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1. 3araabHa indopmanis npo BUKJIAAa4iB

MIb: AnnpisHoBa I'anuna Iropisaa

IIb: Iynera Ipuna MukonaiBHa

IMocana: nouent kadeapu 706 iHO3eMHUX MOB
HaykoBwuii cTymiHb: KaHAWOAT NENATOTITHUX HAYK
Buene 3BaHHA: TOLIEHT

[epenix nuctmIntiy, SKi BUKIagae: «lHo3eMHa MOBay,
«IHO3eMHa MOBa 3a IPOeCiHHUM CIIPSIMYBaHHIM,
«HaykoBi iHIIIOMOBHI KOMYHiKalii», «Scientific
foreign language»

HanpsiMn HayKOBHX OCIIIKEHb: «3BOPOTHIH 3B’ 30K
SIK METOJT aKTHBi3aIlii Ta iHTeHCU(DIKALIT HABYAITEHOT
JUSUTHHOCTI B CHUCTEMi KOMIIETCHTHICHO OPIEHTOBAHOT
IHILIOMOBHOI OCBITH.

KonrakrtHa iHpopmaris: i.shulga@khai.edu

MIb: Yybykina Onpra BomogumupisHa

[ocana: motent kadeapu 706 iHOZEMHIX MOB
HaykoBwuii cTymiHb: KaHAUAAT (QLIONOTIYHUX HAYK
Buene 3BaHHA: TOLIEHT

[epenix muctmInIiH, SKi BUKIagae: «[Ho3eMHa MOBay,
«IHO3eMHa MOBa 3a IPOECiHHUM CIIPSIMYBaHHIM),
«CyuacHe IIJIOBE CIIJIKYBaHHS IHO3EMHOIO MOBOIOY,
«HaykoBi iHIIIOMOBHI KOMYHiKalii», «Scientific
foreign language»

HanpsiMu HayKOBHX JOCIIIKEHb: «3BOPOTHIH 3B’ 30K
SIK METOJT aKTHBi3amii Ta iHTeHCH(iKaLlii HaBYAIEHOT
JISUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPi€HTOBAHOT
IHIITOMOBHO{ OCBIiTHY

KonrakTHa inpopmaris: o.chubukina@khai.edu

[Mocana: crapmii Buknanauy xadenpu 706 iHozeMHUX
MOB

HaykoBuii cTyminb: HeMae

BueHe 3BaHHs: HeMae

Iepenik muCUMILIIH, sSKi BUKIaga€e: «IHO3eMHa MOBay,
«JlimoBa iHO3eMHa MOBa», «|[HO3eMHa MOBa 3a
npodeciiHuM cripsMyBaHHIMY, «Scientific foreign
language»

HanpsiMn HayKOBHX OCIIIKEHb: «3BOPOTHIH 3B 30K
SIK METOJT aKTHBi3alii Ta iHTeHCH(DIKaLlii HABYATEHOT
JUSUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPIEHTOBAHOT
IHIIIOMOBHOT OCBITH»

KonrakTHa indopmaris: g.andriianova@khai.edu



[11b:babakosa Jlapuca MuxaiiniBHa

IMocana: crapiuii Buknagauy kadenpu 706 iHozeMHUX
MOB

HaykoBwuii cTymiHb: HEMae

Buene 3BaHHA: HEMae

[epenix nuctmIntiy, SKi BUKIagae: «lHo3eMHa MOBay,
«JlinoBa iHO3eMHA MOBay, «[HO3eMHa MOBa 3a
npocdeciiiHuM cripsMyBaHHIMY, «Scientific foreign
language»

HanpsiMn HayKOBHX JOCIIIKEHb: «3BOPOTHIH 3B’ 30K
SIK METOJT aKTHBI3aIlii Ta iHTeHCU(DIKALIT HABYAITEHOT
JUSUTHHOCTI B CHUCTEMi KOMIIETCHTHICHO OPIEHTOBAHOT
IHIIIOMOBHO{ OCBITHY.

KonrakrtHa indopmaris: 1.babakova@khai.edu

IIb: 3ro6anosa Haramnist bopucisra

[Mocana: crapmmii Buknanauy kadenpu 706 iHozeMHUX
MOB

HaykoBuii ctymninb: Hemae

BueHe 3BaHHs: HEMae

[epenik nucunmuiiy, siki Bukiaanae: «lHo3eMHa MOBay,
«JlinoBa iHO3eMHA MOBay, «[HO3eMHa MOBa 3a
npodeciiHnM cripsmyBaHHIMY, «Scientific foreign
language»

HanpsiMmu HayKOBHX TOCIIIKEHB: «3BOPOTHIHN 3B’ SI30K
SIK METOJT aKTHBi3amii Ta iHTeHCH(DiKallii HaBYAIEHOT
JSUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OPi€HTOBAHOT
IHIIIOMOBHOI OCBIiTHY.

KonrakTHa iHpopmanis: n.zjubanova@khai.edu

MIb: Kymnait Onbra IropiBaa

Iocana: acucrent kadeapu 706 iHO3EeMHHX MOB
HaykoBuii cTyminb: HeMae

Buene 3BanHs: HEMae

Iepenik mUCHMILTIH, sSKi BUKIaga€e: «IHO3eMHa MOBay,
«/linoBa iHO3eMHa MOBay, «[HO3eMHa MOBa 3a
npodeciiiHnM cpsIMyBaHHIM

HamnpsiMn HayKOBHX TOCIIIKEHb: «3BOPOTHIH 3B 30K
SIK METOJT aKTHBi3amii Ta iHTeHCH(iKallii HaBYAIbHOT
JUSUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPIEHTOBAHOT
IHIIIOMOBHOI OCBITHY.

KonrakTHa inpopmais: o.kudlai@khai.edu



MIb: Mipomanuenko ["anna BomoguvupisHa
[Mocana: crapmmii Buknanauy kadenpu 706 iHoZeMHUX
MOB

HaykoBwuii cTymiHe: HEMae

Buecne 3Banns: HEMae

[epenix mucumrntiy, SKi BUKIagae: «Haykosi
IHITOMOBHI KOMYHiKamii», «[Ho3eMHa MoBay, «/lioBa
iHO3eMHa MOBay, «[HO3eMHa MOBa 3a MpodecitHM
crpsiMmyBaHHSIMY, «Scientific foreign language»
HanpsiMn HayKOBHUX JTOCHIKEHb: «3BOPOTHi 3B’S130K
SIK METOJT aKTHBi3aIlii Ta iHTeHCU(DIKALIT HABYAITEHOT
JUSUTHHOCTI B CHUCTEMi KOMIIETCHTHICHO OPIEHTOBAHOT
1HIIIOMOBHOI OCBITH.

KonrakTHa iHpopMaris:

amiroshnychenko@khai.edu

I11b: Hosunpka Onena JleoHimiBHa

[ocana: crapmmii BuKiTagad xadenpu 706 iHO3eMHUX
MOB

HaykoBuii ctymninb: Hemae

Buene 3BaHHs: HeMae

[epenik nucunmiiy, ski Buknanae: «Haykosi
iHIIIOMOBHI KOMYHiKaIlii», «IHo3emHa MOBay, «JlinmoBa
iHO3eMHa MOBay, «[HO3eMHa MOBa 3a MpogecitHIM
crpsiMyBaHHSIMY, «Scientific foreign language»
HamnpsiMn HayKOBHX OCHIKEHb: «3BOPOTHiH 3B 530K
SIK METOJT aKTHBi3amii Ta iHTeHcH(iKalii HaBYaIbHOT
JISUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPi€HTOBAHOT
IHIIIOMOBHOT OCBITHY.

KonrakTHa inpopmanis: o.novytska@khai.edu

IIb: Cxopa Haranist AHaTosiiBHa

[Mocana: crapmii Buknanauy xadenpu 706 iHO3eMHUX
MOB

HaykoBuii cTyminb: HeMae

BueHe 3BaHHs: HeMae

Iepenix nucumInIiH, sSKi Bukiagae: «Haykosi
IHITOMOBHI KOMYHiKaiii», «[Ho3eMHa MOBay, «JliioBa
iHO3eMHa MOBa», «[HO3eMHa MOBa 3a npodecitHnM
crnpsiMyBaHHsM», «Scientific foreign language»
HanpsiMn HayKOBHX TOCIHIIPKEHb: «3BOPOTHiH 3B 530K
SIK METOJT aKTHBi3alii Ta iHTeHCH(DIKaLlii HABYATEHOT
JUSUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPIEHTOBAHOT
IHIIOMOBHO{ OCBITH».

KonrakTHa inpopmanis: n.skora@khai.edu



MIb: Cronspuyk I'anna Bonoxumupisua

[ocana: mouent kadenpu 706 iHOZEMHIX MOB
HaykoBuii cTymiHb: KaHAUIAT EKOHOMIYHUX HAaYK
Buene 3BaHHS: TOIEHT

[lepenix nucunmuiiy, sKi BUKIanae: «[Ho3eMHa MOBay,
«JlinoBa iHO3eMHa MOBay, «|HO3eMHa MOBa 32
npocdeciiiHuM cripsmyBaHHIMY, «Scientific foreign
language»

HanpsiMn HayKOBHX JTOCHIIPKEHB: «3BOPOTHii 3B 130K
SIK METOJT aKTHBi3amii Ta iHTeHCH(iKaLlii HaBYAIbHOT
JSUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPi€HTOBAHOT
IHIIIOMOBHO{ OCBITHY.

KonrakrtHa iHdopmaris: a.stolyarchuk@khai.edu

[Ib: Toma3s Ipuna AnatouniiBHa

[Mocana: crapmmii Buknanau kadenpu 706 iHo3eMHUX
MOB

HaykoBuii cTymninb: Hemae

BueHe 3BaHHs: HEMae

[Mepenik nucunmiy, sKki BUKIagae: «[Ho3eMHa MOBay,
«JlimoBa iHO3eMHa MOBa», «|[HO3eMHa MOBa 3a
npodeciitnium cnpsmyBanHamy», «Scientific foreign
language»

HanpsiMmu HayKOBHX OCIIKECHD: «3BOPOTHIH 3B’ SI30K
SIK METO/JT aKTHBI3aIlii Ta iHTeHCHU(DIKALlT HABYAITLHOT
JUSUTHHOCTI B CUCTEMI KOMIIETEHTHICHO OPIEHTOBAHOT
IHIIOMOBHOT OCBITH.

KonrakTHa inpopmauis: i.tomaz@khai.edu

TII6: ®enorosa Onena MuxaiiBHa

[Mocana: crapmii Buknanauy xadenpu 706 iHO3eMHUX
MOB

HaykoBuii cTymninb: HeMae

Buene 3BaHHs: HEMae

Ieperik TUCHMILIIH, SKi BUKIaga€e: «IHO3eMHA MOBaY,
«JlinoBa iHO3eMHA MOBay, «[HO3eMHa MOBa 3a
npodeciiiHuM cripsMyBaHHIMY, «Scientific foreign
language»

HanpsiMn HayKOBHX TOCIHIIPKEHB: «3BOPOTHiH 3B 530K
SIK METOJT aKTHBi3alii Ta iHTeHCH(DIKALlii HABYAITEHOT
JUSUTEHOCTI B CHCTEMi KOMIIETEHTHICHO OpPIEHTOBAHOT
IHIIOMOBHOI OCBIiTHY.

KonrakTHa indopmanis: o.fedotova@khai.edu



2. Onuc HAaBYAJBLHOI AUCHHUILTIHA

dopma 3100yTTs OCBITH Jlenna
Cemectp 3,4
MoBa BUKIaJaHHS Anrmnilicpka

Tun auctuILIiHA

06086 ’sa3rx086a

OO0csTr TUCIUILIIHUA:
kpeautu €EKTC/ KiabKiCTh
TOJINH

oenna. 4 xpenutu €KTC / 120 (60 +60) romun
(aymuropHux mpaktuunux 64 (32 + 32); CP3 — 56 (28 +
28))

Buan naBuanbHO1
TISJTBHOCTI

[IpakTuyHi 3aHATTS, caMOCTiiiHa poboTa

Buan koHTpOIHO

[loTouHMIT KOHTpPOJIB, CEMECTPOBUI

KOHTPOJIb — 3aJIiK / 3aJ1iK

MOJAYJIBHUNA  KOHTPOJIb,

HpepeKBiB.I/ITI/I bazosi 3umanms  epamamuxu  aHeniucvKoi MO8U, MIHIMATLHULL
JIeKCUYHULL 3anac 011 8UCI08JIeHHS. 81ACHOT OYMKU

KopeKBiSI/ITI/I Ilepenix mem i mepminonocis, wo maloms Oymu 6UBYEHI,
Nn08 ’s13aHi 3 OCHOBHUMU OUCYUNTTHAMU

HOCTpeKBiBI/ITI/I OmpumarHs ~ma  3ACB0EHHA  3A2ANbHOOCEIMHLO20  JIEKCUKOA
epamamuyno2o  mamepiany — O 3a0e3neveHHs  3a2aJbHUX

KOMNnemeHmHocmeti ma Habymms  (daxoeux 3HAHb MA HABUYOK
801001HHSI THO3EMHOI0 MOB0I0, KeaNiikayiina poboma




3. MeTta Ta 3aB1aHHS HABYAJIBLHOI IUCIHUILIIHH, NepPeiki KOMIIEeTEeHTHOCTEH
TA OYiKyBAHUX Pe3yJIbTATIB HABYAHHSA

Meta: yInOCKOHAlIEHHsS 3arajlbHUX Ta MPOQPECIHHO OPIEHTOBAHWX KOMYHIKATHUBHUX
MOBJICHHEBUX KOMIIETEHTHOCTEH 3/100yBayiB OCBITH (JIHTBICTUYHOI, COLIOJIIHTBICTUYHOI Ta
MparMaTH4Ho1) 11 3a0e3medeHHs €(eKTUBHOTO CIIJIKYBaHHS B IPO(ECIHHOMY CepeIOBHIIII.

3aBIaHHs. OBOJIOJIHHS 0a30BMM TEPMIHOJOTIYHUM amapatoM, BMIHHSAMH BeCTH Oeciaw,
BUpQXaTHd JIYMKH, MPOBOIUTH [iaJIOTH, a TAKOX TNPAIIOBATH 3 I1HO3EMHHM TEKCTOM st
MIATOTOBKH MpPE3eHTAIlIl, pe3lOMe, TIJIOBUX JIUCTIB TOIIIO.

KommnereHnTHOCTI, sIKi HA0yBaKlOTHCS:

3azanvni komnemenmuocmi (3K):
IHicna 3axkinuenns uiei npozpamu 3000y8au oceimu 0yoe mamu:
31aTHICTh CHIKYBAaTUCh IHO3EMHOIO MOBOIO SIK YCHO, TaK 1 TUCBMOBO.
HaBuuku BukopucTaHHs iH(GOpPMAIIHHUX 1 KOMYHIKAaTUBHMX TEXHOJOTIM AJs peanizamii
npodeciiHOT AISTFHOCTI Ta MDKHAPOIHUX KOMYHIKaIIiH.
Ilpozpamnui pezyromamu naeuanusn (IIPH a6o PH):
3niiicHIOBaTH TOMIYK iH(OpMAaIlii, 30KpeMa MIKHApPOJIHOI, B PI3HUX JDKEpenax It
PO3B’s3aHHs TPO(ECITHUX 3aBIaHb.
BomomiT cydacHMMHM TEXHOJIOTisIMH oOpraHi3amii (axoBoi isJILHOCTI B Tally3i
MDKHApOJAHUX KOMYHIKAIIiil.



4. 3MicT HABYAJILHOI JUCHMILTIHA

PiBenn B1

Moayas 1.
3microBHmii Mmoayab 1. BUSINESS COMMUNICATION AND MEETINGS.

Tema 1. Telephoning (/linoBe crinkyBaHHs 110 TenedOHY)

— cmucia aHomayis —
Vocabulary: pp. 10-11;
Listening: p. 10-11 Post from a business blog, telephone conversation between a receptionist and
sales representative: True/False; completion tasks
Reading: p. 10-11: Business Blog Weekly: ordering tasks, completion tasks
Speaking: p. 11 Creation and acting the dialogues about business phone calls
Writing: p. 11 Writing Focus: creation a note for a client based on the dialogue
[Career Path Business English Book 2, pp.10-11]. BuBueHHs JISKCHKH IIOJI0 BEICHHS JUIOBUX
po3mMoB 1o Tenedony. [IpociyxoByBaHHSs, ApamMaTn3allis Ta CTBOPSHHS JIaJIOTIB 1010 CHTYaIlil
TeneOoHHUX PO3MOB 3 Oi3Hec-mapTHepamMu. UuTaHHS TEKCTy Oi3Hec-OJIOTy ¥ OmpalffoBaHHS
3aBJaHb JI0 HbOTO. HamucanHs MoBiIoMIICHHS 11010 niepeaadi iHdopmartii 3 1iJI0BOro J3BiHKA.

— camocmitina poboma 3000y8aua oceimu —

OmnparroBanust MaTepiaiy 3a temoro: “What is Documentation” [What is Documentation, pp.6-
10] . CxiiajaHHs CJIOBHHKA TEPMIiHIB 332 TEMOIO.

Tema 2. Emails (EnextpoHHi nucty)

— cmucia aHomayis —
Vocabulary: pp. 12-13;
Listening: p. 12-13 Tutorial on email: ordering tasks, checking tasks; completion tasks
Reading: pp. 12-13 Email for Beginners: a quick lesson: multiple choice tasks, checking tasks
Speaking: p. 13 Creation and acting the dialogues about questions in business email
correspondence
Writing: p. 13 Writing Focus: creation an email to employees.
[Career Path Business English Book 2, pp.12-13]. BuBueHHs JIeKCHKH OO JIUCTYBaHHS 3
nimoBuMu maptHepamu. [IpocimyxoByBaHHs, JApamaru3allii Ta CTBOPEHHS [iajioriB IIOJO
CUTYyaIlil EJICKTPOHHOTO JIUIOBOTO JIUCTYBaHHSA. YUWTaHHS TEKCTy MPO TMPOILEC CTBOPCHHS
€JIeKTPOHHOTO JiJI0BOTO JiMcTa. HamucaHnHs e1eKTPOHHOTO JIMCTa J0 CHiBPOOITHUKIB.

— camocmitina poboma 3000y8aua oceimu —

OmnparroBanHst mMatepiany 3a temoro: “Why Document” [What is Documentation, pp.11-12].
CxkraaHHs CJIOBHMKA TEPMIHIB 32 TEMOIO.

Tema 3. Letters (/linoBe mucTyBaHHs)

— cmucaa aHomaLﬂ'ﬂ —
Vocabulary: pp. 14-15;
Listening: p. 14-15 The excerpt from a manual: True/False; multiple choice tasks; completion
tasks
Reading: pp. 14-15 A Guide for the Modern Professional: True/False; multiple choice tasks;
completion tasks
Speaking: p. 15 Creation and acting the dialogues about business correspondence
Writing: p. 15 Writing Focus: creation a business |etter to a client.
[Career Path Business English Book 2, pp.14-15]. BuB4eHHs JEKCHKH IIOJ0 OCOOJIMBOCTEH
I10BOTrO HcTyBaHHS. [IpociiyxoByBaHHS, ApamMaTH3allisl Ta CTBOPEHHS A1aJIOT1B 1010 CUTYAaIil
I[iJ'IOBOl"O JINCTYBAaHHA. YuranHa TCKCTY IPpO 0COOJIMBOCTI Ta CTPYKTYPY ,Z[i.IIOBOPO JIUCTa.



HamucanHs 1iI0BOTO JMCTA KITIEHTY.

— camocmitina poboma 3000y8aya oceimu —
OmnparroBands Matepiany 3a temoro: “Who Documents” [What is Documentation, pp.13-14].
CkItajaHHs CIIOBHUKA TEPMiHIB 32 TEMOIO.

Tema 4. Faxes (/linoBe criikyBaHHS (akcom)

— cmucia aomayis —
Vocabulary: pp. 16-17;
Listening: p. 16-17 The poster telling how to send afax: True/False; completion tasks
Reading: pp. 16-17 How to Send a Fax: True/False; checking tasks, completion tasks
Speaking: p. 17 Creation and acting the dialogues about fax sending situations
Writing: p. 17 Writing Focus. creation an instruction that helps employees to avoid mistakes
with the fax machine.
[Career Path Business English Book 2, pp.16-17]. BuBuYeHHsS JEKCMKH WIOAO MAUJIOBOTO
crinkyBaHHs (akcom. [IpociyxoByBaHHs, ApaMaTH3allis Ta CTBOPSHHS J1aJIOTiB 010 CUTYyaIlii
3 JIIJIOBOTO CHiIKyBaHHA (pakcoM. UUTaHHS TEKCTY MpO Te, sIK NOTpiOHO BiANPaBISATH (axc.
Hanucanns iHcTpykuii, sika JOMOMOXKe MpaliBHUKaAM YHUKHYTH TOMMIIOK MiJ 4ac poOoTH 3
bakcom.

— camocmitina poboma 3000y8aya oceimu —

OmnparroBanHs Marepiaiy 3a Temoro: “What is a Document” [What is Documentation, pp.13-14] .
CkItajaHHs CIIOBHUKA TEPMiHIB 32 TEMOIO.

Tema 5. Types of meetings (Buau aiioBux 3yctpideil)
— cmucaa aHomayis —

Vocabulary: pp. 18-19;
Listening: p. 18-19 The extract from the manager’s planner; a phone cal between two co-
workers: True/False; checking tasks; multiple choice tasks; completion tasks
Reading: p. 18-19: Thursday 18th May: checking tasks; multiple choice tasks, completion tasks
Speaking: p. 19 Creation and acting the dialogues about changing the time of a meeting
Writing: p. 19 Writing Focus: creation a memo to your team to postpone a meeting based on the
dialogue
[Career Path Business English Book 2, pp.18-19] . BuBueHHSs J€KCUKHA CTOCOBHO BHIIB J1JIOBUX
3yctpiuedt. IIpociyxoByBaHHs, Apamaru3allis Ta CTBOPEHHS MIajioriB LIOJ0 3MIHM Yacy
3ycTpideil 3 Oi3Hec-apTHepamMu. UuTaHHS TEKCTy BUTATY 3 IIOJACHHUKA TJIAHYBaHHS UTOBHX
3ycTpiuel MeHepkepa I ompalfoBaHHsS 3aBJaHb 70 HbOro. HamumcaHHsS CTBOpEHHsS CIy»KOOBOi
3aMMCKH 111010 IEPEHECEHHS I1JIOBOT 3yCTpiul.

— camocmitina poboma 3000y8aua oceimu —

OmpairoBanust Matepiany 3a temoro: “Where to Get Information” [What is Documentation,
pp.16-17] . CxiagaHHs CIIOBHHKA TEPMiHIB 38 TEMOIO.

Tema 6. Meeting etiquette (ETuxer nijoBux 3ycTpiveii)

— cmucaa aHOI’I’lCluiﬂ —
Vocabulary: pp. 20-21;
Listening: p. 20-21 The blog from a business website; a conversation between an employee and
amanager: True/False; multiple choice tasks; completion tasks
Reading: pp. 20-21 Meeting Etiquette — Be polite, be productive! : multiple choice tasks,
completion tasks
Speaking: p. 21 Creation and acting the dialogues about ideas of the better meetings framework
Writing: p. 21 Writing Focus: creation a new meeting etiquette guidelines.
[Career Path Business English Book 2, pp.20-21]. BuBueHHS JIEKCHUKHU MIOJI0 €THKETY JIJIOBUX
3yCTpiqu71. HpOCJ’IyXOBYBaHHH, npaMaTmauiﬂ Ta CTBOPCHHA IIiaJ'IOPiB moao yAOCKOHAJICHHSA



oprasizariii AUTOBUX 3ycTpiuel. UUTaHHS TEKCTY MPO OCOOJUBOCTI €TUKETY JUIOBUX 3YCTPIUCH.
Hanucanust HOBUX MPaBUJI €TUKETY JIJIOBUX 3yCTpidei.

— camocmitina poboma 3000y8aua oceimu —
OmnpairoBanHs  Matepiany 3a Ttemoro: “How to Conduct Documentation” [What is
Documentation, pp.17-18] . CkinaganHs CIOBHHKA TEPMIHIB 3@ TEMOIO.

Tema 7. Making a presentation at a meeting (OdopmiienHs npe3eHTarii 11 Hapaan)

— cmucaa aHomayis —
Vocabulary: pp. 22-23;
Listening: p. 22-23 The memo about an upcoming presentation: True/False; multiple choice
tasks; completion tasks; checking tasks
Reading: pp. 22-23 The memo about an upcoming presentation: True/False; multiple choice
tasks; completion tasks
Speaking: p. 23 Creation and acting the dialogues about help colleague in preparing the
presentation
Writing: p. 23 Writing Focus: creation notes on your presentation.
[Career Path Business English Book 2, pp.22-23]. BuB4eHHs JEKCHKH IIOJ0 OCOOIMBOCTEM
NPOBE/ICHHS IMpe3eHTaliil Ha auToBii Hapani. [IpocmyxoByBaHHS, ApamarTh3allis Ta CTBOPEHHS
JaNoriB 1010 JOMOMOTH KOJe31 3 MiITOTOBKU Mpe3eHTarii. UNTaHHA TEeKCTY MaM'ATKH IpO
MaiiOyTHIO TIpe3eHTalliio. HanrcanHs HOTaTOK 1010 CTBOPEHHSI BalIOi Pe3eHTAIli].

— camocmitina poboma 3000y8aua oceimu —

OmnparroBanHs Matepiany 3a Temoro: “Determining What to Collect and How” [What is
Documentation, pp.18-19] . CknaganHs CIOBHHKA TEPMIHIB 3@ TEMOIO.

Tema 8. Time management (IlnanyBaHHs Yacy IiJIOBOI 3yCTpidi)

— cmucaa aHomayis —
Vocabulary: pp. 24-25;
Listening: p. 24-25 The brochure advertising a seminar: True/False; ordering tasks; checking
tasks; completion tasks
Reading: pp. 24-25 Business timekeeping: ordering; matching tasks; checking tasks
Speaking: p. 25 Creation and acting the dialogues about providing advice on time management
for a business meeting
Writing: p. 25 Writing Focus: creation notes about improving your seminar
[Career Path Business English Book 2, pp.24-25]. BuBueHHS JEKCUKHU MO0 IUIAHYBAHHS Yacy
ninoBoi 3yctpiui. IlpocimyxoByBaHHS, JpaMaTH3allisi Ta CTBOPEHHS MiajioriB LIOJ0 IMOpaja 3
YIPaBJIiHHSA YacOM JIIJIOBUX 3ycTpiued. UuTaHHS TEKCTy IpO peKjamy CeMiHapy 3 YHpaBIiHHS
4acoM JUIOBHX 3ycTpiueil. HamucanHs HOTaTOK 1100 MOKPAIEHHsI BAalllOro ceMiHapy.

— camocmitina poboma 3000ysaya oceimu —
OmnparroBanHs Matepiany 3a temoro: “Acquiring Event Information” [What is Documentation,
pp.20-21] . CkiagaHHs CIIOBHUKA TEPMiHIB 32 TEMOIO.

MoayabHui KOHTPOJb. Monynb 1 (KOHTposibHA po0OoTa)

3microBHuii Mmoayab 2. COMMUNICATION AND DOCUMENTATION REGARDING
PERSONNEL MATTERS.



Tema 9. Optimal Staffing (OntumansHe KagpoBe 3a0€3MeUCHHS)

— cmucia anomayis —
Vocabulary: pp. 4-5;
Listening: p. 4-5 Email, a conversation between an HR representative and a manager:
True/False; completion tasks
Reading: p. 4-5: Email: ordering tasks, completion tasks
Speaking: p. 5 Creation and acting the dialogues about a staffing study, the results of the staffing
study, resolving staffing problems
Writing: p. 5 Writing Focus: filling out a staffing report based on the dialogue
[Career Path HR Book 2, pp.4-5]. BuBueHHs Jsekcukd moa0 (HOpMyBaHHS KaJpOBOIO
3abe3neueHHs. [IpocimyxoByBaHHs, JApamaru3allis Ta CTBOPCHHS JIialoOriB IPO  KajpoBe
JOCIIJIKEHHS, PEe3yIbTaTH KaJpOBOrO JOCIIKEHHS, BUPIMIEHHS KaJpOBUX MpoOieM. YnTaHHA
TEKCTY EJIEKTPOHHOI'O JINCTAa MEHEKepa MO KajapaM ¥ ONpalfoBaHHS 3aBlaHb JI0 HBOTO.
Hanwucanns 3BiTy npo mindip nepcoHaty Ha OCHOBI JTiajory.

— camocmitina poboma 3000y8aua oceimu —

OmnparroBanHs Matepiany 3a Temoro: “Acquiring Materials” [ What is Documentation, pp.22-23] .
CkJ1a1aHHs CIIOBHUKA TEPMIHIB 32 TEMOIO.

Tema 10. Technology (Indopmariiiina cuctemMa ypaBIiHHS IEPCOHATIOM)

— cmucaa aHomayis —
Vocabulary: pp. 6-7;
Listening: p. 6-7 The advertisement about a leader in HR Management Software, a conversation
between an HR representative and a manager: ordering tasks, checking tasks, completion tasks
Reading: pp. 6-7 A Leader in HR Management Software: multiple choice tasks, checking tasks
Speaking: p. 7 Creation and acting the dialogues about workload, purchasing an HRIS program,
the benefits of an HRIS program
Writing: p. 7 Writing Focus: filling out the list of product features.
[Career Path HR Book 2, pp.6-7]. BuBueHHS JCKCHKH MO0 iH(GOPMAIIHHOT CHUCTEMHU
yrpaiiHHs nepcoHanioM. [IpocmyxoByBaHHs, ApamMaTH3allis Ta CTBOPEHHS A1aJIOTiB PO podoue
HaBaHTaxeHHs, npuadanHs nporpamu HRIS, nepesaru nporpamu HRIS. Uuranus tekcty mpo
pexiamy iHpopmaniitHoi cuctemun HRIS. HanucanHs nepeniky XapakTepUCTHK MPOTPaMHOTO
npoxaykry HRIS.

— camocmitina poboma 3000ysaya oceimu —

OmnparroBanHs Marepiany 3a Temoro: “Organizing Event Information” [What is Documentation,
pp.23-26] . CkiiagaHHs CIIOBHUKA TEPMiHIB 33 TEMOIO.

Tema 11. Handbooks (loBiauuku 1is mepcoHaty)
— cmucaa aHomayis —

Vocabulary: pp. 8-9;
Listening: p. 89 Memo for personnel, a conversation between an HR manager and an
employee: True/False; multiple choice tasks; completion tasks
Reading: pp. 89 A Memo for personnel: True/False; multiple choice tasks, completion tasks
Speaking: p. 9 Creation and acting the dialogues about an employee handbook, company
policies and guidelines , their questions about the policies
Writing: p. 9 Writing Focus: creation alist of policies.
[Career Path HR Book 2, pp.8-9]. BuBucHHS JI€KCHKH MO0 CTBOPEHHS JOBIAHUKIB ISt
nepcoHany. HpOCJ’IyXOByBaHHH, ;[paMaTmauiﬁ Ta CTBOPCHHA ,Z[iaJ'IOFiB 1npo ,Z[OBi,[[HI/IK 11
CHIBPOOITHUKIB, MOJITUKY Ta pEKOMEHJAlll KOMIIaHii, 3aluTaHHS CHIBPOOITHUKIB IIOJ0
HOJITUKH. UUTaHHS TEKCTY PO OCOOJIMBOCTI CTBOPEHHS JOBIIHMKA JUIs epcoHany. Hanmucanus
nepesiky MpaBuil Js IepCOHATy KOMITaHIi.

— camocmitina poboma 3000y8aua oceimu —



OmnparroBanHs MaTepiany 3a Temoro: “Organizing Materials” [What is Documentation, pp.27-
34]. CxnagaHHs CJIOBHUKA TEPMiHIB 32 TEMOIO.

Tema 12. Contracts (Konrpaktu)

— cmucia aomayis —
Vocabulary: pp. 10-11;
Listening: p. 10-11 An email to Human Resources Representative, a conversation between an
HR manager and a candidate: True/False; completion tasks
Reading: pp. 10-11 An email to Human Resources Representative: True/False; checking tasks;
completion tasks
Speaking: p. 11 Creation and acting the dialogues about a contract offer, completion the
contract, questions about the fine print
Writing: p. 11 Writing Focus: creation a Contract Instructions.
[Career Path HR Book 2, pp.10-11]. BuBueHHs JeKcHKH LI0AO0 (OPMYBaHHS KOHTPAKTY.
[IpocnyxoByBaHHs, Apamaru3allis Ta CTBOPEHHS [IajioTiB MPO IPOIO3UINI0 KOHTPAKTY,
3alOBHEHHS KOHTPAKTy, MUTaHHA MIOAO ApiOHOTO MWpHQTy. UUTaHHA TEKCTY HpPO Te, SK
noTpiOHO opopMIIITH KOHTPAKT. HamucanHs iHCTPYyKIiT 3 0pOPMIICHHS] KOHTPAKTY.

— camocmitina poboma 3000y8aua oceimu —

OmnparroBanHst MaTepiany 3a Temoro: “Providing User Services” [ What is Documentation, pp.35-
37]. CknazaHHs CIOBHUKA TEPMIHIB 32 TEMOIO.

Tema 13. Officeroutines (OdicHi moeHHi CripaBn)
— cmucaa aHomauiﬂ —

Vocabulary: pp. 4-5;
Listening: p. 4-5 The advertisement for a secretary, a conversation between a worker at an
employment agency and a job applicant: True/False; completion tasks
Reading: pp. 4-5 The advertisement for a secretary: True/False; checking tasks, completion
tasks
Speaking: p. 5 Creation and acting the dialogues about ajob interview
Writing: p. 5 Writing Focus: creation a Resume (CV).
[Career Path Secretarial Book 2, pp.4-5]. BuBueHHs JEKCHKH IIOAO IOJAaHHS 3asBKH Ha
BakaHcito. [IpociayxoByBaHHs, ApaMaTu3allis Ta CTBOPEHHsS JlaloriB mpo cmiBOeciay. Uutanus
TCKCTY CJICKTPOHHOI'O JIMCTa IMOAO OTOJOHMICHHSA IIPO BaKaHCIIO CCKpeTaps 7| OmpanOBaHHA
3aBJaHb 10 HbBOTO. Hanmcanns pE3rOME.

— camocmitina poboma 3000ysaya oceimu —
OmnparroBanHs MaTepiany 3a Temoro: “Tools and techniques used in the documentation of human
rights events” [A Tool for Documenting Human Rights Violations, pp.21-27]. Ckiamgauss
CJIIOBHHKA TEPMIHIB 32 TEMOIO.

Tema 14. Writing invitation (Hamucanus 3anpoiiieHHs Ha IEBHUAHN 3axi)
— cmucaa aHomayis —
Vocabulary: pp. 8-9;
Listening: p. 8-9 The blog entry, a conversation between a business owner and a secretary:
True/False; completion tasks
Reading: pp. 8-9 The blog entry: True/False; checking tasks; completion tasks
Speaking: p. 9 Creation and acting the dialogues about preparation of invitations for a product
launch
Writing: p. 9 Writing Focus: creation an invitation.
[Career Path Secretarial Book 2, pp.8-9]. BuBueHHS JEKCHKH 00 3alpPOIIECHHS Ha IITOBUI
3axia. IIpociayxoByBaHHs, IpaMaTH3allisl Ta CTBOPEHHS /1ajIOriB MPO MiJIrOTOBKY 3alpolleHb Ha



Mpe3eHTAlllI0 TPOAYKTY. UuTaHHS TEKCTY MPO MOPau 100 CTBOPEHHs 3ampolieHb. Hanncanus
3aMpoIeHHs Ha IITOBHUH 3aXif.

— camocmitina poboma 3000y8aua oceimu —
Ha ocnosi eusuenozo mamepiany 3a memamu 1-14 niocomysamu 0onosiob ma npezenmayiro Ha
memy: «llonamms ma ponv ookymenmayii 6 Oizneci». [lonogiov mae exnouamu 25-40 peuenw.
Ilpeszenmayia mae micmumu 12 cnaiois.

MoayabHui KOHTPOJIb. Monyinb 2 (KOHTpoJIbHA po0oTa)

Monayas 2.

3microBHuii moayas 3. COMMUNICATIONS AND DOCUMENTATION OF
PRODUCT TRANSACTIONS AND BUSINESS TRAVEL.

Tema 15. Product details (Indopmartist mpo mpoayKIliro)

— cmucaa aHOmaL;iﬂ —
Vocabulary: pp. 4-5;
Listening: p. 5 Press release from a mobile phone store, conversation between two employees:
True/False; checking items, completion tasks
Reading: p. 4. Omega Electronics comes out with Galaxy: True/False, matching tasks,
completion tasks
Speaking: p. 5 Creating and acting the dialogue about changing a press rel ease
Writing: p. 5 Writing Focus: creation a new press release for a product launch based the dialogue
[Career Path Business English Book 2, pp.4-5]. BuBueHHs JeKCcUKH 111010 onucy iH(opmarrii
npo meBHUW Bun mpoxykuii. IIpocmyxoByBaHHS, Apamaru3allisi Ta CTBOPEHHS IiaJioTiB MpPO
KaJpoBe JOCIIJKCHHS, pe3yJbTaTh KaApOBOTO JOCIIIKEHHs, BUPIMICHHS KaIpOBUX MPOOIEeM.
YuTaHHS TEKCTYy Mpec-pelni3y BiJl Mara3uHy MoOiTbHUX TenedoHIB i OmpalfoBaHHS 3aBAaHb 10
HBOT0. HammcanHst HOBOTO Iipec-pertizy mpo 3anycK Y BUPOOHHUIITBO MTPOTYKIIIL.

— camocmitina poboma 3000y8aya oceimu —

OmparmroBanHsi Marepiany 3a Temor: “ Monitoring and documenting: some basic concepts”
[A Tool for Documenting Human Rights Violations, pp.5-8] . CkiaganHs cIOBHHKa TEPMiHIB 3a
TEMOIO.

Tema 16.  Selling products (ITpogaxi mpoayKiii)

— cmucaa aHOI’I’lCluiﬂ —
Vocabulary: pp. 6-7;
Listening: p. 6-7 The web page for a shoe store, a conversation between a telephone sales
representative and a customer: ordering tasks, checking tasks; completion tasks
Reading: pp. 6-7 The web page for a shoe store: multiple choice tasks, checking tasks
Speaking: p. 7 Creation and acting the dialogues about ordering products with a description of
all the necessary information.
Writing: p. 7 Writing Focus: creation a page in a catalogue for a company.
[Career Path Business English Book 2, pp.6-7]. BuBueHHs JIEKCHKH 1IOJI0 TPOJIAXKY MPOAYKILIL.
[IpocmyxoByBaHHs, IpamMaTH3allisi Ta CTBOPEHHS [1ajOTiB MPO 3aMOBJICHHS TOBapiB 3 OMHUCOM
yciei HeoOxinHoi iH(popmanii. YuTaHHs BeO-CTOpIHKM A Marasuny B3yTTa. OdopmieHHs
CTOPIHKH B KaTaJl031 KOMITaHii.

— camocmitina poboma 3000y8aua oceimu —
OmnpamroBanHs marepiany 3a Temoro: < Organizing the Event Information” [A Tool for
Documenting Human Rights Violations, pp.10-12] . CkiiagasHsi CJIOBHUKA TEPMiHIB 32 TEMOIO.



Tema 17. Negotiations (ITeperosopu)

—cmucaa anomauiﬂ —
Vocabulary: pp. 26-27;
Listening: p. 26-27 The article in the business magazine, a conversation between two
employees: True/False; multiple choice tasks, completion tasks
Reading: pp. 26-27 Tips for Better Negotiations: True/False; multiple choice tasks; completion
tasks
Speaking: p. 27 Creation and acting the dialogues about dealing problems with a negotiation
Writing: p. 27 Writing Focus: creation an advice for a co-worker who is leading a negotiation for
thefirst time.
[Career Path Business English Book 2, pp.26-27]. BuBueHHS JCKCHKH MO0 BEICHHS
neperoBopiB. llpociyxoByBaHHs, Japamarw3allii Ta CTBOPEHHS [IaJOTiB TIPO BHUPIIMICHHS
npoOjeM IMiJi 4Yac meperoBopiB. UWTaHHS TEKCTy MPO TOpaad 3 BEICHHS IEPErOBOPIB.
Hanvcanns nopan a1 KoJjiery, sSskuid BIeplle BeJe IIEPErOBOPH.

— camocmitina poboma 3000y8aua oceimu —

OnmnpairoBanHs Marepiaiy 3a Temoro: “ Additional Information” [A Tool for Documenting Human
Rights Violations, pp.13-20] . CkiiaganHs CJIOBHHKA TEPMiHIB 32 TEMOIO.

Tema 18. Customer Service (O6cnyroByBaHHs KIIi€HTIB)
— cmucaa aHomayis —

Vocabulary: pp. 28-29;
Listening: p. 28-29 The extract from an employee manual, a conversation between a hotel
manager and an employee: True/False; completion tasks
Reading: pp. 28-29 Employee Manual: True/False; checking tasks; compl etion tasks
Speaking: p. 29 Creation and acting the dialogues about manager’s reaction to customer
feedback
Writing: p. 29 Writing Focus: creation an employee profile for the company newsletter.
[Career Path Business English Book 2, pp.28-29]. Vocabulary; Listening, Reading, Writing.
BuBueHHs Jiekcuku 100 omepanid 3 oOciyroByBaHHS Kii€HTIB. IIpociyxoByBaHHS,
JpaMaTru3allisi Ta CTBOPEHHs JIaJIoTiB PO pEakiil0 KepiBHUKA Ha BIATYK KilleHTa. UWTaHHA
TEKCTY KEpiBHMIITBA 3 0OCIyroByBaHHS Kii€HTIB. OdopMieHHs nmpodinto criBpoOITHUKA JUIS
PO3CUITKA KOMIIaHii.

— camocmitina poboma 3000ysaya oceimu —
OmnpariroBanHs MaTepiany 3a temoro: “ The events Micro-Thesauri” [A Tool for Documenting
Human Rights Violations, pp.42-49] . CknanaHHs CIOBHHKA TEPMiHIB 38 TEMOIO.

Tema 19. Making travel arrangements (Oprasxizaitist AiJI0BUX TOAOPOKEHA)

— cmucaa aHomayis —
Vocabulary: pp. 30-31;
Listening: p. 5 The email message from atravel agency, a conversation between a travel agent
and a businessman: True/False; checking items, compl etion tasks
Reading: p. 4: The email message from atravel agency: True/False, matching tasks, completion
tasks
Speaking: p. 5 Creating and acting the dialogue about business trip expenses
Writing: p. 5 Writing Focus. creation a an email to a client explaining the reservations you have
made based the dialogue
[Career Path Business English Book 2, pp.30-31]. BuBucHHS JIEKCHKH IIOJ0 OpraHi3arii
nnoBux nopopoxeil. [IpociyxoByBaHHS, [paMaru3ailisi Ta CTBOPEHHS A1aJIOTiB PO BUTPATH HA
TIOBY MOAOPOK. UNTaHHS TEKCTY €JIEKTPOHHOTO MOBIJOMIIEHHS BiJl TYPUCTUYHOTO areHTCTBA.
HamucanHsi enekTpoHHOTO JIMCTa KIIIEHTY 3 TMOSCHEHHSM 3pOOJIEHHMX pe3epBarliil aist Oi3Hec
MOI0POXKI.

— camocmitina poboma 3000ysaya oceimu —



OmnparroBanHs Marepiany 3a temoro: “ Completing and using the events standard formats” [A
Tool for Documenting Human Rights Violations, pp.50-56]. CkinananHs CIOBHUKA TEPMiHIB 3a
TEMOIO.

Tema 20. Travel necessities (HeoOximHi pedi 1uist JiUTOBUX HOJOPOXKEIA)

— cmucaa aHomayis —
Vocabulary: pp. 32-33;
Listening: p. 32-33 Extract from a travel guide, a conversation between a businessman and his
personal assistant: ordering tasks, checking tasks; completion tasks
Reading: pp. 32-33 Extract from atravel guide: multiple choice tasks, checking tasks
Speaking: p. 33 Creation and acting the dialogues about items, which you have or need for the
business trip.
Writing: p. 33 Writing Focus: creation alist of items your boss needs for atrip.
[Career Path Business English Book 2, pp.32-33] . BuBueHHs JIeKCHKH LIO0 MaTepialibHOI 0a3u
nonopoxeit. IlpocimyxoByBaHHS, Ipamaru3allisi Ta CTBOPEHHS MiajioTiB MPO MIATOTOBKY YyCiX
HEOOX1MHUX Il Oi3HeC MOoJOopoXKi peyeil. UuWTaHHS YpUBKY 3 TYPUCTUYHOIO ITYTIBHHUKA.
CkJtaganHs CIMCKY peueit, HeoOXiTHUX KePIBHUKY JJIsl Oi3HEC MOA0POXKIi.

— camocmitina poboma 3000y8aua oceimu —

OmnpamroBanHs Marepiany 3a temor: < Completing and using the events standard formats”
[ Adapting the events standard formats, pp.75-79] . CkiiaganHs cJIOBHHKA TEPMiHIB 32 TEMOIO.

Tema 21. Booking a hotel room (bponroBanHs HOMEpa B rOTEi)

— cmucaa aHomayis —
Vocabulary: pp. 12-13;
Listening: p. 12-13 An email about a hotel reservation, a conversation between a personal
assistant and a hotel clerk: True/False; multiple choice tasks; completion tasks
Reading: pp. 12-13 An email about a hotel reservation: True/False; multiple choice tasks,
completion tasks
Speaking: p. 13 Creation and acting the dialogues about making a hotel reservation for your
employer
Writing: p. 13 Writing Focus: filling out the reservation booking
[Career Path Secretarial Book 2, pp.12-13] . BuBueHHs JeKCHKHU MO0 OPOHIOBAHHS HOMEPIB Y
roreni. IlpocnyxoByBaHHS, ApaMaTu3allis Ta CTBOPEHHs A1aJIOTIB MPO pPE3EpBallll0 HOMEPY B
roteni. YUTaHHS TEKCTY €JIeKTPOHHOTO JIMCTa PO pe3epBalio HoMmepy B roreni. OpopmiieHHs
pe3epBailii HoMepy B TOTETI.

— camocmitina poboma 3000ysaya oceimu —

OmnpamroBanHst Martepiany 3a Temor: < Completing and using the events standard formats”
[Formats to Cover What Happened — The Event, Act, pp.86-114]. CknamaHHs CIOBHHKA
TEPMIHIB 32 TEMOIO.

Tema 22. Travel preparations (ITiaxroroBka /10 Gi3HEC MOTOPOKEH)
— cmucaa aHOI’I’lCluiﬂ —
Vocabulary: pp. 14-15;
Listening: p. 14-15 Email from personal assistant to her boss, a conversation between a flight
passenger and an airline employee: True/False; completion tasks
Reading: pp. 14-15 Email from persona assistant to her boss: True/False; checking tasks;
completion tasks
Speaking: p. 15 Creation and acting the dialogues about check-in at the airport
Writing: p. 15 Writing Focus: filling out the boarding pass.
[Career Path Secretarial Book 2, pp.14-15]. BuBueHHS JIEKCHKH IIOAO IIATOTOBKH Oi3HEC
nogopokeid. IIpociayxoByBaHHs, apamaTu3allisi Ta CTBOPEHHS MIaJOTiB TPO PpEECTpalliio B



aeporiopty. UWTaHHS TEKCTy €JIEKTPOHHOTO JIUCTa TEPCOHAIBHOI ACHCTEHTKH 1O KEpiBHHUKA.
OdopmieHHS TOCAAKOBOTO TaJTOHA Ha JIITaK.

— camocmitina poboma 3000y8aua oceimu —
ompalloBaHHs Marepiany 3a temoro: “ Completing and using the events standard formats”
[Additional Details and Chain of Events Formats, pp.115-134] . CkiagaHHs CIIOBHHKA TEPMiHIB
3a TEMOIO.

MoayabHuii KOHTPOJb. Moy 3 (KOHTpOIbHA poOO0Ta)

3microBHuii  moayns 4. COMMUNICATION AND DOCUMENTATION OF
TRANSACTIONSWITH EMPLOYEES

Tema 23. Payroll (3apo6iTHa miara)

— cmucaa aHomayis —
Vocabulary: pp. 14-15;
Listening: p. 15 Payroll FAQs, a conversation between a new employee and an HR
representative: True/False; checking items, compl etion tasks
Reading: p. 14: Payroll FAQs: True/False, matching tasks, completion tasks
Speaking: p. 15 Creating and acting the dialogue about first paycheck
Writing: p. 15 Writing Focus. creation the email response about first paycheck based the
dialogue.
[Career Path HR Book 2, pp.14-15]. BuBueHHsI JIEKCHKH MO0 PO3PAXYHKIB 3 OIUIATH MpAIli.
[TpocmyxoByBaHHSI, ApaMaTH3allis Ta CTBOPEHHS JIIAJIOTiB PO HepIry 3apo0iTHy tuiaty. YuTaHHs
TEKCTy MPO HaluacTill MUTAaHHA MO0 3apoO0iTHOI miatu. HamucaHHs eNeKTpOHHOro JUCTa-
BIJIMOBI/Ii I10/T0 OTPHUMAHHS TEPIIOi 3apo0iTHOI TUIATH MPAILiBHUKOM.

— camocmitina poboma 3000y8aua oceimu —

OmnpamroBanHs Marepiainy 3a temor: “ The Context of Personnel Records Management”
[Managing Personnel Records, pp.5-28] . CkinaganHs CI0OBHHKA TEPMIHIB 3@ TEMOIO.

Tema 24. Employee Retention (3uHmkeHHS MIMHHOCTI KapiB)
— cmucaa aHomayis —
Vocabulary: pp. 20-21;
Listening: p. 20-21 The Importance of Keeping Employees, a conversation between a telephone
sales representative and a customer: ordering tasks, checking tasks; completion tasks
Reading: pp. 20-21 The Importance of Keeping Employees: multiple choice tasks, checking
tasks
Speaking: p. 21 Creation and acting the dialogues about reducing employee turnover.

Writing: p. 21 Writing Focus: creation a plan to improve employee satisfaction
[Career Path HR Book 2, pp.20-21]. BuBueHHs JIEKCHKH OO0 CHTYaIlifi IMHHOCTI KaJapiB.
[IpocmyxoByBaHHs, IpamMaTu3allisi Ta CTBOPEHHS [IajioriB MPO 3aXOJU MO0 3MEHIIEHHS
IUIMHHOCTI  KajpiB. YuTaHHS BEO-CTOPIHKM MPO BAXIMBICTh YTPUMAHHS IPAalliBHUKIB.
Hanwucanns miany 3axo/iB 3 MiABUIIEHHS 33J0BOJICHOCTI IPAIiBHUKIB pOOOTOIO B KOMITaHI1.

— camocmitina poboma 3000ysaya oceimu —
OmnparroBanHs MaTepiaiy 3a Temoro: “ Personnel Management Business Processes and Records”
[Managing Personnel Records, pp.29-73]. CxiamaHHs CIIOBHUKA TEPMIHIB 32 TEMOIO.

Tema 25. Training and Development (HaBuanHs Ta po3BUTOK)
— cmucia apomayis —
Vocabulary: pp. 22-23;
Listening: p. 22-23 The article in the business magazine, a conversation between two HR



representatives: True/False; multiple choice tasks; completion tasks
Reading: pp. 22-23 Training and Development Options. True/False; multiple choice tasks,
completion tasks
Speaking: p. 23 Creation and acting the dialogues about trainings
Writing: p. 23 Writing Focus. creation a list of upcoming professional development
opportunities for the company newsl etter
[Career Path HR Book 2, pp.22-23]. BuBueHHS JI€KCHKH IIOJ0 HAaBYaHHS Ta DPO3BUTKY
nepcoHary kommadii. [TpociyxoByBaHHs, IpamMaTu3allis Ta CTBOPEHHS JIaJioTiB PO TPEHIHTH 3
npoQeciiftHOTO PO3BUTKY MepcoHaTy. UHTaHHS TEKCTY PO CrocoOW HaBYaHHs Ta MpogeciitHoro
PO3BHUTKY mepcoHaity. Hamucanus nepeniky MaiOyTHIX MOXKIMBOCTEH MPOQECIHHOTO PO3BUTKY
JU1s 1H(OpMaIitHOTO OFOJIETeHS KOMIIaHii.

— camocmitina poboma 3000y8aya oceimu —
OmnpairoBanHs mMarepiaiay 3a Temoro: “ The Nature of Personal Files” [Managing Personnel
Records, pp.74-85] . CxiiaganHs CJIOBHHKA TEPMIHIB 332 TEMOIO.

Tema 26. Alternative Work Arrangements (AnbrepHaTuBHI YMOBH ITpalli)

— cmucia anomayis —
Vocabulary: pp. 28-29;
Listening: p. 28-29 The email, a conversation between a board member and an HR
representative: True/False; completion tasks
Reading: pp. 28-29 The email: True/False; checking tasks, completion tasks
Speaking: p. 29 Creation and acting the dialogues about alternative work arrangements
Writing: p. 29 Writing Focus: creation athe list of rules for telecommuting employees
[Career Path HR Book 2, pp.28-29]. BuBueHHS JIEKCUKHU 100 aJbTEPHATHBHUX YMOB IIpalli.
[IpocnyxoByBaHHs, ApamaTH3allis Ta CTBOPEHHS JiajioriB IMpO ajdbTepHATHBHI YMOBHU IIpalli.
UnTaHHS TEKCTY TMPOIMO3UIi KEpiBHUITBA KOMIIAHII MPO aJbTEPHATUBHI YMOBH TIparli.
Hanucanns nepeniky mpaBui Jyist CIIiBPOOITHUKIB, SIKI IPALIOIOTH TUCTAHIIITHO KOMIIaHIi.

— camocmitina poboma 3000y8aua oceimu —

OnpaiioBanHs Martepiany 3a Temoro: “ Managing Personnel Records in a Manual Form”
[Managing Personnel Records, pp.86-104] . CkiiafgaHHs CIIOBHHKA TEPMiHIB 32 TEMOIO.

Tema 27. Dismissal (3BinbHEHHS 3 poOOTH)
— cmucaa aHOH’lCluiﬂ —
Vocabulary: pp. 30-31,;
Listening: p. 31 The incident report, a conversation between two HR representatives:
True/False; checking items, completion tasks
Reading: p. 30: Theincident Report: True/False, matching tasks, completion tasks
Speaking: p. 31 Creating and acting the dialogue about the employee’s rule violations
Writing: p. 31 Writing Focus: creation the official written warning

[Career Path HR Book 2, pp.30-31]. BuBueHHSs JIEKCHKH I[0JI0 CUTYaIliii 3BiIIbHEHHS 3 pOOOTH.
[TpocinyxoByBaHHs, ApamMaTH3allis Ta CTBOPEHHS JIaJlIOriB PO MOPYUIEHHS pOOITHUKOM IpPaBUII
Ta yMOB Ipaui. YuTaHHS TEKCTy Ipo 3BIT Npo IHIUAEHT y KommaHii. Hanucanus odiuiiiHoro
MUCHMOBOTO TTOTIEPEKEHHS TIPAIliBHUKY.
— camocmitina poboma 3000ysaya oceimu —
OmnparroBanHs Marepiany 3a temoro: “ Managing Personnel Records in a Manual Form”
[Managing Personnel Records in a Mixed Paper/Electronic Environment, pp.105-126].
CxragaHHs CJIOBHHKA TEPMIHIB 32 TEMOIO.

Tema 28. Layoffs (CkopoueHHs mrary)
— cmucaa aHomayis —

Vocabulary: pp. 32-33;



Listening: p. 32-33 The newspaper article, a conversation between an HR manager and an
employee: ordering tasks, checking tasks, completion tasks

Reading: pp. 32-33 Layoffs continue at Global Manufacturing, Inc.: multiple choice tasks,
checking tasks

Speaking: p. 33 Creation and acting the dialogues about staff reductions.

Writing: p. 33 Writing Focus: creation the layoff notice
[Career Path HR Book 2, pp.32-33]. BuBucHHS JIEKCHKH MO0 CHTYyallili CKOPOYEHHS IITATy
kommanii. [IpociyxoByBaHHs, ApamaTn3ailis Ta CTBOPEHHS MIAJOTiB MPO CHUTYyalii CKOPOUYCHHS
mITaTy KoMmasii. YnTaHHs Ta3eTHOI CTATTi MPO CKOPOYEHHS MITATy B MDKHAPOJIHUX KOMITAHISX.
Hanucanns moBiqoMIIeHHS IPO CKOPOYEHHS MpalliBHHUKA.

— camocmitina poboma 3000y8aua oceimu —
Ha ocnosi susuenoeo mamepiany 3a memamu 15-28 niocomysamu 0onogiob ma npezenmayito Ha
memy: «Buou ma ¢yukyionanbne npusnauenns 0inosoi Odoxkymenmayiiy. /[onogiob mae
sxatouamu 25-40 peuens. Ilpezenmayia mae micmumu 12 cnaiois.

MopayabHuii KOHTPOJIb. Moaynb 4 (KOHTpoOJIbHA pOOOTA)

IlincymkoBmii TecT (KOHTpPOJIbHA poOOTA)

S. InguBigyanbHi 3aBIaHHS

He nepenbaueHi.
6. MeToau HABYaAHHSA

[IpoTsiroMm mpoOBeAEHHS NPAKTUYHUX 3aHATH, I1HIUBIAYaIbHUX KOHCYJNbTAIiil (mpu
HEOOXIZTHOCTI), BHKJIaJa4di BUKOPUCTOBYIOTh T'paMAaTUYHO-TIEPEKIIAHUNA,  KOTHITUBHUM,
CUTYaTUBHUN Ta KOMYHIKaTUBHUN METOJU.

7. MeToau KOHTPOJIIO

KoHTponb piBHA 3HaHb 3/100yBauiB OCBITH BKJIIOYa€E (OPMH MOTOYHOTO, MOIYIBHOIO

KOHTPOJIIO Ta CEMECTPOBOTO KOHTPOJIIO Y BUTJISI/IL 3aJTIKY.
[Torounuil KoHTpoOJb 3 AMCUUILTIHU «JliJ1OBa 1HO3€MHAa MOBa» 3AIMCHIOETHCS NpoTirom 3-4
CEMECTpY 1 BKIIIOYa€ B ce0e KOHTPOJIb PO3BUTKY BCIX HaBUYOK, MepeniueHux y cunadyci (popmu
KOHTPOJIIO PO3BUTKY NIEBHOI HABMUKU MOXYTh BapilOBATUCS B 3aJISKHOCTI BiJl TEMaTUKH Ta PiBHS
Tpymn).

B Xxoai ayaMTopHUX 3aHATH CHCTEMaTHYHO IEPEBIPSAIOTHCS JIOMAIIHI 3aBIaHHS 1

OLIHIOIOTHCS YCHI BUCTYIH: MOHOJIOTIYHI, J1aJOri4Hi, po00oTa B rpynax 1 y4yacTb B JAMCKYCIfX.
OO0cHr 3aB1aHb BU3HAYAETHCS BUKJIA1aueM, B 3aJI€KHOCTI BiJl PIBHS TPYITH.
3amik B KIHII 3 ceMecTpy HpPOBOAUTHCA IO IMOTOYHIN YCHIIIHOCTI 3 ypaxyBaHHSM TECTIB,
MMCHbMOBOTO MOAYJIBHOIO KOHTPOJIIO, 10 IPOBOAMIIUCS IPOTITOM CEMECTPY.
4 cemecTp 3aBEepIIYETHCS 3aJIIKOM IO MOTOYHIN YCHIIIHOCTI 3 YpaxyBaHHSIM TECTIB, TUCHMOBOIO
MOJYJABHOTO KOHTPOJIFO, IO MPOBOAMIMCS NPOTATOM ceMecTpy albo 3a pe3ylbTaTamu
MiJICYMKOBOT KOHTPOJIbHOI pOOOTH, sIKa BKJIIOYAE€ HACTYIHI OJIOKM: ay/iIOBaHHS, YWUTAHHA,
JIEKCUKO-TpaMaTHU4Hi 3aBJJaHHS, TOBOPIHHS.

8. Kpurepii ouiHioBaHHsI Ta po3nmo/ija 6aJiB,
SIKi OTPUMYIOTH 3100yBayi OCBITH

Tabmus 8.1 — Po3nosin OaniB, sIKi OTPUMYIOTh 3/100yBadi OCBITH

Ckna1oBi HaBYAJIbHOT banu 3a onHe 3aHaTT | KiIbKiCTh 3aHATH Cymapna
poboTu (3aBHaHHS) (3aBHaHb) KUIBKICTH OaiB




Monayas 1

3MicToBHMI MOayJIb 1

AKTHBHICTb Mij yac 0...0.5 8 0..4
ayJIMTOPHOI POOOTH
Hianoriune MosieHus (abo 0...5 2 0...10
JIOTIOBIAb) 32 TEMATUKOK
FOHITIB, SIKi BUBYAIOTELCS
Moy nbHUN KOHTPOIIh 0...25 1 0...25
3MicTOBHUIH MOAYJIb 2
AKTHBHICTb Mij yac 0...0.5 6 0...3
ayJIMTOPHOI POOOTH
Iiamoriune MoBneHns (abo 0...5 2 0...10
JIOTIOBII) 32  TEMAaTHUKOIO
FOHITIB, SIKi BABYAIOTHCS
CknamanHs mpeseHTamii (12 0...5 1 0...5
cnaiini, 25-40 peueHb) 3a
TEMOIO 3 CAaMOCTIIfHOT poOOTH
Mony/IbHUH KOHTPOIIb 0...25 1 0...25
Cepenne apupMeTHIHE R A 14 4-9-14
yCiX OIIIHOK B JXKypHali 3a
ceMecTp
Ycboro 3a cemectp 0...100
MoayJs 2
3micTOBHUIT MOaYyIb 3
AKTHUBHICTb ITijg yac 0...05 8 0...4
ayJIUTOPHOT pOOOTH
Hianoriune MoBneHHs (a6o 0...5 2 0...10
JIOTIOBib) 33  TEMAaTHKOIO
FOHITIB, SIKi BABYAIOTHCS
Mony/IbHAH KOHTPOIIb 0...25 1 0...25
3micToBHUIT MOayJIb 4
AKTUBHICTB mix yac 0..05 6 0..3
ayUTOPHOT POOOTH
Iiamoriune MosneHHs (abo 0...5 3 0...15
JIOTIOBiJIb) 3@  TEMAaTHKOIO
FOHITIB, SIKI BUBYAIOTHCS
CxnamanHs npesenTamii (12 0...5 1 0...5
cmaiimiB, 25-40 pedeHp) 3a
TEMOIO 3 CAMOCTIHOT poOOTH
Mony/IbHUH KOHTPOIIb 0...25 1 0...25
Cepenne apudmerndHe ycix e ALY/ LT 14 4-9-14
OIIIHOK B JKypHAJIi 3a ceMecTp
Ycboro 3a cemectp 0...100

CemecTpoBuli KOHTPOJb (3aik) TIPOBOJIUTHCA Y pa3l BIAMOBH 3/700yBada OCBITH BiJ
0aiB MiJICyMKOBOTO KOHTPOJIIO M 3a HAsABHOCTI AOMYCKY 10 3aniky. Ilin dYac ckiagaHHs

CEMECTPOBOTO 3a1iKy 3100yBad OCBITH Ma€ MOXKJIMBICTh oTpuMatu Makcumym 100 Gais.

Biner (Tect) pansa 3aniky Oa3zyeTbcsi Ha Temax, 1m0 OynM mnepeadaueHi BUMOTaMHU
cunalycy. bimer ckimamaerbes 3 4-X KiIodoBHX po3nimie: Listening (aymiroBanus), Reading

(untanns), Vocabulary (siekcuka), Writing (mucemo).

[lepmmm 3aBmaHHSAM €  aymaiFOBaHHS.

MATAHHS [I0I0 3MICTY MPOCTYXaHOTO TEKCTY.

3n00yBayaM OCBITHM HEOOXIAHO MPOCIyXaTH
ABTEHTUYHUH TEKCT Ta BKA3aTH, YU € MOJaHI HWKY€ TBEP/PKEHHS BIPHMMHU a0O BIANOBICTH Ha




Hanpuxnan,
Task 1. Listening (10 6aJiB)

A. Listen to the text and decide if these statements are True or False

abrwbdE

VY 2-my 3aBmaHHi 3m00yBadaM OCBITH HEOOXiJHO MPOYUTATH TEKCT Ta BIAMOBICTH HAa MUTAHHA
II0/I0 3MICTY MPOYMUTAHOTO a00 00paTh NMpPaBUILHY BiJNOBib HA KOKHE 3 5 MUTaHb, a00 BKa3aTH, YU €
MOJIaH1 TBEPKEHHS BIpHUMHU.

Hampuknan,

Task 2. Reading (10 6aiB)

B. Read the text and answer the following questions
6.
7.
8.
0.
10.
3aBmaHHs JEKCHKO - TPAMAaTHYHOTO po3aiuTy, MyHKTH 11 - 50, MOXXyTh OyTH MpeacTaBlieHi Pi3HOO
KipKicTI0. Hanpuknan, y mynkrax 11 — 20 3100yBaui OCBiTH MOBHHHI 00paTé HaJIECKHY TpaMaTHYHY
¢dopmy miecmona.
Task 3. Vocabulary (20 6aJiB)
C. Match the words or phrases (1-10) with the definitions (A-K).
11. We've always used \ been using this type of computer

12.
13.
14.
20.
[Tynktn 21 — 40 € 3aBgaHHAM MHOXHHHOTO BHOOpY: 37100yBadaM OCBITH HEOOXiIHO 3allOBHUTH
MPOIYCKH B PEUCHHI BIIMIOBIAHUM CJIIOBOM, BapiaHTH CJIiB MOAaHI HUKYE.
D.  Complete the sentences with the correct answer (40 6a.iB)
21. It can be very difficult for some people to have a break from digital
a) productivity b) communication C) organization
22.
40.

VY nynkrax 41 — 50 3100yBaui 0CBiTH NOBWHHI MiZiOpaTH MPaBUIbHI PO3IITH JTOKYMEHTY, B SIKUX
MaroTh OyTH BKa3aHi HaBeJCHI (pasu.

Hanpuxknaz,
E. Match the following words with the correct headings (20 6aiB)
41. “Thank you for your time” a) ending
50.  “Could I speak to ...? b) asking for someone

KopucryBarucs 10oBiikoBUM MaTepianoM 3a00pOHSETHCS.
TepMiH BUKOHAHHS! KOHTPOJIbHOT poO0TH — 60 XBHIIUH.
[Tig yac ckiagaHHs CEMECTPOBOTO 3asik)/ 37100yBad OCBITH MAa€ MOXIMBICTb OTPUMATH
makcumyM 100 Oanis.



Ta6mums 8.2 — Po3noain 6aniB, sSiki OTpUMYIOTh 3100yBadi OCBITH 3a BUKOHAHHS KYpCOBOI

pPOOOTH (ITPOEKTY)

ITosicHIOBanBbHA LmrocTpatuBHa
3axuct pobotu Cyma
3ammcKa YacTHUHA
L 0... 0... 0... 100
He nepenb6aueni.
Tabmuus 8.3 — IlIkanu oiHOBaHHS: OaibHA 1 TpaauIliiiHa
} O1iHKa 3a TPAAUIIIHHOIO IIKAJIOK0
CymMma GamiB S :
JludbepeHniiamii 3amiK 3anik
90 - 100 Bigmiano
75-89 Hobpe 3apaxoBaHO
60-74 3a10B1JIBHO
0-59 HeszanoBinbHO He 3apaxoBaHo

Kpumepii ouinrosannsa pobomu 3000ysaua oceimu npomsazom cemecmpy

3anoBinbHo (60-74). [Toka3atu MiHIMyM 3HaHb Ta yMiHb. BUKOHaTH HEOOXiAHUN OOCST

3aBAaHb I OTPUMaHHS KUTBKOCTI 0ajIiB, IO BIAMOBIIA€ OIIHIII «3a0BIIBHOY .

Speaking Reading Writing Listening Grammar
Bucnosmntoerbes Pozymie e bararo Pozymie numre
MIPUMITHBHO 6a30By i7ct0 opdorpadiyEuX Ta | AEAKi OKpeMi BuxopucToBye
Kopucryetbcs KOHTCHTY, HaBIiTbh rpaMaTHYHAX Jeraii, He Simple tenses and
00MEKEHUM a/IaliTOBAHOT'O JI0 HOMUJIOK nigkmrovaroun X 10 | Present Continuous,
CIIOBapHUM piBHS LUTICHOTO 3MiCTy aie poouThH
3armacom He BMie giTkO [Ipomyckae 6arato | HOMHJIKH B TOPSAKY

Pobuth rpamaTHyHi
MIOMUJIKHA B MOBI
Mosxe BUKOpUCTATH
HenpaBWIbHUN
TIOPSI/IOK CIIiB

BwMie B3aemoniatu
Ha MPOCTOMY DiBHI,
AKIIO
CHIBPO3MOBHHUK
TOBOPHTH MOBIJIBHO
1 9iTKO Ta TOTOBUI
MpUATH HA
JIOTIOMOT'Y.

BIAIIOBICTH Ha
3alMTaHHs PO
3MicT
MaTepiary,sKui
MIPOYHTaB

Jierajel yepes
NPOTAIMHU B
CIIOBHUKOBOMY
3araci

He Braerncs
BIJIIIOBICTH HA
OLIBIIICTE 3alIUTaHb
Ha OCHOBI
OTPHMAaHOTO
Mmartepiary

ciiB abo
BiJIOBITHOMY
JIOTIOMI>KHOMY

bi g alohi (0): 31

Pobutes moMmiku
TIpH CKJIaJaHHI
MMUTAFHUX PEYCHBb

3Hae neski
MOJIaJIbHI J1€CI0BA,
ajie BUKOPUCTOBYE
1X 3 IOMHJIKaAMU

Posymie singular-
plural-uncountable
nouns, ae Moxe
HEIPaBHIbHO
BHUKOPHCTOBYBATH 3
HUMH apTUKII Ta
JiecioBa




Joope (75-89). Trepao 3HATH MiHIMYM,

BIJITIOBI/IA€ OIIHII «I00pe».

BukoHatn 2 MKP 3 ominkowo «mzobpe» abo
«BIIMIHHO». BuKoHaTH HEOOXimHUI OoOCAT 3aBHaHb NI OTPUMAHHS KUIBKOCTI OaiiB, IO

Speaking Reading Writing Listening Grammar
3naTHUi Posywmie mxepena, He mae Po3ywmie Oinburicts | 3Hae i
CHIJIKYBaTHCS Ha aJlanToBaHi 10 opdorpadigaux a/IaliTOBaHUX ay/li0 | BUKOPHUCTOBYE

OLIBIIICTD TEM,
MOJKE ITOYATH,
MiATPAMATH i
3aKIHIUTH
HecKJIagHy Oecimy.
Bwino Bucnosmoe
IYMKY Ha TeMY
PI3HMX CTHIIIB
JKUTTS 1
CYOKYNBTYD,
MIXKKYJIBTYPHUX
BiAMIHHOCTEH, a
TaKOX PO3MOBJISIE
PO KIIMaTHYIHI
3MIHHM Ta SBHILA
TIPUPOIH, TIPO
MO>KJINBI TEHAEHIT
Ta HAIIPSIMKH B
MaiiOyTHEOMY.
Bwmie
IHTEpIIpeTyBaTH
3HAYCHHS TICBHUX
dpas,
BHUCJIOBJIFOBATH
CHIBUYTTS.
BuxopucroBye
JIOCTaTHBO
BUPAa3HHX 3aC00iB,
3HAXOJIUTh
CHHOHIMH,
BUKOPHUCTOBYE
Jesiki ppazosi
JiecioBa Ta
MAPSIHI PeYCHHS
Bwmie o6xoautu
He3HaloMi MoJieni
0e3 3HaYHOI BTpaTH
CeHCy

PIBHS, HABITH SIKIIO
€ HEe3HaKWoMI CJI0Ba

Pozymie nerani Ta
BUKOPHUCTOBYE 1X Y
00roBOpEHHI

VwMmie migsectu
MiACYMKH
KOHTEHTY,IIIO
MIPOYUTAB

IIOMHMJIOK, a JIUIIIE
KIJTBKa
rpamMaTHYHUX
IIOMHJIOK

BuxopucrtoBye
JesIKi 3B'A3yBaNIbHI
CJIOBa Ta BUpa3H

Bwmie uyitko
nepeaBaTu CBOi
JYMKH

Ta BiZico MaTepialiB

Moxe 3po3ymiTh
3MiCT Ipu
HasIBHOCTI K1JIbKOX
He3HAHOMUX CIIiB

He mpomyckae
JKOJTHOT BasKJIMBO1
iHdopmaii, ane
MOJXKE BTPATUTH
a0o 3a0yTu oHy
a0o 1Bl MeHIII
3HAYYII JeTai

OLIBIIICTD YaciB, K
AKTHUBHHX, TaK 1
[MaCUBHUX, ajle
Perfect Continuous
MOKE€ MICTHTH
IIOMHMJIKH

Tepynmiii Ta
iH}IHITHB
BHUKOPHUCTOBYE
HEJIOCTaTHBLO

Bwmie
BUKOPUCTOBYBATH
OLIBLIICTH
MOJAJIbHUX IECIIB
Ta HEMpPsIMy MOBY

Poszymie pi3HHAIIO
MiX YMOBHHMH
pedeHHsAMH 1-TO Ta
2-ro THIy 1
BUKOPHUCTOBYE iX
HpaBHIBHO

NB! BigminHOCTI:
VHHKaE TOMHIIOK,
BHOHpArOun
CTIPOIIICHI, alle BCE
11e MpaBUIbHI
mabJIo0Hu

Sxmo poOuTh
MOMUJIKY, 4acTO
MOJKE€ CaMOCTIMHO
BUIIPABUTH

NB! ImtocTpaTuBHi
MOJIEi:

Perfect tenses,
should vs have to,
1% and 2™
conditionals, perfect
tenses including
passives

Bigminno (90 - 100). [ToBHO 3HAaTH OCHOBHIW Ta JOJATKOBHI Marepiai. 3HATH yCi TEMH.
31aTu BCi KOHTPOJIbHI TOUKH 3 OLIIHKOIO «BIIMIHHOY. JIOCKOHAIEHO 3HATH BC1 TE€MHU, AOJATKOBUI
Marepiai Ta yMITH 3aCTOCOBYBATH iX.

Speaking Reading Writing Listening Grammar
31aTHUNR Po3zymie He mae Po3zymie 3micT 3Hac 1
CIIJIKYBaTHCS HeaJanToBaHi opdorpadidHnx Ta | HeaJANTOBAHUX BHKOPHCTOBYE BCi
NPaKTHYHO 3 OyAb- | JpKepesa, HaBiTh rpaMaTHYHHUX ayzio Ta BiZieo YacH, sIK aKTHBHI,
SIKOI TEMH AKIIO € He3HAHOMI IIOMUJIOK MaTepiaiB, HaBiTh 3 | Tak i MacUBHI

cioBa AKIEHTaMHU




Buxopucrosye
Ppi3HI eKCrIpecuBHi
3aco0H, 1TIOMH,
(pazosi gieciosa,
CHHOHIMH, CKJIaHI
pEYeHHS 3

AP THUMEI
PEUYCHHAMHA

Pozymie abo
BiZIYYBa€ Pi3HULIIO
MIXK CJIOBAMH, 1[0
HaJIeKaTh J10 PI3HUX
CTHJIIB, BiJI CIICHTY
JI0 KHHYKKOBHUX
Bwie 3 nerkictio
TOPKaTHCh
a0CTPaKTHUX TEM,
ONMCYBaTH CBOL
BiUYTTS, €MOIIi1,
Hazil Ta IUIaHU.
JIOKJTaHO TIUTHCH
CBOIMU
BpaXEHHSIMH 1
KUTTEBUM
JIOCBIJIOM,
MOBIOMJISITH TOUHY
iHpopmamir. Bectn
Oeciny, 9iTKO
(hopmymroBaTH
IYMKH, BUCTIOBHTH
BIIACHY TOYKY
30Dy, MiATPIMATH
JTUCKYCIIO 13
CIIBPO3MOBHUKOM

3BepTae yBary Ha
Jeraii ta
3anam'siToBye
JeTani Juis
MOJIATIBIIOTO
00TOBOpEHHS
Moske migBecTn
M ACYMKH
MIPOYUTAHOTO
Marepiaiy Ta JaTtu
JIOT14YHI CYJPKEHHS

BuxopucroBye
MIPABUIBHO

OB’ A3YI0UH CJIOBA
Ta BUpa3u

Bwmie giTko 1
KOpPOTKO
mepenaBaTy ifmei,
0e3 BIIXUIIEHHS BiJ
3MicTy

Moxe 3pobutu
00TpyHTOBaHE
MPUMYIICHHS, SKIIO
JIesIKi CJIOBA HE
Oynu B34Ti 10
yBaru

He nmpomnyckae
HISIKUX BaJKJIMBHUX 1
3HAYYIIHUX JICTANICH

IIpaBunsHO
BHUKOPHCTOBYE
repyHnuii i
iH}IHITHB

Buie
BHKOPHCTOBYBATH
Bci hopmMu
MOJAJILHUX IECIIB

Buxopucropye
MPAaBUIBHO
HETpsIMY MOBY Ta
BOY/IOBaHI ITUTAHHS

Po3ywmie pi3Huio
MDXK TppOMa
YMOBHHMH
¢dbopmamu Ta
BUKOPHUCTOBYE iX
MPaBHJIEHO

NB! ImocTtparusHi
MOJIEIII:

Perfect Continuous
tenses, should have
done, modal
deduction, 3
conditional, perfect
and continuous
passives

Ha ocHOBI

HaOpaHux OaJiB, YCHIIIHICTh 3700yBadiB OCBITM B CEMECTpPl BHU3HAYAETHCS

HACTYITHUMHU OLIIHKaMH: 3apax0BaHoO, HE 3apaXxOBaHO.

- «3apaxoBaHo» - Big 60 10 100 - TeopeTHYHMI 3MICT KypCy 3aCBO€HO, NPOTAINHU HE
HOCSITh ICTOTHOTO XapakTepy, HEOOX1H1 MPaKTU4YHI HABUYKH POOOTH 3 OCBOEHHM MaTepiajioM B
OCHOBHOMY C()OpPMOBaHi, OUIBLIICTh MeperdaueHNX MPOrpaMor0 HaBUYaHHS HAaBYAJIbHHUX 3aB/IaHb

BUKOHAHO, I[Cf[Ki 3 BUKOHaHUX 3aBJ1aHb, MOXJINBO, MICTSITh TIOMUJIKH.

- «HE 3apaxoBaHO» - 59 1 MeHIIe 6alliB - TEOPETUYHUHN 3MICT KypCy HE 3aCBOE€HO, HEOOX1IHi
IPAKTUYHI HAaBUYKU pOOOTH HE CcPOpMOBaHI, BUKOHAHI HaBUajbHI 3aBJaHHS MICTATh IpyOl
IOMMWJIKH, JIOJJaTKOBa CaMOCTiiHa poOoTa HajJ MaTepialoM Kypcy He NMpHU3BeAe 10 CYTTEBOTO

HiI[BI/IHIeHHSI SIKOCT1 BUKOHAHHS HaBYAJILHUX 3aBJ1aHb.

banu, mo xapakTepu3yroTh YCHIIIHICTH 3100yBavya OCBITH 3 JUCIHILTIHU, HAOUPAIOTHCS M
MPOTATOM YChOTO TEpioy HABYAHHS 32 BUBUYCHHS OKPEMHX TEM 1 BUKOHAHHS OKPEMHX BUJIIB

pOOIT.

9. ITosiTUKA HABYAJIBHOTO KYPCY

e CepeloBUIIE B ayIUTOPIi € APYKHIM, TBOPYUM, BITKPUTHM JI0 KOHCTPYKTUBHOI

KPHUTHKHU.

e BinBigyBaHHs

HapaxOBYHOTbHCA

3aHATH
Oanu.

000OB’SI3KOBHM  KOMITOHECHTOM  OI[IHFOBaHHS,
3a 00’€KTUBHMX MpPUYUH (HAIpPUKIAL,

XBOpOOa,

3a  sKe
MDKHapOHE



CTa)XyBaHHS) HABYAHHS MOXKE BiOYBAaTHCh B JHCTAHIIMHOMY PEXHUMI 3a TOTOHKCHHSIM 13
KEepIBHUKOM KypCy Ta MPE3eHTYBaTH BUKOHAHI 3aBJaHHS I1iJ] Yac KOHCYJbTAIlil BUK/Iaaua.

e CamocriifHa po0oTa BKJIIOYa€ B ceOe TEOPETUUHE BUBUCHHS MMUTAHb, 1110 CTOCYIOThCS TEM
MPaKTUYHUX 3aHATh, SIKI HE BBIWIIUIM B TEOPETUYHUHN Kypc, a00 X OyJIM pO3TISHYTI KOPOTKO, iX
norubeHa mpopoOKa 3a peKOMEHI0BAHOIO JIITEPaTypOro, a TAKOK BUKOHAHHS 3aBJIaHb 3 METOIO
3aKpIIJICHHS TEOPETUYHOIO MaTepiany.

¢ Yci 3aBaaHHs, niependadeHi nporpaMor0, MaroTh OyTH BUKOHAHI y BCTAHOBJIGHUI TEPMiH.

e 3100yBau OCBITH, SIKHH CIII3HUBCS, BBAXA€TbCS TaKUM, IO IPOMYCTUB 3aHSITTA 3
HEMOBAXHOI NMPUYMHM 3 BUCTaBiIeHHsAM ( OaniB 3a 3aHATTA, 1 PU LBOMY Mae€ MpaBo OyTH
IPUCYTHIM Ha 3aHATTI.

e 3a BUKOpPHCTaHHS TelePOHIB 1 KOMIT'IOTEpHUX 3aco0iB 0e3 J03BOJIy BHKIIaJauya,
MOPYIIEHHST JTUCHUILUTIHA 3700yBad OCBiTH OTpuMye 3a 3aHATTs 0 OamiB 1 3000B’s3aHUi
BIJIITPALIIOBATH TAaKe 3aHSTTS.

e JlikBimamiss 3a00proBaHoCTi BiIOYBa€ThCS MPOTATOM | THIKHA MICHsT BCTAHOBJICHOTO
tepMminy. [lpu ipoMy ominka 3HnKyeThes Ha 10 %.

e 31100yBayl BUIIOi OCBITH MAIOTh MPABO CKJIACTH 3alliKk aBTOMAaTUYHO, Y BUMIAJKY, SKIIO
BIIPOJIOBXK ceMecTpy Taki 3100yBaui Habpamu 90-100 Gaumis.

e [Ilin uac poOoTu Hax 3aBOAaHHSAMH HE [OMYCTHUMO TOPYUICHHS aKaJeMi4HOi
TO0OpPOYECHOCTI: IPU BUKOPHUCTAaHHI [HTepHET pecypciB Ta 1HIIUX JpKepesd iHopmarllii 3700yBay
OCBITH TIOBHHEH BKa3aTH JHKEPEJI0, BAKOPUCTAHE ITiJ1 YaC BUKOHAHHS 3aB/IaHHS.

e [lin yac BUBYEHHS HAaBYAJIHHOI AUCLUMUIUIIHY 37100yBayi OCBITH MalOTh JOTPUMYBATUCS
3araJibHOTIPHMHATUX MOPAITBHO-C€TUYHUX HOPM 1 TIPaBWJI TIOBEAIHKH, BHUMOT aKaJeMidHOI
no0OpoyecHoCTi, nependaueHux [lonoxeHHsIM mpo akageMmiuHy noOpouecHicTs HaimioHanbHOTO
AePOKOCMIYHOTO YHIBEPCHTETY «XapKiBCHKUIA aBlamiiHui THCTHTYT»
(https://khai .edu/assets/fil es/pol ozhennyalpol ozhennya-pro-akademi chnu-dobrochesni st. pdf).
OuikyeTbes, Mo poOOTH 37100yBadiB OCBITH OYyIOyTh iX OpPUTIHAIBHUMH IOCIIKEHHSMH a0o0
MIpKyBaHHSIMH. BiJICyTHICTP TOcHIIaHb Ha BUKOPHCTaHI Jpkepena, (haOpuKyBaHHS Keped,
CIHCYBaHHS, BTPY4YaHHS B POOOTY IHIIMX 3700yBaviB OCBITH CTaHOBIATH, ajieé HE OOMEXKYIOTb,
NPUKIATd  MOMKJIIHMBOI aKaJeMiuHoi HemnoOpodecTHOCTi. BusBIeHHS 03HaK akaJgeMiduHOl
HeZ00POYECHOCTI B MUCHMOBIH POOOTI 3100yBaya OCBITH € MIACTaBOIO IS 1i He3apaxyBaHHS
BUKJIaJ]aueM He3aJekKHO BiJ MaciITaliB mjariaty uu oOMaHy

e (CrnucyBaHHS MiJ 4Yac KOHTPOJBHUX pOOIT 3a00poHEHE (B T. Y. 13 BUKOPUCTAHHSIM
MOOITBHUX MPUCTPOiB). MOOLIBHI MPUCTPOI JO3BOJSAETHCS BUKOPHUCTOBYBATHU JIMIIE 1] YaC OH-
JIaifH TeCTyBaHHS.

e [lopymieHHAMHU aKageMI4HOi JOOPOYECHOCTI BBAXKAIOTHCA: aKaJeMIYHUM IuIariat,
camoruiariat, ¢adpukanis, ¢anbcudikais, CnucyBaHHs, oOMaH, XxaOapHULTBO, HEOO €KTHBHE
OILIIHIOBAaHHS. 3a MOpYLIEHHS akaJeMiyHoi JoOpoyecHOCTI 3700yBadl OCBITH MOXKYTh OYTH
NPUTSTHEH] MO0 Takoi akaJeMi4HOl BIAMOBIJAIBHOCTI: MOBTOPHE MPOXOJHKEHHS OIIIHIOBAaHHS
(koHTpOJBHA POOOTA, ICIIUT, 3aJ1K TOIIO0); MOBTOPHE MPOXOJKEHHS BIAMOBIAHOTO OCBITHHOTO
KOMITOHEHTa OCBITHBOI IIPOTPaMH.

10. MeToanune 3a0e3nme4eHHS

1. HaBuanpHO-MeTOAMYHE 3a0e3eueHHs AucHMILTiHE "J[i10Ba iHO3eMHaA MoBa" s
OakanaBpiB / Harl. aepokocM. yH-T iMm. M. €. XXykoBchkoro "Xapkis. aBiail. iH-T" ;
po3po6. O. I Kymmait. - XapkiB, 2019. - 40 c¢ . — Pexum npocrymy:
http://library.khai.edu/library/fulltexts/doc/Dilo_Inozemna.pdf .

2. Karpenko, O. O. English: forming communication skills of reading, speaking,
writing : Manual [Electronic Resource] / O. O. Karpenko. — Kharkiv : Nationd
aerospace university


https://khai.edu/assets/files/polozhennya/polozhennya-pro-akademichnu-dobrochesnist.pdf
http://library.khai.edu/library/fulltexts/doc/Dilo_Inozemna.pdf

«Kharkiv Aviation Institute», 2020. — 79 p. — Mode of Access:
library/fulltexts/doc

Enexkrponnuii pecypc:

Tlocunanus na Kypc y cucmemi OucmaHnyitino2o Haguaunus Menmop, Ha AKOMY po3MiujeHo
HABYAbHO-MEMOOUYHUL KOMNIEKC OUCYUNTTHU.

B1: URL: https.//mentor.khai .edu/course/view.php?id=9923

11. PexomenaoBaHa Jiteparypa

Ba3oBa

1. Taylor John, Zeter Jeff. Career Paths. Business English (Book 2). Sudent's Book. —
Express Publishing, 2017.- 120 p.

2. Taylor John, Zeter Jeff. Career Paths Human Resources (Book 2). Sudent's Book. —
Express Publishing, 2016.- 120 p.

3. Taylor John, Zeter Jeff. Career Paths Secretarial. Sudent's Book (Book 2). — Express
Publishing, 2017.120 p.

Jonomixkna
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2. Evans Virgivia Successful Writing (Intermediate). — Newbury: Express Publishing,
2015. 151 p.
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Rights Violations. Versoix [Switzerland]: HURIDOCS. 2016. 245 p.

4. Guzman Manuel, Verstappen Bert. What is documentation? Versoix [Switzerland]:
HURIDOCS. 2016. 42 p.
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Management Trust, 2019. 155 p.
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12. Inopmaniiini pecypcu

Business English Reference and Exer cises:

1 A business interview: https.//learnenglish.britishcouncil.org/skillg/listening/b2-
listening/business-interview

2. Writing a good CV: https.//learnenglish.britishcouncil.org/business-
english/busi ness-magazine/writing-good-cv

3. English for emails: https://learnenglish.britishcouncil.org/business-
english/english-emails

4. A professional profile: https://learnenglish.britishcouncil.org/skills/writing/bl1-

writing/professional-profile
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