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Bomnpocsl 115 codecenoBanust
mo gucnumninie «MHOCTpaHHBIN A3bIK B cdepe nmpodhecCHOHANBHOI KOMMYHUKAIIMI

ba3oBblii ypoBeHb

Tema 1. Management, its nature and purpose / OnpegesjieHne NOHATHSI MEHEIKMEHT, €ro XapakTep
U Leb.

1.How is management defined?

2.What kind of process is it?

Tema 2. Functions of management / @yHKuus ynpapJjeHusl.
1. Why is planning the first management function?
2. What do managers do in the organizing phase?

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

Tema 4. O0bexTHbIH HHGUHUTHBHBIA 060poT / Complex Object.

1.Ynotpebienne OOBEKTHOTO MH(PUHUTHBHOIO 000pOTa IOCIE TIAroyioB, BBIPAKAIOMINUX JKEIaHue: to
want — xomemu, to wish, to desire — orcenamo, o6opoTta should (would) like — xomen 6s1, a Taxxe 1O-
cie rinarouioB to like — zrobums, Hpasumscsi, to hate — nenasudemo.

2. Vnorpebnenue 0OBEKTHOTO HWH(OUHHUTHBHOIO 00OPOTA IMOCJE TJArojoB , BBIPAKAIOIIMX YyBCTBA
BOCHIpUATHS: tO see — gudemw, to hear — caviuams, to feel — uyscmeosams, to watch, to observe
— Habardams.

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

Tema 6. Complex Subject / CyobekTHBIH HHGUHUTHBHBIA 060POT.

1.Ynotpebnenne cyOBEeKTHOr0 MHGUHUTHBHOTO 000pOTa MOCJE TJIaroioB to seem,to appear kazamo-
c¢s,to chance,to happen cayuamscsi,to prove,to turn out oxazsieamuscs
2. YnorpebneHue CyObEeKTHOTO MH(GUHUTUBHOTO 000pOTa TOCJE IIarojioB , 0003HAYAIOIIMX YMCTBEH-
HYIO JICATENBHOCTD: to think dymams, to know snamw, to suppose npeonorazamo, to believenoraeamos u
JIp., 9YyBCTBEHHOE BOCIIpUATHE: tO seesudems, to hearciviuams v Ip. WM niepenady nHpopMaIuu: to say-
20680pumo, to reportcoobwams u T. II.

Tema 7. Forms of business organization / ®opmbI opranusanumn 6usHeca.
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 / UndpunutHsb.
1. Undunntus B popme Indefinite (Active u Passive)
2. Nudunutus B popme Continuous (Active)

Tema 9. Energizing employees / AKTUBM3al[Usi 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 / YnpaBienue Gu3necom u rocyaap-
CTBEHHOE yNpaBJieHHe.

1.What is public administration?

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

Tema 11. A City Managers and their responsibilities / AxMunucTpanusi ropoaoB u ee 00s13aHHOCTH.
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 / [lepconan rocyaapcTBeHHOH aAMUHHCTPALMH.
1. What is Role overload?
2. What are Political executives?

Tema 13. The Participle / [Ipuuactue.
1. ®opmbl IpUYacTUs HacTosAMIEro BpeMeHHu — Participle 1
2. OyHKIMK IpUyYacTys HacToslero Bpemenu — Participle |

Tema 14. Personnel administration: staffing and training / Ynpasjenune nepconajiom: moaoop u
o0yueHmue.

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 / [IpunsiTHe aIMUHHCTPATHBHBIX pellIeHMIA.
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'epynnuii.
1. @yHKIMYU TepyHINS U IEPEBO/L.
2.Ilpy3HaKu TepyHIns.

IloBbIIEHHBI YPOBEHD

Tema 1. Management, its nature and purpose / OnpegesjieHne NOHATHSI MEHEIKMEHT, ero XapakTep
U 1eJb.

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 / @yHKIusA ynpaBJeHHs.
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" / Ilousitue '"meHemx:xep"

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. O0bexTHBIH HHGUHUTHBHBI 060poT / Complex Object.

1.YnoTpebienue 00BEKTHOrO MH(QUHUTHBHOTO O0OPOTa MOCHE TIAarojoB, BHIPAKAIONIMX KEJIaHue: to
want — xomemu, to wish, to desire — orcenameo, o6opoTta should (would) like — xomen 61, a Takxke 10-
cie riaroiioB to like — sro6umo, npasumscsi, to hate — nenasudems.

2. Ynorpebnenue 0OBEKTHOTO MH()UHUTUBHOIO O0OpOTa IOCJIE TJAarojoB , BBIPAKAIOMIMX YYyBCTBA
BOCIIpHATHS: t0 see — gudems, to hear — cavumams, to feel — uyscmseosams, to watch, to observe
— Habaroams.

3. Ynorpebienne 00beKTHOTO HHOUHUTHBHOTO 000POTA MOCTIE TIIarojoB, BEIPAXKAIONIINX MPEIOI0Ke-
HUE, MHEHUE, cyx)kaeHue u T. [1: to think — dymams, to believe — nonazamo, to consider — cyumams, to
find — rHaxoodumw, npusnasams, to kKnow — 3rHams, to prove — 0Ka3vl8amuvcs, 00KA3bI8ANMD, tO
understand — nonumams, to declare — 3as61ams u np.

4. YnorpeOiieHre 00BEKTHOTO MH(GUHUTUBHOTO 000POTA MOCIIE TJ1arojioB, BhIPAXKAIONIUX MTPUKA3aHKE,
pock0y, paspemienue: to order, to command — npukaszsieams, to ask — npocumo, to allow, to let, to
permit — paspewams, to make — 3acmasaame.

Tema 5. Management levels / YpoBuu ynpasJieHusl.
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 / CyobekTHBIH HHGUHUTHBHBIA 000POT.

1.Ynotpebaenne cyObeKTHOTO HHOUHUTUBHOTO 000pOTa IMOCJE IJIarojioB to seem,to appear Kazamo-
ca,to chance,to happen ciyuamucs,to prove,to turn out oxaszeieamucs
2. YnotpebieHne CyObeKTHOTO MHGUHUTHBHOTO 000pOTa IOCIE TIarojoB , 0003HAYAIONUX YMCTBEH-
HYIO JIeATENBbHOCTB: to think dymams, to know 3namw, to suppose npeonorazamo, to believenoraeamos n
Ip., 9yBCTBEHHOE BOCIIpUATHE: tO seesudems, to hearciviuams v Ap. Wim niepenady nHGOpManuu: to say-
20680pumy, to reportcoobwams U T. 1.
3. YnorpeOiieHne CyObeKTHOr0 MHOUHUTHBHOIO 000POTa IOC/Ie COUCTaHMi riiarosna to be crpu-
JaraTejabHBIMU SUre HecomMHeHHulil, certainygepennuiil, likely/unlikely seposmmuuiii/neseposmuuiii n np.
4. lpennoxuerit 000pot"for + cymecTBuTeNpbHOE (MM MECTOUMEHHE) + HHPUHUTHB"

Tema 7. Forms of business organization / ®@opmMsbI opranu3anuu 0usHeca.
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. Unduuutus B popme Indefinite (Active u Passive)
2. Nudunutus B popme Continuous (Active)

3. Uadunutus B popme Perfect (Active u Passive)

4. Nudunutus B popme Perfect Continuous (Active)

Tema 9. Energizing employees / AKTUBH3aI[UsI COTPYAHUKOB.
1.Wouldn’t it be great if you could get the very best from your employees each
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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 / YnpaBieHue Ou3HecoM M rocyaap-
CTBEHHOE yNpaBJIeHHe.

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 / AxMunucTpanusi 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?

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 / [lepconan rocynapcTBeHHOH aIMUHUCTPALMM.
1. What is Role overload?

2. What are Political executives?

3. What are Desktop administrators?

4. What are Policy entrepreneurs?

Tema 13. The Participle / [Ipuuactue.

1. ®opmbl IpuUacTHsl HacTOsIIEro BpeMeHu — Participle |
2. OyHKIMK IpUYacTys HacTosAlero Bpemenu — Participle |
3. OyHKIIUK TprYacTus mporeamnero Bpemenu — Participle 11
4. O6pexTHas MpUYaCTHAS KOHCTPYKIIHUS.

Tema 14. Personnel administration: staffing and training / Ynpasienue nepconajiom: moaoop u
o0yueHmue.

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 / [IpunsiTue aIMMHHCTPATHBHBIX peLleHMId.
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'epynamii.
1.®OyHKUMY TEpYHAUS U IEPEBO.
2.ITpusHaku repyHaus.
3.I'maronbHble CBOICTBA repyHIUS.
4. CBoOJiCTBa CYIIECTBUTENBHOTO.

1. Kputepnu oueHnBaHusi KOMIeTeHIUI

OreHKa «OTJMYHO)» BBICTABISETCS CTYJEHTY, €CJIM OH 3HAeT yBepeHO 0a30BbIe HOPMBI
YHOTpeOJIeHHs JTEKCUKH, (POHETHKH U TPaMMAaTHUKU; OCHOBHBIE CIIOCOOBI paOOTHI HaJ S3bIKOBBIM
U PEUeBbIM MaTepUaloM; JIEKCUKO-TPAMMAaTHYECKUH MUHHMYM B 00beMe, HEOOXOAMMOM IS
paboThl ¢ WHOA3BIYHBIMH TEKCTAMH B IMPOIECCE COLMOKYIBTYPHOM KOMMYHHUKAIlMH. YMeeT Ha
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BBICOKOM YpOBHE YHMTaTh, IIE€PEBOJUTh W IEPECKa3bIBaTh TEKCTHl HA HMHOCTPAHHOM SA3BIKE;
OCYIIECTBIISITh KOMMYHHUKAILIMIO Ha WHOCTPAHHOM s3bIKe. BiameeT npoyHbIMM 3HAHUSMU B
0o0JIaCTH TPUEMOB  CAMOCTOSITENTbHOM paboThl €  SI3BIKOBBIM ~ MarepuajoM  (JEKCHKOH,
rpaMMaTHKOM, (POHETHKOI) ¢ UCTIOIb30BAaHUEM CIIPABOYHOM U yueOHOU JIUTEpaTyphl; Ciocodamu
IIOTIOJTHEHNS 3HAHUI Ha OCHOBE MCIIOJIb30BAHMSI OPUTMHAIBHBIX MCTOYHMKOB HA MHOCTPAHHOM
S3bIKEe; HEOOXOAMMBIMU HaBbIKAMHU OOLICHHMS] Ha MHOCTPAHHOM S3bIKE; TEXHHKOM paboOThI C
OCHOBHBIMH THUIIAMH CIIPABOYHOM M y4eOHO-CIpaBOYHOM JIUTEPATYypHl (CIIOBApH, SHIUKIONEINH,
y4eOHO-CIIpaBOYHbIE M3JaHMsI) U Pa3HOOOpa3HON HHQPOPMAIMOHHO-CIIPABOYHOM JHUTEpaTypoin
(Bxumrouas Qaiinsl IHTEpHETA M 3JIEKTPOHHO-CIPABOYHYIO JTUTEPATYPY).

OrneHKa «X0Opouo» BBICTABISIETCS CTYACHTY, €CIIM OH XOPOIIO 3HAeT 0a30Bble€ HOPMBI
ynoTpeOIeHus JIEKCUKY, (POHETHKH M TpaMMAaTUKU; OCHOBHBIE CIIOCOOBI pabOTHI HaJ S3bIKOBBIM
U peuyeBbIM MaTepHaioM. YMEET YBEPEHHO YUTaTh, NEPEBOJUTH U MEpecKa3blBaTh TEKCTHI Ha
MHOCTPAaHHOM sI3bIKe. BiazieeT mpoyHBIMH 3HAHUSMHM B OOJIACTH TPUEMOB CAMOCTOSITEIHHOMN
paboThl ¢ S3BIKOBBIM MaTepHajoM (JIEKCHKOM, rpaMMaTUKOM, (POHETUKOM) C HCIOJb30BaHUEM
CIpaBOYHOM W yueOHOM JuTepaTypbl; crnocoOaMu TIONMOJHEHMs 3HAHUH Ha OCHOBE
MCIIOJIb30BaHUSI OPUTMHAJIbHBIX UICTOYHUKOB Ha HHOCTPAHHOM SI3bIKE.

OneHka «yAOBJIETBOPHTEJIBHO» BBICTABISAETCS CTYACHTY, €CIM OHYaCTHMYHO 3HAET
0a30Bble HOPMBI YHOTPEOJIEHHS JIEKCUKH, (POHETUKU U TPaMMaTHKHU; OCHOBHBIE CIIOCOOBI pabOTHI
HaJ S3bIKOBBIM U pEYEBBIM MATEpUATIOM. YMEET HEYBEPEHHO 4YMTaTh, MEPEBOAUTH U
nepecka3bplBaTh TEKCThl HA MHOCTPAHHOM si3bIKe. BrajeeT HEempo4HBIMHU 3HAHUSMH B 00JIaCTH
NIPUEMOB CaMOCTOSITEJIbHOW PAa0OTBI C SI3BIKOBBIM MaTepHajoM (JICKCHUKOW, TpaMMaTHKOH,
(OHETHKOM) C UCIIOJIb30BAHUEM CIIPABOYHOU M YYEOHOM JHUTEpaTypbl; CIOCOOaMU MOMOTHEHUS
3HAaHUI Ha OCHOBE MCIIOJIb30BAHUS OPUTMHAJIBHBIX HCTOYHUKOB HA MHOCTPAHHOM SI3BIKE.

OneHka «HeyI0BJIeTBOPHTEIbHO» BBICTABISIETCA CTYJEHTY, €CIIM OH cJabo 3HaeT
0a30Bble HOPMBI YHOTPEOJICHUS JIEKCUKH, (OHETUKHM U TPaMMAaTHUKU. YMeeT ciaalo YuTath,
MEPEBOUTH M MEPECKa3bIBaTh TEKCThl HA MHOCTPAHHOM si3blke. Bianeer cnaObIMu 3HAHUSIMU B
00JIaCTH TPUEMOB  CaMOCTOSITENIbHOW paboThl €  S3BIKOBBIM  MaTepHajoM  (JIEKCHKOH,
rpaMMaTHKOM, POHETHKOI) ¢ UCTIOIB30BAaHUEM CIIPABOYHOI U yUeOHOM JTUTEpaTypHI.

2.0nMcanne MKAJbI OLeHUBAHUS

MakcuMaabHO BO3MOXKHBIN 0ajul 32 BeCh TEKYIIUNA KOHTPOJIb YCTAaHABIUBACTCS PaBHBIM
55. Tekyuiee KOHTPOIBLHOE MEPONPUATHE CUUTAETCSA CIAHHBIM, €CJIM CTYACHT MOJYYWJI 3a HETO
He MeHee 60% OT yCTaHOBJICHHOTO JJIsi ATOT0 KOHTPOJISI MAaKCUMAIbHOTO Oasuia. PedTHHTOBBIi
OaJiy1, BBICTABIIIEMBIN CTYJICHTY 3a TEKyIIee KOHTPOJIHHOE MEPONPHUATHE, CAAHHOE CTYJACHTOM B
YCTaHOBJICHHBIE TPA(PUKOM KOHTPOJBHBIX MEPOMPHUATHN CPOKH, OIpenessieTcsl CIeAYIOUIM
o0Opazom:

YpoBeHb BBHIMIOTHEHHST KOHTPOJBHOTO 3aia- | PeiitunroBeiii G6amn (B % OT MakKCHMaibHOTO
HUS OaJiyia 32 KOHTPOJILHOE 3aJ1aHNE)
OTnnuHbIf 100
Xoponui 80
Y 10BIETBOPUTENIbHBII 60
HeynosiersopurenbHblii 0

3. MeToanueckue MaTepuasibl, Onpeaejsiionue Npoueaypbl OeHNBAHUS 3HAHUI, YMEHHUIA,
HABBIKOB M (MJM) ONBITA [EATEJHbHOCTH, XAPAKTEPH3YKINMX 3Tanbl (POpMHPOBAHUA
KOMIIeTeH Uil

[Tpouienypa mpoBeeHHsI JAHHOTO OLEHOYHOTO MEPONPHATHS BKIIIOYAET B ceOsl MepeyeHb
BOIPOCOB 0a30BOT0 U MOBBIIIEHHOTO YPOBHEH ISl COOECEIOBaHUS.

[Ipenmaraemple CTyIEHTY 3aJaHUs IO3BOJISIFOT IPOBEPUTH CIIETYOLLYIO KOMIIETEHIIUIO:
VYK-4 - cpencTBo, MO3BOJISIOLIEE OCYIIECTBIATh JEIIOBYI0 KOMMYHHKAIIMIO B YCTHON U MHCBMEH-
HOM (dopmMax Ha TOCyJapCTBEHHOM si3bike Poccuiickoit denepaniui W HHOCTPAHHOM(BIX)
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a3bike(ax). Bompocs! ans cobece1oBaHUS TOBBIIIEHHOTO YPOBHS OTIIMYAIOTCS OT 6a30Boro 0o-
Jee rTyOOKHMMH 3HAHUSIMU MaTepHara.

JInst MOArOTOBKM K JTaHHOMY OLIEHOYHOMY MEPOIIPHUSATHIO CIEAYET U3YYUTh PEKOMEH.Y-
eMYI0 JIUTepaTypy, yKazaHHyro B Paboueii nmporpaMMe TaHHOW AUCHUTUTHHBL, BEIyYUTh HOBBIM JICKCH -
YECKHIA MaTepHall.

[Ipu moAroToBKe K OTBETY CTYACHTY MPEAOCTABIISIETCS MPABO MOIb30BAHUS [TOITOTOBICHHBIM
VM IUTAHOM KOHCIIEKTA.

[Ipu mpoBepke 3aanus1, OIICHUBAIOTCS:

- YMEHUS CTYJEHTa IPUMEHUTh 3HAHUS MaTepHualla Ha MPAKTUKE [PU BBITOJIHEHUH IIPEN -
JIOKCHHBIX 3aJIaHUH;

- MpPaBWIBHOCTH (DOHETHUYECKOTO, JIEKCHUECKOr0 U IPpaMMaTUYECKOTO CTPOsSi MHOCTpPaH-
HOTO SI3bIKQ;

- JIOTUMHOCTh Y NOCJIEIOBATEIbHOCTh BBICKA3bIBAHMS, TEMII PEYH.

JIucT oneHMBaHMs co0ece0BAHUS

3nanue  co- | [lonumanne | Peun rpamor- | AHanaus 3HaHue conep-
DOUO JIePKAHUSA CcyTH W3- | Hasl, SICHasi, | CyTH, NPUBe- | JKAaHUSI MaTepua-
CTyJeHTa BCeX JIaraeMoro | ToYHasi JAeHHe co0- | JIa  MOBbIIIEH-
BOIIPOCOB M3 CTBEHHBIX HOT'0 YPOBHSI
0a3oBoi NpUMepoB

0aJVILI | YacTH

0-05-1 0-05-1 0-05-1 0-05-1 0-05-1

CocraBUTEND:

« » 20 T.




MUHUCTEPCTBO HAYKHU U BBICIIIET'O OBPA3OBAHU S POCCUNCKON ®EJIEPALTN
OEAEPAJIBHOE TOCYAAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIbBHOE YUYPEX/IE-
HUE BBICIIEI'O OBPA30OBAHU A
«CEBEPO-KABKA3CKHWI ®EJIEPAJIbHBIN YHUBEPCUTET»

[Tsaturopckuit uuctutyT ($punuan) CKOY

YTBEPXK/IAIO:
W. o. 3aB. xkadenpoii IuMK
H.IO. Knumosa
« » 20 T

TeMbl MHAMBHUAYAJbHBIX 3alaHUM
nmo gucnumninie «MHOCTpaHHBbIH A3bIK B c(hepe mpodeccHoHaATbHON KOMMYHUKAIINI

HNuanBuayaabHbIe TBOPYECKHE 3a1aHNUSA:
1. IlpouuTaiiTe 1 MepeBeIUTE 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 strenu-
ous, so he gets up at 6 o'clock in the morning. Pavlov begins his working day with morning exercises be-
cause 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 re-
ceives 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 instruc-
tions 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 ex-
port manager and the sales representatives.

Export manager is a manager responsible for exporting activities of a business. He is under the or-
ders of the sales manager.

Office manager is a manager in change of a department office in a business or a factory. He has spe -
cial 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. ITonbepuTe pycckne YKBUBAJIEHTHI K CJI0BAaM H BBIPaKeHHsIM M3 TEKCTOB: a sales manager, to keep
fit, office hours, potential customers, profitable contracts, to run smb." business, to get feedback, ship-
ment, terms of delivery, "key accounts".

3. HaiiguTe B TEKCTaX aHIJIMiICKHE YKBUBAJIEHTHI CJIEIYIOIIMX CJIOB H BBIPAMKEHMIi: OT/ICI 110 IMpojia-

Kam, TellerpaMma, IPUHUMATh MOCETUTeINeH, MOIIepKUBATh TECHBII KOHTAKT, JOBOJIEH paOOTON, 00CYXK-
AaTb LUCHBI, TUYHO BCTPCUATHCA, OTBEUATDH 3a pa60Ty, HOIL‘II/IHGHHI)II‘/'I.
4. IlucbMeHHO OTBETHTE HA BOMPOCHI:
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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. IIpoyuraiiTe U mepeBeUTE ONMMCAHUA CTPYKTYP KOMIIAHHU.
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 (4AmE corporation), the capital is divided into shares, which are held by sharehold-
ers. 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 invest-
ment, not their personal assets.
6. OTBeTHbTE HA BONPOCHI MO 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 com-
pany?
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. IlepeBenTe M BHIYUUTE CAeAyIOLIUAE THATOTH:
1) - I hear you are going to work in a joint venture. Have you already learnt English?
- Unfortunately I'm only just learning English. I speak English poorly. And I would like to speak it flu-
ently.
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 I 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. [lepeBeauTe HA AHIVIMHCKUI A3BIK.
a) Mucrep K dopa Tonpko uto nonpocrn CHHAN UCTIPaBUTh OMMOKH B TipoTokosie. OHa B3sia MpoTo-
KoJI ¥ ynTaeT ero. OHa yke 3aMeTHIIa U UCIIpaBmiIa ABE OIIHOKH.
0) S cobuparock paboTaTh HAa COBMECTHOM MpeANpUATHH. [lo3TOMYy $ [OJDKHA TOBOPHTH IIO-
aHTIuiicku. S ObI XOTeaa TOBOPUTH MO-aHTIHICKH Oeriio. Ho s Toapko Hagama m3ydath 3TOT S3bIK. Ceii-
9ac sl TOBOPIO Ha HEM ILIOXO.
B) - Amio!
- M3BuHUTE, HE Bemaiite TpyOKy, moxanyiicra... Cekperaps muctepa Kimddopaa ciymraer.
- Muctep Kimuddopa nmpocun menst mo3BoHUTh. Mos ¢amunms CBEHCOH.
- Muctep Csencon u3z Hopserun?
-Jla, mpaBUIIBHO.
-Muctep Knmuddopa oxxunaer Bam 380HOK. COeHHSIO.
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T) - AlIJI0, MOXHO TIOTOBOPUTE C MUCTEpOM JIuHIOHOM?
- K coxxanenwro, ero ceituac HeT. MoeT ObITh, BBl XOTUTE €My YTO-HHOYAb TiepenaTs?
- Ha, noxanyiicrta. Y MeHs Ha3HauY€Ha ¢ HUM BCTpeya 3aBTpa B 3 yaca, HO 51 HE
cMory npuidtTi. He cMor Obl OH cO MHOH BCTPETUTBCS Hociie3aBTpa? Sl mo3BoHIO
CEroJIHs BEYEPOM.
- A MoxHO y3HaTh Bare nms?
- Oii, u3Bunure. Mucc Kasana u3 Kanazp!.
- Sl nepenam emy Bamry npocr0y, mucc HBane.
1) CoBMeCTHBIE TIPEANPUATHS Ha TeppUTOpuu Poccuu - 3T0 IpeAnpusTHs ¢ y9aCTHEM POCCHICKHX U 3a-
pyOexHBIX TapTHEpoB. Jlois poccuiickoro kammrtajia AOobKHA ObITh He MeHee 51 mporenTta. Takume
MPEANPHUATHS TIOAYHHSIOTCS POCCUICKOMY 3aKOHOAATENLCTBY. OHU MojIekar 00s3aTeTbHOMY CTpaxoBa-
HUIO, BBIIJIAYMBAIOT HAJIOTH, OOECTIEUUBAIOT YCIOBHS TPYZa, OIUIATY W COLMANBHBIE TapaHTHH CBOUM
CITY KAl M.
9. 3akoH4YUTE NMPeAI0KEHNS, YIOTPEedasis cioxHOoe nonojanenue (Complex Object):
1. “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. “Do it!” mother said to me. She made...

7. “She dances well”. He likes...

8. “My daughter will go to the ballet school” said the woman. She wanted...

9. “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. IlepeBeauTe Ha pyCCKHl A3BIK, YKAKUTe HHPHHUTUBHYI0O KOHCTPYKIIHIO:
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 instru-
ments 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 I heard him scream, I knew something was wrong. 9. I saw them play and I think they are a
good team. 10. I felt my fingertips go cold.
11. Boi0epuTte npaBuJibHbII BApUMAHT BUAOBPEeMEHHOH (popMBbI Ii1aroJia, nepenuuiuTe npeasoxe-
HUsI U NepeBeIuTe UX HA PYCCKMil SI3bIK, YKa3aB, B KaKOil BUIOBPeMeHHOW (hopMe HAXOIUTCH
BBIOPAHHBII BAMHM IJ1aroJL.
Example: The engineer ... to test the device.
a) was asked; b) have been asked; c) are asking; d) has asked.
The engineer was asked to test the device. — Mmxenepa monpocunu ucneitTate MexanusM. (Past Sim-
ple, Passive Voice)
1. An ever-increasing volume of information ... in digital form.
a) are transmitted; b) are been transmitted; ¢) is transmitted; d) transmits.
2. The digital pulses ... perfectly after they become attenuated with distance.
a) can be regenerated; b) can been regenerated; c) 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 cko0KH, ynoTpedJsisi c10:kHoe nomiexkamee (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
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likely (publish) and (appear) on sale pretty soon. It is sure (sell) well and (sell) in no time. 8. You seem
(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) interest-
ing.

13. [lepeBeauTe mnpenJioxKeHusi, onpenessisi, KaKoil 4YacTbl0 peun sBjIsercd —ing ¢opma (nmpwu-
yactue I, repynamii, 0TrjiarojibHoe cylecTBUTeIbHOE).

1. In solving these equations you must be very careful with the signs. 2. Everything must have a begin-
ning. 3. Swallow all your learning in the morning, but digest it in company in the evening (Ph. Chester -
field). 4. Submitting to one wrong brings to another. 5. We obtained these values in terms of the follow-
ing formula. 6. This procedure is finding increasing use. 7. A man should be viewed as a free, rational be-
ing possessing a free will. 8. The problem, however, is in not dividing the structure finely enough. 9. For-
tran 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, yHOTPeOHMB TIJaroJibl B Hy’>KHOM BpeMeHH.

1. Kputepuu oneHnBaHusi KOMIeTeHIHI

O1eHKa «OTJIMYHO» BBICTABIIAETCS CTYACHTY, €CIM OH 3HAeT YBEPEHO 0a30Bble HOPMBI
YIOTpeOJIeHHs JIEKCUKH, (OHETHKH U TPaMMAaTHUKH; OCHOBHBIE CIIOCOOBI paOOTHI Hal S3BIKOBBIM
U PEYEeBBIM MaTepHajoM; JEKCHKO-TPaMMaTHUYECKUH MHUHMMYM B 00beMe, HEOOXOJUMOM s
paboThl ¢ MHOSI3BIYHBIMU TEKCTaMHU B MPOLIECCE COLMOKYIbTYPHOH KOMMYHMKAIMM. YMEET Ha
BBICOKOM YpDOBHE YHTaTh, IE€PEBOJUTh TEKCTbl HAa HMHOCTPAHHOM S3BIKE; OCYILECTBIATH
KOMMYHHMKAIMI0 Ha MHOCTPAHHOM s3bIKe. BiageeT mpoyHbIMU 3HAHUSIMU B 00JIACTU NPUEMOB
CaMOCTOSITENIbHON pabOoThI C S3BIKOBBIM MaTepHalioM (JIEKCHKOH, rpaMMaTHKOM, (OHETHKON) ¢
HCIIOJIb30BAaHUEM CIPAaBOYHOM M y4eOHOM JuTepaTyphl; crioco0aMu IOIOJIHEHUS 3HAaHUN Ha
OCHOBE HCIIOJIb30BAaHUSI OPUTMHAIBHBIX MCTOYHMKOB Ha MHOCTPAHHOM SI3bIKE; HEOOXOIUMBIMU
HaBbIKAMHU OOIIEHHS HA HMHOCTPAHHOM SI3bIKE; TEXHUKOM pabOThl C OCHOBHBIMHU THIAMH
CIPaBOYHOH M y4eOHO-CIIPaBOYHON JIUTEpaTyphl (CI0BapH, SHIUKIONEINH, YIeOHO-CIIPaBOYHbIE
W3JaHNsI) W pa3HooOpa3zHOW HMH(OPMAIMOHHO-CIPABOYHON JUTEPaATypoil (BKiIroUas Qaiiist
HHTepHeTa U 31eKTPOHHO-CIPABOYHYIO JTUTEPATYPY).

OrneHka «XOpOIIO» BBICTABISETCS CTYIEHTY, €CIM OH XOPOIIO 3HaeTOa30BbIE HOPMEI
ynoTpeOIeHus JIEKCUKH, (POHETHKH M IpaMMAaTUKU; OCHOBHBIE CIIOCOOBI pabOTHI HaJ S3bIKOBBIM
Y PEYEBBIM MATEPUATIOM. ¥ MEET YBEPEHHO YATATh, NEPEBOAUTH TEKCThl HA HHOCTPAHHOM SI3BIKE.
Brnaneer mpouHbIMHM 3HaHHMAMHU B OOJACTH MPHUEMOB CAMOCTOSATEIBHOW PAaOOTHI C S3BIKOBBHIM
MaTepuaioM (JeKCUKOM, rpaMMaTUKON, (POHETHKO) ¢ UCIIOJIb30BAHUEM CIIPABOYHOM U yueOHOI
JUTEpaTyphl; Croco0amMH IMOMOJHEHHUs 3HAaHMM Ha OCHOBE HCIOJIBb30BAHUS OPUTMHAIBHBIX
HMCTOYHHKOB HA HHOCTPAHHOM SI3BIKE.

OneHka «yAOBJICTBOPHTEJIBHO» BBICTABISAETCS CTYACHTY, €CIM OHYaCTHYHO 3HAET
0a30BbIe HOPMBI YIIOTPEOICHUS JTEKCUKH, (DOHETUKN ¥ TPAMMATHKH; OCHOBHBIE CITIOCOOBI pabOTHI
HaJ A3BIKOBBIM M PEYEBBIM MAaTEpUAIOM. YMEET HEYBEPEHHO UUTaTh, IEPEBOJIUTH TEKCTHI Ha
MHOCTPaHHOM si3bIKe. Brasieer HempOo4YHbIMU 3HAHUSAMU B O0JACTH MPUEMOB CaMOCTOSITENIbHOM
paloThl ¢ SA3BIKOBBIM MaTepualioM (JIEKCHKOH, rpaMMaTukoil, (OHETHKOI) ¢ MCIOIb30BaHUEM
CIpaBOYHOH W y4eOHOW JuTepaTypbl; crnocoOamMu TIONMOJHEHWsT 3HAHWH Ha OCHOBE
UCIIOJIb30BAaHUSl OPUTMHAJIBHBIX MICTOYHUKOB Ha MHOCTPAHHOM SI3bIKE.

OueHka «HeyI0BJIETBOPHTEJIBLHO» BBICTABIICTCA CTYACHTY, €CIM OH ciabo 3HaeT
0a30Bble HOPMBI YHOTPEOJIEHUs JIEKCUKH, (OHETUKHM M TpaMMaTHUKU. YMeeT ciaalo YuTath,
NEePEBOJUTH TEKCThl HA MHOCTPAHHOM s3bIKe. Biiajeer cinaObiMK 3HAaHUAMHU B 00JIaCTU MPUEMOB
CaMOCTOSITENIbHON pabOoThI C S3BIKOBBIM MaTepHalioM (JIEKCHKOH, rpaMMaTHKOM, (OHETHKON) ¢
WCTIOJIb30BaHUEM CITPABOYHON U y4eOHOU JIUTEPATYPHI.

2.0nucanue MWKAaJIbl OLleHNBAHUS
MakcruMaabHO BO3MOXKHBIN 0ajll 32 BeCh TEKYIIUN KOHTPOJIb YCTaHABIUBAETCS PaBHBIM
55. Tekyuiee KOHTPOIBLHOE MEPOIPUATHE CUUTAETCSA CIAHHBIM, €CJIM CTYACHT MOJYYWJI 3a HETO
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He MeHee 60% OT yCTaHOBJIICHHOTO JJIsi ATOT0 KOHTPOJISI MAKCUMAIIbHOTO Oasuia. PedTHHTOBBII
63)'[.]1, BEICTaBJISIEMBII CTYACHTY 3a TCKYIIEC KOHTPOJIbHOC MECPOIPUATUEC, CIAHHOC CTYACHTOM B
YCTaHOBJICHHBIE TPAQUKOM KOHTPOJBHBIX MEPOMPHUATHUN CPOKH, OIpeIessieTcsl CIeAYIOUIM
o0Opazom:

YpoBeHb BBHIMOTHEHHUS KOHTPOJBHOTO 3aaa- | PeittunroBeiit 6amn (B % OT MaKCHMalIbHOTO
HUS Oayy1a 32 KOHTPOJIBHOE 3a/IaHHE)
OTanuHbIf 100
Xopomuit 80
Y 10BJIETBOPUTENBHBII 60
HeynoBiieTBOpUTEIbHBIN 0

3. MeToanueckue MaTepuaJibl, ONpeAe/sone Npoueaypbl OLeHNBAHUS 3HAHWN, YMEHHI,
HABBIKOB M (MJIM) ONBITA JAEATEJbHOCTH, XAPaKTEePH3YIOLIMX JTanbl (POpMHPOBAHUSA
KOMITeTeHI U

ITponenypa mpoBefeHHsI JaHHOIO OLEHOYHOI'O MEPOIpPUSTHS BKIIOYaeT B ceds NepeyeHb
BOIIPOCOB UHIUBU Ty aJIbHBIX 33JaHUH.

IIpennaraemble CTyEHTY 3a7aHKs IO3BOJIIIOT IIPOBEPUTH CIICIYIOLIYH0 KOMIIETEHIIUIO:

VYK-4 - cpenctBo, MO3BOJIAIONIEE OCYIIECTBIAThH JI€I0BYI0O KOMMYHHUKALIMIO B YCTHON U
IUCbMEHHON (hopMax Ha rocyJapcTBEHHOM si3blke Poccuiickoit denepanuy 1 ”HOCTPaHHOM(BIX)
a3bike(ax). i MoAroToBKU K JaHHOMY OLIEHOYHOMY MEPOIPHUITHIO CJIEIYET U3yUUTh PEKOMEH-
IyeMyIO JIUTeparypy, ykazaHHyto B Pabouell mporpaMme JaHHOM JUCLMILIMHBI, BBIyYUTh HOBBIM U
IIOBTOPUTH paHEE U3Y4YEHHBIN JICKCUYECKUI U TPAMMaTHYECKUI MaTeprall.

ITpy noAroTOBKE K OTBETY CTYAEHTY NPENOCTABIIAETCS MPABO MOIb30BATHCS IOATOTOBICHHBIM
VM KOHCIIEKTOM.

ITpu mpoBepke 3a1aHus, OLEHUBAIOTC:

- YMEHUS CTYJEHTa IPUMEHUTh 3HAHUs MaTepualla Ha IIPAKTUKE [IPU BBIITOJIHEHUM IIPEN -
JIO’KEHHBIX 3aJaHUN;

- MPaBWIBHOCTh (POHETHYECKOTO, JIEKCHYECKOTO M I'PaMMAaTHYE€CKOTO CTPOsSi MHOCTpaH-
HOTO SI3BbIKa;

- JIOTUYHOCTB U IIOCJIEIOBATEIIbHOCTD BBICKA3bIBAHMS, TEMII PEYH.

OLIEHOYHEBIN JIUCT

OuenuBaeMblii KpuTepuii Ouenka

YpoBEHb PacKpBITHsI COAEpkKaHMsI MaTepraa

FpaMOTHOCTB 1 JIOTUYHOCTDH M3JIOKCHUA MaTCpUajia

Hcnons3oBaHue TCPMUHOJIOTHH

YMeHue WUTIOCTPUPOBATh TEOPETHUECKUE MOJIOKEHNUS KOHKPETHBIMU ITPUMeE-
pamu

CaMOCTOsITETLHOCTh OTBETA, 0€3 HABOIAIINX BOIPOCOB

CnocoOHOCTB TBOPYCCKH NPUMCHATH 3HAHUC TCOPUHN K PCIICHUIO HpO(i)eCCI/IO-
HaJIBbHBIX 3a1a4

3HaHME COBPEMEHHOI y4eOHOM 1 Hay4yHOU JIMTepaTyphl

CocTaBUTEND:
« » 20 T.
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