IM3allUA Tpydd.

Opranuzanust HR cimyx60¥ crcTeMbl MOBBIIEHUS KBaMA(UKALN
U o0yueHMs TiepCcoHana; LU(pPOBbIe TeXHOJIOTHHM B paboTte

PEeKPYTHUHIOBOTO OT/ieia.

BhIrosiHeHre 3aflaHui, pEKOMEH/IOBAHHBIX yueOHBIM T0CcobueM;
pabora ¢ yuyeOHOM U CIpaBOUHOM JIUTEepaTypol; pabora c

HCI10/Ib30BaHHEM OPHUI'MHA/IbHBIX HpO(i)eCCI/IOHaJ'ILHO-

OpPMEHTHPOBaHHbIX WCTOYHUKOB WH(OpPMaLMM, B TOM YHUCJE C

VHTepHeT-pecypcamy, i TIOATOTOBKM  DOJIEBBIX  WID,

HpE3EHTaL[I/If/'I. HOAFOTOBKE[ " BBITIOJIHEHHE KOHTpO]'II:HOf/JI pa6OTLI.

ITpaBa u 06s3aHHOCTH
pPabOTHUKOB TIO Halimy,

KOJIJIEKTUBHBIN JOTOBOP.

IMpaBa W 00s3aHHOCTH paboTozaTess; JIETUTUMHBIE CIOCOOBI
peryJMpoBaHusi OTHOIIEHWM Ha paboyeM MecTe; MPO(COI3HbIE

opranusauuu B CIIIA u Poccuu v apyrux cTpaHax.

BoinonHeHre 3a/jaHyi, peKOMEHOBAaHHBIX yueOHBIM MMoCobueMm;
pabora c yuyeOHOM M CHpaBOYHOM JIUTEepaTypou; pabora c

HCII0/Ib30BaHHEM OpPHUI'MHa/IbHBIX np0(’pecc1/10Haan0—

OpPMEHTHPOBaHHbIX WMCTOYHUKOB HMH(OpPMaLuM, B TOM 4YHCJE C

WNHnTtepHeT-pecypcamy,  [jid  TOATOTOBKM  DOJIEBBIX — WIP,

HPEBEHTaL[Hﬁ. HO,Z[FOTOBK& 1 BBITIO/IHEHH e KOHTpOHbHOﬁ pa6OTbI.

Omnnata TPYyAQ, AOIOJHUTE/IbHbIE
BBITVIATHI U JIBI'OThI, METOAbI

MOOIIPeHUs 3a TPY[,.

[TpuumMHbl yCTOMUMBOTO pa3Wyusi B OIUIaTe TPyZa pabOTHHKOB;
MarepuasibHble W HemarepuajibHble MeTO[bl CTUMY/IMPOBaHUs

pabOTHUKOB; OasaHC MeXy PabOoTOM 1 JIMUHOMN >KU3HBIO.

BrinosiHeHre 3aJjaHui, pEeKOMEH/J0BAHHBIX yueOHbIM Mocobuem;
pabora c yuyeOHOM M CHpaBOYHOM JIUTEpaTypoM; pabora c

HCII0/Ib30BaHHEM OPUI'MHA/IbHBIX l'IpOd)eCCI/IOHaIII)HO-

OPMEHTHPOBaHHBIX WMCTOYHUKOB HWH(OpPMAaLuv, B TOM 4YHCJE C

WNHnTepHeT-pecypcamy,  [Ajid  TIOATOTOBKM  DOJIEBBIX — WIP,

npe3edTalyii. [ToAroTOBKa M BHITIOJTHEHHE KOHTPOJIBLHOW pabOThI.
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HaunmeHoBaHMe TeM

(pa3aesioB) JUCIAILTAHBI

l'lepequb BOIIPOCOB, 0OTBOAUMBIX Hd CAMOCTOATE/IbHOE

ocBoeHue

@®opMbI BHEayAUTOPHOI CaMOCTOATE/IbHOM PadoThI

BrixogHOE TIOCOOME,
HCK/TI0UYeHHE AUCKPUMHWHAIIUN

TIpY OIuIaTe Tpyza.

MuavBuUyanbHBIA — COLNIAKeT,  BBIXOAHOE  TIocoOMe  TOIl-

MeHe epaM KOMIIaHUH <<30]'IOT0[>i I1apaliroT» ), TUCKPUMHUHALIUA
JK i il

B oryiate Tpyza (cpaBHeHUe cuTyauuu B CIIIA u Poccun).

BeinonHeHue 3a/jaHui, peKOMEHOBAHHBIX yueOHbIM Mocobuem;
pabora c yuyeGHOII U CrpaBOUHOM JUTeparypoii; pabora c
UCII0/Ib30BaHUEM OpUTHHAIBHBIX npodeCcCHOHAIBHO-
OPHEHTHPOBAHHBIX HCTOUHUKOB WH(GOPMAL[MH, B TOM YHC/IE C
WHTepHeT-pecypcamu, s

MMOArOTOBKH POJIEBBIX urp,

nipe3eHTalyi. [T0ArOTOBKA U BBITIOTHEHHE KOHTPOJIBHOU PabOTHI.

Teopuu MOTHBaLIUU B CucreMa MoOTHMBalliM B OpraHM3aliUy; TPAAWLMOHHbIE U | BrinonHeHHe 3a/jaHui, PeKOMeHZIOBAHHBIX YueOHBIM T0COOHeM;
COBpEMEHHbIE ~ TEOpDMHM  MOTHBALIMM  TepCOHANa;,  Teopus N . N
yTpaBJeHHUH TIepCOHATIOM, - pabota ¢ yueOHOM U CIpaBOUHOW JMTeparypoi; pabora ¢
norpebHOCTe A. Macnoy.
CIoCcoObI MOTUBAL[UH WCTIO/Th30BaHUEM OpUTHUHABHBIX ripotheccrHoHanbBHO-
pPabOTHUKOB. OPMEHTHPOBAHHBIX MCTOUYHUKOB HMH(MOpPMAI[MK, B TOM UHC/e C
VHTepHeT-pecypcamMu,  [yis  TIOATOTOBKM  DOJIEBBIX  WID,
nipe3eHTalyi. [ToArOTOBKa U BBITIOJTHEHHE KOHTPOJIBHOUW PabOTHI.
JInepcTBO U MeHEPKMEHT, Teopyu JHMEpCTBAa: Teopwss “BE/IMKOTO 4YesloBeKa”, Teopus | BuImonHeHWe 3a/jaHul, PEKOMEHJOBaHHBIX yueOHBIM IOcoOueMm;

IIOBBILIIEeHH e KBaJ'II/I('l)I/IKaL[I/II/I

riepcoHaria.

«XapaKTepHBIX YepT», Teopus “00CTOATeNbCTB”, OUXEBHOPH3M B

TeOpUsIX JIUJIePCTBA;  THUIIOJIOTHS JIM/IepCTBa (aBTOpUTApHOe,

AeMOKpaThyeckoe, TIIdCCMBHOe€ JIMAepCTBO, SMOILMOHAJ/IBHOE,

CUTYaTHBHOE U JIp.).

pabora ¢ yuyeOHOM U CHpaBOYHOW JIUTEpaTypou; pabora c

HCII0/Ib30BaHHEM OpPHUTI'MTHA/IbHBIX HpOd)eCCI/IOHaI[bHO-

OpPMEHTHPOBaHHbIX WMCTOYHUKOB HMH(OpPMaLUM, B TOM YHCJIE C
WHrepHer-pecypcamy, i

MMoAroTOBKU POJ/IEBBIX urp,

HPEBEHTaHHﬁ. HO,Z[FOTOBK& 1 BBITIO/IHEHH e KOHTpO]'IbHOﬁ pa6OTLI.
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6.2. IlepeueHb BONPOCOB, 3a/|JaHUI, TeM /I/Il MOJATOTOBKH K TeKylIieMy KOHTPOJII0

TEKYIINM KOHTPOJIb

YEAR 1 TERM I

MIDTERM TEST

Part I. READING

For questions 1-5, read the text and decide if the statements below are True or False
according to the information in the text.

Job tasks are duties or responsibilities that you perform on a job. Most workers perform
numerous tasks on their jobs. For example, a secretary may arrange meetings, type letters and run
errands for her boss. The tasks that people perform on jobs are usually related to their job
description. A job description is a list of duties and responsibilities employers use to describe a job.

You will usually learn certain job tasks during job training. Sometimes, a coworker will
teach you how to perform certain tasks. For example, an experienced restaurant worker may show
you how to prepare sandwiches for customers. You may learn how to run the register on another
day of training. The amount of tasks you perform on a job will increase as you become more
experienced. You will likely train others on various tasks once you have been working your job for
a while.

The job of an HR includes different types of duties. An HR manager handles all the
employee training and employee working environment for the company. Human resources
manager mainly manages all the activities like planning, updation and directing functions of a
business/company. They basically act as a link between the employees and company management.

True — False statements:

1. The duties which are performed on a job are called job tasks.

2. A job description states the job duties and job responsibilities.

3. Coworkers can never teach you how to do tasks.

4. The more experienced you are the less job tasks you do.

5. Employer training is one of the tasks of an HR manager.

Part II. Use of English

Task 1. For questions 6-13, decide which ending A, B or C completes the statement
correctly. Write the correct letter on your answer sheet.

6. Work is an effort ......

A) to do or make something that has value and what people are paid for

B) which may be done only by employees

C) to earn a living

7. Labour force includes ......

A) only people who are employed

B) only people who are either employed or on unemployment

C) the employed and unemployed people as well as employers

8. A worker who is on the payroll is considered as ......
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A) an employee
B) an employer
C) a job seeker
9. Human resources (or human capital) are the people who make up ......
A) the HR department of an organization
B) the workforce of an organization, business or economy
C) the payroll of an organization
10. The role of the HR specialists has typically been associated with ......
A) measuring the health of the economy
B) fixed payment and labour law protection
C) administrative duties, labour law compliance, recruitment and dismissal
Task 2. For questions 14-21, read the passage and decide which phrase A, B or C fits the
gaps best. Write the correct letter on your answer sheet.
“Work” and “job” are two words that have similar yet different meanings. Although they

are used interchangeably, (14) according to how they are used. “Job” is a noun that

is used to refer to work (15) for a living. It is defined as “an activity that an

individual performs in exchange for (16) 2 It is also referred to

(17) , profession, career, or trade. It is a responsibility of an individual towards his
employer that he must perform well because (18) . A job is a formal kind of

work. “Work” is defined as “a physical or mental activity that is performed in order to accomplish

or (19) .” It is something that an individual does in the performance of his job or of

his responsibilities towards his (20) or other people. It can be something that one

does in the performance of his responsibilities to his family such as (21) and

cleaning the house.

A B C
14 they different their meanings may differ they are differ
15 that an individual does that individuals make that they have
16 specific benefit a specific payment great value
17 an occupation as occupation as an occupation
18 he is paid for it of skills he likes it
19 consume more goods produce something earn more money
20 employers HR department employees
21 hiring studying cooking their food

Task 3. For questions 22-29, complete the following statements with one word A, B, C or D.
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22. There are many reasons why HR managers applications and usually they won’t be

able to tell you what the real reason was.

A file B reject C fire D hire

23. The question “What ____ does HR add to an organization?” has always been difficult to
answer.

A value B responsibility C record D payroll

24. __ is sometimes also termed as firing or sacking.

A Recording B Hiring C Dismissal D Overseeing

25. They invite persons with atotal ___ record of at least five years.

A responsibility B work C duty D payroll

26. A person who formally requests something, especially a job, or to study at a college or

university is a(n)

A employee B recruiter C job seeker D applicant

Task 4. For questions 30-37, match the English words with their meanings A-J. There are

two extra letters you do not need to use.

30 dismiss A the fact of obeying a particular law or rule, or of
acting according to an agreement

31 seek something (e.g. | B a list of the people employed by a company showing

work) how much each one earns

32 undertake work C state formally that you are leaving a job permanently

33 payroll D stop working, especially when you reach the age
when you are officially too old to work

34 qualify as (an employee) | E force someone to leave their job

35 retire F ask for something, to request

Task 5. For questions 38-45, choose the correct form of the word A, B or C. Write the

correct letter on your answer sheet.

38. I'd like to find out the cost of tuition, have you got ____ information?
A any B an C alittle

39. Looking through application forms _____ your job, not mine.

A- B are Cis

40. Everybody who _____ no license should apply for it.

A have B has Cis

41. Employees receive money and then spend ______ as consumers.
A them B it C they

Part III. Writing
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Write an application letter (minimum 100 words) to Mr. Silver, Head of HR Department,
using the following information:

- Position to apply: the internship program for an HR assistant

- Source of information: the advertisement in the local newspaper

- About you: a management student specializing in the field of HR

- When you would be available for an interview: from next week

- In the letter closing use an appropriately respectful phrase

JonoHuTe/IbHasA HH(opMaLus

Ne Buj otueTHOCTH Banner

1. PabGota B Mozyne 40

2. 3aueT/3K3aMeH 60
Nroro: 100

KpHTEepHH OlIcHHBAHHA

Ne Brasr koHTpoas y4ebHO0i NeATeILHOCTH CTYIeHTOR Bannst
1 40
TexymHil KOHTPOJIE YCOEEAEMOCTH - BECET0:
B T.9. 1.3 cenm. |2.4 cem|
K oHTpOIE HABEIKOE FOBOPEHHEA: OIPOC, AHCKYCCHA, paboTa B mapax |
rpyIIax, polIeead HIpa, aHATH? MPODIeMHOH JelI0B0H CHTYALIHH, 16 14
MpezeHTAIHA MOHOIOTHIECKOTO EBICKAZEIBAHNHA 10 H3YIeHHOR TeMe pasgena.
[KoHTpONE HABRIKOBE YTEHHA, aYIHPOBANHA H aHATH3a HHGOopMaHK 14 10
K oHTpOIE HABEIKOE IIHCEMA: BEINOIHEHHE MHCEMEHHEIX IeKCHEO-
rpaMMATHIECKHX 3aJAHHN, THETAHTEL, COCTABIEHHE IHCEM, JOKVMEHTOR 10 10
MHCEMEHHOH MeI0E0H KOMMYHHEAITHH.
KonTponsHas paboTa TEKYINErO KOHTPOIA 6
2 Ba=er (I, IL, ITI cemecTprl) / Ixzamen (IV cemectp) 60
1-3 cemecTp
[MuceEMeHHAT 9acTE 3a9eTa (KOHTPOIbHAL padoTa MpoMeRy TOTHOH 30
ATTECTALTHH)
[YcTHAA HacTE 2ageTa 30
4 cemecTp
[MaceMeHHAT 9aCTh 3K3aMeHa (KOHTPOIEHAY paboTa MpoMes sy TOIHOH 30
ATTECTALTHH)
[VcTHAT 9acTE 3K3aMeHa 30
Hroro: 100

[IpumepHble TeMbl IIpe3eHTaLWi ¢ ucnonab3oBanuem C/II:
1-2 cemectp

1. Employment trends.
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. Workplace relationships problems.

. Studies of workplace relationships in different cultures.
. Rights and responsibilities of employers.

. Rights and responsibilities of employees.

. Communication skills: formal e-mail writing.

. Employees benefits.

. Essential steps of recruitment.

© 00 N O Ul A W N

. Selection tests.

10. Rules of conducting a job interview
11. Employment contract.

12. Terms and conditions of employment.
3-4 cemecTp

1. Managerial and executive compensation
. Pay disparities within firms

. Severance pay for workers

. Mandatory vs Voluntary Benefits

. Deferred compensation

. Severance Pay for managers

. Pay Discrimination

. Diversity & Inclusion Problem

© 00 N O Ul A W N

. Varieties of compensation

10. Gender pay disparities

11. Non-financial incentives

12. Team leadership

[TepeyeHb BOMPOCOB /Jisi IOATOTOBKY AUCKYCCUU:

1-2 cemectp

1. Should job hunting methods change over time?

2. To what extent do you agree that being a job placement officer requires creativity and
alternative thinking?

3. Is it possible to ensure a successful internship?

4. Is HRM really a promising career option?

5. Could robots replace HR managers?

6. Can there be any benefits of working with Labor Unions as an HR professional?

3-4 cemecTp

1. Do you agree that pay transparency is the only way to avoid pay discrimination?

2. Should businesses focus on diversity and inclusion rather than just hiring the best people?

3. Do you agree that Good leaders are born and good managers are made?

4. Train or Hire? Should you develop the people you have, or get the skills in?

5. Knowledge transfer in organizations today is an increasingly salient issue, isn’t it?
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7. (I)OH]I[ OLI€HOYHbIX CPEeACTB AJid MPpoBeeHUS HPOME)KYTO‘IHOﬁ aTrTeCTaljum OﬁyanOIJ_[l/IXCﬂ Mo JUCIMUII/INHE

[TepeueHb KOMMeTeHLMM C yKa3aHWeM WHJMKATOPOB MX JOCTWKEHUs! B TpoLjecce OCBOeHMsI 00pa3oBaTesibHOW NMPOrpaMMbl COZIEP)KUTCS B pasfere 2.

«IlepeueHb naaHupyembix pe3yAbmamoe 0C8oeHusi 00pazoeamenbHOU npo2pammbl (nepeueHb KomnemeHyuil) C yKazaHueM UHOUKAMOPO8 UX OOCMUMCeHUsl U

NJaHUpyeMblx pe3y1bmamos obyueHusi no OUCYUnIuHe».

TunoBble KOHTPOJIbLHBIE 3a/laHUA WX HHBIE MaTepPHaJIbl, HEO0X0UMBIE /I/IfA OLeHKU WH/UKATOPOB /JOCTH)KEHHS KOMIIeTeHIIUH, yMeHUH ¥ 3HAaHUH

HaumenoBanue

KOMIIeTeHI| U

HaumeHoBaHue HH]IHN-
KdTOpPOB JOCTH)XKE€HHUA

KOMIIeTeHIIUH

Pe3ynbTarhl 00yyeHHs

(ymMeHuUs ¥ 3HaHMA), CO-

OTHeCeHHbIe ¢ HHANKA-
TOpaMM AOCTHIKEHHUS

KOMIIeTeHL|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

YK-4. Cnoco-
OeH ocyiie-
CTB/ISThH [leNo-
BYIO KOMMYHH-
KallUio B YCTHOM
Y TTUCbMEHHOUN
dhopmax Ha ro-
CyZIapCTBEHHOM
si3bIKe Poccuii-
ckoii Pepnepa-
1151787
MHOCTpaHHOM(BI

X) si3bIKe(ax)

Ucnons3yeT nHdpopma-
LIMOHHO-KOMMYHHKALIU-
OHHbIE PeCcypChl U TeX-
HOJIOTHU TIPH TTOMCKe He-
006xouMoi nHbopMa-
I[MU B TMIPOLeCCe periie-
HUS CTaHJJAPTHBIX KOM-
MYHUWKaTHBHBIX 3a7lau Ha
rOCyJapCTBEHHOM SI3bIKe
Poccwuiickoii

®epepanuu.

3HaTh: CTaHJapTHbIE
THIbI KOMMYHHKATHB-
HBIX 3a/la4; TIpaBUIa U
TIpOLIeZlyphl UCII0/Ib30Ba-
HUS TH(OPMAILMOHHO-
KOMMYHMKAL[MOHHBIX pe-
CypCOB Y T€XHOJIOTUI
It cbopa v 06paboTKU
vH(OopMaLMY Ha rocy-
JAPCTBEHHOM SI3bIKe
Poccuiickoii ®enepa-
LM

YMeTb: onpe/ienisiTh TUII
KOMMYHHMKaTUBHBIX 3a-
Jlau ¥ BLIOMPATh COOT-
BETCTBYIOIIYIO CTpare-

THIO TIOWCKa uH(opma-

3amanue 1. Compare and contrast the forms and functions of the documents used in the staffing
process by HR in Russia and other countries.
3anmanue 2. Use the key words “TpynoBoit morosop”, “Employment contract”, “/lo/>)KHOCTHasi UH-

» o«

crpykuus”, “Job description”, “3asiBnenue Ha paboty”, “Job application” to find information on the
internet about the corresponding types of documents used in Russia and other countries.

3aganue 3. Decide what kinds of texts the following passages in Russian are taken from and what is
the purpose of each of the texts. Identify and discuss key statements of the texts. Translate the texts
into the English language using appropriate clichés.

Text 1

51, erpoB Amutpuii OneroBuu, rpomy npuHsaTh MeHst Ha paboty B OOO «IInaHeTa» Ha JO/DKHOCTh
aBTOMexaHuKa ¢ 1 aBrycra 2023 roga c oknazgom 67000 pybneii 00 koreek.

C npaBWiaMy BHYTPEeHHero pacriopsiika OpraHy3aliy U JO/DKHOCTHOM MHCTPYKLIMeN 03HaKOMJIEH.
Text 2

Mnagumii kaccup AHToHOBa V.B. He cobmtoziaeT ycTaHOB/IEHHbIe B OpPraHM3alliy TPaBU/a OXPaHbI
TpyZAa. DTO BBIPAXKAETCS B MOCTOSIHHBIX OMO3JaHUsX Ha pabouee mecto Ha 20-30 mwuHyT. IIporry

TNPUMEHUTHb Mepbl OTBETCTBEHHOCTH.
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HaumenoBanue

KOMIIeTeHIIUU

HaumeHnoBaHue HH]IHA-
KaTOpPOB JOCTH)XeHUA

KOMIIeTeHI| MU

PesynbraThl 00yyeHus

(YMeHus ¥ 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

L[UM; HAXOUTbh, OTOU-
parhb, CUCTEMATHU3UPO-
BaTh U OlleHHBaTh UH-
dhopMmatito, pesieBaHT-
HYI0 KOMMYHUKaTUBHBIM

3ala4aM

Bepet fnenosyto mnepe-
MIMCKY, YUUThIBasi 0CO-
6enHocTH OoUIATBEHO-
[leJIOBOTO CTUJIS U peve-

BOI'O OSTHKeTad.

3HaTh: OCHOBHBIE BU/IbI
ouIManbHBIX U flefo-
BbIX JIOKYMEHTOB U 0CO-
OeHHOCTH UX CTUJIS,
YHUBepCasbHbIe TIpa-
BUWJIa M1 HOPMBI BeZIeHUsI
1 opopMIIeHUs [1eJI0BOM
TEPEIUCKH; COI[UOKY/Tb-
TYpHbIe 0COOEHHOCTU
PeueBOro 3TUKETA; YHU-
BepcasibHbie 3aKOHOMep-
HOCTH CTPYKTYpPHOH Op-
raHu3aliy TeKCTa.
YmMmetn: orpejensaTs Ha-
3HaueHUe pasHbIX BU7IOB
JleJIOBOM KOppeCIoH/[eH-
L[UU U BBISIBJ/IATL 3HAUH-

MyI0 UH(OpMaLMIO B CO-

3amanue 1. Match the Russian terms with their equivalents in English:

1) Tlpurnamenue Ha cobecenoBanue, 2) JJo/DKHOCTHAsE MHCTPYKLWs, 3) 3asiBjieHHWe Ha paboty, 4)
[TuceMo-oTKa3 4) TTucemo-3amnpoc 5) ITucbMo-xanoba, 6) OObsiBeHHe 0 BakaHcuu // a) employment
contract; b) job description; c) job application; d) job offer, e) inquiry letter; f) a letter of complaint;
g) rejection.

3amanue 2. Compare some formal letters written in English and Russian. Discuss in groups the uni-
versal rules which are used to organize information in documents in these languages.

3amanue 3. Identify the purpose of the text, consider the function of the document in the organisa-
tion. Translate the text from Russian into English using specific professional terms. “TpyznoBoii fo-
TOBOP - 3TO NMUCbMEHHBIN JOKYMEeHT — COIVIallleHHe MeXX/ly paOOTHHUKOM M paboTofaTesieM, KOTOpoe
yCTaHaB/IMBaeT WX B3aMMHbIE TpaBa U 00s3aHHOCTH. B COOTBETCTBHU C TPY/Z|OBBIM /IOTOBOPOM pa-
OOTHUK 00s13yeTCs BLINMOMHATL paboTy B ompeiesieHHbIe JHA UM CMeHBI, a paboTofiaTesib CBOeBpe-
MEHHO BBITUTAUMBaTh 3apaboTHYO myaty. [Ipeanpusarre ob6s3yeTcss 06eCreunTh COTPYAHUKA [[OCTOM-
HBIMU YCJIOBUSIMH TPY/ZQ, TIPEJOCTaBUB eMy pabouee MecTo ¥ 06ecrieurB Criel{iaibHON OZeXKI0M. . ..
3ananue 4. Match the business language idioms in Russian (1-9) with their English equivalents (a-i):
1) YBakaemblii Muctep Mack; 2) YBakaembie Kosuieru; 3) 3apaBctyiite; 4) [To MecTy nipeabsiBiie-
Hust; 5) Criacu6o, 4To MPUCYTCTBOBA/IM Ha BCTpeyde; 6) CooliuTe, moxasnyiicta, mogpobHee o Mepo-

nipusitiy; 7) S cBobozeH B naTHULy okosio 13:00; 8) K cokaneHuro, s He CMOTY OBbITb B TIOHE/[eJTb-
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HaumenoBanue

KOMIIeTeHIIUHU

HaumeHnoBaHue HH]IHA-
KAdTOpPOB JOCTH)XKeHUA

KOMIIeTeHI| MU

PesynbraThl 00yueHus

(YMeHus M 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

Jlep>KaHUU TEKCTa; CO-
3/laBaTh /IeJIOBYIO KOppe-
CTIOH/IEHLIHIO C yUeTOM
COLIMOKYJILTYPHBIX Tpe-
6oBaHUIl K BHEIIIHeH 1
BHyTpeHHel (hopmam
TeKCTa U UCII0JIb30Ba-
HUEM TUITU3MPOBaHHBIX
peueBbIX

BBLICKA3bIBAHUI.

HukK; 9) K coxanenuto, 3170 HeBo3MOoKHO // a) Dear Mr Musk; b) Dear all; c) Greetings; d) To whom
it may concern; e) Thanks for attending the meeting; f) I would greatly appreciate it if you could
provide me with the details of the meeting; g) I’'m available on Friday at around 1 pm; h) I’m afraid
I can’t make it on Monday; i) I’m afraid it would not be possible.

Bepet pgenoBele riepero-
BOpBI Ha rOCyJ,apCTBEH-
HOM s13bIKe Poccuiickoit

®epepanun.

3HaTh: CTaHJapTHbIE
11eJI1 ¥ 3a7laudl [Ie/I0BbIX
1IeperoBopoB; COLMO-
KYJIbTypHBIE 0COOEHHO-
CTH Be/IeHUsI [1eJI0BBIX
TIeperoBopoB; KOMMYHH-
KaTUBHO-TIparMaTuye-
CKHe U )KaHPOBBIe 0CO-
OeHHOCTH TIeperoBOpPOB.
YMmeth: onpefensats
11eJI1 ¥ 3a/lauul Iiepero-
BOPOB; HCII0/Ib30BATh
YHUBepCa/bHble KOMMY-

HUKATUBHBbIE CTPATETrn

3aganue 1. Match the Russian business meeting vocabulary (1-6) with English equivalents (a-f): 1)
51 xoTena 6b1 BCTpeTUThCS C T-M CMuTOM; 2) MBI MOT/M Ob1 BCTPeTUTHCsA? 3) BO3MOXKHO /1 TiepeHe-
CTU Haiy BcTpedy? 4) S BIHY)K/IeH U3MEHUTD [J]aTy Hallleil Bcrpeur; 5) S1 He CMOT JJ03BOHUTHCS [0
Bac; 6) K coxaneHuto, s He cMOry MpUCYTCTBOBaTh Ha BcTpeue. // a) I would like an appointment
with Mr Smith please; b) Can we arrange a meeting? c) I wonder whether we can postpone our
meeting? d) I am forced to change the date of our meeting; e) I could not reach you on the phone ...

3aganue 2. Role-play a meeting of a Russian university representative with the head of HR
department of a multinational company on the possibility of designing further training courses. The
participants of the meeting communicate through an interpreter. Work in groups to make up a speech
of the university representative who is speaking only Russian. Think of the purpose and strategy of

communication the Russian representative is going to use.
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PesynbraThl 00yueHus

(YMeHus ¥ 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

TunoBbie KOHTPOJ/IbHBIE 3d/ldHUA

Y TIpYeMBI JIe/IOBBIX ITe-
PEroBOPOB; OTPeJesisiTh
Y YUUTBIBaTb COLIMO-
KYJIbTypHbIE U ’KaHpO-
Bble 0COOEHHOCTH

TIeperoBOpoB.

Wcnonb3yeT eKCUKo-
rpaMMarudeckue U CTU-
JIUCTAYECKHE PecypChl
Ha roCy[japCTBEHHOM
s13bIKe Poccuiickoii ®e-
Jleparyiyl B 3aBUCUMOCTH
OT pellaeMOil KOMMYHHU-
KaTUBHOM, B TOM 4HCJIe
ripoheccHoHATBHOM,

3a/jauM.

3HaTh: 0COOEHHOCTH
JIEKCUKO-TPaMMaThye-
CKOTO CTposi TipodeccHo-
Ha/IbHOW peuu; COLUO0-
Ky/IbTypHBIE 0COOEHHO-
CTH CTWIs TIpoeccro-
Ha/lbHOM KOMMYHUKa-
L[UH.

Ymets: ripodeccro-
HaJIbHBIX TEKCTOB C UHO-
CTPaHHOTO si3bIKa Ha T0-
CyZlapCTBEHHBIH SI3bIK
Poccwuiickoii @enepaliuu
C YUeTOM JIeKCUKO-TPaM-
MaTu4eCKHX U CTUJIU-
CTUUECKHUX 0COOEHHO-
CTel s13bIKa OpUTHHA/A U

S13bIKd IepeBOoJa U CTaH-

3aganue 1. Render the text into Russian:

Trade unions in the United Kingdom were first decriminalised under the recommendation of a Royal
Commission in 1867, which agreed that the establishment of the organisations was to the advantage
of both employers and employees. Legalised in 1871, the Trade Union Movement sought to reform
socio-economic conditions for working men in British industries, and the trade unions' search for
this led to the creation of a Labour Representation Committee which effectively formed the basis for
today's Labour Party, which still has extensive links with the Trade Union Movement in Britain. ...
3apmanue 2. Translate the sentences from English into Russian:

1) A Key Performance Indicator (KPI) is a measurable value that demonstrates how effectively a
company is achieving key business objectives.

2) Organizations use KPIs to evaluate their success at reaching targets.

3) Selecting the right KPI will depend on your industry and which part of the business you are look-
ing to track.

4) Each department will use different KPI types to measure success based on specific business goals
and targets.

5) Once you’ve selected your key business metrics, you will want to track them in a real-time report-

ing tool.
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KAdTOpPOB JOCTH)XKeHUA
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PesynbraThl 00yueHus

(YMeHus M 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

JIapPTHBIX CIIOCOOOB pe-
meHrusA KOMMYHHKaTHB-
HBIX 3a/1a4 B 00/1aCTH
rpodeccruoHaLHOM

AedATe/IbHOCTH.

Wcnons3yet uHOCTpaH-
HBIN SI3BIK B MEXK/INY-
HOCTHOM OOIIIeHUH U
npodeccroHanbHOM Jle-
ATeJIbHOCTH, BbIOMpast
COOTBETCTBYIOLL[1E Bep-
OanbHbIe ¥ HEBepOasb-
Hble CpeJiCTBa

KOMMYHHMKaI|HUH.

3HaTh: 0COOEHHOCTH
rpaMMaTiyecKoro 1 JieK-
CUYEeCKOTO CTPOSI MHO-
CTPaHHOTO SI3bIKA; 0CO-
OeHHOCTH BU/IOB peye-
BOM JIeATe/TbHOCTH Ha
MHOCTPAHHOM SI3BIKE;
crielfurKy UCTI0h30Ba-
HUS BepOaJ/IbHBIX U He-
BepbOanbHBIX CPE/JCTB B
CUTYaLASX UHOSI3BIYHON
KOMMYHHKAL[UH; 0COOeH-
HOCTH MEX/THUHOCTHOMN
KOMMYHUKALAH TPH
ME>KKY/TbTYPHOM 00111e-
HUH; JIEKCUKO-TPaMMa-
THYeCKHe 0COOeHHOCTH
nipodheCcCHOHAMBHO-0PH-

€HTUPOBAHHOT'O MHO-

3amanue 1. Give a summary of your career speaking to a job interviewer. If you have not started
working, imagine a career you would like and give a summary of that.

3aganue 2. Explain to your fellow student what information is usually included in a job description
and how one can make a judgment about the skills the candidate should include in her resume to
take up a job.

3aganue 3. Share your ideas with peers on why each of the following issues is important for a
person who goes up in a career ladder.

1. Having an overall view of the people and process.

2. Understanding the functions of HR management.

3. Being uncompromising in the process and quality.

Which courses would you recommend a person having a career in HR? Consider the following:

- Leadership.

- Management.

- HR in small business administration.

3aganue 4. Role-play a call to a company to ask for information about the Training Programs called
“General HR”, “Engagement”, “Wellbeing”.

3aganue 5. Listen to an expert explaining some HR issues. Take notes on what he says considering
the questions: “How to use HR to enable an organization to execute its strategy?”, “What role does

HR play in a typical small business?”
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(YMeHus ¥ 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

CTPaHHOTO $SI3bIKa; CO-
Jep>KaHhe OCHOBHBIX
VHOS3bIYHBIX TIPOdeccu-
OHa/IbHBIX TTOHSITUM.
¥YMeTh: pacrio3HaBaTh U
b bepeHIUpOBaTh
SI3bIKOBBIE U PeyeBble sB-
JIeHUs1, BbI/Ie/IATh OCHOB-
HYIO ¥ BTOPOCTEIeHHYIO
vH(OpMaLMIO TIPU UTe-
HUU TEKCTOB U BOCTIPHSI-
THU Peu Ha CIyX, UC-
T0/Tb30BaTh TUIIOBbIE
CpefiCTBa YCTHOM U
MMCbMEHHON KOMMYHHU-
Kaljiy B MeXJIMUHOCT-
HOM OOIIIeHHH; TIprUMe-
HSITh a/leKBaTHbIE KOM-
MYHUKaTUBHbIE CPeJI-
CTBa B CTaH/|apPTHBIX CU-
Tyalusix o0IeHus Ha
npogeccruoHaIbHO-0pU-

€HTUPOBAHHBIE TEMEI.

3aganue 6. Write an application letter (around 100 words) to Mr. Crowley, Head of HR Department,
using the following information:

1) Position to apply: an HR assistant.

2) Source of information: the website of the company “Crystal”.

3) About you: a management student specializing in the field of HR.

4) When you would be available for an interview: from next week.

5) In the letter closing use an appropriately respectful phrase.
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PesynbraThl 00yueHus

(YMeHus ¥ 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

Peanusyet Ha nHOCTpaH-
HOM s3blK€ KOMMYHHKA-
THUBHbIE HAMepEeHUs
YCTHO U TTUCBbMEHHO, WC-
T0JTb3ysl COBDEMEHHbIe
MH()OPMALIMOHHO KOM-
MYHHKAIJMOHHbIE

TeXHOJIOTHH.

3HaTh: BU/Ibl KOMMYHU-
KaTUBHBIX HaMepeHUl;
COOTHOIIIEHHEe KOMMYHHU-
KaTHBHBIX HaMepeHHii C
3aMbIC/IOM U Lie/IbIO pe-
YeBOM KOMMYHMKaLUH;
THUITOBBIE TIPUEMBI U CITO-
COOBI BbIp)KEHUST KOM-
MYHUKaTHUBHBIX Hamepe-
HUM Ha MHOCTPaHHOM
sI3bIKe B YCTHOM 1 MHCh-
MEHHOMW peuu; MpUH-
LIMIbI TOHUMAaHUS KOM-
MYHHUKaTHBHBIX Hamepe-
Hul cobeceaHUKOB; CII0-
COOBI UCTIO/Ib30BaHUS
VMH(OpMaLIMOHHO-KOM-
MYHUKaTUBHBIX TEXHO-
JIOTHi B 001IIeHNH Ha
VMHOCTPaHHOM $I3bIKe.
YMeTb: KOMMYHUKaTHB-
Hble HaMepeHWUs U LiefTb
BBICKa3bIBaHUs JIEKCHKO-

rpaMmMaTuieCKUMH Cpen-

3aganue 1. Work in groups. Talk to the class about each of the following topics for about two
minutes. Give arguments in favor and against the opinion.

- Alternative human resource approaches are highly effective.

- It is impossible to retain best employees as it might be too costly.

Get prepared to demonstrate polite and interested listening using the following expressions:

Well, T hadn’t thought of that ...

Exactly. ... Absolutely.

That’s a good point.

That’s interesting.

I’m not sure that’s relevant.

3aganue 2. Make up a dialogue on the following situation. An employee calls the HR Department to
ask about the terms and conditions of early retirement. Use the phrases for permission, necessity and
prohibition. Search HR consultancy websites to find more information on the issue.

3aganue 3. Write a formal e-mail to your colleague confirming tomorrow’s meeting.

3aganue 4. Analyze the Case and write a report on your findings.

Step 1. Examine the case thoroughly and write down: a. the relevant facts b. the key problems (2
to 5)

Step 2. Focus on the key problems. Answer the questions:

1. What are the specifics of payment for the jobs of nurse practitioners and physician assistants1?

2. What does wage discrimination depend on?

3. Are gender inequities characteristic for starting salaries or do they continue later?

Step 3. Analyze the options available. Expand on them.

Step 4. Consider the alternative solutions. Analyze the pros and cons. Explain why alternatives were
rejected
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TunoBbie KOHTPOJ/IbHBIE 3d/ldHUA

CTBaMM MHOCTPaHHOI'O
sI3bIKa COOTBETCTBEHHO
KOMMYHUKaTUBHOMW CH-
TyalliH; YUUTHIBAaTh KOM-
MYHUKaTUBHbIE U COLU-
a/IbHble POJY YYaCTHU-
KOB peueBOro o0IeHust
TIpY BbIP&KEHUU KOMMY-
HUKAaTHUBHBIX HaMepe-
HU; TOHUMAaTh KOMMY-
HUKAaTUBHbIE UHTEHIUN
TOTy4eHHbIX TTMCbMeH-
HBIX U YCTHBIX CO00111e-
HU; IPUMeHsITh UHGOP-
MallFIOHHO-KOMMYHHKa-
TUBHbIE TEXHOJIOTHU B
0OIIIeHHH B peueBoi fie-
ATeJILHOCTH Ha UHO-

CTPaHHOM f3bIKe.

Step 5. Propose the most effective solution using supporting evidence. Step 6. Prepare a written re-

port on the case.

Option: prepare a PowerPoint presentation to deliver your findings.

Ncnione3yeT npuémel
ny6smMuHOM peun U fie-
JI0BOTO U TIpodeccuo-
Ha/IbHOTO JMCKypca Ha

HWHOCTPAHHOM A3bIKeE.

3HaTh: NPUHLMIIBI U
TIpYeMbI [TOCTPOEHUS
ny6/IMYHOM peun B CUTY-
ally MeXXKYJIBTYPHOTO

B3aI/IMO,£[Ef/JICTBI/IH;

3aganue 1. Arrange the steps of a presentation in the correct order: A. Introduce your presentation //
B. Start the presentation // C. Conclude and summarize the presentation // D. Welcome the audience
// E. Give a clear overview of what the audience can expect // F. Close a section of the presentation //
G. Finish and thank // H. Introduce yourself // 1. Invite questions //J. Begin a new section of the

presentation // K. Explain that there will be time for questions at the end.
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KOMIIeTeHIIUU

HaumeHnoBaHue HH]IHA-
KaTOpPOB JOCTH)XeHUA
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PesynbraThl 00yueHus

(YMeHus ¥ 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

TunoBbie KOHTPOJ/IbHBIE 3d/ldHUA

NIpUEMBI YOEXKIeHus, ap-
r'yMeHTaIUH, BhIpaXke-
HUSI MHEHHS1 Ha THO-
CTPaHHOM SI3bIKe; JIeK-
CHKO-TpaMMaTHhyecKue
0Cc0OeHHOCTH UHOS3bIU-
HOW MyO/IMYHOM peun B
CUTYaL|UH JIeJI0BOTO U
nipodeCCHOHATBEHOTO 00-
IIeHUs]; TIPaBUJIa TIOATO-
TOBKHU MyOMWYHOM peun
Ha MHOCTPAHHOM $I3bIKe;
TIpYeMbI U UHOSI3bIYHbIE
Cpe/iCTBa JleJI0BOTO U
npogeccroHanbHOr0
JUCKypca.

YMerhb: [e/0BO pUTO-
PUKU Ha UHOCTPaHHOM
sI3bIKe; UCTI0/Ib30BaTh
TIpYeMbl ¥ TIPUHLIMTIBI
MOCTPOEeHUsI yOTUYHOM
peuu 1151 coob1eHust
npogeccruoHaNIbHO-0pU-
eHTHUPOBAHHOI'O CoZep-

JKaHUA Ha MHOCTPAaHHOM

3aganue 2. Give extensive answers to the questions. Use the following expressions to start your
answers: It’s like this. You see ... I suppose ... I’ll start by saying that ... I assume that ... To begin
with ... 1. What is employment and what does an employment agreement include? 2. What does
employment contract define?

3amanue 3. Give a presentation on the following topic using the format recommended in your
textbook. When presenting your point of view, use the following phrases:

- I dare say that ...

- I gather that ...

- In my opinion...

- As far as I understand. ..

-AsIseeit...

- From my perspective...

- I am not sure, but...

- I am of the opinion that ...

Use the following phrases to give arguments: First of all, I’d like to say.../ In addition to that ...
/Moreover, ...

3agmanue 4. Comment on the presentation given by your colleague, emphasise the positive sides of
the presentation rather than criticize it:

- Timing.

- Structure of the presentation.

- Manner of presentation.

- General language ability.

- Contents of the presentation.

- Use of visuals and slide structure.
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OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

A3bIKe; UCI0/Ib30BaTh
CTepeoTUITHbIE NHOSI3bIY-
Hble (pasbl AJ1s epe-
Jlauu CTPYKTYPHI U CO-

Jlep>KaHusi coo01IieHus!.

JeMoHCTpUpyeT Biaje-
HUS1 OCHOBaMH aKaJleMu-
YyeCcKOl KOMMYHMKALIUX
Y1 pe4eBOro 3TUKeTa U3y-
4aeMOro MHOCTPaHHOIO

SA3bIKA.

3HaThb: OCHOBHEIE JIEK-
CUKO-TPAMMaTHueCKue 1
CTUWIUCTUYECKHE pe-
CYPChl THOCTPAaHHOTO
sI3bIKa B cdepe akajeMu-
YeCKOl KOMMYHUKALIUY;
0COOEHHOCTH UHOSI3bIU-
HOM aKafieMuueCcKoit
KOMMYHUKAIIH; TIPH-
€MbI U3BJIeYeHUsI U CO-
00I11[eHUsT UHOSI3BIYHOU
vHbOopMalLuy C akaje-
MUYeCKUMH 11e/ISIMH;
OCHOBBI HHOSI3LIUHOTO
peueBOro 3THUKeTa B yCT-
HOI U MUCbMEeHHON KOM-
MYyHUKAIIWH.

YMeTh: 13BJEKaTh U CO-

ob1iaTh MHGOpMAIHIO

3amanue 1. Read an article about motivational theories, identify its purpose and name the main
points covered in the text. Decide in groups what makes motivational theories popular among HR
managers.

3aganue 2. What do the following abbreviations stand for? Which words are missing from their
complete forms? You will find all of these, together with their definitions, in the Bloomsbury
Dictionary of Human Resources and Personnel Management.

O and M = organisation and
GMP = guaranteed
pension.

PBR = payment by _.
MD = Managing ___.
QWL = quality of __life.
HR =human ____.

3anaHue 3.
Practice social language in the following situations:
- Greeting a visitor at the reception desk.
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Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

aKa/|leMUUeCcKoro cozep-
JKaHWsi HA THOCTPAHHOM
sSI3bIKe; UCTI0/Ib30BaTh
TIpYeMbl aKaJieMUueCcKon
YCTHOW Y MUCbMEeHHOU
KOMMYHMKAL[UM Ha UHO-
CTPaHHOM $I3bIKe; TIPU-
MeHATh [paBUja peye-
BOTO 3THKeTa B CUTYya-
LUSIX aKaZleMU4YeCcKoro

o011IeHusI.

- Making a small talk after the meeting.

- Saying good bye at the end of the meeting.

3aganue 4. The charts give information about employment in the UK in 2013 and 2023. Summarise
the information by selecting and reporting the main features, and make comparisons where relevant.
Write at least 150 words.

3aganue 5. Write an abstract of the article and identify its main features.

“Considering earnings, unemployment, city size, industrial change, and other variables, the author, a
researcher at M.I.T., focuses on the impact of local labor market conditions and infers differences in
the long-term trends in labor force participation for each of these groups. He supports the thesis that
White women are less responsive to income change and more responsive to the discouraged worker
effect when unemployment rises than either Black or Puerto Rican women. Other factors affect
Black or Puerto Rican population more so than the White. Based on studies by Bowne and Finegan
(1969) and Santana-Cooney (1979) this work goes even further in detailing labor market impact on
work force participation.”

3aganue 6. Write an abstract of the article and identify its main features.

“Considering earnings, unemployment, city size, industrial change, and other variables, the author, a
researcher at M.I.T., focuses on the impact of local labor market conditions and infers differences in
the long-term trends in labor force participation for each of these groups. He supports the thesis that
White women are less responsive to income change and more responsive to the discouraged worker
effect when unemployment rises than either Black or Puerto Rican women. Other factors affect
Black or Puerto Rican population more so than the White. Based on studies by Bowne and Finegan
(1969) and Santana-Cooney (1979) this work goes even further in detailing labor market impact on

work force participation.”
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OTHeCeHHbIe ¢ MHANKA-
TOpaMH JAOCTH)KeHHS

KOMIIeTeHI|UHU

Tunosbie KOHTPOJ/IbHBIE 3d/ldHUA

YMeeT rpaMOTHO U 3¢-
(heKTUBHO T10/1b30BaThCS
VHOSI3bIYHBIMUA UCTOYHH-

KaMM MH(OpMaLyu.

3HaTh: NpaBU/Ia UC-
T0JTh30BaHUS Pa3/IAy-
HBIX TEXHUUECKUX
CPEZICTB C TIeJIbI0 TIOWCKa
Y U3BJIeYeHrsI MHOSI3bIU-
HOM MH(pOpMaIuy;
OCHOBHbIe TIpaBuU/Ia
oripejie/ieHus1 peieBaHT-
HOCTH U HaJ|e)KHOCTH
VHOST3BIYHBIX UCTOUHH-
KOB; OCHOBHbIE TTpaBU/Ia
aHa/iM3a ¥ CUHTe3a WH-
dhopmarm.

YMmeTh: u3B/eKarb
OCHOBHYH0 U BTOpOCTe-
MeHHYI0 MHOPMaLKIO
13 WHOSI3bIYHBIX UCTOY-
HUKOB Pa3HOTO THUIIA; CU-
CTeMaTU3UPOBATh U MPU-
MEHSITh U3B/IEUEHHYIO
nH(OpMaLUIo /151 pelie-
HUS1 KOMMYHHKaTHBHBIX
Y Ipode CCUOHA/TbHBIX

3a/iau.

3anmanue 1. Study the instruction on how to search the web using the most popular search engines.
What can you do to improve your queries to get the most relevant results?

- Go to a search engine.

- Type what you're looking for into the search bar.

- Press the ¢ Enter key to run your search. This displays your search results in a list. If you're using
a smartphone or tablet, you may have to tap Search or Go instead.

- Click or tap a result to view it.

- Rephrase your query for better results. If you're not finding the right information, you might need
to use different words in your search. It's also possible that what you're searching for is too specific
or too broad.

- Filter your results by date.

- Filter your results by type.

3aganue 2. Search for keywords assessment, glass ceiling, working experience, facilities, mediation,
perk, retirement, supervision in the Internet using relevant sources to find further information about
one of these items. Report on your findings and explain what makes the sources you used relevant.
3aganue 3. The table below provides information on different types of management functions. Use
this information to speak about different functions at different levels of management.

Senior management

Planning

Long-term planning and policy
decisions;

determining profit targets
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Organizing

Determining the basic structure

e.g. division, departments

Directing

Provide leadership and motivation;
acting as a figure head for line

organization

Controlling

Measurement of long-term planned
against actual performance; re-
viewing plans and organizational

structure
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HanmenoBanune | HaumeHoBaHue HH/U- | Pe3ynbTarsl 00yyeHHs TunoBble KOHTPOJ/IbHbIE 3a/JaHUSA
KOMIIETeHI[UH | KaTOpPOB AOCTI)KeHHWs | (YMeHHs M 3HAHMA), CO-
KOMIIeTeHI[HH OTHeCeHHbIe C UHANKA-
TOPaMH JO0CTHKeHUs
KOMIIeTeHI[UH
3apanue 4.
Read the advertisements of two on-line courses for HR students. Which course would you choose?
Why?
[MpoxyuupyeT Ha MHO- 3HaTh: OCHOBHI Opranu- | 3aganue 1. Write an abstract of the text «<How to Know It's Time to Add an HR Department» by

CTPAHHOM $3bIKe IMUCh-
MEHHbIe peyeBble IPOon3-
BeleHHA B COOTBETCTBUU
C KOMMYHHKaTHBHOﬁ

3a/lauen.

3aI[U1 TTMCEMEHHOM KOM-
MYHUKAIIAH; TUTTBI KOM-
MYHUKATHUBHBIX 3a/1au
MTUCbMEHHOTO OOIIeHHS;
(YHKLWY TTMCbMEHHBIX
KOMMYHUKaTUBHBIX
Cpe[ICTB.

Ymetsb: ornpeensaTs U
(hopMysTUPOBaTH KOMMY-
HUKaTUBHYIO 3a7iauy
MMUCHEMEHHOTO PeYeBOro
TIPOM3Be/IeHNsT; CO3/ia-
BaTh U OPOPMJISITH OT-
JleNTbHbIE BUJIBI [I€/IOBBIX
MHUCEM COOTBETCTBEHHO
KOMMYHUKaTHUBHBIM TMpa-
BUJIaM; Pa3BepPHYTO U3-
Jlarath MbIC/IA U COO-
CTBEHHYIO TOUKY 3peHHs
B ITMCBbMEHHOM (hopme;

aHaIM3MPOBaTh U 0600-

Heather R. Huhman in 100-120 words.

“When starting their businesses, most entrepreneurs tend to wear many hats. However, there are
times when they need to step back and look at how they may be unintentionally hurting their busi-
ness and employees. Consider the experience of Mollie Delp, the designated HR specialist
at WDigital, in Richmond, Va. At the digital marketing company, Delp juggled multiple duties while
also helping co-workers manage human resource tasks. “While growing and developing our opera-
tional service teams, we also took care of developing HR processes, like hiring, recordkeeping and
benefits administration,” Delp told me via email. ..... “

3aganue 2. Consider workplace communication and make a list of differences between formal and
informal ways of communication regarding grammar, vocabulary and contents. Share your ideas in
groups.

3aganue 3. Read the letter and complete the statements with the best option.

1. The letter above is a cover letter// a job offer letter

2. The letter is written by Assistant Director// the Director of HR

3. The above letter is written to the current Assistant Director// a candidate for the position of
Assistant Director

4. The sender of the letter informs the receiver about the application requirements//outlines some re-
sponsibilities of the position

5. The purpose of the letter above is to inform about the advantages of working as a team // give

information on what the company will offer the applicant during his employment.
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HaumenoBanue

KOMIIeTeHIIUU

HaumeHnoBaHue HH]IHA-
KaTOpPOB JOCTH)XeHUA

KOMIIeTeHI| MU

PesynbraThl 00yueHus

(YMeHus ¥ 3HaHMA), CO-

OTHeCeHHbIe C UHANKA-
TOpPaMH JAO0CTHKeHUs

KOMIIeTeHI|UHU

TunoBbie KOHTPOJ/IbHBIE 3d/ldHUA

I1aTh B MUCbMEHHOM
BU/le COZlepKaHue po-
(heccroHanbHO-OpUeH-
THUPOBAHHLIX TEKCTOB Had

HWHOCTPAaHHOM A3bIKe.

3aganue 4. Write a job inquiry letter from a potential applicant for a HR manager position advertised
in Business Weekly Journal to a company or a person.

(1) Begin with a salutation and then introduce yourself and let the addressee know why you are writ-
ing to them. (2) Clearly state the information on why the company interests you. (3) Write specifi-
cally about details how and why your skills and experience would be an asset to the company.

(4) Use the letter of inquiry to sell yourself, putting a spotlight on the strengths you'd offer the com-

pany, and why the company's mission and goals appeal to you.
(5) Make your request specific, mentioning the period or the date, till which you are available, and
working conditions you are interested in.
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IIpumepbl NnpaKMUKO-0pUEeHMUPOBAHHbIX 3A0AHUL

[Iprmep poJieBOii UTPHI:

Situation: A group of undergraduate trainees get a student placement at the human resource
department which will be a period of unpaid work experience so as to have an opportunity to put
theory into practice. Job placement officers answer questions about their job and the way they
interview and select candidates.

What you must decide: The trainees are to find out and sum up the qualities a candidate
must have, the kind of papers needed, the mistakes a candidate can make in an interview. Job
placement officers instruct the trainees how to conduct an interview and what to expect from
interviewees. Enact the talk between job placement officers A, B, C who brief a trainee student
on their job.

Student: You are aware that both the recruiter and the candidate spend a lot of time getting
ready for an interview: filling out applications, reviewing those applications, sorting résumés,
waiting for phone calls, conducting phone interviews, and a hundred other things. Find out the
details of different stages. Ask about questions to be asked, other things to be assessed.

Make use of the helpful phrases:

Would you mind if I ...?

I see what you mean.

DoIhaveto...?

That sounds like good advice.

Job placement officer A: You explain to the trainee that every company has a certain
department which sees to it that only suitable and qualified candidates are employed and this
is where the skills or expertise of job placement officers comes into being. You point out that any
person wishing to apply for this job position needs to satisfy certain qualifications which can be
both educational and skill based in nature. More often than not they use their talent to interview
and judge candidates based on their skills. It is important that the person is well presented, is neat
and tidy, and that he or she has a good manner, because that shows a lot about personality. Make
use of the helpful phrases:

It’s evident that ....

If you permit me ....

What I am saying is this:...

I am certain of one thing, ....

And another thing, ....

Job placement officer B: At your job you mostly sort out and review letters of applications,
cover letters and CVs. The letter of application normally contains three or more paragraphs
in which the applicants should explain why they wish to apply, why they are interested in the
position and should show what they can contribute to the job. At first candidates should give the
general information about them: name, address, telephone, date of birth and marital status. It’s very

important that they highlight their most relevant skills and experience. You are sure that one of the
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important parts of the CV is references from teachers and former employers — anyone who can
tell the prospective employer about the candidate’s working habits and experience.

Make use of the helpful phrases:

May I interrupt?

As far as [ know....

It’s really common knowledge that....

That’s one way of looking at it. But....

Job placement officer C: You step in when the interview stage finally arrives and you do as
much preparation as possible in order to not waste anyone’s time and require extra follow ups. You
mention some easy things an officer can do to prepare for an interview. You find it necessary
to define the questions an officer needs to ask a candidate. You are sure that asking identical
questions to each candidate for a specific position will help to accurately compare the skill levels
of each candidate. Standard questions could include experience levels, career goals, leadership
mentality, personality, and why they are interested in the position.

Make use of the helpful phrases:

Sorry to butt in, but ...

That’s one way of looking at it, but ....

Not exactly what I had in mind, but ....

Could I come in here?

I am in favour of it.

Could I just correct one small detail?

Kputepun O6a/ilbHOM OLEHKW Da3/UUHBIX ()OPM TEKYILero KOHTPOJS YCIeBaeMOCTU

Cofiep>KaTcsl B COOTBETCTBYHOLLMX METOANUECKUX peKOMeHJaLusax Kadepsbl.

IIpumepbl 60npocoe 07151 N0020MOBKU K NPOMeXNCymoYHOU ammecmayuu
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CHcTeMA ON€HKH 3HAHHH 10 y4e0HOH THCOHNTHHE « THOCTPAHHBIH A3BIK?

(3a4€eT)
ATtTecTanmm | ATTecTan IIacpMeHHA" 9aCTE 3a9€Ta YeTHAR Hroro
a HA Maxc. — 30 damnoe HJACTh 3ader
I I 3adeTa 100 daznos
TMOIOEHHEL | TOMIOBHH 30
CeMecTpa 31 DarIoR
Mawrc.20 cemecIpa
Magxc.20
Avanpoea JlekcHKO- IlacemenHoe | CHIvamHO
HEe rpaMMaTHIEC 3agaHHe HHOE
Magc. — KHI TecT Magc. — 3aJaHHe
5 bamtoB Magc. — 5 Dannoe
20 dazmoe

CHCTEMA ON€HKH 3HAHWH N0 yie0HOH THCHHILTHHE « HHOCTPAHHBIH A3BIKY

(IK3aMeH)
ATtTectan | ATTecTan ITnceEMeHHAR 9aCThH 3K3aMeHA ¥YcrHan Hroro
oA HA Maxc. — 30 danmoe qaCTh IK3IaAMEH
I I IKIaAMEHA 100 danmoe
TIOIOEHHE! | MOMOBHH 30 damnoe
CeMecTpa | HI
Mawrc.20 | cemectpa
Magc.20
Avaupoe JeKcHKO- IIncEMeHEHD Amami H
AHEEe rpaMMaTHIecK € 3aJaHHe YCTHOS
Maxc. — Hil TecT Magc. — pedepaposa
5 Danmos Mhakc. — 5 bammor HHE TEKCTa —
20 DamToB 15 damnoe
CHTYaHoHH
0€ 33TaHHe —
15 damnoe

[IcbkMeHHas 4yacTh 3aueTa/ 9K3aMeHa BK/IIOUaeT:

3auer

1 cemecTp:

Hammcanue 3asiBneHust Ha paboty, corpoBoguTesibHOTO TiMchbMa (an application letter, a

2 ceMecCTp:

cover letter) o6bemom 120 cJioB.

1) ITucbMeHHast yacThb

Hanucanue nmiucbMa-3arpoca (an inquiry letter) oobemom 120 cioB.

3 cemecTp:

Harnrcanue nrcbMa-ripeTeH3uH, >kano6sl (a letter of complaint) o6semom 120 croB.

JK3aMeH

4 cemecTp
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Harmucanue anHotaiuu (abstract) o6semom 120 cioB (06beM ucxogHoro Tekcra 800 - 1000
CJIOB).
Borpocs! /151 TOATOTOBKU K 3auery.
1 cemectp
Temsl 1,2,3 jaHHOM paboyeil MpOrpamMMbI
[omnonmHuTebHBIE BOMPOCHI 10 TeMaM 1,2,3 1aHHOM paboyeli MporpamMmeI:
. Work and labour. Profession and occupation.
. Workforce and an employee. Classifications of employees, an employee status.
. Jobs and an HR department general characteristics, the tasks of an HR department.
. Employment and unemployment in the economy of a nation.
. Writing an application: what to demonstrate.
. Writing an application: what to learn in advance.
. Job hunting: searching for opportunities.

. Job hunting: documents needed.

© 0 N O Ul A W N -

. Employment, an employment contract, rights and responsibilities of the parties.

—_
o

. Types of employers and three categories of employees.

—
—

. Full-time, part-time, and temporary employees.

—_
N

. The variety of types of employees and importance of an employee status.

—_
w

. Workplace relationships in different cultures.

)—\
o

. The importance and three types of an employment status.

—_
Ul

. The difference between an employee and a worker.

—_
(@)

. Self-employed people.

17. A job placement officer, the requirements for the candidate for this position.

18. Running a job interview.

19. Forms of an employee payment, the difference between a wage and a salary.

20. Forms of an employee payment, commission and a piece rate.

2 cemecCTp

TeMmbl 1-6 maHHOM paboueii MporpaMMel

[omnonHuTebHBIe BOMPOCHI 10 TeMaM 1-3 JaHHOM paboueli MporpamMMbI:

Cwm. Cemectp 1

[ononHUTE/IBHBIE BOIIPOCHI 110 TeMaM 4-6 f1aHHOM paboueii IporpaMMBbi:

1. Changes in the field of HRM (HR functions in the past, HRM functions at present).

2. Main roles (or tasks) of HRM (staffing plan, recruitment, selection, workforce polices,
compensation determination).

3. Other responsibilities of HRM (retention, training).

4. Internal factors for HR managers to consider (laws that affect the workface, safety),
external factors that HRM considers and skills HRM requires.

5. HRM functions: Personnel Management and Human Resource Management.

6. Differences in HR practices in Eastern and Western countries.

41



7. Human Resources Management as a career. Job options: how to find a job of HR and
other jobs where an HR degree can be useful.

8. Human Resources Management as a career. The value of the university degree in terms of
learning about, understanding and starting a HR career.

9. Staffing requirements of a firm; staff planning.

10. Turnover as a significant element in staff planning and the role of HR.

11. The tasks of HR: job analysis, job description, job summary, job specification.

12. The recruitment process: who can do the job of recruitment (HR departments,
recruitment agencies, head hunters).

13. The recruitment process: the steps of recruitment (resume, interview, checks,
negotiation).

14. The recruitment process: on-line tools.

15. Hiring and managing employees internationally.

16. Team-building strategies to strengthen cross culture teams.

17. Changes in the global workforce.

18. Could robots replace HR managers? Automation of the HR function: what can be
automated, what is unlikely to be automated.

19. Rights and responsibilities in the working relationship.

20. Terms and conditions of employment.

3 cemecTp

Temnb1 7-8 maHHOM paboueii MporpaMMel

[omnonmHuTe/TbHBIE BOMPOCHI 110 TeMaM 7-8 JaHHOU paboueli MporpamMmMaI:

1. The purpose of development and application of a compensation program; the cost of
compensating human capital.

2. The definition of the term “compensation”, direct and indirect financial compensation,
non-financial compensation.

3. The role of compensation in times of recession; the role of compensation in work/life
balance; executive pay and disparity between it and employee pay.

4. A compensation package and its role in the strategic HR plan, common components of a
compensation package; a compensation plan.

5. Deferred compensation.

6. Team compensation.

7. Mandated and voluntary benefits; medical insurance.

8. Pay disparity: disparity between executive pay and employee pay; reasons for paying
CEO so much.

9. Gender pay disparities.

10. Severance pay (in Canada, Russia, Germany etc); labour law provisions; employment
termination.

Bornpockl Ajis1 TOATOTOBKY K 9K3aMeHy

4 cemecTp
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Temnb1 7-10 gaHHOM paboyeii TpOrpamMmbl

[onomHuTe/TbHBIE BOTIPOCHI 110 TeMaM 7-8 JaHHOM paboueli MporpamMmMsI:

Cwm. cemectp 3

[JononauTensHbIe BOMPOCHI 10 TeMaM 9-10 faHHO# paboyeii mporpaMmabi:

1. Compensating human capital; types of compensation; a compensation package.

2. Deferred compensation; mandated and voluntary benefits; team compensation.

3. Pay disparity (employees and executives, gender); pay discrimination.

4. Labor law payment provisions; severance pay.

5. Motivation theories: behaviour of employees; pleasure motivation theories; Herzberg’s
two factor motivation-hygiene theory; instinct theory; cognitive motivational theories; expectancy
theory; goal setting theory for leadership.

6. Motivation theories: reversal theory; equity theory; growth or actualization theories;
Maslow's "hierarchy of needs"; ERG theory; Douglas McGregor’s theory X and theory Y
approach.

7. Positive incentives; failure to motivate and poor motivation; steps to motivate employees.

8. Leadership; leadership theories (trait theory, behavioural approach, contingency
approach, transformational leadership theories, substitutes for leadership theory, entrepreneurial
leadership, distributed leadership, generative leadership).

9. Leadership Styles (autocratic, democratic, free reign, facilitative, servant styles,
managerial grid model).

10. Trends in business that challenge leaders and businesses: artificial Intelligence, culture
transformation, data eruption, diversity, frequent change, ethics issues as the new challenges that
leaders have to confront.

11. The role of motivation, tangible and intangible factors, strategies of motivation.

12. Reviewing employees’ performance, underperformance and its reasons.

13. Employee training and development, development programs: business objectives and
steps of development plans; retaining knowledge.

14. Motivation, motives, needs; western and eastern management practices.

15. Application of management and leadership skills: building staff confidence.

[Ipumep 3aaHKI POMEKYTOYHOTO KOHTPOJISL (3auUeT)

YEARI TERMI

FINAL TEST

Part I. Listening

Task 1. You are going to listen to a performance review between Tony, a customer service
agent, and his manager. For questions 1-5, listen and decide if the statements are true (T), false (F)
or the information is not stated (NS).

1. Overall Tony’s manager feels satisfactory about his performance.

True False Not stated

2. Tony needs to improve workplace relationships.

True False Not stated
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3. Last year Tony was handling 11 calls.

True False Not stated

4. The increase in customer service costs this year is 13%
True False Not stated

Task 2. For questions 6-10, listen to a conversation between the manager and Emily, who is
looking for a job, and choose the answer A, B or C.

6. Where did Emily find information about this job?

A) Her uncle told her about it

B) In the newspaper

C) On the internet

7. Did Emily have any work experience?

A) Yes, in catering

B) Yes, in a call-centre

C) She has no job experience

8. Did Emily like the work?

A) She enjoyed it

B) She was always tired

C) Not stated

9. The salary in the company was

A) high enough

B) moderate

Part II. Use of English

Task 1. For questions 11-18, read the passage and decide which word/phrase A, B or C fits
the gaps best. Write the correct letter on your answer sheet.

Many young people find it extremely difficult to decide (11) , and often choose post-
secondary destinations and future professions, without fully understanding what they might be
getting into. Work placements (12) first-hand experience to help determine whether a
particular field is of interest. Students often develop excellent work habits and mature rapidly
(13) , returning to their classes with increased commitment toward their studies. On the
other hand, placements can break down if (14) inter-personal issues on the job. If either
the student or any of the co-workers are uncooperative or rude, the experience will be a negative
one for all concerned. An unreliable student who is frequently late or absent from work
(15) the employer, who may refuse to take future students. Work placements as well as
internships often have very low earning potential. Unlike a proper, full-time job, most paid

internships (16) a competitive wage to try and attract talent. ....

A B C
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11 where their interests lie where lie their interests where their interest lie
12 are providing provide provides

13 in their place during their placement during one’s placement
14 itis there is there are

15 will disappoint disappoint is going to disappoint
16 are not offering doesn’t offer don’t offer

17 change slow are slowly changing slowly changes

18 competitive salaries competition salary competing sick leave

Task 2. For questions 19-26, match the English words with their meanings A-I. There is one
extra letter you do not need to use.

19 bribe A a payment to someone who sells goods that is directly
related to the amount sold

20 charges B the money paid for a journey on public transport

21 commission C money paid regularly at a particular rate for the use of money
lent

22 fee D regular payment to a landlord for the use of property or land

23 fare E a fixed regular payment, typically paid on a monthly basis

24 interest F money or a present given to someone so that they
will help you by doing something dishonest or illegal

25 rent G a charge payable to use a bridge or road

26 salary H a payment made to a professional person in exchange for
advice or services

| an amount of money that you have to pay

Task 3. For questions 27-34, decide if the statements are true (T) or false (F).

27. Wage is a form of payment to compensate employees their physical or mental work.

28. A wage is a payment for labour or services on a monthly basis.

29. Employers use employee benefits to obtain or retain employees.

30. Penal rates are connected with doing certain tasks, working particular days or shifts, or
extra hours.

31. Extra qualities or skills an employee brings to a job are recognized by allowance
payments.

32. Employment agreements do not specify when and how often an employee is paid.
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Task 4. For questions 35-42, complete the following statements with one word A, B or C.

Write the correct letter on your answer sheet.

35. The question “What ...... does HR add to an organization?” is difficult to answer.

A) work B) responsibility C) value

36. If a person is paid for something that has ...... it is called work.

A) value B) record C) responsibility

37.It’s my job to ... tasks to the various members of the team.

A) value B) entitle C) assign

38. There are many reasons why HR managers ...... applications and usually they won’t be

able to tell you what the real reason was.

A) file B) reject C) fire

39. Job ...... is a service that educational institutions, employment agencies and recruiters

offer to help individuals find work.

A) performance B) appointment C) placement

Task 5. For questions 43-50, complete the following statements with one word A, B or C.

Write the correct letter on your answer sheet.

43. I’d like to find out the cost of tuition, have you got ...... information?
A) an B) any C) these
44. Looking through application forms ...... your job, not mine.
A)is B) are C) there is
45. ...... you agree with me?
A) Why B) Are C) Do
46. I think he ...... a new job.
A) will start B) have C) is going to start
47. He said he didn’t have ...... job experience.
A) there B) many C) much

Part III. Writing

Write a cover letter (around 120 words) using the following information:
Receiver: Mrs. Robson
Position you apply for: Assistant Manager
Where you found out about the job: the latest edition of Gulf News
Experience: a personal secretary during 2 years in HR department
When you would be available for an interview: from next week

When you would be able to take up new appointment: from 15 January

[Tpumep 3a1aHMIi IPOMEXKYTOUHOTO KOHTPOJIST (9K3aMeH)
YEARII TERMIV

FINAL TEST

Part I. Listening
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Cindy Tan calls a company to get information about an advertisement in the China Post for
the position of Marketing Assistant. Read through the statements below and decide whether they
are true or false according to the listening.

1. Cindy asks about the closing date for application.

2. The HR manager says that Cindy has time to apply but not much.

3. Cindy asks to send her an application form.

4. Cindy would like to give her present employer sufficient notice.

5. The HR manager explains no one has to join them immediately.

Part II. Use of English

Task 1. For questions 1-8, decide which alternative A, B or C completes the statement
correctly. Write the correct letter on your answer sheet.

1. may be defined as the force which impels people to behave in the way they do.

A) Psychology

B) Motivation theory

C) Motivation

2. Working conditions, job security, salary, quality of supervision and interpersonal
relationships are examples of

A) ‘hygiene’ or ‘maintenance’ factors

B) biologically-based factors

C) Cognitive Dissonance factors

3. says that leaders are motivated to lead because there is something innate that
allows them to be leaders.

A) Expectancy Theory of Motivation

B) Cognitive Dissonance Theory

C) Instinct Theory of Motivation

4. In times of recession, there are usually more people in search of work. This gives
employers

A) leverage when hiring

B) a chance to resolve disparity pay problem

C) good pay packages

5. The discipline policy, vacation time, dress code, ethics policy are examples of

A) workforce policies

B) recruitment polices

C) labor laws

Task 2. For questions 9-16, read the passage and decide which alternative A, B or C fits the
gaps best. Write the correct letter on your answer sheet.

In 2019, women ...(9)... full time in the US typically were paid just 80 percent of.... (10)...
men were paid, a gap ... (11)... 20 percent. The gap has narrowed since 1960, ...(12)... women’s
progress in education and workforce participation. At the rate of change between 1960 and 2019,
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women are ...(13)... to reach pay equity with men in 2059. But even that slow progress has stalled
...(14)... years. If change continues at the slower rate seen since 2001, women will not reach ...
(15)... with men until 2106. The gender pay gap has lifelong ...(16)... . For one, it contributes
directly to women’s poverty.

A B C
9 worked working work
10 what that which
11 at of for
12 because thanks due to

Task 3. For questions 17-24, complete the following statements with one word A, B or C.
Write the correct letter in boxes 17-24 on your answer sheet.

17. The core HR principle is that Organizational Effectiveness begins with the __ of an
organization's workforce and human resource capabilities with Business Objectives.

A. alignment B. motivation C. construction

18. High commitment human resource strategies follow the ‘best practice’ human resource
model in which employers seek a close with employees.

A. alignment B. friendship C. relationship

19. Traditionally managers, team leads, or bosses make a decision on their own and then
introduce it to the group. leadership is different.

A. Facilitative B. Authoritative C. Relations

Task 4. For questions 25-32, match the English words with their meanings A-J. There are

two extra letters you do not need to use.

25 embrace A hold the advantage in a situation or the stronger position in a
contest

26 contribute B make something bigger, increase in size, volume or
significance

27 depart C welcome something with open arms, hold, hug, accept
completely

28 leverage D consider, analyse, assess formally

29 facilitate E succeed in attracting and keeping somebody’s attention and
interest

30 engage F make an action or a process possible or easier
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Task 5. For questions 33-40, choose the best alternative A, B or C. Write the correct letter in
boxes 33-40 on your answer sheet.

33. Whatever approach to personnel is adopted, it will have the effect of _____ (or failing to
motivate) the workforce at all levels.

A. motivating B. motivated C. motivation

34. If your staff , listen to their concern and be open to making necessary changes.

A.is dissatisfying ~ B. is dissatisfied C. dissatisfying

35. What made you that their behavior was unreasonable?

A. to think B. think C. thought

36. I watched the officers ______the print-out carefully.

A. examined B. to examine C. examine

37. At 10 a.m. the managing director found that mail correctly

A.was notsorted  B. was not sorting  C. has not sorted
38. I was made to feel welcome everyone
A. for B. on C. by

Part III. Writing

Write an abstract of the text below in about 120 words.

Employee Turnover

There is a general consensus that there exists a managerial problem of finding successful
mechanism of retaining employees especially in a job environment that is characterized by
constant yearnings for pay rise. Employee job satisfaction has influence on employee turnover in
organisations. This implication of this is that the extent to which an organisation is able to retain
it“s employees* depend on the level of job satisfaction that are made available to these workers.
Job satisfaction is known to have positive impact on employee turnover intentions. It means that
dissatisfaction on the job increases or will increase the rate of employee turnover intention in
organisation.

Employee Turnover is the rotation of workers around the labor market; between firms, jobs
and occupations; and between the states of employment and unemployment.

The term of turnover is defined by Price (1977) as the ratio of the number of members who
have left an organization during the period being considered divided by the average number of
people in that organization during the period. Employee turnover generally refers to the movement
of workers around the labor market between firms and among the states of employment,
unemployment and inactivity (Burgess, 1998). It is sometimes defined as a measurement of
inarticulate employee unrest.

Managers refer to turnover as the entire process associated with filling a vacancy. Each time
a position is vacated, either voluntarily or involuntarily, a new employee must be hired and trained
immediately. Woods (1995) describes this replacement cycle as turnover, the term often utilized in
efforts to measure relationships of employees in an organization as they leave, regardless of

reason....
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[TprMep NMpaKTUKO-OPUEHTHUPOBaHHbIX (CUTYal|MOHHBIX) 3a/JaHUM.

You are a young professional working in the HR department that regularly meetings with
current workers to ensure employees are aware of the company policies. You’d like to give new
employees deeper insights into their job so you are going to have a talk with them.

In your talk, you are supposed to give ideas on the following points:

» different forms of an employee payment

» the difference between a wage and a salary

» why employers combine payment methods

Support your view with reasons and examples.

Present your reasoning in about 15 full sentences.

Make full use of the active vocabulary studied in this course.
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8. IlepeueHb OCHOBHOM M /|ONIO/THUTE/IbHON y4eOHOM JIMTepaTypbl, HEOOXOAMMOM /i

O0CBOEHUS AUCLMII/IMHBI

OcHoeHast n'umepamypa:

1. AHrmmiickuii si3bIK B TpodeccroHanbHOM cdepe : yripaBieHue mepcoHasioMm. Y. 1:
yuebHOe mocobue /71 HarpaB/ieHus1 OakasaBpuara "YrpaeyieHue nepconanom” / M.A. Benoraiii,
IA. Nybununa, H.I. Konzgpaxuxa, T.B. ®eznoceeBa; PunyHuBepcuret. — MockBa: Knopyc, 2021,
2023, 2024. — 198 c.: un. — (bakanaBpuar). - TekcT : HemocpeACTBeHHbIN. - To xe. - 2024. -
3bC BOOK.ru. - URL: https://book.ru/book/952159 (mara obpamenusi: 16.04.2024). — TekcT :
3J1eKTPOHHBIN.

2. AHrMNCKWK $3bIK B TpPO()ecCMOHANbHOM cdepe : ympaBiaeHue nepcoHasiom. Y. 2:
yuebHOe mocobue /1 HarpaB/ieHus1 OakasaBpuara "YrpaeieHue nepconaaom” / M.A. Benoraiii,
[A. Nybununa, H.I. Konzapaxuna, T.B. ®enoceeBa; PunyHnBepcuteT. — MockBa: Kaopyc, 2021,
2023, 2024. — 244 c.: un. — (bakanaBpuar). - TeKcT : HerocpeACTBeHHbIM. - To xe. - 2024. - 9BC
BOOK.ru. - URL: https://book.ru/book/952160 (mara obpamenusi: 16.04.2024). — Tekct :
3J1eKTPOHHBIN.

3. AHIMICKWK $3bIK B TpO()ecCMOHA/NbHOM cdepe : ympapiaeHue nepcoHasiom. Y. 3:
yuebHOe mocobue /1 HarpaB/ieHus1 OakasaBpuara "YrpaeieHue nepconaaom” / M.A. Benoraiii,
I'A. lyoununa, H.I. Kongpaxuna [u ap.]. — Mocksa: Knopyc, 2021, 2023, 2024. — 222 c.: un.
— (bakanaBpuar). - TekcT : HemocpeAcTBeHHbIN. - To xe. - 2024. - 36C BOOK.ru. - URL:
https://book.ru/book/952161 (gara obparjenus: 16.04.2024). — TeKCT : 371eKTPOHHBIH.

4. AHruicKud 53bIK B TpoQeccHoHa/sbHOM cdepe : ympapieHue nepcoHanom. Y. 4:
yuebHOe 1iocobue AJisi HaripaB/eHusi OakanaBpuara "YmpasieHue repcoHanom” / M.A. Besnorain,
IA. Oy6bununa, H.I. KongpaxuHa, T.B. ®denoceeBa - MockBa: Kuopyc, 2021. - 228 c. -
bakanaBpuar. - Tekcr : HenmocpeacTtBenHbld. - To xe. - 2021. - 3bC BOOK.ru. - URL:
https://book.ru/book/939516 (zara obpaijenusi: 16.04.2024). — TeKcT : 371eKTPOHHBIH.

JonoaHumenvHas aumepamypa:

5. AHrMiACKWH s13bIK B MeHekMeHTe: Work out management. P. 1. Starting point: yue6HuK
IJIST  CTYZleHTOB, OOyuaroLMXCs IO HarpaBleHWI0 TOATOTOBKU '"MeHemKMeHT" (Tiporpamma
noAroToBky OakanaBpoB) / I.A. [ybununa, E.I1. 3BarunneBa, M.B. Mensanuyk, T.B. ®enoceeBa;
nog, pen. M.B. MenbHuuyk; ®unyHuBepcuteT. — Mocksa: I[Ipomereld, 2023. — 294 c.: un. -
TekcT : Hermocpe CTBeHHBIN.

6. Business Partner. B1+: Coursebook / I. Dubicka,M. Rosenberg, M. O'Keffe [et.al].
Harlow : Pearson Education Limited, 2018. - 160 p. - TekcT : Hemocpe/|CTBEHHBIH.

7. Murphy, R. English Grammar in Use: A self-study reference and practice book for
intermediate students of English; with answers. - Cambridge: Cambridge University Press, 1997,
2005, 2007, 2012. - 380 p. — TekcT : HEMOCpPeACTBEeHHbIM.

8. Powell M. Dynamic Presentations: Student's Book / M. Powell. - Cambridge: Cambridge

University Press, 2012, 2013. - 96 p. — TekcT : HenocpeacTBeHHbIM. - Db ®uHyHUBecuTeTa. —
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URL: http://elib.fa.ru/rbook/dynamic_presentations.pdf. (gara cosganus 3amucu : 29.10.2019). -
TekcT : 3/1eKTPOHHBIA. - PexxuM JjocTyma: Mo/HbIM TeKCT AocTyneH u3 cetd PuUHyHUBepcUTeTa

(uTeHue).

Hopmamuenbie npaeoebie aKmbi:

9. IlepeueHb pecypcoB HH(OPMAI[HOHHO-TE/IEKOMMYHHUKAI[HOHHON ceTH «VIHTepHeT»,

HEOGXO,E[I/IMBIX AJIAA 0CBOEHUA JUCHHUII/INHBI

1. « OnekrponHas 6ubnmoreka ®uHaHcoBoro yHusepcureta (OB) http://elib.fa.ru/

N

. » DnekTpoHHO-6ub/moTeyHast crictema BOOK.RU http://www.book.ru

W

. * DneKTpoHHO-6MbMMOTeuHass cucTeMa «YHHUBepcUTeTCKas 6ubmioteka OHJIAVIH»
http://biblioclub.ru/
. * DJIeKTPOHHO-0MO/MMoTeYHast crctemMa Znanium http://www.znanium.ru/

[S2 BEF N

. * DNIeKTPOHHO-616/IMoTeuHas cucTeMa u3zaTensctsa «FOPAMIT» https://urait.ru/
6. DJeKTpOHHO-OMbIMoTeuHasT cucTemMa W3/1aTe/TbCTBa [Tpocrekt
http://ebs.prospekt.org/books

~

. *» HayuHas anekrpoHHas 6ubmuoteka eLibrary.ru http://elibrary.ru

o

. » DnektpoHHasi bubsmoreka «Pycckast uctopusi» http://history-lib.ru/

<o)

. * CNKI. Academic Reference https://ar.oversea.cnki.net/

10.« CNKI. China Academic Journals Full-text Database https://oversea.cnki.net/kns?
dbcode=CFLQ

11. « JSTOR Arts & Sciences I Collection http://jstor.org

12. » DnekTpoHHBIe IPOAYKTHI U3AaTesnbcTBa Elsevier http://www.sciencedirect.com

13. - Konnekuius Hay4YHbIX JKYPHa/I0B Oxford University Press
https://academic.oup.com/journals/

14.+  DyleKTpOHHBIe  KOJ/UIEKLIMM KHUI U JKypHaJIOB  u3JarenbCTBa  Springer:
http://link.springer.com/

15. » basa jlaHHbIX Hay4YHbIX )XypHa/IoB u3garenbcta Wiley https://onlinelibrary.wiley.com/

16.  Ludporoii apxuB HayuHbIX )KypHasoB: http://arch.neicon.ru/xmlui/
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10. MeTtoauueckue yKa3aHus /11 00y4aloUXCsl 110 0CBOEHHIO AU CIUITHHBI

CrymeHTaM TIpU TIOATOTOBKe  CJ/ielyeT WCIIO/b30BaTb HOPMAaTHBHbIE  [JOKYMEHThI
@dUHAHCOBOTO yHUBepcuTeTa, MeToauueckrue peKOMeHJaly M0 MJIaHWPOBAaHUIO U OpraHu3alyy
BHEAyJUTOPHOM CaMOCTOSITeJIbHOM paboThl CTyAeHTOB 1O 00Opa3oBaTeNbHBLIM TPOTrpaMMam
OakasaBpriaTa W MarucTparypbl B PUHAHCOBOM YHUBEPCUTETe, YTBep)K/AeHHbIe TPUKA30M
@unyHuBepcureta 0T 11.05.2021 r. Ne 1040.

Metouueckue peKOMeH/jal[iK 110 HalMCaHUIo /1e/I0BOTO MHChbMa

HenoBoe mrcbMo (a business letter) siBisieTcst Ba)KHBIM ClI0COO0OM KOMMYHUKaLu. [lenoBoe
MMMCBLMO TIpe/iCTaB/isieT CcoboM cpefacTBO oOMeHa wuHbopMaleii B (opme oduI[HaTBEHOTO
JIOKyMeHTa, KOTOpbI MOXeT COZiep>KaTh Mpe/sioykeHre, MOATBepKeHre, TopydyeHre, MpeTeH3uto,
3arpoCc MHGOpPMAlMM M COOTBETCTBEHHO OTBeThl Ha HHMX. K HamMcaHHIO [1e/IOBBIX MHUCEM
TIPeIbSIB/ISIOTCSA YeTKre TpeOOBaHUs, BBINIOJIHEHHE KOTOPBIX T03BO/sIeT 3(PQGEKTUBHO DEIIUTh
KOMMYHUKAaTHUBHbIE 3a/1a4M U LIeJTH.

[enoBoe THCBMO OTIMYAeTCS UETKOM CTPYKTypod ©  HabopoMm  o00si3aTestbHBIX
cocrapysitoMx. OHO XapakTepus3yeTcss TakKMMM [pU3HaKaMU KaK SICHOCTb, JIAKOHUUHOCTb,
JoTMUecKasi  T0C/ae/l0BaTe/lbHOCTb,  OPULIMAIBHOCTb,  HEWTPaJbHOCTb,  3aBepIIEHHOCTh,
cTaHzapTtHasi ¢opma, OTCYTCTBHE SMOLIMOHATbHOM OKpallleHHOCTU. B /1e/10BOil mepenucke
OTCYTCTBYIOT NPOCTOPEeYHbIe, )KaprOHHble BbIpa)KeHUs, MeXxaomeTus U Ap. OpuuanbHbli CTUIIb
JIeJIOBOM TIepernucKyd  obecrieurMBaeT OOBEKTUBHOE OTHOILEHWE K UW3/laraeMbiM (akTaM M
COZlepKaTeIbHOCTb COOOIIeHUS.

CMbIC/I0Basi TOYHOCTh SIBSIETCS OJHUM M3 Ba)XKHEWIIMX YCJIOBUW B HalmMCaHWU [1e/10BOTO
nvcbMa. Bech TEKCT [€/I0BOTO TMHChbMa JO/DKEH ObITh UETKO pa30WT Ha CMBICJIOBBbIE ab3alibl,
KaX/[bIi ab3a1] 10/DKeH OBbITh MOCBSILEH U3/I0KEHUIO OTHOW H/IEH.

Metomueckre peKOMeH/jal[iK 110 COCTaB/IeHHIO0 aHHOTAL[UK K CTaThe

AnHoTAaIUs K cTaTbe (an abstract) rnpezcraB/isieT OO0 KpaTKoe U3/I0)KeHWe COfiep>KaHus U
0000I1[eHHYI0 XapaKTepUCTHUKy CTaTbU. B 3TOM CMbIC/Ie «aHHOTAL[US» SIB/ISIETCS CHHOHHUMOM
TEPMUHY «pe3toMe». MuHUMa/bHBIM 00beM aHHoTaruu 100 c/ioB. AHHOTAI[USI BBITIOHSIET
cienyrolye QyHKLUK:

- [JlaéT BO3MOXXHOCTb YCTaHOBUTb OCHOBHOE COJiep)KaHue CTaTbU, OIpeJe/nTb ee
PeJIeBaHTHOCTh U PeIINTh, CIeAYeT /I 00palaThCs K TIOJTHOMY TEKCTY CTaThby,

- UCMOJb3yeTcsl B UH(OPMALIMOHHBIX, B TOM UHKC/e aBTOMaTU3HMPOBAHHBIX CUCTEMax [i/isi
MOMCKa UH(pOpMaLUK.

AwnHoTauus (pe3toMe) pa3MelaeTcs rmepe TOHBIM TeKCTOM CTaTbU U TpeJCTaBsieT co0oi
CTPYKTYpPUPOBaHHOE, TOUHOE M JIAKOHWYHOe W3/I0KeHHe OCHOBHOTO CMbIC/A CTaTbd U ee
COJiep>KaHusl, BK/TFOUasi OCHOBHbBIE (haKTUUeCKHe CBe/IeHHsI U BbIBO/IbI, 6€3 KPUTHUECKUX 3aMeUYaHUH
aBTOpa aHHOTAIMU. TeKCT aHHOTALWMU He J0/KeH CcooObIaTh MH(GOPMALIMIO, He COZIep Kalllyrocs B
CTaTbe.

AHHOTAI[Us1 XapaKTepu3yeTCs UYeTKOCTbI0O W yOequTe/lbHOCThIO (DOPMY/IUPOBOK, B HeM

OTCYTCTBYET BTOPOCTEIIE€HHAA I/IH(l)OpMaL[I/IH. HPI/I H3JI0KEHUU COAEep>KaHUA CTATbU HEO6X0,E[I/IMO
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repedpasyvpoBaTh UCXOJHbIE JaHHBIE.

CxeMa OpraHH3ANAH 3AHATHS ¢ HCMOJL30BAHHEM MET0Ja KelcoB
«Case Studv»

J1an 1. OpraHv3anHOHHAY CTAAAA PadOTEI HAT KeHCOM
| 3331(0).[!:'[30 C CD,:IEPI&.‘EHEZ\[ ,EI;E.‘IOEC'E CHI'_\_."E.IIHH

¥
| [IpeaEapETenEHCce 0OCYEASHAE JEMOEOH CHTY AIHE |
re Ta
BHICTyIIeHHA YIACTHHEOE CHTY AITHH [Noaeegenne HIOTOE

IPENoIaEaTETEM

¥
| D OpPMEPOEIHEE MATEK DOATPYIN B3 3-3 GeloBer |

¥

| Butop aujepa B noArpynnax |
¥

| Brfop nHHHm DoESIeHET KaEI0H Doqrpynmnoi |

¥
| Eonnenrapsm npenogasatens of odbese npegeToameft paboTrl

Jtan 2, Pado4as cTagnda padoTsl HaJ KeHCOM

| ,:[ET‘&TEBHDE H3YVHEeHHE ,JEJ'[DBDZE CHTYAUHH YIaCTHHEAMH ,:[EJIDBDf[ CHTY AIIHH
¥

Anamrs qenoBol CHTYAIHE B EaEol DIoOrpymme
PaspaboTra MIaHa mpeseHTAIHE AHATHSA

el T

| JneryccHa B MATEX TPYINAX | | [TpraAaTHE pemenHi

CpasHeHHe pesyIbTATOE PAabOTH ¢ JPYTHMH Koopaaeanua qeATeThHOCTH OPe0IaBaTeTen
OOATPyINaME

| BRHICTyIImeHHA THASPOE TOJTPYIIT |

J1an 3. 3aBepmAawNIas cTAIHd padoTheI HA KeHcoM

| [TpEATHE OKOHYATEIBHOTD, HaROoIee 3 ek THEROTO peIMeHHA |
¥

| [logeegesmne HTOTOE palOoTH Haj JEM0OECH CHTYAIFEH |

T~

- o -
| E\.DI‘.\I}IE}ITEPIIH YHACTHHEOE CHTYAITHH | E\.DI‘.\I}IE}ITEIJIIH NpEeNm0gaEATENd
¥

| Onerra npenogagarened paboTh Ka#JoH OOOT Py IIIEL |

Metouueckure peKOMeH/jaliiM 110 MOATOTOBKe Mpe3eHTalu (BbICTYIUIEHUS C
ripe3eHTaLein)

[ToaroToBKa BBICTYIUIEHUsI C Tpe3eHTalel SIB/sSeTCS OJHOBPEMEHHO aHa/JWTHUeCKUM U
TBOPUECKUM TIPOLIeCCOM, KOTOPhIN TpebyeT ymeHusi paborath ¢ 60bIIMM 06beMOM Pa3HOPOAHOM
vHpopmaimu. [lpoliecc MOATOTOBKM YCIIEIIHOW TIpe3eHTalldd COCTOMT U3 CJIeAYIOMUX 7
K/IFOUeBbIX I11ar0B:

1) OnipezesieHue 1ie/1el BBICTYTL/IEHUS

2) Iovck nHopMaLys 0 NOTeHLMaaAbHOM ayAUTOPUN

3) BoizienieHrie OCHOBHBIX W/ieid TIpe3eHTaln

BoiienuB OCHOBHbIE WeH, Bbl momoykeTe ciyliaresissM jierde cjaefuTh 3a xofoM Bareit
nipe3eHTarui. UToObl BBIAEIUTH OCHOBHBIE WjeH Baiueii rpe3eHTaluu, rnogymaire, Kak Obl Bbr
OTBETU/IM Ha C/IeJyIOLI1e /iBa BOIpoca:

- KakKHe uaeu 6y,ZLYT COOTBETCTBOBATH Lie/IAM Moei Hpe36HTaLII/II/I?
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- KaKye uJied MOU C/1yllaTe/u 10/KHBI 3alIOMHUTB JTy4llle BCero?

OcCHOBHBIe U/ler TO/DKHBI CTYKUTb KOHKPETHBIM LieJIsiM, COZIep>KaTh yMO3aK/toueHusi, ObITh
WHTepeCHbIMU, ¥ UX He JJO/DKHO ObITb MHOTO (0OBIYHO He Oosiee YeThIPEX-TIATH).

4) IToabop AoroTHUTE/TEHOU WHhOpMAaLU

Takoli JOTMOMHUTENEHONH WHQOpMarieli MOryT ObITb TPUMEDBI, CPABHEHWS, I[UTaThl,
rcTopuueckue (akThl, CTaTUCTUKA, rpadyKu, ayZiM0 U BU/jeOMaTepHaslbl, SKCIIepPTHbIe OLeHKH.

5) [InanupoBaHue BCTYILIEHUS

Heobxopumo 3apaHee o6aymarb, Kakuve (pasbl Bbl Oyzere wucrosnb3oBaTh, uToObL: 1)
NpeJICTaBUTLCSA (MMs1, JO/DKHOCTb, OpraHu3aliys); 2) NpeACTaBUTh TeMY U Liefib Tipe3eHTaluu; 3)
CKa3aTb, CKOJMBKO OyJeT A/MMTbCSA Tipe3eHTauys; 4) yBeIOMHTH O TOM, KOTZla MOXKHO 3aZiaBaTh
BOIPOCHI (BO BpeMsi Npe3eHTaliy WK Mocje);

6) OdopmsieHne 1epexoioB MeXKy YaCTSIMU BBICTYTI/IEHUSI

st Toro yTOOBI JIOTHKA TOAAYM MaTepHasia He Hapylllajaach, a CAyIIaTe/siM ObUIO JIeTKO 3a
Hell cieuTh, Bam HeobGXouMO TIpogyMaTh Tepexofibl: 1) OT BCTYIIeHWs K OCHOBHOM uacCTH
Tipe3eHTalyy; 2) OT OZIHOM OCHOBHOM UZEU K Ipyrol; 3) OT OAHOrO c/1aijja K Jpyromy.

[Tepexom — 3TO CBA3b MeXKJy OKOHYaHMEM OJHOW Ba)KHOW HJeW W HauvajqoMm Jpyrou. C
TIOMOILIbI0 TepexofloB CO3/aéTCsl eCTeCTBeHHbIM XOf, Mpe3eHTaljuH, UYTO I03BOJISIeT ayJUTOPUU
JIETKO CeuTh 3a Barmmm pacckaszom. [Ijis 0603HaueHUs repexo/ja MOXKHO: HAaWTH MPUBJIEKAoLI[ee
BHHMMaHWe BbICKa3biBaHUe, TPUBECTH aKTyaJbHYI CTaTUCTHKY, MWCII0/Ib30BaTh LIYTKY WU
LIOKUpYHOLLjee 3asiB/IeHNe, Bbllep)KaTh May3y WM U3MEHUTh TOH ToJ1oca.

7) OdopmiieHre CTPYKTYPhI BBICTYTL/IEHUS

CTpykTypa  Tipe3eHTalMd  OTpa)kaeT  JIOTMKY  [0oJjaud  MaTepuasa.  XOpOLIO
CTPYKTYpPUpPOBaHHasl Tpe3eHTalysi MOCTPOeHAa B COOTBETCTBUM CO CHELM(PUKON ayJUuTOpUMU C
yuéToM eé HHTepecOB. B Takoil rpeseHTaluu JieTaqu COOOIIeHHsT B3aMMOCBSI3aHbI KaK UacCTH
KOHCTPYKUUHU 37AaHusi. OJHU 37eMeHThl BeAyT K JpyruM. HeKoTopble uacTU TMOJJep>KUBaroT
apyrue. Kakzasi 9acTh XOpOIIO CTPYKTYPHPOBAHHOTO COOOIEHHS CAYKUAT LeJiiM M 3afiauam
Tpe3eHTaLyu.

BricTyruieHue c mipe3eHTalveld TO3BOJSIET CTY[EHTY MPOJeMOHCTPUPOBAaTh COBOKYITHOCTD
YMEeHHI 1 HaBLIKOB, a TAK)Ke ITyOMHY 3HaHHM T10 TEMe.

MeToaryeckrie peKOMeH/aluy 110 TIOATOTOBKe K KOHTPOJIbHOM pabore

KoHTposibHast paboTa mipesicTaBsisieT co00M ONMTUMabHBINA CIIOCOO BBISBIEHHS, aHA/IWU3a U
OLIEHKW 3HaHWUW CTy#eHTOB. [Ipy TIOATOTOBKe K BBITIOJTHEHWIO KOHTPOJBHBIX paboT crieayeT
TIATeJIbHO TMpOopaboTaTh HEOOXOAWMBIM [Isi [JaHHOW KOHTPOJBbHOM paboThl (hOHEeTHYeCKUH,
JeKCUUeCKUd W rpaMMaTUuUeCKuid MaTepuas C TOCAeJYHIOIMIMM €ero  yCBOeHHWeM  TIo
PEKOMEH/IOBAaHHOMY BY30M OCHOBHOMY Y4eOHOMY TMOCOOMIO U /IOTIOJIHUTETbHOM JIUTepaType.
[TosTarHoe BBIMOTHEHYE BCeX 3a/JaHUM, PeyCMOTPEeHHBIX paboyeli porpaMMoi Kypca, TTOMOXKeT
YCIIELTHOMY BBITIOJTHEHHIO KOHTPOJIbHOM pabOThI.

KoHTponbHble paboThl JO/DKHBI BBIMOJHATHCS UYETKUM ToguepkoMm. [Ipu BBIMIOHEHUU
MUCbMEHHBIX 33/laHUM OCTaB/IsTiiTe Ha OslaHKe /711 OTBETOB IIMPOKHE TIOJisl [/Is 3aMedyaHuH,

00bsICHEeHHI 1 METOJUeCKHX yKa3aHHW MperojaBare;is.
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[Ipy monyyeHWy TMpPOBepeHHOM TIperiojilaBaTesieM KOHTPOJBHOW paboOThl BHUMATe/bHO
MIPOUYMTANTe ¥ 03HAKOMBTECHh C 3aMeUYaHHSIMHU M TIPOAHa/IM3UPYITe OTMeUeHHbIe B paboTe OIMIMOKH.
Amnanu3 ommbOoK MO3BOJISIET YCIEITHO MOATrOTOBUTECS K C/IeAYIOIIel KOHTPOIBHOM paboTe, yuecThb
He/IOUeThl U YITyOUTb 3HAaHUS TI0 TOW WJIK UHOU TeMe.

MeTouueckuie peKOMeH/Jal[|uK 110 YCTHOMY pedeprupOBaHUIO TeKCTa

YcTHOe pedeprpoBaHMe TeKCTa TpeAcTaB/iseT 000l 0000IeHHOe C)KaToe W3/I0KeHHe
CyllleCTBeHHON uH(OpMaluM, TmpeAcTaBieHHOW B TekcTe. K cyljecTBeHHON HH(OpPMaLUU
OTHOCSITCS TeMa, OCHOBHasi MbICJ/Ib TEKCTa, OCHOBHOe cofiep>kaHue. PedeprpoBaHue 3ak/itodyaeTcs B
BBIOOPKe M3 BCEro MacCHMBa MH(GOPMAIL[H KTFOUEBbIX MOMEHTOB U MX (PMKCHPOBaHUHU.

Kpatkoe 1 TOuHOe M3/10)kKeHe OCHOBHOTO COJZIep>KaHHsl TeKCTa OCYILeCTB/SIeTCS Ha OCHOBE
CMBIC/IOBOTO U JIOTUUECKOTO aHaJ/ii3a TeKCTa, UTO OT/InYaeT YCTHOe pedepupoBaHUe OT repeckasa
WA BOCTIPOM3BeZieHUs1 (haKTHUeCKUX CBeZleHWH U JleTasield, puBeJjeHHbIX B TeKCTe. BakHelmm
yCJIOBUEM YCIelHOro pedepupoBaHusl SIBJSIETCS CJiefloBaHUE TPaBUIy «IIPOUYUTATh, TOHSTh,
OCMBIC/IUTEY», Omarozlaps KOTOPOMY BO3MO)KHO CO3/laTh CEMAHTHUYEeCKH afleKBaTHBIM TeKCT
pedepara. [ToHUMaHWe W OCMBIC/IEHHE COZEP)KAaHUS TEKCTa BK/IFOUAIOT B Cebsi aHalMu3 C Iie/Tbio
pa3zeneHuss UHPOPMALIMK M0 CTeNeHW 3HAaYMMOCTH /il PACKPBITHSI OCHOBHOW MBICIU TEKCTa, U
CUHTe3, 1|e/lbl0 KOTOPOTO SIB/ISIeTCSI YCTaHOB/IEHWE CBSI3UM MEXXJy 3HAUMMBIMM KOMIIOHEHTaMU
TeKCTa.

[Tporiecc pedeprpoBaHuUsi TEKCTa TIEPBUYHOIO JOKyMeHTa (CTaTbd U T.II.) MOXKHO pa30OUTh
Ha TpH JTarna:

1. UreHre MCXOMHOTO TEKCTa U ero aHayiu3 (0ObIYHO HECKOJBKO Pa3) C 1[eJIbI0 [IeTalIbHOTO
TIOHMMaHUsi OCHOBHOTO COJiep)KaHUsi TeKCTa, OCMBIC/IeHUs ero ¢akTuueckol uHdopmaLuu
(u3yyarolLiee uTeHue).

2. Omepayu ¢ TeKCTOM MEePBOMCTOYHMKA: TEKCT pa3buBaeTCsi Ha OTAe/bHbIe CMBIC/IOBbIE
(hparMeHTBHI C 1]eJIbI0 U3B/I€UEHHS] OCHOBHOM M HEOOX0JUMOM MH(MOPMALIUK KaXK/I0TO U3 HUX.

3. CpepThiBaHHe, COKpailleHHe, 0000IIeHrne, KOMIPECCUSI BBI€JIeHHOM OCHOBHOM
vH(popMalu U ee BepbaibHOe odopmiieHHe.

PedepupoBaHre TekCTa SIBASeTCS  TBOPYECKUM  WHTe/JIEKTya/llbHbIM  TIPOLIECCOM,
HarpaB/ieHHbBIM Ha CMBICJIOBYIO KOMITPECCHIO TEKCTOB M 00O0OII|eHHOe W3J/IOKeHHe COJepyKaHus.
[MTonyueHNIO HEOOXOUMOTO pe3y/sbTaTa CrIoCOOCTBYeT COCTaB/eHWe JIOTMUeCKOro TilaHa TeKcTa C
WCTI0/Tb30BaHKEeM Ha3bIBHBIX TMpe/IIoXKeHHH, KOTopble (hOpMY/UPYIOT, BO-TIEPBbIX, IVIaBHYHO MbIC/Ib

KaXKZ0ro paszejid TeKCTa 1, BO-BTOPLIX, Ba)KHEHIIIe A0Ka3aTe/IbCTBA, ITOAKPEIVIAOIHNE 3Ty MbIC/Ib.
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11.

l'[epequb I/IH(lJOPMal_[I/IOHHbIX TeXHOHOFHﬁ, HC(CI10J/Ib3yE€EMbIX IIPHU OCYLL€ECTB/IEHUHU

o0pa3oBaTe/IbHOr0 mpomecca MO0 AWCIUIVIAHE, BK/IIOYas MepedYeHb He00X0JUMOr0

nporpaMMHoro obecrieueHus1 1 HHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM

KoMIieKT /IMI[€eH3M0HHOT0 MPOrPAaMMHOI0 00eCcreueHH:

1.
2.

Microsoft Office (Windows)
Kaspersky

CoBpemenHble npodeccuoHanbHbIe 0a3bl AAHHBIX M MH(OPMALMOHHbIE CIIPABOYHbIE

CHUCTeMBbI

1.
2.
3.
4.

WHudopmaliioHHO-TIpaBoBasi cuctema «['apaHT»
WHudopmarioHHo-nipaBoBasi cuctema «KoHcynbraHT [1nroc»
OnekTpoHHas sHIMKIoneaus: http://ru.wikipedia.org/wiki/Wiki

Cucrema KomriiekcHOro packpbitust nHGopMaru « CKPMH» - http://www.skrin.ru/

CepTH(l)HuHPOBaHHbIe MNporpaMMHbI€ M alllidPpdTHbIE€ CPEeACTBA 3dIIUTbI I/IH(l)OpMaI_[I/II/I

1.

He TIpelyCMOTPEHBI

12. OnucaHue MaTepHa/IbHO-TEXHHUUYECKOH 0a3bl, HEOOXOAMMON /i1 OCYI€CTB/IEHHS

o0pa3oBaTe/ILHOIO MPOLECca Mo AUCLHUIINHE

1.

YuebHasi ayauTopusi Il TIPOBe/leHUs yueOHBIX 3aHSTHM, TpeAyCMOTPeHHBIX
MPOrpaMMOM, B TOM YHCJ/Ie TPYIIIOBBIX W WHAWBUAYATbHBIX KOHCY/IbTALUN, TEKYIIIETO
KOHTPOJII W  TPOMEXYTOYHON  aTTecTal[d, OCHalleHHas oO0OopyloBaHWEM U
TeXHUYeCKUMH CpeACcTBaMU oOyueHusi: MebOenb ayauTopHasi (CTOMbI, CTY/bs, AOCKa

ayAUTOPHast), Habop IEMOHCTPAIMOHHOTO 000pyI0BaHus (TIPOEKTOP, SKPaH)

. IlomelieHne AJ1s1 CaMOCTOSATETLHOM paboThl 00yUaroLMXCsl OCHAIlleHHOe KOMITbFOTePHOM

TeXHUKOW C BO3MOYKHOCTBIO TIOJIK/TFOUeHus K ceTd "VIHTepHeT" 1 0becriedeHreM A0CTyIia

K 3/IeKTPOHHOM MH(OPMaLMOHHO-00pa30BaTe/IbHOM Cpefie YHUBEPCHUTETA.

. KoMnbloTepHbIil Kjacc s TIpoBefieHUs] Y4yeOHBIX 3aHSATHMA, TIPelyCMOTPEHHBIX

MpPOrpaMMOii, B TOM YHCJIe TPYIIIOBbIX M WHAWBUAYATbHBIX KOHCY/IbTALUM, TEKYIIero
KOHTPOJII W  TIPOMEXYTOUHOW  aTTeCTallid, OCHAIleHHbI 00OpyZOBaHUEM U
TEXHUUECKUMH Cpe/CTBaMu 0O0yueHus:: MeOesb ayauTOpHast (CTOJBI, CTY/bsl, [OCKA
ay[IUTOpHasi), TlepCOHa/IbHbIe KOMITbIOTEPHI, HA0Op [IeMOHCTPALIMOHHOTO 000pPY/0BaHKs

(mpoekTop, 2KpaH)

4. bubnuoreka, YATaIbLHBIN 3a/1

.Hdoctyn kK cetu VIHTepHeT [/ WCIIO/b30BaHUs OHJIAWH-PeCYpPCOB, PpeNO3UTOpHEB,

JOKyMeHTaLlWH.
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