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1. INMIAHUPYEMBIEPE3YJIbTATBIOBYUEHUSAAUCIUIIJIMHE (MOJAYJIIO),
COOTHECEHHBIECIVNIAHUPYEMBIMUPE3YJIbTATAMUOCBOEHUAOBPA30
BATEJIbHOUITPOI' PAMMBI
Heabro ocBoeHust auctuiiuHbl  «[IpodeccrnoHanbHBII WHOCTPAHHBIN  S3BIK»  SIBJISIETCS
MOBBIIICHUE HWCXOJHOTO YPOBHS BJIAJEHUS HHOCTPAHHBIM SI3BIKOM, JOCTHUTHYTOTO Ha MPEAbLIYIICH
CTyleHH oOpa3oBaHMs, W OBJAJCHUE CTYIEHTaMU HEOOXOAMMBIM M JIOCTATOYHBIM YPOBHEM
MHOSI3bIYHOM KOMMYHUKATHBHON KOMIIETCHIIUU JI PEIICHUS COIMATbHO-KOMMYHUKATUBHBIX 33]a4
B Pa3IMYHBIX 00JIACTAX MpodecCHOHATBLHON cepbl NeATeTbHOCTH, MPU OOIICHUU C 3apyOeKHBIMU
napTHEepaMH, a TaKXkKe [l TalbHEeUIIero camooopa3oBaHusl.
3agaun:
- BOCTIUTAHHUE TOJIEPAHTHOCTH U YBKEHUS K TyXOBHBIM IIEHHOCTSM PAa3HBIX CTPaH M HAPOJIOB;
- pa3BUTHE KOTHUTHBHBIX M HCCIIEJOBATEIbCKUX YMEHUU C HCIOJIB30BAHUEM PECYpPCOB Ha
WHOCTPAHHOM SI3BIKE;
- pa3BuTHE HH(HOPMALIMOHHON KYJIbTYPHI;
- pacmupeHre Kpyro3opa u MoBBIIICHUE 00IIel TYMaHUTApHOUW KYIbTYPHI CTYJICHTOB;
- MOBBIIIICHUE YPOBHSI YU€OHON aBTOHOMHUH, CHOCOOHOCTH K CaMOOOPa30BaHUIO
1.1 Ilnanupyemble pe3yJabTaTbl 00y4eHUS TUCHUIINHE
OcBocHHME JHUCHUIUIMHBI HAMPaBICHO Ha (QOPMUPOBAHHWE Y CTYACHTOB CIEIYIOIIUX
KOMIIETCHIINH:
OOIIEeKYIBTYPHBIX
OK-5 — crocoOHOCThIO K KOMMYHHKAllUM B YCTHOW M MHCHhbMEHHOH (opMax Ha PYCCKOM H
WHOCTPAHHOM SI3BIKAX JIJISl PEIICHHUSI 3a/1a4 MEKIMYHOCTHOTO U MEXKKYIBTYPHOTO B3aUMOICHCTBUSI.
oOurenpodeccuoHaIbHbIX
OIIK-9 — criocoOHOCTBIO OCYILIECTBIIATH AETI0BOE 0OLIEHHE (ITyOJUYHbIE BHICTYIICHHS, IEPETOBOPHI,
IPOBEJICHUE COBEIIAHUM, Ae/I0Bas MepenucKa, 3JIeKTPOHHbIE KOMMYHHUKALINN).
1.2 Pe3yabTaThbl 0cBOCHHSI 00pa30BaTeIbHON NPOrPaMMBbI
B pe3ynbrare u3yueHus: AUCUUIIUHBI CTYACHT JOJIKEH:
OK-5 — 00nagath criocOOHOCThIO K KOMMYHHUKAIIMH B YCTHON M MUCHbMEHHON (popMax Ha pycCKOM H
MHOCTPAHHOM $SI3bIKAX JIJISl pELIeHHUs 33/1a4 MEKIMUYHOCTHOTO U MEXKKYIBTYPHOTO B3aUMOJICHCTBUSI.
B pezynemame oceoenus komnemenyuu OK-5 cmyoenm oonowcen:
3HaTh: MeXaHW3Mbl (YHKIIMOHHWPOBAHUS S3bIKA;0a30BbIE HOPMBI YIMOTpEOJICHHUs] OOIIeH u
po(hecCHOHANTLHOM JIEKCUKH; MPaBUJIa UCIOIB30BaAHUS SI3bIKOBBIX CPEJICTB B PA3TUYHBIX CHUTYAIUSIX
oOLIeHMSI.
YMeTh:poaylIupoBaTh AUATOTHYECKYI0O M MOHOJOTHYECKYIO pedyb B paMKax MPOrPaMMHBIX
TE€M U BOCIIPUHHMMATDH €€ Ha CIIyX; COCTaBJISATh OCHOBHBIE BUbl PEUEBHIX MPOU3BE/ICHUI; BHIOUpPATh U
HCIIONIb30BATh SI3BIKOBBIC CPEACTBA B PA3IUYHBIX CHUTYaIlUSX OOIIECHUS C IIENIbI0 YCTaHOBJICHHUS
Pa3IUYHOrO poja B3aUMOJICHCTBUS; JIOTHUHO, TOCIEA0BATENBHO U YOAUTEIHHO BHICTPAUBATh PEUb.
Bnaners: crparerusiMu BOCHPHSATHS, aHAJINW3a, CO3/IaHUS YCTHBIX M NMUCHMEHHBIX TEKCTOB
pa3HbIX THUIIOB M JKaHPOB; BCEMH BHJAMHU UTEHHUS TEKCTOB MPOQPECCUOHANBHON TEMaTHKHU;
KOMIIEHCATOPHBIMU YMEHUSMH, TOMOTAIOIIUMHU MTPEOA0IETh «COOM» B KOMMYHHUKAIUH.
OIIK-9 — ob6nagaTh CIOCOOHOCTBIO OCYIIECTBIISITH JEIOBOE OOIeHne (IMyOJuYHBbIC BBICTYIUICHUS,
MIEPETOBOPHI, IPOBEACHHIE COBEIIAHUM, AETOBAs MEPEIUCKA, YIEKTPOHHBIE KOMMYHHUKAITUH).
B pezynomame oceoenusn komnemenyuu OIIK-9 cmyoenm donoicen:
3HaTB: JENOBYIO JIEKCHKY; MpaBUja UCIOIB30BAaHUS SI3BIKOBBIX CPEICTB M TpeOOBAHHS K
pedueBoMy O(QOPMIICHHIO BbICKa3bIBaHUI B CUTYyallMH AEIOBOTO OOIICHHUS; MpaBUjia COCTABICHUS U
0 OpMIICHHUS IEIOBOM KOPPECIIOHACHIIUN C YIETOM CHEIIU(PUKNA HHOSI3BIYHOU KYIbTYPHI.
YMeTb:0LIeHNBATh CHUTYyallMI0 OOIIEHUS W OPraHU30BbIBaTh CBOE pPEUYEBOE IIOBEJICHUE
aJICKBATHO 3a/1a4aM OOIICHHUS; BRIOMPATh U UCTIOJIB30BATh SI3BIKOBBIC CPEJICTBA B CUTYAIIUU JIEIIOBOTO
OOLIEHMS C LIENBI0 YCTAaHOBJICHUS PA3IMYHOIO POJa B3aWMOJEWUCTBUS; BECTH JEIOBYIO MEPEHUCKY
aJICKBATHO 3a/1a4aM MUCbMEHHOTO OOIICHUS U C YIETOM COLIMOKYIBTYPHOU crienu(uku.




Bananers:cTparerusiMu BOCTIPUSATHS, aHATN3a, CO3MAHUS YCTHBIX M MUCHMEHHBIX PEUEBBIX
BBICKA3bIBAaHUI [IEJIOBOM TEMAaTHUKW; HABBIKAMU BBIPAKEHHSI CBOMX MBICICH W MHEHHUS B JEJIOBOM
OOIICHNH Ha UHOCTPAHHOM SI3BIKE.

B pe3ynvmame uzyuenus oucyuniunsvl cmyoenm 00NHCeH.:

3HATB: MHOCTPAHHBIA S3BIK B 00beMe, HEOOXOIUMOM sl MOJIydeHUs: npodeccrnoHalbHON
nHpopMaIuu 13 3apyO0eKHBIX UCTOYHUKOB M OOIICHUS Ha TPO(PECCHOHATTEHOM U OBITOBOM YPOBHE;

YMeTh: UCTHONB30BaTh IMOJIYUCHHBIE HWHOSI3BIYHBIC 3HAHUS B  MPOQeCCHOHATHHOU
JeSITeTbHOCTH, MEXKYJIBTYPHOM OOIIEHUH, TPUMEHSITh COOTBETCTBYIOIIYIO HHOS3BIUHYIO JICKCHKY;

Bnagers:MeToqaMu  KOMMYHUKAIIMM B MEXKYJIBTYPHOM  MPOCTPAHCTBE, HABBIKAMH
BBIPQKEHUSI CBOMX MBICICH W MHEHUS B MEKJIMYHOCTHOM OOINEHHMH HA HWHOCTPAHHOM SI3BIKE;
HABBIKAMU H3BJICUCHUs HEOOXOaUMONW WH(POpPMAIMU W3 OPUTHHAIBHOTO TEKCTAa HA WHOCTPAHHOM
SI3BIKE TI0 MPO0OJIEMaM, CBSI3aHHBIM ¢ OyayIIen mpodecCHOHaIBHOMN NeITETbHOCTHIO.

2. MECTO JUCIHUILIUHBI (MOJYJISI) B CTPYKTYPE OFPA3SOBATEJIBHOM
IMPOI'PAMMBbI

Cornacio @I'OC u OIIOII mo nanpasnenuto 38.03.03 YmpasineHue mnepcoHasoM HPOQUIs
«YmpapieHue mepcoHaaoM opranuzaiun» auciuiuimaa b1.6.02«[IpodeccronanbHbiii HHOCTPAHHBIN
SI3BIK» SIBIISICTCS JTUCIUIUIMHOW 0a30Boil wactu. YUepe3 mpeaMeTHOE CoNepiKaHWe OHa CBs3aHA C
TUCIUTIIMHAMA 0a30BOM W BapHaTUBHOW YaCTUTAKUMH, Kak: «Pycckuil S3BIK M KyJIbTypa
peun»,«OCHOBBI yIIPaBICHHUS TEPCOHAIOM», «MEHEIKMEHT OpraHu3alun», «OpraHu3anruoHHas
KynbTypa» u 1p.Ee ocBoeHue 6azupyercs Ha 3HaHUAX U YMEHUSIX, TPUOOPETEHHBIX B X0J1€ U3YUCHHUS
JUCHUIIIUHBI «THOCTpaHHBIN A3BIK».

3. OBBbEM JUCHUILIMHBI (MOAYJIS) B BAUETHBIX EAMHUIIAX C
YKA3ZAHUEM KOJIMYECTBA AKAJEMHUYECKHUX YACOB, BBI/IEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOIIIUXCHA C ITIPEINIOJABATEJIEM (I10
BUJIAM 3AHATHI) U HA CAMOCTOATEJBHYIO PABOTY OBYUAIOIIUXCS

Bcero vacos
. sl OYHO- .
Jiist ounoM A N Jlst 3a04uHOM
O0beM TUCIUTUTMHBI (bOpMbI 3a0YHOM (bopMbI
P bopmbl p
o0yJeHus oByueHHs 00yJeHus
aaT MKOCTb THCIHIIIMHBI
Obuan TpynoemiocTs AucH 7/252 i 7/252
(3aueTHBIX eMH/JYacoB)

KonTakTHas padora o0yuyarommxcsi ¢ npenogasaresieM (1o BuAaM y4eOHbIX 3aHATHI)

(Bcero)
AynutopHas pabora (Bcero) 108 30
B TOM YHCJIC:
Jlexknuu - -
IIpakTrueckue 3aHATUs 108 30
CamocrosiTesibHast padora 108 209
o0yuawiierocs (Bcero)
Bua npomexxyTouHOM arTecTanuu (3a4er, 3auem, sayem (4),
3a4eT C OLCHKOM, DK3aMEH) oxzamen(36) oxzamen (9)

4. COAEPKAHME JUCHUIIJIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE 11O
TEMAM (PA3BJAEJIAM) C YKAZAHUEM OTBEJIEHHOI'O HA HUX
KO/INYECTBA AKAJEMHUYECKHUX NJIM ACTPOHOMUYECKHX YACOB U
BUIOB YUEBHBIX 3AHSATUN

4.1 Conepxanue JUCHUILIMHBI (MOLYJIs1)
Conep:kaHue TUCHUILIHHBI IO TeMaM
Ounas popma 0dyuenusn
Tema 1. KomMepueckasi nepenucka.
HI/ICBMO-3aHpOC, MUCbMO-O0TBCT Ha 3aIllpoC, MUCbMO-TIPCTCH3U A, IMCbMO-U3BUHCHUC.



Tema 2. Tenedonnbie pa3roBopsol.

OcoOenHocTH JenoBoro 3Tukera. Kak mpeiacTaBUThCs, 3aKOHUUTH PAa3rOBOp, OCTAaBUTH
COO0O0IIeHNE, COSAMHAUTD C HYKHBIM MTEPCOHATIOM, OOCYIUTh J€TIOBBIC BOTIPOCHI.

Tema 3. Tunbl MeHeq:KepOB

®uHaHCOBbI MeHekep. [Ipou3BOACTBEHHBI MeHEMKep. AHTUKPU3UCHOE YIIpaBJICHUE.
MeHnemxkep 1o nepcoHany.

Tema 4. Haiim u oT00p nepconaJia.

OcHoBHBIE 00si3aHHOCTH. Pacmonokenne mecta pa6otTel. JlomkHOocTh. OCHOBHas Ielb
pabotbl. Peknamuble areHTcTBa 1o HaitMy. ColecenoBaHue.

Tema 5. O0yyeHnue u pa3BuTHe MEPCOHAJIA.

OO6yuenne Ha pabouem mecte. OOyueHnue BHe pabodero mecta. [loBbieHNe KBaTU(DUKAITHIH.
Pa6ota B xomanze. [IpoGiemsl B paboTe mepcoHaia u MyTH UX PEIICHUSI.

3aounan hopma odyuenusn

Tema 1. JlesioBasi nepenucka.

[MuceMo-npurnamenne, TMCbMO-IPOCk0a, MMCEMO-TIOATBEPKACHHUE, TUCHMO-0JIar0JapHOCTb.

Tema 2. TenedoHHbIE Pa3roBOpPLI.

OcoOeHHOCTH JeNOBOTO d3THKeTa. Kak TpeicTaBUThCS, 3aKOHUUTH pPAa3TOBOP, OCTaBUTh
CO00I1IeHNE, COeAMHUTD C HY>KHBIM MIEPCOHATIOM, OOCYIUTH €JI0BbIE BOPOCHI.

Tema 3. Tunbl MeHeT:KePOB.

O6mas kmaccudukanus Mo Macmrtady nesrenbHocTH. Kiaccudukanus mo QyHKIusSM.
[IpousBoacTBeHHbIN MeHEKEP. MeHekep 110 MapKeTUHTy. DUHAHCOBBINA JUPEKTOP.

Tema 4. KomMepueckasi nepenucka.

[Tucbmo-3anpoc, TUCbMO-0TBET Ha 3alPOC, MTUChMO-TIPETEH3MsI, TUChbMO-U3BUHEHUE.

Tema 5. MeHem:xep no nepcoHaly.

Oyukun 1 kadectBa. O6s3anHOCTH. KBanmudukarus.
4.2 Pazngenbl/TeMbl JMCHUILVIMHBI, HX TPYA0E€MKOCTb U BU/AbI 3aHATHI

Tabnuma 4.1
Ounas ¢gopma 00yueHust
] M ’ 8 =
No E 2 5 A E <
3 HasBaHne pasjiena, TeMbl 5 S| EE| &8 5 £
/T =) = o o s} & &
S E 8| 7| RQ| & = S
o = = E s 8 < = E Q.
5|2 |g5|8|2%]58 g | &
2|2 |28l |SE|™ i =
1 2 3 4 5 6 7 8 9 10
Pa3zgen 1. Buabl o01menus
1 Businesscorrespondence 44 2 2 OK-5 J.1.2,
(Kommepueckas nepenucka) OIIK-9 | 1.3,1.4
Telephoning OK-5 JL 1.1,
2 (TenedoHHbIE pa3roBOpHI) 40 20 20 OIIK-9 | 1.5
3 Types of Managers A4 2 2 OK-5 J. 1.2,
(TunpIMEeHE IKEPOB) 2.3
Pa3nes 2. Ilpuem u o0yueHne nepcoHasna
4 ReCEultment and Selection 44 2 2 OK-5 J. 1.1,
(Haiimuor60opniepconana) 24
HRTrainingandDevelopment OK-5 JL 1.1,
5 | (OGyuenwue u pazBuTue 44 22 22 24
TepcoHasa)
Kontposnb 36 36 | OK-5 J.1.2
OI1K-9




Bcero uacos 252 108 108 | 36

3ayeTHBIE €MMHULIBI 7

Buo npomeofcymounoﬁ ammecmauuu.:zauem, IK3aMEH.

Tabnuma 4.2
3aounas popma o0yueHust
Jg A E
No Z 5 =l <
- Haspanwue pa3aena, TeMbl ) S = ) &
/o < |Z a gl 6o o & 2
= E § §goglE = 8.
e 5 |2 o H 8 o a| = = )
S| B EEE ER5|2| 2 |k
aa| = 588 m =50 = =
1 2 3 4 5 6 7 8 9 10
Pasnen 1. Buabl o0mennsi. Buabl MmeHeq:kepoB.
1 | Businesscorrespondence OK-5 JL
(JlemoBast mepenucka) 51 6 45 OIIK-9 | 2.1,
1.2
Telephoning OK-5 JL
2 | (TenedonHbIE pa3roBOPHI) 46 6 40 2.1,
2.2
Types of Managers OK-5 J.22
3 (TunsiMeHe1KepOB) 43 6 42
Paszgen 2. Ocodennoctu npodeccun
4 | Businesscorrespondence 46 6 40 OK-5 J.22
(Kommepueckasi mepenucka) OIIK-9
HR Manager OK-5 JI.2.3
> (Menemxep 1o nepcoHanty) 43 6 42
KonTposs OK-5
1 13 ] onk-
Bcero uacos 252 30 209 | 13
3a4yeTHbIC €AUHUIIBI 7

Buo npomeofcymoquoﬁ ammecmauuu. zauem, IK3aMEen

5. HEPEYEHb YYEBHO-METOAUYECKOI'O OBECIHEYEHUS 1JIs1
CAMOCTOSITEJTBHOM PABOTBI OBYYAIOIIUXCS IO JUCHUIIIUHE
MOAYJIIO)
Cnucox tumepamypul no meme npuseder 8 madauye 4.1
3aoanus ona camocmosamenvbHol pabomoi:
Tema 1.BusinessLetters.
1. TloBTOopeHHWE CTPYKTYphI IENOBOrO muchMa. [IMCBMO-TIpeIioKeHne, MUChbMO-3aKa3, MUCHMO-
MPETEH3Us, MUCbMO-H3BUHEHUE.
2. YmpaxHeHUs.
1. Pacnonosicume npeonodxcenuss uz nUCbMa-3anpoca 6 npasuibHoOM nopsoke, nepeseoume dmiu
NpPeosoOHCeHUsL.
1) Ilook forward to hearing from you.
2) For your information, we are currently developing our sales literature and web sites and are
interested in translating these into five languages apart from English.
3) I’ve seen your advertisement in today’s “Daily Mirror” and I am very interested in the
services you provide.
4) Thank you in advance for your cooperation.
5) Ishould be grateful if you send us your brochure and price list about your translation services.

6



2. 3anonnume nponycku 8 nucome HOOXOOAWUMU NO CMbICLY clogamu. llepenuwiume mexcm
nUCbMA U nepegeoume e20 Ha pycckull s3viK.
Dear Sirs, a) models of
In the Economist magazine No.7, 2014 we saw b) advertisement
your (1) describing your new (2) ¢) interested
smartphones. Weare (3) in them. d) supplier
As a major telecommunication company e) to supply
4) , we requirelarge quantities of your smartphones f) an offer
(5) our clients in Belgium. Could you make us ) order
(6) for these products? Please(7) based on a h) items
monthly (8) of 500 (9) . i) reply
We look forward to your early (10) . i) quote your price
3. Cocmasvme nucvmo-3anpoc no oopazyy. (/1. 2.1)

1.

Tema2. Telephoning.

Muanoru «Using the telephone», «Changing arrangements», «Wrong number».
2. JlekcuuecKkueynpaxHeHHs .

Pacnonoscume pennuxu ouanoza 6 npaguibHom nopsoxe.
Can you take a message, please?

Key International. Good morning.

Who’s calling?

Right. Good bye.

I’'m sorry, but he isn’t available.

Of course.

Hello.Could I speak to Mr.Rogers, please?

Will you ask him to call back as soon as possible.

This is Mr. White from R&D department.

Thank you. Bye.

Ponesasuepa «Making phone calls ».

CryneHTaM mpejaiaraeTcsi CUTyalus B paMkax TeiaeoHHOro pasroBopa. OJIMH U3 CTY/AECHTOB

ucrnonb3yeT nHpopmaruio B 610ke A, npyroit — B 61oke B. Hy)xHO cocTaBUTh U MpeCcTaBUTh YCTHO
JTNAJIor.

[Ipumep cutyanuu:

A. You are Jack White. You have an interesting business idea that you want to discuss with
Ron Donald. Ring him to arrange a meeting as early as possible next week. You would
like to take him out for lunch for an hour or so.

B. You are Ron Donald. You’re busy all next week except on Thursday from 11.45 a.m.

3. CocraBieHHUe IUANI0r0B C UCIIOJIb30BAHUEM YCTOMUMBBIX BBIPAXKECHUI.

Tema 3. Types of Managers.

Tekctol «Financial manager», «The Role of Personnel Management», «Production manager»,
«Crisis management», «Types and skills of managers».

2. JlekcuueckueynpaxxHEHUs.

1.

3.

1

1

2)
3)
4)
5)

Conocmasbme wacmu npeonodicenuti. Ilepeseoume ux.

Recruitment and selection manager b) handles health insurance and
Compensation and benefits manager pension plans

Training and development manager c) looks for manpower

Employee relations manager d) ensures working practices

Safety officer e) provides vocational training

a) deals with collective relationship

Pacckas u 6ecena mo teme «TypesofManagers».

Bonpocwionabeceowt:
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1) What is management?
2) What are the levels of managers in most organizations?
3) What are top mangers responsible for?
4)  Who does the second set of managers include?
5) What types of managers can you name according to the function of management?
6) Do these types differ within an organization?
7) How can we otherwise call production management?
8) What are the functions of production management?
9) What is Human Resources manager responsible for?
10) Why is having crisis management so important for an organization?
11) How can strategic management be defined?
12) What types of decisions does financial management implement?
13) What is financial analysis?
14) Why is management called a hard job?
15) What information does a knowledge base of a manager include?
Tema 4.Recruitment and selection.
1. Texkctbl «Job description», «The benefits of using recruitment advertising agencies», «Virgin
Atlantic».
2. Jlekcuueckue ynpaxHEHHUs.
1. Conocmagvme paznuunvle UCMOYHUKY MPYOOYCMPOICMEA C UX ONpedeleHUAMU.
1) word of mouth
2) internal advertising
3) media advertising
4) advertising in trade press
5) online recruitment
6) recruitment agencies
7) unsolicited applications

a) internet recruitment sites for job seekers
b) magazines for specific professions
c) organizations that match jobs with people’s experience
d) letters received from people looking for a job (but not responding to an advertisement)
e) advertising vacancies inside a company
f) advertising jobs in the local and national press
g) passing information by networking or talking to people
3. Paccka3s u 6ecena o TeMe «Recruitmentandselection».
Bonpocwt ona 6eceowi:
1) Which sources can the company use to find new employees?
2) Which sources do you think are the most effective ones?
3) What are recruitment advertising agencies responsible for?
4) What does a new recruitment campaign require?
5) How can you attract the right stuff?
6) What does employment interview include?
7) What types of interviews do you know?
8) Describe a group interview.
9) What should be included in one’s resume?
Tema$S. HR Training and Development.
1. Texctnl «Staff problems», «Development solutions», «<Equal opportunities versus diversity».
2. JlekcuueckueynpaxxHEHUs.
1. Hauioume 6 mexcme «Staffproblems» anenutickue skeusanenmol CaedylOWUx clo8 u
C1080COYEeMAaHull.
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1) momyckath OMIMOKH
2) KOHTpPOJIMPOBATH CUTYAIHUIO
3) OCHOBHOM IPOEKT
4) mocemarb cCOOpaHus
5) HYXJaTbCs B IOMOIIN
6) OOJBHUYHBIH JIUCT
7) KamoBaTbCs
8) KOOpAMHUPOBATH MEXKIYHAPOIHBIA MPOEKT
9) crpaBasATHCS C YEM-TTHOO
10) dbumman
3. Paccka3 u 6ecena mo reme «HRTrainingandDevelopment».
Bonpocwt ona deceovi:
1) What stuff problems can HR manager face?
2) What does flexible working practice include?
3) What is team development?
4) How will you describe the term «equal opportunity policy»?
5) What is managing diversity?
6) What does diversity acknowledge?
7) Is it important to manage time for a leader of the company? How can that be trained?
8) What should successful leaders know?
Tema 6. HR Manager.
1. Tekctol «Personnel manager» «<HR managers. Effective HR policy».
2. Jlekcuueckue ynpaxHEHHUS.
1.Hatioume 6 mexcme «Personnelmanager» u sanuwume 3K8uUaieHmsl C1eOVIOUWUX Cl1O8 U
C1080COUEMaHUL:
— MaJblif Ou3Hec
— MEHeJDKep Mo HaltMy B 0TOOpYy
— HayaJbHHK OTJelNa
— OTYHUTHIBATHCS
— CTpaxoBaHHUE
— obecnieuenue MpodeCCHOHATBLHON MOATOTOBKH
— TOJACPKUBATH
— Kak MpaBWJIO
— B3aMMOJICHCTBOBATH C JIIOJIbMU
3. Pacckas u 6ecena mo reme «<HRmanager».
Bonpocul ona 6eceowi:
1)  The profession of a personnel manager is quite diversified, isn’t it?
2)  Where can the graduates of our institute work?
3)  What positions can our graduates take?
4)  What functions does the personnel director have?
5)  What is the recruitment and selection manager responsible for?
6)  Would you like to work as a personnel director or a recruitment manager?
7) Do you agree that a manager is one of the most popular professions nowadays?
8)  Each of the managers can be supported be a small team, can’t he?
9)  What is the compensation and benefit manager responsible for?
10) How can HR managers develop their team members?
11) What are «Buddy programmes»?
12) What should be at the forefront of any HR strategy?
13) Why are role models important in coaching a team?
14) How can HR manager help challenge learning?
15) Is the profession of a manager required in any company?
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16) What would you prefer to work in a state organization or to be self-employed?
5.2. [IpumepHbIe TeMbI 10KJIAT0B

1.

W N

f—

Ounas popma 0oyuenus:
Types of managers (TunsiMeHeKEPOB)

. Recruitment and selection (HaiimuoT6oprniepconasa)
. HRtraininganddevelopment (O0y4ueHue u pa3BuTHE MepcoHaIIA)

3aounan popma odyuenusn:
Types of Managers (TumnbiMeHeHKEpoB)
HRManager (MeHeKep 1O IEpCOHANY)
6. OCHOBHASA U JOINIOJIHUTEJIBHAS YYEBHAS JINTEPATYPA,
HEOBXOIUMAS AJIA OCBOEHUA JUCHUIIJIMHBI (MOAYJIA)
OcHoBHas1 JJUTEpaTypa:

Ne
n/n

HasBaHue

I1.1.

Hanmmosa I'.B. Englishinbusinessworld : y4e6. / I'.B. JlamunoBa, H.B. Maspuna ; OVYII BIIO
"ATuCO", YpCOH (punman) OVYII BIIO "ATuCO", Kad.mHOCTp. 43. U AETOBBIX KOMMYHUKAIHH. -
M. :ATuCQ, 2014. - 320 c.

1.2.

lanmpuyk JI.M. OCHOBBI KPOCC-KYIBTYPHON KOMMYHHUKAIIMM M MEHEDKMEHTA: MPAKTHUCCKUN KypeC =
Essentialsofcross-culturalcommunicationandmanagement: a practicalcourse : yue6.mocobue / JL.M.
lanpuyk. - M. : By3oBckuit yueonuk, 2015. - 240 c.

1.3.

Bonerosa O.A. AHrnuiickuii ans OakanaBpoB MeHemKMeHTa : y4eO.nist By3oB / O.A. Bonerosa. -
Pocror-na-Jlony : ®ennkce, 2013. - 431 c. - (Beicmee oOpa3oBaHue)

1.4.

CmacubyxoBa, A.H. /lenoBoi aHMIHMIACKAN S3BIK: TSI CAMOCTOSATEILHON pabOThI CTYACHTOB : yueOHOE
nocobue / A.H. Cnacubyxosa, U.H. PantanoBa, K.B. BypkeeBa ; MuHucTepcTBO 00pa3oBaHus U
Hayku Poccuiickoit ®epepaunu, DepepanabHOoe TrocyqapcTBEHHOE OIOKETHOE OOpa3oBaTeNbHOE
yUpexJeHue BhIcIIero mnpodeccHoHambHOTO o0pazoBanus «OpeHOYPrcKWid TOCYAapCTBEHHBIH
yHHBepcuteT». - OpenOypr : OI'Y, 2013. - 163 c. : Tabn. - bubnuorp.: c. 80. ; To xxe [DaeKTpOHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=270303

L.5.

Cac¢umna, H.C. Management: Personalwesen. Fiithrungsstile. Personalbeschaffung.
Mitarbeitermotivation=MeHemKMeHT:  YmpasieHuenepcoHaoM. Crtunm  pykoBoacTtBa. Habop
nepcoHana. MoTuBanys rnepcoHana : IpakTHKyM 1o Hemenkomy si3bIKy / H.C. Caduna ; otB. pea. O.B.
Cemeniok. - M. ; bepnun : lupexkr-Meaua, 2016. - 72 c. - bubnmorp. B k. - ISBN 978-5-4475-7176-4
; To xe [DnmexTponnusiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=443585

*39BC — 21eKTpOHHO-ONOINOTeYHAs CHCTEMa
JlonoJIHuTeIbHAs JINTEepaTypa:

Ne
n/n

HasBaHune

J2.1.

AHTIIMACKAN S3bIK: 9KOHOMHKA U (uHaHCH (Majors) : yuebnuk / I'.A. Jlybununa [ gp.]. - M. :
Anpda-M, 2012. - 176 c.

J2.2.

3axapoBa E.B. Anrnmiickuii s3bIk 11 MeHemxepoB 1Mo PR u pexname : y4ye6.mocobue st By30B /
E.B. 3axaposa, JI.B. Vuesaumesa. - 3-¢ usm., crep. - M. : Owmera-JI, 2012. - 344 c. - (Kypc
WHOCTPAHHOTO SI3bIKA)

J2.3.

Typyk U.®. Anrnmiickuii s3bIK Ui MEHekepoB : yueO.-metoa. kommuieke / U.®. Typyk, E.N.
Jlo6anoga. - M. : YHuBepcurerckas kaura, 2012. - 173 c.

J2.4.

Cononkosa O.H. COopHHMK TEeCTOBBIX 3afaHWil mo aucruiumae "Anrmuiickui s3eik” / O.H.
Comnoxnxosa, I'.b. Hukonosa. - M. :ATuCO, 2012. - 66 c.

7. PECYPCbl TH®OPMAIIMOHHO-TEJJEKOMMYHUKAIIMOHHOM CETU

"UHTEPHET", HEOBXOJAMUMBIE U151 OCBOEHUA JMCIUIIVIMHBI MOAYJIS)

WHTepHeT pecypc (agpec) OnwucaHune pecypca
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1. | http://minfin.ru/ odunmaneHeIi callT MuHHCTEpCTBa (GUHAHCOB
PO

8. METOANYECKUE YKA3ZAHUSA JJI1 OBYYAIOIIUXCSA 11O OCBOEHUIO
JANCIHUIIVIMHBI MOAYJIs)

VY4eOHbIM TUIaHOM JUCIHUILTHHBI «[IpodeccroHanbHbIi HHOCTPaHHBIN S3BIK» MPETyCMOTPEHO

MPOBEJICHUE MPAKTUYECKUX 3aHITUM, KOHCYIbTALIMM, CAMOCTOsITeNIbHAs padoTa CTyIeHTa.

MeToanyeckue yKa3aHus M0 BHINOJHEHHUIO MPAKTHYECKUX 3aHATHH

[IpopaboTka paboueil mporpaMMebl, yaesss 0co00e BHUMAHHE IENsIM U 3a7adaM CTPYKTYpe U
COJIEP’KaHUIO0 TUCIUIUIMHBL. PaboTa ¢ TeKCTaMH, BBIOJIHEHUE JIGKCHKO-TPAaMMATHYECKUX 3aJaHUi,
AKTHBU3ALMS JICKCUKH, PEUYEBBIC YIPAKHEHHSI, COCTABICHUE AUAIOIOB, BBIIIOJIHEHUE CUTYaTHBHBIX
3a1aHUH, IPOCIIYIIUBAHUE AYAUO- 3alIUCEH U IPOCMOTP BUIECO-CIOKETOB 110 3alaHHOU Teme U ap.Ha
MPAKTUYECKUX 3aHATUAX KOHTPOIUPYETCS YPOBEHb BOCIPHATHS, 3HAHUS U KauecTBO pabOTHI
CTYACHTOB C TPOTrPaMMHBIM MaTe€pHajoM, CTENeHb YCBOCHHS OOUICYNOTPEOUTENbHONH U
npodeccuoHaNbHOM JIEKCUKH, YPOBEHB BJIaJIEHUS HEOOXOAUMBIMU PEYEBBIMHU HaBBIKAMHU.

J71s1 mOBBILIEHUSI MOTUBALIUYA U AaKTUBHOCTH CTYACHTOB HA 3aHSATHUSAX MCIOJb3YIOTCS TPYMIOBBIE,
NPOEKTHbIE 3aJlaHusl, ydyeOHble KOH(PEPEeHUUHU, TUCKYCCHM, pOJIEBbIE WIPhl M T.A., a TaKXKe
BHenpsitoTcst UKT u coBpemeHHBbIE TU(PPOBBIE pECYpChl CUCTEMY ayAMTOPHON M CaMOCTOSTEIIbHON
paboThL.

Ha npakTuyecknx 3aHATHSIX KOHTPOJIUPYETCS YPOBEHb BOCHPHATHSA, 3HAHUS U KadeCTBO
paboThl CTYIEHTOB C Yy4YeOHHMKaMH, pa3BUTHE HABBIKOB pEHICHHS TMPAKTHUECKUX 3aJaHUA,
KOHKPETHBIX MPOPECCUOHATBHBIX CUTYAIIU.

MeTtoauyeckue yKa3aHusi 110 BINOJTHEHHIO CAMOCTOATEIbLHOM padoThI

Bosnbioe MecTo B yueOHOM IJIaHE OTBEICHO CaMOCTOSTEIbHON padore cTyneHToB. [lo mToram
CaMOCTOSITENIbHOW PabOThl y CTyJEHTa JOJKEH BBIPAOOTAThCS HABBIK HCCIEIOBAHUS KOHKPETHOTO
BOIIPOCA B paMKax JUCLUILIMHBI U MPEICTABICHUS CAMOCTOATENbHBIX BBIBOJOB HA OCHOBE U3YUYEHUS
y4eOHOT0 MaTeprana U TOMOJIHUTEIbHON JIUTEPATYPHI.

3amanms s CPC BrirowaroT B ceOs: MepeBOj TEKCTOB PAa3UYHBIX JKaHPOB B paMKax
M3y4aeMOil TeMaTUKH, paboTy CO CIOBapsMU, BHITIOJHEHUE JICKCUKO-TPAMMATHUYECKUX YIPAXKHEHUH,
COCTABJICHUE MOHOJIOTUYECKHUX/INAJTOTUYECKUX BBICKA3bIBAHUI IO TEMAaM, BBIIIOJIHEHUE TBOPUYECKHUX
3aJJaHMii, HalMCaHHE OCHOBHBIX PEUYEBBIX MPOU3BEIACHUHN, TOMAIIHEE YTEHHE, TOUCK MHPOPMALIUH B
cetu MHTepHeT u ap. IIpoBepka MX BBINOIHEHUS OCYIIECTBISECTCA HA ayAUTOPHBIX 3aHATHAX KAK
MIOCPEJCTBOM YCTHBIX BBICTYIJICHUI/ MPE3EHTAIMN CTYEHTOB U MX KOJUIGKTUBHOTO 00OCYyX/aeHus (B
TOM uucie U B (popme MHUHH-KOH(DEPEHIHI), TaK U C MOMOIIBIO MHUCbMEHHBIX CAMOCTOSATEIbHBIX
(KOHTPOJIBHBIX, TBOPYECKHX) PadOT.

MeToanyeckue yKa3aHHs 10 NMOATOTOBKE K 3a4eTy/IK3aMeHy

Pesynprathl pabOTBI CTYAEHTOB TPOBEPSIOTCS B XOJE TEKyIIedW M MPOMEKYTOUHOH
arrectanuu. Pabodass mporpamMma y4eOHOW IUCHMIUIMHBI oOecriedeHa (OHIOM OIICHOYHBIX
CPEICTBAJISA IPOBEICHUS TEKYILErO0 KOHTPOJIS U IPOMEKYTOUHON aTTECTAllMU. 1eKywas ammecmayusl
MIPOBOJIUTCS IO pa3zesiaM Kypca i UMEET LENbIO POBEPUTH YPOBEHD BJIa/IEHUS M3YYEHHBIM MATEPUATIOM
WIN CTENeHb C(HOPMUPOBAHHOCTH OTAEIBHBIX HaBBIKOB. OHa oOTpaxkaeT paboOTy CTYIACHTOB Ha
NPAKTUYECKUX M J1a00paTOPHBIX 3aHATUSAX.00bEKTOM KOHTPOJS SBIISIIOTCS KOMMYHHKATHBHBIC
YMEHMSI BO BCEX BHJAX pEUYEBOM NEATENBHOCTU (ayIupOBaHHUE, I'OBOPEHHE, UTEHHUE, IHCHMO),
OTpaHMYEHHBIE TEMATUKOW U MpoOIEeMaTHUKON M3ydyaeMbIX pa3esioB Kypca. B ciyudae, ecnu cTyneHT
HE TMpoUIeN TEeKYIIYI aTTeCTaluio, OH He OyaeT NOMyIleH K 3adeTy/sk3ameny. lIpomescymounas
ammecmayus TPOBOAUTCA B BUAE 3aueTa/sk3ameHa. OOBEKTOM KOHTPOJS SIBISIETCS JOCTUKEHHE
CTYJICHTaMH OIPEJEICHHOTO YPOBHS BJIAJICHUS] MHOSI3BIYHOW KOMMYHHKATHBHOM KOMIETEHUUEH U
COOTBETCTBYIOIIMMHU OOLIEKYIBTYPHBIMH U 00111eNTPOdhecCHOHATbHBIMU KOMITETEHIIUSMU.

Haunbosiee OTBETCTBEHHBIM 3TalioM B OOYYEHHWH CTYACHTOB SBIISETCS 3K3aMEHAIMOHHAS
ceccusi. Ha Hell cTyieHTBI OTUNTHIBAIOTCS O BBIMOJHEHUH Y4eOHOM nmporpamMmsl, 00 ypoBHE U 00beMe
NOJYYCHHBIX 3HaHUH. DTO TOCYyAapCTBEHHAs OTYETHOCTh CTYJCHTOB 3a MepuoJ OOy4deHHs, 3a
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u3yuyeHue y4yeOHOW JAMCHUIUIMHBI, 3a BeCh BY30BCKMH Kypc. [losTomy Tak Belmka uX
OTBETCTBEHHOCTh 3a YCHEIIHYIO cIady 3K3aMeHalMOHHOW ceccuu. Ha ceccuu CTyAeHTHI CHAIOT
9K3aMEHBI WJIH 3a4€Thl. 3a4€Thl MOTYT MPOBOIUTECS ¢ T PepeHIInPOBAHHON OTMETKOM min Oe3 Hee,
C 3allUChI0 «3aYTEHO» B 3aUeTHOW KHIDKKE. DK3aMEeH Kak BbICIIasg (opma KOHTPOJISA 3HAHWM
CTYJICHTOB OIICHUBAETCSI 110 MATHOAJUILHOMN CHCTEME.

3amoromM yCHemHoON C/ladu BCeX 9K3aMEHOB SIBIISIIOTCS CHCTeMaTH4eckue, 100pOoCcOBECTHBIE
3aHATUSA cTyneHTa. OJHAKO 3TO HE UCKIII0YAeT HEOOXOIUMOCTH CIICIIUAIbHON pabOoThI Mepe]] ceccueit
W B MEpUOJ clayu 3k3aMeHoB. Crernuduueckoi 3amadeil CTyJeHTa B MEPUO]] dK3aMEHAIIMOHHON
CECCHH SIBIISIOTCS IOBTOPEHUE, 0O0OOIICHIE M CUCTEeMAaTH3aIlHs BCETO MaTepuana, KOTOPBIA U3y4YeH B
TE€YEHHE roja.

Haunnate moOBTOpeHHE pPEKOMEHIYETCsl 3a MECSI-TIoNTopa M0 Hadana ceccuu. lIpexae dyem
IPUCTYIHUTHh K HEMY, HEOOXOAUMO YCTaHOBUTD, KaKue Y4eOHbIe AUCIUILTUHBI BEIHOCSATCS Ha CECCUIO
U, €CITU BO3MOKHO, KaJICHAApHbIE CPOKH KAXKIOTO dK3aMeHa HIIM 3a4eTa.

VYCcTaHOBHUB BBIHOCHUMBIE Ha CECCHI0 IUCLHUIUIAHBL, HEOOXOOMMO OO€eCIeunTh Ccels
nporpaMMaMu. B OCHOBY MOBTOpeHHUs OJDKHA OBITH IMOJIOKEHA TOJBKO Mporpamma. He crmemyer
MOBTOPATh HU MO OWJIeTaM, HU MO KOHTPOJBHBIM BompocaM. [loBropeHue mo OuieraMm Hapyuiaer
CUCTEMY 3HAaHMW M BEIET K MEXaHWYECKOMY 3aydyMBaHMIO, K "HarackuBaHuio'. IloBropenue
MOPA3IMYHOTO POJia KOHTPOJIBHBIM BONPOCAM MPUBOAMUT K IMPOIyCKaM U MpodesamM B 3HAHUSX U K
HeopabOTKe MHOT/Ia BEChbMa Ba)XKHBIX Pa3JieIOB IMPOTrPAMMEI.

[ToBTOpEeHME - MpoliecC WHAUBUAYAIbHBIN; KaXAbIH CTYAEHT MOBTOPSIET TO, YTO JAJISi HEro
TPYAHO, HesCHO, 3a0bITo. [loaToMy, mpexae 4YeM MPHUCTYNUTh K IMOBTOPEHHUIO, PEKOMEHIYETCS
CHayvaja BHMMATEJIbHO MOCMOTPETh MPOrpaMMy Kypca, YCTaHOBUTh HauOoliee TpyIHbIE, HAaMEHee
YCBOCHHBIE Pa3/IeNbl ¥ BBIIHUCATh UX HA OTICIILHOM JIUCTE.

B npouecce nmoBTOpeHHs aHATM3UPYIOTCS U CUCTEMaTU3UPYIOTCS BCE 3HAHUS, HAKOIJICHHBIE
Opu M3yYCHWH TMPOTPAMMHOIO MaTepualiia: JaHHble Yy4eOHHMKA, 3amUCH JICKIMHA, KOHCIEKTHI
MPOYUTAHHBIX KHUT, 3aMETKH, CJeJIaHHbIe BO BpeMs KOHCYJIbTAllMi UM CEMUHApOB, U p. Hu B Koem
CIIy4ae HENb3sl OTPaHUYMBATHCS TOJIBKO OJHUM KOHCIEKTOM, a TeM Ooliee, YyKUMH 3alUCSIMHU.
Beskoro pona 3amucu M KOHCIEKTHI - BEIIM CYry00 WHIUBUAYyalbHbIC, MOHSATHBIE TOJIBKO aBTOPY.
['oTOBSICH TIO YYXKUM 3aITUCSM, JIETKO MOYKHO BIIACTh B OYEHB TPYOBIC 3a0TyKACHHUS.

CaMo mMoBTOpeHHE PEKOMEHJYeTCsl BECTH 0 TeMaM IMporpaMMbl U MO TjaBaM YydeOHHKa.
3akoHUMB paboOTy Haa TeMmMod (Ti1aBoil), HEOOXOAMMO OTBETUTh Ha BOINPOCHI YYeOHHMKA WU
BBIMIOJIHUTD 33/1aHHUS, @ CAMOE JIydlllee - BOCIPOU3BECTH BECh MaTepHUall.

KoHcynbranuu, KoTopble MPOBOASATCS JUIsl CTYIEHTOB B MEPHOJ dK3aMEHAIIMOHHOW CecCcHH,
HEOOXOJUMO HCIMOJb30BaTh MJIs YIAyOJeHHs 3HAHUM, JUIsi BOCIOJHEHHUS NPOOENoB U Ui
paspelieHrs BCeX BO3HHKIIHMX TpPyAHOCTEH. be3 TIarenpHOro camMoCTOSITENFHOTO MPOIYyMBIBAaHUS
MaTepuaia 0ecefa ¢ KOHCYJIbTAHTOM HEM30€KHO OyAEeT HOCUTh «OOIIUIi», TOBEPXHOCTHBIN XapaKTep
U HE MPUHECET HY>KHOTO Pe3yibTara.

Ectb menslii psa NPUHIUIOB («CEKPETOB»), KOTOPBIMU CJEAYET PYKOBOJCTBOBATHCS MpHU
MOJITOTOBKE K SK3aMECHAM.

[lepBblii - MOATOTOBBTE CBOE paboyee MECTO, TJe BCE JIOJDKHO CIIOCOOCTBOBATH YCHEXY:
THUIINHA, PACIIONIOKEHNE YUEeOHbBIX TOCOOUH, CTPOTUil OPSIIOK.

Btopoii - canpTe ynoOHee 3a CTOI, MOJIOKUTE Tepe]; OO0 YUCThIC JTUCTHI OyMaru, crpana -
TETpaau ¥ yaeOHUKHU. BCrOMHHTE BCe, UTO 3HAeTE MO JAaHHOW TeMe, W 3alUIINTE 3TO B BUJC IJIaHA
WIM TE3UCOB HA YHUCTBIX JHcTax Oymaru cieBa. Ilorom mnpoBepbTe MpaBUIBHOCTh, MOJHOTY H
MOCIIE0BATEIPHOCTh 3HAHUMN 110 TETPAAsIM U Y4eOHUKaM. BBIMUIIATE TO, YTO HE CyMENd BCIIOMHHTb,
Ha MPaBOW CTOPOHE JIMCTOB U TaM K€ 3alUIIUTE BOMPOCHI, KOTOPBIE CIEAYET 3a/1aTh MPEnoJaBaTellto
Ha KOHCYNbTauu. He ocTaBisiiTe HU OTHOTO HESICHOTO MECTa B CBOMX 3HAHMSIX.

Tpernit - pabortaiiTe 0 cBoeMy IUIaHy. BIBoeM peKOMEHIYeTCsl TOTOBUTHCS TOJBKO ISt
B3aMMOIIPOBEPKHU WJIH KOHCYJBTAIIUH, KOTJa B 3TOM BOSHHKAET HEOOXOIUMOCTb.
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UYeTBepThlif - MOJArOTABIMBAs OTBET MO JI000H TeMme, BBIACIUTE OCHOBHBIC MBICIH B BHJIE
TE3MCOB W MOoA0EpUTe K HUM B KadeCTBE JI0Ka3aTeibCTBa TIjaBHbIe (PakThl U nudpel. Bam orer
JIOJKEH OBITh KPaTKUM, COZepPIKaTeIbHBIM, KOHIIEHTPUPOBAHHBIM.

[1aThIif - MOMHMO TMOBTOpPEHUS TEOPUU HE 3a0yAbTe MOATOTOBUTH MPAKTUYECKYIO YacTb,
YTOOBI CBOOOHO M YMEJIO MOKa3aTh HAaBBIKK PabOThI ¢ TEKCTaMU, KapTaMH, Pa3TUYHBIMUA TOCOOUSIMH,
pelieHus 3a1ad u T. 1.

[lectoit - ycTaHOBUTE YETKUH PUTM pabOTHl W pexuM AHS. PasymHO uepenyite Tpya H
OTJIbIX, MUTaHKE, HOPMAJIbHBII COH U NMPeObIBAaHUE HAa CBEKEM BO3AYXE.

CenpMoil - TOJKOBO MCIOJIB3YWTE KOHCYNbTAUMU Mpenojasarensd. [lpuxomure Ha HUX,
NPOAYKTUBHO MOpabOTaB J0Ma M C 3aroTOBJICHHBIMH KOHKPETHBIMHM BOIPOCaMH, a HE MPOCTO
MOCITYIIATh, 0 YeM OyyT CHpaIIuBaTh ApYyTrHe.

BoceMmoii - 6oiiTech mmaprajiku - OHa BaM He TPHOaBUT 3HAHUMN.

JleBATbI - HE JOIYCKaTe KaK W3JIUIIHEH CaMOYBEPEHHOCTH, TaK M HEJOOLEHKH CBOMX
CrocoOHOCTEH 1 3HaHWH. B 0OCHOBE yBEpEHHOCTH JIe)KAT TBEp/bIe 3HaHUS. MIHaUYe MOXKET MOTYIUTHCS
TakK, 4YTO BaM JIOCTaHETCS TOT €JUHCTBEHHBIN BONPOC, KOTOPBIA BBl HE TOBTOPHUIIH.

JlecsaThIil - He 3a0BIBaiiTE CBA3BIBATH CBOM 3HAHMSI 110 JTIOOOMY MPEAMETY C COBPEMEHHOCTHIO,
C J)KHU3HBIO, C IPOU3BOJICTBOM, C IIPAKTUKOM.

OnuHHAIIATHIA - KOT/Ia Ha dK3aMEHE BBl MOJIYYUTE CBOW OWJIET, CIIOKOWHO CSAIBTE 3a CTOJI,
o0xymaiite Bompoc, HaOpocaiiTe uiaH OTBeTa, MOAOHAUTE K MpuOOpaM, Kapram, MoayMaiTe, Kak
TEOPETUUECKH OOBSICHUTD MPOJIeNIaHHbIi onbIT. He BoMHYHTECH, €CIM YTO-TO 3a0bUIH.

[Ipu moAroToBKe K 3aHATHUSM HEOOXOIMMO €IIe pa3 MPOBEpUTH ceOs HA MPEeIMET YCBOCHUS
OCHOBHBIX KaTErOpUi U KJITIOUYEBBIX MTOHATHHI Kypca.

9. TUITIOBBIE KOHTPOJIBHBIE 3AJJAHUS UJIX UHBIE MATEPUAJIBI,
HEOBXOJIUMBIE JIJIsI ONEHKH 3HAHWI, YMEHUM, HABBIKOB U (MJIN) OITBITA
JAEATEJIBHOCTH, XAPAKTEPU3YIOIUX 3TAIIBI ®OPMHUPOBAHUA
KOMIIETEHIIUM B ITPOIIECCE OCBOEHUSI OBPA3OBATEJIbHOM ITPOI'PAMMBbBI

Oran  QopMupoBaHUS ~ KOMIIETEHIMH B  MpoLecce  U3Yy4eHHs  JTUCHMIUIMHBI
«[IpodeccroHanbHBIi  WHOCTPAHHBIA  S3BIK»  XapaKTEPU3YeTCS  CICNYIONMMHU  THUIIOBBIMH
KOHTPOJIbHBIMU 3aJaHUSIMH.

TunoBbie KOHTPOJIbHbIE BONPOCHI /ISl MOATOTOBKHU K IK3aMeHY (3a4eTy) NPH NMPOBeIeHUH
NPOMEKYTOYHOM aTTeCTALMH 10 JUCHUIIIHHE
IIpumepHbIe BONPOCHI 1JIs1 co0ece0BaAHMS
1. Howcan management be defined?

What is a manager responsible for?

What are the most important qualities for a good manager?

What is your idea of an ideal manager?

What types of managers are there in a typical organization?

Why is it important to know the rules of business communication?

What is HR manager responsible for?

What qualification do HR managers need?
Kpurepun ouieHKH M3JI0)KEHBI B LIKAJIE OLEHKU JJIs MPOBEACHUS IPOMEKYTOUHOM aTTecTaluu
MO TUCIUILINHE.
TunoBble NpakTHYecKHe 3a1a4M (3a1aHUsA, TeCThl) OMJIETOB ISl IPOBeJCHUs POMEKYTOYHOM

aTTecTallMy MO JMCUHUIIMHE

XN A DD

UTOIOBbIN TECT IO JUCIUILJIMHE

Bapuanr 1
HaumenoBanue | Bonpoc
KOMINeTeHIHH
OK-5 — o6nanats | Boibepume npasuivHblil 6apUAHmM.:
crmoco0HoCTRIO K | 1) ...your father a manager? — No, he... .
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KOMMYHUKAIUHU B
YCTHOU U
MACHEMEHHOMN
dbopmax Ha
PYCCKOM U
MHOCTPAHHOM
SI3BIKAX IS
peleHus 3aaa4d
MEXKJITMYHOCTHOTO
u
MEXKYIbTYPHOT'O
B3aUMOJICUCTBUA

a) Are, aren’t

b) Is, isn’t

C) Am, am not

2) ... does Mark do for living?

a) He’s a personnel manager.

b) How

c) Where

d) What

3) The training manager is responsible ... three people.

a) to

b) for

c) of

4) BribepurecunonumBbIpakeHust «advertising vacancies inside the
company».

a) external advertising

b) online advertising

c) internal advertising

5) What information should be included in the career history part of your
resume?

a) language skills

b) duties in previous jobs

C) qualification

6) Future managers... more education than those of the past.
a) needed

b) will need

c) will be needed

7) The term “manager” is frequently used in...organizations.

a) profit-making
b) non-profit
c) social work

Buvibepume npasunvhwiii nepesoo npeonodcenus
8) The person who runs the company is the Director General.

a) UYenoBek, KOTOPbI HAHUMAET KOMIIAHUIO, TEHEPATbHBIN JUPEKTOP.

b) CaMblil 3aHATON YEJIOBEK B HaIleW KOMIIAHUU — F€HEPAJIbHBIN JUPEKTOP.
c) UYenoBek, KOTOPBIN yIpaBiseT KOMIIAHUEN, TEHEPAIbHBIN JUPEKTOP.

9) We expect the company to create job opening for the regional manager in
the near future.

a) Msbl  OxumaeM, YTO KOMIIAaHHS OTKPOET BaKaHCHIO Ha JOJKHOCTH

PErMOHAIEHOTO MEHEKepa B OJIMKanIieM Oy TymeM.

b) OXuJaroT, 4YTO KOMIIAHUS  CO3/JacT  paboTy, OTKPBIBAIOLIYIOCS
pPErMOHAILBHOMY MEHEKEPY B OJIM3KOM OYyIyIIEeM.
c) Oxwupaercs, 4TO  KOMIIAHUS  CO3JaCT  OTKPBITYIO  BaKaHCHIO

PErMOHATLHOMY MEHEKEPY B OJIKanIeM Oy IyIIeMm.
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OIIK-9 — 10)  Jack didn’t get that job.
o0JrazmaTh - et
CIOCOOHOCTBIO a) Sorry to hear that.
OCYIIECTBIISTh b) He’s so lucky.
JIEI0BOE C) Good news!
oOmenue 11) Pacnonoacume smu npeonodicenusn u3 nucoma - npueiauieHus 8
(myOmuaHbIE NPasuiIbHOM NOPAOKe.
BBICTYIUICHUS, a) Please take a look at our website.
MEePETOBOPHI, b) We are writing to invite you to a conference in Tokyo.
MIPOBE/ICHHE C) Please do not hesitate to contact us if you require any further information.
COBEILAHUH, d) There you will find the details of the conference schedule.
JenoBast e) This will be an excellent opportunity to meet local suppliers and agents.
Mepernncka,
3IEKTPOHHbBIE 3anonnume nponycku nooxXooauwumMu npediocamu
kommyHukanuu) | 12)  We look forward ... receiving your order soon.
a) from
b) to
c) at
BriOepute npaBMIIbHBINA IEPEBOJT PEATIOKCHUS:
13)  Thank you for your letter of 2 September, applying for the position of a
manager with this company.
a) bnaromapro 3a mmchMO OT 2 CEHTSOps, TMojaromee Ha JOHKHOCTH
MEHEIKEPA B ITOM KOMIIAaHUH.
b) Cnacubo 3a Bamie THUCBMO OT 2 CEHTAOpS, B KOTOPOM BBl IOJACTE
3asiBJICHHE Ha IOJDKHOCTh MEHE/Kepa B ATy KOMITAHUIO.
<) Cnacu6o 3a mUchbMO 2 CEHTSIOps, B KOTOPOM BBI 3aBISIETE O JOKHOCTH
MEHEKEPA B ITOM KOMIIAHUH.
Bapuant 2
HaumenoBanue | Bompoc
KOMIeTeHIHH

OK-5 — oOnamars
CIIOCOOHOCTBIO K
KOMMYHUKAIlUd B
YCTHOM u
MMMCHbMEHHOM
dopmax Ha
pycckom u
WHOCTPAHHOM
SI3BIKAX JUTSE
peuieHus  3agad
MEKITMIHOCTHOT'O
n
MEXKKYJIbTYPHOTO
B3aUMOICHCTBHS

Buvibepume npasunvruili 6apuanm:
1) Has the secretary come yet? I want to have my papers ... .

a) to type

b) typing

c) typed

2) I worked so hard last week. ... .

a) I’'m tired.

b) I’'m hungry.

c) I'm ill.

3) The company doesn’t ... business with the EU countries.
a) do

b) make

c) has

4) Bri6epute cuHOHUM BhIpakeHus «mediaadvertising».
a) magazines for specific professions

b) advertising jobs in the local and national press

c) internet recruitment sites

5) The ability...with people is important for a manager.

a) to deal

b) to relate

C) to persuade
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6) What information should be included in the personal profile part of
your resume?
a) language skills

b) nationality
C) qualification
7) The term “director” is frequently used in...organizations.

a) profit-making
b) non-profit
C) corporations

Buibepume npasunvhwiii nepegood npednodicenus
8) I have an appointment with the general manager for today.

a) Ha ceromnst y MeHsI HET BCTpeU C T€HEPaTbHBIM TUPEKTOPOM.

b) CeroziHst y MEHSl Ha3HAY€HA BCTPEYa C FTeHEPATIbHBIM JUPEKTOPOM.
c) Opna 13 BCTped CEeroJHs ¢ reHepaibHbIM JUPEKTOPOM.

9) Developing a new recruitment campaign requires a lot of time and
money.

a) Jlst pa3BUTHS areHTCTBA 10 HAaMY TpeOyeTCsl MHOTO JICHET U CHUJI.
b) Pa3Butue HOBOI KaMmaHuM 10 HAbOPy MepcoHana TpedyeT MHOTO
BPEMEHHU U JICHET.

C) Pa3BuBas HOByIO KaMIaHHIO, TPEOYETCSI MHOTO JICHET.

OIIK-9 -
o0JrazaTh
CIIOCOOHOCTBIO
OCYIIECTBIISTh
JIETI0OBOC
oOI11eHnEe
(myOnnyHBIC
BBICTYIUICHUS,
MIEPETOBOPBHI,
MIPOBE/ICHHE
COBEIIaHHH,
JeJioBast
Mepernucka,
3JICKTPOHHBIC
KOMMYHUKAIIUH)

10)  Could you phone later, please? ... .

a) Jane speaking.
b) Jane’s on the other line.
C) There is no one by name Jane here.

3anonnume nponycku nooXoosuumMu npediocamu

11)  We thank you very much ... your enquiry.

a) to

b) on

¢) for

12)  Pacnonosxcume smu npeodiodiCeHus U3 NUCbMa-nPpUueiauleus 6
NPasuiIbHOM NOPsOKe

a) You will have an opportunity to meet the Director-General.
b) Look forward to seeing you soon.
c) We would like to invite you to our trade meeting in London.

d) You will find attached herewith the details of the meeting.
e) It will take place on Mayl11, 20....
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Bvibepume npasunvhbiii 6apuanm nepegooa.

13)  Thank you for your letter of 4 August, applying for the position of a
secretary with this company.

a) brmarogapto 3a mucbmMo oT 4 aBrycra, Nnojaroliee Ha JOJIKHOCTD
CeKpeTaps B ’TOM KOMIIaHUH.

b) Cnacubo 3a Bamie MUChMO OT 4 aBrycTa, B KOTOPOM BBI IMOJACTe
3asBJICHUE Ha JOJHKHOCTb CEKPETaps B 3Ty KOMIAHUIO.

c) Cnacubo 3a mmchmMo 4 aBrycra, B KOTOPOM BBI 3asBIsIETE O
JOJKHOCTH CEKpeTapsi B 3TOM KOMITAHUU

[IpoueHT pe3ynbTaTUBHOCTH OrneHka ypoBHsI OATOTOBKHU
(IpaBUIIBHBIX OTBETOB) oann Bepbanvhbiii
(ommemxka) ananoe
80 : 100 5 OTan4HO
66 :79 4 Xopo1io
51:65 3 YAOBJIETBOPUTEIHHO
1o 50 2 HEYJIOBJIETBOPUTEIBHO

Kpurtepuu ornieHKH W3JI0KEHBI B IIIKAJIE OLICHKH JJIs MPOBEJCHUS TPOMEKYTOUHON aTTECTaIluN
10 JUCLIUILINHE

10. METOJAUYECKHUE MATEPHAJIBI, OIIPEJAEJIAIOLINE NPOLENLYPHI
OLIEHUBAHMUS 3HAHWM, YMEHUI, HABBIKOB U (UJIN) OIBITA JESITEJIBHOCTH,
XAPAKTEPU3YIOIIUX DTAIIbBI ®OPMHUPOBAHUS KOMIIETEHIIUTA.

®opma OuJjieTa 11l MPOBEACHUS MPOMEKYTOYHOH aTTeCTAIMU MO IUCIUIIINHE

YPAJILCKHI COITUATIBHO-PKOHOMUYECKU MHCTUTY T (dumman)
OBPA30OBATEJIBHOI'O YUPEXJEHUS [TPO®COIO30B
BBICILIEI'O OBPA3BOBAHU S
«AKAJIEMUS TPYJIA U COLIUAJIBHBIX OTHOLLIEHW»

ConnanbHO-2KOHOMUYECKUH (aKyIbTeT
Hanpasnenue noocomosxu: 38.03.03 Ynpasnenue nepconaiom
Ounas gpopma obyuenus, Il kypc
HHucyunnuna: «lIpogheccuonanbhvlii UHOCMPAHHBIIL A3bIK»
IK3aMeHAIIHOHHLIONJIET ...
1. Read and translate text No____ with a dictionary in writing.
2.Read and translate text Ne____ without a dictionary and render it English.
3. Speakontopic No .

3aB. kadempoii (1.B. Cadponona)
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YPAJILCKHI COITUATIBHO-PKOHOMUWYECKUI MTHCTUTY T (dumman)
OBPA30OBATEJIBHOI'O YUPEXJIEHUS [TPO®COO30B
BBICILIEI'O OBPA3BOBAHU S
«AKAJIEMUS TPYJIA U COLIUAJIBHBIX OTHOLLIEHW»

ConnanbHO-2KOHOMUYECKUH (haKyIbTeT
Hanpasnenue noocomosxu: 38.03.03 Ynpasnenue nepconaiom
3aounasn ghopma obyuenus, IV xypc
HHucyunnuna: «IIpogheccuonanbhvliii UHOCMPAHHBLIL A3bIK »
IK3aMeHAIIMOHHLIONJIET ...

1. Read and translate text No____ with a dictionary in writing.
2.Read and translate text No____ without a dictionary and render it in Russian.
3. Speakontopic No ____.

3aB. kadempoii (1.B. Cadponona)

Cooepocanue Ik3amena(ounan popma odyuenus, 6 cemecmp)
1. UreHwe W NMHUCHbMEHHBIA TEPEBOJ CO CIIOBAPEM OPUTHHAIBLHOTO TeKCTa MpodecCHoHaTbHON
temaTuku o0beMom 2000 rmeyaTHBIX 3HAKOB (BpeMs Ha MOATOTOBKY — 40 MUHYT).
2. UYrenuwe TekcTta npodeCcCHOHATBHOM TEMaTHUKH O3 CoBaps W Tepenada ero Coaep)KaHus Ha
AHTJIMHACKOM SI3BIKE.
3. Monomoruueckoe cooOmieHrne / pa3BUTHE CUTyaluu o0beMoM 15-20 mpennokeHuil B paMmKax
M3Y4YEHHOHN TEMAaTUKH (BpeMsl Ha MOATOTOBKY — 15 MuHyT). becena ¢ npenoaasarenem.

Temaruka cooOIeHUI:
1) Types of managers (TunbiMeHEHKEPOB)
2) Recruitment and selection (HaiimuoT6oprniepconara)
3) HRtraininganddevelopment (O0y4yeHue u pa3BUTHE ITEPCOHAIIA)

Oopazey mexkcma ona nepesooa (1 eonpoc)
Time for power to the people?
Get out of the comfort zone

The best way for human resources professionals to make it to the top of the corporate
ladder is to leave the personnel department behind as soon as possible.

A growing number of companies are now more interested in appointing HR directors who
have business sense rather than a detailed grasp of employment law — evenif that means hiring
someone from outside HR.

“Enlightened chief executives who recognise that people are central to their business are
looking for HR directors who can be ‘thought partners’,” said Deborah Warburton, a partner at
Hedley May, the executive search firm. “Then it becomes less about having grown up in HR and
having technical competencies under one’s belt, and more about having business judgment, being
an influencer, a coach, a strategic sounding board. They are the most sought-after and difficult-to-
find qualities.”

The biggest change that individuals should make in their career paths is to get out of HR,
at least for a while. Typically, people join HR and never do anything else, but those who want to
move into a senior leadership role need breadth, not simply depth, of experience.

“The alternative to getting out of the function is to get involved in projects where HR
input is required, but where you are gaining more strategic insight,” said Warburton. International
experience is another good option, she added.
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“It 1s getting more common to see HR directors on boards, but the debate about whether
they should be on the board has been kicking around for 10 or 15 years now,” said Penny de
Valk, chief executive of Fairplace Cedar, a talent-management company.

Business leaders talk about the importance of people to their companies, but often HR is
still not seen as a strategic appointment, de Valk believes.

HR people who want to communicate effectively with their board should start by ensuring
that any people-related recommendations are linked to business strategy.

Oopazey mexkcma 0nsa nepesooa (2 eonpoc)
Start a bonfire of the complexities
Business is getting too complicated

Managers in the world’s most complicated companies spend more than 40% of their time
writing reports and 30% to 60% in co-ordination meetings, according to a new book on complexity.
At the same time, companies are setting themselves more targets: today they will typically have
between 25 and 40 “performance imperatives” compared with between four and seven in 1955.

The issue is not that the business environment is getting more complex, although it is, but that
companies are responding to that complexity by making life more complicated for their staff. They
add so many procedures, processes, structures and scorecards that managers end up working ever
harder without getting anything particularly useful done, says Yves Morieux, co-author of Six Simple
Rules: How to Manage Complexity without Getting Complicated.

It is also making staff unhappy. “In our analyses and interviews with clients we had noticed
that people seemed more and more miserable and distressed,” said Morieux, who is a senior partner
at Boston Consulting Group, the management consultancy.
abonfire — oronus, miams

Cooepicanue Ix3amena(3aounasn popma odyuenus, 8§ cemecmp)
UreHue W NHUCHBMEHHBIM NEPEBOJ CO CIOBApPEM OPHUTHHAIBHOIO TEKCTa MpodecCHOHATbHON
teMaTtuku o0beMoM 1.600 rmeuaTHbIX 3HAKOB (BpeMs Ha TOATOTOBKY — 40 MUHYT).
Urenue TekcTa MpodecCHOoHaNbHON TeMaTuku Oe3 cioBaps M Iepefada ero CoJIep)KaHHs Ha
PYCCKOM $I3BIKE.
MoHosnorudeckoe coobuieHue / pa3Butue curyauuu oobemom 10-15 mpemnokeHuit B pamkax
M3Y4YEHHOUN TeMaTUKU (BpeMs Ha TOATOTOBKY — 15 MuHyT). becena ¢ mpemnogaBarenem.
TemaTnka MOHOJIOTHYECKUX COOOIICHUN:
1) Types of Managers (TunsiMeHemKepOB)
2) HRManager (MeHeKep 1O IEPCOHATY)
Oopazey mexkcma onsa nepesooa (1 eonpoc)
A new mandate to Human Resources

Human resources have never been more necessary. The competitive forces that we face today
and will continue to face in the future demand organizational excellence. To achieve this excellence
we look at the work of Human resources. By designing an entirely new role and agenda that results in
enriching the organization’s value to customers, investors and employees, HR can help deliver
organizational excellence by helping line managers and seniors move planning from the conference
room to the market place, by becoming an expert in the way work is organized and executed and
finally by helping the organization improve their capacity for change. HR will help organizations
meet competitive challenges such as globalization, profitability through growth, technology,
intellectual capital, and the greatest competitive challenge companies face, adjusting to nonstop
change.

HR should also become a partner in strategy executions by impelling and guiding serious
discussions of how the company should be organized to carry out its strategy. Creating the conditions
for this discussion involves four steps. First HR would define an organizational architecture by
identifying the company’s way of doing business. Next HR must be accountable for conducting an
organizational audit. The third role for HR as a strategic partner is to identify methods for renovating
the parts of the organizational architecture that need it. Fourth and finally, HR must take stock of its
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own work and set clear priorities. They must take responsibility for orienting and training line
management about the importance of high employee morale and how to achieve it. The new HR
should be the voice of employees in management discussions.

Ooépaszey mexcma ona nepegooda (2 éonpoc)
Changing the role of the Human Resource management

The times have changed and the role of human resources within the organization needs to
change. We can no longer be keepers of the records; we must become keepers of the flame. It is
human resources’ responsibility to lead the organization in tapping the one remaining resource it has
people. They can have identical products. What they cannot have are the same people. Management
needs to realize that in the future, raw materials, finished products and money will not be the keys to
organizational success. People will be that key. Future success will depend on how we use the
intellectual capital of the organization.

HRM is concerned with the most effective use of people to achieve organizational and
individual goals. It is the way of managing people at work, so that they give their best to the
organization.

Human capital is not solely the people in organizations—it is what those people bring and
contribute to organizational success. Human capital is the collective value of the capabilities,
knowledge, skills, life experiences, and motivation of an organizational workforce.
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