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1. TacnopTt GoHIa OLIEHOYHBIX CPEICTB

1.1. ObuaacTs 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 1o3BoJIIET OLUEHUTh 3HAHUS, YMEHHUs, CPOPMUPOBAHHOCTH OOIIMX U
poecCUOHANIbHBIX KOMIMETEHIIMI B cOOTBETCTBUU ¢ TpeboBanusimu PI'OC u
paboueit mporpaMMoi JTUCHUIUIUHBI.

[Inanupyemble pe3ysibTaThl OCBOEHHUS (3HAHMS U YMEHHsS) M IEpeueHb
OCBAMBAEMbIX KOMIETEHIMH (00mHMX U NpodecCHOHATIbHBIX) YKa3bIBalOTCS B
cootBeTcTBUM ¢ PI'OC, OIl u padoyeit nporpaMmoit yueOHON TUCIIUIUTAHBI.

YMEHUSA:

V1 - onpenensaTe 3a1a4u AJ1s MOMCKa HH(DOpMaALUK;

VY2 - onpenensitb HEOOX0AMMbIE UICTOUHUKU UH(POpMAIUK;

V3 - nmaHupoBaTh MPOLECC MTOUCKA;

VY4 - cTpyKTypupOBaTh NOJy4aeMyIo HH(POpPMALKIO;

V5 - BeIAENATH HanOoJIee 3HAYMMOE B IepeyHe MHPOPMALIHH;

VY6 - onleHuBaTh MPAKTUYECKYIO 3HAUUMOCTh PE3YJIbTATOB ITOUCKA;

VY7 - obopMIIATh pe3ybTaThl MOUCKA;

V8 - mpuUMeHTh cpelcTBa MHPOPMAILMOHHBIX TEXHOJOTUH JUIsl pelleHus
npodheCCHOHANIBHBIX 33]1a4;

VY9 - ucnonap30BaTh COBPEMEHHOE IPOrPaMMHOE 00ECTIEUCHHE;

VY10 - npoBepsATh NMPaBUIBLHOCTH OPOPMIICHHS TOKYMEHTOB.

3HAHMS:

31 - HOMeHknarypa HWH()OPMALUMOHHBIX HCTOYHUKOB, MPUMEHSEMBIX B
npodeCCUOHATIBHON JIEATEIbHOCTH;

32 - npuemMbl CTPYKTYPUPOBAHMS HHPOPMALIHH;

33 - dopmat odopmiieHUs pe3yIbTaTOB MOUCKA HHPOPMAITUH;

34 - cOBpeMEHHBIE CPEJICTBA U YCTPOMCTBA MH(POPMATU3ALINH;

35 - mopsAOK WX TPUMEHEHUS U TporpaMMHOE OOecriedeHHe B
npodeCCUOHATIBHON eI TENHHOCTH,

36 - OCHOBHBIE TOJIOXKEHUS ENMHONM TrOCyIapCTBEHHOHM CHCTEMBI
JIeJIONPOU3BOICTBA;

37 - Bubl, GYHKIMHA JOKYMEHTOB, MPABHJIA UX COCTABICHUS U O(OPMIICHUS.

oO0111e KOMITETEHITNH:

OK 4. OcymectBiaarh TMOUCK uH(pOpManuu, HEOOXOAUMOW IS
3¢ (HEKTUBHOTO BHITIOIHEHUS MPOGECCUOHANTBHBIX 3a71a4.

OK 5. HMcnonb3oBath HHGOPMAIIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJOTHH B
poheCCUOHATIBHON JIEATEIIBHOCTH.

npodeccroHanbHble KOMIETEHIUH:

IIK 1.2. PaccmaTpuBaTh OKYMEHTHI W MepelaBaThb UX Ha HCIOJHEHUE C
Y4ETOM PE30JIIOIUU PYKOBOJIUTENEH OpraHu3aliu.



1.3. ®opMBbI KOHTPOJISA ¥ OLlEHUBAHUS

[IpeameToM OIIEHKU CiIy:KaT yMEHUs W 3HaHusA, npeaycmoTpennbie GI'OC
no y4yeOHOW JHUCUMIUIMHE, HalpaBieHHble Ha (OpMHUpPOBAHUE OOIUX U
npo(ecCHOHANIbHBIX KOMIIETEHITUH.

Tabnuna 1 KoHTposb 1 olieHKa OCBOSHHSI y4eOHOM TUCIUILIMHEI 110 TeMaM (pa3ziesam).

DJIEMEHTHI DOpMBI KOHTPOJISI U OLICHUBAHUS
yueOHOMH Tekyiuii KOHTPOJIb IIpomexxyTounas arrecranus
AUACIUIITTHHBI Merons! onienku | IIposepsiembie | Mertonb! ouenku | [IposepsieMbie
IIK, OK, V, 3 IIK, OK, VY, 3

Paznen 1. Mos Oyaymas npogeccust KonTponpHas
Tema 1.1. Mos | [IpakTuyeckoe OK 4, OK 5, pabora OK 4, OK 5,
Oynyias 3anstue Ne 1 K 1.2. K 1.2.
npodeccust - | Teker:  Records | V1, V2 V1,92
nenonpousBoauTen | manager. Padora c | 31 31
b TEKCTOM,

W3y4EHUE HOBOM

JIEKCUKH T10 TEME.
Tema 1.2. | IlpakTuueckoe OK 4, OK 5, OK 4, OK 5,
HeoOxonnmeie 3agsgTue Ne 2 TIK 1.2. [IK 1.2.
ymenus v HaBbiku | SKills and | V3,V4,VY5 V3,V4,V5

responsibilities. 32,33 32,33

Brinosinenue

YIOPAKHEHUH 110

TeMe, OTBEThl Ha

BOIPOCBHI.
Tema 1.3. | IlpakTuyeckoe OK 4, OK 5, OK 4, OK 5,
Mecronmenus 3aHsTue Ne 3 K 1.2. K 1.2.

JInunele, V8 V8

NpUTsKATEIbHEIC, | 34 34

BO3BpAaTHbIE,

yKazaTeJIbHbIC.

Mecroumenus

some, any, no,

every " ux

MIPOU3BO/IHBIE.

Brinosnnenue

rpaMMaTHYEeCKUX

YOpaKHEHU.
Tema 1.4. | IlpakTuyeckoe OK 4, OK 5, OK 4, OK 5,
IIpunararensHbie u | 3aHsaTHE Ne 4 [IK 1.2. K 1.2.
Hapeuus. Crenenu | CreneHu V8 V8
CpaBHEHUSA CpaBHEHUSA 34 34
MpUIaraTeabHbIX M | IpHJIaraTeabHbIX
Hape4ui. Y Hape4ui.

IlonoxurenpHas,

CpaBHUTEbHAS,

MPEBOCXOIHAS

CTEIEHU

CpaBHEHUSI.

Beinonnenue

rpaMMaTHYEeCKUX

YIPaKHEHUI.




Tema 1.5.
OducHas TexHUKa

[IpakTrueckoe
3anatue Ne 5.
OducnHas TexHHUKa
Tekct: Tekcr:
Paperless office.
Pabora ¢ TekcToM,
OTBETHI HA
BOIIPOCHI,
HU3y4YEeHUE HOBOM
JIEKCUKU TI0 TEME.

OK 4, OK 5,
IIK 1.2.

V8, Y9
34,35

Paszgea 2. YcrpoiicTBo Ha padoTy

OK 4, OK 5,
IIK 1.2.

V8, Y9
34,35

Tema 2.1. Ilouck
paboTsl

[IpakTueckoe
3aHsTue Ne 6
Tekcr: Job
hunting. Pabora ¢
TEKCTOM,
WU3y4yeHUE HOBOU
JIEKCUKHU IO TEME.

OK 4, OK 5,
IIK 1.2.

V6, VY7
32,33

Tema 2.2.
Hanucanue
pe3rome.
ColecenoBanue
[IpH IpUEMe Ha
pabory.

IIpakTnueckoe
3ansaTHe Ne 7
Tekcr:
VYcerpolictBo Ha
pabory.
CocraBnenue
JMaJI0roB no
TEME: Pesrome.
N3yuenue

CTPYKTYpBI
pe3roMe.

OK 4, OK 5,
IK 1.2.
¥2,V¥4,VY10
31

OK 4, OK 5,
IIK 1.2.

V6, Y7
32,33

Tema 2.3.
MHOXECTBEHHOE
YHCJIIO
CYIIECTBUTEIIbHBIX.
Hcuncnsemsle u
HEHNCYHCIIIEMEIC
CYILLIECTBUTEIIbHBIE.

[IpakTueckoe
3aHsaTHE Ne 8
[Ipu3naku u
0COOEHHOCTH
CYIIECTBUTEIIbHBI
Xx. OO0pa3zoBanue
MHO>KE€CTBEHHOTO
YHCIa. CnoBa-
HCKJIFOYCHHS.
HUcuucnsgaemole wu
HEUCYHUCIIIEMBIE
CYILIECTBUTEIIbHbBIE
Much, many,
little, few c
HCYHCIIEMBIMH U
HEHUCUYHCIIIEMbIMU
CYIIECTBUTEIIbHBI
MH.
Brmomaenne
rpaMMaTHYEeCKUX
YIpaKHECHUI.

OK 4, OK 5,
IIK 1.2.

V8

34

OK 4, OK 5,
IIK 1.2.
¥2,V¥4,V10
31

Tema 2.4. ['maron
to be. O6opoT
There is / There are

IIpakTueckoe
3aHsaTue Ne 9
I'maron to be B
HAaCTOSILIEM,
Oymytiem u

OK 4, OK 5,
IIK 1.2.

V8

34

OK 4, OK 5,
IIK 1.2.

V8

34

OK 4, OK 5,
IIK 1.2.

V8

34




MPOIIIEIIEM
BpEMEHaX.
OcobenHoct
ynoTpeOaeHus
obopora there
is/there are.
Brmonnenue
rpaMMaTHYEeCKUX
yIpaKHEHU.

Tema 2.5. JlenoBoii
STUKET

[IpakTueckoe
3anatue Ne 10.
JlesoBoit aTUKET
Dopmbl
oOpareHusl.
CocrapieHnue
JIAAJIOTOB TI0
TEeMe.
Beinonnenue
JIEKCUKO-
rpaMMaTHYECKUX
YIPaXHEHUM.

OK 4, OK 5,
IIK 1.2.
V2,¥3

33, 36

OK 4, OK 5,
IIK 1.2.
V2,V3
33,36

Pa3nen 3. /lejioBasi mepenucka

Tema 3.1. Buast
JIEJTOBBIX [THACEM.

IIpakTnueckoe
3asitue  Ne 11,
Bunpr JICIIOBBIX
MHCEM.
[Inucemo-3amnpoc
nH(popMaLuu;
MMHCHMO-
3as1BJICHUE 0
rnpueme Ha
paboTy; MHCHMO-
W3BUHEHHE.

OK 4, OK 5,
IK 1.2.
V4,10

32

Tema 3.2.
Crpykrypa
oopmieHue
JIeJTIOBOTO TIHCHMA.

[IpakTueckoe
3agatue Ne 12,
Crtpykrypa u
oopmienue
JIETIOBOTO MHChMA.
Anpec, Jara,
MIPUBETCTBHE,
OCHOBHAsl  4acCTh,
3aKJIFOYUTEIBHEIE
¢bpassl.
OcobenHocTn
odopmieHus
AIIEKTPOHHOTO
MKChMa B JICJIOBOM
TIepEeTTHCKeE.
Hanucanue
MUCHMa.

OK 4, OK 5,
IIK 1.2.
v10

32,37

Tema 3.3. Bpemena
TPYIIIBI
Continuous

IIpakTueckoe
3ansTue Ne 13
OcobenHoctu
oOpazoBaHus
BpemeH  Present

OK 4, OK 5,
IIK 1.2.

V8

34

Huddepenumpona
HHBIN 3a4eT

OK 4, OK 5,
IIK 1.2.
V4,V10

32

OK 4, OK 5,
IIK 1.2.
v10

32,37

OK 4, OK 5,
IIK 1.2.

V8

34




Continuous, Past
Continuous,

Future
Continuous.
Ciyyan
ynoTpeOIeHHUs.
Brmonnenue
FpaMMaTI/I‘IGCKI/IX
yIpaKHEHU.

Tema 3.4. Bpemena
rpymmsl Simple

[IpakTueckoe
3anstue Ne 14
OO6pazoBanue
Present  Simple,
Past Simple,
Future Simple.
Cnyuyan
ynoTpeOaeHus.
Brinosinenue
rpaMMaTHYECKUX
YIPAKHEHUM.

OK 4, OK 5,
IIK 1.2.

V8

34

OK 4, OK 5,
IIK 1.2.

V8

34

Tema 3.5. [Tucemo-
3aKas.

IIpakTnueckoe
3aHaTue Ne 15
JIekcuka mo Teme.
[unanoru mo teme.
Hanucanue
JICIIOBBIX IHCEM.

OK 4, OK 5,
IK 1.2.
v10

37

OK 4, OK 5,
IIK 1.2.
V10

37

Tema 3.6. [Tucemo-
OTKa3.

IIpakTueckoe
3agsatue Ne 16
Jlekcuka mo Teme.
Jwuanoru mo teme.
Hanucanue
JICIIOBBIX IHCEM.

OK 4, OK 5,
IK 1.2.
Y10

37

OK 4, OK 5,
IK 1.2.
V10

37

Tema 3.7. The
Present Perfect
Tense

IIpakTrueckoe
3aggtne Ne 17.
The Present
Perfect Tense
O6pazoBanue
Present Perfect
Tense.
Brmonaenne
rpaMMaTHYEeCKUX
YOPaKHEHUN 110
TeMeE.

OK 4, OK 5,
IK 1.2.

V8

34

OK 4, OK 5,
IK 1.2.

V8

34

Tema 3.8.
IToammucanue
KOHTpAKTA.

[IpakTHueckoe
3agatue Ne 18.
ITonnucanne
KOHTpAaKTa.
Hwnaror:
Iloanucanue
KOHTpPAKTA.
Brmonaenue
JIEKCUKO-
rpaMMaTHYEeCKUX
YIPaKHEHUI.

OK 4, OK 5,
IIK 1.2.
V10

36, 37

OK 4, OK 5,
IIK 1.2.
V10

36, 37

Pa3nes 4. PaGoTa ¢ JOKyMeHTaMu




Tema 4.1.
Bxonsmas u
HACXOs1IIast
KOPPECTIOHICHIINS.

[IpakTrueckoe
3ansaTue Ne 19
Peructpanus
BXOJISAIICH u
UCXOISIIEN
JIOKyMEHTAIUU
(Trucem,
TeJerpamm,
3asIBJICHHH,
CIIPaBOK,
YBEIIOMJICHUH U
mp.),
CHCTEeMaTH3alus 1
o0OpaborTka.
JIekcuko-
rpaMMaTH4YEeCKre
YIPAKHEHMUSL.

OK 4, OK 5,
IIK 1.2.
V8,9, V10
37

OK 4, OK 5,
IIK 1.2.
V8,¥9, V10
37

Tema 4.2.
Opraauzanus
paboThI C
JIOKyMEHTaMH.

[IpakTueckoe
3aasaTue Ne 20
Howmenxknarypa
Jell. Yuer "
XpaHEHHE
JIOKYMEHTOB.
Jlexcuko-
rpaMMaTHYeCKUe
YIPAKHECHUSL.

OK 4, OK 5,
IIK 1.2.
V8,V¥9, V10
36

OK 4, OK 5,
IIK 1.2.
V8,V¥9, V10
36

Tema 4.3.
Mopansunie
[J1arobl

IIpakTrueckoe
3agsatue  Ne 21,
MopanbHbie
IJ1aroJjibsl
MopanbHbie
IJ1aroJibl u
SKBHUBAJICHTHI
MOJIaTBHBIX
rJIarojaoB B
aHTIINHACKOM
SI3BIKE.
Brmonaenne
rpaMMaTHYECKHUX
YOPaKHEHUH 110
teme: Modal verbs

OK 4, OK 5,
IK 1.2.

V8

34

OK 4, OK 5,
IK 1.2.

V8

34

Tema 4.4. PaGora ¢
apXUBaMHU

[IpakTHueckoe
3aHsaTHE Ne 22
Tekct: PabGota ¢
apXUBaMHU.
Jlexcuko-
rpaMMaTHYeCKHe
YIPOKHCHHS.

OK 4, OK 5,
IIK 1.2.
V8,¥9, V10
37

OK 4, OK 5,
IIK 1.2.
V8,¥9, V10
37

Tema 4.5. Pabora ¢
IIEKTPOHHBIMU
JOKYMEHTaMU

[IpakTueckoe
3agsaTHe Ne 23
Tekct: PabGora ¢
Kamo0amu.
Jlexcuko-
rpaMMaTHYeCKUe
YIPAKHEHHUS.

OK 4, OK 5,
IIK 1.2.
V8,¥9, V10
37

OK 4, OK 5,
IIK 1.2.
V8,V¥9, V10
37




Tema 4.6.

CrpanatenbHbIi
3aJI0T

[IpakTrueckoe
3agatue Ne 24,
CrpanarenbHblil
3aJ10T
Brmonnenue
rpaMMaTHYEeCKUX
YOpaXHEHUH 10
TEeME: Passive
Voice

OK 4, OK 5,
IIK 1.2.

V8

34

OK 4, OK 5,
IIK 1.2.

V8

34

Tema 4.7. Dopmbl
OpTraHu3aIuu

[IpakTueckoe
3agsaTue Ne 25
Teker: DopMBbI
OpraHu3aIu
OusHeca.

OK 4, OK 5,
IIK 1.2.
V2,V¥5,V6
31,32

OK 4, OK 5,
IIK 1.2.
V2,V¥5,V¥6
31,32

OusHeca. Brimonnenue
YOPAKHEHUM 110
Teme. Pabota ¢
TEKCTOM.

2. OnleHOYHBIE CPEACTBA TEKYIIEr0 KOHTPOJISI YCIIEBA€MOCTH M KPUTEPUH OLEHKH

KommuiekT 3ajaHuil 1)t KOHTPOJIBHBIX CPe30B
no auctuiuinHe CI'.02 MHocTpaHHBIi 361K B TPO(PECCHOHAIBHOM IEITeIEHOCTH

KounTtpoJabHblii cpe3 3a 1 cemecTp
Bapwuanr 1.

1. BcraBbTe B Nponyck NpaBu/ibHbIe NPUTSKATEJIbHbIE MECTOMMEHH, BbIOHpPast
ME:K1y OCHOBHBIMH U a0COIOTHBIMH (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;

. It is (they) problem, not (we)

7. Is it (you) camera?

. That is not (1) umbrella. (1) is black.

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

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

»

o

2. BcraBbTe SOMe, any, NO WJIM UX NMPOU3BOIHBIE.

1. Here are ... books by English writers. Take ... book you like. 2. There are ... boys in the
garden because they are at school. 3. | can see ... on the snow, but I don't know what it is.
4. Have you got ... English books at home? -- Yes, | 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? | want to read ... about him. | have read ... books by Dickens and | 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 cko0KkH, ynorpedJisist Tpedyouyiocs (opMy NpujiaraTejabHoOro.

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, IlOl'[O.IIHl/ITe TEKCT CJIOBAaMH U3 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.

Bapmuanr 2.

1. BctaBbTe B NPONYCKH NPaBHJIbHBbIE NPUTIKATEIbHbIE MECTOMMEHHS], BIOUPas
MesK1y OCHOBHBIMHU M a0COJIIOTHBIMH (popmMamu:

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. (1) room is bigger than (she).

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

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

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

2. 3anoJIHUTE MPONMYCKU MEeCTOMMEHHSIMH SOME, any, N0 WM 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. | 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 cko0ku, ynorpedass Tpedywuryocs GopMy NpHIaraTeJbLHOro WJid
Hape4ud.

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 | 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, IlOl'[O.IIHl/ITe TEKCT CJIOBAaMH U3 paMKH.

a) skills b) participate c) profession d) companies e) apply
f) training ) interview h) attend i) 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.

KonTpoJubHblii cpe3 3a 2 cemecTp
Bapmuanr 1

1.Packpoiite cko0Ku, ynoTpeo.sisi riiarojsl B Present Perfect wim Past Simple.

1. Helen speaks French so well because she (to live) in France.
2. She (to live) there last year.

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

4. The rain (to stop) half an hour ago.

5.
6
7
8
9.

Mary (to buy) a new hat.

.| (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.

10. 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

3. Packpoiite cko0kn U ynorpeoure riaroJibl B Present Simple nian Past Simple:

1. She (not / teach) at this school. 2. | (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. | (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

[a—

. 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.

I a detailed quotation, specifications and delivery terms.

. Our company specializes in computers.

. We would like to with manufacturers.

.Your answer would be appreciated.

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

. The price covers packing and transportation :

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

N o0 WN

O oo
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Bapuanr 2
1. PackpoiiTe cko0ku, ynoTpeouass riaaroabl 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.

| never (to visit) that place.

He (to visited) that place last year.

| just (to get) a letter from Tom.

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

O 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. MOKyIaTeb
2. seller b. conpoBoUTENBHOE THCHMO
3. buyer C. aCCOPTUMEHT
4. covering letter d. TpaHCIOPTHBIC PACXOIBI
5. order copy €. OTKa3bIBaThCs OT 3aKa3a
6. to refuse the order f. ckumkn
7. discounts g. IpeIOKEHUE
8. samples h. oOpasib
9. range I. YCJIOBHSI OTUIATHI
10. terms of delivery J. xorus 3aKaza
11. terms of payment K. ycroBHs IOCTaBKH
12. transportation costs |. nponasen

3. Packpoiite cko0ku 1 ynorpeodure riaroiasl B Present Simple nimn 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 | was a child, |
(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.

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

3.1 a detailed quotation, specifications and delivery terms.

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.

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.

Kpurtepun oneHUBaAaHUA KOMIIETEHIIMH

OrneHKa «OTJIMYHO» CTABUTCS CTYIEHTY 3a paloTy, BBIMOJHEHHYIO MOJIHOCTHIO 0e3
OIINOOK M HETOUETOB.

Or1eHKa «XOpOIII0» CTABUTCS CTYJEHTY 3a paboTy, BHIIMOJIHEHHYIO TIOJHOCTHIO, HO MPU
HAJIMYUU B Hell He Oosiee 0HOM HerpyOoil ommOKu U OAHOTO HefouéTa, He Ooyiee TPEX
HEJI0YETOB.

OueHka «yJIOBJIETBOPUTENBHO» CTABUTCS, €CIU CTYJIEHT MPAaBUJIBHO BBIMOIHUI HE
MeHee 2/3 Bceil paboThl WM AOMYCTHI HE Oojiee OofHOW TpyOOH OmMOKM U JABYX
HeZ04YETOB, He Oosee oaHOW TpyOoil M oAHOM He rpyOoi omuoOku, He Oojee TpEX
HErpyOBIX OMIMOOK, OJTHON HErpyOoi OIMOKU U TPEX HEAOUETOB, TPU HATMUUU YETHIPEX -
IIITU HEAOYETOB.

OneHka «HEYTOBICTBOPUTEIBHO» CTABUTCS CTYJEHTY, €CIH YHCJIO OIMHOOK |
HEOYETOB MPEBHICUIIO HOPMY JUTSI OIICHKH 3 WIJIM MPAaBHJILHO BBITIONHEHO HE MeHee 2/3
Bcel padoTBhI.



3. OneHo4YHbIE CPeICcTBA AJIsl NIPOMEKYTOYHOM ATTECTALIMHM M KPUTEPUH OLlEeHKH

KommiekT 3ajaHuii 1Jisi KOHTPOJIbHOM padoThI
no auctumuinHe CI'.02 MHOCTpaHHBIH SI3BIK B TPO(ECCHOHATBHON AeATeTbHOCTH

Bapmnanr 1

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

expressions from the box.
a) depending b) keep C) In certain cases d) medical field
e) in charge f) atany time g) 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 ckoOku, ynorpeoJsisi riaarojinl B Present Simple nam Present
Continuous.

1. Yes, you can take my dictionary. | (use) it alot, but | (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. | (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
to identify your drafted resume g) job objective ) vyears
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, ynorpeoass riaaroiabl B Present Simple niam 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’1l lose this game of chess. | (play) very badly. I usually
much better (play).

6. Are you in a hurry? — No, | (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)

16. 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 oneHuBaHUsI KOMMeETEHIUIA

OLieHKa «OTJIMYHO» CTAaBUTCSl CTYJEHTY 3a padoTy, BBIMOJHEHHYIO MOJHOCTHIO 0€3
OIINOOK ¥ HETOUETOB.

OreHKa «XOpOoIII0» CTaBUTCS CTYAEHTY 32 paboTy, BBHIMIOJHEHHYIO MOJHOCTHIO, HO MPU
HaJUYUHU B Hel He OoJsiee OJHOM HEerpyOoi OmMOKM M OJHOTO HeMo4ETa, HE Ooyiee TPEX
HEJI0YETOB.

OueHka «yIOBJIETBOPUTENBHO» CTABUTCS, €CIM CTYIEHT IMPAaBUJIbHO BBIIIOJIHWI HE
MeHee 2/3 Bcel pabOThl WM JONMYCTHJI HE Oojiee OJHOW TpyOOH OMMOKH M JBYX
HEeZ04YETOB, HEe Oosee oaHOM TpyOoil M OAHOM He rpyOoi omuOku, He Oojee TpEX
HEerpyObIX omIMOO0K, OJTHON HErpyOoil OIIMOKHN U TPEX HEAOUETOB, IPU HATMYUU YETHIPEX -
OSATH HEJOYETOB.

OneHka «HEYIOBIETBOPUTEIBHO» CTABUTCS CTYACHTY, €CJIM YHUCJIO OIIUOOK |
HEJIOUETOB MPEBBICUIIO HOPMY JIJIsl OIEHKH 3 WJIM MPaBWIHHO BBIMOJIHEHO HE MeHee 2/3
BCEH pabOTEHI.



@doHa TECTOBBIX 3aJaHUM
10 JTUCHUIIJINHE HHOCTpaHHBIfI SI3BIK B HpO(l)eCCHOHaHBHOfI NCATCIIBHOCTHU

1.1. BoiGepuTe NpaBuJibHbII BAPHAHT OTBETA:

1. Maria's grandmother __ from Brazil.
a) are
b) am
c) Is
d) be
2. |1 usually breakfast at 8 o'clock in the morning.
a) have
b) is
c) 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
c) not
d) doesn’t
5. they go to the swimming pool every Saturday?
a) Do
b) Does
c) It
d) Have
6. 1 am reading. What doing?
a) you
b) are you
c) are
d) youare
7. There isn’t fruit in the shop.
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



11. It is warm today, ...?
a) was she?
b) isit?
c) isn'tit?
d) isn't he?
12. They in construction business for 5 years.
a) were
b) have been
c) are
d) was
13. you ever to Africa?
a) Have ... travelled
b) Are ... travelled
¢) Did ... travel
d) Was ... travel

1.2. TlocTaBbTe IJ1aroJ1 B CKOOKaX B HYKHYIO (popmy:

14. They (to go) to the Hermitage last week.

15. What you (to talk) about?

16. He just (to come) home.

17. What you (to do) at three o'clock yesterday?

18. | (to go) to the shop tomorrow.

19. My sister (to wash) the dishes every morning
20. Look! My cat (to play) with a ball

21. When father (to come) home, Pete (to sleep).

1.3. CooTHecuTe pyccKHe CJIOBA M CJI0BOCOYETAHUS U3 MPABOii KOJOHKH C
COOTBETCTBYIOIIUMH AHIJIMACKUMH U3 JIEBO#i KOJIOHKH.

22.

1. misfiled a. WMETh JIeJNIO C

2. to be responsible for b. ¢uHaHCOBBII qUpEKTOD

3. related C. WCIOJHHUTEILHBIN TUPEKTOP

4, access d. OBITb OTBETCTBEHHBIM 32

5. to deal with €. JeTONpOM3BOIAUTEIH

6. records manager f. HeBepHO 3amoNHEHHBIH (JJOKYMEHT)
7. CEO (chief executive officer) g. J0CTyIm

8. CFO (chief financial officer) h. cBs3aHHbBII

23.

1. misfiled a. HMETH JIeNIO C

2. to be responsible for b. ¢uHaHCOBBII TUPEKTOP

3. related C. WCIOJHHUTEILHBIN TUPEKTOP

4. access d. OBITH OTBETCTBEHHBIM 32

5. to deal with €. JCJIOTPOU3BOUTE

6. records manager f. HeBepHO 3amoHEHHbBIH (JJOKYMEHT)
7. CEO (chief executive officer) g. J0CTyI

8. CFO (chief financial officer) h. cBs3aHHbBII
24.

1. records management a. sddexTUBHOCTD

2. profit b. npusomuTs K

3. handling C. J0Ka3aTelbCTBO, CBUAETEILCTBO



4. leadto d. comepxars

5. penalties €. yIpaBJeHHE 3aMUCAMA
6. to maintain f. npuGsLIL

7. evidence g. mrpadst

8. efficiency h. ynpasnenue, Benenue
25.

1. disposal a. IpaBOBOM

2. operational b. xpauutsh

3. to comprise C. JelicTByOIIMi

4. requirements d. ymanenue, ycrpaHeHue

5. to store €. HaHuUMAaTh (Ha paboTy)

6. top official f. TpeboBanus

7. tohire g. BKIIIOYATh B ceOs

8. legal h. nomKHOCTHOE JIMIO, 3aHUMAIOIIEE BHICOKUM TTOCT

Kpurtepun oneHUBaAaHUA KOMIIETCHIIMM:

OrneHkKa «OTJIIMYHOY» BBICTABIISETCS CTYACHTY 3a IPAaBUJIbHOE BbINIOJIHEHUE Oosee 90% paboThl.

OneHka «XOpoIIo» BBICTABISIETCS CTYAGHTY 3a TMpaBwibHOe BbimonHeHue ot 70%
BKJIFOUUTENBHO 10 90% paboThI.

OrneHka «yJOBIETBOPUTEIBHO)» BBICTABISIETCA CTYIEHTY 3a IpaBHIIbHOE BblonHeHUE oT 50%
BKJIIOUUTENBHO 10 70% paboTHhI.

O1eHKa «HEYJOBJICTBOPHUTEIBHO» BBICTABISCTCS CTYICHTY 3a MPAaBHJIBHOE BBIMOJIHEHUE MEHEE
50% paboTsI.



