HaByajbHO-MeTOAUYHI peKOMeHaamil
10 BUBYEHHSI HABYAJIbHOI AMCHMILIiHH
«Jlls1oBa iHO3eMHA MOBA»

JJISL CTY/I€HTIB 3204HOI () OPMHU HABYAHHHA

Meroro BUKJIQJaHHS JUCHMIUIIHM € OBOJIOAIHHS CTYJACHTOM J1JIOBOIO
AHTJIIMCHKOI0 MOBOIO SK 3aCOOOM JIJIOBOTO CIUJIKYBaHHsS Ha MpodeciiiHoMy piBHI,
aHaJI130M €KOHOMIYHO1 CUTYaIlli Ta €KOHOMIYHOT JISJILHOCTI B CBITI, O3HAMOMIICHHS 31
CBITOBUM JIOCBIJIOM 1 JOCSATHEHHSMHM B Tajy3l €KOHOMIKH, HAayKHd Ta TEXHIKU IS
MOJAJIBIIIOT0 BUKOPUCTAHHS 1X B CBOTHM MPAKTUYHIN JISJIBHOCTI; MOJAIBITHNA PO3BUTOK
KOMYHIKaTUBHUX 310HOCTEH CTyJeHTa, HOro Iam’sTi, JIOTIYHOTO MHCIICHHS,
BOJIbOBUX SIKOCTEH, 3110HOCTEH BUPIIIyBaTH MEBHI MTPOOJIEMHU Ta 3aBAaHHS COLIATbHOT
TISUIBHOCTI.

3aBIaHHSAMYU BUBUYCHHS HABYAJIBHOI UCIHUILIIHH €:

— (¢opMyBaHHS B CTYACHTIB 0a30BHX aHIJIOMOBHMX KOMYHIKATUBHHUX
KOMIICTEHIIIH;

— YIOCKOHAQJICHHS HAaBUYOK YMIHHS KOPHUCTYBATHCSI MOBOIO JJI JIOCSTHEHHS
neBHUX (DYHKITIOHATBHUX IJICH B 3aJIeXKHOCTI B1J] OCOOJIMBOCTEH collianbHOT 1
npodeciiHol B3aeMO/II;

— OIaHyBaHHS HaBUKIB oOuWpaTd MOBHI (OpMH, BHUKOPUCTOBYBaTH U
MEPETBOPIOBATH 1X BIATIOBIAHO JO HU3KU €KCTPAJIHIBICTUYHUX (DAKTOPIB;

— OBOJIOJIIHHS TIpaBWJIaMU CTaBUTH W BUPINIyBAaTH MPUKIAJIHI 3aBJIaHHS Ha
1HO3E€MHI MOBI BIATOBIAHO JI0 Cy4acHUX NMPo¢eCiiHUX BUMOT.

VY pe3ynbTari BABYCHHS JAHOI HABUAJIBHOI IUCIUIUIIHU CTYICHT MTOBUHEH:

3HaTm:

— MOBHMI Marepiajl MOBH, III0 BUBYAETHCS (JIEKCHKa, TpaMaTuKa, CTPYKTYpHI U
MOBHI MOJieni) y npo¢eciiHOMY KOHTEKCTI Ha PiBHI;

— TrpaMaTU4Hl CTPYKTYypW, THUMOBI [Js yCHOI W NHUCBMOBOI NpodeciitHo-
OpIEHTOBAHO1 KOMYHIKallii;

— 0a30By HOpPMAaTHUBHY TpaMaTWKy W CKJIAQJHI TpaMaTU4HI KOHCTPYKIII B
AKTUBHOMY BOJIOJIIHHI Ta JJIsl TACUBHOTO CIIPUMHSTTS,

— 3araJlbHOBXKMBaHY, 3arajJbHOCKOHOMIUHY ¥ po(deciiiHy JEKCUKY;

— MDKHapOIHY JIEKCHKY;

— TEpPMIHOJIOTIYHY JIEKCHKY;

— TMpaBWiIa JUIOBOTO €TUKETY Ta MIKKYJIBTYPHOI KOMYHIKAIIli;

— CTWJII CIIUIKYBAHHSI, Y TOMY YHMCJII TUIIOBI JUIsl IPpO(ECIfHOrO CIUIKYBaHHS;

— MOBHI OCOOJIMBOCTI JIUJIOBOTO CHIJIKYBaHHS, @ TaKOX CIUJIKYBAaHHS Y MEpexi
[nTepHer.

BmiTn:

— KOPHUCTYBATHUCS 1HO3EMHOIO MOBOIO y MpoQeCiitHii N1sTbHOCTI Ta Y TOOYTOBOMY
CIIUJIKYBaHHI

— PO3YMITH 3MICT TEKCTIB MPO(DECiiiHO-OPIEHTOBAHOTO XapaKTepy MEBHOIO PIBHS
CKJIaJHOCTI;



— 3IUCHIOBATH TOMIYK iH(oOpMaIii 3a 3aBAaHHSAM, 30WpaHHS, aHATI3 JIAHHX,
HEOOX1THUX JJIs1 BUPILIEHHS YMOBHONPO(ECIHHUX 3aB/IaHb;

— TMpaIfoBaTH 3 IHIIOMOBHUMH JDKEpeIamMu iHPOpMaIlii;

— TIPE3CHTYBAaTH 1HIIOMOBHY 1H(opmarlito nmpodeciiHoro xapakrepy y BUIJISIL
nepekasy abo JOmoBIIL;

— CHOpUiiMaTH Ha CIyX 3MICT HaBYAJIbHHUX ayJioMarepianiB MpodeciitHoro
CIpSMYBaHHS;

— OpaTu aKkTUBHY YYacThb Yy JHUCKYCisIX 13 MPOQEciifHO 3HAYyHIUX MpooseM,
OOTIpyHTOBYBATH BJIACHY TOUYKY 30DY;

— 3IIMCHIOBATH e(eKTUBHY MpodeciiiHy KOMYHIKaIIiIO 3 MPeCTaBHUKAMU 1HIIHNX
KYJBTYP.

CTygeHTH MaroTh CaMOCTIHHO ONpaIfoBaTU Ta 3aCBOITH JIEKCUKO-TpaMaTUYHUMA
MaTepia MmiJIpyYHUKIB:
e English for Meetings

e English for Presentations

e English for Negotiating

e English for Emails

e English for Socializing

e English for Marketing and Advertising
e English for Human Resources

[TixpyyHuKH MOHa 3aBaHTAKUTH 3a aapecoro:
http://frenglish.ru/18 eng buisness.html

OmpairtoBaBiy Matepiai, CTyJE€HTH TOBUHHI BMITH BUKOHYBATH 3aBJaHHs, OCHOBaHI
Ha JIEKCUKO-TpaMaTUYHOMY MaTepialli, 3aCBOEHOMY y XOJ1 BUBYEHHS KYpCy, Ta YMITH
BUKOHATH KOHTPOJIbHY POOOTY:

KontposabHa podora Nel

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) ......cccccovevrriennene advertised in newspapers
by companies and (2) .......ccccceevenee, . To reply to an advertisement iSto (3) ........ccc.ee....
for a job. (You become a (4) ....cccccevvvevenee. Oran (5) oovvvvevieieeieeien, ). You write an
[(C) I , or fill in the company’s (7) ....c.cccccveeeuvennne. , and send it, along with
YOour (8) .evveveiieiieiiieein, and a covering letter. You often have to give the names of
two people who are prepared to write (9) ....ccccccvevernnns for you. If your qualifications


http://frenglish.ru/english_for_presentation.html
http://frenglish.ru/english_for_negotiating.html
http://frenglish.ru/english_for_emails.html
http://frenglish.ru/18_eng_buisness.html

and abilities match the (10) ........cceeveenen, , you might be (11) ...cccoovvvecriennnn, , 1.e.
selected to attend an (12) .......ccceeevevvvennnne, :

2. Below you will see some extracts from wants ads. Fill in each blank with a word
or phrase from the following list:

competitive initiative suit kitchen staff ability outgoing team pension plan
clear contact experience preference required skills willing busy office
hard work potential customers successful candidate thorough training

- Our new 200-seat restaurant is opening in May and we are looking for waiters,
waitresses and (1)..........

- If you are a friendly and (2).......... person who is not afraid of (3).......... , we have
the job and hours to (4).......... you.

- For more information, (5).......... Helen at (415) 331-2012.

- Secretary/Receptionist (6).......... for a (7)......... . Typing and shorthand between
80 and 120 wpm. We will give (8).......... to applicants who have experience using
word processors and computers.

- We want a positive person who is (9).......... to work hard and can use their own
(10).......... . You must be lively and have a good sense of humour and a
(11).......... speaking voice. You will receive (12).......... to enable you to inform
(13).......... of the benefits of advertising with us.

- The (14).......... will have had (15).......... in booking and banking procedures. The
position calls for word-processing and secretarial (16).......... plus the (17).......... to
work as part of a (18).......... A (19).......... salary is offered as well as a company

3. Match the words or phrases from column A to their definitions from
column B:



10.

pay

salary

wage
Pension

pay cut
ask for pay rise

net pay
bonus

performance-
related pay

basic salary

1 2 3

B

a fixed sum paid regularly to a person, typically, given
following a retirement from service

differ from salaries in the sense that each job, hour or
other unit is paid separately, rather than on a periodic
basis

ask for an increase in pay

what an employer earns before other sums of money,
such as payments for working extra hours, are added
A wage or salary earned for work

a form of periodic payment from an employer to an
employee, which may be specified in an employment
contract

reduction in the amount of pay an employee is given
money paid to someone relating to how well he or she
works at the workplace

extra sum given as a premium to an employee

the amount of money left over after deductions from
the gross salary

5 6 7 8 9 10

4. Below you will you will find descriptions /explanation of some words and
phrases. Provide with the correct words and phrases:

=

N

Money you earn for working extra hours at work, is called
Another way of saying 'in addition’, is

A word that means that a salary is after taxes have been removed/deducted, is

The minimum amount of money that somebody will earn in a job, is called the

o

their

7.

8.  Aword that means that a salary is before any taxes have been removed/deducted,

9.

1

1
1

is

0.

1.
2.

An increase in the basic salary of an employee, is called a

The extra money that an employee receives because of how well they have done

job, is called a

An extra payment that an employee earns when they sell a product or service, is

The name of the 'package’ to employees that includes a company car, pension
scheme etc..., is called a

The money that somebody receives for moving to a new city/country for a job,
is called a

When you don’t have to pay for something is called
A place where children are looked after




13.

A small part of a company which is bought or given as an investment

14.
15.

Reconsideration of you salary
Giving professional advise

5. Match the words or phrases from column A to their definitions from

column B:
1 You do this when you send an email you’ve receivedtoa A  Pie chart
third person
2 You do this when you want to remove a message fromyour B Overview
inbox
3 You do this to an appointment when you move itto a later C  Summarize
date
4 A document you send using email D Rephrase
5 You can write this in your subject line or at the beginning E  Clarify
of an email to how you just want to give information and
you don’t expect a reply
6 A word meaning “the latest date to finish something” F  Handout
7 To repeat the same question or information in different G  Postpone
ways
8 A general description of the most important facts H Nearing
9  To restate the main points briefly Il FY
10 Another word for emphasize J  Highlight
11 To speak when somebody else is speaking K  Attachment
12 To make sure something is clear L Delete
13 Written material for the audience M  Forward
14 Another word for approaching N  Deadline
15 A good visual for showing percentage (2 words) O Interrupt
1 2 3 4 5 6 7 8 9 10 11 12
13 14 15
6. Define what these abbreviations mean:
1. ASAP 11.Tbc
2. ATTN 12.Ref
3. btw 13.Re
4. Bw 14.i.e.
5. Cc 15.qty
6. e.g. 16.pcs
7. IMO 17.FYI
8. NB 18.PLS
9. PS 19.THKS



10.RSVP 20.etc

7. Translate the following sentences into English:

1. Tlicnga ycmimHOTO 3aBEPIICHHS BUIPOOYBAIBLHOTO TMEPIOYy BU OTPUMAETE
MOYaTKOBY 3apIuiaTy.

2. Bam moOBIZIOMIATH TPO pe3yibTaTd IHTEPB’I0 Y NHCHbMOBOMY BHIVIAI, a
BiJIIOpaHUX KaHAMUJATIB 3allpOCATh HA HACTYTHUM eTal.

3. Bci kanmumpatu MOBUHHI 3amoBHUTH (OpMy Ta TMpHHECTH i1 3 CcO0OI0 Ha
criBOecCiy.

4. B3umKy HOro 3BUIBHUIIM 4Yepe3 HecTauyy poOOTH, OJHAK B BOCEHU MOr0 HOBY
HaWHsIIN

5. Bama omagyBaHa 1opidyHa BiJiIIyCTKa CTAHOBUTH 29 JIHIB Ha PiK.

6. Maibke BciX MpariBHHKIB (aOpUKH CKOPOTHIIHM, a 4yepe3 JeIKUi Yac BOHA
30aHKpYTLIA.

7. 3a getanbHOIO 1HPOPMAIII€IO 3BEpTANTECS Y BT KaIpiB.

8. HeoOximHo, 110 Bamri pekoMeHaarii Oyu HamucaHi Ha ¢pipMOBOMY OJIaHKY.

9. YV pasi He0OXiTHOCTI MOKJTMBA PoOOTa MTOHATHOPMOBO.

10. Bamn BUMHOK HE MiJsTae AUCIUTITIHAPHOMY CTATHEHHIO.

11. Uoro MOMPOCWIIM MOJATH CBOi MPOMO3UIIIi 100 BIOCKOHAJICHHS! OOHYCHOIO
MaKeTy J0 KIHIA [BOTO MICSIIS.

12. 3apo0iTHa T™aTa MPAIIBHUKIB, $KI MPALIOIOTh Ha HEMOBHY 3alHATICTS,
NepersgacThCs 3a3BUYail IB14i Ha PIK.

13. Bu moBuHHI 3’sICyBaTH, Y4 MO>KHA BIJIIIKOAYBATH MOAATOK Ha JI0JaHy BapTICTh?

14. CyuacHi KoMMaHii 3aITPOBAIKYIOTh BEJIUKY KUTBKICTh HEMaTepiaIbHUX OOHYCIB.

15. 3HayHa KUIBKICTh PI3HMX IHINIATUB 3apa3 BUIPOOOBYIOTHCS Y PI3HUX
KOMITaHIisIX.

16. Bamm Bijaain HalO1LIbI Bpa3IMBUHN y 1€l €KOHOMIYHO HeCTaOlIbHUI TIepio.

17. Bamia npy»uHa — €TMHUNA OTPUMYBa4 BUILIAT 31 CTPaxXyBaHHS KUTTH.

18. Bam rapanTyeThCsi 0€3KOMITOBHUM MPOi3/ y TPAHCTIOPTI.

19. Bu MokeTe BUIUIATUTH BApPTICTh MPHUI0AHOI MAIIMHU 32 PAXyHOK IIOMICSYHHUX
BIJIpaxyBaHb 3 Balloi 3apO0ITHOI MJIATH.

20. Mu muiaHyeMoO 3ampoBaguTH OiMbII THYYKI yMOBH TIpaimi [JIs HAIIOTO
epCOHAITY.

21. A 3apa3 s 6 XOTiB 3BEpHYTH Ballly yBary Ha HACTYNHHI Cllaii]l, SIKUW MOKa3ye
3MIHY BapTOCTI )KUTTS Yy €BPOIIl 32 OCTaHHI TPU POKH.

22. borocs, 1110 MU HE 3MOKEMO JIOTpUMAaTHCS CTpoKy. Ham HeoOXimHO 111e 2 THXKHI.

23. VY 1eil nepion TemmnepaTypa KOJIUBAETHCS OJIM3bKO HYJIS FPaycCiB.

24. TIpoxaxki CTPIMKO 3JIETLIIM 32 OCTaHHIN MICSLb.

25. He Bararouuch 3B’ SKIThCSI 3 HAMU y BUIAAKY, SIKIIO BaM NOTPEOYBaTUMETHCS

Hallla OIIOMOTa.

PexomennoBana Jiteparypa
Bba3oga jireparypa
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