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Onuc HAaBYAJIBLHOI AUCHHUILTIHA

HavimenyBanns
MOKa3HUKIB

["any3s 3HaHb, HAIPAM
MATOTOBKH, OCBITHBO-
KBasTi(piKaIiitHUIl piBEHb

XapakTepucTuka
HaBYAJILHOI TUCIUAILIIIHA

neHHa ¢gopmMa HABYAHHS

["any3b 3HaHB

KinekicTh KpeauTiB — 6 0306 MeHeKMEHT 1 Hopmartupna
aJMIHICTpYBaHHS
) ) Pik minroroBkm:
3MIiCTOBUX MOAIYJIiB — 6 - =
2-i | 3-i
CrernianpHICTh Cemectp
3arajibpHa KUIBKICTD 5.03060101
Opranizartist BAPOOHHIITBA 3-i 4-11 5-i1
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IIpakTnyHi
28 ron. \ 28 ron. \ 28 ron.
InpuBinyauabHi
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JeHHO1 hopMHU
HaBYaHHS:
ayIUTOPHUX — 2
caMoCTiitHO1 poOoTH
CTyJeHTa — 2

OCBITHBO-
KBaTi(piKAIIHUI PIBEHb:
«MOJIOIINN CIIELIATICT)

IlincyMKOBHII KOHTPOJIb

4ron. |4ron. |4ron

CamocriiiHa podora

32 ron. \ 32 ron. \ 32 ron.

By KOHTpOIIIO: eK3aMeH
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1. MeTa T2 3aBJaHHA HABYAJILHOI JUCHHUILTIHI

Mema: PO3BUTOK 1HIIIOMOBHOI JiSUTBHICHOT KOMIIETEHIlI y TOBCSIKICHHUX,
3araJbHUX JUIOBHX, 1 Y ()axOBHX CHUTyaIlisiX; HAaBYaHHsS 1HIIOMOBHOTO CIUIKYBaHHS,
YCBIAOMJICHHSI CTYACHTOM BIJHOCHH MIDK BIJIACHOIO Ta I1HO3EMHHMH KYJIbTYpamH;
PO3BUTOK 1 aKTHBI3aLlisg MI>K()aXxOBOr0 MUCIICHHS.

3ae0annsa: GopMyBaHHS HEOOXITHOI KOMYHIKATMBHOI CIIPOMOXKHOCTI B yCHIM Ta
NUCHMOBIM  (opmMax B MeXax TEMaTHKH, OKPECICHOI 3aBAaHHIMH ManWOyTHBOI
npodeciiHOi  JISAIBHOCTI  CTy/AC€HTAa; JOCSITHEHHS CTYJCHTOM pIBHIB  MOBHOI
KOMIIETEHIII{, 10 BIJMNOBLAAIOTh MDKHApOJAHMM CTaHJIApPTaM, BUKJIAJAECHUM Y
3araJbHOEBPOINEHCHKUX PEKOMEHJAIlsIX 3 MOBHOI OCBITH; (pOpMyBaHHS HaBUYOK Ta
BMIHb AaBTOHOMHOIO HaBYaHHS, L0 Iependadae (QOpMyBaHHS y CTYyJEHTa BIIACHOI
BIJIOBIAAJIBHOCTI 32 pe3y/bTaTH HABYAHHSA IIJISXOM OpraHizailii HaB4aJbHOTO MPOLECY
CHUIBHO 3 BUKJIAJaueM.

VY pe3ynbTari BUBYEHHS HABYAJIBHOI JUCUUIUIIHM B CTYAEHTIB MarOTh OyTH

c(hopMOBaHi Takl MPeIMETHI KOMIIETEHTHOCTI:

— 3HaHHS CHEIiadbHOI JICKCUKHA Ta TPAMaTUYHUX KOHCTPYKIIH JJIsS TTOBHOTO
PO3YMIHHS 3MICTY TEKCTIB 3a IPOQPECIHHUM CIIPSIMYBaHHSIM;

— 3HaHHS JIEKCHYHOTO MIHIMyMY PET10HAJIBHUX Ta COLIAJILHUX BIJIHOCUH MIXK
YKpaiHOw Ta KpaiHOK, MOBY SIKO1 BUBYAIOTb;

— BOJIOAIHHA YCHOK MOHOJIOTIYHOI 1 [IaJIOTIYHO0 MOBOK B MeEXKax
MoOyTOBO1, CYCIUIBHO-MOJITUYHOT Ta ()aXOBOi TEMATUKU,

— BMIHHS CHOpUWMaTH MOBJEHHS 1HIIOT OCOOM SIK TMpHU Oe3MocepeHbOMY
CIUJIKYBaHHI, TaK 1 B 3aITUCY;

— 3HaHHS TEPMIHOJOTII 3 MUTaHb MPOGECIHHOT AISITHHOCTI,

— 3HaHHS CTaHJIApPTIiB JIJIOBUX Marepis, pedepaTiB Ta aHOTAIIIH;

— 3HAHHS JIEKCUKO-TPAaMaTUYHOTO MIHIMyMy 3a0e3Me4YeHHsI Ta MOBHO-
KOMYHIKaTUBHOTO PIBHS MPOBEJICHHS MPE3CHTALllH;

— ymiHHS odopMITIOBaTH (P1HAHCOBI JOKYMEHTH; CKIIaaTH (piHAHCOBY
3BITHICTH aHTIIHCHKOK MOBOIO;

— 3JaTHICTh 3HAXOAUTH U ONpalbOByBaTH 1H(OPMAILIIIO IHO3EMHOIO
MOBOIO;

— 3JIaTHICTb aHaJi3yBaTu Ta pedepyBatu paxoBy iHpoOpMaIlilo.
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2. Ilporpama HaBYAJBHOI JUCHMILTIHU

3micmosuit modynw 1. Ogpic. Office.

Tema 1. Kanneasipcski ToBapu a4 odicy. Office supplies.

Jlexcuka: binder, envelope, highlighter, legal pad, marker, pen, stapler, staples, tape.
I'pamaTuka: imperative and present simple.

Tema 2. Kanneasipcbke ooaagnanns. Office equipment.

Jlexcuka: calculator, copier, cubicle, desk, fax machine, file cabinet, landline, shredder,
toner.
I'pamaTuka: present continuous.

Tema 3. Komn'totepu Ta komiuiekTyroui. Computers and accessories.
Jlekcuka: computer, desktop, flash driver, keyboard, laptop, laser printer, monitor,
mouse, scanner.

I'pamaTuka: present continuous + always.

Tema 4. Yactunm odicy. Parts of the office.

Jlekcuxka: break room, conference room, entrance, fire exit, lobby, open plan, reception
desk, restroom, waiting area.
['pamartuka: present simple and continuous.

Tema 5. JIromm B odici. People in the office.

Jlexcuka: clerk, colleague, co-worker, employee, executive, intern, salesperson,
supervisor, accountant, administrative assistant, consultant, designer, HR representative,
IT specialist, janitor, owner, receptionist.

I'pamaruka: state verbs.

Tema 6. lludgpu. Numbers.

Jlexcuka: add, and, comes to, divide by, equals, hundred, less, minus, multiple by, over,
plus, subtract, times.
I'pamatuka: present perfect simple and continuous.

Tema 7. KiabkicHi mokazuuku. Sales numbers.

Jlexcuka: above, according to, below, first, highest, lowest, median, second, -th, third.
I'pamaruka: using the present perfect in the news.

3micmosuit modyns 2. Bukopucmanns 2poweii. Using money.

Tema 1. Buam 6iznecy. Types of business.
Jlekcuka: CO-Operative, corporation incorporated, LLC, non-profit organization,
partnership private, public, shareholder, sole proprietor.
I'pamartuka: past simple and continuous.

Tema 2. Buau pooit. Types of work.
Jlekcuka: consult, freelance, full time, opportunity, part time, per diem, permanent,
temporary, transition.
['pamaTiKa: BUKOPUCTaHHA MUHYJUX YaciB y BBIWIMBUX QopMax.

Tema 3. 3apoobiTHa muiaTa ta miaeru. Pay and benefits.
Jlexcuka: benefits, dental, health insurance, minimum wage, overtime, pay, retirement
plan, salary, stock options, vacation time.
I'pamaTuka: present perfect and the past.



Tema 4. I'pomri. Money.
Jlexcuka: Dbill, cash, change, coin, currency, deposit, face, petty cash, receipt,
withdrawal.
['pamaTiKa: BUKOPUCTAHHS TPUBAIUX (POPM ISl BUPAKEHHS TOBIIKOBOI iHPOpMAIIii.
Tema 5. Bukopucranns rpomeii. Using money.
Jlekcuka: charge, credit card, credit limit, debit card, direct deposit, invest, monitor,
purchase, save, spend, track.
I'pamaTuka: past perfect simple and continuous.
Tema 6. bankiBcbki paxynkun. Bank accounts.
Jlekcuka: accrue, check, checking account, close, commercial bank, credit, interest,
open, overdraft, saving account, transfer.
['pamatuka: BUpakeHHsI HaMIpy Ta KaJlto.
Tema 7. 3minu y BapTocti. Changes in value.
Jlekcuka: bottom out, decline, decrease, expand, fluctuate, grow, increase, peak, shrink,
steady.
I'pamaTuka: used to, would, be used to & get used to.

3micmosuit modyns 3. /linose cninkysanns. Business communication.

Tema 1. Biggian. Departments.
Jlekcuka: accounting, department, division, human resources, IT, marketing, payroll,
personnel, production, sales, training.
I'pamatuka: BupaxeHHs MaioOyTHix aii (be going to and present continuous).

Tema 2. KopnopaTusne ynpasiainas. Corporate governance.
Jlexcuka: board of directors, CE, CFO, chairperson, COO, corporate governance, elect,
inside director, management, outside director, ownership, president, vice president.
I'pamatuka: BupaxeHns maioyTrix aii (will, shall and the present tense).

Tema 3. PozmoBa no Tesiepony. Telephone interaction.
Jlexcuka: answer, call, connect, direct, extension, line, on hold, party, reach, transfer,
ASAP, call back, caller, leave, message, regarding, return, take, unavailable, urgent.
['pamaTuka: CTpyKTypa Mpe3eHTallii Ta BOPKIIIOIIB.

Tema 4. Ilepenucka. Correspondence.
Jlekcuka: appropriate, business letter, cc, email, fax, formal, hard copy, informal,
interoffice, memo, outside, prompt.
I'pamartuka: future continuous and future perfect.

Tema 5. Odiuiiine mpeacrasaenns. Introductions.
Jlekcuka: avoid, client, common interest, connection courtesy, introduction, job title,
mention, accupation, personal, relationship.
I'pamartuka: Bukopuctanus the future continuous y BeiuwmBux Gopmax.

Tema 6. CBiTchbka 6eciza. Small talk.
Jlexcuka: discuss, inquire, living, local, marital status, politics, recommendation,
refrain, religion, small talk, sport, topic.
I'pamaTuka: cnocobu BUpakeHHs MalOyTHIX JiH.

Tema 7. 3apaui npeacraBaunkis. Delegating tasks.
Jlexcuka: assign, be in charge of, be on, choose, delegate, responsible for, run, take care
of, take on, task.



I'pamaTuka: moka3HUKU MaliOyTHBOTO Yacy.

3micmosuit  modyav 4. Mixcnapoonuit  meneoncmenm. International
managemant.

Tema 1. KontpoJs i mianoBuii 06.1ik. Control and follow up.
Jlekcuka: check on, estimate, follow up on, get in touch, hear back from, previously,
progress, report, status, update.
['pamaTuka: MojanbHi Al€cToBa JUIsl BUPAXKEHHS MOKJIMBOCTI, MPOXaHHS, MO3BOINY 1
MTPOTIO3HITI].

Tema 2. 3mina mianiB. Changing plans.
Jlexcuka: cancel, change, go with, hold off on, instead, move up, Plan B, push back,
reschedule, sooner, unexpected.
I'pamaTuka: €eKBIBAJICHTH MOJAJIbHUX JIIE€CTIB.

Tema 3. 3BopoTHiii 3B's130k. Feedback.
Jlekcuka: clarify, comment, constructive criticism, enunciate, expand on, feedback,
mumble, redo, revise, strength, weakness, work.
['pamaTuka: MofabHI AlECIOBA JJISI BUPAKEHHS MPOIMO3HUIIii Ta MOpa.

Tema 4. MoTuBauist nepconaiy. Motivating staff.
Jlekcuka: appreciation, award, bonus, commission, contest, hard work, motivate, offer,
perk, reward, staff.
['pamartuka: cnocoOu BUpaxeHHs! HEOPIIAHUX TPOIMO3HIIIN.

Tema 5. Mepe:xa. Networking.
Jlekcuka: approach, business card, business lunch, conference, contact information,
exchange, face-to-face, networking, referral, social gathering, social networking.
I'pamaTuka: MoganbHi Al€CIOBA ISl BUPAKEHHS HEOOX1THOCTI.

Tema 6. Mixknapoani kiienu. International clients.
Jlekcuka: behavior, bow, cheek custom, firm, greet, handshake, international, kiss,
polite, social, cue, soft.
['pamartuka: cnocoOu BUpaKeHHs HaKas3iB.

Tema 7. Bizuec B pizuux kyabTypax. Business in different cultures.
Jlexcuka: address, by accident, culture, customary, expectation, foreign, gaffe, gesture,
host, manners, misunderstanding, nonverbal, offend, position, respectful, surname,
translator.
I'pamaTuka: MoganbH1 Al€CIOBA AJIs1 BUPAXKEHHS MPUITYIIICHHS.

3micmosuit mooyns 5. Poboma. Job.

Tema 1. BnamryBanns Ha podoty. Getting the job.
Jlexcuka: cover letter, degree, eduation, employment gap, experience, letter of
recommendation, objective, reference, skills, work history, applicant, candidate, dress,
interview, qualification, succinct, top choice.
I'pamaTuka: yMOBHI peUeHHS Il BUPKCHHS TEMEPIlTHIX 1 MaOyTHIX J1H.

Tema 2. Haiim HoBux cmiBpodiTHukiB. Hiring new employees.

Jlexcuka: advertise, branch, expand, from within, headhunter, hire, in-house, job listing,
post, recruit, referral,search, staffing agency, workforce.



8

I'pamaTuka: yMOBHI pedeHHs JJIi BUPaKECHHS HEpealbHUX i y TENepilllHbOMY Ta
MUHYJIOMY 4aci.
Tema 3. IlinBumenus Ha nmocaai. Promotions.
Jlexcuka: corporate ladder, duty, excellent, head, income, promote, raise, recommend,
reliable, responsibility.
['pamaTuka: yMOBHUH cHIOCIO.
Tema 4. 3akinuenHs crpoky. Terminations.
Jlexcuka: absenteeism, company policy, disciplinary, documented, dress code,
excessive, failure, late, let go of, punctuality, terminate, violation, work ethic, write up.
FpaMaTHKa: YTBOPCHHA Tad BJ)KUBAHHA ITACUBHOI'O CTAHY.
Tema 5. Kanennapue nuanyBanns. Scheduling.
Jlekcuka: annual, appointment, arrange, in advance, pencil in, postpon, review, RSVP,
schedule, send apologies, set up, weekly.
['pamatuka: BXKMBaHHS MACUBHUX (OPM y LJIOBOMY JTUCTYBaHHI.
Tema 6. Hapana. Meetings.
Jlexcuka: beforehand, bicker, cut off, etiquette, go over, interrupt, jargon, off topic, on
track, opinion, state, talk over, waste.
I'pamaTuka: MoaanbHi JAi€CIOBa 3 MACUBHUMH (hOpMaMU, J1E€CTOBO 3 ABOMA JOJAaTKAMH.
Tema 7. Ilopsanok nennmii. Agenda.
Jlexcuka: agenda, brainstorm, generate, idea, identify, item, key point, note-taker,
objective, point of view, submit, time, allotment.
['pamatuka: BUKOPUCTAHHS MOJAIBHUX JI€CHIB 3 TACHBHUMH (JOPMaMHU Y 3BiTaX.

3micmosuit modynw 6. Jlioepcmeo ma e3aemodia ¢ epyni. Leadership and group
dynamics.

Tema 1. IIpe3entanin. Presentation.
Jlexcuka: chart, copy, diagram, display, graph, handout, image, presentation, projector,
reserve, resize, slide, table.
['pamartuka: nuTanbHI peYEHHS.

Tema 2. IlpoBenennst npe3enTanii. Giving presentation.
Jlekcuka: audience, body language, bore, eye contact, glance, memorize, move on,
outline, review, summarize, verbatium.
I'pamaTuka: po3aiIOBI MUTAHHS.

Tema 3. Po3monin yacy. Time management.
Jlexcuxka: ahead of, behind, distraction, goal, interruption, keep track, lost time, make up
for, prioritize, reminder, schedule, task list.
['pamartuka: HEmpsiMma MOBa (TBEPKEHHS Ta THCTPYKIIIT).

Tema 4. Ilin6ip komanau. Team building.
Jlexcuka: chairperson, completer, coordinator, creative, implementer, monitor evaluator,
resourse, investigate, role, shaper, specialist, team, teamworker.
['pamaTuka: HempsiMa MOBa (3alMTaHHSA).

Tema 5. Ileperosopu. Negotiating.
Jlexcuka: anticipate, back down, beneficial, close, compromise, conflicting,
confrontation, deal, hostile, interest, mutually, negotiate, trade-off.
I'pamaTuka: BBIWIMBI IPOXAHHS y JIJIOBUX JIUCTaX.



Tema 6. Ilogopo:x. Travelling.

Jlekcuka: accommodations, book, business class, check in, coach, fare, first class, flight,
itinerary, layover, reservation, seat assignment, ticket, upgrade.
['pamaTuka: mepexiiHi Ji€CIOBa.

Tema 7. IlpaBuaa i Hopmu B aeponopty. Airport rules and regulations.
Jlexcuka: baggage claim ticket, boarding pass, carry-on, check, customs, declare,
destination, flammable, identification, luggage, medication, passport, prohibited,
security, visa.

['pamaTHKa: IOPIBHSIbHE BXKMBaHHS 1H(IHITHBA Ta ING-HopMH.



3. CTpykrypa
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HABYAJBLHOI JUCIMILTIHA

Kinekicts roany

Ha3Bu 3MiCTOBHX MOJYJIIB 1 TEM

neHHa hopma

yCbOI'O y TOMY YHUCII
MIPAKT. 1H]T. K c.p.
1 2 3 4 5 6
3microsuii moayas 1. Odic. Office.
Tema 1. Kannenspcbki ToBapu uist odicy.
: : 6 2 4
Office supplies.
Tema 2. Kannensapcrke 001aHaHHS.
: : 2 2
Office equipment.
Tema 3. Komm'torepu Ta KOMIUIEKTYIOYI.
. 6 2 4
Computers and accessories.
Tema 4. Yactunu odicy. Parts of the
) 4 2 2
office.
Tema 5. JTIroau B odici. People in the
. 6 2 4
office.
Tema 6. ITudpu. Numbers. 4 2 2
Tema 7. KinbkicHi noka3zauku. Sales
6 2 4
numbers.
MopaynsHa KOHTpOJIbHA poboTa 1. 2 2
Pa3om 3a 3MicTOBMM MojyJieMm 1. 36 14 4 2 16
3microBuii moayas 2. Bukopucranus rpomei. Using money.
Tema 1. Buau 6i3necy. Types of business. 6 2 4
Tema 2. Buau po0it. Types of work. 2 2
Tema 3. 3apo6iTHa muiaTa Ta miaery. Pay
. 6 2 4
and benefits.
Tema 4. I'pomri. Money. 4 2 2
Tema 5. Bukopucranus rpomreii. Using 6 9 4
money.
Tema 6. bankiBcbki paxynku. Bank 4 9 9
accounts.
Tema 7. 3minu y Baprocti. Changes in 5 5 4
value.
MoynpHa KOHTPOJIbHA poboTa 2. 2 2
Pa3zoM 3a 3MicTOBUM MoOJTysIeM 2. 36 14 4 2 16
Pa3zom 3a 3 cemecTp 72 28 8 4 32
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Kinekicts roany
Ha3Bu 3MiCTOBHX MOJYJIIB 1 TEM neHHa hopma
yCbOI'O y TOMY YHUCII
MIPAKT. 1H]T. K c.p.
1 2 3 4 5 6
3microsnii mony.n 3. /liloBe cmisikyBanus. Business communication.
Tema 1. Bigninu. Departments. 6 4
Tewma 2. KopriopatuBHe ynpaBiiHHS. 2
Corporate governance.
Tema 3. Po3moBa mo tenedony. Telephone 6 2 4
interaction.
Tema 4. ITepenmcka. Correspondence. 4 2 2
Tema 5. OdimiitHe nmpeacTaBICHHS.
; 6 2 4
Introductions.
Tema 6. Critchka Oeciga. Small talk. 4 2 2
Tema 7. 3anaui npencraBuukis. Delegating
6 2 4
tasks.
MopaynsHa KOHTpOJIbHA poboTa 3. 2 2
Pa3om 3a 3micToBUM MozyneM 3. 36 14 4 2 16

3microsmii monyan 4. MizkHapoaHuii MeHemkMenT. International managemant.

Tema 1. Kontponb 1 muiaHoBuil oOIMIK.
Control and follow up.

Tema 2. 3mina manis. Changing plans.

Tema 3. 3BopotHiii 38's130k. Feedback.

Tema 4. MoTuBallist mepcoHaty.
Motivating staff.

Tema 5. Mepexa. Networking.

Tema 6. Mi>kHapo/IH1 KITIEHTH.
International clients.

A O b~ |ON O

NN N INDN DN

Tema 7. bi3Hec B pi3HUX KyJIbTypax.
Business in different cultures.

MoaynpHa KOHTpOJIbHA poOoTa 4.

Pa3om 3a 3MicTOBUM MoyJieM 4.

36

14

N

16

Pa3om 3a 4 cemecTp

72

28

32
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Ha3Bu 3MiCTOBHX MOJYJIIB 1 TEM

Kinekicts roanu

neHHa hopma

yCbOI'O y TOMY YHUCII
MIPAKT. 1H]T. K c.p.
1 2 3 4 5 6
3microsuii moxyas 5. Podora. Job.
Tema 1. BramryBanus Ha poboty. Getting
. 6 2 4
the job.
Tema 2. HaiimM HOBHX CIiBPOOITHHKIB. 2 5
Hiring new employees.
Tewma 3. IlinBHIIIEHHS HA ITOCAII. 6 5 4
Promotions.
Tema 4. 3akindeHHs ctpoky. Terminations. 4 2 2
Tema 5. Kanennapue nianyBaHHS. 6 5 4
Scheduling.
Tema 6. Hapama. Meetings. 4 2 2
Tema 7. Iopsimok mennuii. Agenda. 6 2 4
MopaynbHa KOHTpOJIbHA poOoTa 5. 2 2
Pa3oM 3a 3MicTOBUM MoyneM 5. 36 14 4 2 16
3microBuii moayas 6. JlizepcTBo Ta B3aemoist B rpymi.
Leadership and group dynamics.
Tewma 1. IIpesenrauis. Presentation. 4
Tema 2. [TpoBenenHns npesenrariii. Giving 5
presentation.
Tema 3. Po3mozin acy. Time
6 2 4
management.
Tema 4. [Tin6ip xomarau. Team building. 4 2 2
Tewma 5. Tleperoopu. Negotiating. 6 2 4
Tewma 6. ITogopox. Travelling. 4 2 2
Tewma 7. [IpaBuna i HopMH B a€pOTIOPTY.
X . 6 2 4
Airport rules and regulations.
MopaynpHa KOHTpOJIbHA poOoTa 6. 2 2
Pa3om 3a 3mMicTOBUM MojyJieM 6. 36 14 4 2 16
Pa3om 3a 5 cemecTp 72 28 8 4 32
YCcboro roamH 216 84 24 12 96
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4. TeMu NpakKTUYHUX 3aHATH

No KinbkicTh
Hasa temu
3/m TOJIUH
1 | Kaanensipewki ToBapu uis odicy. Office supplies. 2
2 | Kannemsspeoke oonaananns. Office equipment. 2
3 | Komm'torepu ta komiutekryroui. Computers and accessories. 2
4 | Yactunu odicy. Parts of the office. 2
5 | JIromm B odici. People in the office. 2
6 | Hudpu. Numbers. 2
7 | KimpkicHi mokasHuku. Sales numbers. 2
8 | Buau 6i3necy. Types of business. 2
9 | Buau po6it. Types of work. 2
10 | 3apobiTHa mutara Ta nieru. Pay and benefits. 2
11 | I'pouri. Money. 2
12 | Bukopucranns rpomeii. Using money. 2
13 | bankiBcbki paxyHku. Bank accounts. 2
14 | 3minn y Baprocti. Changes in value. 2
15 | Bigainu. Departments. 2
16 | Kopnopatusne ynpasininas. Corporate governance. 2
17 | Po3moBa o tenedony. Telephone interaction. 2
18 | ITepenmcka. Correspondence. 2
19 | O¢imiite npencrasiaeHns. Introductions. 2
20 | Csirceka Oeciga. Small talk. 2
21 | 3apmaui npencraBaukin. Delegating tasks. 2
22 | KonTpous i mnanosuit o6ik. Control and follow up. 2
23 | 3mina mwianiB. Changing plans. 2
24 | 3BoporHiii 3B's130k. Feedback. 2
25 | MoruBaris nepconairy. Motivating staff. 2
26 | Mepexa. Networking. 2
27 | Mixuapoani kmientn. International clients. 2
28 | bizHec B pi3Hux KynbTypax. Business in different cultures. 2
29 | BmamryBanus Ha poOoty. Getting the job. 2
30 | Haiim HOBUX ciiBpoOiTHUKIB. Hiring new employees. 2
31 | ITigBuiuenHs Ha nocaxi. Promotions. 2
32 | 3akinueHHs cTpoKy. Terminations. 2
33 | Kanennapue mianyBanns. Scheduling. 2
34 | Hapana. Meetings. 2
35 | Hopsnok nennnid. Agenda. 2
36 | IIpesenranis. Presentation. 2
37 | Ilposeaenns npesenTariii. Giving presentation. 2
38 | Po3moxin wacy. Time management. 2
39 | ITix6ip komanau. Team building. 2
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40 | Ileperoopu. Negotiating. 2
41 | TTomoposxk. Travelling. 2
42 | IlpaBuna i HOpMH B aeponiopTy. Airport rules and 2

regulations.
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6. CamocTiiina podoTta

No KinpkicTh
Ha3zBa temu
3/m TOJIUH
1 | Kaanensipewki ToBapu uis odicy. Office supplies. 4
2 | Komm'torepu ta komruiektyrodi. Computers and accessories. 4
3 | JIromm B odici. People in the office. 4
4 | KinpkicHi moka3auku. Sales numbers. 4
5 | Bumm 6i3necy. Types of business. 4
6 | 3apobiTHa rurata Ta miasru. Pay and benefits. 4
7 | Buxopucranns rpomreid. Using money. 4
8 | 3minm y Baprocti. Changes in value. 4
9 | Bigmiou. Departments. 4
10 | Po3moBa o Tenedony. Telephone interaction. 4
11 | Odiuiitne npencrasinenus. Introductions. 4
12 | 3amaui npencraBuukiB. Delegating tasks. 4
13 | KonTposs i1 manoswmii 06iik. Control and follow up. 4
14 | 3BoporTHiii 38's130k. Feedback. 4
15 | Mepexa. Networking. 4
16 | bisHec B pi3HuX KyJbTypax. Business in different cultures. 4
17 | BnamryBanust Ha po6oty. Getting the job. 4
18 | ITinBumenus Ha mocazai. Promotions. 4
19 | Kanengapue rianyBanns. Scheduling. 4
20 | Iopsnok nennuii. Agenda. 4
21 | IIpesenranis. Presentation. 4
22 | Posmonin wacy. Time management. 4
23 | Ileperoopu. Negotiating. 4
24 | IIpaBuia i HopMu B aeporopty.Airport rules and regulations. 4

Paszom

(o]
»
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XV

7. HaByajibHO-MeTOIMYHA KapTa quciuiuting «[Ho3eMHa MoBa 3a nipodeciitHuM cpsiMyBaHHSIM
Pa3om: 216 roj., mpakTtudHi 3aHATTS — 84 rof., 1HIUBITyatbHa podoTa — 24 To1., caMmocTiitHa podoTta — 96 rox.,

—12 rox.

M1ICYMKOBHI KOHTPOJTh

C

Ik

3micToBHid MOyIh [V
MiskHapoaHuii MeHeXKMEHT.

International managemant.

82 baym

28

"S9N N3 JUBIBYIP Ul ssauisng
xedALarrAx xuHeld g 09HEIq

27

"SJUBI[D [RUOIIBUISIU| "MLHIUN THTOdBHNKIA

‘BunjiomiaN “exadojn

25 | 26

‘Jye1s Buneanol AreHoodsin KIeauLoIA

"oeqpaa "Moek, g€ uiHL0dogg

'sue|d BuiBuey) gTHEIT BHINE

22 | 23 |24

*dn moJ|0} pue [0U0D
MIrQo UUdOHeI 1 9r0dLHO

(20 GaniB)

MonysHa KOHTpOJTbHA poboTa 4

(25 GaniB)

3microBuid Moyb 111

JisioBe crinnkyBaHHA.
Business communication.

82 baim

‘syse) Bunebsjag "aniuHgeLOTadl Iheleg

M[el [Jews BI109Q BIIOLIE))

19120 | 21

"SUOIIONPOJIU| "BHHAIrgRLIONdI SHUTIIG ()

18

"3ouspuodsalio) “exounadar|

17

"uonoelajul auoyds|a] ‘AHOMIIAL OII BAOWEOJ

16

"adueuIan0b a1elodio)
‘sHHIrgediA onauredondoy]

15

‘Sjuswedaq Mg

(20 Garis)

MoysibHa KOHTpOIbHa podoTa 3

(25 Gatis)

3micToBuid MOyJIh 11

Buxopucranns rpouei.

Using money.

82 baym

14

"anjeA ul sabuey) ‘toorded A HHING

13

"SJUN0JJE Yueqg ‘MIHAxXed DIIdEDIHE]

12

‘Asuow Buisn ‘uemoda skHHERLOMdONUY

11

‘Asuo tmod |

10

'SHIJauaq pue Aed "HI4ITHI BL BLRl eHLIgodeg

9

Jom Jo sadA ] -Ligod urug

8

'ssaulsng Jo sadA | AdoHEIQ MUY

(20 GaniB)

MoyisHa KOHTpOJIEHA poOoTa 2

(25 GaniB)

3MiICTOBHIA MOIYJIb |

Odic. Office.

82 baim

‘Slaquinu sajeS "'UMUHERIOL THOIM LT

‘sioquinN ‘udduyy

*321JJ0 8y} Ul 8]doad "1o1¢ho € uroiyr

"391JJ0 8y} JO Slied "Ao1po HHHLOBR

*$3110$5300€ pue s1aIndwo)
‘ThOIALMOIIINOY €1 UdOLOLINOY

uswdinba 82140
‘EHHEHIBIFQO 9M90dBIroIHEY]

1

‘sa1ddns 20110
‘Ko1dpo BT ndegol MIodKIrONHEY]

(20 Garis)

MoysibHa KOHTpOJIbHA po0oTa 1

(25 GaniB)

Moy

HasBa
MOJTYJIS

K-1b GasiB

Jlexmui

Jatn

Temu
TIPAKTHIHUX
3aHATH

CamocriiiHa

pobora

Bumu
IIOTOYHOT'O

KOHTPOJTIO
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8. MeToau HABYAHHSA

1. Memoou opeanizayii ma 30iticCHeHHs HABYUANLHO-NI3ZHABAILHOI OIATLHOCHII

1) 3a mxepenom iHopmartii:
* (CnosecHi: OSICHEHHSI, PO3MOBIb, Oecia.

* HaouHi: CTIOCTEPEKECHHS, UTIOCTPAITis, TEMOHCTPAITis.

* [Ipaxmuuyni: BpaBu.

2) 3a norikoro Tmepenadi 1 cropuiiMaHHS HaBYAJIBHOI 1H(OpMalii: 1HIYKTHBHI,

JeAyKTHUBHI, aHATITUYH1, CHHTETHYHI.

3) 3a cTyneHeM caMOCTIHOCTI MUCIICHHS: PENPOAYKTUBHI, ITOIITYKOBI, JOCII THHUIIBKI.
4) 3a cTyrneHeM KepyBaHHS HaBYAJIBHOKO JTISJIBHICTIO: ITiJT KEPIBHUIITBOM BHKJIAJa4a;
caMOCTiiiHa poOOTa CTYJIEHTIB: 3 KHHUIOI; BUKOHAHHS I1HAMBIAYalbHUX HaBYAIbHHUX

MIPOEKTIB.

II. Memoou cmumynmosanus inmepecy 00 HABYAHHA | MOMUBAYID

NI3HABAILHOL OIAIbHOCMI:

HABYAJIIbHO-

1) MeToau CTUMYJTIIOBaHHS IHTEPECY 0 HaBYAHHS: HABYAJIbHI AMCKYCIl; CTBOPCHHS

CUTYyaIlil Mi3HaBAJIbHOI HOBU3HU; CTBOPEHHS CUTYalliil 3aI[IKaBICHOCTI (METO/ IIKaBUX

aHaJIOT1{ TOIIIO).

9. MeTo/ 111 KOHTPOJTIO

Memoou ycnozo koHmpono: THAUBITyallbHE ONUTYBAaHHA, PPOHTATBHE OMUTYBAHHS,

crisOeciga.

Memoou nucomogoco koHmpoao: TUCbMOBE TECTYBaHHS, BEJICHHS TaOJIUIl, MOTyJIbHA

KOHTPOJIbHA po0OTa.

Memoou camoxonmponto: CaMOOLIIHKa, CAaMOAHAJI13.

11. Po3noain 6aJiB, iKi OTPUMYIOTH CTY€HTH

MaKcHUMalibHa | 00OB’sI3KOBa
KUTBKICTB KUIBKICTh MaKCHMaJlbHa
Bun pobotu OauiB 3a BUKOHAHUX KUTBKICTh
OJINH BU 3aBIaHb 3a OautiB 3a BCl
poboTtu Kypc BUIHM POOOTH
1. BinBinyBaHHS IPAaKTUYHUX 3aHSITh 1 42 42
2. BUKOHAHHS 3aBJaHHs 1718 CAaMOCTiifHOT po60TH 5 24 120
3. Po6oTa Ha NPaKTUYHOMY 3aHSTTI 10 21 210
4. BUKOHAHHs MOJIyJIbHOT KOHTPOJILHOT pO6OTH 25 6 150
Beboro 522
Ex3amen
KoedimienT 8.7
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IIxaJjaa oninoBanusa: HanionajabHa Ta ECTS

Cyma 6aiiB 3a Bci Ouiirixa Orinka 3a HalllOHAJIHHOIO MIKAJIOI0
BHIIA HaBHAJIbHOL ECTS | /s ek3aMeHy, KypcOBOTO VIS 3aTiKy
ABLIHHOCTI POeKTy (POOOTH), IIPAKTHKH
90 - 100 A BIIMIHHO
82-89 B o6be
75-81 C #100P 3apaxoBaHO
69-74 D 3aJ0BUIBHO
60-68 E
HE3aI0BIJIHHO 3 HE 3apax0oBaHoO 3
35-59 FX MO>KJTUBICTIO IOBTOPHOTO MO>KJIUBICTIO
CKJIQTAHHS MTOBTOPHOTO CKJIaJIAHHS
: HE 3apax0OBaHO 3
HE3aI0BLJIHHO 3 ,
, 000B’SI3KOBUM
0-34 F 000B’SI3KOBUM ITOBTOPHHUM
: MOBTOPHUM BHUBYCHHSIM
BHUBYCHHSIM TUCIMILIIHU .
JTUCITUTUTIHA

12. MeroauuHe 320e3MeYeHHA

poboya HaBYaIBHA TIPOTpama;

TUIAaHY TIPAKTUYHUX 3aHSITh,
M1IPYYHUKH,

MOCIOHMKH JIJIs1 TOMAITHbOTO YU TAHHSI;
ayJio- Ta BiJI€03aMucCH;

TaOJIMII Ta UTFOCTPATUBHI MaTepiaiu;

pO37aBajJbHUN HaBUYAJILHUM MaTepia;

NN N N N NN

301pKa TECTOBUX 1 KOHTPOJILHUX 3aBAaHb JIJIs1 MOJIYJILHOTO OLIIHIOBaHHS HaBYAJTLHUX

JOCSITHEHb CTY ICHTIB.
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13. OuikyBaHi pe3yJabTaTn
VY pe3ynbTari BUBYEHHS HABYAIHHOI TUCIUTIIIHU CTY/ICHT:

— BMi€ CKJIaJIaTH 1HO3EMHOIO MOBOIO JIIJIOBI JINCTH 1 JOKYMEHTH 3 TUTaHb
npodeciiHol ITBEHOCTI.

— 3Hae€ O0CST JIEKCUKH Ta TPaMAaTHKU 1HO3EMHOi MOBH, IO J1a€ MOKJIMBICTb
3niicHIOBAaTH  MpodeciiiHe CHUIKyBaHHS Ta OJIep)KaTh  HEOOXITHY
npodeciitHy iHGOpMaIliio 3 IHO3EMHUX BUJIaHb

— po3yMie ToJIoBHI i7ei, ineHTudikye 1HGOpMaIlilo Ta NMPUKUMAE y4acTb B
00roBopeHHsX, nedarax, opimiitHNX MeperoBopax, odecijgax ToIo;

— pPO3yMi€ aBTEHTHYHI TEKCTM 3 NIAPYYHHUKIB, Ta3eT, KypHaJIiB,
CHeIiaTi30BaHuX KypHaIiB Ta [HTepHeT mxeper;

— 3JaTHUWA poOUTU MIATOTOBIICHI 1HAMBIAYaJIbHI MpE3eHTallli Ha mpodeciitHi
TEMU;

— 3Hae abpeBlaTypu IHIIOMOBHUX (axoBUX TEPMIHIB Yy TpodeciitHo-
OpIEHTOBAHIN ramysi;

— 3HAa€ MOBJICHHEBMII €TUKET CHUIKYBaHHSA, MOBHI MOJENI 3BEpTaHHSA,
BBIWIMBOCTI, BUOAUEHHS, IIOTOJPKCHHS;

— pPO3yMi€ TEKCTH 3arajJilbHO OCBITHBOTO Ta MPO(deciiiHO-OpiEHTOBAHOTO
XapakTepy Ta MOBJICHHS HOPMAJLHOTO TEMITy 3 TOJIOCY BHUKJIAJaya 4d y
3BYKO3AaIIUCY.

— 3Hae 0COOJIMBOCTI AlaJIoTy IPO(eCciiiHO-OpIEHTOBAHOIO XapaKTepy;

14. PexoMeH10BaHa JiiTepaTrypa
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