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1. [lepeyeHb KOMNETEHIIMA, MHAMKATOPOB JOCTHKEHUSI KOMIIETEHIIUI M ONMCaHMe NMOKAa3aTe/ieil U KpUuTepreB OLleHNBAHUSA Pe3yJibTAaTOB
00y4eHMsI M0 QM CHUILINHE (MOIYJII0)

dopmupyema Kon u Pe3yabTarsl IToka3aTeu 1 KPpUTEPUN OLIEHUBAHMS Pe3yJIbTATOB 00y4YeHHS 110 Bun
| HAHMEHOBAHU 00y4eHus 1Mo AUCHUILINHE (MOYJIIO) OLIEHOYHOI 0
KOMIIETeHIUs1 € MHAUKATOpa AUCHUILINHE cpeacTBa
(c ykazaHueM  IOCTHKEHHUA (Momy.110)
K0/1a) KOMIIETEHIIMHU
1 2 3 5
Hey/I. YIOBJI. XOpOIIOo OTJIMYHO
I1K-3. [1K-3.3. OO6yyarommuiics Crynent He 3HaeT CTyAeHT 3HaeT Crygaent xopomo = CryaeHt otnuyHo [lucbmennas
Criocoben Bnanenue JIOJDKEH 3HaTh OCHOBHBIE OCHOBHBIEC 3HAET MOHSTHS, 3HAET MOHATHS, pabora,
aHAJIM3UPOBAT = CHOCOOaMHU peanuu TIOHSTHS, MIOHSTHSI, CBSI3aHHBIE C CBSI3aHHBIE C UHIUBUIYallb
b U aHanusa u MHOS3BIYHOU CBSI3aHHBIC C CBSI3aHHBIC C KYJIbTypOi KYJIbTypOH HBIN OIIpOC
CUCTEMATHU3Hp  CHCTeMaTu3all = KYJIbTYphI KyJIbTYpOUr KYJIbTYpOH MUCBMEHHOTO MUCEMEHHOTO
OBaTh 17011 MUCHEMEHHON MMUCHbMEHHOTO MHCbMEHHOTO pedeBoro pedyeBoro
pe3ynbTaThl pE3yNbTaTOB KOMMYHUKAI[UU,  PEUYEBOro pedyeBoro oOmIeHws, oOmeHus,
HAyYHBIX U HAy4YHBIX U MOJICITH oO1eHus, oO1eHus, MpaBuiia npaBuia
HAy4YHO- Hay4YHO- OpTraHu3aIuu MpaBuIia npaBuUIIa odopmIIeHUs odopMiIeHHS
METOJMYECKUX METOJUYECKUX = MUChMEHHOU oopmIteHUs odopmIteHUS pedeBoro pedyeBoro
WCCJIEIOBAHUI  HCCIEJOBAaHUM = pEeuH, CpPElICTBA pedeBoro pedeBoro BBICKA3bIBAaHUS Ha ~BBICKA3bIBAHUS HA
B o0JyiacTu B o0yactu CBSI3U U BBICKA3bIBAaHUS Ha BBICKA3bIBAHUS HAa THCHME; YMEET MUChME; YMEeT
bunonoruu 1 GUIONOTHM U OOBEIMHEHUS UX  TMHUChME; HE YMEEeT MHUChME; yMeeT aHAIM3UPOBATh aHAIIM3UPOBATh
¢unonorudeck = (QUIOIOTHYECK 3JIEMEHTOB B aHAJIN3UPOBATh aHAIU3UPOBATH ynotpeOieHue ynotpeOiaeHue
oro oro 3aBUCHUMOCTH OT  yHoTpeblieHue yrnotpebiaeHue SI3BIKOBBIX S3BIKOBBIX
oOpazoBaHusi | 00Opa3oBaHUs  THIA SI3BIKOBBIX SI3BIKOBBIX CPEIICTB B pa3HBIX = CPEJNICTB BO BCEX
MMCbMEHHOTO CPEICTB B CPE/CTB B pEeUEBBIX W3YYEHHBIX
BBICKA3bIBAaHUS HA = OMPENIETICHHOMN HEKOTOPBIX CUTYaITUAX Ha peUeBbIX
MHOCTPAHHOM peueBoit peUeBbIX MMChME; BIaJIeT | CUTYyalMsIX Ha
SI3BIKE CUTyaIlu Ha CUTyaIusIX Ha CIIOCOOHOCTBIO K | TIMCHME; BJIaJIeeT
MHChbME; HE MHChbME; BIaJieeT = 00OOIIECHHIO, CIIOCOOHOCTBIO K
BJaAceT CITOCOOHOCTBIO K aHAJIM3Y, 000011IeHHIO,
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I1K-3.2.
YMmenue
aHAJTM3UPOBAT
bH
CUCTEMAaTH3HP
0BaTh
PE3YIIbTATHI
HAY4YHBIX U
Hay4JHO-
METOIUYECKUX
HCCIIeJOBAHMI
B o0J1acTu
bumosoruu u

OO0yuaromuiics
JIOJI’KEeH 3HATh
(GyHKIIMOHAJIbHBI
€ CTUJTU B
MACbMEHHOU
peuun
WHOCTPAHHOTO
A3BIKA;
CTHJINCTUICCKUE
0COOEHHOCTH
MTUCHEMEHHOTO
pedeBoro
BBICKA3bIBAaHUS Ha

CIIOCOOHOCTBIO K
000011IeHHIO,
aHaIN3y,
BOCHPUATHIO
uHpOpMaIuy,
IIOCTaHOBKE 1IN
1 BbIOOpY myTei
e€ TOCTIKEHUS,
HaBBIKAMH
NHUCHEMECHHOMN
KOMMYHHUKAIUU B
WHOSI3BITYHON
cpene, MoJCIISIMU
OpraHu3aIu
MMMCHbMEHHOTO
pedeBoro
BBICKA3bIBaHUSA

CTyneHT He 3HaeT
(GYHKIMOHATIBHBI
€ CTUJIU B
MMACbMEHHOU
peun
MHOCTPAHHOTO
A3BIKQ;
CTHJINCTUYECKHE
0COOEHHOCTH
MICBMEHHOTO
pedeBoro
BBICKA3bIBaHUs Ha
MHOCTPaHHOM

000011IeHHIO,
aHaJu3y,
BOCTIPUSTHIO
uHpopmanuu,
IIOCTAHOBKE ILICJIH
1 BBIOOpPY ITyTeH
e€ TOCTIKCHMUS,
HaBBIKAMH
MMMCHbMECHHOM
KOMMYHHKAIIVH B
WHOS3BIYHOMN
cpelne, MOJCIISIMH
OopraHu3aIu
MMHUCHbMEHHOTO
pevYeBOro
BBICKA3bIBaHUS,
JIOTTyCKast
OIIMOKHU

CryneHrt 3Haer
HEKOTOpbIE
(yHKIIMOHAJIbHBI
€ CTWIIU B
MIACbMEHHOU
peun
WHOCTPaHHOTO
A3BIKA;
orpezieNieHHbIe
CTHJIUCTUYECKHE
0COOEHHOCTH
MUCHMEHHOTO
pedeBoro
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BOCHIPUSITHIO
uHdopmanuu,
MMOCTAaHOBKE IIEJTH
U BBIOODPY ITyTei
€€ JOCTHXKEHHUS,
HaBBIKAMH
MMHUCHbMEHHOM
KOMMYHUKAIINH B
WHOS3BIYHOMN
cpene, MOJICIIAMHU
OpraHu3aIu
IHCbMEHHOTO
peveBOro
BBICKa3bIBaHUS,
JOITyCKast
HECKOJIBKO

(91115 (03

CryneHT xopouio
3HaeT
(YHKIIMOHATIBHBI
€ CTWIH B
MMACbMEHHOU
peun
WHOCTPaHHOTO
A3BIKA;
CTHITUCTUYECKHE
0COOEHHOCTH
MTUCBMEHHOTO
peueBoro
BBICKa3bIBaHUS Ha

aHaIN3Yy,
BOCIIPUATHIO
uHpopManuy,
IIOCTaHOBKE 1IN
U BBIOODPY MyTei
€€ MOCTMIKEHUS,
HaBBIKAMH
IMMChbMEHHOM
KOMMYHUKAIUHU B
WHOSI3BIYHON
cpene, MoAeIsIMU
OopraHu3aIu
IMMCHbMEHHOTO
pedyeBoro
BBICKA3bIBaHM,
HE JIOITyCcKast
OIINOOK

CTyaeHT OTIUYHO
3HaeT
(YHKIIMOHAJIbHBI
€ CTUJIU B
MHUCbMEHHOU
peun
WHOCTPAHHOTO
SI3BIKA;
CTHJIHCTUYICCKUE
0COOEHHOCTH
MTUCHEMEHHOTO
pedeBoro
BBICKA3bIBAaHUS Ha

NunuBunyan
BHBIN OITPOC,
UCbMEHHAas
pabota



(UIOTOTHYECK = MHOCTPAHHOM SI3bIKE; HE YMEET  BBICKA3bIBaHUS HA HMHOCTPAHHOM WHOCTPAHHOM
oro A3BIKE; MMHUCbMEHHO MHOCTPAHHOM SI3BIKE; XOPOLIO A3BIKE; OTIIMYHO
oOpa3oBaHHs  yMETh ONUCHIBATh SI3BIKE; YMEET yMmeeT ymeeT
MIUCbMEHHO (bakTbI MMCbMEHHO MUCbMEHHO MACbMEHHO
ONUCHIBATh WHOSI3BIYHOU U ONUCHIBATh OTUCHIBATh ONHUCHIBATh
bakTbl POMHOU KyJAbTYp | (hakThI (hakThI (hakTh
MHOSA3BIYHON U HAa UHOCTPAHHOM  WHOS3BIYHOU U WHOSI3bIYHOUN U MHOSA3BIYHON U
POHOM KYyJNbTYp  A3BIKE, POIHOM KyJIbTYp  POJHOM KyJIbTYp  POJHOM KYJIbTYp
Ha UHOCTPAHHOM  aHAJIM3UPOBATH Ha UHOCTPAHHOM  Ha UHOCTPAHHOM  Ha MHOCTPAHHOM
S3BIKE, SI3BIKOBBIC U SI3BIKE, SI3BIKE, SI3BIKE,
aHaJIM3UPOBAThH JIMHTBOCTWJIMCTH  aHAJIM3UPOBATH aHaJIM3UPOBATH aHAJIM3UPOBaTh
SI3BIKOBBIC U YECKUE SI3BIKOBBIC U SI3BIKOBBIC U SI3BIKOBBIC U
JUHTBOCTHJIUCTH  OCOOEHHOCTHU U JUHTBOCTWJIUCTH  JIMHTBOCTWIIUCTH | JIMHI'BOCTHJIUCTH
YECKUE MMUCbMEHHO YECKUE YECKHE YECKUE
O0COOCHHOCTH U HUHTEPIPETUPOBAT = OCOOEHHOCTHU U 0COOCHHOCTH U OCOOCHHOCTH U
MMCbMEHHO b COZICp)KaHue MUCbMEHHO MUCbMEHHO MUCbMEHHO
MHTEPIPETUPOBAT TEKCTA MHTEPIPETUPOBAT HHTEPIPETUPOBAT = UHTEPIPETUPOBAT
b COJIEpKaHUE b COJIEpXKaHUE b COZIep)KaHue b COJIEpKaHUE
TEKCTa TEKCTa, IONyCcKasi  TEKCTa, IONyCKasi = TEKCTa, He
OIINOKHU HECKOJIBKO JIOTyCKas
OIIMO0K 91115 ()
I1K-3.1. OO6yuaronuiics CryneHrt He 3HaeT CTyAEHT 3HaeT Crynent xopomo = CryzaeHt oriimyHo = [InceMeHHas
3HaHUE OCHOB | JIOJDKEH 3HATh peanuun OCHOBHBIC 3HAET peauu 3HAET peajuu paborta
HAay4YHOH OCHOBHEIE WHOSI3BIYHOU peanuu WHOSA3BIYHOU WHOS3BIYHOMN
NESATETbHOCTH, = TIOHATHS, KYJIbTYpbI WHOSI3BIYHOM KYJIbTYpbI KYJIbTYphI
pe3yabTaTOB CBSI3aHHBIE C MUCbMEHHOU KYJIbTYpbI MHUCbMEHHOU MUCbMEHHOU
Hay4HBIX U KYJIbTypOi KOMMYHHUKAIIUW,  TMHCbMEHHOU KOMMYHHUKAIIUHA,  KOMMYHHUKAIUH,
Hay4HO- MMCbMEHHOTO MOJENN KOMMYHUKAIlMM,  MOJENH MOJIeNn
METOJMYECKUX PEUYEBOTO OpraHu3aIu MOJIeTH OpraHu3aIu OopraHu3aIu
UCCIIEIOBAaHU = OOIIeHMS, MUCbMEHHOU OpraHu3aIu MUCbMEHHOU MACbMEHHOU
B o0yactu odopmITeHUS pedn, cpeacTBa MMACbMEHHOU pedn, cpeacTBa pedn, cpeacTBa
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bunonoruu u
(buosornveck
oro
oOpa3zoBaHMs

pedeBoro
BBICKA3bIBaHMSA Ha
MMCHbME; YMETh
aQHAJIMU3UPOBATh
yrnoTpebdaeHue
SI3BIKOBBIX
CPEJ/ICTB B
onpeaeIeHHON
peueBoit
CUTyaIlH Ha
IMMChME; BIaJICTh
CIIOCOOHOCTBIO K
0000111eHHIO,
aHaJmn3y,
BOCIIPUSTHIO
uHpOpManuy,
MMOCTAaHOBKE IEI1
U BbIOOpY myTeit
€€ JOCTHKEHUST;
HaBBEIKAMH
MHUCHEMEHHOMN
KOMMYHUKAIUHU B
WHOSI3BIYHON
cpene, MOACISIMHI
OpraHu3aIu
MUCHEMEHHOTO
pedeBoro
BBICKQ3bIBaHHS

CBSI3U U
00bEIMHEHUS UX
DJIEMEHTOB B
3aBHCUMOCTH OT
THIIA
MMMCBMEHHOTO
BBICKA3bIBAHMS HA
HHOCTPAaHHOM
SI3BIKE

pedu, cpeacTna
CBSI3H U
00BEAUHEHUS UX
JJIEMEHTOB B
3aBUCHMOCTH OT
THIIA
MUCEMEHHOTO
BBICKa3bIBaHUS HA
WHOCTPAaHHOM
SI3BIKE

CBSI3U U
00BEeIMHEHNUS UX
DJIEMEHTOB B
3aBHCUMOCTH OT
THIIA
IMICHMEHHOTO
BBICKA3bIBAHMS HA
UHOCTPAaHHOM
SI3BIKE

CBSI3U U
00BEeIMHEHUS UX
2JIEMEHTOB B
3aBUCHUMOCTH OT
THIIA
MMHUCHMEHHOTO
BBICKA3BIBAHUS Ha
HHOCTPAaHHOM
SI3BIKE




2. OnleHOYHbIE CPeICTBA, He00X0AMMBbIE /1JIsl OLEHKH Pe3yJIbTATOB 00y4YeHHus 1Mo
AUCHHUILINHE (MOAYJIIO)

KpurepusiMu ouneHUBaHMSI TPU MOJYJIbHO-PEHTHHIOBOM cHUCTEME SIBISAIOTCA Oaibl,
KOTOpBIE BBICTABJISIOTCS MpENoJiaBaTeIeM 3a BHJbI ACSITEIbHOCTU (OLECHOYHBIE CPEICTBA) IO
UTOTaM H3y4eHUs: MoJIylied (pa3[enoB AUCHMIUIUHBL) (07112 3auema. TEKYHIIMH KOHTPOJIb —
MakcumMyM 50 6aioB; pyOeKHBIN KOHTPOJIb — MakCUMyM 50 OaljIoB, TOOIIPUTENHHBIC OBl —
MakcuMyMm 10).

Ixkasel OlleHUBaHUSA:
ons 3auema:
3auteHo — oT 60 1o 110 peliTuHroBhIX OayioB (BKiItoUYast 10 MOOMIPUTENBHBIX OAJIIOB),

He 3auTeHO — OT 0 10 59 peHTHHTOBBIX OAJIOB).

KpuTepuu onieHKH MMCbMEHHO# padoThl (B 6aiax):

- 5 bannoe svicmasnsiemcs cmyoeHmy, eciu paboma 6bINOIHEHA C Y4emoM NPeobsasIaeMblX
mpeb08aHull K 00bemy Mamepuand, CoOOepHCAHUI0 U 0OPMICHUIO ONpedeleHHO20 8Uda pabom,

- 4 banna svicmasnsiemcs, Cmyoenmy, eciu paboma 6bINOJIHEeHA C YY4emoM NPeObsasisleMblX
mpe608aHull K 06vemy Mamepuaid, coO0epI’CAHUIo U 0popmieHuto onpedeieHHo20 uda pabom,
HO COOepaHCcUm oumuOKU A3bIKOB020 OOpMIIeHUs;

- 3 6ania evicmaensiemcs Ccmyoewmy, eciu paboma He omeeuaem npeoviIneMbIM
mpebosanusM K 00veMy Mamepuand, Ho COOepICUm 6ce NYHKMbl, UMEIOMC MHO2OUUCTICHHbLE
OUWUOKU S3bIKOBO2O OPOPMICHUSL,

- 2 Oanna 6vlcmasnsiemcs CmyoeHmy, eciu paboma He omeeuaem npeowbAsIseMblM
mpebosanuam K 00vbeMy Mamepuad, coOeplIcum He 6ce NYHKMbl, UMEIOMCs MHO2OYUCTEHHbIE
OWUOKU SA3bIKOBO20 OOPMAEHUS,

- 1 6ann evicmagnaemcs cmyoenmy, eciu paboma He omeeyaem npeovAGIAEMbIM
mpebosanuam K 00vemy Mamepuand, CcOO0epi’CUm  HeKOmMopbvle NYHKMbl,  UMEIOMmCs
MHO20UUCTIEHHbLE OUUOKU A3bIKOBO20 OQOPMIEHUA.

KpuTepuu onieHKM HHIUBUAYAJILHOT0 onpoca (B 6ajiax):

- 5 6annoe evicmasnsemcs Ccmyoewmy 3a NOJIHOe COOOWeHue, CMmyoeHm Je2Ko
opueHmupyemcsi 6 mamepuaie, NOIHO U AP2YMEHMUPOBAHHO Omeedaem Ha ONpPoOCyl, U3iazaem
mamepuan — NOCIe008amenvHo,  CcoodweHue  8blcmpoeHo  joeuuno. Peus  cmyodenma
Xapaxkmepuszyemcs CMUIUCmMu4eckou U SpamMmamuiecKol 2pamomHoCmsio.

- 4 banna evicmaensemcs cmyOeHmy 3a HOAHOe cOoOweHue, Cmyoenm OpUeHmupyemcs 8
Mamepuane, YACMUYHO OMEeuaem HA BONPOCHL, U3Ndzaem Mamepuanl nocied08amenbHo,
coobujenue 6vicmpoeHo naocuuHo. Peuv cmydemma xapaxmepuzyemcs cmunucmuieckou u
2PAMMAMU4ecKoll 2pamomHOCmMbO ¢ HEKOMOPLIMU HEOOUemaMU.



- 3 banna evicmasnsiemcs cmyOeHmy 3a HenoHoe CoOoOweHue, CMYOeHm OPUESHMUPYEemcs 6
Mamepuane, He omeeyaem HA 8ONPOCHI, COODWEHUE He 8bICIMPOEHO locudHo. Peub cmyoenma
xapakxmepu3zyemcs CMUIUCMuYecKou U SpamMmamuieckol 2pamomHoCmbI0 ¢ OWUOKAMU.

- 2 banna evicmasisemcs CmyoeHmy 3a HenoiHoe coodweHue, CcmyoeHm c1abo
opueHmupyemcs 6 mamepuaie, He omeeuaenm Ha 60NPoCwl, COOOUeHUe He 8bICIPOEHO TOSUUHO.

Peuv cmyoenma He xapaxmepuzyemcsi CMuIUCmMuyeckol U SpamMmamuieckol epamomHoCmolio,
Co0epxHCUm OUUOKU.

- 1 bann evicmasgniemcs cmyoewmy 3a HACMUYHBIL OMEem HA B0NpPOC, CMYOeHm ciabo
opuenmupyemcs 6 mamepuaie, He omeeuaem Ha 60NPOCyHI, COOOUEHUe He BbICTNPOEHO TOSUUHO.
Peuv cmyoenma ne xapaxmepuzyemcs CmMuiuCmuyeckol U cpamMmamuieckol 2pamomHoCcmolio,
cooepacum MHO2OUUCTEHHbIEe OUUOKU.

3. MeToanyeckue MaTepHuaJibl, ONpe/e/silolue Mpoue1ypbl OLeHUBAHUS Pe3yJIbTATOB
00y4eHHs 110 JUCHHUILIMHE (MOYJII0), ONIMCAHHE IIKAJI OLleHUBAHUSA



Buabsl yueOHoii nesitenbHocTH | bann 3a Yucno banner
CTYIeHTOB KOHKpETHOE 3aJlaHui 3a ~ —
A P A MuHUMaTbHBIH MaxkcumanbHbIi
3aJaHue ceMecTp
Mopayas 1.
Texkymuii KOHTPOJIb
1. npuBuyanbHbIi onpoc 5 2 0 10
2. IlucpmenHas paborta 5 3 0 15
Py0e:kHblii KOHTPOJIb
WHnuBHIyalbHbIH OMpoc 25 1 0 25
Mopyas 2.
Texkymuii KOHTPOJIb
1.lnauBUyanbHBIHA ONIPOC 5 2 0 10
2. Ilucpmennas pabora 5 3 0 15
Py0e:xkHbIii KOHTPOJIb
[MucermenHas pabota 25 1 0 25
HoowmpurenbHbie 0a1bI
1. CryneHueckas oiuMIuana 4
2. ITy6nukarms crarei 6
IMocemaeMocTh (0a/J1bI BHIYUTAIOTCS U3 00111eli CyMMBbI HAOPAHHBIX 0AJJIOB)
1. Iocemenue JEKIMOHHBIX 3aHTHH 0 -6
2. Ilocemenne MpakKTUIECKUX 0 -10
CEMHHAPCKHX, 1a00paTOPHBIX
3aHATHIN)
HUToOroBblii KOHTPOJIb
3auer
Ilepeyens BOompocoB /A5 3a4eTa:
1. HpaBI/ma HarmcaHuA ACJI0BOI'O ITMChbMaA.
2. YcTolunBEIe BBIpAXXCHUA Hadalla ITMCbMa, OKOHYaHUA.
3. Hauamou 3aBCPUICHUC NCIIOBOI'O NMCbMa
4. CTpyKTypa 3JIEKTPOHHOI'O TUChMa.
5. Odopmienue npockObl, MpeIoKeHns, HHHOpMaIUH.
6. Kimme nmucema.
7. KommyHuKaTHBHbIE QYHKIIMH: onHcaHue (QyHKIIMOHATA
8. Bripaxenus 3anpoca nHpopmanuu. OKumgaHue OTBETa.
9. BBIpa)KeHI/IC MMOoAACPIKKHU TOYKHU 3peHI/IH/ HECOTJIacHus ¢ TOUKOU 3pCHUH.

10. YcnoBus ycrenmHoi KOMMYHHUKAITUU: TIOHUMaHUE COOSCEeTHUKA, JISTKOCTh IIOHUMaHHUS.

9




11. OcobeHHOCTH MUCEMEHHOU PEYH.

12. Peructp MuCbMEHHOM JIEIOBOM KOMMYHUKAITUN
13. Mapkepbl BeKIIMBOCTH B MUCHME

14. Pe3rome.

Ili1aH mpakTHYeCKUX 3aHATHH

Paznen 1. ConnokyabTypHbIE KOHBEHIIMM MMCbMEHHOM JA€JI0BOM KOMMYHUKAIMKU. B 1anHHOM
paznesne GopMHUPYETCsl KOHBEHIIMOHAILHOCTh B TPO(EeCCHOHAILHON TUCbMEHHOM
KOMMYHHUKAIUH, BKIIOYAOIIast B Ce0s KyJIbTYPY peur. Y CBaMBAIOTCS MPaBHJIa MUCbMEHHOM
KOMMYHUKAITUU: 0OpaIlieHue B Pa3IMYHBIX CUTYaIlUsIX, HA4aJIo ¥ 3aBEepIICHUE JACIOBOTO MHChMa,
MapKephl BEKJIUBOCTH, JOBEPHS U JI€IOBON YUYTUBOCTH.

[Tpaktuyeckoe 3anstue 1. «Letter-writing Conventionsy.

[MpakTrueckoe 3anstue 2. «Abbreviations Used in Lettersy». «Punctuation Marksy.

Hnousuoyanvueii onpoc TpeACTaBiseT coOOM IOJNHbBIE, pa3BEpHYThIE OTBETHl Ha
Ipe/ICTaBICHHBIC BOIPOCHL:

1. [TpaBwiia HanMCaHMSI ISIIOBOTO MHCHMA.
. AGOpeBuaIys B MUChbME

. YcToiuuBbie BbIPpAXXCHHA Hadajla IIMCbMa, OKOHYAaHH.

AW

. YcroitunBbie BBIPpAXXCHUS HavdaJla U 3aBCPUICHUA ACTIOBOI0 IMMMCbMa
. CTpyKTypa 3J€KTPOHHOTr0 NMUChMA.
. Odbopmnenue npocbObI, MpeaIoKEeHUs, THPOPMAaLUH.

. OcOoGeHHOCTH TUCbMEHHON PeUH.

(o <IN B e Y|

. Peructp nucbMeHHOM AEI0BOM KOMMYHUKALIUU

Paznen 2. [JlemoBas mepernucka online. Netiquette. Peructp mnucbMeHHOH 1enoBoit
KOMMYHUKallMi. B naHHOM paszgene (QopMHUpPYIOTCS HaBBIKM BEJCHHS JEJIOBOM IMEpEeNnuCKH:
npaBuia, peraamentupyembie «Cerukerom» (Netiquette); aemoBoit U HEODUIHMAIBHBIA CTUIIN
obmenus. CTpyKTypa »SJIEKTPOHHOTO TMHChbMa: oOOpalieHue; BBIpAKEHHUE OJIarogapHOCTH;
opopmiieHHE TPOCHOBI, MPEAIOKEHUs, WH(OpPMALMK; BIOXKEHHE JIOKyMEHTa; 3aBeplIeHUE
UChMa.

[Tpaktuueckoe 3anstue 1. «Formal and Informal Language».
[Mpaktuyeckoe 3anstue 2. «kEmails, Faxes and Lettersy.

[MpakTrueckoe 3ansitue 3. «Netiquettey.
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Tucomennas paboma
Write a formal letter/ an informal letter/ email; send a fax to a partner

Cmanoapmmnoe 0enogoe nucbMo 6K104aem 6 ceds cieoyoujue 4acmu

1. Jannusie 06 ornpaBurene (addresser’s data);

2. Ccrutounoe obo3Hauenue (reference line);

3. [lara ormpasnenus (date);

4. Jlannwie o nmomy4darene (addressee’s data);

5. Oco0sie mpumeuanus (for the attention of (BHumanwuro...), confidential
(KOH(UIEHIINATBHO);

6. OOpaleHne K MOTy4aTesto, MpUBeTCTBEHHAs opMmyna (salutation);

7. Tema mcema (Subject line);

8. Tekcr mucema (the body of the letter);

9. 3axmounrtenbsHas ¢popmyna (complimentary close);

10. Iloanuck ormpasutens (addresser’s signature);

11. Wwms ormpasutens (the addresser’s name);

12. Ilpunoxenus (enclosure).

Write a letter to Allwood and Sons Ltd. (22 Highland Way, Ashford, Kent) asking for full details
and prices of their radios and televisions. Ask also whether air freight can be arranged to your
country. Use your own name and today's date. Then write a reply to your letter.

Hnousuoyanvuelii  onpoc  TpeAcTaBisieT CcoOOW  TMOJHBIE, pa3BepHYThbie OTBETHl Ha
MIPEACTABICHHBIC BOIIPOCHI:

Yto Takoe IeI0BO€E MUCHhMO?

Kakue QpyHKIMM BHITOTHSIOT JOKYMEHTBI?

Kakue TpeboBanus He00X0MMO COOIIOAATh IEPEBOTYHKY B chepe 1eI10BOro oOmeHus?
[To xakuM TIpU3HAKAM MOXKHO KJIacCU(UIIUPOBATH J€TOBbIC TUChMA?

[TepeunciutTe OCHOBHBIC THITHI JICTIOBBIX MTHCEM.

JlaiiTe xapakTepucTiuKy HH()OPMATUBHOMY MHUCHEMY.

JlaiiTe xapaKTepUCTUKY CONIPOBOAUTEILHOMY IMHCHMY.

JlaiiTe XapaKTEepUCTUKY MUCbMY-ITOATBEPKICHHUIO.

JlaliTe XapaKTEpUCTUKY MUCbMY-U3BELIEHUIO.

HOoO~NoobkwhE

0. MaiiTe XapakTepUCTHKY TMCHMY-TIO0YKIEHHIO.
11. Jlaiite xapakTepucTHKY NHCHEMY-TIPOCKHOE.

12. aiite XapakTepHCTUKY NMCEMY-3aIIPOCY.

13. JlaiiTe XxapaKTepUCTHKY NMCHMY-IPUTIIAIIEHHIO.
14. Jlaiire XapakTepUCTHKY MHCHMY-OTBETY.

15. Jlaiite XapakTepuCTHKY IHCHMY-IIPETEH3HH.
Paznen 3. [IpodeccnonanbHplii mopTpeT B nucbMeHHOW peun. KoMMyHUKaTHBHbBIE (YHKIIMH:

onucanve (QyHKIMOHama. B nmaHHOM pasnene  (QOpMHUPYIOTCS HaBBIKM — BIIAJEHUS U
UCIIOJIb30BaHUs MPO(eCCHOHANBHOM JEKCUKH B MUCbMEHHOM KOMMYHHKAIIUH.
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[Tpaktuyeckoe 3anstue 1. «Personal Qualities.

[MpakTuyeckoe 3anstue 2. «Job descriptiony.

[Tpaktuyeckoe 3anstue 3. «Application Formsy.

Tucvmennasn paboma

Write an application form

Applying for a position
Generally, the terms vacancy, post, position, or opening are used instead of the word job in

applications.
Opening
» 1 would like to apply for the position of Programmar advertised in this month's edition of
Computer Technics.
» | am writing to you concerning your advertisement on 12 May in The Gardian, for a
bilingual secretary to work in your export department.
» | am answering your advertisement for the post of Bank Trainee which appeared in
yesterday's Times.
» | am replying to the advertisement of 18 June for a Sales Manager which you placed in
The Export Journal.
» | am writing to ask if you might have a vacancy in the (your) general office / sales /

export / accounts department for a(n) clerical assistant / salesperson / export manager /
accounts clerk.

Application form request

>
>
>

Please can you send me an application form and any other relevant details?

Would it be possible for you to send me an application form and further details?

I would be grateful if you could send me an application form, and if in the meantime you
need any further details about me, | would be happy to supply them.

Curriculum Vitae

>

Thank you for your letter of (dateO and the application form for the post of (title). | have
now completed the details and am enclosing the form.

» I am enclosing my curriculum vitae for the position of ...[1The enclosed CV is for the

above post.

Explanation of previous experience

>

>

>

While I was at (name of company) | took responsibility for (title) and this meant I
(description); within (period of time) the firm/department was able to (description of
improvements)...

During my time at (name of firm) I worked on several (description) schemes which were
very successful as they meant (description)...

At (name of company) my duties included (description). This gave me more experience in
(description) which was very valuable when | moved to (name of next company).

Reasons you are applying
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>

>

I am particularly interested in the position you offer as | know my previous experience
and academic background would be valuable in this area of (engineering; teaching;
accountancy, etc.).

I am sure | would be successful in this post as | have now gained the experience and
skills that are required.

As (title of post) I know my background in (area of work) would prove valuable to you,
especially as | have been dealing with (explanation)...

This position would require someone who has had extensive experience of (area of work)
which | gained both academically and commercially at (college and companies).

I look forward to hearing from you. However, if there is any further information you
require in the meantime, please contact me.

Please let me know if there are any other details you need. Meanwhile, | look forward to
hearing from you.

| hope to hear from you in due course. Please let me know if you would like further
information about me.

I will be able to give you more detailed information at an interview, and | look forward
to seeing you.

Turning down an applicant

>

Thank you for attending our selection board on (date), but we regret to tell you that you
were not successful in your application. We hope you will be able to secure a position in
the near future.

We regret to tell you that we are not able to offer you the post of (title) which you applied
for on (date). We hope you will soon find the position you are looking for.

We are sorry to say that we are unable to offer you the position of (title) for which you
were interviewed on (date), and hope you will be more successful in the future.

We have decided not to accept any applicants who were interviewed for the post of (title),
and are readvertising the vacancy.

Offering a position

>

>

We are pleased to inform you that you were successful in your interview for (title) which
you attended on (date).

Thank you for seeing us on (date). We are prepared to offer you the position of (title)
which you applied for.

I am pleased to tell you that we are offering you the post of (title) which we discussed at
your interview on (date).

The selection board have approved of your appointment as (title).

The bank has agreed to accept you for the post of trainee subject to the usual references.

Application form

Application form Ref: Mitchell Hill Plc Merchant Bank

Post: 11-15 Montague Street, London EC1 5DN
Surname (Mr Mrs Miss Ms) Bauer Forename(s) Marcus

Maiden name ----- Date of birth 12 Nov 19

Marital status Single No of children ---- Ages -----
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/Address Fiirstenweg 110, D-3000, Hannover 71
Tel daytime (49) 312-889533

Next of kin Mr Kurt Bauer, father (see above address)

Tel evening (49) 312-251068

Securities Dept.

D-3000 Hannover

Education School/univ/college From To Address
Secondary Friedrich-Ebert Gymnasium 19 19 Herrenhauser Str.
D-3000 Hannover 21
Higher Universitdt Miinchen 19 19 Hittirfstr.
D-8000 Miinchen
Examinations Have you any of the following skills?
Title Grade Date Tick appropriate box
Diplom 1 19
Abitur 1 19 \Y Typing._ 35 wpm
LCCI Higher 19 Shorthand _____ wpm
Cambridge Proficiency B 19 Word processing
Languages Fluent Good Fair Keyboard skills
FrenchEnglish \Y E\gg(l)(lljﬁg)ing
v \ Telex

\4 Customer contact

\ Driving licence

\2 Filing
Employers
Name and address From To Position and duties Salary
International Bank 19 19 Assistant to Direct of £ 16,000Georgenplatz 108 International

Buying and selling securities

Names of two referees besides employers

Can we approach your employer for a
reference?

Dr. G. Grass, as above

Herr Prof. K. Weil, Universitidt Miinchen, Hittorfstr., D-8000 MiinchenHerr \V4

Yes No

Hobbies/activities

Reading, chess, skiing, swimming, and tennis

'When will you not be available for an
interview?
Date(s) before 5 Sept

Datel7 July 20__ Signature

Paznen 4. lenoBoe u akagemuueckoe CV. B nanHom paszzaene popMUpYIOTCS HABBIKM HAIHCAHUS
pe3toMe. 3HaKOMCTBO CO CTHJIEM, CTPYKTYPOM, COJIep:KaHUEM JaHHOTO JOKYMEHTA.

[TpakTuaeckoe 3ausatue 1. «Different Types of CV».
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[Tpaktuyeckoe 3anstue 2. «CurriculumVitae Examples». «Academic CVsy.

Curriculum vitae
Date of Birth:
Name:

Present address:
Telephone number:
Marital status:

Education and qualifications:
1990 — 1995

1995 — 1997

25 February 20

Carol Brice

25, Westbound Road, Borehamwood, Herts, WD6 1DX
081 953 9914

Single

Mayfield School, Henley Road, Borehamwood, Herts, WD6 1DX

GCE in English Language; French; History; Geography; and Art.
Hilltop Further Education College

Kenwood Road, London NW7 3TM

Work experience:

Oct'97 — Dec'98

Jan'99 — present

Diploma in Business Studies
Johnson Bros. Plc. 51-55 Baker Street, London W1A 1AA

Type of Company: Retail Chain Stores
Post: Junior Secretary

Responsibilities:  Secretarial work including typing; shorthand,;
correspondence; copying reports and minutes from shorthand notes;
tabulating data; filing; answering customers' calls; mail distribution; and
general office dities.

National Auto Importers Ltd., Auto House, Sidmouth Street, London

WC1H 4GJ

Type of Company: Car importers

Post: Secretary to Assistant Director

Other information:

References:

Responsibilities: Dealing with all correspondence; taking minutes at
meetings and writing up Assistant Director's reports; receiveing
customers and suppliers; dealing with home and overseas enquiries;
making decisions on behalf of A.D. in his absence; and representing the
company at various business functions.

While working i have attended various evening courses for Italian and

French, and have also been on special Information Technology courses
at The City College. My interests include tennis, badminton, swimming
and reading.

Mr B. Norman, Assistant Director, National Auto Importers Ltd., Auto

House, Sidmouth Street, London WC1H 4GJ
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Mrs T.R. Bradley, Senior Lecturer, Business Studies Dept., Hilltop
Further

Education College, Kenwood Road, London NW7 3TM
Current salary: £14,000 per annum

Hnousudyanvuviii onpoc TPEINCTaBIsIET COOOWH IOJIHBIE, PAa3BEPHYTbIE OTBETHI Ha
IPECTaBIEHHbIE BOIPOCHI:

Different Types of CV

CVs and Covering Letters

Information on what CV Should Include
Curriculum Vitae Examples

Academic CV

Pesynbrarel 00ydyeHHs] MO MUCHUILIMHE (MOAYNIO) y OOYYaIOIIMXCS OLEHUBAIOTCS IO
UTOTaM TEKYILEro KOHTPOJS KOJIMYECTBEHHOW OLIEHKOM, BBIPAXKEHHOM B PEHTHMHIOBBIX Oaliiax.
OueHKe NOJIEKUT KaX10€ KOHTPOJIIBHOE MEPOIIPUATHE.

[Ipu oneHuBaHUM CPOPMHUPOBAHHOCTH KOMIETEHLMH MPUMEHSIETCS YEThIPEXypPOBHEBAsS
1IKajia «HEYJOBJIETBOPUTEIBHOY, «YAOBIETBOPUTEIBHO», «XOPOLIOY, KOTIUYHO.

MakcuManbHbld Oalml MO KaXKIOMY BHUAY OLIEHOYHOIO CpEICTBA OIpEAEseTCs B
peiiTuHr-miane u Beipaxkaet noiaHoe (100%) ocBoeHre KOMIETEHIIUH.

YpoBeHb cHOPMUPOBAHHOCTH KOMIIETCHIIUM «XOPOIIO» YCTAaHABIMBACTCSA B CiIydae,
Korja 00beM BBITIOJTHEHHBIX 3aJJaHHi COOTBETCTBYIOIIETO OILIEHOYHOTO CpelicTBa cocTaniser 80-
100%; «ynoBneTBOpUTENbHO» — BbINOJIHEHO 40-80%; «HEYAOBIETBOPUTEIHHO» — BBIIIOJIHEHO 0-
40%

PeliTHTOBBEIM Oania 3a BBINOJHEHHWE YacTH WA IMOJHOrO 00BbeMa 3amaHuil
COOTBETCTBYIOIIETO OLIEHOYHOT'O CPEJICTBA BBICTABISETCS 1O (hopMmyIIe:

PetiTuaroseii 6amr = k X MakcuMaiabHBIA 0al,
rae k = 0,2 npu ypoBHE OCBOEHMS «HEYJOBJIETBOPUTENbHO», k = 0,4 mpu ypoBHE OCBOEHUS
«ynoBieTBoputensHO», k = 0,8 ipu ypoBHe ocBoeHus «xopouio» 1 k = 1 npu ypoBHE OCBOEHUS
«OTJIIMYHOY.

Onenka Ha JTane NpOMEKYTOYHOW aTTeCTallMM BBICTABISAETCs coryacHo Ilonoxenuto o

MOYJIbHO-PEUTUHTOBOM CHCTEME O0yUEHHUsI M OIEHKH yCIieBaeMocTu cTyaeHToB Y YHuT:

Ha 3a4ere BbICTaBIIIETCS OLICHKA:

* 3a4TeHO - pu HakormueHuH ot 60 1o 110 peliTuHroBbIX OamoB (BkIto4as 10 mOOHIPUTENBHBIX
0anoB),

* HE 3a4TECHO - TPH HaKOTUIeHHH OT 0 10 59 peUTHHTOBBIX 0aslIOB.

IIpu nonydeHnH Ha dK3aMEHE OLIEHOK «OTJIMYHO», «XOPOLIO», «yIOBIETBOPUTEILHO», HA
3auéTe OIEHKH «3a4YTEHO» CUMUTACTCSA, YTO PE3yIbTaThl OOYyUEHHUsS MO AUCITUIUTHHE (MOJIYIIIO)
JIOCTUTHYTHI M KOMITETEHIIMY Ha dTare U3y4eHUs JUCUUIUINHBI (MOAYJIs) CPOPMUPOBAHBI.
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