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[osicHuTeIbHAS 3aIUCKA

[Iporpamma ¢akynbTaTUBHOTO Kypca «JlemoBOl aHTIMHCKHIT» COCTaBJI€Ha Ha OCHOBE
obpaszoBatensHoro kypca BBC Learning English “English at work™ (Intermediate level) u
npenHazHayeHa ans yyammxes 10 kigacca, MOTHBHPOBAaHHBIX OBJAJIeTh OCHOBAaMHU YCTHOTO U
MUCBMEHHOTO JIEJIOBOTO OOIICHHWS Ha aHTIMHCKOM s3bike. Kypc sBIseTcs NPaKTHKO-
OpUEHTUPOBAaHHBIM, TMPHU3BaH IOMOYb OYAYUIMM BBIIYCKHHKAM OBJQJETh KIIOUYEBBIMU
MO3HABATEIILHBIMU U MH(POPMAIIMOHHO-KOMMYHUKATUBHBIME KOMIIETEHIMSIME. VIcronib30BaHue
AQHTTIMHCKOTO sI3bIKa JUIsl JEJIOBOTO OOIIEHHUs MpearnojiaraeT Halu4yhe Yy YYaCTHUKOB
KOMMYHHKAITMM JTOCTATOYHOTO 3amaca 3HAaHWUH O KyJIbType JEIOBOTO OOIICHUS U KYJIbTYPHBIX
OCOOCHHOCTSIX Ppa3IMYHbIX CTpaH. Takke mpoiecc rnodanu3alud MNPUBOAUT K TOMY, UTO
BJIQJICHUE aHTJIUHCKUM SI3BIKOM CTAHOBUTCS JKETATEIBHBIM, 2 MHOTJ]Aa K HEOOXOIUMBIM YCIIOBUEM
NPUHATUS KaHauaata Ha pabory. PaGouee BianeHue aHTIIMACKUM SI3bIKOM IpEJIojiaraeT He
TOJIEKO 3HaHHE MPOPECCHOHATBHON JEKCUKH, HO M TaKHEe YMEHHS, KaK YMEHUE pPa3roBapUBaTh
no TeneoHy Ha MPOPecCHOHANbHBIE TEMbl, BECTHU JIE€JIOBYIO KOPPECIOHICHIINIO, BJaJIeHUE
pa3sTUYHBIMU ()YHKITMOHATBLHBIMUA CTHUJISIMU JCIIOBOU Mepenucku. [lepednciieHHbIe BBIIE 3HAHUS
¥ yYMEHHUS Ba)KHBI HE TOJBKO JIA MpearnpodeccnoHalbHOM MOATOTOBKH YYalllUXCsl, HO M IS
MOJTOTOBKH IIKOJLHUKOB K JalbHEHIICH CaMOCTOSITEILHOW JXKU3HM B oOmiectBe. Ilpemmer
«/lenoBoit aHraMICKUI» MpencTaBIseTcs] OCOOCHHO aKTYaJIbHbIM, TAK KakK CIIOCOOCTBYET
MPUOOPETEHUIO CTAOWIBHBIX 3HAHUH W HABBIKOB, HEOOXOIUMBIX I MPOPECCHOHAIBHO -
OpPUEHTUPOBAHHOTO OOIIeHHs. JJaHHBIM KypC MOJIE3€H IS TeX YJalluXcs, KOTOpble cOOuparoTcs
MPOJIOJDKUTHh CBOE 00pa3oBaHME U HadaTh Kapbepy B oOsactu OusHeca. [Iporpamma mo3BossieT
pacuupuTh Y4eOHYIO TEMATUKY U yJEIUTh BHUIMAHUE CTUIMCTUYECKUM OCOOCHHOCTSIM YCTHOU U
MMCbMEHHOU PEYH, TEPMUHOJIOTHH.

Hesn kypca:

. Pa3sutne Y ydalmuxcsda NpakKTUYCCKUX HABBIKOB HCIIOJIb30BaHUS aHTIIAICKOTO S3BIKA JJIsL
npodeccoHaIBLHOr0 00IIEeH s B cepe OU3Heca M SKOHOMHUKH.

(] Pa3sutne COHI/IOKy.]'II)TypHOI\/JI KOMIICTCHIIMKM, a4 HWMCHHO YMCHHA Y4YaCTBOBAaTb B
KOMMYHHKAIIMHM B COOTBETCTBUHU C HOPMaMH, IIPUHATHIMU B JIEIOBOM MHUpE.

o Pa3zBurtue MEXKYIbTYpHOW KOMIIETEHLIMM, a HWMEHHO YMEHHUS Yy4YacTBOBaTh B
MEXKYJIbTYPHON KOMMYHUKALIMHU, YIUTHIBAsi OCOOCHHOCTH JIPYTHX KYJIbTYP.

o Bocnuranue cnocoOHOCTH K JINYHOMY U ITPO(HECCHOHAIBHOMY CaMOOIPEAEICHHIO.

st TOCTHXKEHHS TOCTABJICHHBIX LIEJIEH B pAMKaX Kypca PElaloTCs CASAYIOMNE 3a0auM:

(] O6y‘~II/ITI) CTapUICKIACCHHUKOB JICKCUYCCKUM CIMHHUILIAM B COOTBCTCTBHU C OTO6paHHI)IMI/I
TE€MaMU, HaBbIKaM OTIEPUPOBAHUS STUMHU €IMHUIIAMH B KOMMYHUKATHBHBIX IENISIX.

o CoBeplUIeHCTBOBATh YMEHHUS y4YallUXcs B YETHIPEX BMJIAX PEUEBOM JAEATEIbHOCTH, a
UMEHHO: B 00/1aCTH FOBOpPEHHsl - 00y4aTh apryMEHTHUPOBAHHO BBIPAXKaTh CBOE MHEHUE,
obcyxnarh TpoOJEeMBI W TpeajiaraTh pemieHusi, OecemoBaTth 10 TenedoHy B
COOTBETCTBUU C 33/JIaHHOM CHTYyalllel, MOAIEpKUBATh Pa3roBOp Ha OOIINE TEMBI BHE
chepsl 1e710BOTO OOIIEHUS, TPOBOIUTH JEIOBBIE BCTPEUH.

B o0s1acTH mUcbMa - 00yJaTh MUCaTh JICJIOBIEC MMIChMa, Pe3loMe, MHChMa O TIpueMe Ha padoTy,
OTKPBITKH, COOOIICHHS SJIEKTPOHHOW MOYTHI B COOTBETCTBHH C TpPEeOOBAHHUSIMH JI€IOBOTO
OTHUKETA.

B o0sacTu ayaupoBaHusl - COBEpPIICHCTBOBATh YMEHHE CIyIIaTh AyTEHTUYHBIC IMAJIOTOBBIC
TEKCTbl U3 cdepbl AeNOBOM KOMMYHUKALIMM C TOHMMaHueM OOIled HJeu, C HU3BJICYCHHEM
UH(GOPMAIIUHU U C JETATBHBIM IOHUMaHHEM.

B o0s1acTH YTeHMs - COBEPIICHCTBOBATh YMEHHE YUTATh ayTEHTUYHBIE TEKCTHI M0 MPO(UIBHON
TeMaTUKe C TOHMMaHuWeM oOmell wuaed, C U3BIEYCHHEM HWH(GOpPMALMKU U C JAETadbHBIM
IIOHUMAHHUEM.



CrpykTypa Kypca

Nen/m | Ha3BaHue pa3jiesia nporpaMmmbl KosauyecTBo yacoB

1 Tema 1. BBenenue. 3HakOMCTBO € KOJIJIEraMH B ouce. 1

2 Tema 2. CoOecenoBanue o mnpuéme Ha padory. |1
CTpyKTypHpOBaHHE OTBETOB.

3 Tema 3. Ilpeanoxxenue o nomour. CrocoObl BblpakeHus | 1
MIPETOI0KEHUH.

4 Tema 4. IlpencraBerecs. Small talk (mpunstoe B nemoBbix | 1
Kpyrax BEKJIMBOE MOJJIEP>KUBaHNE OeceIbl).

9) Tema 5 BexumBas rpock0a. 1

6 Tewma 6 [IpenoxxeHre moMoysb. 1

7 Tema 7 [IpruHOCHUM CBOM W3BUHEHUS. 1

8 Tema 8 brnaromapHOCTh U MOXBajia 3a OTIMYHYIO padoTy. 1

9 Tema 9 VYTounenws wu nepecnpammBanusa. IIposepka | 1
JIOCTOBEPHOCTH M aKTYAIIBHOCTH HH(OPMAITHH.

10 Tema 10 Boipakenue Hecornacus. ApryMeHTalus. 1

11 Tema 11 Cepxypounas pabora. 1

12 Tema 12 [losicHuTenpHas 4acTh Mpe3eHTAIMH TPOIYKTA. 1

13 Tema 13 JletanpHas npe3eHTalMs MPOIYKTA. 1

14 Tema 14 JlenoBbie 3aMedanusi. 1

15 Tewma 15 Jlexcuka TeneOHHBIX TIEPETOBOPOB. 1

16 Tema 16 BexuBelil 0TKa3 ¢ 00bSICHEHHEM IPUYHH. 1

17 Tema 17 Pazmenienune 3akasa. 1

18 Tewma 18 JlenmoBoe mUCHMO. 1

19 Tema 19 [IposicHUTH BO3HHKIIIEE HETOTTOHUMAHKE. 1

20 Tema 20 [ToBecTka ans. JlenoBoe cobpaHue KOJIIEKTHBA. 1

21 Tema 21 BexnuBasi mpock0a 0 OMOIIHM M COBETE. 1

22 Tema 22 HacrosiTenbHasi peKkOMEHAAIMsI. 1

23 Tema 23 TloxxapHast 6e301acHOCTB B oduce. 1

24 Tema 24 JlelcTBHsSI COTPYAHUKOB BO Bpems cpabarbiBaHus | 1
MI0>KAPHON CUTHAJIA3ALUH.

25 Tema 25 bponupoBaHue HOMepa B OTelie Ha Bpems JienoBoi | 1
I0€3]TH.

26 Tema 26 BolpaskeHre HET0BOJIbCTBA OKA3aHHOM YCIIyTOM. 1

27 Tema 27 Croco0bl MIPEICTABICHUS HeratuBHOH | 1
nH(pOpMalINH.

28 Tema 28 Ilouck mMOTEHIMATBHBIX KIUEHTOB myTeM | 1
TeneOHHON KOMMYHUKAIINH.

29 Tema 29 BeneHne neperoBopoB ¢ KJIMEHTOM. 1

30 Tema 30 PykoBoactBo mpoekToM. Pa3pabatwsiBanme Omsnec | 1
CTpaTEervH.

31 Tema 31 HanaxkuBaHue I€JIOBLIX OTHOIIEHHN ¢ KiaueHTamu. | 1
Bripakenue OM3HeC-3aMHTEPECOBAHHOCTH.

32 Tema 32 BponupoBanue 6usera Ha CaMOJIET. 1

33 Tema 33 OcyliecTBICHUE CIEIKH. 1

34 Tema 34 CnocoOsl cOOOmMHUTH BaxkHy uUHpoOpMamuio | 1
JICJIOBOTO TJIaHA CBOEMY PYKOBOJICTBY.

35 Tema 35 HoBblii cOTpyAHUK B oduce. 1




36 Tewma 36 JlenoBeie pazHornacus. BeipakeHue Hecoraacusi. 1

37 Tema 37 HanaxxuBanue 1eI10BbIX KOHTAKTOB C KIIMEHTAMHU. 1
(KmeHToOpHueHTHPOBaHHOCTS )

38 Tema 38 YcTHOE IuCHUIIIMHAPHOE TPEAYTIPEKICHHE. 1

39 Tema 39 Ouenka nmpojenanHoi paboThI. 1

40 Tema 40 CocraBineHue oTyera MO OXpaHe Tpyda M TexHUKe | 1
0€30MaCHOCTH.

41 Tema 41 JlenoBoe npeniokeHue. 1

42 Tema 42 BrisiBnenue 6u3Hec NOTPeOHOCTEH KIMEHTa. 1

43 Tema 43 Pemenue mnpobimem OusHeca, CBs3aHHbIX C |1
WH(GOPMAIIMOHHBIMU TEXHOJIOTUSIMH.

44 Tema 44 OOGocHOBaHME OW3HEC TPEMIOKEHHS B yCIOBHsX | 1
OTPAaHMYEHHOTO BPEMEHHU.

45 Tema 45 VcnonHeHne 0053aHHOCTEH PYKOBOIUTEIIS. 1

46 Tema 46 IIposSCHUTH CIOXHYIO CHTYali0 JeNoBbIX | 1
B3aMMOOTHOILICHHIA.

47 Tema 47 Curtyanus nenoBoro o01eHus: Ha KOHQEepEeHITUH. 1

48 Tema 48 IlpuHATH yuyacTHE B LEPEMOHUHU HarpaxiaeHus. | 1
bnarogapcTBenHas peyb.

49 Tema 49 CokparnieHue mrara. 1

50 Tema 50 OGcyxneHune OuzHec uaei. 1

o1 Tema 51 Jlexcuka TeneOHHBIX TEPETOBOPOB. 1

NTOI'O 51

Ilnanupyemble pe3yJbTAaThl 0CBOCHHS Y1eOHOI0 NpeaAMeTa
JInuHOCTHBIE pe3yJIbTaThI:

- pacuMpeHHe 3HaHUH ydaluxcs O 1eJI0BOM OOIIEHNHU Ha aHTJIMICKOM SI3BIKE;

- BJIQJICHHE HAaBBIKAMH COTPYAHHYECTBA CO CBEPCTHUKAMH, JIETBMH MJIIAJIIETO BO3pacTa,
B3POCIBIMU B Pa3HBIX BUJAX ACATECIBHOCTH;

- (GopMHpOBaHHE OCHOB CaMOpa3BUTHS M CAMOBOCIMTAHUS, TOTOBHOCTH M CIHOCOOHOCTH K
CaMOCTOSITENIbHOM, TBOPYECKOM U OTBETCTBEHHOW JeATeIbHOCTH (00pa3oBaTeNIbHOM,
y4eOHO- UCCIIeI0BATENBCKOM, MPOEKTHON, KOMMYHUKATUBHOM ).

JInuHOCTHBIE pe3yJbTaThl B cepe OTHOLIEHUIT 00yYaImMXCcsl K 3aKOHY, FOCYAapCcTBY H K
IPaIaHCKOMY O0IIECTBY:

—  MHPOBO33PEHHE, COOTBETCTBYIOUIEE COBPEMEHHOMY YPOBHIO Ppa3BUTHS HAayKH W
OOLIECTBEHHON MpPAKTUKHU, OCHOBAaHHOE Ha JMajore KyjibTyp, a TakKe pa3IudHbIX (opM
0O0I1IeCTBEHHOT'O CO3HAHUSI, 0CO3HAHHE CBOETO MECTA B MOJIUKYJIBTYPHOM MUDE;

JInuHocTHBIE pe3yJbTaThl B chepe OTHOLIEHHIT 00y4AIOLIUXCS € OKPYKAIOIMMH JTIOAbMM:

— HpPaBCTBEHHOE CO3HAHUE U TIOBEJICHHWE HA OCHOBE YCBOCHHS OOIIECUYEIOBEYECKUX
[IEHHOCTEH, TOJEPAHTHOTO CO3HAHMS W TIOBEIEHUS B TMOJMKYJIbTYPHOM MHpE, TOTOBHOCTH H
CIIOCOOHOCTH BECTH IUAJIOT C IPYTHMMH JIFOJIbMU, IOCTUTaTh B HEM B3aWMOIIOHUMaHUsI, HAXOAUTh
001Ire 11eTu U COTPYIHUYATD JISl MX TOCTHKCHHUS;

— TMpPUHATHE  TYMAHUCTUYECKUX  IIEHHOCTEW,  OCO3HAHHOE,  YBAXHUTEIbHOE U
n00poXKenaTenbHOe OTHOIIEHHE K JPYTOMY YEJIOBEKY, €r0 MHEHHIO, MUPOBO33PEHHUIO;



— pa3BUTUE KOMIIETEHLUUN COTPYAHMYECTBA CO CBEPCTHHKAMH, JETbMHM MIIAJIIETO
BO3pacTa, B3pOCIBIMH B  00pa3oBaTelIbHOM,  OOIIECTBEHHO  TMOJIE3HOW,  ydeOHO-
HCCIIEI0BATENIbCKOM, IPOCKTHOM U IPYTUX BUJAX IEATEIBHOCTH.

JInuyHOCTHBIE pe3yjbTaThl B c(epe OTHOLICHHH O0y4alIIUMXCA K OKPYKawlleMy MHUPY,
sKMBOI NPUPoOJE, XYA0KECTBEHHOM KYJAbTYype:

— DKOJIOTMYECKas KyJbTypa, OEpeXHOe OTHOIIEHHS K PpOJHOM 3emie, HPUPOIHBIM
OorarctBam Poccum U MMpa; OTBETCTBEHHOCTh 3a COCTOSIHME IPUPOJHBIX PECYPCOB;
HETEePIIMMOE OTHOILLIEHUE K JACUCTBUAM, TPUHOCSIIUM Bpe SKOJIOTHH;

JInuHocTHBIE pe3yJbTaThl B cdepe OTHOLIEHUSI O00y4amIMXCA K Tpyay, B cdepe
COIUATIbHO-IKOHOMUYECKUX OTHOLIIEHHUIi:

—  TOTPeOHOCTb TPYAUTHCS, YBOKEHUE K TPYAY U JIIOJIAM TpyJa, TPYAOBBIM JOCTHKCHUSM,
OOPOCOBECTHOE, OTBETCTBEHHOE M TBOPYECKOE OTHOUICHHWE K Pa3HBIM BHIAM TPYAOBOM
NeSITebHOCTH;

MeranpeamMeTHble pe3yJbTAThl OCBOCHHS OCHOBHOW 00pa30BaTeIbHOW MPOrpaMMBI
MPEJICTaBJICHBI TPEMs IPYyIIaMH YHUBEpCaIbHBIX YueOHbIX neiictuii (Y'Y /).

1. PeryasiTuBHbIe YHUBepcalbHbIe yueOHbIE 1elCTBHSA.
BbInyCKHUK HAYYUTCS:

® CaMOCTOSTENbHO OINpPEAEIATh LIeNU, 3a/1aBaTh NapaMeTpbl U KPUTEPUU, TIO KOTOPBIM
MO3KHO OIIPENIEINTb, YTO 1€JIb JOCTUTHYTA;

® CTaBUTbH U (pOPMYyIUPOBATH COOCTBEHHBIE 33]]aul B 00Pa30BaATEIbHOM 1EATEILHOCTH U
JKU3HEHHBIX CUTYalUsX;

® OIEHUBAThb PECYpPChl, B TOM YHUCJIE BpeMS U JpPyrue HEMaTepUalIbHbIE PECYpCHI,
HE00XO0IUMBIE /IS TOCTHUIKEHUS TIOCTaBJICHHOH 11ETH;

e BBIOMpATh MyTh JOCTHKEHUS II€NIM, IJIAHUPOBATh pPEIIEHUE IOCTAaBJICHHBIX 3aj]ad,
ONTUMU3HUPYS MaTepHaJIbHbIE U HEMaTepHUaIbHbIE 3aTPaThl;

® OpraHu30BBIBaTH A(PPEKTUBHBIN MOUCK PECYpPCOB, HEOOXOIUMBIX JUISI TOCTHXKEHUS
IIOCTaBJIEHHOW LIENIH;

® COINOCTAaBIIATH IIOJYYEHHBIM pe3ynbTaT JEATEIBHOCTH C IIOCTAaBICHHOM 3apaHee
LENBIO.

2. [lo3naBaTe/IbHbIEC YHUBeEpPcaIbHblIe yueOHbIe 1elCTBHUS.
BbInyCKHHK HAy4YUTCS:

® HCKaTh U HAXOJIUTh 00OOIIEHHBIE CITIOCOOBI PEMICHUS 3a7a4, B TOM YHCIIE, OCYIIECTBISATh
pa3BepHYTHI MHGOPMAITMOHHBIA MOUCK M CTaBUTh HA €r0 OCHOBE HOBBIC (y4eOHBIE U
MO3HABATEIIbHbIE) 33/1a4H;

® HaxOJWUTh W NMPHUBOJUTh KPUTHUYECKHE apTyMEHTHI B OTHOIICHUU JEHCTBUM M CYXXJICHUMN
JIPYTOro; CIIOKOWHO W Pa3yMHO OTHOCUTHCS K KPUTHUYECKUM 3aMEYaHHSIM B OTHOIICHUH
COOCTBEHHOTO CY)KJIEHUsI, pACCMaTPUBATh UX KaK pPecypc COOCTBEHHOTO Pa3BUTHS;

® BBIXOJUTH 32 PaMKH y4eOHOTO MpeaMeTa U OCYIICCTBIIATH IEJIEHANPABICHHBIM MOWCK
BO3MOYKHOCTEH JJII IITUPOKOTO MEPEHOCa CPEJICTB U CIIOCOOOB JIEHCTBHS;



3. KoMMyHHMKaTHBHBbIE YHUBepCaAJbHbIE YUeOHbIe el cTBHA.
BbInyCKHHUK HAYYUTCS:

® OCYIICCTBJISTH JEIOBYI0O KOMMYHHKAIIMIO KaK CO CBEPCTHHKAMH, TaK U CO B3POCIIBIMH
(kak BHYTpH 0Opa30BaTEIIbHOW OpraHW3allH, TaKk M 3a €€ IpejaeiaMu), Moa0uparth
MapTHEPOB ISl JICJIOBOM KOMMYHUKAIIMM HCXOJNS U3 COOOpPaKCHHH pPe3yIbTaTUBHOCTH
B3aUMO/ICHCTBHS, a HE JINYHBIX CHMITATHIi,

® TIpU OCYIIECTBICHHH TPYNIOBOH pabOThl OBITh KaK PYKOBOAMTENEM, TaK M WICHOM
KOMaH/Ibl B Pa3HBIX POJIAX (TE€HEpaTop WACH, KPUTHK, WCIIOTHHUTEIb, BBICTYIAIONIUH,
9KCTEPT U T.J.);

® KOOPAWMHHPOBATh U BBHINOJMHATH PAbOTy B YCIOBHSIX PEAIBHOTO, BUPTYAIBHOTO H
KOMOMHHPOBAHHOTO B3aUMOICHCTBUS;

® pa3BepHYTO, JIOTHYHO M TOYHO H3JIaraTh CBOK TOYKY 3pPEHHS C HWCIOJIb30BAHUEM
aJICKBAaTHBIX (YCTHBIX M MMChbMEHHBIX) SI3BIKOBBIX CPEJICTB;

IIpeameTHbIe pe3yJbTaThl.
BbINYCKHUK HAYYUTCS:
KoMMyHUKATHBHbIE YMEHUS
I'oBopenne, 1uajornyeckasi peub

— Bectu nuanor/monuior B CUTyalMsiX HEO(PHIMAIBHOTO OOIICHUS B paMKax H3y4eHHOUH
TEMaTUKH;

— TIpU TIOMOIIM pPa3HOOOPa3HBIX S3BIKOBBIX CPEICTB 0€3 MOArOTOBKH HHHUIMHUPOBATH,
NOJ/IEP)KUBAaTh M 3aKaHYMBAaTh Oecelly Ha TeMbl, BKIIOYEHHble B paznen «lIpeamerHoe
COJIEpKAHUE PEUn»;

—  BBIpaXaTb U apryMEHTHPOBATh JINYHYIO TOUKY 3PEHUS;

— 3ampammMBaTh MHPOpMAIUI0 U OOMEHHBaThcsl MHGpoOpMaluell B Mmpeaenax H3y4deHHOU
TEMaTHKU;

— oOpaiarbcs 3a pa3bsCHEHUSIMH, YTOUHSISI HHTEPECYIOLYIO HH(POPMAIHIO.

I'oBopeHnue, MoHOTOTHYECKAS peYb

—  @opMynupoBaTh HECIOKHBIE CBA3HBIE BBICKA3bIBaHMs C MCIOJIb30BAaHHUEM OCHOBHBIX
KOMMYHHMKATHBHBIX THIIOB peuu (ONUCaHHUE, TOBECTBOBAHME, PACCYKJIEHUE, XapaKTEPUCTHKA) B
paMKax TeM, BKIIOUEHHBIX B paznen «lIpenmeTHoe conep:xkanue peumny;

—  IepelnaBaTh OCHOBHOE coJlep;KaHue IPOYUTAHHOTO/
YBHJIEHHOT' O/ yCIIBIIIAaHHOTO;

— JaBaThb KpaTKWE ONHUCAHHUS W/WIM KOMMEHTApUU C ONOpOM Ha HEJIWHEHWHBIH TEeKCT
(Tabmuisl, rpadukn);

—  CTPOUTH BbICKa3bIBaHHE Ha OCHOBE M300pa)KE€HUs C OTMOPOM MM 0€3 ONOphI Ha KITIOUYEBbIE
CJIOBA/TIJIaH/BOIIPOCHI.

AyaupoBanue

— IloHMMaTh OCHOBHOE€ COAEP’KAHUE HECIIOKHBIX ayTCHTUYHBIX ayJIHOTEKCTOB Pa3JIMYHBIX
CTUJIEN W AHPOB MOHOJOTMYECKOIO0 M JHATIOTMYECKOrO0 XapakTepa B paMKax H3Y4eHHOU
TEMATHUKU C YETKUM HOPMATUBHBIM IIPOU3HOLIECHUEM;



—  BBIOOPOYHOE TOHUMAaHME 3alpamuBacMoil MHPOPMALUU W3 HECIOXKHBIX ayTEHTHYHBIX
ayAMOTEKCTOB PA3JIMYHBIX )KAHPOB MOHOJOTMYECKOTO M JUAJOTHMYECKOTrO XapakTepa B paMKax
H3y‘-ICHHOﬁ TCEMATUKH, xapaKTepmonmecsI YCTKUM HOpMaTI/IBHLIM HpOI/ISHOH_IeHI/IeM.

Yrenue

— YwuTaTh ¥ MOHUMATh HECJIOXKHBIE ayTEHTUYHBIE TEKCThI Pa3JIMYHBIX CTHJICH W KAHPOB,
UCIIOJIB3YSl OCHOBHBIC BU/IbI YTCHHSI (03HAKOMUTEIIBHOE, H3yJaroIiee, TOMCKOBOE/TIPOCMOTPOBOC)
B 3aBUCHMOCTH OT KOMMYHHUKATUBHOM 3a/1auu;

— OTOCIIATH B HECIOXHBIX aYTeHTHqHBIX TCKCTax paSJII/I‘-IHBIX CTHHefI )41 )KaHpOB I‘JIaBHyIO
nH(OpMAaIHIO OT BTOPOCTEIIEHHOM, BBISBIISATh Han0oJiee 3HAaUUMbIe (DaKThI.

Incemo

— IIucaTp HECIIOXKHBIE CBA3HBIC TEKCTHI 110 U3YYEHHOU TEMAaTHUKE;

— nMcaTh JMYHOE (JIEKTPOHHOE) IHChbMO, 3aloJIHATh AHKETY, MHHCbMEHHO M3JIaraTh
cBeZieHUs 0 cebe B opMe, IPUHATON B CTPAaHE/CTpaHAX U3Y4aeMOro s3bIKa;

— IIMCBMEHHO BBIPAXaTb CBOIO TOYKY 3PEHHUsS B PaMKaxX TEM, BKIIOUEHHBIX B pasleln
«IIpeameTHoe cofepkaHue pedn», B popMe pacCyKAeHUs, IPUBOAS ApIYMEHThI U IPUMEPBHI.

SI3bIKOBBIC HABBIKHA
Opdorpadus n myHkryanus

— Bmagers opdorpadpuueckuMu HaBbIKAMM B paMKax TeM, BKIIIOUYCHHBIX B pas3zel
«IIpeameTHOE cofepKaHUE pEeUn»;
—  paccTaBIATh B TEKCTE 3HAKH MPENMHAHMS B COOTBETCTBUU C HOPMaMU MYHKTYalllu.

doHeTHYECKAs] CTOPOHA pedH

— Bnanmerp cmyXonpouW3HOCHTENbHBIMUA HAaBBIKAMH B paMKaX TeM, BKIIOUCHHBIX B pas3jieln
«[IpeameTHOE colepKAHUE PEUHY;

—  BIAJETh HAaBBIKAMH PHUTMHKO-MHTOHAIIMOHHOTO O(GOPMIICHUS PEYH B 3aBUCHUMOCTH OT
KOMMYHI/IKaTHBHOﬁ CUTyalluH.
Jlekcuyeckasi CTOpOHA pevyn

— Pacno3naBate u yHOTpe6J'I$ITL B pCuu JICKCHMYCCKHEC CAWHUIBI B paMKaX TEM,
BKJIFOYEHHBIX B paznen «lIpegmeTHoe conep:kanue peumn;

— pacrnio3HaBaTb U y1'IOTpe6J'I}ITB B peun Haubolee pacinpoCTPpaHCHHBIC (I)paSOBBIe IJ1aroJibl,

—  ONpeAeNaTh MPUHAJJIEKHOCTD CJIOB K 4acTsAM peuu 1o adpdukcam;

— A0TraAdblBATLCA O 3HAUCHUU OTACIIBHBIX CJIOB Ha OCHOBE CXOACTBA C POAHBIM A3BIKOM, I10
CJIOBOO6paSOBaTCJ'IBHBIM OJICMCHTAM U KOHTCKCTY,

— pacrio3HaBaThb U yrIOTpe6J'I$ITL pa3jIMIHbIC CPCACTBA CBA3U B TCKCTC AJIA o0ecIIeueHns ero
nenoctuoctu (firstly, tobeginwith, however, asforme, finally, atlast, etc.).
I'pammaTuyeckasi CTOpOHA peun

— OmepupoBaTh B TIpoOIeCCe€ YCTHOTO MW MHUCBMEHHOTO OOIIEHHS] OCHOBHBIMH
CUHTaKCUYECKMMH KOHCTPYKIIMSIMA B COOTBETCTBUM C KOMMYHUKATUBHOM 3aJaueii;

— ynotpeOasTh B peyd  pa3iMuyHble KOMMYHUKATUBHBIE THUIBl  MPEUIOKEHHI:
YTBEPAUTENIbHBIE, BOMPOCUTENIbHBIE (OOIINIA, ClIelMaTbHbIN, aJbTepHATUBHBIN, pa3/1eIUTEIbHbIN
BOIIPOCHI), OTpULIATEIbHBIE, TOOYIUTENbHbIE (B YTBEPAUTEIBLHON 1 OTpULIATENbHON opMax);



— ynotpeOyATh B peYd  paclpoCTpaHEHHBIE W  HEpPacIpOCTPaHEHHBIE  IMPOCTHIE
MNPEAIOKEHUA, B TOM YUCJIC C HCCKOJIBKUMHU 06CTO${T6J'IBCTBaMI/I, CICAYIOIIMMHU B OIIPCACICHHOM
NopsiZIKe);

— yrIOTpe6.]'I}ITB B p€Uud CIOXHOIIOAYMHCHHBIC IPCATOXKEHUA C COHO3aMHM M COIO3HBIMH
cioBamu What, when, why, which, that, who, if, because, that’s why, than, so, for, since, during,
so that, unless;

- YHOTp€6JISITB B p€un CJIOXKXHOCOYMHCHHBIC MPCATIOXKCHUA C COUMHUTCIBHBIMU COIO3aMU
and, but, or;

—  ynotpeOisTh B peur ycloBHbIC npemioxenus peaabroro (Conditional | — If | see Jim,
I’1l invite him to our school party) ;

—  ymnoTpeOATh B peuu MpeaiokeHus ¢ KoncTpykuueit so/such (I was so busy that | forgot
to phone);

—  HCIIOJIB30BaTh B PEUU IJ1arojisl B Hanbosee ynoTpediasieMbIX BpeMeHHBIX dopmax: Present
Simple, Present Continuous, Future Simple, Past Simple, Past Continuous, Present Perfect,
Present Perfect Continuous, Past Perfect;

— yr[OTpe6J'IHT LBpeqHCTpaﬂaTeHBHLIﬁ3aHOF B(1)OpMaXHaI/I6OJ'IeeI/ICHOJIb3yeMBIXBpeMeH:
Present Simple, Present Continuous, Past Simple, Present Perfect;

— ynOTpe6J'IHTI> B pCUMr pa3JIMYHBbIC I'PaMMAaTHYCCKHUEC CPCACTBA IJIA BBIPAKCHUA 6yﬂy1uero
Bpemenu — to be going to, Present Continuous; Present Simple;

—  ymoTpeONATh B pe4yd MOJAIbHBIC INIArojbl M WX SKBUBaieHTHI (May, can/be able to,
must/have to/should; need, could, might);

— COIIaCOBBIBATbL BPEMCHA B pPaMKaX CJIOKHOI'O IPCAJIOKCHHUA B IINIAHC HACTOAIICTO H
HPOILIJIOrO;

— ynOTpe6J'I$[TI> B pcun HUMCHA CYHICCTBUTCIBHLBIC B CAMHCTBCHHOM YHUCIICE HU BO
MHOXCCTBECHHOM YUCJIC, O6paBOBaHHI)Ie 110 IIpaBuily, U UCKJIFOUCHUS,

—  ynoTpeOisaTh B pedH ONpeIeIeHHbIN/HeonpeaeIeHHbIN/HYIEBON apTHUKIIb;

— YHOTp€6JI$[TI) B PpC€Ud JIMYHBIC, HNPUTAKATCIBHBIC, YKAa3aTCIbHBIC, HCONPCIACICHHEIC,
OTHOCHUTCJIBHBIC, BOIIPOCUTCIIbHBIC MECCTOMMCHU ]

—  ynoTpeOisiTh B peYM HMMEHa TMpujlaratelbHbIE B IOJOKUTEIbHON, CPaBHUTEIHLHON H
HpeBOCXOHHOﬁ CTCIICHAX, 06paSOBaHHBIe 110 IIpaBuily, U UCKIIFOUCHU A,

—  ynoTpeOJsiTh B pE€Yd HApeuus B TOJIOKHUTEIHHOM, CPABHUTEIBHOM U TPEBOCXOIHOU
CTEMEHSX, a TakXKe Hapeuws, BbIpaxkaromrue koimuectBo (many / much, few / a few, little / a
little) u Hapeuwus, BeIpaXkaromye BpeMs;

— ynOTpe6J'I$ITL MNpEAJIOrd, BBIPAXKAOMIUC HAIIPABJIICHUEC IOBWKCHUA, BpEMA U MECTO
JICCTBHA.

BbINYCKHUK TMOJYYHT BO3MOKHOCTH HAYYHThHCS:
Kommynukamuenwvie ymenus
T'osopenue, ouanozuueckasn peusp

—  Becmu ouanoe/nonunoe 6 cumyayusx oguyuaibHo2o oOWeEHUs 8 pAMKAX U3VYEeHHOU
MEeMAMuKU, Kpamrko KOMMEHMUPOo8ams Mo4Ky 3peHust Opy2020 Yel06eKd;

—  oOMenusamvcs uHgopmayuell, nposepams U NOOMEEPHCOaAms COOPAHHYIO PAKMUYECKYIO
uHgopmayuro.
T'osopenue, mononozuueckasn peus

—  Pesztomuposamuv npocayuiannviil/npoyumanHbvlil mekcm,
—  000O6wamov uHOpMaAYUI0 HA OCHOBE NPOUUMAHHO20/NPOCTYUAHHO20 MEKCMA.
Ayouposanue



—  Ilonno u mouno ocnpuHumMame UH@GOPMaYUIO 8 pacnpoCmMpaHeHHbIX KOMMYHUKAMUBHBIX
cumyayusx;

—  0000wWamev NPOCIYWAHHYIO UHQDOPMAYUIO U BbIAGIAML (DAKMbL 8 COOMEEMCMEUU C
NOCMABIEHHOU 3A0a4ell/80NpPOCOM.
Ymenue

—  Yumamev u nomumams HeCI0JCHblE aAYMEHMUYHble MeKCMbl PA3IUYHbIX Cmuled U
JAHCAHPOB U OMBEUAMb HA PO YIMOUHAIOWUX BONPOCOS.
ITucomo

—  Iucamv kpamxuii om3vi6 Ha Gunbm, KHULY UIU NbECY.

A3vIK06blE HAGBIKU
Donemuueckan cmopona peuu

—  Ilpousnocums 38yKu aHeAIUNCKO20 S3bIKA YEMKO, €CMeCMBeHHbIM NPOUSHOUEHUEM, He
O0NYCKAsL APKO BbIPAANCEHHO20 AKYEHMA.
Opgozpaghusa u nynkmyayusn

—  Braoemwv opghoepagpuueckumu nasvixamu;
—  paccmaeisms 6 meKcme 3HaAKU NPEnUHAHUsSL 6 COOMBEMCMEUU C HOPMAMU RYHKIMYAyuu.
Jexcuueckas cmopona peuu
—  Hcnonvzoeams hpasosvie 2naconvl o WUpOKOMY CHEKmMpy meM, YMeCmHO YROmpeOsis
UX 8 COOMBEMCMBUU CO CIUTIEM PeylU;
—  Y3HA8amw u UCNOJIBL306AMb 6 peyu yemotuussle svipaxcenus u paswt (collocations).
TI'pammamuueckas cmopona peuu

Ynompeonsimo 6 peyu 6ce hopmvl CMpadamenIbHo20 341024,
ynompebnamo 6 peuu epemena Past Perfect u Past Perfect Continuous;
ynompebameo 6 peuu cmpykmypy to be/get + used to + verb;

—  ynompebasmo 6 peuu cmpykmypy used to / would + verb ons o6o3nauenus peeynsipoix
Oelicmeutl 8 nNPOULLOM,

—  UCNONb306amMb WUPOKULL CHEKMp COH308 O/ GbIPANCEHUS NPOMUBONOCMABNIEHUs U
PA3IUYUUS 8 CTIONHCHBIX NPEOTIONCEHUSIX.



TemaTnuyeckoe MJIAHNPOBaAHUE

OcHoBHoOe cogepkaHue

XapaKTepncTnRa OCHOBHBIX BU10B

Ne 1o TeMe AesiTeJIbHOCTH YYeHUKA (Ha ypOBHe
Tema . N
n/n Y4eOHBIX AeiicTBH)
An introduction. Meet the characters who work | - A good example that comes to mind... [IpencraBnsaTh ceOst, MPEMOAHOCUTE OOIILYIO
1. | inthe office. - I'm particularly proud of... nHdopmarmo o cede.
- Timekeeping is important to me.
The Interview. Language for job interviews. - A good example that comes to mind... [IpencraBnsaTh cedst, MPEOIHOCUTH OOIILYIO
2. - I'm particularly proud of... uHpopMaruio o cebe.
- Timekeeping is important to me.
The interruption. Phrases for structuring - Firstly, this job is an ideal match for my CTpyKTypHpOBaTh OTBETHI HA BOIPOCHI
g | answers in a job interview. skills and experience. paboyero codece0BaHMS
- Secondly,...
- Above all, the reason | want this job is...
The Crisis. Language for making suggestions. - Can | make a suggestion? BrIpaxkaTs IpenonoKeHuss # TOTOBHOCTb
- Why don't you try...? MTOMOYb.
- Have you tried asking your colleagues?
4 - Maybe | could do a big office search for
you...?
- How about looking through your rubbish
bin...?
- | have an idea!
Doing lunch. You can introduce yourself and - Hello, | don't think we've met. [IpeacTaBasThCs, MOIAEPKUBATH IETOBYIO
make small talk in the office. - You must be Tom. oeceny. (Small talk)
5 - I've just joined the team.

- Nice eo meet you!
- Have you worked here long?




The Queen of Sheba.
Language you can use to make polite requests.

- 1 was wondering if you could do something
- for me...

-Would you be able to print out a file for
me?

-Could I have it within ten minutes please?
-Could you possibly help me with the
printer?

-Would you mind writing your email later?

[Ipocuts 0 momotiy, yciyre, 0J10JKEHUH.

Double-booked.
Language for offering help.

-Is there anything | can do?

-Let me help.

-Can | give you a hand?

-Give me a shout if you need anything.
-1 have an idea!

[Ipennarate CBOIO MMOMOIIb KOJUJIETaM U
COTPYJIHUKAM.

Mr Lime's grapefruits.
Language for apologizing.

-I'm really sorry to hear that.

-That's totally unacceptable.

-1t must have been very inconvenient for
you.

-You have my word that we will sort this
out.

-And we could include some of our latest-
edition imitation oranges to make up for the
inconvenience.

-1 promise you, it won't happen again.

[Ipocuth npoLIEeHNS, U3BUHSITHCA.

Room 301.
Language for giving praise.

-Well done.

-You were in a difficult situation and you
handled it well.

-Great job. I'm really impressed.

Beipaxats
paboToit

MOXBaJly,  yJOBJIETBOPEHUE

10

The warehouse.
Language for checking information

-1 just want to make sure that...
-Could you possibly clarify...

-1 just want to check...

-Just to be absolutely clear...
-One thing | wasn't sure of was...

YTouHATH, MNepecnpanmBaTh, yOexKaaTbcs,
YTO NPABUJILHO IIOHSIIHN.

11

The brainstorm.

Language to use when you want to disagree
withsomebody else's ideas and put forward your
viewpoint.

-Well, Im not so sure about that...
-1 see your point but I actually think...

BLIpa)KaTB Hecorjacue ¢ YbMMHU-TH00
nacsIMu U O00BACHATH CBOIO TOYKY 3pCHUA.




12

Overtime. Language that describes working
overtime or working long hours.

-Burning the candle at both ends.
-Doing overtime.

-Putting in the hours.

-Burning out.

Tpynutbcst cBEpXypoOUHO, 3a1ePIKHBATHCS
Ha pabore.

13

The big day.
The beginning of a presentation and how to
clearly explain what your audience can expect to
hear.

-My name is...

-Today I'm going to ....(and explain)
-I’ll start by...

-Then I’m going to move on to discuss...
-And finally...

OTKpI)IBaTB IpEe3CHTAlNI0, O3BYYHBATH
OCHOBHBIC MOMCHTbBI IPC3CHTALIUH.

14

The Imperial Lemon. Language needed to
make a pitch and sell an idea.

-The company has a strong track record of...

-We're particularly proud of...
-The Imperial Lemon's key strengths are...

Bpigendate  CHIIBHBIE ~ CTOPOHBI  CBOEH

KOMITaHHUH U CBOCTO ITPOAYKTA.

15

Telephone tell-tale. The language used to give
feedback

-I'm a little bit concerned about...
-You need to work on...
-Perhaps you should think about...

OcyiecTBIATh pedIIeKCcHIo.
PexomeHn10BaTh, COBETOBATH OOPATHTH
BHUMAaHHUE.

16

Seb Lime. How to talk to a business client on
the phone

-Hello? Tip Top Trading. This is Anna
speaking.

-Hello? Anna speaking.

-Hello Mrs Smith, how can | help you?
-Hello Mrs Smith, how are you?

-I'm really sorry, he's not available at the
moment. Can | take a message?

-I'm afraid he's busy - shall | ask him to call
you back?

-Thank you for calling, goodbye.

OCYIJ.[CCTBJ'ISITL Teﬂe(l)OHHLIe TIIEpErOBOPELI C
KIIMCHTOM.

17

Slimy Limey!
politely refusing a request to do something

-Thank you for your offer. But I'm really
sorry, | won't be able to.

-I'm afraid it is against company policy...
-1t wouldn't be appropriate.

-With regret, I'm going to have to say no.

Bripaxxkats BeXIMBBIN 0TKa3. OOBACHATDH
MIPUYMHY OTKa3a.




Lemon-sized luxury boxes
placing an order

-I'd like to place an order for...
-We're going to need...
-Could you send...

Pa3memaTs 3aka3, 00CyxaaTh AeTanu
3aKa3a, yTOUHATh YCIOBHS TOCTaBKH.

18 -Could we also have...
-When can we expect to receive them?
The email -Dear Mr Lime... OCyIIeCTBIIATh AEIOBYIO IEPEIHCKY.
the correct language to use in an email -1 hope you are well. CoCTaBJIsITh TEKCT 3JICKTPOHHOTO JICIOBOTO
19 -1 am writing regarding... MUChMa.
-Please could you confirm...
-Best wishes.
The open window. -1 think there's been a misunderstanding. [TposicHATH BO3HHKIIICE HEJOTOHUMAHUE.
20 | politely saying there has been a -There's been a bit of a mix-up. BrIpakats TOTOBHOCTH OOBSICHUTH IPHYNHBI
misunderstanding -Let me explain what happened. CBOUX JICHCTBHUH.
The Team Meeting -There are four items on the agenda today. CocraBnsaTh MOBECTKY aHs. [[puHUMATE
phrases for setting a meeting agenda. -Firstly... y4acTHe B JICJIOBOM COOpaHUH.
-Secondly...
-After that...
21 -Then...
-And finally...
-Any other business.
-And then we can wrap up.
Don't panic! -1 would be most grateful if you could give | IIpocuTh KoJjIer 0 MOMOIIH, YCIIyTe WK
politely asking for help and advice. me some help. COBeTa.
22 -Please could I ask you for some advice?
-1 know you're busy but could you spare me
a few minutes of your time please?
The smoker: -Would you mind not doing that please? HacrosTensHO peKOMEHI0BAaTh KOJIJIETe
23 politely asking a member of your team not to do | -I'm afraid it's against company policy. BO3JIEPKATHCS OT HEKOTOPBIX HAPYIIAIOITUX
something. -I'm afraid it’s not permitted. npaBuia KOMITAHUH JICUCTBU.
-Sorry to have to ask you this but...
Risky business: -If you see a fire, raise the alarm. JleficTBOBaTh TP CpabaThIBAHMH MOXKAPHOM
24 phrases to be used during a fire drill in the -Walk calmly to your nearest fire exit. curHanu3anuu B oduce. OpraHM30BHIBATH

office.

-Meet at the fire assembly point.
-No smoking on company premises.

KOJIJICKTHB.




25

No smoke without fire
important phrases to use when there is a fire
emergency at work.

-There's no need to panic.

-Please leave the building and meet outside.
-Use the stairs not the lift.

-Is anybody missing?

JlelicTBOBaTh PEUIUTENIBHO B YCIOBUSIX
peabHON MOKAPHOW OMACHOCTH.

26

The big cheese
phrases to use when booking a hotel room.

-Hello, I'd to check availability and prices
for a room please.

-Does the price include breakfast?

-Are there any business facilities such as
internet and wi-fi?

-1'd like to go ahead and make the
reservation please.

BponupoBaTts HOMEp B OTElIE.
YTOUHATH yCI0BUS pa3MELIEHUsI B OTEIIE.

27

You cannot be serious!
the language to use when things aren't right and
you need to complain.

-I'm very disappointed with your service.
-The standard of service is not good enough.
-The room | booked did not meet my
expectations.

-1 would like this matter resolved as quickly
as possible,

-1 would like to cancel my reservation and
get a full refund.

BLIpa)KaTB HCIO0BOJIBCTBO yCJIOBI/ISIMI/I
pa3MelleHus B otene. ApryMeHTUPOBaTh
CBOE MHCHHE.

28

Getting down to business
the best way to deliver bad news.

-I've got to give it to you straight
-The outlook is gloomy
-I've got to announce a profit warning

Coo0uare IIoXue HOBOCTH KOJIJIEKTUBEL.

29

Putting the feelers out
what to say when making a cold call to a
prospective client.

-My name is Anna. Can you spare a few mi-
nutes of your time?

-I’d like to tell you about our great new
laser-curved fruit

-How much plastic fruit do you buy?
-Thank you for your time. We hope to hear
from you soon.

OcyiecTBiATh TeneQOHHbIE 3BOHKU
IOTEHIHAIBHBIM KIIMEHTAM.
PexmamupoBate cBOM TOBap.

30

Two heads are better than one
what to say when negotiating a deal with a
client.

-What kind of price are you willing to pay?
-1 don't think we can go that low.

-1f you buy more stock I can offer you a
bigger discount.

-I'll meet you halfway.

Bectu neperoBops! ¢ kinueaToM. OOCYXIaTh
YCIIOBUS CICTIKU.
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Sign on the dotted line
what to say when you need to develop a strategy
for your business.

-We've got to compete on price.

-We need to price our rivals out of the
market.

-We need to corner the market.

-We need to build good relationships with
our customers.

Pa3pabateiBaTh ¥ 00CYKIaTh CTPATETHIO
BellcHUs OMU3Heca.

32

The deal is off!
what to say when you need to negotiate a deal
and convince someone to do business.

-I'm sorry to hear you're not happy with our
price.

-Tip Top Trading prides itself on quality
products and good value for money. You are
a valued customer and your business is very
important to us.

-We can match the price of our competitors.

Bectu neperoBopsl, 00CyK1aTh YCIOBUS
KOHTpakTa. Y0exxaaTh HapTHEPOB.

33

The deal is off!
what to say when you need to book a flight.

-What is the outbound and return date?
-Do you want to fly business or economy?
-Do you want a fixed or flexible ticket?
-Would you like a window or aisle seat?
-Have you got a frequent flyer number?

BponupoBaTh OUJIET Ha cCaMOJIeT.

34

The business trip
what to say when you need to finish a deal.

-Thank you for sparing the time to see us.
-Each lemon comes with a satisfaction
guarantee - | know you won't be
disappointed.

-1 would be grateful if you could just sign
the contract.

-Thank you. It was a pleasure doing business
with you.

OcymectButs cnenky. Iloanucars
KOHTpAKT.

35

Lost in France
what to say when you need to brief your
manager about something important.

-It's good news — I've closed the deal with
and the contract is signed.

-We need to proceed with the order as
quickly as possible.

-I'm committed to getting the order delivered
on time... but I will need some help.

YBeOOMHUTH CBOEIO PYKOBOOUTECIIA O
MMOATIMCAHWU KOHTpPAKTa.




The power struggle
what to say when you start working with
someone new.

-1 understand you have lots of experience so
-1 would like to use your skills to help with
the task.

-Together we can do this job really well.

HanaxxuBath OTHOLICHHS C HOBBIMU
corpyaaukaMu. OOCyX1aTh TUTaH JEHCTBUMA.

36 -Let's discuss this so we can agree on a plan
of action.
-Please respect my decision and let's move
on.
Language for dealing with a difficult colleague -I'm concerned that she's made a mistake O0603Ha4YaTh CBOIO 30HY KOM(popTa
what to say when you have to deal with a that might affect the business. KOJLJIeTram.
37 | difficult person at work. -She's not pulling her weight.
-I'm finding it very difficult to work with
her.
Language for maintaining good customer -Hello I'm Anna from Tip Top Trading. BricTpanBaTh IpOYKTHBHBIC OTHOIICHHUS C
relations: what to say when you have to How are you today? KIHCHTaMHU.
maintain good relations with your customers. -1 hope you have received our order and are | YoexxaaTbcst B X yI0BICTBOPECHHOCTH
38 happy with it. KayeCTBOM IMPOIYKIIHH.
-We do hope you are pleased with our
service and that you may use us again.
-Do you have any questions you may want
to ask?
A step too far -You've made some serious mistakes. BeipakaTh HEIOBOJILCTBO pabOTOM
what to say when you need to discipline -You need to consult me before you contact | mogunHeHHBIX. BRIHOCHTD CITyKeOHbBIC
39 | SOmeone and give them a warning. any of our clients. 3aMevaHusl.
-These mistakes cannot happen again
otherwise I will have to refer the matter to
someone higher.
The Appraisal -What has gone well for you this year? Give | JlaBaTh OLEHKY TPYIOBOH AEATEIBHOCTH U
what to say when you have an appraisal at work. | me some examples. JOCTHXKEHHSM 32 TOJI.
40 -And what didn't go so well?
-What should you do more of?
-Let's look ahead and set some objectives.
Doing it by the book -How did the accident happen? OO6cyxnath mpaBuiia TEXHUKH
41 what to say when you need to talk about health -What was the cause of the accident? 0€e30MmacHOCTH B odrce.

and safety at work.

-Were there any injuries?
-How could the accident have been avoided?

Brrsacuars MNPHUYUHBI HCCHACTHOT'O ClIyYasi.
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The dinner date
the language to use to make your business
proposals really stand out.

-Exceptional!
-Fantastic!
-Quality.

-Profit.
-Efficiency.
-Value for money.

BbiHOCHTH Ha 00CYX/IeHHE HOBYIO OM3HEC
unero (Ou3Hec MpeIoKESHHE).

43

Doing your homework
the language you need to carry out customer
research.

-Could I ask for your opinion on a new
product we are hoping to develop?

-What plastic products do you currently use?
-What products would you like to see us sell
in the future?

-How do you feel about the idea of selling
plastic vegetables?

-Any particular vegetable you would like to
see?

BrrsssinaTe HOTpC6HOCTI/I NOTCHINAJIbHBIX
KIIMCHTOB.
HpOBOI[I/ITB HCCIICOIOBAHUEC CIIPOCA.

44

Computer crisis
the language that you might use when sorting
out a problem with your computer.

-1 am having problems with my computer.
-The screen keeps freezing.

-1 seem to have lost some documents.

-1 have turned the computer off and on but
that hasn't fixed it.

-Can you help, please?

OO6cyx1aTh BOZHUKIINE TEXHUUYECKUE
npo6eMbl. OOBSICHATH KOHKPETHYIO
npoGieMy B paboTe KOMIbIOTEpPA.
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The plastic aubergine
what to say when you have limited time to pitch
a new idea, perhaps in a lift or elevator.

-We've come up with an exciting new
product.

-This fantastic product will be a great
addition to table decorations in the cafe and
restaurant market.

-We can increase efficiency but maintain
quality.

-By my calculations, we can increase profits
by 20%.

-I'm confident this new product will be a
huge success.

OO6cyxnaTh yBEIMYECHHE MPUOBLINA OT
BHEJPEHUS HOBOTO OM3HEC MPOAYKTA.
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Acting up
the language that you might use when you have
to 'act up' as the boss.

-1f anyone has any issues about their work
please come and speak to me.

-1 would like to have a meeting to discuss
our work.

-1f there is anything you want to ask, my
door is always open.

3ameniaTh pyKOBOJIUTEINS B oduce.
[IpoBoIUTH NENIOBBIE COOpaHHS KOJJICKTHBA.
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Talking sense
the language that you might use when rumours

are spreading and you need to put a stop to them.

-There are some rumours going around that
are not true.

-Please don't listen to rumours.

-1 am trying to establish the facts and if | get
any information | will let you know straight
away.

-lgnore the rumours and please don't pass
them on.

-Please just carry on with your work as
normal. Thank you.

BHocursb sscHOCTE B BO3HUKIIYIO CUTYAIHIO.
OTI[CJBITB CJIYXH OT UCTUHBI.
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Face-to-face

the language that you might use when you are
trying to make new business contacts at a
conference.

-Excuse me, hello, I'm Anna. | work as a
Sales Executive at Tip Top Trading.

-Can you tell me about your company?

-Can | briefly tell you about what our
company does?

-1 think we might be able to help you.
-Here's my business card should you want to
call.

HanaxuBaTh KOHTAaKThI B yCIOBUAX OU3HEC
KOH(EpEeHIIHUH.
Pa3BuBaTh KIMEHTCKYIO 0asy.
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Award-winning!
the language that you might use if you win an
award and have to make an acceptance speech.

-Ladies and gentlemen, on behalf of
everyone at Tip Top Trading, thank you for
our award.

-Our company is at the forefront of plastic
innovation.

-This award is a real boost for everyone
working at the company.

-This award really means a lot to us.

OO6pariarbes ¢ 61aroJapCTBEHHOM pevbio Ha
HEPEMOHUHA HArpaXKJACHUA.

brnarogapuTs Koier 3a npo/ieTaHHYI0
pabory.




Reality bites
the language that you might use or hear when
someone in the company has to be made

-We've got to move the furniture around.
-I'm afraid I've got to let you go.
-I'm giving you seven days' notice.

PeaFI/IpOBaTB B CUTyallul YBOJIbHCHUSA
KOJIJICTH.

50 | redundant. -Facing redundancy
-Getting the sack
-Terminating your employment
-Leaving the company
Taking shape -1 have a specific idea in mind. JlenuThest OM3HEC HIIEIMU C KOJIJIETaMHU.
the language that you might use to try and -I'm interested in hearing your thoughts on Pa3pabaTeIBaTh CTPATErHIO Pa3BUTHSL.
explain your ideas to someone who is new to how to improve my idea.
51 | your project. -1'd like to use your design skills to produce

a fantastic product.
-1 need to sign off your designs before they
go into production.




KasiennapHo — TeMaTH4ecKoe MJIAHHPOBAHHE

s 10A,10b kimaccoB
Yuurens by3zanakosa 1O0.B.

No ITocnenoBaresbHOCTh TEM [ara ypoka
1. | Mepsl Ge3omacHOCTH HA ypoKe. 3HAKOMCTBO. 06.09
An introduction.
2. | The Interview. 13.09.
3. | Theinterruption. 13.09
4. | TheCirisis. 20.09.
5. | Doing lunch. 20.09
6. | The Queen of Sheba. 27.09.
7. | Double-booked. 27.09
8. | Mr Lime's grapefruits. 04.10.
9. | Room 301. 04.10
10. | The warehouse. 11.10
11. | The brainstorm. 11.10
12. | Overtime. 18.10
13. | The big day. 18.10
14. | The Imperial Lemon. 25.10
15. | Telephone tell-tale. 25.10
16. | Seb Lime. 08.11
17. | Slimy Limey! 08.11
18. | Lemon-sized luxury boxes 15.11
19. | The email 15.11
20. | The open window 22.11
21. | The Team Meeting 22.11
22. | Don't panic! 29.11
23. | The smoker 29.11
24. | Risky business 06.12
25. | No smoke without fire 06.12




26. | The big cheese 13.12
27. | You cannot be serious! 13.12
28. | Getting down to business 20.12
29. | Putting the feelers out 20.12
30. | Two heads are better than one 27.12
31. | Sign on the dotted line 27.12
32. | The deal is off!

33. | The deal is off!

34. | The business trip

35. | Lostin France

36. | The power struggle

37. | Language for dealing with a difficult colleague

38. | Language for maintaining good customer relations

39. | Astep too far

40. | The Appraisal

41. | Doing it by the book

42. | The dinner date

43. | Doing your homework

44. | Computer crisis

45. | The plastic aubergine
46. | Acting up
47. | Talking sense

48. | Face-to-face

49. | Award-winning!
50. | Reality bites

51. | Taking shape




