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1. TacnopTt oHaAa OLIEHOYHBIX CPEICTB

1.1. ObuacTs npuMeHeHUs

[Iporpamma  y4eOHOW  OUCUMIUIMHBI ~ SIBJIAETCS.  YacThlO  OCHOBHOM
npodeccruonansHOi 00pa3zoBaTeabHON MporpaMMbl B cooTBeTcTBHH ¢ PI'OC 110
npodeccun CITO 46.01.03 «/lenonpon3BoAUTENbY.

1.2. IlnannpyemMble pe3yabTaTbl OCBOCHHUS M CUHILIHHBI

®OC no3BoJIIET OLEHUTh 3HAHUS, YMEHHUs, CPOPMUPOBAHHOCTH OOIIMX U
npo(eCCUOHANBHBIX KOMIIETEHIIMH B cooTBeTcTBUU ¢ TpeboBanusimu PI'OC u
paboueit mporpaMMoi JTUCHUIUIUHBI.

[Inanupyemble pe3yabTaThl OCBOCHUS (3HAHUS M YMEHHUSA) U MEpPEUYCHb
OCBAMBAEMbIX KOMIETEHIMH (00mMX U NpodecCHOHATIbHBIX) YKa3bIBalOTCS B
cootBeTcTBUM ¢ PI'OC, OIl u padoyeit nporpaMMoit yueOHON TUCIUILIAHBI.

YMEHUSA:

V1 - onpenensaTe 3a1a4u AJ1s MOMCKA HH(DOpMALUY;

VY2 - onpenensaTe HEOOXOAMMbBIE HUCTOYHUKU MH(OpPMAIUK;

V3 - nmaHupoBaTh MPOLECC MTOUCKA;

VY4 - cTpyKTypupOBaTh NOJy4aeMyI0 HH(POPMaLUIO;

V5 - BeIAENATH HanOoJIee 3HAYMMOE B IepeyHe MHPOPMALINH;

VY6 - onleHuBaTh MPAKTUYECKYIO0 3HAUMMOCTh PE3YJIbTATOB ITOUCKA,

VY7 - 0bopMIIATh pE3yNbTaThl TOUCKA;

V8 - mpuUMeHSTh cpelncTBa MHPOPMAILMOHHBIX TEXHOJOTUH JUIsl pelleHus
npodheCCHOHANIBHBIX 33]1a4;

VY9 - ucnonap3o0BaTh COBPEMEHHOE IPOrPaMMHOE 00ECTIEUCHHE;

VY10 - npoBepsATh NPaBUIBLHOCTH O(POPMIICHHS TOKYMEHTOB.

3HAHMS:

31 - HOMeHknaTypa HWH()OPMALUMOHHBIX HCTOYHUKOB, MPUMEHSEMBIX B
npodeCCUOHATILHON JIEATEIbHOCTH;

32 - npuemMbl CTPYKTYPUPOBAHUS HH(POPMALINH;

33 - dopmat odopmiieHUs pe3yabTaTOB MOUCKA MHPOpMAITUY;

34 - cOBpeMEHHbIE CPEJICTBA U YCTPOMCTBA MH(POPMATU3ALINH;

35 - mopsAoOK WX TPUMEHEHUS U TporpaMMHOE OOecliedeHHe B
npodeCCUOHATILHON JEATEIbHOCTH;

36 - OCHOBHbBIE TOJIOXKEHUS ENMHONW TrOCylIapCTBEHHOHM CHCTEMBI
JIeJIONPOU3BOICTBA;

37 - Bufbl, GYHKIIMHA JTOKYMEHTOB, MPABHJIA UX COCTABICHUS U O(OPMIICHUS.

o01e KOMITETEeHITNH:

OK 01 BeiOupare cmnocoObl pemieHus 3aaad  npodecCUuoHaTbHOM
JEATEeIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM.

OK 02 Hcnosb3oBaTh COBPEMEHHBIE CpPEACTBA IOKWCKA, AHAIM3Aa U
WHTepIpeTanu nHGopManuu, 1 UHPOPMAIMOHHBIE TEXHOJIOTHUU JIJI BBITIOJTHEHUS
3a/1a4 MpoheCCUOHAIBHOM JIeITEIbHOCTH.

OK 04. DddexkTuBHO B3auMOJEHCTBOBaTH M pabOTaTh B KOJIJICKTHBE U
KOMaHJIE.

OK 09. TIlonw3oBatbcsi  mpodecCHOHATBHOW  JOKYMEHTalued  Ha
roCyapCTBEHHOM U MHOCTPAHHOM SI3bIKaX.



poQeCCUOHATIEHBIE KOMIIETEHITUH:

[IK 1.1. OcymecTBusTh npueM, MEPBUYHYI0O OO0pabOTKY M PEruCTpaluio
MOCTYMAIOIIEH  KOPPECHOHJIEHIIMM, B TOM YHCIE€ C  HUCIHOJIb30BAaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM

[IK 1.5. OcymiecTBasTh 00pabOTKy, pETUCTPAIIMIO U OTIPABKY MCXOISIICH
JIOKyMEHTAIMU ajjpecaTtaM, B TOM YHCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
CUCTEM.

I[IK 1.6. OcymecTBiarh cocTaBieHHE © OQPOPMIICHHUE CIIY)KCOHBIX
JIOKyMEHTOB Ha OCHOBE TpPEOOBAaHUN COBPEMEHHBIX HOPMATHUBHBIX IPaBOBBIX
aKTOB.

1.3. ®opMBbI KOHTPOJIA U OLCHUBAHUS

[IpenMeToM OLIEHKM Cily>KaT YMEHHUS W 3HaHWs, npenycMorpeHHbie @I'OC
no ydeOHOM JUCUUIUIMHE, HamnpaBieHHblE Ha (QOpMUpOBaHHME OOUIMX U
1po(heCcCHOHATBHBIX KOMIIETEHIIUH.

Tabnuna 1 KoHTposb 1 o1ieHKa OCBOSHHS Y4eOHOM TUCIUIUIMHEI 10 TeMaM (pa3jaenam).

DOneMeHThl  y4eOHOi DopMBI KOHTPOJISL ¥ OLIEHUBAHUS
JUCLUIUIMHEI Texynuii KOHTPOJIb IIpomexxyTouHas arrecTanus
Mertoabl OLIEHKH IIpoBepsiembie Meroapl ouenku | IIpoBepsiembie
IIK, OK, V¥, 3 IIK,OK, V, 3
Paznea 1. Mos Oynymas npodgeccus KonTponbhas
Tema 1.1. Mos | [Ipaktuueckoe OK 01.; OK 02.; | pabora OK 01.; OK
Oyaymas npodeccus | 3anstue Ne 1 OK 04.; OK 09.; 02.; OK 04;
- Texcr: Records | TIK 1.1.; TIK OK 09.; IIK
JISIONPOU3BOIUTENb | manager. Pabora ¢ | 1.5.; TIK 1.6. 1.1.; IIK 1.5
TEKCTOM, u3yueHue | Y1, VY2 IIK 1.6.
HOBOH JIeKkcukH 110 | 31 V1,V¥2
TEeMe. 31
Tema 1.2. | Ilpaktuyeckoe OK 01.; OK 02.; OK 01.; OK
Heo0Oxoanmeie 3aHsaTue Ne 2 OK 04.; OK 09.; 02.; OK 04,
YMEHUS U HABBIKU Skills and | [IK 1.1.; TIIK OK 09.; IIK
responsibilities. 1.5.;IIK 1.6. 1.1.; TIK 1.5;
Brimonnenue V3,V4,V5 IIK 1.6..
yIpaXHEHAN mo | 32, 33 Y3,V4,V5
TeMe, OTBETHl Ha 32, 33
BOIIPOCHI.
Tema 1.3. | IIpakTuueckoe OK 01.; OK 02.; OK 01.; OK
MectonmeHus 3angTue Ne 3 OK 04.; OK 09.; 02.; OK 04,
JInansie, IIK 1.1.; TIK OK 09.; IIK
MPUTSDKATEIbHBIC, 1.5.;IIK 1.6. 1.1.; IIK 1.5,
BO3BpATHEIE, V8 IIK 1.6.
yKa3aTelIbHbIC. 34 V8
MecTonMmeHus 34
some, any, no,
every u 1704
MIPOU3BOAHBIC.
Brimonnenue
rpaMMaTHIECKUX
yIpaXHEHUH.
Tema 1.4. | IIpakTuueckoe OK 01.; OK 02.; OK 01.; OK
Ilpunararensusie  u | 3aHsATHE Ne 4 OK 04.; OK 09.; 02.; OK 04,
Hapeunsi. Crenenn | Ctenenn cpaBaenms | [IK  1.1.; TIK OK 09.; IIK




CpaBHEHUS npunararensaeix 1o | 1.5.; TIK 1.6.
NpujaraTebHbIX U | HApeuHil. v8
Hapeuui. ITonoxwurensHas, 34
CPaBHUTEIIbHAS,
TIPEBOCXOTHASL
CTETICH! CPaBHCHHUS.
Brinmonnenue
rpaMMaTUYEeCKUX
YIOpaKHEHUI.
Tema 1.5. Odwucnas | [Ipakrudeckoe OK 01.; OK 02.;
TEXHUKa 3aHaTue  Ne 5. | OK 04.; OK 09.;
OducHas TeXHUKA IIK 1.1.; IIK
Texct: Tekcr: 1.5.;IIK 1.6.
Paperless office. V8, Y9
PaGota ¢ TexcTom, 34, 35
OTBETHI Ha
BOTIPOCHI, H3YUCHHE
HOBOM JIEKCHKH 10
TeMe.
Pa3nexn 2. YcrpoiicTBo Ha padoTy
IIpakTuueckoe OK 01.; OK 02.;
OK 04.; OK 09.;
3aHsaTHe No 6 0K 11: TIK
Tema 2.1. Ilouck Tekct: Job hunting. e 1
paboThI PaGora ¢ TexcToMm 1.5 IIK L.6.
HU3y4yeHUe HOBOI\/’; ¥6, V7
32,33
JICKCHUKH TI0 TEME.
[IpakTuueckoe OK 01.; OK 02.;
3ansTue Ne 7 OK 04.; OK 09.;
Tema 2.2. Tekct: VYerpoiicrso | IIK  1.1.; TIK
Hanucanue pestome. | Ha paboty. | 1.5.; IIK 1.6.
Cobecenopanue npu | CocraBiieHue V2,VY4,V10
npremMe Ha paboTy. auamoros mo teme: | 31
Pestome. HM3yuenue
CTPYKTYPBI PE3IOME.
[IpakTrueckoe OK 01.; OK 02.;
3aHsaTue Ne 8 OK 04.; OK 09.;
[Ipuznaku u|lIK 1.1,; IIK
0COOEHHOCTH 1.5.;IIK 1.6.
CYLLIECTBUTENBHBIX. | Y8
Ob6pazoBanue 34
MHOKECTBEHHOTO
Tema 2.3. quca. CrnoBa-
MHOXECTBEHHOE HCKJTFOYCHHS.
YUCIIO Ucuncasemsie u
CYLIECTBUTEIbHBIX. HEHCUYUCIISIEMbBIE
Hcuncnsempie u CYIIIECTBUTEIIHHBIE.
HEUCYHUCIISICMEBIC Much, many, little,
CYILIECTBUTEIIbHBIC. few C
HCUYUCISCMBIMH U
HEHUCUYHUCITSICMBIMH
CYIIECTBUTEIbHBIMHU
Brimonnenue
rpaMMaTUYECKUX
yIpaXHEHUM.
Tema 2.4. Trraroi to [IpakTuueckoe OK 01.; OK 02.;
be. OGopor There is / 3aHsTHEe Ne 9 OK 04.; OK 09.;
There are I'maron to be B |IIK 1.1.; IIK
HACTOSILEM, 1.5.; IIK 1.6.

1.1; TIK 1.5;
IIK 1.6.

V8

34

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1.; TIK 1.5
IIK 1.6.

V8, Y9

34,35

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; TIK 1.5;
IIK 1.6.

Ve, V7

32,33

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1.; TIK 1.5,
IIK 1.6.
V2,Y4,Y10

31

OK 01.; OK
02.; OK 04
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.

V8

34

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1.; TIK 1.5,




Oyaymiem u|ve8 [K 1.6.
MIPOTIIEIIEM 34 V8
BpeMeHax. 34
OcobOeHHOCTH
ynorpeOiaeHus
obopora there
is/there are.
Brinmonnenue
rpaMMaTHIECKUX
YIPAKHEHUH.
[IpakTuueckoe OK 01.; OK 02.; OK 01.; OK
saugTue  Ne  10. | OK 04.; OK 09.; 02.; OK 04,
JenoBoii aTUKET IIK 1.1.; IIK OK 09.; IIK
DopMbl 1.5.;IIK 1.6. 1.1.; IIK 1.5,
. oOpareHus. V2,V3 IIK 1.6.
Tema 2.5. Jlenosoii COIiTaBneHne 33, 36 V2, V3
JTUKET
JIMAJIOTOB IO TEME. 33, 36
Brinmonnenue
JIEKCHKO-
rpaMMaTHIECKIX
YIPAKHEHUH.
Pa3nen 3. [lenoBasi nepenucka Huddepenuupona
[IpakTiaeckoe OK 01.; OK 02.; | HHbI} 3a4eT OK 01.; OK
3agsTie Ne  11. | OK 04.; OK 09.; 02.; OK 04.;
Buper nemoseix | IIK  1.1.; TIK OK 09.; IIK
TIHCEM. 1.5;TIK 1.6. 1.1.; TIK 1.5;
Tema 3.1. Buasl [Tucemo-3ampoc V4,VY10 [IK 1.6.
JIETIOBBIX THCEM. nH(pOpMaIInY; 32 ¥4,V¥10
MMMCHMO-3asIBJICHHE 32
0 rpreme Ha
paboTy;  THCBHMO-
HW3BUHEHUE.
[Ipaktuueckoe OK 01.; OK 02.; OK 01.; OK
3apaTue Ne 12, | OK 04.; OK 09, 02.; OK 04,
CrpykTypa n|IIK 1.1.; IK OK 09.; IIK
odopmiieHre 1.5,;TIK 1.6. 1.1.; TIK 1.5,
JICJIOBOI'O ITHUCHhMa. Y10 IIK 1.6.
Anpec, nara, | 32, 37 Y10
Tema 3.2. MIPUBETCTBUE, 32, 37
Crtpykrypa u OCHOBHAasI 4acTh,
odopmiieHue 3aKITFOYUTENIbHBIE
JIEIIOBOTO MHCHMa. (hpa3ssl.
OcobOeHHOCTH
odopmireHus
3JIEKTPOHHOT'O
MmIchbMa B JICJIOBOM
TIepEeTIHCKeE.
Hammcanwne nimcema.
IIpakTrueckoe OK 01.; OK 02.; OK 01.; OK
3ansaTue Ne 13 OK 04.; OK 09.; 02.; OK 04,
OcobenHoct IIK 1.1.; IIK OK 09.; IIK
obpazoBaHus 1.5.;IIK 1.6. 1.1.; TIK 1.5;
BpEMEH Present | V8 [IK 1.6.
Tema 3.3. Bpemena Continuous, Past | 34 V8
rpymmsl Continuous | Continuous, Future 34
Continuous. Coyyaun
ynotpeOIeHusl.
Brimonnenue
rpaMMaTHIECKUX

yIpaXHEHUM.




[IpakTuueckoe OK 01.; OK 02.;
3angTue Ne 14 OK 04.; OK 09.;
OO0pazoBanue K 1.1.; TIIK
Present Simple, Past | 1.5.; TIK 1.6.
Tema 3.4. Bpemena Simple, Future | V8
rpynmsl Simple Simple. Cnyyan | 34
ynoTpeOaeHusl.
Brinmonnenue
rpaMMaTHIEeCKUX
YIPAKHEHUH.
[IpakTuueckoe OK 01.; OK 02.;
3ansTue Ne 15 OK 04.; OK 09.;
Jlekcuka mo teme. | IIK 1.1.; IIK
;2:2 3.5. Tucemo- Huanorn mo teme. | 1.5.;IIK 1.6.
’ Hammcanne V10
JICIIOBBIX ITHCEM. 37
[IpakTuueckoe OK 01.; OK 02.;
3aHsTHe Ne 16 OK 04.; OK 09.;
Jlexcuka mo Teme. | IIK 1.1.; TIK
Zflg: 3.6. Tucemo- JHuanorn mno Tteme. | 1.5.; TIK 1.6.
’ Hamucanue V10
JICIIOBBIX ITHCEM. 37
[IpakTuueckoe OK 01.; OK 02.;
s3augTue Ne 17. The | OK 04.; OK 09.;
Present Perfect | IIK 1.1.; TIK
Tense 1.5.;IIK 1.6.
Tema 3.7. The OO0pazoBanue v
Present Perfect Tense | Present Perfect | 34
Tense. Brimmonaenue
rpaMMaTHYECKUX
YOpaKHEHUN mno
TeMe.
[IpakTuueckoe OK 01.; OK 02.;
3anaTue  Ne 18, | OK 04.; OK 09.;
Tloanucanue IIK 1.1.; TIK
KOHTpAaKTa. 1.5.,; TIK 1.6.
Tema 3.8. Hwnaor: Y10
IMoamnucaunue ITonnucanue 36, 37
KOHTpAKTa. KOHTpAKTa.
Bremonnenue
JIEKCHUKO-
rpaMMaTUYECKHX
YOPAKHEHUH.
Pa3nen 4. PadoTa ¢ JToKyMeHTAaM#
[IpakTuueckoe OK 01.; OK 02.;
3aHsTHe Ne 19 OK 04.; OK 09.;
Peructpanus IIK 1.1.; 1K
BXOIAIIEH u| 1.5,;TIK 1.6.
HCXOISIICH V8, V9, V10
Tema 4.1. Bxoasmas JIOKYMCHTAIIH 37
S (Trcem, TeNerpaMm,
3asBIICHUH,
KOPPECTIOHACHITHSI. CTIpaBOK,
YBEJIOMJICHUN u
mp.),
cHCTeEMATU3alusI U
obpaboTka.

Jlekcuko-

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.

V8

34

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; TIIK 1.5;
IIK 1.6.

Y10

37

OK 01.; OK
02.; OK 04.;
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.

Y10

37

OK 01.; OK
02.; OK 04.;
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.

V8

34

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.

Y10

36, 37

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; IIK 1.5;
I[IK 1.6.
V8,V¥9, V10

37




rpaMMaTUiYCCKUC

VIPaKHCHHUS.

[IpakTrueckoe OK 01.; OK 02.;

3ausaTue Ne 20 OK 04.; OK 09.;
Tema 4.2. Homenknarypa gen. | IIK  1.1,; IIK
Opraam3anus Yuer m Xxpanenwme | 1.5.; IIK 1.6.
paboThI C JIOKYMEHTOB. V8,V¥9, V10
JIOKyMEHTaMHU. Jlexcuko- 36

rpaMMaTHIECKUE

YOpPaXHEHHSL.

[IpakTuueckoe OK 01.; OK 02.;

saugaTue  Ne  21. | OK 04.; OK 09.;

MonanbHbIe IIK 1.1.; IIK

IJ1aroJibl 1.5.;1IK 1.6.

MonanbHEIe V8

TJ1ar0JIbI u| 34
Tema 4.3. SKBHBAJICHTHI
MoganbHbIe TJIaroisl | MOJAIBHBIX

IJ1arojioB B

AHTJIMICKOM SI3BIKE.

Brimonnenue

rpaMMaTUYECKHX

YIpaKHEHHUM no

teme: Modal verbs

[IpakTuueckoe OK 01.; OK 02.;

3aasTHe Ne 22 OK 04.; OK 09.;
Tema 4.4. PaGora ¢ Tekcr: Pabora c¢ |IIK 1.1.; IIK
apXuBaMH apXuBaMH. 1.5.; TIK 1.6.

Jlekcuko- V8,VY9, V10

rpaMMaTH4YECKUe 37

YIPaKHCHUS.

[IpakTrueckoe OK 01.; OK 02.;

3amsaTue Ne 23 OK 04.; OK 09.;
Tema 4.5. Pabora ¢ | Texkct: Pabora c¢ |IIK 1.1.; IIK
3JIEKTPOHHBIMHU KaIo0aMu. 1.5.; TIK 1.6.
JIOKyMEHTaMH Jlekcuko- V8,VY9, V10

rpaMMaTH4YeCKue 37

YIPaXHCHUS.

[IpakTrueckoe OK 01.; OK 02.;

3apaTue Ne 24, | OK 04.; OK 09,
Tema 4.6. CrpanaTenbHbli IIK 1.1.; TIK
CrpaarenbHbiii 3aJ10T 1.5.;IIK 1.6.

Brinonnenue y8
sanor rpaMMaTH4YECKUX 34

YIPA)KHEHUI 10

teme: Passive Voice

[IpakTuueckoe OK 01.; OK 02.;

3aHsTHe Ne 25 OK 04.; OK 09.;

Tekcr: ®Qopwmer | [IK  1.1;  TIK
Tema 4.7. Dopmsr OpraHM3alNN 1.5.,; IIK 1.6.
OpraHu3aluu ousHeca. V2,V5,V6
OuzHeca. Brimonnenune 31, 32

YIPa)KHEHUI 1o

teMe. Pabora ¢
TEKCTOM.

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1.; TIK 1.5
IIK 1.6.
V8,¥9, V10

36

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; TIK 1.5;
I[IK 1.6.

V8

34

OK 01.; OK
02.; OK 04.;
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.
V8,VY9, V10

37

OK 01.; OK
02.; OK 04
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.
V8,VY9, V10

37

OK 01.; OK
02.; OK 04
OK 09.; IIK
1.1; IIK 1.5;
IIK 1.6.

V8

34

OK 01.; OK
02.; OK 04,
OK 09.; IIK
1.1; IIK 1.5;
I[IK 1.6.
V2,V5, V6

31, 32




2. OneHoYHbIE CpeCTBAa TEKYLIero KOHTPOJIS YCIIeBaeMOCTH M KPUTEPUH OLEHKHU

KommiekT 3ajaHuii 1Jisi KOHTPOJIbHBIX CPE30B
no pucturuinae CI'.02 HOCTpaHHBIH SI3bIK B MPO(eCCHOHATBHON AeATeIbHOCTH

KonTposabHblii cpe3 3a 1 cemecTp
Bapmuanr 1.

1. BcraBbTe B Nponyck npaBujibHble MPUTSKATEIbHbIe MeCTOUMEHHs, BbIOMpas
Me:K1y OCHOBHBIMH U a0COTIOTHBIMH (hopMamu:

1. ... (you) friends are very nice;

2. Is that ... (she) hotel?

3. ... (I) country is bigger than ... (you);

4. This car isn't ... (they);

5. ... (he) mother is a teacher and (she) is a judge;
6. It is (they) problem, not (we)

7. Is it (you) camera?

8. That is not (I) umbrella. (I) is black.

9. Whose books are these? (You) or (I)?

10. Did (you) sister pass (she) exams?

2. BcraBbTe some, any, no Wiy UX NPOU3BOIHbIE.

1. Here are ... books by English writers. Take ... book you like. 2. There are ... boys in the
garden because they are at school. 3. I can see ... on the snow, but I don't know what it is.
4. Have you got ... English books at home? -- Yes, I have ... . 5. Is there ... that you want
to tell me? 6. You must find ... who can help you. 7. That is a very easy question - ... can
answer it. 8. There was ... in the street because it was very late. 9. Have you ... books on
Dickens? 1 want to read ... about him. I have read ... books by Dickens and I am
interested in the life of the writer. 10. Are there ... new students in your group? 11. Please
give me ... warm: it is cold here. 12. The question was so difficult that ... could answer it.

3. Packpoiite cko0kH, ynorped issi Tpedyouywcs (popMy NpujiaratejbHoro.

1. Oil is (light) than water. 2. Which is the (beautiful) place in this part of the country? 3.
A bus is (fast) than a tram. 4. Your idea isn't very good. My idea is (good). 5. He clearly
did not like the explanation, and as he listened to it, he became (angry) and (angry). 6.
Your brother is (tall) than you.7. Mike works (hard) than David. 8. Athens is (old) than
Rome. 9. My room is (big) than yours. 10. Joe isn't as ( intelligent) as he thinks. 12.
Winter is (cold) season of the year. 13. Moscow is (large) than St. Petersburg. 14. Which
is (long) day of the year? 15. We have (little) interest in this work than you.

4. J1onoJTHUTE TEKCT CJIOBAMM M3 PAMKH.

qualification  able occupation impression accuracy possibility —effective
education  achievements  variety  successful

It is important to make a good 1) when going for a job interview.



Interviewers usually ask a 2) of questions, many of which concern 3)

. However, they also usually like to ask questions about previous 4)
as well as 5) not connected to the work place. Often, the 6)
candidate is not the one with the most impressive 7) but the one who shows
that he or she has made the most 8) use of their time. Few employers want
employees who are 9) to think about themselves. The 10) of
advancement in any job very rarely on the 11) of work but more on the
enthusiasm and dedication of the employee.

Bapuanr 2.

1. BctaBbTe B MPONMYCKH NMPaBUJIbHbIE MPUTSKATEIbHbIE MECTOMMEHHS, BLIOpas
MesKI1y OCHOBHBIMH M a0COIIOTHBIMH (popmMamm:

1. Where is ... (they) restaurant?

2. How many people are there in ... (you) city? - About two million and in ... (you)?
3. I'm going to visit a friend of ... (I) tomorrow;

4. These are not ... (you) shoes. Those are ... (you).

5. .... (we) car is better than..... (they).

6. Mary is going out with (she) friends.

7. (I) room is bigger than (she).

8. I don't know (they) children.

9. Can I take (you) phone? (I) is broken.

10. We don't see (we) neighbours.

2. 3anoiHATE MPONMYCKH MECTOUMEHUSIMH SOMe, ANy, O WU UX MPOU3BOIHBIMH.

1. Are there ... desks in the classroom? - Yes, there are many. 2. There are ... books on
this desk, but there are.... exercise-books. 3. Did he say ... about it? - No, he said .... 4.
Are there ... sweets in your bag? - Yes, there are ... . 5. I don't know ... about your town.
Tell me .., about it. 6. Is there ... here who knows French? 7. Is there ... here who knows
this man? 8. Please bring me ... apples, Mary. 9. Can ... tell me how to get to the Public
Library? - Yes, take ... bus that goes from here towards the railway station and get off at
the third stop. 10. There are ... beautiful pictures in the magazine. Look at them. 11.
There is ... white in the box. "What is it? 12. Has ... in this group got a dictionary?

3. Packpoiite cKkoOKH, ynorped.ss Tpeldywouywcsa (GpopmMy NpUIarareJbHOro WIH
Hape4us.

1. He worked (hard) and (hard) as the end of the term came nearer. 2. The (tall) trees in
the world grow in California. 3. Please be (careful) next time and don't spill the milk
again. 4. Bobby was a (quiet) child. He was (quiet) than his sister. 5. This is the
(beautiful) view I have ever seen in my life. 6. It's a very good film. It's (good) film I've
ever seen. 7. Brazil isn’t as (big) as Canada. 8. It is (cold) today than it was yesterday. 9.
It was a very happy day. It w as (happy) day of my life. 10. My chair is (comfortable)
than yours. 11. The weather isn't too bad today. Often it is much (bad). 12. Today you
worked (slowly) than usually. 13. You got up (early) than me. 14. Belgium is (small) than
Switzerland. 15. Which is the (hot) month of the year?

4. J1onoJTHUTE TEKCT CJIOBAMH M3 PAMKH.



R e N I S S

a) skills b) participate c) profession d) companies e) apply
f) training g) interview h) attend 1) responsibility  j) experience

Graduating from the university is a very busy, exciting time for people. Everyone
wants to find a good job and begin working in their chosen 1) . The first
step is to find a suitable vacancy and 2) for the position. If you are called
for an 3) , you will be asked what 4) you have and
where you 5) the university. They may ask if you have any previous 6)

in that type of work. Many large businesses and 7) will
require their new employees to 8) in a special 9) course
before they are given the 10) of working on their own.

KonTposabHblii cpe3 3a 2 cemecTp
Bapuanr 1

1.Packpoiite ckoOKH, ynorpe0dasisi riaroJsl B Present Perfect uiiu Past Simple.
Helen speaks French so well because she (to live) in France.

She (to live) there last year.

The rain (to stop) and the sun is shining in the sky again.

The rain (to stop) half an hour ago.

Mary (to buy) a new hat.

I (to buy) a pair of gloves yesterday.

The wind (to blow) off the man's hat, and he cannot catch it.

The weather (to change), and we can go for a walk.

The wind (to change) in the morning.

. We (to travel) around Europe last year.

2. In the list below find a definition for the given words:

A B

1. business a. an announcement in a newspaper, on television, on the
Internet that is designed to persuade people to buy a
product or service

2. advertisement b. to send something such as a document with a letter

3. description c. able to be obtained, taken, or used

4. discount d. the work of buying or selling products or service

5. to enclose e. immediate or quick

6. available f. a statement about what something or someone is like

7. look forward to g. including many small facts or aspects

8. prompt h. a reduction in the price of something

9. detailed 1. to feel happy and excited about something that is going to

happen
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3. Packpoiite ckoOku u ynorpeoure riarojbl B Present Simple uam Past Simple:

1. She (not / teach) at this school. 2. I (not / know) his family.
3. You often (see) them? 4. Agatha Christie (write) over 75
detective stories. 5. She (not / go) to school yesterday. 6. Yesterday evening
I (to watch) television. 7. I (to clean) my teeth three times
yesterday. 9. Bernard (to smoke) 20 cigarettes yesterday evening. 10. The
concert last night (to start) at 7.30 and (to finish) at 10 o’clock.

4. Complete the sentences with the words from the box:

familiar  requirements  offer  enclose  prompt contact description
distributing  costs

1. It’s necessary to give the correct of the goods with their pictures and
samples.
. We are of course very with your range of vehicles.
A a detailed quotation, specifications and delivery terms.

2
3
4. Our company specializes in computers.
5. We would like to with manufacturers.
6. Your answer would be appreciated.
7. If your equipment meets our , we’ll be able to place a larger order for your

equipment.

o0

. The price covers packing and transportation
. We ask you to consider our once more and let us know if we can expect

\O

your order.

Bapuanr 2
1. Packpoiite cko0ku, ynorpedssisi rinaroiabl B Present Perfect mamPast Simple.

Last night I (to feel) tired and (to go) to bed very early.
Where you (to spend) your holidays?

You ever (to spend) your holidays in the Crimea?

While traveling in the Crimea I (to meet) your friend.

I never (to visit) that place.

He (to visited) that place last year.

I just (to get) a letter from Tom.

You (to take) any photographs while traveling in the south?
He (to be) abroad five years ago.

0 You (to be) in the Caucasus last year?

2. Match the terms in column A with the equivalent terms in column B.

English Russian

1. offer a. IOKYIaTellb




2. seller b. CONMPOBOANTENHHOE MHUCHMO
3. buyer C. aCCOPTUMEHT

4. covering letter d. TpaHCTIOPTHBIE PACXO/IBI
5. order copy €. OTKa3bIBaThCsl OT 3aKa3a
6. to refuse the order f. ckuaku

7. discounts g. IPEI0KEHUE

8. samples h. oOpa3iml

9. range 1. YCJIIOBHSI OTLIAThI

10. terms of delivery J. KoM 3aKa3a

11. terms of payment k. ycnoBus mocTraBku

12. transportation costs 1. mponaBen

3. Packpoiite cko0kH 1 ynorpedure riaroJibl B Present Simple nan Past Simple:

1. There (be) an interesting film two days ago. 2. Where (you/
go) for your holidays two years ago? 3. Last week we (be) at the library.
4. He often (bring) me flowers. 5. (you / meet) Paul
yesterday? 6.My grandfather (retire) two years ago. 7. The accident

(to happen) last Sunday afternoon. 8. When I was a child, I
(to want) to be a doctor. 9. Mozart (to live) from 1756 to 1791. 10. We

(to enjoy) our holiday last year.

4. Complete the sentences with the words from the box:

familiar  requirements  offer  enclose  prompt contact description
distributing  costs

1. It’s necessary to give the correct of the goods with their pictures and
samples.

. We are of course very with your range of vehicles.

A a detailed quotation, specifications and delivery terms.

. Our company specializes in computers.

. We would like to with manufacturers.

. Your answer would be appreciated.

~N O L W

. If your equipment meets our , we’ll be able to place a larger order for your
equipment.

8. The price covers packing and transportation :

9. We ask you to consider our once more and let us know if we can expect

your order.

KpnTepnn OIICHUBAHUA KOMHeTeHHI/lﬁ

OneHka «OTJIIMYHO» CTaBUTCA CTYACHTY 3a paboTy, BBIMOJIHEHHYIO MOJHOCTHIO 0e3
OLIMOOK U HEJIOYETOB.




OlLieHKa «XOpOIIO» CTAaBUTCS CTYACHTY 3a paOO0Ty, BHIMOJHEHHYIO MOJHOCTBIO, HO TIPU
HaJUYUHM B Hel He OoJiee OJHOM HEerpyOoi OmMOKM M OTHOTO HeMo4ETa, HEe Oosiee TPEX
HEJI0YETOB.

OneHka «yJIOBJIETBOPUTEIHHO» CTABUTCS, €CIM CTYJIEHT MPABUJIBHO BBIMOIHUI HE
MeHee 2/3 Bcedl pabOThl WM JOMYCTHJI He Oojiee OJHOW TpyOOMl OMMOKKM W ABYX
HEJo0u€TOB, HE Ooyiee OMHON TpyOOMl W OaHON He TpyOol omuOku, He Oojee TPEX
HEerpyObIX oMMOO0K, OJTHON HErpyOoil OIMOKHN U TPEX HEAOUETOB, IPU HATMYUU YETHIPEX -
OSATH HENOYETOB.

OneHka «HEYTOBIETBOPUTEIBHO» CTABUTCS CTYIEHTY, €CIM YHUCIO OIIHOOK U
HEJI0OUETOB MPEBBICUIIO HOPMY JIJIsl OLEHKH 3 WJIM MPABWJIBHO BBIMOJHEHO HE MeHee 2/3
Bcel padoTBHI.

3. OneHouyHbIE cpeacrea s HpOMeH(yTOqHOﬁ aTTeCTallUM 1 KPUTEPHUHA OLICHKHA

KoMiuiekT 3agaHui 1Jisi KOHTPOJIbHON padoThI
no pucuuiuinae CI'.02 MHocTpaHHBIH SI3bIK B TPO(decCHOHANbHON AeSITEIbHOCTH

BapuanTt 1

1. Complete the sentences using the following words, word combination and

expressions from the box.
a) depending ) keep C) 1n certain cases d) medical field
e) in charge f) at any time 2) understands h) fire-proof vault

1. One of the most common forms of records management comes in the ... where
charts and doctors’ notes are kept in a patient’s file to be examined at a later date.

2. A manager will be asked ... to locate a specific record and must be able to do
so promptly.

3. ... on the importance of the records, they could be kept in anything from a ...
to simply a large bookshelf.

4. A records manager must ... files stored in a safe place.

5. ..., a records manager may be ... of physically putting together the initial
record.

6. The important aspect is that the records manager ... the system in place.

2. Packpoiite cko0kH, ynorpedJiss riaroJbl B Present Simple nian Present
Continuous.

1. Yes, you can take my dictionary. | (use) it a lot, but I (not /
use) it now.

2. We (not travel) by train very often.

3.1t (snow) right now. It’s beautiful! | (like) this
weather.

4. The river (flow) very fast today — faster than usual.

5.1 (walk) to school every day. I (take, not) the bus.

6. (you, cook) your own dinner every day?

7. A young man (to drive) a car. He (to listen) music.
8. Elisabeth cola? (to drink)




9. They hockey at school. (to play)
10. What they (to talk) about?

3. Answer the questions:

What is a CV (resume)?

What kind of information does it contain?

Is it important to send a cover letter together with the CV? Why (not)?
Does it contain any additional information that a CV lacks?

Bapuanr 2

1. Complete the sentences using the following words, word combination and

expressions from the box.
a) on your own needs to be clear  the same keywords |d) need to show
totidentify your drafted resume g) job objective  |h) years
mistakes of experience

1. The applicant can get the best job only when he uses a professionally ... for his

job search.
2. Experienced candidates have ... to support their claims of being confident
at handling responsibilities.

After your address, a statement of intent or ... should be written.
Your resume should include ... that appear in the job listing.
An objective ... and has to focus on the target job opportunity.

6. Remember you ... that you have the key skills required for the particular job
opportunity.

7. The best way ... is to have your resume reviewed by someone else or by
reading aloud.

8. If you’re writing your resume ..., the first thing you’ll have to do is make some
mental shifts.

o &~ w

2. Packpoiite cko0ku, ynorpedJiss riaaroJbl B Present Simple nian Present
Continuous.

1. My wife normally (work) at home, but she (spend) this

month in Italy.

2. Most days, Tom usually (cycle) to work.

3. When the lesson (start) today?

4. What’s your brother doing? He (do) the crossword in the newspaper He

(do) it every day.

5. I’m afraid I’ll lose this game of chess. I (play) very badly. I usually
much better (play).

6. Are you in a hurry? — No, I (walk) quickly because I’m cold.

7. Ann (to sit) at her desk. She (to study) geography.

8. She e-mails. (not/to write)

9 Jim and Joe the flowers every week? (to water)

10. The baby (not/to sleep) now.



3. Answer the questions.

Who writes a CV? Why?

Is it easy to write a CV?

What applicant’s skills does a cover letter demonstrate to an interviewer?
Why are these skills important for a career?

KpuTtepuu oueHuBaHUs KOMIMeTEHIUI

OlleHKa «OTJIMYHO» CTAaBUTCSl CTYJEHTY 3a padoTy, BBIMOJHEHHYIO MOJHOCTHIO O€3
OIINOOK U HENOUETOB.

OreHKa «XOpOIII0» CTaBUTCS CTYJEHTY 32 PaboTy, BBIMIOJIHEHHYIO MMOJTHOCTBIO, HO TIPH
HaJIUYUM B Hel He OoJiee OHOM HEerpyOoH OmMOKM M OJTHOTO Heno4ETa, HE Ooyiee TPEX
HEJI0YETOB.

OrneHKa «yJTOBJIETBOPUTEIHHO» CTABUTCS, €CIM CTYJAEHT MPABUJIbHO BBITIOJTHII HE
MeHee 2/3 Bceit pa®oThl WM AOMYCTHI He Oojiee OofHOW TpyOol OImMOKM U JABYX
HeZ04YETOB, He Ooznee oaHOW TpyOoil M oAHOM He rpyOoi ommoOku, He Oojee TpEX
HEerpyObIX omMOO0K, OJTHON HErpyOoil OIIMOKHN U TPEX HEAOUETOB, MPU HATMYUU YETHIPEX -
OATHU HEOOYETOB.

OneHka «HEYIOBJIETBOPUTEIBHO» CTABUTCS CTYICHTY, €CJIM 4YHCJIO OIIUOOK U
HEJIOUETOB MPEBBICUIIO HOPMY JIJIsl OIIEHKH 3 WM MPABWJIBHO BBIMOJHEHO HE MeHee 2/3
Bcel paboTBhI.

@oHJ TeCTOBBIX 3aaHUH
no pucuuruinie MHocTpaHHbIi 361K B PO eCCHOHANBHON AESITENTbHOCTH

1.1. BoiOepuTe npaBu/IbHbINH BAPUAHT OTBETA:

1. Maria's grandmother ___ from Brazil.
a) are
b) am
c) is
d) be
2. I usually breakfast at 8 o'clock in the morning.
a) have
b) is
¢) has got
d) get
3. Will you answer the letter
a) yourself
b) ourselves
c) themselves
d) himself
4. He like hockey.
a) don’t
b) no
¢) not
d) doesn’t
5. they go to the swimming pool every Saturday?
a) Do
b) Does

-~



c) It
d) Have
6. I am reading. What
a) you
b) are you
c) are
d) you are
7. There isn’t
a) the
b) any
c) no
d) some
8. Why last Thursday?
a) you was late
b) you were late
c) were you late
d) you lated
9.1 to Maria’s party yesterday.
a) gone
b) was
c) go
d) went
10. Their flat is than ours.
a) more large
b) larger
c) the larger
d) the largest

doing?

fruit in the shop.

1.2. CooTHecure PYCCKHE cJioBa U CJIOBOCOYECTAHUA U3 npanoﬁ KOJIOHKH C
COOTBETCTBYIOLIIUMHU AHTJIMUCKMMM M3 JIEBOIl KOJIOHKH.

11.

1. misfiled a. HWMETH JIeNo C

2. to be responsible for b. (uHAHCOBBII AUPEKTOP

3. related C. HCIIOJHHUTEIBHBIA AUPEKTOP
4. access d. OBITH OTBETCTBEHHBIM 32

5. to deal with €. JICJIONPOU3BOIUTEIH

6. records manager f. HeBepHO 3alOJIHEHHBIN (JOKYMEHT)
7. CEO (chief executive officer) g. JocTyn

8. CFO (chief financial officer) h. cBs3aHHBIH
12.

1. records management a. 3¢p¢dexTUBHOCTD

2. profit b. npuBomUTH K

3. handling C. J0Ka3aTeJbCTBO, CBUIETEIBCTBO
4. leadto d. comepxars

5. penalties €. yIpaBJeHHE 3aMUCIMHU
6. to maintain f. npubbLH

7. evidence g. mrpadsi

8. efficiency h. ympasnenue, Benenue
13.

1. disposal a. IPaBOBOH

2. operational b. xpanuth



3. to comprise C. JIIEHWCTBYIOIININ

4. requirements d. ynanenwme, ycTpaHCHHE

5. to store €. HaHUMaTh (Ha paboty)

6. top official f. TpebGoBanus

7. to hire g. BKIIOYaTh B ce0s

8. legal h. momkHOCTHOE MU0, 3aHUMAIOIIIee BEICOKUN TIOCT

KpuTtepuu oneHUBaHUSA KOMIETEHIIHIA:

OrneHKa «OTIIMYHO» BBICTABIISICTCS CTYACHTY 3a MpaBHIbHOE BhIMONHEHUE Oosiee 90%
paboTHI.

O1eHKa «XOpOIIO» BBICTABIISICTCS CTYICHTY 3a MpaBHIIbHOE BbINOJHEHHE OT 70%
BKITIOYHUTENBHO 110 90% paboThI.

O1ieHKa «yIOBJIETBOPUTEIBLHOY» BBICTABIISCTCS CTYICHTY 3a MPABHJILHOE BBIIOJHEHHUE OT
50% BxmrounTenbHO 10 70% paboTHI.

O1eHKa «HEYIOBJICTBOPUTEIILHOY» BBICTABIISICTCSI CTYACHTY 3a MPABUJILHOE BBITIOJTHEHUE
menee 50% paboThl.

4. OueHo4YHbIE CPeACTBA IJIsl MPOMEKYTOYHOM aTTeCTAUUMN U KPUTEPUH
OLIEHKH

[Ipouenypa nuddepeHnupoBaHHOro 3ayeTa Kak OTAEIbHOE KOHTPOJHHOE
MEpPOIPUATHE TPOBOJUTCS, OIEHWBAHWE 3HAHUW OOYYaIOUIErocs MPOUCXOIUT IO
pe3yJibTaTaM TEKYIIETr0 KOHTPOJIS.



Tadauua 2 — Kiniroun k Bonpocam (poH/1a OLIEHOYHBIX CPEICTB

Ne | KommereHuu Coaeprxanue Bonpoca IIpaBuabHbIH
1 OTBeT
OK 01; OK | Maria's grandmother ___ from Brazil.
02; OK 04; a) are
1. |OK 09; IIK b) am c)is
1.1; TIK 1.5; c) 1S
IIK 1.6. d) be
OK 01; OK I usually breakfast at 8 o'clock in the
02; OK 04; morning.
OK 09; TIK a) have
2| L1 TIK 1.5 )b) is a) have
[IK 1.6. c) has got
d) get
OK 01; OK Will you answer the letter ?
02; OK 04; a) yourself
3. | OK09; IIK b) ourselves a) yourself
1.1; IIK 1.5; c) themselves
I1K 1.6. d) himself
OK 01; OK He like hockey.
02; OK 04; a) don’t
4. | OK09; IIK b) no d) doesn't
1.1; IIK 1.5; ¢) not
I1K 1.6. d) doesn’t
OK 01; OK they go to the swimming pool every Saturday?
02; OK 04; a) Do
5. | OK09; IIK b) Does a) Do
1.1; I[IK 1.5; c) It
IK 1.6. d) Have
OK 01; OK I am reading. What doing?
02; OK 04; a) you
6. | OK09;IIK b) are you b) are you
1.1; IIK 1.5; c) are
I1IK 1.6. d) youare
OK 01; OK There isn’t fruit in the shop.
02; OK 04; a) the
7. | OK09; IIK b) any b) any
1.1; I[IK 1.5; ¢c) no
IK 1.6. d) some
OK 01; OK Why last Thursday?
02; OK 04; a) you was late
8. | OK09; IIK b) you were late ¢) were you late
1.1; TIK 1.5; c) were you late
I1K 1.6. d) you lated
OK 01; OK I to Maria’s party yesterday.
02; OK 04; a) gone
9. | OKO09; IIK b) was d) went
1.1; I[IK 1.5; c) go
I1K 1.6. d) went
OK 01; OK Their flat is than ours.
02; OK 04; a) more large
10- 1 oK 09; T b) larger b) larger
1.1; TIK 1.5; c) the larger




IIK 1.6. d) the largest
OK 01; OK CooTHecHTe pPYCCKHE CJIOBA H CJIOBOCOYETAHHMS W3
02; OK 04; npasoi KOJIOHKH c COOTBETCTBYIOIIMMH
OK 09; IIK AHTJINHACKHMH U3 JIeBOH KOJIOHKH.
1.1; TIK 1.5; 1. misfiled.
IIK 1.6. 2. to be responsible for
3. related
4. access 1f
5. to deal with 2d
6. records manager 3h
1 7. CEO (chief executive officer) 4¢
’ 8. CFO (chief financial officer) Sa
6¢
a. UMETH JIeJI0 7c
b. (UHAHCOBBIN AUPEKTOP 8b
C. UCHOJHUTENbHBIN TUPEKTOP
d. OBITH OTBETCTBEHHBIM 32
€. JIeTONPOU3BOAUTEND
f. HeBepHO 3amOJIHEHHBIN (JIOKYMEHT)
g. JO0CTyI
h. cBsi3aHHbBIM
OK 01; OK CoorTHecuTe pyccKHe CJI0BAa H CJIOBOCOYCTAHUS W3
02; OK 04; npaBoit KOJIOHKH c COOTBETCTBYIOIIMMH
OK 09; IIK AHTJINHACKHMH U3 JIeBOH KOJIOHKH.
1.1; IIK 1.5; 1. records management
1K 1.6. 2. profit
3. handling
4. lead to le
5. penalties 2f
6. to maintain 3h
12 7. evidence 4b
' 8. efficiency 5¢g
6d
a. 3G peKTUBHOCTD 7c
b. mpUBOIUTH K 8a
C. JI0Ka3aTeJIbCTBO, CBUIETENILCTBO
d. comepxarb
€. yIpaBJeHHUE 3alMUCIMU
f. mpuOGsLIL
g. mrpadsr
h. ynpaBnenue, BefeHue
OK 01; OK CooTHecuTe pyccKHe CJI0BA M CJIOBOCOYETAHUS W3
02; OK 04; npaBoi KOJIOHKH c COOTBETCTBYIOLIUMH
OK 09; TIK AHIJIMICKMMHU U3 JIEBOH KOJOHKH. 1d
1.1; IIK 1.5; 1. disposal 2 e
IIK 1.6. 2. operational 3
3. to comprise &
! 4f
13. 4. requirements 5h
5. to store 6h
6. top official
. Te
7. to hire R a
8. legal

a) NpaBOBOMU




b) xpaHUTH

C) JEHCTBYIOIIMH

d) ynmanenue, ycrpaHeHue

€) HaHUMaTh (Ha padoTy)

f) TpebGoBaHus

g) BKIIOYaTh B ce0s

h) IOIKHOCTHOE JUII0, 3aHMMAIOIIEe BHICOKHUH IOCT

OK 01; OK Complete the sentences using the following words,
02; OK 04; word combination and expressions from the box.
OK 09; ITK a) ] ) keep C) 1In certam%) medical
1.1; TIK 1.5; depending cases 1eld
[IK 1.6. e) in chargelf) at any ) fire-
time understands [proof vault
1. One of the most common forms of records
management comes in the ... where charts and doctors’ 1d
notes are kept in a patient’s file to be examined at a later 2f
14 date. 3a,h
2. A manager will be asked ... to locate a specific 4b
record and must be able to do so promptly. S5c,e
3. ... on the importance of the records, they could be 6g
kept in anything from a ... to simply a large bookshelf.
4. A records manager must ... files stored in a safe
place.
5. ..., a records manager may be ... of physically
putting together the initial record.
6. The important aspect is that the records manager
... the system in place.
OK 01; OK PackpoiiTe cko0ku, ynorpedass riaarojsl B Present | 1. Yes, you can
02; OK 04; Simple unu Present Continuous. take my
OK 09; IIK 1. Yes, you can take my dictionary. I (use) | dictionary. I
1.1; IIK 1.5; it a lot, but I (not / use) it now. use it a lot, but
IIK 1.6. 2. We (not travel) by train very often. I am not using
3. 1t (snow) right now. It’s beautiful! I | it now.
(like) this weather. 2. We don't
4. The river (flow) very fast today — faster | travel by train
than usual. very often.
5.1 (walk) to school every day. I | 3. It is snowing
(take, not) the bus. right now. It’s
6. (you, cook) your own dinner every day? | beautiful! I like
7. A young man (to drive) a car. He (to listen) music. this weather.
8. Elisabeth cola? (to | 4. The river is
15 . i
drink) flowing  very
9. They hockey at school. (to play) fast today —
10. What they (to talk) about? faster than
usual.
5. T walk to
school  every

day. I don't take
the bus.
6. Do you cook

your own
dinner  every
day?

7. A young

man is driving




a car. He is
listening music.
8. Does
Elisabeth drink
cola?
9. They play
hockey at
school.
10. What are
they talking
about?
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OK 01; OK

02; OK 04,

OK 09; TIK

1.1; IIK 1.5;
IIK 1.6.

Answer the questions:

What is a CV (resume)?

What kind of information does it contain?

Is it important to send a cover letter together with the
CV? Why (not)?

Does it contain any additional information that a CV
lacks?

CVisa
detailed, 1-2
page document
that highlights
your
educational or
career
achievements
and
experiences. It
includes
contact
information,
resume
summary or
objective, work
experience,
education, and
skills and the
optional
sections, such
as
extracurricular
activities,
projects,
awards,
training,
certifications,
hobbies and
interests,
volunteering
experience, and
others.

It is important
to send a cover
letter together
with the CV.
The cover letter
accompanies
and introduces
your CV.




OK 01; OK

Complete the sentences using the following

02; OK 04; words, word combination and expressions from
OK 09; TIK the box.
11_Hl<’ f[é{ L5; a) on your needs to be the same d) need to
-0 own clear keywords  |show
to 1dent1fy drafted g) _]Ob h) years
your resume objective  [of
mistakes experience
1. The applicant can get the best job only when he
. . 1f
uses a professionally ... for his job search. 2t
2. Experienced candidates have ... to support their 3g
claims of being confident 4c
17 at handling responsibilities. 5b
3. After your address, a statement of intent or ... 6d
should be written. 7e
4. Your resume should include ... that appear in the 8a
job listing.
5. An objective ... and has to focus on the target job
opportunity.
6. Remember you ... that you have the key skills
required for the particular job opportunity.
7. The best way ... is to have your resume reviewed
by someone else or by reading aloud.
8. If you’re writing your resume ..., the first thing
you’ll have to do is make some mental shifts.
OK 01; OK Packpoiite cko0ku, ynorpedusis riaaroasl B Present | 1. My wife
02; OK 04; Simple unu Present Continuous. normally works
OK 09; IIK 1. My wife normally (work) at home, but | at home, but
1.1; TIK 1.5; she (spend) this month in Italy. she 1s spending
1K 1.6. 2. Most days, Tom usually (cycle) to work. | this month in
3. When the lesson (start) today? | Italy.
4. What’s your brother doing? He (do) the | 2. Most days,
crossword in the newspaper He (do) it every | Tom  usually
day. cycles to work.
5. I’'m afraid I’ll lose this game of chess. I 3. When does
(play) very badly. I usually much better (play). the lesson start
6. Are you in a hurry? — No, [ (walk) | today?
18 quickly because I’'m cold. 4. What’s your

7. Ann (to sit) at her desk. She (to study) geography.

8. She e-mails. (not/to write)

9. Jim and Joe the
flowers every week? (to water)

10. The baby (not/to sleep) now.

brother doing?
He is doing the
crossword  in
the newspaper
He does it

every day.
5. I'm afraid
I'll lose this

game of chess.
I am playing
very badly. 1
usually  play




much better.

6. Are you in a

hurry? — No, |

am walking

quickly because

I’'m cold.

7. Ann is sitting

at  her desk.

She is studying

geography.

8. She doesn't

write e-mails.

9. Do Jim and

Joe water the

flowers every

week?

10. The baby is
not sleeping

now.
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OK 01; OK
02; OK 04;

OK 09; TIK
1.1; IIK 1.5;
IIK 1.6.

Answer the questions.

Who writes a CV? Why?

Is it easy to write a CV?

What applicant’s skills does a cover letter demonstrate to
an interviewer?

Why are these skills important for a career?

A person who
would like to
get a job writes
aCV.

It is not easy to
write a CV.
A strong cover
letter typically
demonstrates
how you will
be an asset to
the team, fit in
well with
colleagues, and
share the
company's
values, your
communication
skills.

A cover letter is
an employer's
"first
impression" of
you. Cover
letters are
extremely
important tools
that introduce,
repeat, and
reinforce
resumes.




