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1. Onuc HAaBYAJBLHOI JUCIUILIIHHA

HailimenyBaHHS MOKa3HUKIB

XapaKTeprUCTHUKa HABYAIbHOL
JTUACITUTLIIHA

JeHHa opMa HaBYaHHS

Bun nucuuruniau

000B’s13K0OBa

MoBa BUKIaJaHHs, HaBYaHHS, OI[IHIOBAHHS aHTJIIMCHKA
3aranbHuil 00CAT KPEeIUTIB/TOIUH 6/180

Kypc 1 2
Cemectp 1 2 3 4
KinpkicTh 3MICTOBUX MOJIYJTIB 3 PO3TOJILIOM: 6

OOcsr KpenuTiB

1,5 1,5 1,5 1,5

OO6csr roauH, B TOMY YUCII:

45 45 45 45

AyauTopHi 22 20 22 20

MonyinbHUN KOHTPOJIh 2 4 2 4

CemecTpoBHil KOHTPOJIb - - 15 15

Camocriitna poboTa 21 21 6 6
dopma ceMecTpOBOr0 KOHTPOIIO eK3aMeH




2. MeTa Ta 3aBAaHHA HABYAJIbHOI JUCIHILIIHA

Mema: pO3BUTOK IHIIIOMOBHOI [isUIbHICHOI KOMIIETEHIlI Yy TOBCSKICHHUX,
3arajJbHUX JAUIOBHUX, 1 y ()aXOBUX CHUTyalllsiX; HaBUYAHHS IHIIOMOBHOI'O CIUIKYBaHHS,
YCBIZJOMJIEHHS CTYICHTOM B1JIHOCHMH MIX BJIACHOIO Ta 1HO3€EMHUMH KYJIbTYPaMH.

3aeo0anns: popmyBaHHS HEOOXIIHOI KOMYHIKATMBHOI CIIPOMOXHOCTI B YCHIN Ta
NUCBMOBI  (opMax B MeXax TEMAaTHKH, OKpPECIEHOI 3aBJaHHSAMHU Mal0yTHBOI
npodeciifiHoi  JIAIBHOCTI  CTYACHTAa; JOCSATHEHHS CTYJCHTOM pPIBHIB  MOBHOIL
KOMIIETEHIIi, 10 BIANOBIAAIOTh MDKHApOJHUM CTaHAapTaM, BHUKIAJEHUM Y
3arajJbHOEBPONEHCHKUX PEKOMEHJALIAX 3 MOBHOI OCBITH; (POPMyBaHHS HaBUYOK Ta
BMIHb AaBTOHOMHOIO HaBYaHHS, W0 mepeadadae (GopmMyBaHHS Yy CTyJIEHTa BJIacHOI
BIJIMOBIAAIBHOCTI 32 pe3yJbTaTH HABYAHHS IUJISXOM OpraHizallii HaB4aJabHOTO MPOIECY
CHLIBHO 3 BUKJIAJTaUYEM.

VY pe3ynbrari BUBYEHHS HABUaJbHOI JUCHUIUIIHM B CTYACHTIB MalOTh OyTH

c(hopMOBaHi Taki NpeIMETHI KOMIIETEHTHOCTI:

— 3HAHHA CHEIAIbHOI JIEKCUKH Ta TPaMaTHYHUX KOHCTPYKIIH JIJI1 TIOBHOTO
PO3YMIHHS 3MICTY TEKCTIB 32 MPO(ECITHUM CIIPIMYBaHHSIM;

— 3HaHHA JIGKCUYHOT'O MIHIMYMY PEriOHAJIbHUX Ta COI[IAIbHUX BIAHOCHH M1k
YKpaiHoro Ta KpaiHOO, MOBY SIKO1 BUBYAKOTh;

— BOJIOJIIHHS YCHOIO MOHOJIOTIYHOIO 1 JIaJIOTIYHOI0 MOBOK B MeXax
moOyTOBO1, CYCHIILHO-TIOIITUYHOT Ta ()ax0BOT TEMATUKH;

— BMIHHS CIpPUHAMATH MOBJICHHsI 1HIIOI OCOOM sIK TIpu Oe3mocepeTHbOMY
CIUIKYBaHHI, TaK 1 B 3aITHCY;

— 3HaHHS TEPMIHOJIOTII 3 MUTaHb MPOQPECIHHOT TISITBHOCTI,

— 3HaHHS CTAHJIAPTIB AUIOBHX ManepiB, pedepariB Ta aHOTAIIIH;

— 3HaHHA JIEKCHUKO-TPAMaTHYHOTO MIHIMYMY 3a0e3leueHHS Ta MOBHO-
KOMYHIKQTHBHOTO PiBHS MPOBEICHHS MIPE3CHTAITIN;

— yMmiHHA odopmiroBaTH (PIHAHCOBI JOKYMEHTH; CKJIafgaTH (iHAHCOBY
3BITHICTH aHTIIHCHKOK MOBOIO;

— 3JAaTHICTh 3HAXOJUTH ¥ OmNpalbOBYBaTH 1HPOPMAIII0 1HO3EMHOIO
MOBOIO;

— 3JaTHICTh aHANI3yBaTu Ta pedepyBatu (haxoBy iHPOPMAIIITO.



3. Pe3yjibTaTi HAaBYaHHA 32 TUCIHHILIIHOIO
VY pe3ynbTaTi BUBYEHHS HABYAIHHOT AUCIUIUIIHU CTYCHT:

BMI€ CKJIAJJaTH 1HO3EMHOIO MOBOIO JUIOBI JIUCTU 1 JOKYMEHTH 3 NHUTAaHb
npodeciiHOl qIAIbHOCTI;

3Ha€ 00CST JEKCUKU Ta TpaMaTHUKU 1HO3€MHOT MOBH, IO J1a€ MOXKJIUBICTh
3MIACHIOBATH  TpodeciiiHe CHUIKyBaHHA Ta OJIepKaTH HEOOXIIHY
npodeciiiny iHpopMallito 3 IHO3eMHUX BUIaHb;

po3yMi€ TOJIOBHI 17€i, 11eHTU(diKye 1HPOpMalilo Ta NpUiiMae y4yacTb B
00roBOpeHHsX, AcOaTax, opilifHUX eperoBopax, becigax ToIlo;

pO3yMi€  aBTEHTHYHI TEKCTH 3 MIJPYYHUKIB, Ta3eT, >KypHaiB,
Creliani3oBaHUX KYpHAIIB Ta [HTEpHET JKeper;

3MaTHUN pOOUTH MIATOTOBJIEHI 1HAMBIAYaIbHI Mpe3eHTalii Ha mpodeciitHi
TEMH,

3Hae alpeBiaTypu IHIIOMOBHUX (axoBUX TEpMiHIB Yy mpodeciitHo-
OpIEHTOBAHIN raity3i;

3Ha€ MOBJICHHEBHM €THKET CIUIKYBaHHS, MOBHI MOJeNl 3BepTaHHA,
BBIYJIMBOCTI, BHOQUCHHS, ITIOTOJ[PKCHHS;

pO3yMi€ TEKCTH 3arajbHO OCBITHBOT'O Ta MpOodeciiiHO-OpPIEHTOBAHOIO
XapakTepy Ta MOBJEHHS HOPMaJbHOTO TEMILy 3 TOJOCY BUKJIajaya 4d y
3BYKO3aIIUCY;

3HA€ 0COOJIMBOCTI J1ajoTy MPoQeCciifHO-OPIEHTOBAHOTO XapaKTepy.



4. CTpyKTypa HaBYAJIbHOI JUCHMUILTIHU

Kinekicts rogun

Ha3Bu 3MicTOBHUX MOAYIIIB 1 TEM

JneHHa Gopma

yCbOIO y TOMY 4YHuCIi
IPAKT. H]I. K c.p.
1 2 3 4 5 6
3microsnii moxyas 1. Odic. Office.
Tema 1. Kannensipceki ToBapu yist oQicy.
. . 6 2 4
Office supplies.
Tema 2. Kannenspcrke o0IaHaHHS.
. . 2 2
Office equipment.
Tema 3. Komn'toTepu Ta KOMILIEKTYIOYI.
. 6 2 4
Computers and accessories.
Tewma 4. Yactunu odicy. 2 5
Parts of the office.
Tewma 5. JIronu B odici. 5 9 3
People in the office.
Tema 6. [ludpu. Numbers. 2 2
Tewma 7. KinbKicHI TOKa3HUKH.
5 2 3
Sales numbers.
Tema 8. Buau Gisuecy. Types of business. 2 2
Tema 9. Buau po0it. Types of work. 5 2 3
Tewma 10. 3apo6iTHa 1u1aTa Ta MiILTH.
. 6 2 4
Pay and benefits.
Tewma 11. I'porri. Money. 2 2
MopynpHa KOHTpOJIbHA poboTa 1. 2 2
Pazom 3a 3micTroBum moaynem 1. 45 22 2 21
Pa3om 3a 1 cemecTp 45 22 2 21
3microBuii moays 2. Bukopucranus rpomeii. Using money.
Tema 1. BukopucTtanHs rporieii.
. 6 2 4
Using money.
Tema 2. baHKIBChKI paxXyHKH.
2 2
Bank accounts.
Tema 3. 3MiHU y BapTOCTI.
. 6 2 4
Changes in value.
Tewma 4. Bigninu. Departments. 2 2
Tema 5. KopriopaTtuBHe ynpaBiiHHS. 5 2 3
Corporate governance.
MonynbHa KOHTpOJIbHA poOoTa 2. 2 2
Pa3oM 3a 3micToBUM Mojynem 2. 23 10 2 11
3mictroBuii moayan 3. JlitoBe cmisikyBanusi. Business communication.
Tema 1. Po3moBa o Tenegony.
. . 2 2
Telephone interaction.
Tewma 2. ITepenncka. Correspondence. 6 2 4
Tema 3. Odiuiiine npeacTaBIeHHS.
. 5 2 3
Introductions.
Tema 4. Citcpka 6ecina. Small talk. 2 2




Kinekicts rogun
Ha3Bu 3MicTOBHX MOAYIIIB 1 TEM JeHHa popma
yCbOIO y TOMY 4YuCIi
IIPAKT. 1H]I. K c.p.
1 2 3 4 5 6
Tema 5. 3agadi npenCcTaBHUKIB.
. 5 2 3
Delegating tasks.
MopynpHa KOHTpOJIbHA poOoTa 3. 2 2
Pa3om 3a 3microBuM Moaynem 3. 22 10 2 10
Pa3om 3a 2 cemecTp 45 20 4 21
3microsmii moayan 4. MizkHapoauuii MmenemxmenT. International managemant.
Tema 1. Kontposb 1 naaHOBHM 00JTIK.
3 2 1
Control and follow up.
Tema 2. 3mina mianis. Changing plans. 2 2
Tema 3. 3BopoTHiii 38'130k. Feedback. 3 2 1
Tema 4. MoTuBariist mepcoHany. 2 2
Motivating staff.
Tema 5. Mepesxa. Networking. 3 2 1
Tema 6. MixxHapOIHI KITIEHTH.
. : 2 2
International clients.
Tema 7. bi3Hec B pi3HUX KyJIbTypax.
. A 3 2 1
Business in different cultures.
Tema 8. BnamryBaHHs Ha poOOTY. 3 9 1
Getting the job.
Tema 9. Haiim HOBHX CITIBPOOITHHUKIB. 5 5
Hiring new employees.
Tema 10. [TigBumenHs Ha Hocaml.
: 3 2 1
Promotions.
Tema 11. 3akiHueHHS CTPOKY.
. 2 2
Terminations.
MopynpHa KOHTpOJIbHA poOoTa 4. 2 2
Pazom 3a 3microBum Mo aynieMm 4. 30 22 2 6
Pa3om 3a 3 cemecTp 30 20 2 6
3micToBwmii moxyas 5. Podora. Job.
Tema 1. Kanengapse nianyBaHHs.
. 3 2 1
Scheduling.
Tema 2. Hapama. Meetings. 2 2
Tema 3. ITopsgok nennuit. Agenda. 3 2 1
Tema 4. IpesenTarris. Presentation. 3 2 1
Tewma 5. IIpoBeneHHs Ipe3eHTAI.
S . 2 2
Giving presentation.
MonynbHa KOHTpOJIbHA poOoTa 5. 2 2
Pazom 3a 3MiCTOBUM MOjyJeM 5. 15 10 2 3
3microBuii moayas 6. JlizepcTBO Ta B3aemois B rpynmi.
Leadership and group dynamics.
Tema 1. Po3nonin gacy.
) 3 2 1
Time management.
Tema 2. [Tin6ip komanu. Team building. 2 2
Tema 3. [Teperosopu. Negotiating. 3 2 1
Tema 4. ITomopox. Travelling. 2 2




Ha3Bu 3MicTOBHX MOAYIIIB 1 TEM

KinbkicTs roauu

JIeHHa Gopma

yCbOIO y TOMY 4HuCIi
IIPAKT. 1H]I. K c.p.
1 2 3 4 5 6
Tema 5. [IpaBuia i HOpMH B a€pOTIOPTY. 3 5 1
Airport rules and regulations.
MopynpHa KOHTpOJIbHA poOoTa 6. 2 2
Pasom 3a 3microBUM MOTyInieM 6. 15 10 2 3
Pa3om 3a 4 cemecTp 30 20 4 6
[TigroToBKa 10 MPOXOAKEHHS 30
KOHTPOJIBHHX 3aX0/IiB
Ycboro ronuH 180 84 12 4




5. [Iporpama HaBYAJIbHOI TUCUMILTIHU

3micmosuit modynw 1. Ogpic. Office.

Tema 1. Kanneasipceoski ToBapu s odicy. Office supplies.

Jlexcuxka: binder, envelope, highlighter, legal pad, marker, pen, stapler, staples, tape.
I'pamaTuka: imperative and present simple.

Tema 2. Kannensipcbke odnagnanns. Office equipment.

Jlekcuka: calculator, copier, cubicle, desk, fax machine, file cabinet, landline, shredder,
toner.
['pamatuka: present continuous.

Tema 3. Komn'totepu Ta kommiekTyodi. Computers and accessories.
Jlexcuka: computer, desktop, flash driver, keyboard, laptop, laser printer, monitor,
mouse, scanner.

['pamartuka: present continuous + always.

Tema 4. Yactunm odicy. Parts of the office.

Jlexcuka: break room, conference room, entrance, fire exit, lobby, open plan, reception
desk, restroom, waiting area.
I'pamatuka: present simple and continuous.

Tema 5. JTrwoau B odici. People in the office.

Jlekcuka: clerk, colleague, co-worker, employee, executive, intern, salesperson,
supervisor, accountant, administrative assistant, consultant, designer, HR representative,
IT specialist, janitor, owner, receptionist.

I'pamaTrka: state verbs.

Tema 6. Iludpu. Numbers.

Jlexcuka: add, and, comes to, divide by, equals, hundred, less, minus, multiple by, over,
plus, subtract, times.
I'pamaTrka: present perfect simple and continuous.

Tema 7. KinbkicHi mokasuuku. Sales numbers.

Jlexcuka: above, according to, below, first, highest, lowest, median, second, -th, third.
I'pamaTrka: using the present perfect in the news.

Tema 8. Buam 6iznecy. Types of business.

Jlekcuka: co-operative, corporation incorporated, LLC, non-profit organization,
partnership private, public, shareholder, sole proprietor.
['pamaTuka: past simple and continuous.

Tema 9. Buam pooit. Types of work.

Jlexcuka: consult, freelance, full time, opportunity, part time, per diem, permanent,
temporary, transition.
['pamatrka: BUKOPUCTAHHS MUHYJIUX YaciB y BBIWIMBHUX (popmax.

Tema 10. 3apo6iTHa niiaTa Ta miabru. Pay and benefits.

Jlexcuka: benefits, dental, health insurance, minimum wage, overtime, pay, retirement
plan, salary, stock options, vacation time.
['pamatuka: present perfect and the past.



Tema 11. I'pomri. Money.
Jlekcuka: bill, cash, change, coin, currency, deposit, face, petty cash, receipt,
withdrawal.
['pamatuka: BUKOPUCTaHHS TpUBAIMX (POPM JJisi BUPAKEHHS JOBIIKOBOI 1HPOpMaLi.

3micmosuit modynw 2. Bukopucmanns zpoweii. Using money.

Tema 1. Bukopucranns rpomreii. Using money.
Jlekcuka: charge, credit card, credit limit, debit card, direct deposit, invest, monitor,
purchase, save, spend, track.
I'pamatuika: past perfect simple and continuous.

Tema 2. bankiBcbki paxynkn. Bank accounts.
Jlexcuka: accrue, check, checking account, close, commercial bank, credit, interest,
open, overdraft, saving account, transfer.
FpaMaTI/IKa: BUPAXKCHHA HaMipy Ta KaJIrO.

Tema 3. 3minu y BapTocti. Changes in value.
Jlekcuka: bottom out, decline, decrease, expand, fluctuate, grow, increase, peak, shrink,
steady.
I'pamaTuka: used to, would, be used to & get used to.

Tema 4. Bigainu. Departments.
Jlexcuka: accounting, department, division, human resources, IT, marketing, payroll,
personnel, production, sales, training.
['pamaTrika: BupakeHHs MaiiOyTHIX aiit (be going to and present continuous).

Tema 5. KopnopaTuBHe ynpasJjinnsa. Corporate governance.
Jlexcuka: board of directors, CE, CFO, chairperson, COO, corporate governance, elect,
inside director, management, outside director, ownership, president, vice president.
I'pamaTrka: Bupakenns mainoytHix aiii (will, shall and the present tense).

3micmosuit modynw 3. /linose cninkysannsa. Business communication.

Tema 1. PosmoBa no tesaedony. Telephone interaction.
Jlekcuka: answer, call, connect, direct, extension, line, on hold, party, reach, transfer,
ASAP, call back, caller, leave, message, regarding, return, take, unavailable, urgent.
I'pamaTuka: CTpykTypa Mnpe3eHTalliid Ta BOPKIIOITIB.

Tema 2. Ilepenucka. Correspondence.
Jlekcuka: appropriate, business letter, cc, email, fax, formal, hard copy, informal,
interoffice, memo, outside, prompt.
I'pamatuka: future continuous and future perfect.

Tema 3. Odiuiiine npeacrasaenns. Introductions.
Jlekcuka: avoid, client, common interest, connection courtesy, introduction, job title,
mention, accupation, personal, relationship.
['pamaTrka: Bukopucranus the future continuous y BeiwuBux Gopmax.

Tema 4. Csirceka 0eciga. Small talk.
Jlekcuka: discuss, inquire, living, local, marital status, politics, recommendation,
refrain, religion, small talk, sport, topic.
I'pamaTuka: cnocoOu BUpakeHHSI MalOyTHIX JT1H.



Tema 5. 3apaui npeacraBuukib. Delegating tasks.
Jlexcuka: assign, be in charge of, be on, choose, delegate, responsible for, run, take care
of, take on, task.
['pamatuka: NOKa3HUKU MalOYTHBOTO Hacy.

3micmosuit  modyne 4. Mincnapoonuit  menedncmenm.  International
managemant.

Tema 1. Kontpoas i mnanouii 06Jik. Control and follow up.
Jlekcuka: check on, estimate, follow up on, get in touch, hear back from, previously,
progress, report, status, update.
FpaMaTI/IKaC MOI[aJIBHi I[iCCJ'IOBa JJIs1 BUPAXKCHHA MO}KJ'II/IBOCTi, MMpOXaHH:A, OO3BOJIY 1
MIPOIIO3HUIILi.

Tema 2. 3mina maniB. Changing plans.
Jlekcuka: cancel, change, go with, hold off on, instead, move up, Plan B, push back,
reschedule, sooner, unexpected.
I'pamaTuka: ekBiBaJIGHTH MOJIAJIbHUX JIECTIB.

Tema 3. 3BopoTHiii 3B's130k. Feedback.
Jlekcuka: clarify, comment, constructive criticism, enunciate, expand on, feedback,
mumble, redo, revise, strength, weakness, work.
['pamaTuka: MomaIbH1 A1€CIOBA JJI1 BUPKEHHS MTPOTIO3UIIIN Ta MOpa.

Tema 4. MoruBanis nepconany. Motivating staff.
Jlekcuka: appreciation, award, bonus, commission, contest, hard work, motivate, offer,
perk, reward, staff.
I'pamaTuka: cnocobu BUpakeHHs HeODIIIHHUX MPOTO3HUIIIH.

Tema 5. Mepe:xa. Networking.
Jlekcuka: approach, business card, business lunch, conference, contact information,
exchange, face-to-face, networking, referral, social gathering, social networking.
I'pamaTuka: MoalIbHI TIECTIOBA JJI1 BUPAXKEHHS HEOOX1THOCTI.

Tema 6. Misknapoani kiienru. International clients.
Jlekcuka: behavior, bow, cheek custom, firm, greet, handshake, international, kiss,
polite, social, cue, soft.
I'pamaTuka: cnocoOu BUpa)KCHHS HaKa3iB.

Tema 7. Biznec B pizHux kyabTypax. Business in different cultures.
Jlekcuka: address, by accident, culture, customary, expectation, foreign, gaffe, gesture,
host, manners, misunderstanding, nonverbal, offend, position, respectful, surname,
translator.
['pamatuka: MomanbpHI A1€CIOBA JUIsl BUPAKCHHSI TPUITYIIICHHS.

Tema 8. BramryBanns Ha podoty. Getting the job.
Jlekcuka: cover letter, degree, eduation, employment gap, experience, letter of
recommendation, objective, reference, skills, work history, applicant, candidate, dress,
interview, qualification, succinct, top choice.
['pamatrka: yMOBHI pedeHHS /ISl BAPAKEHHS TETIEPIITHIX 1 MAOyTHIX JTiid.

Tema 9. Haiim HoBux cniBpodiTHukiB. Hiring new employees.

Jlekcuka: advertise, branch, expand, from within, headhunter, hire, in-house, job listing,
post, recruit, referral,search, staffing agency, workforce.



I'pamatvka: yMOBH1 pedyeHHsS AJii BUPAXKEHHS HEpeaJbHUX M1 y TenepillHbOMY Ta
MUHYJIOMY 4aci.

Tema 10. ITlinBuinenHst Ha mocaai. Promotions.
Jlexcuka: corporate ladder, duty, excellent, head, income, promote, raise, recommend,
reliable, responsibility.
['pamatuka: yMOBHHI criociO.

Tema 11. 3akinuenHs crpoky. Terminations.
Jlexcuka: absenteeism, company policy, disciplinary, documented, dress code,
excessive, failure, late, let go of, punctuality, terminate, violation, work ethic, write up.
['pamatrka: yTBOpEHHS Ta BXKUBAHHS [TACUBHOTO CTaHY.

3micmosuii mooyns 5. Po6oma. Job.,
Tema 1. Kanennapue niaanyBanns. Scheduling.
Jlekcuka: annual, appointment, arrange, in advance, pencil in, postpon, review, RSVP,
schedule, send apologies, set up, weekly.
['pamatuka: BAKUBaHHA MACUBHUX (POPM Yy NIIJIOBOMY JTUCTYBaHHI.
Tema 2. Hapana. Meetings.
Jlexcuka: beforehand, bicker, cut off, etiquette, go over, interrupt, jargon, off topic, on
track, opinion, state, talk over, waste.
FpaMaTI/IKai MO,ZIaJII)Hi ,JIi(—ZCJ'IOB& 3 TIACUBHUMHA q)OpMaMI/I, JIi(—ZCJ'IOBO 3 ABOMa JOA4AaTKaMMH.
Tema 3. Ilopsinox nennmii. Agenda.
Jlekcuka: agenda, brainstorm, generate, idea, identify, item, key point, note-taker,
objective, point of view, submit, time, allotment.
I'pamaTuka: BUKOpUCTaHHS MOJAIBHUX JIECITIB 3 MAaCUBHUMH (hOPMaMHU Y 3BITaX.
Tema 4. IIpezenTanis. Presentation.
Jlekcuka: chart, copy, diagram, display, graph, handout, image, presentation, projector,
reserve, resize, slide, table.
I'pamaTuka: muTanbHI peUCHHS.
Tema 5. IIpoBenenns npesentanii. Giving presentation.
Jlekcuka: audience, body language, bore, eye contact, glance, memorize, move on,
outline, review, summarize, verbatium.
['pamaTuka: po3aiIoB1 MUTaHHS.

3micmosuit modyns 6. Jlioepcmeo ma 63aemodisn ¢ zpyni. Leadership and group
dynamics.

Tema 1. Po3moain wacy. Time management.
Jlexcuka: ahead of, behind, distraction, goal, interruption, keep track, lost time, make up
for, prioritize, reminder, schedule, task list.
I'pamaTuka: HenmpsiMa MOBa (TBEPAKEHHS Ta IHCTPYKIIIT).

Tema 2. ITin6ip xomanau. Team building.
Jlekcuka: chairperson, completer, coordinator, creative, implementer, monitor evaluator,
resourse, investigate, role, shaper, specialist, team, teamworker.
['pamaTrka: HeTmpsiMa MOBa (3aIUTaHHA).



Tema 3. Ileperosopu. Negotiating.

Jlexcuka: anticipate, back down, beneficial, close, compromise, conflicting,
confrontation, deal, hostile, interest, mutually, negotiate, trade-off.
['pamatuka: BBIWIMBI IPOXaHHS y AUTOBUX JIUCTAX.

Tema 4. Ilogopo:xk. Travelling.

Jlexcuka: accommodations, book, business class, check in, coach, fare, first class, flight,
itinerary, layover, reservation, seat assignment, ticket, upgrade.
['pamatuka: nepexigHi Al€caoBa.

Tema 5. IlpaBuaa i Hopmu B aeponopty. Airport rules and regulations.
Jlekcuka: baggage claim ticket, boarding pass, carry-on, check, customs, declare,
destination, flammable, identification, luggage, medication, passport, prohibited,
security, visa.

['pamatuka: mopiBHsUIbHE BXKUBaHHS 1HQIHITHBA Ta INQ-hopMmu.



6. KoHTpoJIb HABYAJIbHUX 10CATHEHb

6.1. Cucrema OniHIOBaHHSI HABYAJILHUX [IOCATHEHb CTYJACHTIB
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MakcuMalibHa KiIIbKICTh OaiiB;: 552

PospaxyHnox koedirienra: 9,2




KAPTA CAMOCTIMHOI POBOTH CTYJAEHTA

Tepmin
3MicTOBHiT MOTYJIb TA TEMH KYPCY Axajgemiunuii KoHTposib | Basm| BUKOHAHH;
(THKHI)
I CEMECTP
3micToBuii moayJs I.
O®IC. OFFICE.
Tema 1. Kannemnsipeski ToBapu st odicy. Office [paKTvyHe 3aHATTS,
supplies. (4 ron.) MOTYJIbHHI KOHTPOITH 5 I-II
Tema 3. Komn'torepu Ta komrurekryroai. Computers TTpaKTHdHe 3aHSTTS,
and accessories. (4 rox.) MOJTJTHHHUI KOHTPOTTb 5 n-1v
.. . . IpakTuyHe 3aHATTS,
Tema 5. JIrogau B odici. People in the office. (3 rox.) MOy TTbHHU KOHTPOI 5 V-VI
L I ,
Tema 7. KinbkicHi mokaszuuku. Sales numbers. (3 rox.) y oﬂgﬁ;;ism 5 VII-VIII
. IIpakTuyHe 3aHATTS,
Tema 9. Buau po6ir. Types of work. (3 rox.) - ——— 5 IX-X
Tema 10. 3apo06iTHa rurata Ta mimeru. Pay and benefits. IpakTryHe 3aHsITTS,
(4 ron.) MOJTYJIbHUM KOHTPOJIb S XI-XIi
Il CEMECTP
3microBuii moayas II.
BUKOPUCTAHHSA N'POHIEN. USING MONEY.
Tema 1. Bukopucranns rpomeit. Using money. ITpaKTH4HE 3aHATTS,
(4 rom.) MOZYJILHUI KOHTPOJIb S I-II
. . . TIpakTiune 3aHATTS,
Tema 3. 3minu y Baptocti. Changes in value. (4 rox.) S ——— 5 -1V
Tema 5. Kopnoparusne ynpasmiiaas. Corporate IpakTiyHe 3aHSTTS,
governance. (3 rox.) MOJIYJIBHH KOHTPOITE S V-VI
3micTroBuii moayan I11.
JAIJIOBE CIIIJVIKYBAHHSA. BUSINESS COMMUNICATION.
TIpakTrune 3aHATTS,
Tema 2. ITepenmcka. Correspondence. (4 rox.) MOJTY LM KOHTPOIT: 5 VII-VII
Tema 3. Odiuiiine npeacrasneHns. Introductions. IIpaKTHYHE 3aHATTS,
(3rox.) MOIYJIbHHI KOHTPOJIb S IX-X
Tema 5. 3anaui npencrapuukis. Delegating tasks. [IpaKTrYHe 3aHATTS,
(3rox.) MOAYJILHUM KOHTPOJIb S XI-X1
Paszom 3a pix: 42 200. Pasom: 60 oanie

111 CEMECTP

3micToBuii moxyas V.
MI)KHAPOJHUWI MEHEJIJKMEHT. INTERNATIONAL MANAGEMANT.

Tema 1. Konrtpous i mraHoBuii o6iik. Control and [IpakTHYHE 3aHATTS,

follow up. (1 rox.) MOTYJIbHHI KOHTPOIIb S5 I-I
o IIpaxkTrune 3aHATTS,

Tema 3. 3BopoTHiii 3B'130k. Feedback. (1 ros.) MOy THHIEH KOHTDOT 5 M-IV




IpakTuyHe 3aHATTS,

Tema 5. Mepexa. Networking. (1 rox.) —— 5 V-VI
Tema 7. bisHec B pi3HuX KynbTypax. Business in [IpaKTiyHe 3aHSTT,
different cultures. (1 rox.) MOJLy/IbHUI KOHTPOIb 5 ViI-Vill
Tewma 8. BnamtyBanus Ha poboty. Getting the job. ITpaKTudHe 3aHSTTS,
(1rom.) MOJTYJTbHUI KOHTPOJIb 5 IX-X
. . . [TpakTruHe 3aHAITTH,
Tema 10. ITixBumienns na nocani. Promotions. (1 rox.) Mo;;ﬂbmﬁ KOHTpOITH 5 X|-X]|
IV CEMECTP
3micToBuii MmoayJsb V.
POBOTA. JOB.
Tema 1. Kanennapue mianysanns. Scheduling. TpakTirase 3aHATTS,
(1 rox.) MOJLYJIbHHUI KOHTPOJIb 5 I-1I
. IpakTuyHe 3aHATTS,
Tewma 3. Iopsimok nennmii. Agenda. (1 rox.) MOJTy THHI KOHTDOTE 5 n-1v
. . [IpakTruHe 3aHATTS,
Tema 4. [pesenrartis. Presentation. (1 rox.) MOJTYJTHHHi KOHTPOITH 5 V-VI
3microBuii moayas VI.
JIIIEPCTBO TA B3AEMO/ISA B I'PVIIL.
LEADERSHIP AND GROUP DYNAMICS.
. . TIpakTrune 3aHATTS,
Tema 1. Posnozin wacy. Time management. (1 rox.) . 5 VII-VIII
TIpakTiune 3aHATTS,
Tema 3. ITeperosopu. Negotiating. (1 rox.) MOTYJIbHHI KOHTPOITH ) IX-X
. . TIpakTiune 3aHATTS,
Tewma 5. IlpaBuna 1 Hopmu B aeporiopTy. Airport rules MOJTJTBHRHA KOHTDOITE 5 XI-XII

and regulations. (1 roxu.)

Pazom 3a pix: 12 2o0.

Pazom: 60 oanie

Kpurepii oninku pe3yabTaTiB caMOCTiliHOI po00TH

VY mporieci BUKOHAHHS CaMOCTIMHOT poOOTH BHUKIIa1a4 OIIHIOE:

- pPIBEHb  3aCBOEHHS
CaMOCTIHE OTpaIlfOBaHHS;

CTYJIEHTOM HaBYaJbHOTO Marepiany,

BHUHCCCHOI'O Ha

— BMIHHS BUKOPHUCTOBYBAaTH TEOPETWYHI 3HAHHS MPH BUKOHAHHI MPAKTHYHHUX

3a1ad4;

— OOTpYHTOBaHICTh Ta JIOTIYHICTh BUKJIAJICHHS] CAMOCTIHHO BUBUEHOTO MaTepiaiy;

— IIOBHOTY PO3KPHUTTS TEMU;

— o opMIIEHHSI MaTepialliB 3T1IHO 3 BUCYHYTUMH BUMOTaMU;
— MaKCHMaJIbHA KUTHKICTh OaTiB 32 BUKOHAHY poOOTY — 9.




6.3. ®opmMu NpoBeACHHS MOAYJIbHOI0 KOHTPOJIIO TA KPUTEPil OIHIOBAHHSA

MoaynbHUII KOHTPOJIb MPOBOJUTHCS MUCBMOBO y (hopMmi TeCcTOBOi poOOTH, sKa
CKJIaJIa€ThCs 3 JIGKCHMKO-TpaMaTHYHHMX 3aBaaHp (vocabulary and grammar), mo
MaKCUMaJIbHO OIIHIOIOThCS y 100 OanmiB 1 mepeBOAUTHCA Yy 25-0allbHYy OIIIHKY 3a
JIOTIOMOT010 KoediiieHTa 4.

6.4. ®opmMu NpoBeICHHS CEMECTPOBOI0 KOHTPOJIIO TAa KPUTEPil ONIHIOBAHHSA
dopma MpOBEIEHH CEMECTPOBOTO KOHTPOIO — KOMOIHOBAHa.

Ex3amen cknanaerscsa 3 4 yactun (Reading, Vocabulary, Grammar, Speaking),
nepiri TpU 3 SKUX MPOBOJSATHCS MUCHMOBO Y (popMi TecTyBaHHS, YETBEpTa € YCHOIO i
nependavae BUCIOBIIOBAHHS BIAMOBITHO IO MOJAaHOT KOMYHIKATHBHOI CUTYAITi.

MakcuMarnbHa KUTbKICTh OaliB: 3a MUChbMOBY yacTuHy — 30 6aiiB, 3a ycHy — 10
OautiB.

Kpurepii ouiHrOBaHHS:

I — Reading (mepeBipka po3ymiHHs TeKCTiB) — 70 10 OaniB (2 6anu 3a KOKHY MPABHIbHY

BIJITIOBI/Ib);

I — Vocabulary (Boioainus nekcukor) — g0 10 6aniB (0,5 OajiB 3a KOXKHY MpPaBUIbHY
BIJITIOBI/Ib);

I — Grammar (ymiHHS TpaMaTUYHO TPABHIBHO OQOPMIIIOBATH MOBJIEHHEBI
BUCJIOBIIIOBaHH:) — /10 10 6aiiB (0,5 6aniB 3a KOXKHY MPAaBUIIbHY BIAOBIAB);

IV — Speaking:

— 3MICTOBE HAIIOBHEHHS — J10 2 0aJiB;

— BHMOBa — J10 2 0aJiB;

— JIEKCUKO-TpamMaTudHe ohopMiIeHHs — 110 2 0aliB;
— CTPYKTypa BHCIIOBIIOBAHHS — JI0 2 OaliB;

— 1HTepaKTHBHA B3aeMOJIis — 710 2 OaJiB.

6.5. OpieHTOBHUII MepeJIiKk MUTAHD AJIl CEMECTPOBOI0 KOHTPOJIIO

1. What are some situations where negotiations are necessary? What are some
strategies for successful negotiation?

2. What are some types of business? Why is it important to understand different
business types?

3. What are some types of people who make up a successful team? What are some
ways to improve a team's productivity?

4. What can managers do to ensure that a meeting is successful? What are some key
roles at a meeting?

5. Why are telephone operations important to many businesses? What are some
common things employees say when answering company phones?

6. What reasons might people have for leaving telephone messages at a business?
What are some important things to remember when taking a telephone message?



7. Why is delegating tasks an important part of a manager's job? What factors might
a manager consider when delegating tasks?

8. What are some common types of business correspondence? What tone is
appropriate for different kinds of correspondence?

9. What happens after a successful job interview? What questions might you ask
before you accept a job offer?

10.What documents should you send when applying for a job? What information is
typically included on a resume?

11.What does it mean to be promoted, and how does it usually happen? What are
some advantages and disadvantages of receiving a promotion?

12.What are some reasons for being fired from a job? What can a person do to limit
the chance of being fired?

13.Why is time management important? How can you minimize distractions at
work?

14.What documents do you need when travelling? What things are not allowed on an
airplane?

15.What are some situations where negotiations are necessary? What are some
strategies for successful negotiation?

16.What are some types of people who make up successful team? What are some
ways to improve a team's productivity?

17.What is the importance of body language in presentation? How might acceptable
body language vary from country to country?

18.What are some items that might be discussed in a management meeting?

19.What are some common schedules? What tools can be used to make and
distribute schedules?

20.How can difference between cultures affect business interactions?

6.6. IlIkaja BiAMOBIiAHOCTI OLIIHOK

. Omninka 3a
PeiliTunrona .
. CT00AJILHOIO 3HaYeHHA OLIHKH
OLliHKA
IIKAJIOIO0
A 90 - 100 Bigminao
B 82-89 Hyxe nobpe
C 75-81 Job6pe
D 69-74 3a10BUILHO
E 60-68 JloctaTHBO
EX 35-59 He3amoB1IbHO 3 MOKIIUBICTIO
MMOBTOPHOT'O CKJIQJIaHHS
£ 1-34 He3amnoBiibHO 3 000B’ I3KOBUM
MTOBTOPHUM BHBYCHHSM KypCy




/. HapyajibHO-MeTOAU4YHA KapTa AucuuILIiHg «[Ho3eMHa MoBa 3a npodeciiHum
CHPSIMYBAHHSIM))
Pazom: 180 roa., npaktuuni 3auatTs — 84 roj., camocTiitHa podota — 54 roj,.,
M1ICYMKOBUI KOHTPOJIb — 12 rof1., cemecTpoBUid KOHTPOoJIb — 30 roz.
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