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1. Tlnanupyemblie Ppe3yJbTaThl OCBOEHHsI Y4eOHOro mpeaMera (OCHOBHOe ofIee

o0pa3oBaHue)
Kox xommerennun 3Hanusg VYMmenus
OK 1. [lonumars CynIHOCTh ¥ | MpaBUJIa IOCTPOEHUS MIPOCTHIX | YMETh BECTH
COLIMANIbHYIO 3HAYUMOCTh U CIIOKHBIX  MPEUIOKEHUH HA | KOPPECTIOHACHIIUIO Ha
Oymymieit mpodeccun, po(hecCHOHATLHBIC TEMBI WHOCTPAHHOM SI3BIKE.
IIPOSBIIATH K HEM YCTOWYMBBINA | OCHOBHBIE MOHUMATh OOILIUI CMBICI
UHTEpEC. o011eynoTpeOuTeNbHbIC YETKO MPOU3HECEHHBIX
riaroJjsl (ObITOBast BBICKA3bIBAaHUH Ha
U popeccuoHaNbHas JIGKCUKA); | U3BECTHBIC TEMBI
JIEKCUYECKUIT MUHUMYM, (mpodeccroHanbHbIE
OTHOCSIIMICS K OIUCAHUIO 1 OBITOBBIC);
MIPEIMETOB, CPE/ICTB MOHUMATh TEKCTbIHA
Y TIPOIIECCOB 0a3oBbIe
npodeccuoHanbHOM npodeccuoHaNbHbIE TEMBI;
JIeSITEIIbHOCTH; CTPOUTDH MPOCTHIC
0COOCHHOCTHU MPOU3HOIICHUS, BBICKA3bIBaHUs O cebe U 0O
IIpaBUJIa YTEHUS TEKCTOB cBOEM npodeccruoHanbHON
npodeccuoHanbHOM JESTEIIbHOCTH; KPaTKO
HaIpPaBJIEHHOCTH. 000CHOBBIBATh U OOBSICHUTH
CBOM JIeHCTBUS (TEKyIIue
U IUTaHUPYEMBIE);
MUCaTh MPOCTHIE CBSI3HBIC
COOO0ILIEHUSI HAa 3HAKOMBIE
WM UHTEPECYIOIIHe
PO eCCHOHATBHBIC TEMBI.
OK2 OpranusoBbIBaTh OcoOeHHOCTH OCHOBHBIX Ocy1iecTBISITh
COOCTBEHHYIO JIeSITEIbHOCTD, paszienoB HaykKu 00 pelaKTUpOBaHUE
MCXOJIs U3 IIETIH U CIIOCOOOB €€ | MHOCTPAHHOM SI3BIKE; CITy>K€OHBIX MaTepHAJIOB,
JOCTH>KEHUS, OTPEIETICHHBIX JIOKyMEHTOB Ha
PYKOBOJIUTEIIEM. WHOCTPAaHHOM SI3bIKE;
OK4 y4acTBOBaTh B IHAJIOrax Ha Brnaners HaBbIKaMu
A dexTuBHO 3HaKOMBbIE 001IHe U IIOCTPOEHHUS JUAJIOTOB
B3alMOJICIICTBOBATD U npodeccuoHanbHbIE TEMBI; npodeccuoHanbHOM
paboTaTh B KOJIJIIEKTUBE U HaIlpaBJIEHHOCTH Ha
KOMaHJI€; WHOCTPAHHOM SI3BIKE
OK 9 INonb3oBatbes Brnanets ungopmarueii o Tom, YMeTb 3a0JIHATh
npodeccuoHanbHOM KaK 3aroHATh JOKYMEHTHI, JIOKYMEHTBI
JIOKyMEHTaluen Ha CIIPaBKH, (POPMBI npodeccnoHaNbHOMI
roCcy/1apCTBEHHOM U IIPUMEHUTEIBHO K Npodeccuu HaIpaBJIEHHOCTH Ha
MHOCTPAHHOM SI3bIKaX. Ha UHOCTPAHHOM $I3BbIKE MHOCTPAHHOM SI3bIKE
IIK 1.1. ITpuaumats u OCHOBHBIE TIOJIOKEHUS IIpuHuMarts,
pErucTpupoBaTh Enunoi rocymapcTBeHHON gzﬁif%ioﬁzﬁ&nmme
MOCTYTAIOUTYIO CUCTEMBI JeJIONPOU3BOCTBA JIOKyMEHTHI Ha
KOPPECIIOHCHIIIO, Ha UHOCTPAHHOM SI3BIKE; MHOCTPAHHOM $I3BIKE;
HAlpasJIATE €€ B CTPYKTYPHBIC | gopMaTHBHBIC MPABOBbIE AKThI UCII0JIL30BAaTh CPE/ICTBA
Mo/ipa3/iesieHrsl OpraHU3aluu. Poceniickoit Dezepatun B WH(POPMAITMOHHBIX U
cdepe nHPOPMAITMOHHBIX U KOMMYHHKALIHOHHBIX
KOMMYHHUKAITMOHHBIX TCXHOOTHH T




3

TEXHOJIOTUH; CTPYKTypa
opraHusaiuu, e€ 3agadu u
byHKIUY;
npaBuIIa
MIPOBEICHUS
JIETOBBIX
MIEPETrOBOPOB;
ATHKA JIEJI0BOTO
00IIICHUS;
IIpaBHJia PEYEBOTO ITUKETA;
MIpaBHJIa MMOAICPIKAHUS U
Pa3BUTHUS MEKITMIHOCTHBIX
OTHOIIICHUH;

TpeOOBaHUS OXPaHbI TPYA.

MOJTyYEHUS U TIepeiadn
nH(popMaInu;

BECTH U HCIOJIb30BaTh B
paboTte 6a3y KOHTaKTOB
OpTraHM3aIH; BECTH
YUYETHBIE
perucTpanoHHbIC

(b OopMBI, UCTIOJIB30BAThH UX
JUTst ”HPOPMAIIMOHHOM
paboThI U pabOTHI IO
KOHTPOJIIO UCTIOTHEHUS
[IOPYYEHU;
YCTaHABIIUBATh U
MOJIJICP>KUBATH
KOMMYHHKAIIH B
IIPOLIECCE JIETIOBOTO
OOIIEHHS ¢ TOMOIIIBIO
cpencTB HH(POPMAITMOHHBIX
¥ KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIi;

CIJIaXXUBaTh KOH(IMKTHBIC
1 CJIOXKHBIC CHUTYAIHH
MEXKIIMYHOCTHOTO
B3aHMMOJCHCTBUS;

coOroaaTh CIy>KeOHbIN
JTHKET; 00ecIeYnBaTh
HH(OPMAIHOHHYIO

[IK 1.5. OcymiecTBisTh
KOHTPOJIb 32 MTPOXOXKICHUEM
JIOKYMEHTOB.

[Topsii0K TOKyMEHTUPOBAHMUSI
UHGOPMAIIMOHHO-CIIPABOYHBIX
MaTepuajioB Ha HHOCTPAHHOM
A3BIKE;

IIpoBepsTh IPaBUIBHOCTH
ohopmIIeHHs TOKYMEHTOB
Ha UHOCTPAHHOM SI3BIKE;

[1K 1.6. OtnpaBnsthb

HCIIOJITHCHHYIO TOKYMCHTAIIUTO

azpecaTam C IPUMEHEHUEM
COBPEMEHHBIX BUJIOB
OpraHu3allMOHHON TEXHUKH.

Paboty ¢ coBpeMeHHBIMU
BUJAMU KOMITbIOTEPHOH
TCXHHUKU.

IIpaBuiia nenoBoro dTukera
U JISIOBOT0 OOIIEHMS,
MpaBMIIbHOE O(hOpMIIEHUE
JOKYMEHTALUH.

2.CTpyKTYpa M coAepkaHue y4eOHOro npeamera

2.1. O0beM y4eOHOro npeaMera ¥ BUAbI y4eOHOH padoThI

Bun yuebHol AesTensHOCTH Bcero (ak.u.) Kon-Bo yacos B

cemecTpe (aK.4.)
1 cemectp

Y4yeOHas Harpy3ka o0y4aromerocs 36 36

N3 Hux:

YueOHble 3aHATHS (BCEr0): 30 30

Ypok - -

Jleknsa - -

[Tpaktuyeckoe 3ansrue (Cemunap) 30 30




Jlaboparoproe / [IpakTudaeckoe 3aHsITHE
0 MOATPYIIIaM

KoHncynpranuu 4 4
CamocrositenbHas padoTa 2 2
Bua npomexxyTouHOM arTecTtaiuu

Huddepenunpona

HHEBIN 3a4eT

Bun yueOHO# nesiTeJIbHOCTH

(ak.4.)
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Cemectp 1

OO0mue cBeeHns 0 npoc[)eccvm ACJTONPOU3IBOIUTET b

Tema 1. Ilpodeccun u kapbepHbIid POCT.

Conep:xanue

1

JlomkHOCTHBIE 00s3aHHOCTH cekperapsi. JI0KHOCTHBIE
00s13aHHOCTH ceKpeTapsi pykoBomutens. OpraHuszanus
pabouero Mmecra cekpetaps. OducHoe 000pyaOBaHUE.
OducHble MpUHAICKHOCTH

[Topsiiok croB B aHIIMHCKOM IMPEIOKEHUH; IJIaroi «to
be»; TMYHBIE MECTOMMEHHS; HACTOSIIEE HEOIPEIeIIEHHOe
BpeMsl U Hacrtosiuee npoaonkeHHoe Bpems (The Present
Indefinite Tense, the Present Continuous Tense); Hapeuust
4aCTOTHOCTH

[IpaBuna MOCTPOEHUS MPOCTHIX U CJIOKHBIX
MpeUIoKEHN Ha MpOoQecCHOHANbHBIE TEMbl OCHOBHBIC
001eynoTpeOuTeIbHbIC TJ1aroJibl (6brTOBAsS
U ipodecCUOHaTbHAas JIEKCHUKA);

JEKCUYECKUH MUHHUMYM, OTHOCAIIMICA K OMUCAHHIO
MPEeIMETOB, CPEACTB U MPOIECCOB MpodecCHOHANBHON
NesATEeTLHOCTH;

OCOOCHHOCTH TPOU3HOIICHHUS, MpaBWJIa YTCHHS TEKCTOB
poQ)eCCHOHAILHON HAITPaBICHHOCTH




IIpakTH4eckne 3aHATHA

[Ipodeccun u kapbepHbIi pocT. JlOTKHOCTHBIE
00513aHHOCTH ceKpeTapsi-aAMUHUCTpaTopa. JloKHOCTHBIE
00513aHHOCTH CEeKpeTapsi-AeIONPOU3BOIUTESL.
YcrpoiictBo Ha padoTy. [ToaroToBka v MPOX0XKICHHE
cobecenoBanus. Hanucanue pestome u
COIPOBOIUTENBHOTO MMUCHMA.

Tema 2. TlonsiTue «1ejI0Basi MepenucKay.

Conep:kanue

1

Jlexcuka: Ctunu u Buiabl nuceM. Dpaszpl-KiHIe s
JIEJTOBBIX ITHCEM.

2 | I'pammaruka:
— MPeAJIOTH BPEMEHU;
—  IIpOCTOE  HAcTofAllee  BpeMss M IPOCTOE
MPOJOHKUTENbHOE BpeMs (MX oOpazoBaHue M (YHKIUH B
JEHCTBUTENILHOM 3aJI0T€) — IJ1aroj ¢ MHPHUHUTHBOM;
— coclarateJIbHOE HAaKJIOHEHHE
— love/like/enjoy + Infinitive/-ing, THUOBI BOMPOCOB,
c1ocoObl BhIpaKeHHsI OyAyIIero BpeMeH!

3 | IlpakTHYecKue 3aHATHUSI
3ampoc, OTBET Ha 3ampoc, NPEUIOKEHHE, MUChMO-
pexiiamanus. [lucema aJist Opranu3aiuy JeJI0BOM MOE3IKH.
DNEeKTPOHHBIE MUCHMA.

[IpaBuna MocTpoeHUs MPOCTHIX U CIOKHBIX MPEAJIOKECHUN
Ha npodeccuoHanbHbIe TEMBI OCHOBHBIE
001eynoTpeOuTeIbHbIC TJ1aroJibl (6brTOBAsS
1 ipoecCHOHANIbHAS JIEKCHKA);

JIEKCUYECKUH MHUHHUMYM, OTHOCSIUUNCS K OIMCAHUIO
MPEeIMETOB, CPEACTB U MPOIECCOB MpodeccHOHANbHON
JeATeTLHOCTH; OCOOEHHOCTH TIPOW3HOIIEHHUS, MpaBuia
YTEHUS TEKCTOB MpoheCCHOHATbHON HAIPABIEHHOCTH
Tema 3 [lesioBasi BcTpeua.

Conepxanue

1 Henoseie neperoopsl. [Ipuem nocerurenei.

MopanbHble T1aroyibl; NPUYACTUE HACTOSIIETO BPEMEHH;
COIO3BI.

2 | IlpaBuia mMOCTPOCHHS IPOCTHIX U CIIOKHBIX MPEITIOKEHUI
Ha npodeccuoHanbHbIE TEMBI OCHOBHBIE
o01eynoTpeOuTeIbHbIC TJ1aroJibl (6brTOBAsS
U ipodecCUOHaIbHAas JIEKCHUKA);

JIEKCUYECKUH MUHHUMYM, OTHOCSIIUICS K OIMCAHUIO
MPEeIMETOB, CPEACTB U MPOIECCOB MpodeccHOHANBHON
NesATEeTLHOCTH;

OCOOCHHOCTH TPOW3HOIICHHUS, MpaBUJIa YTEHHUS TEKCTOB
po)eCCHOHAIBHON HAINIPaBJICHHOCTH.

3 | [IpakTHYecKkue 3aHATUS

IIpaBuna npuema nocerurenei. Ilpuem nocerurenei.
CocraBneHue 1Maioros.




CamocrositenbHas padoTa 2
CocraBieHHE ¥ IPOUTPHIBAHHE JIETOBON UIPHI.

Tema 4 Tenedonnbie neperoBopsl.

Conepxanue

1 Opaszpl-knumie.  IIpyem  3BOHKOB B OTCYTCTBHH 2
pykoBoauteinsa. HaznaueHne u nepeHoc BCTped.

Bynymee Bpewms, the Present Indefinite Tense s
o0o3HaueHust OyAyllero JeicTBUA B  paclUCaHMSIX;
CIEIMAJIbHBIE BOIIPOCHI; OTPHULIATEIbHBIE IPEIJIOKECHUS;
IIPEJUIOTH BPEMEHH, MECTa, HAIIPABJICHUS; IIOBEJIUTEIILHOE
HAKJIOHEHUE.

2 | [IpaBuna MOCTPOCHUS MPOCTHIX M CIOKHBIX MPEATOKCHUN 2
Ha npodeccuoHaIbHBIE TEMBI OCHOBHEBIE
o01IeynoTpeOUTENbHbIE TJIaroJibl (6p1TOBAs u
npodeccuoHaIbHAs JIEKCHKA);

JICKCHYECKUH MHHUMYM, OTHOCSIIHUICS K OIMUCAHUIO
NPEMETOB, CPEACTB M MPOIECCOB MPOpEeCCHOHATBLHON
NeSITeIIbHOCTH,

OCOOCHHOCTH TIPOW3HOIICHUS, MPaBWIA YTCHHUS TEKCTOB
poheCCHOHATLHON HAIIPABICHHOCTH. 2

IIpakTHyeckue 3aHATHS
bponupoBanue mect Ha TpaHcnopt. [lepeHoc Bcrped mmo
tesneony. OTBETH Ha 3BOHKH 110 TeNIEPOHY.

Koncyabrauus 4

HUrorosas arrecranus (1uddepeHInpoBaAHHBIN 3a4€T)

Hroro: 36

3. KoHTpo/1b U OLleHKA pe3yJIbTATOB OCBOEHHUSI Y4eOHOI0 MpeaMeTa

Texymuii KOHTPOJb YCIEBAEMOCTH U TMPOMEKYTOUHAsl aTTecTalus O0O0yJarouuxcs
OCYIIECTBIISIOTCS C IPUMEHEHUEM OIICHOYHBIX MAaTepUasIoB MO JuciuIInHe (mpuitoskerne Ne 1 - Ne
2 k paboueil mporpaMme JUCIUTIINHBI), BKIIOYAIONMIUX OTKPBITYIO (JIOCTYIHYIO K OMYyOJIMKOBAHHUIO)
Y 3aKPBITYIO (HE pa3MeriaeMyro B CBOOOTHOM JOCTYTIE) YaCTH.

Kontponb u  omeHka  pe3yJabTaTOB  OCBOCHHUS  JUCUUIUIMHBI  OCYIIECTBIISIETCS
MIPETNo/IaBaTesieM B MPOIECCE MPOBEICHUS MPAKTUYECKUX, CEMHUHAPCKUX 3aHATUM, TECTUPOBAHUSI.

JlomomHUTENHHO oOyyJaromuecs MIPOXOAT TECTUPOBAHUE Ha ratdopme
https://onlinetestpad.com/

4. YciaoBuS peajin3allui Y4eOHOIo npeamera
4.1. YueOHOo-MeTOIMYecKOe U HHPOPMALIMOHHOE o0ecleyeHne peaau3alu y4eOHoro
npeaMera

Hns peanuzanus y4eOHOro mpeamera MpeayCMOTpPeH Y4eOHBbIH KaOMHET, OCHAIEHHBIN
TUIIOBBIM 000PYAOBaHHEM U BO3MOXKHOCTBIO CBOOOIHOTO ocTymna B IHTepHET BO BpeMsl y4eOHOTro
3aHATHUS U B IEPUOJT BHEYUEOHOM! JEATEIbHOCTH 00YYarOIUXCsl.

TexHuueckue cpeAcTBa OOyYEHHUS: KOMIBIOTEp C JIMIIEH3MOHHBIM MPOTrPaMMHBIM
o0ecrieyeHreM 1 MyJIbTUMETUIHBIN IPOEKTOP, BHIXO/ B JIOKAIBHYIO CETh.

Harnsaneie mocoOusi, pa3aaTouHblii MaTepHai sl MIPaKTHYECKUX padoT.


https://onlinetestpad.com/

VYuyeOHO-MeTOIMYecKoe —obOecrieueHue: pabodas mporpaMMa y4deOHOTO — mpenMeTa
«HocTpaHHbIN S3bIK (QHTJIMUCKUN)», KaleHIapHO-TEMAaTUYECKOe IUIAHUPOBAHHME, KOHTPOJBHO-
OLIGHOYHBIE CPE/ICTBA.

4.1.1. OcHOBHAaf JIUTEpaTypAa:

1. ManbkoBckasi, 3. B. AHMIMHACKUH S3BIK B CUTYAIMSIX TIOBCEAHEBHOTO JIEIOBOTO OOIEHHUS :
yuebHoe nocooue / 3.B. ManbkoBckas. — Mocksa : UHOPA-M, 2024. — 223 ¢. — (Cpennee
npodeccuonansHoe oopazoBanue). - ISBN 978-5-16-014149-7. - Tekct : anexTponHsIii. - URL:
https://znanium.ru/catalog/product/2131530

2. ManbkoBckas, 3. B. AHTTIUHCKHN S3BIK TSI COBPEMEHHBIX MEHEKEPOB : yueOHOe mocodue /
3.B. ManbkoBckas. — 2-e u3/l., ucnp. u gon. — Mocksa : DOPYM : UHOPA-M, 2023. — 152 c.
— (Bricmiee obpazoBanue). - ISBN 978-5-91134-975-2. - Tekcr : anekrponnsbiit. - URL:
https://znanium.ru/catalog/product/1913639

4.1.2. lonoJIHUTE/IbHASA JIUTEpPAaTypa:

1. Maneukas, O. I1. Aurmumiickuii s3b1k / O. [1. Maneuxkas, 1. M. CeneBuna. — 3-¢ u3j., cTep. —
Cankr-IlerepOypr: Jlaus, 2023. — 136 ¢. — ISBN 978-5-507-45432-7. — TekcT: 3neKTpOHHbI# //
Jlanb: anekTpoHHO-O0nOmmoreunas cucrema. — URL.: https://e.lanbook.com/book/269894 .

4.1.3. CoBpemeHnHnble npodeccHoHaIbHbIE 0a3bl JAHHBIX U HH(OPMAIHOHHbIE CIPABOYHBIE
CHCTEMbI:

1. 3nanuywm - https://new.znanium.com/
Jlanb - https://e.lanbook.com/
IPR Books - http://www.iprbookshop.ru/
Elibrary - https://www.elibrary.ru/
Harnronanbhas snextponnas oudimoreka (HOB) - https://rusneb.ru/
MexBy30BCKas dyieKkTpoHHast oubnmoreka (MOB) - https://icdlib.nspu.ru/
&quot;UBUC&quot; (BJ] nepuoaudeckux u3nanuii) - https://dlib.eastview.com/browse
OnexTpoHHas 6ubnnoreka Tromry - https://library.utmn.ru/

Nk WN

4.2. JInueH3MOHHOE U CBOOOHO pacnpocTpaHsieMoe NPorpaMMHoe odecriedyeHue, B TOM YHcCJIe
0Te4eCTBEHHOI'0 MPOM3BO/JCTBA

LibreOffice, mnardopmsr: Suaekc. Meccenmxep, SAunekc.Terxemoct.

4.3. MaTepua/IbHO-TeXHHYeCKoOe ofeclieyeHNe peaTn3aliuu y4e0Horo npeamera:
MynbTuMeauitHas yyeOHast ayAuToOpus AJi MPOBEACHUS 3aHATUN CEMHHAPCKOTO THUIIa OCHAIeHA
CIIEYIOIIMMH TEXHUYECKUMHU CpeACcTBaMM OOydeHHs U 000pyJdoBaHHMEM: yueOHas MeOelb, J10CKa
ayJIuTOpHasi, MYyJbTUMEAUMHOE MPOEKIMOHHOE M aKyCTHYEeCKOe 000pYJOBaHME, MEPCOHAIbHBIN
KOMIIBIOTED.

VYuyeOHast ayauTopus AN TPOBEICHUS 3aHATHH CEMHUHApCKOro THUIIA OCHAIEHA CIEAYIOLUIMMU
TEXHUYECKUMU CpeICTBaMH 00ydeHus 1 000pyioBaHUEM: yueOHas MeOellb, I0cKa ay TMTOpHAs.
AynuTtopus Al CaMOCTOATENbHOM padOThl OCHAIEHA CIEAYIOMIMMU TeXHUYECKHMMHU CpeICTBAaMU
oOyueHuss W oOopyaoBaHHeM: yuyeOHas MeOenb, JIOCKa ayJIUTOpHAas, MYyJbTUMEAUNHHOE
MPOEKIIMOHHOE M aKyCTHYEeCKOe 000pyI0BaHUE, NEPCOHATBHBIE KOMIIBIOTEPHI.


https://znanium.ru/catalog/product/2131530
https://znanium.ru/catalog/product/1913639
https://e.lanbook.com/book/269894
https://new.znanium.com/
https://e.lanbook.com/
http://www.iprbookshop.ru/
https://www.elibrary.ru/
https://rusneb.ru/
https://icdlib.nspu.ru/
https://dlib.eastview.com/browse
https://library.utmn.ru/

[punoxenne Ne 1 k paboueit
IIporpaMMe yuyeOHoro mpeamMera

OINEHOYHBIE MATEPHUAJIBI 110 YYEBHOMY IIPEJMETY
HNHocTpaHHbIii A3BIK B IPO¢eCCHOHAIBHON AeATe1bHOCTH
OTtkpbITast yacThb

1. Cucrema oneHUBaHUS

KoHTposib ¥ OlleHKa pe3yJIbTaTOB OCBOEHHUS MOIYJIS OCYIIECTBISACTCS TMpErojaBaTeiIeM B
MIpoIIeCcCe MPOBEACHUS MPAKTHYCCKUX, CEMUHAPCKUX 3aHATHUN, TECTUPOBAHMS, a TAKXKE BBITIOJHECHHUS
00y4JaroUMMHUCS HHIUBUIYATbHBIX 3a/IaHHI, COCTABJICHUE POJIEBBIX UTD.

TecT — cpencTBO KOHTPOJISI CTENIEHU OCBOCHUS 00YUAIOIMMMHUCS TEOPETHISCKOTO MaTepraa
U QaxTorpapuueckoro Marepuana. TecTOBbIe 3aJaHHs MPEIOIaraioT BHIOOp BEPHOTO BapHaHTa
OTBETA M3 MEPEUHs MpearaéMbix, TpEOOBaHUE JTOMOJHUTD YTBEP)KICHHUE MPOITYIIICHHBIM CJIOBOM,
YCTaHOBUTh COOTBETCTBHUE MEXKIY SBICHHUSAMH JIATEPATypHOrO Tmiepuona. l[Ipu oleHUBaHHUH
pe3yJIbTaTOB TECTUPOBAHUS YUUTHIBACTCS] KOJMYECTBO U MPOIEHT JAaHHBIX 00Y4YaIOUIMMCS BEPHBIX
OTBETOB.

YCTHBIA ONPOC, COCTABJEHHE [HAJOTOB, HANKUCAHWE COYMHEHUH, HANMCAHHE
pe3loMe — 3TO METOJ KOHTPOJIs, MO3BOJIAIOIIMK HE TOJBKO OINpAaIIMBaTh W KOHTPOJIUPOBATH
3HAHMUS YYallUXCs, HO W Cpa3y e IONPaBJIATh, MOBTOPATh M 3aKPCIUIATh 3HAHUSA, YMEHUS H
HAaBBIKHU.

2. IlacnopT OLEHOYHBIX MATEPHAJIOB

Tembl yuebHOTO OneHouyHbIe MaTepUaIbl Konn Kpurepun
npeameTa (6101 U KOIUYLECMBO) (dhopMynupoBKa | OLIEHHWBaHUS
KOHTPOJIHPYEMO
U KOMIIETEHIIUHA
Texylnui KOHTPOIIb YCIIEBAEMOCTH
Tema 1. Ilpodeccun u | 1) CoctaBUTh AUANOT 81-100% 5
KapbepPHBIH POCT. npo¢ecCHOHAILHON HaNpaBI€HHOCTH 61-80% 4
Ha BBIOO. OK1, OK2, 41-60% 3
a) CobecenoBanme OK9, IIK1.5 0-40% 2
b) 3aka3 je10Boi#t MOE3AKH 110 2 BOTpoOCa
Tenedony 2 otBeTa — 3
3 Bompoca u
3 oTBeTa -4
4 Bompoca u
4 oTBeta - 5
Tema 2. Ilousitue 1) Hammcats muceMo 3arpoc. OK 09 2) Tlonuoe
«1e0Bas 2)Hamucate pe3tome 1S mpreMa Ha pesioMme ¢
nepenucKa. paboTy B KauecTBe ceKpeTapsi- omuoOKaMu -
JIeTIOTIPOU3BOANUTEIS. 4
Henonnoe
pesioMme ¢
omuOKamu -
3
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Tema 3 JlesioBasi CocTaBuTh 1UAJIOT HA BEIOOD 1O OK1, OK4, 1) 81-100%
BCTpeya. obpasuam 1 u 2 IK1.1 55
Huaror 1 BOIIPOCOB U
Pa3roBop Mex1y MEHEKEPOM U OTBETOB 0€3
paboTHUKOM OIIHOOK)
Huamor 2 61-80% 4
Bcerpeua menemxepa 1o nmpojgaxam u (4 Bompoca u
MOCTABIIUKOM oTBeTa 6e3
OIIHOOK)
41-60% 3(3
PEII0KEHU
ac
OLITHOKaMM)
0-40%
Tema 4 [TepeBectu TenedOHHBIN TUATIOT. OK1, OK4,
TenedoHnbie OTBeTUTH HA BOIIPOCHI. [IK1.1
MeperoBophblI.
TECTUPOBAHUE OK1, OK2, 81-100% 5
Huddepennmporannsl | https://onlinetestpad.com/ga2xn2sei3sf | I1K1.5, T1IK1.6 61-80% 4
i 3a4eT a 41-60% 3
0-40% 2

3. TunoBble OLlEHOYHbIE MATEPUATBI

Tema 1. IIpodeccuu n KapbepHbIH POCT.
IIpumepHBIii 1ranor oTBeTa

1)a PM: Come in. Ah, good morning Miss Bennett. Thank you for coming.

HB: Good morning. PM: Please sit down.

HB: Thank you. PM: Can I introduce you to Alice Everett, our Marketing Manager. HB: How do
you do? MM: How do you do?

PM: And | am Sheila Poison, the Personnel Manager. So, Miss Bennett, did you find us easily
this morning?

HB: Yes, it’s an easy route from where I live in Southtown.

b) - PM: What secretarial qualifications did you get while you were at college?

HB: Well, I’ve got two secretarial qualifications. I’ve got RSA Stage 111 Typing. PM: So your
typing should be pretty good?

HB: Well, in Fact I didn’t do much typing at Format. I’ve got an RSA in shorthand. PM: And
which qualification exactly?

HB: The RSA 100... so 100 words per minute.

PM: Fine. And one final questions. If we decided to offer you the job, when could you start?
HB: Oh, 1 could start immediately or as soon as you wanted me to.

PM: Fine. I think that’s everything. Have you got any questions?

HB: Well, I think it’s enough.

2)

a) The resume must be written perfectly. This is the only information about you.

b) What are her personal interests?
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c) Don’t go to an interview without a record of former employment.
d) Dad written resume is a chance to loose job.
E) Referring to our telecon of today’s date... or of yesterday’s date..

Tema 2. Ilousitue «aejoBafl mepenucKa.

1)IIpumepHBIi B TECEMa

PRENHCE-HALL, INC. ENGLEWOOD CLIFFS,

NJ. 07632 Your reference 12

Our reference MS/AP/101 17 August 2001

Ms Sheila Jones The Modem School for Secretaries

12 Harrington Place Greenpoint N. Y. 10020 USA

Dear Ms Jones: RE:

The Style of Setting up a letter. You asked me if there is any one style of setting up a letter that is used
more than the others. Probably more business concerns use the block style of letter than any other style,
because its marginal uniformity saves time for the typist The inside address in such letters is blocked and
the paragraph beginnings are aligned with the left margin. Open punctuation is used in the address. The
date and reference lines are flush with the right margin. The date line is two spaces below the letterhead,
and the reference line is two spaces below the date line. The complimentary close begins slightly to the
right of the center of the page. Both lines of the signature are aligned with the complimentary close. As
the

dictator's name is typed in the signature, it is not considered necessary to include his or her initials in the
identification line. Sincerely Yours

2)[IprMepHBIi BUIT pe3toMe:

RESUME

Name.
Address:

London

SW164QX

Tel:134563897
Age of birth :

Marital status:

Nationality: German

Emily Alison Biggins

47 Putney Hill

London 475 78 65

15 July 1970

Single

British

To secure a part-time position that offers a variety of tasks, in which to use j
I my secretarial skills and knowledge of foreign languages.
Education

Dates:

College:

Qualifications:

Dates:

College:

1999- 2004
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South Thames College, London.

Secretarial Courses; Shorthand Grade 2;

Typing Grade 3.

2005-2008

Oxleigh Secretarial College, College Road, j

| Oxleigh.

Qualifications:

| (90 w. p. m.);

I' Word-processing.

Employment

Dates:

Company:

Position:

Responsibilities:

i office support, etc.

Other Skills & Occupations

Secretarial Skills Refresher Course: Shorthand

Typing (60 w. p. m.). Book-keeping Grade One.

2010 - to present

Philip Wilson Publisher Ltd.

Secretary to the Sales Manager.

Taking shorthand; typing and maintaining diaries.

1 now work regularly as a volunteer for the Red Cross. | also have a clean
! driver’s license and a good knowledge of Spanish and French. My personal interests include
classical literature reading, independent travel, modem jazz and swimming.
References

References are available on request

Tema 3 /lesioBasi BcTpeua.
1) Manager (M): Good afternoon, Sarah. Thank you for joining me for your annual performance review. I'd
like to start by discussing your achievements this year and areas of growth.
Employee (E): Thank you for the opportunity. | appreciate your feedback and guidance.
M: Over the past year, you've demonstrated excellent communication skills, particularly in your ability to
collaborate effectively with cross-functional teams. Your project management skills have also improved, and
you've become an invaluable asset to the team.
E: I'm grateful for the opportunities I've had to develop my skills and contribute to the success of the team.
M: There are some areas where | believe you can continue to grow. I'd like to see you take on more
responsibility in leading projects and mentoring junior team members.
E: | appreciate that feedback and will work on developing my leadership skills in the coming year.
M: Great, | look forward to seeing your continued progress. I'll make sure to provide you with the necessary
resources and support to help you succeed in these areas.
2)Purchasing Manager (PM): Thank you for meeting with me today. We're interested in your company's
products, but we need to discuss the pricing and terms before we can proceed.
Vendor (V): Of course, we're happy to negotiate and find a mutually beneficial arrangement.
PM: Based on our research, we believe a 15% discount on the listed prices would be appropriate given the
volume of our order.
V: We can offer a 10% discount for the volume you're considering. However, if you increase the order by an
additional 20%, we can agree to the 15% discount you're seeking.
PM: I'll need to discuss this proposal with our management team. Additionally, we require 60-day payment
terms. Can you accommodate that request?
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V: We typically offer 30-day payment terms, but given the size of the order, we can agree to the 60-day
terms you've requested.

PM: Thank you for your flexibility. I'll present this proposal to our management team and get back to you
with a final decision as soon as possible.

Tema 4 TenedoHHbIE IEPeroBOPHI.

HepeBe,uHTe TeKCT. BeInummTe He3HAaKOMbBIE CII0BA.

Telephone Conversation.

Cart.- John Cartwright.

K. - Hello, John. This is Victor Klimov, from Moscow.

Cart. - Hello, Victor. Any problems? K. - Yes, Did you receive our fax yesterday?

Cart. - Yes. we did. K. I'd like to know your reaction to it.

Cart. We've carefully studied your complaints,

Victor. You're perfectly correct as to the short-delivery. Items 2.5 and 2,6 lacked in the consignment of
equipment we sent you. It was overlooked by our controller. We apologize for the oversight. It won't happen
again.

K. - When will you send us these parts?

Cart. - This week. By air. We'll also send you some documents to facilitate customs clearance at your end.
K. - Fine. But what about the packaging? The cover of one of the containers was badly damaged. The
equipment in this container was damaged a little too.

Cart. It wasn't our fault,

Victor. The equipment was packed in the required way. You should take this up with the captain of the ship.
K. - We’ve already done it, John. He believes that your packing is to blame.

Cart. - 1 must disagree totally with him- Perhaps you should have been firmer in dealing with him.

K. - Let's come back to this matter in a couple of days, John, I'll try to discuss it with the shipowners. But
there is one more problem: the three-week delay in delivery of the equipment. We suffered some losses
through this delay. I’d like to remind you that according to the sanctions clause of our contract we have the
right to claim compensation.

Cart. - I'm afraid you haven't that right, Victor. This delay was caused by a strike in the Brighton port. We
consider this strike to be a force majeure circumstance that had a direct effect on the execution of our
labilities. We did our best to meet the deadline. K. - | don't agree, John. English ports are often hit by strikes.
You were able to foresee this complication. Moreover, to meet the deadline you could have delivered the
equipment to other port.

Cart - We couldn’t have done it owing to circumstances outside our control.

K. If we don't reach mutual understanding, our company will have to go through arbitration procedures.
Cart. - There's no need to get aggressive, Victor. There will be a meeting of our top executives at 11 o'clock
where your claim will be on the agenda. I'll try to settle it and ring you back after the meeting.

K. - All right.

I’m waiting for your call. John.

Cart. - Bye, Victor.

Answer the questions

1. What problems does Victor Klimov come out with in his telephone call?

2. How was the problem of short delivery solved?

3. Did Mr Cartwright admit the fact that his firm was to blame for faulty packaging?

4. How did Mr Cartwright explain the fact of the there day delay in the delivery of the equipment?

5. How did V. Klimov disprove Mr Cartwight’s arguments?

6. What measures does V. Klimov’s firm intend to take?

7. in delivery? How does Mr Cartwright hope to finally settle the problem of the delay



