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1. CTPYKTYPA U OFBEM JIUCHUIIVIMHBI [lpodeccnonaiibubiii HHOCTPAHHBIN

A3BIK
1. O0bem JTUCHUAILINHBI B |2
3a4YeTHBIX eAMHHIIAX
2. Buabl ayinTOpHBIX 3aHATHH Jlexuuu
[TpakTHueckne/ceMUHAPCKUE 3aHATHS
3. IIpome:xxyToyHas aTTecTanus 3auer
4. Texymas arrecranus KonTponbHas padota 2

KontponsHass paborta s | 1
0o0ydJaronmxcs
dbopmbl 00yUeHUS

3a0YHOU

2. IIVTAHUPYEMBIE PE3VYJIBTATBI

OBYUYEHMSI (MHIUKATOPBI) TIO

JUCHUIITIMHE MOJAYJIS lpodecenonalibubiin HHOCTPAHHBIN S3LIK

Wupukarop — 3TO mpu3HAaK / CUTHAJ/ MapKep, KOTOPbIM IOKa3bIBAaeT, Ha KaKOM YPOBHE

00yJarOIIUICS TOJHKSH OCBOUTH PE3YJIbTaThl 00YICHHUS M MIX MTPEIBSBICHUE JOKHO TOITBEPIUTH

(hakT OCBOCHUS MPEAMETHOTO COACPIKAHUS TaHHOW TUCIUILIMHBI, yKa3aHHOTO B Ta0a. 1.3 PIIM-

PTIJT.

Tabmnuua 1

Koa u HauMeHOBaHMe

H.HaanyeMme pe3yJdbTaThbl

KoHTpo/IbHO-0LIeHOYHBbIE
cpeacTBa /1Jisl OLeHUBAHUS

MOJTICPKKY B cepe
CBOEH
npohecCUOHAITBHOM
NEeSATETbHOCTH
(Mudopmarmonnoe u
JIOKyMEHTAITMOHHOE
oOecrieueHue
yIpaBJICHHUs])

JJIEKTPOHHBIE KOMMYHUKAIUU
V-2 - IloAroToBUTH U MPOBECTU
JIeTI0BOE KOH(PEPEHTHOE
MEpPOIPHUATHE

KOMITETeHIHHU o0y4eHus1 (MHHIMKATOPHI) AOCTHIKEHHUS pe3yabTara
00y4eHHs 0 TUCHHUILINHE
1 2 3

[TK-6 -Cniocoben -1 - KommynukaberneH, 3auer

o0ecIeunTh JUCLUUIITMHUPOBAH, ClIOCOOEH Kontponbnast padota Ne 1

OpPraHU3alMOHHYIO U OCYIIECTBIATH AenoBoe oOuienue, | Kontponbnas padota Ne 2

UH()OPMAIIMOHHO- CHCTEMAaTUYECKYIO JETIOBYIO Konrponsnas padora ams

KOMMYHUKAIIHOHHYIO NEPENUCKY, MO IEPKUBATD oOyuaromuxcst 3a04HON (hOpMBbI

00yueHust

Jlexun
[TpakTHueckue/ceMuHapCKue
3aHATHUS




3. HPOHEAYPBI KOHTPOJISA U OUEHUBAHUSA PE3YJIBTATOB OBYYEHUS B
PAMKAX TEKYIIEH HM TIPOMEXYTOYHOH ATTECTAIIUM TIO
JANCHUIIVIMHE MOAYJA B  BAJBHO-PEUTHUHIOBOM CUCTEME
(TEXHOJIOI'MYECKAS KAPTA BPC)

3.1. IIpouenypsbl TeKyuie 1 NPOMEKYTOYHON ATTECTALMH 110 JUCHUILIUHE

1. Jleknun: ko3(pPpuIHEeHT 3HAYMMOCTH COBOKYIHBIX Pe3yJIbTATOB JEeKIUOHHbIX 3aHATHI

Texkymas arrecTanus Ha JEKIUAX Cpoku — | Makcumaib
ceMecTp, | Hasl OlleHKA
yuyeOHast B 0aJsiax

HeJeJIs

BecoBoii KO3 (PULHEHT 3HAYMMOCTH Pe3yJIbTATOB TEKYIUEH aTTeCTALMH 10 JeKIUAM —

IIpome:xxyToyHast aTTecTalus 10 JEKUUAM —
BecoBoii K03 GHUIHEHT 3HAYUMOCTH Pe3yJIbTATOB MPOMEKYTOYHOM ATTECTALMH 110 JEeKIUAM

2. lIpakTH4yeckne/ceMUHAPCKHE 3aHATHS: KOO(PPUIHEHT 3HAYMMOCTH COBOKYITHBIX
pe3yJbTATOB NPAKTHYECKUX/CEMUHAPCKUX 3aHATHI —

Texymas arrecTanys Ha NPAKTHYECKUX/CEMUHAPCKUX Cpoku — | Makcumainb

3aHATHAX ceMecTp, | Hasl OLIeHKa
yueOHas B 0as1ax
HeJleJIst

BecoBoii k03()(puueHT 3HAYNMOCTH Pe3yJIbTATOB TEKYyIel aTTecTAlUM 0
NPAKTHYECKUM/CEMUHAPCKUM 3aHATUSAM—

IIpomexyTouHAsI aTTeCTALMSA MO MPAKTHYECKUM/CEeMHUHAPCKUM 3aHATUSIM—
BecoBoii k03¢ ¢UIHEHT 3HAYUMOCTH Pe3yJIbTATOB MPOMEKYTOUHOI aTTECTALMHU 10
NPAKTHYECKUM/CEMHUHAPCKHUM 3aHATUIM—

3. JlabopaTopHble 3aHATUSN: KO PUIIHEHT 3HAYMMOCTH COBOKYNHBIX Pe3yJibTaTOB
JIaDOPATOPHBIX 3aHATHH —

Texyuiasi aTTecTanus Ha JJAG0OPATOPHBIX 3aHATHAX Cpoxu — | Makcumajiab
ceMecTp, | Hasl OLleHKa
yuyeOHasi | B 0ajax

HeJeJIst

BecoBoii k03¢ puumeHT 3HAYMMOCTH Pe3yJIbTATOB TeKYyLIeH ATTeCTALUH 110 JIA00PATOPHBIM
3aHATHSAM -

IIpome:xxyTouHasi aTTecTAUSA 110 JIA0OPATOPHBIM 3aHATHAM —
BecoBoii kK03()(puHEeHT 3HAYNMOCTH Pe3yJIbTATOB MPOMEKYTOUYHOM ATTECTAIUM 10
JIa0OPATOPHBIM 3aHATHAM —

4. OnyaiiH-3aHATHSA: KOI(P(PUIHEHT 3HAYMMOCTH COBOKYIHBIX Pe3yJbTATOB OHJIAMH-3aHATHH

Texkymas arrecTanus HA OHJIAWH-3AHATHAX Cpoxu — MaxkcumaJjb
ceMecTp, HaA OLIEHKA
yueOHast B O0aJju1ax

Heaeas

BecoBoii k03¢ (puIHEeHT 3HAYMMOCTH Pe3yJIbTATOB TeKYylleil aTTeCTAUNH 110 OHJIANH-
3aHATHAM -




IIpomeskyTOYHAS aTTECTALMSA 110 OHIAWH-3aHATUAM —HEeT
BecoBoii kK03(p)(puIHEHT 3HAYNMOCTH Pe3yJIbTATOB MPOMEKYTOYHOM ATTECTAIUM 110 OHJIAWH-
3aHATHAM — He IIPeyCMOTPEHO

3.2. [lpouenypsl TeKyuleid M NPOMEKYTOUHOM aTTECTALMU KYPCOBOH padoThl/MpoeKTa

Texkymasi arrecTauusi BHINOJHEHUS KYPCOBOii Cpoxku — cemectp, | MakcumajabHast
padoThI/IpoeKTa yueOHasi HeJleJisd | olleHKA B 0ajiax

BecoBoii ko3¢ punmeHT Tekylel aTTecTalluM BHINOJHEHUS] KYPCOBOMH padoThl/MpoeKTa— He
npeaIycCMOTPEHO

BecoBoii kK03 (puHEeHT MPOMEKYTOYHOM ATTECTALMU BHINIOJHEHUSI KYPCOBOM
PadoThI/MPOEKTA— 32AIMUTHI — He NPeIYCMOTPEHO

3.1. IIpouenypsl TeKylie U NPOMEKYTOYHON ATTECTANMH 110 JUCHHUILIUHE

2. Jlekuuu: k03¢ GUUMEHT 3HAYUMOCTH COBOKYIIHBIX Pe3y/IbTATOB JEKUMOHHbIX 3aHATHI

- 0.5
Texkymas arrecTanus Ha JEeKIUAX Cpoku — | Makcumaib
ceMecTp, | Hasl OlleHKa
yueOHast B 0aJsax
Hees

Kounmponvhas paboma ons 0doyyarowuxcs 3a04Hou opmbi 9,8 100
00yyeHus

BecoBoii K03()(puueHT 3HAYMMOCTH Pe3yJbTATOB TEKYIel aTTecTalnu no Jeknusam — (.5

IIpome:xxyTOo4YHasi aTTecTALUSA 110 JIEKIUAM — 3a4eT
BecoBoii K03 GHUIHEHT 3HAYUMOCTH Pe3yJIbTATOB MPOMEKYTOYHOM ATTECTALMH 110 JEeKIUAM
—0.5

2. lIpakT4yeckne/ceMUHAPCKHE 3aHATHS: KOO(PPUIHEHT 3HAYMMOCTH COBOKYITHBIX
Pe3y/1bTATOB NPAKTHYECKHX/CeMHUHAPCKUX 3ansiTuii — (.5

Texkymas arrecTauus HA NPAKTHYECKUX/CEMUHAPCKUX Cpokn — Makcumajib

3aHATHAX ceMmecTp, Hasl OlleHKa
yueOHas B 0as1ax
HeJes

Paboma na npaxmuyeckux 3ausimusx 9,14 100

BecoBoii kK03()(puHeHT 3HAYNMOCTH Pe3yJIbTATOB TEKYyIlel aTTecTAlUM 0
NPaKTHYEeCKUM/CeMUHAPCKUM 3aHATUSAM— |

IIpomexyTouHAast aTTeCTALMSA MO MPAKTHYECKUM/CEMHUHAPCKUM 3aHATHAM—H T
BecoBoii k03¢ GuUIHEHT 3HAYUMOCTH Pe3yJIbTATOB POMEKYTOUYHOI ATTECTALMHU 10
NPAKTHYECKUM/CEMHHAPCKUM 3aHATHAM— He [1PeIyCMOTPEeHo

3. JlabopaTopHble 3aHATUSA: KO (PUIIHEHT 3HAUYMMOCTH COBOKYNHBIX Pe3yJibTaTOB
J1A00PATOPHBIX 3AHATHH —H e 11PEIYCMOTPEHO

Texyuiasi aTTecTanus Ha JJAG0OPATOPHBIX 3aHATHAX Cpoxkun — | Makcumaib
ceMecTp, | Hasl OLleHKa
yueOHasi | B 0ajiax

HeJ1eJIst

BecoBoii k03¢ puumeHT 3HAYMMOCTH Pe3yJIbTATOB TeKYyLIeH ATTeCTAIUH 110 JIA00PATOPHBIM
3aHATHAM -He 11PeIyCMOTPEeHO

IIpome:xxyTouHasi aTTecTANNS MO JA0OOPATOPHBIM 3AHATHAM —HET
BecoBoii kK03 (puHeHT 3HAYNMOCTH Pe3yJIbTATOB MPOMEKYTOUYHOM ATTECTAIUM 10
JIa0OPATOPHBIM 3aHATHAM — He 1IPeIyCMOTPEHO




4. OnjaaiiH-3aHATHA: KO3(P(PHUIHEHT 3HAYMMOCTH COBOKYITHBIX Pe3y/1bTATOB OHJIAH-3aAHATHI
—He Npe1yCMOTPEHO

Texymas arrecTanyus Ha OHJIANH-3AHATHAX Cpoku — | Makcumainb
ceMecTp, | Hasl OLleHKa
yuyeOHas B 0as1ax

HeJleJIst

BecoBoii k03¢ GUIHEHT 3HAYUMOCTH Pe3yJIbTATOB TEKYyIIeH ATTeCTAIUM 110 OHJIAWH-
3aHATHAM -He [PeIyCMOTPeHO

I[IpomeskyTOYHAS aTTECTALMSA 110 OHJIAWH-3AHATHAM —HEeT
BecoBoii K03 (puIIHEHT 3HAYMMOCTH Pe3YJIbTATOB MPOMEKYTOYHOM ATTECTALUM 110 OHJIANH-
3aHSTHSAM — He 1Pe1yCcMOTPeHo

3.2. [lpouenypsl TeKyuieid M1 NPOMEKYTOUYHOM aTTECTALMH KYPCOBOH padoThl/MPoeKTa

Tekymasi arrectauusi BbINOJHEHUS KYPCOBOii Cpoxku — cemectp, | MakcumajabHast
padoThI/IpoeKTa yuyeOHasi HeJleJisl | OIleHKAa B 0ajliax

BecoBoii k03¢ punmeHT Tekylel aTTecTalluM BHINOJHEHUs] KYPCOBOH padoThI/poeKTa— He
Npea1ycCMOTPEHO

BecoBoii KO3 PUUHMEHT NPOMEKYTOYHON ATTECTALMHU BbINOJHEHHA KYPCOBOH
PadoThI/MPOEKTA— 3AIMUTHI — He NPEeIyCMOTPEeHO

4. KPUTEPUM U YPOBHU OLEHUBAHMS PE3VJILTATOB OBYUEHUS MO
JUCLUILIMHE MOY.JISI

4.1. B pamkax BPC npuMeHsIOTCsS yTBEpK/IeHHBIE Ha KadeIpe/MHCTUTYTEe KPUTEPUH (TIPU3HAKH )
OLIEHUBAaHMS JOCTHKEHHUH CTYAEHTOB MO AUCLUILIUHE MOIyJs (Talia. 4) B paMKax KOHTPOJIbHO-
OLICHOYHBIX MEPOIpPHUATHH Ha COOTBETCTBHE YyKa3aHHBIM B Tabn.l pesynpratam oOydeHHUs
(MHAMKATOpAM).

Tabmumna 4
Kpurtepun oneHnBaHus y4eOHbIX JOCTHKEHHH 00y4ar0INXCH
Pe3yabTarsl Kpurepun ouneHuBaHusi y4eOHbIX JOCTHKEHUH, 00y4YAKOIIMXCH HA
o0y4yeHus COOTBETCTBHE pe3yJibTaTaM 00y4YeHHUsi/ MHIUKATOpaM
3HaHUs CrylieHT AeMOHCTPHUPYET 3HAHUS U IOHUMaHKE B 001aCTH U3Y4YEHUS Ha

YpOBHE yKa3aHHBIX WHIUKATOPOB U HEOOXOJUMBIE JUIsl MPOIOJIKEHUS
o0yuyeHMsT W/MIM BBIIOJHEHHUS TPYIOBBIX (YHKIMH M AeHCTBHIA,
CBSI3aHHBIX C POECCHOHATBHOM IS TETHHOCTHIO.

YMmenus CryneHT MOXeT MPUMEHATh CBOU 3HAHUS U MMOHMMAaHUE B KOHTEKCTaX,
MIPE/ICTABICHHBIX B OLICHOYHBIX 3aJIaHUSX, JEMOHCTPUPYET OCBOEHHUE
YMEHUH Ha ypOBHE YyKa3aHHbIX WHAMKATOPOB U HEOOXOIUMBIX IS
MPOJOJKEHHUsI 0Oy4eHHs W/WIKM BBINOJIHEHUS TPYAOBBIX (YHKIMH U
JIeCTBUH, CBA3aHHBIX C MPO(ECCUOHATBHON AEATENbHOCTBIO.

OmnbIT /BNaieHNE CTyeHT JAEMOHCTPUPYET OMNBIT B O0O0JACTH M3Y4YEHUS HA YpOBHE
yKa3aHHbBIX WH/IUKATOPOB.

Jpyrue pe3ynptarsl | CTyI€HT JE€MOHCTPUPYET OTBETCTBEHHOCTh B OCBOCHHMHU PE3YJIbTAaTOB
00y4YeHHs Ha YPOBHE 3aIJTAHMPOBAHHBIX UHIUKATOPOB.

CryneHT cnocoOeH BBIHOCUTb CYXKACHHUS, JieaTh OLEHKH U
(hopMynHpOBaTh BHIBOJIBI B 00JIACTH U3YyUCHUS.

CryieHT MOXeT cooOLaTh NpenoJaBaTesto U KOJUIEraM CBOEr0 YPOBHS
COOCTBEHHOE IOHUMAaHKUE U YMEHHS B 00JIACTH U3YUEHHUSI.




4.2 JIns OlleHUBAHUsI YPOBHS BBITIOJIHEHUS! KpUTEPHEB (YPOBHS JOCTHXKEHHIM 00yJaromuxcs Mpu
MIPOBEJICHUN KOHTPOJIbHO-OIICHOYHBIX MEPONPUATHI IO TUCIHIUTMHE MOIYJS) HCIIONB3YeTCS
yHHMBepcalibHasl mKasa (Tadi. 5).

Tabmuua 5

[IIxaJja oneHUBAHNUA JOCTHKEHHUSI Pe3yJIbTaTOB 00y4eHHs (MHANKATOPOB) 110 YPOBHAM

XapakTepucTHKAa YPOBHEI T0CTHKEHUS Pe3YJbTATOB 00yUeHNsl (MHANKATOPOB)
Ne Conep:kanue ypoBHs HIkana oneHnBanus
n/n BBINOJIHEHHS] KPUTEPHUS Tpaauunonnas KauecTBeHHan
OlLleHUBAHHS Pe3yJIbTATOB XapaKTepUCTHKA YPOBHSI XapaKTepucTH
o0yueHus Ka YPOBHsI
(BBINOJITHEHHOE OIIEHOYHOE
3aJaHue)

1. Pe3ynbrarel o0ydeHms OTnau4HO 3auTeHo Bricokwuii (B)
(MHIMKATOPbI) TOCTUTHYTHI B (80-100 6ammoB)
MOJIHOM 00beMe, 3aMeYaHul HeT

2. Pe3ynbrarer oOyuenus Xoportio Cpennuii (C)
(MHAMKATOPHI) B IIETIOM (60-79 6anoB)
JOCTUTHYTBI, UMEIOTCSI 3aMCUYaHMSI,
KOTOpBIE HE TPEOYIOT
0053aTE€IBbHOTO YCTPAHEHUS

3. PesynbTatel o0yueHus Y 10BIIETBOPUTEIIBLHO [Toporoserii (IT)
(MHIMKATOpPbI) TOCTUTHYTHI HE B (40-59 6annos)
MOJTHOM Mepe, eCTh 3aMeYaHUs

4. OcBoeHue pe3ynbTaToB 00yUCHUS HeynosnerBopurenn He Henocrarounsrii
HE COOTBETCTBYET UHJIUKATOPAM, HO 3a4TEHO (H)
MMEIOTCS CyIIeCTBeHHbIC OMOKU U | (meHee 40 6aioB)
3aMeuaHusi, TpedyeTcs 1opadoTKa

5. PesynbraT 00y4eHus HE JOCTHTHYT, HemocraTtouHo CBUIETENHCTB Her pe3ynbrara
3aJlaHUE HE BBITIOTHEHO JUISI OIICHUBAHUS

5. COIEPXKAHME KOHTPOJIbHO-OLIEHOYHBIX MEPOIIPUATUN TIO
JAUCHUIIJIMHE MO YJIsA

5.1. Onucanue ayAUTOPHBIX KOHTPOJBHO-OLCHOYHBIX MEpPONPHUATHH 10 JAWCHMILIMHE
MOAYJIfl

5.1.1. Jlekuun

CaMocCTOATeIbHOE HW3YYCHHE TEOPETHUECKOTO MaTepuana IO TeMam/pasfenaM JeKIUui B
COOTBETCTBUU C coJiepkaHreM auciurummabl (1. 1.2. PTIJT)

5.1.2. lIpakTHYecKre/ceMUHAPCKUE 3aHATHS

[IpumepHBIil IEpeYeHb TeM

.
2.

AT THE COMPANY OFFICE
THE VARIETY OF DOCUMENTS




3. HOW TO WRITE A RESUME?

IIpumepHble 3anaHus

1) Discuss in small groups what is the most important in a company. Share the opinion and give
your reasons. Do all students have the same opinion?

2) Answer the questions and prove your words.

1. Do people always work alone?

2. What kind of people must we communicate with in the process of work?

3. What does success in your job depend on?

4. Is it important to have good communication skills for your career?

5. Do all people have good communication skills?

6. Is it necessary to improve communication skills?

7. What are some negative results when people don’t work on their communication skills?

8. What are different everyday activities of people interactions?

9. What does depend on how much people wish to interact with you?

10.What is the result of strong relationships?

LMS-mnaTdopma — He nperycCMOTpeHa

5.2. Onucanue BHeAayIMTOPHBIX KOHTPOJbHO-OLEHOYHBIX MEPONPHUATHII H CPeICTB
TeKYIIero KOHTPOJIs 0 TUCHHILTHHE MOXYJIst

PaznoypoBHeBoe (nudpepeHpoBaHHOE) 00yUSHHE.
basosblit

5.2.1. KoutpoabHas padora Ne 1

[IpumepHBIii IepeYeHb TEM

1. RECRUITMENT

[TpumepHsble 3a1anus

1) Do you think that Personnel Managers have difficulties in their work? What is it connected
with? Share your opinion and try to prove it.

2) Try to explain in English the meaning of the words (expressions).
experienced

Staff (Personnel)Department
a staff (a personnel) manager
hiring

an applicant for a job

to be satisfied with

to fill up

a standard application form
a recruitment (employment)
agency

an announcement

3) What are these different people, and what do they do? Find the synonyms and match the
words.



. Record Manager

. Secretary

. to manage

. to search

. to assist

. Staff Manager

. to interview

. Office Manager

. to store

10. to ask

a) Personnel Manager
b) to keep

¢) Document Keeper
d) to organize

) to examine

f) to help

g) Archivist

h) to be interested in
1) Assistant

j) to look for
LMS-mnatdopma — He mperycMOTpeHa

O 00 3 N L & W N —

5.2.2. KouTpoabHas pabora Ne 2
[IpuMepHBIii IepeyeHs TEM
1. THE JOB OF A SECRETARY
[IpumepHsIe 3ananus
1) A new secretary is reading the instructions to the position. He (she) is not aware of some

issues. Help him / her to match the words which are the synonymes.
1. document

. business

. equipment

. to conclude

. structure

. paragraph

. to print

. deal

. gadget

10. to sign

11. to give instructions

12. to take orders

a) to put a signature

b) order of elements

c) telephone

d) transaction

e) to type

f) to confine

O 00 1 N L & W N



g) paper

h) techniques

1) part

J) to obey somebody
k) to order something
1) deal

2) Read the list of the skills and requirements. Which of them to your opinion are of great
importance to be a professional secretary or an office-manager? Give your grounds.

to be creative to be bright and intelligent

to be well-organized to be polite

to be slim to know English well

to drive a car to be flexible

to have a nice voice to be attentive

to be tolerant and attentive

to be hard-working

3) Imagine that you work as a Personnel Manager. Write the job ad for the newspaper and for
the Internet site.
LMS-mnaTdopma — He mpeaycMOTpeHa

5.2.3. KouTpoJbHas padora 1Js1 00y4aomuxcsi 3a049H0i (opmbl 00yueHust
[IpuMepHBIii IEpeyeHs TeM
1. ARCHIVES: BORING OR INTERESTING?
[IpumepHsIe 3ananus
1) Think over the questions:
What are your associations connected with the archives?
When did you hear this word for the first time?
Share the information you know with your partner.

2) Read the text and restore the missed words. Use the verbs from the brackets.

CAREER DEVELOPMANT

There is good potential for archivists since this role (1) ... (offer) in a variety of
environments. Universities, research institutions, and libraries (2) ... (hire) good archivists which
(3) ... (provide) a solid offering of job openings. Although this can be a competitive field, for
those who (4) ... (possess) strong experience and aptitude, they (5) ... (have) no problem finding
a job.

The career path is up to the individual since there (6) ... (be) many ways to move on in this
profession. Archivists can (7) ... (start off) in a smaller role at a library, and move up to work for
a major university in a more prestigious job. Certified archivists can (8) ... (expect) to have no
difficulty finding a job since this adds to their credibility. There (9) ... (be) great potential for
those who are truly (10) ... (qualify) for this position. Those archivists who keep up with
technology and learn how to offer their skills online increase their hiring potential.

3) Explain in English the meaning of the words and expressions:
records

10



national archives

annual messages

appointment

establishment

valuable collection

storage facilities

a hall of records

a cheap building

to investigate the conditions
LMS-mnatdopma — He mpeaycMOTpeHa

5.3. Onucanue KOHTPOJIbHO-OLEHOYHBIX MEPONPHUATHII IPOMEKYTOYHOI0 KOHTPOJIS 110
AUCHUILIMHE MOTYJISA

5.3.1. 3auer

CrucoK IPUMEPHBIX BOIIPOCOB

1. What styles of business letter do you know? Is fully blocked style really more popular?
Why?

2. What are the integral parts of a business letter?

3. How much information should you include in your letter?

4. How long should your letter be?

5. What should you do if you are in doubt as to whether the woman you are writing to is
single or married?

6. Why are you not supposed to abbreviate dates?

7. What is subject line (or attention line) for?

8. What should your signature tell about you to your addressee?

9. Why and when should you put abbreviation «Emcy at the bottom of the letter?

10. What is a resume?

11. Why do you need a resume?

12. Describe the types of resume and give their advantages.

13. What basic information should be included in your resume?

14. What is important to remember when writing your resume?

15. How long should the ideal resume be?

16. What makes a resume effective?

17. What are the advantages and disadvantages of e-mails?

18. Are e-mail letters as formal in style as ordinary letter?

19. Are there any rules for writing e-mails?

20. How does carelessness in composing e-mails affect the impression the receiver gets of the
sender?

LMS-nnaTdopma — He npeaycMOTpeHa

5.4 Conep:xaHue KOHTPOJIbHO-OLEHOYHBIX MEPONPUATHI 110 HANIPABJICHUSAM
BOCIIMTATEIbHOM JeSITeJIbHOCTH

Hanpasnenue Bun Texnonorus Kommnerenny | Pedynbrar KonTposabHo-
BOCIIUTATEIbHON | BOCHHUTATENIbHOW | BOCIUTATEIBHOMN usi bl OLICHOYHbIE

11




NESTEIbHOCTH NESTEIBHOCTH JESATEIIbHOCTH o0yuyeHus MeponpusiTUst
[1K-6 V-2 KonTponbsHas
J-1 paborta Ne 1
Texnonorus KonrtponpsHas
(dopMupoBaHus paborta Ne 2
YBEPEHHOCTH U KonrtponpsHas
npodopreHTanuo
IIpodeccuonansu iias TOTOBHOCTH K paboTa st
0€ BOCIIUTaHUE CaMOCTOSITENIbHOM oOyJaromuxcs
JeSITENIbHOCTD . .
YCHEIIHON 3a049HOMN (POPMBI
npodeccuoHanbH oOy4deHus
O} J1eATEIIbHOCTU [TpakTueckue/cem

HHApPCKHEC 3aHATHUA
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