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MeToau4Hi pekomMeHaamii
JJISI CAMOCTIiiTHOI POOOTH CTY/IeHTIB 3 ONIAHYBAHHSI HABYAJbLHOI0 MaTepiany
3 aMcHuIUIing «/lijioBa aHriiiicbka MmoBay»

CamocriiiHa po0o0Ta CTy/ICHTa € OCHOBHUM BHJIOM 3aCBOEHHS HABYAJIBHOTO MaTepiany y
BUIbHUHN BiJ ayAUTOpHHX 3aHsTh 4yac. 3MicT CPC Hajg KOHKPETHOIO JHUCUHUIUIIHOIO BHU3HAYAETHCS
poOOUOI0 HABYAILHOI MPOrpPaMoI0 3 IIi€l AWCIMIUIIHU, HABYAIbHO-METOJAMYHUMHU MaTepiajaami,
3aBJIaHHSIMU Ta BKa31BKaMU BUKJIa/1aya.

3 HaBuanbHO! JUCHMILIIHM «JlioBa aHrmiiickka MOBa» caMOCTiiiHa po0OoTa CTyIeHTIB
nependayae:

e OINaHyBaHHS NPAaKTUYHOTO MaTepiany;
® CaMOCTiiiHe BUBYEHHS MUTaHb MPOTPaMH, 10 BUHECEH] Ha CaMOCTii{HE BUBUCHHS;
® MiJrOTOBKY JI0 HAMCAHHS OTOYHUX TECTIB T4 MOJIYJIBbHOT KOHTPOJIBHOI POOOTH.

IpakTuyHi NUTaHHS, 110 BUHECEHi HA caMocTiliHe BUBYEHHS:

Pekpytunr. BrnamryBanns Ha po6oty. Pestome. [1in6ip mpaniBuukis. [HTeps’1o.
Kommnanis. Opranizaris. CTpykTypa. YMOBH Tpaiii.
Kontpakr. ETuka i po6ora. ETrika Ha po6oTi.
Punok npami. Omutata.
Jinose nucryBanHs. [IpaBuna myHKTyaii y A1I0BOMY JIUCTYBaHH.
Jinosa TeneonHa po3moBa. JJoMOBIEHICTh PO 3yCTpid.
Inrepner. EnekTponna momra.
Benenns 6i3Hecy y pi3HHX KyJIbTypax.
Jinosi noizaku. BigpsimxeHHs .

. EQextuBHI npe3enTarii.

. TexHika BeJleHHS! €EKTUBHUX MEPETOBOPIB.

. [Ipe3eHTaliist IpoOayKTYy.

. Ctuui BeieHHs Oi3Hecy.

. JIekcuko-rpaMaTuyHi 0cOOIMBOCTI J1IIOBOTO JINCTYBAHHS.

. MapkeTuHr.

. Pexnama.

. JlinepcTBo. SkocTi dinepa.

. CiTcbKa Oecifna.

. Tenedonna po3mosa. /linoBa po3moBa 1o tenedony.

. [leperoBopwu sik €1€MEHT J1JIOBOTO CIJIKYBaHHSI.

. JIinoBi 3HalioMCTBA.

. PoboTa B Mi>kHapOJH1! KOMIIaHi].

. BupineHHs KOHQIIIKTHUX CUTYaIlii.

. MIKKyIBTYpHE CIIUJIKYBaHHS.

CoNoOA~WNE

NNNNNNRPRPRREPERRERRERRERE
A WNRPODOO~NOUIAARWNEO

PexomenngoBana Jiteparypa:

AHIIO-yKpaiHCPKU TEMaTUYHUNA CJIOBHHUK JUISL JIIJIOBOTO CHUIKYBaHHS. MeEHEIKMEHT,
MapKeTHHT, OaHKiBChbKa crpasa : 6i1. 16 000 ciniB ta cioBocnon. / 3a pea. I. I'. Anikeenko. — K. :
JlensiT, 2003. — 224 c.

lNanon 0. A. Anrmiiicekka mMoBa s autoBoro crinkyBanHs / 0. A. Ianon. — K. : Bun-Bo
€spor. yH-Ty, 2003. — 230 c.
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Haymenko JI. I1. Business English Course: busnec-kypc anrauiickoro si3bika. — K.: A.C.K.,
2005. — 448 c.

Bill Mascull.Business Vocabulary in Use. Cambridge University Press, 2002. - 165 p.

David Cotton, David Falvey, Simon Kent. Market Leader. Course Book. Upper Intermediate /
David Cotton, David Galvey, Simon Kent. — Longman, 2001. — 176 p.

David Cotton, David Falvey, Simon Kent. Market Leader. Intermediate. Practice File. Pearson
Education Limited, 2003. — 180 p.

George Bethell, Tricia Aspinall. Test your Business Vocabulary in Use. Cambridge University
Press, 2003. — 212 p.

lan Badger, Sue Pedley. Everyday Business Writing. — England: Pearson Educ. Ltd., 2003. —
154 p.

Jon Naunton. Profile Upper Intermediate Student’s Book / Jon Naunton. — Oxford University
Press, 2005. — 176 p.

IIuTanHA 1151 CAMOKOHTPOJII0
Lllanosni cmyoenmu, nepesipme cebe. Axwo Bu 3nacme 6i0nosioi na yi 3anumaunts, Bu comogi 0o
HanucauHs MoOYIbHOI KOHMPOLHOI pobomu 3 «/[inoea aneniiicoka Mosay.
1. What are the main peculiar features of business communication?
2. What barriers to effective business communication can you distinguish?
3. How can a notion “business letter”” be defined?
4. How should your letters sound?
5. What are stylistic peculiarities of business letters?
6. What are linguistic peculiarities of business letters?
7. What are communicative peculiarities of business letters?
8. How should a business letter be structurally organized?
9. What are the peculiar features of patterns of punctuations used in business letters?
10. What are the peculiar features of business letter styles?
11. What is the message as one of the important element of the business letter?
12. What is the method for writing any letter?
13. How can you organize the information of your letter?
14. What is the form of a complimentary close if the letter starts with the salutation “Dear Mr Brown™?
15. Point out the difference between business letter layout in English and Ukrainian.
16. What are the components of the semantic structure of a business letter?
17. What role do abbreviations play in business letter writing?
18. What are the ways of translating English syntactic constructions used in business letters?
19. What are common and different features used in business letter writing in English and Ukrainian?
20. What purpose does a resume serve?
21. If you had little or no experience, which resume would probably be better: a) chronological or b)
functional?
22. What is the communicative aim of business letters within the trade?
23. What is the difference between business and informal telephone talk?
24. How to make a business call to people you do not know?
25. What are the most frequent techniques of negotiations?
26. What is the first step in a successful search for a job?
27. What questions must you ask yourself beginning to search for a job?
28. What methods of finding a job do you know?
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Why should you read the want ads?

What may the ad tell you about?

What suggestions will help you to use want ads effectively?

What is a resume?

What are the basic requirements for a good resume?

How many types of resumes do you know? What do they differ in?
What type of resume is the most popular with the recruiters?

What information is recommended to exclude from your resume?

Which of special suggestions that can help you write a perfect resume do you think are the most

important?

How do you understand the meaning of the word “the job interview”?
What does the employer judge during the interview?

What makes a good interview?

Which guidelines do you think are the most important? Why?
Can you give any other advice to a candidate?

What are the “Golden Rules” for writing business letters?

What steps in planning a business letter do you know?

Which steps do you think are the most important? Why?

What is the structure of the letter?

What are the opening (closing, linking) phrases in a business letters?
What types of business letter do you know?

What letters of two types are often used?

What is the main aim of an offer?

What information do the offers usually include?

What are the types of the quotation?

What phrases do usually open a free offer?

How do a free and a firm offers differ from each other?

What is the principle of a fax machine work?

What is fax?

What are the advantages of sending messages by fax?

How is sending messages by telex performed?

How can one correct the mistake made while sending a telex?
Name the abbreviations used when sending telexes.

Tell the story of creating the Internet.

What is the purpose of using the Internet?

Which main spheres/branches of using the Internet do you know?
What is e-mail?

How does a typical e-mail address look like? Give examples.
What does an e-mail message consist of?

Name abbreviations used when writing an e-mail message.

What is a resume?

What are the basic requirements for a good resume?

How many types of resumes do you know? What do they differ in?
What type of resume is the most popular with the recruiters?
What information is recommended to exclude from your resume?

Which of special suggestions that can help you write a perfect resume do you think are the most

important?
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74. How do you understand the meaning of the word “the job interview”?

75. What does the employer judge during the interview?




