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IIpeamer i MeTa TucuumIinA «IHO3eMHAa MOBaY,
il Mmicue i poJib y HaBYAJIbHOMY MIpoLeci

CyyacHl yMOBHM pO3BUTKY CYCHUIbCTBA BHMMAaraloTh BiJ BHUITYCKHHKAa BHUIIO1
IIKOJIM MPAKTUYHOTO BOJIOJIHHS 1HO3€EMHOIO MOBOIO, 1110 JIO3BOJISIE O3HAWOMUTHCH 3
Cy4YacHUMH, TEPeIOBUMHU po3poOkamMu B cdepl opranizamii Ta (yHKIIOHYBaHHI
JUJIOBUX TIIIMPUEMCTB, CIIPUSIE BCTAHOBJICHHIO KOHTAKTIB 3 3apyODKHUMU (ipMaMu Ta
1IPUEMCTBAMHU.

Mema: dopMyBaHHS YMiIHb Ta HAaBHYOK JIUJIOBOIO CHUIKYBaHHS 1HO3EMHOO
MOBOIO B PI3HHX BHJIaX MOBJICHHEBOI MIsUIBHOCTI Juisi (pOpMyBaHHS HEOOX1THOT
KOMYHIKaTUBHOI CHPOMOXXHOCTI y cdepax mnpodeciiHOro Ta CHTYaTHBHOTO
CHUJIKYBaHHS B YCHIN 1 MUCBMOBIH (popMax.

Ha nmanomy erami mepeBara HaJa€ThCsl y3araJlbHEHHIO, CHUCTeMaTH3allii Ta
PO3BUTKY HABUYOK 31 CKJaJaHHSI Ta O(GOPMIICHHS OCHOBHUX IIIOBHX JTOKYMCHTIB
(pe3tome, aHKETH, CYTIPOBOKYBaJILHOTO JIUCTA, CIYKOOBOT 3alMCKU, BI3UTKH, (PaKCy,
€JIeKTPOHHOI MOIITH, JUCTIB Ta 1HINOI JOoKymeHTalii). HaBuanus Oa3yeThcs Ha
NPUHIMIIT TIOETHAHHS BWBYCHHS TIPaBWJI HAMKMCAHHS AUIOBOI JOKyMEHTArlil 3
IIPAKTUYHUM 3aCTOCYBaHHSIM HAOyTHX 3HAHbD.

3asoannsa: HaOyTTS HABUYOK MPAKTUYHOTO BOJIOJIHHS 1HO3EMHOIO MOBOIO B
pI3HUX BHJAaX MOBJICHHEBOI JISUIBHOCTI B 00Cs31 TEMaTHUKH, 3YMOBJICHOI
npodeciiiHumu norpedamu; HAOyTTS HABUYOK YUTAHHS 3 MOBHUM PO3YMIHHAM
3MICTY; CKJIaJlaHHS 1HO3EMHOI0 MOBOIO CIy>)KOOBHUX JIMCTIB 1 JIOKYMEHTIB 3
€KOHOMIYHUX T[HUTaHb, KOPUCTYBAaHHS YCHUM MOHOJOTIYHUM Ta JIaJIOTTYHUM
MOBJICHHSIM y MeEXax 3arajJbHOCKOHOMIYHOI Ta (paXOBOi TEMATHKH; TMEpPeKiIany 3
1HO3€MHOI MOBH Ha PiJIHY Ta 3 PIAHOI HA 1HO3EMHY J1IOBUX JOKYMEHTIB.

Ilpeomem: 3aKOHOMIPDHOCTI Ta OCOOJMBOCTI BUKOPUCTAHHS JICKCUYHHX,
IrpaMaTHYHUX Ta CTWJIICTUYHUX CTPYKTYp Y HPOLECI AUIOBOI YCHOI Ta MHCbMOBOI
KOMYHIKaIii.

Ponv y nasuanvnomy npoueci: Kypc I1JI0BOI 1HO3EMHOI MOBU € BaKJIUBOIO
CKJIaJIOBOIO TIPOrpaMy MIATOTOBKH CHEI[aIiCTiB. BUBYEHHS AUCIUIUIIHU CHpPUSE
(GbopMyBaHHIO CBITOIJISIIHUX Ta COL1aIbHO-KOMYHIKATUBHUX KOMIIETEHIIIN CTYICHTIB.

ij1i HaBYAJIbLHOI JUCHUILIIHA

- mnpakTu4yHa — GOpMyBaTH Yy CTYACHTIB 3arajibHi Ta MpoQeciiHO OpPIEHTOBAHI
KOMYHIKaTUBHI MOBJICHHEBI KOMIETEHIN] (JIIHTBICTHYHY, COIIIOJIHTBICTUYHY 1
nparMaTuyHy) JUis 3a0e3leueHHsT iXHbOro e(QEeKTUBHOTO CIIJIKYBaHHS B
aKaJeMIYHOMY Ta POQeCciiHOMY CEepeOBHILI;

- ocBiTHAl — (JOpMYBaTH y CTYJACHTIB 3arajibHi KOMIETEHLI] (BMIHHS i HaBUYKH);
CHOPUATH PO3BUTKY 3I10HOCTEM JO CAaMOOLIHKM Ta 3JaTHOCTI JO CaMOCTIHHOIO
HaBYaHHS,

- mi3HaBaJIbHA — 3QJIy4aTH CTYJEHTIB J0 TaKUX aKaJeMIYHUX BUAIB JISUIBHOCTI, SIKi
AKTUBI3YIOTH 1 JJaJll pO3BUBAIOTh YBECH CIIEKTP IXHIX Mi3HABAJIbHUX 3/110HOCTEMH;



- PpoO3BHBAaK4Ya — JONOMAaraTi CTyAeHTaM y (hOpMyBaHHI 3arajbHUX KOMIIETEHIIIH 3
METOI0 PO3BUTKY I1X 0COOMCTOI MOTHBauUli (I[IHHOCTEH, 11eaiiB); 3MILHIOBATU
BIICBHCHICTh CTY/CHTIB SIK KOPUCTYBa4iB MOBH, a TAKOXK 1X TTO3UTUBHE CTABJICHHS
710 BUBYCHHS MOBH;

- comiajJbHA — CHOPUSATU CTAHOBJICHHIO KPUTUYHOI'O CAMOYCBIJJOMJICHHSI Ta BMIHb
CIIJIKYBaTHUCS;

- COMiOKYJbTYPHA — JIOCSTATH IIMPOKOIO PO3YMIHHS Ba)JIMBHUX 1 PI3HOIJIAHOBUX
MDKHApPOIHUX COIIOKYJIBTYPHHUX MPOOJIEM, IS TOTO 1100 JIATH HAIC)KHUM YUHOM
y KyJIbTYpPHOMY PO3MAiTTI IpodeCciiHNX Ta aKaJeMIYHUX CUTYaIlil.

3MiCT HABYAJIBHOI JUCUMILIIHA TA BUAM JAisUIHOCTI CTY/IE€HTIB

3micm oucyuninu PO3KPUBAETHCA B TEMAX:

Yumanms, po3ymMiHHs ma nepekiao 0OCHOBHUX 8UOI8 OL1080I OOKYMeHmayii

e PoO3BUTOK HaBMYOK YHWTAHHS Ta 3arajbHe/JETalbHE PO3YMIHHS 3MICTY.
BusnadenHs mo3uiiiii 1 TOYOK 30py aBTOpA.

e UpraHHS 1 pO3yMiHHS aBTEHTUYHHX TEKCTIB 3 (HaxOBHX MiJPYYHHKIB,
[HTEepHETIBCHKUX JKEpE.

e 3acBO€HHS JIEKCUYHUX OJUHUIL (MOBHHX KIIiIE), SIKI BUKOPUCTOBYIOTHCS TIpHU
JJI0OBOMY JINCTYBaHHI.

Jlinose nucemne CninKy8amHsi:

e IligroroBka Ta HaNMCaHHS JOKYMEHTIB, OB’ I3aHUX 13 BJIAIITYBAHHSIM Ha pOOOTY.
Jli710Be NMUCTYBaHHS: CTPYKTYpa Ta NOPSAIOK CKIIAJaHHS.

Hanucanus ¢akciB, eJ1eKTpOHHUX MTOB1IOMJICHD.

CtpykTypa Ta NOPpSIOK CKJIaJIaHHS KOHTPAKTIB.

Hanucanns ciry>)x00BHX 3aIMCOK, BI3UTHUX KapTOK.

I pamamuxka

['pamMaTryHa KOMITETEHIIIS SK 3HAHHS Ta BMIHHS KOPUCTYBATHCS TPaMaTHYHUMHA
pecypcaMu MOBH PO3TJISIAE€THCS K IUTICHUN MeXaH13M BUKOHAHHS KOMYHIKATUBHHUX
3aBJaHb B paMKax JaHoi cutryanii. MoBHI (yHKLIi, HEOOXiIHI Il BUKOHAHHS
KOMYHIKAaTUBHUX  3aBJaHb, BHU3HAYAIOThCA  KOHTEKCTOM,  I[IOB’S3aHUM 13
crietianmizaniero. OT)XKe BUBYAIOTHCS/TIOBTOPIOIOTHCS OCHOBHI TpaMaTH4HI CTPYKTYPH,
0 € HEOOXITHUMU ISl THYYKOTO BUPaXCHHS BIAMOBIIHUX (YHKIIH Ta MOHSATH, a
TAKOX JIJIsl PO3yMIHHA 1 MPOAYKYBaHHS TEKCTIB B mpodeciiiHiii chepax Ta IITOBUX
JIOKYMEHTIB 30KpeMa.
e  AHriiicbKe peyeHHs
Haka3zoBuii crioci6
ImennukK
ApTUKIIb
[IpukmeTHHK



[IpucniBHUK
YucaiBHUK
JlienpuKMeTHUK
3aliIMEHHHUK
MoanbH1 Al€ciaoBa

PiBeHb BOJIOTIHHA MOBOIO

Yumanns
CTyIeHT MOBUHEH BOJIOITH HABUUKAMU:

MOILITYKOBOTO YUTAHHS MIPH BUOOP1 HE0OX1aHOT iH(opmarii;

BHBYAIOUOI0 YUTAHHS B pAMKax TEMaTUKU KypCy;

O3HAllOMYOro 4YMTaHHs, AKE INependadyae BMIHHS LIBUAKO NEPETVISIHYTH TEKCT 1
BHU3HAYUTHU MOI0 OCHOBHY TEMY.

Toeopinnsa
CTyaeHT MOBUHEH BMITH:

BeCTU Oeciay BOPOJOBXK 2-3 XBWJIMH Y paMKaX BHUBYEHHMX CHUTyalld I1JIOBOTO
CHUIKYBaHHS;

HiArOTYBaTH MOB1IOMIJIEHHS 3a 3a/1aHO0 TEMATUKOIO;

3ampoCUTH HEOOXiAHY iHPOpMaIlit0, TOTPUMYIOUHUCHh CTUIILOBUX KOJIIB.

Tlucomo
CTyJeHT OBUHEH BMITH:

CKJIaCTH pE3I0ME, BPAaXOBYIOUM Pi3HI BUAM PE3IOME W BUMOIM KOHKPETHOTO
H1IPUEMCTBA;

3alOBHUTH aIuTiKaliiHy GopMmy;

HaMKUCcaTu CyNpOBOKYBAJILHOTO JIUCTA / PEKOMEHIaLlIHHOTO JIUCTA;
3al0BHIOBATH (OPMU PI3HUX THUIMIB, BUKOPUCTOBYIOYM OCHOBHI INPUHOMH
TpaHcaiTepauii (mepeksaj BIaCHUX IMEH, HAlMCAHHA aJIpecH Ta T.1.);

Hanucaty (MepeKIacTy) PI3HOMaHITHI 3pa3KH JIIJIOBUX JIUCTIB (3aIUT, BIMOBIIb
Ha 3aluT, CKapra Ta T.l.) Ta 1HII JUIOB1 JOKYMEHTH (€JIeKTPOHHUMN JIUCT, (akc,
BI3WTHA KapTKa Ta T.1.)



3MicT 3aHATH 3 AUCHUILTIHA

Ne Tema Ta 3mict npakrnudoro | Kinbk. | Jliteparypa
NOp. | 3aHATTH rOJAMH
9 cemecTp
1. Jlexcuunuii mamepian 4 borarckuii [.C. ItokaHoBa

[Touryku po6oTu.
Etanu nomryky po0oTu:

1) cxmananus pestome/CV
(Tunu pesrome. CxnanoBi
yacTuHHU pe3toMe. [IpaBuna
CKJIaJIaHHSI PE3IOME.)

2) cympoBOJIKYBaJbHI Ta
peKOMeHAaIllHI JIUCTH
(CknamoBi YaCTHHH Ta
MpaBUJia HAIMMCaHHS
CYHpPOBOJKYBaJIbHUX 1
peKOMEeHaIIHHUX JIUCTIB. )

JlimoBi muctu. CKI1aioBl YaCTUHU
JJIOBOTO JIUCTA, TIpaBUiia HOTo
HaIMCaHHS.

JIucr-3anmT. BiammoBias Ha 3aIuT.
Jlucr-ckapra. BignoBiae Ha ckapry.
CyudacHi 3acobu nepenadi
iHpopMmarii. axc.

Enexrponna nomra.

I’ pamamuunuu mamepian
AHrmnificbke pedeHHs. IMEHHUK.
ApTukis. [IpukMeTHUK.
[TpucniBauk. YnCliBHUK.
3aitmeHHuK. [IpuliMeHHUK
Momaneui gieciaoBa. Could, would,
should, might — BUKOpUCTaHHS B
JIUCTI-3aIUTI.

JlenpUKMETHUK

ITacuBHUMY cTaH

H.M. busnec-kypc aHri. s13. —
Kwues: Jloroc, 1998.

JimoBa 1HO3EMHa MOBa
(Anrmiiiceka MOBA).
MeTtoauuHi BKa31BKH hi (e}
MPaKTUIHUX 3aHATh Ta
caMoCTiiiHOi ~ pobotu A
MaricTpiB raimysei 3HaHb 0305
«ExoHoMiKka Ta
H1ITPUEMCTBOY, 0306
«MeHeKMEHT 1

aJMIHICTPYBaHHS Ta HAMPSIMIB
MiATOTOBKN, 8.050101
«Komm’rotepHi  Haykm»  Ta
8.050202 «ABToMarm3aliga Ta
KOMIT FOTEPHO — 1HTErpOBaHI
TEXHOJIOT11» JICHHOI Ta 3a0YHO1
dopm  HaBuaHHi/  YKIaL.:
JLIO. Ianpan, JI.I. Kynuns,
I''A. Uepenniuenko — K:
HVYXT, 2010. — 187 c. Ne
41.09 — 12.05.2010 p. (na
€JICKTPOHHUX HOCISX)




incyMKoBHM# KOHTPOJIb

KoHTponb 3HaHb CTYJEHTIB 3IMCHIOETHCA 3a pe3yJbTaTaMu KOHTPOJIBHOI
poOOTH Ta YCHOI BIAMOBIAI CTYJEHTA, 3riTHO 3aJaHOi TeMaTUKH. B KiHII ceMmecTpy
IMPOBOJMTHCSA 3aliK, MeTa SKOro — TEPEBIPUTU TOTOBHICTh CTYJEHTIB [0
KOPUCTOBYBAHHS 1HO3€MHOIO MOBOIO B MPOQECIHIN TiSTBHOCTI.

KoHnTtpoJibHi podoTn

[Ipotsirom 5 Kypcy CTyJ€HTH OBUHHI BUKOHATU | KOHTPOJIBHY pOOOTY.

JIns BUKOHAHHS KOHTPOJIBHUX POOIT Tpeba po3i0paTu Ta BUBUUTH HEOOX1THHUI
JIEKCUYHUHN Ta TpaMaTUYHUI MaTepial, sSIKWil 3alIaHOBaHO OMAaHyBaTH y 9 cemectpi.
Kpim Toro, meit martepiand TakoX TMOSCHIOETHCS BHKJIAJa4eM IIiJ] 9ac YCTaHOBUMX
3aHATh. BUKOHAHI KOHTPOJBHI POOOTH BIICHIIAIOTHCS HA aJpecy YHIBEPCUTETY UM
MIPUHOCSTHCS CTYyAEHTaMH 0cOOUCTO B ayA. B-210, ne BoHU peecTpyroThes 1 Jat0ThCs
BUKJIaJlauy Ha MEPEBIPKY.

KoxHe xoHTposibHE 3aBnaHHA noaaHe y 10 Bapiantax. CTyaeHTH, YUl HOMEp
CTYJCHTCHKOTO KBUTKA 3aKIHUYEThCS IUPPOIO:

p—

BUKOHYIOTH BapianT Nel
BUKOHYIOTH BapiaHT No2
BUKOHYIOTb BapiaHT Ne3
BUKOHYIOTb BapiaHT No4
BUKOHYIOTb BapiaHT Ne5
BUKOHYIOTb BapiaHT Ne6
BUKOHYIOTb BapiaHT No7
BUKOHYIOTh BapiaHT No§
BUKOHYIOTb BapiaHT Ne9
BUKOHYIOTH BapiaHT NelO

SO0 IO N kW

Ha ycTaHOBUMX 3aHATTSX BHKJIA/1a4 NOSICHIOE MOPSI0K BUKOHAHHS KOHTPOJBHUX
poOIiT 1 BIANOBIAHUM  JIEKCHUKO-TpaMaTU4YHMM  MmaTepias. Bpoma  cryneHT
JOOIpalbOBYE BECh MaTepial CaMOCTIHHO, BHUKOPHCTOBYIOUM PEKOMEHIOBaHY

JiTepaTypy.

PexoMenoBana Jiteparypa

OcHoBHa JiTepaTtypa
borarckuii I.C. [{rokanoa H.M. busnec-kypc anri. a3. — Kues: Jloroc, 1998.

JonaTkoBa JiTeparypa

XadgarypoBa M. ®. AHIIIMUCKAN IS AEJIOBBIX KOHTakTOB — Kues. Axkonur, 1997. —
373 c.



MeTtoanuHi BKa3iBKu

JinoBa iHOo3eMHa MoOBa (AHrIilickka MoBa). MeToAuYH1 BKa31BKU J0 MPAKTUUYHHUX
3aHATh Ta CaMOCTIITHOI poOOTH [y1si MaricTpiB ramy3eid 3Hanb 0305 «ExoHoMika Ta
nignpueMcTBo», 0306 «MeHemKMEHT 1 aJIMIHICTPYBaHHS Ta HAIMpPSMIB MIATOTOBKWY,
8.050101 «Kowmm’rotepHi Hayku» Ta 8.050202 «ABTOMaTH3allisd Ta KOMIT IOTEPHO —
IHTEerpOBaH1 TEXHOJIOTI» IEHHO1 Ta 3a04HOi popm HaBuaHHs/ Ykian.: JIL.YO. [lanpan,
JLI. Kynuns, I'.A. Yepenniuenko — K: HYXT, 2010. — 187 ¢. Ne 41.09 — 12.05.2010
p. (Ha EJIEKTPOHHUX HOCIAX)



KounTpoabna podora Ne 1
BapianT 1

1. Hanuuits cBO€ pe3oMe BiAIOBIAHO 10 HAJAHOT0 Or0JIOIICHHS PO NMPUIIOM
Ha poooTy.

CUSTOMER SERVICE REPRESENTATIVE
for a
Filtration Group, the nation’s largest privately held manufacturer of commercial and
industrial air filtration products

Salary: $50-55,000 + full medical insurance

. Administer customer service activities for distribution customers.

. Ensure that customer orders are processed in a timely manner.

. Accurately process orders and inquiries received by mail, phone, e-mail or fax.

. Provide customers with general technical information.

. Maintain customer order files and customer master files within the company’s ERP
system.

. Resolve customer concerns in a timely manner and facilitate implementation of
corrective actions.

Qualifications:

. Bachelor’s Degree or equivalent combination of education and experience.

. 3 years of customer service, marketing or inside sales experience, ideally in a
manufacturing environment, with a customer oriented approach to problem solving.
Proficient PC skills including word processing, spreadsheet and data base
applications. Experience with QAD’s MFG Pro ERP system considered a plus.
Excellent communications and interpersonal skills.

Pleasant and professional self presentation.

Superior telephone skills.

Capable of making effective decisions in a fast-paced environment without close
supervision.

This position will be based out of the company’s West Coast Hub located in Santa Rosa, CA

2. IIpouwTaiiTe mMoAaHMH HUKYE YPMBOK 3 CYNPOBOIKYBAJIBHOIO JIMCTA Ta
AalTe HOT0 MUCbMOBUI MEPEKJIAJ YKPAIHCHKOK MOBOKO.

Dear Mr. Boild:

[ am applying for the Sales Associate position which we discussed during the Career
Fair at The George Washington University in Washington, D.C. on April 15. My
varied sales experience and my bachelor's degree in Business Administration are my
strongest qualifications for this position.

As you can see from the enclosed resume, I have sold a variety of products through
my extracurricular activities and have worked in many banking environments through




my cooperative education and internship positions. My marketing, computer
research, and customer relations experiences, as well as my oral and written
communication skills, should prove valuable in increasing Thomas & Co sales
volume. I am enthusiastic about pursuing a career in sales with Thomas & Co
because of its diverse product line and international scope.

I would welcome the opportunity to meet with you and can be reached at 234 567
134 from noon to five daily. I will be in New York next week and will call you on
May 20 to discuss the possibility of an interview.

Sincerely,
John Grisham
John Grisham

3. PosramyiiTe 4YacTHHH TOJAHOr0 HHKYe HiJI0BOro HAOKyMmMeHTy (a-1) y
HeoOXiaHiM mocJigoBHocTi (1-12) 3a cxemo10.

a) We enclose Account Sales for the 1
past month and will credit you with

the amount shown, on receipt of

your confirmation of our figures. 2

You will see that our sales of
the special line ordered in our cable
of 3™ February are disappointing,
and we must say that we cannot
accept any responsibility for this.

Our telegram called for URGENT
treatment of the order and we had
reckoned on getting the goods
within 3 weeks. Actually, 5 weeks
went by before the goods arrived
and this let our competitors in and
lost a wonderful opportunity of
getting exceptional prices.

N SN £

b) 6™ May 1999

¢) 15 Maple Street
Montpelier, 9
Vermont, 10
USA

11
d) Dear Sirs, 12




g)

h)

»

K)

)

4.

Peter Brown
I’m looking forward to hearing from you.
Peter Brown
Competition from the East is growing, and apart from lower prices, some of
these firms are able to offer quick deliveries. It will therefore be necessary to
give us your very best attention if you wish to retain a hold on this market.
Yours faithfully,
Purchasing Manager
Sales Manager,
Thomas & Co,
25 Ashley St.,
Cornwall,
United Kingdom
On enquiry we found that the goods were not shipped until 3 weeks after the

date of our telegram. If they had been routed via Southampton instead of London
much valuable time would have been saved.

Hanuumits JucT-3anuT BiANMoBiAHO 10 HaxaHoI iHdopmairii.

You wish to spend a holiday abroad (decide where). Write a request letter of about
100 words to a travel agency (World Tour, 2520 Visita Avenue, Olympia, WA
98501) requesting the necessary information. Ask about:

— duration of a tour

— accommodations

— tour cost

— nightlife activities
— additional activities



5. aiiTe BiAmoBiAb HA JUCT-CKAPIry BIANOBIIHO 10 HAIaHOI iH(opMaii.

You received the following letter:

Beta Projects Company
New Hampshire

gt November, 2009

Mr. Daniel Olsen
Manager-Customer Care
Alpha Products

New Jersey

Dear Mr. Olsen,
This is with reference to the Alpha Product we purchased from you on 3™ November,
vide receipt number ABC 1234. 1 am sorry to inform you that the product is

unserviceable and does not match up to the required standards.

[ am sure this is a rare mistake on your part, so I request you to kindly take immediate
action and send us a suitable replacement within the next two days.

I am enclosing a copy of the receipt to help you speed up the process of replacement.
Sincerely,

Thomas Brown

Thomas Brown

Manager

Encl: Copy of Receipt

Write an answer in about 100 words.
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710 BUBYEHHS JUCLMIUIIHA Ta BUKOHAHHS
KOHTPOJIbHUX POOIT IJIsl CTYIEHTIB 5 KypCy
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3204YHOI Ta CKOPOUEHO1 (hOPM HABUAHHS

VYknanaui: JLIO. lllanpan
JILI. Kynuys
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