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IIpenuciioBue

1. Ha3nayenme: KOHTponb ypoBHS chopmupoBanHocTH KommeTeHuuii OK-5; OIIK-4; I1K-26 kak
CpEACTBa, MO3BOJAIOUIETO OOECIEeYNTh KOMMYHUKATHBHO-TIO3HABATENIbHBIE MOTpEOHOCTH B cdepax
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ba3oBblii ypoBeHb

Tema 1. Management, its nature and purpose / OnpenesieHne MOHATHS MEHETKMEHT, €0 XapaKTep
U UeJb.

1.How is management defined?

2.What kind of process is it?

Tema 2. Functions of management / ®yHkuusi ynpaBJieHusI.
1. Why is planning the first management function?
2. What do managers do in the organizing phase?

Tema 3. Definition "manager'” / TlousaTtue ''MeHexxKep'
1. During which management phase are overall organizational objectives established?
2. What personal qualities do you think good managers should have?

Tema 4. O6bexTHBIIE HHPUHUTHBHBI 060poT / Complex Object.

1.Vrorpebnenre OO0BEKTHOIO MH(MUHUTHBHOIO 000pPOTa IOCIIE IJIarojoB, BBIPAXKAIOIINX JKeJlaHue: to
want — xomems, t0 wish, to desire — owcerams, obopora should (would) like — xomen 6b1, a Taxxke
mocie TaaroioB to like — nobumo, npasumecs, to hate — nenasudems.

2. YnorpebiieHHe OOBEKTHOIO HMH(MHUHUTHBHOIO 000pOTa IOCJIE IJIar0J0B , BBIPAXKAIOIIMX YYyBCTBA
BOCIIPHATHS: t0 see — 6udemon, t0 hear — caviuams, to feel — uyscmseosams, 10 watch, to observe —
Habnoamo.

Tema 5. Management levels / YpoBuu ynpasiieHus.
1.What levels of management do most organizations have?
2.Who are executives? What is their main function?

Tema 6. Complex Subject / CyobexTHbIit HHGUHATHBHBIH 000POT.

1.Vnorpebnenne CyObeKTHOTO HMH(PUHUTHBHOTO 000OpoTa Tmocie TiaronoB to  seem,to
appear kazamucs,to chance,to happen ciyuamscs,to prove,to turn out oxaseieamscs
2. VYmorpebneHne  CyObEKTHOTO WHGHUHHTHBHOTO 00OpOTa TIIOCIE TJIAroloB , OOO3HAYAIOIIMX

YMCTBEHHYIO  jesitenbHoCcTh: 0 think oymame, t0 KnOw sname, t0 SUPPOSe npeononacams, t0
believenonacame u np., ayBcTBeHHOE BocmpusTHe: 0 Seegudems, t0 hearcaviuwams u np. wim nepenady
nHpopmarun: 10 sayeosopums, L0 reportcoobwams u 1. 1.

Tema 7. Forms of business organization / ®opmbl opranu3ainuu ou3Heca.
1.What is the Sole Proprietorship?

2. What is the Partnership?

3. What is the Corporation?

4. What is Board of Directors?

Tema 8. Infinitive / Undunutus.
1. Madunutus B popme Indefinite (Active u Passive)



2. npunntus B popme Continuous (Active)

Tema 9. Energizing employees / AktuBu3anusi COTPyAHUKOB.

1.Wouldn’t it be great if you could get the very best from your employees each
and every day?

2.What can managers do to help unleash the passion and talent in their employees,
in short, to energize them?

Temal0.Business management and public administration / YnpaBieHue OuzHecoM m
rocyaapCTB€HHO€ yIIpaBJICHHUC.

1.What is public administration?

2.What institutions and agencies are involved in public administration?

Tema 11. A City Managers and their responsibilities / AqMuHrcTpanus ropooB u ee 00sI3aHHOCTH.
1. What is a job title of an administrative manager in a council-manager form of city government?
2. What is the other name for a city manager?

Tema 12. Public Administration / Ilepconan rocyrapcTBeHHO# aIMHHUCTPAIINH.
1. What is Role overload?
2. What are Political executives?

Tema 13. The Participle / IIpuuacrue.
1. ®opmbl ipuyacTHsi HacTosiero Bpemenu — Participle |
2. OyHKIMK PUYACTHS HacTosiiero Bpemenu — Participle |

Tema 14. Personnel administration: staffing and training / Ynpasienue nepconanom: moadop u
o0yueHue.

1.What are the functions of personnel administration?

2.What attempts are made by the government to attract competent individuals to jobs?

Tema 15. Administrative decision-making / IIpunsiTie aIMMHUCTPATHBHBIX pPelleHHii.
1.Some decisions we make have ramifications throughout our lives, don’t they? Why?
2.What four major elements does decision-making involve?

Tema 16. Gerund / I'epynauii.
1. dyHKIWY TepYHANS U IEPEBO/I.
2.1lpu3HaKu repyHAusL.

Tema 17.Creating a Team Culture / Co3nanue KopnopaTuBHO# KyJIbTYPbl KOJLJIEKTHBA.
1.What types of committees are there?
2.Who is in charge for a command team?

Tema 18. The Impact of Downsizing / IlocaeacTBusi COKpaLeHHUs IITATOB.
1.Why are the managers the first to be laid off in time of crisis?
2.What are managers responsible for?

Tema 19. Coueranus «a little, a few».
1. Viorpeonenue «little, fews.
2. Yrorpebuenue «a little, a fews.

Tema 20. CtpanaTenbHbIi 3a710r.

1. Ynorpebnenne crpaiaTeabHOro 3a0ra MPOCThIX BPEMEH.
2. Yuorpe0OiieHre CTpaaTeNbHOro 3aJI0ra JUIMTENbHBIX BPEMEH.

IloBbIICHHBI YPOBEHD



Tema 1. Management, its nature and purpose / Onpenesenne MOHATHS MEHETKMEHT, €T0 XapaKTep
M 1 eJb.

1.How is management defined?

2.What kind of process is it?

3.How can this definition be expanded?

4.What kinds of organisations does management apply to?

Tema 2. Functions of management / ®yHkunusi ynpaBJieHusl.

1. Why is planning the first management function?

2. What do managers do in the organizing phase?

3. What do managers evaluate in the controlling function? Why is evaluation essential at this phase of the
project?

4. What types of problems could a manager discover in performing the controlling function?

Tema 3. Definition ""manager'” / TlousaTue '‘MeHexxKep'

1. During which management phase are overall organizational objectives established?
2. What personal qualities do you think good managers should have?

3. Which of the four management functions do you think is the most important? Why?
4. Why are interpersonal skills essential for effective management?

Tema 4. O6bexTHBII HHPUHUTHBHBIIH 000poT / Complex Object.

1.Ynorpebnenue 0OBEKTHOrO MH(PMHUTHUBHOIO 00OPOTA IIOCIIE IJIATOJIOB, BHIPAKAIOIIMX JKENaHUE: to
want — xomems, t0 Wish, to desire — awcerams, obopora should (would) like — xomen 6e1, a Taxxke
mmociie Taaroios to like — obumo, npasumscs, to hate — nenasudems.

2. Ymorpebiaenne O0OBEKTHOrO MH(GHUHATHBHOIO 000pOTa IIOCIE TJIATOJIOB , BBIPAKAIOIIMX YYBCTBA
BOCIIPHATHS: t0 see — 6udemon, t0 hear — caviuams, to feel — uyscmseosams, t0 watch, to observe —
Habooamo.

3. Yoorpebnenne 00LEKTHOIO0 HH(GHUHATHBHOIO 000pOTa ITOCIIE IIar0jI0B, BEIPAYKATOIINX
IPEAIONOKEHNE, MHEHHE, Cyxkaenue u T. IT: to think — oymame, t0 believe — nonazams, to consider —
cuumame, 10 find — naxooums, npusnasame, to KNOW — 3name, 10 prove — okaswvieamocs,
Oookazvieams, 10 understand — nonumame, to declare — szaseramo u ap.

4. YrorpebiaeHrue 00bEKTHOr0 HH(OHHUTHBHOIO 000pOTA ITOCIIE TIaroJIoB, BBIpakaloIIUX MTPUKAa3aHHE,
mpock0y, pasperienue: to order, to command — npukassieams, t0 ask — npocums, to allow, to let, to
permit — paspewams, to make — sacmasnsme.

Tema 5. Management levels / YpoBuu ynpasiieHus.
1.What levels of management do most organizations have?
2.Who are executives? What is their main function?
3.What job titles of executives do you know?

4.Who are mid-managers? What are they responsible for?

Tema 6. Complex Subject / CyobexTHbIit HHGUHATHBHBIH 000POT.

1.Vnorpebnenue CyObEeKTHOTO HMH(PUHUTHBHOTO 000OpoTa Tmocie TiaronoB to  seem,to
appear kazamucs,to chance,to happen cryuamscs,to prove,to turn out oxassieamscs
2. VYnorpeOneHue  CyOBEKTHOr0O HMH(UHUTHBHOrO 000pOTa TIOCHE TJaroioB , OOO3HAYAIOLIMX

YMCTBEHHYIO  jesTenbHocTh: 0 think oymame, t0 Know swame, t0 SUPPOSe npeononacams, t0
believenonacame u np., ayBcTBeHHOE BocmpusTHE: 0 Seegudems, t0 hearcaviuwams n np. wim nepenady
nHpopmarun: 10 sayeosopums, L0 reportcoobwams u 1. 1.

3. YnorpebiieHne cyObeKTHOro HHOUHUTHBHOIO 000pOTa MOCTIe CoYeTaHuii riaroia to be
cripuaraTebHbIME SUre HecomHennwlil, Certainysepennuwiii, likely/unlikely seposmmviii/neseposmmuiii u
zp.

4. Ipemnoxusrit 00opot"for + cymecTBuTenbHOE (MM MECTOUMEHUE) + HHOUHUTHUB"

Tema 7. Forms of business organization / ®opmbl opranusainuu ousHeca.
1. What is the Sole Proprietorship?
2. What is the Partnership?



3. What is the Corporation?
4. What is Board of Directors?

Tema 8. Infinitive / Undunutus.

1. Mudunutus B hopme Indefinite (Active u Passive)
2. Undpunntus B popme Continuous (Active)

3. Undpunutus B popme Perfect (Active u Passive)

4. Uu¢punutus B popme Perfect Continuous (Active)

Tema 9. Energizing employees / AktuBu3anusi COTPYIHMKOB.

1.Wouldn’t it be great if you could get the very best from your employees each
and every day?

2.What can managers do to help unleash the passion and talent in their employees,
in short, to energize them?

3.What are you doing to energize your employees?

4.Are you responding to your employees’ needs, or are you putting

them on the back burner?

Temal0.Business management and public administration / VYmnpasienue 06u3HecoM u
rocyaapCTBeHHOC yIIpaBJIC€HHUC.

1.What is public administration?

2.What institutions and agencies are involved in public administration?

3.What institutions are involved with policy formulation?

4.What public figures are visible to the public — elected or anonymous ones?

Tema 11. A City Managers and their responsibilities / AgMuancTpanus ropoaoB u ee 00513aHHOCTH.
1.What is a job title of an administrative manager in a council-manager form of city government?

2. What is the other name for a city manager?

3. What post implies more discretion and independent authority?

4. What was the reason to create a post of a city manager?

Tema 12. Public Administration / Ilepconan rocyaapcTBeHHOM aIMHHUCTPAIMH.
1. What is Role overload?

2. What are Political executives?

3. What are Desktop administrators?

4. What are Policy entrepreneurs?

Tema 13. The Participle / IIpuuacrue.

1. ®opMmbl ipUYacTHs HACTOsIIEro BpeMenu — Participle |
2. OyHKIMK PUYACTHS HacTosiiero Bpemenu — Participle |
3. OyHKIMY IpUYacTHs Hporieaero spemenu — Participle 11
4. O0beKTHAsI IPUIACTHASE KOHCTPYKIIHS.

Tema 14. Personnel administration: staffing and training / Ynpasienue nepcoHanoM: moaoop u
o0y4JeHue.

1.What are the functions of personnel administration?

2.What attempts are made by the government to attract competent individuals to jobs?

3.Why is the evaluation of employee performance important?

4.How are new employees examined and selected?

Tema 15. Administrative decision-making / IIpuHsTHe AIMHUHUCTPATHBHBIX Pelll eHHid.
1.Some decisions we make have ramifications throughout our lives, don’t they? Why?
2.What four major elements does decision-making involve?

3.When does a problem gain focus and take shape?

4.Can information define the nature of policy-making? How?

Tema 16. Gerund / I'epynauii.



1. ®OyHKIMY TepYHANS U TIEPEBO/I.
2.Ilpu3Haku repyHaus.
3.I'maronbHble CBOMCTBA TEPYHIUSI.
4. CBolicTBa CYIIECTBUTEILHOTO.

Tema 17.Creating a Team Culture / Co3nanue KoprnopaTuBHO# KyJIbTYPbl KOJUIEKTHBA.
1.What types of committees are there?

2.Who is in charge for a command team?

3.Why are informal teams necessary?

4.What are the features of a good self-managed team?

Tema 18. The Impact of Downsizing / ITocieacTBus cCOKpameHus WTATOB.
1.Why are the managers the first to be laid off in time of crisis?

2.What are managers responsible for?

3.What happened when the hierarchies collapsed?

4.Why was the decision making process slow before the business-reengineering
craze of the early 1990s?

Tema 19. Coueranusn «a little, a few».
1. Ynorpebnenue «little, fews.
2. Yrorpebnenne «a little, a fews.

Tema 20. CTpagaTe bHBIii 3aJI0T.
1. Ynorpebnenue cTpanaTensHOrO 3aJI0Ta IPOCTHIX BPEMEH.
2. YrorpeOlieHre CTpaIaTeNbHOTO 3aJI0ra JUITENhHBIX BPEMEH.

1. Kputepuu oneHUBaHUS KOMMETEHIUH

OneHka «OTJIMYHO» BBICTABISETCS CTYNEHTY, €CIM OH 3HAaeT VYBEPEHO JIEKCHKY
npoeCCHOHATBHON HANpaBICHHOCTH; HOPMBI YIOTPEOJIEHUS JIEKCHKHA aHTIIMHACKOrO s3bIKa B
npodeccrnoHansHON chepe; 0COOEHHOCTH IPaMMATHKN TPOGECCHOHATEHOTO aHTITUICKOTO SI3bIKa. Y MEET
Ha BBICOKOM VypOBHE 4YHTaTh ¥ TEPEBOAWTH CHENHAIBHYIO JUTEpaTypy s  IOMOJHEHHS
poheCCHOHANBHBIX 3HAHWN; OCYIIECTBIATh MPOPECCHOHANBPHYI0 KOMMYHHKAIIMI0O B YCTHOH |
MMMCEMEHHON ¢opMax Ha aHTJIMHACKOM s3bIKe. BrageeT mpodHBIMH HaBBIKAMH TMPO(ECCHOHATHHOTO
OOIIeHNsT Ha AaHTJHMICKOM SI3BIKE; CIIOCO0aMHU TIOMONHEHHS NPOPEeCCHOHANBHBIX 3HAHUH U3
OPUTHHAIBHBIX HCTOYHUKOB HA aHTJIMACKOM SI3BIKE.

OneHka  «XOpOLIO0»  BBICTABISIETCA  CTYAEHTY, €CIIM OH XOpOIIO 3HaeT  JEKCHKY
poheCCHOHaIbHON HAMpaBIEHHOCTH; OCOOEHHOCTH TPaMMATHKH MPO(ECCHOHAIBHOTO aHTIHICKOTO
SI3pIKa. YMeEET YBEpEHHO YHTaTh W TEPEBOAUTH CICIUANBHYIO JIUTEpaTypy Ui TIOMOJHEHHS
mpodecCHOHANBHBIX 3HaHWHA. Brageer NTPOYHBIME HAaBBHIKAMHU TPOGECCHOHAIBHOTO OOIIeHHs Ha
AHIJIUMCKOM S3BIKE.

OneHka «yI0BJIETBOPUTEIbHO» BBICTABIISIETCA CTYICHTY, €CIIM OH YaCTHYHO 3HAET JIEKCHKY
poheCCHOHATBHON HANpPaBIEHHOCTH; OCOOEHHOCTH TpaMMAaTHKH TPOQECCHOHATHHOTO AHTIMHCKOrO
SI3pIKa. YMEeT HEYBEPeHHO YHTAaTh W TEPEBOAWTH CIHENHANBHYI0 JHTEPATypy [UIS TOMOIHEHUS
npodecCHOHANBHBIX 3HAaHUU. Brajgeer HENMPOYHBIMHA HaBBIKAMH TPOPECCHOHATBLHOTO OOIeHHs Ha
AHTJIUMCKOM S3BIKE.

OneHka «HEYI0BJIETBOPHTEIbHO» BBICTABISIETCS CTYJEHTY, €CIM OH cl1ab0 3HAeT JIEKCHKY
poheCCHOHATBHON HAMPABICHHOCTH. YMeeT cj1ab0 TMepeBOANTh CIENHAIbHYI0 IHUTEepaTypy st
TIOTIOJTHEHUST TTPOECCUOHANLHBIX 3HAHWH. Brageer cimaOpiMu HaBBIKaMH MPO(ECCHOHATHHOTO OOIIEHUS
Ha aHTJIMICKOM SI3BIKE.

2. OnucaHue MKAaJbI OLeHUBAHUS
MakcuManbHO BO3MOXKHBIM 0ajul 3a BeCh TEKYIIMH KOHTPOJIb YCTaHABIMBAETCS PaBHBIM S5.
Tekylee KOHTPOIBHOE MEPOIPHUIATHE CUMTAETCA CAAHHBIM, €CIIM CTYAEHT HOJIY4YHJI 32 HEro HE MEHee
60% OT YCTaHOBIEHHOTO [y OTOr0 KOHTPOJS MaKCHUMajbHOro Oaiuia. PeWTuHroBbid Oai,
BBICTABJIAEMBIH  CTYJNEHTY 32 TEKyllee KOHTPOJIBHOE MEpONPUATHE, CHAHHOE CTYJIEHTOM B
yCTaHOBJICHHBIE TPa)KOM KOHTPOJILHBIX MEPONPHSITUI CPOKH, ONpeeNnsieTcs CISAYIOMUM 00pa3oM:
| YpoBeHBb BBIIONHEHHS KOHTPOILHOTO 32 1aHHs | Peiitunrossiii 6am1 (B % OT MAaKCHMAIBHOIO Gajia |
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32 KOHTPOJILHOE 33]IaHUE)
OTnuuHbIf 100
Xopomui 80
Y noBiieTBOpUTENBHBIN 60
HeynoBnerBopuTenbHbIii 0

3. Meroauyeckne MaTepualibl, OMNpeeisiOlMe TPOUeIypbl OLEHUBAHUS 3HAHMH, YMEHMId,
HABBIKOB U (MJIM) ONMBITA AeSITeJILHOCTH, XapAKTEPU3YIOLIMX ITanbl JOPMUPOBAHUS KOMIIETEHIHIi

[ponenypa nmpoBeaeHNs] AaHHOTO OLIEHOYHOTO MEPOIPUSITHS BKJIIOYAET B ceOsl MepeueHb BOMPOCOB
0a30BOro 1 MOBBIIICHHOTO YPOBHEH /1151 coOece10BaHusI.

[pennaraemsble CTyIEHTY 3aJaHKs TO3BOJISIIOT IIPOBEPHUTH CIICMYIONINE KOMITCTCHITHN:

OK -5 cnocoOHOCTBIO K KOMMYHHKAIIMM B YCTHOM W TIMCBMEHHOM (QopMax Ha pYCCKOM U
WHOCTPaHHOM $I3bIKaX ISl PELICHHS 38,124 MEKITMYHOCTHOTO U MEXKYJIETYPHOTO B3aUMOICHCTBUS

OIIK-4 criocoOHOCTh  OCYILECTBIISITH  JINIOBOE  OOIIGHWE ¥ TYONMYHBIE BBICTYIUICHUS, BECTU
TIEPErOBOPHI, COBEIAHYSL, OCYIIECTBIISITh ICTIOBYIO TIEPENUCKY U TIOIIEPKUBATH SJICKTPOHHBIE KOMMYHHUKAIIUH

[IK-26 BrnaneHue HaBblkamu cOopa, 00paOOTKM WHGMOpPMAIMU W y4dacTus B UH(OpPMATHA3AINN
JESITENTEHOCTH COOTBETCTBYIOIIMX OPraHOB BIACTH M OpTaHU3AIIHIA.

Bompocel gt cobecenoBaHMs TOBBIINICHHOI'O YPOBHSA OTIHYAIOTCS OT 0Oa3oBoro Oonee
rITyOOKMMU 3HAHUSIMH MaTepHaa.

st TONTrOTOBKM K JIAHHOMY OILEHOYHOMY MEPONPHUSTHIO CIEMyeT H3YYHTh PEKOMEHyEMYIO
JTUTEepaTypy, ykazaHHyl0 B PaOodeil mporpamMme JaHHOW AWCIUIUIMHBI; BBIYYUTh HOBBIA JICKCHYICCKHNA
Marepual.

[Ipy MOAroToBKE K OTBETY CTYAEHTY IPENOCTABISIETCS TMPABO ITOJIB30BAHUS ITOATOTOBICHHBIM UM
TUTAHOM KOHCIIEKTA.

[pu npoBepke 3a7aHus, OIICHUBAIOTCSL:

- YMEHHA CTyIeHTa [pPHUMEHHUTh 3HAaHMs] Marepyuaja Ha IPAKTUKE IIPU BBIIOJIHEHUU
MPEUI0KEHHBIX 3aJaHUH;

- IPaBUJIBHOCTH (POHETUUECKOTO, JIEKCUUECKOI'0 U IPaMMaTHYECKOI'0 CTPOsI HHOCTPAHHOI'O SI3bIKa;

- JJOTUYHOCTh U 110CIIE0BATEIbHOCTD BBICKA3bIBAHUSI, TEMII PEUH.

JlucT oueHnBaHus codecel0BaHUsA

3unanue Ilonumanue | Peunb Anamm3 cytH, | 3HaHUe
DOUO cojiepyKaHM s CyTH TpaMoTHAa, NnpuBeJeHnue | colep:KaHus
CTy/IeHTa BCEeX BOIMPOCOB | U3JIaraeMoro | siCHasi, TOYHasi | COOCTBEHHBIX | MaTepuaa

u3 0a30Boii MpUMEpOB MOBBIILIEHHOT 0

4acTu YPOBHS

0TI 0-05-1 0-05-1 0-05-1 0-05-1 0-05-1
CocraBuTenb:
« » 20 T.




MHUHUCTEPCTBO HAYKH U BBICHIET'O OBPA3OBAHUSI POCCUMCKOM ®EJEPALIMA
denepajibHOE TOCYIAPCTBEHHOE AaBTOHOMHOE 00pa3oBaTeIbHOE YUpeKIAeHne
BhICIIEr0 00pa3oBaHus
«CEBEPO-KABKA3CKHUM ®EJEPAJIbHBIA YHUBEPCUTET»
HucTuTyT cepBuca, Typu3Ma u au3aiiHa (puianan) CKOY B r. [IaTuropcke

YTBEPXKJIAIO:
W. o. 3aB. xkadenpoii JIuMK
H.}O. Knumosa
« » 20 .

TeMbl MHIMBUAYAJIBHBIX 3aJaHUI
1o aucuuninHe «<MHocTpaHHBbIi A3BIK B cepe NpodhecCHOHAIBHONH KOMMYHHKALIMIDY

I/IHI[I/IBI/IJIyaJ[LHLIe TBOPUYECCKHUE 3a1aHUS:
1. IlpoyuTaiiTe ¥ MepeBeaNTE TEKCT.
THE WORKING DAY OF A MANAGER

Pavlov is a sales manager of a big company. He is a very busy man, his working day is very
strenuous, so he gets up at 6 o'clock in the morning. Pavlov begins his working day with morning
exercises because he wants to keep fit all day long. Then he walks out his dog and goes jogging for half
an hour. After this Pavlov takes a cold shower and has his breakfast. For breakfast he usually has a cup of
strong coffee and a sandwich. He lives not far from his office and it takes him ten minutes to get there by
car. His office hours begin at 9 o'clock.

Pavlov's working day lasts for 7 hours. He is responsible for the work of the sales department. He
controls the work of the office staff, the export manager and the sales representatives. In the morning the
secretary brings him letters and cables. He reads the mail and sends answers to foreign firms. Then he
receives his foreign partners and discusses prices, terms of payment, shipment and delivery with them.

At one o'clock he has lunch at the cafe. In the afternoon he receives visitors, he is in close touch
with the distributors, wholesalers and retailers. He establishes personal contract with the major clients
("key account™) and potential customers ("prospects”). He often makes profitable contracts.

At the end of his working day he sums up the results of work of his subordinates and sets goals for
the coming day. He gets feedback from his employees, and assesses their performance, and gives
instructions to them. He runs his business well and is often satisfied with his job when the working day is
over.

General manager is a chief manager who controls the work of managers and departments.

Production manager is a manager who is responsible for the successful control of the General
Manager.

Commercial manager is a person who is responsible for the successful control of the commercial
activities of an organization, i.e. buying and selling to produce a profit.

Sales manager is a manager handling the work of the office staff, the home sales manager, the
export manager and the sales representatives.

Export manager is a manager responsible for exporting activities of a business. He is under the
orders of the sales manager.

Office manager is a manager in change of a department office in a business or a factory. He has
special responsibility for dealing with documents, records and the passing of information, such as
reports and returns for the top management, middle management, foremen and ordinary workers.

Financial manager is in the financing of company by means of the efficient financial strategy. He
reports to the General manager.

2. IonbepuTte pycckne SJKBUBAJIEHTHI K CJIOBAM M BhIpaKeHHsIM M3 TeKCTOB: a sales manager, to keep
fit, office hours, potential customers, profitable contracts, to run smb.” business, to get feedback,
shipment, terms of delivery, "key accounts".

3. HaiinuTe B TeKCTAX AHIVIMIICKHE IKBHMBAJIEHTHI CJEIYIOUIUX CJIOB M BbIPa)KeHWii: OTIEN IO

npojaxkam, TeJerpaMma, MPUHUMATh MOCETUTENeH, TONIep)KUBAaTh TECHBIM KOHTAKT, OBOJEH paboTOM,
00CyXIaTh LEHBI, JMYHO BCTPEUATHCSI, OTBEYATh 3a paboTy, HOAYMHEHHBIH.
4. [IncbMeHHO 0TBETHTE HA BONPOCHI:
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How long is the manager's working day? What does the manager do during his office hours? What types
of managers can you call?

5. IlpounTaiiTe N NepeBeauTEe ONMMCAHUS CTPYKTYP KOMIAHUI.
Sole trader
One person sets up and runs the company. The person provides all the capital and has unlimited liability
for business debts, even if this means selling personal assets.
Limited company
In a limited company (AmE corporation), the capital is divided into shares, which are held by
shareholders. Shareholders have limited liability, but they can vote at the Annual General Meeting to elect
the Board of Directors.
There are two types of limited company:
1) In a private limited company, all shareholders must agree before any shares can be bought or sold.
2) In a public limited company, shares are bought and sold freely, for example on the stock exchange.
Partnership
A group of people provide the capital, set up the company and manage it together. There are two types of
partnership:
1) Partners in an unlimited partnership are like sole traders - if the business fails they are fully liable for
all debts, and may even have to sell personal assets.
2) In a limited partnership there can be sleeping partners who do not participate in the management of the
company. Sleeping partners have limited liability - in the event of bankruptcy, they only lose their
investment, not their personal assets.
6. OTBeTbTE HA BOMPOCHI IO TEKCTY.
1. What are most people's main personal assets?
2. How can a sole trader get the capital to set up a business? Think of five methods.
3. If a limited company has 5000 shares and each share is worth &2.50, what is the capital of the
company?
4. What are the advantages and disadvantages of being a sleeping partner?
5. What is the difference between a sleeping partner and a shareholder?
6. If a private limited company goes bankrupt, do the shareholders lose their personal assets? Why?
7. What must you do to sell your shares in a private limited company?
8. What are the advantages of a public limited company? Think of three.
7. IlepeBeauTe ¥ BbIy4uTe CJeAYIOLIHE THATOTH:
1) - I hear you are going to work in a joint venture. Have you already learnt English?
- Unfortunately 1'm only just learning English. | speak English poorly. And | would like to speak it
fluently.
2) - Just a minute. Hold the line, please. Mr. Clifford's office.
- Hi, Cindy. Tell Richard we'll have the meeting in Room 213.
- Could you repeat the number? Room 2307 -No, 213.
- 213. O’kay, I'll tell him.
3) - It's Mr. Livingston calling.
- Sorry | can't hear you. Say it again, please.
- Mr. L-i-v-i-n-g-s-t-o-n.
- Oh, Mr. Livingston, Mr Clifford is expecting you at 4.
- I'll be there. Bye.
8. [lepeBennTe HA AHTJINIICKUI SI3BIK.
a) Mucrep Knuddopa tonasko uyto mompocwsi CHHIM MCHpaBUTh OMIMOKM B mpoTokoie. OHa B3sia
IIPOTOKOJ U YUTACT €ro. Omna YK€ 3aMCTUJIa U UCIIpaBUJIa ABC OIINOKH.
6) S cobuparoce paboTaTh Ha COBMECTHOM mpennpustud. lloaToMy s AOIDKHA TOBOPHUTH IIO-
anrnuiicku. S Obl xoTeia TOBOPUTH no-aHIuicku Oerio. Ho s Tonbko Havaia HU3y4yaTb 3TOT A3BIK.
Celiuac 51 TOBOPIO Ha HEM ILIIOXO.
B) - Amro!
- U3BuHuTe, He Bewmaiite TpyOKy, noxanyiicra... Cexperaps Muctepa Knnddopaa ciaymaer.
- Mucrep Knuddopa nmpocun menst mo3BoHuTs. Most pamuins CBEHCOH.
- Mucrep Csencon u3 Hopserun?
-Jla, npaBunbHO.
-Mucrep Knuddopa oxxnaaer Bam 380H0K. COEAUHSIO.
r) - AJJI0, MOXKHO NTOT'OBOPUTH € MHUcTepoM JInHmoHOM?
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- K coxanenuto, ero ceiiuac Her. MoxeT ObITh, BBl XOTHTE €MY YTO-HUOYIb MepeaaTh?

- la, moxanyiicra. Y MeHs Ha3HaueHa C HUM BCTpeva 3aBTpa B 3 yaca, HO 5 He

cMmory npuidti. He cMor OBl OH cO MHOH BCTpETUTHCA Nocie3aBTpa? S mo3BoHIo

CETrOJIHS BEYCPOM.

- A MoxHO y3HaTh Bare nums?

- O#, u3BunuTe. Mucc Kasana u3 Kanajsl.

- S nepenam emy Bamy npocs0y, mucc Bane.

n) CoBMecTHbBIE MpennpusaTHs Ha TeppuTopun Poccum - 3TO mpennpusTHs ¢ y4acTHEM POCCHUHCKUX U
3apyOeKHBIX MapTHEpoB. Jloyis poccUiCKOro KamuTajia JOKHA ObITh He MeHee 51 mporieHTa. Takue
OPENIPUITAS  MOJYMHSAIOTCS POCCHHCKOMY 3aKOHOMATENbCTBY. OHHM  MOIexar 00s3aTeIbHOMY
CTpaxOBaHHIO, BBIIIJIAYMBAOT HAJIOTH, O6CCH€‘-II/IBEIIOT YCJI0BHA TpyJda, OIJIaTy WU COLMAJIBHBIC TapaHTUU
CBOHMM CITY’)KaIllUM.

9. 3aKoHYHTE MPeIJI0KEHN, yIOTpedasis ciioxHoe nomoaHenue (Complex Object):

. “Learn the rule!” said the teacher to the pupils. The teacher wanted....

2. “Could you buy an ice-cream for me?” asked the girl her mother. She’d like....

3. “Will he come at six?” She expected....

4. “She is crying!” said Ann. Ann sees...

5. “Peter is playing the piano”. She hears ...

6

7

8

(BN

. “Do it!” mother said to me. She made...
. “She dances well”. He likes...
. “My daughter will go to the ballet school” said the woman. She wanted...
. “He will understand your problem”. I expect ....
10. “Oh, father, buy me this toy, please.” The girl would like...
11. “She is singing”. Peter hears...
12. “She dances well”. I like...
13. “She was crossing the street at that time”. Mother saw....
14. “Do it just now!” said mother to us. She made...
10. lMepeBeauTe HA PYCCKMI SI3BIK, YKAKUTE HHPUHUTUBHYIO KOHCTPYKIUIO:
1. More than 200,000 people had come to hear him speak in a town square, he said. 2. I'd love to watch
Moses as he grew up and hear him speak to the Pharaoh. 3. Visitors can hear him play one of his
instruments at a local cafe or a gallery opening. 4. You hear him play, and he never ceases to touch your
heart. 5. I didn't hear him say his decision was based on a plan for victory. 6. It was amazing to see them
come together to support their friend. 7. For best results, give these vines a place in the sun and watch
them go. 8. As soon as | heard him scream, | knew something was wrong. 9. | saw them play and I think
they are a good team. 10. | felt my fingertips go cold.
11. BroiOepuTe mnpaBWIbLHBIIi BapuaHT BHIOBpPeMeHHOWH ¢opMBI TrJIaroJa, mnepenuIIuTe
NpelJIOsKeHUsl U IepeBeuTe UX HA PYCCKMi SI3bIK, YKa3aB, B KaKOil BUIOBpeMeHHOH ¢opme
HaxoauTcsa BblﬁpaHHblﬁ BaMMU r1J1aroJi.
Example: The engineer ... to test the device.
a) was asked; b) have been asked; ¢) are asking; d) has asked.
The engineer was asked to test the device. — MmxeHepa MOMpOCHIN HCIbITaTh Mexanusm. (Past
Simple, Passive Voice)
1. An ever-increasing volume of information ... in digital form.
a) are transmitted; b) are been transmitted; c¢) is transmitted; d) transmits.
2. The digital pulses ... perfectly after they become attenuated with distance.
a) can be regenerated; b) can been regenerated; ¢) could have be regenerated; d) being regenerated.
3. Access to knowledge ... far easier recently by computerized indexes of scientific and technical
journals.
a) were made; b) has been made; ¢) are made; d) make.
4. Your watch is not ready yet. It ... still ... .
a) are ... being repaired; b) was ... being repaired; ¢) is ... repairing; d) is ... being repaired.
12. OTkpoiiTe ckoOKH, yHoTpedJsis caoxHoe momaexamree (Complex Subject):
1. He is considered (be) a good musician. 2. They are thought (go away) some days ago. 3. She seems
(work) at this problem now. 3. Her ring was believed (to lose) until she happened (find) it while cleaning
the house. 4. Don’t cry! Everything is bound (get right) between you. 5. They are known (make) a new
discovery a month ago. 6. The strength of the metal proved (overestimate) by the designer. 7. The book is
likely (publish) and (appear) on sale pretty soon. It is sure (sell) well and (sell) in no time. 8. You seem

Ne)
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(look) for trouble. 9. They were heard (quarrel).10. They happened (meet) that very day. 11. You were
seen (read) my papers. 12. He appears (read) much on this question. 13. The lecture is sure (be)
interesting.
13. IlepeBennTe MPpENIOKEHHUs, ONpeENeIssi, KAKOW 4YacTbl0 peun siBiasieTcsi —ing ¢popma
(mpuyactue I, repynanii, oTr1aroabHoe CylieCTBUTEIBHOE).
1. In solving these equations you must be very careful with the signs. 2. Everything must have a
beginning. 3. Swallow all your learning in the morning, but digest it in company in the evening (Ph.
Chesterfield). 4. Submitting to one wrong brings to another. 5. We obtained these values in terms of the
following formula. 6. This procedure is finding increasing use. 7. A man should be viewed as a free,
rational being possessing a free will. 8. The problem, however, is in not dividing the structure finely
enough. 9. Fortran has become a widely accepted programming language of the coding of mathematical
applications. 10. Two results obtained using the protocol showed an interesting effect worth presenting
and discussing here. 11. A system analyst spends much of a working day interviewing people.
14. PackpoiiTe cko0OKH, YNOTPeOUB TJAroJibl B Hy’>KHOM BpPeMeHH.
A POLITE COMPUTER

Computers can solve difficult problems. One day a famous general was given a computer which
(be) ___ able to answer complicated questions on war problems. The War Office also (send) __ an
expert to fix the computer. The general (think) ___ hard over an important military2 problem for a long
time and the computer (bring) ___ at the right moment to help the general. It (take) __ the general ten
minutes to set the problem. “The enemy just (open) fire from the south.” The general wanted to
know what the results (be) _ if he (attack) __ the enemy or if he (remove) __ his army. The
computer (start) __ (work) __ at once. While the computer (operate) by the expert, the general
(watch) _ the screen (flash3) . At last the answer (received) “Yes”. The general’s face
(grow) ___ dark red. He shouted at the top of his voice: “Yes, what?”” The computer (get)  down to
work again.
“Yes, sir!”. It (be) __ half an hour later when the next answer (come) .
“Yes? Sir!”

1. Kputepuu oueHuBaHUSI KOMIETEHIIUA

OrneHKa «OTJMYHO» BBICTABIISIETCA CTYACHTY, €CIM OH 3HAeT YBEpEHO JIEKCHKY mpodeccrnoHambHON
HATPaBJICHHOCTH; HOPMBI YNOTPEOJICHHS JICKCUKU aHTIIMICKOTO s3bIKa B MpodeccHoHalbHOU cdepe;
0COOCHHOCTH TPAaMMATHKH MPO(HECCHOHATBHOTO aHTIMHACKOTO S3bIKa. Y MEeT Ha BHICOKOM YPOBHE UMTATh
Y TIEPEBOJIUTH CIENHUANTBHYIO JTUTEPATypy IJIs TOMOTHEHHUS Mpo(hecCHOHATBHBIX 3HAHUN; OCYIIECTBIATH
pohecCHOHATBHYI0 KOMMYHHKAIIMIO B YCTHOW M NMHCBMEHHOH (popMax Ha aHTIIMHACKOM si3bIKe. Brianeer
MIPOYHBIMH HaBBIKAMHU MPO(HECCHOHATHHOrO OOIIEHHs] HA aHTIIMHACKOM S3BIKE; CIIOCO0aMH TIOMOTHEHUS
po¢heCcCHOHATBHBIX 3HAHWH U3 OPUTUHAIBHBIX HCTOYHUKOB HA aHTIIMHCKOM SI3BIKE.

OrneHKa «XOpPOLIO» BBICTABISIETCS CTYIEHTY, €CIIH OH XOpOIIO 3HAeT JIEKCHKY MpodecCHOHATbHOMN
HaIpaBIEHHOCTH; OCOOEHHOCTH TPAMMATHKH MPO(eCcCHOHATHHOTO aHTIMICKOTO S3bIKa. Y MEET YBEPEHHO
YUTATh U MEPEBOIUTH CHEIHAIBHYIO TUTEPATyPy IS MTOMONMHEHUS TPo(deCCHOHANBHBIX 3HaHNH. Binameer
MIPOYHBIMHU HABBIKAMH MPOQECCHOHATFHOIO OOIICHUS HA aHTIIMACKOM SI3BIKE.

OneHka «y/lAOBJIETBOPUTENBHO» BBICTABISETCS CTYNEHTY, €CIM OH YaCcTUYHO 3HAeT JIEKCUKY
npoheCcCHOHATBHON HANPaBIEHHOCTH; OCOOCHHOCTH TPaMMATHKHA MPOPECCHOHAIBFHOTO aHTIIMHCKOTO
SI3pIKa. YMEET HEYBEPEHHO YHTaTh M IMEPEBOAWUTH CIEHNUATIBHYIO JIATEPATypy s TIONOTHEHHS
npodecCHOHANBHBIX 3HAaHWN. Brazeer HEMPOYHBIMHU HAaBBIKAMHA MPOQPECCHOHAINBFHOTO OOIICHUS Ha
AHIJIUMCKOM S3BIKE.

OneHKa «HEY/IOBJETBOPUTEIBHO» BBICTABISIETCS CTYIEHTY, €CIM OH Cla00 3HAeT JIeKCHKY
poheCCHOHATBHON HAINPABICHHOCTH. YMeeT ClIad0 TIEpEeBOMUThH CIENUATBHYIO JIATEpaTypy IS
TIOTIOJTHEHUST TIPOECCHOHANFHBIX 3HAHWK. Brageer cnaObiMu HaBBIKAMH TIPOQPECCHOHATBEHOTO OOIICHUS
Ha aHTJIMICKOM SI3BIKE.

2. OnucaHue MKAaJbI OLeHUBAHUS
MakcuManbHO BO3MOXKHBIM 0ajul 3a BeCh TEKYIIMH KOHTPOJIb YCTaHABIMBAETCS PaBHBIM S5.
Texymiee KOHTPOJIBHOE MEPONPUATHE CUUTAETCSA CHAHHBIM, €CIIM CTYAEHT MOJYYHJI 332 HETO HE MEHee
60% OT YCTaHOBIEGHHOIO [yl JTOr0 KOHTPOJS MAaKCHUMajbHOro Oaiya. PedTuHroBeii Oa,
BBICTABJIAEMBIH  CTYJNEHTY 32 TEKyllee KOHTPOJIBHOE MEpONPUATHE, CHAHHOE CTYJIEHTOM B
yCTaHOBJICHHBIE IPa()MKOM KOHTPOJBHBIX MEPOIIPHUITHI CPOKH, ONPEeNsieTCs CIEAYIOIUM 00pa3oM:
| YpoBeHb BBIIONHEHHS KOHTPOILHOTO 32 1aHHs | Peiitunrossiii 6am1 (B % OT MAaKCHMAIBHOrO Gajia |

13



32 KOHTPOJILHOE 33]IaHUE)
OTnuuHbIN 100
Xopomui 80
Y noBieTBOpUTENBHBIN 60
HeynoBnerBopuTenbHbIii 0

3. Meroauyeckne MaTepualibl, OMNpeeisiOlMe TPOUeIypbl OLEHUBAHUS 3HAHMH, YMEHMId,
HABBIKOB U (MJIM) ONBITA AeSITEJILHOCTH, XapPaAKTEPU3YIOIIHNX 3TaNbl (JOPMUPOBAHUS KOMIETEHIHI

[ponenypa mpoBeneHNs] JaHHOTO OLEHOYHOTO MEPOTIPUSTHSI BKIIFOYAET B ceOs IMepeveHb BOIPOCOB
WHVBUIyaJIbHBIX 3a/IaHUM.

[pennaraemsble CTyIEHTY 3aJaHKs TO3BOJISIIOT IIPOBEPHUTH CIICMYIONINE KOMITCTCHITHN:

OK -5 crnocoOHOCTBIO K KOMMYHHKAIIMM B YCTHOM W TIMCBMEHHOM (QopMax Ha PpYCCKOM U
WHOCTPaHHOM $I3bIKaX ISl PELICHHS 3a,]1a4 MEXITITYHOCTHOTO U MEKKYJILTYPHOTO B3aMOJICHCTBUS

OIIK-4 criocoOHOCTh  OCYILECTBIISITH  JINIOBOE  OOIIGHWE ¥ TYONMYHBIE BBICTYIUICHUS, BECTU
TIEPErOBOPHI, COBEIAHYSL, OCYIIECTBISITh ITIOBYIO TIEPENUCKY U TIOIIEPKUBATH HJIEKTPOHHBIE KOMMYHHUKAIIAH

[IK-26 BrnaneHwe HaBblkamu cOopa, oOpaboTkM wuHMOpPMAalMU W ydyacTuss B HH(OpMaTH3AIMH
JESITENTEHOCTH COOTBETCTBYIOIIMX OPraHOB BIACTH M OpTaHU3AIIHIA.

st TMONrOTOBKM K JaHHOMY OILIEHOYHOMY MEpPONPHATHIO CIEAYeT H3YYHTh PEKOMEHIyEMYIO
JUTEparypy, ykazanHyio B Paboueil mporpamMme NaHHOW MCIMIUIMHBL, BBIyYUTh HOBBIH M TOBTOPHUTH paHee
W3YUYEHHBIN JIEKCUYECKUIA M TPAMMATHUECKUI MaTepral.

[Ipu moAroToBKE K OTBETY CTYAEHTY NPEIOCTABILIETCS MPABO IONB30BATHCS ITOJTOTOBICHHBIM UM
KOHCITEKTOM.

[pu npoBepke 3aaHusI, OIEHUBAIOTCSL:

- yYMEHHs CTyJeHTa NPHUMEHHTh 3HaHWs Marepuasia Ha TPAKTHKE TIPH BBITOJIHEHUH
MPEUI0KEHHBIX 3aJaHUH;

- IPaBUJIBHOCTH (POHETUUECKOTO, JIEKCHUECKOI'0 U IPaMMaTHYECKOI'0 CTPOsI HHOCTPAHHOI'O SI3bIKa;

- JJOTUYHOCTh U 110CIIE0BATEIbHOCTD BBICKA3bIBAHUSI, TEMII PEUH.

O1ueHOYHBII JIUCT

OueHuBaemMblii KpUTEpHi Ouenka

YpoBeHb pacKpBITUS COAEP)KaHHS MaTepraia

FpaMOTHOCTB 1 JIOTUYHOCTDH U3JIOKECHHUA MaTCpHraia

Hcnons3oBanue TEPMHUHOJIOTUHN

YMeHne WLTIOCTPUPOBATh TEOPETUIECKHE MTOI0KEHUS KOHKPETHBIMH IIPUMeEpaMHu

CaMoCTOATETEHOCT OTBETA, 0€3 HAaBOASIINX BOTIPOCOB

CriocoOHOCTh TBOPUECKH NMTPUMEHATEH 3HAHHUE TEOPUH K PEIICHUIO TPOhECCHOHATEHBIX
3a1ad

3HaHWe COBPEMEHHON yIeOHOH M HAYYHOH TUTEpaTyphl

CocTaBHTEND:

« » 20 T.
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