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KoMIuieKT 0lIeHOYHBIX MATEPHUAJIOB IO AMCIUILIHHE
«AHOCTpaHHBIN A3BIK B MPO(ecCHOHAIBHOU chepe»

3ajannsi 3aKPBITOTO THIA

3aaHus 3aKPHITOT0 THIIA HA BBIOOP NMPABWIBHOIO OTBETA

1. Bvibepume 00un npasuivHulil omeen.

A letter that seeks information about the goods and services offered by business
is known as .

A) an inquiry letter

b) an offer

B) a claim

I') a request letter

[IpaBunbHEBIM OTBET: A

Komnerentuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

2. Bvibepume ooun npasunvnwvii omseem.

A sum stipulated and agreed upon by the parties, at the time of entering into
contract, as being payable as compensation for loss suffered in the event of a breach
1s called .

A) agreed and liquidated damages

b) payable damages

B) discharged damages

I') damages

[IpaBunbHBIN OTBET: A

Komnerenmu (uuaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

3. Buvibepume ooun npasuivHuili omeem.
If some terms of the Contract are infringed, you write a letter which is called

A) an offer

b) an inquiry

B) a claim

I') a preposition

[IpaBunbHsIil oTBET: B

Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

4. Bvibepume 8ce npaguibHvle 8apuaHmvl OMEemos

In his/her everyday business practice the general manager
A) make decisions

b) write letters

B) looks through the newspapers



I') conduct negotiations

J1) make orders

E) receive clients

K) does exercises

ITpaBunbnbie otBeTH: A, B, I, I, E

Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

5. Bvibepume 6ce npaguibHvle 8apuanmovl OMEemos
There are the following types of Resume:

A) chronological

b) day-to-day

B) functional

I') targeted

1) abstract

E) combined

X) detailed

IIpaBunbHbie oTBETHL: A, B, I, E

Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

6. Bvibepume 6ce npasuivible apuarnmsl 0meemos

Cover letter does not include :

A) the right source of information about the job vacancy

B) the job position you are after

B) likes and dislikes

I') description of personal characteristic features

J1) information about education and working experience

E) asking for action

X) negative information about the previous working places

[IpaBunbsHbIe OTBETHL: B, I, 7K
Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

3aI[aHl’IH 3aKPbITOI0 TUIIA HA YCTAHOBJICHHUE COOTBCTCTBUA

1. Ycmanosume coomeemcmeue Me.?fC()y mepmuHom u eco onpedeﬂeﬂuem.

Ka.?lC@O]I/ly djllemMenmy Jeeoco Cm0]l61/;a coomeemcemeyent moJylbKo O00UH D/IeMeHm
npaeoco cm0ﬂ6ua.

1)
2)
3)

4)

The term The definition
agreed and liquidated damages A) an action that breaks rule, law, etc.
substandard b)  toreach an agreement
infringement B) fixed or agreed sum, that shall be

paid for some breach of contract

wording ') to give something, especially

money, in order to provide or
achieve something together with



other people

5) contribute 1)  below a satisfactory standard

6) come to terms E) the choice and meaning of the
words used when you say or write
something

[IpaBunbnsiil otBeT: 1-B, 2-/1, 3-A, 4-E, 5-1', 6-b
Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

2. Yemanosume coomeemcmeue mexncoy munom nucbMa U e20 3HAYEHUEM.
Kaoswcoomy anemenmy nesoco cmonbya coomeemcmeyem mMONLKO OOUH DlleMeHm
npaso2o cmondya.

Type of Letter Meaning
1) Follow-up letter A) special messages sent to express
gratitude for work, establishing
business connections, collaboration,
or assistance

2) Cover letter b) a letter informing a person of being
turned down (as for a job, enrollment,
etc.)

3) Acceptance letter B) a letter written after a meeting, an
interview, a contract signing

4) Rejection letter [') a written job offer that briefly
reaffirms the offer

5) Thank you letter ) a written document commonly

submitted with a job application
outlining the applicant’s credentials
and interests in the open position
[TpaBunbubiil otBeT: 1-B, 2-/1, 3-T,, 4-b, 5-A
Komnerenmuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

3. Yemanosume coomeemcmeue medncoy eonpocom u omeemom. Kadxxcoomy
J/leMEeHmy 71e6020 CMOoNOYa COOMBEMCmaeyem moNbKO OOUH OINeMeHm Npago2o
cmonbya.

1) Where did you work before? A)  Sure, I have. I have started with it
at the University.
2)  Why do you want to change your b)  Yes, from the Head of the

job? Marketing Department.

3) Have you any experience at making B)  No, but I learn fast. I majored in
marketing survey? languages.

4) And do you speak any Asian I') I did not like the routine work of 8
languages? long hours.

5) Have you any references to offer? J[) In the International Trade
Company, for two years.
[TpaBunbhbiil otBeT: 1-/, 2-T, 3-A, 4-B, 5-b
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Komnerennnu (uaaukatopel): YK-4 (YK-4.1, VK-4.2, YK-4.3)

3aganus  3aKpBLITOr0  THNA  HA  YCTAHOBJIEHHE  NPABHJIbHOMH
MOCJIe0BATEJIbHOCTH

1. Yemanosume npasuiviyro nociedo8ameibHOCMb Yacmetl 0e108020 NUCbMA.
3anuwume npasuibHyi0 NOCIE008AMENLHOCb OYKE Clle8a HANPABO:

A) Name and job title of the sender

b) Name and address of the recipient

B) Letterhead/name and address of the sender

I') Subject heading

J1) Salutation

E) Body of the letter

E) Complimentary close

X) Reference Information

3) Date

N) Signature

[pasunensii oteet: B, 3,5, I, I, E, E, U, A, X

Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

2. Ycmanosume npasunvuyro nociedogamenbHOCmMb  yacmel  pesrome.
3anuwiume npasuIbHYyI0 NOCIE008AMENLHOCMb OVKE Clle8a Hanpaso:

A) Work experience

b) References

B) Personal information (Computer literacy, Languages)

I') Education

J1) Interests

E) Job Objective

ITpaBunbusiii otBeT: E, A, I, B, /[, b

Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

3. Yemanoseume npasunvhyro nociedoeamenbHOCMb €108 8 NPEONONCEeHUU,
n000OHOM NO cooepacanuio npeonodxcenuro: We don’t want one.

A) we

b) really

B) are

I') not

1) at

E) the

E) interested

2K) moment

[TpaBunbHbIM O0TBET: A, B, b, T, E, IIE, X

Komnerennnu (naaukatopsl): YK-4 (YK-4.1, VK-4.2, YK-4.3)



3aIlaHI/IH OTKPbLITOI'O TUIIA
?.az:amm OTKPLITOI0 THIIA HA JOIIOJTHCHHEC

1. Hanuwume nponywjennoe cnoeo.

My has very good reasons.

[TpaBwibHBIN 0TBET: confidence

Komnerennuu (uaaukatopel): YK-4 (YVK-4.1, VK-4.2, YK-4.3)

2. Hanuwume nponywennoe cnogo.

A short written description of your education, qualification, previous jobs, and
sometimes also your personal interests, that you send to an employer when you are
trying to get a job is

[IpaBunbHblil oTBET: Resume

Komnerenmuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

3. Hanuwume nponywennoe cloeo.

The most part of the interview is the section where you are asked
about your experience and background.

[IpaBunbHbIi oTBET: informative

Komnerenuuu (uaaukatopel): YK-4 (VK-4.1, VK-4.2, YK-4.3)

3ajaHus OTKPBITOr0 THIIA C KPATKUM CBOOOJIHBIM OTBETOM

1. Hanuwume nponyujennoe cioso.

The question can be settled in the of the company.
IIpaBunwHbIil oTBET: head office/ office

Komnerenmuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

2. Hanuwume nponywennoe ciogocouemanue.

The business of the firm Hudson &Co. has decreased lately.
[IpaBuibHbI OTBeT: generalization / summarizing / generalizing
Komnerenunu (naaukaropsl): YK-4 (YK-4.1, VK-4.2, YK-4.3)

3. Hanuwume nponywennoe ciosocouemanue.

The presentation or scientific paper should contain information
to support or deny the theme.

[TpaBwibHBIN OTBET: activity / operation / work

Komnerenmuu (uaaukaropsl): YK-4

4. Hanuwume nponywennoe ciogocoiemanue.

In what cases are part delivery in the contract?

[IpaBunbhelil otBeT: provided for / stipulated / specified

Komnerennnu (naaukatopel): YK-4 (YK-4.1, VK-4.2, YK-4.3)




3agaHus OTKPBHITOTO THIIA ¢ PA3BePHYTHIM 0TBETOM

1. Ilpoumume ompwieox mexcma. Bviuepkxnume 6ce npeonoicenus, Komopuie
He UMerom OmHouleHue K meme nucbMda.

While I was in high school, I worked as a server at Darby’s during the summer
and on weekends. Summers here are very hot and humid. I worked with many
different kinds of customers, and I learnt to be polite even with difficult people. They
serve excellent food at Darby’s. I received a promotion after one year. Since high
school, I have been working for Steak Hut as the night manager. I have developed
management skills because I supervise six employees. One of them is a good friend
of mine. I have also learnt to order supplies and to plan menus. Sometimes I am very
tired after a night’s work.

Bpewms BoimonHenus — 15 muH.

OxupmaeMblii pe3ynbTar:

While I was in high school, I worked as a server at Darby’s during the summer

and on weekends. Summers—here—are—very—hot—and—humid: | worked with many

different kinds of customers, and I learnt to be polite even with difficult people. Fhey

serve—excelentfood-atDarby’s—I received a promotion after one year. Since high

school, I have been working for Steak Hut as the night manager. I have developed

management skills because I supervise six employees. One-of them-is—agood-friend
ofmine: | have also learnt to order supplies and to plan menus. Semetimest-am-very
o af e "
Kpurepun onennBanus:
OTpPBIBOK COACPKUT UYETHIPE MPEIOKCHHSI HE HMEIOIITUE OTHOIICHHSI K TEME.
Komnerenuuu (uaaukatopsl): YK-4 (YK-4.1, VK-4.2, YK-4.3)

2. Ilpoumume mexcm. Bwvibepume npeonodicenue, Komopoe nepedaem
0CHOBHYI0 uoeto napazpaga. llepesedoume npeonodicenue Ha PyccKull A3bIK:

When reporting and discussing your results, do not force your readers to go
through everything you went through in chronological order. Instead, state the
message of each paragraph upfront. Convey in the first sentence what you want
readers to remember from the paragraph as a whole. Focus on what happened, not on
the fact that you observed it. Then develop your message in the remainder of the
paragraph, including only that information you think you need to convince your
audience.

Bpewms BoimonHenus — 10 muH.

OxupaeMblid pe3yibTar:

Convey in the first sentence what you want readers to remember from the
paragraph as a whole. IlepenaiiTe B mepBoM NpeIOKEHUU TO, YTO BBl XOTUTE, YTOOBI
YUTATENI 3aIOMHWIH U3 ab3a1ia B IEI0M.

Kpurepuu onenuBanus:

[Ipennoxxenre AOMHKHO COAEpKaTh HamOojee OOIIy0 MH(POPMAIUIO, KOTOpas
MOJTydaeT JajdbHEHIee pa3BUTHE B TMOCICAYIOMNX MPEMIoKeHUuIx. DopMyInpoBKa



MOXCT OTIMYATBCA OT OXKHUIAACMOI'0 PC3yJibTaTd, HO HC AOJDKHA HCKAXATb CMBICII

TIPETIOKCHHSI.
Komnerentuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

3. Jlaume nonuwvili omeem Ha 80NPOC:

What should be taken into consideration while preparing for interview?

Bpewms BeimonHenus — 10 MuH.

OxunaeMblidl pe3ysibTar:

While preparing for interview, one should come in time, dress properly, be
ready to speak about yourself and your previous work, be ready to describe your
experience and results achieved, be ready to ask questions about the company you are
going to work for, be yourself and expect unexpected.

Kputepun olleHHMBaHUWsS: OTBET JOJDKEH COAEPXKATh CIICAYIOIINE JICKCHYCCKHE
enUHUIIBl (MUHUMAJIBHBIN 00s3aTenbHbI Ha0op): come in time, dress properly, be
ready to speak about yourself, be ready to describe your experience and results
achieved, be ready to ask questions, be yourself.

Komnerenmuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

4. Jlatime nonuwvil omeem Ha 80NPOC:

What parts should an interview consist of?

Bpewms Bomonnenus — 10 muH.

OxunaeMblid pe3yJIbTar:

An interview should consist of opening and getting started, questions the
interviewer asks the interviewee, the questions the interviewee asks the interviewer,
closing.

Kpurepuu oneHMBaHUSA: OTBET IOJDKEH COACPIKAThH CICTYIOIINE JICKCHUECKUE
enUHUIIBI (MUHUMAJBHBIN 00s13aTebHBIA Ha0op): opening, questions the interviewer
asks the interviewee, the questions the interviewee asks the interviewer, closing.

Komnerennuu (unaukaropsl): YK-4 (YK-4.1, YK-4.2, YK-4.3)

5. Jlatime nonuwili omeem Ha 80NPOC:

What grammar means should be used to make the writing tighter and more
personal, introduce action in sentences?

Bpewms BoimonHenus — 10 MmuH.

OxunaeMblid pe3ysbTar:

To make the writing tighter and more personal, introduce action in sentences
use the Active Voice, first person pronouns, and different types of sentences.

Kputepun olnieHMBaHUS: OTBET JOJDKEH COAEPXKATh CIICAYIONIUE JIEKCUIECKUE
eAVHUIBI (MUHUMAJIbHBIA 00s13aTenbHbId  Habop): Active Voice, first person
pronouns, different types of sentences.

Komnerennnu (uaaukatopsl): YK-4 (YK-4.1, VK-4.2, YK-4.3)



BKCHepTHOG 3aKJIYECHHE

[IpencTaBieHHBIH KOMIIIEKT OLIEHOYHBIX MarepHalloB IO TUCLUILTHHE
«HOCTpaHHBIN A3BIK B MPO(ECCHOHANBHON C(epe» COOTBETCTBYET TpeOOBaHUAM
®I'0C BO.

[IpemyaraeMble OIICHOYHBIE MaTepHajbl aleKBaTHBI LEAM M 3aja4aMm
peanu3aliy OCHOBHON IPO(ECCHOHANBHOH 00pasoBaTe/bHOM NPOrpaMMbl IO
Harnpasjenuto noarorosku 38.04.01. OxoHomuKa

Bupl OLEHOYHEIX CPENCTB, BKIIOUEHHbIE B IIPEICTAaBIEHHBIA QOHI,
OTBEYal0T OCHOBHBIM IpuHItunaM dopmupoBanus OOC.

PaspaboraHHble U TPEACTaBICHHbIE [UIsI OKCHEPTU3bl OLEHOYHBIC
Marepuaibl PEKOMEHIYIOTCS K  MCIIOIB30BaHMIO B  IIPOLECCE  IIOATOTOBKU
oOydJaromuxcs 10 yKa3aHHOMY HallpaBJICHUIO.

IIpencenarens yaeOHO-METONUYECKON KOMUCCHH //

HHCTUTYTa husnocopuu [Munuenko C.A.
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