MDKPETTOHAJIBHA
AKAJEMIA YIIPABJITHHA ITEPCOHAJIOM

\r

MAYTI

HABYAJIBHA ITPOI'PAMA
TACIHUAILTIHA

“ITHO3EMHA MOBA
(3A IPO®ECHIHUM CIIPSIMYBAHHSIM)
(AHIJIIACBKA)”

(nns GakasnaBpiB He(PLIOJOTIYHUX ClIENiaJbHOCTE )

Kuis 2008



[Tigrorosneno porentom Kadenpu inHozeMuux MoB JI. A. Jlionvkoro

3arBep/yKeHO Ha 3acizanni Kadenpu iHO3eMHUX MOB
(rporokos Ne 3 Biz 28.09.07)

Cxsaneno Buenoio padoro Mixcpezionanvroi Axademii ynpasiinis nepconaiom

JIoabka JI. A. Hasuaspaa nporpama aucnuiuiinu “Inozemua moBa (3a 1po-
(eciiinum cupsimyBatnHsam) (aHriiiicbka) (11 6akaaaBpiB HedIJIONOTIUHKX Clie-
nianprocreit). — K. MAVII, 2008. — 44 c.

HasuasnpHa mporpama MIiCTHTH MOSICHIOBAJIbHY 3alMCKy, TeMAaTHYHUN IJIaH,
3mict puctuniainy “IHozemua MoBa (3a mpodeciitHuM cripsiMyBaHHsIM) (AHTJIi-
cbKa)”, BKa3iBKH JI0 CAMOCTIITHOrO BUBYEHHSI IIPOTPAMHOTO MaTepiasty, KOHTPOJIb-
HUi nepesik npodeciiiHiuX MOBJIEHHEBUX YMiHb JIJII CAMOOIIIHIOBaHHS, (hopMU
TTOTOYHOTO Ta MiZICYMKOBOTO KOHTPOJIIO, TIEPeJik TeM JI0 iCTIUTY, 3aBAAHHS IS
caMocCTiitHOI pobOTH, & TAKOXK CIIMCOK JITEepaTypH.

© MixperionanbHa Axajemis
ynpasiinns mepconanom (MAYII), 2008



HOACHIOBAJIBHA 3AITHCKA

Ykpaina 3asBuJIa PO CBilf HaMip CTaTH PiBHOIPABHUM IapTHEPOM
B pamMKax BoJIOHCHKOTO TIpOIleCy, TOMY OUiKY€ETbhCs, 10 yKpaincbki BH3
3/IIMICHIOBATUMYTh HABYAJBHWI TPOIEC Bi/IMMOBITHO /10 €BPOMENCHKIX
CTaH/APTIB BOJIOMIHHS MOBOIO. BpaxoByoum pe3ysbTaTv HalliOHAJIBHOI
pedopmMu BUKJIQJIaHHSI aHTJIICHKOT MOBU Y 3araiIbHOOCBITHIX IIKOJIaX Ta
Gepy4n 0 yBaru MiKHAPOIHY IPaKTUKY MOBHOI ocsiTi y BH3, BcTanos-
JIeHO, 1110 MiHiManabHO TpuitHATHUN PBM (piBeHb BOMOMIHHS MOBOIO) JIJIsT
Gakamaspa € B2 (Hesanexuuii kopuctyBau ). BuxigHuil piBeHb BOJOAIHHS
MOBOIO B2 z1j151 6akasiaBpiB CJIiji OL[iHIOBATH I1ijl Yac iCIIUTY B KiHIL KypCy.

Jlis oTpuMaHHA cTyTieHs (GakajaBpa, pasoM 3 yciMa iHIIUMHU TIPO-
(heciiiHnMu BMIHHIMH, CTYZIEHT TTOBUHEH BMIiTH e(DeKTUBHO CITIJIKYBaTH-
Cs1 aHTJIIHCHKOI0 MOBOIO Y TPO(heCiHHOMY CepeIoBHIIT, 11100:

* 00roBOpIOBATH HaBYAJIbHI Ta OB’ A3aHi 31 clIeliani3allieio MMTaH s,
11100 IOCATTH MOPO3YMIHHA 31 CIIIBPO3MOBHIKOM;

e roryBaTu MyOJiYHI BUCTYNHM 3 BEJMKOI KIJIBKOCTI TaJy3eBUX ITHU-
TamHb, 3ACTOCOBYIOUH Bi/IMOBIIHI 32001 BepOATLHOT KOMYHIKATIii Ta
ajlekBaTHOCTI (POPMU BeJeHHS AUCKYCiii i nebaTis;

* 3HAXO/IUTU HOBY TEKCTOBY, Tpaciuny, ay/io- Ta Biseoindopmariiio,
110 MICTUTBCS B aHIVIOMOBHMX rajly3eBUX MaTepiasax (K y IpyKo-
BAHOMY, TaK i B €JIeKTPOHHOMY BUTJISI/I ), KOPUCTYIOUHCH BIATIOBI/I-
HUMH TTONTYKOBUMHU METOIaMU 1 TEPMiHOJIOTIEID;

* aHa3yBaTU aHTJIOMOBHI /Kepesia iHdopMartii /11 OTPUMAaHHS Jia-
HUX, SIKi € HeOOXIAHUMMU JIJIs BUKOHAHHS MpodeciiHIX 3aBIaHb Ta
TMPUAHSATTS TPOheCiiTHNX PillleHb;

* mucaT mpodeciiiii TeKCTH i TOKYMEHTH aHTJIiICbKOI0 MOBOTO 3 Ta-
JIy3€BUX MTUTAHB;

* THCcaTH [iJI0BI Ta MPodeciitHi JNCTH, IEMOHCTPYIOUN MIXKKYJIBTYP-
He PO3yMiHHS Ta MOTIePeiHi 3HAHHS Y KOHKPETHOMY TPOodeciitHO-
MY KOHTEKCTI;

* TepeKTaIaTh aHTJIOMOBHI MpodeciiiHi TeKCTH HA PiTHY MOBY, KO-
PUCTYIOUKCH IBOMOBHUMU TEPMiHOJIOTIYHUMHU CJIOBHUKAMHU, €JIEK-
TPOHHUMU CJIOBHUKAMU Ta IPOTPAMHUM 320€3MeUeHHSIM TTePEKIIa-
JTAIbKOTO CIIPSIMYBaHHSI.

Iisi BUBYEHHS TUCHHUILTIHY, il Miclle Y HABYAJIbHOMY NPOLECi

Lini eusuenns kypcy “Imozemna MoBa (32 TPOhECIHHUM CIIPSAMYBAHHSIM )
(anrmiiiceka)”:
* npaxmuuna: GOPMyBaTH y CTYNEHTIB 3arajbHi Ta TpodeciiiHo
OpPIEHTOBaHI KOMYHIKaTUBHI MOBJIEHHEBI KOMITETEHIIii (JIIHTBICTIY-
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HY, COIIOJIIHTBICTUYHY 1 MparMaTUyHy) aJist 3a0e3edeHHs IXHbOTO
e(eKTUBHOTO CIIJKYBaHHS B aka/[eMivHOMY Ta IpodeciiiHoMy ce-
PeIOBUIIT;

* oceimus: (popMyBaTH y CTYIEHTIB 3arajibHi KOMIIeTeHIlii (/1eKa-
paTUBHI 3HAHHS, BMiHHS i HAaBUYKM, KOMIIETEHI[IO iCHyBaHHS Ta
BMiHHSI BUUTHCS); COPUSATH PO3BUTKY 31IOHOCTEN 10 CAMOOIIIHKI
Ta 3ATHOCTI JI0 CAMOCTIITHOTO HAaBYaHHS, IO JJACTh 3MOTY CTYy/eH-
TaM TPOJIOBKYBATH HABYAHHS B aKajleMiyHOMY i mpodeciiiHomy
cepenoBuUIi gk Tij yac HaByauHsa y BH3, Tak i micas orpumanss
JLUILZIOMA [1PO BUILY OCBITY;

*  Ni3HABANVLHA: 3ANYYATU CTYNEHTIB 10 TaKUX aKaJeMiUHUX BUJIiB
MiSIJIBHOCTI, K1 aKTUBI3YIOTh 1 /]ajli PO3BUBAIOTH YBECH CIIEKTP iXHIX
MMi3HABAIBHUX 3/[1O0HOCTEN;

* possusaioua: MOTIOMaraTh CTyZAeHTaM y (OPMyBaHHI 3araabHUX
KOMITETEHIII I 3 METOI0 PO3BUTKY 1X 0COOMCTOI MOTUBAIIT (TliHHOC-
Tel, ifieaniB); 3MIIHIOBATH BIIEBHEHICTh CTYIEHTIB SIK KOPUCTYBa-
YiB MOBH, a TAKOX iX [IO3UTHUBHE CTABJIECHHS /10 BUBUCHHS MOBY;

*  CcoyianvHa: CUPUSATH CTAHOBJIEHHIO KPUTUIHOTO CAMOYCBIIOMIIEHHS
Ta BMiHHSI CIIJIKYBATUCS 1 POOUTH BATOMUIT BHECOK Yy MiKHAPOJTHE
cepesIoBHUIILE, 1110 TTOCTIIHO 3MIHIOETBCS;

*  COUIOKYALMYPHA: TOCITATH TMUPOKOTO PO3YMIHHST BAKITMBUX 1 Pi3-
HOIUTAHOBUX MIKHAPOIHUX COI[OKYJBTYPHUX TPOGJIEM, JIJIST TOTO
11100 [iATH HAIEKHUM YHHOM Y KYJIBTYPHOMY PO3MaiTTi podeciii-
HUX Ta aKQJ[EMIYHUX CUTYAITiil.

Bumoru /10 piBHS BOJIO/IIHHSI iIHO3EMHOIO MOBOIO
Ha 37100yTTH CTyneHs OakajaBpa

MoB/IeHHEBI BMiHHS

Ayoirosanns

ITo 3akiHYeHHI KypCy CTy/IE€HTH 3MOXKYTh:

* PO3yMiTU OCHOBHI i/Iel Ta po3ITi3HaBaTH BiANOBiHY iH(popMaIllio B
XOJIi JeTaJbHUX 00TOBOPEHb, Ae6aTiB, OILiHUX JONOBIAEH, JTeK-
1, Geciz, 1o 3a TeMOIO TIOB’SI3aHi 3 HABYAHHSAM Ta CIICIiaJbHICTIO;

* PO3YMITH B JleTasigX TeeOHHI PO3MOBH, SKi BUXOSATD 32 MEXKi TH-
TOBOTO CITLJIKYBAHHS;

* PpO3YMITH 3arajbHUN 3MICT i GIIBLIICTH CYTTEBUX IeTajeil B aB-
TEeHTUIHUX Pajiio- i Tejenepeaadax, OB I3aHNX 3 aKaJAEeMiTHOTIO Ta
npodeciiinolo chepamu,



* PO3YMITHU JOCUTH CKJIAJHI TOBIZIOMJIEHHS Ta IHCTPYKITii B aKajieMiy-
HOMY Ta IpodeciiiTHOMY CepeIOBHIITi;

* PpO3yMIiTH HaMip MOBIIS i KOMYHIKaTHBHI HACJIiZIK1 HOTO BUCJIOBJIIO-
BaHH: (HAIIPUKJIAJ, “HaMip 3po6uTH 3ayBakeHHs");

* BM3HAYATHU IIO3UILIIO 1 TOUKY 30Py MOBIIS;

* PO3PI3HATU Pi3HiI CTUIICTUYHI PEricTpU B YCHOMY Ta IIMCbMOBOMY
CIITKYBaHHI 3 IPY35IMU, HE3HAMOMIIIMU, KOJIeTaMy, TIpaile/laBIid-
MM Ta 3 JIIOJJbMU Pi3HOTO BIKY 1 COIiaJIbHOTO CTaTyCy, MalOUM IIPU
1IbOMY Pi3HI HAMIPU CIIJTKYBaHHSI.

Tosopinnsa

Jlianoziune mosuenns

* pearyBaTH Ha OCHOBHI i/iei Ta PO3Mi3HABATU CYTTEBO BaXJIUBY iH-
dopmariito mix yac geTasbHUX 0OTOBOPEHB, AUCKYCiit, o(imiiHux
[epPeMOBUH, JIEKI[ii, Gecis, 1Mo TOB’g3aHi 3 HaBYaHHSM Ta IIPO-
deciero;

* YiTKO apryMeHTyBaTW aKTyaJbHi TeMU B aKaJeMiYHOMY Ta MpPO-
(eciitHoOMY KUTTI (HATPUKJIIA, HA CeMiHAPaX, TUCKYCisAX);

* TOBOAMWTHUCDH a/IEKBATHO Y TUMIOBUX CBITCHKUX, aKaIEMIYHUX 1 TIPO-
decitinux curyartisx (HaPUKJIA/, Y 3aCiIaHHsIX, TIepepBax Ha KaBy,
BevipKax);

* pearyBaru Ha TesehOHHI PO3MOBH, SIKi BUXOSATH 32 MEXKi TUTIOBOTO
CIIJIKYBaHHS;

e TeseoHYBATH 3 KOHKPETHOIO METOI0 aKa/[eMIYHOTO i mpodeciii-
HOTO XapaKTepy, BUCTOBJIIOBATH TyMKH IIO/I0 3MiCTy aBTEHTUIHUX
pazio- i TeseBi3iHUX MPOrpaM, OB SI3aHNX 3 aKaJEMiTHOIO Ta MPOo-
deciiinoio cepamuy;

* pearyBaTy Ha OTOJIOIIEHHS, OBOJII CKJa/HI TOBIIOMJIEHHS Ta iHC-
TPYKIIii B akaieMivHOMY 1 TpodheciiHOMY cepeIoBHINAX, aZIeKBATHO
pearyBaTi Ha TTO3UIi0 (TOUKY 30pY) CITiIBPO3MOBHUKA,;

* TIPUCTOCOBYBATHUCSA 0 3MiH, SIKi 3a3BUYall TPAIIAIOTHCS TIifl 4ac
Gecigy i cToCyI0ThCs 1l HAIIPSMY, CTHJIIO Ta OCHOBHUX aKLEHTIB;

* BUKOHYBAaTH MOBJIEHHEBI (PyHKIIii, pearyBaTl Ha HUX, THYYKO KO-
PUCTYIOUHCH 3aTATbHOBKIBAHUME (Ppasamiu.

Momnonoziune mosnenns

* YiTKO BUCTYMNAaTH 3 MiATOTOBJIEHUMH 1HAWBIAYATbHUMH TIPE3eHTa-
1isIMU 1I[O/I0 IMITUPOKOTO KOJIAa TeM aKaJeMiuHOTO Ta MpoeciitHoro
CIIPSIMYBaHHS;



IIPOJIYKYBaTH YiTKU, JieTaJbHUN MOHOJIOL 3 IIMPOKOI0 KOJa TeM,
[I0B’I3aHUX 3 HABYAHHSIM Ta CIIELiaIbHICTIO;

KOPUCTYBATHUCsI 6a30BUME 3ac00aMU 3B’SI3KY VIS TIOETHAHHS BUC-
JIOBJIFOBaHb Y YiTKHUIA, JIOTIYHO 00’ €IHAHUI IUCKYPC.

Qumanns

PO3yMITH aBTEHTUYHI TEKCTH, TIOB'sI3aH1 3 HABYAHHSIM Ta CITeIiaIb-
HICTIO, 3 MJIPYYHUKIB, ra3eT, MOMYJIIPHUX i CIeIiaTi30BaHNX KYyP-
HaJTIB Ta iIHTEPHETIBCHKUX JIXKEPET;

BHU3HAYATH TO3UIIii i TOYKU 30py B aBTEHTUYHUX TEKCTAX, MOB’sA3a-
HUX 3 HABYAHHSM Ta CIIeIiaJIbHICTIO;

PO3YMITH HaMip aBTOpa MUCbMOBOTO TEKCTY 1 KOMYHIKaTUBHI Ha-
CITIKY BUCJIOBJTIOBAaHHSI (HATPUKIIAJ, CJIYKOOBUX 3aIUCOK, JIKCTIB,
3BiTiB);

PO3YMITH [eTajli y JOBOJI CKJIAIHUX PEeKJIaMHUX MaTepiajax, iHc-
TPYKIISIX, crenndikaiisax (HampuKJa, CTOCOBHO (DyHKITIOHYBaH-
HSI IIPUCTPOIB/00IaHAHHS );

PO3YMITH aBTEHTUYHY aKa/IEMiUHY Ta TPOQeciiiHy KOPECTIOHAEHITII0
(HampuKIIaz, TUCTH, (haKCH, eJIEKTPOHHI TTOBITOMJIEHHST TOTIO);
PO3PI3HATH Pi3HI CTUIICTUYHI PETiCTPU YCHOTO Ta TUCEMHOTO MO-
BJIEHHSI 3 IPY35IMU, He3HAHOMIISIMU, KOJIeTaMu, ITpalie/laBIsSIMU Ta 3
JIIOJIBMU PI3HOTO BIKY i COI[IaTbHOTO CTATYCY, KOJN 3/IHCHIOIOTHCS
Pi3HI HAMIPH CITIJIKYBaHHSI.

Iucomo

MUCATH 3PO3YMLII, JeTali30BaHi TEKCTU PI3HOTO CIPSMYBaHH:,
oB’s13aHi 3 0c0061CTOIO Ta IpodeciiiHoio chepamu (HaIIPUKIIAL, 3a-
ABY);

MucaTu y cranjiaprHoMy Gopmari jieranizoBaHi 3aBlaHHs 1 3BiTH,
MOB’sI3aHi 3 HABYAHHSM Ta CHETa/IbHICTIO;

TOTYBaTH 1 MPOAYKYBATH [IIJIOBY Ta MTPOGeCiiiHy KOPECIIOHIEHITi10;
TOYHO (piKCyBaTH MOBiZIOMJIEHHS 110 TesehOHY Ta BiJl Bi/iBisyBa-
4iB;

[I1McaTv 3 BUCOKUM piBHEM I'paMaTUYHOI KOPEKTHOCTI pe3ioMe, IIpo-
TOKOJI Ta iH.;

3aMOBHIOBATH OJIAHKY JIJIST aKaJeMiuHuX Ta TpodeciitHux 1ijeit 3
BUCOKHUM PiBHEM IPaMaTUYHOI KOPEKTHOCTI;

KOpHCTYyBaThcs 6a30BUMM 3aCO6aMU 3B’A3KY /Uil TIOEAHAHHS BUC-
JIOBJTIOBAHbB Y YITKUH, TOTIIHO 00’ €IHAHMI TUCKYPC;

BUKOHYBATH MOBJIEHHEBI QYHKIIII Ta pearyBaTu Ha HUX, THYYKO KO-
PUCTYIOUKCH 3aTAJIbHOBXKMBAHUMU (Ppasamiu.



YMiHHS BUHTHCS

ITo 3akiHUeHHI KypCy CTY/I€HTH 3/]aTHi:

Howyx ingpopmauii

3aMUTYBATH 3 METOIO TIONTYKY iH(MOpMAaIlii;

3HaXOWTH KOHKPETHY iH(pOpMAIlito, MOB'sI3aHy 3 MPOIecoM abo
[PEIMETOM HABYAHHS, KOPUCTYIOUMCH JJIST I[BOTO 0i0OIi0TeTHIM
KaTaJOTOM, CTOPIHKOIO 3MiCTy ab0 TOKaXKYMKOM, NOBiIHUKaMH,
cjoBHMKaMu Ta [HTepHeToM;

3alUTyBaTH, 100 OTPUMATH CYTTEBO BaKJIMBY iH(OPMAIIiO,
MOB’sI3aHy 3 HABYaHHSM a0 CIIEeNialbHICTIO;

MMPOTHO3YBaTH iH(MOPMAILiI0, KOPUCTYIOUHUCh JIJISI 1[bOTO “KirouaMu’”,
HAIIPUKJIAJL, 3ar0JI0OBKaMU, IiZI3ar0JI0BKaMH, iM’IM aBTOpa Ta iH.

Axademiune mogienns

BUCTYTIATH 3 TPE3EHTAIisIME 260 JIOTTOBI/ISIMH 3 [TUTAHb, TIOB’I3aHUX
3 HAaBYAHHSM;

BpPaxOBYBaTH ay/IMTOPIIO i METY BUCJIOBJIIOBAHHS;

BUKJIACTH TIJTAaH-CXEMY BUCJIOBIIOBAHHS T JIOTIYHO CTPYKTYPYBaTH
izei;

KOPUCTYBAaTUCh BIJIIMOBIIHUMHU TIpaBUJIAMU Ipe3eHTAallii, MOBOIO
JKECTIB TOIIIO;

KOMEHTYBaTH TabJuIl, rpadiku i cxem;

KOPUCTYBATUCh a/IeKBATHUMU CTPATETISIMU T1i/1 Yac TUCKYCii, ceMi-
HapiB Ta KOHCYJIbTaIlil;

OpieHTyBaTH ayUTOPIiIO MO0 3araibHOT TOOY/I0BU BUCTYILY;
JIOTPUMYBATHUCh TEMU BUCTYIIY;

BPaxoBYBaTH Pi3Hi TOYKU 30DY;

BUJIIJIATU TOJIOBHY 1/1€10, PO3IIUPIOBATHU 1 PO3BUBATH ii;
PO3IOYMHATH JUCKYCIIO, MiZICYMOBYBATH, FOJIOBYBATH 111/l 4ac uc-
KyCil.

Axademiune nucomo

TJIYMauUTH, IIOPIBHIOBATH 1 3icTaBisgTy Tabsmili, rpadiku Ta cxe-
MU;

y3arajpHIOBaTH, Tiepepa3oByBaTH 11 CUHTE3YBaTH iflel 3 Pi3HUX
TUTIB TEKCTIB (HANPUKIIAZ, i3 CTaTel, JOCTITHUX TTPOEKTIB);
¢ikcyBaTH i MMCHMOBO BUKJIQ/IATU PE3YJIBTATH JOCITi/KeHb (Harl-
PUKJIAJI, OITUTYBAHHS IYMKH, OTJISL TEMU );



POOUTH aJieKBaTHI i IPUAATHI AJIsi KOPUCTYBAHHST KOHCIIEKTH 3 Pi3-
HOMaHITHUX iH(OpMaIiiTHIX KepeT;

MACATH 3BiTH (HATIPUKJIA/, 3TiIHO 3 TPOEKTOM );

BpPaxoBYBaTH ay/IUTOPIIO Ta METY BUCJIOBJIIOBAHHS;

CTHCJIO BUKJIAZIATU 3MICT TEKCTY, JIOTIYHO CTPYKTYPYBaTH ijiei;
MTACATH BCTYTI/BUCHOBKUY;

OpraHi3oByBaTH TEKCT K IIOCJIi0BHICTb ab3alliB 3 iX 3aroJI0BKaMu
Ta Ii/[3ar0JI0BKaMU;

KOPHCTYBATHUCS JIOTIYHUMHU CTIOMTYIHUKAMU JIJIST TTOEMHAHHS ab3a-
I[iB B €IMHUI TEKCT;

KOPEKTHO HaBOJIUTH IIUTATH;

ckaanaru 6ibaiorpadimo;

BUYUTYBATH Ta BUTIPABJISITH POOOTY.

Opeanizayis ma camoyceioomienns

PO3pO0IATH IHAUBIAyaNbHI HABYAIbHI TLIAHY;

e(ekTUBHO KOPUCTYBATHUCSI HABYAJIbHIUMU pecypcamMu (HATTPUKJIA],
CJIOBHUKAMU, JIOBiIHUKaMH, [HTEpHETOM );

YCBITOMJTIOBATH 1HAWBIAYATbHUH CTUJIb HABYaHHS/MUCIEHHS;
BECTHU HaBUAJIbHI/aHATITUYHI TOJEHHIK;

CYMJIIHHO BeCTH OOJIK IMPOYNUTAHOTO MaTepiany, BaK/JIUBUX MOCH-
JIaHb, IATAT.

Ouyintoeanns

PO3yMiTH BUMOTH I[0/10 OIIHIOBAHHS, Y TOMY YHCJIi TOTOYHOTO OI1i-
HIOBAaHHS;

PO3yMiTH KpHTepil BUCTaBJIEeHHS OajliB Ha eK3aMeHax, TecTax Ta
TPV BUKOHAHHI OKPEMUX 3aB/IaHb;

YUTATH I PO3yMITH 3arajbHi IHCTPYKIIi1 /10 eK3aMeHiB;

e(eKTUBHO TOTYBATHUCS [I0 TECTIB Ta €K3aMeHIB (HAIIPUKJIA]], TOB-
TOPEHHS IIJIIXOM IHTEHCUBHOIO YUTAHHS Ta 3 BUKOPUCTAHHAM Pi3-
HOMAaHITHUX MeXaHi3MiB 3a1maM’ ITOBYBaHHS );

e(hekTMBHO BUKOPUCTOBYBATH Yac Ha eK3aMeHax i TecTax;
HaJIe;KHUM YMHOM 3/11CHIOBATH CAaMOOI[IHIOBaHHSI.

MoBHi BMiHHSA

ITo 3akiHYeHH] Kypcy CTYAeHTH NOBUHHI MaTH POOOU 3HAHHSL:

rpaMaTUYHUX CTPYKTYP, L0 € HeOOXiAHUMU JJIsI THYYKOTO BHpa-
JKEHHS BiAMOBiAHUX (DYHKITIH Ta MOHATH, a TAKOXK JIJIsT PO3YMiHHS



i TIPO/IyKYBaHHSI MIMPOKOTO KOJIA TEKCTIB B aKaJIeMiuHil Ta PO-
(eciitniii chepax;

[IPaBUJI AHTJHICHKOTO CHHTAKCUCY, MO0 JaTH MOKJIHMBICTH PO3-
Mi3HABaTH 1 MPOJYKYyBaTU MIUPOKE KOJIO TEKCTiB B aKaJeMiyHill Ta
npodeciiiniit chepax;

MOBHUX (HOPM, BJIACTUBUX [ OMIIiiHUX Ta PO3MOBHUX pe-
TicTpiB;

aKaJIeMivHOTO i TPO(eCiiTHOTO MOBJIEHHST;

IITUPOKOTO JIIalTa30HY CJOBHUKOBOTO 3aracy (y TOMY YHCJIi TepMi-
HOJIOTD), 1[0 € HeoOXiAHUM B akazeMiuHill Ta npodeciiiniii cde-
pax.

CoIlioIHrBiCTUYHA Ta IPAarMaTHYHA KOMIIETEHITii

[To 3akinyenHi Kypcy CTYJAEHTH 3MOXKYTh:

PO3YMITH, K KJIFOYOBI IIIHHOCTI, TEPEKOHAHHS Ta MOBE/IIHKA B aKa-
neMigHOMY 1 TTpoheciiiHOMY cepe/loBUII YKpaiH! BifIPi3HSAIOTHCS
TIpY TIOPiBHSIHHI O/IHI€] KYJBTYpH 3 iHImMUMN (Mi>KHApO/IHI, HaIlio-
HaJ/IbHi, IHCTUTYLIHHI 0cOOMUBOCT);

PO3yMITH Pi3HI KOPIIOPATUBHI KyJIbTyPHU B KOHKPETHUX MTpodeciii-
HUX KOHTEKCTaX 1 Te, SKMM YHHOM BOHW CITiBBiTHOCSTBCS OfHA 3
OJIHOIO;

3aCTOCOBYBATU MIKKYJBTYPHE PO3YMIHHS y Ipoileci OGesmocepe-
HBOTO YCHOTO 1 MMCEMHOTO CIJIKyBaHHS B aKa/JIeMiYHOMY Ta TPO-
(eciitHomy cepeoBuII;

HaJIEXKHUM YMHOM ITOBOJMTUCS I PEaryBaTh y TUIIOBUX CBITCHKUX,
aKaieMiyHuX 1 mpodeciiiHX CUTYaIlisIX MMOBCIKIEHHOTO KUTTS, a
TaKO’K 3HATU TIPABUJIA B3AEMOJII1 MiXK JIIOJ[bMU Y TAKUX CUTYAIlisIX
(posnizHaBaHHsA BIAINOBIAHUX KECTIB, CIIJIKYBaHHS O4YMMa, YCBIi-
JIOMJICHHST 3HAYeHHS (DI3MYHOI AUCTAHITI] Ta PO3YMIHHS JKECTUKY-
JISTI Y KOXKHIN 3 TAKMX CUTYAIii).



TEMATHYHHH ITJIAH
oucyunninu
“IHO3EMHA MOBA
(3A ITPO®ECIHHHM CIIPIMYBAHHSIM)

(AHIJITHCBHKA)”
Ne . .
Hassa 3micTtoBoro MOAYJIA 1 TEMU
Iop.
1 2

3microBuii Mmoxyab 1. [linosi snaiiomcrea (Meeting people)

1 | 3uaitomcrso. Bisurna kaprka (Introductions. Business card)
PosmoBa 1o temedpony (Speaking on the phone)

3 | dinosa komymnikarisg. /lisosi 3ycTpiui (Business
communication. Business appointments)

4 | IIpauesnamrysandsa (Employment)

5 | Oinose sucrysanus (Business correspondence)

6 |Kounrpakru (Contracts)

7 | Odic (Office)

8 | Opranizaris. Kommanisi. @ipma (Organization. Company. Firm)
3microsuit Moayis I1. Opranizanist komnanii (Company
organization)

9 | 36opu (Meetings)

10 | IIeperoBopu (Negotiations)

11 | IIpesentarrii (Presentations)

12 | Bizpsmxenns (Business trips)

13 | MuTHung (Customs)

14 | Menemxment (Management)

15 | dinosa eruka (Business ethitcs)
3microBuit Mmomys II1. Benenns G6isHecy B pisHHX KyJIbTypax
(Intercultural business activities)

16 | Bupo6uuirrso Ta mocayru (Production, manufacturing and

services)
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1 2

17 | Posnomin. Jocraska (Distribution. Shipping)

18 | Homnur ta npomosuiist (Demand and supply)

19 | Toprisisa (Trade)

20 | bisnec (Business)

21 | Immopr ta ekcopt (Import and export)

22 | Crpaxysanng (Insurance)
3microsuii Mmoxyab IV. Ceir Gisnecy (World of business)

23 | Exonomika (Economy)

24 | Mixnapoguuii 6istec (International business)

25 | Tadopwmariiitai TexHosoTil B pisHux cdepax xkurts (Information
technologies in our life)

26 | Konkypenrig (Competition)

27 | Mapxkerunr. Bpenn (Marketing. Brand)

28 | Pexmama (Advertising)

29 | Ipomri. Ilinu (Money. Prices)

30 |®inancu. Banku (Finance. Banking)

Pasom rogun: 324

3MICT
oucuunninu
“IHO3EMHA MOBA
(3A IIPODECIHHHM CIIPAMYBAHHAIM)
(AHIJIIFICBKA)”

3microBuii Mmoayab 1. [inosi snaiiomcrea (Meeting people)

Tema 1. 3uaiiomcmeo. Bisumna xapmxa (Introductions. Business

card)

BcranoBsieHHS KOHTAKTIB (CTOCYHKIB).

1



Tema 2. Po3zmosa no menedony (Speaking on the phone)

Bceranosisiennst kontaktiB (crocynkiB). IlymanyBanHs HacTynmHUX 3a-
XO/IiB 1 3aB/ianb. Bifmosine Ha reseponni a3sinku. [IpesenTartis i nepena-
ya indopwmartii. Haganus it orpuMaHHs 3BOPOTHOI iHMOpMATIii.

Tema 3. /linoea xomynixayis. /linosi 3ycmpiui (Business
communication. Business appointments)
3araibHe poboue 0TOUEHH 1 MoBcsAKAeHHa pobora. Juckycil Ha mpo-
deciiini Temu i gossimaa. O6MiH iHdopMalicio 3 pisuux nuranb. Jigosi
3ycrpiui. [Ipusnadenns minoBux 3ycrpiveil. Bimmina. Ilepenecennst Ha
inmmil tepmis. [TixroroBka 3axoziB. OpraHizailis Ta BHECEHHS 3MiH B OP-
TaHi3allifo MPOBE/ICHHS 3yCTpivuel i 3aciianb.

Tema 4. IIpayesrammyeanns (Employment)

PosymiHHS Ta HaNMCaHHs pe3ioMe, CYIPOBOKYIOUNX JIMCTIB, PEKO-
MeHzalliii. Yuacte y crnibecigax. 3anoBHeHHs OIaHKIB, aHKET.

Tema 5. [inose rucmysanns (Business correspondence)

PosyminHg 1 ckyiaanHs [1i0BOI OKyMeHTallii (3BiTiB, JHUCTIB, 10-
MOBIJHUX 3aITMCOK To10 ). Po60Ta 3 KopecnonaeHIieio (JIMCTH, e1eKTPOH-
Hi TIOBiIOMJIEHHST )

Tema 6. Konmpaxmu (Contracts)

VijafaHHsg yrofl. YCBiZOMJIEHHS TIYHKTIB KOHTpakTy. OOGroBopeHHs
KOHTPAKTIB.

Tema 7. O¢ic (Office)
Poboue miciie. O6magHanns.

Tema 8. Opeanizayis. Komnanisa. @ipma (Organization.
Company. Firm)

Crpykrypa. Pesyiasratu po6otu. IIpomykiisi, MOCIyTH, IPOIEC.
[ITat. Ilomituka. Pexmama. IloBcskaenna anMiHicTpaTUBHA MiSJIBHICTD
(Hampukiaz, po3poOKa MPOEKTY, TJIAHYBAHHS, CKJAMAHHS OMKeTY,
aHaJli3, OIliHIOBAHHS, KOHTPOJb 1 OMOMOTA, MOHITOPUHT, JAOCJi/IXKeHHS,
TJIyMaueHHs TOIIIO).

Jlimepamypa: ocuosua [1-5];
nonatkosa [6—20]
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3microBwuii Moxyas I1. Opranisaiis koMnasii
(Company organisation)

Tema 9. 360pu (Meetings)

Opranisaiig Ta BHECEHHs 3MiH B OpraHizalilo poBeleHHs 300piB.
Yyacts y nuckyciax. [IpesenTartii, Buctynu. Benenns npotoxoay. Bezen-
Hs HOTaTOK. 3BiT. CHiJTKyBaHHS.

Tema 10. Ilepeeosopu (Negotiations)

Opranisaiiisi Ta BHeCeHHSI 3MiH B OPTaHi3allilo MPOBEIEHHS TIepero-
BOpiB. YyacTb y nuckycigax. IIpe3enTartii, Buctynu. BeJieHHS IPOTOKOJTY.
Benennst HotaTtok. 3BIT.

Tema 11. Ilpezenmauii (Presentations)

Opraunizaiiist Ta BHECEHHS 3MiH B OpraHisalliio IpoBe/IeHHST TIpe3eHTa-
uiit. [TpaBuia npoBejieHHs yCminHux rpedenTtartiii. [linanysanns npesen-
Talm.

Tema 12. Biopsaoscenns (Business trips)

3anut indopmallii, monepeaHe 3aMOBAEHH Ta OPOHIOBAHHS. 3iic-
HeHHs1 (POPMAJIBHOCTEN IIiJi Yac MOAOPOKI (HAIPUKIIA/, TIPOXOKEHHS
MUTHOTO i MACMOPTHOTO KOHTPOJIIO). 3allOBHEHHS OJIaHKIB (HAITPUKJIAL,
3as1Ba HA OTPUMAHHS Bi3W ). SHAXOJ/PKEHHS Ta BMiHHSI KOPUCTYBAaTUC iH-

dhopmairiero, HeoOXiAHOIO i/ Yac moA0PosKi (PO3KIIaiM, OroJolIeHH s, TH-
TepHEeT-CTOPiHKM). PeecTpartis i BUIMCKA 3 TOTEJTIO.

Tema 13. Mumnuys (Customs)

MutHauii KoHTPOJb. [IpOX0/sKEHHS MUTHOTO KOHTPOJIIO.

Tema 14. Menedxcmenm (Management)

Cdepa ynpasninug. Ynpasminii. EdektuBanii MmeHemkMent. Tumnm
KEPIBHUKIB Ta cIioco0iB yIIpaBJIiHHS OpraHisalii€ro.

Tema 15. Jlinosa emuxa (Business ethics)

Crangaptu i Hopmu. JloTpuMaHHS iHCTPYKILiN Ta TIOMEPEKEeHb, eTHY-
HUX HOPM i IIPaBuUJI.

Jlimepamypa: ociosua [1-5];

nojatkosa [6—20]
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3microsuii Mmoay:p IT1. Beaenns GisHecy B pisHUX KyJbTypax
(Intercultural business activities)

Tema 16. Bupoonuymeo ma nocayeu (Production, manufacturing
and services)

Ipoayxiist. ITpotec BupobHuirTBa. Opraxisailis mporecy BUPOOHHUII-
TBa MPOAYKIIi. Pe3ysratu poboTH.

Tema 17. Po3nodin. [locmasxa (Distribution. Shipping)

3abesneyenns pecypcamu. Posmoginbui nenrpu. JocraBka. Tpamc-
MOPTYBaHH:. TpaHCTIOPT.

Tema 18. Monum ma nponosuyis (Demand and supply)

Exonowmivni kareropii. 3akoHu MOMUTY Ta TIPOTIO3UIIii. PUHOK.

Tema 19. Topzieas (Trade)

Po3pobKa IpoeKTy, IJIaHyBaHHSI, CKJIaJaHHs GI0/KETY, aHaJIi3, OI[iHIO-
BaHHS, KOHTPOJIb i I0ITOMOTA, MOHITOPWHT, TOCTiKEHHS, TIyMadeHHS.

Tema 20. biznec (Business)

IloBcakaenHa agMiHICTpaTUBHA Ais/IBHICTH (HAIPUK/IAL, PO3poOKa
MIPOEKTY, TUIAHYBAHHsI, CKJIaaHHs GIO/KETY, aHAIi3, OTiHIOBAHHST, KOHT-
POJIb i TOTIOMOTA, MOHITOPUHT, OCIIDKeHHS, TAIyMadyeHHd Ta iH.). Yntan-
H$1 3 METOIO TIOTITYKY HeoOXiIHOT iH(opMartiii (HAmpuKIajI, Ipo MOKIABUX
napTHepiB). [[nanyBanHs MOAQIBIINX 3aX0/1iB 1 3aB/IAHb.

Tema 21. Imnopm ma excnopm (Import and export)

ImmopTHi Ta ekcopTHi omneparrii. bap’epu.

Tema 22. Cmpaxyeanus (Insurance)

Bumu crpaxysanns. CrpaxoBuii mosic. CTpaxoBa KOMITaHis.
Jlimepamypa: ocHoBHa [1-5];
nonatkosa [6—20]

3microBuii Mmoayab IV. Csir 6isnecy (World of business)

Tema 23. Exonomixa (Economy)
Hapoaune rocriogapctBo. EkoHOMIYHI TOKa3HUKH.
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Tema 24. Misxcnapoonuii 6isnec (International business)
Oprasnisaiiist Ta BeJIeHHsI MisKHaPOHOTo Gi3Hecy.

Tema 25. Ingpopmauiiini mexnonozii 6 pianux cpepax scumms
(Information technologies in our life)

Tema 26. Konxypenuia (Competition)
Konkypentu. KOHKypeHTO-CIIPOMOKHICTb.

Tema 27. Mapxemune. bBpeno (Marketing. Brand)
Ilignpuemunirso. Toprosa Mapka. Bpem.

Tema 28. Pexaama (Advertising)

[TigroroBKa i MpoBeMEeHHS peKJIaMHUX KaMTaHiil. E(GeKkTuBHiCTb pek-
Jamu. PeksaMo/1aBIli Ta BUKOHABIT.

Tema 29. Ipowi. Ilinu (Money. Prices)
Dyukiii rpoteit. [linoytBopenust. BapricTs.

Tema 30. Dinancu. banxu (Finance. Banking)

Dinancosi mocayru. bankiBcbKa cipasa.
Jlimepamypa: ocnosua [1-3];
nopatkosa [6—20]

BKA3IBKH /10 CAMOCTIHHOTO BUBYEHHA
IIPOITPAMHOI'O MATEPIAJIY

PO3BUTOK y CTYAEHTIB HABMUOK CaMOCTiiTHOI po6oTH Tiepenbavyae Bu-
KOHAHHS JIOMAIITHIX 3aB/laHb (UUTAHHS, [IEPEKJIA]] 1 TIePeKa3 TEKCTY, JIEKCH-
KO-TpaMaTUYHI BIPaBU, MMUCbMOBUI MEPEKIIA/], TMIJATOTOBKA TTOBiIOMJIEHD
TOIIIO); BUKOHAHHS KOHTPOJIBHUX POOIT; IHANBILyalbHE TPOCTYXOBYBaH-
HS ay/liOKaceT, Iepers L BiljeoMaTepiastis.

OcobsmBo BesMKa yBara B caMOCTiHHI# po6OTi TIPUILISETHCS MiATO-
TOBIII YCHUX TOBIJIOMJIEHD, [IaJIOTIB Ta MOHOJIOTIB aHTJIIHCHKOI0 MOBOIO,
CaMOCTiIITHOMY BUBYEHHIO OKPEMUX MTUTAaHb TeM KypCY, OTJISIy PEKOMEH-
JIOBAHOI JTiTepaTy Py aHTJIiHIChKOIO MOBOIO, TIEPEKJIATY 3 AaHTJIIHChKOI Ta Ha
AHTJIICbKY MOBY.
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Hanpwukintii kypcy cTyieHT TOBUHHI

BMIMU:

* 3[iliCHIOBATH ay/iI0OBaHHS OPUTIHATHHUX PI3HOCTUIHOBUX TEKCTIB
y MesKax IIPOrpaMHOI TeMaTHKH, aHaJi3yBaTH Ta KOMEHTYBATH IIPO-
CJIyXaHUU MaTepia;

* BecTH Oecimy-mianor mpobJIEMHOTO XapaKTepy BiAMOBIAHO 10 TPO-
TPAMHOI TEMATUKU Ta KOMYHIKaTUBHOI (DYHKITIi;

*  po6UTH CaMOCTIIHI yCHI MOHOJIOTIYHI ITOBiIOMJIEHHS aHTJIIICHKOIO
MOBOIO 3TiJTHO 3 TEMATHUKOIO KYPCY;

* pedepysaru (yCHO Ta MMCHMOBO) OPUTIHATBHI PI3HOCTUIIBOBI TEKC-
T™H;

* 3iliCHIOBATH aJIeKBATHUI MEPeKJIaJ 3 aHTJIiChbKOI MOBM Ha YK-
PaiHChKY Ta HABIIAKW TEKCTIB, IO Bi/IMOBI/IAIOTh TEMATHUIII Ta PIBHIO
CKJIQJTHOCTI KypCYy.

KOHTPOJIbHUH IEPEJIK IMMPO®ECIHHHX MOBJEHHEBHX
YMIHb JJIA CAMOOIIHIOBAHHA

AyailoBaHHS

A MoKy PO3yMiTH cTaHAAPTHI YCHI TEKCTH HA HABYAJIbHI Ta Tpodeciii-
Hi TeMU HOPMATHBHOIO MOBOTIO Y HOPMAJIBHOMY TEMITi.

S1 MoKy po3yMiTu OCHOBHY iH(oOpMaIiiio Jekiiii, 6ecia, momoBiaei,
Tpe3eHTalliH, IMCKyCili Ha HaBYaIbHi Ta MPodeciiiHi TeMU HOPMATHUBHOIO
MOBOIO Y HOPMJIbHOMY TEMTIi.

S1 MoKy pO3yMiTH OCHOBHMH 3MIiCT PO3MOBH 3 HOCISIMU MOBU Y HOP-
MaJIbHOMY TEMITi B HAaBYAJILHOMY UM MTPO(eCiitHOMY OTOYCHHI.

S MoKy po3ymiTH GiJIbIIiCTh 3anucanux abo TPaHCIbOBAaHUX ay/ioMa-
TepiasliB HOPMATUBHOIO MOBOIO, SIKY MOXKY IOYYTH Y CYCHIJIbHOMY, I1PO-
(deciitiomy ab0 HABYAJIHLHOMY SKUTTI, i BUSHAYUTH CTABJEHHS MOBIS, a
TaKO:X 3MiCT iHhopMaItii.

A MoKy po3yMiTU OTOJIOIIEHHS, MOBIIOMJIEHHS Ta IHCTPYKILii 111010
KOHKPETHUX YU aOCTPAKTHUX HABYAIBHUX Ta MPO(DECIHHUX TeM HOpMa-
THUBHOIO MOBOIO Y HOPMAJIbHOMY TEMTIi.

Iiamoriune MOBJIEHHS

A MoKy akTHBHO MiATPUMYBATH PO3MOBY UM IMCKYCiI0 HA 3arajibHi
HaBYaJIbHI Ta IpodeciiiHi TeMu, IPeACTaB/IAI0YN Ta OOIPYHTOBYIOUYH CBOI
TIOTJISI/TN.

A MoKy 3p03yMiJIO i 9iITKO BUKJIACTH CBOI i7Ie] Ta TIOTJISI/IN HAa HaBYaJIb-
Hi i mpodeciiini TeMu, HazaTH HEOOXIIHI TOSICHEHHS 1 KOMeHTapi, 06IPyH-
TYBaTH BJIACHY TOYKY 30py B o(iiiiHiii i HeodimiliHiii Gecii.
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S MoKy HaIiiiHO IIepesaTy JeTalbHy HaBYaabHy a6o mpodeciiiny iH-
(bopmattito, cuHTE3yTOUM JIaHi 3 IEKITBKOX [[KEPE.

S1 MOKY TIPHCKOPUTH BUKOHAHHS POOOTH, TIPONOHYIOUYH iHIITMM ITPU-
€THATUCST, BUCTIOBUTUCSI.

A Moky po3ymiTh feTanbHi Tpodeciiiii IHCTPYKITi i pearyBaTu afiek-
BaTHO.

A Moy mpoBouTH eeKTUBHE HTEPB'I0, PO3MOBJISIOUN IBHUIKO i
BJIYYHO, CIIOHTAHHO BiJICTYMAIOYH BiJl IT/IFOTOBJIEHUX 3aMIUTAHb i CTABJIS-
4y GBI leTabHI 3aIUTaHHSL.

S MoKy B3siTH Ha cebe iHiIIaTHBY B IPOBEIEHHI cIiBOeciiu, posropra-
I0YH Ta PO3BUBAOUH ijiel Maike 6e3 mATPUMKH iHTEpB'I0€epa.

A MoKy TIOBOJIMTHCH 1 pearyBaTH BJIYYHO Y 3araJIbHUX CYCHIJTbHUX,
HAaBUAJIBHUX 1 MPOMECiiTHNX CUTYaIlisIX TOBCSIKIEHHOTO JKUATTS 1 3HAIO
TIpaBUJIA TTOBEIHKM B TaKNX CUTYalisx (’KeCTH, 30POBUIl KOHTAKT, OCO-
GuCTUil POCTIP 1 MOBY Tijia y KOKHIil cuTyarfii).

MoHoJIoTiYHEe MOBJICHHS

A MoKy I0KJIAIHO 11 YITKO OMUCATU | TTPE3EHTYBATH IIMPOKUH CIIEKTP
HaBYATHHUX 1 (paXOBUX TTUTaHb, MOSICHIOIOUH i/iel Ta MiAKPeCTIoI0un iX
BiATOBIAHUMY TTPUKJIATAMU.

A Moy seTajqbHO MPEe3eHTyBaTU OCHOBHI TIOJIOKEHHS TIEBHUX IIPO-
(peciiinux nmuTanb, BAKUBAIOYN BIITIOBIIHY TEPMiHOJIOTIIO.

A Moy posdroprati cucTeMy MOBOJIB 3 aKTyaJTbHUX HABYAJIBHUX Ta
npodeciiHUX MUTaHb, BUJIIJISTH Ba)KJIUBI MOMEHTH 1 MiJKPIIJIIOBATH
TBEP/KEHHSI JIOPEUHOIO JIeTaTbHOIO iH(opMalli€io.

4 MOy BIIOBICTU Ha 3alUTaHHS IICJS JOIMOBI/L, JeMOHCTPYIOUU
Take >KBaBe MOBJICHHS i PeaKIliio, MO aHi cIyxadi, aHi 51 He Bi[IyBaEMO
He3py4yHOCTeH.

Yuranug

A MOXy OCUTH CaMOCTIHHO OTPUMYBATH iH(MOPMAIlilo, izei Ta mors-
11 3 NIMPOKOTO KOJIa HaBYAJIbHUX 1 TpodeciiiHuX JKepest, TPaBUIbHO PO-
3yMiloun TepMiHM it abGpeBiaTypu Ta BUGIPKOBO 3aCTOCOBYIOYN JOBIIKOBI
JpKepedia.

A MOy MIBUAKO BU3HAYNUTH 3MICT i IOPEUHICTh HOBUX JKEPEJ, cTaTei
i 3BITiB 3 MeTOIO TIOTIYKY iH(OpMaIlii 3 MUPOKOTO KOJIA HABYAJIBHUX Ta
podeciiHUX TEM.

A moxy 3aiticHIOBaTH TIONTyK iHMOpMarttii y mepexi [HTepHeT.

S1 MOKy JIeTKO 3HAXOAUTH HEOOXiIHY HaBYAJIbHY Ta TpodeciiiHo-
opieHTOBaHy iH(popMalio y 6i6Ii0TeYHNX KaTaIorax.
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A Moy po3yMiTu cTatTi, 3BiTH i IOTIOBi/II i3 Cy4acHOI HABYAJIbHOI Ta
npodeciitHol TeMAaTUKW, PO3YMITH MO3UIIII0 aBTOPa Ta BUILISTH HABaXK-
JIUBIIII MICIIS.

A MoXy PO3yMiTH JIIJIOBY KOPECHOHJIEHIIi0, OB’ sI3aHy 3 MOIM HaB-
yaJbHUM a00 NpodeciiiHuM cepefoBUINeM, i YCBIIOMIIOBATH HalCyT-
TEBiTIE.

A MoKy PO3yMiTH pO3TOPHYTI IHCTPYKIIii Ta ITpaBuJIa, iHOJi BUKOPHUC-
TOBYIOUU CJIOBHUKH 1 JIOBIJIKOBY JIiTePaTypy.

IIncemo

A Moxxy Bectn motouHe fioBe i mpodeciiine INCTYBaHHS, BUCBITJIIO-
10YH 0COOMCTE 3HAUEHHS TIO/IIH Ta CBil IOCBI/ Y HABYAIBHOMY i Tpodeciii-
HOMY KUTTI.

A Moy Hanucatu ece Ha HaBYAJIbHI Ta TpodeciitHi TeMu, B IKOMY Ha-
BOJIATBCS aPTYMEHTH 32 YU IIPOTH IIEBHOI lYMKH, ITOSICHIOIOTHCS IlepeBaru
1 HeTOTIKY Pi3HUX TO3UTIIH.

A Moky mucaTy 3BiTH CTaHAAPTHOTO (DOPMATy HA HABYAJBHI Ta TIPO-
ecilini Temu, BIIEBHEHO BUCJIOBJIIOIOYM CBOIO TOUKY 30PY 1110/I0 HAKOIH-
yeHo1 (haKTUIHOI iH(hopMaIlii.

S1 MOy mucaTté KOPOTKi CIy;KOO0BI 3alMCKH, IO MICTSITh JIOIIJIbHY
HaBuYaIbHY a00 mpodeciiiny iHhOpMAILito /s ajipecaTa Ta ajleKBaTHO Iie-
penaloTh HallCyTTEBIIII if1el.

A MoKy IpUiTHATHY 1 3amcaT OBiIOMIIEHHS Ha TTPodeciiiHi TeMu, 1110
MICTSITh 3aIUT Ta MOSICHIOIOTH TIPOOJIEMH.

S MoKy 3aHOTYBATH HAWBasKJIMBIIII ijiel mijf 9ac 4iTKol, 106pe CTPyK-
TYpOBaHOI JIeKI1iii, ceMiHapy, KoHbepeHIiii, 360piB i T. iH.

A Moy ckyazaTu aHorailii Ta pecepyBaTH MIMPOKE KOJIO 3MiCTOBHUX
HaBYAJBHUX Ta MPO(ECciiHNX TEKCTiB, KOMEHTYIOUN TPOTUJIEKHI TOUYKHI
30py Ta OCHOBHI II0JIOKEHHSI.

DOPMH IIOTOYHOIO TA IIIJTCYMKOBOI'O KOHTPOJIIO

IToTouHUiT KOHTPOJIb 3HaHb 3AIHCHIOETHCS IUISIXOM YCHOI Geciam 3a
BUBYEHUMU TeMaMU KyPCY, TECTyBaHHS Ta HAITMCAHHS CAMOCTIHHUX 1 KOH-
TPOJIBHUX POOIT.

[TizcymKoBMiT KOHTPOJIb 3HAHD POBOIUTHCS B KiHII CEMECTPY 32 YMO-
BY HAsTBHOCTI TIO3UTUBHUX OITiIHOK TIOTOYHOTO KOHTPOJIIO MIJISTXOM ITPOBe-
JIEHHS YCHOTO 3aJiKy (icruTy).

Ex3amenartiifina kapTka CKIAAETHCS 3 TPHOX ITPAKTUYHUX 3aBIAHb:
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1.

2.

el e

* YUTaHHS, TEPEKJaJ] 3 aHTJINCHKOI HA YKPAlHChKY MOBY Ta CTHC-
JINH TIlepeKas3 TEKCTY aHTJTHChKOI0 MOBOIO, TIOSICHEHHS JIESTKUX Tep-
MIHIB;

* BinbHa Gecizia Ha 3aIPONIOHOBAHY TEMY KYPCY;

* TIepekJa/l peueHb 3 YKPaiHChKOI MOBH Ha aHTJIIHICHKY.

BumMmoru 10 icnuTis

[Tpountaru, mepekysacT Ha YKPAIHCHKY MOBY Ta IepeKa3aTl OpUTi-
HasbHMIT TekeT. O6¢sr Tekety 1500—2000 apyKoBaHUX 3HAKIB.
3pobuTH yCHe TOBIIOMIIEHHSI 3a OJHIEID 3 IMTHPOKOTO CIIEKTPa
TeM, BUBUYEHUX YIPOAOBXK Kypcy. MoHoJIOTIUHE BHCJIOBIIOBAHHS
000B’IBKOBO MOBMHHO BKJIIOYATH JIEKCHKO-TPaMaTHYHUIT MaTepial,
3aCBOEHMUIT TIPOTSITOM KYPCY, BIAMOBIATH MOBHUM HOPMaM, Oy TH JI0-
rivaum i nocigoBaum. O6¢esar 10—15 peuens.
VYCHO TIepeKIacT pedeHHs 3 yKpaiHChKOI MOBU Ha aHTJIiiichKY. Obcsr
HepexyaIay — 3 pe4eHHs.

Yac Ha migrotoBky — 30 XBUIMH.

IEPEJIIK TEM /10 ICIIUTY

3uaitomcTBo. BisurHa kaprka (Introductions. Business card).
Posmoga 1o tesiedony (Speaking on the phone).

HimoBa komywnikaris. /[limosi 3yctpiui (Business communication.
Business appointments).

ITpauesnamrysanus (Employment).

Hinose yucrysanns (Business correspondence).

KonTtpaktu (Contracts).

Odic (Office).

Opranizartisi. Komnanist. @ipma (Organization. Company. Firm).
360pu (Meetings).

[TeperoBopu (Negotiations).

[Tpesenrartii (Presentations).

Binpsimpxenns (Business trips).

MuTtnanuns (Customs).

Memnemxment (Management).

Jinosa etuxa (Business ethitcs).

Bupo6uunrteo Ta mociayru  (Production, manufacturing and
services).

Posnozin. Jocraska (Distribution. Shipping).

[Tonwut ta nponosuwisa (Demand and supply).
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19. Toprisasg (Trade).

20. bisnec (Business).

21. Twmmopr ta excriopt (Import and export).

22. Crpaxysanng (Insurance).

23. Exonowmika (Economy).

24. Mixuapozanuii 6isnec (International business).

25. Tadopmariiini texuosorii B pisaux chepax xutrss (Information
technologies in our life).

26. Konxypenrist (Competition).

27. Mapkerunr. bpera (Marketing. Brand).

28. Pexuama (Advertising).

29. Tpomi. lirm (Money. Prices).

30. @inancu. banku (Finance. Banking).

3ABJTAHHA JIJIA CAMOCTIHHOI POBOTH

Bapianr 1
1. Ilepexnadimo mexcm 3 aHeAilicbk0i MOBU HA YKPATHCOKY.

LOOKING FOR WORK IN AUSTRALIA

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of

your choice. Here is some info on Australia:

Work permits in Australia

+ It is important that you have the correct visa that gives you the
right to work in Australia in advance.

» There are various categories of entry visa. For each category a
different point system is used.

» To obtain a migration visa and work permit, applicants need to
accumulate a certain number of points before they are considered.
Points are awarded based on employability skills, age and language
skills.

The application procedure in Australia

* Questions are usually very direct. For example, ‘What makes you
the best candidate for this job?’
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Panel interviews with approximately three people are very common
in the Australian application procedure. Concentrate on your
future rather than on your past achievements.

Writing a resume in Australia

The Australian CV is more commonly called a resume.

The key focus of your resume should be to persuade the employer
to invite you for an interview. Therefore your resume is a marketing
tool, which should be adapted to the market in which you intend to
use it.

Your resume should be typed and be no more than two to three
pages in length.

Photos are generally not required with a resume in Australia.

The application letter in Australia

Key words in writing your Australian application letter are
‘accurate’, ‘precise’, ‘positive’ and ‘honest’. Try to grab the
employer’s interest with the first paragraph of your letter.
Emphasise what you have to offer to the employer by quoting
examples.

Foreign candidates should stress how they can add value or
contribute to the workplace.

Do’s

Look interested — ask questions.

Provide examples to illustrate your achievements.

Pay attention to your appearance — it should be rather formal.
Ask for clarification if you don’t understand the question you have
been asked.

Negotiate your salary in the interview.

Don’ts

Be surprised to receive an entrance test before an interview.
Criticise Australia.

Be showy and pushy when answering questions.

Sit until invited to do so.

Criticise former employers.

Go over the top — stay calm and stick to the facts.

Management culture in Australia

Australian organisations have a flat structure characterised by
words like ‘common sense’ and ‘equality’.

Before reaching a decision, different specialists’ opinions are usually
heard.
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2

3
1.

2.

3.

1

Australians are extremely positive people — negativity in any form
is not accepted during negotiations. Meetings start often with some
informal small talk.

Australians take punctuality seriously.

In business, personal relations are very important.

. Ilocmasme 5 3anumatv 00 mexcmy anziticvko10 M06010.

. Ilepexnadimo peuenns 3 ykpaincokoi Ha anzaiiicoKy Moey.

3 MaBHIX YaciB MPeJICTABHUKYN PI3HUX HAPO/IiB, 3yCTPIYAOUNCh, Pi3-
HUMU CIIOCOGAMU BITAIOTh OJ[MH OTHOTO.

Y Hanr yac Bi3UTHa KapTKa BPYYa€eTbCs JIIOJMHI, 3 SIKOI0 XOUYTh 1103-
HatoMuTHCs Gmkde abo 36UPAIOTHCST TIPOIOBKUTH JIITOBI BiTHOCH-
HU.

[lisoBa po3MoBa BUMarae peTesbHOI MiITOTOBKH, TOMY 1110 HalyacTi-
11Ie TTeperoBopu — €JMHA MOKJIMBICTD TTEPEKOHATH CITiIBPO3MOBHUKA
CHIBIIpAIIOBATH 3 BaMU.

Bapiaur 2
. Ilepexnadimv mexcm 3 aneniticokoi Mo6U HA YKPATHCOKY.

LOOKING FOR WORK IN IRELAND

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably

didn

't even cross your mind when you decided to go for an international

career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of
your choice. Here is some info on Ireland:

Work permits in Ireland

EEA citizens are free to move and work wherever they want to,
within the EEA (including Ireland).

You need to apply for a residence permit. This is valid for five years
and should be issued within six months of your arrival.

Contact the Irish embassy in your home country for more
information.

The application procedure in Ireland
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* Realise the importance of language skills. Having a social
conversation is very different from a business negotiation.

* Realise that Ireland is not the United Kingdom. Compared to
the UK, Ireland focuses more on the personal development of the
applicant, and not as much on results.

Writing a CV in Ireland

* The key focus of your CV should be to persuade the employer to
invite you for an interview. Therefore your CV is a marketing tool,
which should be adopted to the market in which you intend to use
it.

o Irish CV’s have no standard length but many employers prefer
them to be short (maximum of two pages).

* A CVin Ireland should only give facts and figures.

* A reverse chronological order is common in a CV. Start with your
personal details, then education and next work experience.

The application letter in Ireland

* InIreland application letters can be typed or handwritten.

* When your letter is a response to an advertisement, it should be
brief and merely introduce your CV. A lot of companies in Ireland
use application forms, especially for junior managerial /supervisory
staff.

Do’s

e In Ireland bring copies of your CV, diplomas and employer
testimonials to the interview with you.

* Be prepared for an assessment centre. Assessment centre test are
quite common in Ireland.

* Be prepared for questions about your extracurricular activities.

 Ask for clarification if you don’t understand the question.

* Look interested — ask questions.

* Be able to provide examples to illustrate your achievements.

Don’ts

* Mention your skills and motivations in your CV in Ireland, this
should be mentioned in your application letter.

 Sit until invited in an Irish application interview.

* Be deceived by the chatty style in which interviews are held. This
can be a way to find out about the ‘real’ you.

¢ Criticise former employers.

* Go over the top — stay calm and stick to the facts.

Management culture in Ireland

* Irish people are considered flexible and are great at improvising.
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In Ireland, planning and strategy are usually short term.

In an Irish business meeting it is best to only give your opinion
about a subject if you are well informed.

Irish people are tough and skilful negotiators underneath the
friendliness they will display.

In Ireland, you should always shake hands when you meet someone
and again when you leave.

After work colleagues often go for a drink. However be prepared to
be on time again the next morning!

2. llocmaeme 5 3anumans 00 mexcmy anailicbK010 M06010.

3. Hepexnadimv peuenns 3 ykpaincokoi HA AH2ILCLKY MOBY.

1.

2.

3.

Y HanpyskeHOMY JKUTTI [IIJIOBUX JIFOZEH CITIJIKYBaHHS 110 Tesie)OHy €
HE3aMiHHOI0 MOJKJIMBICTIO JI7IsT IBUIKOTO PO3B’sI3aHHSI TPOOJIEM.
DopmanbHi JUCTH — MATOTOBJEH] Bi/l iMeHi miampremMcTBa, dipMu
iHmIiN dipMi i MatoTh OMITHITHUN XapaKkTep.

[T106 eeKTUBHO MPOBECTH IJIOBY 3YCTPi, 10 Hel HeOOXiIHO cepitos-
HO MITOTYBATHCH | TPOAYMATH BCE [0 APIOHUTID.

Bapianr 3

1. Ilepexnadimvs mexcm 3 aHzUUCHKOL MOBU HA YKPATHCOKY.

LOOKING FOR WORK IN ITALY

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of
your choice. Here is some info on Italy:

Work permits in Italy
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EEA citizens are free to move and work wherever they want to,
within the EEA (including Italy).

You need to apply for a residence permit. This is valid for five years
and should be issued within six months of your arrival.

Contact the Italian embassy in your home country for more
information.



The application procedure in Italy

In principle all job appointments are dealt with by the Ttalian public
job centres — as a consequence the public employment service has
a good overview of available vacancies.

In accepting a job, the agreement of the public employment service
is necessary (‘Nulla osta”).

One of the best ways of finding a job in Italy is through
networking.

Writing a CV in Italy

There are no strict rules for a CV in Italy, but it should not be too
long, not more than two pages.

The key focus of your CV should be to persuade the employer to
invite you for an interview. Therefore, your CV is a marketing tool,
which should be adopted to the market in which you intend to use
it.

Hobbies are rarely mentioned in a CV and a photo is not usually
requested.

The application letter in Italy

The style of a letter in Italy is conventional and formal, with almost
stately language.

In Italy, information will be better received in verbal form; so do
not explain much in your letter — save it for the interview.

Save your copies of diplomas and references for the interview.

The application process tends to be long, up to three months, so
start searching for a job in Italy on time.

Do’s

Be prepared for three to four application interviews during an
Italian application process.

Be enthusiastic and dynamic, that is what Italian employers are
looking for.

Provide examples to illustrate your achievements.

Look interested — ask questions.

Ask for clarification if you don’t understand the question.

Pay attention to your appearance including the details, such as
shoes and matching bag or matching belt. Tt is conceived as a sign
that you will pay attention to your work too.

Don’ts

Sit until invited in an application interview.
Mention your expected future salary in the first interview.
Go over the top-stay calm and stick to the facts.
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* Criticise former employers.

* Besurprised if a less qualified but senior colleague will be promoted
before you in Ttaly.

Management culture in Italy

* Most companies in Italy have a clear hierarchical structure based
on traditional leadership.

»  Working relationships are based on a feeling of mutual dependence
and reciprocal commitment.

* The hierarchy in Italian organisations is strict and very influential
for the work process.

» The aim of business meetings is to enable decision-makers to probe
the feelings towards a proposal, not to come to a decision.

* For Italians time has been created to meet other people. Punctuality
is less of an issue as it is elsewhere.

+ It is important to make a good impression in Italy, therefore the
business dress code is neat, formal and according to the latest
fashion.

2. llocmaeme 5 3anumans 00 mexcmy anzailicbK010 MOG01I0.

3. Hepexnadimv peuenns 3 ykpaincokoi Ha AH2ILICLKY MOBY.

1. TIpoBizHOIO JaHKOIO (hiHAHCOBOI CUCTEMU JiepKaBu € (hiHaHCH -
MIPUEMCTB YCiX (hOPM BJIACHOCTI, SIKi Yepe3 cucTeMy TIO/IaTKiB mepe-
PaxoBYIOTbCA B GIOKETH BCIX PIBHIB.

2. Sk Oyzmb-saKe MiANPUEMCTBO, GAHK € CaMOCTIHHO IOCIOAAPIOIOYIM
cy6’€KTOM, Ma€ TIpaBa PUAMIHOT 0cOOH, BUPOOJISIE Ta peaisye mpo-
JIYKT, BUKOHYE ITOCJIYTH, JIi€ Ha IPUHITUIIAX FOCIPO3PaXyHKY.

3. IleperoBopu NOBMHHI IPUBECTH IO TAKOI YroAu, SKa O MAKCUMAJIbHO
3a/l0BOJIbHSJIA IHTepecH KOXKHOI CTOPOHU, CIIPABEJIUBO PeryJoBaia
CyIepeaHoCTi, GyJia JOBrOCTPOKOBOO 1 OpaJia /10 yBara iHTepecH cyc-
MiJIbCTBA.

Bapianr 4
1. Ilepexnadimo mexcm 3 aHzAiliCbK0i MOBU HA YKPATHCHKY.

LOOKING FOR WORK IN JAPAN
Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
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outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of

your choice. Here is some info on Japan:

Work permits in Japan

» If you wish to enter Japan you must be in the possession of a valid
passport and a visa obtained from the embassy or consulate in your
home country.

A visa cannot be acquired after you have arrived in Japan.

» Contact the Japanese embassy in your home country for further
information.

The application procedure in Japan

* The best way to find a job in Japan is to be introduced by a mutual
acquaintance.

» The quality of one’s education and, more important, the university
attended, play decisive roles in a person’s career.

+ Itis customary to have just one or two job interviews in Japan.

Writing a CV in Japan

* A CVisamarketing tool to persuade the employer to invite you for
an interview.

» Write your CV as a personal profile instead of showing off your
talents and what you can bring to the job.

 Japanese CV’s should be organised by topic, and under each topic
your experiences should be presented in reverse chronological
order (most recent activity first).

* Display your ability for team spirit in your CV.

The application letter in Japan

e A good application letter shows how effective you are as a
communicator.

» Application letters should be printed or preferably handwritten
(and in Japanese, but only if you are really fluent in that language)
on high quality paper.

* Asarule, try to keep it down to no more than four paragraphs.

Do’s

* Plan on a relatively long-term basis; this long-term thinking has
always been one of the pillars of the Japanese management culture.

* Keepin mind that the relotionship with your Japanese opponents is
just as important as business itself. Make sure that you are on time
because punctuality is very important in Japan.
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* Keep in mind that losing face is a big issue in Japan. Therefore it
might be advisible to use a third party to minimise the risk of losing
face for either negotiating partner.

Don’ts

* Go to Japan on a “Temporary Visitor” visa to look for work.

» Show emotions in public, especially not as a businessperson.

+ Ask direct questions because they are regarded as rude.

 Interrupt when a Japanese person is speaking.

Management culture in Japan

* The Japanese have a strong sense of hierarchy, rank, position and
status at all times.

e Team spirit and performance are more important than your
individual achievements.

+ Status is often attributed according to one’s age, gender and
organisational rank.

* Cooperation and harmony in a group takes precedence over
individual responsibility, authority or initiative.

* The Japanese prefer quiet, respectful and patient behaviour.

2. llocmaeme 5 3anumans 00 mexcmy anzailicbK010 M0601I0.

3. Mepexnadimv peuenns 3 YykpaincoKoi HA AH2IIICLKY MOBY.

1. TIpesenrartist — 1ie KOMYHIKaTUBHUII TIpoIiec, TOOTO mepeaava iHhop-
Mallii IeBHi# ayINTOPii 3 TIEBHOIO METOIO 1 y TIeBHili (hopmi.

2. MapkeTuHr — 11e Teopis i TpaKTUKa yIPaBIiHHS, /e TOJIOBHUM YIH-
HUKOM TIPU TIPUMHSTTI PillleHb € KOMIIJIEKCHUHN aHaJi3 PUHKOBOTO
cepeIoBUIIIA.

3. MeHekMeHT — 1ie TpoIleC TIJIaHyBaHHs, OpraHi3allii, TpUBeJeHHS
B JIiI0 Ta KOHTPOJIb OPTaHi3allii 3 METOI0 AOCSATHEHHS KOOpPAWHAIIii
JIIOJICBKUX 1 MaTepiasibHUX PecypciB, HEOOXiMHUX J1JisT eDEKTUBHOTO
JIOCATHEHHS 3aB/IaHb.

Bapianur 5
1. Ilepexnadimvs mexcm 3 aneicoK0i MOBU HA YKPATHCOKY.

LOOKING FOR WORK IN ROMANIA
Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
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outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of

your choice. Here is some info on Romania:

Work permits in Romania

» TForeigners may enter Romania and stay in the country for three
months with a valid passport or entry visa.

» All foreigners wishing to work in Romania, except those with
residence cards, must apply for work permits and employment visas
before arriving.

» Contact the Romanian embassy in your home country for further
information.

The application procedure in Romania

* Speculative applications can be very successful in Romania.

» The local offices of the employment services (Oficiul Fortei de
Munca) often advertise their vacancies in local newspapers.

* The Internet is a useful resource to find a job.

Writing a CV in Romania

» The key focus of your CV should be to persuade the employer to
invite you for an interview. Therefore, your CV is a marketing tool,
which should be adapted to the market in which you intend to use
it.

* A Romanian CV includes information on your education,
qualifications, skills, knowledge, experience and responsibilities.

* Mention your hobbies and other extracurricular activities.

* You should include three references at the bottom of your CV.

The application letter in Romania

» The application letter is usually typed. Handwritten letters are
sometimes requested.

» Copies of diplomas are generally not included with your application
letter. Do bring them to the interview though.

» A photo is occasionally requested with an application letter.

Do’s

* Be prepared for two job interviews.

* Mention several reasons why you are the right candidate for the
job.

* Provide examples to demonstrate your achievements and why you
are ideal for the job.
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Ask if you don’t understand the question. It is not uncommon to be
interviewed in English.

Answer questions as fully as you can, avoiding ‘yes’ and ‘no’
answers.

Don’ts

Sit until invited to at a job interview.

Criticise former employers.

Go over the top — stay calm and stick to the facts.

Feel discouraged if finding a job takes a lot of time. Unemployment
in Romania is high.

Management culture in Romania

2

3
1.

1

Many companies still work in the traditional way: the top
management decides and all the layers beneath abide by the
decisions made.

Most business is done at an informal level in Romania, so establish
personal relationships.

Romanians distrust govemments and authorities.

Minutes are drawn up for every meeting in Romania, no matter
how brief.

Romanians are very easy-going and not formal at all.

Romanian business cards always include academic title and job
title.

. Ilocmasme 5 3anumans 0o mexcmy an2aAilicoK 00 M0B010.
. Ilepexnadimo peuenns 3 ykpaincokoi Ha anziicoKy Moay.

OCHOBHMMU PO3/IiJTaMU €KOHOMIKU € MIKPOeKOHOMiKa (JOCTiKye
IIPOLleCH FOCIIO/APIOBAHHS Y TAaKUX IHCTUTYIIAX, 4K HiANPUEMCTBA,
(bipmu TOMI0) TA MAKPOEKOHOMIKA (€KOHOMIUHI TIPOTIECH Y CYCITIThC-
TBI B I[IJIOMY).

IMniopT — BBE3eHHS TOBapiB, MocayrT (IHOAI MOXKe BKUBATHUCS CTO-
COBHO KalliTasy, 3HaHb, TEXHOJIOTIN ).

ExcriopT — BUBe3eHHS 3 MUTHOI TEPUTOPIii KPaiHW 32 KOP/IOH TOBapiB
i moctyr 6e3 30608’ s13aHHS X 3BOPOTHOTO MOBEPHEHHSL.

Bapianr 6
. llepexnadimv mexcm 3 anzniticokoi Mo6u HA YKPATHCHKY.

LOOKING FOR WORK IN SLOVAKIA

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
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didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of
your choice. Here is some info on Slovakia:

Work permits in Slovakia

Visa requirements very depending on the individual’s nationality
and the length of his or her stay in Slovakia.

From the 1st of May 2004 onwards, Slovakia will be open for EU
nationals concerning study or residence purposes. However; job
mobility between the ‘old’ 15 EU Member States and the 10 ‘new’
EU Member States still faces some restrictions for up to a maximum
of seven years after the EU enlargement.

Contact the Slovak Embassy in your home country for further
information.

The application procedure in Slovakia

The best way of finding a job is through personal contacts.
Applicants are often approached by phone first and secondly in-
vited for a personal interview.

In total there will be one to three interviews depending on the
position one is applying for.

Writing a CV in Slovakia

Employers are looking for a functional, concise and market
attractive CV.

Do not limit your CV to education and work experience but also
mention other skills and competencies.

The CV should be about one to two pages long depending on the
applicant’s experience.

The CV should be convincing, but it is important that you don’t
exaggerate your qualifications.

The application letter in Slovakia

Application letters usually accompany a CV for managerial
positions, but whether an application letter is required, is always
specified in the job advertisement.

References are always given separately and only on the employer’s
request.

The application letter should be no longer than one, maximum two

pages.
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Do’s

* Make minutes and summaries of the meetings in order to avoid
misunderstandings because opinions are expressed very indirectly
in Slovakia.

+ Allow the Slovaks enough time to get to know you and to create a
feeling of mutual trust.

* Make appointments well in advance (around ten days before the
meeting commences).

 Establish a network through taking on an opprenticeship position.

Don’ts

» Let the application letter be a general document.

* Go over the top — stay calm and stick to the facts.

* Criticise former employers.

+ Sit until invited to do so.

Management culture in Slovakia

» Almost all decisions are made at the top of the organisation.

» Employees often have little responsibility and have often not even
the power to take the smallest decisions.

* All communication in Slovak companies is top down.

* Negotiating is a rather informal process, which takes place in
informal settings.

* Personal relationships are very important in every day working life;
most business is done at a very informal level.

2. llocmaeme 5 3anumans 00 mexcmy aneailicbK010 M0601I0.
3. Hepexnadimv peuenns 3 ykpaincokoi HA AH2ILICLKY MOBY.

1. Cxmagansst 6y/Ib-sIKOTO KOHTPAKTY, B TOMY YHCJi KOHTPAKTY KYTTiBJIi-
NPOIAKy — JIy’Ke KJIOMITKA poO0Ta, IKa BUMAra€ BEJINKUX BUTPAT, 3yCUITb
i yacy.

2. Tunosuii KOHTPaKT — Iie po3pOOJEHUI BiAMOBIAHO IO BCTAHOBJIE-
HUX MPABUJI JOKYMEHT, SIKUI MICTUTD Psijl YHI(DIKOBAHNX yMOB, TPUAHSI-
TUX y IPAKTHUI MisKHAPOAHOI TOPTiBJI, TOOTO HIOGU HAIIEPe Y3TOMIKEHNX,
TUIIOBUX YMOB.

3. Bisnec (cupasa, [i10) — IiAIPUEMHUIIbKA, KOMEPLiiiHa 4u Oyib-
sIKa 1HIIA AiSIbHICTD, IO HE CYIIePeunTh 3aK0HY 1 CIIPSIMOBAaHA HAa OTPU-
MaHHs TIPUOYTKY.
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Bapianur 7

1. Ilepexnadimo mexcm 3 aHAIiCbKOT MOBU HA YKPATHCHKY.

LOOKING FOR WORK IN SOUTH AFRICA

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of
your choice. Here is some info on South Africa:

Work permits in South Africa

If you are a foreigner wishing to work in South Africa, you need
a ‘sponsor’ — a letter written by your South African employer
offering you a job. There must also be a proven demand in your
occupational category.

The completed application form, a firm offer of employment and
specified supporting documentation must be submitted at least six
weeks prior to the proposed date of departure for South Africa.
Contact the South African embassy in your home country for
further information.

The application procedure in South Africa

The application procedure in South Africa is more commercial than
in most other countries.

Put stress on relevant courses and education programmes — South
African employers find post-school education important.

You should expect a delay of up to one month before you receive an
answer following an interview.

Writing a CV in South Africa

The key focus of your CV should be to persuade the employer to
invite you for an interview. Therefore, your CV is a marketing tool,
which should be adapted to the market in which you intend to use
it.

The terms CV and resume are often used interchangeably.

South African employers prefer a chronological resume.

Use power words and action verbs to highlight your skills and
experience.
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The application letter in South Africa

* The application letter should be typed in a professional style.

* You should specify your expertise and how this can contribute to
the company and to South Africa.

It is customary to follow up your letter by phone.

Do’s

* Look interested — ask questions.

* Be aware of the company’s activities, products and history.

» Askif you don’t understand the question.

* Provide examples to prove your achievements.

» Use power words and action verbs to emphasise your skills.

Don’ts

+ Sit until invited.

* Go over the top — stay calm and stick to the facts.

* Be too quick on a first name basis in South Africa.

¢ Criticise former employers.

* Be surprised about a delay before you receive answer after an
interview.

Power words and action verbs
Accomplished Improved
Achieved Negotiated
Carried out Realised
Finalised Represented
Guided Structured
Handled Succeeded in

Management culture in South Africa

* The organisational structure of South African companies is a
pyramid with a strong vertical inclination.

* South Africans prefer to work with a group of people they know
and can relate to.

* Employees often ask their superiors to make important decisions
for them, which causes delays in decision-making,.

* Being ‘on time’ in business situations generally means being about
five minutes early.



2. llocmaeme 5 3anumans 00 mexcmy aneaiicbK010 MOG01I0.

3. epexnadimob penenns 3 ykpaincoKoi Ha aH2ailiCoKy MOGY.

1.

2.

3.

IlenTpasibHa mocTath OyAb-IKOro OisHecy — MeHeIkepu, siki (op-
MYIOTh OpTaHi3aIliitHy cTPyKTYpy 6i3HECY, KOHTPOTIOIOTh B3AEMOJIITO
BCiX pecypciB TOIIO.

TopriBist — 11e 1porec 06MiHy TOBapaMu, OCIyraMu, IIHHOCTSIMH 1
rpoumma.

Pesynpratom MizKHApOIHOT TOPTiBJIi € BAHUKHEHHS CBITOBOTO PUHKY
Ta Mi>KHAPOAHMUH TIOII TTparti.

BapianT 8

1. Ilepexnadimo mexcm 3 AH2AIICLKOT MOBU HA YKPATHCHKY.

LOOKING FOR WORK IN THE UNITED KINGDOM

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of
your choice. Here is some info on the United Kingdom.

Work permits in the UK

EEA citizens are free to move and work wherever they want to,
within the EEA (including the UK).

You must apply for a residence permit. This is valid for five years
and should be issued within six months of your arrival.

Contact the British embassy in your home country for more
information.

The application procedure in the UK

Careers advisory services are well-established at all British
universities.

Speculative applications in Britain are only worth the effort if well
researched in advance.

Realise the importance of language skills. Having a social
conversation is very different from a business negotiation.

Writing a CV in the UK

The key focus of your CV should be to persuade the employer to
invite you for an interview. Therefore your CV is a marketing tool,
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which should be adapted to the market in which you intend to use
it.

The British CV is short, a maximum of two pages in length.

UK companies generally attach less importance to someone’s
marital status then in most Continental European countries.

It is common in the UK to give the contact details of two references
at the end of the CV.

Use either a reversed chronological or a functional format for your
CV.

The application letter in the UK

Do’

Do

Do

Explain why you are the right candidate for the job.

lustrate your skills with examples.

In the UK, if the addressee is unknown to you, start with ‘Dear
sir/madam’ and end with ‘Yours faithfully’.

If you do know the name start with ‘Dear Mr/Ms X’ and end with
“Yours sincerely’.

Many companies in the United Kingdom use application forms
instead of letters.

s & Don’ts in the United Kingdom

Use power words in an application in the UK.

Add extra-curricular activities, hobbies and sports in your CV.
Look interested — ask questions.

Provide examples to prove your achievements.

Ask for clarification if you don’t understand the question.

Be prepared for an assessment centre.

Power words and action verbs

Accomplished Improved

Achieved Negotiated

Carried out Realised

Finalised Represented

Guided Structured
Handled Succeeded in

n’t

Act like a leader when you are not!
Add a reference without telling this person.



* Opverestimate your qualities, the British are modest people.

+ Sit until invited in an interview.

* Criticise former employers.

* Go over the top — stay calm and stick to the facts.

Management culture in the United Kingdom

* The traditional British organisational structure is a pyramid,
consisting of many layers and a strong vertical hierarchy. It is
important that employers are fair and just and that they have a
good relationship with their employees.

* Meetings are a very important management instrument. All
important decisions will be brought up, discussed, negotiated and
passed through during the meeting.

* At meetings, British people are always on time. However in social
life, they are almost always ten minutes late.

*  Humour is very important, humour is present on every level and on
almost every occasion.

2. llocmasme 5 3anumans 00 mexcmy anzAiUCHLKOI M0OB010.

3. Mepexnadimv peuenns 3 YykpaincoKoi HA AH2IITCLKY MOBY.

1. [lng 3abesnedeHHs MAKCUMAIBHOI IIPOAYKTUBHOCTI Ta e(heKTUBHOCTI
mparti oicHi MpUMITIeHHS MOBUHHI MaTH BiIOBIHY TTPOCTOPOBY
KOH(pITypallito Ta BiAMOBIHE yMEOIIOBAHHSI.

2. CyvacHa KaJipoBa MoJliThKa mianmpueMcTsa (hipmu, kopropaiiii) Mae
OyTH CIIPSIMOBaHA Ha PUHKOBI YMOBH TOCITOIAPIOBAHHSL.

3. Mauuii GisHec — BajkJIMBE JPKEPEJIO iIHHOBALII: 10 BUHAXO/IiB, 3po0Jie-
HUX HUM, HAJIEJKATD JIiTAKW, TETIKOMTEPH, TIEPCOHATTbHI KOMIT TOTEPH,
aepo30JIb TOIIO.

Bapiant 9
1. Ilepexnadimv mexcm 3 aneiiicvK0i MO6U HA YKPATHCHKY.

LOOKING FOR WORK IN THE UNITED STATES
OF AMERICA

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.
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A thorough preparation will give you a head start in the country of
your choice. Here is some info on United states of America.
Work permits in the USA

To work in the USA, you require a visa.

All visas have to be applied for at the American embassy in your
home country.

Details can be obtained from the Bureau of Consulor Affairs of the
US Department of State.

If you are working and living in the USA and do not have a visa,
you are considered an ‘illegal alien’!

The applicatlon procedure in the USA

The Internet is the main source for vacancies and information
concerning job applications.

The US application process is very commercial and you have to sell
yourself.

The USA is a large country. Common practice in one region can
be very different elsewhere, so be sure to find out about local
formalities and customs.

Writing a resume in the United States of America

In the US the term resume is used instead of CV.

The key focus of your resume should be to persuade the employer
to invite you for an interview. Therefore your resume is a marketing
tool, which should be adapted to the market in which you intend to
use it.

It is advisable to write a short profile of yourself, using short and
punchy sentences filled with action verbs and power words.
Resumes are often scanned by employers; so avoid using different
font sizes or a bold or italic font.

Start with clearly mentioning the objective and/or goal of your
career.

The application letter in the USA

The application letter should be typed in a short and professional
style.

Start with ‘Dear Mr./Ms X: if you know the addressee’s name, and
end your letter with “Yours sincerely’.

Start with ‘Dear Sir/Madam’, if you do not know the name of the
addressee and end with ‘Yours faithfully’.

It is not unusual to mention in your letter what salary you are
expecting.



Mention your telephone number in the last paragraph of your
letter.

Do’s & Don’ts in the USA
Do’s

Use power word and action verbs in your letter and resume.

Be prepared for psychological tests during the application process.
Look interested — ask questions.

Provide examples to illustrate your achievements.

Ask if you don’t understand the question.

Send a short letter after the interview, to thank the interviewer.

Power words and action verbs
Accomplished Improved
Achieved Negotiated
Carried out Realised
Finalised Represented
Guided Structured
Handled Succeeded in

Don’ts

Sit until invited to do so.

Go over the top — stay calm and stick to the facts.

Put anything besides the truth in your resume, even if there is an
ocean in between, your future employer will find out the truth
eventually.

Criticize former employers.

Smoke in offices in the US.

Management culture in the United States

The organizational culture within American companies is strongly
result oriented.

Companies are focused on direct results and short-term gains.
Employees are motivated by their employers and there is little
direct criticism in either direction.

An agenda is usually distributed before a meeting.

The goal of most negotiations is to ‘close the deal’.

The long-term relationship is unimportant at that time. All
Americans are on a first name basis with each other from the
beginning.
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2. llocmaeme 5 3anumans 00 mexcmy an2ailicbK010 MOG01I0.

3. Hepexnadimo pevenns 3 ykpaincokoi HA AH2ILCLKY MOBY.

1. Tlomwrt i mpomo3uiliss — eKOHOMIUHI KaTeropii ToBapHOTo BUPOOHMII-

40

TBQ, 0 BUHUKAIOTH i (DyHKITIOHYIOTh HA PUHKY, Y chepi TOBApHOTO
oOMiny.

[Tomut — 1€ 3anuT GakTUIHOro ab0 MOTEHIIITHOIO IOKYIIIA, CIIOKHU-
Baya Ha MPUAGAHHS TOBAPY 3a HASBHUX Y HHOTO KOIITIB, 1[0 MPU3HA-
YyeHi /71T i€l TOKYIKH.

[IpomosuLisa XapakTepusye MOKINBICTD 1 GaxanHsa Ipoxasis (BU-
poOHIKA) MPOIIOHYBATU CBOI TOBAapH I peajizallii ii Ha PUHKY 3a
TTEBHUMMU TTiHAMH.

Bapiant 10

1. Ilepexnadimo mexcm 3 aHzAiliCbK0Ti MOBU HA YKPATHCHKY.

LOOKING FOR WORK IN GERMANY

Looking for work in another country requires more than just the
obvious CV translation. You will be confronted with issues that probably
didn’t even cross your mind when you decided to go for an international
career, but don’t underestimate the big impact they can have on the
outcome of your adventure! Think for example about the different
rules and habits regarding immigration, job application procedures, the
selection procedures and the management culture.

A thorough preparation will give you a head start in the country of
your choice. Here is some info on Germany:

Work permits in Germany

EEA citizens are free to move and work wherever they want to,
within the EEA (including Germany).

You need to apply for a residence permit. This is valid for five years
and should be issued within six months of your arrival.

Contact the German embassy in your home country for more
information.

The application procedure in Germany

The German application procedure is extremely formal.

Prepare yourself for questions regarding your current activities,
expected wage and activities of the company.

Having experience is one of the main selection criteria in
Germany.



Writing a CV in Germany

The ey focus of your CV should be to persuade the employer to
invite you for an interview. Therefore, your CV is a marketing tool,
which should be adopted to the market in which you intend to use
it.

The German CV is always in strict chronological order. Reverse
order is getting more common.

A photograph is either scanned in or attached to the right top
corner. Do not use a paperclip to attach the photo, but glue or
alternatively staple the photo.

The style of writing should be concise, to the point and clear.
Make sure that there are no gaps in your CV. Account for every
period, even unemployment.

The application letter in Germany

The application letter should be typed and start with the name and
title of the person who is supposed to be dealing with it.

Give a complete and precise description of the position you
previously held. Personal motivation for a job is less important in
Germany.

A conservative letter style is preferred.

The entire application package is usually 10 to 20 pages. Candidates
present their information in a special map that allows you to
categorize the different types of supporting material you have to
include (grade lists, letters of reference, examples of previous work,
etc). Never fold the letter or CV — that is considered ‘not done’.

Do’s

Shake hands firmly — and introduce yourself.

Look interested — ask questions.

Ask for clarification if you don’t understand the question.
Provide examples to illustrate your achievements.
Answer questions with precision in a German interview.

Don’ts

Be late for appointments.

Ask people directly for a job in their company.

Sit until invited.

Criticise former employers.

Go over the top — stay calm and stick to the facts.

Management culture in Germany

The German organisational culture is characterised by hierarchy
with a strong management.
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* Germans work on carefully planned tasks, and make decisions
based on hard facts only.

* Meetings are orderly and efficient and usually follow a tight
schedule.

» Discussions are held with the goal to reach compliance and a final
decision in Germany. Time is a well-defined concept therefore
people are very punctual. Be aware of it!

2. llocmasme 5 3anumans 00 mexcmy anzAiUCHLKOI0 MOBO10.

3. Mepexnadimv pevenns 3 Yykpaincokoi HA AH2IICLKY MOBY.

Posnoginpunii 11eHTp — 1€ CKJAAACHKUN KOMILIEKC, TKUH OTPUMYE
TOBApYM BiJl MiAMPUEMCTB-BUPOOHUKIB ab0 Bijl MIANPUEMCTB OTTOBOI
TOpriBai (HAIPUKJIa/, SIKi 3HAXOAATHCI B IHITMX PerioHax KpaiHu abo 3a
KOPZIOHOM) 1 PO3IIOILJISE X OLIBIIT IPIOHUME TApTisIMU 3aMOBHUKaM (TTij1-
[IPUEMCTBAM APiGHOOIITOBOI Ta po3APiOHOI TOPriBii) Yyepes cBoO abo ix
TOBApPOIPOBIZHY MEPEKY.

Opranizariss — 1e opranizaiiis (MZMTPUEMCTBO), IO 3apPEECTPOBaHA B
YCTaHOBJIEHOMY TOPS/IKY 1 OTHUM 3 OCHOBHUX HAIIPSIMKIB iSIIIBHOCTI SIKO1
€ 06CTIyrOBYBaHHS HACETICHHSI.

PunkoBa ekoHOMiKa BUCYHYyJa CBOIO, HAOLIbIT edekTrBHY hopmy
opratisaiii (yHKIIOHYBaHHS €KOHOMIYHMX areHTiB — JOMOTrocnojapc-

TBO (hipmy).
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