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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpena, 00cykaeHa u o100peHa s peanuzamnuu B 2025 - 2026
yueOHOM roy Ha 3aceqaHnu Kadeapsl JIMHIBUCTUKYU M IIEPEBOIA

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

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2026 - 2027
yueOHOM rofy Ha 3aceqaHnu Kadeapsl JIMHIBUCTUKYU H MIEPEBOIA

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

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3aceqaHuu Kadeapsl JIMHIBHCTUKY U TIEpeBOIA

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

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamszanuu B 2028 - 2029
y4eOHOM roy Ha 3aceqanuu Kadeapsl JIMHIBHCTUKY U TIEpeBOIA

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




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

enpto ocBoeHUsT AUCHUIUIMHBI «VHOCTpaHHBI SI3BIK B TPO(ECCHOHATLHON
KOMMYHUKAI[UW» SIBJISIETCS: MOBBIIICHHE MCXOJHOTO YPOBHS BIIaJICHUS 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
00s13aTeJIbHYIO 4aCTh Y4E€OHOTO I1aHa 00pa30BaTEIbHOU MPOrPaMMBI.

Jns  W3ydeHWs  JUCHUIUIMHBL ~ HEOOXOAWMBI  3HaHUS  (YMEHHs,  BIIAQJCHUSA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUINH/ IPAKTUK:

HNHocTpaHHBIH SI3bIK

3Hanus (YMEHHs, BIAJICHUS), OJYyYCHHbIE NMPH M3YyYCHUU TAHHOM IUCIMILIMHBI OymyT
HEO0XO0AUMBI JUIsl U3yUSHUS IUCHUILINH/TIPAKTHK:

IlonroroBka k cade u cjada rocyapCTBEHHOT0 SK3aMEHa

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 s3bIKe Poccuiickoi deaeparniy 1 HHOCTPaHHOM(BIX ) sI3bIKe(ax)

VK-4.1 BribupaeT ctunb oOIeHHsT HA PYCCKOM f3BbIKE B 3aBUCUMOCTU OT LIETH U
YCJIOBUH MAapTHEPCTBA; adalTHUPYET peyb M CTUJb OOIICHUS K CUTYalHUsIM
B3aNMOJICHCTBHS

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
YYETOM ayJIMTOPUU U 1IeJIU 00IEeHUs
YK-4.5 VYCTHO mpeacTaBiseT pe3yiabTaThl CBOEH IEATEIBHOCTH HAa MHOCTPAaHHOM

A3BIKC, MOXKET MOJACPXKATDb pa3roBOp B XO0A€ NX O6CY)K,Z[€HI/I$I




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0€MKOCTh 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 ) =
o | KOHTaKTHas pabora E 3 dopma TeKyIIEero
=
5 B aKaJ. Jyacax 3) Bu KOHTPOJIS
Pasnen/ Tema 3 (B axaj. uacax) S A . P Kon
S 3 © | caMocTOATENBHON | ycreBaeMOCTH U
JUCIUATIIAHBI 5 [ . | xommeTeHIIH
O 2 £ padoThI MIPOMEKYTOUHOM
nab. | mpakr. | 5 &
Tlex. z'g aTTeCTalun
3aH. 3aH. | Q =
1. 1. Cdepa Oynyuiei
npodecCHOHATLHON
JIeATEIILHOCTH
1.1 PasButhe yMeHHH U
Y IToxroroska VK-4.1, VK-
HaBBIKOB MACcbMa o
MMUCEMEHHOTO ITposepka 4.2, VK-4.3,
teme:«Mcropust  pa3BuUTHA 8 10
MOHOJIOTHYECKOTO | mUcbMeHHBIX padotr| YK-4.4, VK-
npodeccuu u
. BBICKA3bIBAHUS 45
po¢ecCHOHATEHON
1.2 PasBurhe HaBBIKOB
YTEHHSI TEKCTOB II0 TEME. VK-4.1, YK-
OTBeTHI HA .
«CoBpeMeHHbIE 6 6 BOIDOCH 10 Br10opouHbIit 4.2, YK-4.3,
TEXHOJIOTUH u P orpoc VK-4.4, YK-
TEKCTY
MEPCIEKTUBBI pa3BUTHSA 4.5
npodeccuu u
1.3 PasButue HaBBIKOB| 5
FOBOPEHUSI TI0 TEME « YK-4.1, VK-
Mu E))BLIe 11371114 (5 12 10 Tonroroska VcTHBIR onpoc 4.2, YK-4.3,
P ¥ TIpe3eHTAINH P VK-4.4, YK-
KOMIIaHUH 45
podecCHOHATLHON '
1.4 PasBurtue yMmeHUH W
HaBBIKOB OIIEPUPOBAHUS
pHp Brinonnenue ITposepka VK-4.1, VK-
OCHOBHBIMH "
yIpaKHEHUH 110 BBINOJIHEHUSA 4.2, VK-4.3,
rpaMMaTHYeCKUMH 10 9,9
rpaMMaTHKe rpammarudeckux | YK-4.4, VK-
SIBJICHUSIMH, XapaKTePHBIMU o
N H3Y4aeMOTO SI3bIKa YIpaXHEHHUH 4.5
Piniv: npodecCHoHaNTEHON
peun. Kareropust «3amory
Hroro no pazaeny 36 |359
Hroro 3a cemectp 36 35,9 3a4ET
2. 2.Mos Oynymas kapsepa
2.1 PazButue ymeHud W
HaBBIKOB YTEHHUS, IHCHMa
) YK-4.1, VK-
o TeMe«OCHOBHBIE CephI UreHue TEKCTA U .
. Bri0opounbIit 4.2, YK-4.3,
MIPUMEHEHUS Moeii| 6 4 8 OTBETHI Ha
onpoc VK-4.4, VK-
cnenuanbHocTH.  OXpaHa BOTIPOCHI 45
TpyAa u pabouee MecTo '
CITELAATINCTa»




2.2 Pa3BurHe  HAaBBIKOB
VK-4.1, VK-
TOBOPEHHUS IToaroroska
. 4.2, VK-4.3,
«IIpodheccronanbHbIC 4 10 | MoHOJIOTHYECKOTO | Y CTHBIN OMpOC VK44 VK
KOMIIETeHIMH  Oynymiero BBICKA3BIBAHUS 4 5’
CIICIIUATTICTA» '
2.3 PasBurue HaBBIKOB CocrapieHie
1chLMa o TEME SASBICHIS O VK-4.1, VK-
«YcrpoiictBo Ha paboty. Br160pounsbIif 4.2, YK-4.3,
4 10 |mpueme Ha paboTy
ITpoxoxaenue orpoc YK-4.4, VK-
CocraBieHne
cobecenoBanns.  Jlenosas 4.5
HHTEPBBIO.
ITHKA»
Hroro no paszuerny 12 28
3. 3. OCHOBBI
npodecCHoHaIBHON
KOMMYHHKAIIUH
3.1 PasBurtHe HaBBIKOB CocraBlieHue VK-4.1, VK-
[IpoBepka
nepeBoja TEPMHUHOJIOTUYECK 4.2, YK-4.3,
. 8 3,9 MMACEMEHHBIX
npodeccuoHanbHOU Oro cyoBaps 1o N VK-4.4, VK-
3aaHui
JIEKCUKH CIEIMAIbHOCTH. 45
3.2 PasBurue HaBBIKOB
Urenue u ITposepka VYK-4.1, VK-
YTEHHUS U IEPEBOJIa TEKCTOB .
MMUCHMEHHBIN BBINOJIHEHUS 4.2, VK-4.3,
o CITEIHAIbHOCTH i 6 2
eNOBO NepeBOJ] TEKCTa IO MUCbMEHHBIX VK-4.4, VK-
CHEIWAIbHOCTH. |AOMAIIHUX 3aMaHNN 4.5
KOPPECIOHACHIIHH.
CocraBnenue
MACEMEHHBIX
AHHOTAIUK
3.3 PasButue HaBBIKOB TEKCTOB VK-4.1, VK-
UCbMa. AHHOTHPOBaHHUE U 8 4 npodeccuoHanbH Br160opounsbIif 4.2, VK-4.3,
pedeprpoBaHUe TEKCTOB IO oi orpoc. YK-4.4, VK-
CIELHUANBHOCTH. HaIlpaBJICHHOCTH. 45
PedepupoBanue
TEKCTOB 110
CIEIMAIbHOCTH.
HWroro no pazaeny 22 9,9
HWroro 3a cemectp 34 37,9 3au€r
Wrtoro no aucuuiiinHe 70 73,8 3a4eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B cootBerctBun ¢ tpebdoBanusmu OPI'OC BO mo peanusaruu KOMIETEHTHOCTHOTO
MOJX0J[a TporpaMmma AUCHHUILTUHBI «HOCTpaHHBIN S3bIK MPO(ECCHOHAIBHON ACSITETLHOCTH
peycCMaTpUBAaeT:

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

— HCNOJb30BaHUE ayAMO- U BHJIEOMATEPHAIIOB, MHTEPHET-PECYPCOB Ha MPAKTHUYECKHUX
3aHATHUAX;

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

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

— WCMOJB30BaHUE Pa3HbIX (HOpPM BHEAYIUTOPHOW pabOTHI: ydacTHE B CTYIACHUECKHX
HAyYHBIX KOH(EpeHIUAX, KOHKYpCcaxX U OJIMMIUAAX.

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
MOTOJIHEHUSI 3HAHWM, BKJIIOYAas MCIOJIB30BAHUE TEXHUYECKUX M DJIEKTPOHHBIX CPEACTB
uHpopmanuu.

2. JlesaTenbHOCTHBIE, TPAKTUKO-OPUEHTHUPOBAHHBIC TEXHOJIOTHH, HAIPABJICHHBIC Ha
dbopMupoBaHHe CHCTEMbl MNPOPECCUOHAIBHBIX MPAKTHUECKUX YMEHHH U HaBBIKOB IMPH
BBITIOJIHCHUH 33JIaHUM, MPOBEJICHUU SKCIEPUMEHTAIBHBIX MCCICIOBAaHUM, O00CCIECUMBAIOIINX
BO3MOXXHOCTh KQU€CTBEHHO BBIMOIHSITH MPO(GECCHOHATIBHYIO AESITETbHOCTb.

3. PasBuBaromme mpPOOJIEMHO-OPUCHTUPOBAHHBIC TEXHOJIOTHH, HAIpaBICHHBIC 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 COOOUICHUI 1 JOKIJIa0B, MUCbMEHHBIX PadOT U MPHU BBHITTOIHEHUU
JIOMAITHUX UHAUBUIYaTbHBIX 3a/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:

1. 3epkuna, H. H. English for professional purposes : npaktuxym / H. H. 3epkuna, O.



B. Kucens ; MI'TVY. - Marnutoropck : MI'TVY, 2018. - 1 anekrpos. ont. quck (CD-ROM). - 3ara.
¢ tutyn. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/2083 (mara

obpaenus: 04.02.2024). - MakpooObeKT. - TeKCT : 3JIeKTPOHHBIN. - CBEACHUS JOCTYITHBI TAKIKE
Ha CD-ROM.

2. Kucens, O. B. Science and Engineering as a Profession : yuebHnoe mocobue [ai1s1 By30B]
/ O. B. Kucens, E. A. JlomakuHna, A. B. ByroBa ; MarHuTOropckuii roc. TeXHU4eCKuil yH-T UM. I .
N. Hocosa. - Maraurtoropck : MI'TY um. I'. K. Hocosa, 2019. - 1 CD-ROM. - 3aru. ¢ TuTy.
skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/244 0 (nara
obpaenus: 04.02.2024). - MakpooObeKT. - TeKCT : 3JIeKTPOHHBIN. - CBEACHUS JOCTYITHBI TAKIKE
Ha CD-ROM.

3. IMomsixosa, JI. C. OCHOBBI TEXHHYECKOTO MEPEBO/IA © y4eOHO-METOAMYECKOe Tocobue /
JI. C. llonsikoBa, 0. B. FOxakoBa ; MI'TY. - Maraurtoropck : MI'TY, 2017. - 1 31ekTpoH. OmT.
muck  (CD-ROM). - 3Barn. ¢ turyn. o9kpaHa. - Tekcr anrn, pyc. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/1950 (nmara oopamenus: 06.02.2024). -
Maxkpoo6beKT. - TekcT : anekTpoHHBIN. - CBeeHus AocTynHbI Takxke Ha CD-ROM.

0) JlomostHuTEIbHAS JIATEPATYpa:

1. [lonsixkosa, JI. C. JlekcuKO-rpaMMaTH4YE€CKUE TPYAHOCTH TEXHUUYECKOTO MEepPeBOja C
AHTJIMICKOTO sI3bIKa HA PYCCKUid : ydeOHo-meroaudeckoe mocobue / JI. C. ITomsikosa, 0. B.
FOxaxkoBa ; MI'TVY. - Maruutoropck : MI'TY, 2017. - 1 snekrpown. ont. auck (CD-ROM). - 3aru.
¢ tutyn. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/1949 (nara
obpamienus: 06.02.2024). - MakpooObeKT. - TeKcT : 3IeKTpOHHbBIN. - CBEICHHS JOCTYITHBI TAKIKE
Ha CD-ROM.

2.SELF-STUDY ENGLISH. STEP Il : mpaktukym / 0. B. Oxakoga, JI. C. [TonsikoBa,
O. A. Jlykuna, A. I'. Knagosa ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 s5ekTpoH. onT. TUCK
(CD-ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2355 (mara obpamienus: 04.02.2024). -
MaxkpooObeKT. - TekcT : 2eKTpoHHBIN. - CBeneHus nocTymnHbl Takke Ha CD-ROM.

3. IOxaxoBa, }O. B. SELF-STUDY ENGLISH. STEP Il : npaktukym / 1O. B. IOxakosa,
JI. C. IlonsixoBa, O. A. Jlykuna ; MI'TVY. - Maraurtoropck : MI'TY, 2018. - 1 snexTpoH. onT. TucK
(CD-ROM). - 3ard. c TUTYIL. DKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2354 (nata oopamenus: 04.02.2024). -
MaxkpooObeKT. - TekcT : a1eKTpoHHBIN. - CBeaeHus 1ocTynHbI Takke Ha CD-ROM.

B) MeTonuyeckue ykazaHus:
1. Meronuueckue yka3zaHus 110 OpraHU3alMK ayJUTOPHOM 1 BHEAYTUTOPHOM pabOTHI 1O
muciumuiiae (Ipunoxenue 3)

r) [IporpammHoe obecneuenue u UHTepHer-pecypcebi:


https://host.megaprolib.net/MP0109/Download/MObject/2083
https://host.megaprolib.net/MP0109/Download/MObject/244
https://host.megaprolib.net/MP0109/Download/MObject/1950
https://host.megaprolib.net/MP0109/Download/MObject/1949
https://host.megaprolib.net/MP0109/Download/MObject/2355
https://host.megaprolib.net/MP0109/Download/MObject/2354

IIporpammHoe o0ecnieuenne

HaumenoBanue o
1o Ne norosopa Cpok aeicTBus JIULIEH3UN
7Zip CBOOOJHO PACHPOCTPAHIEMOE 0eccpoyHO
FAR Manager CBOOOJIHO PacCIpPOCTPaHIEMOC 0EeCCPOUHO
Bpay3ep Mozilla |cBoGoaHO pacmpocTpaHseMoe SeccpouHo
Firefox 10
Bpaysep Yandex |cBoOomHO pacmpocTpaHsieMoe 0EeCCPOUHO

HpO(l)eCCI/IOHaJILHbIe 0a3bl JAaHHbIX I/IHq)O])MaIII/IOHHbIe CIIPaAaBOYHbIC CUCTEMBI

Hassanue xypca CchUIKa
DnekTpoHHas 0a3a nepuoauyeckux minanuii East
View Information Services, OO0 «1IBUC»»

HaI_II/IOHaJ'IBHaH I/IH(bOpMaI_[I/IOHHO'aHaJ'II/ITI/ILIeCKaH

https://dlib.eastview.com/

cucrema — Poccuiickuit  unpekc  Hayunoro|URL: https://elibrary.ru/project_risc.asp
uutuposanus (PHMHIL)

Poccuiicxas  I'ocynapcrsemmas  GuobmHorexa. https://www.rsl.ru/ru/4readers/catalogues/
Karaoru

OnekTpoHHbIe pecypchl oubimoreku MI'TY um. hitps://host.megaprolib.net/MPO109/Web
I''1. HocoBa * . )

9 MaTepuaJbHO-TeXHHYECKOE o0ecnevyeHne JUCIHILTHHBI (MOIYJIs1)

MartepuaibHO-TeXHUYECKOE 00ecreueHre TUCIUTUTHHBI BKITFOYAET:

VY4eOHble ayauTOpUU JUIsl NPOBEIACHUS MPAKTUUYECKUX 3aHSATHM, TPYIIOBBIX H
WHAUBUAYAIbHBIX KOHCYNbTallMi, TEKYLIEro KOHTPOISI M MPOMEKYTOYHOH aTTeCcTalluu:
MYJbTUMEAUMHBIE CPEJICTBA XPAHEHHUS, MEpPENayd U IpeACTaBICHUS WH(OPMALUU; KOMILIEKC
TECTOBBIX 33JIJaHU JUIS IPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJICH.

[TomemeHus s cCaMOCTOATENBLHOM PabOThl 00YUAOIINXCS: IEPCOHAIbHBIE KOMITBIOTEPHI
¢ maketom MS Office, Bbixogom B IHTEpPHET U C AOCTYIIOM B 3JCKTPOHHYIO MH()OPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely YHUBEPCUTETA.

[Tomemienne Uit XpaHeHMs W NPOPUIAKTHYECKOTO OOCIYKHMBAaHUS  y4eOHOro
obopynoBanus: ImKadbl IS XpaHEHUS Y4eOHO-METOJAMYECKOW JTOKYMEHTalluH, Y4eOHOTo
000pyoBaHus 1 y4eOHO-HATIISITHBIX TTOCOOUH.
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INPUJIOKEHHUE 1

Y4yeOHO-MeTOAMYECKOE O0ecTIeyeHHe CAMOCTOSITEIbHOM padoThl 00y4aroUXCs

®opma TeKy1ero

KOHTPOJISA IIpuMepsl 3agaHuil IJ19 TEKYIIETO KOHTPOJIS
Paznen/ Tema p PHMEPHL 3371 g ym p
YCIIEBAEMOCTU U YCIIEBAEMOCTH U
JCITUIIIHBI o o
IIPOMEXYTOUYHOU IMPOMCIKYTOUYHOU aTTCCTAlUN
aTTecTaruu
1. Cdepa Oyaymeii Make up a small description of your specialty,
npogeccuoHAIbLHOM focusing on the main fields of its application. Mention
AeATETbLHOCTH if your specialty is in demand in other countries.
1.1. Pa3Butue ymenutii|[IpoBepka

Y HaBBIKOB IKCbMa IO
TeMe:
pa3Butusi npodeccuu
U 1podecCHOHAIBHOM
chepb»

«Hcropus|.

IIMCHbMCHHBIX 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 HAaBLIKOB

YTC€HHUA  TCKCTOB IIO
Teme. «CoBpeMeHHbIe
TeXHOJIOTUH "
NEepPCHeKTHBBI

pa3BuTus npogeccuu
U 1podecCHOHATBHOM

Br16opounbIii onpoc

Give a summary of the text.

chepbi»

1.3. Pa3BuTHe HaBBIKOB| Y CTHBIH OMPOC Make a PowerPoint presentation on the following
TFOBOPEHHUS IO TeMe topic “modern trends in metallurgy”

«MupoBbie Beayuue

NnpeanpuATH "

KOMIIAaHUMN

npogdeccuoHAIbLHOM

chepbi»

1.4 Pasutue ymenuii|IIpoBepka Buvibepume popmor 2nazona 6 cmpaoamenvHom
n HAaBBIKOB | BBIITIOJTHCHU A 3ajocee, onpedejlume ux epema u nepesedume.
OTIEPUPOBAHUS rpaMMaTHYECKHX 1. are heating; are heated; have heated; have been
OCHOBHBIMH yIpakHEeHUH heated; have been heating.

rpaMMaTHYeCKUMU 2. was carried out; was carrying out; will carry out;
SIBJICHUSIMU, will have carried out; will have been carried out.
XapakTepHBIMUA IS 3. refined; is refined; is being refined; were refined;
npohecCuOHANBHOM were refining.

peun. Kateropus 4. determine; is determining; is determined;
«3aaor» determined; was determined.

5. was used; are being used; used; are used; is being




Paznen/ Tema
JCITUIIIHBI

®opma TeKy1ero
KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEKYTOUHON
aTTecTanuu

[Ipumeps! 3a1aHuil U1 TEKYLIEro KOHTPOJIS
yCIIEBAEMOCTHU U
IPOMEKYTOYHOM aTTeCTalluU

used.

Ilepeeeoume cneoyroujue npeonodceHus.
Oopamume enumanue Ha GynKyuu unpunumuea u
UH@uUHUmMUBHbBIE 060POMBL.

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
Kapbepa.

Ooyayuas

2.1. Pa3BuTHE yMEHHI
U HaBbIKOB YTEHUS,
nuchMa MO TeMe
«OcHoBHBIE  cepbl
NpUMeHeHus1  MoeH
CIEeNNATbHOCTH.

Oxpana 7Tpyaa u
pabouee MecTo
CIeNNATUCTA»

Bo160opounslii onpoc.

Answer the questions.

1. Why is it important to ensure a safe working
environment?

2 Which law regulates workers' welfare in the United
Kingdom?

3 What does the Act define? 4 What are the duties of
employers?

5 Why is it important to provide employees with
adequate training?

2.2. Pa3BuTHe HaBBIKOB
TOBOPEHUS
«IIpodeccnonanbHbIe
KOMIIETEHIIMH
Oyayiero
CNeHHAINCTAY

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?

2.3 Pa3BuTHe HaBBIKOB

nuckMa MO TEMe
«YceTpoiicTBO Ha
pabory.
IIpoxoxkaenue
colece10BaHus.

JlejioBasi I THKA»

Br16opounslii 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.
4. Sincerely, John Donaldson
5. | am writing to apply for the programmer



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

Paznen/ Tema
JCITUIIIHBI

®opma TeKy1ero
KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEKYTOUHON
aTTecTanuu

[Ipumeps! 3a1aHuil U1 TEKYLIEro KOHTPOJIS
yCIIEBAEMOCTHU U
IPOMEKYTOYHOM aTTeCTalluU

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

« | strive continually for excellence.

provide exceptional contributions

customer service for all customers.

to

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
Times
87 Delaware
Hatfield, CA 08065
John Donaldson
8. Sue
Smithtown,
909-555-5555
john.donaldson@emailexample.com
9. Dear Mr. Gilhooley,

Gilhooley
Union
Road

~

Circle

CA 08067

3. OcHOBBI
npo¢eccCuOHATBLHOM
KOMMYHHUKAIINH

3.1. PazButue
HABBIKOB nepeBoja
npodecCuOHATbHON
JICKCUKHU.

IIpoBepka
MIACbMEHHBIX 3aJJaHU



mailto:john.donaldson@emailexample.com

Paznen/ Tema
JCITUIIIHBI

®opma TeKy1ero
KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEKYTOUHON
aTTecTanuu

[Ipumeps! 3a1aHuil U1 TEKYLIEro KOHTPOJIS
yCIIEBAEMOCTHU U
IPOMEKYTOYHOM aTTeCTalluU

3.2. Pa3BuTHE HaBLIKOB
YTEHHSI TEKCTOB IIO
CIIEIUAIbHOCTH H
JIEII0BOM
KOPPECIIOHICHIIUH.
3.3. Pa3BuTHE HABLIKOB
MHUCHMa.

AHHOTHpOBaHUE u
pedepupoBaHue
TEKCTOB o

CIICHUAJIBbHOCTH.

VYcTHblii onpoc
[IpoBepka
MUCHbMEHHBIX BOIIPOC

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




7  OneHO4YHbIe

aTrecrainmmn

ITPHJIOKEHHUE 2

cpeacrBa i MPOBEAEHHUS IMMPOMEKYTOUYHOU

a) NnaHupyemble pe3ynbTaTbl 06yuyeHUA 1 OLLEHOYHbIe CPeACTBA A4/1A NPOBeAeHUA NPOMEXKYTOUHOM

aTrecrauum:
Kopa MHankaTop
MHOMKATO |  AOCTUXEHUA OueHouHble cpeacTBa
pa KoMneTeHUunm

YK-4 CnocobeH ocyLwecTBaATb AE10BYH0 KOMMYHMKALMIO B YCTHOM M MMCbMEHHON popmax Ha

rocyapcTBeHHOM si3bike Poccuiickol ®egepaumm U MHOCTPaHHOM(bIX) A3biKe(ax)

YK-4.1

Bbibupaet ctunb
obLeHns Ha
PYCCKOM f3blKe
B 3aBMCMMOCTM
OT e u
YCN0BUM
napTHepcTBa;
agantupyet
peyb U CTU/b
obleHus K
cUTYyaumsam
B3aMMOOEeNCTBMU
A

1. IIpounTanTe AMANOTM M BSBalOJIHUTE MNPO6eJs, MCHONBLBYS
npenjioXXeHHBIe HUMXe PeIlJIMKHK.
Dialogue 1

Susan: Oh, my god! The final exams are coming, and | 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?




Koa
MHAMKATO
pa

MHankaTop
OOCTUKEHUA
KOMneTeHuMn

OueHoYHble cpeacTsa

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 alot, I'm fed up.

b) As a matter of fact, | am.

c) Yes, |do.

d)

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

a) I’'msure, 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

Bepet aenosyto
nepenmcky Ha
pycCcKom un
WHOCTPAHHOM
A3blKax C
y4yeTom
ocobeHHocTel

Pacnonoxxute 4actu HUXKeENpPeACTaBI@HHOro NMCbMa B NPaBU/IbHOM
nopagke.

1. January 28"
2. Hope to hear from you soon

3. Flat 14,




Koa MHankaTop
WHAMKATO |  OOCTUNKEHMUSA OueHoYHble cpeacTsa
pa KOMMETEeHL MM
CTUNNUCTUKN 8 Jefferson Street
odpuLManbHbIX _
AUCEM 1 Nashville
COUMOKYNbTYPH NSH9 001
bIX Pa3NUNIA
4.Yours,
Alex Duck
5. Dear Melanie
6. | don’t like to write long and boring letters so | stop here, but | like to
communicate with people about interesting things. | hope we’ll be able to
become good friends.
7. 've seen your ad and liked it very much. So | decided to write you. My
name is Alex. I'm 22. | like travelling very much. My hobby is basketball.
Besides, I’'m fond of reading. My favourite writer is Charles Dickens.
YK-4.3 BbinonHAeT anAa Onpez{e.]mTe,

JINYHbBIX Lenen
nepesoy,
opuLManbHbIX U
npodeccmoHanb
HbIX TEKCTOB C
MHOCTPaHHOrO
A3bIKa Ha
PYCCKUI, C
PYCCKOro A3blKa
Ha
WHOCTPAHHbIN

K KakKoMy BHAY IHCbMAa OTHOCUTCH HHKe
NpeACTABJICHHbIN TEKCT:
AHTJIMHCKHH SA3BIK

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




Koa MHankaTop
WHAMKATO |  OOCTUNKEHMUSA OueHoYHble cpeacTsa
pa KOMMETEeHL MM
6. | don’t like to write long and boring letters so | stop here, but | like to
communicate with people about interesting things. | hope we’ll be able to
become good friends.
7. I've seen your ad and liked it very much. So | decided to write you. My
name is Alex. I'm 22. | like travelling very much. My hobby is basketball.
Besides, I’'m fond of reading. My favourite writer is Charles Dickens.
YK-4.4 - My6anyHo
BbICTYMaeT Ha
YK-4.5

PYCCKOM f3bIKE,
CTpOWT cBOE
BbICTYMN/IEHWE C
yyeTom
ayanTopum un
uenn obweHns

- YcTHO
npeacrasnser
pe3ynbTaThbl
cBoeM
0eATeNbHOCTH
Ha
MHOCTPaHHOM
A3bIKE, MOXKET
noafeprKatb
pa3rosop B
Xo4e ux
obcyKaeHus

Make a report on a given topic.

l.

1. An emergency signal has

a) to be sent

b) to sent

¢) sent

Mpumepbl 3aaaHU ANA NPOBeaEeHUA 3a4éTa

Test

Choose the correct answers.

to all ships in the area.




d) be sent

2. Thatreport ___ written before the end of next week.
a) need to be

b) has

¢) needs to be

d) needs

3.Those dangerous chemicals __ brought into this secure room.
a) never be

b) must not be

¢) do not ever

d) must not

4. Seat belts at all times during the flight.
a) should wear
b) should to wear

¢) should worn

d) should be worn

5.0ne work with electric devices barehanded
a) must

b)wants

c)likes

d) should never

1. Delete one wrong item in each list.

1. First aid for injured people:

a) CPR;
b) fire evacuation,
c) artificial respiration,

d) recovery position

2. Safaty hazards:

a)ignition source,
b)chemical spill,

c)assembly point,



d)aisle blockage

3. Places in a warehouse:

a) aisle,
b) shelves,
c) ramp,

d)gantry



4. Places on a motorway:

a)flyover,

b)U-turn,

c)underpass,

d)sliproad

5. Fire extinguishers:

a) do not ever taken away from their places in the workshop.

b) must not be taken away from their places in the workshop.

¢) never be taken away from their places in the workshop.

d) must not take away from their places in the workshop.

1.

Underline the correct word or phrase.

vk wnN e

Fork lift trucks (have to be / must not be) overloaded.

Pallets (should be / must not be) left in the aisles of the warehouse.
Hand trucks have to be (pushed / pulled) down a ramp.

Gas cylinders (need to be/ must not be) strapped to hand trucks or forks.
If a wet suit is inflated it (will become / will not be) buoyant.

IV. Match the parts of the sentences. Write a letter (A — F) in each space.

1 | Tow help by shouting or sounding an alarm
2 | Attract the position of the trapped diver by placing a buoy above him.
3 | Locate the building immediately through this exit if the fire alarm sounds.
4 | Mark your car to the garage if you can’t start it.
5 | Secure the boxes to the pallet with a chain or strap.
Evacuate the trapped diver by swimming below his boat and looking for him.
1 3 4 5 6

V. Write a word from the box in each space. Use each word once only.

junction /turning/ crossroads/ exit/ left




Drive through the gate into the campus. Soon you will come to a roundabout. At the roundabout, take

the third . Then go straight ahead to the T - , and turn left. Go straight
through the next . Next you will pass a large building on your . After
this building, take the first on your right. Our department is straight ahead.

VI. Decide if the following rules are true (T) or false (F), then correct the false ones and make up a talk.

RULES
T
/F
1. Use machinery only when other people are in the workplace.
2. People mustn't talk in the workplace.
3. Turn off electricity after a machine has been cleaned.
4. Wear safety boots before arriving in a workplace.
5. Always wear sunglasses when using a machine.
6. Damaged tools can be dangerous.
7. Report to the supervisor about damaged equipment.
8. In case of fire ask the supervisor where the emergency stop buttons are located.
9. In case of fire shout to catch other people's attention.

10 Anyone can give first aid in case of an accident.

VII. Match the definitions of the word

1. precautionary action taken in order to prevent something dangerous from happening
measure

2. carelessness poor attention to an activity, which results in harm or errors

3. welfare the health, comfort and well-being of a person or group

4. duty a responsibility or task that you have to do as part of your job

5. premises the buildings and land occupied by a business

6. to cope with to deal effectively with a difficult situation

VIIl. Match the terms with their Russian equivalents



1. noise a. 3awuTa
2. protection b. HecuacTHble ciy4yam
3. drowsiness C. AOBUTbIN
4. dust d. puckm
5. accidents €. COHAUBOCTb
6. smoke f.  OuYKM 3aWUTHBbIE
7. poisonous g. nblsib
8. fumes h. wym
9. risks i. yap
10. burns j. oxoru
11. goggles k. pbim
2. |3 4, |5 |6. |7. |8 |9 [10.]11.

IX. Match the terms with their definitions

1. precautionary measure a. a responsibility or task that you have to do as part of your job

2. carelessness b. to deal effectively with a difficult situation

3. welfare c. the buildings and land occupied by a business

4. duty d. poor attention to an activity, which results in harm or errors

5. premises e. action taken in order to prevent something dangerous from
happening

6. to cope with f.  the health, comfort and well-being of a person or group

1. 2. 3. 4. 5. 6.




X. This is an example of safety rules established by the workers' safety. Read the text and
complete it with the words in the box

operate tidy firegloves concentration protection brush

MACHINERY

J/
0.0

Be sure to understand how to operateevery machine you are going to use.
Never use machinery when you are in a room alone.

J/
.0

-,

X Use all the required in the place of work.

X Check that the safety devices are working. If they are not working, ask for them to be repaired
immediately.
Do not talk to anybody who is operating a machine. is important at all times.

7 7
0.0 0.0

Turn off the electricity before cleaning a machine.

TOOLS

X Report any damage to the tools used at work. See that tools are correctly set.

DRESS
X Before starting work, wear protective clothing.
X Always wear safety glasses, and boots when using a machine.
WORKSHOP
X Keep the workshop , do not leave rubbish around and do not throw cigarette ends

orashes into the rubbish bin .

The area around machines must be kept clear to avoid falling.
Tools and protective clothing should be put away when not in use.
Clean machines after use with a not with your hands.

ACCIDENT PROCEDURES

R/
0.0

R/
0.0

R/
0.0

X3

%

Make sure you know where to assemble in the event of stop buttons are located
and where the emergency

Check where the fire extinguishers are in your workplace and how they work, in order to be able
to use them in case of fire.

Do not shout or run as this can lead to panic, and inform the supervisor immediately if any
accident occurs.

X3

%

X3

%

XI. Translate into Russian
1. The average person finds it difficult to assess risks.
2. For this reason, work practices need to be regulated.

3. Examples of dangerous activities are: welding or grinding without goggles; working on a
construction site work without a hard hat; working in noisy factories, cabs, on airport tarmacs and with
outdoor machinery without protection; working in chemical areas without protective clothing; smoking
near hazardous substances.

4. Without regulation some employees will take risks.
5. Health and safety is a part of employment (labor) law.

6. It covers general matters such as: Occupational health accident prevention regulations special
regulations for hazardous occupations such as mining and building provisions for risks such as poisons,



dangerous machinery, dust, noise, vibration, and radiation the full range of dangers arising from
modern industrial processes, for example the widespread wuse of chemicals.



XIl. Read the text, translate it and answer the questions.

1. Why is it important to ensure a safe working environment?

2 Which law regulates workers' welfare in the United Kingdom?
3 What does the Act define?

4 What are the duties of employers?

5 Why is it important to provide employees with adequate training?

My Working Place

Attention must be paid to safety in order to ensure a safe working practice in factories. Workers must be aware of the dangers and risks that exist all around
them: two out of every three industrial accidents are caused by individual carelessness.

In order to avoid or reduce accidents, both protective and precautionary measures must be followed while working.

Each country has specific regulations concerning health and safety at work. For example, The Health and Safety at Work Act 1974 is a UK Act of Parliament
that establishes the fundamental rules to enforce workplace health, safety and welfare within the United Kingdom. The objectives of the Act are:

e to secure the health, safety and welfare of people at work;

e to protect people in the work place against risks to health or safety in connection to their work activities;

e to control the keeping and use of dangerous substances;

e to control the emission of dangerous gases into the atmosphere.

The Act defines general duties of employers, employees, suppliers of goods and substances for use at work, and people who manage and maintain work
premises. In particular, every employer has to ensure the health, safety and welfare at work of all the employees, visitors, the general public and clients.

Employers have to ensure the absence of risk to health in connection with the use, handling or storage of items and substances, as well as provide adequate
facilities for a safe working environment. It is also very important to provide employees with proper instructions and training so that they will be able to
cope with any problem that may occur at work.

Employees, on their part, should always behave responsibly at work and take care of themselves and other people who may be affected by their actions.
Moreover, they should cooperate with employers to enable them to perform their duties or requirements under the Act.



NPUNOXEHME 3

MeToguueckume yKasaHMUa No OpraHM3aLum ayautopHoi U BHeayauTopHoii paboTbl

MeToauueckue ykasaHua No camocToATebHOM paboTe obyuarowmxca

CornacHo yyebHoMy nnaHy o6bem Balueit camocTosTenbHOM paboTbl COCTaBNAET HE MeHee
50 % oT 0buero Ko/IM4ECTBa YacoB, OTBEAEHHOIO Ha ANCLUMNNHY, YTO cnocobcTByeT bonee
rnyboKomy YyCBOEHMIO M3y4aemoro Kypca, GoOpMUPOBaHUNIO HaBbIKOB UCC/ie0BaTeIbCKOM PaboTbl
YMEHUNI NPUMEHATb TeopeTnyeCckmne 3HaHnA Ha NpPaKTUuKe.

Buabl camocTosTenbHOM paboThl:

®BbINO/IHEHUE TEKYLWLNX AOMALLUHUX 3ap,aHm?1 (yl'lpa)KHEHVIFI, noAroToBKa YTeHUA U aHaNN3
coaeprKaHnA TeKCTOB AnA ,a,aaneﬁLuero 06CY)-KLI,€HMFI Ha 3aHATUAX U T.LI,.),'

Opa60Ta C TeCTamMu 1 BONpoCamMmm OanAa CaMonpoBEPKMH,

*ronck n 0bpabotka MHGOPMaLUM C UCMONb30BAHNEM MHOPMALNOHHO-KOMMNBIOTEPHbIX
TEXHO/IOTUIA;

PesynbTaTbl CAMOCTOATE/IbHOM PaboTbl KOHTPOIMPYIOTCA NPenoAaBaTesieM U YYUTbIBAKOTCA
npu aTTecTaumm (3a4eT, ak3ameH). KOHTPo/Ib NpoBoAMTCA B pOpMeE TECTUPOBAHUSA, ONPOCOB,
NPOBEPKN NUCbMEHHbIX KOHTPO/IbHbIX PaboT 1 T.A4,

I. CoctaBneHue pestome

Pestome UrpaeT orpoMHyto poJib. XOPOLLIO COCTaB/IeHHOE pe3toMe A0JIKHO AaBaTb NOJIHOE
npeacrasneHue o Bawem o06pasoBaHNK, TPYA0BOM OMbITE M KAaYECTBaAX, YTOObI MOTEHUMAbHBbIN
paboTtoaatenb (employer) mor cyamTb o Bawelt keanndukaumm. OT YETKOCTU U MHGOPMATUBHOCTU
pestome BO MHOTOM 3aBUCAT Balum WwaHcbl 6bITb MPUHATLIM HA PaboTy uaun y4éby. YacTo BMecTo
cnoB.a “resume” (pestome) ncnonbsytoT abbpesuatypy CV (Curriculum Vitae), uto B nepesose c
NaTbIHW 03HAYaET «XO4, *KU3HUY.

Pestome 06bI4HO COCTOUT U3 cneayroulnmx OCHOBHbIX yacreii:

1. Nnunasa nupopmaumsa / Personal information



HanuwuTe NoNHOCTbIO CBOE MMA U paMnInIo, YKaXkuTe agpec, TenedoH (C Kogom CTpaHbl 1
ropoja), 3N1eKTPOHHYIO MoYTy.

3anomHuTe: B Poccumn nma nuiyT B dopmate pamunus + UMsA + om4yecmso (ecsau umeemcs), a B
aHrNOroBOPALMX CTPaHaX — CHaYaNa UMA, NOTOM NepByto BYKBY OTYecTBa (ecnu nmeetca) u
damumanio.

2. Lenb / Objective
34ech cnesyeT yKa3aTb He TOJ/IbKO KesaeMyto JO/KHOCTb, HO M 06bACHUTL B OHOM-[BYX
npeasioxKeHusax, noyemy Bol — Hanbonee noaxoadAulaa KaHAMAATYPA.

3. O6pasosaHue / Education
HanuwuTe, Kakoe (Kakune) yuebHoe 3aBesieHNe Bbl OKOHYM/IM, NPU 3TOM COKPaLLAaTh ero HasBaHue
He NPUHATO. TaKKe yKaxkuTe pakynbTeT / MHCTUTYT, CneumnanbHOCTb, MecAL, U rod, OKOHYaHMA U
cpeaHuit bann aTrecraTa.

4. OnbiT pabotbl / Work Experience uam Employment
B 3TOM NyHKTE NPUHATO YKa3biBaTb He bosiee TPEX nocneaHnx mecT paboTbl. HazgaHue
OpraHun3aLLMm, CBOIO SO/IKHOCTb M MOAPa3aeNeHne, B KOTOPOM Bbl paboTanu, HyXKHO nucaTb
NOJIHOCTbI0. TaKKe YKarKuTe CBOM OCHOBHbIE A0/IKHOCTHbIE 06A3aHHOCTH.

5. CneumanbHble Haebiku [ Special skills

B aaHHOM pasgene HeobxoAMMO yKasaTh:

v YPOBEHb KOMMbIOTEPHOM MPAMOTHOCTH;

4 3HaHWEe MHOCTPAHHbIX A3bIKOB U UX YPOBEHb;

4 ONbIT BOMHCKOW C/y*KObl (€CIN €CTb) U MUMEET /I OH OTHOLLIEHME K Npeanoiaraemoli
pabore;

4 Ha/Mune BOAMTENbCKUX NPaB M ONbITA BOXKAEHUS.

6. PekomeHpauum / References

KaK npaBuno, cneayet npeaocTaBUTb MUHUMYM ABe pekomeHaaunn. OHM J0NKHbI ObITb OT
Haya/IbHWKOB, @ He OT KosJer. HyXXHO yKa3aTb KOHKPETHbIX Nt0Ael, KoTopble MoryT Bac
peKoMeHA0BaTb, MO/IHOCTLIO HANUCAB UX UMA, JOKHOCTb, MeCTO PaboTbl U KOHTAKTHYHO
nHpopmaumtio.

O6paseL, COCTaB/NIEHUA pe3loMe Ha aHIIMICKOM A3bIKe

Ha donxcHocme MApKemuHa208020 HaA4Yas1IbHUKa

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.

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.


mailto:unknown@com.ru

Pe3tome AB/ISIETCA YaCTbIO NPOLLECCA YCTPOWCTBA Ha paboTy. Pestome M conpoBoanTeNbHOE
NMUCbMO SIBJIAIOTCA NOJIE3HBIMK B NpoLecce BU3HEC - KOMMYHMKaUUK nepes MHTEPBbIO €
npegnonaraembim paboTtogarenem.

Pestome He A0NKHO ObITb CANLIKOM AJIMHHBIM, A0MXKHO ObITb XOPOLLO NPOAYMAHHbBIM, HE
[OO0JI}KHO coaepXKaTb JINLLHUX AeTane.

Pestome MoKeT 6bITb XPOHOJIONMYECKUM, UENEBDBIM, d)YHI-(LI,MOHaﬂbeIM nnn
KOM6MHMpOBaHHbIM. Noboe pe3tome, Kak npasnio, COCTOUT U3 cneayrownx pasaenos:

AHKeTHble faHHble — No/HOe UMA, agpec, Homep TEI’]ECI)OHa.
¢0pMy1‘IMpOBKa — YKa3blBaeTCA Uesib AaHHOTO 3aAB/NEHUA.

O6pasoBaHMe — yKa3blBaeTCcA HAMMEHOBAHME U MECTOMO/OMEHME KON U YHUBEPCUTETOB, FAe Bbl
YUYUINCb U COOTBETCTBYIOLLME AaTbl. YKa3blBaeTcA KBaMPUKALLMA, KOTOPYHO Bbl MONYYUIM NOCAE
OKOHYaHWA 06yyeHus.

MpodeccuoHanbHasa NOAFOTOBKA — NEPeYUCNAIOTCA BCE BUAbI PabOT U AONXKHOCTEN — OCHOBHbIX U
Mo COBMECTUTENbCTBY, U 0bLecTBeHHas paboTa. YKasbiBaeTcA HAaMMeHOBaHWE U MECTOMO/IOKeHMe
opraHmsauuu, gata paboTbl, 4O/IKHOCTb U KpaTKoe onncaHne obssaHHocTen. ObbIYHO B
XPOHO/IOrMYECKOM NMOpPAAKe, HaunHas ¢ nocaegHen.

npaKTVI‘-IECKVIﬁ onbIT — NepeyvYncnarTca ymeHna, Hanpnumep, BoxxgeHue aBTOMO6M!'I‘r'|, MHOCTPAHHbIE
A3bIKKU C YPOBHEM BNaeHNA, YyMEHUNE pa6OTaTb C KOMnbOTEPOM U T.A.

JInuHble uHTepecbl — 06bIYHO MHTEPECYIOTCA OPraHN3aTOPCKUMM CNOCOBHOCTAMM U cNocobHOCTAMM
paboTaTtb B KOMaHAe.

PekomeHpgaTenn — uMeHa, agpeca, TenedoHbl 2x togen, KoTopble Moran Bbl faTb PEKOMEHAALNN U
C KOTOPbIMU HAZ0 SOTOBOPUTLCA 3apaHee.

Pe3tome He A0/1KHO 6bITb O/MHHee 1-2 CTpaHuL,. COI'IpOBO,Cl,VITe/'IbHoe NMNCbMO OTNPaBAAETCA
BMeCTe C pe3tome. YcnewHoe nMcbmo pellaeTt 3 3agaun:

e MPWB/IEKAET BHUMAHMUE;

e ybexpaeT, 4ytTo MNpPeTeHAEHT ABAAETCA NOAXO4AWMM KaHAMAATYPOM ANA 3aHMMaemol
OO/IKHOCTY;

e  BbI3bIBAET }KeaHMe NpurnacuTb Ha cobecegosaHme.

Il. HanucaHue conpoBoAUTE/IBHOTO NUCbMa

Bam HeobxoAMMO HanMcaTb MUCbMO O Mpueme Ha paboTy Ha aHIIMIACKOM A3biKe? Takoe NMCbMO
Ha3bIBAETCS CONPOBOANUTENbHBIM NMCbMOM pestome. CONpoBOAMUTE/IbHOE NMUCbMO M pe3tome — 3TO Te
[Ba OOKYMEHTa, KOTOpble Bbl LO/IKHbI NEPECNaTb B OTAEN KagpOoB KOMMaHWUU, eC/IU XOTUTE
YCTpOUTbCA Ha paboTy B Hee.

Pestome — 310 Balla aenosas 6M0rpa¢m, KOTOpPaA onuncbliBaeT BCe BEXU BALLEro XXM3HEHHOTO MNyTH,
KOTOpble TakK N1 MHade CBA3aHbl C BalWMM Ae/10BbiM OMbITOM: oﬁpasosaHme, TpyAoBas



AesATeNbHOCTb, HaBbIKK, JOCTUNKEHMA... HO 0 cocTaBneHnn 3pPeKTUBHOTO pe3tome Bbl Y3HaN U3
KOHTpo/ibHOM N2 1, a celiyac — 0 conpoBoAnNTEIbHOM NUCbME (MMCbME O Npreme Ha paboTy).

ConpoBoauTenbHOE MMCbMO Ha aHI/IMMCKOM f3bIKe A0/I3KHO NPOCTUMY/IMPOBAaTb MOTEHUNANBHOTO
paboToaatens NpurnacuTb Bac Ha cobecegoBaHWe, Ha KOTOPOM ByAeT peLaTbcs BONPOC O npueme
Bac Ha paboTy. Halo NOMHUTb, YTO Ha XopoLUyto paboTy BCeraa npeteHayeT MHOXeCTBO ntoaein. U
y)e Ha aTane oTbopa pe3stome byaeTt oTceaHa 6onbluan YacTb NpeTeHAeHTOB. IGHEKTUBHO
HanucaHHOe ConpoBOAMTE/IbHOE MUCbMO YacTo CTaHOBUTCA NPOMYCKOM Ha cobecefoBaHMe, faxke
ec/in Bawe 06pa3oBaHMe M ONbIT YCTYNAOT APYTUM.

ConpoBoanTenbHOE MUCbMO Ha aHFTMIACKOM A3bIKE AO/IKHO NOKA3aTb BALWM IMYHOCTHbIE KAYecTBa,
KOTOPble HEBO3MOXKHO MOHATb U3 pe3toMe: XapaKTep, *)KU3HEHHbIE LEHHOCTM, MOTMBALLMIO, MHOTOE
ApYyroe, Aaxe rpaMoTHOCTb U BEXKANBOCTb. OMbITHbIM KaAPOBMK YMEET UNTATb MEXKAY CTPOK
CONpPOBOAUTENBHOIO NUCbMA.

B conpoBoauUTeNbHOM MUCbMe (MMCbMme O NpMeme Ha paboTy) Ha aHFIMIACKOM A3biKe Bbl 3aABAsAETE
cBoemy byayuiemy pabotoaaTento, YTO Bbl XoTenu 6bl y Hero paboTaTtb, YTO Bbl 06/1aaaeTe Bcemu
HEeobXoAMMbIMM KayecTBaMU M YTO Bbl MPUJIOKUTE MAKCUMYM YCUANI, YTOObI caenatb
npeanaraemyto paboTy Ha BbicleM YpoBHe. Ha camom fiene, 3To Balle 3aaBNeHNe OYeHb BaXXHO ANA
paboTtoaartena. N yem oHO ByaeT UCKPEHHEE, YEM IMOLMOHaIbHEE, TeM H0/bLUE LIAHCOB, YTO OHO
npusaeyeT BHUMaHKUE N Bac NPUMYT Ha paboTy.

OcHoOBHble munbi conpoeodumeanblx nucem K pesrome Ha aHanulicKkom A3viKe
MOXHO BblAeNnNTb TP OCHOBHbIX TUMA NUCEM O Npueme Ha pa60Ty Ha aHI/IMNCKOM A3bIKE:

Mucbmo-3asnBKa. ConpoBOAUTE/IbHOE MUCbMO K PE3IOME BbICHIIAETCA B OTBET Ha PeKJaMHOoe
06bABNEHME O BaKaHCUM B CPeACcTBax MaccoBol MHPopmaLumu.

Mucbmo "no coseTy". ConpoBoANTENBHOE NUCbMO U PE3IOME BbICbINAIOTCA NO COBETY APYroro
YyesI0BEKA, KOTOPbIN 3HAET, YTO B OpPraHM3aLMM ecTb BakaHCHA.

MNMucobmo-pasBeaka. MNpeTeHAeHT BbiCblIaeT MMCbMO O NpMeme Ha paboTy 1 pesiome B
OpraHu3aumio, B KOTOPOM OH XxoTen b6bl paboTaTb, B HAZEXKAE, YTO TaM HaWAeTCcA BakaHcusA, "Ha

yaoauy".

Cmpykmypa conpogodumesibHO20 NUCbMA K pe3tomMe Uau nucbma o npueme Ha pabomy Ha
aHanulickom

1. Bawa KoHTaKTHasa nHpopmaymsa

Nms n pammnmsa

Appec: ropoa, 06,1acTb, NOYTOBbIN MHAEKC
Homep TenedoHa

Appec 3NeKTPOHHOM NOYTbI

2. [aTta



Muuwetca B popmate — September 15, 2012 naun B popmaTte — 05 October, 2012

3. KoHTaKTHaa nHpopmauma pabotogatens (ecnv oHa ecTb)
NUma n ammnnna
HasBaHne KomnaHuu

Appec: ropoa, WwTaT, NOYTOBbIN UHAEKC

4. Tema
ITOT 3/IEMEHT CTPYKTYPbl CONPOBOAMTENBHOIO MMCbMA MHOTAA OMYCKaeTCA.

OH noAcKasbIBaeT YMTaTeNto NUCbMa To, 0 Yem ByaeT natu peusb B nucbme: RE: (BnucbiBaeTcs
BaKaHTHas LO/IKHOCTb).

Hanpumep:

RE: Office Manager

nnm

RE: Administrative Assistant (#12345).

Undpbl B cCKOHOUKAX YKA3bIBAOT Ha HOMEP 0OBABAEHUS O BaKaHCUM B CPEACTBAX MACcCOBOW
nHbopmaumu.

5. O6paueHue
Ecnu Bbl 3HaeTe UMA MeHeaxepa Mo Halimy, To Balle obpalleHue A0MKHO BbiTb NPUMEPHO TaKUM:
"Dear Mr. Johnson,"

Yb6eauTech, 4TO Bbl 3HAETe NOA U 3BaHUEe MmeHeaxepa (Mr. — rocnoguH, Ms. — rocnoska, Dr. — 4OKTOp
nT.A.)

Ecnu Bbl He 3HaeTe UMA MeHearKepa, To A0MNYCTUMbI caeaytolme obpalweHus:

“Dear Hiring Manager,” — yBaxkaemMblii MeHeKep Mo Halimy,

“Dear Recruiting Team,” — noporaa peKkpyTUHr-KkoMaH4a Uu

“Dear (scmaesnseme umsa komnaHuu) Team”, — poporas KoMaH4a (Takoli-To KoMnaHum).
B KpaitHem cnyyae, B Ka4ecTBe NPUBETCTBUA HAaNULWKUTE CTaHAAPTHYO dpasy:

“To whom it may concern” —Tomy, KOro 3TO MOXeT KacaTbcs.

Ho, cTapaitecb usberatb 310 $ppassbl, T.K. 06e3nnMyeHHoe obpalleHMe Bbi3biBaET y Ye0BeKa
HeraTMBHbIE IMOLMUM.

6. nepBblﬁ 3633L|I Bawero conpoBoanTENIbHOIo NNCbMa Ha aHIIMMCKOM



B nepsom a63au,e conpoeoanTenIbHOro NMcbMa Bbl A0J/IXKHbI YNTOMAHYTb A0/1XKHOCTb, Ha KOTOPYHO Bbl
npeteHayeTe, a TakXKe COCNATbCA HA UCTOYHUK, U3 KOTOPOTO Bbl Y3HAAM O BakaHCUK. UCTOUHMKOM
MOXKeT bbITb cpencrteo MaccoBOW MH(I)OpMaLI,VIVI, nmbo 4Ye/10BEK, KOTOprﬁ 3HAET O BaKaHCUn.

Nnbo, ecnmn 310 KacaeTca cONPOBOAUTENBLHOIO NMCbMA-Pa3BeaKN, YNOMAHYTb O BallemM 60/1bLLIoM
}eNaHuu paboTtaTb MMEHHO B 3TOM opraHusaumu. CTyAeHTY, TONbKO YTO 3aKOHYMBLUEMY UM
3aKaHuMBatoLemy obyyeHume, 4ONYCTUMO YNOMAHYTb 06 3ToM daKTe B nepsBom ab3aue
CONPOBOAUTENBHOIO MMCbMa Ha aHTIMNCKOM A3bIKe.

MepBbli ab3al, He L0KeH NPEBbIWaTb 04HOM0-ABYX KOPOTKUX NPEANONKEHWUN.

Huxe npeacTaBneHbl HEKOTOPbIE pacnpocTpaHeHHble Gppasbl B nepsom ab3alie conpoBOANUTENIbHOIO
MNCbMa Ha aHI'}'IVIl‘/JICKOM A3blKe:

. I am writing to you in replay to your advertising in ... - A noumy B
OTBET Ha Bally pekjaMy B ... (B ... CPeICTBE MacCCOBOM MHYOpMAaIMM) .

. I have just completed my final year at the University of ... - A
TOJIBKO YTO BaKOHUMI ... (...) YHUBEDCHUTET.

° My name is Alex and I am a final year student at the ...- MeHS 30ByT
AjeKC ¥ S CTYAEHT HNOCJAeOHEero Kypca... (... MHCTUTYTA)

° My name is Alex and I am writing in response to your advertisement. -

Mewns 30ByT ANEKC M S nuily B OTBET HAa Bame OOBSIBIEHME.

o I was most Iinterested to read your advertisement for ... - A Owut
OYeHB 3BaMHTEepeCOBAaH, KOI'Za HNpOoYMTall Bally PerKjJaMy B ... (B TaKOM-TO CpPeACTBe
MaccoBoy mMHQopManmu) .

° With reference to your vacancy for a ... - B cCBs3um C Bamey BaKaHCHUEH
oi1d ... (... croengmagucTa).

. Please accept this letter as application for the ... position
currently advertised 1in the ... - Ioxajgy¥ucra, HOPUMUTE HSTO IIMCBMO KAak
B3asBJIEHME HA 3aMeleHue BaKAaHTHOM IOOJIKHOCTHU ... , KoTopas Oruia OOBSBJIEHA B
... (B ... cpencrBe MaccoBOM MHPOPMAIMI) .

° I was thrilled when my friend, Jack Faber, told me there was an
opening for ... at your company. - S OpUI B3BOJIHOBAH, KOI'Za MOM IOpyr, IDXex
darbep, pacckaszajs MHE, UYTO eCTL OTKpETas BakKaHCus A1 ... (... CHeImanmucTa)

B Bamey KOMIaHMUNA.
7. BropoM ab3al CONPOBOAOMUTEJIBHOTO IMCbMa Ha aHTJIMMCKOM

OnulunTe BalIM HABbIKK, TaNaHTbl UAU AOCTUHKEHMSA, HO He NepeycepacTayiTe. BoibepuTe TONbKO
Nyywmre Tpu. MoayepKHUTE COOTBETCTBME BalLMX NPOdECcCMOHabHbIX HaBbIKOB TPeboBaHMAM
npegnaraemoi BakaHcun. HeobxoaMmo 06bACHUTL NOYEeMyY Bbl — IYYLLMIA KaHANAAT Ha 3Ty
LOJIKHOCTb.

J I'd like to give you a brief overview of my skills and experience. -
A xoresr OB maTh BaM KpaTKuy 0630p MOMX HABEIKOB ¥ OIIEITA.

o I am hardworking, analytical and 1like taking 1initiative. - A
TPYLOJIOOMUB, MHUIMATHUBEH M objanakn aHaJlIMTUIHBEIM YMOM.

o I believe that my skill-set matches perfectly with your requirements.
- 4 cumramn, YTO MOM Habop HABEKOB MAeasbHO codyeTaeTcsa C  BallMy
TpebOBaHMUAMIH .



° I think that my economic activities and a solid track record may be
of 1interest to you. - A g»gymamn, UYTO MOS BSKOHOMMYECKAsS HesSTeJIbHOCTE U
COJIMOHEI MOCJIYXHOM CHMCOK MOI'YT IMIPEeICTAaBJSATE MHTEpeC Ojs Bac.

o I'm confident that I am the employee you are seeking because I have
all of the qualifications outlined in your job posting. - 4 yBepeH, 4YTO s
COTPYOHUK, KOTOPOI'O BE wmmeTe, MNOTOMYy UYTO Yy MEHS Ta KBalaudukalims, KoTopas
03ByYeHa B BameM OOBSBIIEHMH.

° The offered post presents an unusual interest to me as it belongs to
the field in which I specialize. - 5Ta BAaKaHCHUS MOPEICTABISET HEOOBRYAMHEI
MHTEepec nOJjs MeHs, TakKk KakK OHa OTHOCHMTCS K objsacTtu, B KOTOPOM A
CHeLMaIU3UPYICh .

° I have exceptional verbal and written communication skills. - A
obJ1anan MUCKIOYATEIBHEMY YCTHEMM M IMCBMEHHBIMY KOMMYHWKATHUBHEMY HABEIKAMHA.

° I have driver's license and can drive rather well. - A wumen
BOOMTENLCKME MIpaBa M MOIY HEIJIOXO BOIMUTE.

. I know that my... (such and such qualities) would allow me to make a
significant contribution to the (Company Name) team. - 4 B3Ha0, YTO MOH...
(Takme-TO KayecTBa) HO3BOJIIT MHE BHECTM CYHIECTBEHHER BKJIAD B KOMaHIY
(TakKoy—TO KOMIIAHMM) .

. I believe I possess the right combination of...(such and such
qualities)and..(such and such qualities). - ¥YBepeH, YTO s 006JIaHarwn OTJIMYHOM
KOMOMHAIIMEM. . . (TakKoro—-To kKadecTBa) M (TakKkoro—-To KayecTBa) .

8. 3aKNYNTENbHDBIN a63a|.|, conposoanTeNIbHOro NnnMCbmMma Ha aHTMACKOM f3blKe

YnomsiHuTe cBoe pestome, galiTe UM NOBOZ NPoYmnTaTh ero. Monpocute BbI3BaTb Bac Ha
cobecepoBaHue.

° Please take the time to review my resume. - Iloxanyycra, HauguTe
BpeMs, YTOOB pacCMOTPETE MOe pesinMe.

° I would enjoy an opportunity to talk with you to see where my skill
set would be of the greatest benefit to your company. - A ©6B cC
YVIOOBOJIECTBMEM I1006majsicsas ¢ Bawmy, 4UTOOBE MOHSTE, I'JE MOM HABRKM OynyT Hambojiee
I[IOJI€BHEl IJIs Balley KOMIIAHMI.

. As you can see from my resume, my experience and qualifications match
this position's requirements. - Kakx BB MOXeTe BMIETH M3 MOEI'O pesioMe, MOM
OITBIT I KBaJYMd)MKaHMH COOTBETCTBYKOT Tpe@OBaHI/IHM S5TOM BAKAHCHI.

. The attached resume details my extensive experience and training. - B
npujiaraeMoM pesiMe NOOPOOHOCTHM MOEro OOMMPHOI'O ONBITa M HOAT'OTOBKM.

o At a personal meeting I would like to discuss with you how I will
contribute to the continued growth of your company.- Ilpu JMYHO)N BCTpeyYe I
xoresq OBl OOCyAMTE C BaMm, KakK S MOIYy CIHOCOOCTBOBATE OajibLHEMIIEMY POCTY Bamer

KOMIIaHUMA .
o I can supply references from..i1f required. - Eciau norpebyerTcs, S MOIYy
IpenoCcTaBUTE PEeKOMEeHOalumM U3 ... (... OpIraHM3almmn) .

o If you agree that my qualifications  perfectly match your

requirements, please call me at (111) 111-1111 to arrange an Iinterview. -
Ecsim BBl COIVIACHEI, YTO MOS  KBaJAMQMUKALMS  BIOJIHE  COOTBETCTBYIOT  BammM
TpeboBaHMIM, IIOXaJjlyy¥cTa, IO3BOHMTEe MHe 1o TejepoHy (111) 111-1111, uTOOEH
IOTOBOPUTECSI 00 MHTEPBLBI.

9. brarogapHoOCTb



Mocne 3akntounTenbHoro absaua nobnarogapute MeHeaxKepa no Hanmy:

o Thank you for your attention. - Cnacmbo 3a BHMUMAHMUE.
° Thank you for your time.- Cnacmbo 3a Bame BpeMs.
° I would be very grateful if you would consider my application - 4 Oru1

65l OoUueHB OJjarogapeH, ecJyiM Bel pacCMOTpUTe Moe 3asIBJIEHME.

° Thank you for your help. - CnacmboszsaBamyrnoMous.

° Thank vyou for your early attention to this request. - B3BapaHee
6saromapio 3a OBICTPEI OTBET Ha MOK NIPOCHOY.

° Thank you for your time, and I look forward to speaking with you. -
Cnacmbo 3a HOTpPadyeHHOE BpeMs, M S C HEeTEpIeHMeM XIy pasroBopa C Bawmmu.

10. 3aknounTenbHas Bexaneana ¢pasa. Mocne stol Gpasbl CTaBUTCA 3anaATas.

e Sincerely yours, - JckpeHHe Bam,
e Yours faithfully, - C yBaxeHMEM,
e Very truly yours, - JCkKpeHHeBaill,
e Respectfully yours, - CyBaxeHMHeM,
e Sincerely, - C yBaxeHueM,

11. Noagnuce.

34ecb nMweTcA Bawe MMA n (I)aMM!'IMFI.

12. [lprMeuaHMe

B nprmevaHnmn 06bIYHO BNMUCLIBAETCA CCbIIKA HA NMpUAaraemoe K ConpoBoanUTe/IbHOMY MUCbMY
pestome 1/Mnmn pekomeHaatenbHble NMCbMa:

° Enclosure: Resume - [IpHMJIOXEHO: PesoMe
° Enc: Resume - Ilpmii: PesmomMe
o Enclosures: Resume three reference letters and proof of licensure. -

HpMJYO)KeHMe.' pesoMe, Tpr PEeKOMEeHIAaTeJIBHEBEIX IIMCbMa M IIOoLTBepXIaruasd JIMLIEeH3MA.

Examples of application letters

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,

| 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:

| have successfully designed, developed, and supported live use applications
| strive for continued excellence
| 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

1I. 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.

| 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

Ill. MeToguuyeckmne peKomeHaaumMm No nepeBoay TEKCTOB

an nepesoje TeKCTOB NOMHUTE O chegyrolem:

1. TekcT, npeaHasHayeHHbld ANA nepesoda, HeobXoAMMO paccMmaTpuBaTbh Kak eauHoe
CMbIC/IOBOE Liefnoe.

2. HauuHaTb nepeBoa Hago C Ha3BaHUA TeKkcTa. O4HAKo, ecnv nepesBof 3arnaBus Bbi3biBaeT
3aTPyAHEHNA, er0 MOMHO OCYLLLECTBMTb NOC/e NepeBoaa BCero TeKcTa.

3. [lpexae yem nepesBoAuTb TEKCT, BHUMATE/NbHO MPOYTUTE ero, CTapascb MOHATL ero obliee
cogeprkaHue U HanpaBfieHHocTb. O6pallaiiTe BHUMaHME Ha MHTepPHaUMOHaNbHble C/I0Ba, peasnuu,
AaTbl U T.4.



4. T[pouunTaliTe BeCb TEKCT, MPUCTyNanTe K nepesBoay OTAENbHbIX NpepnoKeHnin. MoHATb
npeasioXKeHne — 3HAYUT BbIACHUTb HEe TO/IbKO 3HAYEeHME KarKAoro C/I0Ba, HO M YCTAHOBUTb, B KaKoW
CBA3M HaxoAATCA APYr C APYrom cnoBa. He ciedyeT BbINUCbIBATb C/I0Ba CPa3y M3 BCErO TEKCTa, TaK KakK
OZIHO W TO e C/I0BO YaCTO MMEET HECKOJ/IbKO 3HAYEHWI, KOTopble He NoAX0AAT ANA AAaHHOIO TEKCTa.

5. lepBoOHa4anbHbIM NEepPeBod MOXKET ObiTb A0CN0BHbIM, 061er4aloLWmm NOHMMaHNe OCHOBHOIO
CMbIC/a TEeKCTa. 3aTtem ciaeayeT NPUCTYNUTb K ero CTUANCTUYECKON, nnTepaTypHOM obpaboTKke, ans
yero Hago noabupaTb C/O0Ba W CNOBOCOYETAaHWUA, Hambonee 4YeTKO nepesalolme CMbICA
nepesoAMmoro TeKkcta. MNepeBos AoKeH ObiTb TOYHbIM, @ He BYKBa/ibHbIM, A0C/A0BHbIM. TOYHOCTb
nepeesoga — 3TO KPaTKOCTb, BbIPa3UTENbHOCTb, JIOTMYECKAA MNOCAeA0BaATE/IbHOCTb, YETKOCTb
M3/I0KEHUA TEKCTa OpUIMHana W COOTBETCTBME €ro HOpMaM PYCCKOro /UTepaTypHOro A3blKa.
ByKBanbHbIN NepeBos CBOAUTCA K MeXaHMYeCKOM NoACTaHOBKE PYCCKOro C10Ba BMECTO aHMIMMCKOro
6e3 yyeTa ero cBsA3n B NpeasioKeHUn, YTo 06bIYHO NPUBOAMUT K BECCMbICINLE U UCKAXKEHUIO CMbICNA
nepeBoAMMOro TEKCTa.

Mpu Nnepesoae AonycKaeTca:

a) W3MeHeHue NopAaKa C/I0B B NPEeA/IOKEHUN

b) nepeHoc oTAeNbHOro CN0Ba U3 OAHOIO NPEANONKEeHUs B Apyroe,

c) obbeauHeHue ABYX UK Bonee NPeanoKeHNNn B 0AHO UK HaobopoT

d) pobasneHWe OTCYTCTBYHOLUMX B TEKCTE C/I0B, HO TPebyembIX N0 CMbICAY CNOB U, HAa06opPOT,
onylleHne oTAENbHbIX C/I0B OPUrMHANbHOTO TEKCTa Ha PYCCKOM A3blKe,

e) 3ameHa OAHOI YacTu peun Apyrom

Mpu nepeBoae NoNb3yHWTECH CNOBAPEM.
YT06bI paboTa CO CIOBapeM He OTHMMANA MHOTO BPEMEHH, CaeayeT:

4 XOPOLWO 3HaTb andaBUT , TaK KaK CI0Ba PACMo/I0KeHbI B aNpaBUTHOM NOpALKE HE TONbKO No
nepsoit byKee, HO U MO BCEM MOCNEAYIOWMM,;

4 NOMHWTb, YTO C/I0BA AaHbl B X UCXOAHOM popme, T.e. raronbl — B UHGUHUTHUBE,
CYLWLECTBUTENbHbIE — B 0BLLEM NafeKe, eAMHCTBEHHOM YMCEe, NpUAaraTeIbHOe — B NOJIOXKUTENbHOMN
cteneHw. MNocse Kaxaoro c/10Ba B C/I0Bape UCMOJIb3yeTca CoKpalleHne, obo3Havatowee
NPMHAANEKHOCTb C/I0Ba K ONpeAe/ieHHOM 4acTu pedn.

adjective a. npwunaratesbHoe
adverb adv. Hapeune
conjunction cj. coto3
noun n CyLLecTBUTENbHOE
numeral num yncnuTenbHoe
plural pl MHOECTBEHHOE YMCI0
preposition prep npeanor
pronoun pron MecToMmeHne
verb v rnaron

Cneayetr noMHuTb!!!



Henb3a 3noynoTtpebaaTb on-line nepeBoavmnkamu, a ecnm ncnonblyeTe Mx, To Heobxoanma
cepbe3Has pedakTypa nepesegeHHoOro Tekcralll

Tak, Hanpumep, Google Translate (http://translate.google.com/) — 3To cucTema cTaTMCTUYECKOTO

MallLMHHOro Nepesoa, YTo 03Ha4aeT, 4To GT-cuctema He aHaIM3UPYET CUHTAKCUC TEKCTa Ha OCHOBE
KaKUX-TO CTPYKTYPHbIX Npasua. OHa BblgaeT Hanboee BepoATHbIN NepeBos NpeanosKeHmsa Uam
C/10Ba, OCHOBaHHbIMA Ha CTAaTUCTUKE HaKOMJIEHHbIX Ye/I0BEYEeCKMX NepeBoaos. B ocHoBe aHanm3a npu
3TOM 4acCTO /IeXaT KOPOTKME LLEMOYKMN BCEro U3 HECKO/IbKUX C/I0B. ITO 03HAYaeT, YTo Koraa cucreme
He XBaTaeT AaHHbIX 419 KOMMNIEKCHOro CTaTUCTMYECKOro aHamn3a UAKM Korga B A3blKkax OpuruHana u
nepeso/a CyLeCTBEHHO pa3ainyaeTca NopaaoK c10B, To GT BblaaeT TapabapLymHy MAK NPOCTO
nepeHocuT B NepeBos Te CN0Ba OpUrMHana, ANA KOTOPbIX Y Hee HeT nepesoja.

IV. PaboTta Hag AoKAagom / BbiCTynaieHnem

JoKnapg, cornacHo To/JIKOBOMY C/IOBapto pycckoro sA3bika [.H. Ywakosa: coobuieHne no
334aHHOM TeMe, C LieNIblo BHECTU 3HaHMA U3 AO0NO/IHUTENIbHOM NNTEpaTypPbl, CUCTEMATUIUPOBATb
MmaTepua, NPOUNNOCTPUPOBATL NPUMEPaMM, Pa3BUBATb HAaBbIKM CAMOCTOATEIbHOW PaboTbl ¢
Hay4YHOM NMTepaTypPon, MO3HABATE/IbHbIN MHTEPEC K HAayYHOMY NO3HaHMI0. Tema AoK/i1a[a A0/IKHA
6bITb CcOrnacoBaHHa c npenogasaTesiemM U COOTBETCTBOBAaTb TeMe y4ebHoro 3aHaATMA. MaTtepuanbl npu
€ro NoAroToBKe, A0IKHbI COOTBETCTBOBATb HAYYHO-METOAMYECKUM TpeboBaHUAM By3a M BbITb
yKasaHbl B oKnage. Heobxoammo cobnogate pernameHT, oroBOPEHHbIN NPU NOAYYEHUM 3a4aHuA.
NnntocTpaumm A4onKHbI 6bITb 4OCTAaTOYHbIMU, HO HE Ype3MmepHbIMU. PaboTa cTyaeHTa Hag,
[OKNagoM-Npe3eHTalUMeln BKIOYaeT OTPaboTKy yMeHUA camocTonTeibHO 0606LaTb matepuan u
AenaTb BbIBOAbI B 3aK/IIO4EHUMN, YMEHUA OPUEHTMPOBATLCA B MaTepuasne U 0TBEYaTb Ha
AONONHUTENbHbIE BONPOCHI CaylaTenein, oTpaboTKy HaBbIKOB OPaTOPCTBA, YMEHUSA NPOBOAUTb
ancnyT. [loknagunKkm A0KHbI 3HaTb M YMeTb: coobLaTb HOBYHO MHPOPMALMIO; UCNO/Ib30BaTb
TEeXHUYECKMEe CPeACTBaA; XOPOLLO OPUEHTMPOBATLCA B TEME BCErO CEMUHAPCKOrO 3aHATHUS;
AWCKYTMPOBaTb 1 BbICTPO OTBEYATb Ha 3a4aHHble BOMPOChI; YETKO BbINONHATL YCTAHOB/IEHHbIN
pernameHT (He 6onee 10 MUHYT); UMETb NPeACTaBAEHME O KOMMNO3MLMOHHOM CTPYKTYpE AOKNa4a U

ap.

CTpYKTypa BbiCTyn/ieHua. BctynneHve nomoraeTt obecneymTb ycnex BbiCTynaeHMs no 6o
TeMaTMKe. BCTynneHne A0NKHO COAeprKaTb: Ha3BaHWe, COObLEHME OCHOBHOM NAEUN, COBPEMEHHYHO
OLLeHKY NpeameTa U3N0XKEHMUSA, KpaTKoe NepedncieHne paccMmaTprBaeMblX BOMPOCOB, KUBYIO
NHTepecHYo GOpMY U3N0KEHWA, AKLLEHTMPOBAHME BHUMAHMA HA BaXKHbIX MOMEHTaX,
OpPUrMHaNbHOCTbL Noaxoaa. OCHOBHaA YacTb, B KOTOPOM BbICTYNAlOLWMIA AOMXKEH YBOKO PacKpbITb
CYTb 3aTPOHYTOV TeMbI, 06bIYHO CTPOMTCA MO NPUHLMMNY OTYETA. 3a434a OCHOBHOM YacTu —
npeacTaBUTb AOCTAaTOUYHO AAHHbIX A5 TOrO, YTO6bI CAyLWaTe M 3aMHTEPECOBAIMCh TEMOM 1 3ax0Tenu
03HaKOMMTbLCA C MaTepuanamu. MNpu 3TOM IorMYeckan CTPyKTypa TeopeTYeckoro 610Ka He J0KHbI
[aBaTbCA 6€3 HarAAHbIX NOCO6Ui, ayAMO0-BU3YabHbIX U BU3Ya/ibHbIX MaTePUaoB. 3aK/IOUeHue -
AICHOE, YETKOe 0606LeHME U KpaTKME BbIBOAbI, KOTOPbLIX BCErAa KAyT CAyLIaTeNM.

V. MNoarotoBKa npeseHTaumm



http://translate.google.com/

Mpe3eHTaumA, COrnacHo TOIKOBOMY C/IOBapto pyccKoro Asbika [.H. Ywakosa: cnocob nogaun
nHbOpMaUUM, B KOTOPOM NPUCYTCTBYIOT PUCYHKK, doTOrpadmn, aHMmaumns u 3syK. [nA noAroToBKK
npeseHTaLnn pekomeHayeTca ncnonb3osatb: PowerPoint, MS Word, Acrobat Reader, LaTeX-0Bckui
nakeTt beamer. Camas npocTtan nporpamma gas cosgaHus npeseHTtaumm - Microsoft PowerPoint. ns
NoAroTOBKKU Npe3eHTauMmn Heobxoanumo cobpatb M obpaboTaTb Ha4aNbHYHO MHPOPMALMIO.
MNocnepoBaTeIbHOCTb NOATOTOBKU Npe3eHTauum:

1. YéTKo chopmyMpoBaTb Lesb NPe3eHTaLMu: Bbl XOTUTE CBOKO ayANTOPUIO MOTUBMPOBATD,
yb6eanTb, 3apasnTb KaKOMN-TO naeemn nam Npocto GopmMasibHO OTYMTATHLCA.

2. OnpeaennTb KakoB byaeT dpopmaT NpeseHTalLMK: }KUBOEe BbICTyNAeHMe (Toraa, CKobKo
6y[eT ero NPoAO/IXKUTENbHOCTb) MU 3/1eKTPOHHAA paccbiika (KakoB ByAeT KOHTEKCT npe3eHTauunn).

3. OTobpaThb BClO coaeprKaTesibHYO YacTb ANA NPe3eHTauumn U BbICTPOUTb IOMMYECKYIO
LEenoYKy NpeacTaBieHus.

4, OI'Ipe,D,EI'IMTb K/1lo4eBble MOMEHTBI B COAEPHKAHUN TEKCTA U BblAENTUTL UX.

5. Onpenenvtb BUAbI BU3yanu3aLmmn (KapTUHKK) 410 0TObpaXKeHUs UX Ha cnaingax B
COOTBETCTBUM C IOTMKOW, LLENBIO U cneundmKon matepuana.

6. Nogo6patb An3aiiH n GopmaTMPOBaTb CNaliabl (KONNMYECTBO KAPTUHOK U TEKCTA, UX
pacnonoKeHue, LBET 1 pasmep).

7. NpoBepuTtb BM3yasibHOE BOCNpUATUE Npe3eHTaummn. K Buaam B13yanmsalmm oTHOCATCA
UANCTPaUuKn, obpasbl, Anarpammbl, TabanLbl.

Unnarocmpayusa - npeactaBneHne peasbHO CYLWEeCTBYIOWeEro spuTebHoOro paga.

O6pasbl - B OTANYME OT UANKOCTPALMI - MeTadopa. MXx HazHayeHMe - BbI3BaTb SMOLMIO U
CO34aTb OTHOLLEHWE K Hell, BO34eNCcTBOBATb Ha ayamTopuio. C NOMOLLLbIO XOPOLLO NPOAYMaHHbIX U
npeacrasasemblx 06pasos, MHGOPMALIMA MOXKET HAZOAMO OCTAaTbCA B NAMATM YeNoBeKa.

JAuazpamma - BU3yanins3aumna KONNYeCTBEHHbLIX U Ka4eCTBEHHbIX csasen. Ux MCNONb3YIOT OANA
y6EAMTEI'IbHOI‘;I AEMOHCTpaUnNn oaHHbLIX, ANA NPOCTPAHCTBEHHOIO MblWEHNA B AONOJ/IHEHNE K
nornyeckomy.

Tabauya - KOHKPETHbIW, HAarNAAHbIA U TOYHbIN NOKa3 AaHHbIX. EE OCHOBHOE Ha3HauyeHwue -
CTPYKTYpPUpOBaTb MHPOPMaLMIO, YTO NOPON 06/1er4yaeT BOCNPUATME AAaHHbIX ayAUTOPUEN.

MpaKTUYeckme coBeTbI MO NOATOTOBKE NPE3EHTALMM FTOTOBbLTE OTAE/IbHO: MEeYATHbIN TEKCT +
cnanapl + pasgatoyHblii maTepuan; cnaiabl - BU3yanbHaa nogada MHGopmaumm, KoTopas A0NKHA
CoAep!KaTb MUHUMYM TEKCTa, MaKCUMYM M306parkeHMI, HECYLLMX CMbIC/IOBYIO HarpysKy, BbIrageTb
HarnAa4HO M NPOCTO; TEKCTOBOE COAEPKaHNE NPe3eHTaLMm - yCTHas peyb UAU YTeHUE, KoTopasn
[AONXKHA BK/OYATb aprymeHTbl, GaKTbl, 0Ka3aTeNbCTBA U SMOLMM; PEKOMEHAYEMOE YNCI0 Canaos
17-22; o6asatenbHaa MHGOpMaLMA ANA NpPe3eHTaunn: Tema, ammana u MHUUMANbI BbICTYNaOLWEro;
NJ1aH CO0bLLEHMA; KpaTKMe BbIBOAbI M3 BCErO CKa3aHHOTI0; CMMCOK MCMOJ/Ib30BAHHbIX UCTOYHWKOB;
pasAaToyHbIi MaTepuran - 4OKeH obecneymBaTb Ty e r1ybuHy 1 0XBaT, UTO M KMBOE BbICTyMNEHNUE:



nogm 6onblie 4OBEPAOT TOMY, YTO OHW MOTYT YHECTU € COH0M, YeM MCYE3aOWMM N300parKeHUAM,
CNnoBa 1 cnanabl 3abbiBalOTCA, @ Pa34aTOYHbIA MaTepuaa OCTaeTcA NOCTOAHHbIM OCA3aeMbliM
HaNoMMHaHMEM; pPa3aaToYHbI MaTepmas BaXKHO pa3aaBaTb B KOHLE Npe3eHTaumn; pa3aaToUHbli
MmaTepuanbl A4ONXKHbI OTANYATLCA OT CANA0B, A0NXKHbI ObITb 6oNee MHPOPMATUBHBIMU.

KomnbloTepHY0 Npe3eHTaumio, CONPOBOMKAAOLWYIO BbICTYNEHWE AOKNaAUYMNKE, YA0OHee
BCEro noArotoButb B nporpamme MS Power Point. [pe3eHTauua Kak 4OKYMEHT npeactasnseT cobomn
nocneaoBaTeNbHOCTb CMEHAIOLWMX APYT ApYyra CNainaoB - TO eCTb 3/IEKTPOHHbIX CTPAHUYEK,
3aHUMalOLWMX BECb 3KPaH MOHUTOpA (6e3 npucyTcTBMA NaHenel nporpammobl). Yawe Bcero
OEMOHCTPaLLMA Npe3eHTaLmMm NpoeumpyeTca Ha 60/blLIOM 3KpaHe, pexke — pa3gaéTtca cobpasummea
KaK neyvyaTHbIn maTepuan. Koainyectso cnangoB aAeKBaTHO COAEPMKAHMUIO U NPOAONKUTENBHOCTHU
BbICTYN/IeHMA (Hanpumep, AN 5-MUHYTHOTO BbICTYN/IEHUSA PEKOMEHAYETCA UCMOo/1b30BaTh He bosee
10 cnaiipos).

Ha nepsom cnainge o6A3atenbHO NpeacTaBaAseTcs TemMa BbICTYNIeHUA 1 cBeaeHns 06
asTopax. Cneaytouime cnaifibl MOXKHO NOArOTOBUTb, UCMO/b3YA ABE Pa3/ivyHble CTPaTernmn nx
MOArOTOBKU:

1 cTpaTerus: Ha cnaigbl HAHOCUTCA OMOPHbIA KOHCMEKT BbICTYNAEHMA U KAlOUYeBble CNoBa C
Tem, YTob6bl NO/Ib30BaTbCA MMM KaK NIaHOM AN BbICTyN/ieHUs. B aTom cnydyae K cnagam
npeabaBasaloTcA cieaytowme TpeboBaHMs: 06bem TeKCTa Ha cnanae — He 6osblue 7 CTPOK;
MapKMpPOBaHHbIA/HYMepPOBaHHbI CMMCOK COAEPHUT He Bosee 7 3/1eMeHTOB; OTCYTCTBYIOT 3HaKU
MYHKTYaLUKN B KOHLLE CTPOK B MAaPKMPOBAHHbIX U HYMEPOBaHHbIX CMCKaX; 3HaunmMas nHGopmaums
BblE/IAETCA C MOMOLLbIO UBeTa, Kerns, a¢pdeKkToB aHnmaumnm. Ocobo BHUMaATEIbHO HEOHXOANMO
NPOoBEPUTbL TEKCT Ha OTCYTCTBME OLWMBOK M onedvaToK. OcHOBHaA olwmMbKa npu Bbibope AaHHOM
CTpaTerMm CoCTOUT B TOM, YTO BbICTyMNaloLIME 3aMEHSAIOT CBOIO peyb YTeHMEeM TeKCTa COo Cainaos.

2 cTpaTerua: Ha cnaiabl nomeltaetca GakTuyeckmii matepmnan (Tabamubl, rpadukm,
doTorpadun 1 np.), KOTOPbIN ABNAETCA YMECTHbIM W AOCTAaTOYHbIM CPEACTBOM HArNAAHOCTH,
NMOMOTaEeT B PAaCKPbITUKN CTEPIKHEBOW MAEN BbICTYNeHUSA. BbibpaHHble cpeacTBa BU3yanmnsaumum
MHbopMauum (Tabaumubl, Cxembl, rPadUKM U T.4,.) COOTBETCTBYIOT COAEPMKAHUIO BbICTYN/IeHUs. B aTom
CNyyae K cnaigam npeabaBastoTca caeayowme TpeboBaHUA: MaKCMMAIbHOE KOIMYEeCTBO
rpaduyeckoit HGoOpMaUMKM Ha OAHOM crlaiiae — 2 pUcyHKa (poTorpadum, cxemsl U T.4.) C
TEKCTOBbIMM KOMMEHTapUAMM (He bonee 2 CTPOK K Kaxkaomy). Hanbonee BaxkHasa nHpopmaumn
[O/IKHA pacnonaraTbCA B LLEHTPe 3KpaHa.

OcHoBHas olwmnbKa npu BbIbOpe AaHHOW CTpaTeErMm — K COPEBHOBAHUEY» CO CBOUM
WANOCTPaTMBHbBIM MaTepuanos (ayamMTopmm He NPeaoCTaBAAETCA AOCTaTOYHO BPpEMEHHU, YTobbl
BOCMPUHATb MaTepuan Ha cnaiaax). ObbluHbIV cnaitg, 6e3 addeKToB aHMMaUUKn A0IKeH
[EMOHCTPUPOBATLCA Ha 3KpaHe He meHee 10 - 15 ceKkyHa,. 3a meHblliee Bpemsa NPUCYTCTBYIOLLME He
ycneeT 0Co3HaTb coAepsKaHune cnainga. Ecam Kakaa-To KapTMHKa NosBUAach Ha 5 CeKyHA, a MoTOM TyT
e CMeHMNacb Apyroi, To ayantTopus byaeT cunTaTb, UTO AOKNAAYMK eé nogroHseTt. ObpaTHoro
(no3ntmeHOro) adpdeKTa MOKHO AOCTUrHYTb, €CIU AOKNAAUYMK NPOAUCTbIBAET MHOXECTBO CNainaos
CO CNIOXKHbIMW TabMLL@MM U AMarpammamu, roBopsa Npu sTom «BoT TyT npueeaéH pasHoro poaa
8cromoaamesibHbili MaTepuan, Ho A ero Xxovy NPonycTUTb, YTO6bl He Neperpy»KaTb BbICTyNAEHUE
noapobHocTaMMy. MpaBaa, Tako NPUEM AenaTb B HaYase U B KOHUe NPe3eHTaLmmn — PUCKOBaHHO,
ONTMMa/bHbIN BapuaHT — B cepenHe BbICTYMN/IeHUS.



Ecnu Ha cnaliae npMBOAMTCA CIOXKHAs gMarpamma, eé HeobxoaMmo NpeasapuTb BBOAHbIMU
cnoBamu (Hanpumep, «Ha aTol gMarpamme NPUBOAUTCA TO-TO U TO-TO, 3€/IEHBIM OTMEYEHbI
nokasatenu A, CUHMM — NokKasaTenu b»), c Tem, UTobbl AaTb BPeEMS ayaUTOPUM Ha eé PacCMOTPEHME,
a TO/IbKO 3aTeM NPUCTYNaTb K eé obcyKaeHuto. Kaxabiit cnaing, B cpegHem A0IKeH HaxoAnTbCA Ha
3KpaHe He meHblue 40 — 60 ceKyHp, (6e3 yuéTa BpemeHU Ha C/ly4aHO BO3HUKLLIEe obeyKaeHme). B
CBA3M C 3TUM JlydLle HacTPOUTb NPEe3eHTaLMIo He Ha aBTOMATUYECKUIA NOKas, a Ha CMEHY c/1aliaoB
CaMUM O0KNAAYNKOM.

Ocob60 TUwaTenbHO He0bXxoAMMO OTHECTUCH K OghopMeHuUtro npeseHmayuu. [1na Bcex
CNanaoB npeseHTaLmnm No BO3SMOMKHOCTU HEOOXOANMMO MUCNOJ1Ib30BaTb OAUH U TOT *Ke WaboH
odopmMneHus, Kerib — A5 3aro/I0BKOB - He MeHblle 24 NyHKTOB, Aas8 MHPopmauumm - He meHee 18. B
npe3eHTaumnAx He NPUHATO CTaBUTb NEPEHOCHI B C/IOBAX.

MoaymainTte, He OTB/AIEKANTE NN Bbl CAyLUATE/IEN CBOEMN Ke Npe3eHTaumnen? ApKne Kpacku,
CNIOKHbIE UBETHbIE NOCTPOEHUSA, U3NTULLIHAS aHMMaLMSA, BbINPbITMBAIOLWMIA TEKCT UK UANKOCTPAUUA —
He camoe flyyllee AOMOJIHEHUE K HayYHOMY A0KNaAy. TakKe HexenatebHbl 3ByKOBble 3GbEKTbI B
X0 AEMOHCTPALMM Npe3eHTaLMn. Hannyywmmm aBAAIOTCA KOHTPACTHbIE LBeTa GOHa M TeKCTa
(6enbiit pOH — YEPHDIV TEKCT; TEMHO-CUHWNA GOH — CBETNO-KENTbIN TEKCT U T. A4.). Jlydwe He
CMeLLMBaTb pa3Hble TUMbl WPKUGTOB B OAHOM Npe3eHTaunn. PekomeHayeTca He 3n10ynoTpebnatb
NPOMUCHbIMK BYKBaMM (OHM YMTaLOTCA XyXKe).

HeKoHTpacTHble cnangpl 6yayT CMOTPETLCA TYCKAbIMU U HEBbIPA3UTENbHbIMU, OCOBEHHO B
CBEeT/bIX ayauTopuax. [na nyyiiein opMeHTaummn B NpeseHTauumn no Xxoay BbiCTYyNeHUs ydlle
NPOHYMePOBaTb Cnakapl. *enatenbHo, YTOObI Ha Clalgax 0CTaBaAUCb NOAsA, He meHee 1 cm ¢
Ka*KaoM CTOPOHbI. BcnomoratenbHas MHGopMaLuma (YnpasastoLme KHOMKKN) He AOMKHbI
npeobnagatb Haf OCHOBHOM MHPOPMaLMEN (TEKCTOM, UANKOCTPALMAMM). Mcnonb3oBaTb BCTPOEHHbIE
3ddeKTbl aHMMaUUM MOXKHO TOJIbKO, Koraa 6e3 aToro He 060MTUCH (Hanpumep, NocaefoBaTeNbHOE
nonB/AEHWE 31eMEHTOB Anarpammbl). 10 aKLEHTUPOBAHUSA BHUMAHMA HA KAKON-TO KOHKPETHOM
MHPopMaLUUM cnanaa MoXKHO BOCNONb30BaTbCA Na3ePHOM YKa3KoM.

[narpammbl roTOBATCA € UCMO/Ib30BAHMEM MACTepa Avarpamm TabanyHoro npoueccopa MS
Excel. [na BBOAA YNCNOBbLIX AaHHbIX MCNONb3YETCA YNCNOBOM GOpPMAT C pasgenuTenem rpynn
paspaaos. Ecam gaHHble (NoAnMCK AaHHbIX) ABAAIOTCA APOOHBIMU YMCAAMM, TO YNCNO
0TOOpaYKaeMbIX AeCATUYHbBIX 3HAKOB AOJ/IKHO ObITb O4MHAKOBO AJ/1A BCEW MPYMMbl 3TUX AaHHbIX (BCEro
pAaga noAanucel AaHHbIX). [laHHble U NOANUCK He A0KHbI HaKNaAbIBaTbCA APYr Ha Apyra v
CIMBATbCA C rpaduUecKkMmMmM anemeHTaMm guarpammsbl. CTPYKTYpHbIE Anarpammbl rOTOBATCA NpU
NMOMOLLM CTaHAAPTHbIX CPeAcTB pucoBaHuA naketa MS Office. Ecam npu dopmatuposaHmm cnanga
€CTb He0b6X0A4MMOCTb MPOMNOPLMOHAABHO YMEHbLUUTL pasmep Auarpammbl, TO pasmep WpndTos
PEKBU3UTOB A0/XKEH BbITb YBE/IMUEH C TAKMM pacyeTom, 4Tobbl peanbHoe oTobparkeHne 06beKTOB
AVarpamMmbl COOTBETCTBOBA/IO 3HAYEHUAM, YKa3aHHbIM B Tabvue. B Tabanuax He JOMKHO 6bITb
60s1ee 4 cTPOK 1 4 cToN6LOB — B MPOTUBHOM C/ly4ae AaHHble B Tabauue 6yaeT NpocTo HEBO3MOMKHO
yBUAETb. AUeiKn C Ha3BaHMAMM CTPOK 1 cTON6LO0B M Hanbonee 3HaYMMble AaHHble peKomeHayeTca
BbIAENATb LBETOM.

TabnanuHas nHdopmauma BCTaBAsETCA B MaTepuasbl Kak Tabivua TeKCTOBOro npoueccopa MS
Word unm TabauuHoro npoueccopa MS Excel. Mpu BcTaBKe Tabaunubl Kak 06bekTa



NPONOPLMOHANLHOM U3MEHEHWM €€ pa3mepa peasibHbli 0Tobpakaemblli pasmep WpndTa JOKEH
6bITb He MeHee 18 pt. TabanLbI U gUarpaMmmbl PasmeLLLaloTCa Ha CBETIOM uan 6enom ¢oHe.

Ecnn Bbl npegnoynTaeTe BOCMNO/1b30BaTbCA MOMOLLbIO OnepaTopa (Y4To TOXKe BO3MOKHO), a He
JINCTATb CNaiifbl CAMOCTOATENbHO, OYEHb NMOJE3HO NPEAYCMOTPETL CCbIZIKM Ha CNalifbl B TEKCTe
noknaaa («Cneayolmin cnaina, noxKanyncra...»).

MNMocne NoaroToBKM Npe3eHTauum Heobxoamma peneTnuma BbICTyNaeHus.

3aKounTENbHBIV Cnaig, Npe3eHTauum, cogepKamii Teket «Cnacnbo 3a BHUMaHME» UK
«KoHeLwy, BpAA M npuemaem Ans npeseHTalmnmn, ConpoBoXKaatoLler nybanyHoe BbiCTynieHue,
NMOCKO/NbKY 3aBeplleHMe NoKa3a cnanaos ellé He ABNSETCA 3aBeplleHMem BbicTynaeHus. Kpome Toro,
TaKue cnaiabl, TaKk e Kak 1 cnaing «Bonpocsi?», Ay6amnpytoT yctHoe coobuieHne. ONTMManbHbIM
BapWaHTOM Npe/CcTaBAseTC NOBTOPEHUE NepBOro CNaiaa B KOHLE Npe3eHTaLmMmn, MOCKOIbKY 3TO
06T BO3MOXHOCTb eLLé pa3 HaNoMHUTb CAYLLIATeNAM TeMY BbICTYM/IEHUS U UMSA SOKNAA4YMKa U nbo
nepenTn K BONpocam, 1Mbo 3aBepLLUTL BbICTYM/IEHME.

Ons nokasa painn npeseHTaunm HeobxoAMMO COXpaHUTb B popmaTe «eMoHCTpaums
PowerPoint» (Painn — CoxpaHutb Kak — Tun ¢paiina — JlemoHcTpauma PowerPoint). B atom cayyae
npeseHTaLmMA aBTOMaTUYECKM OTKPbIBAETCA B PEXKMME MOJIHOIKPaHHOro noKasa (slideshow) u
cnywartenn nsbasneHbl Kak OT BUAa paboyero okHa nporpammbl PowerPoint, Tak 1 oT noTepb
BPEMEHMW B Hayane NoKasa npeseHTauum.

NMocne NnoAroToBKM Npe3eHTaumMn NosIe3HO NPOKOHTPOAMPOBATL cebn BOonpoCamu:

1) yaanocb v A0OCTUYb KOHEYHOM Lein npeseHTaumm (4To yAanoch onpeaenTb, 06bACHNUTD,
NPeanoXunTb AN NPOAEMOHCTPUPOBATL C MOMOLLbIO HEE?);

2) K KaKnum 0Cco6eHHOCTAM 06beKTa Npe3eHTauumn yaanocb NpusaeYb BHUMaHWE ayauTopun?

3) He OTB/IEKAET /I CO34aHHaNA NPe3eHTaLmMs OT YCTHOMO BbICTYMNNEHUA?

VI. CocTaBneHne aHHOTauuu u pedepara

AHHOTauuA (OT nat. amotatio — 3aMETKa) — KPaTKaA XapaKTEPUCTUKA CTAaTbWN, KHUTU N T.A. C TOYKU

3peHnA ee Ha3Ha4yeHuUA.

Llenb aHHOomMayuu - 0TBeT Ha BOMNPOC, O YeM rOBOPUTCA B CTaTbe, T.€. A4aTb obuiee npeacTtaBaAeHUE O

CTaTbeE.

CmpyKkmypa aHHomayuu:

1.AsT0p, Ha3BaHwMe, BbIXOAHbIE AAHHbIE.
2. Tema cTaTbm (TEKCTa, KHUMM).

3. MpobnematuKa, T.e. Kpyr NPo6aem UAKM BONPOCOB, KOTOPbIE 3aTPar1BaloTCA B TEKCTE (CTaTbe,
KHUre).



4. Appecar, T.e. TOT, AR KOTO NPeAHa3HauYeHa CTaTba (TEKCT, KHUra).
A3bIK aHHOTALMK AONKEH BbITb ANTEPATYPHbIM, TAKOHUYHBIM U NPOCTbIM.

Pedepar (oT nar. referre - noKkNaAbIBaTh, COO6LLATD) - KPATKOE U3NOKEHME COAEPHAHUA CTATbM

(TEKCTa, KHMI'VI), BK/Il0OHaoLwee OCHOBHblIE CBeAEeHUA U BblBOAbI, HeO6XO,£I,MMbIe AnAa nepsoHa4aibHOro
03HAKOMJIEHUA C HEN U onpeaeneHmA u,enecoo6pa3Hocm 06pa|.l.l,eHMF| K HEW.

Leno ped)epama - OTBET Ha BONPOC, HTO MMEHHO roBopuUTCA B-NCTOYHMUKE HOBOIO, CyleCTBEHHOrO.

Bblaensatot pegpepam-0630p (COCTaBNAETCA HO HECKOJIbKMM UCTOYHMKAM, MOCBALLEH O4HON Teme) U
pecepam-pe3srome (cocTaBNAETCA MO OAHOMY UCTOYHMKY).

Cmpykmypa pegepama-pesrome:

1.AsTop, Ha3BaHue, BbIXOAHbIE AQHHbIE.
2. Tema cTaTbm (TekcTa, KHUMN).

3. KomMnosuums. YKasblBaeTcs M3 CKOMBKUX M KaKUX CTPYKTYPHbIX YacTeil COCTOWUT MCTOMHMK
(pasgensl, rnassbl).

4. OcHoBHOE cogepaHMe. M3naraloTca KOHKPeTHble pesynbTaTbl WAW BbIBOAbI aBTOpa B
COOTBETCTBUM CO CTPYKTYPOM UCTOYHMKA (BO BBEAEHUMU ..., B 1-0/ raBe ... U T.4.).

5. Hannume unntoctpatsHoro matepuana (MANKOCTPALUMN, PUCYHKM, TaBANLBI U T.4.).

6. Afpecar, T.e. TOT, 415 KOro NpeAHa3HavyeHa cTaTba (TEKCT, KHUra).
OcobeHHocTb pedepaTa-pestome 3aK/1I04aeTCA B ero 06 bEKTUBHOCTU. ETro A3bIK TaKMKe A0/IXKeH ObITb

KpPaTKum, NpPpOCTbiM U HEVITpaﬂbeIM.

®pasbl 4NA cOCTaBNeHNA aHHOTaUMK U pedepaTa

l. AsTop (author), Ha3BaHue (title, name):

® | have read a text - 1 npounTtan(-a) TeKcT;
- an article - ctaTbto;

a story - pacckas;

an extract from the book entitled - oTpbIBOK U3 KHUTK, 03arNaBNEHHOM «...»;
e The title of the text (article, .. ) is A.” - 3aronoBoK TeKcTa (CTaTbM, ...)«...»;
® The author of this text (article,...) is ... - ABTOp 3TOro TekcTa (cTatbh, ...) - ... (Mms);

- Itis written by ... - OH / oHa HanucaH(-a)...(uma asTopa);
N. Tema (subject, topic):

® The topic of the text (article, ...) is ... - Tema TeKcTa (cTaTby, ...)-«...»;

® The text (article, ...) is devoted to the problem (subject) of ... - TekcT (cTaTbs, ...) noceALEeH
npobneme (teme) ...;
1. Komnosuuusa (structure):
® The text (article, ...) consists of ... paragraphs (parts, chapters) - TekcT (cTaTba) COCTOUT U3 ...
naparpados (4acTeit, rmnas);
YacTu uctouHmKa: introduction - BBeaeHue;




the first (second, third, ...) chapter - 1-aa (2-an, 3-5, ...) rnaBa; conclusion, end - 3aknto4YeHue,
KoHel,;

I1l.OcHOBHOE copepKaHue (contents):

® In the first (second, third....) chapter (paragraph, part, ...) the author says, that... - B 1-ol4 (2-
o4, 3-ei, ...) rnaBe (naparpade, 4acTty, ...) aBTOp rOBOPUT, 4TO ...;
- draws a conclusion, that... — aenaeTt BbiBOA, YTO ...;

- mentions / points, that ... - ynomuHaeTt / ykasbiBaer, 470 ...;

® |n the author’s opinion ... - Mo mHeHMIO aBTOPY, ...;

® The first (second, ...) chapter (paragraph, ...) - 1-as (2-as, ...) rnasa (naparpad)

- is devoted to ... - nocBAwWweHa ...;

- includes information (facts) about ... - coaepXuT MHPpopmaumto (bakTbl) o ...;
V. WUnnioctpatusHbIii matepuan (illustration):

® The author supports (illustrates) his ideas (opinion, theory, ...) by picture (table, photo, ...) -
ABTOp noakpennseT (ManocTpupyeTt) csou uaen (MHeHWe, Teopuio, ...) PUCYHKOM (Tabauuei,
doTorpadueis, ...);

® |n the first (second, ...) chapter (part. ...) there are some (many) pictures (tables, ...)
-  B1-o#(2-0#,...) raBe (4acTy, ...) UMeeTCca HECKONbKO (MHOTO) pUCYHKOB (Tabnuy, ...);
V. Appecar (audience):

® This text (article, ...) was meant for specialists in the field of ... - 3ToT Tekct (cTaThs, ...)
npegHasHayeHa Ans cnewmanmcTos 8 06iacty ...;

® This text (article, ...) is of some interest of ... - 9TOT TeKcT (cTaTbs) NpeAcTaBAAET UHTEpPEC ANA

1. ChoBa-CcBsA3KMU:

e besides, moreover, furthermore - Kpome ToOro;

° so, in such a way, thus, in that way - Takum obpasom;

e therefore, hence, so, consequently - chegoBaTenbHo;

° and so, that is why - nostomy;

o as, since — TaK Kak;

. perhaps, possibly - BoamorkHO, BepoATHO;

e most likely, probably - ckopee Bcero;

° what is more, in addition, I’d like to add that... - 6onee Toro;
° maybe - moxeT bbITb;

® « in conclusion, summing up - B 3aBepLUEHNE;

° Evidently, it’s obvious that - ouesngHo.

2. Jlornyeckoe 3aBepLueHue, BbiparkeHne CO6CTBEHHOIO MHEHMSA:
° I'd like to say that... - fl xoTen(-a) 6bl cKasaTb, YTO ...;

e |t seems to me that... - MHe KaeTca, uTo ...;
° In my opinion... - [lo moemy MHeHMULO, ...;

. T agree/disagree that... - 1 cornaceH(-Ha) / He cornaceH(-Ha), uTo ...;



| liked/disliked the fact that... - MHe noHpasuiocs, yTo ...;
Allin all - B uTore, B 0bLiem;

On the whole, as a whole - B uenom.



