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VJIK 811.111(076): 504 /1-46

MeTtonuuHi pekoMeHaIli 70 BUBYCHHS HaBYaIbHOI nuciuiuiing «/liioBa iHo3eMHa
MOBay» i 31100yBaviB BUIIOI OCBITH 32 APYTUM (MariCTepChbKHUM) pIBHEM CIIELIalbHOCTI
101 Exomoris/Yxnanaui: O.JI. Kantok, I. B. Yeitnem. Yxropoa: JABH3 «YxHVY», 2024,
46 c.

3MICT METOJMYHUX PEKOMEHJIaIlil BIJIOBIIa€ HaBYAIHHOMY IUIaHY CIEIaTbHOCTI
101 Exonoris Ta pobouiil mporpami 3 JUCUUILTIHU «/J[1JI0Ba 1HO3€MHAa MOBa». 3TiJHO TEM,
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npodeciiHuX KOMIETEHTHOCTEH 1 BIOCKOHAJIEHHS Yy 3400yBadiB BHILOI OCBITH 3HaHb,

YMIHb Ta HABUYOK 13 JUCIUILIIHM «/[iJToBa IHO3EMHA MOBay.
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3MICT

Onwuc HaBYaIbHOI JUCIUILIIHM «/l1710Ba 1IHO3€MHA MOBaY
Merta, KOMIIETEHTHOCTI Ta O4iKyBaH1 Pe3yJIbTaTH IUCIUILIIHA

CtpyKTypa HaBYAJIBHOI TUCIUILTIHU

[1naHu npakTUYHUX 3aHATH

CamocriiiHa po0OoTa 3700yBayiB

3aco0u 1 MEeToI KOHTPOJIIO

Kpurepii o1iHIOBaHHS 3HaHb, YMIHb Ta HABUYOK 3700yBayiB.
Temu nns HanmcaHHs pedepaTiB/mpe3eHTallii

AxkanemiuHa 10OpOYECHICTD

OpieHTOBHMII NepeNiK MUTAHb JJIS1 HIATOTOBKU JJO €K3aMEHY

Crmcok PCKOMCHIAOBAHHUX IKCPCII

11
17
25
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1. OIIUC HABYAJIBHOI JUCHUIIJIIHU

HaiiMeHyBaHHS OKA3HUKIB

PO3HOI[i.]'I roavH 3a HABYAJIbHHUM ILIAHOM

Jlenna dpopma

HaB4YaHHA

3aouna ¢opma

HaB4YaHHA

Kinekicts kpequtiB EKTC — 3

Pix miaroToBKH:

3aranpHa KUIbKicTh rogud — 90 1 -
Kinbkicte MomymiB — 1 CemecTp:
2 -
TwkHEBUX TOAWH IS JCHHO] JTeKwii:
dbopMu HaBYAHHS: 0
[TpakTryHi:

ayJIUTOPHUX — 2

30 -
CaMOCTIHHOT poOOTH CTyIeHTa — 4

Camocriitna pobora:
Bun niacyMKOBOTO KOHTPOJTIO : 60 _

CK3aMCH

dopma 1iJICyMKOBOTO KOHTPOJIIO:

YCHUI




2. META, KOMIOETEHTHOCTI TA OUIKYBAHI PE3VJIbTATHU
JTUCHMILITHA

«/liioBa iHO3eMHa MOBa» - 1€ HaBYajJbHA AUCIHUIUIIHA, KA HAJICKUTh JO0 LUKITY
npodeciiiHO-HayKOBUX JIUCHIHUIUIIH 1 € BOXIMWBOIO y MpodeciitHiil maroToBii (axiBiiB 31
CrHeniagbHOI OCBITH.

MeTo10 BUBUEHHS HAaBYAJIBHOI JUCHUILIIHY «/J{UJToBa 1HO3eMHA MOBa» € (POPMYBAaHHS Y
CTYJICHTIB HAaBMYOK MHCHMOBOTO Ta YCHOTO IOCHIJIOBHOTO Mepekyiany (axoBUX TEKCTIB
PI3HUX Taly3eil 3 HIMEUbKOi MOBH Ha YKPalHChKY Ta 3 YKPAaiHCHKOI MOBH Ha HIMELBKY;
KOMYHIKaIlisi IHO3€MHOI0 MOBOIO Ha (haxoBi TEMHU.

OcHOBHI 3aBJIaHHA KYpCY:

* OBOJIOJIIHHS JIIHTBICTUYHUMHU OCHOBAaMH TEPEKIIAY;

* 3aCBOECHHS THIIIB MEPEKIIAIY;

* BHUBYCHHS JICKCUKO-TPAMaTUYHHX 1 CTHJIICTHYHO — TIParMaTHYHUX OCOOJUBOCTEH
nepexany;

* BHUSBJCHHS CHenudiKi MAIIMHHOTO TEPeKIaay Ta BMIHHS BHIIPABUTH HETOYHOCTI
KOMIT IOTEPHOTO TIEPEKIIAY.

* (hopMyBaHHsSI HAaBUYOK CAaMOCTIHHOT poOOTH 3 JOIATKOBOIO 1 JIOBIIKOBOIO JIITEPATypOIO,

Creriajli30BaHNUMH CIIOBHUKAMMU.

BigmoBigHO 110 OCBITHBOI IporpamMm ««EKOJOTriS Ta OXOpPOHA HAaBKOJHUIITHBOTO
CepeIoBUIIA», BUBUCHHS AUCHUILUIIHUA «Jli7loBa 1HO3eMHA MOBa» cripusie (OpMyBaHHIO y
3100yBaviB BUIIIOT OCBITH TAKUX KOMIIETEHTHOCTEH:

a) 3a2abHi KOMNEeMeHmMHOCMI:
- 37IaTHICTh CMIJIKYBAaTHUCS 1HO36MHOIO MOBOIO;
- 3IaTHICTH JI0 aJlanTallii Ta [ii B HOBIi cuTyariii.

0) gpaxosi komnemenmuocmi:



- 3/IaTHICTh BUIbHO KOPHUCTYBATHUCS CIEIaNbHOIO TEPMIHOJIOTIEID B 0oOpaHiil ramysi
(UIOIOTIYHUX JOCIIIKCHB,

- YCBIJOMJICHHSI POJIi EKCIIPECHBHHUX, EMOIIMHMX, JIOTIYHUX 3ac00iB MOBH [IJIs
JOCATHEHHSI 3aIUIAaHOBAHOTO MParMaTHYHOTO PE3yJIbTaTy;

- 3JIaTHICTh aHAJII3yBaTH I'paMaTUYHI Ta JEKCUYHI TpaHchopMallii, 110 BUHUKAIOTH Y
nepeKyiagl 3 aHraiichbKol Ta HIMEIBKOI MOBI 3aJ€KHO BiJ I[OTO MPABHIBHO BUOHMpATH
nepeKsIafalbKy CTpaTeriio;

- 3JIaTHICTh MPOEKTYBAaTH CJIOBHUKOBI 0a3u JaHUX PI3HUX THUIIIB Ha OCHOB1 CYYaCHHX
KOMIT'FOTEPHUX TEXHOJIOT1H, YKIIaJJaHHs CJIIOBHUKIB, CTBOPIOBATH 1H(MOPMALIIITHUI TEKCT y

BUTJISII JIOBIIKOBOT'O MaTepiay.

BignoBimHo 10 ocBiTHROI mporpamu «Ekoioris Ta oXopoHa HaBKOJUITHBOTO
CEpeZOBUIIA» BUBYECHHS HAaBYAIbHOI AUCHUILUIIHUA «/lioBa iHO3eMHa MOBa» TMOBHHHO
3a0€3IMeUnTH JIOCATHEHHs 3/100yBadyaMy BHIINOi OCBITH TaKUX IMPOTPaMHUX PE3YJIbTaTiB

naBuanHs ([1PH):

IIporpamsi pe3yibTaT HABYAHHS [[udp [TPH

YMITH CHIJTKYBAaTHCS] 1HO3EMHOIO MOBOIO B HAyKOBIi, BUPOOHUY1I Ta 7

COIIaIbHOCYCIIBHIN cepax IIsIIbHOCTI.

YMITH TOHOCUTHU 3pO3YMLIIO 1 HEIBO3HAUHO MpodeciiiHi 3HAHHS, BIacH1 8

OOTpYHTYBaHHS 1 BUCHOBKH JI0 (paxXiBLIB 1 LIMPOKOTO 3araiy.

30upaTu ¥ cucTeMaTHU3yBaTU MOBHI, JITepaTypHi, (OJIBKIOpHI (HakTH, 10
IHTEepPIpEeTyBaTH W TEpeKIaaTH TEKCTU PI3HUX CTUIIB 1 KaHPIB

(3anmeHo BiJ1 00paHoOi crierianizarii).

CrtBoproBaTH, aHali3yBaTH W pegaryBaTh TEKCTU PI3HUX CTHIIIB Ta 14

JKaHPIB.

OuikyBaH1 pe3yJIbTaTH HaBYaHHS, SIKI IOBUHHI OyTH OCATHYTI 3700yBa4aMu OCBITH IMiCJISI

OTIaHYBaHHS HABYAIBHOI TUCIUTUTIHY «/li10Ba iHO3eMHa MOBay:

OuikyBaHi pe3yJbTaTH HABYAHHSA 3 JUCHUILTIHA udp I[TPH

3HaHHSA 3 IPEIMETHO] raxy3i BKIIOYAI0Th: 8




] mporpaMHui MaTepial 3 YChOTO KOMIUIEKCY (OHETHYHHX Ta
JIEKCHUKO-

rpaMaTUYHUX TPaBWI; METOJUKY CAMOCTIMHOI 10332 ayJUTOPHOT
poboTH HaZl

yIOCKOHAJICHHSIM MOBU;

[l rpaMaTH4Hi BUMOTH IIOAO NPaBUILHOTO OGMOPMIIECHHS ALIOBOTO
MOBJICHHS B YCHI

Ta MUCHbMOBIH PopMax.

KorHiTuBHI KOMIETEHTHOCTI BKIIOYAIOTh:

() 3maTHICTh BUIBHO 1 ()OHETHUYHO MPABUIBLHO YUTATH TEKCTH, M1TI0paHi
Ha 0a3i

BUBYEHOTO JIEKCUYHOTO 1 TpaMaTUYHOTO MaTepiany;

[] po3yMmiTH Ta BMITH XapaKT€pU3yBaTU 3MICT MPOYUTAHOTO YU
MPOCITYXaHOTO

TEKCTY;

[] 3maTHICTH BeCTH Oecijly 1HO3EMHOIO MOBOIO B MEKaX BHBYEHOI
TEMaTHKH,

JOTPUMYIOUUCH TPAMAaTUYHUX 1 POHETHUHUX HOPM;

] mepekasyBaTh 3MICT MPOYUTAHOTO TEKCTY YU MPOCIYXaHOTO T03a
ayJIMTOPHOTO

YUTaHHS;

[J 3MaTHICTh MepeKa3yBaTH 1HO3E€MHOK MOBOKO 3MICT MPOYUTAHOTO YU
MPOCITYXaHOTO

podeciitHO CIPSIMOBAHOTO TEKCTY;

[} MMCEMOBO BHUKJIAJATH MPOCITyXaHUH CIIeliali30BaHUM TEKCT;

] mepexnmagaty TpodeciiiHl Ta OBl TEKCTH 3 PITHOT MOBH
1HO3EMHOIO 1 HaBIaKW;

[ 3MaTHICTH MpalOBaTH 3 OPUTIHAIBHOIO JIITEPATYpPOIO, pedepyBaTu i
aHOTyBaTH

HAYyKOBY JIITEPaTypy;

(1 3maTHICTP BHUCTyHaTH IHILNIATOpaMH JiaJiorTy B CUTyamii

npodeciiftHOTro

10

14




CHUIKYBaHHS;

[J omepxxyBaTu TmpodeciiiHy i1HpopMaIlio 3 1HO3EMHHUX JDKEpen, a
TaKOX MPOBOAUTH

oecimgy-mianor;

[J 3a1ficHIOBAaTH MOIIYK 1H(GOpMaIlii B MEpEki IHTEpHET.

JIo IpakTUYHUX YMiHb Ta HABUUOK BXOJSTh:

[} BIIBHO 1 MPaBWJIBHO PO3MOBIIATH OJHIEIO 3 1HO3EMHUX MOB y PI3HUX
CUTYaIlISIX,

MEPEBAXKHO B CUTYaLISIX MPOQPECIHHOrO CIUIKYBaHHS;

[l yuTaTH TAa aHOTYBAaTH XYJI05KHI TEKCTH;

[l BUCTymatu 3 MOTMOBIASAMU Ta MOBIIOMJICHHSIMH 3 TEMAaTHKH CBOIX
npodeciiiHux

1HTEpECIB;

[] onepyBaTH JIGKCUKOIO AUIOBUX IMArepiB.







3. CTPYKTYPA HABUYAJIbHOI JUCLUILJIIHU

Ha3Bu 3MicTOBUX MOJIYJIIB 1 TEM

Kinpkicts roguna:90

CDopMa HaBYaHH:A: J€HHA

Y CchOoro

y TOMY YHCII1

Jlekmi
[TpakTuaHi
(cemMiHApChKI)
JlaGopaTopHi
[HauBiTyanbpHa
pobota
CamocTiiiHa

pobora

2-1 ceMecTp

Moayas 1.

Tema 1. Managing conflict

Tema 1. 1 Managment style

Tema 2. Booking a hotel

Tema 2.1 Making a telephone call

Tema 3. Negotiations

Tema 3.1 Visit of a foreign partner

Tema 4 Self-awareness and proffessional
communication

Tema 4.1 A proffessional biography

Tema 5 Time management

Tema 5.1 Newsletter articles

Tema 6 Managing changes

Tema 6.1 Emails

Tema 7 Letters

Tema 7.1 Diplomatic letters

Tema 8 Business proposals

Tema 8.1 Writing a CV

Tema 9 Marketing stategy

Tema 9.1 Discussion with active listening

Tema 10. Communicating in a crisis

Tema 10.1 Reports
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Tema 11 Interview 2 1 0
Tema 11.1 Complaint 4 0 4
Tema 12 Decision-making tools 2 1 2
Tema 12.1 Grid analysis 4 0 4
Tema 13 Finances 2 1 2
Tema 13.1 Financial report 4 0 4
Tema 14 Leading the team 2 1 2
Tema 14.1. Holding a meeting 4 0 4
MoynbHa KOHTpOJIbHA pOOOTa 2 1 0
Pa3om 3a moayJib 90 30 60




4. INTAHU TIPAKTUYHUX 3AHATH

[Ipaktuune 3ansatTs Nel
Unit 1. Management Style.
Unit 1. 1. Managing Conflict.

I. Discussion questions:

1. The most valuable qualities in managers.

2 What is the difference between collaborating and compromising.
3 Responsibility for the conflict. Who is responsible?

4. How could the conflict have been avoided.

5 Assertive rights in the workplace. Assertiveness techniques.

6. What steps should be taken to resolve the situation.

I1. The aim of the unit is to equip participants with the necessary knowledge and skills to effectively
manage conflicts within a management context. Conflict is an inevitable part of working environment, and
as leaders, it is crucial to have the ability to handle conflicts in a constructive and productive manner.
Throughout the class, students will learn about various management styles and their impact on conflict
management, they will explore different conflict resolution strategies and techniques, enabling them to
find appropriate solutions that align with their management style and specific situation at hand. The class
aims to provide a comprehensive understanding of conflict dynamics, helping participants to identify the
underlying causes and factors that contribute to conflict within a team or organization. By gaining insight
into the various types of conflicts, such as interpersonal conflict, communication breakdowns, or different
goals and interests, participants will be better equipped to address conflict promptly and effectively.
Overall, this class will provide valuable insights and practical tools for managing conflicts, enabling
students to navigate challenging situations with confidence, professionalism, and integrity.

Jliteparypa: OJI:1-4; J1JI: 1-3; 7-10; 11:1-5.

[IpakTnune 3aHaTTs Ne2
Unit 2 Booking a Hotel.
Unit 2.1. Making a Phone Call.
1. Discussion questions:
1.  What are some key considerations to keep in mind when booking a hotel over the phone?

2. How important is it to have all the necessary information readily available before making
the call? What information should one prepare beforehand?

3. What are some effective strategies for communicating your specific needs and preferences
to the hotel representative during the phone call?

4. How can active listening skills benefit both the customer and the hotel representative
during the booking process?

5. What are some potential challenges or misunderstandings that can arise during a hotel
booking phone call, and how can they be effectively managed?



6. How can one negotiate room rates or inquire about special discounts or promotions during
the phone call without being overly assertive?

7. In what ways can a polite and friendly tone enhance the hotel booking experience for both
the customer and the hotel representative?

8. How important is it to ask clarifying questions about hotel policies, amenities, and any
additional fees or charges during the phone call?

9. How can one effectively handle any issues or concerns that may arise during the booking
process, such as availability, room preferences, or specific requests?

10. What are some key etiquettes to remember when concluding the phone call, such as
confirming the reservation details and expressing gratitude?

I1. The aim: to equip students with the necessary knowledge and skills to confidently and effectively
book a hotel reservation over the phone. The unit intends to provide valuable insights into the booking
process, enabling participants to navigate the call with ease and professionalism.

Throughout the unit, students will learn about the various steps involved in making a hotel
reservation over the phone. They will gain an understanding of the important information that needs to be
gathered and prepared beforehand, including dates, duration of stay, room preferences, and any special
requests or requirements.

The unit aims to enhance students' communication skills, teaching them effective strategies for
conveying their needs and preferences to the hotel representative. Students will learn how to articulate
their requirements clearly, ask relevant questions, and actively listen to the responses to ensure that their
booking aligns with their expectations.

Furthermore, the class will address potential challenges and misunderstandings that can arise during
the booking process. Participants will learn techniques to manage these situations professionally, such as
seeking clarification, adapting their approach, and finding mutually agreeable solutions.

Negotiation skills will also be covered in the class, enabling participants to inquire about room rates,
special discounts, or promotions available. They will learn how to negotiate assertively and respectfully
while maintaining good rapport with the hotel representative.

Additionally, the unit aims to emphasize the importance of maintaining a polite and friendly tone
throughout the phone call. Participants will understand how their attitude and demeanor can positively
influence the booking experience for both themselves and the hotel representative.

Furthermore, students will learn how to address any issues or concerns that may arise during the
booking process, such as room availability, specific room preferences, or additional requests. The unit will
provide participants with problem-solving techniques and effective communication strategies to address
these matters efficiently.

Lastly, the unit will cover important etiquettes, such as confirming the reservation details,
expressing gratitude, and properly concluding the phone call. Participants will understand the significance
of these final interactions and how they contribute to a positive overall experience.

Overall, the unit "Booking a Hotel: Making a Phone Call" aims to empower participants with the
necessary skills and knowledge to confidently and successfully book hotel reservations over the phone. By
providing practical insights and hands-on exercises, participants will learn to navigate the booking process
with professionalism, effectiveness, and customer-centricity.

Jlireparypa: OJI:1-4, 11; JUT: 1-7; I/1:1-5.

[MpakTrune 3aHaTTs Ne3
Unit 3. Negotiations.
Unit 3.1. Visit of a Foreign Partner.
I. Discussion questions:

1. How can advance preparation and research contribute to successful negotiations during a
visit with a foreign partner? What specific steps can you take to gather relevant information and
gain cultural intelligence?



2. What are some of the key cultural differences that you need to be aware of when
negotiating with a foreign partner? How can you adapt your communication and negotiation
strategies to accommaodate these cultural nuances?

3. How important is active listening in the negotiation process with a foreign partner? Share a
specific example where active listening could have helped to bridge a cultural gap or resolve a
potential misunderstanding.

4. What negotiation strategies and tactics do you think would be effective when negotiating
with a foreign partner? How would you balance assertiveness with cultural sensitivity to achieve
mutually beneficial outcomes?

5. Conflict can arise during negotiations with foreign partners due to differing interests or
unexpected issues. How would you approach conflict resolution in this context? Are there any
cultural considerations to keep in mind when resolving conflicts?

6. Building a long-term business relationship with a foreign partner requires ongoing
communication and relationship-building. What strategies would you employ to maintain and
strengthen the partnership beyond the initial negotiation?

7. In what ways can technology facilitate communication and negotiations with a foreign
partner? How would you leverage digital tools and platforms to streamline the process and
overcome potential communication barriers?

8. Ethical considerations play a significant role in negotiations. How would you ensure that
your negotiations with a foreign partner adhere to ethical standards? Are there any cultural
differences in ethical practices that you need to be mindful of?

9. Reflecting on your own cultural background, how might your negotiation and
communication styles differ from those of a foreign partner? What steps can you take to bridge
these differences and create a productive negotiation environment?

10. Share a personal experience or case study where a visit with a foreign partner required
skillful negotiation and cultural sensitivity. What lessons did you learn from this experience, and
how would you apply them to future negotiations?

11. These discussion questions will encourage students to reflect on the concepts and skills
covered in the unit "Negotiations: Visit of a Foreign Partner" and enable them to engage in
thoughtful discussions about cultural intelligence, effective negotiation strategies, and building
sustainable business relationships.

II. The aim: to develop their skills and knowledge in effectively negotiating and managing business
relationships with a foreign partner during a visit. The unit aims to provide students with a comprehensive
understanding of the negotiation process, cultural differences, and strategic communication techniques to
ensure a successful visit and collaboration.

Throughout the unit, students will learn about the importance of advance preparation and research
when conducting negotiations with a foreign partner. They will understand the significance of
understanding the partner's culture, business practices, and negotiation styles to build rapport and trust.

The unit will focus on developing students' negotiation skills, including identifying common
interests, setting clear objectives, and exploring win-win solutions. Students will learn various negotiation
strategies and tactics to achieve favorable outcomes while maintaining a positive and collaborative
relationship with the foreign partner.

Cultural intelligence will be emphasized throughout the unit, enabling students to navigate cultural
differences and effectively communicate with their foreign partners. They will learn to adapt their
communication styles, respect cultural norms, and avoid potential misunderstandings or misinterpretations
that can impact the negotiation process.

Students will also explore the importance of active listening, effective questioning, and non-verbal
communication during negotiations. They will understand how to gather information, elicit the foreign
partner's perspective, and build a mutual understanding. Throughout the unit, students will engage in role-
plays and case studies to practice and hone their negotiation and communication skills.

The unit will cover strategies for building and maintaining a long-term business relationship with a
foreign partner beyond the initial negotiation. Students will learn about relationship-building techniques,
follow-up protocols, and ongoing communication methods to ensure a sustainable and successful
partnership.



Furthermore, the unit will address potential challenges and conflicts that may arise during
negotiations, such as differing interests, power dynamics, or unexpected issues. Students will explore
conflict resolution methods, problem-solving techniques, and ethical considerations to manage and resolve
these challenges effectively.

By the end of the unit, students will have a comprehensive understanding of the negotiation process,
cultural intelligence, and effective communication techniques necessary for a successful visit of a foreign
partner. They will be equipped with the skills and knowledge to build productive and mutually beneficial
business relationships while navigating cultural differences and achieving favorable outcomes through
negotiations.

Jliteparypa: OJI:1-4; J1JI: 2-8; 10; [J1:1-5.

[IpakTrune 3ansaTTs Ned
Unit 4. Self Awareness and Proffessional Communication.
Unit 4.1. A Proffessional Biography.
1. Discussion questions:

1. Why is self-awareness important in professional communication and the creation of a professional
biography? How does understanding oneself contribute to creating an authentic and compelling
biography?

2. What key elements should be included in a professional biography? How can you effectively
highlight your skills, experiences, and achievements while maintaining conciseness and relevance?

3. What role does storytelling play in a professional biography? How can you use storytelling
techniques to engage readers and create a memorable impression?

4. Reflecting on your own strengths, skills, and experiences, how would you describe your personal
brand or professional identity? How can you effectively communicate your unique value proposition
through your biography?

5. Researching and understanding the target audience is crucial in creating an impactful biography.
How can you tailor your biography to different professional settings or audiences while maintaining
consistency and authenticity?

6. How can you incorporate your career goals and aspirations into your professional biography?
What strategies can you use to demonstrate your future potential and ambitions?

7. In what ways can you leverage your previous experiences and achievements to create a
compelling narrative in your biography? How can you effectively showcase your growth and progression
throughout your career?

8. Professional communication extends beyond written biographies. How can you integrate your
online presence, such as LinkedIn or personal websites, with your professional biography to create a
cohesive personal brand?

9. In what ways can cultural sensitivity and diversity be reflected in a professional biography? How
can you ensure that your biography resonates with a diverse range of readers?

10. Reflecting on the process of creating your professional biography, what challenges did you face?
How did you overcome them, and what strategies did you employ to create an impactful and authentic
representation of yourself?

II. The aim: to help students develop a deeper understanding of themselves and their professional
identity, and to enhance their communication skills in the context of creating a professional biography.

Through this unit, students will:

1. Explore the concept of self-awareness and its importance in professional communication:
Students will learn to reflect on their values, strengths, skills, experiences, and goals to gain a better
understanding of their professional identity. They will understand how self-awareness contributes to
effective communication and the creation of a compelling professional biography.

2. Learn the elements and structure of a professional biography: Students will become familiar with
the key components that should be included in a biography, such as a succinct summary of their



background, relevant skills, experiences, achievements, and future aspirations. They will understand how
to organize and present this information in a clear and concise manner.

3. Discover the power of storytelling in professional communication: Students will explore the use
of storytelling techniques to engage readers and make their biography more memorable. They will learn
how to effectively share their experiences and accomplishments through compelling narratives that
resonate with their audience.

4. Develop an authentic personal brand: Students will understand how to effectively communicate
their unique value proposition and personal brand through their professional biography. They will learn
strategies to showcase their strengths and achievements while maintaining authenticity and consistency.

5. Tailor the biography to different professional settings and audiences: Students will learn to
research and understand their target audience, tailoring their biography to different professional contexts,
such as job applications, networking events, or online profiles. They will explore ways to adapt their
biography to resonate with diverse readers.

6. Integrate online presence with the professional biography: Students will understand the
importance of aligning their online presence, such as LinkedIn or personal websites, with their
professional biography. They will learn how to create a cohesive personal brand that communicates their
skills and achievements consistently across different platforms.

7. Foster cultural sensitivity and inclusivity: Students will explore ways to reflect cultural sensitivity
and diversity in their professional biography. They will learn to ensure that their biography resonates with
a wide range of readers, taking into account different cultural backgrounds and perspectives.

Overall, the aim of this unit is to empower students to craft an authentic and compelling professional
biography that effectively communicates their unique value proposition, engages their target audience, and
represents their personal brand in a meaningful way.

Jliteparypa: OJI:1-4; 1JI: 2-9; [J1:1-5.
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Unit 5. Time Management.
Unit 5.1. Newsletter Articles.

I. Discussion questions:

1. Why is time management important for students? How can effective time management skills
positively impact academic performance, personal well-being, and long-term success?

2. Reflecting on your own experience, what are some common time management challenges that
students face? How have these challenges impacted your ability to prioritize tasks, meet deadlines, and
maintain a healthy work-life balance?

3. What strategies and techniques can you use to improve your time management skills? How can
you prioritize tasks, set goals, and allocate time effectively to ensure productivity and minimize stress?

4. Time management is not only about scheduling tasks but also about maintaining focus and
avoiding distractions. How can you minimize distractions, such as social media or procrastination, to
optimize your time and productivity?

5. Effective time management involves not only managing academic responsibilities but also
maintaining personal well-being. How can you incorporate self-care activities, breaks, and relaxation into
your schedule to achieve a healthy work-life balance?

6. What role does goal setting play in effective time management? How can setting SMART goals
(Specific, Measurable, Achievable, Relevant, Time-bound) help you prioritize tasks, stay motivated, and
track your progress?

7. Reflecting on your own time management habits, what strategies have worked well for you in the
past? How can you leverage your strengths and preferences to develop a personalized time management
approach that suits your unique needs and learning style?

8. What resources and tools are available to help students manage their time effectively? How can
you leverage technology, such as productivity apps and time tracking tools, to enhance your time
management skills?



9. Time management also involves learning to say "no" and setting boundaries. How can you
assertively manage your commitments and responsibilities to ensure that you have enough time and
energy for your priorities?

10. How can you apply the principles of time management beyond your academic life? How can
effective time management skills benefit you in your personal and professional endeavors?

Il. The aim: to help students understand the importance of effective time management and develop
practical strategies to improve their time management skills. Through writing newsletter articles, students
will have the opportunity to explore different aspects of time management and share their insights with
their peers.

Key objectives of this unit are:

1. Understanding the significance of time management: Students will explore the benefits of
effective time management, such as increased productivity, reduced stress, and improved work-life
balance. They will understand how effective time management can positively impact their academic
performance and personal well-being.

2. ldentifying common time management challenges: Students will recognize common time
management challenges that they and their peers may face, such as procrastination, poor prioritization, and
difficulty managing multiple tasks. They will analyze the impact of these challenges and explore strategies
to overcome them.

3. Exploring time management techniques: Students will learn various time management techniques,
such as creating to-do lists, prioritization methods (e.g., Eisenhower Matrix, ABC analysis), scheduling
techniques (e.g., Pomodoro Technique), and goal setting. They will understand the benefits and limitations
of different techniques and identify which ones best suit their own needs and preferences.

4. Developing effective planning skills: Students will explore the importance of planning and how it
relates to time management. They will learn how to set realistic goals, break them down into actionable
steps, and create effective plans to accomplish those goals. They will understand the role of planning in
optimizing their time and resources.

5. Managing distractions and improving focus: Students will explore strategies to minimize
distractions, such as managing digital distractions and creating dedicated study or work environments.
They will learn techniques to improve focus and concentration, such as practicing mindfulness and
implementing time blocking.

6. Enhancing self-discipline and motivation: Students will recognize the importance of self-
discipline and motivation in effective time management. They will learn strategies to increase self-
discipline and maintain motivation, such as setting clear intentions, creating accountability systems, and
rewarding themselves for accomplishments.

7. Balancing academic and personal commitments: Students will explore the concept of work-life
balance and understand how to effectively balance their academic responsibilities with personal
commitments and self-care. They will learn to establish boundaries, manage their energy levels, and
prioritize their time effectively.

Through writing newsletter articles, students will have the opportunity to synthesize and apply their
knowledge on time management. They can share tips, tricks, and personal experiences related to time
management techniques they have found effective. By working on these articles, students will improve
their writing skills while reinforcing their understanding of effective time management practices.

Overall, the aim of this unit is to equip students with the knowledge and skills necessary for
effective time management. By writing newsletter articles, they will not only deepen their understanding
but also contribute to the learning of their peers, fostering a collaborative and supportive learning
environment.

Jliteparypa: OJI:1-4; 1JI: 1-4;5-8; 10-11; 1/1:1-5.
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Unit 6. Managing Changes.
Unit 6.1 Emails.

I. Discussion questions:



1.How do you typically respond to changes or unexpected events in your life? Are you someone
who embraces change or finds it challenging to adapt?

2. In what ways can effective email communication help manage changes in a professional setting?
How can clear and timely emails facilitate the transition and minimize any disruptions caused by change?

3. Have you ever experienced a major change in your academic or professional life? How did you
communicate this change via email? What strategies did you use to ensure a smooth transition for all
parties involved?

4. What are some common challenges or misconceptions people face when communicating changes
through email? How can these challenges be addressed to ensure effective communication and a positive
response from recipients?

5. How can you effectively convey the reasons and benefits behind a change through email? What
strategies can be employed to address any potential resistance or negative reactions from recipients?

6. How can email communication help maintain transparency during a change process? What steps
can be taken to keep all relevant stakeholders informed and engaged through regular updates and progress
reports?

7. How can email etiquette and professionalism be maintained during change communication? What
are some key considerations to keep in mind when drafting emails to ensure clarity and professionalism
during a time of change?

8. How can effective email communication contribute to managing changes in a team or
organizational context? What are some strategies for ensuring open lines of communication and smooth
transitions when multiple individuals or departments are involved?

9. Have you ever received an email regarding a change that you found confusing or poorly
communicated? What were the specific issues with the email, and what improvements would you suggest
to enhance the clarity and effectiveness of the communication?

10. In what ways can email be used to manage personal changes or transitions in one's life? How can
emails be utilized to inform friends, family, or other personal contacts about important changes and
facilitate their understanding and support?

Il. The aim: to develop understanding and skills in effectively communicating and managing
changes through email. By the end of the unit, students should be able to:

1. Recognize the importance of effective communication during times of change: Students will
understand that clear and timely communication is crucial for managing changes successfully, both in
professional and personal contexts.

2. Understand the role of email in change management: Students will gain an appreciation for how
email can be an effective tool in conveying information, addressing concerns, and maintaining
transparency during times of change.

3. Develop email writing skills: Students will learn how to write clear, concise, and professional
emails that effectively communicate changes to recipients. They will understand the importance of proper
email etiquette, tone, and structure in conveying messages during periods of transition.

4. Address challenges and resistance to change through email communication: Students will explore
common challenges and misconceptions that arise when communicating changes through email. They will
learn strategies to overcome resistance, address concerns, and emphasize the benefits behind the change.

5. Foster effective team and organizational communication during change: Students will understand
how to use email to facilitate communication and collaboration within teams or organizations undergoing
change. They will learn techniques for keeping stakeholders informed, engaged, and supportive through
regular updates and progress reports.

6. Develop empathy and understanding for recipients of change-related emails: Students will gain
insight into how recipients may react to change and learn techniques for conveying empathy and
understanding through email communication. They will consider the best ways to address potential
resistance or negative reactions to ensure a positive response from recipients.

7. Reflect on personal experiences with change and email communication: Students will reflect on
their own experiences with managing changes and communicating them through email. They will identify
strengths and areas for improvement in their own email communication skills and strategies.

Jliteparypa: OJI:1-4; 1J1:1-3; 6-9; 11; [J1:1-5.
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Unit 7. Letters.
Unit 7.1. Diplomatic Letters.

I.  Discussion questions:

1. Why are diplomatic letters important in international relations? How do they contribute to
maintaining positive relationships between nations and resolving conflicts?

2. What are some key principles of diplomacy that should be considered when writing a diplomatic
letter? How can these principles contribute to effective communication and relationship-building?

3. Can you think of any real-life examples of diplomatic letters that have had a significant impact?
What made these letters effective in achieving their intended objectives?

4. How can cultural differences impact diplomatic communication? What cultural considerations
should be kept in mind when writing diplomatic letters to ensure they are received and interpreted
appropriately?

5. What are some common challenges or pitfalls in diplomatic letter writing? How can these
challenges be addressed to maintain professionalism, respect, and effectiveness in diplomatic
communication?

6. In what ways can diplomatic letters be used to address and resolve conflicts? How can the
language and tone of the letter contribute to finding mutually beneficial solutions?

7. Can you identify any ethical considerations in diplomatic letter writing? How can one ensure
integrity, honesty, and fairness while conveying messages diplomatically?

8. How can diplomatic letters be adapted for different contexts, such as business, academia, or
personal relationships? What are the key differences in approach and tone in these contexts?

9. Have you ever written a diplomatic letter or been on the receiving end of one? What was your
experience? What did you learn from that experience?

10. How can the skills and strategies learned through diplomatic letter writing be applied to
everyday communication? In what ways can diplomatic techniques contribute to resolving conflicts and
maintaining positive relationships in various aspects of life?

I1.The aim: to develop their understanding and skills in writing diplomatic letters. By the end of the
unit, students should be able to:

1. Understand the purpose and importance of diplomatic letters: Students will recognize the
significance of diplomatic letters in maintaining effective communication between individuals,
organizations, or governments. They will understand how diplomatic letters serve as a means of formal
communication and conflict resolution.

2. Learn the art of diplomacy in letter writing: Students will explore the principles of diplomacy,
including tact, respect, and a focus on finding common ground. They will develop an understanding of
how to write diplomatic letters that promote positive relationships, diffuse tensions, and foster
cooperation.

3. Develop effective letter writing skills: Students will practice writing diplomatic letters, focusing
on clarity, conciseness, and appropriate tone. They will learn how to structure their letters, use persuasive
language, and choose words carefully to convey their message effectively and respectfully.

4. Understand the cultural and contextual considerations in diplomatic letters: Students will explore
how cultural norms and contextual factors influence diplomatic communication. They will learn to
navigate these considerations to ensure their diplomatic letters are received positively and understood in
the intended manner.

5. Analyze real-life diplomatic letters: Students will analyze examples of actual diplomatic letters to
understand their structure, language, and strategies employed. Through this analysis, they will identify
effective techniques and gain insights into various diplomatic situations and approaches.

6. Practice conflict resolution through diplomatic letters: Students will engage in role-playing
activities, where they will simulate diplomatic scenarios and draft letters to resolve conflicts. They will
learn strategies for addressing sensitive issues, overcoming challenges, and finding mutually beneficial
solutions in diplomatic communication.



[IpakTrune 3anaTTst Ne8
Unit 8. Bussiness Proposals.
Unit 8.1. Writing a CV.

I.  Discussion questions:

1. Why are business proposals essential for organizations? How can a well-crafted proposal make a
difference in securing partnerships, funding, or support for a business initiative?

2. What are the key components that should be included in a business proposal? How can each
component contribute to a persuasive and compelling proposal?

3. Can you think of any real-life examples of successful business proposals? What made these
proposals stand out and gain acceptance? How did the writers effectively address the needs and concerns
of the target audience?

4. When writing a CV, why is it important to highlight quantifiable achievements and specific skills?
How can this information strengthen a candidate's application and increase their chances of being
considered for a job?

5. What are the main differences between a chronological, functional, and combination CV format?
In what situations would each format be most appropriate?

6. Why is it crucial to tailor a CV to a specific job position or industry? How can this customization
increase the chances of getting an interview and ultimately securing a job?

7. Can you think of any industries or professions that have specific CV requirements or
expectations? How might a CV differ for these industries in terms of content, formatting, or style?

8. How can personal branding be incorporated into a CV? What elements or strategies can
candidates use to differentiate themselves and make a memorable impression on potential employers?

9. What are some common interview questions that candidates may encounter? How can candidates
effectively prepare and respond to such questions to leave a positive impression during an interview?

10. How can the skills and strategies learned in business proposal writing and CV preparation be
applied to other aspects of life? In what ways can persuasive writing and effective communication enhance
personal and professional interactions beyond job applications?

I1. The aim: to develop their skills in creating effective business proposals and professionally written
CVs. By the end of the unit, students should be able to:

1. Understand the purpose and components of a business proposal: Students will recognize the
purpose of a business proposal as a persuasive document that outlines a proposed business initiative or
project. They will understand the key components, such as executive summary, problem statement,
solution, budget, and timeline, and how to structure a compelling proposal.

2. Develop persuasive writing skills for business proposals: Students will learn techniques for
crafting persuasive language to influence stakeholders and business decision-makers. They will
understand the importance of clear and concise communication, proper formatting, and the use of visual
aids to enhance the proposal's impact.

3. Learn about the target audience and tailor the proposal to their needs: Students will explore the
importance of understanding the interests, goals, and concerns of the target audience when writing a
business proposal. They will learn strategies to adapt their language, tone, and evidence to engage and
convince their intended readers.

4. Develop effective CV writing skills: Students will learn about the purpose of a CV and its
essential components, including personal information, work experience, education, skills, and references.
They will understand the importance of presenting information in an organized and concise manner, using
action verbs and quantifiable achievements to highlight their qualifications.

5. Learn about different CV formats and styles: Students will explore various CV formats and styles,
including chronological, functional, and combination formats. They will understand the advantages and
disadvantages of each format and how to choose the most suitable one based on their specific
circumstances and target industry.

6. Research and understand industry-specific requirements for CVs: Students will learn to research
and identify industry-specific requirements and expectations for CVs. They will understand the



importance of tailoring their CVs to specific job positions and industries, highlighting relevant skills and
experiences.

7. Develop interviewing skills: Students will learn and practice effective interviewing techniques,
including preparing for interviews, answering common interview questions, and presenting themselves
professionally. They will understand the importance of showcasing their qualifications and skills while
demonstrating confidence and strong communication skills.

Jliteparypa: OJI:1-4; JJI: 2-7;9-11; 11:1-5.
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Unit 9. Marketing Strategy.
Unit 9.1. Discussion with Active Listening.

I.  Discussion questions:

1. Why is marketing strategy important for businesses? How does a well-developed marketing
strategy contribute to a company's growth and success?

2. How can market research and analysis help identify target markets and consumer preferences?
What kinds of data and information are valuable for effective marketing decision-making?

3. Can you think of any examples of successful marketing strategies? What made these strategies
effective, and how did they align with the needs and preferences of the target market?

4. What are the main elements to consider when formulating a marketing strategy? How do factors
such as product differentiation, pricing, promotion, and distribution channels impact the overall strategy?

5. Why is active listening important during discussions? How does active listening enhance
communication and understanding among participants?

6. What are some techniques for practicing active listening? How can paraphrasing, asking
clarifying questions, and empathizing with others contribute to a more productive discussion
environment?

7. How can active listening help in understanding and appreciating different perspectives in
marketing discussions? How can actively seeking alternative viewpoints lead to better decision-making?

8. How can collaborative problem-solving enhance the development of marketing strategies? What
are the benefits of working in groups and engaging in shared decision-making?

9. Can you think of any challenges or conflicts that can arise during marketing strategy discussions?
How can effective communication and active listening help address and resolve these challenges?

10. How can the skills and techniques learned in marketing strategy discussions and active listening
be applied beyond the classroom? In what ways can active listening and collaborative problem-solving
contribute to personal and professional growth and success?

I1. The aim: to develop their knowledge and skills in formulating effective marketing strategies and
practicing active listening techniques during discussions. By the end of the unit, students should be able
to:

1. Understand the principles and importance of marketing strategy: Students will recognize the role
of marketing strategy in achieving business objectives and gaining a competitive edge. They will
understand the key elements of a marketing strategy, such as target market identification, positioning,
pricing, promotion, and distribution.

2. Analyze market conditions and consumer behavior: Students will learn to analyze market
conditions, including trends, competition, and customer preferences. They will understand the importance
of conducting market research and gathering data to inform marketing decisions. They will also explore
consumer behavior and its impact on marketing strategy development.

3. Develop skills in formulating marketing strategies: Students will learn techniques for formulating
effective marketing strategies, considering factors such as product/service differentiation, pricing
strategies, promotional activities, and distribution channels. They will understand the importance of
aligning marketing strategies with organizational goals and target market needs.

4. Practice active listening techniques during discussions: Students will explore and practice active
listening techniques that enhance communication and understanding during discussions. They will learn to



give their full attention, ask clarifying questions, paraphrase, and empathize to foster a productive and
respectful discussion environment.

5. Identify and respond to different perspectives: Students will learn to appreciate and respect
different perspectives in marketing discussions. They will develop skills in identifying and understanding
various viewpoints, fostering open-mindedness, and actively seeking alternative ideas. They will also
learn to constructively respond to different opinions using effective communication techniques.

6. Engage in collaborative problem-solving: Students will work in groups to collaborate on
marketing strategy challenges and problem-solving exercises. They will practice active listening, shared
decision-making, and effective communication to collectively develop and present marketing strategies.

Jliteparypa: OJI:1-4; J1JI: 1-3;5-8; 10; [J1:1-5.
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Unit 10. Communication in Crisis.
Unit 10.1. Reports.

Discussion questions:

1. Why is effective communication crucial during a crisis? How can timely and transparent
communication mitigate the impact of a crisis?

2. Can you think of any examples of real-life crises where communication played a significant role
in managing the situation? What were the key communication strategies employed, and how did they
contribute to resolving the crisis?

3. What types of crises require different communication approaches? How does the communication
strategy differ for natural disasters, accidents, or reputation crises?

4. What are the key elements to consider when developing a crisis communication plan? How can
proactive communication and stakeholder engagement alleviate the negative impact of a crisis?

5. What are the essential components of a crisis report? How can data analysis, findings
interpretation, and clear recommendations be effectively conveyed in a crisis report?

6. How can effective stakeholder management contribute to successful crisis communication? What
techniques can be employed to engage with stakeholders and address their concerns during a crisis?

7. How should communication strategies be adjusted for different stakeholders, such as employees,
customers, media, and government agencies, during a crisis? How can messages be tailored to meet the
specific needs and expectations of these groups?

8. Why is empathy and sensitivity important in crisis communication? How can messages be
delivered in a compassionate manner to acknowledge the emotions and concerns of those affected by the
crisis?

9. Can you identify any potential challenges in crisis communication and report writing? How can
these challenges be addressed to ensure effective communication and reporting during a crisis?

10. How can the skills and knowledge gained in crisis communication and report writing be applied
beyond a crisis situation? In what other areas or professional contexts can effective communication and
report writing skills be valuable?

I1. The aim of the unit "communication in crisis. Reports” for students is to develop their knowledge
and skills in crisis communication and report writing. By the end of the unit, students should be able to:

1. Understand the importance of effective communication during a crisis: Students will recognize
the critical role of communication in managing and mitigating the impact of a crisis. They will understand
the unique challenges in crisis communication, including the need for timely, accurate, and transparent
information dissemination.

2. Analyze different types of crises and their communication requirements: Students will learn to
differentiate various types of crises, such as natural disasters, accidents, and reputation crises. They will
explore the specific communication needs and approaches for each type and understand the importance of
tailoring communication strategies accordingly.

3. Develop skills in crisis communication planning: Students will learn to develop comprehensive
crisis communication plans that outline communication channels, key messages, spokesperson roles, and



stakeholder engagement strategies. They will understand the importance of pre-crisis preparation and
proactive communication strategies.

4. Acquire report writing skills for crisis communication: Students will develop report writing skills
specifically tailored for crisis communication. They will learn how to gather and organize relevant
information, analyze data, and present findings in a clear, concise, and compelling manner.

5. Understand stakeholder and media relations in a crisis: Students will explore the role of
stakeholders and the media in crisis communication. They will learn techniques for managing stakeholder
relationships, addressing their concerns, and using media effectively to disseminate information during a
crisis.

6. Practice empathy and sensitivity in crisis communication: Students will understand the
importance of empathy and sensitivity in crisis communication. They will learn how to deliver messages
that acknowledge the emotions and concerns of those affected by the crisis and develop skills in providing
support and reassurance in their communication.

Jliteparypa: OJI:1-4; 1JI: 2-6; 8-10; 11; [1: 1-5.
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Unit 11. Interview.
Unit 11.1. Complaint.

I.Discussion questions:

1. What is the purpose of an interview? In what contexts can interviews be used, and how do the
objectives of interviews differ in various situations?

2. What are some essential skills needed to conduct a successful interview? How can active listening
and questioning techniques contribute to obtaining accurate and relevant information?

3. Can you think of a situation where effective interview techniques can be crucial? How can these
techniques be applied in job interviews, research interviews, or journalistic interviews?

4. How can building rapport with the interviewee enhance the quality of the interview? What
strategies can be used to create a comfortable and open environment during an interview?

5. What are some common challenges in conducting interviews, and how can these challenges be
addressed? How can interruptions, distractions, or interviewee resistance be managed effectively?

6. What are the key elements of effective complaint handling? How can active listening, empathy,
and problem-solving skills contribute to resolving complaints satisfactorily?

7. What are some techniques for managing difficult or angry complainants? How can
communication strategies be adjusted to de-escalate tense situations and address the underlying concerns?

8. How can different interview formats, such as one-on-one, panel, or group interviews, affect the
dynamics and outcomes of the interview? What are the advantages and disadvantages of each format in
specific contexts?

9. In what ways can nonverbal communication impact the interview process? How can recognizing
and managing one's nonverbal cues and interpreting the nonverbal cues of the interviewee improve
communication effectiveness?

10. How can interview data be analyzed and evaluated? What techniques can be employed to
identify key themes, extract relevant information, and draw accurate conclusions from interview findings?

I1.The aim: to develop their knowledge and skills in conducting interviews and handling complaints
effectively. By the end of the unit, students should be able to:

1. Understand the purpose and importance of interviews: Students will recognize the significance of
interviews in various contexts, such as job interviews, research interviews, and journalistic interviews.
They will understand the objectives of interviews, including gathering information, assessing suitability,
or investigating a topic, and the role of effective communication in achieving these objectives.

2. Develop skills in conducting interviews: Students will learn and practice essential interviewing
techniques, such as active listening, asking open-ended questions, and using probing techniques. They will
understand the importance of building rapport, maintaining professionalism, and creating a comfortable
atmosphere for the interviewee.



3. Acquire skills in complaint handling: Students will learn how to handle complaints effectively in
various situations, such as customer service interactions or workplace grievances. They will understand
the importance of active listening, empathy, and problem-solving in resolving complaints satisfactorily.

4. Understand different interview formats and structures: Students will explore different interview
formats, including one-on-one interviews, panel interviews, and group interviews. They will understand
the structure of interviews, including the introduction, questioning technique, information sharing, and
closing stages.

5. Develop skills in analyzing and evaluating interview data: Students will learn techniques for
analyzing and evaluating interview data, including identifying key themes, extracting relevant
information, and drawing conclusions. They will understand how to interpret and present interview
findings effectively.

6. Practice effective verbal and nonverbal communication in interviews: Students will develop
awareness of the impact of nonverbal communication during interviews, such as body language, facial
expressions, and tone of voice. They will learn to manage their own nonverbal cues and recognize and
interpret the nonverbal cues of the interviewee.

Jliteparypa: OJI:1-4; 1JI: 3-7;11-15; IJI: 1-5.
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Unit 12. Decision-making Tools.
Unit 12.1. Grid Analysis.

I. Discussion questions:

1. Why is it important to use decision-making tools when faced with multiple alternatives? How can
decision-making tools help in evaluating options and making informed choices?

2. What are the fundamental principles of grid analysis? How does the process of grid analysis
enable us to assess alternatives systematically and objectively?

3. How do we determine the criteria to be used in grid analysis? Why is it crucial to define clear and
measurable criteria that align with our objectives and preferences?

4. What factors should be considered when assigning weights to criteria? How can varying
weightings influence the final decision, and how do we justify and adapt weightings based on specific
circumstances?

5. How does grid analysis help in evaluating alternatives? What steps are involved in the evaluation
process, and how are the scores calculated to determine the best option?

6. What are some limitations of using grid analysis as a decision-making tool? In what scenarios
might grid analysis not be the most appropriate method, and what are the ethical and practical
considerations to keep in mind?

7. Can you think of a real-life situation where grid analysis could be helpful in making a decision?
How would you define the criteria, assign weights, and evaluate alternatives using grid analysis in that
scenario?

8. Are there any other decision-making tools you are familiar with? How do they differ from grid
analysis in terms of their approach and application?

9. How can grid analysis be applied beyond personal decision-making? Can businesses or
organizations benefit from using grid analysis, and if so, in what ways?

10. What skills and competencies can be developed through the use of grid analysis as a decision-
making tool? How can the application of grid analysis contribute to critical thinking, analytical skills, and
problem-solving abilities?

I1.The aim: to provide them with the knowledge and skills to effectively apply grid analysis as a
decision-making tool. By the end of the unit, students should be able to:

1. Understand the concept of decision-making tools: Students will recognize the importance of
decision-making tools in making informed and rational choices. They will understand how decision-
making tools help to evaluate various alternatives and select the best option based on predefined criteria.



2. Comprehend the principles of grid analysis: Students will learn the principles and steps involved
in grid analysis. They will understand how to identify criteria, assign weights to each criterion based on its
importance, evaluate alternatives against the criteria, and calculate total scores to determine the best
option.

3. Learn to define criteria for decision-making: Students will develop skills in identifying relevant
criteria for decision-making. They will understand the significance of defining clear and measurable
criteria that align with their objectives and preferences.

4. Practice assigning weights to criteria: Students will learn techniques to assign weights to criteria
based on their relative importance. They will understand the impact of different weightings on the final
decision and will learn how to justify and adapt weightings based on specific circumstances.

5. Apply grid analysis to evaluate alternatives: Students will practice using grid analysis to evaluate
alternatives against the defined criteria. They will learn how to systematically assess each alternative's
performance, compare them objectively, and calculate scores to make a final decision.

6. Understand limitations and considerations in grid analysis: Students will critically evaluate the
limitations and considerations of using grid analysis as a decision-making tool. They will explore
scenarios where grid analysis may not be the most appropriate method and consider ethical and practical
implications in decision-making.

Jliteparypa: OJI:1-4; 1JI: 2-5;7-12; 14; 111: 1-5.
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Unit 13. Finances.
Unit 13.1. Financial Reports.

I.Discussion questions:

1. Why are financial reports important in managing personal finances? How can financial reports
help individuals make better financial decisions and monitor their financial health?

2. What are the main financial statements, and what information do they provide about an individual
or an organization's financial position and performance?

3. How can financial ratios derived from financial statements provide insights into an individual's or
organization's financial health? Which ratios are particularly important in assessing liquidity, profitability,
and solvency?

4. How can financial reports assist in evaluating investment opportunities or business ventures?
What specific information from financial reports would you consider when making financial decisions?

5. What are some limitations and potential biases that one should be aware of when interpreting
financial reports? How can these limitations impact the decision-making process?

6. Can you think of any real-life examples where the interpretation of financial reports played a
crucial role in a business's success or failure? What lessons can be learned from those examples?

7. How can an individual or organization use financial reports to identify areas for financial
improvement? What strategies could be implemented based on the insights gained from financial reports?

8. How do financial reports connect with the concept of financial literacy? What skills and
knowledge do individuals need to possess in order to effectively use and interpret financial reports?

9. Are there any ethical considerations to keep in mind when preparing or using financial reports?
How can stakeholders ensure the accuracy and transparency of financial reporting?

10. How can technology impact financial reporting and the analysis of financial data? What
advancements in technology have made financial reporting more efficient or accessible to a wider
audience?

Il. The aim: to provide them with a foundational understanding of financial reports and their
significance in managing personal and business finances. By the end of the unit, students should be able
to:



1. Understand the purpose of financial reports: Students will grasp the importance of financial
reports in providing an overview of an individual's or organization's financial position, performance, and
cash flow. They will recognize the role of financial reports in decision-making, assessing financial health,
and communicating with stakeholders.

2. Identify and interpret financial statements: Students will learn to identify and interpret key
financial statements, including the balance sheet, income statement, and cash flow statement. They will
understand the information presented in each statement and how it contributes to a comprehensive
understanding of financial performance.

3. Analyze financial ratios: Students will develop the skills to analyze financial ratios derived from
the financial statements. They will learn to calculate and interpret ratios such as liquidity ratios,
profitability ratios, and solvency ratios. They will understand how these ratios provide insights into an
individual's or organization's financial strength and performance.

4. Evaluate financial statements for decision-making: Students will learn to use financial statements
to make informed financial decisions. They will understand how financial statements can help assess the
profitability, liquidity, and solvency of an individual or organization. Students will be able to evaluate
financial statements to determine the financial risks and opportunities associated with different courses of
action.

5. Understand the limitations and considerations of financial reports: Students will critically evaluate
the limitations and considerations of financial reports. They will recognize potential biases, limitations in
data accuracy, and the impact of accounting principles and practices on financial reporting. Students will
develop a discerning approach to using financial reports as a tool for decision-making.

Jliteparypa: OJI:1-4; J1JI: 1-4; 6-9; 11-13; 11: 1-5.

[Ipaktuune 3ausaTTs Neld
Unit 14. Leading a Team.
Unit 14.1. Holding a Meeting.

I.Discussion questions:

1. What qualities and skills do you think are important for an effective team leader? How can a
leader inspire and motivate team members towards achieving common goals?

2. Have you ever been in a team where the leader's approach was ineffective? What were the key
challenges faced, and how could they have been addressed to improve team dynamics and performance?

3. What are the essential steps in planning and organizing a productive meeting? How can setting
clear objectives, creating an agenda, and inviting relevant participants contribute to meeting success?

4. How can effective communication techniques, such as active listening and open-ended questions,
enhance participation and collaboration during meetings? Can you think of any personal experiences
where these techniques were utilized effectively?

5. What strategies can be employed to encourage diverse perspectives and constructive discussions
during meetings? How can a leader manage conflicts and ensure that everyone feels heard and valued?

6. How can leaders foster a collaborative decision-making process within a team? What challenges
might arise, and how can they be overcome to reach a consensus and maintain accountability for actions?

7. What are some indicators of an effective meeting? How can you evaluate the outcomes and the
overall success of a meeting? Can you suggest any improvements based on your experiences?

8. How can technology be utilized to enhance communication and collaboration during meetings?
What tools or platforms have you encountered or used that have improved meeting effectiveness?

9. What are some cultural considerations to keep in mind when leading a diverse team or holding
meetings with participants from different backgrounds? How can inclusivity and respect for diverse
perspectives be fostered?

10. How can the skills and knowledge gained from leading a team and holding effective meetings be
applied in other areas of life, such as school, extracurricular activities, or future career aspirations?



I1.The aim: to develop their knowledge and skills in effective team leadership and conducting
productive meetings. By the end of the unit, students should be able to:

1. Understand the role and characteristics of an effective team leader: Students will gain an
understanding of the responsibilities and qualities of an effective team leader. They will learn about the
importance of communication, collaboration, and motivating team members towards achieving common
goals.

2. ldentify and develop effective leadership strategies: Students will explore different leadership
styles and strategies and understand when and how to apply them in a team setting. They will learn to
leverage their strengths as leaders and adapt their approach based on the needs and dynamics of the team.

3. Plan and organize productive meetings: Students will learn the key steps involved in planning and
organizing a meeting. They will understand the importance of setting clear objectives, creating an agenda,
inviting relevant participants, and allocating time effectively during meetings.

4. Facilitate effective communication and participation in meetings: Students will develop skills in
facilitating effective communication and fostering participation during meetings. They will learn
techniques for active listening, asking open-ended questions, managing conflicts, and encouraging diverse
perspectives.

5. Encourage collaboration and decision-making within a team: Students will explore strategies for
promoting collaboration and decision-making within a team. They will learn techniques for generating
ideas, evaluating options, reaching consensus, and ensuring accountability for actions and outcomes.

6. Evaluate meeting effectiveness and continuous improvement: Students will learn to evaluate the
effectiveness of meetings and identify areas for improvement. They will understand the importance of
collecting feedback, analyzing meeting outcomes, and implementing changes to enhance future meeting
productivity.

Jliteparypa: OJI:1-4; IJI: 2-5;7-9; 11-15; 11:1-5.



1. CAMOCTIHHA POBOTA 3/I0BYBAUIB

CamocriiiHa poboTa 3m00yBadya HaJI 3aCBOEHHSAM HABUYaJIbHOI JAWCIUILUIIHA €
HEOOX1THUM eJIeMEHTOM e(QEeKTUBHOTO (OpPMYyBaHHS KOMIETEHTHOCTEH Ta mependayae
HIJTOTOBKY 10 MPAKTUYHUX 3aHATh (03HAHOMIIEHHS 3 PEKOMEHJIOBAHOIO JIITEPaTypolo,
BUKOHAHHS JIOMAIllHIX HaBUYaJbHUX 3aBlaHb, IMMJATOTOBKa pedepariB, BHUCTYIIB Ha
NPaKTUYHUX 3aHATTIX) Ta MOAYJBHOI KOHTPOJBHOI pPOOOTH. 3a KOXKHOIO 3 TeM
nepen0ayeHo BUBYEHHSI TEOPETUYHUX MUTaHb, 110 BUMAarae BiJ 37400yBadiB poOOTH He
TIIBKM HaJ HAaBYAJIbHO-METOJUYHOIO JITEPATypoOr0, a W HaJ MaTepiajlaMd MNepiogUYHHUX
BU/JIaHb.

Mertoro camocTiitHOT poboTu MaricTpiB 3 aucuuiuniHu «llpakTukym mepekiany 3
HIMELIBKOI MOBHM» € CTUMYJIIOBAaHHS MOTHBAIlll HaBYaHHS, PO3UIMPEHHS 1 MOTJIMOJICHHS
3HaHb MPO CYTHICTH Ta OCOOJMUBOCTI MpoQeciiiHOl AISUTBHOCTI MepeKiiagadya, PO3BUTOK
TBOPUMX 3J10HOCTEW, TI3HABAIBHUX IHTEpECiB, Oa)kaHHsA 3aliMaTHCS CaMOOCBITOIO,
CaMOPO3BUTKOM Ta CAMOBUXOBAHHSIM.

CamocrTiiina po0OoTa HajJ HaBYaIbHOWO AUCIUILIIHOK «[IpakTkyM nepekiany 3
HIMELIBKOT MOBH» BKJIIOYAE:

® OMpaIllOBAaHHS TEOPETHUYHUX OCHOB MaTepiary

® BHUBUCHHS OKpeMUX TeM abo MHTaHb, IO TMepeadadyeHi sl CaMOCTIHHOTO
OTIpaIffOBAHHS

e morMOJeHe BHUBYCHHSA JIITEpaTypu Ha 3aJaHy TeMy Ta TOIIyK J0JaTKOBOI
iHpopmarrii

® IIAroTOBKA JIO POOOTH HA MPAKTUIHUX 3aHATTSIX

® OIMpaIlOBaHHS Ta MIATOTOBKA OIVIALY cTaTel, omyOaikoBaHUX Yy ()aXOBHUX Ta 1HILIUX
NePIOINYHUX BUIAHHIX

® BHKOHAHHS NMPAKTUYHHUX 3aBIaHb

® TIArOTOBKA 1 3aXUCT pedepary



KiibskicTe

No
HazBa Temn TOJVH
3/
JICHHA | 3a04Ha

Moayas 1.
1. |Tema 1. Managing conflict 4 0
2. |Tema 2. Booking a hotel 4 0
3. |Tema 3. Negotiations 4 0
4. |Tema4 Self-awareness and proffessional communication 4 0
5. |Tema 5 Time management 3 0
6. |Tema 6 Managing changes 3 0
7. |Tema 7 Letters 3 0
8. |Tema 8.1 Writinga CV 3 0
9. |Tema 9 Marketing stategy 3 0
10. |Tema 10. Communicating in a crisis 3 0
11. [Tema 11 Interview 4 0
12. |Tema 12 Decision-making tools 4 0
13. |Tema 12.1 Grid analysis 4 0
14. |Tema 14 Leading the team 4 0

MoayabHAKOHTPOJIbLHA Po00Ta 0 0

Pa3om 3a Mmoayab 54 0




THUITOBI 3ABJJAHHS JIJII CAMOCTIMHOI POBOTH

Variante 1

1. Match the beginnings with the appropriate endings to make phrases and
collocations related to getting on in the workplace.

1. a potential a) run

2. steer well b) initiative

3. take c) minefield

4. get the credit d) waffle

5. astimulating and challenging e) for it

6. meaningless f) from scratch

7. tightly g) clear of

8. learn everything h) environment

2. Fill in the spaces with the correct form of the verb in brackets, paying attention to

tense, aspect and voice. Make sure you put any adverbs in the right place. One of the
verbs is in the infinitive form.

Would everyone who loves
meetings please stand up?

Corporate meetings and brainstorming sessions are extremely popular among

executives and managers, who 1. (clearly conduct) them for a long
time. What is less clear (2) (be) how useful they actually are. If people
actually (3) (prepare carefully) for meetings, and if the purpose of
each meeting (4) (think through properly), there might be

some benefit in having them. The reality, however, is very different. employees (5)
(often ask) to attend time-consuming events that they

(6) (not think about) much beforehand, and which they (7)

(come away) from with little clear idea about what their
purpose(8) (be actually).(9) (keep) them
short, perhaps all meetings (10) (should hold) with everyone
standing up!

3. Match the behavioural competences 1-6 with their definitions a)-f).
1 self-development
2 client orientation
3 effective communication
4 analysis
5 flexibility
6 innovation and entrepreneurship

a) the ability to use the appropriate channel, meansand style of communication with tact in
a variety of situations

b) the ability to create something new (products or services) and to implement these in the
marketplace



c) the willingness and ability to give priority to customers, delivering high-quality services
which meet their needs

d) the ability to adapt with ease to a variety of situations;it is also about not being
disconcerted by the unexpected

e) the ability to find opportunities to develop your skills and attributes through self-study,
training, practical application, and/or support from others

f) being able to bring disciplined analytical thinking to data and situations, to see cause and
effect and to use this to make effective decisions

4. Complete the sentences using the correct forms of the given words.

1. analyst
We need someone to our data. They’ll need financial experience and
to be good at thinking . Our current

aren’t detailed enough for planning purposes. Have we got that
sort of person on our staff

2. communicator

We need somebody who is naturally person. They’ll need to

produce better internal within our organization so that our message

is conveyed more effectively.

Variant 2

L.Read and translate the text “Managing Conflicts”.

Knowing how to handle conflict is an important professional skill. Conflict at work can affect the
motivation and well-being of staff and create unnecessary distractions and stress. People with conflict
management skills resolve disagreements quickly and effectively, enabling effective teamwork and
maximum productivity. Successful conflict management also helps to create an atmosphere in which
individuals can learn from others, develop their talents and think creatively. Conflict management can be
challenging, but people who do it well are highly valued by their colleagues and companies.

Fight or flight. When conflict arises, we can often see nature's fight-or-flight response — either
attacking the enemy or running away. The 'fight' reaction is when people start to prepare themselves for an
argument. But by getting aggressive, they might not only damage their relationships but also miss the
chance of growing through constructive feedback. The 'flight' response involves ignoring the issue
altogether. People suppress their feelings, hide disagreements and pretend that everything is fine when it is
not. However, the conflict remains unresolved and the problem gets worse. So how can we go beyond our
immediate reactions to make conflict a source of trust-building and development? Here are eight tips to
help us manage conflict successfully.

1. Consider the best time and place for the conversation.

While it is important to talk about the issue, doing it in the wrong place and in front of the wrong
people can result in embarrassment and an inability to truly listen. If possible, make an appointment to
sit down and talk through the issue with the people involved.

2. Assume positive intentions.



If you walk into a conversation assuming that you're not liked or that you're going to be attacked,
you'll most likely spend that time defending yourself and feeling angry and hurt. Remember that you're
going through this process because people want to resolve the issue and get along. So start by assuming
that their intentions are positive and that the things they are going to say are for the good of the team. This
will allow for an open conversation that aims to improve the situation rather than make it worse.

3. Make sure it's a two-way conversation.A conversation is not a monologue. It is not a chance for one
party to list all the things they are angry and unhappy about without letting the other person react. A real
conversation allows all parties to share their perspectives and collaborate to find a satisfactory way
forward. If you find yourself in a monologue, stop and ask some questions.

4. Listen and be open to change.Many of us think we listen but instead are simply waiting for our chance
to respond. Put your thoughts aside for the moment and truly listen when the other person is speaking.
Growth and development are only possible if you allow their words to change you.

5. Be specific about the issue and the impact.It's easy to generalize and make broad accusations, for
example using statements such as You always ... or You never ... However, this often results in a defensive
response. Instead, be specific about what the issue is, give examples and be clear about the impact of the
problem. Be as objective as you can and avoid personal attacks.

6. Don't bring up the past.Some of us feel the need to bring up less relevant past events to gain an
advantage over our conversation partner. This can make people feel defensive and distract everyone from
the main point of the conversation. Try to focus on the main issue and how to make things better.

7. Take responsibility for your part in the problem.We are not perfect and we make mistakes. Consider
how you might have contributed to the problem and take responsibility for it. This not only demonstrates
your desire to work as a team but also shows that you are not just looking for an opportunity to blame the
other party.

8. Focus on the future.Conversations about conflict are often focused on what shouldn't have been and
what could have been done. Instead, focus on the future. What steps can you take to resolve the problem?
How can you avoid this happening again?

With careful management, conflicts can help us make the most of our differences and find a way of
working together successfully.

Exercise 1.Choose the correct answer.

1 Conflictat work can

a. make people feel negative and stressed.
b. help staff develop.

c. be difficult to manage.

d. All of the above.

. People who choose to maintain the peace and 'fly' from conflict tend to_
. get defensive.

. not resolve the conflict.

. openly deny any accusations.

. manage the conflict well.
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3. By making an appointment to discuss the issue, we can_____

a. avoid involving people who do not need to be a part of it.

b. choose a time when all parties feel angriest with each other.

c. choose a place where there are soft cushions so that no one will get hurt if a fight breaks out.
d. prepare our attack in advance and bring all the evidence we need.

SN

. When managing conflict, the writer suggests that we should___
.Jbring up the issue whenever we start to feel angry about it.

o))



b. focus on talking about and elaborating our own perspective on the problem.
c. believe that people have good intentions and want the best for everyone.
d. arm ourselves with lots of examples of things the other person has done wrong in the past.

5. According to the advice in the article, we should say things like
a. "You never offer any help.'

b. 'What you did made Paul feel undervalued.'

c. 'I've heard you're a very negative person and now | see it's true.'

d. 'l don't want to hear your side of the story. | already know it.’

6. By taking responsibility for our part in the problem, we can ...
show that we are perfect.b. blame ourselves before they blame us.c. pretend to share the blame and avoid
the real issue.d. show that we value teamwork and collaboration.

Exercise 2. True or false.

1. Employers don't realize that conflict management skills are useful.

2. When faced with conflict, it is natural to want to run away or to get ready for battle.

3. When we choose between ‘fight' or 'flight’, they can both result in a lost opportunity to make things
better.4. It is best to start dealing with conflict immediately, without worrying too much about the time
and place.5. Many people who say they are listening are in fact thinking of what they are going to say in
reply.6. Focusing on examples of the other person's wrongdoing helps to resolve conflict.

Variant 3

Exercise 1. Read the following text “Management Style”” and look up any words you don’t know.

A management style is an overall method of leadership used by a manager. Management styles are
characteristic ways of making decisions and relating to subordinates. Different management styles can be
employed dependent on the culture of the business, available resources (like time and money), the nature
of the task, desired results, the nature of the workforce (skills and knowledge) and the personality and
skills of the leaders. Managers have to perform many roles in an organization and how they handle various
situations will depend on their style of management. Being an effective manager means knowing when to
use the right management style.

Exercise 2. Which of these statements do you agree with? Write down your reasons why. (Answer in
English)

A manager should:

. Know when your birthday is.

. know where you are and what you're doing at all times during working hours.

. Not criticize or praise.

. Not interfere in disagreements between members of staff.

. Not ask people to do things they're not prepared to do themselves.

. Be available at all times to give staff advice and support.

. Keep their distance from staff and not get involved in socializing outside work.
. Use polite language at all times.

. Work longer hours than their staff.

0. Comment on the personal appearance of their staff.
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10.

Exercise 3. What is the role of a manager in your opinion? Circle your top three roles from the following:
mediator coach/motivator problem-solver instigator dictator organizer facilitator leader mentor decision-
maker

Exercise 4. Read the text 'The big three management styles' . Read about each style and decide which of
the following statements belongs to a 1. directing, 2. discussing or 3. delegating style.

. It is up to employees to keep the manager up to date on progress.

. Managers set strict time limits.

. Managers encourage staff to put forward their ideas.

. Managers and employees decide together what needs to be achieved.

. Decisions are made by managers and their staff.

. Employees get precise instructions.

. managers have tight control of employees' movements and work schedules.

. When employees are given tasks, they decide how to complete them.
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Exercise 5. Which of the three management styles would you prefer:
a) as a manager?

b) as an employee?

Exercise 6. Write a short article (minimum of 200 words) agreeing or disagreeing with the following
statements. Choose a topic from the titles below.

1. 'To handle yourself, use your head, to handle others, use your heart.'

2. 'Female managers are generally better managers than male managers.'




6.3ACOBU I METOAU KOHTPOJIIO

3aco0aMy OIIIHIOBaHHS Ta METOJAMH JEMOHCTPYBaHHS pE3yJbTaTiB HAaBUaHHS 3
HaBYaJIBHOI JUCIUIUTIHY «JllToBa 1HO3EMHA MOBa» €: €K3aMEH, MPAKTUYHI 3aBJAaHHS, 1103a-
ayTUTOpPHE YUTaHHS Ta HOTO 3aXHCT, pedepaT abo mpe3eHTaIlisl, TeCTH.

®opMH KOHTPOJII0 Ta KPUTEPii OLiHIOBAHHS Pe3yJIbTATIB HABYAHHS

®opMHU MOTOYHOTO KOHTPOJIIO: YcHe onuTyBaHHS, OIlIHKA BHUKOHAHHUX

IMPAKTHYHUX 3aBAdHb

dopma MOAYIBHOTO KOHTPOJIIO: Tect

dopma  MIACYMKOBOTO  CEMECTPOBOIO | €EK3aMEH

KOHTPOJIIO:

@opMH MOTOYHOI0 KOHTPOJII BKIIIOYaOTh YCHC OIIMTYBAaHH:A CTy,Z[eHTiB Ha IIPAKTHUYIHHUX

3aHATTAX, IIPE3CHTAIllT Ta POJIHOBI ITPH 32 TEMAMH 3MICTOBHUX MOYJIIB, TIEPEKIIa]] YPUBKY 31
CTaTTl 3 HIMEUBKOI Ha YKpaiHChKy MOBY 1 HaBIIaKH, M03a-ayJIMUTOPHE YHMTAHHS Ta HOTO
3axuct Tomo. KpiM 1bOro, MOTOYHUN KOHTPOJIb OXOIUIIOE Taki BHUOIpKOBI (hopmu
CaMOCTINHOT poOOTH, K: MIATOTOBKA 1 3aXUCT pedepary, BUKOHAHHS MPAKTUYHUX 3aBIaHb,
N1ArOTOBKA HAYKOBOi pOOOTH TOLIO.

dopmMa MOAYJIbHOT0 KOHTPOJIIO: MTPOBOJIUTHCA 3 METOI0 BU3HAUEHHS CTAHY YCIIITHOCTI

3100yBayiB BUILOI OCBITH 3a MEPIOJ TEOPETUUHOro HaB4YaHHS. [limcymMKkoBHUII MOAYIBHUN
KOHTPOJIb 3HaHb CTYJEHTIB 3JIACHIOETHCS Yepe3 MPOBEACHHS ayJUTOPHUX MHUCbMOBUX
KOHTPOJILHUX POOIT Ta/ab0 KOMIT FOTEPHOTO TECTyBaHHS.

@dopmMa miICYMKOBOI0 ceMeCTPOBOr0 KOHTPOJIK0: [liicyMKOBUI ceMecTpOBUI KOHTPOIb

— II€ TJICYMKOBE OIIIHIOBAaHHS Pe3yJIbTaTIB HaBUaHHA 3/100yBaya BUIOIOCBITH 32 CEMECTD,
mo 3AilcHIEeThes y (opmi ex3ameny. Ha miacymMkoBuUil CEeMECTpPOBUN KOHTPOJIb
BUHOCSATHCS THWTAHHS, CHUTYyaIliiHI 3aBAaHHS TOIIO, IO TMepeadavyarTh MEPEeBIPKY
pO3yMiHHS 3700yBadaMu BHIIOI OCBITH MPOTPAMMHOTO Matepiaay AUCIHUILUIIHA B IIIOMY
Ta piBHA CPOPMOBAHOCTI BIAMOBITHUX KOMIETEHTHOCTEH ITCJIsI OMaHyBaHHS KypCy.
[TincymMKoBUl CEMECTPOBUN KOHTPOJIb OMIHIOETHCS Big O mo 100 GaimiB 1 mepeBOAUTHCS Yy

HallloOHAJIbHY iKay Ta mkany €EKTC.

IloToYHM KOHTPOJIb PAa30M 3 iHAUBIIYaIbHIM KOHTPOJIEM OLiHIOETHCH:



Kpurepii

OLIIHKHA

[TapameTpu OliHIOBaHHS

90-100—A -5

1) Ha BCi 3amuTaHHSA 3aBAaHHSA OyJIO JaHO BHYEPIIHI Ta TOYHI
BIZNOBIIi. BuuepmHo0 BBaXKAETHCS BIAMOBIb, KA OXOTUTIOE BC1
acCTIeKTH, SIKI PO3IJISMAIOTBCS  BIPOJOBXK BHUBYCHHS BCIX
CKIaJOBUX  Kypcy  JaHOi  JUCIHUIUTIHK  (TPaKTHYHI,
IHAMBITyaJTbHA 1 CAMOCTIHA po0oTa); Y CTyACHTa PO3TOPHYTA,
MaKCUMaJILHO [MOBHA BIJIIOBIJb, BUJILHO BOJIOIE
3alpPONOHOBAHOI0 TEMOIO; BIJCYTHI T'paMaTU4HI Ta JICKCUYHI
MOMWIKHU; KOMyHIKaTUBHE 3aBJIaHHS] BAKOHAHO IMOBHICTIO.

2) 3a yMOBU aKKypaTHOro O(GOpPMIICHHS DPE3yJbTaTiB POOOTH

3T1IHO BIAIOBIIHUX BUMOT.

82-80 -B—4

1) Ha BCl 3anmUTaHHs 3aBJaHHsA OyJO JIaHO BHYEPIIHI Ta TOYHI
BIJITIOBII 3 OKPEMUMH HeIOMKaMu. BudepnHO BBaKaeThCs
BIJIMIOBI/Ib, SIKA OXOIUTIOE BCl AaCIMEKTH, $IKI PO3MIIAIAI0THCS
BITPOJIOB)K BUBYEHHS BCIX CKJIAJIOBHX KYpPCY JaHOI JUCIUTUIIHU
(mpakTU4Hi, IHAWBITYyaTbHA 1 caMOCTiMHA po0OoTa); Y CTyJeHTa
pO3ropHYTa TIOBHAa BIJINOBiIb, B SAKIH Opakye aeskoi
iHpopmMmariii, ska, TPOTe, HE Ma€ KIHYOBOTO 3HAYCHHS;
BIJICYTHI TpaMaTU4HI Ta JEKCUYHI MOMWJIKH; KOMYHIKaTUBHE
3aBJIaHHS BUKOHAHO TTOBHICTIO.

2) 32 YMOBHM aKKypaTHOro O(OpMIICHHS pe3ysbTaTiB POOOTH

3T1AHO BIAMOBIIHUX BUMOT.

74-81 —C — 4

1) Ha Bci 3amuTaHHs 3aBJaHHS OyJO JIaHi MOBHI BiJIOBI/II.
IToBHOO BBa)Ka€THCS BIIIOBIAb, IKa OXOIUIIOE OCHOBHI aCIIEKTH
MUTAHHS B PaMKaX KOHCIIEKTY. Y CTyJEHTa pO3rOpHyTa MOBHA
BIJINIOBI/Ib, B SIKiM Opakye neskoil Hpopmailii, sika, MpoTe, He
Ma€ KJIFOYOBOTO 3HAYEHHS; BIJICYTHI rpaMaTU4HI Ta JICKCUYHI
MOMWJIKY; KOMyHIKaTUBHE 3aBJIaHHS] BAKOHAHO TTOBHICTIO.

2) 32 YMOBHM aKKypaTHOro0 O(OpMIIEHHS pe3yJbTaTiB POOOTH

3T1IHO BIAIIOBIIHUX BUMOT.

64-73-D -3

1) nmani TOBHI BINNOBiAI HAa TEpPEBaXHY OUIBIIY YaCTHHY




3alMTaHb, A00 HEIOBHI BIAIOBIAI HA BCl 3anuTaHHsg. HenmoBHOIO
BBAYKAE€TLCA BIJNOBIb, sIKa MICTUTh HE BCl aCIIEKTH IUTAHHA,
0 PO3IJISAMAEThCS;, Y CTYJICHTa BIJIMOBIIb B JOCTaTHHOMY
00Cs131, JOMYCKAETHCS OIMYIIEHHS MEBHOT YaCTUHU 1H(pOpMAIIii;
HasBHI JIesAKl TpaMaTU4HI Ta JIGKCUYHI TIOMUJIKH, SIKI HE
MOPYIIYIOTh BUKOHAHHS KOMYHIKATUBHOTO 3aBJIaHHS.

2)3a YMOBH aKKypaTHOTO OGOPMIICHHS pPe3yJbTaTiB poOOTH

3T1IHO BIIHOBIIHUX BUMOT.

1) naHi TOBHI BIAMOBII HAa OUIBIY YAaCTHUHY 3alMTaHb, ado
HEIIOBHI BIJIOBIAI Ha Bcl3amdTaHHA. HEOBHOIO BBaXKacThCI
BIAINOBIAbL, SKa MICTUTb HE BCl acCIEeKTH [WUTAaHHA, IO
po3rIsaaeThes; Y CTyAEHTa BIJNOBIAb B IOCTaTHHOMY 00CS3I,
JIOTYCKAETHCS OMYIIEHHS MEBHOI YaCTUHM 1H(GOpMAaIlii; HasgBHI
JIesKl TpaMaTU4HI Ta JICKCUYHI TTOMUJIKU, SIKI HE TOPYILIYIOTh
BUKOHAHHS KOMYHIKaTHUBHOTO 3aBIaHHS.

2)3a YMOBHM aKKpaTHOTO O(OPMIICHHS pPe3yJbTaTiB poOOTH

3T1AHO BIAIOBIIHUX BUMOT.

1) He pmani BiAMOBIAI Ha OUIBIIY 4YaCcTHHY 3allMTaHb; Y
CTYJIEHTa BIAMOBIb B MiHIMaJIbHOMY MPHUITYCTUMOMY ab0 B
HEJOCTaTHBOMY  00CsI31,  3Ha4Ha  YacTUHaIH(pOpMaIlii
nponyieHa abo CHOTBOPEHA; HasBHI CEpHO3HI ITOMUJIKH,
[03aBa)XalOTh PO3YMIHHIO; KOMYHIKaTHMBHE 3aBJaHHS HE
BUKOHAHO a00 BIJICYTHICTb BIAMOBI/I B3arai.

2) ohopmiieHHS Pe3yIIbTATIB POOOTH € HE3aIOBUTLHUM.

60-63 —E—-3
35-59 -FX -2
0-34-F—1

1) He maHi BIAMOBII HA )KOJAHY YaCTHHY 3aIlUTaHb;

2) ohopMITEHHS pe3yIbTaTiB POOOTH € HE3aJ0BLILHIM.




7. KPUTEPII OLIIHIOBAHHSA 3HAHb, YMIHb TA HABUYOK 3/I05YBAUIB

Po3noain 6axiB, ki oTpuMyIOTH 3100yBavi BULIOI OCBiTH (MOAYIb 1)

IToTo4yHe OLiHIOBAHHS TA CAMOCTIiHHA po0doTa
MonayabHa

koHTposabHa | Cyma

pobora

T1+T1.1
T3+T3.1
T4+T4.1
T5+T5.1
T6+T6.1
T7+T7.1
T8+T8.1
T9+T9.1

50 100

T2+T2.1

T10+T10.1
T11+T11.1
T12+T12.1
T13+T13.1
T14+T14.1

w
w
w
w
w
w
I
TN
I
N
N
N
N
I

T1, T2 ... — Temu

OuiHlBaHHSI OKpeMHX BUAIB HABYAJIbHOI PO0OOTH 3 AMCHHUILIIHU

Moayas 1
Bun gisabHocTi 3100yBavya 2 MakcumansHa
BHIIOI OCBIiTH 'é KinpkicTs 6amin

55 (cymapHa)
[IpakTryH1 3aHATTS (IOMYCK,

14 32
BUKOHAHHSI Ta 3aXHUCT)
Pedepart/IIpezenTartis 1 3
Camocriiina poboTa 5 15
MonynpHa KOHTpOJIBHA poOOTa 1 50
Pazom 21 100

KpuTrepii oliHIOBaHHS MiACYMKOBOI0 CeMeCTPOBOr0 KOHTPOJIKO: NOTOYHUI KOHTPOJb
HAIpPUKIHIL CeMEeCTpy IepepaxoByeThest y S50-0abHy OLIHKY; MOJIYJBHUNA KOHTPOJIb

HAIPUKIHII CEMECTpPY nepepaxoByeThes y 5S0-0anbHy OIIHKY.



[TincyMKOBHIA KOHTPOJIb. 32 HASIBHOCTI PIBHA PE3yJIbTATIB MOTOYHUX KOHTPOJIB 3 YCIX
BUJIIB HaBYAJIIBHUX 3aHATh He MeHIie 60 OaiiB, OIIHIOBaHHS BHUKOHYETbCS O€3 ydacTi
CTYJICHTA NIUISIXOM BU3HAYCHHICEPETHbO3BAKCHOTO3HAUCHHS. Y BUTIAAKY, KOJIA CTYICHT 32
pe3ynbTaTaMu MOTOYHUX KOHTPOJIIB 3 YCIX BUIIB HaBUAJIBHUX 3aHATH OTpUMaB MeHIe 60
OamiB, a00 HE MOTOKYETHCS 3 OLIHKOIO, Ky OTPHUMABIIIJT Yac MIJCYMKOBOTO KOHTPOJIIO,
BIHMa€ MpaBo ckiagatuek3ameH. CTyNeHT, KW HE 3’sIBUBCS HAa €K3aMEH 0€3 MOBaKHUX
MPUYUH, BBAXAETHCS TAKUM, IO OJEPKAB HE3aJ0BUIbHY OI[IHKY, Y TOTOJKYEThCS 31
CBOIM IT1JICYMKOBUM KOHTPOJIEM.

Axmo cTyaeHT OyB HE NOMYIICHWHA 10 €K3aMEHY, BiH MOBHHEH J0 BCTAaHOBIICHOTO
TEpMiHy IMEpecKiIalaHHs €K3aMeHy HaOpaTuh HeoOXI1JHY KUIbKICTH OaiiB 3 MOTOYHOTO Ta
/ab0 TPOMIKHOTO KOHTPOJIO0, BUKOHYIOUM JOJATKOBI BUAM PpoOIT ab0 MepecKiiaiaroyu
MOJYJIbHY KOHTPOJIBHY POOOTY.

[ToBTOpHE CKJIQMaHHS MIACYMKOBOTO KOHTPOJIIO 3 JUCHUIUIIHU, KOJIA CTYJIEHT
OTPUMAaB OIIIHKY «HE 3aJI0BUIbHO» (HMXk4Ye 60-Tu OalliB), TOMYCKAEThCS HE OUIbIIE JBOX
paziB. CipoOu CTy/eHTa BUIIPABUTHU OLIIHKY W HE JOMyCTUTH aKaJeMIYHOi 3a00proBaHOCTI

00MEXKYIOThCSI TEPMIHOM B OJIMH MICSIIb MICJISI 3aKIHYEHHS €K3aMEeHaIlIiMHOT cecii.

Kpurepii oniHloBaHHA Ta cXxeMa HApaXyBaHHA 0aJIiB € HACTYIHOIO:

3araigbHa O1inka

_ OwiHKa 32 HAI[IOHAJIBHOIO IIKAJIOK0 I €K3aMEHY
cyma OamiB | ECTS

90 — 100 A Bigmino

82-89 B
m00pe
74-81 C
64-73 D
3a10BUIBHO
60-63 E
35-59 FX HE3aJ0BIJIbHO 3 MOXKJIMBICTIO TIOBTOPHOTO CKJIa/IaHHS

0-34 F HE3aJ0BIJILHO 3 000B’I3KOBUM MOBTOPHUM BUBUYECHHSIM JTUCIUILTIHU
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8. TEMHU JIJIs1 HAIIUCAHHS PE®EPATIB / IPE3EHTAIIIA

1. BB MKKYJIBTYPHUX KOMYHIKAIlIMHMX HABUYOK Ha YCIIIX y O13Hec.

2. [nmoMmoBHa KOMYHIKallis B TJI00aTbHOMY 013HECI: BUKIIUKHU Ta MEPEIIKOIH.

3. Poinb e(eKTUBHOTO €IEKTPOHHOTO CHUIKYBAaHHS B Cy4acHOMY O13Hecl.

4. BrumMB coliagpHUX MEpeX Ha KOMYHIKAIlilo B Oi3HECI Ta MapKETHHIOBI
cTpaTerii.

5. Amnamiz KyJabTypHHUX pPO30DLKHOCTEH y Oi3Heci: BIUIMB Ha TIPOBEACHHS
MEPETrOBOPIB Ta MPUUHATTS PIIICHB.

6. BuxopucraHHd MOBU Tina B OI3HEC-KOMYHIKallii: 3HaKHU, >KECTH Ta iX
3HAYEHHS.

7. PO3BUTOK HaBMYOK IMpe3€HTalli Ta MyOJIYHOTO BHCTYNy B JUIOBOMY
cepeoBUIIL.

8. Cramuii po3BUTOK Yy Oi3HECi: BIUIMB €KOJOTIYHOI CBIJIOMOCTI Ta
KOPIIOPATUBHOI BIATOBIaIbHOCTI.

9. CydacHi TeHJeHLIi B JUIOBIM KOMYyHIKallii: BIPTyalibHI KOMaHAM Ta
JUCTaHIIHA poOoTa.

10. MoBneHHeBa eTvka B O13HEC-CEPENOBHILIL: BaXJIMUBICTh MPOQPECiiHOI
BBIWJIMBOCTI Ta KyJbTYPH CHUIKYBaHHS.

11. ®onHeTuka B IIJIOBOMY CIIJIKYBAaHHI: 3BYKH, aKI[EHT Ta BUMOBA.

12. MosHi Oap'epu B AUTOBI KOMyHiKallii: TPUYWHU, BUAUM Ta CHOCOOU
MOJI0JIAHHS.

13. Posnb 1HTEpKYyJbTYpHOI KOMIIETEHTHOCTI B TJjob0ampHOMYy Oi3HEc-
CepEeIOBHIII.

14. BuxopucranHd €(peKTUBHUX KOMYHIKALIIMHUX CTpaTerii y CHUIKYBaHHI 3
KJIIEHTaMHU.

15. ByaiBHUIITBO AOBIpH B MPOIIEC] AIJIOBOT KOMYHIKAIIIi: POl Ta METOJH.

16. I1paBuna BeaeHHs TeNePOHHUX A3BIHKIB 1 CKaWM-KOH(GEPEHI[IH B IIOBOMY
CHUIKYBaHHI.

17. EdexTuBHE THCHMOBE CHIJIKYBaHHS B JiJIOBIM KOPECMOHACHIIII: JIMCTH,
€JICKTPOHHA TOIITa Ta O(IIiiHI TOKYMEHTH.

18. Ponb MOBHHUX TEXHOJIOTIM B yNpaBliHHI O13HEC-KOMYHIKAIISIMU:
IHCTPYMEHTH, MIpOorpamMHe 3a0e3MeUeHHs Ta OHJIalH-TIIAT(HOPMHU.

19. BunpoOyBaHHS Ha MOBHY KOMIIETEHTHICTh B Mpo(eciiiHiil A1I0BIi MOBI:
piBHI Ta cepTUdiKallis.
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20. 3axucT BIacHOI AYMKHM Ta IIEpEKOHaHb B [IJOBUX JUCKYCISIX Ta
IeperoBopax.

9. AKAJEMIYHA JOBPOYECHICTbD

[Tin yac BUBYEHHsA HaBuaibHOI AucHUILIIHU «lIpakTKyM nepeknany 3
HIMELIbKOT MOBW» 3/100yBad BHILOI OCBITU JAPYroro (MariCTepchbKOro) piBHS
NOBUHEH 3HAaTH, WO ii BUKJIAJAaHHA IPYHTYETbCS Ha 3acajax akaJeMIYHOl
N00pPOYECHOCTI—CYKYITHOCTI €THUYHHMX MPUHLHUIIB Ta BU3HAYEHHX 3aKOHOM
MpaBWI, SIKUMHA MalOTh KEPyBaTHCS YYaCHHKH OCBITHBOTO MPOLECY MiJ Yac
HaBYaHHS, BUKJIQJaHHS Ta MPOBA/KEHHS HAYKOBOI (TBOpUOI) IISIIBHOCTI 3
METOI0 3a0e3MeueHHs JOBIpH 1O PE3yJbTAaTiB HABYAHHS Ta/abd0 HAYKOBHX
(TBOpYUX) TOCSTHEHb.

JloTpuMaHHs akaAeMi4HOi JOOpOYECHOCTI 3100yBauaMM BHIIOI OCBITH
nepeadayae: caMoCTiiiHE BUKOHAHHS HABYAJIbHUX 3aB/laHb, 3aBIaHb TOTOYHOTO
Ta TMIJCYMKOBOTO KOHTPOJIIO pe3yJbTaTiB HaBUaHHS (111 0ci0 3 0COOIMBUMU
OCBITHIMU TOTpeOdamMu 15 BUMOra 3aCTOCOBYETHCS 3 YpaxXyBaHHSM iXHIX
IHUBITyJIbHUX TTOTPEO 1 MOKIIMBOCTEH ); TOCHIJIAHHS Ha JKepesa iHpopMallii y
pa3i BUKOPHUCTaHHS 17eH, po3poOOK, TBEPIKEHb, BIIOMOCTEH; JAOTPUMAHHS
HOPM 3aKOHOJIAaBCTBa IO aBTOPChKE NpaBO 1 CYMDKHI I[paBa; HaJaHHS
J0CTOBIpHOT 1H(OpMalii Tpo pe3yJabTaTH BIJACHOI (HAYKOBOi, TBOPYOi)
JUSITBHOCT1, BUKOPUCTaH1 METOIMKHU JOCITIKEHb 1 JpKepena iHdopMartii.

IopymieHHSIMH aKaJeMIuyHOT JOOPOUYECHOCTI BBAXKAIOTHCA: aKaJIeMIYHUM
miariar, camoruiariat, ¢dalpukaiis, danbcudikaiisi, CIUCyBaHHS, OOMaH,
Xxa0apHULITBO, HEOO €KTUBHE OLIIHIOBAHHS.

3a mopyueHHs akaJeMiyHOi JOOPOYECHOCTI 3100yBayul MOXYThb OyTH

MPUTATHEH] O TaKOi aKaJeMidHOi BiIMOBIJATBHOCTI: MMOBTOPHE MPOXOKEHHS
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OILIIHIOBaHHS (KOHTPOJIbHA po0O0Ta, €K3aMEH TOIIO); MOBTOPHE MPOXOKEHHS

BIJIMTOBITHOTO OCBITHHOTO KOMITOHEHTA OCBITHBOT IIPOTPAMH.



10. OPIEHTOBHUM NEPEJIK IUTAHB JJISI IIITOTOBKH
10 EK3AMEHY

. Managing conflict.

. Managment style.

. Booking a hotel.

. Visit of a foreign partner.

1
2
3
4
5. Self-awareness and proffessional communication.
6. A proffessional biography.

7. Time management.

8. Newsletter articles.

9. Managing changes.

10. Emails.

11. Letters.

12. Diplomatic letters.

13. Business proposals.

14. Writing a CV.

15. Marketing stategy.

16. Discussion with active listening.

17. Communicating in a crisis.

18. Reports.

19. Interview.

20. Complaint.

21. Decision-making tools

22. Grid analysis.

23. Finances.

24. Financial report.

25. Leading the team.

26. Holding a meeting.
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