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1 BCTYII

Po3Butok YkpaiHu K He3ane)HOI Ta JEMOKPAaTU4HOI AEpKaBU BHUCYBA€ IE€pel BUIIUMU
HABYAJIBHUMH 3aKJIaJIaMd HOBI Ta BaXJIMBI 3aBAaHHS W BUMOrH. OCHOBHMM YHHHUKOM 3MiH
OCBITHBOTO MpOLIECY BUCTYMNAa€ 1HTErpaiis YKpaiHu qo0 €BporeichKoro OCBITHBOI CIIJTBHOTH,
3MIIHEHHS 3B SI3KIB 13 PO3BHHYTHMH JIep)KaBaMH Ta BIPOBAPKEHHS HOBUX NeENaroridyHUX
TexHoJorii. ChOrOACHHUI PUHOK TIpalli Ma€ MOMMUT Ha (axiBINB raay3i myOIiqHOTO yIpaBIiHHS
Ta aIMIHICTpYBaHHS, SIKI Ha JOCTAaTHbOMY PiBHI BOJIOAIIOTH AHIIIHCHKOIO MOBOIO SIK 3aCO00M
MDKHApOTHOTO CITUIKYBaHHS.

3riqHo 3 3aranbHOEBpONEHCHKUMU PekomeHmarisMu 3 MOBHOI ocBiTH Ta Konremrii
HaBYaHHS 1HO3€MHHMX MOB, OCHOBHOIO METOIO X HaBYaHHS BHCTymHae (opMyBaHHS y MalOyTHIX
(haxiBI[iB HEMOBHHX CIICIiaJIbHOCTEH KOMYHIKATHBHOI KOMIIETEHIII1, a I1e, Y CBOIO Yepry O3Hadae
OBOJIOJIIHHSI MOBOIO K  3aCO00M  MIKKYJBTYPHOTO  CIJIKyBaHHS, pO3BHUTOK yMiHb
BUKOPHCTOBYBATH I1HO3EMHY MOBY SIK 1HCTPYMEHT y [iano3i KyJIbTyp 1 HUBLTI3alii Cy4yacHOTO
cBity. OCHOBOIO KOMYHIKAaTMBHOI KOMIETEHIIi BHCTYMAalOTh  KOMYHIKaTHMBHI BMIHHS, SKI
chopMOBaHI HAa OCHOBI MOBJIICHHEBHX 3HaHb 1 HAaBHYOK, COLIOKYJIBTYPHHUX Ta
COLIOJIIHI'BICTUYHHX 3HAHb, BMiHb.

Tpeninr kypc «AHINIOMOBHA KOMYHIKaTWBHA MPAKTUKA» — € JUCHUILIIHOIO, IO CHPUSE
(hopMyBaHHIO THIIIOMOBHOI KOMYHIKaTHBHOI KOMITETHEII1 MaiiOyTHIX (haxiBIliB, pO3BUBAE YMIHHS
BUKOPHCTOBYBATH 1HO3EMHY MOBY SIK IHCTPYMEHT HAJAroUKCHHS MDKHApOIHUX 3B’f3KiB,
BHUXOBYE TOBAary JI0 iHITUX KYJIBTYp 1 HaIlii.

Tpeninr kypc «AHINIOMOBHa KOMYHIKaTUBHA NPAKTHKa» € BHOIPKOBOIO TUCIUILTIHOIO
MiJTOTOBKH MepIIoro (6akaaaBpChbKOTo) PiBHS BHINOI OCBITH.

HapuanbHa mporpama 3 IUCHMIUIIHM TpeHIHT Kypc «AHITIOMOBHA KOMYHIKaTWBHA
NPaKTHKa» € HOPMAaTUBHUM JoKyMeHToM HarionansHoro yHiBepcuteTy «Oechbka MOMITEXHIKaY,
AKHH  po3pobneHo kadenporo myOmiYHOrO yHOpaBIiHHSA Ta aaMIHICTpYBaHHS Ha OCHOBI
OCBITHBO-HAyKOBOi IPOrpaMH MiJrOTOBKH BIAMOBIIHO /[0 HABYAJbHOIO IUJIaHY MEPILOTo
(OakanaBpCHKOTO) piBHS BUIIOI OCBITH AJISi CTYACHTIB I€HHOI (hOpMHU HaBYaHHSI.

HaBuaneHy mnporpamy yKJIaeHO 3TiIHO 3 BUMOTaMHU KPEIUTHO-MOIYJIbHOI CHCTEMH
opranizaiii ocBiTHOTrO nporiecy B HarionansHomy yHiBepcuteTi «Opecbka MOJTITEXHIKa»

[Iporpama Bu3Hauae 0OCATHM KOMIIETEHTHOCTEH, $KI MOBHMHEH OMNaHyBaTH 3/10b0OyBay
BIZIMIOBIZTHO JI0 OCBITHBhO-KBaMi(hikaliiHOI XapaKTEpUCTHKH, aJTOPUTMY BUBUCHHS HABYAJIHHOTO
MaTepialy TUCHUILIiHA TpeHiHT Kypc «AHIJIOMOBHA KOMYHIKaTHBHA MPAKTHUKa» , HEOOXigHE
METOJIMYHE 3a0€3MeUeHHSs, CKJIQJI0BI Ta TEXHOJIOTIIO OI[iHIOBAaHHS HABUAIbHUX JOCATHEHb.

JlucuMiuiiHa BUKJIAJA€THCS TPOTITOM 8§ CEMECTPY HYETBEPTOro Kypcy, CKIAJAeThbes 3
NPaKTUYHUX 3aHATH 1 BXOAWUTH B 3arajbHy YaCTUHY HABUAIBHOTO IJIAHY HiATOTOBKU IMEPIIOTO
(6akanmaBpCHKOTO) PIBHS BHINOI OCBITH. Y BIATIOBIAHOCTI O HaBYAJIBHOTO TIJIAHY 3aBEPIIYETHCS
3aJIiKOM

VY Xoni BUBUEHHS JUCIUIUTIHU Yy CTyIeHTa (OPMYIOTHCS Ta PO3BUBAOTHCS HABHYKU
KOMYHIKaTHBHOI KOMIIEHTEIlil, BOKaOyJsip MOB’A3aHUN 13 MpOQeciiiHOO MisUIbHICTIO, HABUYKU
CIpUiMaHHS TEKCTIB, A1aJIOTiB, MyOIIYHUX BUCTYIIIB Ha CIyX. Y MpoOIEecl BUBYCHHS TUCIUILTIHU
CTY[CHT 3HAOMHTBHCS 3 OCHOBAMH IHIIIOMOBHOTO JiJIOBOTO E€THUKETY uepe3 YMTaHHS TEKCTiB,
neperisiy Bieo (parMeHTiB, pO3ITpYyBaHHS CHUTyallld, [0 Yy CBOIO Yepry CIpHITHME
npodeciifHoMy CTaHOBIEHHIO MalOyTHIX (haXiBIliB.

2 META TA 3ABJAHHS JUCIHATIITHA

Mera Kypcy - HaBuuTH 3700yBauiB iHIIOMOBHOMY MIKKYJIBTYPHOMY CHUIKYBaHHIO B
TUTOBUX KOMYHIKaTHBHUX cepax Ta CUTYyalisX, pelIeBaHTHHUX I MPoQeciitHOl MisTBHOCTI, B
MeKax TependadeHoi MporpaMor0 TeMmaTHKH. JlOCSTHeHHS 1ii€i MeTH 3a0e3medyeThest
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(OopMyBaHHIM 1 PO3BUTKOM Yy 37100yBauiB MIKKYJIBTYPHOI KOMYHIKaTHBHOI KOMIIETEHII sKa
BKJIIOYA€ B ce0e HACTYIHI KOMIIOHEHTH:
°  MOBHA KOMIeTEHIisi: 3aCBOEHHS (DOHETHYHOTO, TPaMaTHYHOIO, JEKCHUYHOIO Marepialy B
MeXax mepenadadeHoi MporpaMor0 TEMATHKH, HEOOXITHOTO JIJIsl peati3allli KOMyHIKaTUBHOTO
HaMipy y BIANOBIAHMX c¢epax 1 CUTyallisiX CHUIKYBaHHS; PO3BUTOK YMIHHS Ta HaBUYOK
YUTAHHS aJJalTOBaHUX Ta OPUTIHAIBHUX TEKCTIB, 3/[aTHOCTI TOYHO W aJ€KBAaTHO PO3YyMITH
TEKCT;
MOBJICHHEBA KOMIIETEHIisi: PO3BUTOK YMIHb 1 HaBUYOK MOHOJIOTIYHOIO, JA1aJIOTIYHOrO Ta
IMCEMHOT0 MOBJICHHS; (hOpMyBaHHS Yy 37400yBadiB pejeBaHTHOI KOMYHIKaTUBHIN cUTyaril
MOBJICHHEBOI TOBEAIHKH; (OPMYyBaHHS YMIHHS CIpUHAMAaTH Ta PO3YMITH MOHOJIOTIYHI Ta
JaJoTiYHI  BUCJIOBIIOBAaHHS  HOCIIB MOBM B Mexax MoOyToBoi, mpodeciiiHoi,
COLIATBHO-KYJIBTYPHOI TEMAaTHKU Ha JIOCTATHHOMY TEMITi MOBJICHHS;
JIHIBOCOLIOKYJIbTYPHA KOMIIeTeHIIif: OBOJIOJIHHS JIHTBOKPaiHO3HABYMMH,
COITIOKYJIBTYPHUMH 1 COLIAJIbHO-TICUXOJIOTIYHIMH HAaBHUYKaMU, 3HAHHSIMHU Ta BMIHHSMH, SIKi
3a0e3neyyloTh 3JaTHICTh Ta TOTOBHICTb OCOOMCTOCTI 10 MDKKYJIBTYPHOTO Jiajiory,
(hopMyBaHHS TOJIEPAHTHOCTI;
KOMYHIKaTUBHO-TIpo(eciiiHa  KoMIeTeHUisi: (OpPMyBaHHS HAaBUYOK KOMYHIKaTUBHOI
HOBEJIIHKH y cdepi mpodeciiftHOro Ta A17I0BOTO CIUIKYBaHHS .

3aBIaHHsl KypCy — IOJSITa€ Yy PO3BUTKY HABUYOK MPAKTUYHOTO BOJIOJIHHSA 1HO3EMHOIO
MOBOIO B PI3HMX BHJAaX MOBJIEHHEBOI MISUIBHOCTI B 00CS31 TEMAaTHUKH, 3yMOBJICHOI MOTpedamMu
chep MaiibyTHbOi missbHOCTI  (OcoOmcToi, myOmiuyHOi, mpodeciiiHoi, OCBITHBOI) Ta
B/JIOCKOHAJICHHSI B)K€ HAOyTHX BMIiHb 3 JICKCHMKH Ta TPaMaTHKH Yepe3 OINpPAaIlOBaHHS HOBITHHOI
aBTEHTUYHOI AaHIJIOMOBHOI iH(opmarlii, NpOoayKyBaHHS MJiaJOTIYHOTO Ta MOHOJIOTIYHOIO
MOBJIEHHSI y MeXax npodeciiiHoi TeMaTuku. B pe3ynbraTi HaB4aHHS 1HO3€MHOI MOBH 37100yBau
HOBUHEH:

Mognennegi eminna

1. AyniroBanns

— PpO3yMITH OCHOBHI i€l Ta po3mi3HaBaTH BIANMOBIAHY 1H(GOpPMAII0 B XOA1 OOrOBOPEHD,
nebaTiB, IOMOBIAEH, Oeci, 1110 3a TEMOIO MOB'sI3aH1 3 HABYaHHSIM Ta CIIEI1aIbLHICTIO;

— pO3yMITH OOroBOpeHHs MpoOieM MpodeciiHO-OPIEHTOBAHOTO  XapakTepy, 0 Mae Ha
METIi JOCATHEHHS OPO3yMIiHHS;

— PpO3yMITH TTOBIJOMJICHHS Ta IHCTPYKIIii B aKaJeMidHOMY Ta TpodeciiHOMY CepeIOBHIII;

— PpO3yMITH HaMip MOBIIS 1 KOMYHIKaTUBHI HACJIiJIKU WOTO BHCIIOBIIOBaHHS (HAmp., HaMip
3pOoOUTH 3ayBayKEHHS);

— BHU3HAYATH MO3MIIIIO 1 TOUKY 30py MOBIIS.

2. I'oBopinus
a) JliajgoriyHe MOBJICHHS

— pearyBaTH Ha OCHOBHI i7iei Ta pO3Mi3HABaTH CYTTEBO BAXJIMBY 1H(OpMAIIIO Mmija Yac
00roOBOpEHb, JUCKYCiid, IEpEMOBUH Oecia, 1o MoB's3aHi 3 MalOyTHBOIO Tpodeciero.
BonoainHs 1eKCUYHUM MIHIMyMOM JA1IOBUX KOHTAKTIB, IIJIOBUX 3yCTpide, Hapa;

— YITKO apryMEHTYBaTH BIJJHOCHO aKTyaJIbHHX TE€M B aKaJeMIYHOMY Ta mpodeciiiHoMy
KUTTI (Harmp., Ha KOHPEPEHIIISIX, TUCKYCisX B aKaJeMIYHOMY HAaBYAJIbHOMY CEPEOBHIIII).
BosioiHHsI MOBJIGHHEBHM €THUKETOM CIUJIKYBaHHS: MOBHI MO 3BEpPTaHHS,
BBIWJINBOCTI, BHOAYEHHS, IOTOPKEHHS TOIIIO;

— TIOBOIUTHCH aJICKBaTHO Yy THIIOBHX aKaJeMiuyHMX 1 B mpodeciiiHuxX cuTyarisx (Ha
KOH(epeHIlisiX, Ha KOH(EpEeHLiaX, AUCKYCIIX B aKaJeMiuYHOMY HaBYAJIbHOMY
CEPEIOBMHIILI);

— MOBJICHHEBUH €TUKET CBITCHKOTO CITIJIKYBaHHS;

— BHKOHYBaTM IIMPOKY HM3KY MOBJICHHEBMX (YHKIH 1 pearyBard Ha HHX, THYYKO
KOPUCTYIOUHCH 3arajbHOBKUBAHUMH (Ppa3amH.

0) MoHOIOTIYHE MOBIEHHS



YITKO BHCTYNATH 3 MiJArOTOBICHUMHU 1HAMBIAYaIbHUMH IPE3EHTALISIMH, 100 LIKUPOKOTO
KOJIa TEM aKaJeMIYHOTo Ta NpOoQeCiiiHOro CpsMyBaHHS;

NOPOAYKYBaTW YITKUM, JeTaJlbHUM MOHOJOI 3 IIMPOKOTO KoJa TeM, MOB'SI3aHUX 3
HaBYaHHIM Ta CIEIAIBHICTIO

KOpHCTyBaTHCA 0a30BUMH 3ac00aMu 3B'S3Ky JJIS MOE€IHAHHS BUCJIOBIIOBAHb y YITKHM,
JIOT1YHO 00'e THAHUH JTUCKYPC.

3. Yuranusa

PO3YMITH aBTEHTHYHI TEKCTH, MOB'A3aHI 3 HABYAHHSM Ta CIHEIalbHICTIO, 3 MiAPYYHHUKIB,
MOMYJIIPHUX 1 CHEIiaTi30BaHUX JKypHAJIIB Ta [HTepHET 1xepern;

PO3YMITH TOJIOBHI 1/1e1 Ta 3HAXOMUTH HEOOX1IHY iH(OpMaIlifo B HeaaanTOBaHI i TEXHIYHIN
Jiteparypi 3a paxom;

PO3YMITH IHCTPYKIIiT IO pOOOTI ycTaTKyBaHHS / 00NaAHAHHS

pO3yMiTH rpadiku, AlarpamMu Ta pUCYHKU;

BMIHHS Nepen0ayaT OCHOBHY iH(OpMaIlil0 TEKCTY 3a MOro 3aroJOBKOBOIO YACTHUHOIO Ta
UTFOCTPAaTUBHUM MartepiajioMm, 110 CyNPOBOKYE TEKCT (IPOTHO3YI0UEe YUTAHH);
3IiMICHIOBATH O3HAllOMYe YMTAaHHS HEAJATOBAHUX TEXHIYHUX TEKCTIB JUISI OTPUMAHHS
iHpOopMaltis;

HAKOIMYEHHsI Ta BUKOPUCTAaHHS iH(oOpMamii 3 pi3HUX JOKepel Ul I0JaJbLIOro
BUKOpUCTaHHS ( Ha TMpe3eHTalisX, KOH(EepeHHIsX, ITUCKYCIsIX B  aKaJeMiuHOMY
HaBYAJILHOMY CEPEIOBHMIII a TAKOX y MOJAJIBIIIH HayKoOBii po0oTi);

BUBYAIOYE YNTAHHS 3 METOIO IIOIIOBHEHHS TEPMIHOJIOTIYHOIO T€3aypycy;

PO3YMITH aBTEHTUYHY akageMiuHy Ta mpodeciiiHy KOpeCHOHIEHIII0 (Hamp., JIMCTH,
(hakcu, eNeKTPOHHI MOBIJOMJIEHHS TOILO);

PO3yMiTH iHpOPMALIiIO0 PEKIAMHUX MaTepiaiB .

4. IIuncemo

IMCATH aHOTAllli 10 HeaJanTOBaHUX TEKCTIB 3a (haxoM;

HanvcaHHs pedepariB Ha OCHOBI aBTEHTUYHOT JIiTepaTypH 3a haxom

YKJIaJJaHHSA TEPMIiHOJIOTIYHUX CIIOBHHKIB 32 (paxom Ha 0a3i aBTEHTHYHOI JIiTEpaTypu 3a
baxom;

CKJIQJIJaHHS TEKCTIB MPe3eHTAalliid, BAKOPUCTOBYIOYHM aBTCHTHYHI MaTepianu 3a (axom;
MUCATH 3pO3yMiJIi, IETaTi30BaHi TEKCTH PI3HOTO CIIPSMYBaHHS, MTOB's13aH1 3 0COOMCTOIO Ta
npodeciitHoro chepamu (Hamp., 3asBYy) ;

TOTYBaTH 1 NPOAYKYBAaTH JAUIOBY Ta Tpo(eciiiHy KOPECIOHACHINIO;ITUCATH 3 BHCOKUM
CTyIEHEM I'paMaTHYHOI KOPEKTHOCTI pe3ioMe;

3aMoBHIOBATH OJIAHKM JUIsl aKaJEeMIYHHUX Ta MPOQeciiHUX LiJIeH 3 BUCOKUM CTYNEHEM
rpaMaTU4HOI KOPEKTHOCTI ;

5. HaBuaHHA mnepekJIaay sIK BaXJIMBOTO 3ac00y OBOJIOIIHHS MOBHHUM MaTepiajioM 1 pi3HUMH
BUJIaMHU MOBJICHHEBOI AisUIBHOCTI BKITIOYA€ B c€0€ OBOJIOAIHHS:

€JIEMEHTaMHU YCHOTO Tiepekiany iHhopmallii moJaHo iHO3eMHOK0 MOBOIO B
MPOIIEC] TUTOBUX KOHTAKTIB, AUTOBHX 3yCTpiveH, Hapas;

OCHOBaAMHU TepeKIaay MpodeciiiHO-OpIEHTOBAHUX 1HIIIOMOBHHUX JKEPET,
KOMIT FOTEPHHUM TIEPEKIIaIOM BETMKHUX OOCATIB 1HIIOMOBHOI iH(GOpMAIIii.

3 KOMIIETEHTHOCTI, 3HAHHA TA BMIHHA

HapuanbHa auciumiina «TpeHiHr Kypc «AHITIOMOBHA KOMYHIKAaTHBHA IPaKTHKa»»

nependayae KOMIUICKCHE BUKJIQIaHHS MOBH: YCi acIeKTH MOBH BHKJIAQJAIOTHCS TA BUBYAIOTHCS
y CYKYIHOCTI 3 PO3BHTKOM MOBJICHHEBUX HABHYOK Ta BMIHb 1 HAaBYaHHAM KOMYHIKallii.
OcobOnuBa yBara mpuAUIAETbCS  (PaxoBid JIGKCHIII B KOHTEKCTI BIAMOBIIHUX ayTCHTHYHUX
MarepianiB. JucuuIliHa BUKIAIAETHCS 3 YpaxyBaHHAM €BpPONEUCHKUX PEKOMEHAALIN 3 MOBHOT
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OCBITH, alle BOIHOYAC 13 OcOOMMBOCTAMHU (haxy H KOHTEKCTHOTO MiAXOAYy 10 BHKJIAJaHHS

annmiicbkoi MoBu. HaBuanmpna aucuumiiHa «TpeHiHr Kypc — «AHIJIOMOBHa KOMYHIKaTHBHA

IpaKkTUKa»» CIpsIMOBaHa Ha (OpMyBaHHS y 37400yBadiB YCiX CTaHIAPTHUX KOMIIETEHTHOCTEH,

30kpemMa TpodeciiiHoi MOBHOI KOMMETEHIlli, IO CHPUATAME IXHbOMY CTAHOBJIICHHIO SIK

MaifOyTHiX (axiBLiB K MPOodeciOHaIB.

B pesynprari BuBYeHHs Kypcy — «TpeHIHT Kypc «AHTJIIOMOBHa KOMYHIKaTHBHA

IpakTUKa»» 3100yBaui MOBUHHI

3HATH:

— TIpexMeT, MeTy BUBUCHHSI, 3aBJAaHHS 1 3HAYCHHS KypCY;

— MoBHI (opMu, BIacTUBlI A OQIMIMHMX Ta PO3MOBHHMX PpETICTPIB aKaJeMIYHOTO Ta
npodeciiiHoro MOBJICHHS;

— TepMiHHU, NpoQeciiiHl JIEKCHYHI OIMHHUII Ta (pazeosorirto MaiOyTHBOro (¢axy; pO3MOBHI
IITaMIIM Ta KJIIIe MpU CKIaJaHH] JUIOBOi KOPECIIOHICHIIIT; HIIMPOKHUI Aiara30H CIIOBHUKOBOTO
3amacy (y TOMy 4UCII TEPMIHOJIOTI1), IO € HEOOXITHUM B aKaJeMivHii Ta mpodeciitHii chepax;

— HOPMH JI1JIOBOTO €THKETY 1 MOBHOT IOBEIIHKU; 0COOIMBOCTI MPO(eCiHHOro CHIKyBaHHS;

— TpUPOAY CHHTAKCHMYHUX BIJHOLIEHb, OCOOIMBOCTI TpaMaTMYHUX pPO3PAIIB, 1100 JaTu
MOXJIUBICTb PO3MI3HABATH 1 MPOIYKyBaTH iHpopMaLlito B podeciiiHiii cdepi;

BMiTH:

— YHUTaTH, pO3yMiTH, IEPEKIaJaT TEKCTH NpodeciiHOro Xapakrepy 31 CreniaabHOCTI,

— 3aCTOCOBYBaTH MDKKYJIBTYPHE PO3YMIHHS Yy Tpolieci 0e3MmoCepenHbOro YCHOTO 1 MHUCEMHOTO
CHUIKYyBaHHA B IpOQeCiiiHOMY cepe1oBHIL;

— BOJIOJITH KYJIBTYPOIO J11aJIOTy;

— 3/IHCHIOBATH aHaJIi3 TEKCTY Ta BMITHU apryMEHTyBaTu Horo;

— copuiiMaTH, BIATBOpIOBaTH ()axoBl TEKCTU Ta PI3HOMAHITHI NMpodeciiiHl TOKYMEHTH, I110Bi
nanepu, BECTH JUI0B1 Oeciiv 1 HeperoBopu 3 npoeciiHuX MUTaHb;

— TpaBWJIbHO BUOWpaTH MOBHI 3aCO0M B 3aJI€KHOCTI BiJ] CUTYallii 1 0COOIMBOCTI CIIIBPO3MOBHHUKA;

— HaJIe)KHUM YHMHOM MOBOAMUTHU ceOe i pearyBaTH y TUIIOBUX CUTYALIsIX OBCAKIEHHOTO KUTTS;

— TOTyBaTHcs J0 MyOIIYHOTO BUCTYILY;

— PpO3YMITH Pi3HI KOPIOPATHBHI KyJIbTYPH B KOHKPETHUX KOHTEKCTaxX 1 Te, SKMM YMHOM BOHHU
CIIBBITHOCSITHCS OZIHA 3 O/IHOIO; JOTPUMYBATHCS €TUKETY CIIIJIKYBaHHS.

IIpodeciiiHi KOMIIETEeHTHOCTI, AKi OTPUMYIOTH 37100yBadi Mic/1si BUBYEHHS HABYAJIbHOI
AUCHUILIIHH

Ha3Ba koMIieTeHTHOCTI CxJ1a10B1 KOMIIETEHTHOCTI

IHTerpanprHa KOMITEHTHICTh 3nMaTHICTh PO3B’sI3yBaTH CKIIAJIHI CIICIiali30BaHi 3aBJAaHHS Ta
MPaKTHYHI poOIieMu y cdepi myOmivyHOTro YIIpaBIliHHS Ta
aaMiHICTpYBaHHS a00 y TIpOIleci HaBYaHHSI, IO Tepeadadae
3aCTOCYBaHHsI TEOPid Ta HAYKOBUX METO/IB BIJIOBIHOT rays3i i
XapaKTEePU3YETHCSI KOMIIJIEKCHICTIO Ta HEBU3HAYEHICTIO YMOB.

3K11. 3narHicTh CHiNKyBaTUCS PH3. ¥YMiTu ycHO i TUCHMOBO CITIIKYBaTHCS iHO3EMHOIO MOBOIO.
1HO3EMHOIO MOBOIO.




4 HAUMEHYBAHHS TA 3MICT TEM 3I'ITHO 3 HABYAJIbHOIO ITPOI'PAMOIO

CTpyKTypyBaHHS HAaBYAJbHOI JWUCIUIUIIHM 32 CEMECTPOBHMH Ta 3MICTOBHMH MOIYIISIMHU
3MIIACHIOETHCS. HA OCHOBI HABYAJILHOTO IIJIaHy Hepiioro (6akanaBpchbKOro) piBHS BHIOI OCBITH Ta
HABYAJIBHOI MPOTpaMH JTUCIIHUILTIHH.

TemarnuHuii TIaH HABYAJIBHOI JUCLUIUTIHM CKJIQJAETHCS 3 JBOX MoayniiB. KoxHuit 3
MOZYJIiB € BITHOCHO OKPEMHM CaMOCTIHHHUM OJIOKOM IUCHMIUTIHA Ta TMOETHY€E ONHM3BKiI 3a
HarpsMKoM TeMu. Ha mouaTtky BUBYEHHS JUCLUITIHU 3700yBad TOBUHEH OyTH O3HAWOMIICHUH 3
IPOTpaMor0 AUCIUILTIHHY, ii CTPYKTYpPOIO, KpUTEPISIMH OI[IHIOBaHHS HaBYaJIbHOT POOOTH.

JlekuiiiHi 3aHATTA

Jlexuis 1. «Transferable skills.Careers advice»

Jlexuis 2. «Building rapport.Networking»

Jlekmist 3 «Emails — Introducing yourself».

Jlexuis 4 «Dealing with interruptions»

Jlexmist 5 «Voicemail messages»

Jlexuis 6 «Emails — Action points»

Jlexmist 7 «Project management. Large-scale projects»
Jlexuis 8 «Giving instructions.Meetings: Updates and action»
Jlexuist 9«Email requesting an update.

Jlexuis 10 «Managing conversations»

Jlexuis 11«Building consensus. Letter confirming an order»
Jlexuis 12 «Managing information»

Jlexuis 13 «Dealing with disagreement. Dealing with conflicty.
Jlexuis 14 «Telephone Etiquette»

Jlexmis 15 «Face to face communicationy

IpakTu4yHi 3aHATTS

[Ipaktuune 3anuaTs Ne 1. «Transferable skills.Careers advice»

Merta 3assTTs: GOPMYyBATH Ta PO3BUBATH KOMYHIKAaTHBHI HABUBUKH 3/100yBaviB Yepe3 BBEICHHS
HoBux JIO pmo Temm Ta iX 3aKpiajeHHS, ONpAIfOBaHHS BIJCO Ta BHUKOHAHHS
JICKCUKO-TPAMTHYHUX BIIPAB.

[Ipaktuune 3anatts Ne 2. «Building rapport.Networking»

Merta 3aHATTS: po3BUBATH Ta (POPMYBaTH KyMYHIKaTHBHI HABUYKH 3100yBaviB uyepe3 BBEICHHS
Ta 3akpituieHHs HoBuX JIO g0 Temu, cHpuilMaHHsS IialoriB Ha cIyX, poOOTy 3 TEKCTOM,
BUKOHAHHS JICKCHKO-TPAMATUYHHX BIIPAB, MOBJICHHEBY IPAKTHUKY.

[Ipaktuune 3auatTs Ne 3 «Emails — Introducing yourself.

Merta 3aHHSTTS: pO3BHBATH Ta ()OPMYBATH KyMyHIKaTHBHI HABHYKHU 37100yBaviB yepe3 BBEIACHHS
Ta 3akpimieHHs HoBuX JIO 10 TemH, poOOTY 3 TEKCTOM, BUKOAHHS JIEKCHKO-TPaMaTHYHUX
BIIPaB, CKJIAJJaHHA JJIOBHX JIUCTIB 3 IOTPUMAHHSIM €TUKETY JI1JI0OBOT KOMYHIKAIIii.

[Ipaxtuune 3ausaTTa Ne 4 «Dealing with interruptions»

Mera 3aHATTA: (OpPMYBAaTH Ta PO3BUBATH HABUYKH ay/iIOBaHHS, TOBOPIHHSA Ta YWTAHHS,
CTUMYJIIOBAaTH KOMaHIHY poOOTy 3100yBadiB yepe3 CKIAJaHHS IialioriB; poOOTy 3 BiAe€O;
BHKOHAHHS JIEKCUYHUX 3aBJaHb Ta POOOTY B MiHI-TpyIax

[paktuune 3ausaTTa Ne 5. «Emails — Action points»
Mera 3anstTs: BBecTd HOBi JIO 10 TeMu, NpakTHKyBaTH BUKOPHUCTAHHS HOBOTO Marepiaiy Ha
MPAKTUIl; PO3BUBATH HABUYKU FOBOPIHHS Ta MUCHMA.
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IIpaxtuune 3ausatTa Ne 6 «Project management.Large-scale projects»
Merta 3aHATTA: pO3BUBATH Ta (POpPMyBaTH KOMYHIKaTHBHI HaBUUYKU 3700yBauiB depe3 BBEJACHHS
HoBuX JIO, rpynoBy po6oty Ha 3akpimieHHs JIO, po6oTy 3 Biieo Ta MPOEKTHY poOOTY.

[Tpaxktuune 3amsaT1Ts Noe 7 «Meetings: Updates and action. Face-to-face communication.»

Merta 3aHATTS: PO3BUBATU Ta (JOPMYBATH KOMYHIKaTHBHI HABUYKH 300yBayiB uepe3 BBEACHHS
HoBuXx JIO Ta iX 3aKpiIUIeHHs, TPYIIOBUHN AUCITYT ; PO3yMiHHS 1HGOPMAIIIO 3 TEKCTY, BUKOHAHHS
JIEKCUYHMX 3aBJIaHb Ta POOOTY B MiHI-Tpymax.

5 BAMOTI'H JIO 3ABJAHD TA IX BAPIAHTH

Jlns BUKOHaHHS po0OoTH 3100yBadi OCBITH BUOMPAIOTH BapiaHT 3a CyMOIO JABOX OCTaHHIX
nudp y macnopti (1-wmit croBmuuk Tabm. 1). Skmo ocrtanui mudpu Outem 3a 16 — Biaik
BapiaHTy MOYaTH CIOYATKy. 3TiJHO BapiaHTy 3/100yBay BUKOHYE YOTHUPH NPAKTUYHI 3aBIaHHS,
CKJIAJIa€ JIOTOBIII 3 IBOX TE€M, 1 BIJIMOBI/Ia€ HA yCi TECTOBI TUTAHHS.

PobGora BukoHyeThcs y mokymeHTi Microsoft Word/ Libre Office Writer. Taxox
JIOTTYCKA€ETHCSI BUKOHAHHSI KOHTPOJILHOTO 3aBIaHHs y MUCHbMOBIN (popMi Bil pyKH (HaJACUIIAETHCS
(dotockpuH y posmupeHHi jpeg ab6o pdf) abo 3mo0yBau 3amuinae pobory Ha kadenpi. Ilo
cepenuHi NoTpiOHO 3a3HAUYNUTH MPI3BUIIE Ta 1HILIATN, UG Ta HOMEp IPyIH, HOMEP BapiaHTy.

BukoHyroun 3aBoaHHS IUCHMOBO, 3400yBay IMOBMHEH JOTPUMYBATUCh HACTYITHUX
MPaBHJI: MHCATH OXAWHO, YITKHM ITOYEPKOM; JUIS 3ayBa)KeHb 3QJIMIIMTH TOJIS; TIEPENHCYBaTH B
30IIMTI YMOBY 3aBJaHHS.

Bukonyroun 3aBnanss y nokymeHTi Word 3100yBad HOBHHEH TOTPHUMYBATHUCh HACTYITHUX

npaswi: mpudT 14 nt Times New Roman, intepBan — 1,5., monst — 2 cm.

O6’em 1OMOBIZII Mae HE TEPEBUIIYBAaTH 3 CTOPIHOK JpPyKOBaHMM Impudrom, ado 5
CTOPIHOK BiJ pyKd (BpPaxOBYIOUM CHHUCOK Jiteparypu). Jlo IOMOBiAI TakKoX HaJaeThCs
npe3entaniss Power Point. Crnucok miteparypu mnopaethcsi BiamnoBigHo 1o Bumor JICTY
8302:2015 (domarox 1).

SAxmo 3m00yBad Xo4e 3MIHHTH TEeMY/TEMH JOMOBiAEH TOTPIOHO 3BEPHYTHUCS 10
BUKJIaJa4a.

Sxmo poboTy BHKOHAHO 0e€3 JoepXaHHS BUMOI a00 HE MOBHICTIO, BOHA MIOBEPTAETHCS
JUTs1 TOBTOPHOTO BUKOHAHHS.

Bapi Tests Grammar Functional Writing Reading Presentation

aHT language
1 1,8 1,7 2,16 1,16 1,4 1,17
2 2,7 2,6 4,13 2,15 2.3 2,18
3 3,6 3,5 1,11 3,14 1,4 3,19
4 4,5 4.8 3.9 4,13 2,3 4,20
5 1,5 3,6 6,15 5,12 1,4 5,21
6 6,8 2,7 8,13 6,11 2,3 6,22
7 4,7 4.8 5.9 7,10 1,4 7,1
8 2,8 3,7 7,12 8,9 2,3 8,2
9 1,7 1,8 10,13 9,12 1,4 9,3
10 2,6 2,7 2,12 10, 15 2,3 10,4
11 3,5 3,6 13,3 11, 16 1,4 11,5
12 4,8 4,5 11,14 12,15 2.3 12,6
13 3,6 1,5 1,13 13,16 1,4 13,7
14 2,7 6,8 5,10 14,3 2.3 14,8
15 4,8 4,7 7,4 15,2 1,4 15,9
16 3,7 2,8 9,15 10,3 2,3 16,10
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6 TECTOBI 3ABJIAHHSA
Test 1

Choose the correct option a, b or c.

Sarah has a great ' attitude. She loves her job and is very 2 about it. She is good at

3 realistic goals for her team and is an excellent team * . She has a lot of > as she is
always honest, which her team likes. She is able to ¢ outside the box and uses ’___ thinking to
solve problems. She gives her team quite a lot of *___ so they are able to work on their own.
However, she knows they will come to her if they have any problems. She shows °___ to succeed
in everything she does and she is '°___ in her ability to reach a senior position.

1 a must b can-do c will

2 a passionate b ambitious ¢ resourceful

3 a making b doing ¢ setting

4 a colleague b partner ¢ player

5 a integrity b flexibility ¢ adaptability
6 a plan b think ¢ communicate
7 a serious b critical ¢ reasonable

8 a goals b passion ¢ independence

9 a determinationb attitude ¢ communication
10 a ambitious b confident ¢ motivated

Test 2

Choose the correct option a, b or c.

ReedYew is a furniture | and is therefore in the 2 sector. However, because it sells products
worldwide to consumers, it is also part of the > industry. The raw materials it uses come from
suppliers in the *___ sector all over South America. This sector is concerned with the > of
materials, such as coal and oil. However, there have been problems with wood supplies because
of poor weather conditions. These conditions have affected ReedYew’s furniture ®  so the
company is now looking for new suppliers. In addition, ReedYew plans to expand overseas, so
the supply situation is a big worry. And it is not their only concern: due to problems in the 7___
services industry, ReedYew cannot get a loan to expand. The services sector, or ®___ sector as it is
also known, is currently going through a very difficult time due to other global issues. However,
there is some good news. ReedYew has negotiated a big contract in the °___ industry to supply
furniture to a major hotel '

1 a builder b maker ¢ consumer
2 a primary b secondary ¢ tertiary
3 a retail b services ¢ manufacturing

4 a secondary b tertiary ¢ primary

5 a construction b production ¢ extraction

6 a production b building ¢ construction
7 a financial b commercial ¢ insurance

8 a primary b secondary ¢ tertiary

9 a manufacturing b tourism ¢ transportation
10 a line b agent ¢ chain



Test 3

Choose the correct option a, b or c.

We reached a major ' with the bridge project yesterday, when we opened the 2 bridge to the
public. We had a few *___in the early stages, which we did not*___ when we carried out the >
assessment. However, we managed to find ® _ to the problems quickly. The next stage of the
project is the ___ of new houses and we do not *___ any big problems with those. However, after
a full °___, we realised that we need to meet the new environmental regulations, so we have to
increase the '*__.

1 a milestone b solution ¢ decision

2 a suspending b suspense ¢ suspension

3 asetbacks b budgets ¢ milestones

4 a manage b predict ¢ communicate
5 a constructionb register ¢ risk

6 a solutions b decisions ¢ additions

7 a attachment b movement ¢ construction
8 a identify b anticipate ¢ solve

9 a investigation b addition c¢ identification
10 a milestone b budget ¢ movement

Test 4

1 Choose the correct option a, b or c.

As aresult of the fast ' the company is enjoying, we are looking for new markets. One of our
main 2___territories for next year is China. We need to create a new marketing > which takes
local *___ into account. We have seen many > ___brands do badly in that part of the world. This is
generally because companies have failed to ® __ their products and marketing to make their
products 7 to new customers. It’s almost impossible to have a®__ policy throughout the
world, and successful multinationals are those who have realized this. Product *__is vital for
success in the Chinese market. Our production process is very '°___ so we are able to meet the
needs of individual markets quite easily.

1 a growing b grown ¢ growth

2 a product b target ¢ local

3 astrategy b target ¢ preference

4 a preferences b standards ¢ customisation
5 a consumption b consumable ¢ consumer

6 a specialise b adapt ¢ appeal

7 a appealing b preferable ¢ customised

8 a customised b productive ¢ standardised

9 a consumption b specialisation ¢ customisation
10 a adaptable b consumable ¢ preferable
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Test 5

Choose the correct option a, b or c.

The smartphone is perhaps the greatest symbol of our ! world, so we surveyed 3,000 people to
find out what they want from their phone. 70 percent said they wanted something which was >
. 65 percent said that it had to be > — in other words they wanted a phone which worked
properly all the time. 35 percent said they always bought top-of-the- * _ phones because having
the most advanced technology was important. A few people, about 8 percent, said they preferred
the > mobile phones of the nineties, which surprised us. Half the people we surveyed said they
wanted their phone to be ®  and look good. 10 percent were even prepared to pay more for
something that was 7 because they didn’t want to have the same phone as anyone else. In fact
5 percent paid to have their phone ® . 35 percent of people °___ their phones to pay for things
and really enjoy '°___ with technology.

1 a automated b customised ¢ disrupted

2 adesigned b happy ¢ user-friendly
3 a innovative b classic ¢ dependable
4 a line b range ¢ choice

5 a classic b unique ¢ advanced

6 a automated b stylish ¢ magical

7 a innovative b well-designedc unique
8 a customised b automated ¢ swiped
9 a interact b disrupt ¢ swipe
10 a choosing b interacting ¢ disrupting

Test 6

1 Choose the correct option a, b, ¢ or d.

1 The equipment was ___in the fire.

ahurt binjured c¢damaged dcut

2 You have to be very careful when ___ waste materials.

a handling b posing ¢ breaking d fitting
31__ aheavy box on my foot and had to go to the hospital.
a fell b dropped ¢ slipped d held

4 We all have to wear high ___ jackets.

aview b resistant c safety d visibility
5 He ___ his finger with a sharp knife.

a slipped b broke ¢ cut d bled

6 Be careful notto ___ on the wet floor.

a slip b break ¢ hit d drop

7 They had to wear ___ defenders in the factory.
aface beye ¢ mouth d ear

8 Did you ___the fall in the accident book?
aissue brecord c¢pose d handle

9 The company didn’t ___ side guards to the machine.
a fit b hold ¢ issue d make

10 The staff were issued with face .

a goggles b boots ¢ hats d masks
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Test 7

1 Choose the correct option a, b or c.

Running a no-frills airline is never easy as the competition increases and prices for flights keep
falling. When flying started in the 1930s, every customer was given VIP ' ___ and received
personal > from flight attendants. Today, you are lucky if you get a free glass of water with
many airlines. Their staff often seem *___ about the apparent lack of customer care. In fact, their
attitude is that if you pay so little for a flight, you shouldn’t expect a*  service. And if things
go wrong, staff can be very °___. Many customers are extremely ®___ with the way some of these
airlines handle problems. Furthermore, the additional costs for ’___ boarding or extra baggage
make the ticket price comparable with traditional airlines. As a result, customers can lose *__in
these companies. Despite the °_ caused to customers and all the '°__, it is doubtful that cheap
airlines will disappear anytime soon.

1 a features b attention ¢ treatment
2 a attention b boarding ¢ class
3 a dissatisfied b unapologetic ¢ undemanding

4 a first b business ¢ premium

5 a anxious b unhelpful ¢ demanding
6 a upset b dissatisfied c¢ anxious

7 a priority b premium ¢ class

8 a confidence b assistance ¢ satisfaction
9 a demand b empathy ¢ upset
10 a assistance b requests ¢ complaints

Test 8

Choose the correct option a, b or c.

It can be very difficult for some people to have a break from digital ' . These are the people
who normally > their email and social media pages every few minutes. Many are addicted to
the technology and hate not being able to > up on their emails. This problem is now in the
workplace where *___ emails from colleagues can greatly affect work performance. Staff°___ can
suffer because so much time is spent ® __ constantly to emails.

Although companies have benefited greatly from the digital 7 that has taken place, it is not
without its disadvantages. For example, total *___ on technology can be dangerous. Another
problem is the way in which many people become °___ of technology, allowing it to control
them. They are '°___ with all the information available to them and become very stressed.

1 a productivityb communicatione organisation

2 a check b reply ¢ catch
3 a overloading b catch ¢ communicate
4 a useful b customer ¢ internal

5 a productivity b organisation ¢ technology

6 a catching b communicatinge replying

7 a performance b transformation ¢ organisation
8 aoverload b productivity ¢ dependence

9 a servants b masters ¢ bosses

10 a overloaded b transformed ¢ organised
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7 IPAKTUYHI 3ABJAHHA

3micToBuii Mmoayan 1

Grammar

Task 1

Complete the mini dialogues with one word.

1A:
B:
2A:
B:
3A:
B:
4A:
B:
5A:
B:
6A:
B:
TA:
B:
SA:
B:
9A:
B:

I need to tell my manager about the problem.

Why _ you speak to her tomorrow?

My boss always shouts at me.

Your boss ___ shout at you. It’s wrong.

I don’t know how to tell him that I broke the printer.

Why not ___ telling the truth? That’s always best.

I can’t understand this document.

You __ to ask your colleague to explain it.

I’ve no idea what to do with these files.

You ___ give them to Jane. She might know what to do with them.
I can’t find any good jobs.

How __ sending your CV to the new company in town? I hear they’re looking for staff.
I need some work experience.

You __ try and get a work placement.

I don’t really like my job.

___don’t you look for another job?

Should I list all my hobbies on my CV?

You don’t _ to list all of them. Maybe one or two.

10 A: I’m not sure where to take our visitors to lunch.
B: You ___to try that new restaurant in town

Task 2

Choose the correct option.

Emma 'was not having / did not have a very good day. She “gave / was giving a presentation to
the company’s biggest customers when suddenly her computer *crashed / was crashing. She
*was trying / tried to start the computer again when her boss *was coming / came into the room.
Sseemed / was seeming worried. The customers "chatted / were chatting to each other when
one of them, an IT expert, *offered / was offering to help Emma. While the customer *was
working / worked on the computer, Emma’s boss '*handed / was handing her a piece of paper. It
said: “‘Make sure you get some orders before the customers leave. We’ve just lost a big contract’.

He

Task 3

Complete the second sentence so it has a similar meaning to the first sentence. Use the word

in brackets in the correct form.

1 The project was less difficult than expected. (easy)

The project was expected.

2 This interview was shorter than the first one. (long)

This interview was __ the first one.

3 Finishing on time was harder than anything. (difficult)

The thing was to finish on time.

4 The final stage of the job was the easiest part. (challenging)
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The final stage of the job was the ___ part.

5 We finished the project ahead of time. (soon)

We finished the project planned.

6 The company has more work now than any other time of year. (busy)
It’s the time of the year for us now.

7 They completed the bridge ahead of schedule. (quickly)

They completed the bridge than they planned.

8 Finding suitable suppliers was not as easy as we thought. (hard)
Finding suitable suppliers was we thought.

9 He did worse than he expected at the interview. (well)

He did not expected at the interview.

10 My new job is worse than the last one. (good)

My new job is the last one.

Task 4

Complete the second sentence or question so that it means the same as the first. Use the
passive.
1 They finished the project last week.
The project last week.
2 They paint the goods by hand.
All the goods by hand.
3 We need a lot of money to complete the project.
A lot of money to complete the project.
4 They base their company in Switzerland.
Their company in Switzerland.
5 He founded the company in 2014.
The company in 2014.
6 Did they sell a lot of products last month?

a lot of products last month?
7 Did they meet all the targets?

all the targets ?
8 They built the factory in six months.
The factory in six months.
9 We require more information.
More information

Task 5

Write Present Perfect sentences and questions using the words in brackets.
1 We / not post / our results. (yet)

2 The company / open / a store in India. (already)_
3 We / start / building the new factory. (just)

4 We / announce / plans to buy out a supplier. (just)
5 We / not receive / the goods. (yet)

6 He / not check the website. (yet)

7 they / post / all their plans online? (already).

8 I/ arrange / an open day for next month. (just)

9 you / decide / on the location? (yet)

10 She / apply / for a new job. (already)
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Task 6

Complete the second sentence so that it means the same as the first one.
1 The changes were unnecessary. (need)
We make any changes.
2 You must leave your phone at reception. (have)
You your phone at reception.
3 It’s not necessary to wear protective clothing. (have)
You wear protective clothing.
4 Do we have to wear steel toe-capped boots? (must)
steel toe-capped boots?
5 It was necessary to sign the visitor book. (have)

We sign the visitors’ book.

6 You are not allowed to use mobile phones. (must)
You use mobile phones.

7 It’s not necessary for her to work late tonight. (need)
She work late tonight.

8 It wasn’t necessary to increase the budget. (have)
They increase the budget.

9 She must check the emails every hour. (need)

She the emails every hour.

10 Is it necessary for us to wear goggles? (have)
wear goggles?

Task 7

Complete the text with the correct form of the verb in brackets.

I don’t like ! (wait) a long time for someone to answer the phone because I can’t afford
z (waste) time. However, sometimes you can’t avoid * (hang) on, especially if you
need to speak to a particular person. Last week I forgot * (pay) the bill for my computer

and the company sent me a letter saying they would take my computer away. I remembered

> (sign) a contract last year in which I agreed ¢ (pay) all the money at the end of the
year. If I failed ’ (do) this, they could take the computer back and still demand the full
payment. I continued ® (stay) on the phone for about 45 minutes, until finally someone
answered. I explained the situation and tried ° (pay) half of the amount but the person
insisted that they would have 10 (take) the equipment back if I did not pay the total
amount.

Task 8

Complete the sentences using the first or second conditional.
1 If we buy new equipment, we (be able) to produce more.

2 If I left my job, I (travel) the world.

3 We (get) a discount if we order more than 100 laptops.

4 What would you do if you (be) me?

5 We (give) people more money if we could, but we can’t.

6 We (not/have) enough space unless we move to a new office.
7 Staff would be less stressed if they (not/take) their work home.
8 (you/work) harder if the company offered you more money?

9 If we (not/listen) to staff, then we will have problems.

10 If we don’t win this contract, the company (go) bankrupt.
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Functional language

Task 1

Write one word which best fits each space.

1 Thank you for your __ today. We’ll let you know our decision next week.
2 Could you put me in ___ with the sales representative?

3 Could I ___ you a call next week to discuss this in more detail?

4 Miguel’s our boss. He’s in ___ of this department.

5 It’s been very nice ___ to you, I really appreciate your feedback.

Task 2
Write one word which best fits each space.

Hi everyone!

I’d like to ! myself. ’'m Jacinta Gomez and I’'m the new Designer for the company. I have
a lot of experience in design. My previous job was > Assistant Designer for a large retail
company. It would be great if we could * up over lunch on Friday this week and get to
know each other. I’'m looking * to working with you all on the exciting new projects. I

> to meet you all on Friday.

Task 3

Write one word which best fits each space.

Hello, is Stan Lucknow from Lucky Services. I got a message from Karl. He ? me to
call him as soon as possible about the new order. Could he call me back * my mobile?
There’s a problem with the order we need to discuss. Also, could he * back to me before 4
p.m.? I’ve got to attend a meeting, so I’m not available after that. I ° to hear from him soon.
Task 4

Write one word which best fits each space.

Hi John,
Asyou' , we are looking for a new supplier as our current one can no longer supply the
required quantities. So, we had a meeting to decide what we need to do. are the key action

points which resulted * our discussion this morning:
e identify supply requirements
e *  for suitable suppliers asap
e arrange visits to suppliers
Finally, we need to email customers about delays —°  tomorrow latest.

Task 5

Write one word which best fits each space.
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1 We need to bring George up to ___ on this.

2 I can’tdo it —my hands are .

3 I'm ___ there’s no flexibility in the schedule.
4 We can’t compromise ___this at all.

5 We’ve got no room ___ manoeuvre on this.

Task 6

Hi Jiirgen,

I’d like to ! if everything is on schedule for completion next week, so could you give me
an update?

I’d be if you could also let me have an estimate of any extra costs involved. Also, would
you* asking Gloria to send me a list of all the suppliers we use. Would it be * to
arrange a meeting with all project managers next week? I'd ° it if you could organise this.
Task 7

Write one word which best fits each space.

1 That me. [ need to make a phone call.

2 Before | , can we discuss the budget?

3 We’ll to that later.

4 Can we to the next item, please?

5 Is this a good to talk about staft?

Task 8

! is to confirm your order for five GH engines at a unit price of €5,000, which we

received this morning.
I can confirm that we will 2 the engines to your factory in Riga next Monday.

3 agreed at our meeting last week, we can give you a discount of five percent providing

you pay for the goods on time. We * our terms and conditions for your records.
If you have any queries, please do not ° to contact me.
Task 9

Write one word which best fits each space.

1 The desk comes several colours.

2 The chair comes two cup holders.

3 The chair is of wood.

4 The machine 50 cm by 50 cm by 100 cm.

5 The new design that you can have everything you need in one place.

Task 10

I decided to buy this chair the advert said they are the best office chairs ever. * I
like most is the way it supports my back. At the shop, I was * by how comfortable I found
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it. The main downside is the cost — it’s very expensive. * problem is that there is no colour
choice. But if you have back problems and need to sit at a desk all day, then I highly ° this
chair

Task 11

Write one word which best fits each space.

1 It’s a question understanding the customer.

2 My is clear. I can’t offer you a bigger discount.

3 We can’t sign the contract you give us a bigger discount.
4 we find a compromise or we cannot use your company.
5 You don’t to worry about that. We can sort it out for you.

Task 12

Write one word which best fits each space. Contractions count as one word.
Factory instructions

You ' take any equipment home.

You are not * to discuss work with non-employees.
You * wear protective clothing at all times.

Don’t* to turn off the machines at the end of the day.
Warning

Watch ° for overhead cables.

Task 13

Write one word which best fits each space.

1 Our team has up with a great idea for a new product.
2 So it’s a bit working in a team, which is good.

3 we want to do is make the design more user-friendly.
4 The team like to push the idea of brainstorming.

5 The thing , the product’s got to be easy to use.

Task 14

Write one word which best fits each space. Contractions count as one word.
Dear Ms Urbano,

Thank you very much ' all your help with our conference. We would like to * the
opportunity to thank your staff on site who * out any problems very quickly.

We will definitely use your company again in the future and we have already * you to one
of our suppliers.

Thank you * again.

Kind regards

Task 15

Write one word which best fits each space.

So, that just about sums it ' . We’ll sign the contract today and we’ve agreed * the
project dates. We will provide you with all the necessary plans. * I understand it, these will
be ready by the end of the week. That only * the question of the additional site. Do you
have any ° about where this might be?

18



Task 16

Write one word which best fits each space. Contractions count as one word.

This report ! at the reasons for the decrease in sales over the last three months. It also

2 to suggest some ideas to improve the situation. It will then * recommendations
about changes needed.

4 of the key problems is that people are just not spending as much as they used to on
kitchen equipment. It seems that people are unwilling to shop for new products. This is because
of the current economic situation.

It is therefore ° that we look at either dropping prices or offering a new cheaper range

Writing
Task 1
Read this email from the Human Resources Director to the new Sales Manager
To: Gil Folds, Sales Manager
From: HR Director
Subject: New Sales Manager
Welcome to the company. I hope you have a good first day.

I have informed the staff that you are starting work today. However, I think it would also be a
good idea if you could send them all an email to introduce yourself as soon as possible.

Write an email to all your colleagues:

. introducing yourself.

. saying what your previous job was.

. saying how you feel about the new job.

. inviting them to contact you if they have any problems.

Write about 60—80 words.

Task 2

Situation
You are the HR Manager of a large company. You have just appointed a new Marketing Account
Executive, Simon Peers.

Task

Write a memo of between 150 and 200 words to the Marketing team, introducing Simon and
saying when he is due to start work with the company. You need to give details of his previous
experience and achievements in the industry. Invite staff to a meeting on the day Simon arrives
and say that you expect them to attend and make him feel welcome.
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Task 3

Read this email from the CEQO asking for a summary of a meeting.
To: Customer Services Manager

From: CEO

Hi Morgan,

Could you let me have a summary of this morning’s meeting, please? I understand you discussed
the reasons for the delivery problems and low stock levels we’ve had recently. We cannot afford
to have unhappy customers. It’s important that I have a list of the action points agreed on as soon
as possible.

Many thanks

Write an email to the CEO:

saying what the meeting was about.
giving reasons for the problems.
summarising action points.

saying when you hope to find a solution

Task 4

Situation

You work as an Account Manager for an investment company. You have just had a meeting with
your team about which industry to invest in next. The company invested heavily in the
manufacturing industry but some of the investments are not doing as well as you expected.

Task

Write an email of between 150 and 200 words to the Account Director explaining the purpose of
the meeting. Describe the two different industries you discussed at the meeting — tourism and
retail. You chose to invest in the tourism industry. Explain why you made that choice. You
agreed on three possible cruise ship companies to invest in. Give details of the actions you are
going to take before you decide which company you will invest in. Then say when the decision
will be made

Task §
Read this email from the Operations Director asking for a project update.
To: Executive Assistant

From: Operations Director
Subject: Jaipur Building Project, India

Hi Kieran,

Can you find out what’s happening with the Jaipur project? News reports are saying the project
has stopped temporarily. Email the Project Manager and request an immediate update. Find out
about any delays. We’ve heard nothing here.
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Write an email to Bill Mathers, Project Manager, Jaipur:

explaining why you’re writing.

requesting an update.

asking for details about any delays.

inviting him and the chief engineer to join a video meeting tomorrow.

Write about 60—80 words.
Task 6

Situation
You are the Project Director for a large construction company which is responsible for several
building projects in Africa. You recently heard from one of the engineers that there are problems
with the project in Tanzania. You now need an immediate update on the office building project
there. The main issues seem to be:

e possibly missing the first deadline.

® 00 many extra costs.

e poor quality materials.

e not enough staff.

e several accidents on site.

Task

Write an email of between 150 and 200 words to the Project Manager in Tanzania, asking for a
project update, particularly with regard to each of the problems. Inform the manager that you are
visiting Kenya next week and would like a meeting in Nairobi.

Task 7
WY Retail
ORDER FORM
Order no: WY6678
Contact name: Jim Barnes
Catalogue Description Unit Price Quantity Total
Ref
LK453 table lamps £3.50 100 £350
JH265 dining sets £250.00 10 £2500
KL447 office chairs  £70.00 10 £700
Total £3550
Discount 10%
Total including discount £3195

Payment terms: 30 days
Delivery to: WY Retail, Central Warehouse
Date: Monday 6th October

Write an order confirmation letter to Jim Barnes of WY Retail:

explaining why you’re writing.

confirming the main details of the order.
enclosing new catalogue.

telling them what to do if they have any questions.
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Write about 60—-80 words.
Task 8

Situation
You work for a company that makes electrical switches. Your manager has asked you to check
that the products in the order below are in stock. Then write a letter of confirmation to Striling
Company.

Order form
Order no: SC134
Contact name: Gavin Mately, Purchasing Manager, Striling Company

Catalogue  Quantity Unit price
BNV 22 1000 €5.40
BNX 31 100 €10.00
BNZ02 500 €3.33

Delivery to: Striling Warehouse, Birmingham, UK
Delivery date: 20 November
Payment terms: 30 days

Task

Write a letter of between 150 and 200 words to the Purchasing Manager, confirming receipt of
their order and informing him that BNX31 is not in stock. Give a reason for the lack of stock and
suggest a new delivery date for the goods which are not in stock. Offer some kind of
compensation for the delay. Also send them a new catalogue.

You may invent suitable addresses.

Task 9
Read this email from your boss about a 3D printer your company bought.

Here are my comments on the CCPrint3D printer we bought last week after a client
recommended it.

Good points: fast; good quality machine; not expensive

Bad points: poor customer support

Could you post a review on their website, please?

Write a product review about the CCPrint3D printer:

saying why your company chose this printer.
giving details of good points.

describing negative points.

saying whether you recommend it or not.

Write about 60—80 words.

Task 10

Situation
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You work as a Marketing Assistant for a company which sells office furniture. You have been
asked to write a letter to all customers telling them about your new range of office desks, the
Hinmere range. The main features are:

e modern, functional, elegant — created as a result of customer feedback
e solid wood; natural, white or black — different sizes and height adjustable
e |ots of drawers you can lock, including a filing cabinet

e Dbuilt-in charger for electronic device cables — safe, more space for charging devices

Task

Write a letter of between 150 and 200 words to all your customers introducing the Hinmere
Range and describing the key features. In addition, offer them a 20% discount if they make an
order by the end of the month.

Task 11
Read this part of an email from your boss about security.

Mr Kensall is having a tour of our premises next week. Please email him and inform him of the
visitor guidelines before he arrives.

Please make sure you include the following: details of entry system, mobile phones not
permitted; in factory — protective footwear and clothing, warn about moving machinery and wet
floors. No photos and no samples to be taken out of building.

Write an email to Mr Kensall about his visit:

saying why you are emailing him.
telling him what to do on arrival.
explaining the factory rules.

saying what he is not allowed to do.

Write about 60—80 words
Task 12

Situation

You are the Production Manager of a large factory which manufactures steel components for the
automotive industry. There have been some minor accidents in the factory recently. In addition,
some personal things belonging to staff have gone missing. Consequently, you have just
introduced new safety and security instructions for all company visitors.

Task
Write a memo of between 150 and 200 words to all staff saying why it has been necessary to
introduce new visitor instructions. Inform staff of the new instructions, which include the
following:

e showing photo ID at reception and wearing visitor badges at all times.

e leaving phones / mobile devices at reception (no photos allowed).

e wearing protective clothing in the factory (say what).

e reminding them of factory risks.

Task 13
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Read part of this email from your boss.

Please write a letter to the General Manager of FGL Supplies. Thank him for their help last week
completing your order for the new product.
Don’t forget to mention how quickly they handled the situation, especially the extra shifts they
worked to get the packaging to you for the launch. You should also say a special ‘thank you’ to
the Production Manager for his help.
Write a thank-you letter to the General Manager:

° saying why you’re writing.
giving details of what they did.
saying who was most helpful.
promising to recommend them.

Write about 60-80 words.

Task 14

Situation

You are the Administration Manager of a multinational company and are responsible for
organising business travel for company staff. Last week two managers and a senior director were
in Singapore when their flight back was cancelled. The director needed to get back to the UK on
time for an important meeting. You contacted BARK Travel, who arranged the trip, informing
them of the situation. They sorted everything out and now you want to write a letter to thank
them.

Task
Werite a letter of between 150 and 200 words to BARK Travel saying why you are writing and
giving details of the help they gave. The information should include details of the travel
arrangements they organised:

e anew flight on the same day for the director

e private taxi pick-up at the airport for the

director

e hotel overnight for managers

e new flights on the next day for managers.
Confirm that you wish to continue to use them and that you have told other companies about
their excellent service.

You may invent suitable address

Task 15

Read this email from your manager about research into customer service.

Please can you prepare a report about the customer service problems we’ve had recently. I think
the main one is that staff do not answer the phone quickly enough. An additional problem is staff
being rude.

Write part of a short report. Write an introduction and a paragraph giving details:

) introduce the report.
° outline a key problem.
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° give details.
) give reasons.

Write about 60—80 words
Task 16

Situation

You are the HR Assistant Manager of a national company which sells gift products. Recently,
you have noticed that a number of younger staff you have employed are not staying long with the
company. The HR Director has asked you to investigate the reasons for this and think about ways
to improve the situation. Your HR Manager has asked for a summary of the report before you
give it to the Director.

Task

Write an email of between 150 and 200 words to the HR Manager giving him a summary of
your findings and recommendations. The two main problems for younger staff are slow IT
systems in the company; as a result, orders take longer to process and staff often have to stay
late. In addition, there are not enough opportunities for career development. Explain what effect
these problems are having on the staff, then outline recommendations.

Reading
Task 1

Read the article and choose the correct answer a, b or c.

How solar power is lighting up a continent
The renewable energy industry in Africa is seeing huge growth. Until recently the majority of

homes as well as many hospitals and schools in Africa did not have access to electricity, but
things are now beginning to change.

The problem has forced many African entrepreneurs, as well as large companies, to think outside
the box and come up with innovative projects. These range from things like solar lanterns and
radios to larger projects such as mobile kiosks providing solar charging facilities.

Despite the lack of easily accessible energy, it is not unusual to see people in rural communities
with mobile phones and other hi-tech gadgets that need charging. The mobile kiosk solves that
problem. Another area of development is solar panels and storage units, which can be installed in
individual homes. Now these gadgets can be charged regularly and families can use lighting
when it is dark.

Another successful innovation is pay-as-you-go renewable energy for villages which are far
away from the national electricity grid. Currently these households often use kerosene (a fuel oil)
for lighting and open fires for cooking, both of which can be inefficient and dangerous. For
example, families using kerosene lamps often suffer from sore eyes and headaches because of
the fumes from the burning oil.

Firewood has been used as a fuel in Africa for thousands of years and has contributed greatly to
the loss of forests across the continent, causing huge environmental problems such as poor soil.
Another interesting idea that one entrepreneur has developed is an office table which includes a
power bank, (a kind of battery) for mobile devices. It means that students or business people can
use their tablets or laptops for twenty-four hours without the need to recharge them.

Other ideas from around the world include solar-powered systems to change seawater into
drinking water and solar water irrigation systems for farmers to water their crops. So, as cooking
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fires and kerosene lamps disappear, Africa is lighting up more brightly and, at the same time,
benefiting from healthier living conditions.

1 In the first paragraph we learn that

a there is no power in African hospitals.
b over fifty percent of African homes have no electricity.
c the global energy industry is growing.

2 To solve the energy problem, entrepreneurs
a have to be more innovative.

b use portable lights for charging.

¢ use mobile charging kiosks.

3 What do you find in rural villages?

a power storage units in each home.

b a lot of solar-powered lighting.

¢ many mobile phones and electrical equipment.

4 What do we learn about kerosene?

a Most people use it for cooking.

b It can damage a person’s health.

¢ It is the most popular source of energy.

5 What does the article say about firewood?
a It is a useful source of energy.

b It helps to protect the soil.

¢ People have used it for a very long time.

6 The article says the office table
a charges mobile devices for a day.
b takes a whole day to re-charge.
¢ comes with built-in computers.

7 The last paragraph states that

a farmers will use seawater to water their crops.

b kerosene lamps are getting brighter.

¢ there is an innovation that makes seawater safe to drink

Task 2

Read the article and choose the correct answer a, b or c.

From small beginnings to world domination
It may surprise you to learn that small businesses across the world are driving the global

economy. Technology is of course a major reason for this. Without the internet, small companies
would not be able to access distant markets as easily as they now can.

Is this the only reason people are setting up their own businesses today? Although it’s a major
one, larger and more traditional companies are also using technology to replace employees, who
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are then forced to find other work. Equally, fewer people want to work for large corporations
these days. Instead, they are taking advantage of technological innovations on their own.

Many of today’s global brands began life in a garage. ICBelStyle.com is an example of how
technology can help people to start their own business in this way. Irene Coulter is the young
businesswoman who started the brand three years ago; initially, she was selling people’s
unwanted accessories online: bags, shoes, belts and jewellery. Her unusual taste and style
attracted many local people who asked if she had any more similar items.

Realising that there was a market here, Irene left her job and travelled the world for a few
months sourcing original designs and items. She then came back and turned her garage into a
stock room.

‘I had no idea what was going to happen,” she says. ‘I just enjoyed looking for the unusual and
people liked what I was selling. In the first three months, I’d covered my costs and was making a
good profit. I now specialise in hand-made goods from around the world and customised
accessories.’

Going global was not easy for Irene, who was pretty scared at first. She was so scared, in fact,
that she refused orders from other countries. Luckily, an accountant friend from university gave
her the confidence to sort out the financial and legal side of her business. She now has local
offices in America, Australia, India, China and Europe.

“The best piece of advice anyone gave me was to make sure that I scheduled thinking time into
my working day,” says Irene. “When you work for yourself, you work as hard as you can and end
up doing everything and feel guilty if you stop. So, for half an hour every day, you should take
time out to get an overview of the business and allow new ideas to take shape

1 In the first paragraph we learn

a that small businesses have a major problem.

b the success of global business is not surprising.

¢ how important small businesses are in the global economy.

2 People may set up their own business because

a they do not like working for large companies.

b traditional companies are slow to use technology.

¢ there are many opportunities to work for themselves.

3 How did Irene start ICBelSTyle.com?
a by making accessories in her garage

b by selling some unwanted items online
¢ by making jewellery for local people

4 What happened after her first sales?
a She built a garage to store her stock.
b She was asked to leave her job.

¢ She looked for new supplies.

5 What does she say about setting up the business?
a She knew what to expect.

b The first few months were profitable.

¢ It is unusual to be successful so quickly.

6 How did Irene feel about going global initially?
a She didn’t have the confidence.
b She was really excited.
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¢ It was not as difficult as she thought.

7 What was the best advice she got?
a Don’t do everything yourself.

b to plan every day carefully

¢ to make time for thinking

Task 3

Read the article and choose the correct answer a, b or c.

The wonders of technology

The speed with which technology has developed over the last ten years is truly amazing. It’s in
every home, in every distant corner of the world. In addition, it is no longer expensive or difficult
to communicate with someone on the other side of the world.

Digital health technology is one of the most exciting areas of innovation and 3D printing has had
a huge impact on this. Body parts can now be created, which can either be used in surgery or for
training. One Chinese doctor printed a copy of a tiny baby’s heart so that he could prepare for
a difficult operation. The operation was successful.

People who are unable to walk may soon be able to benefit from a small device which can be
implanted in their brain to help them walk. And for people needing new hands, there are now 3D
printed hands, which can move almost like the real thing.

Scientists are also using technology to find cures for diseases such as some cancers which have
been impossible to cure until now. And it is not just the scientists who are coming up with
solutions. Some determined parents of seriously ill children, who have tech or engineering skills,
are looking for solutions to their child’s medical problem. With access to so much relevant
information and technology, they are coming up with valuable ideas and even solutions
themselves.

Other technological innovations can be seen at international sports events. Sports technology in
clothing continues to be a consideration for improved performance. At the recent Olympics, we
saw some athletes wearing sleeves and leggings, sometimes only on one arm or leg. Some people
thought there were some kind of new fashion. Instead they were made of special material with
tiny spikes and hooks to reduce wind resistance and potentially help athletes run faster.

Although we gain many benefits from technology, there is always a downside with worldwide
interconnectivity. Our devices, if not securely protected, can be easily hacked into. Botnets (a
word made from robot and network) are large numbers of connected devices which can be used
to destroy company websites.

They can also be used to speed up the process of guessing a password in order to break into
online accounts. Criminals can rent time on botnets and use them to steal money or hack into
other systems.

1 In the first paragraph the writer states that

a some parts of the world lack vital technology.
b developments are different around the world.

¢ it’s cheap and easy to get in touch with anyone.

2 What do we learn about 3D printing in China?

a A doctor practised an operation on a 3D printed heart.
b Doctors use 3D printing during operations.

¢ 3D printed hearts have saved many lives.
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3 What does the writer say about brain implants?
a They could help people with brain injuries.

b They could help people who can’t walk.

¢ They can be used with 3D printed hands.

4 How can access to technology help seriously ill children?
a Parents can buy tech that helps their children get better.

b By using some tech devices, children may get better.

¢ Parents can find their own solution for their children.

5 What happened at the recent Olympics?

a Some athletes wore clothing that reduced the impact of wind.
b Leggings and sleeves were a new sports fashion.

¢ Athletes with leggings and sleeves ran faster.

6 What do we learn about botnets?

a They are small robots that protect a computer.
b They can be a danger to company websites.

¢ Companies use them to connect to devices.

7 What does the writer say about passwords?

a Password guessing is a popular crime.

b Botnets can be used to guess passwords.

¢ Renting time to guess passwords is very common

Task 4

Read the article and choose the correct answer a, b or c.

Digital technology: Does it really improve work?

The digital revolution took many older, well-established businesses by surprise. Unfortunately,
many of these companies still do not use digital systems which are suitable for them. Larger
organisations can often be much slower to react to change than smaller businesses and do not
adapt as quickly.

Due to this lack of vision, these companies have sometimes been slow to follow a new way of
doing business. As a result, they have had to watch new online shops eat into their market share.
Technological innovation has allowed many new online retailers to set up. Even individuals are
now able to sell their goods worldwide thanks to this technology.

However, when companies do allow technology to take over, the result is not always what was
expected. Colleagues no longer speak to each other face to face, but send hundreds of emails
instead. This has led to people feeling isolated and alone, and people working alone are more
likely to suffer from depression.

Digital communication systems help companies be more efficient, but managers need a good
strategy to ensure that their staff know how to make the best use of system updates. Therefore, it
is important that everyone is given training each time new software is introduced. Otherwise,
employees will get frustrated if they do not know how to use the system effectively.

Two decades ago experts encouraged businesses to aim for paperless offices. While technology
has made this possible, security is a big issue: every digital system that exists could be hacked
into or power cuts could make the system crash completely. People therefore keep paper copies
of important files in case these things happen.
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A large percentage of the current workforce is made up of millennials, the generation brought up
with digital technology. They expect the digital systems at work to function as quickly and
efficiently as their home systems and this often is not the case. Companies which do not have
up-to-date systems find that they are not attracting younger employees.

It is true that many companies have not chosen digital systems which are right for them.
However, experts now recognise that one size does not fit all, which is good news for businesses
who do not have extensive digital knowledge. They can now use consultants to advise them and
help them avoid making expensive mistakes.

1 What does the first paragraph say about large organisations?
a They led the digital revolution.

b They do not make changes quickly.

¢ Their vision has surprised some people.

2 According to paragraph 2, what has technological innovation led to?
a a large number of new companies failing

b large companies exporting more

¢ online shops increasing their market share

3 What might happen when technology takes over?
a Colleagues expect better communication.

b There are more face-to-face meetings.

¢ Staff might become depressed.

4 What does the article say about digital communication systems?
a They are rarely effective.

b They need to be used correctly.

¢ They train staff efficiently.

5 What does the article say about the paperless office?
a Important files are still kept in paper form.

b Hacking has made it impossible.

¢ Businesses are expected to have them.

6 What do we learn about millennials?

a They want good digital systems at work.
b They are not attracted to large companies.
¢ They prefer to work from home.

7 In the last paragraph we learn that experts

a can make expensive mistakes.

b know that companies have individual needs.
¢ do not always have the answers.

8 TEMM IIPE3EHTAIIINA

1. Transferable skills
2. Careers advice
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3. Networking

4. Sectors and industries

5. Dealing with interruptions
6. Voicemail messages
7.Project management

8. Large-scale projects

9. Business meetings

10. Online markets

11. Managing conversations.
12. Reaching agreement

13. Designing your brand

14. Managing information
15. Safety at work
16. Dealing with disagreement

17. Dealing with conflict

18. Customer service

19. Presenting ideas in public administration

20. Face to face communication

21. Workplace communication

22. Digital communication
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Routledge handbook of international statebuilding / ed. by D. Chandler, T. D. Sisk. London :
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[leBuenko P. O. OcobnuBocTi cenekiii sOmyHb. [lpakmuxym 3 6omanixu / pen.
0. C. Cawmiiinenko. Xepcon, 2018. C. 22—36.
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Hayionanvhoeo ecocnooapcmea : MoHorpadis / 3a pen. JI. M. Casuyk, A. B. Yepen. J{nimnpo,
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Cepia «@inonoeisay. 2018. T. 21, Ne 1. C. 121—130.

Konsuoga . 1., Hikitin C. B. OnepkanHs MOPUCTHX CKIOKPUCTATIYHUX MaTepiajiB 3
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2018 p. / Knacuu. nmpusar. yH-1. 3anopixoks, 2018. C. 19—23.
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1/02, GO3B 42/02, GOIN 23/04. Ne u 2019 07999 ; 3asBn. 12.07.2019 ; omy6u. 10.03.2020, Brox.
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JOIATOK 2

IIpuxnan ogpopmiieHHsSI TUTYJIBHOI CTOPIHKH Ta 3MiCTY KOHTPOJILHOI po60TH

MIHICTEPCTBO OCBITH I HAYKH YKPATHA
HAHNIOHAJIBHUU YHIBEPCUTET «OJECBKA ITOJITEXHIKA»

IHeTUTYT IMCTAHUIIHOT Ta 3204HOI OCBIiTH
Kadenpa nyomiuHoro ynpasiiHHg Ta aAMiHICTPyBaHHS

KonTtponbHa podoTa 3 qucuuiuiiig « TpeHiHr-Kype « AHIJIOMOBHA KOMYHIKaTHBHA
MIPAKTUKA»
3n00yBaya/3100yBauKy nepuioro (6akaaaBpChbKOro) piBHs BUIOT OCBITH
3204HOI (HOPMH HABYAHHS
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