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ABTOpBI:

* BacuabeBa Poruena UBanoBna, Ctapmuii npenoaaBarte/ib, IKOHOMUKH
*  Mapues Ouer CsaToc1aBoBHY, 3aBe1yOIHMHA Kadeapoii, IKOHOMHUKH

1. CTPYKTYPA U O BEM JUCIHUIIJIMHBI Jlesiogoii auraniickuii si3biK

1. O0BpeMm

JTUCHUILINHBI B|O
324€eTHBIX eIHHUIAX

2. Buabl ayAnTOpHBIX 3aHATHI [IpakTHueckre/ceMUHApCKUE 3aHITHS
3. IIpomexyTouHas aTTrecTanus 3auer
4. Texymas arrecranus Jomamrasis pabota 2

2. IINTAHUPYEMBIE PE3YJIbTATbBI

OBYYEHUA MHIAUKATOPBI) 11O

JAUCHUIIIIMHE MOJAYJIA JlesioBoil auriniicKuii si3bIK

WnaukaTop — 9T0 mpu3HAaK / CUTHAN/ MapKep, KOTOpBIM TMOKa3bIBaeT, Ha KaKOM YPOBHE

00yyaroImuics JOJKEH OCBOUTh PE3YJIbTaThl 00YUYEHUS U UX MTPEIbSIBICHUE 10JIKHO HOATBEPAUTH
(akT 0OCBOCHMS NMPEIMETHOIO COJePKAHUS JaHHOM TUCIUIUINHBI, YKa3aHHoro B Tabu. 1.3 PIIM-

PIIJI.

Taonuma 1

Kox v nanmenoBanue

Ilnanupyembie pe3yJbTaThl

KoHnTpoJsbHO-011¢cHOYHBIE
cpeacTBa 1/l OLleHNBaHUSA

TE€XHOJIOTUH, B TOM
YHUCJIE Ha
WHOCTPAHHOM(BIX)
A3bIke(ax), st
aKaJIEMUYECKOI0 U

B3aWMOJIEVCTBUS

pohecCuoHaNbHOTO

3-1 - Onpenensts crienuuky,
Pa3HOBUIHOCTH, UHCTPYMEHTBI U
BO3MOKHOCTH COBPEMEHHBIX
KOMMYHHUKATHUBHBIX TEXHOJOTUI
JUISL aKaJIEMUYECKOTO U
po(heCcCUOHATILHOTO
B3aUMOJICHCTBUS

3-2 - M3narate HOPMBI U NIpaBHIIA
COCTaBJICHHSI YCTHBIX U
NUCbMEHHBIX TEKCTOB JJIs
HAY4YHOTO U O(pHUIIMaIbHO-
JIEJIOBOTO OOIIIEHNUS HA POJHOM U
MHOCTPAHHOM (-bIX) sI3bIKaX

II-1 - CocTaBiATh YCTHBIE U
MMCbMEHHBIE TEKCThI JIJIS
HAy4YyHOTO U OpHUIHAIIbHO-
JIEJIOBOTO OOIIEHHs] HA POAHOM U

KOMIIeTeHIIMH 00yuyeHus1 (MHAUKATOPHI) JOCTHKEHUS pe3yJibTaTra
00y4YeHHUs1 0 IMCUMILINHE
1 2 3
YK-4 -Cniocoben -1 - TIposBasTe Jomarniuss padota No 1
MPUMEHSTh T0OpOXKENaTeIbHOCTD U Jomarmnsist pabota No 2
COBpPEMEHHBIE TOJICPAHTHOCTH 10 OTHOIIICHHIO K | 3a4eT
KOMMYHHKATHUBHBIC KOMMYHHUKATUBHBIM mapTHepam | [IpakTuueckue/ceMuHapckue

3aHATUA




MHOCTPAHHOM (-bIX) SI3bIKAX B
COOTBETCTBHH C MIPaBUIIaMU U
HOpMaMu

[1-2 - Ocy1ecTBIATh MOUCK
BapHaHTOB MCIIOJIb30BaHUs
MHCTPYMEHTOB COBPEMEHHBIX
KOMMYHHMKaTUBHBIX TEXHOJOTUI
JUIS peleHust IpoOIeMHBIX
CUTyaluil aKaJieMUYECKOTO U
poheccuoHaIbHOTO
B3aUMOJIEUCTBUS

VY-1 - AnanusupoBats 1
OLIEHUBATh NHCbMEHHBIE U
YCTHBIE TEKCThI JJIsl HAYYHOTO U
opHUIIHATHHO-/IEJIOBOTO OOIIEHUS
Ha POJHOM M UHOCTPAHHOM (-bIX)
A3bIKaX Ha COOTBETCTBHE
IpaBUjiaM U HOpMaM U
KOPPEKTUPOBATH UX

V-2 - BocnpuHUMaTh U
aHAJIM3UPOBATh COJIEPIKAHUE
MUCHbMEHHBIX U YCTHBIX TEKCTOB
Ha POJHOM M MHOCTPAHHOM (bIX)
S3bIKAX C LEJIbI0 ONpeaAeTIeCHUS
3HAYMMOU MHOpMALTU

V-3 - BoiOupaTh HHCTPYMEHTHI
COBPEMEHHBIX KOMMYHUKATHBHBIX
TEXHOJIOTHH 11 3 PEeKTUBHOTO
OCYILIECTBIIEHUS aKaJeMHUECKOTO
U PO eCCUOHATBHOTO
B3aMOJIENCTBUS

3. HPOHEAYPBI KOHTPOJISI U OUEHUBAHUSA PE3YJBTATOB OBYYEHUS B
PAMKAX TEKYHIEX M TIPOMEXYTOYHOH ATTECTAIIAM 11O
JNCHUIIVIMHE MOAYJA B  BAJBHO-PEUTHHIOBOM CHUCTEME
(TEXHOJIOTHYECKAS KAPTA BPC)

3.1. IIpouenypsl TeKyuie U NPOMEKYTOYHON ATTECTALMH 110 JUCHHUILIUHE

1. Jlekuuu: ko3(p)GUIHEHT 3HAYMMOCTH COBOKYIHBIX Pe3yJIbTATOB JeKIMOHHBIX 3aHATHI
— He NMPeayCMOTPEHO

Texkymas arrecTanus Ha JEKIUAX Cpoxu — Makcumajib
ceMecTp, Has OLleHKa
yueOHast B 0aJj1ax

Heaes

BecoBoii k03¢ ¢uUIIMEHT 3HAYUMOCTH Pe3yJIbTATOB TEKYIeH aTTecTAlMU M0 JeKUUIAM — He
NMpeTycCMOTPEHO

HpOMe)KyTO'lHaﬂ arrecranusd 1o JEeKIUusAM — HeT




BecoBoii K03 GUIHEHT 3HAYUMOCTH Pe3yJIbTATOB MPOMEKYTOYHOM ATTECTALMH 110 JEeKIUAM
— He IPeAYCMOTPEHO

2. lIpakTHYyeckne/ceMUHAPCKHE 3aHATHSA: KOI(PPUIIMEHT 3HAYMMOCTH COBOKYITHBIX
pPe3yJibTATOB PAKTHYECKUX/CEMHUHAPCKUX 3aHATHI — |

Texymas arrecranys Ha NPAKTHYECKUX/CEMUHAPCKUX Cpoku — | Makcumajinb

3AHATHUAX cemMecTp, Haf OIICHKA
yueOHasi | B 6ajax
HeJe I

domaunsis paboma 1,5 100

BecoBoii K03 GUIHMEHT 3HAYUMOCTH Pe3yJIbTATOB TEKYIIeH aTTecTaluu 110
NPAKTHYECKHM/CeMHUHAPCKUM 3aHsTusiM— (.4

IIpome:xxyTouHasi aTTecTalUs M0 MPAKTHUYECKUM/CEMHUHAPCKUM 3aHATHAM—HET
BecoBoii K03 (puHEeHT 3HAYNMOCTH Pe3yJIbTATOB MPOMEKYTOUYHOM aTTECTAIUM 10
NPaKTHYEeCKUM/CeMUHAPCKUM 3aHsATUsAM— (.6

3. JlabopaTopHble 3aHATHSA: KOOPPUUMEHT 3HAYUMOCTH COBOKYIIHBIX Pe3yJbTATOB
JIADOPATOPHBIX 3aHATHH —HE 1PEIYCMOTPEHO

Texkymas arrecTanus Ha JJa0OPATOPHBIX 3AHATHAX Cpoku — | Makcumaib
ceMecTp, | Hasl OlleHKA
yuyeOHast B 0aJsiax

HeJeJIs

BecoBoii k03¢ GuIIHEHT 3HAYUMOCTH Pe3yJbTATOB TEKYlIeH aTTeCTAIUH N0 Ja00paTOPHbIM
3QHSITUSIM -He 11PeycMOTPEeHO

IIpomexyTouHas aTTecTALMA 10 JJAOOPATOPHBIM 3aAHATHAM —HET
BecoBoii k03 GUIHEHT 3HAYUMOCTH Pe3yJIbTATOB MPOMEKYTOYHOM ATTECTALMH 110
JIA00PATOPHBIM 3aHATHAM — He 1IPe/lyCMOTPEHO

4. OnjaiiH-3aHATHA: KO3(P(PUIHEHT 3HAYMMOCTH COBOKYITHBIX Pe3y/1bTATOB OHJIAH-3aAHATHH
—He NPe1yCMOTPEHO

Texkymas arrecranus HA OHJIAWH-3AHATHAX Cpoku — | Makcumainb
ceMecTp, | Hasl OLlEHKa
yueOHas B 0asax

Henes

BecoBoii k03(p)(puHeHT 3HAYMMOCTH Pe3yJIbTATOB TeKYyIleil aATTeCTAUNH 10 OHJIANH-
3aHATHAM -He [IPeIyCMOTPEeHO

IIpomeskyTOUHAS aTTeCTAIMS M0 OHJIAWH-3AHATUAM —HET
BecoBoii K03 (puLHEHT 3HAYNMOCTH Pe3YJIbTATOB MPOMEKYTOYHOM ATTECTALUM 110 OHJIANH-
3aHSTHAM — He [PeJyCMOTPeHo

3.2. [lpouenypsl TeKyuieid ¥ MPOMEKYTOYHOMN aTTECTALMU KYPCOBOH padoThl/IPpoeKTa

Texymias arrecTanus BbINOJHEHUS KYPCOBOii Cpoku — cemecTp, | MakcumanabHast
padoThI/IpoeKTa yueOHasi HeJleJid | OlleHKa B 0ajiax

BecoBoii k03¢ puumeHT TekymeH aTTecTaluy BBIIOJHEHUsI KYPCOBOH padoThI/MpoeKTa— He
Npe1yCMOTPEHO

BecoBoii K03 GUIHEHT NPOMEKYTOYHON ATTECTALMHU BbINOJIHEHHA KYPCOBOH
padoThI/MPOEKTA— 3AIMUTHI — He NPEIYCMOTPEeHO

4. KPUTEPUM U YPOBHU OLEHUBAHMSI PE3VJIbTATOB OBYUEHUS MO
TUCIATITAHE MOTYJISI




4.1. B pamkax BPC npuMeHsIOTCS yTBEpK/A€HHbIE Ha Kadeape/MHCTUTYTe KpUTEpUH (TIPU3HAKH)
OILICHUBAHUS JOCTHKEHHUM CTYJEHTOB IO TUCIHUIUIMHE MOIYJs (Tabis. 4) B paMKax KOHTPOJIbHO-
OLICHOYHBIX MEpOIpPUATUIl Ha COOTBETCTBHE YyKa3aHHBIM B Tabn.l pesynbratam oOydeHHs

(MHAMKATOpaM).

TaOnuua 4

Kpurtepun onenuBanns y4eOHbIX JOCTHKEHUH 00yYaIOIINXCS

Pe3yabTarsl Kpurtepun oueHnBaHusi yueOHbIX JOCTH:KEHUI, 00y4aromuxcs Ha

o0yueHust COOTBETCTBHE Pe3yJIbTaTaM 00y4eHHsI/MHAUKATOPaM

3HaHusA CTyAeHT IeMOHCTpUPYET 3HAHUs U IOHUMaHue B 00J1aCTH N3YUYEHUS Ha
YPOBHE YKa3aHHBIX MHIUKATOPOB U HEOOXOIUMBIE ISl MPOAOIDKCHUS
0o0y4YeHUs] W/WIM BBITIOJIHEHHUS] TPYNOBBIX (YHKIWH W JICHCTBUH,
CBSI3aHHBIX C MPO(ECCHOHATBHOM I TETbHOCTBIO.

YMeHus CTyneHT MOXET MPUMEHATh CBOM 3HAHUS U OHMMAaHHUE B KOHTEKCTaXx,

MPEICTABICHHBIX B OICHOYHBIX 3a/IaHUSX, IEMOHCTPUPYET OCBOCHHE
YMEHHI Ha ypOBHE YKa3aHHBIX HWHAWKATOPOB M HEOOXOAWMBIX IS
MPOAOIDKEHUS OOYYEHHS W/MIM BBIMOJHEHHUS] TPYAOBBIX (YHKIMHA H
JIEHCTBUIM, CBSI3aHHBIX ¢ MPOPECCHOHATBHON EATETbHOCTBIO.

OunbIT /BiIafgcHUE

CTyIeHT JEMOHCTPUPYET OMNBIT B OOJACTH H3YUYEHUS HA YpPOBHE
YKa3aHHBIX HHIUKATOPOB.

Jlpyrue pe3yabTaThl

CTyneHT JeMOHCTPHPYET OTBETCTBEHHOCTh B OCBOCHUH PE3yJbTaTOB
00yd4eHUs Ha YPOBHE 3aIJIAHUPOBAHHBIX HHINKATOPOB.
CryneHT cnocoOeH BBIHOCHUTH CYXKICHHUS, [IENaTh
(OopMyITUpPOBATH BBHIBOJBI B 00IACTH U3YUCHHUSL.

CTyaeHT MOXkeT cooOLIaTh MPENoIaBaTeNto U KOJIEraM CBOETO YPOBHS
COOCTBEHHOE IOHMMAaHHE M YMEHUsI B 00JIACTH M3YUYEHHUSL.

OLICHKU U

4.2 ]Inst olleHWBaHUS YPOBHS BBINOJIHEHUS KPUTEPUEB (YPOBHS JOCTHKEHUM oOyuaromuxcs npu
IPOBEICHUH KOHTPOJBHO-OLIEHOYHBIX MEPONPUATHH MO AMCLUUIUIMHE MOJYJI) HCIOJIb3yeTcs
yHHBEpcalibHasl mKana (Tadi. 5).

Tabmuma 5

Ixaja oueHUBAHUA JOCTHKEHUS Pe3yJIbTATOB 00y4eHHs (MHANKATOPOB) 110 YPOBHAM

XapakTepucTHKA YPOBHeEH J0CTHKEHHS Pe3y1bTATOB 00y4eHusi (MHAMKATOPOB)

Ne Conepxxanue ypoBHsI

HIxaJja oneHUBaHUA

(MHIMKATOPbI) TOCTUTHYTHI B
MIOJTHOM 00beMe, 3aMEeYaHUi HeT

n/n BbITIOJIHEHUSI KPUTEPHUS Tpaguuuonnas KavecTBenHasn
OLICHUBAHMS Pe3yJIbTATOB XapaKTepUuCTUKA YPOBHA XapPaKTEePUCTH
o0yueHust Ka YPOBHS
(BBINIOJIHEHHOE OLIEHOYHOE
3a/laHue)
l. PesynbTatel o0yueHus OTan4Ho 3auTeHo Bricokwuii (B)

(80-100 6anmoB)

2. Pe3ynbrarel oOydeHmst
(MHIUKATOPHI) B IETIOM
JOCTUTHYTBI, UMEIOTCSI 3aMEUaHMs,
KOTOpBIE HE TPEOYIOT
00513aTEILHOTO YCTPAaHEHUS

Xopor1io Cpennuti (C)

(60-79 Gamnmnos)




3. PesynbraTsl 00y4eHus Y 10BIETBOPUTEIILHO [oporossrii (IT)

(MHAMKATOPHI) TOCTUTHYTHI HE B (40-59 6amoB)
TOJIHOW Mepe, €CTh 3aMeUaHusl

4. OcBoeHue pe3yabTaToB 00y4eHUs Heynosnersopureins He HenocraTounsrit
HE COOTBETCTBYET MHIUKATOPAM, HO 3a4TE€HO (H)

HMMEIOTCSA CYyIIeCTBEHHbIE omnMOKU U | (MeHee 40 6amioB)
3aMeYaHus, TpeOyeTcs JopadoTKa

5. PesynbraT 00y4eHust He JOCTUTHYT, HenocraTouHo cBUIETENBCTB Her pesynbraTa
3aJJaHHE HE BBIIIOJIHEHO JUIsI OLICHUBAHUS

5. COJEPKAHME KOHTPOJIbHO-OLIEHOYHBIX MEPOIPUSITHII IO
JUCLMILIMHE MOIY.JISI

5.1. Onucanue ayAUTOPHBIX KOHTPOJIbHO-OLCHOYHBIX MEpPONPHUATHH IO JAWCUMILIMHE
MOAYJIAA

5.1.1. [IpakTHYecKkne/ceMUHAPCKHE 3AHATHSA

[TpumepHBIil IEpeUeHb TEM

1. TpynoycrtpoiictBo. [IpoBenenue codbecenoBanus.

2. Ctpykrypa komnanuu. [Ipezentanus kommnanuu. Hanrcanue KpaTkoro ouepka MCTOPUH
KOMTIaHUH.

3. KopniopatuBHas 3TUKA U KyJbTYypa.

4. JlenoBas nepenucka

5. lenoBoe oO1ieHue mno teaedony.

6. OOMeH nH(popMaIHel B TPOIECCe MOBCEIHEBHBIX U JICJIOBBIX KOHTAKTOB, JICIOBBIX BCTPEY
1 COBEIIaHUM.

7. N3ydeHue TeXHUK U prueMoB 3G (HEeKTUBHON NMPE3eHTANN HA HHOCTPAHHOM SI3BIKE,
CTpaTeruil ydacTusi B HAy4HOM AUCKYCCUU MO 3HAKOMOM IpoOiemMaTuke, 000CHOBAaHUS U
OTCTaMBAaHUE CBOCH TOUKU 3PCHHUS.

8. [IpaBuiia BeieHUsI HAYYHOW KOMMYHHUKAIMH IPU TOJATOTOBKE PA3IUYHBIX TOKYMEHTOB Ha
MHOCTPAHHOM SI3BIKE: ITUCEM, TE3UCOB, CTATEH, TPAaHTOB, pE3IOME H T.JI.

9. IlpaBmia opopmieHus perieH3uit, pedeparoB, aHHOTAIMI Ha MHOCTPAHHOM SI3BIKE.

[TpumepHbIe 3a1aHUs

1.1. Read the following text and answer the questions.

Companies are a very important part of a country's economy. Businesses produce goods and
services, and they come in every shape and size. Although a vast majority of the world's companies
are small, in many countries the economy is dominated by large firms. Large businesses differ from
small ones in a wide variety of ways. In many countries there are nationalized companies belonging to
the state, as well as private companies. A private company might be a small firm with just one owner
or a very large firm with thousands of shareholders owning the firm. Sole trader (sole proprietor) is the
oldest form of business. 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. This is the
easiest way of setting up a business. It is therefore well suited to small-sized operations such as shops.
When two or more people want to start a business together they can set up a Partnership. They provide
the capital, set up the company and manage it together. With this form of business it is almost always
necessary to draw up a formal partnership agreement in which the procedures for running the business
and the precise role of each partner is defined.



There 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 their personal assets.

2. In a limited partnership there can be sleeping partners who do not participate in the management
of the company. Sleeping partners have limited liability in the event of bankruptcy, they only lose
their investment, not their personal assets.

Individuals, and groups of people doing business as a partnership, have unlimited liability for debts,
unless they form a limited company. If the business goes badly and cannot pay its debts, any creditor
can have it declared bankrupt. The unsuccessful business people may have to sell nearly all their
possessions in order to pay debts. This is why most people doing business form limited companies. A
limited company is a legal entity separate from its owners, and is only liable for the amount of capital
that has been invested in it. If a limited company goes bankrupt, it is wound up and its assets are
liquidated (i.e. sold) to pay the debts. If the assets don't cover the liabilities or the debts, they remain
unpaid. The creditors simply do not get all their money back. In a limited company (AmE
corporation), the capital is divided into shares, which are held by shareholder. 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. Most companies begin as private limited companies. Their
owners have to put up the capital themselves, or borrow from friends or a bank, perhaps a bank
specializing in venture capital. The founders have to write a Memorandum of Association (GB) or a
Certificate of Incorporation (US), which states the company's name, its purpose, its registered office or
premises, and the amount of authorized share capital. They also write Articles of Association (GB) or
Bylaws (US), which set out the duties of directors and the rights of shareholders or stockholders (US).
They send these documents to the registrar of companies. A successful, growing company can apply
to a stock exchange to become a public limited company (GB) or a listed company (US). While both
public limited and private limited companies have a capital structure, that is based on shareholding,
only shares of the former can be traded on the stock market. Many of the formalities for registering
both types of company are the same, but the minimum share capital for a public company is much
larger. Newer and smaller companies usually join [Joverthe-counter[] markets, such as the Unlisted
Securities Market in London or Nasdaq in New York. Very successful businesses can apply to be
quoted or listed (i.e. to have their shares traded) on major stock exchanges. Publicly quoted companies
have to fulfil a number of requirements, including sending their shareholders an independently-audited
report every year, containing the year's trading results and a statement of their financial position.
Shareholders have very little to do with the day-today running of the company. This left to the
management.

Questions

1. What are most people's main personal assets?

2. What kind of people generally work in partnerships, and why?

3. What are the advantages and disadvantages of being a sleeping

partner?

4. What is the difference between a sleeping partner and a shareholder?

5. Why do people form limited companies?

6. If a private limited company goes bankrupt, do the shareholders

lose their personal assets? Why?

7. What are the advantages of a public limited company? Think of

three.

8. What are the obligations of companies whose shares are traded



on stock exchanges?
9. What is an over-the-counter market?
10. What rights do shareholders have?

LMS-mardopma — He mpeaycMOTpeHa

5.2. Onucanue BHeayJIMTOPHBIX KOHTPOJbHO-OLICHOYHBIX MEpPONPHUATHIH H CPEACTB
TeKyLIero KOHTPOJIs 0 AUCHMIITINHE MOAYJIS

PaznoyposHueBoe (nuddepeHmpoBaHHoe) 00yUeHHE.

ba3oBblii

5.2.1. lomamusis padora Ne 1

IIpuMmepHBIii IepeYeHb TEM

1. Ctpykrypa komnanuu. [Ipezentanus komnanuu. Hanvcanue kpaTkoro ouepka UCTOpUN
KOMITaHHH.

[IpumepHsbIe 3a1aHuA



"

2.3. Match up the words on the left with the definitions on the right.

1) autonomous a) a system of authority with ditferent levels, one
above the other

2) decentralization  b) a specific activity in a company, e.g. production,
marketing, finance

3) function ¢) independent, able to take decisions without con-
sulting a higher authority

4) hierarchy d) people working under someone else
in a hierarchy

5) line authority ) dividing an organization into decision-making
units that are not centrally controlled

6) report to f) the power to give instructions to people at the
level below 1n the chain of command

7) subordinates ) to be responsible to someone and to take instruc-

tions from him or her

2.4. Read the text below, about different ways of organizing companies, and
then label the diagrams, according to which of these they illustrate:

line structure matrix structure
functional structure staff structure

50 i I W e

go oEte

LMS-nmaTdopma — He mpeycMOTpeHa

5.2.2. lomamuss padora Ne 2
IIpuMepHBIii IEpeYeHb TEM
1. TpynoyctpoiictBo. [IpoBenenne codecenoBanusl.
IIpumepHsbIe 3a1aHus

10



3.1. Insert the following words in the gaps in the text below:

applicant, application, application form, apply, candidate, curriculum
vitae or CV (GB) or resume (US), employment agencies, interview,
job description, job vacancies, references, short-listed.

Many people looking for work read the (1) .................. advertised
in newspapers by companies and (2) ..................... . To reply an
advertisement 1s to (3) .................. for a job. (You become a
(4) cooiviivecccoran (5) oo ) You write an (6) ooeeeinnn \
or fill in the company’s (7) .................. , and send it, along with your
(B) e, and a covering letter. You often have to give the
names of two people who are prepared to write (9) .........oooine il for
you. If your qualifications and abilities match the (10) ..................
you might be (11) ............ ,1.e. selected to attend an (12) ..............

3.4. Look at the five job advertisements (1-3) below and the extract from five
letters of application (a - e). Match each letter with the corresponding
advertisement.

1
We are a leading firm of Chartered Accountants and are presently
secking a

HUMAN RESOURCES MANAGER

The successful candidate will be educated to degree level with IPM
qualifications and a minimum of 3 years’ experience. Responsibilities
will include:

« developing policies and procedures

« advising on aspects of employment law

+ co-ordinating training programmes

* recruitment selection

In return we offer a competitive salary and generous benefits including
anon-contributory pension, 25 days® holiday, private health insurance,
and relocation assistance where appropriate.

Apply with CV and covering letter to

Sally Fraser, Director of Human Resources,
Brooks Thornton & Co., Norfolk House,
153 Aldwych, London WCIB 4JY

2

OPERATIONS OFFICER

International children’s charity with headquarters in New York and
offices throughout the world has an opening for an operations officer to
fill a position in March. The successful candidate will be responsible
for all aspects of the management of this office. He or she should possess
an advanced university degree in business administration or a related
qualification and should have at least five years’ experience in office
management at international level. Fluency in English and French is
essential. Willingness to travel and live and work under difficult
conditions. Benefits include a competitive international salary and
overseas allowances.

Please write with your CV and stating current salary to:
Box number RL 147, The Guardian, 164 Deansgate.
Manchester M6l ZRR

LMS-mardopma — He mpexycMOTpeHa
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5.3. Onucanne KOHTPOJILHO-OLIEHOYHBIX MEPONIPUATHI MPOMEKYTOYHOI0 KOHTPOJIS 10
AUCHMILIHHE MOAYJIS

5.3.1. 3auer

CuCcoK MpUMEPHBIX BOIIPOCOB

1. Read the text, study the organization chart and describe the main responsibilities of people
working for a company.

2. Listening You will hear six people talking about their work. Listen and decide which of the
following six departments they work for. Marketing, Public Relations, Finance, Production,
Research and Development, Personnel (or Human Resources). What are the responsibilities that
the employees have within these departments?

3. Comprehension Which of the following three paragraphs most accurately summarizes the
text, and why?

4. Discussion The text mentions the often incompatible goals of the finance, marketing and
production (or operations) departments. Classify the following strategies according to which
departments would probably favour them.

5. Read the text below and describe the organisatonal structures mentioned in it.

6. Answer the following questions. What makes these management structures efficient? What
are the disadvantages of them? What are the processes that influence the organisation of a
company?

7. Insert the following words in the gaps in the text below: applicant, application, application
form, apply, candidate, curriculum vitae or CV (GB) or resume (US), employment agencies,
interview, job description, job vacancies, references, short-listed. Many people looking for work
read the (1) ......... advertised in newspapers by companies and (2) .......... To reply an
advertisement is to (3) ......... for a job. (You become a (4) .......... oran (5) ......... ) You write an
(6) ... , or fill in the company's(7) ......... , and send it, along with your (8) ......... and a covering
letter. You often have to give the names of two people who are prepared to write (9) ......... for
you. If your qualifications and abilities match the (10) .......... , you might be (11) ......, i.e.
selected to attend an (12)..........

8. Here are some of the fragments from letters of application. Classify them according to the
following headings. a) highlighting main skills, training and experience; b) reference to the
vacancy; ¢) wish to meet the advertiser in person. 1) I noted with interest your advertisement for
position ... 2) I enjoy difficult work and this makes the advertised opening extremely attractive
for me. 3) I have also acquired field work experience while accompanying ... 4) If you think that
my experience and qualifications are suitable, [ will be available for an interview from 1 July to
1 August... 5) I am writing to see if you have any vacancies for ... 6) I feel working as an
interpreter abroad would provide me the opportunity of using my skills ... 7) I would like to
apply for the position of ... as advertised on January 22nd in ... 8) [ am answering your
advertisement of 7 April in the Free World..! 9) I have been a sales executive since my
graduation. That is why I would really welcome the change brought about by this position .... 10)
Should you wish to discuss matters further, I would welcome the opportunity to meet you ... 11)
My career objectives coincide with the more demanding position advertised, as...

9. Rearrange the following paragraphs in the correct order to make up a letter of application.
Check your version with your partner. I graduated from the University of Sussex last year and
since then I have had a successful year working as an independent agent for British importers of
Chinese textiles and chemical products. I find the relevant Chinese factories for the buyers,
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negotiate for them and translate their contracts into Chinese, or English. I would appreciate the
opportunity of an interview to discuss the possibility of my working for your company. I am
writing to apply for the position of Manager Assistant that you advertised in the Guardian on 8
May 2006 as I believe it offers the career challenge which I am seeking. Please find enclosed
my CV containing further details of my educational background experience. I am particularly
interested in finding a position that would offer me management training and would involve my
knowledge of chemical processes and my foreign language skills. I look forward to hearing
from you. Yours sincerely. The liaison work I have been doing has been challenging. I have
learnt a great deal about he cultural differences in conducting business with Asian clients. I see
my strong points as my ability to lead teams and manage tasks and groups, take the initiative,
solve problems, make decisions and maintain friendly relationships with people. I would like to
highlight the following skills which I believe would add value to your organisation.

10. What impression do you try to give in an application letter?

11. Should an application letter be handwritten, typed, or laser-printed?

12. How important is a well-presented CV or resume?

13. Do people always tell the absolute truth in application letters?

14. Look at this job ad: what would be its attractions what might be its drawbacks? WORK
IN BERMUDA! ACME Atlantic are a well-known and respected trading company. We handle
imports directly from manufacturers in 35 different countries, often to our own specifications,
and currently export to 46 different countries worldwide. We are looking for enthusiastic people
to work in our office in Bermuda on temporary 3-, 6- and 9-month contracts. Applicants must be
able to speak and write at least one foreign language fluently and can be nationals of any
country. Experience in import/export will be an advantage, but as special training will be
available this is not essential. The main requirements are a willingness to work as a member of a
team, to cope with pressure, to use the telephone in a foreign language and in English and to be
prepared occasionally to work long hours when necessary. There are several posts available and
long-term prospects are good, though initially all successful applicants will be contracted for a
maximum of 9 months. The salary we will offer is excellent. We will pay for your return air fare
and provide adequate accommodation at a nominal rent. Please apply in your own handwriting,
enclosing your resume, to Charles Kox, European Sales Office, ACME Atlantic Ltd, 45
Pentonville Road, London EC2 4AC

15. Imagine that you are interested in applying for this job. You have heard of ACME
Atlantic and your own firm has done business with them. You know that you can get leave of
absence from your own company for up to 9 months or you are not currently employed. Write a
letter applying for the job, which you will send to support your application with your
CV/resume.

16. Listen to extracts from two interviews and answer the following questions. Which of the
interviewees performs better? Which interviewer seems more successful? What questions do you
think are difficult to answer?

17. Listen to David Smyth, the Personnel Manager of a major European insurance company,
answering questions about the way he interviews and selects candidates.

18. In the first extract he talks about the four points listed below. Listen and put them in the
order which he talks about them. a) the mistakes a candidate can make in an interview b) the
qualities a candidate must have c) his advice to interviewees d) the kind of things a candidate is
expected to know
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19. Which words do the following sentences define? 1) To inspire, to induce, to give a reason
or incentive to someone to do something. a) motivate b) promote c) provoke

20. 2) A person employed by someone else, working for money. a) earner b) employee c)
employer

21. 3) Relations between employers and employees, managers and workers, management and
unions. a) human relations b) labour relations c¢) labour unions

LMS-mnardopma — He TpeIycCMOTpEeHA

5.4 Conep:xaHue KOHTPOJIbHO-OLEHOYHBIX MEPONPUATHIA M0 HATIPABJIEHUSAM
BOCIIMTATEIbHOM JeSITeJIbHOCTH

HampagiieHust BOCIUTaTeIbHON JCSITEILHOCTH COMPSATAIOTCS CO BCEMU pe3yibTaTaMu O0ydeHUs
KOMITETEHIMI 10 00pa3oBaTeNbHON MporpamMme, UX OCBOEHHE OOECIEeuMBAETCS CONEpKaHHEM
BCEX JHUCIUIUIMH MOTYJIEH.
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