MHUHHUCTEPCTBO HAYKH 1 BLICHIEI'O OBPA3OBAHNUS]
POCCHUUCKOHU ®EJIEPALIMHA

DenepaibHoe rocyaapeTBeHHOe G10/UKeTHOE 00pa30BATENIBHOE YUPEKIACHHE
BhICIIEr0 00pa3oBanus
«MarnruTtoropckuii rocyziapcTBeHHbII TeXHHYeckuit yaupepeutet um. LA,
Hocosa»

YTBEPXKJIAIO

Jupexrop UT'O
" JLH. Cannnkosa

06.02.2025 r.

PABOYASI ITPOTPAMMA JIMCHHTIJIMHBI (MOJTYJIST)

HHOCTPAHHBIH A3BIK B ITPODPECCHOHATBHOH
JEATEJTBHOCTH

Hanpasnenne noArotoBky (CrneiuanbHoCTh)
13.03.02 DnekTposHepreTHKa H CKTPOTEXHUKA

HanpagnennocTs (npoduiib/crenuan3anus) nporpaMMbl
DnexTpocHalkenne

Vposens Bbiciiero obpazosanns - Gakanappuar

®opma 06yueHns
ouHas

Wucturyr/ pakynaprer  MHCTHTYT ryManuTapHoro oopasoBatus

Kadenpa
Kype

Cemectp

JIMHTBHCTHKH M IIepeBosia
3
5.6

Maruuroropek
2025 ron



PaGouas nporpamma cocrasiena na ocose PI'OC BO - Gakanaspuar 1o
narnpasiennio noarorosku 13.03.02 DiexTposHepreTHKa i JIeKTPOTEXHMKA (MpUKa3
MunoGpuayku Poccnn ot 28.02.2018 r. Ne 144)

PaGouast mporpamma paccMoTpeHa i 0/100pena Ha 3acefannn kageapsl JIMHrBHCTHKH
W NepeBoa

24.01.2025, nporokos Ne 5
3as. kadenpoii — T.B. Axamesa

PaGouas nporpamma o106pena metoanteckoii komuceneit MO

06.02.2025 r. nporokon Ne 6
Ipescenarens ‘fs *Q,_ JLH. Canunkosa

CornacoBano:
3aB. kadenpoit DeKTpocHaGKEHHS IPOMBILLIEHHBIX NPENPUATHIH

A.B. Bapranosa

PaGouas nporpamMma cocTasiieHa: /
nouent kadeaper JIull, kana. ¢punon. Hayk %)‘/I N E.B. Tynuna

PeniensenT:

yYHuTelb HHOCTPAHHBIX A3BIKOB BhiciIeH kateropun MAQOY "Muoronpodunbublif muied
Nel", A 2 W1.B. Mopososa



JIner aktyanusanum padodeii nporpaMmmsl

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2026 - 2027
y4eOHOM ToJTy Ha 3acefannu kKagenpsl JIMHTBHCTUKH U TIEpEeBOAA

[Iporokom ot 20 r. Ne
3aB. kadenpoii T.B. AxamieBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2027 - 2028
yueOHOM rojly Ha 3acefanuu Kadeapsl JIMHIBHCTUKHU M ITEPEBO/IA

IIporokom ot 20 1. Ne

3aB. kadeapoii T.B. AkamieBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena i peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefqanuu Kadeapsl JIMHIBUCTUKHU M ITEPEBO/IA

IIporokom or 20 . Ne
3aB. kadeapoii T.B. AxamieBa

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojty Ha 3aceqaHuu Kadeapsl JIMHTBUCTHUKH U TIepeBOa

IIporokomor 20 . Ne
3aB. kadeapoii T.B. AkameBa




1 Lean ocBOeHMS TUCHUNIMHBI (MOTYJISA)

[{enbto ocBOeHUS NUCHUIUTHHBI «VIHOCTpaHHBIN S3bIK B IPO(ecCHOHATBHOM
KOMMYHHKAIUW SIBJISICTCS: MOBBIIICHUE UCXOJHOTO YPOBHS BJIaI€HUSI MHOCTPAHHBIM
SI3BIKOM, JOCTUTHYTOT'O Ha MPEbIIYyIEH CTYIIEHH! 00yUYeHUS;

dbopMupoBaHUEe y 00YUaIOMIUXCS CIIOCOOHOCTH OCYIIECTBIIATH JEIOBYIO
KOMMYHHUKAITMIO B YCTHOM M MMChbMEHHOM (hopMax Ha TOCyIapCTBEHHOM si3bIke Poccuiickoii
denepannu ¥ THOCTPAHHOM(BIX) SI3bIKE(aX )

2 MecTo qucHUILIMHBI (MOYJIsI) B CTPYKTYpe 00pa30BaTe/bHOH MPOrpaMMbl

Jucnuniuna MHOCTpaHHBIH SI3bIK B TPOo(GeCCHOHATBHON ACSITENFHOCTA BXOIUT B
00s3aTeNbHYI0 YaCTh Y4eOHOr0 I1aHa 00pa3oBaTebHOM MPOrpaMMBl.

Jis u3ydeHus TMCHUIUIMHBI HEOOXOAUMBI 3HAHUS (YMEHHUS, BIAICHHUS),
c(OpMHPOBAHHBIC B PE3yJIbTAaTe U3YUEHUS TUCIUILINH/ IPAKTHK:

WMHOCTpaHHBIN A3BIK

3uanus (yMEHUs, BJIaJICHNUs ), TOTYYCHHbIE IPU U3yYEHUU JaHHOM IUCIUTUINHBI
OyayT HEOOXOAMMBI AJIs U3YYCHUS JUCIUILINH/TIPAKTHK:

TexHomorun 3PPEKTUBHBIX TPOIAK

DNeKTpoOEe30NacHOCTh

DneKTpocHaAOKEeHNE

YnpaBieHue Ka4eCTBOM IIEKTPUUECKON IHEPTUH

3 Komnerennun ody4yaronierocsi, opmupyemMbie B pe3yJbTaTe 0CBOEHMSI

AUCHUILIMHBI (MOAYJIs1) M IUIAHUPYeMble Pe3yJIbTAThI 00y4eHHUs

B pesynbrare ocBoeHus AUCUUIUIMHBI (MOAys) «HOCTpaHHBIN S3bIK B
po¢eCCUOHAIBHON NEATETHFHOCTHY 00YyJarOIUNCs JOJDKEH 00J1aaTh CIeayOIUMU
KOMIICTEHIIHSIMH

KO,[[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHIKCHUA KOMIICTCHIINN

VYK-4 CniocobeH ocyliecTBIATh AeI0OBYI0 KOMMYHUKALIMIO B YCTHOM M MMCbMEHHOM opmax
Ha TOCYJJapCTBEHHOM si3bIke Poccuiickoit denepanyivi 1 HHOCTpaHHOM(BIX) sSI3bIKe(ax)

YK-4.1 BriOupaet ctuib 001IeHNs Ha PYCCKOM SI3bIKE B 3aBUCUMOCTHU OT LIEIH U
YCIIOBUHM MapTHEPCTBA; aJalTUPYET PeUb U CTHJIb OOLIEHUS K CUTYaIHsIM
B3aMOJICUCTBHUA

YK-4.2 Bener nenoByro nepenucKy Ha pyCCKOM U MHOCTPAaHHOM SI3BIKAX C

y4eTOM 0COOEHHOCTEH CTUIIMCTUKH OPHUIHUATBHBIX ITHCEM U
COLMOKYJIBTYPHBIX pa3IHyHii

VK-4.3 BrImioTHSAET 17151 TUYHBIX 1IeJIel epeBo] OPUITHATBHBIX U
PO ECCHOHABHBIX TEKCTOB C MHOCTPAHHOTO SI3bIKA HA PYCCKHM, C
PYCCKOTO SI3bIKa Ha MHOCTPAHHBIN

YK-4.4 [Ty0ar4HO BBICTYNAET HA PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIIJICHHE C
YUETOM aYAUTOPHH U LEIH OOIIEHUS
YK-4.5 YcTHO npeacTaBisieT pe3yabTaThl CBOEH AEATETBHOCTH HA MHOCTPAHHOM

A3BIKC, MOXKET MOJACPIKATE pa3roBOP B XO0J€ UX O6CY)K21€HI/I$I




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 4 3a4eTHBIX eAuHUI] 144 akaja. yacoB, B TOM

HHUCJIIC:

— KOHTakTHas pabora — 70,2 akaj. 4acos:
—aynutopHas — 70 akaj. 4acos;

— BHeayauTopHas — 0,2 akaj. 4acos;

— camocTosTenbHas pabora — 73,8 akaj. 4acos;
— B (popme npakTuieckoil moarotoBku — 0 akai. yac;

dopma aTTecTaluu - 3a4eT

AynuropHas ] o
KOHTaKTHas paboTa E z dopma TeKyIero
o =
& B aKaJl. yacax [} Bun KOHTPOJIS
Paszen/ Tema 3 (B axan ) == . P Kox
g 3 O | camocTosATENBHOM | yCIIEBAEMOCTH U
JHCHIHILIAHBI 5 g« " KOMIIETEHIIHH
O g g paboThI MIPOMEKYTOUHOH
Tex mab. | mpakr. 'S aTTeCTaluu
3aH. 3aH. O =
1. 1. Cdepa Oynymieit
npodecCHOHATBEHON
JIEATEILHOCTH
1.1 Pa3ButHe ymeHui u
HABBIKOB IHCLMA 110 IToaroroska VK-4.1, VK-
MUCbMEHHOTO ITposepka 4.2, VK-4.3,
teme:«Mcropus pa3BUTHS 8 10
MOHOJIOTHYECKOTO | mucbMeHHbIX padot | YK-4.4, VK-
npodeccun U
. BBICKa3bIBAaHUS 4.5
npodeccuoHaBHON chepb»
1.2 Pa3BuTHE HABBIKOB
YTEHHUS TEKCTOB I10 TEME. OtBetsl Ha VK-4.1, VK-
«CoBpeMeHHbIE TEXHOJIOTUU Br10opouHblit 4.2, YK-4.3,
6 6 BOIIPOCHI IO
U MEPCIIEKTUBbBI Pa3BUTHS ornpoc YK-4.4, YK-
TEKCTY
npodeccuu u 4.5
npodeccuoHanbHON Chephy
5
1.3 Pa3BuTHE HABBIKOB
TOBOPEHHS II0 TEME « YK-4.1, VK-
Mu E))Bble BeAyIIHE 12 10 Honroroska VYcTHBII onpoc 4.2, VK-4.3,
p Y MIPE3CHTALUN p VK-4.4, YK-
KOMITAaHHH 4s
npodeccuoHanbHON chepbn» '
1.4 Pa3BuTtne ymeHuii u
HaBBIKOB OIEPHUPOBAHMS Brmoanenue
OCHOBHBIMU PP TIPaXXHEHUH I10 Hposepxa YK-4.1, VK-
rpaMMaTHYECKUMH 10 9,9 Y rp aMMaTHKe BBITTOTHCHHA 4.2, VK-4.3,
p ' P rpaMMaTHIECKUAX VYK-4.4, YK-
SIBJICHUSIMH, XapaKTePHbIMH H3y4aeMoro N
N yIpaKkHEeHUH 45
Ui ipoeccuoHaIBHON SI3BIKA
peun. Kareropus «3anor»
HWroro no pazaeny 36 35,9
Hroro 3a cemectp 36 35,9 3a4éT
2. 2.Mos Oyny1ias kapbepa
2.1 Pa3Burue ymenuii u 6 4 4 YreHne TekcTa u Bri6opounslit VK-4.1, VK-
HaBBIKOB UTECHUS, TUCbMa OTBETHI HA oIpoc 42, VK-4.3,




1o TeMe«OCHOBHBIE Cepbl
MIPUMEHEHUsT Moel

YK-4.4, VK-
cneranbHOCTH. OXpaHa BOIIPOCEI 45
Tpysa u paboyee MecTo '
CIEeLUAITUCTa
2.2 Pa3BuTHE HAaBBIKOB
YK-4.1, VK-
TOBOPEHHS IonroroBka
. 4.2, VK-4.3,
«IIpodheccronanbHbIC 4 4 | MOHOJIOTHYECKOTO YcTHBIN Onpoc VK44 VK
KOMIIETCHIIUU OyIyIIero BBICKA3bIBAaHUS 4 5’
CIELUAIUCTa '
2.3 Pa3BuTHE HaBBIKOB CocraBienue
NUCchMa 10 TEME 3asIBJICHUS O VK-4.1, VK-
«YcTpoiicTBO Ha paborTy. npueMe Ha Br10opounbIit 4.2, YK-4.3,
4 9,9
TIpoxoxaeHne paboty ompoc YK-4.4, VK-
cobecemoBanus. JenoBas CocraBiieHne 45
ITHKA» HMHTEPBEIO.
HWroro no pazaeny 12 17,9
3. 3. OcHOBBI
npogecCHOHAEHON
KOMMYHHKAITHH
3.1 Pa3BuTHe HaBBEIKOB CocraBiieHHe VK-4.1, VK-
IIposepka
repeBoJia TEPMHUHOJIOTHYECK 4.2, YK-4.3,
. 4 8 MMCbMEHHBIX
poeCCUOHANBHOM OTO CIIOBApsI MO N VK-4.4, VK-
3amaHui
JIEKCUKU CHEIUATBHOCTH. 4.5
Urenue u
3.2 Pa3BuTHE HABBIKOB N IIposepka YK-4.1, VK-
MTUCEMEHHBIH
YTEHHsI U IEPEBO/Ia TEKCTOB BBINIOJTHEHUS 4.2, VK-4.3,
8 6 MepeBOJT TEKCTa
10 CNEUAaIbHOCTU U o NUCbMEHHBIX VK-4.4, VK-
JIETIOBOH KOPPECTIOHICHIIHH. JOMAIIHUX 3aJaHuiH 45
CHELUUAIBEHOCTH.
CocraBnenue
MHChMEHHBIX
AHHOTAIIUH
3.3 Pa3BuTHE HaBBIKOB TEKCTOB VK-4.1, VK-
nrckMa. AHHOTHPOBAHHE U 10 6 npodecCHOHANBH Br10opouHbIit 4.2, YK-4.3,
pedepupoBaHue TEKCTOB MO oit ompoc. VK-4.4, VK-
CIELUAIbHOCTH. HaIpaBJIEHHOCTH. 45
PedepupoBanue
TEKCTOB 1O
CTIEHANTBEHOCTH.
HWroro no pazaeny 22 20
Hroro 3a cemectp 34 37,9 3a4éT
Uroro no aucuuruinee 70 73,8 3a4eT




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B cootBerctBuu ¢ TpedoBanusimu @I'OC  BO no peannszanuy KOMIETEHTHOCTHOTO
MOJIX0/1a IPOTpaMMa JUCHUIUTNHBI «VIHOCTpaHHBIN S3bIK MPO(eCcCHOHANTBHOM
KOMMYHMKAIUW» IPEyCMaTPUBAET:

— MCIIOJIb30BaHKE B y4eOHOM IPOIecCe aKTUBHBIX M MHTEPAKTUBHBIX (POpPM
MIPOBEICHUS 3aHATHI C LIETbI0 (POPMUPOBAHUS U PA3BUTHS MHOSZBIYHOW KOMMYHHUKATUBHON
KOMIIETEHIIH 00yJaroImuxcs;

— UCIoNb30BaHue ayauo- u sugeomarepuanos, MHTEPHET - pecypcos Ha
MIPaKTUYECKUX 3aHATUSAX;

— UCIOJIb30BAaHUE JIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB 110 TEMaM
IIPAKTUYECKUX 3aHATUH;

— TMOUCK ¥ U3YYeHHE MEIMUHBIX TEKCTOB 110 0003HaUEHHOHN po0IeMaTHKeE;

— MCIIOJIb30BaHME PA3HBIX ()OPM BHEAYIUTOPHON pabOTHI: yJacTHE B CTYJIECHUYECKUX
HAYYHBIX KOH(PEPEHIHUIX, KOHKYpCax ¥ OJMMITHA/IAX.

JUis 1oCTHXKEeHMs IUTaHUPYEMBbIX Pe3yiIbTaToB 00yueHus, B Kypce «HocTpanHbIi
A3BIK B IPO(ECCUOHATIBHOM JIeATEbHOCTI MCIIOJIb3YIOTCS Clelylolue 00pa3oBaTeibHble
TEXHOJIOTUU:

1. UndopmanimoHHO-pa3BUBAIOIINE TEXHOJIOIMH, HAIIPaBJICHHbIE HA
(dbopMHpOBaHKE CUCTEMBI 3HAaHUH U CBOOOHOE ONIEPUPOBAHUE UMH.

Hcnonb3yeTcst KOMMYHUKATUBHO - KOTHUTUBHBIA METOJ1, CAMOCTOSITEIIbHOE U3yUEHHE
JUTEpaTyphl, IPUMEHEHNE HOBBIX MH()OPMALIMOHHBIX TEXHOJIOTUH JUIsl CAMOCTOSATEIBHOTO
IIOTIOJIHEHMSI 3HaHU, BKIIIOYAsl HCIOIb30BAHNE TEXHUUYECKUX U 3JIEKTPOHHBIX CPE/ICTB
nHpopMaIuu.

2. JlesITeNbHOCTHBIE, TPAKTUKO-OPUEHTUPOBAHHBIE TEXHOJIOTUH, HAIIPABJICHHbIE
Ha (OpPMHUPOBAaHUE CUCTEMBI TPO(HECCHOHAIBHBIX MPAKTHUECKUX YMEHUHN U HaBBIKOB MPU
BBINOJIHEHUH 3aJIJaHUH, IPOBEICHIH SKCIIEPUMEHTAIbHBIX UCCIETI0BaHUN, 00€CTIeUHBAIOLIIX
BO3MOKHOCTh KQU€CTBEHHO BBIIIOIHATH NPOPECCUOHATBHYIO 1€ TEIbHOCTb.

3. Pa3BuBatomue npo0aeMHO-OpUEeHTUPOBAHHBIE TEXHOJIOTHH, HAIIPaBJICHHbIE HA
(dbopMHUpOBaHKE U pa3BUTHE MIPOOJIEMHOTO MBIIIJICHHUS, MBICIIUTEIbHOH aKTUBHOCTH,
CIOCOOHOCTH BUJIETh U (POPMYIHPOBATH MPOOIEMBI, BEIOUPATh CIIOCOOBI M CPECTBA IS UX
pewmeHns. Mcnonp3yeTcst KOJUIEKTUBHAS I€ATENbHOCTD B TPYIIIAX MPU BHIIIOJIHEHUN
IIPaKTUYECKUX 3aJJaHUi, pEILICHUE 3a7a4 B YCIOBHBIX CUTYalUsIX JEJIOBOU 1
npo¢ecCHOHATbHON KOMMYHHUKALIUH.

4. JINYHOCTHO-OPHUEHTUPOBAHHbIE TEXHOJIOTUN 00yUEHHsI, YUUTHIBAIOIINE
pa3IUYHbIE CIOCOOHOCTH 00yYaeMbIX, CO3J[aHNE HEOOXOIUMBIX YCIIOBUI JJISI pa3BUTHUS X
WH/IMBUyAJIbHBIX HABBIKOB, Pa3BUTHE AKTUBHOCTH JIMYHOCTHU B Y4€OHOM IIpoliecce.
JINYHOCTHO-OPHEHTUPOBAHHbIE TEXHOJIIOTUN 00YUEHUS peaIn3yIOTCs B pe3yibTaTe
MH/IMBUYAJIbHOTO OOLIEHUS MIPEnoiaBaTesis U CTYACHTA Ha MIPE3CHTAIMIX COOOIIEHUH 1
JIOKJIa/I0B, MUCBMEHHBIX paOOT U NIPU BBITOJHEHUH JOMAIIHUX UHAWBUAYAIbHBIX 3a/1aHUMH.

6 Y4eOHO-MeTOqMYECKOE 0O0ecTIedeHHe CAaMOCTOATEIbHOM padoThl 00y4al0INXCs

[IpencraBieHo B mpuiiokeHuu 1.

7 OueHoYHbIEe CpeCTBA /A POBeeHNsI IPOMEKYTOYHOM aTTecTAlNU
[TpencraBieHbl B IPUIOKEHUU 2.

8 YueOHO-MeTOAMYECKOE U MH(POPMAIIMOHHOE o0ecneyeHne TUCIIUIITHHbI
a) OcHoBHas JUTEpaTypa:



1.3epkuna, H. H. English for professional purposes : npaktuxym / H. H. 3epkuna, O.

B. Kucens ; MI'TY. - Marauroropck : MI'TY, 2018. - 1 anextpon. onT. auck (CD-
ROM). - 3arn. ¢ Tutyin. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2083  (mara oOpamieHus:
04.04.2025). - MakpooOBeKT. - TekcT : aeKkTpoHHbIN. - CBeleHus A0CTynHbI Takke Ha CD-
ROM.

2. Kucens, O. B. Science and Engineering as a Profession : yue6Hoe ocobue [ s
By30B] / O. B. Kucens, E. A. Jlomakuna, A. B. BytoBa ; MarHuTOropckuii roc. TeXHUYECKHUMA
yH-T uM. [". 1. HocoBa. - Marautoropck : MI'TY um. I'. K. Hocosa, 2019. - 1 CD-ROM. -
3arn. ¢ Tutyn. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/244
(mara oopamenus: 04.04.2025). - MakpooOBeKT. - TeKCT : 371eKTpOoHHBIH. - CBeeHUs
noctynsbl Takxke Ha CD-ROM.

3. [Monsikosa, JI. C. OCHOBBI TEXHUYECKOTO MEPEBOIA | YIEOHO-METOAMYECKOE
nocobue / JI. C. ITomsixoga, 0. B. FOxakosa ; MI'TY. - Marauroropck : MI'TY, 2017. - 1
asekTpoH. ont. auck (CD-ROM). - 3ari. ¢ tutyi. skpana. - Tekcer anri., pyc. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/1950  (mara oOparieHus:
06.04.2025). - MakpooObeKT. - TekcT : aneKkTpoHHbId. - CBeeHHs A0CTYyIHBI Takke Ha CD-
ROM.

0) /lomoJiHUTEIbHAA JIUTEpaTypa:

1. ITonsixosa, JI. C. JIekcuKO-rpaMMaTHYECKUE TPYIHOCTH TEXHHUUECKOT 0 IIEpEeBOIa C
AHTJIMICKOTO SI3bIKa Ha pyCcCKUi : yueOHo-MeToaudeckoe nocodue / JI. C. Ilomnsixona, 1O. B.
IOxakoBa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 1 anekrpos. onT. auck (CD-ROM). -
3arn. ¢ Tutyin. akpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/1949
(mata oopamenus: 06.04.2025). - MakpooObekT. - TeKcT : 35eKTpoHHbIH. - CBeieHus
noctymabl Takke Ha CD-ROM.

2.SELF-STUDY ENGLISH. STEP Il : mpaktukym / FO. B. FOxxakoga, JI. C.
[Tonsxosa, O. A. JIykuna, A. I'. Knanosa ; MI'TY. - Marautoropck : MI'TY, 2018. -1
anekTpoH. ont. auck (CD-ROM). - 3arm. ¢ tutyin. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2355  (mara oOpamieHus:
04.04.2025). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeeHus AoCcTymHbI Takke Ha CD-
ROM.

3. IOxakoBa, 10. B. SELF-STUDY ENGLISH. STEP Il : mpaktukym / FO. B.
IOxaxoga, JI. C. ITonsikoa, O. A. JIykuna ; MI'TY. - Marautoropck : MI'TY, 2018. -1
anekTpoH. ont. auck (CD-ROM). - 3arm. ¢ tutyim. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2354  (mara oOpamieHus:
04.04.2025). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeeHus AoCcTymHbI Takke Ha CD-
ROM.

B) MeTonnuyeckne yKa3aHus:
1. Meronuyeckue yka3aHus IO OPraHU3aIMH ayJUTOPHOI U BHEAYAUTOPHON pabOTHI
no auctmiuaHe ([Ipunoxenue 3)


https://host.megaprolib.net/MP0109/Download/MObject/2083
https://host.megaprolib.net/MP0109/Download/MObject/244
https://host.megaprolib.net/MP0109/Download/MObject/1950
https://host.megaprolib.net/MP0109/Download/MObject/1949
https://host.megaprolib.net/MP0109/Download/MObject/2355
https://host.megaprolib.net/MP0109/Download/MObject/2354

r) [IporpammHuoe obecneuenue u UHTEepHeT-pecypcen:

IIporpamMmmHoe o0ecnieuenune

Haumenosanue .
o Ne norosopa Cpoxk nercTBUs TMLIEH3UN
7Zip cB0OOHO pactpocTpansemoe [10 06eccpouHo
FAR Manager cB00OOHO pactpoctpansemoe 110 06eccpouHO
Bpayzep Yandex [cBobGomno pactpoctpansemoe 110 O6eccpouHo

Ipodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

Hazspanune Kypca

Cchuika

Hocosa

OnekTpoHHble pecypebl oubanoreku MI'TY um. I'.1.

https://host.megaprolib.net/M
P0109/Web

Poccuiickas ['ocynapcrBennast 6udnuoreka. Karanoru

https://www.rsl.ru/ru/4readers
/catalogues/

(PUHL)

Hanmonanenas nHGOpManmoHHO-aHATTUTHYECKAsT
cucreMa — Poccniicknii HHIEKC HAy4YHOTO LIUTUPOBAHUS

URL.:
https://elibrary.ru/project_risc.
asp

9 MarepuajibHO-TeXHHYECKOE oDecriedeHne TUCHUIITHHBI (MOIXYJIs1)

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNEe AUCIUIINHBI BKIIOYALT:

Y4eOHble ayAUTOPHH [T IPOBEICHUS MPAKTHUECKUX 3aHATHHA, TPYIIIOBBIX U
VMHJMBHUYAJIbHBIX KOHCYJIBTALMM, TEKYIErO0 KOHTPOJIA U POMEKYTOUHON
aTTeCTalMu: MYJIbTUMEINIHBIE CPEACTBA XPAHEHNUs, ITIEPEAAYN U NTPEACTABICHUS
nH(pOpMaLINK; KOMIUIEKC TECTOBBIX 3aJaHUI JUIsl IPOBEIECHUS IPOMEXKYTOUHBIX U pyOEKHBIX

KOHTPOJIEH.

[TomerieHus A1 CaMOCTOSITENbHOM pabOThl 00Y4AIOIINXCS: IEPCOHATIbHBIE
KomrbioTepsl ¢ makerom MS Office, Beixoq0M B IHTEpHET ¥ ¢ OCTYIIOM B 3JIEKTPOHHYIO
MH(}OPMaLIMOHHO-00pa30BaTENbHYIO CPEy YHUBEPCUTETA.

[Tomerenue s XpaHeHUs ¥ TPOGUIAKTHIECKOTO OOCTYKUBAHHS Y4eOHOTO
o0opynoBaHus: KAkl 715 XpaHEHUs] Y4€OHO-METOAMYECKON TOKYMEHTAllUN, Y4eOHOTO
000pyI0BaHUs U yU€OHO-HATJISATHBIX TOCOOUIA.




IIpunoxenne 1

Y4ueOHO-MeTOAMYECKOE O0ecTIeueHre CAMOCTOSITEIbHOM PadoThl 00y4ar0IUXCs

dopma TeKyIIEero

KOHTPOJIS IIpuMepsl 3a1aHuii 1711 TEKYIIEr0 KOHTPOJIS
Paznen/ Tema p PHMEPBL 3371 s yu p
yCIeBaeMOCTH U yCIeBaeMOCTH U
JuncuunnuHbl . o
MMPOMCIKYTOYHOU MMPOMCIKYTOYHOU aTTCCTAllUU
aTTecTaluu
1. Cdepa Oynymeii
npogdeccuoHAIbLHOM
JesITeJIbHOCTH
1.1. PasBurue ymenwii|[IpoBepka Describe the sphere you are working/going to work

W HaBBIKOB IIMCbMa IIO
TeMe:
pa3BuTusa npodeccuu
H npodeccuoHaTIbLHOM
chepbi»

«Hctopus|.

MMCbMEHHBIX paboT

with the help of the following expressions

Engineering, new technology, automation, the
service life of machines, machine-tools, unique
equipment, flexible industries, new generations of
machines and equipment, advanced technologies,
automatic design systems

1.2. Pa3BuTHE HAaBLIKOB

YTE€HHUsA  TEKCTOB IIO
Teme. «CoBpeMeHHbIe
TeXHOJIOTUH "
NepCcneKTHBbI

pa3BuTusA npogeccuu
U 1podecCHOHAIBHOM

Br160opounbIii onpoc

Give a summary of the text.

chepbi»

1.3. Pa3BuTHE HaBBIKOB| Y CTHBIH OMPOC Make a PowerPoint presentation on the following
TOBOPEHUSI 10 TeMe topic “teaching is a rewarding job”

«MupoBbie Beayuue

npeanpuATHs "

KOMIIAHUU

npo¢eccCuOHATBLHOM

chepbi»

1.4 Pa3Burtne ymennii u|lIposepka Buvioepume popmor 2nacona 6 cmpaoamenvHom
HAaBBIKOB BBIINIOJIHCHU A 3ajocee, onpedeﬂume ux epema u nepesedume.
OTIEPUPOBAHUS rpaMMaTHYECKHX 1. are heating; are heated; have heated; have been
OCHOBHBIMH yIpaKkHEeHUH heated; have been heating.

rpaMMaTHYeCKUMU 2. was carried out; was carrying out; will carry out;
SIBJICHUSIMU, will have carried out; will have been carried out.
XapakTepHBIMUA ISt 3. refined; is refined; is being refined; were refined;
npodeccHoHaNBHOM were refining.

peun. Kareropus 4. determine; is determining; is determined,;
«3amor» determined; was determined.

5. was used; are being used; used; are used; is being
used.

Ilepeseoume cneoyrouue npeonodHceHus.
Oopamume enumanue Ha yHKYUU UHGUHUMUBA U
UH@uUHUmMUBHBIE 000POMBL.

Another factor to be considered is the problem of




®opMa TeKylero

Pasnen/ Tema KOHTPOJIA [Ipumepsl 3aganHuii 111 TEKYIIETO KOHTPOJIA
Z[I/ICL[I/IHJII/IHBI YCII€CBACMOCTHU % yCHeBaer)CTI/I n
MMPOMCIKYTOYHOU MMPOMCIKYTOYHOU aTTCCTAllUU
arTecrannun
productivity. To facilitate effective action, a serious
problem should be defined in terms of the data that
must be collected. Many companies expect the
employee to obtain his education during evening
hours. A few years ago, most manufacturers were not
likely to acknowledge that impregnation was a reliable
way to seal porous cast or powder-metallurgy parts.
2. Mos Oyaymas
Kapbepa.
2.1. PazsuTne|Bribopounslii orpoc.  |Answer the questions.
YMEHHIA H HAaBBIKOB 1. Why is it important to ensure a safe working
YTEHMS, IHCbMa II0 environment?
TEMe «OCHOBHBIE 2 Which law regulates workers' welfare in the United
cepbl NpUMEHEHHSA Kingdom?
Moeii 3 What does the Act define? 4 What are the duties of
CHeUAIBLHOCTH. employers?
Oxpana Tpyna m 5 Why is it important to provide employees with
pa6ouee MecTo adequate training?
CHenuaJInucTa 1.
2.2. Pa3BuTHe HaBBIKOB|Y CTHBIHN OIPOC Use your active vocabulary and prove that you
TOBOPEHUS can be a professional. Tell us about your positive and
«IIpodeccuonaibHbIe negative qualities. Will they help you to find a good
KOMIIETeHIIMH job?
Oyayiuero
CIIenuaJIucTa»

2.3 Pa3BuTHE HaABBIKOB

nuchbMa MO TEMe
«YcrpoicTBo Ha
paodory.
IIpoxoxaenune
cobecenoBaHus.

HenoBast yTHKA)

Br16opounslit orpoc

Put the parts of the Letter of Application in the
correct order

1. September 1, 2018

2. Thank you for your time and consideration. |

look forward to speaking with you about this
employment opportunity.

3. | can be reached anytime via email at
john.donaldson@emailexample.com or by cell
phone, 909-555-5555.

Sincerely, John Donaldson

I am writing to apply for the programmer
position advertised in the Times Union. As
requested, | enclose a completed job
application, my certification, my resume and
three references.

The role is very appealing to me, and | believe that my
strong technical experience and education make me a
highly competitive candidate for this position. My key
strengths that would support my success in this

ok



http://newlms.magtu.ru/mod/glossary/showentry.php?eid=69894&displayformat=dictionary

Pasnen/ rema
JncuunnuHbl

®opMa TeKylero
KOHTPOJIS
yCIIEBAEMOCTH U
IIPOMEKYTOUYHON
aTTecTaluu

[Ipumepsl 3a1aHmil 11 TEKYLIEro KOHTPOJIA
yCIIEBAEMOCTH U
MIPOMEKYTOUYHOM aTTECTALNHU

position include the following:
e | have successfully designed, developed and
supported live-use applications.
« | strive continually for excellence.
« | provide exceptional contributions to customer
service for all customers.
With a BS degree in Computer Programming, | have a
comprehensive  understanding  of  the  full
lifecycle for software development projects. | also
have experience in learning and applying new
technologies as appropriate. Please see my resume for
additional information on my experience.
6. George Gilhooley
Times Union
87 Delaware Road
Hatfield, CA 08065
7. John Donaldson
8. Sue Circle
Smithtown, CA 08067
909-555-5555
john.donaldson@emailexample.com
9. Dear Mr. Gilhooley,

3. OcHOBBI
npogeccuoHaIbHOU
KOMMYHUKAIUU

3.1. PazButue
HAaBBIKOB epeBoJia
npohecCuOHANBHOM
JICKCHKH.

IIposepka
MMACHEMEHHBIX 3aIaHuH

Find the following words and word combinations in
the text:

3HaHUE TPEAMETOB
NpenogaBaHus
3HaHuE ¥ HAaBBIKH MCIIOJIB30BaHUS OCHOB TICUXOJIOTUU
YUYEHUKOB
3Hanuss B cdepe obecreyeHus
3I0POBBS ACTEH B yueOHOM 3aBEIEHUHU
HaBbiku  opranuzamuu  jgocyra
(caMoesITENFHOCTD, SKCKYPCHH U TIP.)
3HaHuE METOJIOB 1M0/1a4M (haKyJIbTaTUBHBIX YPOKOB
HaBbiku yueTa 10KyMeHTO000pOTa B IIKOJIE (BEAECHUE
YKYPHAJIOB, OTUETHI, 3aMIOJTHEHHUE CIIPABOK, CIYKEOHBIX
MIACEM TIp.)

HavyaabHOM IIKOJIBI, JJIA

0€301acHOCTH

IS nereu

3.2. Pa3BuTHE HABLIKOB
YTEHHS TEKCTOB IO
CIIEIIHAIBLHOCTH b3
JEIIOBOU

VYceTHbII onpoc

Translate the text.
Write an abstract of the text.
Write the key statements of the text.
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®opMa TeKylero

KOHTPOJIS ITpuMmepsl 3agaHuil U1 TEKYIIErO0 KOHTPOJIA
Pasnen/ rema P puMep a & yi P
yCIIEBaeMOCTH U yCIIEBAaEMOCTH U
JncuunnuHbl . o
MIPOMEKYTOUHOM MIPOMEXYTOYHOH aTTecTaruu
aTTecTalun
KOPPECTIOH ICHITUH.
3.3. PazButue HaBbikoB|[IpoBepka Translate the text.

nucpMma.

AHHOTHpOBaHUE
pedepupoBaHue

TCKCTOB

CIICOUAJIBbHOCTH.

o

IMHNCbMCHHBIX BOIIPOC

Write an abstract of the text.
Write the key statements of the text.

punioxenne 2

OueHoYHBIE CPeICTBA /1J1s NPOBeIeHUs] MPOMEKYTOUHOI aTTecTaluu

a) [lnanupyembie pe3yabTaThl 00y4eHHUs] H OLIEHOYHbIE CPEJACTBA /IJIsl IPOBEAeHHUS
NMPOMEKYTOYHOM aTTeCTAlluM:

Kox Nunukarop
JOCTUXCHUSA
WH]JIUKATO OrnieHOYHBIE CPECTBA
KOMIICTCHIIN
pa
n
YK-4 CnocobeH ocylecTBIATh J€I0BYI0 KOMMYHUKAIIMIO B YCTHON U TMCbMEHHOM (hopMax Ha
rocyJIapcTBeHHOM si3bike Poccuiickoii denepariii 1 MHOCTpaHHOM(BIX) sI3bIKE(ax)
YK-4.1 Bribupaet 1. IIpounTaiiTe 1MAJIOrH U 3aNOJTHUTE MPOOEbI, HCIOJIb3YH
CTHUIIb NMPEAT0KCHHBIC HUYKE PCIVIMKH.
oOrIeHus Ha Dialogue 1
pycCcKOM Susan: Oh, my god! The final exams are coming, and I still have not
SI3BIKE B chosen the place to enter.
3aBUCHMOCTH | Jane: Let's try to determine which profession suits you
OT LIEJIN U most of all.
yCIOBUH C: But how can we do it?
naptHepcTBa | D: It's very easy. Then we will analyze and
; amantupyet | understand what your future profession.
peusb u ctuiib | S: How do you know all this?
obmenus k| D: Have you forgotten? | attend psychology courses once a week. We
curyanusm | have recently discussed such problem.
B3auMOJICHCT | S:
BUS D: Yes, you will be surprised, but you are not alone to have such a
problem.
S: That calms me a little. Well, come on, let’s start.
D: working with people, with animals or

with documents?
S: I'm afraid of animals, and a little shy to communicate with people. |
prefer to work with documents.




Nupukarop

KOI[ JOCTHUIXCHUA
WUHIUKATO O1ieHOYHbIE CPENCTBA
pa KOMIIETEHIU
u
D: Do you like children?
S: Oh, yes. | always play with children when guests come to us. | think
they like to spend time with me too.
D: Well, it became clear to me that you need to choose a profession
that relates to children, and documents. For example, an interpreter or
a school teacher.
S: Now | have something to think about. Your advice
really helped me, thank you!
Stop to panic. | will ask you questions, and you will honestly
answer them.  Really?
What kind of work do you prefer. Well done!
Dialogue 2
1) A: Hi, Jim. Are you still looking for work?
B:
a) No, thanks a lot, I’'m fed up.
b) As a matter of fact, | am.
c) Yes, ldo.
d)
2) A: Do you have any career plans yet?
B:
a) I’m sure, it will be well-paid.
b) No, it doesn’t appeal to me at all ...
Yes ... I’d like to be my own boss one day.
YK-4.2 Bener PacnoJio:xxure 4acTv HUKeNpeICcTaBJICHHOI0 NMCbMA B
JACJIOBYIO NMPpaBUJIBHOM IOPHAAKE.
nepermcky | 1. January 28™
Ha pycckoM 1 | 2. Hope to hear from you soon
unoctpando | 3. Flat 14,
M SI3BIKaX C 8 Jefferson Street
y4eToM Nashville
0COOCHHOCTE NSH9 001
i 4. Yours,
CTUJINCTHKH Alex Duck
odurmansuel | 5. Dear Melanie
X TIUCEM U 6. I don’t like to write long and boring letters so I stop here, but I like
COLMOKYNBTY | to communicate with people about interesting things. I hope we’ll be
PHBIX able to become good friends.
pasnuumii 7. I’ve seen your ad and liked it very much. So I decided to write you.
My name is Alex. I’'m 22. I like travelling very much. My hobby is
basketball. Besides, I'm fond of reading. My favourite writer is
Charles Dickens.
VK-4.3 Beimonasier | Onpeaenure, K KakKoMy BHAY MNHCbMA OTHOCHTCS HHXKe

JUTSA TAYHBIX
neneun

NPeACTABJCHHBIN TEKCT:
AHIIMACKUHA A3BIK




Nupukarop

Kon JOCTHOKEHUS
WH/IUKATO O1eHOYHBIE CPE/ICTBA
KOMIICTCHIH
pa -
IepeBO/I a) Memo
ounmansuer | b) CV
X " c) personal letter
npodeccuon | d) inquiry letter
QIBHBIX
TEKCTOB C 1. January 28"
uHoctpanHor | 2. Hope to hear from you soon
0 sA3bIKa Ha 3. Flat 14,
pYCCKHii, ¢ 8 Jefferson Street
PYCCKOro Nashville
A3bIKa Ha NSH9 001
uHOCTpaHHbl |4. YOurs,
it Alex Duck
5. Dear Melanie
6. I don’t like to write long and boring letters so I stop here, but I like
to communicate with people about interesting things. I hope we’ll be
able to become good friends.
7. I’ve seen your ad and liked it very much. So I decided to write you.
My name is Alex. I'm 22. I like travelling very much. My hobby is
basketball. Besides, I’'m fond of reading. My favourite writer is
Charles Dickens.
YK-4.4 - [Iybnmano
YK-4.5 BBICTYIIAET
Ha PYCCKOM
SI3BIKE,
CTPOHMT CBOE
BBICTYIIJICHH
€ C y4eToM

ayJTUTOPUH U
Leau
o0IIEeH S

- YcTHO
MIPEJICTaBIIsIC
T PE3yJIbTAThI
CBOCH
JIEATEIIbHOCT
1 Ha
WHOCTPaHHO
M SI3BIKE,
MOKET
MOJIJICPIKATH
pasroBop B
X0J€ uX
00CyXaeHUS

Make a report on the following:

1. Electrician is a rewarding job

2. How to improve your professional skills

3. Innovative technology in electrical installation




IHpuioxenne 3
MeToanyeckne yKa3aHusi 10 OPraHU3aMU AyANTOPHON U BHeAYIMTOPHOI padoThI
MeToanyeckne yKa3aHusl 10 CAMOCTOSTEIbHOI PadoTe 00yYaOIIHXCS

CornacHo yueOHOMY MiaHy 00beM Barreit caMmocTosTenbHON paboThl COCTABISAET HE
meHee 50 % oT 00111ero KoJanu4ecTBa 4acoB, OTBEIEHHOTO Ha AUCHUILIMHY, YTO CIIOCOOCTBYET
Oosee TIIyOOKOMY YCBOCHHIO M3Y4aeMOro Kypca, (popMHUpOBaHUIO HABBIKOB HCCIIEAOBATEIBCKOM
paboThl U YMEHUIO IPUMEHSTh TEOPETUUECKUE 3HAHUS Ha MTPAKTUKE.

Buner camoctosTenbHON paboTHI:

*BBINIOJIHEHUE TEKYIUX JOMAIIHUX 3a/laHui (YIpasKHEHUs, TOJrOTOBKA YTEHUS U aHATTU3
COJIepKaHusl TEKCTOB JUIS ajbHEMIIero o0CyK/IeHUs Ha 3aHATHUX U T.11.);

*paboTa c TecTaMu U BOIIPOCAMU JJIsi CAMOIIPOBEPKH;

*IIOMCK 1 00paboTKa HHPOPMALIMH C UCTIOIB30BAHUEM HH(OPMAIIHOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHH;

Pe3ynbrarsl caMocTOATENBbHOM pabOThl KOHTPOIUPYIOTCS MIPENOJAaBATENIEM U
YUUTBHIBAIOTCS MPU aTTeCTAlUU (3a4eT, Sk3ameH). KoHTpoib mpoBoAUTCS B JOpME TECTUPOBAHUSA,
OTMPOCOB, MPOBEPKU MUCHbMEHHBIX KOHTPOJIBHBIX pabOT U T.1.

. CocTaBJjieHue pe3ome

Pe3toMe urpaet orpoMHyI0 poiib. XOpOIIO COCTABICHHOE PE3IOME JIOJDKHO J1aBaTh MOJTHOE
npejcTaBieHue o0 BaieM o0pa3oBaHUM, TPYIOBOM OIBITE M KAUECTBAX, YTOOBI MOTCHIIMAIbHbIN
pabotomarens (employer) Mor cyauts o Bareit kBanudukarmn. OT 4ETKOCTH U
WH(POPMATUBHOCTH PE3IOME BO MHOT'OM 3aBUCST Balli maHchl ObITh TPUHATHIM Ha Pa0OTy WITH
yué0y. YUacto BMecTO citoBa “resume” (pesrome) ucmosb3yioT abopesuarypy CV (Curriculum
Vitae), 4To B epeBo/Ie C JAThIHU 03HAYAET «XOJ1 )KU3HUY.

Pe3tomMe 0OBIYHO COCTOUT U3 CIETYIOIMX OCHOBHBIX YacTeil:
1. JInunast maopmanus / Personal information
Hanummre nogHOCTbIO CBOE MMS M (paMUIIMIO, YKaKUTE ajpec, TesedoH (C KOJJOM CTpaHbl U
ropoja), MEKTPOHHYIO MOYTY.
3anomuure: B Poccun umst muntyT B popmare ghamunus + ums + omuecmeo (ecau umeemcsi), a
B QHTJIOTOBOPSIIMX CTpaHaX — CHavajia UMsl, TIOTOM MepBYI0 OYKBY OT4YeCTBa (€CIIM UMEETCS) U
bamunuio.

2. Iesan / Objective
3/1ech cleayeT yka3aTh He TOJIBKO JKEJIaeMyI0 JT0JKHOCTh, HO M OOBSCHUTD B OJTHOM-/IBYX
MPCIJIOKCHUAX, ITIOYCMY BrI — Hanbosee noaxodaias Kanauaarypa.

3. OopasoBanue / Education
Hanummure, kakoe (kakue) yueOHoe 3aBefieHre Bbl OKOHUMIIM, IPU 3TOM COKpAIlaTh €ro
Ha3BaHHUE He MPUHATO. Takxke yKakuTe (pakynbTeT / UHCTUTYT, CIIEHUAIBHOCTh, MECSI] M IO
OKOHYAHUS U CpeHMM Oalt aTTecTaTa.

4. OnbiT padorel / Work Experience uau Employment
B 3TOM myHKTE NPUHATO yKa3bIBaTh He OoJiee TPEX MOCIeHUX MecT paboTsl. HazBanue
OpraHu3aliy, CBOIO JOJDKHOCTB U NO/pa3feieHne, B KoTopoM Bel pabotanu, Hy)KHO nucaTh
MOJHOCTBIO. Takke yKakuTe CBOM OCHOBHBIE JIOJDKHOCTHBIE 00SI3aHHOCTH.

5. Cnenuanbubie HaBbIkH / Special skills
B nanHOM pasnene He0OX0AUMO YKa3aTh:



YPOBEHb KOMIIBIOTEPHON I'PaMOTHOCTH;

3HAHUE MHOCTPAHHBIX A3BIKOB U UX YPOBEHb;

OTIBIT BOMHCKOM CITYOBbI (€CJT €CTh) U UMEET JIU OH OTHOILICHHE K
peamnonaraemMoii padoTe;

HaJIMYUe BOJUTENIBCKUX IIPAB U ONbITA BOKICHMUSL.

AN

A=

6. Pexomenmanuu / References
Kak nmpasuio, cienyer npeocTaBUTh MUHUMYM JiB€ peKoMeHAauuu. OHU T0JIKHBI ObITh OT
Ha4aJIbHUKOB, a HE OT KoJuler. Hy’KHO yka3aTb KOHKPETHBIX JII0JEH, KOTOpbIe MOryT Bac
PEKOMEH/10BaTh, OJHOCTHIO HAIIUCAB UX UM, IOJKHOCTh, MECTO pabOThl U KOHTAKTHYIO
UHOPMALIHIO.

O6pa3en cocTaB/IeHUsI pe3lOMe HA AHTJIMIICKOM SI3bIKe
Ha oonorcnocmo MAPKENUHS06020 HAUYATIbHUKA

IRINA D. SMIRNOVA
37/2 — 378 Obychnaya St., St.-Perersburg
Tel. (home): + 7(095) 000-0000
Tel. (mobile): + 7 000-000-0000
E-mail: unknown@com.ru
OBJECTIVE: A full-time position as a Market Analyst, where a motivated high-energy team
player capable of individual initiative with contribute to the efficiency and profitability of the
company.
EDUCATION: September, 1991 — June, 1996: Institute of International Economic Affairs,
Finance Academy (Moscow).
WORK EXPERIENCE:
June, 1998 — present
Procter & Gamble, Junior Marketing Manager, Cosmetics department:
v' register clients’ orders on the data base;
v'analyze the efficiency of sales;
Area of work: My duties are to provide the Head of Marketing Department with the relevant
information about the market of cosmetic goods in Moscow, about costs’ dynamics and to
maintain the client’ data base.
September, 1995 — June, 1998
Milling Ltd, Specialist in advertising and marketing:
v Development of advertising strategy of the company;
v Copywriting advertising information;
v" Clients data base administration.
Area of work: During my work for Milling Ltd | developed advertising profile for the company,
created its corporate web site and conducted constant analysis of relevant markets in Russia.
SPECIAL SKILLS:
Languages: Russian — Mother tongue, English — fluent at the Advanced level, French — fluent at
the International level.
Computer literate: Windows 95/98/NT, Word, Excel, Access, PowerPoint, CorelDraw, HTML.
Clerical: Typing 20 wpm.
Other: A professional Internet user. Have a driving license and prepared to be as mobile as
necessary to provide the best performance.
REFERENCES: Available upon request.

Pe3rome siBIsieTCS 4aCThIO MIpoLiecca YCTpoicTBa Ha paboTy. Pestome u
COIPOBOJUTENBHOE MUCHMO SBJISIOTCS TIOJIE3HBIMU B Ipoliecce OM3HEC - KOMMYHHKAIUH Tepe
WHTEPBBIO C MPEANOIaracMbIM paboTogaTeneM.
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Pe3tome He TOMKHO OBITH CIMIIKOM JJIUHHBIM, JOJDKHO OBITH XOPOILO MPOAYMAaHHBIM, HE
JIOJDKHO COJIeprKaTh JIMIIHUX JAeTalleH.

Pe3rome MOXKeT OBITh XPOHOJIOTHUECKUM, LIEIEBbIM, ()YHKIIMOHATBHBIM HITH
KOMOMHUpOBaHHBIM. JIt000€ pe3tome, Kak IIPABUII0, COCTOUT U3 CIETYIOLIUX Pa3/IeIoB:
AHKeTHbI€ JaHHbIe — [TOJTHOE UM, a/ipec, HoMep TesedoHa.
®opMy.THPOBKA — YKa3bIBAETCS 11€J1b JAHHOI'O 3asBJICHUS.

O0pa3oBaHue — yKa3bIBaeTCsl HAUMEHOBAHUE U MECTOIIOI0XKEHHUE 1IKOJI U YHUBEPCUTETOB, T1€
Bbl YUWJIUCh M COOTBETCTBYIOIIME J1aThl. Y Ka3bIBaeTCsl KBAIU(UKALMS, KOTOPYIO Bbl OTYYHIN
1ocjae OKOHYaHUs 00yUYeHHS.

IIpodeccuonanbHasi MOArOTOBKA — IEPEUUCIISIOTCA BCE BUABI pabOT U JOIKHOCTEH —
OCHOBHBIX U TI0 COBMECTUTENBLCTBY, M 00IIIeCTBeHHAs paboTa. YKa3bIBaeTCsl HAMMEHOBAHUE U
MECTOIOJIOKEHNE OpraHu3ally, 1ata padoThl, JOPKHOCTh M KpAaTKOE ONMCaHue 0053aHHOCTEH.
OOBIYHO B XpOHOJOTUYECKOM HOPSAIKE, HAUMHAS C ITOCIIETHEN.

IIpakTHYecKHUii ONBIT — NEPEUUCISIFOTCS YMEHUS, HallpUMep, BOKICHUE aBTOMOOMIIS,
MHOCTpaHHbIE S3bIKU C YPOBHEM BJIa/IEHUS, YMEHUE PA0OTATh C KOMIIBIOTEPOM H T.1.

JInyHble HHTEpechl — 00BIYHO UHTEPECYIOTCSI OPIraHU3aTOPCKUMU CIIOCOOHOCTSAMU U
CHOCOOHOCTSIMH paboTaTh B KOMaHJIE.

PexoMeHnaaTeu — UMEHa, ajipeca, Tesie(hOHbI 2X JIr0/1eH, KOTOpble MOIJIU ObI aTh PpEKOMEHAALUN
U C KOTOPBIMHU HaJI0 JOTOBOPUTHCS 3apaHee.

Pestome He 1omxHO ObITH AsuHHEE 1-2 cTpanun. ConpoBOAUTEIBHOE TUCHMO

OTIIPABIIsICTCS BMECTE C pe3toMe. Y CIIeIIHOe MUChbMO pelIaeT 3 3a1auu:
e MPUBIEKACT BHUMAHHE;
e yOexXIaeT, YyTo MPETEHACHT SBISAETCA IMOAXOIAIMN KaHAMIATYpOHl A 3aHUMaeMoil
JOJKHOCTH;
e  BBI3BIBACT JKEJIAHUE NPUIIIACUTH Ha COOECe0BaHHE.

1. Hanucanue conpoBOAUTEIbHOIO NHUCHMA

Bam HeoOxonrMMo HanucaTh TUCHMO O MpUeMe Ha paboTy Ha aHTJIUIICKOM si3bike? Takoe muchbMo
HA3BIBAETCSI COMPOBOAUTEIHHBIM MUCEMOM pe3tome. COnmpoBOAUTEIHHOE TUCHMO U PE3IOME — ITO
TE JIBa IOKyMEHTa, KOTOPBIC BhI IOJKHBI TIEpecaTh B OTACI KaJpOB KOMIIAHUH, €CITH XOTHTE
YCTPOUTHCS Ha pabOTy B Hee.

Pestome — 310 Bama nienoBast Guorpadusi, KOTopast OIMCHIBAET BCE BEXHU BaIIeT0 KU3HEHHOTO
MyTH, KOTOPBIE TaK WK WHAYE CBA3aHBI C BAIlIUM JIEIOBBIM OIBITOM: 00pa30BaHue, TPYA0Bas
JeSTeIIbHOCTh, HABBIKH, TIOCTIKEHUS... Ho 0 coctaBnennu 3(ppeKTHBHOTO pe3toMe BBl y3HAIN U3
KOHTposIbHOU N 1, a ceifuac — 0 cOmpoBOAUTETHFHOM MUCHEME (MMUChME O pueMe Ha paboTy).
ConpoBOANTETHFHOE MTUCHMO Ha aHTITUHCKOM SI3BIKE JIOJDKHO MMPOCTUMYIIHPOBATH
MOTEHIIMAIBHOTO paboTOAaTENs IPUTIACUTH Bac Ha coOeceI0BaHUE, HA KOTOPOM OYyJEeT pemaThes
BOIIPOC O IIpHeMe Bac Ha paboTy. Hajo moOMHHTB, 9TO Ha XOPOIIyIO paboTy BCeria MpeTeHyeT
MHO>KeCTBO Jtojieit. U yxe Ha 3Tare otr0opa pe3toMe OyaeT oTcessHa OOMbIIast YacTh
MPEeTeHICHTOB. D(PPEKTUBHO HAMMCAHHOE COMPOBOIUTEIIBHOE MTUCHMO YaCTO CTAHOBUTCS
MPOITYCKOM Ha coOeceIoBaHue, 1axe eclu Balle 00pa30BaHUE U OMBIT YCTYMAIOT APYTUM.
ConpoBOANTETHFHOE MTUCHMO Ha aHTITUHCKOM SI3BIKE JIOJDKHO ITOKa3aTh BAITH JIMYHOCTHBIC
KauyecTBa, KOTOPbIE HEBO3MOXHO MOHSTH U3 PE3IOME: XapaKTep, )KU3HEHHbIE [IEHHOCTH,
MOTHBAIIMIO, MHOTOE JIPYTO€, JaKe TPAMOTHOCTh M BEXKIMBOCTh. ONBITHBIA KaIPOBUK yMEET
YUTATh MEXIY CTPOK COMTPOBOAUTENHHOTO MUCHMA.

B conpoBoauTeIEHOM ITCHME (MTUCHME O TpUeMe Ha paboTy) Ha aHTJIMHCKOM SI3BIKE BBI 3asBIISICTE
cBOEMY OyayIemMy paboToAaTeNo, YTO BBl XOTEIH ObI Y HEro paboTaTh, YTO BHI 00JIaacTe BCEMU
HEO0OXOUMBIMU KaueCTBAMH U YTO BbI MPUIIOKUTE MAKCUMYM YCUJIUH, YTOOBI ClIE/IaTh
npeiaraeMyro padoTy Ha BeIcIieM ypoBHe. Ha camom ferne, 3T0 Balie 3asiBJICHHE 0UY€Hb BaXKHO
1u1st pabotonatens. M uem oHO OyaeT UCKpeHHee, YeM dMOITMOHAIBHEE, TeM OOJIbIIe IIIAHCOB, YTO
OHO TIPUBJICYET BHUMAHWE U Bac MPUMYT Ha padoTy.

OcHogeHble munvl CONPOBOOUMENbHBIX RUCEM K Pe3IOMe HA AH2TUIICKOM A3bIKe

MO’KHO BBIJICIUTH TPH OCHOBHBIX THIIA MIHCEM O MpUeMe Ha paboTy Ha aHTTIUICKOM SI3BIKE:




O [Tucemo-3asBka. ConpoBOAUTENBHOE MUCHMO K PE3IOME BBICBIIIAETCS B OTBET HA
peKiiaMHOe OOBSIBIIEHHE O BAKAHCUU B CPEJICTBAX MACCOBON MH(pOPMALIUU.

O [Tucemo "o cosety". CONpOBOAUTENBHOE MUCHMO U PE3IOME BBICBIJIAIOTCS 110 COBETY
JPYyroro 4ejaoBeKa, KOTOPbI 3HAET, YTO B OPraHU3alMU €CTh BAKaHCHSL.
[ [Tucemo-pa3Benka. [IpeTeHIeHT BBICHIIACT MUCHMO O IIPHEME Ha padOTy B PE3IOME B

OpraHM3aI|Iio, B KOTOPOM OH XxoTeld Obl paboTaTh, B HAZEK/IE, YTO TaM HaiieTcs BakaHcus, "Ha
ynauay".

Cmpykmypa conpoeooumenbHo20 RUCLMA K pe3tome Ul RUCbMA 0 npueme Ha pabomy Ha
AH2NIUTLCKOM

1. Bamra konTakTHas nHGOpMaIus

0 Wwms u pammus

0 Anpec: TopoJi, 00J1acTh, MOYTOBBII HHJIEKC
0 Howmep tenedona

O Anpec 3eKTPOHHOM MOYTHI

2. Jlata

[MTumercs B hopmare — September 15, 2012 wnu B popmare — 05 October, 2012

3. KonraktHas uHdopmarms padoroaarens (eciim oHa eCTh)

Nwms u pamummst

Ha3zBanue komnanuu

Anpec: ropoJ, mTat, MOYTOBBINA HHIEKC

4. Tema

DTOT 3IIEMEHT CTPYKTYPHI COMPOBOAUTEIHHOTO MMChMa UHOT/AA OITYCKAeTCs.

OH nojcka3bIBaeT YUTATEINIO TUChbMA TO, O YeM OyzeT UATH pedb B nucbMe: RE: (BnuckiBaeTcs
BaKaHTHAas JOJIKHOCTH ).

Hampumep:

RE: Office Manager

WIN

RE: Administrative Assistant (#12345).

[Tudps! B ckoO0UKax yKa3bIBAlOT Ha HOMEP OOBSBIEHUS O BAKAHCHU B CPEACTBAX MAaCCOBOM
uH(pOpMaLIHH.

5. OOparenue

Ecnu BB 3HaeTe MMsI MEHEDKepa 110 HaitMy, TO Ballle 0OpalieHue JODKHO ObITh MPUMEPHO TaKHUM:
"Dear Mr. Johnson,"

Y6enureck, 4To BBl 3HaETE MO U 3BaHUe MeHemkepa (Mr. — rocnionuH, Ms. — rocioxa, Dr. —
JIOKTOp U T.J.)

Ecnu BBI He 3HaeTe UMsI MEHEKEPa, TO TOIYCTHMBI CIIETYIOIIHe OOpamieHus:

“Dear Hiring Manager, ” — yBaxaeMblii MEHEDKEp 1O HaliMy,

“Dear Recruiting Team, ” — qoporasi peKpyTHHI-KOMaH/1a WK

“Dear (scmasnsieme umsa komnanuu) Team”, — noporast KoMaH/a (TaKOKW-TO KOMITAHUM).

B kpaifHem cirydae, B KaueCcTBE MPUBETCTBUS HAIUIINTE CTAHAAPTHYIO Ppazy:

“To whom it may concern” —Tomy, KOro 3TO MOXKET KacaTbCsl.

Ho, crapaiitecs nzberars 3Toi (pasbl, T.K. 00e31HMUEHHOE 00pallleHNe BbI3bIBAET Y YEIOBEKa
HEraTHUBHbBIE SMOLIUU.

6. [1epBrrit ab3a11 Bamero CONpoOBOUTEILHOTO MTUChMa Ha aHTJIMHCKOM

B nepBom aG3arie conpoBOAUTENBHOTO MUCHMa BbI JIOJKHBI YIIOMSHYTh JI0JDKHOCTD, HA
KOTOPYIO BBI IIPETEHAYETE, a TAK)KE COCIIAThCSI HA NCTOYHHK, U3 KOTOPOTO BBI Y3HAIM O BAKAHCHH.
VCTOYHNKOM MOKET OBITh CPEJICTBO MacCOBOM MH(OPMAIIUH, THOO0 YeTOBEK, KOTOPHIH 3HAET O
BaKaHCHH.

JInGo, eciu 3TO KacaeTcs COMPOBOAUTEIBHOTO MUChMAa-Pa3BEeIKH, YIIOMSIHYTh O BallleM OOJIbIIIOM
’KeJTaHUM paboTaTh UMEHHO B 3TOM opranu3anuu. CTyJeHTY, TOJbKO YTO 3aKOHUYMBLIEMY WU
3aKaH4YMBaroIeMy o0yueHue, JONyCTUMO YIOMSHYTh 00 3TOM (hakTe B mepBoM ab3arie
COIIPOBOJIUTENIEHOTO MUCbMa Ha aHTJIMICKOM SI3BIKE.

[TepBbIii ab3a11 He TOJKEH MPEBBILIATH OJHOTO-IBYX KOPOTKUX MPEII0KECHUH.



Huxe npezcraBieHbl HEKOTOPBIE pacpocTpaHeHHbIE (pa3bl B IEpBOM ad3alie
COIIPOBOJIUTENIEHOTO TUCbMA Ha aHTJIMHCKOM SI3bIKE:

o I am writing to you in replay to your advertising in ... - 4 nuwy ¢ omeem na éawty pexnamy
8 ...(8 ... cpedcmee Maccosoll un@opmayuu).

o I have just completed my final year at the University of ... - 4 monvko umo 3axonuun
...(...) ynusepcumem.

o My name is Alex and | am a final year student at the ...- Mens 306ym Anexc u ss cmyoenm
nocieonezo Kypca... (... UHCMumyma,)

o My name is Alex and | am writing in response to your advertisement. - Mens 306ym Anexc
U 5 nUULy 8 omeem Ha éauie 0OvssIeHUe.

o I was most interested to read your advertisement for ... - 5 6wvL1 ouenv 3aunmepecosan,
K020a NpoYuUmai 8auty pekiamy 6 ...(8 makom-mo cpedcmee Maccosou uHgopmayuiL).

o With reference to your vacancy for a ... - B ceasu c¢ saweil eéaxancueii 0ns ...(...
cneyuanucma,).

o Please accept this letter as application for the ... position currently advertised in the ... -

THoowcanyiicma, npumume 3mo NUCbMO KaK 3asa6/leHUe HA 3aMeujenue 6aKanmHOU O0IHCHOCIU ... ,
Komopast 6vi1a 00vABNEHA 6 ...(8 ... CPeOCcmee MACCO80U UHGopMayuL).

o I was thrilled when my friend, Jack Faber, told me there was an opening for ... at your
company. - A owvln 83601H08aH, Ko20a mou Opye, [cex @aiibep, pacckasan mMue, Ymo ecmo
omKpvimas eakaucus s ...(... cneyuanucma) 6 eautetl KOMNAHUU.

7. Btopoii ab3a11 conpoBOUTENHLHOTO MIUChbMA HA aHTJIMICKOM

OnwumuTe Bamy HaBBIKH, TATAHTHI HITH JOCTHKEHHS, HO HE TIepeycepACTBYiTe. BriOepuTe ToIbKO
nyqmue Tpu. [TomyepkHUTEe COOTBETCTBUE BAIUX MPO(ECCUOHATBHBIX HABBIKOB TPEOOBAHUSIM
npeiaraemoil Bakancuu. Heo0xo1uMo 00bSICHUTE TOUeMy Bbl — JIYUIIWNA KaHIUJAT Ha 3Ty
JIOJKHOCTb.

o I'd like to give you a brief overview of my skills and experience. - 5 xomen 6v1 dams eam
Kpamkuﬁ 0630[7 MOUX HABBLIKO6 U Oonblimd.

o I am hardworking, analytical and like taking initiative. -  mpyooniobue, unuyuamusen u
001a0ar0 aHATUMUYHBIM YMOM.

o I believe that my skill-set matches perfectly with your requirements. - 5 cuumaro, umo moii
Ha6op HABBIKOB UOCAIbHO COUEmAemcs ¢ 6AUUMU mpe606anmu.

o I think that my economic activities and a solid track record may be of interest to you. - 4

0yMar0, Ymo Mosi IKOHOMUHECKAsi OesImeNbHOCMb U COMUOHBIL NOCIYICHOU CAUCOK MO2YM
npeocmasisims uHmepec 0is 8dc.

o I'm confident that I am the employee you are seeking because | have all of the
qualifications outlined in your job posting. - 4 yeepen, umo s compyonux, komopozo Botr uweme,
HOMOMY Ymo y MeHsi ma Keanuguxkayus, komopas o038yuena 6 Bawem oovasnenuu.

o The offered post presents an unusual interest to me as it belongs to the field in which I
specialize. - Dma eaxancus npedcmagisem HeoObIUAUHBIL UHMEPEC O/ MEHsl, MAK KAK OHA
omuocumcs K obnacmu, 8 KOMopolul s CHeYUAIU3UPYICh.

o I have exceptional verbal and written communication skills. - 4 o6radar
UCKTIFOYUUMENbHBIMU YCMHBIMU U NUCLMEHHBIMU KOMMYHUKAMUBHBIMU HABBIKAMU.

o I have driver's license and can drive rather well. - 5 umero 6ooumenvckue npasa u mozcy
Henioxo 800Umy.

o I know that my... (such and such qualities) would allow me to make a significant
contribution to the (Company Name) team. - A 3naro, umo mou... (makue-mo kawecmea) no3eonsam
MHe 6Hecmu CyujecmeeHHblll 6K1a0 8 Komanoy (maxoui-mo Komnanuu) .

. I believe I possess the right combination of...(such and such qualities)and...(such and such
qualities). - Veepen, umo s obnraoaro omauunou xKombunayuel... (MaKko2o-mo Kawecmea) u
(makozo-mo xavecmea,).

8. 3aKIIOYNTENBHBIN a03all COMTPOBOUTEILHOTO MTMChMAa Ha aHTJIMCKOM SI3BIKE

YroMmsHUTE CBOE pe3roMe, JaiiTe UM MOBOJ MPOYHTATh ero. [lompocuTe BhI3BaTh Bac Ha
cobeceoBaHue.



o Please take the time to review my resume. - [oowcanyiicma, Hauoume epems, umoowl
paccmompens mMoe pesrome.

o I would enjoy an opportunity to talk with you to see where my skill set would be of the
greatest benefit to your company. - 4 6w ¢ yoosonvcmeuem noobwancs ¢ Bamu, umobwl nouwsims,
20e Mou Hasviku Oyoym Hauboiee noaes3nvl 0Jisl 8auiel KOMNAHUU.

o As you can see from my resume, my experience and qualifications match this position's
requirements. - Kak 6ul Mmooiceme udemv u3 Moe20 pesome, MOU ONbIM U KEAIUDUKAYUsL
COOMBEemMcmayIonm mpedo8aHUsIM Mol BaAKAHCUU.

o The attached resume details my extensive experience and training. - B npunracaemom
pe3rome noOpoOHOCIU MOe20 OOUUPHO20 ONbLIMA U NOOSOMOBKU.
o At a personal meeting | would like to discuss with you how | will contribute to the

continued growth of your company.- Ilpu auunoti scmpeue st xomen 6vl 06CyOUMb ¢ 6aMU, KAK 5
MO2y cnocobcmaosams danbhetiuemy pocmy Bawei komnanuu.

o I can supply references from...if required. - Eciu nompebyemcs, s mocy npedocmasume
PEKOMEHOayUU U3 ...(... OpeaHU3ayuL).
o If you agree that my qualifications perfectly match your requirements, please call me at

(111) 111-1111 to arrange an interview. - Eciu bl coenacHul, 4mo mos Keanupurayus 6none
coomeemcmayiom Bawum mpebosanusim, nosxcanyicma, nozeonume mue no menegony (111)
111-1111, ymobwr do2080pumMbCsL 06 UHMEPBDIO.

9. bnarogapHocTb

[Tocne 3akmoYnTeNBHOTO ab3ara modJaroapuTe MEHeKEpa o HalMy:

o Thank you for your attention. — Cnacub6o 3a snumanue.

o Thank you for your time.- Cnacub6o 3a Bawe épems.

o I would be very grateful if you would consider my application - A 6bi1 661 ouens
bnazooapen, eciu Bvl paccmompume moe 3asenenue.

o Thank you for your help. - CnacubozaBawynomowp.

o Thank you for your early attention to this request. - 3apanee 6racooapro 3a Gvicmpuolii
omeem Ha Moo npocvoy.

o Thank you for your time, and | look forward to speaking with you. - Cracu6o 3a

nompaveHHoe epemMsi, U s. ¢ Hemepnenuem JHcdy pazeoeopa ¢ Bawu.

10. BaxmounTtenbHas BexiuBas ¢pasa. [Tocie 3Toit hpas3bl cTaBUTCS 3arsTasl.
e Sincerely yours, - Hckpenne Bauu,

Yours faithfully, - C ysasicenuem,

Very truly yours, - Hckpennesaiu,

Respectfully yours, - Cysaorcenuem,
e Sincerely, - C ysasicenuem,

11. Ilognucs.

31ech MHIIETCS Ballle UMs U (paMILIHSL.

1. Ilpumeuanue

B npuMeyaHnu 0OBIYHO BIIUCBHIBACTCS CCHIJIKA HA MPHUJIAraeéMoe K COMPOBOIUTEIBHOMY ITUCHMY

pe3toMe W/WIM PEKOMEH/IaTeIbHBIE THChMa:

o Enclosure: Resume - IIpunooicerno: Pestome
. Enc: Resume - Ilpun: Pezrome
o Enclosures: Resume three reference letters and proof of licensure. - Ilpunoosicenue:

pesrome, mpu peKOMeH()ameﬂbelx nucema u nodmeepofcda;ou;aﬂ JAUYEH3UA.

Examples of application letters
l.

John Donaldson

8 Sue Circle

Smithtown, CA 08067
909-555-5555



john.donaldson@emailexample.com
Date

George Gilhooley

XYZ Company

87 Delaware Road

Hatfield, CA 08065

Dear Mr. Gilhooley,

I am writing to apply for the programmer position advertised in the Times Union. As requested, |
am enclosing a completed job application, my certification, my resume, and three references.
The opportunity presented in this listing is very interesting, and | believe that my strong technical
experience and education will make me a very competitive candidate for this position. The key
strengths that I possess for success in this position include:

0 I have successfully designed, developed, and supported live use applications
0 | strive for continued excellence
0 | provide exceptional contributions to customer service for all customers

With a BS degree in Computer Programming, | have a full understanding of the full lifecycle of a
software development project. | also have experience in learning and excelling at new
technologies as needed.

Please see my resume for additional information on my experience.

I can be reached anytime via email at john.donaldson@emailexample.com or my cell phone,
909-555-5555.

Thank you for your time and consideration. | look forward to speaking with you about this
employment opportunity.

Sincerely,
Signature (for hard copy letter)
John Donaldson

I1. Sample Job Application Letter

November 30, 2010

Mr. Eduardo Ang

Gateway Mall

HRD Manager

E. Rodriguez, Cubao, Quezon City

Sir,

GREETINGS!

May | have the honor to apply as a sales clerk in your prestigious company as commensurate to my
qualification?

I am Janilo B. Sarmiento, single, 18 years of age, in excellent health and a resident of La Paz,
Carmen, Bohol. I am a freshmen college student taking up Bachelor of Elementary Education at
Bohol Island State University-Bilar. | can assure that | am diligent and flexible person and desirous
to work in every endeavor. | can guarantee that | would be an asset to your firm if given the
opportunity.

Attached herewith is my curriculum vitae that outline my qualifications for further evaluation.
Hope this application values your interest. | would be gladly accepting the offered challenge with
proper care.

With much gratitude, | wish to convey my heartfelt thanks for the attention you may give this
application.

I would be willing to be interviewed at your convenience and you can reach me through this
mobile number 09484197787.

Very Respectfully Yours,



JANILO B. SARMIENTO

111. MeToanyeckue peKOMEHIAIUHU 110 IIEPEBOAY TEKCTOB

HpI/I IEPEBOJAEC TEKCTOB IIOMHUTE O CICAYIOMIEM:

1. Tekct, mpeaHa3HauyeHHBIM A NEpeBOJa, HEOOXOAMMO paccMaTpUBaTh Kak €IWHOE
CMBICJIOBOE LIEJIOE.

2. Hauunate nmepeBoj HaJO ¢ Ha3BaHUA TekcTa. OHAKO, €CIIM MEPEBOJI 3arjaBusl BHI3bIBACT
3aTpyJHEHUS], €T0 MOKHO OCYILIECTBUTH I10CIIE IIEPEBO/A BCETO TEKCTA.

3. IIpexne yem nepeBOAUTH TEKCT, BHUMATEILHO IIPOUYTHUTE €T0, CTAPasACh MOHATH €ro 001ee
coJiep’kaHue U HarnpaBieHHOCTh. OOpalalite BHUMaHUE HA UHTEPHALIMOHAIBHBIE CJIOBA, peajnH,
JIaThl U T.J.

4. IlpouuTaiiTe BeChb TEKCT, NPUCTYNANUTE K MEPEBOAY OTAEIbHBIX NpeanokeHuid. [1oHATh
MPEAJIOKEHUE — 3HAUUT BBISICHUTH HE TOJIBKO 3HAYEHUE KaXKI0T0 CJI0OBA, HO U YCTAHOBUTD, B KAKOH
CBSI3M HaXOJATCs JPYT ¢ ApyroM ciosa. He cienyeT BbIIMCHIBAThH ClIOBa Cpa3y U3 BCErO TEKCTa,
TaK Kak OJHO M TO K€ CJIOBO YacTO MMEET HECKOJIbKO 3HAUYEHUU, KOTOpbIE HE MOIAXOIAT s
JTAHHOT'O TEKCTA.

5. [IlepBoHauanbHBIM TEPEBOJI MOXKET OBITH JOCIOBHBIM, OOJIETYAIOIIUM TTOHUMAaHUE
OCHOBHOTI'0 CMBICIIa TEKCTA. 3aTEM CJEeAYyEeT MPUCTYNUTh K €ro CTUIMCTUYECKOH, JINTEpaTypHOU
00paboTKe, JUIsl Yero Hajao MoJ0MPaTh CIIOBA U CIIOBOCOYETAHUs, HAMOOJIEE YETKO MepeIatolue
CMBICT ITepeBOIMMOro TekcTa. [lepeBon noKeH ObITh TOUYHBIM, a HE OyKBaIbHBIM, JTOCIOBHBIM.
TouHOCTh TEpeBO/la — ATO KPAaTKOCTh, BBIPA3UTENBHOCTh, JIOTMUYECKasl IOCIIEOBATEIbHOCTD,
YETKOCTh M3JI0KEHHUS TEKCTa OPUTHHAJIA U COOTBETCTBHE €r0 HOPMAM PYCCKOI'O JINTEPATYPHOTO
A3bIKA. ByKBaJIbHBIN IIEPEBOJ CBOJIUTCA K MEXAHMYECKOW IMOJCTAHOBKE PYCCKOIO CIIOBA BMECTO
aHIJIMICKOro 6e3 y4era ero CBsA3M B MPEAJIONKEHHH, YTO OOBIYHO MPHUBOIMUT K OECCMBICIULE U
HCKaXEHUIO CMbICJIa IEPEBOIMMOTO TEKCTA.

IIpu nepeBoe nomycKaeTcs:

a) W3MEHEHHE MOPsIKa CJIOB B IPEIOKECHHH

b) mepeHOC OTAENBHOTO CIIOBA M3 OJHOTO MPEITIOKEHHS B APYTOe,

C) oObeaMHEHHE ABYX WK 00JIee MPEUTOKEHUI B OTHO WK HA00OPOT

d) noGaBieHue OTCYTCTBYIOIIMX B TEKCTE CJIOB, HO TPEOYEMBIX IO CMBICITY CJIOB H,
Ha000pOT, OMYIIEHNE OTACIBHBIX CJIIOB OPUTHHAILHOTO TEKCTA HAa PYCCKOM SI3BIKE,

€) 3aMeHa OJJHOM YacTH PEeUH IPYrou

IIpu nepeBoie MONb3yUTECH CIIOBAPEM.
Yto6sl paboTa co ciI0BapeM He OTHHUMaJla MHOTO BPEMEHH, CIIEYeT:

v XOpOIIIO 3HATH al(aBuUT , TAK KaK CIOBA PACIIONOKEHBI B ali()aBUTHOM IMOPSIIKE HE TOJIBKO
10 MepBOM OyKBE, HO U 110 BCEM MOCIETYIOIINM;
v MOMHHTD, YTO CJIOBA IaHBI B UX UCXOAHOHN (opMe, T.€. IIaroibl — B UHOUHUTHUBE,

CYIIIECTBUTEIIbHBIC — B O0IIEM TajIeKe, €IMHCTBEHHOM YHUCJIE, MPUIaraTelibHOe — B
MOJIOKUTENBHOM cTenenu. [locie kaxaoro cioBa B CI0Bape UCIONb3YETCS COKpaIlleHHE,
0003HavaroIIee MPUHAJICKHOCTD CJIOBA K OTIPEICTICHHON YacTH PEYH.

adjective a. puIaraTebHOe
adverb adv. Hapeune
conjunction Cj. COI03
noun n CYIIECTBHUTEIILHOE
numeral num YHUCIIUTETHHOE
plural pl MHOKECTBEHHOE YHCJIO
preposition prep peyIor




pronoun pron MECTOMMEHHUE
verb \Y TJ1aroia

Caenyer moMHUTH!!!

Henp3s 3moynotpedssite 0n-line nepeBoaurkamu, a i UCIONB3YeTe UX, TO HE0OX0IUMa
cepbe3Has pellakTypa nepeBeeHHoro Texkcra!!!

Tak, nHanpumep, Google Translate (http://translate.google.com/) — 3To cucrema CTaTHCTUYECKOTO
MAaIIMHHOTO NIEPeBO/ia, YTO 03HadaeT, uTo GT-cucTema He aHATM3UPYET CUHTAKCUC TEKCTa Ha
OCHOBE KaKHX-TO CTPYKTYpHBIX npasuii. OHa BeIZaeT HanOoJiee BEpOSTHBIN MepeBO/]
MPEJIOKEHUS WM CII0BA, OCHOBAHHBIN Ha CTAaTUCTHKE HAKOIICHHBIX Y€JI0BEUECKUX EPEBOIOB.
B ocHOBe aHanM3a npu 3TOM 4acTo Jie)KaT KOPOTKHUE LIEMIOYKH BCETO U3 HECKOJIBKUX CIIOB. DTO
03HAYAET, YTO KOTJa CUCTEME HE XBAaTaeT JAaHHBIX /ISl KOMIUIEKCHOTO CTAaTUCTUYECKOTO aHaIHn3a
WJIM KOTJa B SI3bIKaX OPUTHMHAJIA M TIEPEBO/IA CYIIECTBEHHO Pa3IN4aeTCst MOPAI0K cIoB, To GT
BbI/1aeT TapabapIiuHy WIH IPOCTO NEPEHOCHT B IIEPEBO/I T€ CIIOBA OpUTHHAIIA, ISl KOTOPBIX Y Hee
HET MepeBo/a.

1V. PaboTa Haj 10KJ2/10M / BBICTYIIJICHHEM

Jlok1aj, coriacHo TOJIKOBOMY ciloBapro pycckoro sizbika J[.H. YiakoBa: cooGuienue mno
3a/laHHOM TeMe, C LIeIbI0 BHECTH 3HAHUS U3 IOIOJHUTENIBHOM TUTEpaTyphl, CUCTEMATU3UPOBATh
MaTepul, IPOUJUTIOCTPUPOBATh IPUMEPAMHU, PA3BUBATh HABBIKM CAMOCTOSITEILHON pabOThI C
Hay4HOU JIMTEPATYPOU, ITIO3HABATEIIbHBIN MHTEPEC K HAYYHOMY MO3HaHUI0. Tema goknana
JIOJKHA OBITh COIJIACOBAHHA C IIPEIOIaBaTeNleM U COOTBETCTBOBATh TEME yUEOHOr0 3aHATHS.
Matepuansl IpH €ro NOAroToBKE, JOKHBI COOTBETCTBOBATh HAYYHO-METOINYECKUM
TpeOOBaHUAM By3a U ObITh yKa3aHbl B Jokiiaae. Heo6xonumo cobumo1aTh periaMeHT,
OTOBOPEHHBIN MPH MOJIyUYEeHUH 3aaHusl. VIumrocTpauu 10JKHBL ObITh JOCTaTOYHBIMU, HO HE
ype3aMepHbIMU. PaboTa cTyeHTa Haj JOKJIaAoM-TIpe3eHTalel BKII0UaeT OTpaboTKy yMEHUs
CaMOCTOSITENIbHO 000011aTh MaTepUal U JIe1aTh BHIBOJIbI B 3aKIOYEHUH, YMEHHUS
OPUEHTUPOBATHCS B MaTEpUalle U OTBEUATh Ha TOTIOJIHUTEIbHBIE BOIIPOCHI CIIYIIATENEH,
0TpabOTKY HaBBIKOB OpPAaTOPCTBA, YMEHUS IPOBOAUTH TUCHYT. JJOKIaIUMKN JOKHBI 3HATh U
yMeTh: COO0IIaTh HOBYIO MH(OPMAINIO; UCIIOIB30BaTh TEXHUUYECKHE CPEICTBA; XOPOILIO
OpPUEHTUPOBATHCS B TEME BCETO CEMUHAPCKOTO 3aHATHS; TUCKYTHPOBATh U ObICTPO OTBEYATh Ha
3aJJaHHbIE BOIPOCHI; YETKO BBIMOIHATh YCTAHOBJIEHHBIN periamMeHT (He 6onee 10 MUHYT); UMETh
MpEJICTaBICHUE O KOMIIO3UIIMOHHON CTPYKTYype J0KIaaa U Ap.

CrpykTypa BbicTyILIeHHsl. BeTynieHne noMmoraer 00eceyuTh ycrexX BhICTYIUICHUS 110
mo0oit TemaTuke. Betyninenue 1omKHO cofiepkaTh: Ha3BaHUe, COOOIEHe OCHOBHOM HJIEH,
COBPEMEHHYIO OLIEHKY MPEIMETA U3JI0KEHUSI, KPATKOE NIEPEUNCICHNE PACCMATPUBAEMBIX
BOIIPOCOB, UBYIO HHTEPECHYIO (DOPMY M3JI0KEHUS, AKIIEHTUPOBAaHNE BHUMAHUS Ha BaXKHBIX
MOMEHTax, OPUTHHAIBHOCTh NoaxoAa. OCHOBHAs 4acTh, B KOTOPOM BBICTYHAIOIIMN JOJKEH
[1yOOKO pacKphITh CYTh 3aTPOHYTOM T€MbI, 0OBIYHO CTPOUTCS 110 MPUHIUIY OTYéTa. 3aaya
OCHOBHOM YacTH — MPEJICTABUTh JOCTATOUYHO JaHHBIX JJIS TOTO, YTOOBI CIYIIATENIN
3aMHTEPECOBAINCH TEMOM U 3aXOTENN 03HAKOMUTHCA ¢ MarepuanaMu. [1pu sTom jgoruueckast
CTPYKTYpa TEOPETUUECKOro 0J0Ka HEe TOJDKHBI JaBaThes 0€3 HarsAHbIX TOCOOu,
ayJIM0-BU3YyaJbHBIX M BU3YaJIbHBIX MaTepUaoB. 3aK/II0UEHHUE - ICHOE, YETKOEe 0000I1IeHNEe U
KpaTKHe€ BbIBOJIbI, KOTOPBIX BCETJa KIYT CIIYyIIATEIH.

V. IloaroroBka npe3eHTanuii

IIpe3eHTanus, COrIacCHO TOJIKOBOMY CJIoBapro pycckoro sizbika JI.H. YmakoBa: cnoco6
nojaun MHQGOpMaIum, B KOTOPOM NMPUCYTCTBYIOT PUCYHKH, (poTorpaduu, anumanus 1 3ByK. s
MIOJITOTOBKH IIPE3EHTAIIMKA PEKOMEHIyeTCs HCIoIb30BaTh: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maker beamer. Camas mpoctasi mporpamMma Jyisi CO3JaHHsI IIPE3CHTAINH -
Microsoft PowerPoint. J{ist moaroToBKH mpe3eHTalii Heo0X0auMo coopaTth u 00paboTaTh
HavanbHyI0 nHpopMarluio. [TocaenoBaTeIbHOCTh MOATOTOBKH MTPE3CHTAIUH

1. YéTtko chopMyIHpOBATH 1ENb MPE3EHTAINU: BBl XOTHTE CBOIO AyTUTOPHUIO
MOTHBUPOBATh, YOSINUTh, 3aPa3UTh KAKOW-TO UAEEH WK MPOCTO (POPMAILHO OTYUTATHCS.



http://translate.google.com/

2. OnpenenuTh KakoB OyzaeT popMar Npe3eHTalUU: )KUBOE BBICTYILICHHE (TOT1a, CKOJIBKO
OyZIeT ero MpoaOJIKUTENLHOCTD) WM IEKTPOHHAS pacChUIKa (KaKoB OyZeT KOHTEKCT
[IPE3EHTALINN).

3. OToOpath BClO cofiepKaTelIbHYIO YacTh JAJIsl MPE3CHTALMU U BBICTPOUTD JIOTHYECKYIO
LENIOYKY MPEACTABICHUS.

4. OnpenenuTs KIOYEBbIE MOMEHTHI B COAEPKaHUH TEKCTA U BBIICIUTH UX.

5. OnpenenuTh BUIBI BU3yaTu3aluu (KapTUHKH) JAJIs1 OTOOpaKCHHSI UX Ha Claiiax B
COOTBETCTBUHU C JIOTUKOMH, LI€JIbIO U CIeU(PUKOM MaTepuara.

6. [TonoOpaTh nu3aitH u (opMaTUPOBATH CITANUIBI (KOJIMYECTBO KAPTUHOK M TEKCTa, UX
pacrosoXkeHue, IBET U pa3Mep).

7. IIpoBepUTH BU3yalbHOE BOCIPUATHE ITpe3eHTaunu. K BU1amM BU3yain3aluy OTHOCSTCS
WUTIOCTpaluu, 00pas3bl, AUarpaMmbl, TAOIHIIbI.

Hnnrocmpayus - IpeACTaBICHUE PEATBHO CYIIECTBYIOIIErO 3pUTEIBHOIO psa.

Obpa3swl - B OTIIMYUE OT WLTIOCTpanuii - Mmetadopa. VX Ha3HaueHue - BBI3BATh SMOIIHIO U
CO3/aTh OTHOULIEHHE K HEH, BO31€HCTBOBATh Ha ayAUTOpHI0. C IOMOIIBIO0 XOPOLIO IPOJyMaHHbIX
U TIPEJICTABIIEMbIX 00pa30B, HHPOPMAIUSI MOXKET HAJIOJITO OCTAThCS B MAMSTH YeIOBEKa.

Juacpamma - BU3yanu3zanusi KOJIMYECTBEHHBIX U KAUECTBEHHBIX CBsi3el. X ncnonp3yror
JUTsl yOAUTENbHOM JeMOHCTPALlUY TaHHBIX, JUIS IPOCTPAHCTBEHHOTO MBIIUICHUS B IOTIOJTHEHHE K
JIOTUYECKOMY.

Tabnuya - KOHKPETHBIN, HATJISIIHBIN U TOYHBIN TIOKa3 TaHHBIX. E€ OCHOBHOE Ha3HAYCHHUE -
CTPYKTYpUPOBATh HH(OPMALIHIO, YTO TIOPOIi 00JIEryaeT BOCIIPUATHE JaHHBIX ayJAUTOPUEH.

[IpakTHdeckrie COBETHI IO MOATOTOBKE MPE3EHTAIIUN TOTOBBTE OTENIBHO: MeYaTHBIN TEKCT
+ crnaiizpl + pa3gaTOYHBIA MaTepUal; claifibl - BU3yalibHas Moja4ya nH(opMalnuu, KoTopas
JOJKHA CO/Iep KaTh MUHUMYM TE€KCTa, MAaKCUMYM M300pakeHUH, HECYIIIUX CMBICIIOBYIO
Harpy3KY, BBITJISIETh HATJISITHO U IIPOCTO; TEKCTOBOE COJIEPYKAHHUE IPE3CHTAINH - YCTHAS PeUb
WM YTeHHE, KOTopas J0JDKHA BKIIOYATh apryMEHThI, (DaKThl, TOKA3aTEIbCTBA U IMOLIUU;
peKoMeHayeMoe YHucio ciaiaoB 17-22; o0a3aTenbHas HHGOpMaIus AJs IPEe3eHTaluu: TeMa,
dbaMuIKs 1 MHUIABI BHICTYTIAIOIIETO; TUIaH COOOIIEHUS; KPAaTKHE BHIBOJIBI M3 BCETO
CKa3aHHOTO; CIIICOK MCIIOJIb30BaHHBIX UCTOYHHUKOB; Pa3aTOUHBIA MaTepHall - JOJKEH
obOecrieunBaTh Ty K€ TTyOWHY U OXBAT, YTO M KUBOE BBICTYIIJICHHUE: JIFO]IU OOJIbIIE JOBEPSIOT
TOMY, UTO OHU MOTYT YHECTHU C COOOM, 4YeEM MCUE3AI0LINM U300pakEeHUsIM, CJIOBA U CIai bl
3a0bIBAIOTCS, a pa3JaTOYHBIA MaTepua OCTaeTCs MOCTOSHHBIM OCS3a€MbIM HAIIOMUHAHHUEM;
pa3gaTouHBIA MaTepHall BAKHO pa3/iaBaTh B KOHIIE MMPE3CHTAIINH; Pa3JaTOYHbI MaTepHaIIbI
JOJIKHBI OTIIMYATHCS OT CIAMJIOB, TOJDKHBI OBITH O0JIee HH()OPMATUBHBIMHU.

KomnbroTepHyto mpe3eHTaluo, COnpoBOXK/IAOIIYI0 BEICTYIIIIEHUE TOKIaI4iKa, yI00Hee
BCET0 MOAr0oTOBHUTH B Tiporpamme MS Power Point. IIpe3eHTtaius kak JOKyMEHT MPEICTABIISET
co00i1 moce10BaTeNbHOCTh CMEHSIOLIUX APYT APYyTa CIaiI0B - TO €CTh 3JIEKTPOHHBIX CTPaHUYEK,
3aHMMAIOIINX BECh dKpaH MOHUTOpA (0e3 MPUCYTCTBUS NaHenel mporpammel). Yaiie Bcero
JEMOHCTpAIMsI MPE3EHTAI[MH POEUPYETCsl Ha OOJIBIIIOM 3KpaHe, pexe — pa3aaércs
coOpaBImIMMCS Kak MeyaTHbI MaTepualn. KomudecTBo crnaiiioB ajekBaTHO COACPKAHUIO
MIPOJIOJDKUTEITLHOCTH BBICTYTUICHUS (HAIPUMED, I S-MUHYTHOTO BBICTYIUICHUS PEKOMEHTyeTCS
HCITONIB30BaTh He Ootiee 10 ciaitios).

Ha nmepBom craiie 00s13aTesHO MPEICTABIAETCS TeMa BRICTYIUICHHUS U CBEJICHUS 00
aBTopax. Cremyrolue ciaiibl MOKHO MOATOTOBHUTD, UCTIONB3YS JIBE Pa3IHMUHbIC CTPATETHH HX
MOJITOTOBKH:

1 cTparerus: Ha caiIbl HAHOCUTCS OTIOPHBINA KOHCTIEKT BBICTYIUICHHS U KITFOYEBBIC CIIOBA
C TeM, YTOOBI IOJIb30BAaTHCS MU KakK IJIaHOM I BBICTYIUIEHUS. B aTOM ciiydae k cnaiinam
MPEIBSABISIOTCS CIeAyIOIINe TpeOoBaHMs: 00beM TEeKCTa Ha claiifie — He Ooubiie 7 CTPOK;
MapKUPOBAHHBIN/HYMEPOBAHHBINA CITUCOK COJEPKUT HE OoJiee 7 3JIEMEHTOB; OTCYTCTBYIOT 3HAKH
MyHKTYaIlMU B KOHIIE CTPOK B MAPKUPOBAHHBIX U HYMEPOBAHHBIX CIHCKAX; 3HAUNMAs
nH(OpMaIUs BBIIEISIETCS C TOMOIIBIO IBETA, Keriid, 3¢ dexroB anumanuu. Oco60 BHUMATEIIBHO
HE00X0IMMO MIPOBEPUTH TEKCT Ha OTCYTCTBUE OMMOOK U oreyatok. OCHOBHas omnOKa mpu



BBIOOpE TaHHOM CTPATErHH COCTOUT B TOM, YTO BBICTYIAIOIIME 3aMEHSIOT CBOIO PeUb YTEHUEM
TEKCTa CO CIIalIOoB.

2 cTpaterus: Ha Ciai/pl moMemmaeTcs (pakTHIeckuii Matepuai (Tabauibl, rpaduky,
¢dororpaduu u 1p.), KOTOPBIHN SABJIAETCS YMECTHBIM U I0CTaTOYHBIM CPEICTBOM HArJIsIIHOCTH,
IIOMOT'aeT B PACKPBITUH CTEP>KHEBOM UJIEU BBICTYIUIEHUs. BbIOpaHHBIE Cpe/icTBa BU3yalU3aluu
nHpopmaruu (TabauIbl, CXeMbl, TpadUKHU U T.11.) COOTBETCTBYIOT COACP)KaHUIO BHICTYILICHUS. B
3TOM CIIy4ae K ciaiiiaM MpeabsBIsSioTCs Cleaylolne TpeOOBaHs: MaKCUMAJIBHOE KOJIMYECTBO
rpadgudeckoit mHMOpPMAIIMU Ha OJTHOM Cliaiijie — 2 pucyHka (potorpaduu, CXemsl U T.11.) C
TEKCTOBBIMH KOMMEHTapusaMu (He Oosiee 2 CTpok K Kaxkaomy). Haubonee Baxknast mHpopmanus
JIOJDKHA pacrosaraTtbes B LIEHTPE SKpaHa.

OcHoBHast omurOKa MpH BEIOOPE JaHHOW CTPATETHH — «COPEBHOBAHHUEY CO CBOUM
WITIOCTPATUBHBIM MaTepUAJIOB (ayIUTOPUU HE ITPEJOCTABIIAETCS JOCTATOYHO BPEMEHH, YTOObI
BOCIIPHHATH MaTepuai Ha crnaiiiax). OObuHbIN craiin, 6e3 3¢ (heKToB aHMMAaIUHU TO0JIKESH
JIEeMOHCTPUPOBAThCs Ha 3KpaHe He MeHee 10 - 15 cexyH/. 3a MeHbllIee BpeMs IPUCYTCTBYIOIINE
HE yCIIeeT 0CO3HaTh cojiepxaHue ciaiina. Eciu kakas-To kapTUHKa MOsSBUJIach Ha 5 CEKYyH], a
HOTOM TYT K€ CMEHUJIACh APYTOd, TO ayAUTOpUs OyJIeT CYMTATh, YTO JOKIATUUK €€ MOATOHSET.
OO6patHOoro (Mo3uTUBHOTO) 3P (HeKTa MOKHO JTOCTUTHYTH, €CITH JOKIATINK TPOMCTHIBACT
MHOXECTBO CJIaiJI0B CO CIOXHBIMH TAOJUIIAMU U TUarpaMMaMH, FOBOps IIpu 3ToM «BoT Tyt
HPUBEIEH PA3HOTO POJIa CHOMO2AMENbHbIU MAaTEPHAT, HO 1 €ro X0Uy IPOIYCTHTb, YTOOBI HE
neperpyxarb BbICTYIIEHUE ToApoOHOCTIMUY. [IpaBna, Tako mpuém nenarthb B Hauaie U B KOHYe
IPE3EeHTAallMU — PUCKOBAaHHO, ONTUMAJIbHbIN BAPHAHT — B CEPEINHE BBHICTYIUICHUS.

Ecnu Ha cnaiine npuBoAuTCS CIOXKHAas 1uarpaMmma, €€ Heo0X0IMMO MpeABapUTh
BBOJIHBIMU CJIOBaMH (Harpumep, «Ha 3Toil tuarpaMMe npuBOIUTCS TO-TO U TO-TO, 3€EHBIM
OTMEUEHBI NTOKa3aTenu A, CUHUM — Iloka3aTesnu by), ¢ Tem, 4To0bI JaTh BpeMs ayIMTOpUH Ha €€
paccMOTpeHHe, a TOIBKO 3aTeM MPUCTYNATh K e€ 00cyxaeHnto. Kaxplii crnaiin, B cpenHemM
JIOJIKEH HaxOoJIUThCs Ha SKpaHe He MeHblIe 40 — 60 cexyH[ (0e3 yuéra BpeMeHH Ha CIIy4aiiHO
BO3HHKIIIEE 00CYXIeHHe). B CBA3M ¢ 3THUM J1yullle HAaCTPOUTh NMPE3EHTALMIO HE Ha
aBTOMATUYECKUI NIOKa3, a Ha CMEHY CJIaiJI0B CAaMHUM JTOKJIaI4UKOM.

Oco60 TIaTeaIbHO HEOOXOIUMO OTHECTUCH K 0ghopmaenuio npezenmayuu. [ Bcex
CJIaliI0B MPE3EHTAlMU 110 BO3MOKHOCTH HEOOXO0IMMO HMCII0NIb30BaTh OJMH U TOT K€ M1abJIoH
odopmIeHHs, KeTib — AJIs 3ar0JI0BKOB - HE MEHbIIIE 24 MyHKTOB, AJIs HH(OpMaIiK - He MeHee 18.
B npe3enTanusx He IPUHATO CTaBUThH [IEPEHOCHI B CIIOBAX.

ITonymaiiTe, He OTBIEKAWTE JIM BbI CIIyIIATENIEH CBOEH ke Ipe3eHTanuen? SIpkue kpacku,
CJIOHBIE I[BETHBIE IOCTPOEHUS, U3HUILIHAS aHUMAIHS, BBITPHITUBAIOLINI TEKCT WU
WITIOCTpALs — HE caMoe JIy4lllee AOMOJIHEHNE K HAayYHOMY J0KiIany. Takxke HexenarenbHbl
3BYKOBBIE 3(D(PEKThI B X0/1€ IEMOHCTpAIIMU Mpe3eHTaluu. Haumydmumu sBistoTCsl KOHTPacTHbBIE
nBeTa (hoHa u Texkcra (0enblii GoH — YEPHBINA TEKCT; TEMHO-CUHUN ()OH — CBETIIO-KENTHIN TEKCT U
T. 11.). Jlyuiie He cMemnBaTh pa3Hble TUIIBI HIPU(TOB B 0HOM npe3eHTanuu. Pekomenayercs He
37I0YNOTPEOIIATh MPONUCHBIMU OyKBaMH (OHU YHUTAIOTCS XYXKeE).

HekonTpacTtHbie ciaifibl Oy1yT CMOTPETHCS TYCKIIBIMU U HEBBIPA3UTEIbHBIMU, OCOOCHHO
B CBETJIBIX ayAUTOpHUAX. [[j1s mydmieil opueHTanuu B IPe3€HTalnuU 110 X0y BBICTYIUIEHHS JTy4llle
poHyMepoBaTh ciaiiibl. JKenaTenbHo, 4TOOBI Ha cilaiijlaX OCTaBaJIUCh TOJIs, HE MeHee 1 cMm ¢
KaXx/10i croponbl. BcnomoratensHast nHdopMays (ynpasisioiue KHOKH) He TOJDKHBI
npeo0aaaaTh HaJ OCHOBHOM MHGOpMaIUel (TEKCTOM, WITIoCcTpalusaMu). Micronp3oBaTh
BCTPOCHHBIE AP PEKTH aHUMAILIUU MO>KHO TOJIBKO, KOria 06e3 3Toro He 000MTHCH (Hanpumep,
MOCJIe0BAaTENbHOE MOSIBICHNE JIEMEHTOB IarpaMMsl). J{7s akiieHTUpOBaHUSI BHUMaHUS Ha
KaKO-TO KOHKPETHOM MH(pOPMALIMH Cllaiiia MOXKHO BOCHOIB30BATHCS JIA3EPHON YKa3KOH.

JlnarpaMmbl TOTOBSITCS C MCIOJIb30BAHUEM MacTepa JuarpaMM TaOJIM4YHOIo Ipoleccopa
MS Excel. [l BBOAa YMCIIOBBIX IaHHBIX HCIOJIB3YETCSl YUCIOBOM (hopMarT ¢ pa3euTeaeM
rpyni paspsaoB. Eciau njaHHble (HOANMCH JaHHBIX) ABJISIFOTCS APOOHBIMU YHCIIaMH, TO YHCIIO
0TOOpa)kaeMbIX JECATUYHBIX 3HAKOB JIOJKHO OBITh OJJUHAKOBO JUUIsl BCEH TPYIIIBI 3TUX JaHHBIX
(Bcero psiia noanuceil AaHHBIX). JlaHHbBIE M TOANKCH HE TOJDKHBI HAKJIbIBATHCSL APYT Ha Apyra U
CJIMBAThCS ¢ TpapUUECKUMH JIeMEHTaMU AuarpaMmbl. CTPYKTYpHBIE JHarpaMMBbl TOTOBSATCS TIPU
MIOMOIIK CTaHAaPTHBIX cpeacTB pucoBanus nakera MS Office. Eciu npu dpopmatupoBanun



ciaiiia ecTb He0OXOAMMOCTD TPONOPIIMOHATEHO YMEHBIINUTh pa3Mep AHUarpaMMbl, TO pa3Mep
HIPU(PTOB PEKBU3UTOB J10JIKEH OBITh YBEJIIMYEH C TAKMM PacueToM, 4TOObI pealbHOe 0TOOpaXKeHHne
00BEKTOB AMAarpaMMbl COOTBETCTBOBAJIO 3HAUECHUSM, YKa3aHHBIM B Tabnuie. B Tabnunax He
JIOJDKHO OBITH OoJiee 4 CTpOK U 4 cTOI0I0B — B IPOTUBHOM Cllydae JaHHBIC B TaOIuUIIe OyIeT
IIPOCTO HEBO3MOKHO YBHUJIETh. SIUeHKH ¢ Ha3BaHUSIMU CTPOK M CTOJIOIOB U HanOoJiee 3HaYMBbIe
JTaHHbIE PEKOMEH/1YETCS BBIJICIIATh LIBETOM.

Tabnuunas nHGOpPMALIKS BCTABIISIETCS B MAaTEpHAJIbl KaK Ta0JIMIa TEKCTOBOTO MpoIeccopa
MS Word uau tabmuanoro mporeccopa MS Excel. IIpu BcraBke TabauIbI Kak 00bEKTa U
PONOPLHUOHATIFHOM H3MEHEHUH €€ pa3zMepa pealbHbIN 0ToOpakaeMblil pazMep mpudTa 10HKEeH
ObITh He MeHee 18 pt. Tabmuisl 1 JuarpaMMsbl pa3MelaloTcs Ha CBETIIOM Wi 0esioM (oHe.

Ecnu Bel peanounTaere BOCIOIB30BaTHCS MOMOIIBIO OTIEpaTopa (YTO TOXKE BO3MOXKHO),
a He JINCTATh CIIal/bl CAMOCTOSITENILHO, OYEHb MOJIE3HO IPEYCMOTPETh CCHUIKM Ha CIIaiibl B
TekcTe nokiana («Creayronmi ciuaia, moxxanyicra...»).

[Tocne moAroToBKM Mpe3eHTalul He00X0AUMa PEeNEeTULIUS BBICTYIUICHUS.

3aKII04YUTEIbHBIN ClIali]] IPE3EeHTALNH, colepKaluil TeKeT «Crnacu0o0 3a BHUMaHHUE» WU
«Koneny, Bps a1 npueMieM Ui Ipe3eHTalu|, COIPOBOXKAAOLIEH yOIMYHOe BBICTYIUIEHUE,
MIOCKOJIBKY 3aBEpIICHHE TI0Ka3a CIaliJI0B el He SBISETCS 3aBepIICHHEM BhICTYyIIeHUsA. Kpome
TOTO, TAKHE CIIalbl, TAaK K€ KaK U ciaiin «Bonpocs!?», 1y0aupyoT ycTHOE COOOLIeHNE.
OnTuManbHBIM BAPHAHTOM IPEJCTABISETCS IOBTOPEHHUE MIEPBOI'0 Cilai/la B KOHLE PE3eHTALUH,
MOCKOJIBKY 3TO Ja€T BO3MOXKHOCTH €IIE pa3 HAIIOMHUTH CITYIIATEIISIM TeMY BBICTYILICHHUS U UMSI
JIOKJIQJIYMKa 1 JIM00 NepelTH K BOIpOCcaM, JIMOO 3aBEpIIUTh BBICTYIUICHUE.

Jlnst mokasa ¢aiin mpe3eHTanuyu HeoOX0IMMO COXpaHHTh B (hopmare «/lemoHCTpams
PowerPoint» (Paitn — Coxpanuth kak — Twur ¢aitna — Jemoncrpamus PowerPoint). B atom
ClTydae Mpe3eHTalusl aBTOMAaTHYECKH OTKPBIBAETCS B PEXKUME TIOITHOOKPAHHOTO TIOKa3a
(slideshow) u cymarenu n3daBneHsl kKak OT Bujia pabodero okHa mporpammsl PowerPoint, tak u
OT TIOTEPb BPEMEHH B Ha4aJie MMOKa3a Mpe3eHTaINH.

[Tocne moAroTOBKH MPE3eHTALH [T0JIE3HO TPOKOHTPOIUPOBATH Cce0sl BOIPOCAMMU:

1) ynanock i1 JOCTHYS KOHEYHOH LIEJIH MPE3CHTAINH (YTO YIAIOCh OTPEIEIHTD,
OOBSICHUTB, MPEJIOKUTh TN MPOJIEMOHCTPUPOBATH C IOMOIIBIO HEE?);

2) K KakuM 0COOEHHOCTSIM 00bEKTa NMPE3EHTAH YAAJIOCh IPUBJI€Yb BHUMaHUE
aynuTopun?

3) He OTBJIEKAET JIM CO3/IaHHasl MPE3EHTALNsI OT YCTHOTO BBICTYIUICHUS?

VI. CocraBjenne anHoTanuu u pedepara

AnHotanus (0T jat. amotatio — 3ameTka) — Kparkasi XapaKTepPUCTHKA CTaTbU, KHUTH U T.JI. C
TOYKHU 3pEHUS €€ Ha3HAYCHHUS.
L]env annomayuu - OTBET Ha BOIIPOC, O YEM FOBOPUTCS B CTAThE, T.€. 1aTh 00Ilee NPeICTaBIECHUE O
CTarThbe.
Cmpykmypa annomayuu:

1.ABTOp, Ha3BaHHUE, BHIXOMHBIE JAHHBIE.

2. Tema cTaThu (TEKCTa, KHHTH).

3. IIpo6ieMaTnka, T.e. Kpyr MpOOIEM HJIM BOIPOCOB, KOTOPHIE 3aTParuBarOTCS B TEKCTE
(cratbe, KHUTE).

4, Anpecar, T.€. TOT, IJIsl KOTO MpeHa3HaYeHa CTaThs (TEKCT, KHUTA).
SI3bIK aHHOTAIMH JTOJIKEH OBITh JIUTEPATyPHBIM, JTAKOHUYHBIM U MPOCTHIM.
Pedepar (ot nar. referre - noxmaasiBarh, COOOIIATH) - KPATKOE M3JIOKEHHUE COICPIKAHMSI CTAThH
(TekcTa, KHUTH), BKJIIOYAIOIllee OCHOBHBIE CBEJICHUS U BBIBO/IbI, HEOOXOIUMBIE JIs
MEePBOHAYATIHFHOTO O3HAKOMJICHHUS C HEH M ONpeeNieH s 1Ie1eco00pa3HOCTH OOpaIeHHs K HEH.
L]env pedhepama - 0TBET HA BONPOC, YTO UMEHHO TOBOPUTCS B-UCTOUYHUKE HOBOTO,
CYLIECTBEHHOTO.
Brinensitior peghepam-0630p (cocTaBiseTcsi HO HECKOIBKUM HUCTOYHUKAM, TTOCBAIIEH OJTHOM TeME)
U peghepam-pe3tome (COCTABIAETCS IO OTHOMY HCTOYHUKY).




Cmpykmypa peghepama-pestome:

1. ABrop, Ha3BaHueE, BEIXOHBIE JaHHEIE.

2. Tema cTaThy (TEKCTa, KHUTH).

3. Komnosumus. Yka3blBaeTcs M3 CKOIBKMX M KAKUX CTPYKTYPHBIX 4acTel COCTOUT
VCTOYHHUK (pa3zeiibl, IJIaBbl).

4. OcunoBHoe conepxanue. M3maraloTcss KOHKPETHBIE Pe3y/IbTaThl MM BHIBOIABI aBTOpPA B
COOTBETCTBHUH CO CTPYKTYPOI UCTOUYHHKA (BO BBE/ICHUH ..., B 1-0i1 I1aBe ... U T.1.).

5. Hanuuue WUIIOCTPaTUBHOrO MaTepyana (WLTIOCTPALMH, PUCYHKH, TaOJUIIbI U T.11.).

6. Anpecar, T.e. TOT, Ul KOTO IIPEJHA3HAYECHA CTAThs (TEKCT, KHUTA).
OcobeHHOoCTh pedepara-pe3roMe 3aKII0UaeTCs B €r0 00bEeKTUBHOCTH. ETo S3bIK TaKkKe T0JKEH
OBITH KPaTKUM, IIPOCTHIM U HEUTPAJIbHBIM.

®dpasbl s COCTABICHUS aHHOTAIIMU U pedepaTa
l. Agrop (author), nazsanue (title, name):
e | have read a text - s nmpounTasn(-a) TeKCT;
- an article - crarbio;
- astory - pacckas;
- an extract from the book entitled - orprIBOK M3 KHHIH, 03aIIaBIEHHOM «...»;
e The title of the text (article, .. J is A..” - 3aronoBok TekcTa (CTaThH, ...)«...»;
e The author of this text (article,...) is ... - ABrop 3Toro Tekcra (crarby, ...) - ... (UMsi);
- Itiswritten by ... - On / ona Hancas(-a)...(MMs aBTOpa);
. Tema (subject, topic):
® The topic of the text (article, ...) is ... - Tema Tekcra (CTaThH, ...)-«...»;
e The text (article, ...) is devoted to the problem (subject) of ... - Tekcr (crarps, ...)
HOCBsIIEH podieme (Teme) ...;
1. Kommnosuuus (structure):
e The text (article, ...) consists of ... paragraphs (parts, chapters) - Tekcr (ctarbs) cocTouT
u3 ... maparpados (4acteii, rias);
Yactu ucroynuka: introduction - BBeeHue;
the first (second, third, ...) chapter - 1-as (2-as, 3-1, ...) maBa; conclusion, end - 3akouenue,
KOHell,
I11.OcHoBHOE conepskanue (contents):
e In the first (second, third....) chapter (paragraph, part, ...) the author says, that... - B 1-oii
(2-oi, 3-ei, ...) maBe (maparpade, 4acT, ...) aBTOP TOBOPHT, UTO ...;
- draws a conclusion, that... — gemaer BbIBOZ, YTO ...;
- mentions / points, that ... - ymomuHaet / yka3bIBaeT, uTo ...;

® [n the author’s opinion ... - [lo MHEHUIO aBTOPA, ...;

e The first (second, ...) chapter (paragraph, ...) - 1-as (2-as, ...) miaBa (maparpad)

- is devoted to ... - mocssmena ...

- includes information (facts) about ... - conepxwut nnpopmanuio (GpaxTei) o ...;

V. WaumocrparuBubiii marepuadn (illustration):

e The author supports (illustrates) his ideas (opinion, theory, ...) by picture (table, photo, ...)
- ABTOp moAKperusieT (WUTFOCTPUPYET) CBOM UACH (MHEHHE, TEOPHIO, ...) PUCYHKOM (TaOIuIeH,
dororpadueii, ...);

e In the first (second, ...) chapter (part. ...) there are some (many) pictures (tables, ...)

- B 1-0ii (2-o#, ...) miaBe (4acTy, ...) IMEETCS HECKOJIbKO (MHOTO) PUCYHKOB (TaONHIL, ...);

V. Aapecar (audience):

e This text (article, ...) was meant for specialists in the field of ... - DtoT Tekcr (cTarbs, ...)
npeaHasHauCHa AJid ClieuaJIuCTOB B 06HaCTI/I veey



e This text (article, ...) is of some interest of ... - D1ot TekcT (CTaThs) MPEACTABISICT UHTEPEC
IIA ...

1. CnoBa-CBs3KH:
e besides, moreover, furthermore - kpome Tor0;

] so, in such a way, thus, in that way - Takum o6pa3zom;

o therefore, hence, so, consequently - ciegoBarensHO;

° and so, that is why - mostomy;

° as, SINCe — Tak Kak;

° perhaps, possibly - BO3MOXHO, BEpOSTHO;

e most likely, probably - ckopee Bcero;

° what is more, in addition, I’d like to add that... - 6osee Toro;
o maybe - MmoxeT ObITb;

e « in conclusion, summing up - B 3aBepiIcHHE;

] Evidently, it’s obvious that - oueBuHO.

2. Jlorruyeckoe 3aBepIieHUE, BRIPAKEHNE COOCTBEHHOIO MHCHHS:

° I’d like to say that... - 5I xoren(-a) ObI cka3arhb, 4TO ...;

e |t seems to me that... - MHe kaxercs, 4To ...;

° In my opinion... - ITo MoeMy MHEHHIO, ...;

° T agree/disagree that... - 4 coracen(-Ha) / He cornaceH(-Ha), 410 ...;
° | liked/disliked the fact that... - Mue moxpaBsuiocs, 4To ...

° Allin all - B urore, B 00meM;

° On the whole, as a whole - B nemom.



