HapuyanbHo-HaykoBuii ['ymaHiTApHUA IHCTUTYT
Kadenpa anraiiicbkoi ¢inoJorii i mepexaaxy

3ATBEP/I’KYIO
3aBiqyBau kadeapu Cunopenko C.I.
« » 2016 p.

NATAHHSA IS NIJITOTOBKA
J0 MOAYJIbHOI KOHTPOJIbHOI POBOTH Ne 1
3 JMCIUIIJIHHU «JIIJIOBA AHI'JIIHCBKA MOBA»

Tema 1.1.1. Pexpymune. Brawmyeanus na pooomy. Pestome. I1io6ip npayienuxis. Inmeps ro.

OyHKIIT peKpyTHHIroBUX KommaHid. Cranii npuiHATTS Ha poboTy. Bumorn no xanaumaris. 3acoOu
OLIIHIOBAaHHA 3/10HOCTeN KaHauAaTiB. MoTuBalis NepcoHany. THUIM KOPHOPATUBHOI KYJIbTYpH.
Xapakrepuctuka podoudoro micis. [IpaBuia moBeniHKu mijg yac criBOECiIn.

Tema 1.1.2. Komnanisn. Opeanizayia. Cmpykmypa. Ymosu npayi.

Crpykrypa kommanii ((pipmu i T. n.), piBHI ympaBmiHHA, iX (yHKOII Ta poiap Ha MIANPHEMCTBI.
JisnpHICTh BiAAUTIB Ta migpo3auniB Gipmu. Opranizaiiis npaii Ta pododoro Micis. TUM KOMIaHIM, X
0COOJIMBOCTI, MIEPEBary Ta HEIOIKH.

Tema 1.1.3. Konmpaxm. Emuka i poboma. Emuxa na pobomi.
[TinroToBKa 1 MiANUCAHHS KOHTPAaKTy. JIEKCHKO-CTHIIICTUYHI OCOONMBOCTI KOHTPAKTiB. TpyHoBHi
norosip. JloTpuMaHHs €TUYHUX TPUHIUIIB HAa POOOTI.

Tema 1.1.4 Punok npayi. Oniama.
Ckiananss mpodiiio BITYM3HAHOT Ta 3apyOixkHOI koMmawii. Head-hunting. Jliniiiui Ta mraTHi mocamy.

Tema 1.1.5. [Jinoge nucmysanns. Ilpasuna nynkmyayii' y 0ino8omy aucmy8aHHi.
Tunu nuctiB. IlyHkTyaiiiiHi 0co6JUBOCTI JIIJIOBUX JIUCTIB.

Tema 1.1.6. /linosa pozmosa. JJomosnenicms npo 3ycmpiy.
[TinroroBka n0 autoBoi po3moBu. Ilepmia 3yctpiu. dyHkuioHanbHi (pasu npu 3ycrpidax. [Ipasuia
MPOBEJCHHS ILJIOBUX 3yCTpiyeil.

Tema 1.1.7. Inmepnem. Enexmponna nowma.
EdextuBHuii momyk iHdopmalii B iHTepHETI. BUKOpUCTaHHS I1HTEPHET y MAUIOBOMY CIIUJIKYBaHHI.
Enexrponna nomra. Tunu enekTpoHHUX JIUCTIB.

Tema 1.1.8. Beoenns 6iznecy y pisHux Ky1vmypax.
MixnaponHi 013Hec cepenoBuiia. KyiabTypHi BiAMIiHHOCTI BeJileHHS O13Hecy. [IpaBuia MiXKKYIbTYpPHOTO
CHUIKYBaHHS.

Tema 1.1.9. [linosi noizoxu. Biopsaocenns.
Binpskenns. JlokanbHi Ta 3aKOpIOHHI BiApsyKeHHS. [IpoXomkKeHHS MHUTHHX Ta HPUKOPIAOHHUX

IpoIeTyp MiJ] 4ac MOA0POXKEH.

Tema 1.1.10. E¢hexmusni npezenmayii.
[TpoBeneHHs mpe3eHTallli KOMIaHIi: TUTaH Mpe3eHTarlii, MoBa Mpe3eHTairii, HaouHi 3acobu. CkiiamaHHs

Ta OMUCYBaHHs PI3HOMAaHITHUX TpadikiB Ta Jiarpam.
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Tema 1.1.11. Texuixka edenus epekmusHux nepe2ogopis.
ITeperoBopu. IliaroToBka. YMoBH.

Tema 1.1.12 Ilpesenmayis npooykmy.
[TpesenTamis mpoxykmii. IligrotoBka no mpesenranii. Hammcanus tekcry mpeseHtarii. Crparerii
MpOBEICHHS €(EKTUBHUX MPE3CHTAITIH.

Cnucok pekomeHnooeanoi 1imepamypu:

1.

AHIIIO-YKpATHCBKHI TEMAaTHYHUN CIIOBHUK IS JUIOBOTO CIUIKYBaHHSA. MEHEIKMEHT,
MapKeTHHT, OaHKiBChbKa cipara : 0;1. 16 000 ciiB ta cmoBocnoi. / 3a pea. I. I'. Anikeenko. — K.
. JIensit, 2003. — 224 c.

['amon 0. A. Awnrmiiickka mMoBa g ainoBoro crinkyBanHs / 0. A. T'anon. — K. : Bua-Bo
€spor. yH-Ty, 2003. — 230 c.

Haymenko JI. II. Business English Course: busnec-kypc anrnuiickoro sizeika. — 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.
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Press, 2005. — 176 p.
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IMUTAHHSA 1JIS TIATOTOBKHU
10 MOAYJBbHOI KOHTPOJBHOI POBOTH Ne 2
3 JUCHUILIIHU «IIJIOBA AHIIIICBKA MOBA»

Tema 2.2.1. Cmuni 6edenns OizHecy.
biznec etuker. OcHOBHI cTHII Oi3HEC MOBEAIHKHU. bi3HeC Ta HaBKOIUIITHE cepenoBuIie. MoBa
cnenianbHOCTI. TUMOBI MOPTPETH MEHEKEPIB PIZHUX KpaiH Ta iX MiAXif 10 BeACHHs Oi3HECY.

Tema 2.2.2. Jlekcuxo-epamamuuni 0cobausocmi 0ii08020 IUCHYEAHHL.
HinoBa mepenucka. Tumm Oi3Hec-TUCTIB. JIeKCHUYHI Ta CTHIIICTHYHI OCOOJIMBOCTI JILJIOBOTO
JTUCTYBaHHS.

Tema 2.2.3. Mapxemumne.

[TonsTTst Mpo MapkeTUHT. ba3oBi MOHATTS MapkeTUHTy. OCHOBHI MApKETUHIOBl IHCTPYMEHTH.
Mapketunr-mikc. Metoau MapkeTHHTOBOro gochimxeHHs. CTBopeHHs Openaa. OcoOIMBOCTI
MDKHAPOJHOTO MAPKETHUHTY.

Tema 2.2.4. Pexnama.
Ponp pexmamu Ta 1 Tnu. Pexnamuuii aeBi3 (cioraH). 3acoOM BIUIMBY Ha IUTROBY TPYIy
criokuBaviB. CkaagaHHs PEKJIaMHOIO OToJIoNIeHHA. HanmucaHHs crieHapiro IS TEJIEeBi31iHOTO
PEKIIAMHOTO POJIHKA.

Tema 2.2.5. Jlioepcmeo. Axocmi nidepa.
Pucu xapakrepy ycmimHoro mianpuemnsa. CBIiTOBI BHJIATHI OCOOHMCTOCTI 3 SICKpaBUMU
JTAEPChKUMHU sIKOCTSIMU. KepyBaHHS BeTMKOIO KOMITaHi€t0. SIKOCTI Jijepa.

Tema 2.2.6. Cgimcovka becioa.
Citchka Oeciza sk exeMmeHT Aimooro crinkyBanus. Small talk: dymkii, crpykrypa. [IpaBuna
MPOBEACHHS CBITCHKOI OeCi/u.

Tema 2.2.7. Teneghonna pozmosa. /linosa pozmosa no meneghomy.
[IpaBuna mpoBeneHHs TelePOHHUX PO3MOB Ta TmeperoBopiB. DyHKIoOHANBHI (pa3u ams
JUTOBUX Tese(OHHUX PO3MOB Ta EPErOBOPIB.
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Tema 2.2.8. llepecosopu ax enemenm 0il08020 CNINKYBAHHSL.
Texnika mnpoBeneHHs TMeperoBopiB. I[lpuiiomMun mpoBeneHHS €(QEKTUBHUX IEPETOBOPIB.
[Icuxonoriyauii TUCK mijg yac neperoBopis. I1iAroToBka 10 neperoBopis.

Tema 2.2.9. Jlinosi 3naviomcmaa.
[IpaBuna OGi3Hec-eTukeTy. JliI0BI 3HAMlOMCTBAa y BHYTPIIIHROMY Ta 30BHIITHBOMY Oi3HEC-
cepenosuiii. BizutiBku. [IpaBuna nepenadi Ta 03HaAHOMIICHHS 3 HUMH.

Tema 2.2.10. Poboma 6 MidCHapOoOHill KOMNAHII.

Oco0auBOCTI KOHKYPEHTHOTO cepenoBuiia. OcoOIMBOCTI KOPHIOPATUBHOI KYJIBTYPH B PI3HUX
KpaiHax. KopropaTuBHa eTuka. OyHKIIIi Ta MOBHOBa)KEHHS MPAILIBHUKIB BIJOMUX YKPaiHCHKHX
Ta 3apyOiKHUX KOMIIaHIM.

Tema 2.2.11. Bupiwenus xoughnikmuux cumyayii.
Tunu xoHQumikTHUX cutyauiid. [IpuunHn KOHQIIKTHUX cuTyariil. BupimeHHs KOHQIIKTHUX
cuTyaliii. BupimeHHs yAIBHUX MPOOJIEMHUX CUTYaIlii: KSHCH.

Tema 2.2.12. MixckynomypHe CniiKy8aHHsI.

Pone MDKKyIBTYpHOI KOMYHIKAImii y BeAeHI ycmimHoro 06i3Hecy. TUIOBI MOpTpeTH
MEHEKEpIB pI3HUX KpaiH Ta iX miaxig 1o BeAeHHs OizHecy. OcOOIMBOCTI KOPIOPATHBHOI
KyIbTYpH B pI3HMX KpaiHaX. KOpPIOpaTHBHAa €TUKa. Pojb MIKKYJIbTYpHOI KOMYHIKAlii Yy
BEJIEH1 YCIIIIHOro O13HECY.

Cnucok pekomenooganoi nimepamypu:
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2005. — 448 c.

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

5. David Cotton, David Falvey, Simon Kent. Market Leader. Course Book. Upper Intermediate /
David Cotton, David Galvey, Simon Kent. — Longman, 2001. — 176 p.
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Education Limited, 2003. — 180 p.
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3pa3ok MOayJILHOI KOHTPOJBLHOI PO00TH

HAIIOHAJILHW ABIAIIIIMHUI YHIBEPCUTET
HABYAJIbHO-HAYKOBHI I'YMAHITAPHUIA IHCTUTYT
KA®EJIPA AHTJIINCHLKOT ®LJIOJIOTTI I MEPEKJIALY

SATBEP/’KYIO
3aBinyBau kadeapu
AHTJIIICHKOT (P17I0JIOTT 1 IepeKIIany

C. CunmopeHko
« » 2016 p.

MoayabHa KOHTpoJIbHA podoTa Ne 1
3 HAaBYAJIBHOI JucuMILTiHM «/i1oBa anrailicbkka MoBay»

1. Insert the following words in the gaps in the text below:

Applicant  application application form  apply candidate curriculum vitae or CV (GB) or
resume (US) employment agencies interview  job description job vacancies references
short-listed

Many people looking for work read the (1) ......ccccccocvriinnenne advertised in newspapers by companies
and (2) .oooevevveenn, . To reply to an advertisement is to (3) ......c..ccec..... for a job. (You become a (4)
..................... Or an (5) .ococeevvvvvnivnieniennnn). YOU Write an (6) ..........c............, or fill in the company’s
() I , and send it, along with your (8) .........cccovvevenen. and a covering letter. You often
have to give the names of two people who are prepared to write (9) .....ccceevvvreenne. for you. If your
qualifications and abilities match the (10) .......cccceneeee. , you might be (11) .coceeevveeee, , 1.e.
selected to attend an (12) ..........ccccevevveeneee. :

2. Below you will see some extracts from wants ads. Fill in each blank with a word or phrase
from the following list:

competitive initiative suit Kkitchen staff ability outgoing team pension plan clear contact
experience preference required skills willing busy office hard work potential customers
successful candidate thorough training

- Our new 200-seat restaurant is opening in May and we are looking for waiters, waitresses and

- If you are a friendly and (2).......... person who is not afraid of (3).......... , we have the job and hours
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- For more information, (5).......... Helen at (415) 331-2012.
- Secretary/Receptionist (6).......... fora (7)......... . Typing and shorthand between 80 and 120 wpm.
We will give (8).......... to applicants who have experience using word processors and computers.
- We want a positive person who is (9).......... to work hard and can use their own (10).......... . You
must be lively and have a good sense of humour and a (11).......... speaking voice. You will receive
(12)...o..nnn. to enable you to inform (13).......... of the benefits of advertising with us.
- The (14).......... will have had (15).......... in booking and banking procedures. The position calls for
word-processing and secretarial (16).......... plus the (17).......... to work as part of a (18).......... A
(19).......... salary is offered as well as a company (20)..........

3. Match the word to the translation

1. job A PEKOMEHTaITis

2. downsizing B 3as1Ba

3. job advertisements C (bipmoBuii OaHK

4.  toapply for a job D 3aMiCTh

5. employer E CYIPOBITHHIA JTUCT

6. required and preferred qualifications F MOBIZIOMHTH TPO PE3yIbTaT

7.  jobsearch G NpaBo Ha BIAMYCTKY

8.  resume / curriculum vitae (CV) H HaOip

9. rapport I Ha PO3TIISAII

10. to notify of the outcome J 000B'sI3kOBI Ta OaxxkaHi BHUMOTH IO
KBaTidikarii

11.  letterhead K OTOJIOLICHHS PO MPHIOM Ha poOOTY

12. shortlist L poboToaBens

13. parental leave M IOCSATHEHHSA

14. holiday entitlement N MOIITYK pOOOTH

15. pending @) rapHi CTOCYHKH / aTMocdepa

16. inlieu P 3BEpTATHUCS PO MPUHOM Ha pOOOTY

17. annual leave Q BUINPOOHHH TEPMiH

18. accomplishment R BIJIITYCTKA T10 JIOTJISATY 33 JUTHHOIO

19. cover letter S poboToaBenpb

20. recruitment T pe3tomMe

21. position U JKapHSIHUT

22. vacancy, job opening \ KaHIUJATH, SKi IPOUIUN BiAOip

23. application W CKOPOYEHHS

24. applicant, candidate X MOYaTKOBa 3apIuiaTa

25. career Y aBToOiorpadis

26. experience Z MOIITYK pOOOTH

27. background AA  cimeitnuii cran

27. reference BB  pobora

29. employer CC  Bakancis
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30. employ/recruit/hire DD  cynpoBinHMii THCT
31. discharge/lay off /dismiss EE  Bimmia kagpis
32. earn FF 3apo0IIATH
33. term of probation GG  mopiyHa BiaImycTKa
34. curriculum vitae (CV) HH  kap'epa
35. cover/accompanying letter I HaiMaTu Ha POOOTY
36. marital status JJ Oiorpacgiuni gaHi
37. hunting for a job KK  mocBin
38. personnel department LL  3BuIbHATH
39. sick leave MM mnocana
40. commencing salary NN  mpereHmeHT, KaHAUIAT
4. Translate the following sentences into English:
1. [Ticnst ycminrHOTo 3aBEpIIEHHS BUIIPOOYBAJILHOTO MEPIOy BH OTPUMAETE MOYATKOBY
3apIiaTy.
2. BaM moBiomiaThe mpo pe3yinbTaTH IHTEPB’I0 Y MUCHMOBOMY BHIVISIL, a BiIiOpaHuX

KaHUATIB 3alpOCATh HA HACTYITHUHN eTarl.

Bci kannuaati moBMHHI 3aI0BHUTH (DOpMY Ta MIPUHECTH ii 3 coO0k0 Ha criBOeciny.
B3umMky #ioro 3BUTbHIIN Yepe3 HecTady poOOTH, OJJHAK B BOCEHH HOTO HOBY HAWHSUIN
Barma ortauyBana mopiyHa BiAIyCTKa CTAHOBUTH 29 HIB HA PiK.

Maifke BCiX npaiiBHUKIB ()aOpUKH CKOPOTHIIH, a Yepe3 esSKUi Yac BOHA 30aHKPYTiia.
3a netanbHOIO iH(OpPMALIi€l0 3BepTalTEeCs Y BIILT KaapiB.

Heo0ximaHo, 110 Bamm pekoMeHalii Oyinu HanmrucaHi Ha pipMOBOMY OJIaHKY.

V paszi HeoOXiJHOCTI MOXKIIMBa poOOTa MMOHATHOPMOBO.

10.  Bam BUMHOK He MiIJIsATae JUCHHUILTIHAPHOMY CTATHEHHIO.
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