MIHICTEPCTBO OCBITH 1 HAYKH YKPATHU
JTEP’KABHUIM TOPI'OBEJBbHO-EKOHOMIYHHUM YHIBEPCUTET
BIHHUIIbKHUA TOPI'OBEJbHO-EKOHOMIUYHUM IHCTUTYT
Kadenpa inozemnoi ¢inosorii Ta nepexkiaaxy

CUJIABYC

IHO3EMHA MOBA CIIEHIAJBHOCTI/ FOREIGN LANGUAGE FOR

PROFESSIONAL PURPOSES

Indopmanis npo BUKJIaga4a

Buknagau(-1)

Tepemenko Jlimis

HaykoBuii cryninb

KaHauaaT QuIoJorivHuX HAYK

Buene 3Banus

JIOLIEHT

Ilocanma

JIOLIEHT Kadepu iH03eMHO1 (i10JI0T1] Ta epeKiIany

Anpeca xadenpu

Binawnis, Byn. Tearpanbaa, 21, kab.14

KonTaktHuii Tenedon

0432 (55-04-21); 0963556263

E-mail:

|.tereshchenko@vtei.edu.ua

EnexrpoHHa cropiHka
KypCy B CHCTEMI
JMCTAHIIIHOTO HABYAHHSI

https://m.vtei.edu.ua/course/view.php?id=807

Indopmanis npo ocBiTHIH KOMIIOHEHT

Craryc KOMIIOHEHTY

000B’A3KOBUH

OCBIiTHI} CTYNiHb

OakaaBp

["any3p 3HaHb

07 «YrpaBiiHHS Ta aAMiHICTPYBaHHS»

CreniaibHICTh

076 «lignpueMHHULITBO, TOPTIBIIA Ta OipKOBA AISTIBHICTH)

OcBITHS IporpamMa

«[linimpueMHUIITBO, TOPTiBIIS Ta O1p>KOBA A1SUIBHICTH)

HaBuanbHuii pik

2024/2025

Cemectp 8

DakynbTeT TOPTiBJI1, MAPKETUHTY 1 chepu 00CITyroByBaHHS

Kype 4

['pynu I[1Th/141

AHoOTAaIis Kypcy OcBiTHili  KomMmoHeHT «lHO3eMHa MoOBa  CHELIaTBHOCTI» €

HEBIJ'EMHUM CKJIQJHUKOM HaBYaJbHOTO MPOLECY 3 MiATOTOBKH
BHUCOKOKBaJi(piKOBaHUX (PaxiBLIB EKOHOMIUYHUX CIELialbHOCTEH B
yMOBaxX po30yJOBH PHUHKOBOI €KOHOMIKH B YKpaiHi, PO3IIMPEHHS
MDKHApOJHMX €KOHOMIYHMX 3B’S3KiB YKpaiHM, TyMaHizamii Ta
ryMaHiTapu3allii HalllOHaJIbHO1 BUIIIOT OCBITH. OCHOBHE MTPU3HAYEHHS
1HO3eMHOI MOBH fK MPEIMETHOI rajy3l BHUINOI OCBITU MOJSATa€E y
CIIpPHUSIHHI B OBOJIOJIIHHI 3/100yBadaMH BUIIOi OCBITH HaBUYKaMH Ta
BMIHHSIMH KOMYHIKallii B yCHi{ 1 MUCHMOBIH (hopMax BiJMOBITHO IO
MOTHBIB, IUJIEH 1 COLIaJIbHUX HOPM MOBIJIEHHEBOI TOBEIIHKUA Y
TUINOBUX c(epax i CUTyaI[isIX IHIIOMOBHOT'O CIUIKYBaHHS.

MeTta HaBYaHHS 1HO3€MHOI MOBH CHCI[IABHOCTI TIOJISATAE Y
¢bopMyBaHHI y 3700yBauiB BHUIIOi OCBITH KOMYHIKQTHBHOL
KOMITETEHIIi1, 623010 JJ1s AKOi € KOMyHIKaTUBHI YMiHHS, C)OPMOBaHi
Ha OCHOBI MOBHUX 3HaHb 1 HAaBMYOK. BUBYEHHS OCBITHHOTO
KOMIIOHEHTY «lHO3eMHa MOBa CIEHIATIbHOCTI» Ma€ 3a0e3MeUuTH
MPAKTUYHE OBOJIOJIHHA 3100yBayaMy BUIIIO1 OCBITH JIIJI0OBOIO MOBOIO;
dbopmMyBaHHSI y HHX HAaBHYOK Ta BMIHb BEJEHHS JUIOBOTO



https://m.vtei.edu.ua/course/view.php?id=807

JIUCTYBaHHS, TEPEroBopiB; HAOYTTA 3700yBadyaMH BHINOI OCBITH
BMIHHS aHaNi3y Ta CKJIQJaHHA KOMEPLIWHUX JOKYMEHTIB Ta
KOHTpakTiB; (GOpMYyBaHHS BMiHb  CKJAJaHHA aHOTaIlii Ta
pedepyBaHHsS HAYKOBOI JiTeparypu 3a ¢GaxoM iHO3EMHOIO MOBOIO;
MOTIMOJICHHST PO3YMiHHS IHIIOMOBHHUX COIIOKYJIBTYPHHUX peaii,
cupusiHHsS ~ (OPMYBaHHIO 3/J00yBayiB BHINOI OCBITH MOBHOI,
MOBJICHHEBOT Ta COIIOKYJIbTYPHOT KOMIIETEHITIH.

MoBa BUKJIagaHHA AHrniiceKa

Micue JUCUMILIIHKA B OCBITHIN nmporpami

Ocaitas nporpama (OIT) [TigmpueMHUIITBO, TOPTiBJIs Ta Oip)KOBa AiSIBHICTH
IaTerpansHa 3MaTHICTh PO3B’SA3yBaTH CKJAIHI CHEI[iali30BaHI 3aBJaHHS Ta
KOMITETCHTHICTh npobseMu y cdepax HiAIpPHEMHHUIIBKOI Ta TOPTrOBEIBHOI JiSIIBHOCTI

abo B mpoleci HaBYaHHA, IO IMependavae 3acTOCYBaHHSA TEOPid Ta
METOJIIB opraHizamii 1 QYHKI[IOHYBaHHS MiANPUEMHUIBKUX Ta
TOPTOBEILHUX CTPYKTYp 1 XapaKTepU3YEThCS KOMILICKCHICTIO Ta
HEBHU3HAYCHICTIO YMOB.

[Tepemik 3aranbHUX 3K 4. 3naTHICTh CHIIKYBATUCS 1HO3EMHOIO MOBOIO.
komrerentHocrel (3K)

[Tepenik crieriaTbHIX
komneTeHTHocTel (CK)

[Tepemnik nmporpaMHIX [1P 3. MaTtu HaBHYKM MHCHMOBOI Ta YCHOI mpodeciiHoi KoMyHIKarii
pe3yJIbTaTiB HaBYaHHS JICPYKABHOIO i 1HO3EMHOIO MOBAMH.
(PH) IIP 19. 3actocoByBaTu 3HaHHA Ta YMIHHA M 3a0e3NedyeHHs

epeKTUBHOI  opradi3aiii  30BHINIHbOCKOHOMIYHOI  JisITLHOCTI
MiANMPUEMHUIIBKUX, TOPrOBEJIbHHX Ta OIPKOBUX CTPYKTYp 3
ypaxyBaHHSIM PHHKOBOT KOH FOHKTYPH 1 JIIFOYUX MPABOBUX HOPM.

[TpepexBi3uTu ocBITHHOTO | PiBeHb BOJNOIHHS aHIJIIHCBKOIO MOBOIO He Hmxkue Bl (3rizHo 3
KOMIIOHEHTY (1110 Tpeba 3aranbpHOEBpOMEHCEKUMU PekoMeHaaIlisiMu 3 MOBHOI OCBITH), TTIOBHA
3HaTH, 3 YUM CepeHs OCBiTa

o3HaillomuTucs 3100yBady
nepes BUBUYCHHSIM

KOMIIOHEHTY)
TemMaTuuHMii NJIaH Ta OIIiHIOBaHHﬂ pe3y.111)TaTiB HaBYaHHA
KinbkicTh roqun
Ycworo 3 HUX
— ®opmu | baabHa
Temu rojauH / . | Camocriiina .
. | IIpakTuyHi KOHTPOJIIO | OIIHKA
KpeIuTiB podora
3AHATTHA R
3100yBaviB
Unit 1. Applying for a Job. 8 4 4 9
1. Looking for a job of a lawyer. 4 2 2 B, V], I13 5
Application form.
2. Layout and content of the 4 2 2 B, T, I3 4
lawyer’s application form. Tips for
successful application.
Unit 2. Resume. Curriculum 8 4 4 9
Vitae.
3. Preparing a resume, CV. 4 2 2 B, PMT, 5
Preparing a cover letter. I13




4. Job interview. Guidelines for a
successful interview. DOs &
DON’Ts for job seekers.

B, T, 1II

Unit 3. Official letters in
business and trade.

5. Business letters: general notions,
layout, clichés.

B, V], I13

6. Types of Business letters.

N

N

B, T, A

Unit 4. Types of business letters

o

S

7. Advertising Sales letter.
Invitation letter. Order letter.

N

N

B, V], I13

8. Complaint letter. Adjustment
letter. Inquiry letter. Follow-up
letter. Letter of Recommendation.

B, T, 1II

Unit 5. Business venues.

o

9. Agenda. Types of official
meetings.

N

N

B, V]I, I13

10. Tips for successful meetings.
Making decisions at the meeting.
Postponing the meeting. Cultural
differences at business meetings.

B, T, A

Unit 6. Commercial
correspondence in business and
commerece.

11. Types of contracts: oral and
written. Formalities of writing law
contracts. Oral contracts
peculiarities.

B, V], I13

12. Invitation to treat (offer).
Agreement and third parties.
Contractual obligations. Warranties.
Representations warranties.

B, T,II

Unit 7. Negotiations.

(e}

13. Distributive and integrative
negotiations. Negotiation strategies.
Negotiation style.

N |

N

B, V],
PMI'

14.Types of negotiators. Non-verbal
communication in negotiations.
Team Negotiations.

B, AK, IT

Unit 8. Modern means of business
communication.

10

15. Role of Information Systems
and Technologies in Business
Communication. Business Etiquette.
Electronic communication in
business.

B, V]I, I13

16. Telephoning. Fax and e-mail.
Websites. The Internet.
Wikipedia and other Internet
resources.

AK, T, 11

Unit 9. Social media and

10



http://smallbusiness.chron.com/role-technology-business-communication-55139.html
http://smallbusiness.chron.com/role-technology-business-communication-55139.html
http://smallbusiness.chron.com/role-technology-business-communication-55139.html

networking.

17. Social media and networking:
general notions. Netiquette. Skype.
Zoom.

B, ]I, PMT

18. Facebook. MySpace. YouTube.
Twitter. Instagram.

Media mechanisms for growing the
customer base.

B, JIK, II

Unit 10. Business discourse.

o

19. Business written discourse:
general notions. Business and trade
articles: lexical and grammatical

N~

peculiarities, style, register

InmBinyajabHe 3aBIaHHS 10 10 13 10

Bcroro

90/3 38 52 100

IlincymKoBHMii KOHTPOJIb

Ex3amen

IToTounui
KOHTPOJIb /
KpuTepii
OLIIHIOBAaHHSA

IlepeJiik yMOBHUX NO3HA4YeHb (OPM KOHTPOJIIO TA OLIHKA iX y O0aJjiax:
B — BiMOBiIb HA IPAKTHYHUX 3aHATTAX — | Oan

Y ]I — y4actb y nuckycii — 2 6anu

KT — koM’ toTepHe TecTyBaHHS — 2 Oamu

T — TecryBanns — 1 6an

PMI" — po6ota B manux rpymnax — 1 6an

J1 — nomoBins — 2 Oanu

13 — muceMoBi 3aBaaHHs — 2 Oanu

JK —nukTaHT — 2 6anu

PT" — ponboBa rpa — 2 6anu

I3 — inguBinyanpHi 3aBnaHHs — 15 Gaunis:

MIJrOTOBKA 1 BUCTYH 3 IIPE3EHTALlI€0 HAa 00paHy TeMy Kypcy — 10 6aniB
y4acTh y HAyKOBHX 3axo0jiax — 5 OaiiB

3arajbHa cyma 3a IOTOYHY HABYAJIbHY Po00TY (ayAMTOPHY Ta CAMOCTIiliHY)
3a cemecTp — 100 6aJis.

OcHOBHI
JiTepaTypHi Ta
iHpopMaiiHi
JpKepena

1. Tonuap K. JI., Tpury6 I'. B., Xuaukina O. O. English for Business
Communication = /[i10Ba KOMyHiKaIisl aHTJIIHCHKOI0 MOBOIO) : HABY.-
metoa. noci6. JIympk : Bexa-/pyk, 2022.

2. Ny6inina O.B. I'pamaruka anrmiiiicekoi MmoBu = English Grammar : HaBu.
noci6. KuiB : KuiB. Hai. Topr.-exoH. yH-T, 2020.

3. 3amkosa H. JI., Kosanescoka T. 1. Aneniticoka mM08a MidcHAPOOHO20
Oi3necy ma mopeieni : Hagy. nocionux. Binnuys : Buoasnuuo-
peoakyivnuii 6i00in BTEI KHTEY, 2018. 184c.

4. Komnot JI. A., Kymmap JI. B. Arrmiiickka MoBa I1710BOi KOPECIIOH/ICHIIIi
= Advanced business English : HaBu. moci0. Kuis : Kuis. Hail. Topr.-
€KOH. YH-T, 2020.

5. Konommsuauk JI.M., Xapunpka C.B., I'mymanuns H.B. English for
Professional Communication : maBu. moci6. K. : HAY, 2019.

6. Trortuenko E.Il. Anrmiiiceka MmoBa koMepIliiiHOi mokymeHTallii = Foreign
Commercial Paper : HaBd. noci0. KuiB : KuiB. Hall. TOpr.-ekoH. yH-T,
2018.

7. Dubitska I., O’Keeffe M. Business Partner. Bl+. Pearson Education
Ltd, 20109.




IToJsiTnka OCBITHLOI'0 KOMIIOHEHTA

Opranizarrist
HaBYaHHS

Opranizaliisi HaBYaAIBHOTO TIPOIIECY 3IHCHIOETHCS BIAMOBIIHO 110 TOJIOKCHHS
«[Ipo opranizarito 0CBITHROTO MpoOIiECy 3100yBayiB BUIIOT OCBITHY.

[Tpu BuKIaaHHI 3aCTOCOBYIOTBCSI Cy4acHi METO/IM HaBYaHHS; TIPU BUKOHAHHI
3aB/IaHb BUKOPUCTOBYETHCSI aBTOMATH30BaHA CHCTEMa YIIPABIIiHHS HAaBYAHHSIM
MOODLE. 3apaxoBytoTbcs pe3yiabTatu HepopManbHOT OCBITH. BinBinyBaHHS
JEKIIHHUX Ta MPAKTHYHUX 3aHSITH 3/IIHCHIOETHCS 32 PO3KIIAJIOM 1 €
000B’s13k0BHM. [IpejicTaBieHHs BAKOHAHUX 3aBJIaHb 100 CAMOCTIHHOT poOOTi
BiZIOYBA€THCS HA NPAKTUYHOMY 3aHSTTS 3 Ti€l )K TEMHU.

BimnparroBanHs
TPOITYCKIB
3aHATH

3100yBayi OCBITH OBUHHI iH()OPMYBaTH BUKJIaada PO HEMOXKIIUBICTh
BIJ(BIJTaTH 3aHATTA.

[MpomyiieHi 3aHATTS BiAIPabOBYIOThCS B cucteMi Moodle yepes BUKOHAHHS
3aKpUTHX Ta BIIKPUTUX TECTiB. BigmpaltoBaHHs MpoIycKiB MOke BigOyBaTucs B
ycHil opmi (BIAMOBITHO IO XapaKTepy 3aB/laHb, 3a3HAYECHUX Y METOIMYHUX
pO3poOKax) mij yac iHAUBIIyalbHO-KOHCYJIBTATUBHOT pOOOTH 3 BUKJIAIaYeM:
moTHKHS B 1’ ATHUIO 3 13:00 1o 14:00, ayn.Neld, k. 2.

3m00yBay BUIOT OCBITH, SIKUH 3 TIOBAKHUX MPUYUH OYB BiACYTHIH mpoTsirom 30
KaJICHIApHUX JHIB, HE IOMYCKAETHCS JI0 3aHATH 1 HOMY 0(hOPMITFOETHCS
aKaJeMivYHa BiJIITyCTKA.

[Tpomyck 3aHsATh 6€3 MOBaXXHUX MPUYKH TpUBATICTh 10 IHIB Bi MOYaTKY
cemectpa abo 24 HaBYAIBHI TOIMHHM € TIICTaBOIO J0 BiApaxyBaHHS 3100yBaya
BUIIO] OCBITH.

Honyck o
M1JICYMKOBOTO
KOHTPOJTIO

[TizcymKoBHI KOHTPOJIB — ek3aMeH. J[o eK3aMeHy JIOIyCKaroThCsl BCi 3100yBayi,
Ak HaOpaJu 3a pe3yabTaTaMH MOTOYHOI poOOTH POTATOM cemecTpy 60 OaiB.
PesynbraT misicyMKOBOTO KOHTPOJIO (€K3aMEH) 3 OCBITHHOTO KOMITIOHEHTY JIJIst
3100yBaviB OYHOi (POPMH HaBYAHHS BHU3HAYAETHCS SIK cepeaHboapU(PMeTHUHa
cymMa OaJtiB MOTOYHOI pOOOTH Ta EK3aMCHY.

Kpamum 3m00yBayam, siKi TOBHICTIO BHUKOHQJIM IIPOrpaMy 3 OCBITHBOTO
KOMIIOHEHTY, BUSIBUIM aKTUBHICTh B HAYKOBO-/IOCJIIJIHINA POOOTI 3a BiANOBIHOO
TEMAaTUKOIO, CTalld NpU3epaMU CTYJCHTCBKMX OJliMMiaJd, BHUCTyHNAJd Ha
KOH(EepeHIisIX Ta 3a pe3yJbTaTaMd NOTOYHOI poboTu Habpamu 90 1 OuibLIe
0aiB, HAyKOBO-TIENAroriyHUil MNpaliBHUK Mae€ MpaBO BUCTABUTU pPe3yJbTaT
ek3aMeHy 0e3 omnuTyBaHHS (IpM YCHOMY €K3aM€Hi) UM BHMKOHAHHS
€K3aMeHalliHOro 3aB/laHHs (IPY NMCbMOBOMY €K3aMEHI).

AxanemivuHa
TOOPOYECHICTh

[Tono>keHHs PO akaJeMIuHy 100pOYECHICTh HAYKOBO-TIE1arOr1YHMX,
HearoriyHuX NpariBHUKIB Ta 3100yBaviB BUILO] OCBITH.
3n06yBaui ocsitn nosurri CAMOCTIMHO BHKOHYBATH HABYANBHI 3aBJAHHS,
3aBJIaHHS TOTOYHOTO Ta MiICYMKOBOTO KOHTPOJIIO PE3YJIbTaTiB HABYaHHS (17151
0c10 3 0COOIMBUMH OCBITHIMHU IOTpeOaMu 111 BUMOTa 3aCTOCOBYETHCS 3
ypaxyBaHHSIM iX 1HIUBIAyaJbHUX NOTPEO 1 MOXKIMBOCTEH), YHUKAIOUH
aKaJIeMIYHOTO TIJIariaTy, caMoIuiariaty, akaJeMIqyHOTo I1axpaicTsa; Gadbpukariii;
danscudikarii, ciucyBanHs, 0OMaHy, XabapHHIITBA.
I1i7 yac KOHTPOJILHUX 3aXO0/1B MOPYIIEHHSIM BBaKA€ThCA:
" BUKOPHUCTaHHS 3a00pPOHEHUX JOMOMIKHUX MaTepiajiB abo
TEXHIYHUX 3ac001B (IIMaprajiku, MIKpOHAaBYIIIHUKH, T€JIEPOHH,
IJIAQHIIIETH TOIIO);
"  TIPOXOJIKEHHS MPOIETYP KOHTPOIO 3HAHb ITiJICTABHUMHU 0COOaMH;
"  CIHCYBaHHS;
" [OBTOpPHE BUKOPUCTAHHS paHille BUKOHAHOI 1HIIOK 0CO0010
MUCHEMOBOI POOOTH.
3a mopymIeHHs akaJAeMiqHOi T00poYeCcHOCTI 3100yBavi BUIIO1 OCBITH MOXYTh
OyTH IPUTATHEH] JI0 TaKOi aKaJeMIYHOI BiIIIOB1aTbHOCTI:




"  OTOJIOUICHHS MOTIEPEIKCHHS;

" [IOBTOpHE MPOXOKEHHS OLIHIOBaHHS (1CTIUT, TOIIO);

"  [IOBTOpHE IIPOXOHKEHHS BiAMOBIIHOTO OCBITHROTO KOMIIOHEHTA
OCBITHBOI ITPOTpaMH;

® [1030aBJIEHHS aKaAeMIYHOI CTHIIEHIIT;

"  BiJpaxyBaHHA 3 IHCTHTYTY.

BukJagay 3000B’13y€ThCSl BAKOPUCTOBYBATH YITKI 1 3p03yMLJIi METOAU
OIliHIOBaHHS, BYaCHO 1H(POPMYBATH Ta OOTPYHTOBYBATH OTPUMaHi Oanu JIjist
00’ €KTUBHOTO OIIHIOBAaHHSI HABUYAIBHHUX JOCSATHCHbD.

Inmn cknamoBi | BperymoBanHst KOH(DIIKTHUX cUTYyallild BiiOyBaeThes 3riaHO [TonoxeHHs mpo
HOJITUKH BPETYJIIOBAaHHS KOH(MIIKTHUX CUTYaIlil
KOMITOHEHTA http://www.vtei.com.ua/doc/dtu/pol/50.pdf

3aTBepIKEeHO Ha 3acijilaHHi Kadeapu 1H03eMHO1 (1I0JI0T1i Ta MepeKIiary
npotokoia Ne 11 Big 27.08.2024

HaykoBo-nienaroriunuii mpaiiBHUK ; : Jlimis TEPEHIEHKO

3aBinyBau kadeapu ey Harans IBAHUIIBKA
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MIHICTEPCTBO OCBITHU I HAYKH YKPAIHU
JAEPKABHUU TOPT'OBEJBHO-EKOHOMIYHUU YHIBEPCUTET
BIHHUIIbKNHU TOPI'OBEJIBHO-EKOHOMIYHUU IHCTUTYT

CUCTEMA YIIPABJIIHHSI SIKICTHO
Cepmugbikosana na sionosionicms JJCTY 1SO 9001:2015 (ISO 9001:2015, IDT)

Kadenpa inozemnoi ¢inosorii Ta nepexiaagy

3ATBEPIXKEHO
Pimenns BueHoi pagu
03.06.2024

rpotokoi Ne 06, 1. 9

BBEJIEHO B IO
Haxkas Bix 03.06.2024 Ne 91

IHO3EMHA MOBA CHEHNIAJBHOCTI /
FOREIGN LANGUAGE FOR PROFESSIONAL PURPOSES

POBOYA ITPOT'PAMA

CrymiHb BUIIOT OCBITH «baxamaBpy / «bachelor»

I'any3b 3HaHB 07 «YnpaBiiHHs Ta «Management and
aJIMiHICTPYBaHHS / Administration»

CrienianpHICTh 076 «IlixmpueEMHUIITBO, «Business, Trade and
TOPTiBIs Ta Oip)KOBa Exchange activities»
MISIIBHICTE /

OcBiTHs TIporpama «IlixmprueMHUIITBO, «Business, Trade and
TOPTiBjIs Ta Oip)KOBa Exchange activities»

TISITBHICTEY /

Biaauusa 2024



Po3podonux: Tepemenko Jlimis, kanauaar GpijaoJoriyHUX HAYK, JOLEHT

I'apanT ocBiTHBOI porpamu «IliIMPHUEMHUIITBO, TOPTiBIS Ta O1pKOBA AISUIBHICTHY
— TepHoBa Ama, KaHAUAAT TEXHIYHUX HAYK, TOICHT

OOroBOPEHO Ta CXBAJICHO:

Ha 3acimanHi kadenpu iHozemHOI (inoyorii Ta mnepekiany 30.04.2024
npoTtokos Ne 04;

Ha 3acCiJlaHHl BYEHOI paau 00JiKoBO-(piHaHCOBOrO (QakynbreTy 23.05.2024
npotokoia Ne 05.

Penienzentu:
Txauyk TetsiHa, KaHaUIAT (PUIOJIOTTYHUX HAYK, TOTICHT.
Tumorntyk Bomogumup, qupexrop TOB «Ilomimmsa-T»

Penaxrop: ®areena T.
Komn’rorepna Beperka: [ymsik H.

[Tign. o npyky 11.06.2024 p. ®opmat 60x84/16. [1amip odceTHuit
Hpyk kcepokcHuid. YM. apyk. apk. 0,98.
OO6u.-Bun. apk. 0,70. Tupax 2. 3am. Ne 168.

Penaxmiitno-sumasamunii Bigmin BTEI ITEY
21000, m. Binnawutg, Byn. XMeabHUIIBKE 1I0Ce, 25



I. 3AI'AJIBHI TIOJIOKEHHAA:

MeTa BUBYEHHS OCBITHHOI0 KOMIIOHEHTY.

PoGoua mporpama OCBITHROTO KOMIIOHEHTY «IHO3eMHa MOBa CIICIIaIbHOCTI»
po3pobiieHa 11 3700yBadiB BUIOT OCBITH, SKI HAaBUAIOThCA 3a cremianbHicTio 076
«[linmpueMHUNITBO, TOPTiBAS Ta Oip)KoBa  AUSUTBHICTH». «lHO3eMHa  MOBa
CHEIIaJIbHOCTI» € HEBIJ €MHHUM CKJIQJHUKOM HABUYaJbHOTO MPOIECY 3 MiATOTOBKU
BUCOKOKBaTi(piKOBaHUX  (PaxiBIIB E€KOHOMIYHUX CICHIaJIbHOCTEH B  yMOBax
po30yZIOBH  PHUHKOBOI €KOHOMIKM B  YKpaiHi, pO3IMIMUPEHHS MIKHAPOIHUX
€KOHOMIYHMX 3B’s3KIB YKpaiHu, TyMmaHi3allii Ta TrymaHiTapu3allli HallioHaJIbHO1
BUIO1 OCBITU. OCHOBHE NMPU3HAYECHHS IHO3€MHOI MOBH SIK TIPEIMETHOI Taily31 BULIO1
OCBITH TIOJISITAE y CIIPUSHHI B OBOJIOJIIHHI 37100yBayaMH BHIIOI OCBITH HAaBUYKAMHU Ta
BMIHHSIMHM KOMYHIKaIlii B YCHIHM 1 MUChMOBIN (popMax BIJMOBIIHO 10 MOTHBIB, LILJICH 1
COIIAIBHNX HOPM MOBJICHHEBOI TOBEIIHKM Yy THIOBUX cdepax 1 CHUTyarisax
1HIIIOMOBHOTO CIIJIKyBaHHSI.

MeTta HaB4YaHHS 1HO3EMHOI MOBH CICHIAIBHOCTI Y HEMOBHOMY BHIIIOMY
HAaBYAJIBHOMY 3aKiaAl moiyisirae y QopMyBaHHI y 3100yBadiB BHILNOi OCBITH
KOMYHIKaTUBHOI ~KOMIIETEHLIi, 0a3010 i $KOi € KOMYHIKaTUBHI yMIHHS,
chopMOBaHi Ha OCHOBI MOBHHMX 3HAaHb 1 HaBHYOK. [HO3eMHA MOBa CIEIIAIBHOCTI €
3HApSAAASAM Tpalll cydacHOro (axiBus y cdepax eKOHOMIKH, Oi3Hecy Ta HapOJHOTrO
rocrnojiapcTBa. BUBYEHHSI OCBITHROTO KOMIOHEHTY «IHO3eMHa MOBa CHEIIaIbHOCTI
Mae 3a0e3Me4yuTH TpaKTUYHE OBOJIOJIHHS 3100yBayaMU BHUIOI OCBITH JI1JIOBOIO
MOBOIO; ()OPMYBaHHS y HUX HaBHUYOK Ta BMiHb BEJICHHS IiJIOBOTO JIMCTYBaHHSI,
MeperoBopiB; HaOyTTs 3700yBauaMu BHUIIOI OCBITM BMIHHS aHaNI3y Ta CKJIaJIaHHS
KOMEpUINHUX JOKYMEHTIB Ta KOHTPaKTiB; (POPMYBAHHS BMIHb CKJIaJaHHs aHOTAIlil Ta
pedepyBaHHs HaykoBOi JiTepaTypu 3a ¢axoM 1HO3EMHOK) MOBOIO; MOTJUOJICHHS
PO3yMIHHS I1HIIIOMOBHHMX COIIIOKYJBTYPHHX pealliid, CchpusiHHS (OPMYBaHHIO
3M00yBadiB  BUINOi  OCBITM  MOBHOi, MOBJIEHHEBOI Ta  COIIOKYJBTYPHOI
KOMIIETEHTHOCTEM.

Ino3emHa MoBa cneniaJIbHOCTI € 000B’SI3KOBMM OCBITHIM KOMIIOHEHTOM.

Pe3ysibTaTH BUBYEHHSI OCBITHHOI0 KOMIIOHEHTY, OT0 Miclie B OCBITHBOMY
npoueci.

PesynpraToM  BHUBUEHHS ~ OCBITHBROTO  KOMIIOHEHTY «IHO3eMHa  MoOBa
CHELIaJbHOCTI» Il OCBITHBOI mporpamu «IlignpueMHUITBO Ta TOPTIBIS» €
(bopMyBaHHS KOMIUIEKCY KOMIETEHTHOCTEM:

- iHTerpajibHa KOMIIETEHTHICTh:

3MaTHICTh PO3B’SI3yBaTH CKJIAJHI CHELladi30BaHl 3aBJaHHA Ta MpPOOJIEMHU Yy
chepax miANPUEMHUIIBKOT Ta TOPTOBEJIBHOI JIsJIBHOCTI 200 B MPOIECI HABYAHHSI, 110
nependadae 3acTOCyBaHHS TEOpid Ta METOMIB oprasizamii 1 (QyHKIIOHYBaHHS
MIIIPUEMHHUIBKUX Ta TOPTOBEIBHUX CTPYKTYP 1 XapaKTepU3Y€EThCS KOMIUJIEKCHICTIO
Ta HEBU3HAYEHICTIO YMOB.

BianoBimHO 70 OCBITHBOI MpoOrpamMu CIEMIadbHOCTI OCBITHIH KOMIIOHEHT
«IHO3emMHa MOBa crieniaibHOCTI» 3a0e3neuye popmyBanusa 3K (OK).

- 3araJjibHi KOMIIETEHTHOCTI:



3K 4. 31aTHICTh CIIUJIKYBaTUCS 1HO3EMHOIO MOBOIO.

KomyHnikaTuBHI ~ MOBHI KOMIETeHIii  (GOpMyIOThCS  HAa  OCHOBI
B3a€MOIIOB’SI3aHOTO  MOBJICHHEBOTO, COLIIOKYJIBTYPHOTO, COLIOJIHTBICTUYHOTO 1
MOBHOTO PO3BUTKY 3/100yBadiB BHUIOi OCBITH BIAMOBIAHO 10 IXHIX BIKOBHUX
0COOJIMBOCTEN Ta IHTEpECiB Ha KOKHOMY €Tari OBOJIOJIIHHA 1HO3€MHOIO MOBOIO 1
CKJIaIal0ThCA 3:

* MOBHOiI _(JIIHTBICTUYHOI) KOMIICTEHINi, sKa 3abe3medye OBOJOJIHHS
3100yBayaMM BUIIOI OCBITM MOBHHUM MaTepiajioM 3 METOK BUKOPHCTAHHS HOTO B
YCHOMY 1 TUCEMHOMY MOBJICHHI;

* COIIOJIHTBICTUYHOI KOMIIETEHIli, sKka 3a0e3neuye (QopMmyBaHHS YMiHb
KOPUCTYBAaTHUCSl Y TIPOIECl CIIJIKYBaHHS MOBJICHHEBUMU pealisiMu (3pa3kamu),
0COOJIMBUMH TIPABUJIAMH MOBJICHHEBOI MOBEAIHKU, XapaKTEPHUMHU JUIsl KpaiHU, MOBa
sIKO1 BUBYA€ETHCS

* IparMaTUYHOI KOMIIETEHIIII, KA 1TOB’s3aHa 31 3HAHHSIMH PUHITUIIIB, 32 TKUMH
BHCJIOBJIIOBAHHS OpPTaHI30BYIOTHCS, CTPYKTYPYIOThCS, BHKOPHCTOBYIOTHCS IS
3MIACHEHHS! KOMYHIKaTUBHUX (PYHKIIM Ta Y3TrOJXKYIOTHCS 3TIAHO 3 1HTEPAaKTUBHUMU
Ta TPAHCAKTUBHUMH CXEMAaMH.

I[Iporpamui pe3yabTaTM HaB4YaHHS 3/100yBayiB 3 OCBITHHOTO KOMIIOHEHTY
«IHO3eMHa MOBa CTIEIIATBHOCTI» TOJSATAIOTh:

[IP 3. Maru HaBMYKM MHCbMOBOI Ta YCHOI MpOQeciiiHOl KOMYHIKaIi
JIEP>KaBHOIO ¥ 1HO3EMHOIO0 MOBaMH.

ITP 19. 3actocoByBaTHM 3HaHHS Ta YMIHHA i1 3a0e3leueHHs e(PeKTUBHOT
oprasizailii 30BHIIIHOEKOHOMIYHOI JIISITbHOCTI HI,Z[HpI/I€MHI/IIIBKI/IX TOProOBEJIbHUX Ta
OIp)KOBHUX CTPYKTYp 3 ypaxXyBaHHSM PHUHKOBOI KOH IOHKTYPH 1 JIFOYMX IPABOBHUX
HOPM.

MixaucuuniHapHi 3B'13ku: poboya rmporpama ynopsjiKoBaHa BiJIIIOBIJIHO JI0
aHoTaIil OCBITHBO-MPO(ECIMHOI MpOTrpaMu MiJATOTOBKU OakanaBpiB, 0a3yeThCs Ha
BHUBYEHHI TaKMX OOOB’SI3KOBHX OCBITHIX KOMIIOHEHTIB, SIK «lHO3eMHa MoOBa 3a
npodeciiHuM  COpsAMYBaHHSIM»,  «YKpaiHChka  MoBa  3a  npodeciiHUM
cpsiMmyBaHHSAM», «OCHOBH aKaJeMIYHOTO MHChMa.




Kpurepii oniHioBaHHA pe3yJbTATIB HABYAHHS.

KputepieM ycminrHoro npoxopkeHHs 3100yBaueM BHUIIOi OCBITH MiJCYMKOBOTO
OLIIHIOBAHHS MOXKe OyTH JOCATHEHHS HUM MiHIMaJIbHHUX MMOPOTOBUX PIBHIB OI[IHOK 32
KOXKHHM  3aIUIAHOBAHMM  PE3yJIbTATOM — HAaBYAHHSA OCBITHBOI'O KOMITOHEHTY.
MiHiManbHUI TOPOrOBUI PIBEHb OLIHKM BapTO BU3HAYATH 32 JOMOMOTOIO SIKICHUX
KpUTEpiiB 1 TpaHcopMyBaTH HWOTr0 B  MIHIM@JIbHY TO3UTUBHY  OLIHKY
BUKOPHUCTOBYBAHO1 YHCIJIOBO1 (PEUTHUHIOBO1) ILIKAJIH.

PiBHi 3a KpuTepii oniHoBaHHs
KOMIIETEHTHOCTI LIKAJIOK0
ATEY
1 2 3
Bucoxnii 90-100 Mae oOrpyHToBaHi Ta BCeOIYHI 3HAaHHS 3 OCBITHBOTO
(TOCTI THUITBKHI ) KOMIIOHEHTa «[HO3eMHa MOBa CHCIIaIbHOCTI», BMi€

y3arajibHIOBaTH Ta CHUCTEMaTU3yBaTh HAOyTI 3HAHHS;
CaMOCTIWHO 3HAXOJUTh JIOAATKOBI JpKepena iHdopMarii Ta
MOYKE BU3HAYUTH iX HOBU3HY Ta aKTyaJIbHICTh, BUKOHAHYE
3aBAaHHS y TOBHOMY O0Cs31 3 MIHIMQJIBHOK KUIBKICTIO
MOMHUJIOK 1 HETOYHOCTEH, IO CBIAYMTH MPO: JAOCKOHAJIE
3aCBOEHHS MaTepialy; BiJIMIHHE BOJIOJIHHS MOBJICHHEBUMU
HABUYKaMU; apTyMEHTOBAHE I JIOTiYHE BUKIAJCHHS 3MICTY
B yCHill / TUCbMOBIH (hopMi; BiIbHE ONEpyBaHHS TepMiHAMU
Il TOHATTSMM; BHUSBJICHHS TBOPYMX 3MI0HOCTEH y mporeci
3aCBO€HHS Ta KOPUCTYBAaHHS 1HO3EMHOIO MOBOIO

HocratHiit 82-89 JloOpe BosOmi€E TEOPETHMYHHM  MaTepiajioM, IPOSBIISIE
(9acTKOBO- IHIIIIATUBHICTH y MiJTOTOBII JI0 3aHATH, HAJIC)KHIUM YHHOM Ta
TTOIITYKOBHHA) B TIOBHOMY O0C$31 BUKOHY€ 3aBIaHHS, 110 MICTHTh OKpeMi

(mekcwuni / rpamatuyHi / ctuiictuyHi / opdorpadivni /
(GboHETHYH1) TTOMUJIKH, 110 CBIAYHUTH MPO Te, IO 3700yBay
no0pe BOJOJi€ MPAaKTUYHUMH HABHYKAMH Ta BMIHHSMU;
apryMEHTOBAHO ¥ JIOTIYHO PO3KPUBAE OLIBINICTH OCHOBHUX
MIOJIOKEHb TEMH; BUSBISIE PO3YMIHHS CYTHICHOTO 3MICTY
IIOHATH, JAa€ aJeKBaTHI 3a 3MICTOM Ta JIHIBICTUYHHM
0(OPMIICHHSIM BiJIMIOBiIi HA MOCTABIICHI TUTAHHSI.

75-81 Bononie BH3HAYCHUM MPOTpamMor0 HaBYaJIbHUM
MaTrepiaioM; B TOBHOMY OOCS31 BHKOHYE 3aBAaHHS, IO
MICTUTh OKpEMi TOMWJIKH, Ja€ aJeKBaTHI 3a 3MICTOM Ta
JIHTBICTUYHUM O(OPMIICHHSIM BIJIIIOBiJII HAa IOCTaBJIEHI

TUTAHHS.
EnemenTtapuuii 69-74 HenoBHicTIO BUKOHYe 3aBIaHHS, $KE MICTUTh MEBHY
(penpoayKTUBHUI) KUTbKICTh TIOMITHUX TMOMHJIOK Y 3MiICTi Ta BepOaIbHOMY

oopmiieHi, 1O 3arajJoM CBITYUTH NMPO HU3BKUI pPIBEHb
IHIIIOMOBHUX 3HaHb, MOTaHy C(OPMOBAHICTb MOBJIECHHEBUX
HAaBUYOK, sKI 3aJI0BOJIBHSIOTH MIiHIMaJdbHI  KpPUTEPIi;
BIJICYTHICTh PO3YMIHHSI 3MICTy OCHOBHHX IOHSTH, TIOTaHE
BOJIOJTIHHS TEPMIHOJIOTTYHUM amapaToM TEMH,
HEJI0OCTaTHHOIO MipOIO BUSBJICHY  aKTHUBHICTh B
KOMYHIKaTHBHHX cmyaumx Ta HEHAJIC)KHY CTapaHHICTB iz
yac BUKOHAHHS lH,Z[I/IBl,Z[yaJIBHI/IX 3aBJaHb 1 CaMOCTIHHO{
po0OTH; BIJICYTHICTH TBOPYOrO MiAXOAY B ONaHyBaHHI
3MICTy  JWUCHUIUIIHH,  TEPEBAXKHO  PENpPOAYKTHUBHHIMA
XapakTep HaBYAIbHOI pOOOTH).
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60-68 O3HnaiioMmieHn# 3 HABUAIBHUM MaTepiajioM, BiATBOPIOE HOTO
Ha PENpOAYKTHBHOMY PiBHI; BHUKOHYE €JEeMEHTapHi
3aBJIaHHSI 32 3pPa3KOM.

Huzbkmii 35-59 O3HailomJIeHMId Ta BIATBOPIOE HABYAJIBHWI Marepian Ha
(pparmenTapHwmii) piBHI OKpeMHX (aKTiB, BIAMOBIII MICTATh BEIHMKY KiJIBKICTH
CYTTEBUX TTOMHJIOK, IIO B IIJIOMY CBITYUTH PO OBOJIOAIHHS
OpOTpaMHUAM  MarTepiaJjoM Ha pIBHI  €JIEeMEHTapHOIro
pO3Mi3HAHHA;,  BIACYTHICTB ~ CHCTEMHOTO  PO3YMIHHS
CTPYKTYpU MOBH Ta C(OpPMOBAHUX MOBICHHEBUX YMIHb 1
HAaBUYOK;, TIOBEPXHEBE PO3YMIHHS 1 TIOSCHEHHS 3MICTY
MOHSTh, TEPMIiHIB, OKPEMHUX THTaHb, SKi PO3TJISIIAIHCS;
MAacHBHICTh TiJl Yac OOTOBOpPEHHS TMTaHb TEMHU Ha
ayIUTOPHUX 3aHATTSX; BiJICYyTHE BUKOHAHHS 3aBIaHb IS
CaMOCTIHHOT pOOOTH.

1-34 OsnaliomyeHuii 3 HaBYAJIBHUM MaTepiaJloM Ha piBHI
pO3Mi3HABAHHS Ta BIATBOPEHHS OKpeMHX (DAKTIB.

Jliis ouHoi (neHHa, BedipHsa) GOpMU HaBYaHHSA MOTOYHA POOOTA OLIIHIOETHCS B
100 GauniB, miICYMKOBHI KOHTPOJIb (€k3aMeH) oliHIoeThCs B 100 Ganis.

Jlo ex3ameHy JOIMYCKarOThCSA BCl 37100yBadl BWINOI OCBITH, sIKi HaOpamu 3a
pe3yJbTaTaMu MOTOYHOI poOOTH MPOTATOM cemecTpy 60 OaiB.

Pe3ynbTaT mijICYMKOBOTO KOHTPOJIO (€K3aMEH) 3 OCBITHHOI'O KOMIIOHEHTY JJIsI
3100yBayiB 0YHOI ()OPMH HAaBUAHHS BU3HAYAETHCS K cepeAHboapuPMEeTHUHA cyma
OaJ1iB MOTOYHOI pOOOTH Ta €K3aMEHY.

KpamuMm 3100yBauaM, sKi MOBHICTIO BUKOHAJIM NPOrpaMmy 3 OCBITHBOTO
KOMIIOHEHTY, BUSBHWJIM aKTHUBHICTh B HAyKOBO-JIOCHIAHIA poOOTI 3a BIAMOBIIHOIO
TEMaTUKOI0, CTaJIM TpHU3epaMu  CTYJACHTCHKUX  OJIIMIMIaja, BUCTyNald Ha
KOH(epeHIisix Ta 3a pe3ylibTaTaMH MOTOYHOI pobotu Habpanm 90 1 Ounbmie Oais,
HAyKOBO-TIEIArOT1YHUN TMPAIlIBHUK Ma€ MpaBO BUCTABUTHU peE3yjbTaT €K3aMeHy 0e3
OMUTYBaHHS (MPU YCHOMY €K3aMEHI1) UM BUKOHAHHS €K3aMEHaIlIiHOTo 3aBaaHHs (TIpu
MMCbMOBOMY €K3aMeH1).

Pe3ynpTar mijicyMKOBOTO KOHTPOJIIO (€K3aMEH) 3 OCBITHBOTO KOMIIOHEHTY JIJISt
3100yBadiB 3a04HOi (opMH HaB4YaHHS OIIHIOETbCS B 100 OGaiiB, BiJAMOBIIHO 0
[TonoskeHHst Mpo opraxizaiio 0cBITHHOrO npoiiecy Bia 07.02.2022 Ne 38 (31 3MiHamMHu).

3100yBau BUINOI OCBITH, SIKUM HE MOTOJKYETHCS 3 OILIIHKOIO, OTPUMAHOKO TIiJT
9ac IMiJICYMKOBOTO KOHTPOJIO, Ma€ TPaBO 3BEPHYTHCS 13 MPOXAHHIM IMEPETIITy
OIIIHKM, OJIepKaHOT Ha €K3aMeHl, BiAMOBIAHO 10 IloyioXkeHHs mNpo amnemsiio
pe3yJbTaTIB M1JICYMKOBOTO KOHTPOJIIO 3HaHb cTyAeHTIB BiJ 07.02.2022 No 32.




O0coAr OCBITHLOI0 KOMIIOHEHTY B KPeJAUTAaX TA HOro po3moaij
(TeMaTHYHMH TJIAH)

Temn

Ycboro
roauH /
KPeIuTiB

KinpkicThs roaun

3 HUX

I[pakTnyHi
3AHATTS

Camocriiina
podora
3100yBayviB

Dopmu
KOHTPOJII0

BbaiabHa
OLlIHKA

Unit 1. Applying for a Job.

4

4

1. Looking for a job of a lawyer.
Application form.

8
4

2

2

B, V], I13

uU1|©

2. Layout and content of the
lawyer’s application form. Tips for
successful application.

B, T, II3

Unit 2. Resume. Curriculum

Vitae.

3. Preparing a resume, CV.

Preparing a cover letter.

B, PMI’,
113

4, Job interview. Guidelines for a
successful interview. DOs &
DON’Ts for job seekers.

B, T, 11

Unit 3. Official
business and trade.

letters in

5. Business letters: general notions,
layout, clichés.

B, V], I13

6. Types of Business letters.

B, T,

Unit 4. Types of business letters

7. Advertising Sales letter.
Invitation letter. Order letter.

oo

NN

NN

B, V], 113

a1|Oo| A~

8. Complaint letter. Adjustment
letter. Inquiry letter. Follow-up
letter. Letter of Recommendation.

B, T, 11

Unit 5. Business venues.

9. Agenda. Types of official
meetings.

00

N[>

N[>

B, V], 113

1| ©

10. Tips for successful meetings.
Making decisions at the meeting.
Postponing the meeting. Cultural
differences at business meetings.

B, T,

Unit 6. Commercial
correspondence in business and
commerce.

11. Types of contracts: oral and
written. Formalities of writing law
contracts. Oral contracts
peculiarities.

B, V], 113

12. Invitation to treat (offer).
Agreement and third parties.
Contractual obligations. Warranties.
Representations warranties.

B, T, II

Unit 7. Negotiations.

13. Distributive and integrative
negotiations. Negotiation strategies.
Negotiation style.

|00

N~

N

B, V[,
PMI'

U1|©




14.Types of negotiators. Non-verbal
communication in negotiations.
Team Negotiations.

B, T, II

Unit 8. Modern means of business
communication.

15. Role of Information Systems
and Technologies in Business
Communication. Business Etiquette.
Electronic communication in
business.

B, V], I13

16. Telephoning. Fax and e-mail.
Websites. The Internet.
Wikipedia and other Internet
resources.

B, T, A

Unit 9. Social media and
networking.

17. Social media and networking:
general notions. Netiquette. Skype.
Zoom.

B, ]I, PMT

18. Facebook. MySpace. YouTube.
Twitter. Instagram.

Media mechanisms for growing the
customer base.

B, T, II

Unit 10. Business discourse.

oo

19. Business written discourse:
general notions.

20. Business and trade articles:
lexical and grammatical
peculiarities, style, register

N

N

B, V], I13

20. Business and trade articles:
lexical and grammatical
peculiarities, style, register

B, T, A

InauBinyasbHe 3aBIaHHS

10

10

I3

10

Bcroro

90/3

40

50

100

IHigcyMKoBHII KOHTPOJIb

Ex3amen

Ilepesiik yMOBHMX NO3HAaYeHb (JOPM KOHTPOJIIO TA OI[IHKA IX y 0aJjiax:
B — BiANOBIb HAa MPAKTUYHUX 3aHATTAX — 1 Oa.

V]I — yuacTb y AUCKYyCii — 2 6anu.

T — tectyBanus — 1 Gau.

I13 — nucbMOBI 3aBaaHHsa — 2 Oau.

J1 — nonoBiab — 2 Oammu.
[T — mpe3enTartist — 2 6anu.

PMI'- po6ota B Mmanux rpymnax — 2 6anu.
I3 — inguBigyaneH1 3aBaaHHs — 10 OaniB (yyacTb y HayKOBHUX 3axojax / TBOPUMIA
MIPOEKT).

3arajbHa cymMa 3a MOTOYHY HABYAJIbHY PO0OTY (AyAUTOPHY Ta CAMOCTIiHY)
3a cemectp — 100 0aJiB.


http://smallbusiness.chron.com/role-technology-business-communication-55139.html
http://smallbusiness.chron.com/role-technology-business-communication-55139.html
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II. TIPOI'PAMA OCBITHbBOI'O KOMIIOHEHTY

3MiCT OCBITHBOI0 KOMIIOHEHTY

Unit 1. Applying for a Job.
Looking for a job. Application form. Layout and content of the application
form. Tips for successful application.

Unit 2. Resume. Curriculum Vitae.
Preparing a resume, CV. Cover letter. Job Interview. Guidelines for a successful
interview. DOs & DON’Ts for job seekers.

Unit 3. Official letters in business and trade.
Business letters: general notions, layout. Business letter clichés.

Unit 4. Types of business letters.
Advertising Sales letter. Order letter. Invitation letter. Complaint letter.
Adjustment letter. Inquiry letter. Follow-up letter. Letter of recommendation.

Unit 5. Business venues.
Agenda. Types of official meetings. Tips for successful meetings. Making decisions
at the meeting. Postponing the meeting. Cultural differences at business meetings.

Unit 6. Commercial correspondence in business and trade.
Types of contracts: oral and written. Formalities of writing contracts. Oral
contracts peculiarities. Invitation to treat (offer). Agreement and third parties.
Warranties.

Unit 7. Negotiations.
Negotiation strategies. Negotiation tactics. Negotiation style. Types of
negotiators. Team negotiations. Non-verbal communication in negotiations.
Obstacles and barriers in negotiations.

Unit 8. Modern means of communication.
Role of information technology in tourism. Business etiquette. Electronic
communication in tourism. Websites. The Internet. Wikipedia and other Internet
resources.

Unit 9. Social media and networking in business and trade.
Social media and networking: general notions. Netiquette. Skype. Facebook.
My Space. YouTube. Twitter. Instagram. Zoom. Media mechanisms for growing the
customer base.
Unit 10. Business discourse.
Business written discourse: general notions. Business and trade articles: lexical
and grammatical peculiarities, style, register.
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CTpyKTypa OCBITHHOI0 KOMIIOHEHTY

PoGounii
. . qac
Pe3y.m,TaTn HaBYaHHA HaBuyaabHa JIAJIBHICTD
3100yBaua,
roju.
Unit 1. Applying for a Job.
Practical lesson 1. 2
knowledge of topical 1. Looking for a job.
vocabulary; 2. Types of adverbs.
ability to use grammatical 3. Application form.
resources of the language;
understanding different Literature: 1, 2, 4
aspects of language Recommended materials: 16, 17
behavior; Internet sources: 28
correct use .of topical Self-study: >
vocabulary; enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules
Practical lesson 2. 2
understanding and 1. Layout of the application form.
interpreting different 2. Content of the application form.
aspects of culture and 3 Written vs. electronic applications.
language behaviour in the
world of work; Literature: 1, 2, 4
ability to use grammatical Recommended materials: 16, 17
resources of the language Internet sources: 28
Self-study: 2
activating topical vocabulary;
revising grammar rules;
developing speaking skills
Unit 2. Resume. Curriculum Vitae.
Practical lesson 3. 2
ability to use lexical and 1. Preparing a resume, CV.
grammatical resources of 2. Preparing a cover letter.
the language; 3. Tips for successful CV.
knowledge of topical 4. Online services for compiling CV.
vocabulary
Literature: 2, 3, 4,5
Recommended materials: 16, 17
Internet sources: 27
Self-study: 2
preparing presentations on the topic;
doing grammar exercises;
reading and translating texts on the theme.
Practical lesson 4. 2

ability to use lexical and
grammatical resources of
the language;

knowledge of topical
vocabulary

1. Job interview.

2. Guidelines for the successful interview.

3.D0s & DON’Ts for job seekers.

Literature: 2, 3, 4,5
Recommended materials: 11-13
Internet sources: 28
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Self-study:

writing specialist- related essays to develop an
argument;

explaining advantages and disadvantages of
various options

Unit 3. Official letters in business and trade.

knowledge of topical
vocabulary;

ability to use grammatical
resources of the language;
awareness and proper use of
categories, structures and
processes

Practical lesson 5.

1. Business letters: general notions.

2. Business letter: layout.

3. Official vs. unofficial correspondence.

Literature: 1, 2, 6
Recommended materials: 10, 14
Internet sources: 30-32

Self-study:

writing notes and memos conveying complex
relevant information to academic and
professional addressees,

rendering articles and authentic materials;
summarizing a wide range of specialty-related
texts

correct use of topical
vocabulary;

practising and memorizing
grammatical

rules

Practical lesson 6.

1. Business letters: clichés.

2. The Sentence (simple / compound/ complex,
extended/ unextended).

3. Atrtificial intelligence tools for writing
business letters.

Literature: 1- 3, 6
Recommended materials: 11, 14
Internet sources: 35

Self-study:

preparing presentations on the topic;

doing grammar exercises;

reading and translating a newspaper article on
the theme.

Unit 4. Types of business letters.

knowledge of topical
vocabulary;

ability to use grammatical
resources of the language;
awareness and proper use of
categories, structures and
processes

Practical lesson 7.

1. Advertising Sales letter.
2. Order letter.

3. Invitation letter.

Literature: 1, 2, 4
Recommended materials: 15-17
Internet sources: 26

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

awareness and control of
the organisation of the

Practical lesson 8.
1. Complaint letter.
2. Adjustment letter.
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meaning of grammatical
elements;
understanding of logical
relations

3. Inquiry letter.
4. Follow-up letter.
5. Letter of recommendation.

Literature: 1, 2, 4
Recommended materials: 11, 13, 14
Internet sources: 28, 32

Self-study:

writing notes conveying complex
professionally relevant information;
rendering articles;

summarizing a wide range of factual
information

Unit 5. Business venues.

knowledge of topical
vocabulary;

ability to use lexical and
grammatical resources of
the language

Practical lesson 9.

1. Agenda.

2. Types of official meetings.
3. Arranging official meetings.

Literature: 2, 4, 6
Recommended materials: 14, 15, 16
Internet sources: 25, 33

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

ability to use topical
vocabulary and
grammatical resources of
the language;

awareness and proper use of

categories, structures and
processes

Practical lesson 10.

1. Tips for successful meetings.

2. Making decisions at the meeting.

3. Postponing the meeting.

4. Cultural differences at business meetings.

Literature: 2, 4, 6
Recommended materials: 12, 14
Internet sources: 25, 26

Self-study:

enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules

Unit 6. Commercial correspondence in business and trade.

awareness and proper use of

categories, structures and
processes

Practical lesson 11.

1. Types of contracts: oral and written.
2. Formalities of writing contracts.

3. Oral contracts peculiarities.

Literature: 1, 2, 4, 6
Recommended materials: 11-14, 17,
Internet sources: 25, 28

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

knowledge of topical
vocabulary;

Practical lesson 12.
1. Invitation to treat (offer).
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ability to use grammatical
resources of the language;
ability to lexical resources
of the language;

2. Agreement and third parties.
3. Warranties.

Literature: 2, 4, 6
Recommended materials: 12, 14, 16
Internet sources: 25, 26

Self-study:

enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules

Unit 7. Negotiations.

knowledge of topical
vocabulary;

ability to use grammatical
resources of the language

Practical lesson 13.

1. Negotiation strategies.
2. Negotiation tactics.

3. Negotiation styles.

Literature: 3, 5, 6,
Recommended materials: 10, 11, 13, 14, 17, 19
Internet sources: 28-34

Self-study:

writing notes and memos conveying complex
relevant information to academic and
professional addressees,

rendering articles and authentic materials

awareness and proper use of
categories, structures and
processes; ability to use
topical vocabulary and
grammatical resources of
the language

Practical lesson 14.

1. Types of negotiators.

2. Team negotiations.

3. Non-verbal communication in negotiations.
4. Prohibition.

5. Logical assumption.

Literature: 3, 5, 6
Recommended materials: 10, 11, 17, 18
Internet sources: 35

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skKills.

Unit 8. Modern means of communication.

knowledge of topical
vocabulary;

ability to use grammatical
resources of the language;
understanding different
aspects of language
behaviour

Practical lesson 15.

1. Role of information technology in business.
2. Business etiquette.

3. Modern means of communication

Literature: 2, 3, 6
Recommended materials: 10, 11, 14, 21-23
Internet sources: 32

Self-study:

enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules
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correct use of topical
vocabulary;

practising and memorizing
grammatical

rules

Practical lesson 16.

1. Electronic communication in business and
commerce.

2. The Internet.

3. Wikipedia and other Internet resources.

4. Artificial intelligence tools in business.
Literature: 2, 3, 6

Recommended materials: 10, 11, 14

Internet sources: 34

Self-study:

raising awareness of the specific features of
various genres of economic discourse;
enriching thematic vocabulary;

developing grammatical skills;

analyzing grammar rules

Unit 9. Social media and networking in business and trade.

awareness and control of
organisation and meaning
of grammatical

elements;

understanding of logical
relations

Practical lesson 17.

1. Social media and networking: general
notions.

2. Netiquette.

3. Skype.

4, Zoom.

Literature: 4, 6

Recommended materials: 12, 13
Internet sources: 28

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

raising awareness and
control of the organization
of the meaning of
grammatical

elements

Practical lesson 18.
1. Facebook.

2. MySpace.

3. YouTube.

4. Twitter.

5. Instagram.

Literature: 4, 6
Recommended materials: 12, 13, 24
Internet sources: 26

Self-study:

doing grammar exercises;

developing the ability to collect information on
the topic from specialized sources

Unit 10. Business discourse.

awareness of the rules of
using topical vocabulary
properly; knowledge of
special grammatical
structures

Practical lesson 19.

1.Business written discourse: general notions.
2. Styles in the English language.

3. Written vs. oral communication.

Literature: 2, 3, 6
Recommended materials: 11, 13, 17
Internet sources: 28
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Self-study:

analyzing grammar rules and doing grammar
tasks;

summarizing factual information on the topic;
rendering specialized articles

control of proper use of
topical vocabulary;
knowledge of special
grammatical structures;
awareness of rules and
linguistic patterns

Practical lesson 20.
1. Lexical peculiarities of business articles.

2. Grammatical peculiarities f business articles.

3. Style of business articles.
4. Register of business articles

Literature: 2, 5, 6
Recommended materials: 11, 13, 17
Internet sources: 28

Self-study:

analyzing grammar rules;

revising topical vocabulary;

summarizing factual information on the topics;
making presentations on the topic

InpuBinyaibHe 3aBIaHHS

Y4acTh y HAyKOBHX 3aX0/1aX / TBOPYMH MTPOEKT.
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10.

11.

12.

13.

14.

15.

III. PEKOMEH/IOBAHI KEPEJIA
OcHoBHI TKepena:

I'onwap K. JI., Tpury6 I'. B., Xuumkina O. O. English for Business
Communication = [[i7loBa KOMYHIKaIisl aHTJIIHCHKOI0 MOBOIO : HABY.-METO/I.
noci0. Jlympk : Bexa-Jpyk, 2022.

3amkosa H. JI., Kosanescvka T. I. Aneniticoka mosa MidicHapoOHo2o OizHecy ma
mopeieni . Hasy. nocibHuk. Binunuys : Budasnuuo-pedaxyivnut 6i0din BTEI
KHTEY, 2018. 184c.

Konor JI. A., Kymmmap JI. B. Awnrmiiickka MOBa J1JIOBOi KOPECHOHJACHINT =
Advanced business English : nHaBu. noci6. Kuie : KuiB. Hai. TOpr.-eKoH. yH-T,
2020.

Konomnsauk JI.M., Xapuneka C.B., I'mymanuis H.B. English for Professional
Communication : HaB4. moci6. K. : HAY, 2019.

Tiotuenko E.Il. Awnrmiiicbka MOBa KOMEpIiHOI MoKymeHTarii = Foreign
Commercial Paper : HaBu. noci6. Kuis : KuiB. Hail. Topr.-ekoH. yH-T, 2018.
Dubitska I., O’Keeffe M. Business Partner. B1+. Pearson Education Ltd, 20109.

JonaTkoBi qKepesia:

Bepoa I'. B., Bepoa JI. I [pamamuxa cyuacnoi aneniticokoi mosu = Modern
English Grammar (reference book) : oosionux. Kuie : BII Jlococ-M, 2019.
350c.

Hy61inina O.B. I'pamaTtuka anrmiiicekoi MoBu = English Grammar : HaBy. noci0.
Kwuis : KuiB. Han. Topr.-exoH. yH-T, 2020.

leanuyvka H. b., Kaninivenko A. 1., Heuunopenxo B. O., Cikopcvka JI. O.
I'pamamuxa nepexnady axosoi nimepamypu (v 6npasax ma npukiaoax) -
Hasu. nocib. Binnuys : Pedaxuyitino-eudasnuuuti 6iodin BTEI KHTEY, 2019.
276 c. + Enekmponna xonis.

Knooenv JI. B. Aueniticoka mosa 0as 0Oiznec-cneyianvnocmei = English for
business : Textbook. K : Ilanueooa A.B., 2017. 472c.

Jlamueina A. I'. Baszosuii kypc aneniticorkoi mosu 3 exonomiku = Basic English
of economics : niopyunux. éuo. 2-eze nepepobn. ma oon. K. : KHTEY, 201 3.
Jlamueina A. I'. Awuenivicoka mMo8a MidnCHapoOHo20 Oi3Hecy ma MeHeOHCMeHNy
= English of International Business and Management : niopyunuk. K. :
KHTEY, 2011.

Opaux JI.C., Pyoewrko €.B. English for Business Communication with Foreign
Partners : nasu. nocionux. K : KHTEY, 2002.

Business English : yHiBepcanbHHII aHIJIO-YKpaiHChKHMI Oi3HEC-CJIOBHHK
TEeMAaTUYHUHN YKPaiHChKO-aHTIIHChKUN 013HEC-CIIOBHUK : TPAKTUYHHUM MTOCIOHUK
3 10BOI aHriichkoi / ykian. K. M. 3ammimmna. X. : Hkomna, 2010.

Anmol Salim Khan. How to Write Effective Business English: Write Better in
Your Business Life. Sakha Global Books (Sakha Books), 2020. 152 p.
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16. Chan M. English for Business Communication. Taylor & Francis, 2019. 236 p.

17. Clark D., McCarten J., McCarthy M. Grammar for Business (with Audio CD).
Cambridge University Press, 2019. 272 p.

18. Cotton D. Market Leader: intermediate. Pearson Education Limited, 2015.
169p.

19. Forsyth P. Business writing. Smart Skills. Legend Business; 2019. 130 p.

20. Hewings M. Advanced Grammar in Use. Cambridge University Press, 2013.
303 p.

21. Kennedy W. W.. Effective English and Letter Writing. Creative Media
Partners, LLC, 2018. 112 p.

22.  Macmillan Essential dictionary for learners of English. Macmillan Publishers
Limited, 2013.

23. Mascull B. Business VVocabulary in Use. Cambridge University Press, 2002.

24. Taylor S. Model Business Letters, Emails and Other Business Documents. 7th
Edition, Kindle Edition, 2020. 212 p.

Inmepnem pecypcu

25. http://ec.europa.eu

26.
27,
28.
29,
30.
31.
32.
33.
34,
35.

http://www.homeoffice.gov.uk/policy/
http://www.fbi.gov/about-us/
http://en.wikipedia.org
http://www.lIrx.com/features/ukraine.htm
http// www. americanaccent.com
http//www.business-spotlight.com.ua
http// www.cmmag.com
http//www.economist.uk

http// www.EnglishClub.com
www.market-leader.net
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