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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM roy Ha 3aceqaHuu Kadeapsl JIMHIBUCTUKHU M ITEPEBO/IA

[Ipotokom o 20 r. Ne
3aB. kadenpoii T.B. Akamea

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa U 0100peHa s peanusanuu B 2024 - 2025
yueOHOM rofy Ha 3aceqaHnu Kadeapsl JIMHIBUCTUKYU H MIEPEBOIA

IIpotokom ot 20 1. Ne
3aB. kadeapoii T.B. AkaieBa

Pabouas nporpamma nepecmotpeHa, o0cyxieHa u ogoopena s peanuszanuu B 2025 - 2026
y4eOHOM rofy Ha 3aceqaHnu Kadeapsl JIMHIBUCTUKHU U MIEPEBOIA

[Iporokon ot 20 1. Ne
3aB. kadenpoii T.B. AkaieBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamsanuu B 2026 - 2027
y4eOHOM rojy Ha 3acenaHuu Kadeapsl JIMHIBUCTUKYU M ITEPEBO/IA

IIpotokom ot 20 1. Ne
3aB. kadeapoii T.B. Akamea




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

Henbto ocBoenuss AucUUITUHBI «VHOCTpaHHBIA S3bIK B MPO(ECCHOHATHLHOM
KOMMYHUKAIIUW» SIBJISIETCS: MOBBIIICHHE MCXOJHOTO YPOBHS BJIaJICHUS MHOCTPAHHBIM SI3BIKOM,
JIOCTUTHYTOTO Ha MPEAbIAYIIECH CTYIIEHU 00yUeHHUS,;

(dhopMUpOBaHHE Y 00YUAIOIINXCSI CIOCOOHOCTH OCYIIECTBIATH I€JI0OBYI0O KOMMYHHUKAITUIO
B YCTHOM W MHChbMEHHOW (opmMax Ha TrocyaapcTBeHHOM s3bike Poccuiickoii denepanuu u
HHOCTPaHHOM(BIX ) SA3bIKe(aX)

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI NporpaMMal

JucuuruimHa MHOCTpaHHBIA S3bIK B MPO(ECCHOHATBHOW JEATEIIbHOCTH BXOJIUT B
00s13aTelIbyI0 4acTh y4€OHOTr0 IIaHa 00pa30BaTEIbHON MPOrPaMMBI.

Jns  u3ydeHUs  JUCHUIUIMHBL ~ HEOOXOAMMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUINH/ IPAKTUK:

WNHocTpaHHBIN SA3BIK

3nanus (YMEHHs, BIAJICHUS), TOJyYCHHbIE NMPH M3yYCHUU TAHHON NUCIMILIMHBI OyIyT
HEO0XO0AUMBI JUIsl U3yUSHUS IUCHUILINH/TIPAKTHK:

WNHocTpaHHBIN A3bIK. AKaIEMUYECKOE TUCHMO

3 Komnerenuun ody4aromierocs, (popMupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILINHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00yUeHu s

B  pesymbrate ocBOoeHHMs aucUUIUIMHBL  (Monyns)  «MHOCTpaHHBIM  A3BIK B
npopeCCUOHATBHON  JIeATENbHOCTH»  O0ydJarolluicss JOo/bKeH oOsafaTh  CielyHoIUMU
KOMIETEHIUSIMU:

Kon nanukaTopa WNHnukaTop TOCTHKEHUS KOMIIETCHITUN

YK-4 Cnoco0GeH oCylecTBISTh JeI0OBYI0 KOMMYHHUKAIUIO B YCTHOW M MUCbMEHHOW (opMax Ha
rOCYIapCTBEHHOM si3bIKe Poccuiickoit deaepariiy 1 HHOCTPaHHOM(BIX ) sI3bIKe(ax)

YK-4.1 BeiOupaer cTuiib 0OLIEHHS HAa PYCCKOM SI3bIKE B 3aBHCUMOCTH OT LIETH U
YCIIOBUH MAapTHEPCTBA; aJalTUPYET peub U CTUIb OOLIEHUS K CUTYyalUsM
B3aMMOJECHCTBHS

VK-4.2 Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BIKaxX C Y4ETOM
OCOOEHHOCTEN CTUIUCTUKH OQPHUIIMATBHBIX IMHCEM U COIMOKYJIBTYPHBIX
pa3zaugIum

VK-4.3 Boimonuser s NMYHBIX 0 Leded  mepeBoA  OPHUIMANBHBIX U
MpOoPECCHOHANBHBIX TEKCTOB C HMHOCTPAHHOTO S3bIKA HAa PYCCKUH, C
PYCCKOTO SI3bIKa Ha HHOCTPAHHBIN

VYK-4.4 [Ty6nu4HO BBICTYHAEeT HAa PYCCKOM f3BIKE, CTPOUT CBOE€ BBICTYIUIEHHE C
YUETOM ayJIMTOPUU U 1IeJIU 00IIEeHus
YK-4.5 YCTHO mpeacTaBiseT pe3yiabTaThl CBOEH IEATEIBHOCTH HAa MHOCTPAaHHOM

A3BIKC, MOXKET NOJACPXKATDb pa3roBOp B XO0A€ NX O6CY)KI[CHI/I$I




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIX enuHull 144 akaa. 4acoB, B TOM

qyuce:

— KOHTaKkTHas padorta — 70,2 akaj. 4acoB:
—aymutopHas — 70 akaj. 4acos;

— BHeaynuTopHas — 0,2 akaJl. 4acoB;

— caMocCTosTeNbHAs paboTa — 73,8 aka. 4yacos;

— B hopMe npakTuyeckoit moaroroBku — 0 akaj. yac;

®dopma aTTeCcTalMu - 3a4ET

AynutopHast ) s
o | KoHTaKTHAA pabora E 3 dopma TeKyIIEro
=
= B aKaJl. 4acax 5 Bung KOHTPOJIS
Paznen/ tema 3 (B axaj. uacax) £ B . P Kon
S 3 ©| caMOCTOSITENBHOH | yCIIeBaeMOCTH U
JUCLUTUTAHBI 5 [ . | xoMneTeH K
O 2 £ paboThI MIPOMEKYTOUHOH
na0. | mpakt. | 3 3
Tlex. Z'g aTTecTaluuu
3aH. 3aH. |Q &
1. 1. Cdepa Oynyei
npodecCHOHATLHON
JIeSITeIIbHOCTH
1.1 Pa3ButHe yMeHUU W
Y ITogroroska VK-4.1, YK-
HaBBIKOB chMa o
MUCEMEHHOTO ITpoBepka 4.2, YK-4.3,
teme:«Mcropust  pasButus 8 10
MOHOJIOTHYECKOTO | mucbMeHHbIX pador| YK-4.4, VK-
npodeccuu u
o BBICKAa3bIBaHUSA 4.5
po¢ecCHOHATEHON
1.2 Pa3BuTHEe  HaBBIKOB
YTEHHUSI TEKCTOB II0 TEME. VK-4.1, VK-
OTBeTHI Ha o
«CoBpeMeHHbIE 6 6 BOIDOCHL 10 Br1bopouHblit 4.2, YK-4.3,
TEXHOJIOTUH u p ompoc VK-4.4, YK-
TEKCTY
MEPCIEKTUBBI pa3BUTHSA 45
npodeccuu u
1.3 Pasurue HaBbiKOB| 6
TOBOPEHUS IO TEeME « YK-4.1, VK-
Mu E))BLIe BEIyIINE 12 10 Hozrotosia YcTHBIi onpoc 4.2, VK-4.3,
P ¥ Mpe3eHTAINN P VK-4.4, YK-
KOMITaHUH 45
npodeccnoHaIbHON )
1.4 PasButue ymeHHH U
HaBBIKOB OTIepUPOBaHHS
pPHp Boimonnenue ITposepka YK-4.1, VK-
OCHOBHBIMHU .
YIpaXHSHHH 110 BBINOJHEHUS 4.2, YK-4.3,
rpaMMaTHYeCKUMH 10 10
rpaMMaTHKe rpammaruueckux | YK-4.4, VK-
SBJIICHUSAMH, XapaKTEPHBIMU N
N H3y4aeMoTo A3bIKa YIpaXHEHUH 4.5
VTSt npodeccnoHanbHON
peun. Kareropust «3amory
Wroro no pazneny 36 36
2. 2.Mos Oynymas kapsepa
2.1 PasBuTHEe YyMEHUH U
HaBBIKOB YTCHUS, IHChMa
’ YK-4.1, VK-
1o teme«OCHOBHBIE c(epbl YreHue TeKcTa U N
. Bri6opounsrit 4.2, YK-4.3,
MIPUMEHEHUS Moeii| 6 4 8 OTBETHI Ha
oTpoc VK-4.4, VK-
cnenuanbHocTH.  OxpaHa BOIIPOCHI 45
TpyAa u pabodee MeCTo '
CHELMAIUCTAY




2.2 Pa3BuTHe  HAaBBIKOB

VK-4.1, VK-
TOBOPEHHUS IToaroroska
. 4.2, VK-4.3,
«IIpotdheccronanbHbIC 4 10 | moHOMOTHYECKOTO |  YCTHBII omnpoc VK44 VK
KOMIICTCHI[AH Oyayiero BBEICKA3bIBAHUS 4 5‘
CIICIIUATTICTA» )
2.3 Pa3BuTHe  HAaBBIKOB CocrapicHie
1chLMa o TEME SASBIICHIS O VK-4.1, VK-
«YcrpoiictBO Ha padory. Br160pouHsbIif 4.2, YK-4.3,
4 10 |mpueme Ha paboty
ITpoxoxaenue orpoc YK-4.4, YK-
CocraBiieHHe
cobecenoBanms.  JlenoBas 4.5
HUHTEPBBIO.
ITHKA»
Hroro no pasaeny 12 28
3. 3. OCHOBBI
npodecCHoHaIBHON
KOMMYHHKAIIUH
3.1 Pa3Burue HaBBIKOB CocraBiieHre VK-4.1, VK-
[IpoBepka
nepeBoja TEPMHUHOJIOTHYECK 4.2, YK-4.3,
. 4 8 MMMCbMEHHBIX
npodecCHoOHAIBHON Oro CJI0Baps MO N YK-4.4, VK-
3aaHuI
JIEKCUKH CIIEIHATbHOCTH. 4.5
3.2 Pa3Burve  HaBBIKOB
Urenue u ITposepka YK-4.1, VK-
YTEHUS U MEPEeBO/ia TEKCTOB .
MUCHEMEHHBIN BBINOJIHEHUS 4.2, YK-4.3,
o CITEIHAIbHOCTH i 4 6
CHOBOI NepeBO/ TEKCTa IO MUCbMEHHBIX VK-4.4, VK-
. CIIENUAIBLHOCTH. |JIOMAIIHUX 3aJaHUN 4.5
KOPPECIOHACHIIHH.
CocraBreHue
MMACLMEHHBIX
aHHOTAlUU
3.3 PasBurue HaBBIKOB TEKCTOB VK-4.1, VK-
nucbMa. AHHOTHPOBaHHE U 4 6 npodeccuoHaIbH Br160pounsbIif 4.2, VK-4.3,
pedeprpoBaHUe TEKCTOB 1O oit ompoc. VK-4.4, VK-
CHEINATBHOCTH. HaIpPaBJIEHHOCTH. 4.5
Pedepuponanue
TEKCTOB TI0
CITENUAIBLHOCTH.
HWroro no pazaeny 12 20
HWroro 3a cemectp 60 84 3au€r
Wrtoro no aucuuiiinHe 60 84 3a4eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B cootBerctBun ¢ tpeboBanusmu OPI'OC BO mo peanuzanuu KOMIETEHTHOCTHOT'O
MOJIX0J[a TIporpamMMa TUCHUIUTHHBI «ITHOCTpaHHBIN S3BIK MPO(ECCHOHATLHON KOMMYHUKAIIUN))
peycCMaTpUBAaeT:

— UCTOJIb30BaHUE B YIEOHOM TPOIECCE AKTUBHBIX U MHTEPAKTHBHBIX ()OPM MPOBEICHUS
3aHATUN C 1ENb0 GOPMUPOBAHMS U PA3BUTHUS MHOA3BIYHOW KOMMYHUKATHBHON KOMIIETEHIIUU
00yJaromuxcs;

— Huchnojb3oBaHue aynuo- U BugeomarepuanoB, MHTEPHET - pecypcoB Ha
MPaKTUYECKUX 3aHATUSIX;

— UCIOJIb30BaHUE 3JIEKTPOHHBIX 00pPa30BaTEJIbHBIX PECYpPCOB MO TEMaM MPAKTHYECKHX
3aHATHUH;

— [IOMCK U U3yYEHHE MEAUIHBIX TEKCTOB M0 0003HAUYEHHOU MPOOIIeMaTHKE;

— WCIOJB30BAaHUE Pa3HBIX (HOPM BHEAYIUTOPHOW pabOTHI: ydacTHE B CTYIACHUCCKHX
HAyYHBIX KOH(EpEeHINAX, KOHKYpCcaxX U OIMMITUAAX.

JI1st TOCTH>KEHUS TUTAHUPYEMBIX PE3yJIbTaToB 00y4eHus, B Kypce «IHOCTpaHHBIN SI3bIK B
npodecCuOHANBHOM AESITeILHOCT» UCTIONIB3YIOTCS CIeAyIolIe 00pa3oBaTebHbIC TEXHOIOTHHU:

1. NndopmannoHHO-pa3BUBAIOIINE TEXHOJIOTHH, HAMPaBICHHBIE Ha (HOPMHUPOBAHHE
CUCTEMBbI 3HaHHI U CBOOOHOE ONIEPUPOBAHIE UMHU.

Hcnonp3yeTcss KOMMYHHKATUBHO - KOTHUTHUBHBIA METOJ, CAMOCTOSITEIbHOE M3yUYCHUE
JUTEepaTyphl, MPUMEHEHUE HOBBIX HH(GOPMAIMOHHBIX TEXHOJOTHHA I CaMOCTOSITENILHOTO
MOTIOJIHEHUSI 3HAHWM, BKJIIOYAas MCIOJIB30BAHUE TEXHUYECKUX M IJICKTPOHHBIX CPEACTB
uHpopmanuu.

2. JlesaTenbHOCTHBIE, TPAKTUKO-OPUEHTHUPOBAHHBIC TEXHOJIOTHH, HAIPABJICHHBIC Ha
dbopMupoBaHHe CHCTEMbl MNPOPECCUOHAIBHBIX MPAKTHUECKUX YMEHHH U HaBBIKOB IMPH
BBITIOJIHEHUH 3aJIaHUM, MPOBEJICHUU DKCIEPUMEHTAIBHBIX MCCIEIOBAaHUM, O00ECIICUMBAIONINX
BO3MO>XHOCTh KQU€CTBEHHO BBIMOIHSITH MPO(GECCHOHATBHYIO AESITETbHOCTb.

3. PasBuBaromme mPOOJIEMHO-OPUCHTUPOBAHHBIC TEXHOJIOTHH, HAlpaBJICHHBIC Ha
dbopMHpOBaHHE W Ppa3BUTHE MPOOJIEMHOTO MBIIIJIEHUS, MBICIUTEIFHON aKTHBHOCTH,
CIIOCOOHOCTH BUAECTh U (POPMYIHPOBATH MPOOJIEMBI, BHIOMPATh CIIOCOOBI U CPENCTBA I UX
pemenusi. HMcmonb3yeTcss KOJJIGKTUBHAs JESATEIBHOCTH B TPYIIAx TMPU  BHIIOJHEHUH
MPAKTUYECKUX 3aJJaHHi, peleHue 3a7a4d B YCIOBHBIX CUTYAIIUSIX JIEI0BOM U podeccruoHalbHOM
KOMMYHHUKAITUH.

4. JIN4HOCTHO-OPUEHTHPOBAHHBIE TEXHOJIOTUU OOyUYEHUS, YUUTHIBAIOLIUE Pa3TUYHBIC
CIOCOOHOCTH 00yYaeMbIX, CO3/TaHNe HEOOXOIUMBIX YCIOBHM JJIsl pA3BUTHUS MX UHIUBUTYATbHBIX
HABBIKOB, Pa3BUTUE aKTUBHOCTHU JIMYHOCTH B yueOHOM Mpo1iecce. JINYHOCTHO-OpHUEHTHPOBAHHbIE
TEXHOJIOTHH OOYUYCHHS PEATH3YIOTCS B PE3YIbTaTe WHIUBUIYAIBHOTO OOIIEHUS MPEToaBaTess
U CTyJIEHTa Ha Mpe3eHTAIHsIX COOOIICHUI U JOKIIAJ0B, MUCHbMEHHBIX Pa0OT U MPHU BBHITTOIHEHUU
JIOMAITHUX UHANBUIYaTbHBIX 33/ IaHUMN.

6 YueOHO-MeTOAUYECKOE 00eciedeHUEe CAMOCTOSITeJIbHOI PadoThl 00y4aroIMXCcst
[Ipencrasneno B mpuioxxkenuu 1.

7 OueHOYHBIE CPeACTBA AJIsl IPOBeeHH s POMEKYTOUHOI aTTecCTAMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHUHBI (MOTYJIs1)
a) OcHoBHas1 IMTEpaTypa:
AHTIMICKHH SI3BIK

1.3epkuna, H. H. Englishforprofessionalpurposes: npakrukym / H. H. 3epkumna, O. B.



Kucens ; MI'TY. - Maruautoropck: MI'TY, 2018. - 1 anekrpon.ont. auck (CD-ROM). - 3arm. ¢
TUTYJL.OKpAHA. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad7name 3531.pdf&show=dcatalogues/1/1515
176/3531.pdf&view=true (mara o6pamenus: 04.10.2019). - Makpoobbekr. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynHsl Takke Ha CD-ROM.

2. Kucenn, O. B. ScienceandEngineeringasaProfession : yue6Hoe mocobue [ais By308] /
O. B. Kucens, E. A. Jlomakuna, A. B. byroBa ; MarHuToropckuii roc. TEXHU4eCKui yH-T uM. .
N. Hocopa. - Marnutoropck : MI'TY um. I'. . HocoBa, 2019. - 1 CD-ROM. - 3arx. ¢
TUTYJ.3KpaHa. - URL :

https://magtu.informsystema.ru/uploader/fileUpload?name=3861.pdf&show=dcatalogues
/1/1530476/3861.pdf&view=true(mara obpamienus: 25.10.2019). - Makpooobekr. - Tekcr :
3JIEKTPOHHBIN. - CBeieHust 1ocTyHbI Takke Ha CD-ROM.

3.IMonskosa, JI. C. OCHOBBI TEXHUYECKOTO TIEPEBO/Ia: YUeOHO-METOAn4YecKoe nocoodue /
JI. C. Ilonskoga, 1O. B. Oxakosa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 1 3nekTpoH.onT.
muck  (CD-ROM). - 3Barn. ¢ turynokpana. - Teker adnin, pyc. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3409.pdf&show=dcatalogues/1/1139
722/3409.pdf&view=true (mara ooOpamenus: 04.10.2019). - MakpooObekr. - Tekct
anekTpoHHBIN. - ISBN 978-5-9967-1044-7. - CBenenus noctynusl Takke Ha CD-ROM.

Hewmerkuii si361k

1. Autpomoma, JI. U. Ilpaktukym mo HeMenkomy s3bIKy "MHOCTpaHHBII $3bIK B
npodeccroHa bHOM JesTenbHOCTH" (1 OakalaBpoB, crienuanucToB, Marucrpantos) / JI. U.
AmnTpornoBa, O. H. AdanaceeBa; MI'TY. - MarHHToropCK :MI'TY, 2017. - 1 51eKTpOH.ONT. TUCK
(CD-ROM). URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’)name 3140.pdf&show=dcatalogues/1/1136
432/3140.pdf&view=true (mara ooOpamenus 04.10.2019). - MakpooObekT. - Teker
JJIEKTPOHHBIN.

2. Nlyockux, A. 1. DEUTSCHE GRAMMATIK [OnektpoHHBId pecype] : ydeOHOE
nocodue / MI'TY. - Maruutuoropck: MI'TY, 2018. - 1 snekrpon.ont. auck (CD-ROM). - Tekcr
pyc., HEM. - Jost: 230V U. - ISBN 978-5-9967-1104-8

-https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/151
4253/3442 pdf&view=true

OpaHIy3CKUHN A3BIK

1. 3anaBuna, T. FO. ®@paniy3ckuil s3b1k 11 npodeccuonanbhbix nene. Y. 1 : yuebHoe
nocobue [anst By3oB] / T. 10. 3anaBuna ; MarHuToropckuii roc. TexHudeckuii yH-T um. [. U.
Hocoga. - Maruutoropck : MI'TY um. I'. . HocoBa, 2014. - 1 CD-ROM. - 3aru. ¢ Tutys.3kpaHa.
-URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3860.pdf&show=dcatalogues
/1/1530475/3860.pdf&view=true (mara oOpamenus: 25.10.2019). - MakpooObekT. - TekcT :
AJIEKTPOHHBIH. - CBeleHus 1ocTynHbI Takke Ha CD-ROM.

2. 3anaBuHa, T. 0. ®panumsa. Crpana. Jlromm Y. 1. yueOnoe mocodue / MI'TY. -
Marautoropck:
MI'TV,2017.https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatal
0aues/1/1136492/3158.ndf&view=true(nara o6namenns 04.10.2019). — MaknooOnexT.

0) lonoJiHMTE IbLHASA JIATEpaTypa:
AHTIMACKHH SI3BIK

1. IonsixoBa, JI. C.JIekcuko-rpaMMaTHYECKUE TPYAHOCTH TEXHHYECKOTO IEPEBOA C



AHIJIMACKOTO 53bIKa HAa pPycCKuil: ydeOHO-Meroamdeckoe mocobue / JI. C. Ilomskosa, 1O. B.
IOxaxoBa; MI'TY. - Marautoropck: MI'TVY, 2017. - 1 snekrpon.ont. auck (CD-ROM). - ISBN
978-5-9967-1045-4. -
URL:https://magtu.informsystema.ru/uploader/fileUpload?name=3408.pdf&show=dcatalogues/1
/1139716/3408.pdf&view=true (mata oOpamenus: 03.09.2019). - MakpooObekT. - TekcT :
3JIEKTPOHHBIMN.

2.SELF-STUDY ENGLISH. STEP II: npaktukym / 0. B. FOxakosa, JI. C. [Tonsikosa, O.
A. Jlykuna, A. I'. Knagosa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 s1meKkTpoH.ONT. IUCK
(CD-ROM). - 3ar. c TUTYJL.OKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527
929/3783.pdf&view=true (mara ooOpamenus: 15.10.2019). - Makpooodbekr. - Teker
3JIEKTPOHHBIN. - CBeieHust 1ocTyHbI Takke Ha CD-ROM.

3.l0xaxoBa, 10. B. SELF-STUDY ENGLISH. STEPIII: npaktukym / 1O. B. IOxakosa,
JI. C. IlonsikoBa, O. A. Jlykuna; MI'TVY. - Marautoropck: MI'TY, 2018. - 1 snekTpoH.onT. AUCK
(CD-ROM). - 3ari. c TUTYJ.9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/1527
908/3782.pdf&view=true (mara ooOpamenus: 15.10.2019). - Makpooodbekr. - Tekcr
ANEKTPOHHBIN. - CBefienus AocTynHbI Takxke Ha CD-ROM.

Hewmerkuii 1361k

1. Tammep, E. D. EasyDeutsch : yuebnoe nocodue / E. D. T'ammiep, E. U. Pabuna ; MI'TY. -
MarnuToropck, 2013. - 78 c. : Tabm. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=626.pdf&show=dcatalogues/
1/1109379/626.pdf&view=true (mara o6Opamenus: 04.10.2019). - Makpooowekt. - Tekcr :
ANIEKTPOHHBIN. - IMeeTCs meyaTHbIN aHaJor.

2. yo6ckux, A. . Ich und meinStudium. Kursbuch : yae6noe nocobue [mist By3oB] / A.
N. Hy6ckux, O. B. Kucens ; Marautoropckuii roc. texundeckud yH-t uMm. I'. Y. Hocoga. -
Marnutoropck : MI'TY um. I'. UI. Hocoga, 2019. - 1 CD-ROM. - 3ara. ¢ Tutyn.okpana. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3834.pdf&show=dcatalogues
/1/1530461/3834.pdf&view=true (mara ooOpamenus: 22.10.2019). - MakpooObekT. - TekcT :
3NIEKTPOHHBIN. - CBefieHus 1ocTynHbl Takke Ha CD-ROM.

3. Kypasaera A. A. ProfessionalReadinginEnglish, FrenchandGerman [DmiexTpoHHbIit
pecypc]: yuebHo-meromuueckoe mocooue / A. A. XKypaginesa, T. 0. 3anasuna, JI. A. [llopoxosa ;
MI'TY. - Maraurtoropck: MI'TY, 2016. - 1 snekrpon.ont. auck (CD-ROM). - Pexum gocrymna:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/113025
1/17.pdf&view=true. - MakpooOBEKT.

DpaHIy3CKUI A3BIK

1. Awnrpomnona, JI. U. IlepeBox kak BHJ HpOPecCHOHATBHOH KOMMYHHKATHBHOM
nesTeNbHOCTH. [IpakTWKyM 1O mepeBoJy HAay4YHO-TEXHHYECKHUX TEKCTOB Ha aHTJIHIICKOM,
HEMEIIKOM U ()paHIIy3CKOM SI3BbIKaxX JUIs CTYIEeHTOB By30B: npaktukym / JI. . Antpomnosa, T. IO.
3amaBuHa, H. B. JIépuna ; Marnutoropckuii roc. texuumdeckui yH-T uM. I'. WM. Hocosa. -
Marnutoropck : MI'TY um. I'. Y. Hocosa, 2019. - 1 CD-ROM. - 3aru. ¢ tutyn.skpana. - URL
-https://magtu.informsystema.ru/uploader/fileUpload?name=3859.pdf&show=dcatalogues/1/153
0474/3859.pdf&view=true (mata oOpamenus: 25.10.2019). - Makpooobekr. - Tekcr
3JIEKTPOHHBIN. - CBEICHUS






noctymnHbl Takke Ha CD-ROM.

2. XKypasaea A. A. ProfessionalReadinginEnglish, FrenchandGerman [DmiexkTpoHHbIit
pecypc]: yueObHO-MeToquueckoe mocobue / A. A. XKypasnesa, T. 1O. 3anaBuna, JI. A. lllopoxosa ;
MI'TY. - Marautoropck: MI'TV, 2016. - 1 snexrpon.ont. auck (CD-ROM). - Pexxum mocrymna:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/113025
1/17.pdf&view=true. - MakpooObBEKT.

B) MeToauyeckue ykazaHusi:
1. MeTtonuyeckue yKazaHus 1O OpraHU3alliu ayIUTOPHON U BHEAyIUTOPHOU pabOTHI 1O
mucnuiuirae (Ipunoxenue 3)

r) [Iporpammuoe obecneuenue u UaTepuer-pecypcebi:

IIporpammHoe o0ecnieueHune

HanmenoBanmne o
10 Ne norosopa Cpok aeicTBus JTULIEH3UN

7Zip CcBOOOIHO PacIpOCTPaHsIEMOE 0eccpoyHO
FAR Manager |cBoOOJHO pacmpocTpaHIeMOe 0OECCPOUHO
Bpayzep CBOOOJHO pacIpoCTpaHIeMOe

. . OeccpouHO
Mozilla Firefox [I1O p
Bbpayzep CBOOOJHO PAcCHPOCTPAHICMOE 0OECCPOUHO

IIpodeccnonanbubie 0a3bl JaHHBIX M MH(POPMAIMOHHBIE CIPABOYHbIC CHCTEMbI
Hassaunune xypca Cchuika

OnekTpoHHass 0a3a MEPUOJUYECKUX H3JaHUM
East View Information Services, 00O «MIBUC»
Hanmonanehas MH(}OpPMaIMOHHO-
aHanMTHYecKas cucrema — Pocceuiickuit unaexc|URL: https://elibrary.ru/project_risc.asp
Hay4uHoro nuruposanus (PMHII)
Nnpopmannonnas cucrema - EauHoe oKHO URL: http://window.edu.ru/
JI0CTyTa K HHPOPMAIIMOHHBIM pecypcaM
Poccuiickas ['ocynapcTBeHHas Oubiauorexa.
Karanoru
DnekTpoHHbIe pecypchl oudarnorexku MI'TY um. |https://magtu.informsystema.ru/Marc.html
I".1. HocoBa ?locale=ru
VYHuBepcurerckas HHQOpPMalMOHHAs CUCTEMa
POCCHUA

9 MaTtepuaJIbHO-TEXHHUYECKOE o0ecTedeHne TUCIUTIHHBI (MOILYJIs1)

https://dlib.eastview.com/

https://www.rsl.ru/ru/4readers/catalogues/

https://uisrussia.msu.ru

MaTCpI/IaJ'IBHO-TCXHI/IquKOC obecrneucHUe JUCIUIIIIMHBI BKIIFOYACT:



VY4ueOHble ayIUTOPUM [UIS TPOBEACHUS NPAKTUUYECKUX 3aHITHH,
TEKYILEro KOHTPOJsl W INPOMEXKYTOYHOM aTTECTALUU:

HHAWNBUAYAJIbHBIX

KOHCYJIbTAIINH,

IPYIIOBBIX H

MYJIbTUMEAUMHBIE CPEJCTBA XPaHEHHs, Nepeaaydl U MPEACTaBICHUS WH(POPMALNU; KOMILIEKC
TECTOBBIX 33aJIJaHUH JUIS IPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

Tlomenienusa

JUIS

CaMOCTOSATENbHON

paboTel  OOydarommxcs:  IMepCOHATbHBIC

komibioTepbl ¢ makerom MS Office, Bbixogom B MHTEpHET M ¢ JOCTYIIOM B 3JICKTPOHHYIO
UH(POPMALMOHHO-00pa30BaATENbHYIO CPEly YHUBEPCUTETA.

TTomemenue

JUISL  XpaHeHusT ¢ NpO(PUIAKTHYECKOrO OOCIyXHBaHHS y4eOHOTrO

obopymoBaHus: IKapbl I XpPaHCHUS Y4EOHO-METOAMYECKON JTOKYMEHTAllUU, Y4eOHOTO
000pyI0BaHUS ¥ Y4eOHO-HATJIAIHBIX TTOCOOUH.

NNPUJIOKEHHUE 1

Y4eOHo-MeTOoAMUYECKOE 0O0ecieYeHHe CAMOCTOATEIbHOUH padoThl 00yYAOIIUXCS

dopma Teky1ero
KOHTPOJIS [IpnMepsl 3agaduil 11 TEKYIIETO KOHTPOJIA
Pazgen/ Tema p prMEp A A yi p
yCIIeBaeMOCTHU U yCIIEBaEMOCTH U
JCITUIIIMHBI o N
IIPOMEXYTOUYHOU IPOMEKYTOUHOM aTTeCTaluu
aTrecranuu
1. Cdepa Oynymeit
npogdeccuoHAIbLHOM
IeATeJLHOCTH
1.1. Pa3Butue ymenuii|IIpoBepka

Y HaBBIKOB NKCbMa IO
TeMe:
pa3BuTus npogeccuu
U npogeccuoHaIbLHOMI
chepbi»

«Hcropus|.

IMNUCBbMCHHBIX pa60T

Describe the sphere you are working/going to work
with the help of the following expressions

Engineering, new technology, automation, the
service life of machines, machine-tools, unique
equipment, flexible industries, new generations of
machines and equipment, advanced technologies,
automatic design systems

1.2. Pa3BuTHe HaBLIKOB

YTEHUs TEKCTOB 11O
Teme. «CoBpeMeHHbIe
TeXHOJIOTHH "
NepCcrneKTUBbI

pa3BuTus npogeccuu
U npodeccuoHaTIbLHOM
chepbi»

Br16opounslii orpoc

Give a summary of the text.

1.3. Pa3BuTue HaBLIKOB
TOBOPCHHSI TI0 TEME

VYceTHbII onpoc

Make a PowerPoint presentation on the following
topic “teaching is a rewarding job”




®opma TeKy1ero

Pasyien/ Tema KOHTPOJIA [Ipumepsl 3a1aHuil 111 TEKYIIETO KOHTPOJIS
(T — ycreBaeMocTu 1 yCTIeBAEMOCTH 1
IIPOMEXYTOYHOU IMPOMCIKYTOUYHOU aTTCCTAlUN
aTTecTanuu

«MmupoBble Beaymue

npeanpuaATUs "

KOMIIAaHUM

npogeccuoHaIbHOM

chepbD)

1.4 Pasutue ymenuii|[IpoBepka Buvibepume popmor 2nacona 6 cmpadamenvHom

n HAaBBbIKOB | BBIIIOJTHCHU A 3ajocee, onpeoeﬂume ux epemsa u nepeeedume.

OIIEPUPOBAHUS rpaMMaTHYECKHX 1. are heating; are heated; have heated; have been

OCHOBHBIMH yIPaKHEHUH heated; have been heating.

rpaMMaTHYeCKUMU 2. was carried out; was carrying out; will carry out;

ABJICHUAMU, will have carried out; will have been carried out.

XapakTepHBIMUA  JIJIS 3. refined; is refined; is being refined; were refined;

npodeCCHOHATBHON were refining.

peun. Kareropus 4. determine; is determining; IS determined;

«3anor» determined; was determined.
5. was used; are being used; used; are used; is being
used.
Ilepeseoume ceoyrouue npeonosicenus.
Oopamume enumanue na QynKyuu ununumuea u
UH@uUHUmMUBHbBIE 000POMBL.
Another factor to be considered is the problem of
productivity. To facilitate effective action, a serious
problem should be defined in terms of the data that
must be collected. Many companies expect the
employee to obtain his education during evening
hours. A few years ago, most manufacturers were not
likely to acknowledge that impregnation was a
reliable way to seal porous cast or powder-metallurgy
parts.

2. Mos Oyaymas

Kapbepa.

2.1. PazButne ymenwii| Beibopounstit ompoc. |Answer the questions.

U HaBBIKOB YTCHHSI, 1. Why is it important to ensure a safe working

mUchMa MO TeMe environment?

«OcHoBHBIE  cepbl 2 Which law regulates workers' welfare in the United

NpUMeHeHUus1  Moeid Kingdom?

CHennaaIbHOCTH. 3 What does the Act define? 4 What are the duties of

Oxpana Tpyaa w employers?

paGouee MecTO 5 Why is it important to provide employees with

CHEHHATHCTAY adequate training?

1.

2.2. Pa3BuTHe HaBBLIKOB
TOBOPEHUS

VYerHbI onpoc

Use your active vocabulary and prove that you



http://newlms.magtu.ru/mod/glossary/showentry.php?eid=69894&displayformat=dictionary

®opma TeKy1ero

KOHTPOJIA [Ipumepsl 3agaHuii 1191 TEKYIIETO KOHTPOJIS
Paznen/ Tema p PHMEPHL 337 g yi p
yCIIEBAEMOCTHU U YCIIEBaEMOCTH U
JCITUIIIHBI o N
IIPOMEXYTOYHOU IMPOMEKYTOUHOHU aTTECTAllUN
aTTecTanuu
«IIpodeccnonaibHbIe can be a professional. Tell us about your positive
KOMIIeTeHIIHH and negative qualities. Will they help you to find a
oyayiero good job?
criequaJIucra»

2.3 Pa3BuTHE HABBIKOB

nucpMa MO0 TEMe
«YceTpoiicTBO Ha
paoory.
IIpoxoxaenue
codoecenoBaHusl.

JlesioBasi I THKA»

Br160pounslii onpoc

Put the parts of the Letter of Application in the
correct order

1. September 1, 2018

2. Thank you for your time and consideration. |

look forward to speaking with you about this
employment opportunity.

3. | can be reached anytime via email at
john.donaldson@emailexample.com or by cell
phone, 909-555-5555.

Sincerely, John Donaldson
5. | am writing to apply for the programmer
position advertised in the Times Union. As
requested, | enclose a completed job
application, my certification, my resume and
three references.
The role is very appealing to me, and | believe that
my strong technical experience and education make
me a highly competitive candidate for this position.
My key strengths that would support my success in
this position include the following:

e

o | have successfully designed, developed and
supported live-use applications.

e | strive continually for excellence.

provide exceptional contributions to

customer service for all customers.

With a BS degree in Computer Programming, | have
a comprehensive understanding of the full
lifecycle for software development projects. | also
have experience in learning and applying new
technologies as appropriate. Please see my resume for
additional information on my experience.

6. George Gilhooley
Times Union
87 Delaware Road

Hatfield, CA 08065
7. John Donaldson




®opma TeKy1ero

Paszen/ Tema KOHTPOJIA [Ipumeps! 3a1aHuii U1 TEKYLIEro KOHTPOJIS
T e — YCIEBaeMOCTH 1 yCIeBaeMOCTH 1
IIPOMEXYTOUYHOUN IPOMEKYTOYHOM aTTeCTalluU
arrecrauu
8. Sue Circle
Smithtown, CA 08067
909-555-5555
john.donaldson@emailexample.com
9. Dear Mr. Gilhooley,
3. OcHoBBI
npogdeccuoHAIbLHOM
KOMMYHUKAIUU
3.1. Passurue|[IpoBepka Find the following words and word combinations in
HaBBIKOB nepeBo/ia | MMCbMEHHBIX 3aanuii |the text:
npodeccuoHanbHOM 3HaHME TPEIMETOB  HA4YallbHOM  MIKOMBI,  JUIS
JICKCHUKU. npenoaaBaHus
3HaHME U HABBIKM UCIOJIb30BAaHUSI OCHOB MICUXOJIOTHH
YUYEHUKOB
3uanust B cdepe obecrneueHuss 0OE30MaCHOCTH
3I0POBBS ACTEH B y4eOHOM 3aBEICHUU
HaBblkm  opranuzauuu  jgocyra  ans  JIeTed

(caMozesITENbHOCTD, SKCKYPCHUHU U TIP. )
3HaHue METOJI0B 0/1a4X (haKyJIbTaTUBHBIX YPOKOB
HaBbiku yueTta 10KyMeHTOO00OpOTa B IIKOJIE (BEIEHUE

JKYPHAJIOB, OTYETHI, 3aroJTHEHUE CTIPaBOK,
CITy’K€OHBIX ITUCEM TIp.)
3.2. Pa3BuTHE HAaBBIKOB| Y CTHBIH OMPOC Translate the text.
YTEHHS TEKCTOB IO Write an abstract of the text.
CHENHUATbHOCTH u Write the key statements of the text.
JIeII0BOU
KOPPECTIOHICHIINH.
3.3. Pa3Butue HaBbikoB|[IpoBepka Translate the text.
UCHhMA. nuchbMeHHBIX Bonpoc | Write an abstract of the text.
AHHOTHpOBaHME u Write the key statements of the text.
pedepupoBanue
TEKCTOB o
CIEIUATIbHOCTH.
MNPUJIOKEHUE 2

7 OueHo4YHbIe CpeACTBA /ISl MPOBeAeHUs IPOMEeKYTOUHOM aTTecTalluu



mailto:john.donaldson@emailexample.com

a) [lnanupyemsbie pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA 1JIsl MPOBeIeHUs
MPOMEKYTOYHOM aTTeCTALMU:

Kon
WHIUKAT
opa

Nupukarop
IOCTHKEHUS
KOMIIETEHIIUH

OneHouHble CpeICTBA

YK-4 CniocobeH oCcyIecTBIATh JSIOBYI0 KOMMYHHKAIIUIO B YCTHOM ¥ TUCbMEHHOM (hopMax Ha
rocyaapcTBeHHOM si3bike Poccuiickoit denepanuu 1 ”HOCTPaHHOM(BIX) sI3bIKe(ax)

VK-4.1

Bri6upaer
CTHIIb
0OIIIeHHus Ha
pPYyCCKOM
S3LIKE B
3aBHCUMOCTHU
OT LIEIU U
yCJIOBUH
MapTHEPCTBA,;
azanTUpyeT
peub U CTHIIb
o0IIeHus K
CUTYaIUAM
B3aUMOJCHUCTB
ust

1. IpouyuTaiiTe AUAJTOTH M 3aMOJTHUTE NMPOOEJIbI, HCIOJIb3YH
NpeasioKeHHbIe HUKe PelUIUKH.

Dialogue 1
Susan: Oh, my god! The final exams are coming, and I still have not
chosen the place to enter.
Jane: Let's try to determine which profession suits
you most of all.
C: But how can we do it?
D: It's very easy. Then we will analyze and
understand what your future profession.
S: How do you know all this?
D: Have you forgotten? | attend psychology courses once a week.

We have recently discussed such problem.

S:

D: Yes, you will be surprised, but you are not alone to have such a
problem.

S: That calms me a little. Well, come on, let’s start.

D: working with people, with animals or

with documents?

S: I'm afraid of animals, and a little shy to communicate with people.
| prefer to work with documents.

D: Do you like children?

S: Oh, yes. | always play with children when guests come to us. |
think they like to spend time with me too.

D: Well, it became clear to me that you need to choose a profession
that relates to children, and documents. For example, an interpreter
or a school teacher.

S: Now | have something to think about. Your advice
really helped me, thank you!

Stop to panic. | will ask you questions, and you will honestly
answer them. Really?
What kind of work do you prefer. Well done!
Dialogue 2
1) A: Hi, Jim. Are you still looking for work?
B:

a) No, thanks a lot, I'm fed up.

b) As a matter of fact, | am.

¢) Yes, | do.

d)

2) A: Do you have any career plans yet?




Kon Nupukarop
WHJIUKAT | JOCTHXKCHUS OrneHOYHBIC CPEICTBA
opa KOMITCTCHITHH
B:
a) D'm sure, it will be well-paid.
b) No, it doesn’t appeal to me at all ...
Yes ... I’d like to be my own boss one day.
YK-4.2 |Bener Pacnosio:kuTe 4acTH HUKENMPEIACTABJIEHHOT0 MHCHMA B
JICITOBYIO NMPaBUJIbHOM MOPSIIKE.
nepernucky Ha | 1. January 28"
PYCCKOM U 2. Hope to hear from you soon
uHoctpanHoM | 3. Flat 14,
SI3bIKAX C 8 Jefferson Street
y4EeTOM Nashville
0COOEHHOCTEH NSH9 001
CTHJINCTHUKU 4.Yours,
o(HIHaTbHBIX Alex Duck
IHCEM U 5. Dear Melanie
counokynsTyp | 6.1 don’t like to write long and boring letters so I stop here, but I like
HBIX pa3muuii | to communicate with people about interesting things. I hope we’ll be
able to become good friends.
7. I’'ve seen your ad and liked it very much. So I decided to write
you. My name is Alex. 'm 22. I like travelling very much. My
hobby is basketball. Besides, I’'m fond of reading. My favourite
writer is Charles Dickens.
YK-4.3 | Beimonusier Onpenenure, K KaKOMy BHAY THCbMa OTHOCHTCS HUXKe

JUTSL TUYHBIX
1eJiei mepeBo/I
oduIMaIbHBIX
u
npodeccuonan
bHBIX TEKCTOB
c
WHOCTPAHHOTO
A3bIKa Ha
pYyCCKUH, ¢
pYyCCKOro
A3bIKa Ha
UHOCTPAHHBIN

HpeIlCTaBJIeHHbIﬁ TEKCT:
AHITINICKNH A3BIK
a) Memo
b) CV
c) personal letter
d) inquiry letter

1. January 28"
2. Hope to hear from you soon
3. Flat 14,

8 Jefferson Street

Nashville

NSH9 001
4. Yours,

Alex Duck
5. Dear Melanie
6. I don’t like to write long and boring letters so I stop here, but I like
to communicate with people about interesting things. I hope we’ll be
able to become good friends.
7. I’ve seen your ad and liked it very much. So I decided to write
you. My name is Alex. 'm 22. I like travelling very much. My
hobby is basketball. Besides, I’m fond of reading. My favourite
writer is Charles Dickens.




Kon Nupukarop
WHOIUKAT | JOCTUXKEHUS OueHouHbIE CpEACTBA
opa KOMIIETEHIIUH

YK-4.4 |- Ilybnuano
YK-4.5 |BeicTynaer Ha
pPYyCCKOM
A3BIKE, CTPOUT
CBOE
BBICTYIUICHUE
C y4eTOM
ayJUTOPUH U
e OOIIeHUs
- YCTHO
MIPEICTABIISICT
pe3ynbTaThl
CBOEH
JEeSITEIbHOCTH
Ha
WHOCTPAaHHOM
SI3BIKE, MOYKET
MOJJIEPKATh
pasroBop B
X0JI€ UX
00CyXIeHUS

Make a report on the following:

1. Teaching is a rewarding job

2. How to improve your teaching skills

3. Pedagogical and psychological approach in teaching
4. Innovative technology in teaching

MMPUJIOKEHUE 3
MeToanyeckue yKa3aHusl 10 OPraHU3aluM ayJUTOPHONH M BHEAYIMTOPHOIi padoThI
MeToanueckue yKa3aHus 10 CAMOCTOSITeJIbHOM padoTe 00y4aroIMXxcs

CornacHo yueOHOMY IJ1aHy 00beM Bariielt caMocTosITeIbHOM pabOThl COCTABIISIET HE
meHee 50 % oT 00111ero KoJaM4ecTBa 4acoB, OTBEJCHHOTO Ha JUCIUILTUHY, YTO CIIOCOOCTBYET
OoJiee TIIyOOKOMY YCBOSHHUIO H3y4aeMOTo Kypca, OpPMHUPOBAHUIO HABBIKOB UCCIIEI0BATEIHLCKON
paboThl U YMEHUIO IPUMEHSITh TEOPETUUECKUE 3HAHUS Ha MTPAKTUKE.

Buapl camocTosiTenbHON paboTHI:

*BBINIOJIHEHUE TEKYIUX JTOMAITHUX 3a/1aHui (YIpa)KHEHUs, TOJTOTOBKA YTCHHUS U aHAIIN3
COJIEpKaHUs TEKCTOB VISl JAIbHEUIIIETO OOCYK/ICHUS HA 3aHATHSAX U T.1I.);

*paboTa c TecTaMHu M BOIIPOCAMU JJIsI CAMOTIPOBEPKH;

*IIOMCK U 00paboTKa MH(POPMAIMH C UCIIOJIb30BaHNEM MH(POPMAIIMOHHO-KOMIIBIOTEPHBIX
TEXHOJIOTHI;

Pe3ynbTaThl caMOCTOATEIHLHOM paOOTHI KOHTPOIHPYIOTCS MPETOIaBaTEIIeM 1
YVUUTBHIBAIOTCS TP aTTecTaluu (3a4eT, 3k3ameH). Kontpons mpoBoautcs B hopme
TECTUPOBAHUS, OMTPOCOB, MPOBEPKH MICEMEHHBIX KOHTPOJIGHBIX PadOT H T.II.

. CocTaBJjieHHE pe3loMe




Pe3rome urpaet orpoMHyt0 posib. XOpOIIIO COCTaBICHHOE PE3IOME JIOJDKHO J1aBaTh MOJHOC
npejcTaBicHue o Baem 00pa3oBaHum, TPYJAOBOM OIBITE U KAUY€CTBAX, YTOOBI MOTECHIMATbHBIN
paboromaarens (employer) mor cyauts o Bareii kBanudukarmu. OT 46TKOCTH U
UH(GOPMATUBHOCTH PE3IOME BO MHOTOM 3aBHCAT Baliu m1aHCchl ObITh MPUHATHIM Ha PabOTy WK
yué0y. YacTo BMecTO ciioBa “resume” (pesrome) ucnoiib3ytoT abopesuarypy CV (Curriculum
Vitae), 4To B epeBO/Ie C JAThIHU 03HAYAET «XOJI )KU3HUY.

Pe3toMe 0OBIYHO COCTOUT M3 CIICIYIOINX OCHOBHBIX YaCTEil:
1. JIuunas nagopmanus / Personal information
Hanwummre nogHOCThIO CBOE MM M PaMUIIHIO, YKAKUTE ajpec, TeyedoH (C KOJOM CTpaHbl |
ropoja), 3MEKTPOHHYIO MOYTY.
3anomuute: B Poccuu nms mumyt B popmare ¢pamunus + umsa + omuecmeo (eciu umeemcsi),
a B aHTJIOTOBOPSIIMX CTpaHax — CHavyasia MMsl, TOTOM MEpBYIO OYKBY OTUeCTBa (€CIu
uMeeTcs) U (haMHITHIO.

2. Iesan / Objective
3/1ech cleayeT yka3aTh He TOJBKO JKEJIaeMYI0 JI0JKHOCTh, HO M OOBSCHUTH B OJJHOM-/IBYX
peIoKEeHUIX, ToueMy Bbl — Hanbomnee moaxoasias KaHIuaaTypa.

3. O6pa3zosanue / Education
Hanmmure, kakoe (kakue) yueOHOe 3aBeieHue Bbl OKOHUMIIH, TIPY 3TOM COKpAIaTh €ro
Ha3BaHUE HE MPHUHATO. Taxke ykaxxkute GakyabTeT / HHCTUTYT, CIIEHAIbHOCTh, MECSII ¥ TOJ
OKOHYAHUS U CpeHMM Oalt arTecTara.

4. OmnbIiT padorel / Work Experience nau Employment
B sTtom IMYHKTC NPUHATO YKa3bIBATH HE boiee TpéX OoCIICIHUX MECT pa6OTBI. Hazpanue
OpraHu3aliy, CBOIO JODKHOCTH U MO/Ipa3JieieHne, B KOTOpoM Bbl paboTtanu, Hy>KHO NHcaTh
MOJIHOCTRIO. Takxke YKa)XUTC CBOU OCHOBHBIC JOJIZKHOCTHBIC 0053aHHOCTH.

5. Cnenuaabubie HaBbiku / Special skills

B manHOM paszene HEOOXOMMO yKa3aTh:

4 YpOBEHb KOMIIBIOTEPHON TPAMOTHOCTH;

4 3HAHWE WHOCTPAHHBIX SI3BIKOB U UX YPOBEHB;

4 OTIBIT BOMHCKOM CITY>KOBI (€CJIM €CTh) U UMEET JI OH OTHOIICHHE K
npernosiaraeMoin pabore;

4 HAJIMYUE BOJUTENbCKUX MIPAB U OMBITA BOXKICHHUS.

6. Pexomenganmnu / References

Kak mpaBuIio, ciemyer npeoCcTaBuTh MUHAMYM JBe peKoMeHaanuu. OHU JTOJDKHBI OBITH OT
HayaJIbHUKOB, a HE OT Kosuier. Hy)kKHO yka3aTh KOHKPETHBIX JII0/IeH, KoTopble MOTYT Bac
PEKOMEH/I0BaTh, MOJTHOCTHIO HAITUCAB WX UM, IOJHKHOCTh, MECTO pabOThl M KOHTAKTHYIO
UH(OPMAIIHIO.

O0pasen cocTaB/IeHHs pe3lOMe HA AHIJIMHACKOM SI3bIKe
Ha Oonsicnocms MapkemuHn208020 HAYAIbHUKA

IRINA D. SMIRNOVA

37/2 — 378 Obychnaya St., St.-Perersburg
Tel. (home): + 7(095) 000-0000

Tel. (mobile): + 7 000-000-0000

E-mail: unknown@com.ru



mailto:unknown@com.ru

OBJECTIVE: A full-time position as a Market Analyst, where a motivated high-energy team
player capable of individual initiative with contribute to the efficiency and profitability of the
company.
EDUCATION: September, 1991 — June, 1996: Institute of International Economic Affairs,
Finance Academy (Moscow).
WORK EXPERIENCE:
June, 1998 — present
Procter & Gamble, Junior Marketing Manager, Cosmetics department:
V' register clients’ orders on the data base;
v’ analyze the efficiency of sales;
Area of work: My duties are to provide the Head of Marketing Department with the relevant
information about the market of cosmetic goods in Moscow, about costs’ dynamics and to
maintain the client’ data base.
September, 1995 — June, 1998
Milling Ltd, Specialist in advertising and marketing:
v Development of advertising strategy of the company;
v' Copywriting advertising information;
v" Clients data base administration.
Area of work: During my work for Milling Ltd | developed advertising profile for the company,
created its corporate web site and conducted constant analysis of relevant markets in Russia.
SPECIAL SKILLS:
Languages: Russian — Mother tongue, English — fluent at the Advanced level, French — fluent at
the International level.
Computer literate: Windows 95/98/NT, Word, Excel, Access, PowerPoint, CorelDraw, HTML.
Clerical: Typing 20 wpm.
Other: A professional Internet user. Have a driving license and prepared to be as mobile as
necessary to provide the best performance.
REFERENCES: Available upon request.

Pe31ome siBnsieTCsl YacThIO MpoOIECca YCTPOMCTBa Ha paboTy. Pestome u
COTPOBOUTENBHOE MHUCHMO SBJISIOTCS TIOJIE3HBIMHE B MpoIiecce OM3HEC - KOMMYHHKAIUH TTepe]
WHTEPBBIO C MPE/IoJIaraeMbIM paboTOIaTEIEeM.

Pe3tome He TOMKHO OBITH CIUIIKOM JITTHHHBIM, IOJKHO OBITH XOPOIIO MPOyMaHHBIM, HE
JIOJDKHO COJIeP KaTh JIMIITHUX JIeTaJIeH.

Pe3tome MOXeT OBITh XPOHOJIOTUYECKHUM, 11E€JIeBBIM, ()YHKIITHOHATBHBIM WU
KOMOWHUpPOBaHHBIM. J[1000€ pe3tome, Kak MPaBUII0, COCTOUT U3 CIEAYIONIUX Pa3AeiiOB:
AHKeTHbIE JaHHbI€e — TIOJTHOE UM, aipec, HOMep TeledoHa.

@DopMyJIHPOBKA — YKA3bIBACTCS 11€Th JAHHOTO 3asBJICHMUSI.

OO0pa3oBaHue — yka3bIBa€TCsl HAMMEHOBAHUE U MECTOIOJIOKEHHUE IIIKOJI U YHUBEPCUTETOB, I1€
Bbl YYHUJIMCh U COOTBETCTBYIOIINUEC AAaThbI. Vka3eIBaercs KBa.]'II/I(l)I/IKaI_[I/ISI, KOTOPYIO BbI NOJTYYHUIIN
MocJie OKOHYaHUS 00ydeHUSI.

IIpodeccnonabHasi NOATOTOBKA — MEPEUYHCIIAIOTCS BCE BUJBI padOT U TOJDKHOCTEH —
OCHOBHBIX U TI0O COBMECTUTEIILCTBY, M O0IIIECTBEHHAsI padoTa. YKa3bIBaeTCs HANMEHOBAHUE U
MECTOTIOJIOKEHUE OPTaHU3alluy, JaTa paboThl, JOHKHOCTh M KPAaTKOE OMMCAaHNUE 00sI3aHHOCTEH.
OOBIYHO B XPOHOJOTUYECKOM TMOPSIKE, HAUWHAS C TIOCTIETHEH.

IIpakTHyeckuii ONBIT — NEPEUUCIISIOTCS YMEHUS, HAIPUMED, BOXKIEHHUE aBTOMOOUJIS,
WHOCTPaHHbBIC S3BIKM C YPOBHEM BIIQJICHUS, yMEHUE Pad0TaTh C KOMIBIOTEPOM H T.1I.

JInunbie HHTEepechbl — 0OBIYHO HHTEPECYIOTCA OPraHU3aTOPCKUMHU CIIOCOOHOCTSAMU U
CHOCOOHOCTSIMH paboTaTh B KOMaH/IE.

PexoMenaaTenu — umeHa, agpeca, TeeoHbl 2X JI0/IeH, KOTOpbIe MOTJIH ObI 1aTh
PEKOMEHJIAlMU U ¢ KOTOPHIMHU HAJ0 JJOTOBOPUTHCS 3apaHee.



Pestome He nomkHO ObITH AnuHHEE 1-2 cTpanui. ConpoBOAUTENbHOE MUCHMO
OTIIPABIISIETCS BMECTE C pe3toMe. Y CIIEIIHOE TUChbMO pellaeT 3 3a/1a4u:
e IIPUBJIEKAET BHUMAHHUE;
e yOeXIaeT, YTO MPETEHAEHT SBISAETCA MOAXOIAIMI KaHAMAATYpOH s 3aHUMaeMoil
JOJKHOCTH;
e  BBI3BIBACT JKEJIAHUE NIPUIIIACUTH HAa COOECEJOBAHUE.

ll. Hanucanue conpoBoANTEJbHOI0 NHCHMA

BaMm Heo6xomumMo HammcaTh MUCHMO O MTpUEME Ha padOoTy Ha aHTIIMHCKOM si3bike? Takoe muchbMo
Ha3bIBAETCS COMPOBOAUTEIBHBIM MUCEMOM pe3tome. CONpOBOAUTENBHOE TUCHMO U PE3IOME —
3TO TE JIBa JJOKYMEHTA, KOTOPbIE BBl JOJDKHBI IIEPECIIATh B OT/IEN] KaJipOB KOMIIAHUH, €CJIU XOTUTE
YCTPOUTHCS HA paboTy B HEe.

Pestome — 3710 Baia genoBas 6uorpadus, KOTopast ONMMCHIBAET BCE BEXU BAIIETO )KU3HEHHOTO
IyTH, KOTOPBIE TaK WM MHAUE CBSI3aHbI C BAIlIUM JIEJIOBBIM OIBITOM: 00pa30BaHUE, TPYLOBas
JeSITeIbHOCTD, HABBIKH, TOCTHXKeHHUS... Ho 0 coctaBiennn 3ppeKTHBHOTO pe3toMe BbI y3HAIH U3
KOHTpOJbHOM Ne 1, a ceifuac — 0 cOnpoBOIUTEIHLHOM MHCHbME (ITUChME O IpHeMe Ha paldoTy).
ConpoBoAUTEIHLHOE MUCHMO Ha AHTJIUHCKOM SI3BIKE JIOJIKHO ITPOCTUMYJIUPOBATH
HOTEHIMAJIBHOI0 paboToAaTENsl IPUIIIACUTH Bac Ha co0ecel0BaHne, Ha KOTOpOM OyJeT
pemarbes BOIpOC 0 IpueMe Bac Ha padbory. Hajgo moMHUTB, 4YTO Ha XOpOIlIyto paboTy Bcerja
IpeTeHlyeT MHOXKeCTBO Jtoel. U yxxe Ha sTane or6opa pe3tome OyaeT orcesHa 0oJiblIas 4acTh
npeTeH1eHTOB. D(P(EKTUBHO HAMMCAHHOE CONPOBOJUTEIHHOE MUCEMO YaCTO CTAHOBUTCS
IPOIYCKOM Ha cobeceioBaHue, AaKe €CiIM Balle 00pa30BaHUE U OIBIT YCTYNAIOT APYTHM.
ConpoBoAUTEIHLHOE MUCHMO Ha aHTJIMHCKOM SI3BIKE JIOJIKHO [10Ka3aTh BAlIU JIMYHOCTHBIE
Ka4yecTBa, KOTOPbIE HEBO3MOXKHO MOHATh U3 PE3IOME: XapaKTep, KU3HEHHbIE IEHHOCTH,
MOTHBAIIMIO, MHOTO€ JIPYTO€, Aa’K€ TPaMOTHOCTb U BEKJIUBOCTb. ONBITHBIN KaJpOBUK yMEET
YUTATh MEXY CTPOK COIIPOBOAMTEIBLHOIO MHCHMA.

B conpoBoauTensHOM nUchMe (MKUCbME O ITpUEME Ha paboTy) Ha aHTJIMHCKOM SI3bIKE BbI
3asBIIsieTe CBOEMY OyylieMy paboTOJaTeN0, YTO Bbl XOTENN Obl Yy HEro paboTaTh, YTO BbI
oOnanaere BceMH HEOOXOAMMBIMU Ka4eCTBAMU U YTO BbI IPHIJIOKUTE MAKCUMYM YCUJIMH, YTOOBI
c/enaTh npeiaraeMyro padoTy Ha BeiciieM ypoBHe. Ha camoM niene, 3To Baile 3asiBlIeHHE OUY€Hb
BaXKHO /i1 paboroaatesns. M yem oHO OyzieT MCKpEeHHEe, YeM IMOIIMOHANIbHEE, TEM OOJIbIIe
IIaHCOB, YTO OHO MPUBJIEYET BHUMAHHUE U Bac MPUMYT Ha paboTy.

OcHo6HblEe MUNbL CONPOGOOUMEIbHBIX RUCEM K Pe3I0Me HA AH2TIUTICKOM A3bIKe

MO>XHO BBIIETUTh TPU OCHOBHBIX THIIA ITUCEM O MPHEME Ha pabOTy Ha aHTJIMHCKOM S3BIKE:

O [TuceMmo-3asBka. ConpoBOAUTEIHLHOE TUCHMO K PE3IOME BBICBHIJIAETCS B OTBET HA
peKiiaMHOe OOBSIBIIEHHE O BAKAHCUU B CPEJICTBAX MaccoOBOW MH(pOpMALIUH.

O [Incemo "mo coBetry". ConpoBOAUTENBHOE MUCHMO U PE3FOME BBICBUIAOTCS IO COBETY
JIpPYroro 4ej0BeKa, KOTOPbIN 3HAET, YTO B OPraHU3allui €CTh BAKaHCHS.

0 [TuceMo-pa3Benka. [IpeTeHIeHT BBICHIIAET MUCHMO O IPHEME Ha paboTy U pe3loMe B
OpraHu3aIio, B KOTOPO OH XOTel Obl paboTaTh, B HA/IEXK/IE, YTO TaM HaiieTcst BakaHcus, "Ha
yaauy".

Cmpykmypa conpo6ooumenbHo20 RUCLMA K pe3lome Ui RUCbMa 0 npueme Ha padomy Ha
AH2IUTICKOM

1. Bama koHTakTHas HHGOpMaIus

O Nwms u pamunus

O Anpec: ropoJi, 067acTh, MOYTOBBINA HHIEKC
0 Howmep Tenedona

[ AJipec 2IEKTPOHHON MTOYTHI

2. lata

[Mumercs B popmare — September 15, 2012 num B popmare — 05 October, 2012
3. KonrakTtHas undopmarus padoromaresns (€Ciu OHA €CTh)
Wms u pammus



Ha3zBanue komnanuu

Anpec: ropoJ;, ITaT, IOYTOBBINA MHIEKC

4. Tema

OTOT 3JIEMEHT CTPYKTYPbI CONPOBOAUTEIBHOTO MMChMa HHOT/IA OITYCKAETCS.

OH 1o/icKa3bIBAaeT YUTATEIO MUChbMa TO, O 4eM OynieT UATH peub B mucbMe: RE: (BnuceiBaeTcs
BAaKaHTHAs JJOJDKHOCTB).

Hanpumep:

RE: Office Manager

WIH

RE: Administrative Assistant (#12345).

[{udpsl B ckoO0UKax yKa3bIBAIOT Ha HOMEpP OOBSIBICHUS O BAKAHCHH B CPEACTBAX MACCOBOM
uHpopmanuu.

5. OOpaituenue

Ecnu BBl 3HaeTe UMs MeHeKepa 110 HaliMy, TO Ballle oOpalleHue J0JKHO ObITh IPUMEPHO
TaKUM:

"Dear Mr. Johnson,"

Y6emutech, 4TO BB 3HAETE MOJI ¥ 3BaHKE MeHekepa (Mr. — rocnioaus, Ms. — rocmoxka, Dr. —
JIOKTOP H T.1.)

Ecinu BbI He 3HaeTe UM MEHEKEPa, TO JOMYCTUMBI CIIEAYIOINE O0palleHus:

“Dear Hiring Manager,” — yBaxxaeMblii MEHEJKEp M0 HalMY,

“Dear Recruiting Team,” — noporasi peKpyTHHT-KOMaH1a UJIn

“Dear (6cmasnseme ums komnanuu) Team”, — noporas kKomaHaa (TaKOW-TO KOMITAHUH).

B kpaiinem citydae, B kauecTBe IPUBETCTBUS HAIMILUTE CTAaHJAPTHYIO Ppasy:

“To whom it may concern”” —ToMy, KOTO 3TO MOET KacaThCsl.

Ho, crapaiitecs u3b6eratb 310 ppa3sbl, T.K. 00e3THUEHHOE 00paIICHUE BHI3BIBACT Y YETIOBEKA
HETraTHBHBIE SMOLUH.

6. [1epBrrit ab3a11 Baliero CONpPOBOUTEIHLHOTO MUChMa Ha aHTJIUHCKOM

B nepBom ab3arie corpoBOANUTENBHOTO MUChbMA BbI JJOJKHBI YIIOMSIHYTh JOJDKHOCTb, Ha
KOTOPYIO BBl IPETEHYETE, a TAKXKE COCIAThCsl HA HCTOYHUK, U3 KOTOPOTO BBl Y3HAJIU O
BakaHCHH. MICTOUHUKOM MOKET OBITh CPEACTBO MAacCOBOI MH(OpMAIMH, TNOO YETOBEK,
KOTOPBIN 3HAET O BAKAHCHUH.

JInGo, ecnu 3TO KacaeTcs COMPOBOAUTEILHOTO MUCbMAa-Pa3Be/IKH, YIIOMSHYTh O BalleM
00JIbIIOM JKeJTaHUHM paboTaTh UMEHHO B 3TOH opranuzauuu. CTyIeHTY, TOJIbKO 4TO
3aKOHYMBILIEMY WJIM 3aKaHUMBAIOIIEMy 00ydeHHe, JOMyCTUMO YIOMAHYTh 00 3TOM (pakTe B
nepBoM ab3a1e CONpOBOAUTENBLHOTO MUCbMA HA aHTJIMMCKOM S3BIKE.

[TepBbIii ab3a11 He T0JKEH MPEBBILATH OJHOT0-/IBYX KOPOTKUX MPEJI0KEHUH.

Huxe npencraBieHbl HEKOTOPBIE paclpocTpaHeHHbIE (pa3bl B IEPBOM ad3arie
COINPOBOJUTENIBHOTO MMCbMA HA aHTJIUICKOM SI3BIKE:

o I am writing to you in replay to your advertising in ... - 4 nuwy ¢ omeem na eauty
PpeKnamy 6 ...(6 ... cpeocmee Maccosou uHpopmayuu,).

o I have just completed my final year at the University of ... - A MOJILKO ymo
3akonuun ...(...) yHusepcumem.

o My name is Alex and | am a final year student at the ...- Mens 306ym Anexc u s cmyoenm
nocieoHe20 Kypcd... (... UHCIMUmyma,)

o My name is Alex and | am writing in response to your advertisement. - Mens 306ym
Anexc u st nuuty 6 omeem Ha 8aute oOvseIeHUe.

o | was most interested to read your advertisement for ... - 5 6wvi1 ouenv 3aunmepecosan,
K020a npoYumai 8auLy pekiamy 6 ...(8 makKom-mo cpedcmee Maccosou uHgopmayuiL).

o With reference to your vacancy for a ... - B ceasu ¢ eaweil eaxancueii ons ...

cneyuanucma,).



o Please accept this letter as application for the ... position currently advertised in the ... -
THoowcanyiicma, npumume 3mo NUCLMO KAK 3as6JeHuUe Ha 3aMeujerue 6aKaHMHOU 00NN CHOCIU ...
, Komopast 6v11a 00vBNIeHA 6 ...(8 ... cpedcmee MACCo80l UHGoOpMayuLL).

o | was thrilled when my friend, Jack Faber, told me there was an opening for ... at your
company. - A owin 63601H08aH, Ko20a Mol Opye, [aucex Daiibep, pacckazanl MHe, Ymo echb
omKpvimas eakamcus 0s ...(... cneyuanucma) 6 eautell KOMNAHUU.

7. Btopoii ab3a11 copoBOJUTENHLHOTO MHCbMA HA aHTIIHUICKOM

OnuirTe Bally HaBBIKU, TAJTaHThI WU JOCTUXKEHUS, HO HE nepeycepcTByiTe. Boibepure
TOJIbKO Jy4iiue Tpu. [loguepkHuTe COOTBETCTBHE BallluX MPO(ecCHOHAIBHBIX HAaBBIKOB
TpeOoBaHUAM NpeyiaraeMoi Bakancuu. Heo0xoqumo 00bsACHUTh OYEMY BbI — JTYUILNN
KaH/IMUJAT Ha 3TY JOJKHOCTb.

o I'd like to give you a brief overview of my skills and experience. - 4 xomen 6v1 dams sam
Kpamkuﬁ 0630p MOUX HABBLIKOB U Oonblind.

o I am hardworking, analytical and like taking initiative. -  mpyooniobus, unuyuamusen u
001a0ar0 aHaTUMUYHbIM YMOM.

o | believe that my skill-set matches perfectly with your requirements. - 4 cuumaro, umo
Mot Ha60p HABLIKOB UOEAIbHO COYEmaemcs C GAUUMU mpe606an1Mu.

o | think that my economic activities and a solid track record may be of interest to you. - 4

oymaro, umo Mosi IKOHOMUYECKAs. O0esiMelbHOCMb U COMUOHBIU NOCIYHCHOU CHUCOK MO2YMm
npeocmasisims uHmepec 0is 6dc.

o I'm confident that | am the employee you are seeking because | have all of the
qualifications outlined in your job posting. - 4 yeepen, umo s compyonux, komopoeo Ber uweme,
HOMOMY YUMo y MeHs ma Keaiugukayus, komopas 036yyeHa 8 Bawem oovasnenuu.

o The offered post presents an unusual interest to me as it belongs to the field in which |
specialize. - Dma eaxancus npedcmaegisem HeoObIUAUHBIL UHMEPEC O/ MeHsl, MAK KAK OHA
omHOCUmCcs K 061acmu, 8 KOMopou s CHeyuaIu3upyoCcy.

o | have exceptional verbal and written communication skills. - 4 o6raoao
UCKTTIOYUMENbHBIMU YCIMHBIMU U NUCOMEHHBIMU KOMMYHUKAMUBHBIMU HABLIKAMU.

o | have driver's license and can drive rather well. - 4 umero sooumenvcrkue npasa u moey
HEN10X0 600UNDb.

o | know that my... (such and such qualities) would allow me to make a significant
contribution to the (Company Name) team. - A s3wuaro, umo mou... (maxue-mo Kauecmea)
NO0360JI5IM MHe 8HeCMU CYWeCmEeHHbIL 8KIA0 8 KOMAHOY (MAaKOU-mo KOMNAHUU) .

. | believe I possess the right combination of...(such and such qualities)and...(such and
such qualities). - Veepen, umo s obradaio omauunoi KombuHayueil... (Mako2o-mo Kavecmea) u
(maxozo-mo Kawecmaea).

8. 3aKIIOYUTENBHBINA a03a1] COMMPOBOIUTEIHLHOTO TUChMa Ha aHTJIMCKOM SI3BIKE

YnoMsiHuTE CBOE pe3toMe, aiTe UM MOBOJ MpoYuTaTh ero. Ilonmpocure BeI3BaTh Bac Ha
co0eceloBaHueE.

o Please take the time to review my resume. - [loowcanyiicma, natdoume epems, umooOwvl
paccmompentb moe pesrome.
o | would enjoy an opportunity to talk with you to see where my skill set would be of the

greatest benefit to your company. - 4 6s1 ¢ yoosonvcmeuem noobwancs ¢ Bamu, umobwr nouwsims,
20e Mou Hasvlku 6yoym Hauboaee none3Hul 0Jisi 8auiell KOMNAHUU.

o As you can see from my resume, my experience and qualifications match this position's
requirements. - Kak 6ul mooiceme 6udemv u3 Moe2o pesrome, MOU ONbIM U KEATUDUKAYU
coomeemcmayiom mpebo8aHusM Mol 6AKAHCUU.

o The attached resume details my extensive experience and training. - B npuiaecaemom
pesiome noOPOOHOCIU MOe20 OOUUPHO20 ONLIMA U NOO2OMOBKU.



o At a personal meeting | would like to discuss with you how | will contribute to the
continued growth of your company.- Ilpu auunoti scmpeue s xomen 6vl 06CyOUMsb ¢ 6aMU, KAK 5
Mo2y cnocobcmeosams danvbretuweMmy pocmy Baweil komnanuu.

. I can supply references from...if required. - Eciu nompebyemcs, s mMo2y npedocmaums
PeKoMeHOayuu U3 ... (... opeanusayuL).
o If you agree that my qualifications perfectly match your requirements, please call me at

(111) 111-1111 to arrange an interview. - Eciu bl co2nacHbl, 4mo Mosi K8AIUGuUKayus 6NoJHe
coomeemcmayrom Bawum mpebosanusm, noxcanyiicma, nozeonume mHe no meneghony (111)
111-1111, ymobwl do2060pumbCsi 06 UHMEPBBIO.

9. brnarogapHocTb

[Tocne 3akmoYnTENBHOTO ab3aria nodaarojapuTe MEHeIKepa o HalMy:

o Thank you for your attention. — Cnacubo 3a snumanue.

o Thank you for your time.- Cracu6o 3a Bawe spems.

o | would be very grateful if you would consider my application - 4 6wi1 661 ouens
bnazooapen, eciu Bvl paccmompume moe 3asenenue.

o Thank you for your help. - CnacubozaBawynomows.

o Thank you for your early attention to this request. - 3apanee 6aazooapro 3a Gvicmpuolii
omeem Ha MO NPocvboOY.

o Thank you for your time, and | look forward to speaking with you. - Cnacubo 3a

nompaveHHoe epemsi, U s. ¢ Hemepnenuem Jicdy pazeoeopa ¢ Bawu.

10. aksrounTesnbHas BexnBas ppasa. [locie 3Toi ppassl cTaBUTCS 3arsTast.
e Sincerely yours, - Hckpenne Bauwu,

Yours faithfully, - C ysascenuem,

Very truly yours, - Hckpennesauu,

Respectfully yours, - Cysaorcenuem,
e Sincerely, - C ysasicenuenm,

11. ITonnuce.

3/1ech MUIIETCS Ballie UMs U (paMUITHSI.

1. Ilpumeuanue

B nipuMeyannu 0OBIYHO BIIMCBHIBAETCS CCHIIKA HA MMPHJIAra€éMOE K COTPOBOIUTEIBHOMY ITUCHMY

pe3roMe H/UIi PEeKOMEHIaTeIbHbIC TUChMa!

. Enclosure: Resume - Ilpunoowceno. Pestome
. Enc: Resume - Ilpun: Pe3rome
o Enclosures: Resume three reference letters and proof of licensure. - Ilpuroowcenue:

pes3rome, mpu pekomendameﬂbyblx nucoema u nodmeepofcda}ou;aﬂ JUYEH3UA.

Examples of application letters
l.

John Donaldson

8 Sue Circle

Smithtown, CA 08067
909-555-5555
john.donaldson@emailexample.com
Date

George Gilhooley

XYZ Company

87 Delaware Road

Hatfield, CA 08065

Dear Mr. Gilhooley,



I am writing to apply for the programmer position advertised in the Times Union. As requested, |
am enclosing a completed job application, my certification, my resume, and three references.
The opportunity presented in this listing is very interesting, and | believe that my strong
technical experience and education will make me a very competitive candidate for this position.
The key strengths that | possess for success in this position include:

0 I have successfully designed, developed, and supported live use applications
0 | strive for continued excellence
0 | provide exceptional contributions to customer service for all customers

With a BS degree in Computer Programming, | have a full understanding of the full lifecycle of
a software development project. | also have experience in learning and excelling at new
technologies as needed.

Please see my resume for additional information on my experience.

I can be reached anytime via email at john.donaldson@emailexample.com or my cell phone,
909-555-5555.

Thank you for your time and consideration. | look forward to speaking with you about this
employment opportunity.

Sincerely,
Signature (for hard copy letter)
John Donaldson

I1. Sample Job Application Letter

November 30, 2010

Mr. Eduardo Ang

Gateway Mall

HRD Manager

E. Rodriguez, Cubao, Quezon City

Sir,

GREETINGS!

May | have the honor to apply as a sales clerk in your prestigious company as commensurate to
my qualification?

I am Janilo B. Sarmiento, single, 18 years of age, in excellent health and a resident of La Paz,
Carmen, Bohol. I am a freshmen college student taking up Bachelor of Elementary Education at
Bohol Island State University-Bilar. | can assure that | am diligent and flexible person and
desirous to work in every endeavor. | can guarantee that | would be an asset to your firm if given
the opportunity.

Attached herewith is my curriculum vitae that outline my qualifications for further evaluation.
Hope this application values your interest. | would be gladly accepting the offered challenge with
proper care.

With much gratitude, | wish to convey my heartfelt thanks for the attention you may give this
application.

I would be willing to be interviewed at your convenience and you can reach me through this
mobile number 09484197787.

Very Respectfully Yours,
JANILO B. SARMIENTO

111. MeToanuyeckue peKOMEHIAIMHU 110 MePeBOaAY TEKCTOB

[Ipu mepeBoie TEKCTOB IIOMHHUTE O CJIEIYIONIEM:



1. Tekcr, mpenHa3HaYeHHBIH IS TMEpPEBOAa, HEOOXOIUMO paccMaTpUBATh KaK €IUHOE
CMBICJIOBOE IIEJIO€.

2. Hauunatp mepeBoj Hazo ¢ Ha3BaHMs TekcTa. OIHAKO, €CIM MEePEeBO/] 3arjlaBUs BbI3bIBACT
3aTpyJHEHHMs], €F0 MOKHO OCYILIECTBUTH OCTIE MEPEBO/Ia BCErO TEKCTA.

3. Ilpexnae yeMm mepeBOAMTH TEKCT, BHUMATEIBHO MPOYTUTE €ro, CTApasCh IMOHITH €ro
olmiee conep)kaHue M HalpaBieHHOCTh. OOpaliaiiTe BHUMaHuEe Ha UHTEPHAIMOHATILHBIE CJIOBA,
peanuu, 1aThl U T.J.

4. TlpounTaiiTe BeChb TEKCT, MPHUCTYIMANWTE K MEPEBOAY OTICIbHBIX NpeaiokeHui. [ToHATh
IPEJJIOKEHUE — 3HAUUT BBISICHUTH HE TOJBKO 3HAUEHHUE KaXKJIOTO CJI0Ba, HO U yCTaHOBUTbH, B
KaKoW CBS3M HAXOIATCS APYT C Apyrom ciosa. He ciemyer BHIIUCHIBATH CIOBA Cpa3y U3 BCETO
TEKCTa, TaK KaK OJHO U TO K€ CJIOBO YacTO MMEET HECKOJIbKO 3HAaYEHUH, KOTOPbIE HE MOAXOAST
JUTSL TAHHOTO TEKCTA.

5. IlepBoHauyayibHBIA TEPEBOA MOXET OBITH JOCIOBHBIM, OOJEr4aroImuM TOHUMAaHHE
OCHOBHOT'O CMBIC/Ia TE€KCTa. 3aTeM CJIEeAyeT MPUCTYIUTh K €ro CTHIUCTHYECKOH, IUTEPaTypHOM
00paboTKe, IS 4ero HaJao MoJ0UpaTh CJIOBA U CIIOBOCOYETAHHUS, HAMOO0JIee YeTKO MepeaaroIIne
CMBICT MepeBOIMMOro Tekcrta. [lepeBon noKeH ObITh TOUYHBIM, a HE OYKBAIbHBIM, JTOCIOBHBIM.
TouHOCTh THEpeBOJla — ATO KPAaTKOCThb, BBIPA3UTEIBHOCTh, JIOTMYECKAsl IOCIEAOBATEIbHOCTD,
YEeTKOCTh M3JI0KEHHS TeKCTa OPUTHHAIA U COOTBETCTBHE €r0 HOPMAaM PYCCKOT'O JUTEPATypPHOTO
A3bIKa. ByKBaJIbHBIN IIEPEBOJ CBOJIUTCA K MEXAHMUYECKOU ITOJCTAHOBKE PYCCKOI'O CJIIOBA BMECTO
AHTTUICKOTO 0e3 ydera ero CBs3UW B MPEUIOKEHHUH, YTO OOBIYHO MPUBOIUT K OECCMBICIHIIEC U
HCKaXEHUIO CMbICJa IEPEBOIMMOT0 TEKCTA.

IIpu nepeBoe nomycKkaeTcs:

a) H3MEHEHHE MOPsKA CJIOB B IPEIOKECHHH

b) mepeHOC OTAENTBHOTO CIIOBA M3 OJHOTO MPEITIOKEHHS B IPYTOE,

C) oObeaMHEHHE ABYX WK 00JIee MPEUIOKEHUI B OTHO WK HA00OPOT

d) mobaBieHue OTCYTCTBYIOIIUX B TEKCTE CIIOB, HO TPEOYEMBIX IO CMBICITY CJIOB H,
Ha000pOT, OMYIIEHNE OTACIBHBIX CJIOB OPUTUHAILHOTO TEKCTA HA PYCCKOM SI3BIKE,

€) 3aMeHa OJHOM YaCTH pevH APYToi

IIpu nepeBoie MONb3YHUTECH CIIOBAPEM.
Uto06s! paboTa co cioBapeM HE OTHUMaJla MHOTO BPEMEHH, CIIEAYeT:

v XOpOIIO 3HATh aj(aBUT , TAK KaK CIIOBA PACIOJIOKEHBI B aJi()aBUTHOM TOPSIJIKE HE
TOJIBKO IO NEepBOI OyKBE, HO U MO BCEM MOCIEAYIOLINM;
v MTOMHHTD, YTO CJIOBA JIaHBI B UX UCXOAHOHN opMe, T.€. I1aroiibl — B UHOUHUTHUBE,

CYIIIECTBUTENIbHBIC — B 00IIEM TajIeKe, €TMHCTBEHHOM YHCJIe, MPUIaraTelibHOe — B
MOJIOKUTENBHOM cTenenu. [locie kaxaoro cioBa B CI0Bape UCIIONb3YETCS COKpallleHHeE,
0003HavaroIIee MPUHAJICKHOCTD CJIOBA K OTIPEICTICHHOMN YacTH PEYH.

adjective a. pUIIAraTesibHOe
adverb adv. Hapeuue
conjunction Cj. COI03
noun n CYIIECTBUTEILHOE
numeral num YHUCIIUTETHHOE
plural pl MHOKECTBEHHOE YHCIIO
preposition prep peJyIor
pronoun pron MECTOMMEHHE
verb Y TJ1aroJ

Caenyer mnoMHUTB!!!



Henp3s 3moynorpediste On-line nepeBogurkamu, a €ciid UCTIONB3YeTe UX, TO HEOOXOIUMa
cepbe3Has pellakTypa nepeBeeHHoro texkcra!!!

Tak, naripumep, Google Translate (http://translate.google.com/) — 3To cucrema CTaTHCTUYECKOTO
MAaIIMHHOTO NIEPeBO/a, YTO 03Ha4aeT, uTo GT-cucTema He aHATM3UPYET CUHTAKCUC TEKCTa Ha
OCHOBE KaKHX-TO CTPYKTYpHBIX npaBwii. OHa BeIZaeT HanOoJiee BEPOSTHBIN IepeBO/]
MPEJIOKEHHS WM CJI0BA, OCHOBAHHBIN Ha CTATUCTHKE HAKOIJICHHBIX YEJIOBEYECKUX IEPEBOJIOB.
B ocHOBe aHanM3a npu 3TOM 4acTo Jie)KaT KOPOTKHUE LIEIOYKH BCETO U3 HECKOJIBKUX CJIOB. DTO
03HAYAET, YTO KOTJa CUCTEME HE XBAaTaeT JaHHBIX JIJIsl KOMIUIEKCHOT'O CTaTUCTUYECKOTO aHaIn3a
WIN KOTJa B SI3bIKAaX OPUTHMHAJIA M MIEPEBOA CYIIECTBEHHO PA3INYaeTCsl MOPSAIOK ciIoB, To GT
BbI/IaeT TapabapUIMHy WIH [IPOCTO MEPEHOCUT B MIEPEBOJI T€ CJIOBA OPUTHUHANA, U KOTOPBIX Y
Hee HET NIepeBo/a.

V. PadoTa Haj 10KJI3/10M / BBICTYILJIEHHEM

JokJaa, corinacHo TOJIKOBOMY clioBapro pycckoro si3bika J.H. Yiakosa: coobmienue no
3aIaHHOM TeMe, C IIeJIbI0 BHECTH 3HAHUS U3 JIOMOJIHUTEILHOMN JINTEPATyphl, CACTEMaTU3UPOBAThH
MaTepuJl, MPOUIUTIOCTPUPOBATH IPUMEPAMH, PA3BUBATh HABBIKM CAMOCTOSITENIbHOM paboOTHI ¢
Hay4HOH JIMTEPATYPOM, ITI03HABATEIbHBIN HHTEPEC K HAYYHOMY MO3HaHUI0. Tema gokiana
JOJIKHA OBITH COTJIACOBAHHA C MPEMOo/aBaTeIeM U COOTBETCTBOBATh TeME yUEOHOTO 3aHATHUS.
Marepuansl Ipu €ro NOAr0OTOBKE, AOKHBI COOTBETCTBOBATH HAYYHO-METOANYECKUM
TpeOOBaHUSAM By3a U OBITh yKa3aHbI B Tokiae. Heo6xoaumo co0moaaTh periaMenT,
OTOBOPEHHBIN MPHU MOJIYYCHUH 3aaHus. umrocTpauy 10KHBI OBITh TOCTATOYHBIMH, HO HE
ype3MepHbIMU. PaboTa cTyZieHTa Haj TOKIaI0M-TIpe3eHTaliel BKII0YaeT OTPabOTKy yMEHHUS
CaMOCTOSITEIILHO 0000IIaTh MaTEPHUAN | JISIATh BEIBOJIBI B 3aKIIOUCHUH, YMCHHUS
OPUEHTHPOBATHCS B MAaTEpUAJIC U OTBEYATh HA TONOJHUTEIbHBIE BOIPOCHI CIyIIATENEH,
OTpabOTKY HABBIKOB OPAaTOPCTBA, YMEHUSI IPOBOAUTH AUCTYT. JIOKJIaTIYMKH TOJDKHBI 3HATH U
YMETh: cOO0IIaTh HOBYIO HH(POPMAIUIO; UCTIOIB30BaTh TEXHUYECKUE CPEICTBA; XOPOIIIO
OPUEHTHPOBATHCS B TEME BCETO CEMUHAPCKOTO 3aHATHUS; TUCKYTUPOBATh U OBICTPO OTBEUYAThH HA
3a/laHHbIe BOMPOCHL; YETKO BBHIMIOIHATH YCTAHOBICHHBIN pernameHT (He 6onee 10 MUHYT); UMEThH
IIPEACTABJICHUE O KOMITO3UIIMOHHON CTPYKTYpPE TOKJIAAa U JIp.

CTpykTrypa BbICTyIJIeHHs. BCTyIieHHe moMoraeT 00ecreyuTh YCIeX BBICTYIIICHHS 110
mo0oit TemaTuke. Berynienue 1omKHO cofiepkaTh: Ha3BaHUEe, COOOIIIEHUE OCHOBHOW U/IEH,
COBPEMEHHYIO OLICHKY MPEIMETa U3JI0KEHUS, KPaTKOE MEPEUHUCIICHUE PACCMAaTPUBAEMBbIX
BOIIPOCOB, KUBYIO HHTEPECHYIO (hOPMY M3JIOKEHUS, aKIICHTUPOBAHNE BHUMAHUS Ha BaYKHBIX
MOMEHTaX, OPUTHHAIBHOCTD MoAxoAa. OCHOBHAs 4acTh, B KOTOPOU BBICTYNAOLIUNA JOJIKEH
TIyOOKO PacKpBITh CYTh 3aTPOHYTOM TeMbI, OOBIYHO CTPOUTCS 11O MPUHITUITY OTYETA. 3a1a4ua
OCHOBHOI YaCTH — PECTaBUTh IOCTATOYHO JAHHBIX AJI TOTO, YTOOBI CYIIATETN
3aMHTEPECOBAIKNCH TEMOM U 3aXOTENN 03HAKOMUTHCS ¢ MarepuaiaMu. [Ipu sTom jgorudeckast
CTPYKTypa TEOPETHUECKOT0 OJI0Ka He TOJKHBI JaBaThCsl 0€3 HaTJIAIHBIX TTOCOOUIA, ayIno-
BU3YaAJIbHBIX M BU3YAIHHBIX MAaTEPHAIOB. 3aKIIOUEHUE - ICHOE, YETKOE 0000ITIEHUE U KPAaTKUE
BBIBO/IbI, KOTOPBIX BCET/1a ®KAYT CIYyIIATEH.

V. lloaroTroBka npe3eHTaNMii

IIpe3enTanus, COrIaCHO TOJIKOBOMY cCJIoBapro pycckoro s3bika JI.H. Ymakoa: cioco6
nojaun MHQGOpMaIuM, B KOTOPOM NMPUCYTCTBYIOT PUCYHKH, (hoTorpaduu, anumanus 1 3ByK. Jlis
MOJIFOTOBKHU MPE3EHTAIlMH PEKOMEHIyeTcs ucmoib3oBath: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maker beamer. Camast mpocrtasi mporpaMma Juisi CO3JJaHusl MPe3eHTaluH -
Microsoft PowerPoint. JIjis moaroroBku nmpe3eHTaiuu Heo0XoauMo cobpats U 00padboTaTh
HauvanbHy0 HH(popMaruio. [locnenoBaTeIbHOCTh MOATOTOBKYU NMPE3EHTALUY:

1. Yétko chopmMynmmpoBaTh 1eIb IPE3EHTAIMH: BBl XOTUTE CBOIO ayAUTOPHIO
MOTUBUPOBATh, YOSINUTh, 3apa3uTh KAKOW-TO MIeeH UK MPOCTO (POPMATIBHO OTYUTATHCS.



http://translate.google.com/

2. OnpenenuTh KakoB OyAeT popMaTr Npe3eHTAIMU: )KUBOE BBICTYILUIEHHE (TOT/a,
CKOJIBKO OyJIeT ero MpoI0JKUTENBHOCTD ) UM 3JICKTPOHHAS PacChUIKa (KaKOB OyJIeT KOHTEKCT
[IPE3CHTALINN).

3. OToOpath BCIO cofiepKaTeNbHYIO YacTh JAJISl IPE3EHTALUN U BBICTPOUTH JIOTHUECKYIO
LIENIOYKY MPEACTABICHUS.

4. OnpenenuTs KIOYEBbIE MOMEHTBI B COAEPKaHUH TEKCTA U BBIIEIUTH UX.

5. OnpenenuTh BUIBI BU3yaIU3aluu (KapTUHKH) JJIs1 OTOOpaKCHHSI UX Ha Claiiax B
COOTBETCTBUH C JIOTUKOM, LI€JIbI0 U crienu(uKoi MmaTepuania.

6. [TomoOpaTh nu3aitH 1 GopMaTUPOBATH CIIAKBI (KOJIMYECTBO KAPTUHOK M TEKCTA, UX
pacrosoXkeHue, IBET U pa3Mep).

7. IIpoBepuTh BU3yallbHOE BOCHIPUTHE ITpe3eHTaluu. K BujaM Buzyanusaly OTHOCATCS
WUTIOCTpanuu, 00pas3bl, AMarpaMmbl, TaOIHIIBI.

Hnniocmpayus - NpeCTaBIEHNE PEAIbHO CYLIECTBYIOIIETO 3pUTEIBHOIO Psija.

Obpa3swl - B OTIIMYUE OT WLTIOCTpanuii - Mmetadopa. VX Ha3HaueHue - BHI3BATh SMOIIHIO U
CO3/aTh OTHOUIEHHE K HE, BO3AEMCTBOBATh Ha ayAUTOPHIO. C IOMOILBIO XOPOILIO
MPOJYMaHHBIX U MPEACTaBIsAEMbIX 00pa30B, MHPOPMALIHS MOXKET HAZOITO OCTAThCS B MAMSITH
YyeJloBeKa.

Jluacpamma - BU3yannu3zanus KOJMYECTBEHHBIX U KAUECTBEHHBIX CBA3EH. X ncnonp3yror
JUTs yOeTUTENbHOM JeMOHCTPAIMK JAHHBIX, IS IPOCTPAHCTBEHHOTO MBIIIJICHUS B JONIOJHEHUE
K JIOTUYECKOMY.

Tabnuya - KOHKPETHBIN, HATJISITHBIA U TOYHBIN TIOKa3 JaHHBIX. E€ OCHOBHOE Ha3HAYCHUE
- CTPYKTYpHUPOBaTh UH(POPMALIHIO, YTO MOPOil 00JIeryaeT BOCIPUSTHE TaHHBIX ayJUTOPHEH.

[IpakTHueckue cOBETHI IO MOATOTOBKE NPE3EHTALIMM TOTOBBTE OTJEIIBHO: IIEUYaTHBIN
TEKCT + CIalJIbl + pa3JaTOYHbIN MaTepHall; CIIAii/Ibl - BU3yalibHas 1o1a4a HHPOpMaIny,
KOTOpas JOJDKHA CO/IepKaTh MUHUMYM TE€KCTa, MAKCUMYM W300pa)keHU, HECYIIIUX CMBICTIOBYIO
Harpys3Ky, BBIIJISJETh HAIJISIIHO U IPOCTO; TEKCTOBOE COJEPYKAHUE MPE3EHTAIlUU - YCTHAsI peyb
WIN YTE€HHE, KOTOpas JOJKHA BKIIIOYATh apryMEHTHI, (DaKThI, J0Ka3aTeIbCTBA U SMOLIUY;
peKoMeHayeMoe Yuciio craiaoB 17-22; o0g3aTenpHas HHGOpMaus AJs IPEe3eHTalNu: TeMa,
(bamMuIIUs 1 MHULKMAIBI BHICTYIAIOIIET0; IJIaH COOOIEHHs; KpaTKHE BBIBOJIBI U3 BCErO
CKa3aHHOI'0; CIIMCOK MCIIOJIb30BAaHHBIX HCTOUYHUKOB; Pa3AaTO4YHbIN MaTepuall - JOKEH
o0ecreunBaTh Ty ke INTyOMHY M 0XBAaT, YTO U JKUBOE BBICTYIIJICHUE: JIIOJIU OOJIbIIE JOBEPSIOT
TOMY, UTO OHU MOTYT YHECTHU C COOOM, 4YeM MCUE3aI0LINM U300pakeHUIM, CJIOBA U CIaiabl
3a0BIBAOTCS, a Pa3/1aTOYHBIN MaTepUal OCTAeTCs MOCTOSIHHBIM OCSI3a€MbIM HallOMUHAHHEM;
pa3IaToOYHBIA MaTeprall BaKHO pa3/laBaTh B KOHIIE MPE3EHTAI[UH; pa3/laTOYHbI MaTepHabl
JOJDKHBI OTIIMYATHCS OT CIIalI0B, TOJKHBI ObITh 60siee MHPOPMATUBHBIMHU.

KomMmnbroTepHyto mpe3eHTaluo, CONpoBOK/IAIOILYI0 BEICTYIUIEHUE TOKIaA4uKa, y1o0Hee
BCET0 MOAr0oTOBUTH B iporpamMmme MS Power Point. [Ipe3enTtarus kak TOKyMEHT NpeICTaBIIseT
co00i1 MoceI0BaTeNbHOCTh CMEHSIOIIUX IPYT ApYyra ClIaiioB - TO €CTh 3JIEKTPOHHBIX
CTpaHHYeK, 3aHMMAIOIINX BECh 9KpaH MOHUTOpa (6€3 MPUCYTCTBUA NaHemeil nporpammsl). Yaie
BCEro JEMOHCTpALIUS MTPEe3eHTAIH POeUpYyeTcsl Ha OOJIBILIOM SKpaHe, pexe — pa3aaércs
coOpaBIIMMCs Kak NedaTHbId MaTtepuai. KoindyecTBo ciaifioB aIeKBaTHO COJIEPKAHUIO U
MPOJOKUTEILHOCTH BBICTYIUIEHUS (HapuMep, U S-MUHYTHOTO BBICTYIIJICHUS
peKOMeH1yeTcs UCTOIb30BaTh He Oosee 10 craiios).

Ha nmepBom craiie 00s13aTebHO IPEICTABISAETCS TeMa BRICTYIUICHHS U CBEJICHUS 00
aBTopax. Cienyromue ciaiibl MOKHO MOATOTOBUTH, UCIIOJB3Ys IBE€ Pa3IMUHbIE CTPATErMHU UX
MOJITOTOBKHU:

1 crparerus: Ha cnaiiibl HAHOCUTCS ONOPHBIN KOHCIIEKT BBICTYIUIEHHS U KIIIOUEBBIE
CJIOBA € T€M, YTOOBI [10JIb30BaThC UMH KaK IJIAHOM JUIsl BRICTYIUIEHUS. B 3TOM ciyyae k
claiiiaM IpeabsABISAIOTCS CeayIole TpeOOBaHUs: 00bEM TEKCTa Ha ciaiie — He Oosbie 7
CTPOK; MapKHPOBAHHBIN/HYMEPOBAHHBIN CITUCOK COJIEPKUT HE Oosiee 7 3JIEMEHTOB; OTCYTCTBYIOT
3HAKU MYHKTyallM B KOHLIE CTPOK B MapKUPOBAaHHBIX 1 HYMEPOBAaHHBIX CIIMCKAaX; 3HAUNMasi



uH(OpMaLKs BBIICISETCS ¢ TOMOIIBIO IBETa, KerJs, 3¢ ¢dexroB anumanuu. Oco00 BHUMATEIHHO
HEO0OXO0IUMO MTPOBEPUTH TEKCT HAa OTCYTCTBHE OMUOOK U onevyatok. OCHOBHas omrlOKa npu
BBIOOpE TAHHOM CTPATErMH COCTOUT B TOM, YTO BBICTYIAIOIIME 3aMEHSIOT CBOIO PeUb UTCHHEM
TEKCTa CO CJIalJI0B.

2 cTpaterusi: Ha Ciaipl moMemaeTcs (pakTH4eckuii Matepuai (Tabauibl, rpaduky,
dororpacduu u np.), KOTOPHIHA ABISETCS YMECTHBIM U JOCTATOYHBIM CPEICTBOM HArJIsAHOCTH,
MIOMOTAET B PACKPBITUH CTEP’KHEBON MJI€U BBHICTYIUICHUS. BrIOpaHHbIe CpeaCcTBa BU3YAIIN3alluU
uH(popManuu (TabnuLIbl, CXeMbl, TpadUKU U T.JI.) COOTBETCTBYIOT COJEPKAHUIO BBICTYILIEHU. B
ATOM ciydae K cliaiiiaM MpeabsBIISIOTCS CIeayrolue TpeOoBaHu: MAaKCUMAIIbHOE KOJTMYECTBO
rpadgudeckoit mHGOpPMAIIMK Ha OJTHOM Cliaiijie — 2 pucyHka (potorpaduu, CXembl U T.11.) C
TEKCTOBBIMH KOMMEHTapUsMu (He Ooiiee 2 cTpok K kaxkaomy). Haubonee Baxknas nadopmarus
JOJIKHA pacrojaraTthCs B HEHTPE IKpaHa.

OcHoBHast omurOKa MpH BEIOOPE JaHHOW CTPATETHH — «COPEBHOBAHHUEY» CO CBOUM
WTIOCTPATUBHBIM MaTepUaoB (ayTUTOPUH HE MPEIOCTABIISACTCS JOCTATOYHO BPEMEHH, YTOOBI
BOCIIPHHSTH MaTepuaj Ha crnaiinax). OObraHbIN craiin, 6e3 3¢ (heKToB aHMMAaIUHU TOJIKESH
JI€MOHCTPUPOBAThCs Ha 3KpaHe He MeHee 10 - 15 cexyH/. 3a MeHbllIee BpeMs IPUCYTCTBYIOLIIE
HE yCIIeeT 0CO3HaTh cojiepaHue ciaiina. Eciu kakas-To kKapTUHKa MOsBUJIach Ha 5 CEKYyH], a
MOTOM TYT K€ CMEHWJIACh APYTOH, TO ayAUTOpHsI OyIeT CUUTATh, UTO JOKIATUUK €€ MOATOHSIET.
OO6patHoro (Mo3uTUBHOTO) Y (HeKTa MOKHO JTOCTUTHYThH, €CITH JOKJIATINK TPOJIUCTHIBACT
MHO>KECTBO CJIaii/I0B CO CIOKHBIMH TA0JIMIIAMU U TMarpaMMaMu, TOBOps IIpu 3ToM «Bot Tyt
IPUBENEH PA3HOTO POJIA BCNOMO2AMENbHYIL MATEPHUAIL, HO 51 €r0 X0Uy IPOIMYCTUTh, YTOOBI HE
neperpykarb BHICTYIUICHHE MOAPoOHOCTIMIUY. [IpaBna, Takoii mpuém nenath B Hauaie U B KOHYe
NPE3CHTAIMH — PUCKOBAaHHO, ONTHMAaJIbHBII BAPHAHT — B CEPEINHE BHICTYIUICHUSI.

Ecnu Ha cnaiifie npuBoAUTCS CIOXKHAS Tuarpamma, e€ HeoO0X0IMMO MpeABapUThH
BBOJIHBIMU ClIOBaMH (Harpumep, «Ha 3Toil tuarpamMMe mpuBOIUTCS TO-TO U TO-TO, 3eJIEHBIM
OTMEYEHBI NToKa3aTean A, CHHUM — Iokaszareiu by), ¢ Tem, yToObl 1aTh BpeMs ayAUTOPUH Ha €
paccMOTpeHHeE, a TOJIBKO 3aTeM MPUCTYIATh K €€ o0cyxnennto. Kaxpiii cnaiif, B cpeHeM
JIOJDKEH HaXOJUThCs Ha 9KpaHe He MeHbIe 40 — 60 cekyHn (0e3 yuéra BpeMeHH Ha CiIydaifHO
BO3HUKILIEE 00CYXAeHHE). B CBSA3M ¢ 3TUM JTyuIlle HaCTPOUTH MPE3EHTALIUIO HE Ha
aBTOMATHUYECKUI 10Ka3, a HA CMEHY CJIaliJIOB CAMHUM JIOKJIaTUHKOM.

Oco0060 TIIaTeNnbHO HEOOXOAMMO OTHECTHUCH K oghopmaenuto npezenmayuu. J{ns Bcex
CJIaiiI0B MPEe3eHTAlUU TI0 BO3MOXXHOCTH HEOOX0IMMO UCIOIb30BATh OJIMH U TOT e 11a0I0H
o opMIIeHHUS, KETJIb — JJISl 3aT0JIOBKOB - HE MEHbIIIE 24 MYHKTOB, JJ1s HHPOpPMAIUHU - HE MEHEe
18. B mpe3eHTanusax He MPUHATO CTAaBUTh EPEHOCHI B CIIOBAX.

[TonymaiiTe, He OTBIEKalTe JIM BbI CIyLIaTeNIel CBOEH ke npe3eHTauuen? Spkue Kkpacku,
CJIO’KHBIE I[BETHBIE TOCTPOCHUS, N3IHUILHSAS aHUMAIH, BBINIPHITMBAIOIIUI TEKCT MU
WUTIOCTpAIMsl — HE caMoe JIydlliee JOMOJIHEHNE K HayYHOMY JI0KJIaay. Takke HexKelaTelIbHbI
3BYKOBBIE 3(P(PEKTHI B X0J1€ IEMOHCTPAIIUH MTpe3eHTauK. HaumyymuMu siBIIsSII0TCS KOHTPAcTHBIE
nBera poHa u Tekcta (0enbiid HOH — YEPHBIN TEKCT; TEMHO-CHHHUN ()OH — CBETIO-)KENTHIA TEKCT
T. 11.). JIyu1ie He cMeImMBaTh pa3Hble TUMHI LIPU(TOB B OHOM Mpe3eHTauu. PexkoMenayercs He
3710yNOTPEOATh IPONUCHBIMU OYKBaMH (OHH YUTAIOTCS XY¥KeE).

HexonTtpacTtHble craiiibl 0y1yT CMOTPEThCS TYCKJIBIMUA U HEBBIPA3UTEIbHBIMU, OCOOCHHO
B CBETJIBIX ayIUTOPHSIX. JJIst ydineit opueHTannu B MPEe3eHTAMH 110 X0y BBICTYIIICHHS JTy4IIe
POHYMEpOoBaTh ciaiipl. XKenarenbHo, YTOOBI Ha claiiiax ocTaBajIMCh MO, HE MeHee 1 cM ¢
KaXJ10¥ cTopoHbl. BcnomoraTensHast nHbopMarus (YIpapIsioNine KHOTKH) He TOJDKHBI
npeo0ianaTh HaJ OCHOBHOW MH(pOpMalnel (TEKCTOM, WIUTIOCTpalusiMy). Mcrons30BaTh
BCTpOeHHBIE 3G (HEKTH aHUMAIIMM MO>KHO TOJIBKO, KOT/ia 6€3 3TOro He 000UTHUCH (HallpuMep,
M0CJIEI0BATENIbHOE MOSIBIIEHUE YIEMEHTOB AUarpammabl). s akiieHTHpOBaHMsI BHUMAaHMS Ha
KaKOH-TO KOHKPETHOW MH(OPMAIUH ClIaii1a MOXKHO BOCIIOJIB30BAThCS JIA3EPHON YKA3KOM.

JlnarpaMMbl TOTOBSITCS C MCTIOJIB30BAHUEM MacTepa JuarpaMM TabJIMyHOro Imporeccopa
MS Excel. JIns BBOJIa YMCIIOBBIX TaHHBIX MCTIOIB3YETCSI YUCIOBOM (hopMaT C pa3aenurenemM
rpynm pa3psaoB. Eciau nanHble (MOAMMCH TaHHBIX) SBISIIOTCA APOOHBIMU UM CIIAMH, TO YUCIIO



0TOOpa)kaeMbIX JECATUYHBIX 3HAKOB JIOJKHO OBITH OJJMHAKOBO JUISL BCEH TPYIIIbI 3TUX JaHHBIX
(Bcero psna noanuceil JaHHpIX). JlaHHbBIE U IOANNCYU HE AOJKHBI HAKJIAABIBATHCS APYT HA Jpyra
U CIUBAThCA C rpauuecKUMHU dJIeMEHTaMu fuarpaMMbl. CTpYKTypHBIE IHarpaMMbl TOTOBSTCS
IIPY IOMOILM CTaHAAPTHBIX cpeacTB pucoBanus nakera MS Office. Eciau npu popmaTupoBanuu
ciaiiia ecTb He0OXOAUMOCTh POIIOPLUOHATBHO YMEHBIIUTH Pa3Mep AuarpamMMsl, TO pa3Mep
HIPU(PTOB PEKBU3UTOB JOJIKEH ObITh YBEJIIMYEH C TAKUM PAacye€TOM, YTOOBI peaabHOe
oTtoOpakeHre 00BEKTOB AMArpPaMMbl COOTBETCTBOBAJIO 3HAYECHUSM, YKa3aHHBIM B Tabnuie. B
TabJIMIAX HE JOJKHO ObITh Oosiee 4 CTPOK U 4 CTOIO1I0B — B IPOTUBHOM Clly4yae JaHHbIE B
Tabmuie OyAeT IpPOCTO HEBO3MOXKHO YBUJETh. SIUelKH ¢ Ha3BaHUSAMHU CTPOK U CTOJIOIOB U
Haun0oJiee 3HAYUMBble JJAHHbIE PEKOMEH/YETCsI BBIIEIISATh LIBETOM.

Tabnuunas nHpOpMaLKs BCTABISETCS B MATEpHAIIbl KaK TaOJIUIa TEKCTOBOTO
nporeccopa MS Word wiu Tabimmunoro mporeccopa MS Excel. [Ipu BctaBke Tabiuiibpl Kak
00BEKTa U MPOTIOPLUUOHATBHOM U3MEHEHHH €€ pa3Mepa pealbHbIi 0TOOpakaeMblil pazMep
mpudTa 10KeH ObITh He MeHee 18 pt. Tabmuib! U tuarpaMMel pa3MeIatoTCs Ha CBETIOM HIIU
oemom Qone.

Ecnu Bl npeanounTaere BOCIOIb30BaThCSI TOMOILBIO ONepaTopa (YTO TOXKE BO3MOXKHO),
a He JIUCTaTh CJai/ibl CAaMOCTOATEIbHO, OUYEHB MOJIE3HO MPEAYCMOTPETh CCHUIKHM Ha CIIal bl B
Tekcre Aoknaaa («Crenyromuii cinai, moxanyicra...»).

[Tocne mOArOTOBKH MPE3eHTAIMH HE00X0AMMa PENEeTHIINS BBICTYIUICHUSI.

3aKIIIOYUTENbHBIN Cl1ali]] Mpe3eHTaluu, coaepxamuii Tekct «Crnacu0o 3a BHUMaHHE»
i «KoHemy, Bpsi v mpreMiIeM IS Pe3eHTAIUN, COPOBOXKAAONICH MyOInIHOe
BBICTYIIJICHHE, IOCKOJIbKY 3aBEpILIEHHUE [T0Ka3a CIai10B ellé He SIBJIAETCS 3aBepIICHUEM
BeICTYyIUIeHUs. KpoMe Toro, Takue ciaiipl, Tak e Kak u ciaii «Bompockl?», 1y0aupyroT
ycTHoe coobuieHre. OnTuMalibHbIM BapUaHTOM MPEICTaBIIAETCs IOBTOPEHUE IIEPBOTO Cllaiijia B
KOHIIE MPE3EHTAIH, IOCKOJIbKY ATO AA€T BO3MOXKHOCTb €ILIE pa3 HAIIOMHUTH CIYLIATENsIM TEMY
BBICTYIIJICHUS U UM JOKJIa4iKa U JIM00 NepelTH K BOIpocaM, TMOO0 3aBEpIINTh BBICTYIUICHHUE.

Jliig nmokaza (aiiin nmpe3eHTalu He0OX0IMMO COXpaHUTh B popMmate «JleMoHcTpanus
PowerPoint» (®aitn — Coxpanuts kak — Tun ¢aiina — lemoncrpauus PowerPoint). B atom
Cllydae Mpe3eHTalMsl aBTOMaTHUYECKH OTKPBIBAETCS B PEKMME TIOJTHOIKPAHHOTO 1OKa3a
(slideshow) u ciymatenu u30aBiaeHbl Kak OT BUa pabodero okHa nporpammsl PowerPoint, Tak
U OT IOTE€Ph BPEMEHU B Hayase 1oKas3a Mpe3eHTaluu.

[Tocne moAroTOBKH Mpe3eHTALMH [TOJIE3HO TPOKOHTPOIMPOBATEH Ce0s1 BOIPOCAMMU:

1) ynanock 11 1OCTUYb KOHEUHOM LI€TH MPEe3eHTaUH (YTO yIal0Ch ONPEAEIUTh,
OOBSICHUTB, MPEJIOKHUTh MU MPOJIEMOHCTPUPOBATH C IOMOIIbIO HEE?);

2) K KaKkuM 0COOEHHOCTSIM 00bEKTa NMPE3EHTAIH YAAJI0Ch IPUBJI€Yb BHUMaHUE
ayauTopuu?

3) He OTBJIEKAET JIM CO3/IaHHas MPEe3EHTALUsI OT YCTHOTO BBICTYIIJICHUS?

VI. CocraBjenne anHoranuu v pedepara

AHHOTanu (0T JaT. amotatio — 3aMeTKa) — KpaTkas XapaKTepUCTHUKA CTaTbH, KHUTU U T.JI. C
TOYKHU 3pEHUS €€ Ha3HAYCHHUS.
Llenv annomayuu - OTBET Ha BOIIPOC, O UYEM T'OBOPUTCS B CTAThe, T.€. 1aTh O0LIee NPEICTABICHHUE
O CTarke.
Cmpykmypa annomayuu:

1.ABTOp, Ha3BaHHUE, BHIXOMHBIE JAHHBIE.

2.Tema cTaTh (TEKCTa, KHHTH).

3. IIpo6ieMaruka, T.e. Kpyr MpOOIEM HJIM BOIPOCOB, KOTOPHIE 3aTParuBalOTCs B TEKCTE
(crarbe, KHUTE).

4. Anpecar, T.e. TOT, Ul KOTO IPEIHA3HAYCHA CTAThs (TEKCT, KHHUIA).
SI3bIK aHHOTAIMH JTOJIKEH OBITh JIUTEPATyPHBIM, JTAKOHUYHBIM U MPOCTHIM.




Pedepar (ot nar. referre - noxnaapIBaTh, COOOIIATH) - KPATKOE M3JIOKEHHUE COIEPKAHMSI CTAaTbU
(TekcTa, KHUTH), BKJIIOYAIOIllee OCHOBHBIE CBEJICHUS U BBIBOJIbI, HEOOXOTUMBIE AJIs
NEPBOHAYATIHLHOIO O3HAKOMIICHUS C HEH U OIpeesieHus 1eIeco00pa3sHOCTH 00paIeHus K Hell.
Llenv peghepama - 0TBET HA BOIIPOC, YTO UMEHHO FOBOPUTCS B-UCTOUYHHUKE HOBOTO,
CYLIECTBEHHOTO.
Briaensitot peghepam-0630p (coctaBisercs HO HECKOIBKUM UCTOYHUKAM, MIOCBAIIEH OJHON
TeME) U peghepam-pe3rome (COCTABIAETCS 110 OTHOMY UCTOUYHHUKY).
Cmpyxkmypa peghepama-pe3stome:

1. ABrop, Ha3BaHME, BLIXOIHBIE JaHHBIE.

2. Tema cTaThy (TEKCTa, KHUTH).

3. Komnosumus. Yka3blBaeTcs M3 CKOIBKMX M KAKHUX CTPYKTYPHBIX YacTell COCTOMT
VCTOYHHUK (pa3zeibl, IJIaBbl).

4. OcHoBHoe conep:xanue. M3maraioTcss KOHKPETHBIE Pe3ylbTaThl MM BBIBOIAbI aBTOpPA B
COOTBETCTBUH CO CTPYKTYPOM UCTOUYHHKA (BO BBEJACHHH ..., B 1-OM I71aBe ... U T.11.).

5. Hanuuue WUIOCTPaTUBHOrO MaTepHana (WITIOCTPALMH, PUCYHKH, TaOJUIIbI U T.11.).

6. Anpecar, T.e. TOT, ISl KOTO IIPEIHA3HAYECHA CTAThs (TEKCT, KHHUIA).
OcobeHHOCTH pedepara-pe3roMe 3aKIII0IaeTCs B €0 00bEKTHBHOCTHU. ET0 S3BIK TaKKe JOIKEH
OBITh KPAaTKUM, IPOCTHIM U HEHTPAIbHBIM.

dpasbl 1 cOCTaBJIEHUs AaHHOTALMHU U pedepara
l. AgsTop (author), nassanue (title, name):

® [ have read a text - s1 mpounTa(-a) TEKCT;
- an article - crarbio;

a story - pacckas;
an extract from the book entitled - OTpbIBOK M3 KHUTH, 03aITIaBICHHON «...»;
e The title of the text (article, .. J is A..”” - 3aroJOBOK TEKCTA (CTATHH, ...)«...»;

® The author of this text (article,...) is ... - ABTOp 3TOTO TeKCTa (CTaTbU, ...) - ... (UM5);
- Itis written by ... - OH / ona Hanucau(-a)...(MMs aBTOpA);

H. Tema (subject, topic):
® The topic of the text (article, ...) is ... - Tema TekcTa (CTaThH, ...)-«...»;

® The text (article, ...) is devoted to the problem (subject) of ... - Tekct (crarhs, ...)
MOCBSAIIIEH MTpobieme (Teme) ...;

I1l.  Kommosuuus (structure):

® The text (article, ...) consists of ... paragraphs (parts, chapters) - TexcT (cTarbs) COCTOUT
u3 ... maparpadoB (4actei, rias);
Yactu ucroyHuka: introduction - BBEIEHHUE;
the first (second, third, ...) chapter - 1-as (2-as, 3-1, ...) TaBa; conclusion, end - 3aKJIIO4YEeHHE,
KOHEIL;
[II.OcHoBHOE conep:kanue (contents):

® In the first (second, third....) chapter (paragraph, part, ...) the author says, that... - B 1-oi
(2-oi1, 3-eit, ...) rmaBe (maparpade, 4yacT, ...) aBTOp TOBOPHT, UTO ...;
- draws a conclusion, that... — geaer BBIBOI, YTO ...;
- mentions / points, that ... - ymomuHaeT / yka3pIBaer, 4To ...;

® [n the author’s opinion ... - [lo MHEHUIO aBTOpA, ...;

® The first (second, ...) chapter (paragraph, ...) - 1-as (2-as, ...) TaBa (maparpad)

- is devoted to ... - TOCBsIIIIEHA ...;

- includes information (facts) about ... - conepxxut uHbopmarnuio (GaxTs) O ...;
V. WuniocTpaTtuBHblii Marepuad (illustration):



® The author supports (i/lustrates) his ideas (opinion, theory, ...) by picture (table, photo,
...) - ABTOp mnoakpemsieT (WUIIOCTPUPYET) CBOM HIeH (MHEHHE, TEOPHIO, ...) PUCYHKOM
(Tabmuueit, pororpadueii, ...);

® In the first (second, ...) chapter (part. ...) there are some (many) pictures (tables, ...)

- B 1-oit (2-0i, ...) maBe (4acTH, ...) UMEETCS HECKOJIbKO (MHOTO) PUCYHKOB (Ta0uuil,

)
V. Aapecar (audience):

® This text (article, ...) was meant for specialists in the field of ... - DToT Tekcr (cTarb4, ...)
npeHa3HavYeHa Jisl CIeIHaIiCTOB B 00JIaCTH ...;

® This text (article, ...) is of some interest of ... - DTOT TeKCT (CcTaThsl) MPEACTABISCT
UHTEpEC JUIA ...

1. CiioBa-CBSI3KH:
e besides, moreover, furthermore - kpome T0Tr0;

° s0, in such a way, thus, in that way - Takum oGpazom;

o therefore, hence, so, consequently - cienoBarenbHO;

° and so, that is why - moaTomy;

L as, since — TakK Kak;

L perhaps, possibly - BO3MOXKHO, BEpOSITHO;

e most likely, probably - ckopee Bcero;

° what is more, in addition, I’d like to add that... - 6omnee Toro;
o maybe - MOXET ObITb;

e « in conclusion, summing up - B 3aBepILEHUE;

° Evidently, it’s obvious that - oueBuHO.

2. Jlornyeckoe 3aBepIIeHUE, BRIPAKEHUE COOCTBEHHOTO MHEHHS:

L I’d like to say that... - 4 xoten(-a) 6»1 ckazarh, 4ToO ...;

o [t seems to me that... - MHe ka)xeTcs, 4To ...;

° In my opinion... - [Io Moemy MHeHHUIO, ...;

L T agree/disagree that... - S cornacen(-ua) / He cornaceH(-Ha), 4ToO ...;
° I liked/disliked the fact that... - MHe nonpaBunocs, 4To ...;

° All in all - B uTore, B 00m1eM;

° On the whole, as a whole - B rieiom.



