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JIner akryaausanun pado4eil mporpaMmbl

Pabouas mporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzanuu B 2023 - 2024
yueOHOM ToJTy Ha 3acefaHuu Kadeapsl JIMHTBUCTUKH U TIEpEeBOIA

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

Pabouas mporpamma nepecMoTpeHa, 00cyxIeHa u ogodpeHa st peanm3anuu B 2024 - 2025
yueOHOM Toly Ha 3acefaHuu kadeapsl JIMHTBUCTUKY U TIEpeBOAA

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

Pabouas mporpamma rnepecMoTpeHa, o0cyxieHa u ooopena i peanmsanuu B 2025 - 2026
yueOHOM rojy Ha 3acenaHnu Kadeapsl JIMHIBUCTUKHU M NTEPEBO/IA

IIporokom ot 20 1. Ne
3aB. kadeapoii T.B. AkamieBa

PaGouas mporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanusanuu B 2026 - 2027
y4eOHOM roy Ha 3aceqaHnu Kadeapsl JIMHTBUCTUKY M ITEPEBO/IA

IIpotokom ot 20 1. Ne
3aB. kadempoii T.B. AkameBa




Pabouas mporpamma nepecMoTpeHa, o0cykaeHa u ofgoopeHa i peanusanuu B 2027 - 2028
y4eOHOM roy Ha 3aceqaHuu Kadeapsl JIMHMBHCTHKY U IepeBoia

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




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

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

(dhopMupOBaHHE Y 00YUAIOIINXCSI CIOCOOHOCTH OCYIIECTBIATH IEJIOBYI0O 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

JucuurumHa WMHOCTpaHHBIA S3bIK B MPO(ECCHOHATBLHOW KOMMYHUKALIMU BXOJIUT B
00s13aTelIbyI0 4acTh yU€OHOTI0 IUIaHa 00pa30BaTENbHON MPOrPaMMBI.

Jns  wW3ydeHWs  JUCHUIUIMHBL ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUSA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUILINH/ 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 pesymprate ocBoeHHMs aucUUIUIMHBL  (Monyns)  «MHOCTpaHHBIM  A3BIK B
npoeCCHOHATLHON KOMMYHHMKAaLMW» OOydyaroumuiics JODKeH 007anaTh — ClelyOLUMU
KOMIETEHIUSIMU:

Kon nanukaTopa WNHnukaTop TOCTHKEHUS KOMIIETCHITUN

YK-4 CnocobeH oCyIecTBIsITh JEI0OBYI0 KOMMYHHUKAIIMIO B YCTHOW M MUCHhbMEHHOW opMax Ha
rOCYIapCTBEHHOM si3bIKe Poccuiickoit deaepaiy 1 HHOCTPaHHOM(BIX ) sI3bIKe(ax)

YK-4.1 BriOupaer cTuiib 0OLIEHHS HAa PYCCKOM SI3bIKE B 3aBHCHMOCTH OT LIETH U
YCIIOBUI MapTHEPCTBA; aalITUPYET peub M CTUJIb OOLIECHUS K CUTYyalUsM
B3aMMOJECHCTBUS

VK-4.2 Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BIKaxX C Y4ETOM
OCOOEHHOCTEN CTUIIUCTUKH OQPHUIIMATBHBIX IMMHCEM U COIMOKYJIBTYPHBIX
pa3sIuIni

VK-4.3 Boimonuser s NMYHBIX 0 Leded  mepeBoA  OPHUIMANBHBIX U
NpopeCCUOHANBHBIX TEKCTOB C HMHOCTPAHHOTO SI3bIKa HAa PYCCKUH, C
PYCCKOTO I3bIKa HA MHOCTPAHHBIN

YK-4.4 [Iy6nu4yHO BBICTYHAEeT HAa PYCCKOM S3BIKE, CTPOUT CBOE BBICTYIUIEHHE C
Y4ETOM ayJIMTOPUU U 1IeJI 00IIEeHus
YK-4.5 YCcTHO mpeacTaBiseT pe3yabTaThl CBOEH IEATEIBHOCTH HAa MHOCTPAaHHOM

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




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIX enuHull 144 akaa. 4acoB, B TOM

YUCJIC:

— KOHTaKkTHas padora — 60,2 akaj. 4acos:
— aynuropHas — 60 akaj. 4acos;
— BHeaynuTopHas — 0,2 akaJl. 4acoB;

— caMocTosTenbHas pabora — 83,8 aka. yacos;
— B (hopme mpakTHyecKoii moarotoBku — 0 akaj. yac;

dopma arTecTalrH - 3a4€ET, 3a4ET C OLIEHKOU

AynutopHast ) =
o | KOHTaKTHas pabora E 3 dopma TeKyIIEero
=
= B aKaJl. 4acax (5 Bnu KOHTPOJIS
Pasnen/ Tema 3 (B axaj. uacax) S A . p Kon
S 3 © | caMocTOATENBHON | ycreBaeMOCTH U
JIACIMTUTHHBI 5 [ . | KoMnereHMH
O 2 £ padoThI MIPOMEKYTOUHOM
nab. | mpakr. | 5 Q&
Tlex. z'g aTTecTaluu
3aH. 3aH. | O &
1. 1. Cdepa Oynyuiei
npodecCHOHATLHON
JIeSITeIIbHOCTH
1.1 Pa3Butue ymeHWd u
Y ITogroroska VK-4.1, VK-
HaBBIKOB nchMa o
MMUCEMEHHOTO ITpoBepka 4.2, VK-4.3,
teme:«Mcropust  pa3BuTHA 8 10
MOHOJIOTHUYECKOTO | MUcbMeHHbIX padoTr| YK-4.4, VK-
npodeccuu u
o BBICKA3bIBAHUS 4.5
po¢ecCHOHATEHON
1.2 Pa3BuTHEe HaBBIKOB
YTEHHSI TEKCTOB II0 TEME. VK-4.1, YK-
OTBeTH Ha o
«CoBpeMeHHbIE 6 6 BOIDOCH 10 Bribopounblit 4.2, YK-4.3,
TEXHOJIOTUH u P ompoc VK-4.4, YK-
TEKCTY
MEPCIEKTUBBI pa3BUTHSA 4.5
npodeccuu u
1.3 Passurme HaBbBIKOB| 7
FOBOPEHUs [0 TeME « YK-4.1, VK-
Mu E))BLIe BEIyIINE 12 10 Toxrorosia YcTHBIi onpoc 4.2, VK-4.3,
P ¥ TIpe3eHTAINH P VK-4.4, YK-
KOMITAaHUH 45
npodecCHOHAILHON '
1.4 Pa3Butue yMeHHH W
HaBBIKOB OTIepUPOBaHHS
pPHp Brinonnenue ITposepka VK-4.1, VK-
OCHOBHBIMHU "
YIpaXHEHHUH 110 BBITOJIHEHHS 4.2, YK-4.3,
rpaMMaTHYeCKUMH 10 10
rpaMMaTHKe rpammaruueckux | YK-4.4, VK-
SBJIICHUSAMH, XapaKTEPHBIMH N
N H3Y4aeMOT0 sI3bIKa YIpaXHEHUH 4.5
TUTSt npodeccnoHanbHON
peun. Kareropust «3amory
Wroro no pazneny 36 36
Hroro 3a cemectp 36 36 3auéT
2. 2.Mos Oynymas kapsepa
2.1 PazButue ymeHud W
HaBBIKOB 4TEHHUS, MUChMa
) YK-4.1, VK-
1o teMe«OCHOBHbIE Cepsbl UreHue TekcTa u N
. Bri0opouHbIit 4.2, YK-4.3,
MPUMECHEHUS Mmoeii| 8 4 8 OTBETHI HA
0IIpocC YK-4.4, VK-
cnenuansHocTH.  OXpaHa BOIPOCHI 45
Tpyaa u pabouee MecTo '
CIICIHATNCTA




2.2 Pa3BurHe HaBBIKOB
VK-4.1, VK-
TOBOPEHHUS IToaroroska
. 4.2, VK-4.3,
«IIpotdheccronanbHbIC 4 10 | MoHOJIOTHYECKOTO | Y CTHBIH OMpoc VK44 VK
KOMIIETeHIMH  Oynymiero BBICKA3BIBAHUS Aé
CIIEITHATUCTAY )
2.3 Pa3sBurHe HaBBLIKOB CocrapieHie
1chLMa o TEME SASBICHIS O VK-4.1, VK-
«YcrpoiictBo Ha paboty. Br160pouHsbIif 4.2, YK-4.3,
4 10 |mpueme Ha paboTy
ITpoxoxaenue orpoc YK-4.4, VK-
CocraBlieHHe
cobecenoBanns.  Jlenosas 4.5
HHTEPBBIO.
ITHKA»
Hroro no pasaeny 12 28
3. 3. OCHOBEI
npodecCHoHaIBHON
KOMMYHHKAIIUH
3.1 PasBurtHe HaBBIKOB CocraBlieHue VK-4.1, VK-
[IpoBepka
nepeBoja TEPMHUHOJIOTUYECK 4.2, VK-4.3,
. 4 8 MMHMCbMEHHBIX
npodecCHoOHAIBHON 0ro cioBaps 1o N YK-4.4, VK-
3aaHui
JIEKCUKH CITENNAaTbLHOCTH. 45
3.2 Pa3BurHe HaBBLIKOB
Urenue u ITposepka VYK-4.1, VK-
YTEHHUS U IEPEBOJIa TEKCTOB .
MMUCHMEHHBIN BBINOJIHEHUS 4.2, VK-4.3,
o CIIENMATEHOCTH i 4 6
eNOBO NepeBOJ] TEKCTa IO MMHMCbMEHHBIX VK-4.4, VK-
CIIENMATLHOCTH. |JOMAIIHKX 3aJaHui 45
KOPPECIOHACHIIHH.
CocraBnenue
MMMCHMEHHBIX
AHHOTAIUK
3.3 PasButue HaBBIKOB TEKCTOB VK-4.1, VK-
nUucbMa. AHHOTHPOBaHUE U 4 58 npodeccuoHanbH Br160opouHsbIif 4.2, VK-4.3,
pedeprpoBaHUE TEKCTOB IO ' oit ompoc. YK-4.4, VK-
CHELUAIBLHOCTH. HAaIpaBJICHHOCTH. 4.5
Pedepuposanue
TEKCTOB 110
CITENNAaTbLHOCTH.
HWroro no pazaeny 12 19,8
Hroro 3a cemectp 24 47,8 320
3a4erT, 3a4YeT C
WToro no JUCLMIIIIMHE 60 83,8 >

OIICHKOM




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B cootBerctBun ¢ tpebdoBanusmu 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;

— Hucnojb3oBaHue aynuo- U BuaeomarepuanoB, MHTEPHET - pecypcoB Ha
MPaKTUYECKUX 3aHATUSIX;

— UCIOJIb30BaHUE 3JIEKTPOHHBIX 00pa30BaTENIbHBIX PECYpPCOB MO TEMaM MPAKTHYECKHX
3aHATHUH;

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

— WCIOJB30BAaHUE Pa3HBIX (HOPM BHEAYIUTOPHOW pabOTHI: y4acTHE B CTYIACHUCCKHX
HAyYHBIX KOH(EpEeHINAX, KOHKYpCcaxX U OIMMITUAAX.

JI1st TOCTH>KEHUS TUTAHUPYEMBIX PE3yJIbTaToB 00y4eHus, B Kypce «IHOCTpaHHBIN SI3bIK B
npodecCuOoHaNBHOM AeSITETLHOCTU» UCTIONIB3YIOTCS CIeaAyIole 00pa3oBaTeIbHbIE TEXHOIOTHHU:

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

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

2. JlesaTenbHOCTHBIE, TPAKTUKO-OPUEHTHUPOBAHHBIC TEXHOJIOTHH, HAIPABJICHHBIC Ha
dbopMupoBaHHe CHCTEMbl MNPOPECCUOHANBHBIX 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 U Ppa3BUTHE MPOOJIEMHOTO MBINIJIEHUS, MBICIUTEIHLHON AKTHBHOCTH,
CIIOCOOHOCTH BUAECTh U (POPMYIHPOBATH MPOOJIEMBI, BHIOMPATh CIIOCOOBI U CPENCTBA I UX
pemenusi. HMcnonp3yeTcss KOJJIGKTUBHAs JEATEIBHOCTH B TPYIIAx IMPU  BHIOJHEHUH
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 Mpoliecce. JINYHOCTHO-OpUEHTHPOBAHHbIE
TEXHOJIOTHH OOYYCHUS PEATH3YIOTCS B PE3YIbTaTe WHAWBHUIYAIBHOTO OOIIEHUS TPEToaBaTes
U CTyJIEHTa Ha Mpe3eHTAIHIX COOOIICHUI U JOKIJIAJ0B, MUCHbMEHHBIX pa0OT U MPHU BBHITTOIHEHUU
JIOMAITHUX UHANBUIYaTbHBIX 33/ IaHUMN.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroIMXcst
[Ipencrasneno B mpuioxxkenuu 1.

7 OueHOYHBIE CPeACTBA AJIsl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHbBI (MOTYJIs1)
a) OcHoBHas1 IMTEpPaTypa:
AHTIMICKHH SI3BIK

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



Kucens ; MI'TY. - Maruautoropck: MI'TY, 2018. - 1 anekrpon.ont. auck (CD-ROM). - 3ar. ¢
TUTYJL.OKpAHA. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad7name 3531.pdf&show=dcatalogues/1/1515
176/3531.pdf&view=true (mara ob6pamenus: 04.10.2019). - Makpoobobekr. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynHsl Takke Ha CD-ROM.

2. Kucenn, O. B. ScienceandEngineeringasaProfession : yue6Hoe mocobue [ais By308B] /
O. B. Kucens, E. A. Jlomakuna, A. B. byrosa ; MarHuToropckuii roc. TEXHU4eCKui yH-T uM. .
N. HocoBa. - Marnutoropck : MI'TY um. I'. . Hocosa, 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 TEPEBO/Ia: YUeOHO-METOAn4YecKoe nocoodue /
JI. C. Ilonskoga, 1O. B. FOxakosa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 1 3nekTpoH.OnT.
muck  (CD-ROM). - 3Barn. ¢ turynokpana. - Teker adrn, 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 "VIHOCTpaHHBII SI3bIK 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). - MaxkpooObekT. - Tekcr
JJIEKTPOHHBIN.

2. Nlyockux, A. 1. DEUTSCHE GRAMMATIK [OnektpoHHBId pecype] : ydeOHOE
nocodue / MI'TY. - Maruutnoropck: 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

@paHIy3CKUHN A3BIK

1. 3anaBuna, T. FO. ®@paniy3ckuil s3b1k 11 npodeccuonanbhbix nene. Y. 1 : yuebHoe
nocobue [anst By3oB] / T. 0. 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 obpamenus: 25.10.2019). - MakpooObekT. - TekcT :
AJIEKTPOHHBIH. - CBeleHus 1ocTynHbI Takke Ha CD-ROM.

2. 3anaBuHa, T. 0. ®panumsa. Crpana. Jlromm Y. 1. yueOHoe 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 HA PyCcCKuil: ydeOHO-Meroamdeckoe mocobue / JI. C. Ilomskosa, 1O. B.
IOxaxoBa; MI'TY. - Marautoropck: MI'TVY, 2017. - 1 snexrpon.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 / }O. B. FOxakoga, JI. C. [Tonskosa, 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). - Makpooobekr. - 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'TY. - 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). - Makpoobdbekr. - 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 By30oB] / A.
N. Ny6ckux, O. B. Kucens ; Marautoropckuii roc. texundeckud yu-t uM. I'. U. Hocoga. -
Marnutoropck : MI'TY um. I'. K. Hocoga, 2019. - 1 CD-ROM. - 3arx. ¢ Turyn.okpana. - URL:

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

3. Kypasaera A. A. ProfessionalReadinginEnglish, FrenchandGerman [DmiexTpoHHbIit
pecypc]: yuebHo-meromuueckoe mocoobue / A. A. Kypaginesa, T. 0. 3anasuna, JI. A. [llopoxosa ;
MI'TVY. - Marautoropck: MI'TV, 2016. - 1 snextpon.ont. guck (CD-ROM). - Pexxum mocryma:
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 aHIJIHIICKOM,
HEMEIIKOM U ()paHIIy3CKOM SI3BbIKaxX JUIs CTYIEeHTOB By30B: npaktukym / JI. . Antpomnosa, T. IO.
3amaBuHa, H. B. JIépuna ; Marnutoropckuii roc. texuumdeckuii 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]: yuebHo-MeToquueckoe mocobue / A. A. XKypasnesa, T. 1O. 3anasuna, 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. - MakpooObEKT.

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 CBOOOHO PacCIpOCTPaHsIEMOE 0eccpoyHO
FAR Manager |cBoOOAHO pacmpocTpaHIeMOe 0OECCPOUHO
Bpayzep CBOOOJHO pacCIpoCTpaHIEMOe

. . OeccpouHO
Mozilla Firefox [I1O p
Bbpayzep CBOOOIHO PacHPOCTPAHICMOE 0OECCPOUHO

IIpodeccnonanbubie 0a3bl JaHHBIX H MH(POPMAIMOHHBIEC CIPABOYHbIC CHCTEMbI

HasBanwue xypca Cchblika
VHuBepcuTerckas MHMOPMAIMOHHAS CHCTEMA e .
POCCIS https://uisrussia.msu.ru
DnektpoHHbIe pecypchl oubmmorekn MI'TY um. |https://magtu.informsystema.ru/Marc.html
I".1. HocoBa ?locale=ru
Poccuiickas - T'ocynapcTsennas  OMOMMOTEKA. |yoc . rs]. ru/ru/dreaders/catalogues/
Karanoru

Nudopmanmonnas cucrema - EgmHoe oxHO
JI0CTyTa K HHPOPMAIIMOHHBIM pecypcaM
Haunonanehas nH(pOPMaIMOHHO-
aHanuTUYecKas cucreMa — Poccmiicknit ungexc|URL: https://elibrary.ru/project_risc.asp
HayuHoro nuruposanus (PMHII)
DOnekTpoHHas 0a3a MEePHOJUYECKHX W3JaHHMA
East View Information Services, OO0 «MBHUC»
9 MaTepuaJIbHO-TeXHHYECKOe 00ecreueHue TUCIUIIIHHBI (MOTYJIs1)

URL: http://window.edu.ru/

https://dlib.eastview.com/

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOe o0OecrieueHune JUCIHHUIIIIMHBI BKJIIFOYACT:



VY4ueOHble ayAUTOPUHM [UIS TPOBEACHUS NPAKTUYECKUX 3aHITHH,
TEKYILEro KOHTPOJsl W INPOMEXKYTOYHOM aTTECTALUU:

HHAWNBUAYAJIbHBIX

KOHCYJIbTAIIUH,

IPYIIOBBIX H

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

Tlomenienusa

JUIS

CaMOCTOSATENbHON

paboTel  OOydarommxcs:  IMepCOHATbHBIC

kommbioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B BJICKTPOHHYIO
UH(POPMALMOHHO-00pa30BaATENbHYIO CPEly YHUBEPCUTETA.

TTomemenue

JUIsL  XpaHeHusT ¢ NpOo(UIAKTUYECKOrOo OOCIyXHBaHHS y4eOHOTrO

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

NNPUJIOKEHHUE 1

Y4eOHo-MeTOoAMYECKOE 0O0ecieYeHHe CAMOCTOATEIbHOUH PadoThl 00yYAKOIIUXCS

®dopma TeKy1ero
KOHTPOJISA [IpnMepsl 3agaduil 11 TEKYIIET0 KOHTPOJIA
Paznen/ Tema p PUMEPBL 337 g yi p
yCII€BAa€MOCTU U YCIIEBAEMOCTH U
JVCITUIIIMHBI o .
IIPOMEXYTOYHOU IIPOMEKYTOUHOM aTTeCTaluuu
aTrecranuu
1. Cdepa Oynymeit
npogdeccuoHAIbLHOM
IeATEeJLHOCTH
1.1. Pa3Butue ymenuii|IIpoBepka

Y HaBBIKOB NKCbMa IO
TeMe:
pa3BuTusA npogeccuu
U 1podecCHOHATBHOM
chepbi»

«Hcropus|.

MU CBbMCHHBIX 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 npogeccuoHaIbLHOMI
chepbi»

Br16opounslit onpoc

Give a summary of the text.

1.3. Pa3BuTHE HABBIKOB
FOBOPEHHs IO TEMeE
«MupoBbie Beayuue
npeanpusaTHs "
KOMIIAHUH
npodeccuoHAIbLHOM

VYerHbII onpoc

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




®dopma TeKyIero

Pasyien/ Tema KOHTPOJIA [Ipumepsl 3a1aHuil 111 TEKYIIETO KOHTPOJIS
A — yCreBaeMocTu 1 yCTIeBAEMOCTH 1
IIPOMEXKYTOUYHOU IMPOMEKYTOUHOHU aTTECTAllUN
aTTecTanuu

chepbD)

1.4 PazButue ymenuii|[IpoBepka Buvioepume ¢opmur 2nazona 6 cmpadamenvHom

u HAaBBbIKOB | BHIIIOJTHCHU A 3ajocee, onpe()efzume ux epema u nepeeedume.

OIEepPHPOBAHUS rpaMMaTHYEeCKHX 1. are heating; are heated; have heated; have been

OCHOBHBIMH yIpaKHECHHUH heated; have been heating.

rpaMMaTH4eCKHUMU 2. was carried out; was carrying out; will carry out;

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

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

pohecCHOHATTLHOM were refining.

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

«3amor» determined; was determined.
5. was used; are being used; used; are used; is being
used.
Ilepeseoume cneoyroujue npeonodceHus.
Oopamume enumanue Ha GyHKYUU UHGUHUMUBA U
UHUHUmMUBHbIE 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 ymenwuii| Beibopounsiit ompoc. |Answer the questions.

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

MMCbMa 1O  TEMe environment?

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

NpUMeHEeHUsA  Moeil Kingdom?

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

Oxpana Tpyaa u employers?

pa6ouee MecCTO 5 Why is it important to provide employees with

CIenuaIucTa» adequate training?

1.

2.2. Pa3BuTHEe HaBBIKOB
TOBOPEHUS
«IIpodeccuonaibHbIe
KOMIIETeHIIH U
Oynyuiero

YcTHBIN onpoc

Use your active vocabulary and prove that you
can be a professional. Tell us about your positive
and negative qualities. Will they help you to find a
good job?



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

®dopma TeKyIero

KOHTPOJIA TIpumeps! 3a0auuil U1 TEKVILETO KOHTPOJIA
Paznen/ Tema p PHMEPHL 337 g yi p
yCII€eBaeMOCTHU U yCIIEBAEMOCTH U
JCITUIIIHBI o N
IIPOMEKYTOUYHOU MIPOMEKYTOUHOH aTTECTaIluU
aTTecTanuu
CHELHATHCTA»

2.3 Pa3BuTHE HABELIKOB

mUChMa 1O  TEMeE
«YceTpoiicTBO Ha
paoory.
IIpoxoxnenue
codecenoBaHusl.

JleoBasi ITHKA»

Br16opounsIii 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

I 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:

o s~

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

o | 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

8. Sue Circle
Smithtown, CA 08067

909-555-5555




®dopma TeKyIero

Paszen/ Tema KOHTPOJIA [Ipumeps! 3a1aHuii U1 TEKYLIEro KOHTPOJIS
T e — YCIEeBaeMOCTH 1 yCIeBaeMOCTH 1
IIPOMEKYTOUYHOU IPOMEKYTOYHOM aTTeCTalluU
arrecrauu
john.donaldson@emailexample.com
9. Dear Mr. Gilhooley,
3. OcHOBBI
npogeccuoHAIbLHOM
KOMMYHHUKAIIUH
3.1. Paspurue|IIpoBepka Find the following words and word combinations in
HaBBIKOB nepeBo/ia | MMCbMEHHBIX 3a1anuii |the text:
npodeccuoHanbHOM 3HaHMe TPEIMETOB  HA4YallbHOM  MIKOMBI,  JUIS
JICKCUKMU. npenoaaBaHus
3HaHME U HABBIKM UCIIOJIb30BAaHUSI OCHOB MICUXOJIOTHH
YYEHUKOB
3nanuss B cdepe obecreyeHuss 0e30macCHOCTH
3/I0pOBbS JETel B yueOHOM 3aBEJICHUU
HaBblku  opraHuszanmm  jgocyra i JIeTed

(caMOoaesTeTbHOCTD, SKCKYPCHH U TIP.)

3HaHWE METOJIOB MMO1aun (haKyJIbTATHBHBIX YPOKOB
HaBbiku yueTa JOKyMeHTOOOOpOTa B LIKOJIE (BEJCHHE
KYPHAJIOB, OTYETHI, 3aroJIHEeHNE CIIPaBOK,
CIIy’K€OHBIX ITHCEM TIp.)

3.2. Pa3BuTHuEe HaBLIKOB

YTCHUA TCKCTOB 110
CHenuaJIbHOCTH u
b1 (S (0):10)7
KOPPECIIOHICHIINH.

YcrHBIM onpoc

Translate the text.
Write an abstract of the text.
Write the key statements of the text.

3.3. PazBuTHe HaBLIKOB
UCHbMa.

AHHOTHpOBaHUE u
pedepupoBanue
TEKCTOB o
CHeUATbHOCTH.

IIpoBepka
IIACBMEHHBIX BOIIPOC

Translate the text.
Write an abstract of the text.
Write the key statements of the text.

7  OnmeHOo4YHbIEe

aTrrecTanyu

cpeacrsa

IMPUJIO’)KEHUE 2

JUISL TIPOBEJAEHUsA IPOMEKYTOUYHOU


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 CriocobeH oCylecTBIATh ASIIOBYI0 KOMMYHHKAITMIO B YCTHOM M MUCbMEHHOM hopMax Ha

TrOCYJIapCTBEHHOM sI3bIKE P

occuiickoi deaepanny U UHOCTPAHHOM(BIX) SI3bIKe(ax)

VK-4.1

Bri6upaer
CTHIIb
0OIIIeHHus Ha
PYCCKOM
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 O1ieHOYHBIC CPE/ICTBA
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
uHoctpanHoMm | 3. Flat 14,
SI3bIKAX C 8 Jefferson Street
y4EeTOM Nashville
0COOEHHOCTEH NSH9 001
CTHJINCTHUKU 4.Yours,
o(HIHaTbHBIX Alex Duck
ICEeM U 5. Dear Melanie
corrokyabTyp | 6. I don’t like to write long and boring letters so | stop here, but | 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 BHIAYy THCbMa OTHOCHTCS HUKe

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

HpelICTaBJIeHHbIﬁ 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

WHJIVKAT | JOCTHKEHUS OneHouHbIe CPECTBA
opa KOMIIETEHINH
VK-44 |-  IlyGauuno
YK-4.5 |BeicTynaer Ha
pPYyCCKOM
A3BbIKE, CTPOUT
CBOE
BBICTYIUICHUE
c y4eToM

ayIUTOPUU |
LIeJIM OOIICHHUS
- YceTHO
MPECTaBIISICT
pe3yNbTaThI
CBOCH
EeATEIbHOCTH
Ha
WHOCTPAaHHOM
SI3BIKE, MOXKET
o JiepKaTh
pasroBop B
X0J1e Hx
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 0 OPraHU3alui ayJUTOPHOH M BHEAYIMTOPHOIi padoThI
MeToanueckue yKa3aHus 10 CAMOCTOSITEJIbHON padoTe 00y4aroImXxcs

CormacHo yueOHOMY TIaHy 00beMm Bareit camocTosiTenbHONW pabOThI COCTaBISIET HE
meHee 50 % oT 001Iero KoIM4ecTBa 4acoB, OTBEACHHOTO Ha AMCIMILIUHY, YTO CHOCOOCTBYET
OoJsiee TTyOOKOMY YCBOGHUIO M3y4aeMOTo Kypca, (POPMUPOBAHHIO HABBIKOB MCCIIEIOBATEIHCKON
paboThl U YMEHUIO IPUMEHSTh TEOPETUUECKIE 3HAHUSI Ha TTPAKTUKE.

Bupl camocTosiTenbHON paboTHI:

*BBINIOJIHEHUE TEKYIIUX JOMAIIHUX 3aJaHui (YIpaXHEHHUs, TOATOTOBKA YTEHHUS U aHAIIN3
COJIEpKaHUs TEKCTOB VISl JAIbHEHUIIIETO OOCYK/ICHUS Ha 3aHATHUSAX U T.1I.);

*paboTa c TecTaMHu M BOIIPOCAMU JJIsSi CAMOTIPOBEPKH;

*1oucK ¥ 00paboTka MH(OPMAILIMK C UCIIOJI30BAHUEM MH(YOPMAIIIOHHO-KOMITbIOTEPHBIX
TEXHOJIOTHI;

Pe3ynbrathl  caMOCTOSTENIEHOH  pabOTBl  KOHTPOIHMPYIOTCS — TperojaBareieM |
VUUTBHIBAIOTCS TpH  aTTecTanuu (3aueT, 23k3aMeH). KoHTpomb mpoBomutcs B  ¢dopMme
TECTUPOBAHUS, OMPOCOB, MPOBEPKH MACHMEHHBIX KOHTPOJBHBIX PadOT | T.1.

. CocTaBJieHHE pe3loMe

Pestome wurpaer orpomMHyi0 poiib. XOpPOIIO COCTaBICHHOE pPE3IOME JIOJDKHO JaBaTh TOJTHOE
npecTaBicHre o Bamrem oOpa3oBaHUH, TPYJAOBOM OIBITE H Ka4eCTBaX, YTOOBI MTOTCHIINATBHBIN
paboromarens (employer) wmor cyaute o Bamelh kBamudukamuu. OT  4ETKOCTH H




WH(OPMATUBHOCTH PE3OME BO MHOTOM 3aBUCAT Barw maHchl OBITh MPUHSATHIM HA padoOTy WITH
yué0y. HacTo BMecTO ciioBa “resume” (pesrome) mcmoib3yioT adbopesuatypy CV (Curriculum
Vitae), 4To B epeBO/IC C JATHIHU 03HAYACT «XOJ KH3HM.

Pe3rome 00BIYHO COCTOUT M3 CIEIYIONUX OCHOBHBIX YacTeil:
1. JInunast undpopmanusi / Personal information
HanumuTe noaHOCTBIO CBOE MM M (DaMUIINIO, YKOKUTE ajpec, TenedoH (C KOJOM CTpaHbl U
ropoa), 3JIeKTPOHHYIO IOUTY.
3anomuute: B Poccun nms numryt B popmate gpamunus + uma + omuecmeo (eciu umeemcs,),
a B aHIJIOTOBOPSAIIMX CTpaHaX — CHadajJa HMs, IOTOM MEpBYI0 OYKBY OT4YecTBa (eciu
uMeeTcs) U haMHITHIO.

2. Ilesan / Objective
31ech ciaeayeT yKasaTh HE TOJBKO JKEIAeMYIO JOHKHOCTh, HO U OOBSICHUTH B OJHOM-IBYX
HpeIIoKEHHUX, moyeMy Bl — HanboJsiee moaXosIas KaHauaaTypa.

3. O6pa3zoBanne / Education
Hanwumure, kakoe (kakue) yueOHOe 3aBeleHHE Bbl OKOHYWIIH, MPH TOM COKpAIaTh €ro
Ha3BaHHUE He MPUHATO. Takke yKaxuTte (HaKkylIbTeT / HHCTHTYT, CHEIHAIbHOCTh, MECSI] U IO
OKOHYAHUSI U CpeHuUiT Oalut arrecrara.

4, OnbIiT padorel / Work Experience nau Employment
B »TOM myHKTe MpPUHATO yKa3bBaTh HE Ooyiee TPEX MoOciHeaHHX MecT paboTel. Ha3Banue
OpraHH3aIiy, CBOIO JOJDKHOCTD U MOJpa3zeieHue, B KOTopoM Bel paboTtanu, HyKHO MUCATh
MOJIHOCTHI0. TaKkke yKaKUTe CBOU OCHOBHBIE JIOJDKHOCTHBIE 00S3aHHOCTH.

5. CnenmnanbHbie HaBbikH / Special skills

B nanHoM paszene HeoOX0AUMO yKa3aTh:

v YPOBEHb KOMIIBIOTEPHON TPaMOTHOCTH;

v 3HaHUE UHOCTPAHHBIX SI3bIKOB M UX YPOBEHb;

v ONBIT BOMHCKOM CHyXkObl (€cim ecTb) M HMEeT JHM OH OTHOIIEHHE K
npenanoiaraeMoii padore;

v HaJIMYue BOJUTENIBCKUX IIPAB U ONbITA BOXKICHHUS.

6. Pexomennanun / References

Kak mpaBuiio, cieayer npeJocTaBUTh MUHUMYM JiBe peKoMeHIanuu. OHU JOJDKHBI OBITh OT
HAa4aJIbHUKOB, a HE OT Kojuler. Hy)KHO yka3aTb KOHKPETHBIX JIOJEH, KOTOpble MOryT Bac
PEKOMEH/1I0BaTh, MOJIHOCTHIO HANMCAaB MX UM, JOKHOCTb, MECTO PabOThl M KOHTaKTHYIO
MH(pOpMaIHIO.

Oo0pa3sen cocTaBjieHUS pe3lOMe HA AHTJIMICKOM SI3bIKe
Ha oonocnocmos mapkemuneo6020 HavanbHuKa

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

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.



mailto:unknown@com.ru

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.

Pe3lome sBiseTcs yacThlO Ipoliecca ycTpoiictBa Ha paboty. Pestome wu
COTIPOBOJIUTENIHHOE MHUCHMO SIBJISIFOTCSI TIOJIE3HBIMH B TIpOIlecce OM3HEC - KOMMYHUKAITUU TIEpe]T
MHTEPBBIO C MpeAnoiaraeMbpiM paboTogaTenem.

Pe3tome He OMKHO OBITH CIHMIIIKOM JJIMHHBIM, JOJIKHO OBITH XOPOIIIO MPOIyMaHHbIM, HE
JIOJKHO COJIepKaTh JIMIIHUX JeTaIeH.

Pestome MoxkeT OBITh  XPOHOJOTUYECKHM, ILEJEBBIM, (PYHKIUOHAIBHBIM  WJTU
KOMOMHHPOBaHHBIM. J[t000€ pe3rome, Kak MpaBUI0, COCTOUT U3 CIEAYIOUINX Pa3/IeioB:
AHKeTHbBIE JaHHbIE — TIOJIHOE UM, apec, HoMep TenedoHa.

@DopMyJIMPOBKA — YKa3bIBAETCS LEIb JAHHOTO 3asBJICHHUSL.

OO0pa3oBaHue — yKa3bIBaeTCd HAMMEHOBAHUE M MECTOTOJIOKECHHE IIKOJI U YHHUBEPCUTETOB, TIE
BBl YUYWJINCh U COOTBETCTBYIOIIHME JaThl. YKa3bIBaeTCs KBAIU(UKAINSA, KOTOPYIO BB MOTYYHIN
1ocJie OKOHYaHUs 00y4YeHUSI.

IIpodeccuonanbHass MOAr0OTOBKA — TEPEUUCIAIOTCS Bce BUIBI PabOT W JOMKHOCTEH —
OCHOBHBIX W TI0O COBMECTHUTEILCTBY, M OOIIECTBEHHAs paboTa. YKa3bIBaeTCs HaMMEHOBAaHUE U
MECTOIOJIOKEHHE OpTaHHU3aIiy, JaTa paboThl, JOKHOCTh M KPAaTKOE OMUCaHUE 00S3aHHOCTEH.
OOBIYHO B XpOHOJIOTHYECKOM MOPSIKE, HAYMHAS C TIOCIICTHEH.

IIpakTuyeckuii ONBIT — TEPEUYUCTSIIOTCS YMEHUS, HalpUMep, BOXKICHHE aBTOMOOWIIS,
WHOCTpPAHHBIC S3BIKK C YPOBHEM BJIQJICHHS, YMEHHE Pa00TaTh C KOMITBIOTEPOM U T.]I.

JInunple wuHTepechbl — OOBIYHO WHTEPECYIOTCSI OpPraHU3aTOPCKUMHU  CIIOCOOHOCTSIMH U
CMOCOOHOCTSIMU PaboTaTh B KOMaH/IE.

PexomengaTteam — wuMeHa, anapeca, TelnedoHbl 2X JIOACH, KOTOpble MOTIKM OBl JaTh
PEKOMEHJIAIMU U C KOTOPBIMH HAJI0 JOTOBOPHUTHCS 3apaHee.

Pestome He npomxHO ObITh [uuHHee 1-2 crpanun. CoOnpoBOIUTENBHOE IMHCHMO
OTMPABIISIETCSI BMECTE C pe3toMe. Y CIIENTHOE MUChMO periaeT 3 3a/1auu:

e TIPUBJIEKAET BHUMaHUE,



e yOeXIaeT, YTO MPETEHACHT SBJSACTCA MOAXOAIMN KaHAMAATYpOH s 3aHUMaeMOil
JOJKHOCTH;
e  BBI3BIBACT XKEJIAHUE NPUIVIACUTH HAa COOECEI0BAHUE.

Il. Hanucanue cONpoBOAUTEILHOIO MHUCHMA

Bam HeoOxomMo HamucaTh MUCHMO O TIpUEME Ha padoTy Ha aHTIIMICKOM si3bike? Takoe mUchMo
Ha3bIBACTCSI COMPOBOJUTEIBHBIM MUCEMOM pe3iome. COmpoBOIUTENBHOE MHCHMO M PE3IOME —
9TO T€ JIBa JOKYMEHTA, KOTOPBIC BB JOJDKHBI IIEPECIATh B OTAEI KaJIpOB KOMITAHUH, €CITH XOTHTE
YCTPOUTHCS HA paboTy B HEe.

Pestome — 310 Bama jgenoBast Ouorpadus, KoTopasi ONMUCHIBAET BCE BEXH BaIlIero KU3HEHHOTO
IIyTU, KOTOPBLIC TaK HWJIM MHAYC CBA3AaHBI C BAallUM JACJIOBBIM OIIBITOM: 06pa3OBaHI/Ie, TpyadoBas
NeSITeIIbHOCTD, HABBIKH, JOCTIOKEHHs... HO 0 cocTaBieHnu 3pQeKTHBHOTO pe3tOMe BbI Y3HAIU U3
KOHTpoJibHOM Ne 1, a ceifuac — 0 compoBOAUTEILHOM NUChME (TUCHhME O MpUEME Ha paboTy).
ConpoBOJHWTEIbPHOE MHUCHMO HA  AQHIVIMACKOM  SI3BIKE  JOJDKHO — MPOCTUMYJIMPOBATH
MOTEHIIMAIBHOTO paboToAaTeNss NPUTIacUTh Bac Ha coOeceloBaHHE, HAa KOTOPOM Oyner
pemarbcs BOIPOC O MpHeMe Bac Ha paboTy. Hajo mOMHUTB, YTO Ha XOpPOIIyI0 padoTy Bcerjaa
IpeTeHIyeT MHOXeCTBO Joieil. U yxke Ha atane oToopa pestome OyneT oTcestHa 0oJbInasi 4acTh
NPETEHACHTOB. D(PQPEKTHBHO HAMUCAHHOE COIMPOBOIUTEIBLHOE IMHChMO YacTO CTAHOBHTCS
IPOIYCKOM Ha cobeceioBaHue, JaXKe €CIH Balle 00pa30BaHUE U OIBIT YCTYIMAIOT APYTHM.
ConpoBOJUTEIPHOE MHChbMO Ha AHIJIMMCKOM S3bIKE JIOJDKHO TI0Ka3aTh Ballld JIMYHOCTHBIE
KaueCTBa, KOTOPbLIC HCBO3MOXHO IIOHATH M3 PE3IOMC: XapakKTCpP, KHU3HCHHBLIC LCHHOCTH,
MOTHUBAIMIO, MHOTOE JIPyroe, Jake T'PaMOTHOCTh M BEXJIMBOCTh. OIBITHBIA KaJpOBUK yMEET
YUTaTb MCKAY CTPOK COIMMPOBOAUTCIBHOI'O ITMChMaA.

B conpoBogutenbHOM muchkMe (MHCbME O MpueMe Ha padoTy) Ha aHIJIMKWCKOM SI3BIKE BBI
3asgBIIsieTe CBOEMY OyaymieMmy paboToAaTelto, YTO BBl XOTENH OBl y Hero paboTarh, 4TO BHI
oOnamaere BceMU HEOOXOIMMBIMH Ka4yeCTBAMH M YTO BbI IPUIIOKUTE MAKCUMYM YCHIIUH, YTOOBI
c/enaTh npeiaraeMyro paboTy Ha BeiciieM ypoBHe. Ha camom ziene, 3To Baile 3asiBlIeHHE OUY€Hb
BaXHO U1l pabotomarens. M yem oHO OyAeT WCKpeHHee, YeM SMOIMOHANbHEe, TeM OOJbIe
IIAHCOB, YTO OHO IIPHUBJICUYET BHUMAHUE U BaC MPUMYT Ha padoTy.

OcHosHble MUnvl CONPOGOOUMENbHBIX RUCEM K Pe3I0Me HA AH2TIUTICKOM A3bIKe

MosxHo BBIJACIIMUTE TPU OCHOBHBIX THIIA ITMCEM O IIPUEMEC HaA pa60Ty Ha aHTJIMHUCKOM SI3LIKE:

O [Tucemo-3asiBka. CONpPOBOAUTENBHOE MHUCBMO K pE3IOME BBICHUIAETCS B OTBET Ha
peKiiaMHOe OOBSIBIICHHE O BAKAHCUU B CPEICTBAX MACCOBOW MH(POPMAIIUH.

0 [Tucemo "mo coBery". ConpoBOAUTENBHOE MUCHMO U PE3IOME BBICHUIAIOTCS 1O COBETY
JIPYroro 4eoBeKa, KOTOPBIA 3HAET, UTO B OpPTraHU3AIMH €CTh BaKaHCHUS.

O [Tucemo-pa3Benka. [IpeTeHIeHT BBICHUIAET MUCHMO O TpUeMe Ha paboTy U pe3lome B
OpraHu3aIMio, B KOTOPOW OH XOTen Obl paboTaTh, B HAACK/IE, UTO TaM HaWJeTCs BaKaHCHs, "Ha
ynauay".

Cmpykmypa conpoéooumenbHo20 RUCbMA K pe3lome UNU RUCbMA O npueme HA padomy Ha
AHZUILCKOM
1. Bama koHTakTHast uHGOpMaLIUs

0 Nwms u pamunus

0 Anpec: ropoi, 0071aCTh, MTOYTOBBIM HHIEKC
O Howmep Tenedona

0 AJipec 3IEKTPOHHOU MOYTHI

2. Jlata

[Mumercs B popmare — September 15, 2012 nnu B popmare — 05 October, 2012
3. KonrakrtHas unpopmanus padboronatens (e OHa eCTb)

Nwms u pamummst

Ha3zBanue komnanuu

Anpec: ropoj, mTar, MOYTOBBIA MHIIEKC

4. Tema



DTOT 3JEMEHT CTPYKTYPHI COMTPOBOAUTENHHOTO MUChMa HHOTA OMyCKAETCS.

OH nojcKka3bIBaeT YUTATENIO MUChbMa TO, 0 4YeM OyneT uiatu peub B nucbMe: RE: (BruckiBaercs
BaKaHTHAas JOJIKHOCTD).

Hanpuwmep:

RE: Office Manager

WIH

RE: Administrative Assistant (#12345).

[Mudpsl B ckoOOUKax yKa3bIBalOT HA HOMEp OOBSIBJICHMS O BAaKAHCHU B CPEACTBAX MAacCOBOM
uHpOpMaLnH.

5. O0Gparenue

Ecnu BB 3HaeTe WMsi MEHEIDKepa MO HaliMy, TO Balle OOpalleHUue MOKHO OBITh MPUMEPHO
TaKHUM:

"Dear Mr. Johnson,"

Y6enurech, 4TO BBl 3HaeTe MO U 3BaHue MeHemkepa (Mr. — rocoaun, Ms. — rocnoxa, Dr. —
JIOKTOP U T.1.)

Ecnu BbI He 3HaeTe UM MEHEXKepa, TO JOMYCTUMBI CIIEAYIONINe O0palleHus:

“Dear Hiring Manager,” — yBa)xaeMblii MEHEJDKED 110 HaliMY,

“Dear Recruiting Team,” — noporas peKpyTUHI-KOMaH/a Uin

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

B kpaiinem ciydae, B kauecTBe MPUBETCTBUS HAMMUIIUTE CTAHAAPTHYIO Ppasy:

“To whom it may concern’” —ToMy, KOI0O 3TO MOKET KacaThCsl.

Ho, crapaiitecs u3berats 310l (pasbl, T.K. 00e3TUYCHHOE OOpalleHHE BBI3BIBAET Y 4YEJIOBEKa
HETaTUBHBIE SMOITUH.

6. [lepBblit ab3ar1 Baliero COnpoBOUTEILHOTO MIChbMa Ha aHTTTUHCKOM

B mepBom a03ame COMpPOBOAMUTENHHOIO IMUChMAa BBl JIOJDKHBI YIIOMSHYTH JIOJDKHOCTH, Ha
KOTOPYIO BBl TMpETEHAyeTe, a TakKe COCIaThCcs HAa HMCTOYHUK, U3 KOTOPOTO BBl Y3HAIH O
BaKaHCHU. VICTOYHUKOM MOXET OBITh CpPEJICTBO MAacCOBOW HHQOpPMAIHH, JTHOO YEIOBEK,
KOTOPBIii 3HAET O BAKAHCHH.

JIubGo, ecam 3TO Kacaercs COMPOBOJUTEIHHOTO MMUChMAa-pa3BeiKH, YIOMSHYTH O BalleMm
OonpIIOM JKemaHUM paboTaTh HMMEHHO B 92TOM opranuzauud. CTyoeHTy, TOJBKO YTO
3aKOHUYMBIIEMY WJIA 3aKaHUYUBAIOMIEMY OOYYCHHE, JOIMyCTUMO YIOMSHYThH 00 3TOM (hakTe B
nepBoM ab3ale COmpoOBOAUTENHHOTO MUCbMAa HA AHTJIMICKOM SI3BIKE.

[TepBrrit ab3a1] HE JOHKEH MPEBBIIATH OJHOTO-/IBYX KOPOTKHUX MPEII0KCHH.

Huxe mpencraBieHbl HEKOTOpbIE  pacmpocTpaHeHHble (pa3sl B MepBoM  ab3ale
COIPOBOJIUTEIIEHOTO TIMChMAa Ha aHTITUHCKOM SI3BIKE:

o | am writing to you in replay to your advertising in ... - 4 nuwy 6 omeem na 6auiy
peKiamy 6 ...(6 ... cpedcmae Maccosol uHgpopmayuu).

o I have just completed my final year at the University of ... - A MONbKO umo
sakonuun ...(...) ynusepcumen.

o My name is Alex and | am a final year student at the ...- Mens 306ym Anexc u s cmyoenm
nocieonezo Kypcad... (... UHCMuUmyma)

o My name is Alex and | am writing in response to your advertisement. - Mewns 306ym
Anexc u s nuuty 6 omeent Ha eaute obwasnenue.

o | was most interested to read your advertisement for ... - 5 6wb11 ouenv 3aunmepecosan,
K020a NpoYyumall 6auty peKiamy 6 ...(8 maxKkom-mo cpeocmee Macco8ol uHphopmayu).

o With reference to your vacancy for a ... - B cesasu ¢ eaweil eaxancuei 0as ...(...
cneyuanucma).

o Please accept this letter as application for the ... position currently advertised in the ... -

Tooxcanyticma, npumume 3mo MUCLMO KAK 3A56]IeHUE HA 3aMeWeHue 8aKAHMHOU OONIHCHOCIU ...
, KOmopast 6bi1a 00bABNEHA 6 ... (6 ... cpedcmEe MACCOBOU UHGOpMayULL).



. | was thrilled when my friend, Jack Faber, told me there was an opening for ... at your
company. - A owi1 63601H08aH, Ko20a Mol Opye, [aucex Daiibep, pacckazail MHe, Ymo echb
omkpwimast éaxarcus 0as ...(... cneyuanucma) 6 sauiett KOMIAHUU.

7. Bropoii ab3a1] cCOMpOBOAMTEIHHOTO MMChMa HA aHTITHHCKOM

Onummure Ballld HABBIKK, TAJIAHTHI WU JOCTHIKCHHS, HO HE TepeycepicTByiire. Bribepute
TOJNBKO Jydmue Tpu. [loMYepKHUTE COOTBETCTBHE BaliMX MPO(ECCHOHAIBHBIX HABBIKOB

TpeOoBaHUSAM TMpenaraeMoil BakaHcuu. HeoOXoauMo OOBSCHUTH IMOYEMY BBl — JIYUIIHI
KaHIuAaT Ha 9Ty HOJIZKHOCTD.

o I'd like to give you a brief overview of my skills and experience. - 4 xomen 6v1 dams sam
Kpamkuﬁ 0630p MOUX HABBLIKO6 U Oonblind.

o I am hardworking, analytical and like taking initiative. - 5 mpyoonio6ue, unuyuamuesen u
001a0a0 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

0yMar0, Ymo Mosi IKOHOMUHECKAsT OesimelbHOCMb U COMUOHBIL NOCIYICHOU CRUCOK MO2YM
npeocmasisimes uHmepec 0is 8dc.

o I'm confident that | am the employee you are seeking because | have all of the
qualifications outlined in your job posting. - 5 yeepen, umo s compyonux, komopozo Bul uwyeme,
HOMOMY YUMo y MeHsi ma Keanuguxayus, komopas o38yuena 6 Bawem obovasienuu.

o The offered post presents an unusual interest to me as it belongs to the field in which I
specialize. - Dma sakancus npeocmasisem HeoObIYAUHBLIL UHMEPEC Ol MEHsl, MAK KAK OHA
omuocumcst K obnacmu, 8 KOmMopotul s CHeYuaIU3UpyrCo.

o | have exceptional verbal and written communication skills. - 4 o6raoaio
UCKTIFOYUMENbHBIMU YCMHBIMU U NUCLMEHHBIMU KOMMYHUKAMUBHBIMU HABBIKAMU.

o | have driver's license and can drive rather well. - 4 umero sooumenvcrkue npasa u moey
HEN0X0 00UMDb.

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)
NO360J151M MHEe GHECIU CYWeCMBEHHbII 8KIA0 8 KOMAHOY (MAKOU-mMo KOMNAHUU) .

o | believe | possess the right combination of...(such and such qualities)and...(such and
such qualities). - Veepen, umo s obradaio omauunoi Kombunayueil... (Makoco-mo Kavecmea) u
(maxoeo-mo kauecmaea).

8. 3aKIIOYUTENBHBIN a03a1l COMMPOBOIUTEIHLHOTO TUChMa Ha AHTJIMMCKOM SI3BIKE

YnoMmsHUTE CBOE pe3loMme, AaiiTe UM MOBOJ MpouyuTaTh ero. llompocuTe BBI3BaTH Bac Ha
co0eceloBaHueE.

o Please take the time to review my resume. - Iloowcanyiicma, natioume 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. - 5 6s1 ¢ yoosonscmeuem noobwancs ¢ Bamu, umobwl nouwsims,
20e Mou Hasviku Oyoym Hauboiee noaes3nvl 0Jis 8aulel 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 KEAIUDUKAYU
COOmeemcmayom mpedo8aHusiM Mol BaKaAHCUU.

o The attached resume details my extensive experience and training. - B npuraecaemom
pesiome noOpPOOHOCIU 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 06CyOUMb ¢ 6aMU, KAK 5
Mo2y cnocobcmeosamyv OanvHetiwemy pocmy Bawell komnanuu.

. I can supply references from...if required. - Eciu nompebyemcsi, s Mo2y npedocmaeumbo
PEeKOMeHOayuU 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 6bl co2nacHbl, 4mo Mos K8AIupuKkayus 6nojHe
coomseemcmayiom Bawum mpebosanusm, nodxcanyucma, nos3gonume mue no meiegony (111)
111-7111, umobwbr 0ocoeopumsbcs 06 uHMEPBLIO.

9. bnaropapHocTh

[Tocre 3akmoYrTENBHOTO ab3aria modaarolapuTe MEHEIKEpa 1o HalMYy:

o Thank you for your attention. — Crnacubo 3a énumanue.

o Thank you for your time.- Cnacu6o 3a Bawe spems.

o | would be very grateful if you would consider my application - 4 6vi1 661 ouens
bnaecooapen, ecau Bvl paccmompume moe 3ase6nenue.

o Thank you for your help. - CnacubozaBawynomows.

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

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

nompavenHoe 8pems, U s ¢ Hemepneruem xcoy pazeosopa ¢ Bamu.

10. 3axmounTenbHast BexunBas ¢ppasa. [locie 3Toit Pppasbl cTaBuTCS 3amsTast.
Sincerely yours, - Hckpenne Bauu,

Yours faithfully, - C ysascenuem,

Very truly yours, - Hckpennesaiu,

Respectfully yours, - Cysaoicenuenm,

Sincerely, - C ysaoicenuem,

11. Ilognuce.

37ech NUIIETCs Balle UMs U (paMuIusl.

1. Ilpumeuanue

B nmpumMedyannu 0OBIYHO BIHCHIBAETCS CCHUIKA HA MPHJIAraeMoe K COMPOBOAUTEIEHOMY MUCHMY
pes3toMe U/UIM PeKOMEH1aTelIbHbIEe TUChMa:

. Enclosure: Resume - Ilpunoowceno. Pestome
o Enc: Resume - Ilpun: Pe3ztome
o Enclosures: Resume three reference letters and proof of licensure. - Ilpunoosicenue:

pesrome, mpu pekomeHdameﬂbelx nucoema u nodmeep:»cda;ow;aﬂ JUUYEH3UA.

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.

| 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. | am a freshmen college student taking up Bachelor of Elementary Education at
Bohol Island State University-Bilar. | can assure that I 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. I would be gladly accepting the offered challenge with
proper care.

With much gratitude, 1 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. MeToanyeckue peKOMEHIAIMHA 10 IePEeBOAY TEKCTOB

I[Ipu nepeBojie TEKCTOB IIOMHUTE O CIIEAYIOLIEM:

1. Tekcrt, nmpeaHa3HAYCHHBIM JUIS TMEpeBOAA, HEOOXOAWMO paccMaTpUBaTh Kak €IHMHOE
CMBICJIOBOE IIEJIOE.

2. Hauunatp mepeBoJ Hazo ¢ Ha3BaHMs TekcTa. OIHAKO, €CIM MEePEeBO/] 3arjlaBUs BbI3bIBACT
3aTPyIHEHHMs], €r0 MO>KHO OCYIIECTBUTH I1OCIIE IEPEBOIA BCETO TEKCTA.



3. Ipexnae yem mepeBOAUTH TEKCT, BHUMATEIBHO IMPOYTUTE €ro, CTapasich MOHSATH €ro
oOuiee conep)kaHue M HalpaBiIeHHOCTh. OOpaliaiiTe BHUMaHuEe Ha UHTEPHAIMOHATILHBIE CJIOBA,
peanuu, 1aThl U T.J.

4., TlpouuTaiiTe BeCh TEKCT, IPHUCTYIANWTE K MEPEBOAY OTICIbHBIX NpemioxkeHuil. [IoHATh
NpEeUIO’KEHNE — 3HAYUT BBIACHUTH HE TOJIBKO 3HAYCHHE KaXKJIOTO CJIOBA, HO U YCTaHOBHTH, B
KaKoW CBS3M HAXOIATCS APYT C Apyrom cioBa. He ciemyer BHIMUCHIBATH CIOBA Cpa3y U3 BCETO
TEKCTa, TaK KaK OJHO M TO K€ CJIOBO YacTO MMEET HECKOJIbKO 3HAaYEHMM, KOTOPbIE HE MOAXOIAT
JUTSL TAHHOTO TEKCTA.

5. IlepBoHauyaybHBIA MEPEBOJ MOXET OBITH JOCIOBHBIM, OOJIEr4arollUuM TOHUMaHHE
OCHOBHOT'O CMBICJIa TE€KCTa. 3aTe€M CJIEyeT MPUCTYIUTh K €ro CTHJIMCTHYECKOH, JINTEPaTypHOM
00paboTKe, [UIsl 4ero HaJao MoA0MPaTh CIIOBA U CIIOBOCOYETAHUs, HAMOOJIEE YETKO Mepelaonue
CMBICT IepeBoIMMOro tekcra. [lepeBoa momkeH ObITh TOUHBIM, a HE OYKBaJIbHBIM, IOCIOBHBIM.
TouHOCTH HEpeBOJla — ATO KPaTKOCTb, BBIPA3UTENIBHOCTh, JIOTMYECKAs IOCIEAOBATEIbHOCTD,
YEeTKOCTh M3JI0KEHHS TeKCTa OPUTHMHANIA U COOTBETCTBHE €r0 HOPMaM PYCCKOTO JIUTEPATypHOTO
A3bIKA. ByKBaJIbHBIN IIEPEBOJ CBOJUTCS K MEXAHMYECKOU ITOJCTAHOBKE PYCCKOIO CJIOBA BMECTO
AHTTIUICKOTO 0e3 ydera ero CBsI3U B MPEUIOKEHHUH, YTO OOBIYHO MPUBOIUT K OECCMBICIHIIEC U
HCKaXEHUIO CMbICJIa IEPEBOIMMOT0 TEKCTA.

IIpu nepeBoe nomycKaeTcs:

a) H3MEHEHHE MOPsKA CJIOB B IPEIOKECHHH

b) mepeHoOC OTAENIBHOTO CIIOBA M3 OJAHOTO MPEITIOKEHHS B APYTOE,

C) oObeaMHEHHE ABYX WK 00JIce MPEIOKEHUI B OJTHO UK HA00OPOT

d) mobaBieHue OTCYTCTBYIOIIMX B TEKCTE CIIOB, HO TPEOYEMBIX IO CMBICIY CJIOB H,
Ha000pOT, OMYIIEHNE OTACIBHBIX CIIOB OPUTHHAIBLHOTO TEKCTA HAa PYCCKOM SI3bIKE,

€) 3aMeHa OJHOM YacTH peyH APYroi

IIpu nepeBoie MONb3YHUTECH CIIOBAPEM.

UtoObI paboTa co cioBapeM He OTHUMAaja MHOTO BPEMEHH, CIICTYET:

v XOpOIIO 3HaTh an(aBUT , TaK Kak CJIOBa PacCMOJIOXEHbl B al(aBUTHOM MOpsIKE He
TOJILKO IO TEePBOI OYKBE, HO U TIO BCEM IOCIIETYIOIINM;

v MIOMHUTb, YTO CJIOBAa JaHbl B MX HCXOJHOW ¢opme, T.e. Iiaroisl — B MH(UHUTHBE,
CYIICCTBUTCILHBIC — B O6HICM naacxe, CAUMHCTBCHHOM 4YHCIIC, MNpWIarar€jibHOC — B
NOJIOXKUTENbHON cTenenu. Ilocie kaxaoro cioBa B CJIOBape MCIONIB3YETCS COKpAIICHHUE,
o0o03HavaroIIee MPUHAIICKHOCTH CJIOBA K ONPEIEIIEHHONW YacTH PEYH.

adjective a. MPUJIAraTelibHOe
adverb adv. Hapeuue

conjunction Cj. COI03

noun n CYIIIECTBUTEILHOE
numeral num YHUCIIUTENHHOE

plural pl MHOKECTBEHHOE YHCIIO
preposition prep peor

pronoun pron MECTOUMEHHUE

verb v TJIaroJI

Caenyer mnoMHUTH!!!

Henp3st 310ynotpednste on-line mepeBogumkamu, a €CiM UCHONB3YyeTe HMX, TO HEOOXoauma
cepbe3Has pellakTypa nepeBeeHHoro Texkcra!!!

Tak, nanpumep, Google Translate (http://translate.google.com/) — 3To cucrema cTaTHCTHYECKOTO
MAaIIMHHOTO NEpeBoJia, YTO O3HayaeT, uro GT-cucremMa He aHANU3UPYET CHMHTAKCHC TEKCTa Ha
OCHOBE KAaKHMX-TO CTPYKTYpHbIX mpaBwi. OHa BblaeT Hauboiiee BEpOATHBIA IEPEBOJ



http://translate.google.com/

MIPEIJIOKEHUS UIIU CII0BA, OCHOBAHHBIM HA CTATUCTUKE HAKOIUICHHBIX YEJIOBEUECKUX IIEPEBOIOB.
B ocHOBe aHanM3a Ipu 3TOM 4YacCTO JIEKAT KOPOTKUE LEMOYKU BCErO U3 HECKOJIBKUX CJIOB. JTO
03HA4aeT, 4TO KOrja CUCTEME HE XBATAeT JAHHBIX JJII KOMIIJIEKCHOIO CTATUCTUYECKOrO aHaJIA3a
WIN KOTJa B sI3bIKax OpUIMHaja M MEepPEeBOAA CYLIECTBEHHO pa3iuyaeTcs Nopsiok ciioB, To GT
BBIJIaCT TapabapIiMHy WM MPOCTO MEPEHOCUT B MEPEBOA T€ CIOBA OPUTHHANA, IS KOTOPHIX Y
Hee HeT IepeBoaa.

V. PaGoTa Ha/1 10KJI2/10M / BBICTYILJIEHUEM

JokJaa, coracHO TOJIKOBOMY CIIOBapro pycckoro si3eika J[.H. YimakoBa: coobmienue mo
3aJJaHHOW TeMe, C 11eJIbI0 BHECTH 3HAHUS U3 JIOTIOJHUTEIBHON JINTEPATyphl, CHCTEMAaTU3UPOBATD
MaTepusi, MPOWLTIOCTPUPOBATh MPUMEPAMHU, Pa3BUBATh HABBIKM CAMOCTOATENBHOM pabOThHI C
HAyYHOW JUTEepaTypoil, MO3HABaTEIbHBIA HMHTEpEC K HaydyHOMY IMO3HaHHUIO. Tema mokiana
JIOJDKHA OBITH COTJIACOBAHHA C IPENOAaBaTEIeM M COOTBETCTBOBATH TEME YYEOHOTO 3aHSTHSL.
Matepuansl Tpu €ro MOATOTOBKE, JOJDKHBI COOTBETCTBOBAaTh HAYYHO-METOJUYECKUM
TpeObOBaHUSIM By3a W OBITh YKa3aHbl B JokJaze. HeoOxomumo coOmonaTh perjiamMeHT,
OTOBOPEHHBINA MPH TMOJYYCHUU 3aJaHusl. MIUTIocTpanuu IOJKHBI OBITH JOCTATOYHBIMU, HO HE
ype3mepHbIMH. PaboTa cTyzneHTa Haja JOKJIaJoM-TIPEe3eHTaluel BKIIIOUAeT OTpabOTKy yMEHUs
CaMOCTOSITENIbHO 0000mIaTh MaTepuall W JellaTh BBIBOJBI B 3aKIIOYCHUH, YMEHHS
OpUEHTUPOBAThCS B MaTepuaje M OTBEeYaTb HA JIOMOJIHUTEIbHBIE BOIPOCHl CIyLIaTelNeH,
O0TpabOTKY HaBBIKOB OpPAaTOPCTBA, YMEHHS MPOBOJIUTH AUCIYT. JIOKIaI4MKK JOJDKHBI 3HATH U
YMETb: C€OO0IIaTh HOBYK MH(QOpPMAIMIO; MCIOJIb30BaTh TEXHUYECKUE CPEJICTBA; XOPOIIO
OpPUEHTUPOBATHCS B TEME BCETO CEMUHAPCKOTO 3aHATHUS;, AUCKYTUPOBATh M OBICTPO OTBEYATh HA
3a/laHHbIEe BOIIPOCHI; YETKO BBINOJHATh YCTAHOBJIEHHBIN periaMeHT (He O6osee 10 MUHYT); UMETh
MPEJICTABICHUE O KOMIIO3UIIMOHHON CTPYKType AOKIaAa U Ap.

Crpykrypa BbIcTyIUIeHHs. BeTyninenne nomMoraer o0ecneunTsb yeneX BhICTYIUIEHUS 110
000l Tematuke. BeTymuieHue JOMKHO colep)kaTh: Ha3BaHME, COOOIEHHE OCHOBHOHM HIeH,
COBPEMEHHYIO OLIEHKY MpeaMeTa H3JI0KEHUS, KpaTKoe IMEpPEeuncIeHUe paccMaTpUBAEMbIX
BOIPOCOB, JKUBYIO HHTEPECHYIO (OPMY HU3IOKEHHUS, aKIIEHTHPOBAHHE BHUMAHHS Ha BaXKHBIX
MOMEHTaxX, OPUTMHAIBHOCTh Moaxona. OCHOBHas 4acTh, B KOTOPOW BBICTYHNAOUIMM TOJIKEH
IIIyOOKO PAacKpBITh CYTh 3aTPOHYTON TEMbI, OOBIYHO CTPOUTCS IO MPHUHLMIY OTuéTa. 3agada
OCHOBHOM 4YacTM — TMPEACTaBUTh JIOCTATOYHO JAHHBIX JJIsI TOro, 4YTOOBI CiyLIaTeau
3aMHTEPECOBATIUCh TEMOM M 3aXOTEIM O3HAKOMMTBCsS ¢ Marepuanamu. lIpu stom sornueckas
CTPYKTypa TEOpETHYECKOro OJIOKa HE JIOJDKHBI JaBaTbCs 0Oe€3 HarjsAHbIX MOCOOMi, ayauo-
BU3YaJIbHBIX M BU3YyaJbHbIX MaTepHAJIOB. 3aK/IIOUYEHHUE - sICHOE, YETKoe 0000IIeHne U KpaTKue
BBIBO/IbI, KOTOPBIX BCEr/la )KyT CIyLIaTelNu.

V. IloaroroBKa npe3eHTanuin

IIpe3enTanus, cOraacHO TOJKOBOMY CIIOBapio pycckoro sizbika JI.H. Yimakosa: cmoco0
1oIay MHPOPMAITHH, B KOTOPOM MPHUCYTCTBYIOT PUCYHKH, (poTorpaduu, aHuManus u 3ByK. [
MOJITOTOBKK TPE3CHTAIlMM PEKOMEHIyeTCss Hcmoib3oBath: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maket beamer. Camast mpocTtasi mporpamma Jijisi CO31aHusl MPe3eHTaLu -
Microsoft PowerPoint. [l MOArOTOBKM Mpe3eHTAllMl HEOOXOAUMO coOpaTh U 00paboTarh
HavyaIpHYyI0 HHpOopMarwio. [Tocie1oBaTeTbHOCTh MOATOTOBKH IMPE3CHTAIUH:

1. Yérko cdopmynupoBaTh I€1b NPE3CHTALMU: BBl XOTUTE CBOK ayTUTOPHUIO
MOTHBHPOBATh, YOSIUTH, 3apa3UTh KAaKOW-TO HIeeH I TPOCTO (POPMATLHO OTUUTATHCS.

2. OmpenenuTh KakoB OyaerT ¢opMaT Npe3eHTAllUU: KHBOE BBICTYIUIEHHE (TOT/a,
CKOJIBKO Oy/IeT ero MpOoJOJDKUTEIBHOCTh) HIIM JJIEKTPOHHAS pacchUlka (KakoB Oy/eT KOHTEKCT
IIPE3ECHTALINN).

3. OToOpaTh BCIO COAEPXKATEIBHYIO YacTh JJISI IPE3EHTAIMH U BBICTPOUTH JIOTHYECKYIO
[ENOYKY MPEACTABICHUSI.

4. OnpenenuThb KII0UYEBbIE MOMEHTHI B COACP’KaHUM TEKCTa U BBIJICTTUTH UX.




5. OnpenenuTh BUABI BU3yalnu3aluu (KapTUHKH) A OTOOpakeHHsI MX Ha claiiiax B
COOTBETCTBUHU C JIOTUKOM, L1€JIbI0 U crienu(uKoi MaTepuania.

6. IlomoOpare au3aitH U GopMaTHPOBATh CHANIBI (KOJIMYECTBO KAPTHHOK M TEKCTa, UX
pacrosoXkeHue, IBET U pa3Mep).

7. ITpoBepuTh BU3yaJIbHOE BOCIIPUATHE ITpe3eHTaunu. K BugaM BU3yalin3aluru OTHOCSATCA
WUTIOCTpaluu, 00pas3bl, AUarpaMmbl, TaOIHIIbI.

Hnnrocmpayus - IpeACTaBICHUE PEATIBHO CYLIECTBYIOIIErO 3pUTEIBHOIO psaa.

Obpa3wl - B OTIINYME OT WILTIOCTpaIuii - metadopa. Ux Ha3HayeHHe - BHI3BATH SMOIUIO U
Cco3JaTh OTHOIIEHUWE K HEW, Bo3AelcTBOBaTh Ha ayauTtoputo. C MOMOIIBIO XOPOULIO
MPOJYMaHHBIX U MPEACTABIsAEMbIX 00pa3oB, HH(OPMALIMS MOXKET HAJ0JIr0 OCTaThCA B MaMSITH
YeJI0BEKa.

Jluacpamma - BU3yanu3anus KOJMYECTBEHHBIX M KAUECTBEHHBIX CBs3el. X mcnonp3yror
JUIsl yOeAUTEIbHOM 1EMOHCTPALlUU JaHHBIX, AJIs IPOCTPAHCTBEHHOI'O MBIIUICHUS B JOIOJIHEHNUE
K JIOTUYECKOMY.

Tabnuya - KOHKPETHBIN, HATJISTHBIA ¥ TOYHBIN 1MOKa3 JaHHBIX. E€ OCHOBHOE Ha3HAYCHHE
- CTPYKTYpHUPOBaTh HH(POPMALIHIO, YTO MOPOil 00JIeryaeT BOCIPUSTHE TaHHBIX ayJUTOPHEH.

[IpakTHueckre COBETHI MO MOATOTOBKE MPE3EHTAI[MH T'OTOBHTE OTIEIbHO: IEYATHBIH
TEKCT + Claiapl + pa3gaTouHBIi MaTepuai; Claiabl - BU3yalbHas Mojada HH(pOpMaIuH,
KOTOpasi JOJKHA COJEpKaTh MUHUMYM TE€KCTa, MAKCUMYM H300pa)K€HU, HECYIIUX CMBICIOBYIO
Harpys3Ky, BBIIVIJETh HAIVISIIHO U MIPOCTO; TEKCTOBOE COJEpIKaHHUE MPE3EHTAIMM - YCTHas pedb
WIM YTEHHE, KOTopas AOJDKHA BKIIOYATh apryMEHThI, (DaKkThl, J0Ka3aTelbCTBA M SMOIUU;
peKOMeHayeMOoe YHCI0 cinaiaoB 17-22; oOs3atenbHas MHGOpManus Ui MPE3CHTAH: TeMa,
dbamMunus W HMHULIMATIBL BBICTYMAIOIIETO; IUIAH COOOIIEHHUS; KpaTKUE BBIBOABI M3 BCETO
CKa3aHHOIO; CIHMCOK MCIOJIb30BaHHBIX HWCTOYHUKOB; pa3JaTOYHBIA Marepual - JIOJDKEH
o0ecrieunBarh Ty ke INIyOWHY M OXBaT, YTO M KHBOE BBICTYIUICHHE: JIIOJM OOJIbIIE TOBEPSIOT
TOMY, YTO OHHM MOTYT YHECTH C COOOH, 4eM MCUe€3alolluM H300paKEHUSIM, CIIOBAa U CIaiiibl
3a0BIBAlOTCS, @ Pa3/laTOYHBIH MaTepHajd OCTaeTCs MOCTOSHHBIM OCSI3a€MbIM HAallOMHUHAHHEM;
pa3gaToOuYHBId MaTepuai Ba)kKHO pa3/laBaTh B KOHIIE MPE3EHTAIMM; pa3JaTOYHBbIA MaTepuaibl
JOJDKHBI OTIIMYATHCS OT CIIalI0B, TOJKHBI ObITH O0s1ee HHPOPMATUBHBIMHU.

KomMmmbroTepHyto npe3eHTalno, ConpoBOKAAIOIIYIO BHICTYIJIEHUE JOKJIauiKa, yIoOHee
BCEro MoAroToBUTh B mporpamMmme MS Power Point. [Ipe3eHTtanus kak TOKyMEHT MpeJCTaBseT
co00il TOCe10BaTEIbHOCTh CMEHSIONIMX JpYyr Jpyra CiIalJioB - TO €CTh 3JEKTPOHHBIX
CTpaHHueK, 3aHUMAIOIUX BECh SKPaH MOHUTOpa (0e3 MpUCYTCTBUS MaHesel nporpaMMel). Yare
BCEro JEMOHCTpAlMsl MPE3eHTAlUU IMPOEUUpYyeTcs Ha OOJBIIOM 3KpaHe, pexe — pa3aaércs
coOpaBImIMMCS Kak Ie4yaTHbld Mmarepuai. KoauuecTBo cnaifloB ageKBaTHO COJEpKAHUIO U
MNPOJODKUTEIPHOCTH  BBICTYIUIEHMSI  (Hampumep, Il S5S-MHHYTHOTO  BBICTYIUICHUS
peKOMeH 1yeTcsl UCTONb30BaTh He Oonee 10 cnaiios).

Ha mepBom cnaiine o0si3aTenbHO TMPEACTABISIETCS TeMa BBICTYIICHUS M CBEICHHS 00
aBTopax. Cienyroomue ciaaiabl MOKHO MOATOTOBUTH, UCIIONIB3Ysl IBE Pa3jIMYHbIE CTPATETUN HUX
MOJITOTOBKHU:

1 crparerus: Ha ciaiijbl HAHOCHUTCS ONOPHBIA KOHCHIEKT BBICTYIUIEHUS M KIIFOYEBBIE
CJIOBa C T€M, YTOOBI MOJb30BAaThCS MMM KaK IUIAHOM JUIS BBICTYIUIEHMs. B »ToM ciydae k
claiiiaM TpPeAbSBISIOTCS Cleayrole TpeOoBaHus: 00beM TeKcTa Ha ciaiiie — He Oonblie 7
CTPOK; MapKHPOBAHHBII/HYMEPOBAHHBII CIIMUCOK CONEPKUT HE Oosiee 7 3IEMEHTOB; OTCYTCTBYIOT
3HAaKM MYHKTYyallUd B KOHIIE CTPOK B MAapKMPOBAaHHBIX U HYMEPOBAHHBIX CIIUCKAaX; 3HaYMMasi
nH(OpMaIUs BBIEIAETCS ¢ MTOMOIIBIO IIBETA, Keruid, dpdekroB anumarmu. Ocod00 BHUMATEIIBHO
HEOO0XO/IMMO TPOBEPHUTH TEKCT Ha OTCYTCTBHE OIIMOOK M omedaTok. OCHOBHas OmMOKa MpU
BbIOOpE TAaHHOW CTpaTerdy COCTOUT B TOM, YTO BBICTYIMAIOIINE 3aMEHSIIOT CBOIO peyb YTEHUEM
TEKCTa CO CJIAiI0B.

2 crTpaTerus: Ha Claiapl ToMemiaercss (GaKkTUYeCKuid maTtepuan (TaOnuiel, TrpadukH,
dororpaduu u mp.), KOTOPBIA SABISIETCS YMECTHBIM M JOCTATOYHBIM CPEACTBOM HArJISIIHOCTH,



IIOMOTAET B PACKPBITUU CTEP>KHEBOW MU BBICTYIUICHUS. BhIOpaHHBIE cpeicTBa BU3yalH3aluu
nHpopmanuu (TabHIbl, CXeMBI, TpadUKH U T.J.) COOTBETCTBYIOT COACP)KAHHUIO BBICTYILICHUS. B
3TOM Cllydae K claijaM NpeAbsBIAIOTCS CIEAYIOLUUE TPEOOBAaHUSA: MAaKCUMAJIbHOE KOJIMYECTBO
rpaduyeckoii mHGOPMAIMK HAa OJHOM ciaiiae — 2 pucyHka (dororpaduu, CXemMbl U T.1I.) C
TEKCTOBBIMH KOMMEHTapusiMu (He Oojiee 2 CTpOK K Kaxkaomy). Hambosee BaxkHast nHpopmanms
JOJI’KHA pacrojaraTthCs B HEHTPE IKpaHa.

OcHoBHast ommOKa MpH BBIOOpPE IAaHHOM CTPAaTeTHHM — «COPEBHOBAaHUE» CO CBOUM
WUTIOCTPATUBHBIM MaTEpHANOB (AyAUTOPUH HE MPEAOCTaBISETCS JOCTATOYHO BPEMEHU, YTOObI
BOCIIPHHATh Marepuain Ha cinaiigax). OObruHblid cnaiia, 6e3 3(dekToB aHMManuu JOJKEH
JIEMOHCTpHUPOBAThCA Ha 3kpaHe He MeHee 10 - 15 cekyna. 3a MeHblIee BpeMs IPUCYTCTBYIOIINE
HE yCIIeeT OCO3HATh cojepkaHue cinaiina. Ecin kakas-To KapTUHKaA MOSIBUIACH HAa 5 CEKyHI, a
MOTOM TYT K€ CMEHHWJIACh IPYTroOM, TO ayaIuTOpusi OyJIeT CYUTATh, YTO JAOKIAAUUK €€ MOJTOHSET.
Oo6patHoro (mo3uTHBHOrO) 3(QexTa MOKHO JOCTHTHYTh, €CIU JMOKIAJAYUK IPOJIUCTHIBACT
MHO>KECTBO CJAi/IOB CO CIOKHBIMH TaOJIMIIaMU M JuUarpamMmmamu, TOBOps mpHu 3ToMm «Bot TyT
IPUBENEH Pa3HOIO POJIa 8CNOMO2AameNbHbIYL MAaTeprail, HO S €ro XOody MPOIYCTHTh, YTOObI HE
neperpykarhb BBICTYIICHUE MOApoOoHOCTAMUY. [IpaBna, Takoil mpuém aenath B Hauaie U B KOHYe
NPE3CHTAIMH — PUCKOBAHHO, ONTHUMAaJIbHBII BAPHAHT — B CEPEINHE BHICTYIUICHUSI.

Ecnu na cnalize npuBOAMTCA CIIOXKHAsg Jauarpamma, €€ HEoOXOJUMO MpeaBapUTh
BBOJIHBIMU ciioBamMH (Hampumep, «Ha 3Toil nuarpamme MpHBOAMTCS TO-TO U TO-TO, 3€IEHBIM
OTMEUEHBI MMOKa3aTenu A, CHHUM — Ioka3atenu by), ¢ Tem, 4ToObl JaTh BpeMsl ayIMTOpUHU Ha e
paccMOTpeHHE, a TOJIBKO 3aTeM MPHUCTynaTth K e€ obcyxaeHuto. Kaxaplii criaia, B CperHeM
JOJKEH HAXOJUTHhCS Ha 3KkpaHe He MeHblne 40 — 60 cekyna (6e3 yuéra BpeMEeHH Ha CIy4yailHO
BO3HHKIIEE OOCyXJeHue). B CBsA3W ¢ 3TUM Jy4iie HAaCTPOUTh NPE3CHTAMI0O HE Ha
ABTOMATUYECKUI TIOKA3, @ Ha CMEHY CJIAiJI0B CAMHUM JOKJIaTIHKOM.

Oco60 TmaTenbHO HEOOXOJUMO OTHECTUCh K oghopmaenuro npezenmauuu. J{ns Bcex
CJIaliIOB MpEe3eHTAallUi MO BO3MOXXHOCTH HEOOXOIMMO HCMOJIb30BaTh OAMH M TOT e 1I1a0lIoH
oopMIIeHHUS, KETJIb — IS 3ar0JIOBKOB - HE MEHbIE 24 MyHKTOB, AJi1 HHGOpPMAIlUU - HE MEHEe
18. B mpe3eHTanusax He MPUHATO CTAaBUTh MEPEHOCHI B CIIOBAX.

[TonymaiiTe, He OTBIIEKATE JIM BBI CiIylIaTeNel CBOEH e npe3eHTaunen? Spkue Kpacku,
CIIO)KHBIE II[BETHbIE MOCTPOCHMS, W3IMLIHIS aHUMALUSA, BBIIPHITUBAIOIIUN TEKCT MU
WUTIOCTpAlMs. — HE caMoe JIydlllee JONOJHEHHE K HaydHOMY JOKIany. Takyke HeXelaTelbHbI
3BYKOBBIE A(PEKTHI B X0/I€ JJEMOHCTpALMK Mpe3eHTaluy. Hanmydqmumu siBIsitoTCss KOHTpacTHbIE
uBera poHa u Tekcra (6enbii POoH — YEPHBIN TEKCT; TEMHO-CUHUN (DOH — CBETIIO-KENTHIN TEKCT U
T. A.). Jlydie He cMelnBaTh pa3Hble TUIBI MIPUPTOB B OHOM Mpe3eHTanuu. PekomMenayercs He
3JI0yNOTPEOJIATh MPOIMUCHBIMUA OYKBaMH (OHH YUTAIOTCS XY¥KeE).

HexonTtpacTHble cnaiiibl OyayT CMOTPEThCS TYCKJIBIMU U HEBBIPa3UTEIbHBIMH, OCOOCHHO
B CBETJIBIX ayAUTOPUsX. J{JIsl TydIneit OpueHTaIMK B TPE3CHTAIMH 110 X0y BBICTYTUICHHS JTydIle
npoHyMepoBaTh ciaisl. JKenareabHo, 4TOOBI Ha ClIaiiIax OCTaBaJUCh MOJIs, HE MeHee 1 cM ¢
KaX/I0i CTOpoHBI. BcmomorarenpHas wuHGOpMAIys (YIpaBISIONAE KHOMKH) HE JJIOJDKHBI
npeoOiagaTh HaJ OCHOBHOW HHQOpMaiume (TekcToM, wWiuTocTpanusamu). Mcnoiap3oBaTh
BCTpOEHHBIE 3(Q(PEeKThl aHUMAIIUM MOXKHO TOJIbKO, KOorjaa 0e3 3Toro He oOOMTHCH (Hampumep,
MOCJIEI0BATEIbHOE TOSABICHUE 3JIEMEHTOB AMarpammbl). [l akleHTHpOBAaHWS BHMMAaHUS Ha
KaKOW-TO KOHKpeTHOW MH(pOopMaIuu cliaiijjla MOXKHO BOCIIOIb30BaThCS JIa3epHON YKa3KOH.

JlnarpaMmbl TOTOBSATCSI C UCIOJIB30BAHUEM MacTepa JuarpamMm TabJIMYHOTrO Mpoleccopa
MS Excel. [Ins BBOoJa YMCIOBBIX MAaHHBIX HCIIOJIB3YETCS YHCIOBOM (popMar ¢ paszaenureneMm
rpynn paspsaoB. Ecin naHHble (MOANMCH JaHHBIX) SBISAIOTCS JPOOHBIMH YHMCIAMHU, TO YHCIIO
0TOOpaKaeMbIX JECATUYHBIX 3HAKOB JIOJDKHO OBITH OJIMHAKOBO JIJISl BCEH TPYIIIBI 3TUX TaHHBIX
(Bcero psia moanucell JaHHBIX). JlaHHBIE U IOJANKMCH HE JIOJDKHBI HAKJIAbIBAThCS IPYT Ha Apyra
U CIUBAaThCs C rpadUyecKUMU dJeMEeHTaMu JuarpaMMmbl. CTPYKTypHBIE AHAarpaMMbl TOTOBSITCS
IpY MTOMOIIY CTaHAAPTHBIX cpeAcTB pucoBanus nakera MS Office. Ecnu npu ¢popmarupoBanun
cnaiijja ecTb HeOOXOAMMOCTh MPOMOPLUUOHAIBHO YMEHBIIMTH pa3Mep AMAarpaMMbl, TO pa3Mep
MPUPTOB PEKBU3UTOB JIOJDKEH OBITh YBEIMYEH C TaKUM pacdyeToM, 4YTOOBI peajbHOe



oToOpakeHHe OOBEKTOB TUArpaMMbl COOTBETCTBOBAJIO 3HAUCHHSIM, yKa3aHHBIM B Tabiuue. B
TabyMIax He JOJDKHO ObITh Ooiiee 4 cTpoK U 4 CTOJNOIOB — B MPOTHUBHOM Cllydae JaHHBIC B
Tabnuie OyneT MpPOCTO HEBO3MOXKHO YBHJETh. Sueliku C Ha3BaHMSIMHM CTPOK M CTOJOLOB U
HauboJsee 3HaUMMble JaHHbIE PEKOMEH/TyeTCsl BBIIETISATh IIBETOM.

Tabnuunas wuHpOpPMaNUs BCTaBIAETCS B Marepuanbl Kak TalOnMIa TEKCTOBOTO
nporeccopa MS Word wnm Tabimunoro mporeccopa MS Excel. Ilpu BcraBke TaOmuIlbl Kak
00BEeKTa M MPONOPIMOHAIHLHOM M3MEHEHHH €€ pa3Mepa pealbHbIl O0TOOpakaeMblii pasmep
mpudra 1omkeH ObiTh He MeHee 18 pt. TabGnuipbl 1 AuarpaMmbl pa3MeniaTcs Ha CBETJIOM HIIU
oemom domne.

Ecnu Bl npeanountaere BOCHOIb30BaTHCS MOMOIIBIO OrepaTopa (UTO TOXkKE BO3MOXKHO),
a He JINCTaTh CJai/ibl CaMOCTOSITENIBHO, OUYEHb IOJIE3HO IPELYCMOTPETh CCHUIKM Ha Claiiibl B
TekcTe noknana («Cremyronui ciuaim, moxKalyicra...»).

[Tocne mOArOTOBKH MPE3eHTAMH HE00X0AMMa PENEeTHIINS BBICTYIUICHUS.

3aKIIOUMTENbHBIN CcHaiil mpe3eHTauuu, cogepxamuid TekcT «Cnacubo 3a BHUMAaHUE»
win  «KoHeu», Bpsx JaM NpUEMIIEM JJIi [pe3eHTAalMM, CONPOBOXKAAIOIIEH ITyOIMYHOe
BBICTYIUICHHE, IOCKOJbKY 3aBEpIlCHHE I0Ka3a CIaiIoB emé He SBISETCS 3aBEpLICHUEM
BhICTYyIUIeHUs. KpoMe Toro, Takue ciaijpl, Tak ke Kak u ciaiig «Bompocsi?», nyonupyroT
ycTHOe cooOmienre. OnTUMaabHBIM BapUAHTOM MPEJICTaBIsIeTCS TOBTOPEHHE TIEPBOTo claiifa B
KOHIIE [TpEe3eHTAlMH, IOCKOJIBKY 3TO Ja€T BO3MOYKHOCTb €IlI€ pa3 HAIlOMHUTh CIyIIaTeIsM TEMY
BBICTYIUICHUS U UM JIOKJIAJUMKa U JTU00 MEePEeiTH K BOIIpocaM, JIN0O 3aBEPIINTh BHICTYIIJICHHE.

st mokasza (aiyn mpe3eHTauuu HeoOXOAWMO COXpaHHTh B ¢opmare «JlemoHcTparus
PowerPoint» (®aitn — Coxpanuth kak — Tun daitmta — emonctpauus PowerPoint). B atom
Cllydae TMpe3eHTalus aBTOMAaTHYECKH OTKPBIBAETCS B pEXHUME IIOJHOIKPAHHOIO I0Ka3a
(slideshow) u crmymartenu nzbaBieHbl Kak OT BuAa padouero okHa mporpamMmmel PowerPoint, Tak
U OT IOTEPh BPEMEHU B HayaJje 1okKas3a Mpe3eHTaluu.

[Tocne moAroTOBKH Mpe3eHTAIMH [TOJIE3HO TPOKOHTPOIMPOBATEH Ce0sl BOIPOCAMHM:

1) ymanmoch M JOCTHYb KOHEYHOM LEIM Npe3eHTauuu (4TO yJAanoch ONPENENUTb,
OOBSICHUTB, MPEJIOKUTh MU MPOJIEMOHCTPUPOBATH C IOMOIIbIO HEE?);

2) K KakuM OCOOEHHOCTSIM OOBEKTa MpPEe3eHTAllMU YAAJOCh NpUBJIEYb BHHUMAHHE
aynuTopun?

3) He OTBJIEKAET JIM CO3/IaHHasl MPE3EHTALUsI OT YCTHOTO BBICTYIIJICHUS?

VI. CocraBjenue anHoTanuu u pedepara

AnHoTauus (ot jar. amotatio — 3ameTka) — Kparkas XapaKTepPHCTHKA CTaThbH, KHUTH M T.J. C
TOYKH 3PEHUS €€ Ha3HAYCHUS.
L]env anHomayuu - OTBET Ha BOMPOC, O YEM TOBOPUTCS B CTaThe, T.€. aTh 00IIee MPEACTaBICHUE
O CTaThe.
Cmpyxkmypa anHomayuu.

1.Asrop, Ha3BaHKE, BEIXOMHEIE JaHHBIE.

2.Tema cTaThu (TEKCTa, KHHTH).

3. Ilpobnemarnka, T.e. Kpyr MpoOieM MM BOIPOCOB, KOTOPBIE 3aTPAruBalOTCA B TEKCTE
(cratbe, KHUTE).

4. Anipecar, T.e. TOT, /ISl KOTO IpeIHA3HAYEHA CTaThsl (TEKCT, KHUTA).
SI3BIK aHHOTAIUM JTOJDKEH OBITh JTUTEPATYPHBIM, JIAKOHUYHBIM U IIPOCTHIM.
Pedepar (ot nar. referre - mokmnaapiBaTh, COOOIIATh) - KPATKOE M3JIOKEHUE COCPIKAHUS CTAThU
(TekcTta, KHMIHW), BKJIIOYAIOUIEE OCHOBHBIE CBEIEHUS W BBIBOJbL, HEOOXOOUMbBIE IS
MEePBOHAYATIHLHOTO 03HAKOMIJICHHUS C HEH M OIpeeNieH s 11e1ecoo0pa3HOCTH OOpaIeHHsI K HEH.
Llenv pegepama - OTBET Ha BOMPOC, YTO HUMEHHO TIOBOPUTCSA B-HCTOYHUKE HOBOTO,
CYLIECTBEHHOTO.
Breinensitor pegpepam-0630p (coctaBisercss HO HECKOJIBKUM HCTOYHHMKAM, TOCBSIIECH OIHOMN
TeMe) U peghepam-pe3rome (COCTABIISIETCS 110 OJTHOMY MCTOYHHUKY).




Cmpykmypa pegpepama-pesrome:

1. ABrop, Ha3BaHueE, BEIXOHBIE JaHHEIE.

2. Tema cTaTby (TEKCTa, KHUIH).

3. Komnosunusi. Yka3blBaeTcs M3 CKOIBKMX M KAKUX CTPYKTYPHBIX YacTell COCTOMT
WCTOYHUK (pa3/ieibl, TJIaBbl).

4. OcnoBHoe conepanue. M3maraioTcss KOHKPETHBIE PE3yIbTaThl MM BBIBOABI aBTOPA B
COOTBETCTBHUH CO CTPYKTYPOH UCTOYHHUKA (BO BBEICHUH ..., B 1-0ii I1aBe ... U T.11.).

5. Hanuuue MINIIOCTpaTHBHOrO Marepuaia (WUIIOCTPALUK, PUCYHKH, TAOIUIIBI U T.1.).

6. Anpecar, T.e. TOT, I/ KOTO IIPeHA3HAYEHA CTaThs (TEKCT, KHUTA).
OcoOenHocTh pedepara-pe3roMe 3aKI0UaeTcsl B ero 00beKTUBHOCTH. Ero si3bIK Takke JOMKEH
OBITH KPaTKUM, ITPOCTHIM H HEHTPAIbHBIM.

®dpassl st COCTABICHUS aHHOTAIMU 1 pedepara
l. Asrop (author), nazBanue (title, name):
e | have read a text - s mpounrain(-a) TeKCT;
- an article - crarsro;
a story - pacckas;
an extract from the book entitled - oTpbIBOK U3 KHUTH, O3aITIaBICHHON «...»;
e Thetitle of the text (article, .. Jis A..” - 3aroloBok TeKcTa (CTATHH, ...)«...»;
The author of this text (article,...) is ... - ABrop 3toro Tekcra (cTarbH, ...) - ... (EMs);
It is written by ... - On / ona Hamucas(-a)...(uMst aBTOpA);
H. Tema (subject, topic):
e The topic of the text (article, ...) is ... - Tema Tekcra (CTaThH, ...)-«...»;
e The text (article, ...) is devoted to the problem (subject) of ... - Tekcr (crarss, ...)
HOCBsAIIEH pobieme (Teme) ...;
I1l.  Kommosuuus (structure):
e The text (article, ...) consists of ... paragraphs (parts, chapters) - Texct (cTarbs) cocTout
u3 ... naparpados (vacteil, riaB);
Yactu ucroynuka: introduction - BBeneHue;
the first (second, third, ...) chapter - 1-as (2-as, 3-1, ...) maBa; conclusion, end - 3akirodeHue,
KOHeI;
I11.OcHoBHOE conep:kanue (contents):
e In the first (second, third....) chapter (paragraph, part, ...) the author says, that... - B 1-oii
(2-oit, 3-eit, ...) maBe (maparpade, 4acT, ...) aBTOp TOBOPHT, UTO ...;
- draws a conclusion, that... — ngenaer BbIBOZ, 4TO ...;
- mentions / points, that ... - ynomuHaer / yka3bIBaer, To ...;

® [n the author’s opinion ... - Ilo MHEHUIO aBTODA, ...;

e The first (second, ...) chapter (paragraph, ...) - 1-as (2-as, ...) maBa (maparpad)

- is devoted to ... - mocBsAmeHa ...

- includes information (facts) about ... - conep>xut unpopmarmro (GakTe) O ...;
V. Houmocrparusubiii marepuadn (illustration):

e The author supports (illustrates) his ideas (opinion, theory, ...) by picture (table, photo,
...) - ABTOop moOnKperusieT (MUTIOCTPUPYET) CBOM HAeU (MHEHHE, TEOPHIO, ...) PHCYHKOM
(Tabmureit, potorpaduei, ...);

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

- B 1-oi (2-oi, ...) m1aBe (4acTH, ...) KIMEETCS HECKOJIBKO (MHOTO) PUCYHKOB (TaOJIHMIL,

V. Aapecar (audience):



e This text (article, ...) was meant for specialists in the field of ... - OToT Tekct (crarb4, ...)
npe€aHasHadcHa aJis CliCuaJIuCTOB B o0nacTu very

e This text (article, ...) is of some interest of ... - Dtor Tekct (cTarhs) HpeACTaBISIET
HHTEPEC IJIA ....

1. CnoBa-CBs3KH:
e besides, moreover, furthermore - kpome Toro;

] so, in such a way, thus, in that way - Takum o6pa3zom;

e therefore, hence, so, consequently - ciemoBarensHO;

° and so, that is why - mostomy;

° as, SiNCe — Tak Kak;

° perhaps, possibly - BO3M0XHO, BEpOSTHO;

e most likely, probably - ckopee Bcero;

° what is more, in addition, I’d like to add that... - Gonee Toro;
. maybe - MOKeT OBITb;

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

° Evidently, it’s obvious that - oueBuHO.

2. Jlorudeckoe 3aBepiiieHue, BRIPAKEHUE COOCTBEHHOTO MHCHWSI:

° I’d like to say that... - 5I xoren(-a) ObI cka3arhb, 4TO ...;

e |t seems to me that... - MHue kaxercs, 4To ...

] In my opinion... - ITo MoeMy MHEHHUIO, ...;

° T agree/disagree that... - 5 cornacen(-Ha) / He cornaceH(-Ha), 4TO ...;
° | liked/disliked the fact that... - Mue moHpaBmiIOCh, 9TO ...;

° Allin all - B urore, B 00meM;

° On the whole, as a whole - B nemom.



