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1. MosicuuTeNLHAA 3alIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Llenvio  Oucyunnumsl WHOCTPAHHOTO s3bIKA sBIsIETCS TNpodecCHOHaIbHas MOJArOTOBKA
CTYACHTOB ()OPMHUPOBAHUE Y CTYJCHTOB HEOOXOIMMOW KOMMYHHUKATUBHOMN SI3bIKOBON KOMIIETEHIINH, &
TaK’kK€ BBICOKOIO YPOBHS COLUAIBbHOM U TpO(GEeCCHOHAIbHOW aJanTallMMd, 4YTO MPEANoyaraet
(opMHpOBaHHE BCECTOPOHHE PA3BUTOM JMYHOCTH, CIIOCOOHOHM OTBEYaTh Ha BBI3OBBI COBPEMEHHOTO
o01iecTBa U UCIOJB30BaTh 3HAHUS, YMEHHUS U HaBBIKH, [TOJIyYEHHBIEC B X0/I¢ 00yUYEHUSI.

3aoauu oucyuniunur.

— pPa3BUTh YMEHHE MHUCBMEHHOrO (YTEHHE, IMHMCbMO) U YCTHOIO (FOBOpEHHE, ayJUpOBaHUE)
HMHOSI3LIYHOTO OOIIIEHUS,;

— yMeTh cobupaTh, 00pabaTbIBaTh U MHTEPHPETUPOBATH C HCIOIH30BAaHHEM COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJOTUN JaHHbIE HAa HMHOCTPAHHOM f3bIKE, HEOOXOAUMBIE IS
dbopMupOBaHUsl CYyXJIECHUH MO COOTBETCTBYIOIIMM COLMATbHBIM, HAYYHBIM U STHYECKUM
npoosieMam;

— OBJIQJICTh HaBbIKAMHU MyOJMYHON peyH U apryMEHTALUU Ui BeJCHUS IUCKYCCUMU;

—  HAYYHUTHCSI aHAIM3UPOBATh TEKCThl COIMAIBHO 3HAYUMOTO COJEpP>KAaHUSl, aHHOTUPOBATh U
pedepupoBaTh HAyYHYIO JIUTEPATYPY;

— Hay4duThCs CTPOUTH CBOE pEYEeBOE M HEpPEvYeBOE IIOBEJACHHE B COOTBETCTBHH C

COLIMOKYJIBTYPHOU CHIEIM(PHUKONM CTPAHBI H3y4aeMOT0 SI3bIKa;
OBJIAJICTh HAaBBIKAMU IMHCBMEHHOTO U YCTHOTO TIEpeBOJa TEKCTOB OOIIEKYJIbTYPHOR
HaIpaBJICHHOCTH.

1.2. llepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00YUYeHHS MO TUCIIUIIIHHE, COOTHECEHHBIX C
HHANKATOPAMM JOCTHKEHUSI KOMIeTeHIH

KoMnerennus NuaukaTopbl KOMIeTeHIM A Pe3yabTaTsl 00yueHus
VK-4. Crnocoben | VK-4.1. Bnaneer cuctemoii HopM | 3nams: 0a30BYyI0 HENUTPaJIbHYIO
IPUMEHSATh PYCCKOTO JINTEPAaTYpPHOI'O s3bIKa, | (OBITOBYI0) W  TEPMHMHOJIOTHYECKYIO
COBpEMEHHBIE pOHOTO si3bIKA M HOPMaMHU | JIGKCHKY; 0a30Bble TpamMMaTHYecKue
KOMMYHUKaTHBHbIE MHOCTPAaHHOTO(-bIX) SI3bIKA(-OB). | KOHCTPYKIUH U (POPMBI, TUITMYHBIE /TSI
TEXHOJIOTUH, B TOM HEUTpaIbHOU (ObITOBOI) peuu;
qucie Ha rpaMMaTU4eckie  KOHCTPYKIHMU |
MHOCTPaHHOM(BIX) (dbopmMbl, MIPUCYILIHE MOABS3BIKY
a3bIKe(ax), U1 CIEIUAIBHOCTH; CBOOO/HBIE U
aKaJIeMHU4ECKOIo u yCTONYMBBIE CJIIOBOCOYETAHMS,
npo¢eCcCHOHATBLHOTO ¢bpaszeonornyeckue €IMHHULIBI,
B3aUMOJCICTBUSA XapakTepHble Uil cepbl OBITOBOM U

npodecCuoOHAIbHOW KOMMYHUKAIUH;
KJaccu(UKaIU0 QYHKIHMOHATBHBIX
CTUJICH PE€YU U OCHOBHBIE
XapaKTepUCTUKH U 0COOEHHOCTH
00MXOAHO-TTUTEPATYPHOTO,
o(uMaNIbHO-1ET0BOT0, HAYYHOTO
CTHJIEN U CTHJIS XY10KECTBEHHOMN
JUTEPATYPHI;

WCTOPHIO, KYJBTYPY U TPAIHUIIMN CBOCH
CTpaHbl ¥ CTPAaH U3y4yaeMOro sI3bIKa.
Ymems:

JuQepeHIIMPOBaATh HHOSIZBIYHYIO




JIEKCHUKY IO cepaM NMPUMEHEHUS
(mewiTpanbHast / ObITOBAS,
obmieHay4JHast, 0pUIUaITBHO-/1eTI0Bas,

TEPMHUHOJIOTHYECKas);

MMOHUMATh U IIPaBWJIBHO
MHTEPIPETUPOBATH HUCTOPHKO-
KYJbTypHbIE SBJICHUS CTpaH

U3y4aeMoro s3bIka, pa3Ouparbcsi B
OO0IIECTBEHHO-TIOJIUTUIECKUX
WHCTUTYTaX ATHX CTPaH.

Braoems: 6a30BBIM HAOOPOM JIEKCUKU
(HerTpanbHON / OBITOBOM,
o0IIeHayYHOH M TEPMHUHOJOTHYECKOM

HAlpaBJIEHHOCTH);  A3BIKOM  Pa3HbIX
JKQHPOB  HAy4YHOM M  CIPABOYHOHU
auTeparypel  (CTaTbu, MOHOrpaduy,
OIOJUIETEHH U JIpyras JOKyMEHTAIUs).
VK-4.2. Ucnonwsyer | 3namow: nHGOPMAIMOHHO-
MH(POPMAIIMOHHO- KOMMYHHKAIIHOHHBIE TEXHOJIOTUH
KOMMYHHUKAI[IOHHbIE pUMEHseMbIe npu HIOUCKE
TEXHOJIOTMHU pu MOMCKE | HEOOXOAUMOM uH(popManuu B
HeoO0X0oaUMOW HMH(OpPMALMU B | IPOLECCE  pEIIEHUs  CTaHJApTHBIX
mporecce PEeHIeHUs] CTAaHJAPTHBIX | KOMMYHHUKATUBHBIX 3a1a4
KOMMYHUKAaTHBHBIX ~33Jjad  Ha | MHOCTPAHHOM SI3bIKE.
rocy/1apCTBEHHOM u | Ymemow: UCIIOJIb30BaTh
MHOCTPAaHHOM(-bIX) SI3bIKAX. UH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH TIPU MOUCKE HEOOXOAMMO
UHPOpPMALIMU B TPOLIECCE pELICHUs
CTaHJAPTHBIX KOMMYHHUKaTHBHBIX
3aJa4 Ha HHOCTPAHHOM SI3bIKE.
Bnaoemwv: HaBpIkKaMHM W METOIUKOMH
HIOUCKa CTPaHOBEYECKOM u
npodeccroHaibHOI nH(popmanuuy,
HOJIB3YSICh PA3IUYHBIMH HCTOYHHKAMHU
(B TOM qucie, pecypcamu
nH(}OPMALIMOHHO-
TEJIEKOMMYHHUKAI[TOHHOMN ceTu
WHTepHer).
VK-4.3. CBoOOnHO | 3Hamb:  YCTHBII M NHUCHbMEHHBIN
BOCIIPUHMMAET, aHAIM3UPYeT U | EJIOBOH MHOCTPAHHBIH SI3BIK.
KPUTHYECKH OIEHHBAET YCTHYIO | Yumems: C€BOOOAHO  BOCHPUHHMATH,
u MUCbMEHHYIO JIETIOBYIO | QaHAJIM3UPOBATh u KPUTUYECKH
uHpOpMAIIMI0O  HA  PYCCKOM, | OIICHMBATh YCTHYI0 W IHCHBMEHHYIO

POJHOM U  HHOCTPAaHHOM(-BIX)
S3bIKe(-ax).

JIeNIOBYI0 HMH(pOpMAIMI0O HHOCTPAHHOM
SI3BIKE,

T epeHIIMPOBATh HHOS3BIYHYIO
JIEKCHKY TI0 cepam MPUMEHEHUS
(neliTpanbHast / ObITOBaS,
oOmieHay4Hasi, opUIHaIbHO-EI0BAs,
TEPMHUHOJIOTHYECKas);

COOTHOCHTH SI3BIKOBBIE CPEICTBA C
KOHKPETHBIMHU NIOBCEHEBHO-




OBITOBBIMU CUTyaluusiMu, yCJIOBUSAMU U

HemsIMH, a Takke C  HOpPMaMmHu
npodeccHoHaIbHOTO pedeBoro
HIOBE/ICHHS, KOTOPBIX

MPUACP)KUBAOTCS HOCUTEIHU S3bIKA;
Brnademv: 6a30BbIM HAOOPOM JIEKCUKH
(merTpanbHOM / OBITOBOMA,
o0IIeHayYHOH W TEPMUHOJIOTHYECKOMN
HAaMpaBJICHHOCTH);  S3BIKOM  Pa3HBIX
J)KaHPOB  HAy4YyHOM M  CIPAaBOYHOU
auTepaTypel  (CTaThU, MOHOTpaduw,
OIOJUIETCHH U JIpyTras JOKyMEHTAIUs);
OCHOBHBIMH BHJIJAMU MOHOJIOTUYECKOTO
/TUANIOrMYeCcKoro BBICKa3bIBaHUS
OBITOBOTO, 00IIeHayYHOTO "
1po(hecCUOHATILHOTO XapaKTepa;
NIEPEeBOIYCCKIMH HAaBBIKaMU (YCTHBIH/
MUCHbMEHHBIN TIEPEBO] TEKCTOB
npoheccuoHaIBbHOM HAMIPABICHHOCTH).

VK-4.4, Bener JIEJIOBYIO
MIEPETIHNCKY, YUUTHIBAS
0COOEHHOCTH CTUIMCTHUKHU
ounmanbHBIX u
HEO(PHUIHATBHBIX ITHCEM,

COLMOKYJIbTYPHBIC DPa3In4us B
dbopmare KOPPECHOHICHIIUU Ha
rocy/1apCTBEHHOM(-bIX) u
WHOCTPAHHOM(-bIX) sI3bIKaX.

3namb:  OCOOCHHOCTH  CTHIIMCTUKHU
opUIMATBHEIX HW  HEO(DUIHUATHHBIX
MUCEM, COLIMOKYJIbTYPHbBIC Pa3UYMsl B
dhopmate KOPPECIIOHICHITUU Ha
rOCyJapCTBEHHOM M  HHOCTPAaHHOM
SI3BIKAX.

Ymemsb: BecTH [eNOBYIO NEpEIHUCKY,
YUUTBIBasSE OCOOCHHOCTH CTHJIMCTHKH
opUIIMATBHBIX W HEO(PHUIHATBHBIX
IHCEM, COIIMOKYJIbTYpPHBIE Pa3Indus B
¢dopmare KOPPECTIOHIEHIIUH Ha
WHOCTPAHHOM SI3BIKE.

Braoems: nucbMeHHOM popMoil A3bIKa
B paMKax, OO0s3aTeNbHBIX  JIJIS
OCYIIECTBIIEHUSI ~ MPO(EeCCHOHATBHBIX
GyHKIMH W HaydyHOW JEATelIbHOCTU
(Hanucanue TE3HCOB, cTaTew,
pedeparoB, aHHOTaUMH, JOKJIA/IOB,
peLeH3ul, U T.I1.).

VK-4.5. Bener ycTHbIE JENOBBIE
pasroBopsl Ha rOCyAApCTBEHHOM
Y UHOCTPAHHOM(-bIX) S3bIKAX.

3nams.: 0COOEHHOCTH BEIECHUS YCTHBIX

JIENOBBIX pazroBOpoB Ha
TOCyJapCTBEHHOM Y  WHOCTPAHHOM
SI3BIKAX.

Ymems: MMOHUMAaTh
MOHOJIOTHYECKYI0/TUaTIOTHIECKYIO
pedb, B KOTOPOH  HCIOJb30BaHBI

Haubosiee ynorpeOuTenbHbIe JEKCUKO-
rpaMMaTHYeCKHe KOHCTPYKIIUH,
XapakTepHbIe AT KOMMYHHKATHBHBIX
CUTyallii TIOBCEIHEBHO-OBITOBOTO H
npodeccrnoHaIbHOTO OOIICHNUS;

Bnaoemyv: 6a30BbIM HAOOPOM JIEKCUKHU
(HerTpambHON / OBITOBOM,




o0IIeHayYHOH M TEPMUHOJOTHYECKON
HaIpaBJIEHHOCTH);

OCHOBHBIMM BHUJIaMU MOHOJIOTMUYECKOTO
/I aTIOTHYECKOTrOo BBICKa3bIBaHUS
OBITOBOTO, 00IIeHayYHOTO "
npoQeCCHOHATIBHOIO XapaKTepa;
OCHOBaMU IIyOJIMYHOM peun u
0a30BBIMU IIPUEMaMU OPATOPCKOI0
HCKYCCTBA.

VK-4.6. JleMoHCTpUpYET yMEHHUE
BBITIONTHATh  TIEPEBOJ]  TEKCTOB
pa3IMIHOTO 00béMa "
CTHJIMCTUKA C HMHOCTPAHHOTO(-
BIX) Ha TOCYJIAPCTBEHHBIN S3BIK,
a TaKKe C rocyJapCTBEHHOrO Ha
WHOCTPAHHBIN(-bIC) S3BIK(-H).

3name: TpuEMBl TIEpeBOAA TEKCTOB
pa3IUuyHOTO 00bEMA M CTHIUCTUKHU C
MHOCTPAaHHOIO Ha TOCYJapCTBEHHBIH
SI3BIK, & TAK)KE C TOCYIapCTBEHHOT'O Ha
MHOCTPaHHBIN S3BIK.

Ymemsv: paboTtath c/Haq TEKCTaMH
CTpPaHOBEIUECKOM, OOIIeHAyYHOH |
po(heCCUOHATTLHOM HANPABICHHOCTH B
HeNsSX aJeKBAaTHOM  HMHTEpIpeTaIiu
IPOYUTAHHOTO MaTepUAIIa;

Braoemw: S3bIKOM pa3HBIX KAaHPOB
HAay4YHOH M CIPABOYHON JIMTEpPATyphl
(cratbu, MoHOTpadum, OIOJUICTCHH H
IpyTasi TOKyMEHTAIINSA);

HaBbIKAMHU 4YTE€HUSA (IIPOCMOTPOBOTO,
03HAKOMHTEIILHOTO, MTOWCKOBOTO,
U3YYaIOIero);

MIEPEBOTICCKIMH HaBBIKaMU (yCTHBIM/
MUCHbMEHHBIN TIEPEBOJ] TEKCTOB
po(heCCUOHATTLHOM HATIPABIICHHOCTH);
METOJUKON U TpHEeMaMH TepeBoAa
(pedepatuBHOTO, TOCIOBHOTO).

OIIK-5. Crniocoben
WCTIOJB30BATh
COBpPEMEHHBIE
nH(pOpMalIMOHHbIE
TEXHOJIOTUU u
MIpOrpaMMHEIE
CpezAcTBa IIPU pelIeHUH
po¢eCcCuOHATBHBIX
3aaq

OIIK-5.1. JlemoHCTpHUpYyET
CIIOCOOHOCTh UCIIOJIb30BaTh
COBpEMEHHbIE HH(POPMALMOHHbIE
TEXHOJIOTUM  TIpU  pEIICHUH
npo¢eCcCHOHATIBHBIX 3a/au.

3Hamo:

- METOJIbI U CpeICTBA 00pabOTKHU
uH(bOpMaIuu 1 paboTe C TEKCTOM,
Ymems:

- IPUMEHSATH aJIeKBaTHBIE METOBI U
CpeJIICTBA Ha OCHOBE MH(OPMAIIMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTUN TTPH
paboTe ¢ TeKCTOM;

Braoemy:

- HaBBIKaMHU WCIIOJIb30BAHUS
UHGOPMAIIMOHHBIX CEeTeW NJs TOMCKa,
MepPeBOJIa TEKCTOB PA3IMYHOTO 00bEeMa.

1.3. MecTo iMcuMnJIMHbI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

HucuumnnuHa «HOCTpaHHBIN $3bIK B TPO(ECCHOHATBHONW JIeATETHHOCTH» OTHOCHUTCS K
00s13aTeIFHOM YacTh 0JI0Ka TUCIUIUIMH y9eOHOTO TIIaHa.




2. CTpyKTYypa IMCHUILTHHBI
O6mmas TpyA0EMKOCTh TUCHHUTUINHBI COCTaBIsAeT 3 3.¢€., 108 akageMruuecKkux 4acos.

CTpyKTypa AUCHUILIMHBI 1JIs1 04HOH opMbI 00yUeHUsI
O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOM pabOThl OOYYAIOIIUXCS C MeJarormyecKuMu

paboTHuKaMu ¥ (WIK) JUIAMH, TPUBIEKaEMBIMH K peaju3aluu 0Opa3oBaTENbHON MpOrpaMMmbl Ha
WHBIX YCIIOBHSIX, P MTPOBEACHUHU YUSOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
1 [IpakTrueckue 3aHATHS 30
Bcero: 30

O0beM TUCHMITIMHBI B (hOpME caMOCTOSTEIbHON paboThl 00YUAIOIIUXCS COCTABIACT 78
aKaJIeMUYECKHUX YaCOB.

CTpyKTypa AUCHUILIMHBI AJI51 04HO-3204HOI (POopMBbI 00yUeHUs

O6bem guctuIiuHBl B (OpME KOHTAaKTHOM pPabOThl 0OydYaromuxcsi ¢ TMeAarormiecKuMu
paboTHUKaMu ¥ (WJIK) JHUIAMH, TPUBIIEKAEMBIMH K pealu3aluud o0pa30BaTeIbHOW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KommuectBo
4acoB
1 [IpakTuueckue 3aHsATHs 24
Bcero: 24

O0beM TuCIMITIHHEI B (hOpMe caMOCTOSTEIbHON pabOThl 00YUYAIOIUXCS COCTABISIET 84
aKaJIeMUYECKUX Jaca.

CTpyKTypa JUCHUIIMHBI VIS 3209HO0 ()OpMBbI 00yUeHH s

O0pvemM naucuumIuMHBL B (popMe KOHTAKTHOM paboThl OOydarOMIMXCSl C MeJarorn4ecKuMu
paboTHUKaMu | (WIK) JUIAMM, TPUBJIEKaEMbIMM K peaju3aluu o0pa3oBaTEbHOM NporpamMmbl Ha
MHBIX YCJIOBUSX, IPU MIPOBECHUH YUEOHBIX 3aHATHUM:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
1 [IpakTuueckue 3aHsITHs 12
Bceero: 12

O6beM AUCHUIUTUHBL B (OpME CaMOCTOSITENLHON pabOThl 00YYAIOIIUXCS COCTaBIsIET 96
aKaJeMUYECKUX YaCOB.

3. Conep:xaHue TUCHUTIIMHBI

Ne [ HaumenoBaHme pa3nena | Conep:kanue
JAUCHHILTHHBI
1. | Human Resource | OcHoBHBIE TOHATHSA B cdepe yNpaBlIeHUs MEPCOHATIOM.
Management. Human capital. | UenoBeueckuit  kamutanm  (YeTOBEUYECKHE  PECYPCHI).
The 4 Ps of HR. Major trends | I'maBHble TeHeHIIMU 1 BbI30BbI B YII.




and challenges in HR

I pammamuxa: Present Tenses

2. | Organizational Structure and | CtpykTypa opranusamuu. [Iporecc HalimMa 1 €ro dTarbl.
Recruitment I'pammamuxa: Past Tenses

3. | Pay and Benefits Omutata Tpyaa. Buasl koMIeHcanuu.

I'pammamuxa: Future Tenses
4. |lssues in the Workplace. | [Ipobaemsr Ha paboueM MecTe U ClIOCOOBI MX pa3peIICHHS.
Conflicts. Layoffs Ipammamuxa: Types of questions
5. | Employee retention | Ctpareruu yaepxaHusi COTPYAHUKOB.
strategies. Employee | I pammamuxa: Reported speech
turnover.
6. | Management Styles. | Ctunu ynpasienus nepcoHanrom. MoTHBaIHs
Motivation I'pammamurxa: Modal verbs
7. | Telephoning: making and | TenedoHHble mEpPeroBOphl: Kak OTBETUTh Ha 3BOHOK,
taking  calls,  messages, | mepegarb/oCTaBUThL  COOOIICHHWE,  IMOJYYUTH/YTOYHHUTH
checking, clarifying, active | cBemeHus1, JOrOBOPUTHCS O BCTPEUE, BHIPA3UTH HKAI00y.
listening, arranging a | I pammamuxa: Passive
meeting, and complaints.
8. | Emails: internal, and | JlemoBast ~ mepemucKka 1O JJEKTPOHHOM  IOYTE:
commercial. Customer | opunmanbHbie, MOTYOPUITMAIBHEIC, BHYTPCHHHE H JIp.
issues, arranging a | cooOienus; pacchuIKa.
visit/meeting. I'pammamuxa: Conditionals
9. | Meetings and negotiations JlenoBbIE IEPErOBOPHI, COOpPaHUS U BCTPEUU: OPraHU3alHs,
ITUKET, PETJIAMEHT.
Ipammamuxa: Relative clauses

10. | Making Presentations [MpaBuna PPT npe3enTanuu. Onucanue rpaguKoB.
I'pammamuxa: Adjectives and adverbs. Degrees of
comparison

11. | HR Strategy and Planning Crparerus komnanmu u crparerus YII. OcHoBHBIE

CTpaTernvyecKue MpeuMyIiecTBa KOMIaHui. I pammamura:
Countable and uncountable nouns

12. | Workforce planning: | CtpaTernueckoe MIaHUPOBAHHE KAJAPOB: KOJMUCCTBECHHBIC
quantitative and operational | u gpyHKIHOHANBHBIE (TIPOU3BOCTBEHHBIC) METO/IBI.
methods. I'pammamuxa: Make, do, have, get

13. | Hiring: internal and external. | [Tox6op nepconana. BHenHne 1 BHYTPEHHHE UCTOYHHUKH.
Contingent workforce. Job | KontunrentHas pabotas cuna. OObsiBIeHHE O BaKaHCHH.
ads. Career fairs. Executive | Slpmapku Bakancuii. [lomck u HaéM COTPYJHUKOB Ha
search. PYKOBOJSIINE TOJDKHOCTH.

Ipammamuxa: Infinitive
14. | Building an Employer Brand | Co3ganue OpeHma v peryTainud KOMITaHHH-pab0oTOaaTes.
I'pammamuxa: Gerund

15. | Candidate Selection. | Ot6op kaHmumaroB. Pucku. AHamu3 BakaHCHUH C TOUYKH
Recruiting risks. Job- | 3penuss ¢yHkuME W 3agad. ApPXHTEKTypa BaKaHCHH.
position-employee. Job | I'pammamuxa: Pronouns
Architecture. Content and
Purpose of Job Analysis.

16. | Training courses: fields of | TperuHru: MOAX0/bI, MIIAHUPOBAHUE, CHEPHI TPUMEHEHHS,
application, approaches, | paspabotka u nposenenue. PopmanbHoe 1 HeGoOpMaTbHOE
methods,  planning  and | oOy4enue nepconaa.
development of a course. | I pammamuxa: Determiners
Formal vs informal learning

17. | Performance  management. | Ouenka pe3yabTaTUBHOCTH W 3()(HEKTHBHOCTH TpYJA.




10

Jliist

IMPOBCACHU

y4eOHBIX

BARS. Performance | Cxema oOlleHKHM TMOTEHIMAla COTPyAHHUKA. KapbepHbie
potential grid. Career | BO3MOXHOCTH, TPA€KTOPHS U POCT.
paths/ladders I pammamuxa: Articles

18. | Work-life balance. Working | Pabouee Bpems, rpaduk paboThl, pSKUM TPyJa U OTAbIXA.
hours.  Flexible working | CtpykTypa KoMmanuu ©  opraHu3aunusi  paboyero
structures. Teleworking. | mpoctpancTBa. Ynanennas pabora, pabora ¢ THOKHM
Spaces and structures. Non- | rpadgukom u T.1.
territorial workplace. Ipammamuxa: Linking words

19. | Social Media in HR. Web | Conuanbubie cetu u ux ponb B YII. [Togxonsl k aHamm3y
2.0. Social network analysis. | maHHBIX W3 coliceTe W NMPHUMEHEHHE €ro pPe3yJbTaToB B
Ways of SM usage. KaJJpOBOM TOJUTHKE.

I'pammamuxa: Phrasal verbs

20. | HR-IT. Expert systems and | MadopmannoHHbie cHCTeMbl W pemicHus it YL
user systems. Human Capital | Tennenuuu B pazsutuu codra st YII.
Management Software: | I pammamuxa: Phrasal verbs
modern trends.

4. Oopa3oBaTesibHbIE TEXHOJIOTHH

3aHITUI 10 JUCHUITIIINHE

HCIIOJIB3YTIOTCA Pa3JIMIHBIC

O6pa30BaTCJII)HI)I€ TCXHOJIOTHH. I[JISI oprann3alin y‘I€6HOFO mnmponecca MOXKCET OBITH HCIIOJIB30BAaHO
QJICKTPOHHOC 06yquI/Ie n (I/IJ'II/I) JUCTAHIIMOHHBIC O6pa30BaTeJ'ILHI>Ie TCXHOJIOI'H.

5. OneHKa NJIAHUPYeMBbIX Pe3yJIbTATOB 00y4YeHHUs!

5.1 CucreMa oleHUBAHUA

dDopMa KOHTPOJIA

Makc. KOJIM4eCTBO 0aJLJI0B

3a ogny Bcero
padoty
TeKkymmii KOHTPOJIb: 60 6anoB
- OIpoC 5 30
- yJacTHe B INCKYCCHUU HA CEMHHAPE 5 10
- BBINOJIHEHUE CaMOCTOSATENbHOM paboThI 10 10
- KOHTpOJIbHAs padoTa 10 10
[TpomexyTouHasi aTTecTallusl — IK3aMeH 40 6annoB
HToro 3a cemectp 100 GamoB

[Tomy4yeHHBIN COBOKYIHBIM pe3yJbTaT KOHBEPTUPYETCS B TPAJULMOHHYIO LKAy OLIEHOK U B
IIKaxy oleHoK EBpomeiickoii cucteMsl nepeHoca u HakoruieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU € TaOJIUIICH:

[Tkamna
100-6amnpHast mkana | TpaaumuoHHas mIKaia ECTS
95 -100 A
8394 OTIIMYHO B
68 — 82 XOpOoIIOo 3a4TEHO C
56 — 67 D
50 _55 YJIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEYJIOBJIETBOPUTEIHEHO HE 3a4TEHO F
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5.2 Kpurtepuu BbICTABJIEHUS OLEHKHU 1O JUCIUIJIMHE

Baaasl/ | Ouenka nmo Kpurtepun oneHkH pe3yJibTATOB 00y4eHHUsI 0 AUCHUILINHE

HIxana | gucHUIIAHE
ECTS

100-83/ OTJINYHO/ BricTaBisiercss 00y4aroneMycsi, €ClIi OH MIyOOKO M MPOYHO YCBOHJI TCOPETUUCCKUN U
AB 384YTEHO MPaKTHIECKUH MaTepHa, MOKET NMPOJEMOHCTPHPOBATE OTO Ha 3AHATHAX M B XOZAC
MPOMEXXYTOYHOH aTTeCTaIHN.

OO0y4aroniuiicss NCUEPIIBIBAIOIIE M JIOTHYECKH CTPOWHO M3JIaraeT y4eOHBIH MaTepha,
yMEeT YBA3BIBATh TEOPHIO C NPAKTHKOH, CHpaBiIsAeTCs C pEIICHHEM 3ajaad
npodeccCHOHANPHON HAIIPaBIEHHOCTH BBICOKOTO YPOBHSA CIOXKHOCTH, HPaBUIBHO
000CHOBBIBAET IPHHSATHIE PELICHHUS.

CB00OHO OpUEHTHPYETCS B yueOHOH 1 MpoecCHOHaBHOM JInTepartype.

OneHka N0 JHMCHUIUIMHE BBICTABIAIOTCS OOydarolemycs ¢ Y4ETOM pe3yJbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMH.

KomnereHuny, 3axkpermi€HHbIE 3a JUCHUILIMHOM, CcQOpMHpPOBAaHBI Ha YpOBHE —
«BBICOKHI».

82-68/ Xopomio/ BricTaBisiercs oOyuaroniemycs, €cid OH 3HaeT TEOPETHUYECKHM W MPaKTHUECKH
Marepuang, TpaMOTHO W IO CYILIECTBY H3JIaraeéT €ro Ha 3aHATUSIX U B XOJe
MIPOMEXYTOUYHOH aTTeCTally, HE JOMYyCKasl CyLIECTBEHHBIX HETOUHOCTEN.
OOy4aroniuiicss TPaBWIFHO MPHUMEHSICT TCOPETHUECKUE IIOJIOKEHUS TIPH PEIICHUN
MPaKTHYeCKUX 3agad  Mpo(ecCHOHANBPHONW  HAMpaBICHHOCTH Pa3HOTO  YPOBHS
CIIO)KHOCTH, BIIaJIeeT HEOOXOAUMBIMH JIJIS STOTO HABBIKAMH U MPUEMaMH.

JlocTaTo4HO XOpOLIO OPUEHTHPYETCS B yueOHON U PO ecCHOHATILHOM TuTeparype.
OreHka 1O IUCHMIUIMHE BBICTABIAIOTCS oOOydaromeMycs C Y4€ToM pe3ysIbTaToB
TEKyLIed U IPOMEXYTOUHOM aTTECTALIMHU.

KomnereHuuy, 3akpemn€HHble 3a JUCHUIUIMHON, CcQOpPMHpPOBAaHBI Ha YpOBHE —
«XOPOILHI».

C 3a4TEHO

67-50/ Y/I0BJIETBO- BricTaBisieTcss 00yJaromeMycsi, eciid OH 3HaeT Ha 0a30BOM YPOBHE TCOPETHUCCKUM U
HpaKTI/ILIeCKI/Iﬁ Marepuali, AOMYyCKac€T OTACJIbHbLIC OLHI/I6KI/I Ipyu €ro HM3JI0KCHHUU Ha
3aHATHAX U B X0JI€ IPOMEXKYTOUHOM aTTECTALMH.

OOyyaronuiicss ~ WCTIBITBIBACT  ONpPENCNEHHBIE  3aTpyOHEHHS B  [PUMCHCHHU
TEOPETHICCKUX IIOJIOKCHUA TPH pEIICHNH MPaKTHISCKAX 3amad IpoQecCHOHATbHOMN
HAIPaBJICHHOCTH CTAHJAPTHOTO YPOBHS CIIOKHOCTH, BIIAAEET HEOOXOIUMBIMHU IS
9TOro 6a30BBHIMU HABBIKAMH U TPUEMAMHU.

JleMOHCTpHpYEeT TOCTaTOYHBI YPOBEHD 3HAHUS YICOHOH TUTEepaTyphl IO JUCIUTUINHE.
OneHka TO AWCHUIUIMHE BBICTABIAIOTCS OOydYaromeMycsi ¢ y4€TOM pe3yJbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

KommereHnuu, 3akperui€HHble 3a AUCIUILUIMHON, CPOPMHPOBAaHBI HAa YPOBHE —
«ITOCTATOYHBIN».

D,E purenbHo/
3aYTEHO

49-0/ HEYJIOBJIET- BricTaBisiercs o0yuaroniemMycs, eciii OH He 3HaeT Ha 0a30BOM YPOBHE TEOPETHUECKUIA
FFX BOpHTENbHO/ | Y MPAKTHUECKUl MaTepuai, jomyckaer rpyOble OMMOKH IPH €ro M3JI0XKEHHH Ha
3aHATHSX U B XOZ1€ IPOMEKYTOUHON aTTECTAllUH.

OOyuaronuicst UCIBITHIBAET CEPhE3HBIE 3aTPYAHEHHS B MPUMEHEHUH TEOPETHUECKHX
TIOJIOKECHHUH MPU PELIeHUH NMPAaKTUYECKUX 331a4 Npo(hecCHOHALHOM HANPaBIEHHOCTH
CTaH/IapPTHOTO YPOBHS CIIOXKHOCTH, HE BIIaJeeT HEOOXOAUMBIMH ISl 3TOTO HAaBBIKAMH U
MIpUEMaMH.

JleMoHCTpHpYeT (parMeHTapHbIe 3HAHHUS Y4eOHO JIUTepaTyphl IO TUCLUIIIIMHE.
OreHka 1O IUCHMIUIMHE BBICTABISAIOTCS OOydYaromeMmycs ¢ Y4ETOM pe3ylbTaToB
TEKyLIed U IPOMEXYTOUHOM aTTECTALUM.

KoMmnereHnuu Ha YpOBHE «IOCTAaTOYHBIN», 3aKpeIUIEHHBbIE 3a AUCLMIUIMHOW, HE
c(OpMHUPOBAHBL.

HC 3a4TCHO

5.3 OueHouyHble cpeacTBa (MaTepuHajbl) s TeKYyIIero KOHTPOJS YCHeBaeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMHU 00y4aIOIHUXCS 10 JUCIUIITTHHE

Tembi 01151 NPOMEHCYMOUHBIX AMMECTNAYULL:
1. What is HR management? Human Capital?
2. What are the major trends in HR today? What are the biggest challenges? Why?



No ok

8.

9.

10.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.

23.

24

31.
32.
33.
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If you are working, explain two or three biggest risks that your company currently faces.

If you aren’t working, tell the group about someone you know who has a job.

How to get the job of your dream.

How to create a good impression.

Your first interview. Who would you rather work for?

What questions do you think an interviewer and an applicant could ask at a job interview?

- Can you describe a typical day for someone in this position?

- What is the top priority of the person who accepts this job?

- What are the day-to-day expectations and responsibilities of this job?

- Can you discuss your take on the company's corporate culture?

- What are the company's values?

- How would you characterize the management philosophy of this organization?

- Does the organization support ongoing training and education for employees to stay
current in their fields?

- What do you think is the greatest opportunity facing the organization in the near future?
The biggest threat?

- Is there a formal process for advancement within the organization?
What are the traits and skills of people who are the most successful within the
organization?

How do you think the day-to-day work of a purchasing manager is different from the work

of other managers in the fields of production and operation?

What company structures do you know? What do they depend on?

Describe any of the following organizational structures: functional, divisional, matrix, flat?

Give examples.

What is the main advantage of a chain of command?

In what ways can dividing a business functionally cause problems?

What is the potential disadvantage of a matrix management system?

Under what circumstances might teams not be effective?

Do you prefer to work in a big firm or a small company?

What benefit of working in a big company can you think of?

Why do some people prefer to work in a small company?

What are the main recruitment strategies?

What stages of recruitment are there?

Role-play a job interview.

How important is pay? Would you work in a creative, satisfying job if the pay wasn't very

good?

What do you think about performance-related pay? What pros and cons of performance-

related pay can you think of?

Are you paid what you are worth? Imagine that you are talking to your boss trying to

persuade them to pay you more. (You have been invited to join another company, so you

are speaking from a position of strength.) Explain why they should pay you more.

. What is job security? How important is it to you?
25.
26.
27.
28.
29.
30.

What extra benefits do companies in Great Britain usually offer? What about Russia?
What issues in the workplace do HR managers usually have to deal with?

What informal ways do you know to resolve small issues in the work place?

Give examples of misconduct that leads to dismissal.

How can HR managers prevent conflicts and other problems related to work?

What should employees do if there is too much unpaid unofficial overtime? What can you
recommend?

Imagine that you witness a fraud or bribery in the office? What are you going to do?

Why do people decide to leave/change jobs?

What is stuff turnover? Why does it occur? What are the costs of staff turnover?
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34. How can employees be retained?

35. Look through the following situations. What do they possibly indicate? What would you
do about the problem as ah HR specialist?

Sudden performance drop

Frequent short-term absence

Reduced social interaction and isolation

Frequent complaints

Glorify other companies

Reduced willingness to take over responsibility

Pessimism about future perspective

36. What do you think is your personal management style? Why?

37. Do you agree with the statement: “Good managers are born, not made”?

38. What personal qualities are necessary in order to be an efficient manager?

39. Draw a mind map of your own personal management qualities. Put yourself in the middle.
Then show and describe the map to the group.

40. Do you have an icon among famous managers (real or fictional)? Who do you think could
be a role model for you and those who want to learn how to manage people?

41. What do you think when you hear the word “negotiation”?

42. What is the difference between negotiation and bargaining?

43. What stages of a negotiation are there?

44. Role-play one of the following situations between a supplier and a customer:

45. To negotiate the price of the batch; a discount; the terms of delivery; the terms of
payment.

46. Cost per hire: what costs should be considered in recruitment?

47. Why and how are indicator systems used in HR and what are typical examples?

48. How are indicators defined and implemented?

49. What is the added value of employees and how can it be estimated?

50. Is it possible to estimate the ROI of large-scale investments in Human Resource
Management?

51. Strategic workforce planning and its components.

52. How to map and measure the employee journey

53. Personalization by measuring individual preferences

54. HR planning and required budget.

55. Pros and cons of internal and external hiring

56. What is contingent workforce? When and why do companies use it?

57. How can companies attract workforce at career fairs?

58. Job ads and its various aspects: Employee Value Proposition, Job-1D, Location, Social
Media, Tasks and Responsibilities, Requirements, Education, Competencies, Attractive
aspects, Application, Send-to-friend

59. What does the traditional approach in recruiting look like?

60. How is a company able to position and present itself as an attractive place to work through
building an employer brand?

61. Which active search strategies help companies to find and approach passive candidates?

62. How can companies retain promising and talented candidates?

63. How is product brand correlated with employer attributes?

Ipumepul 3a0anuti 0151 camocmosmenbHol pabomi:
1. Choose a real-life general-interest topic that shows a trend over several years. Draw an
approximate graph. Prepare a speech describing the graph and the development of the object
(such as house prices, the rate of dollar against ruble, reading/sporting activities and habits
etc).
2. Active, passive and non-seeking candidates.
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Segmentation of candidates.
Active and passive ways of talent sourcing.
Campus recruiting roles and measures.
Social networks as a source of candidates.
Employee referral programs.
Guerilla recruiting.

3. Write the following types of emails:

1

Host makes an invitation

Guest accepts

Guest contacts a hotel and tells host the details
Host confirms everything

A reply to an invitation. Polite refusal.

ole play:
A dialogue between a customer and a supplier to make a complaint;
two businesspeople to arrange a meeting;
a sales manager and a customer to change an arrangement;
a secretary and a hotel manager to make a reservation;
a secretary and a hotel manager to change a reservation;
two colleagues to tell them good news.

2.
3.
4,
5. Aninternal email in order to invite colleagues to a meeting (with an attachment)
6.
.R

Tembl 011 KOHMPONIBLHBIX PpabOOM:
What can be learned through training?
In which coporate fields are training courses typically used?
How can a training-event be designed and devloped in order to meet predefined learning
objectives?
How to ensure employees transfer what they have learned during training into real life?
How do modern media and working conditions influence the way people learn in a
company?
What are your talents?
What are your biggest strengths and weaknesses?
Who could support your future career development?
What could be you next, realistic career-move?

. Which working conditions are important to you?

. What do you really like to do?

. What is your ultimate career goal?

. To achieve your goals, which additional experience could help?

. What are major IT-solutions in HR?

. What is the difference between expert-systems and user-systems?

. What are major functionalities of HR IT-solutions in fields like recruiting or learning?

. What are future trends in HR-IT?

. Pros and cons of hiring automation.

. What characterizes modern work and what will be the future of work?

. In this particular context how do work-life-balance and working hours matter?

. Can employee surveys help to improve working conditions?

. How can a company strategically strengthen its employer attractiveness?

. To what degree does the executive board impact social media usage inside the company?
. Which chances and risks are seen by the executive board related to social media usage?

. Is the company culture driven by openness and trust?

. Is there a natural affinity and activity towards social media among the employees and the

company ‘s social environment?

. Are there any real opportunities related to social media usage?
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6. YueOHo-MeToqUYecKOe U MHPOPMALMOHHOE O0ecTeyeHue TUCIUTLIHHBI
6.1 CnuCcOK HCTOYHHUKOB H JINTEPATYPbI

Jlutepartypa
OcHosnas

1. Anrnwmiickuit s3bIk s akagemuueckux meneid. English for Academic Purposes : yue6HOoe
nocobue s 6akanaBpuara u maructpatypsl / T. A. bapanosckas, A. B. 3axaposa, T. b. [Tocnenosa,
10. A. CyBopoga ; mox pemakmueit T. A. bapanoBckoii. — Mocksa : MU3natensctBo FOpaiit, 2019. —
198 c. — (bakanaBp u maructp. Akagemudeckuii kypc). — ISBN 978-5-9916-7710-3. — Tekcr :
anekTponnsii // DBC KOpaiit [caiit]. — URL:https://biblio-online.ru/bcode/433465

2. Memnsitno, B. B.Akagemudeckoe muceMmo. Jlekcuka. Developing Academic Literacy : yueOHOe
nmocobue s OakanaBpuara u maructparypsl / B. B. Mensiino, H. A. Tynskosa, C. B. Uymunkun. —
2-¢ u3., uctp. u qon. — Mocksa : 3marensctBo FOpaiit, 2019. — 240 ¢. — (bakanaBp u maructp.
Axanemuyecknii Kype). — ISBN 978-5-534-01656-7. — Texcr : anexktponHsi // DBC KOpait [caiT].
— URL:https://biblio-online.ru/bcode/437602

Hononnumenvnas

1. EBcrokoBa, E. H. Aurnuiickuii si361k. Reading and Discussion: yae6HOe mocoowue yist By30B / E.
H. EBcrokoga, I'. JI. PytkoBckas, O. W. Tapanenko. — 2-e u3 ., ucmp. u 10mn. — MocCKBa :
WznarensctBo FOpaiit, 2019. — 147 ¢. — (Yuuepcurets! Poccun). — ISBN 978-5-534-07996-8. —
Tekcr : anexrponssiii / DBC FOpaiit [caiit]. — URL:https://biblio-online.ru/bcode/438983

2. 'aBpuiioB, A. H. Aurmnuiickuii si3bIk. PazroBopnas peus. Modern American English.
Communication Gambits: yaeOHHK 1 IPakTUKyM Juis By30B / A. H. I'aBpunos, JI. I1. Jlanunenko. —
2-¢ u31., ucnp. u gon. — Mocksa : UznarensctBo FOpaiit, 2019. — 129 c. — (ABTOpPCKHii y4eOHHK).
— ISBN 978-5-534-09168-7. — Tekcr : anexkrponnsii // DBC FOpaiit [caiiT]. — URL:https://biblio-
online.ru/bcode/427335.

6.2 Ilepeuennb pecypcoB HHGOPMALMOHHO-TeIeKOMMYHUKANIMOHHOM ceTn « AHTEpHET.

HanumonaneHast snextponnas 6ubnmmorexa (HOB) www.rusneb.ru
ELibrary.ru Hay4nast anextponnas 6ubdianoreka www.elibrary.ru
DnektponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru

6.3 IlpodeccnonajbHble 6a3bl JaHHBIX H HH(POPMALHOHHO-CIPABOYHbIE CUCTEMBbI

Joctyn k mpodeccuoHanbHbIM 0a3am qaHubIx: hitps://liber.rsuh.ru/ru/bases

WubopmanroHHbIe CITPABOYHBIE CUCTEMBI:
1. Koncynsrant [liroc
2. Tapanr

7. MaTepuajibHO-TeXHHYECKOE ofecreyeHue JUCHUILTHHBI
Hns  obecrieueHuss ~ TUCHUIUIMHBI  HUCHOJB3YETCSl  MaTepUANbHO-TEXHHYECKas  0aza
00pa3oBaTeNbHOTO YUPEKICHUS: yYeOHbIE ayJAUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM M IMPOCKTOPOM

AJI JEMOHCTpaliun y‘-Ie6HBIX MaTCpUaJIOB.

CocraB mporpaMMHOT0 00€CTICUCHHUS
1. Windows


https://biblio-online.ru/bcode/433465
https://biblio-online.ru/bcode/437602
https://biblio-online.ru/bcode/438983
https://biblio-online.ru/bcode/427335
https://biblio-online.ru/bcode/427335
https://liber.rsuh.ru/ru/bases
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2. Microsoft Office
3. Kaspersky Endpoint Security

8. Obecneuenue 06p330B3Te.]ILHOFO nmpouecca aJjist Jiui ¢ OrpaHnv4YeHHbIMU BO3MOKHOCTAMU
310POBbH U HHBAJIUA0B

B xoxe peamuzanuM JUCHUIUIMHBL HCHOJB3YIOTCSA CIEAYIOLIME JOINOJHUTEIbHBIE METO]IbI
00y4YeHHs, TEKYLIer0 KOHTPOJS YCHEBAEMOCTH M TNPOMEXKYTOYHOM aTTecTallud OOyYaloUIMXCs B
3aBUCUMOCTH OT UX MHIUBUIYaJIbHBIX OCOOEHHOCTEMN:

® Ui CJENBbIX M CJIA0OBUIAIMX: JIEKIUH O(QOPMIISIIOTCA B BHJIE 3JIEKTPOHHOI'O JOKYMEHTa,
JOCTYIIHOTO C TOMOLIbI0 KOMIIBIOTEPA CO CIELUAIU3UPOBAHHBIM IPOrPAMMHBIM OOECIIEUEHUEM;
MUCHMEHHBIC 33/IaHUS BBIMOJHAIOTCS HAa KOMIBIOTEpE CO CHEHUAIU3UPOBAHHBIM IPOTPAMMHBIM
obecrieyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBACTCS WHIMBHYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JroKC; Il BBIMOJHEHUs 3aJaHusi NpU HEOOXOJUMOCTHU
IIPEJOCTABIIAETCS YBEIMUYMBAIOLIEE YCTPOHWCTBO; BO3MOXKHO TaK)K€ HCIOJIb30BaHUE COOCTBEHHBIX
YBEIUYMBAIOUINX YCTPONCTB; MHUCbMEHHBIC 3aJJaHNsl 0(OPMIISIOTCS YBETUUYEHHBIM HIPUPTOM; IK3aMEH
1 3a4€T MPOBOAATCSA B YCTHON (hOpME MIIM BBINOJIHAIOTCS B MUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

® Ui IJIyXUX M CIA0OCHBIIAINX: JIEKIUU OQOPMIISIOTCS B BUJE DJIEKTPOHHOI'O JOKYMEHTa,
00  MpeaoCTaBiIAeTCS  3BYKOYCHWJIMBAIOIIAS — ammapaTypa HWHAWBUAYAIBHOTO  TOJB30BAHUS;
IIUCbMEHHBIE 33JaHUsl BBIOJHSIIOTCS HAa KOMIIBIOTEpE B INHUCBMEHHOH (opme; 3k3aMeH U 3auéT
MIPOBOJISATCS B MUCBMEHHOM (hOpMe Ha KOMITBIOTEPE; BOZMOXKHO MIPOBEICHUE B (DOpME TECTUPOBAHMUS.

® Ul JIWIl C HApYIICHHSIMA OTIOPHO-JIBUTATEIBHOTO armapara: JISKIUU O(GOpMIISIFOTCS B BHIIE
JIEKTPOHHOI'O JIOKYMEHTa, JOCTYIHOTO C IIOMOIIBIO KOMIBIOTEPA CO CIEHUATU3UPOBAHHBIM
IpOrpaMMHBIM ~ OOeCrieueHHeM; TMHChMEHHBIE 33/IaHUSl  BBIOJHSIOTCS HAa KOMIBIOTEpE CO
CIELUAIU3UPOBAHHBIM NPOrPAaMMHBIM 00€CIIeUeHHEM; FK3aMeH U 3auéT MPOBOJATCS B YCTHOH (hopme
WM BBITIOJIHSIOTCS B MIMCBMEHHOM (popMe Ha KOMITBIOTEpE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAETCs yBEIMUEHUE BPEMEHU /IS IOATOTOBKU OTBETA.

[Iponienypa mpoBeneHHUs MPOMEKYTOYHON aTrTecTalmuy Ui OOyJaroIIuXCsl YCTaHABIMBAETCS C
yu€TOM MX MHAMBHUIYaJIbHBIX NCUXO(PU3NUYECKUX ocoOeHHOCTeH. [IpoMexyTouHas arrectanus MOXeET
MIPOBOAMTHCS B HECKOJBKO ITAIOB.

IIpu mnpoBesaeHMH TPOLEAYPHl OLEHUBAHUSA pPE3YJIbTaTOB OOyUYEHHUsS IpelycMaTpUBaeTCs
WCTIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOAMMBIX B CBSI3U C MHIWBUAYAIbHBIMA OCOOCHHOCTSIMHU
oOyJaroluxcs. OTH CpeAcTBa MOTYT OBITh IPEJOCTABIE€Hbl YHUBEPCUTETOM, MIM MOTYT
MCTIOJTB30BaThCsl COOCTBEHHBIE TEXHHUECKUE CPEICTBA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3YJIBTATOB OOyUeHHs JAOMYCKAeTCsl C MCIHOJIb30BaHUEM
JMCTaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHA.

ObecneunBaercs AOCTYN K HH(MOPMAIMOHHBIM U OubnuorpaduyeckuM pecypcaMm B CETH
WuTepHeT uist Kaxxaoro odydaronierocst B popMax, aJalTHPOBAHHBIX K OTPAHUYCHUSM UX 3JJ0POBbS U
BOCIIPUATHS HHPOPMALIUU:

e Ui CIENbIX M CIA0OBUIAIIMX: B IMe4yaTHOM Qopme yBenudeHHbIM HpupTOoM, B (hopme
3JIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® IS TITyXUX U c1a0O0CIbIIIANX: B Ie4aTHON Gopme, B popMe 31EKTPOHHOTO TOKYMEHTA.

® U151 00YJAIOIINXCSl C HAPYIICHUSIMU OMOPHO-JBUTATEIHHOTO armapara: B Ie4aTHOH ¢Gopme, B
(bopMe IMEKTPOHHOTO JJOKYMEHTa, B (popme ayaunodaiina.

Y4eOHble aynIUTOpUU AJIE BCEX BHUJIOB KOHTAKTHOM M CaMOCTOSITENBHON paboOThI, HaydHas
OMOMMOTEKa W WHBIE TIOMEIICHUS U1 OOYYEeHHS OCHAIEHBI CHEIUATBHBIM O0OpYJAOBaHHEM |
y4eOHBIMU MECTaMH ¢ TEXHHUYECKUMHU CPEJICTBAMHU O0yUEHUSI:

® ISl CIIENBIX U CJIIA0OBUSIIUX: YCTPOUCTBOM JJIsi CKAHMPOBAHMS M YTeHUs ¢ kKamepoir SARA
CE; nucruteem Bpaitns PAC Mate 20; npunaTtepom bpaiinsg EmBraille ViewPlus;

oIl TUIyXUX M CIa0OCHBIIIAIINX: aBTOMAaTH3UPOBAHHBIM pPabOYMM MECTOM ISl JIFOJEH C
HapyIICHHEM CIyXa U cIab0CHIbIIIANINX; aKyCTUYECKII YCUITUTEh H KOJIOHKH;
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o1 OOyYalOMMXCS C HapyIICHUSMHU OIOPHO-ABUTATEILHOTO ammnapaTa: IepeaBUKHBIMH,
perynupyeMbiMu sproHomudeckumu napramu CH-1; KOMOBIOTEPHON TEXHUKOH €O CHELUAIbHBIM
IIPOrpaMMHBIM 00€CIIEYCHHEM.

9. MeTtoauyeckne MaTepHaJIbI

9.1 InaHbl NPAKTHYECKUX 3AHATHH

Paznea 1.
Tema 1: Human Resource Management. Human capital. The 4 Ps of HR. Major trends
and challenges in HR
Ayoumopnan paboma

Paul Emmerson. Business VVocabulary Builder. Unit 33
Enterprise Coursebook Intermediate “Jobs. People” P.p. 6-17
Speaking: Jobs. HR managements: key terms.
Listening: Job Interview, Advice on how to get a job.
Grammar: Present Simple, Present Continuous, Present Perfect, Present Perfect-Continuous.
Enterprise Grammar book Intermediate P.p. 4-11.

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Unit 1-4, 7-12
Round-up 6. Pp. 3-8
Video lecture by A. Trost. Lecture 1. http://www.armintrost.de
Enterprise Workbook Intermediate P.p. 4-11
HR acronyms: https://www.thebalancecareers.com/human-resources-acronyms-1918214

Tema 2: Organizational Structure and Recruitment
Ayoumopnasn paboma
Paul Emmerson. Business VVocabulary Builder. Unit 14
Ian MacKenzie. English for Business Studies. Student’s. Unit 3.

Reading: Company structure.

Speaking: Types of Organizational Structure.

Listening: Interview with an HR manager. Big and small companies.
Grammar: Past Simple, Past Continuous, Past Perfect, Past Perfect-Continuous.

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 5-6, 13-18
Round-up 6. Pp. 8-12
Video lecture by A. Trost. Lecture 2-1. http://www.armintrost.de

Tema 3: Pay and Benefits
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 34
Ian MacKenzie. English for Business Studies. Student’s. Unit 5.

Reading: Company structure.
Speaking: Types of Organizational Structure.
Listening: Interview with an HR manager. Big and small companies.
Grammar: Future Simple, Future Continuous, Future Perfect, Present tenses used to express the
future, to be going to do sth
Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 19-25
Round-up 6. Pp. 12-15


http://www.armintrost.de/
https://www.thebalancecareers.com/human-resources-acronyms-1918214
http://www.armintrost.de/
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Video lecture by A. Trost. Lecture 2-2. http://www.armintrost.de

Tema 4: Issues in the Workplace
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 35
Ian MacKenzie. English for Business Studies. Student’s. Unit 4.

Reading: Business across cultures. Women in Business.
Speaking: Dealing with harassment and bullying at work. Glass ceiling. Whistle-blowing.
Grammar: Types of questions.
Camocmoamenvnasa paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 49-52
Round-up 6. Pp. 214-224
Video lecture by A. Trost. Lecture 3. http://www.armintrost.de
Reading comprehension: 3 Scenarios When Communicating Online Is Not Right
https://www.thebalancecareers.com/times-to-avoid-using-email-3545272

Tema 5: Employee retention strategies. Employee turnover.

Ayoumopnasn paboma

Paul Emmerson. Business VVocabulary Builder. Unit 36
Ian MacKenzie. English for Business Studies. Student’s. Unit 2.
Reading: Managers and motivation. Theories of motivation.
Speaking: Why do people decide to leave/change jobs?
Grammar: Reported speech

Camocmoamenvnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 47-48
Round-up 6. Pp. 125-138
Video lecture by A. Trost. Lecture 4. http://www.armintrost.de

Tema 6: Management Styles. Motivation
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 7
Ian MacKenzie. English for Business Studies. Student’s. Unit 1.

Reading: Management styles. Qualities or skill?
Speaking: Good managers are born, not made. Do agree or disagree?
Grammar: Modal verbs

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 26-37
Round-up 6. Pp. 35-45
Video lecture by A. Trost. Lecture 5. http://www.armintrost.de

Tema 7: Telephoning
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Units 39-44
Speaking and role-play: Telephoning: making and taking calls, messages, checking, clarifying,
active listening, arranging a meeting, and complaints.
Grammar: Passive

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 42-46
Round-up 6. Pp. 108-120


http://www.armintrost.de/
http://www.armintrost.de/
https://www.thebalancecareers.com/times-to-avoid-using-email-3545272
http://www.armintrost.de/
http://www.armintrost.de/
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Tema 8: Emails
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Units 45-49
Ian MacKenzie. English for Business Studies. Student’s book. P. 185-188
Reading: How to write a professional email .
Writing: Emails - internal, and commercial. Customer issues, arranging a visit/meeting.
Grammar: Conditionals
Camocmoamensnan paboma

Grammar: Murphy, English Grammar in Use. Intermediate. Units 38-41
Round-up 6. Pp. 141-150

Tema 9: Meetings and negotiations
Ayoumopnan paboma
Paul Emmerson. Business Vocabulary Builder. Units 118-132
Reading: How to make a business report. How to lead a meeting.
Speaking, role-play: How to voice your opinion; how to lead a meeting; how to conduct negotiations.
Grammar: Relative clauses

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 92-97
Round-up 6. Pp. 77-90

Tema 10: Making Presentations
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Units 51-56
Ian MacKenzie. English for Business Studies. Student’s book. P. 181-184
Reading: How to give a good presentation
Speaking, role-play: Present your company (ppt)
Grammar: Adjectives and adverbs. Degrees of comparison
Camocmoamenvnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 98-108
Round-up 6. Pp. 49-66
Writing: Find an article about business written in your language (in a magazine, newspaper or
online) which contains at least one graph. It has to be one that describes a trend or development.
Write four or five sentences in English describing the trend.

Tema 11: HR Strategy and Planning
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Units 36-38
Ian MacKenzie. English for Business Studies. Student’s book. P. 124
Reading: Your career, you background, your job.
Listening: Interview with a management trainee
Grammar: Countable and uncountable nouns
Camocmoamenvnan paboma

Grammar: Murphy, English Grammar in Use. Intermediate. Units 69-71
Round-up 6. Pp. 162-177
Video lecture 6: http://www.armintrost.de

Tema 12: Workforce planning: quantitative and operational methods.
Ayoumopnan paboma
lan MacKenzie. English for Business Studies. Student’s book. Unit 23
Reading: What Are the Steps in Effective Workforce Planning?
http://www.humanresourcestoday.com



http://www.armintrost.de/
http://www.humanresourcestoday.com/
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Speaking: Strategic planning techniques
Grammar: Make, do get, have

Camocmoamensnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 142-145
Round-up 6. Pp. 240-243
Video lecture 7: http://www.armintrost.de

Reading comprehension: How to create your HR plan
https://hrtrendinstitute.com

Tema 13: Hiring: internal and external. Contingent workforce. Job ads. Career fairs.
Executive search.
Ayoumopnan paboma
Ian MacKenzie. English for Business Studies. Student’s book. Unit 25
Reading: Want Your Business To Thrive? Cultivate Your External Talent
https://shrm.org/hr-today/trends-and-forecasting/research-and-surveys
Speaking, role-play: Types of interviews. Headhunting.
Grammar: the Infinitive

Camocmoamenvnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 53-63
Round-up 6. Pp. 19-27
Video lecture 8: http://www.armintrost.de
Reading comprehension: How to Ace a Telephone Job Interview
https://www.thebalancecareers.com/

Tema 14: Building an Employer Brand
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Units 20
Ian MacKenzie. English for Business Studies. Student’s book. Units 11
Listening: Employer image as a competitive advantage
Speaking (discussion): How can a company create an attractive image
Grammar: Gerund

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 53-63
Round-up 6. Pp. 19-27
Video lecture 9: http://www.armintrost.de
Reading comprehension and vocabulary: Paul Emmerson. Business Vocabulary Builder. Unit 4

lan MacKenzie. English for Business Studies. Student’s book. Units 12

Tema 15: Candidate Selection. Recruiting risks. Job-position-employee. Job Architecture.
Content and Purpose of Job Analysis.
Ayoumopnan paboma
Ian MacKenzie. English for Business Studies. Student’s book. Unit 3, 10
Reading: How to minimise risks and recruitment costs when hiring new talent
https://businessadvice.co.uk/hr/recruitment
Listening: Selecting and training staff. (Ian MacKenzie. English for Business Studies. Student’s
book. Unit 10)
Speaking, role-play: Hotel chain in danger
Grammar: Pronouns

Camocmoamenshnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 82-91


http://www.armintrost.de/
https://hrtrendinstitute.com/
https://shrm.org/hr-today/trends-and-forecasting/research-and-surveys
http://www.armintrost.de/
https://www.thebalancecareers.com/how-to-ace-a-telephone-interview-for-a-job-in-tech-2072014
http://www.armintrost.de/
https://businessadvice.co.uk/hr/recruitment
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Round-up 6. Pp. 189-210

Video lecture 10: http://www.armintrost.de

Writing (summary): The hidden costs that reveal the value of employee retention
https://businessadvice.co.uk/hr/recruitment/the-hidden-costs-that-reveal-the-value-of-employee-
retention/

Tema 16: Training courses: fields of application, approaches, methods, planning and
development of a course. Formal vs informal learning
Ayoumopnan paboma
Reading: Just-in-Time Learning Enables Quick Access to Information
https://www.shrm.org
Speaking: Why do you think professional and personal trainings are popular these days?
Grammar: Determiners

Camocmoamensnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 82-91
Round-up 6. Pp. 189-210
Video lecture 11: http://www.armintrost.de

Writing (essay): Advantages and disadvantages of “on-the-job” and “off-the-job” trainings.

Tema 17: Performance management. BARS. Performance potential grid. Career
paths/ladders
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 8
Reading: What do managers manage?
Speaking: How to evaluate staff performance?
Grammar: Articles

Camocmoamenvnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 72-76
Round-up 6. Pp. 165-175
Video lecture 12: http://www.armintrost.de

Tema 18: Work-life balance. Working hours. Flexible working structures. Teleworking.
Spaces and structures. Non-territorial workplace.
Ayoumopnan paboma
Paul Emmerson. Business Vocabulary Builder. Unit 8, p. 20
Reading: Four Secrets to a Successful Job Share
https://www.thebalancecareers.com
Speaking, role-play: What is the best work-life balance scheme for you?
Grammar: Linking words

Camocmoamenvnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 113-120
Round-up 6. Pp. 77-104
Video lecture 13: http://www.armintrost.de

Tema 19: Social Media in HR. Web 2.0. Social network analysis. Ways of SM usage.
Ayoumopnas paboma

Reading: “By becoming more digital, HR can become more human”
https://hrtrendinstitute.com

Speaking: Social networking sites can make or break your career.


http://www.armintrost.de/
https://businessadvice.co.uk/hr/recruitment/the-hidden-costs-that-reveal-the-value-of-employee-retention/
https://businessadvice.co.uk/hr/recruitment/the-hidden-costs-that-reveal-the-value-of-employee-retention/
https://www.shrm.org/
http://www.armintrost.de/
http://www.armintrost.de/
https://www.thebalancecareers.com/
http://www.armintrost.de/
https://hrtrendinstitute.com/
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Grammar: Phrasal verbs

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 132-136
Round-up 6. Pp. 238-245
Video lecture 14: http://www.armintrost.de

Tema 20: HR-IT. Expert systems and user systems. Human Capital Management
Software: modern trends.
Ayoumopnan paboma
Reading: 1) Useful Personal Tech for HR Professionals
2) Hiring Tech Has Potential, but Beware Automation Bias
https://hrtrendinstitute.com
https://www.shrm.org
Grammar: Phrasal verbs

Camocmoamenvnasa paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 137-145
Round-up 6. Pp. 238-245
Video lecture 15: http://www.armintrost.de

9.2 I'moccapuii Mo TUCIUIJIMHE

English-English

A

Absenteeism — a situation in which someone is often absent from work or school.

Appreciation Letter (thank you letter, recognition letter) — a formal letter that an employer gives to
their employee to express gratitude for their hard work. It is written and sent to any employee who has
performed exceptionally well in their work.

Apprenticeship — a training program for individuals who desire to become recognized in a specific
trade or craft.

Attendance Policy — a set of rules related to the attendance of employees. It includes rules related to
sick leaves, casual leaves etc.

B

Basic Salary — the amount of money that an employee receives prior to any extras being added or
payments.

Benchmarking — a process of measuring the performance of an organization or team through a variety
of metrics.

Bonus — a financial compensation that is above and beyond the normal paycheck of the recipient.

C

Career Break — an agreed period of time off from employment, either for family reasons or for
personal reasons.

Career Path — various positions an employee moves on one by one as he grows in an organization.
Coaching — the format of individual guidance that is focused on job performance and aimed at one
person.

Compensatory Off — an entitled leave that an employee can take on a working day as a compensation
for working on a holiday or weekend.

Competency — a set of demonstrable characteristics and skills that enable, and improve the efficiency
of, performance of a job.

Confidentiality agreement — an agreement between an employer and employee in which the
employee may not disclose patented information.


http://www.armintrost.de/
https://hrtrendinstitute.com/
https://www.shrm.org/
http://www.armintrost.de/
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Confirmation Letter — an official letter handed over to the employee confirming his employment at
the organization.

Cost-Per-Hire — costs linked to hiring talent. These costs can include advertising, agency fees,
relocation costs, and training costs.

D

Delayering — the process of removing layers of hierarchy between the highest and lowest levels in an
organization.

Disciplinary Procedure — a procedure carried out in the workplace in the event of an employee
committing some act contrary to the agreement.

Downshifting — social behavior whereby individuals reduce the responsibility and complexity in their
lives in order to achieve a better quality of existence. In a workplace context, downshifting attempts to
find a more appropriate and sustainable work-life balance, often in order to improve family
relationships, reduce stress and generally reduce the level of intrusion of work life into the personal
life.

E

E-Recruitment — Web-based software that handles the various processes included in recruiting and
on-boarding job candidates

Employee Assessment — performance appraisal or reviews used to evaluate employees' performance.
Employee Empowerment — a management philosophy that emphasizes the importance of allowing
employee to make independent decision.

Employee Engagement -— a workplace method designed to improve an employee’s feelings and
emotional attachment.

Employment History — a record of all the previous jobs of an applicant.

Employee Lifecycle — a series of stages from the day they apply for a job right through to the day they
leave

Employee Onboarding — the process of onboarding new hires into an organization. Sometimes used
synonymously with new hire orientation, employee onboarding includes filling out forms, on-the-job
training along with socialization and culture training so new hires can be effective, contributing team
members.

Employee Orientation — the process of introducing new hires to their jobs, co-workers,
responsibilities, and workplace. It allows employees the chance to feel comfortable within their new
teams, departments, and roles within the company.

Employee Satisfaction — the extent to which an individual is happy with their job and the role it plays
in their life.

Employee Turnover — the measurement of the number of employees who leave an organization
during a year.

Exit interview — an activity that allows a departing employee and their organization to exchange
information.

Expatriate — an employee who is transferred to work abroad on a long-term job assignment. Expats
usually earn more.

F

Five Factor Model - a theory based upon the Big Five personality traits, identified as openness to new
experiences, conscientiousness, extra version, agreeableness, and neuroticism. These traits represent
stable individual differences (an individual may be high or low on a trait as compared to others) in the
thoughts people have, the feelings they experience, and their behaviour. Each trait can be broken down
into sub-traits, allowing minor variations in personalities to be standardized and tracked.

Floating Holidays - paid holidays you give to your employees, but they aren’t tied to specific dates
like federal holidays.

G

Gig Economy - an economy where organizations rely more on freelancers and independent
contractors instead of full-time employees. Temporary positions and flexible jobs are common.
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Grievance - the employee's dissatisfaction with company's work policy and conditions because of an
alleged violation of law. They may or may not be justified and usually represent the gap between what
the employee expects and gets from the company.

Gross Misconduct - an action so serious that it calls for the immediate dismissal of an employee
Gross Salary - the amount of money paid to an employee before taxes and deductions are discounted.
H

HR Audit — a periodic measurement of human resources effectiveness, conducted by internal staff or
HR Consulting - Specialist advice and services provided by a third-party to help businesses maximize
the efficiency of their HR operation

Human Capital Management - the challenge of recruiting and retaining qualified candidates, and
helping new employees fit into an organization

Human Resource Management - the management of an organisation’s workforce with overall
responsibility for every aspect of human capital including

Human Resource Outsourcing - a contractual agreement between an employer and an external third-
party provider whereby the employer.

|

Incentive Pay - giving employees bonuses or other forms of compensation in exchange for going
beyond their normal duties

Internship - training programs aimed at younger workers, from school-age students to post-graduates
J

Job Analysis — a process aimed at codifying the nature of a job role to help organisations understand
the types of people they need

Job Board - an online location that provides an up-to-date listing of current job vacancies in various
industries

Job Description — a written statement that explains the responsibilities and qualifications of a given
job, based on a job analysis

Job Rotation - movement of employees in different job roles which enriches their skills, ability to
work on different roles and experience

Job Specification (Job Profile) - a description of the exact tasks involved in a particular job, and of
the skills, experience, and personality a person would need in order to do the job.

K

Key Performance Indicators (KPI) - a measurable value that demonstrates how effectively a
company is

L

Labor Unions (worker unions or trade unions) - groups of employees who have joined forces to
achieve common goals

Layoff - the suspension or permanent termination of employment of workers by their employer

M

Management Styles - the principles that underlie the methods, abilities and techniques managers use
in handling situations and expressing leadership within an organisation. Generally speaking,
managerial styles are polarised between autocratic and permissive, although each style has its own
subtleties.

Mentoring - a system of semi-structured guidance whereby one person shares their knowledge, skills
and experience to assist others to progress in their own lives and careers.

Merit Pay

Merit pay is a system, where one is paid on the basis of the achievement of targets by an individual

N

Nepotism - favouritism to relatives due to the blood relationship rather than making decisions based
on standard metrics such as performance, personality, achievements and results. A related term is
cronyism, which is favouritism to friends and other non-relatives based on the relationship rather than
merit.
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Net Salary - the ‘take home’ salary of an employee after statutory deductions such as taxes are made
from the gross salary. Net salary is the amount an employee receives after the statutory deductions. Net
Salary is the actual amount which is credited to the bank account of an employee. Income Tax is based
on the Gross Pay of an employee.

Nondisclosure Agreement — a contract restricting an employee from disclosing confidential or
proprietary information.

O

Occupational Stress - the physiological and physical effects of negative activity in the workplace as a
result of many factors including external events, internal events, job demands and colleague behaviour.
Stress differs from pressure but is often used interchangeably. Pressure refers to surmountable
demands in the workplace and only turns to stress when the emotional, mental and physical demands
of a given situation are greater than the individual’s coping sKkills.

Offshoring - the process of relocating a business or business process to another country in order to
benefit from reduced labour

Employee onboarding - the process of familiarizing a (new) employee with the organizations
policies, the employees role in the organization, and the organizations culture. It also involves creating
an environment in which the employee is made comfortable enough to interact freely with their
colleagues and establish social relationships in the workplace.

Organizational Culture - the values, attitudes, beliefs and behaviors that characterize an
organization.

Outsourcing - the business practice of hiring a party outside a company to perform services and create
goods that traditionally were performed in house by the company's own employees and staff.
Outsourcing is a practice usually undertaken by companies as a cost-cutting measure. As such, it can
affect a wide range of jobs, ranging from customer support to manufacturing to the back office.

P

Payroll - documentation created and maintained by the employer containing such information as hours
worked, salaries

Performance Appraisal - a regular review of an employee's job performance and overall contribution
to a company

Probationary period - defined periods of time that employees are exempt from certain contractual
items.

Psychometric Test — tests, designed by psychologists to test a person's mental state, personality and
thought processes.

Q

Quality management — a system to make sure that a product or service meets standards of excellence.
R

Recruitment - the process of identifying, attracting, interviewing, selecting, hiring and on-boarding
employees

Redundancy - termination of employees for business reasons, such as poor economic conditions.
Retention - the ability to keep workers employed at an organization and prevent them from leaving
their jobs.

Retirement - the act of leaving one’s job to permanently stop working, often occurring when
employees are older and able to live with the money they’ve saved up over their working life

S

Sabbatical leave - prolonged absences from the workplace of people to achieve their life goals. This
is a benefit provided by the organisations to its employees. Sabbaticals may or may not be paid. The
trend of sabbaticals started from universities, where paid time off is granted for faculty members to
carry out research, writing, etc.

Salary - the fixed amount of money consistently paid to employees in exchange for their work, most
often expressed as an annual figure and delivered monthly.

Staffing - continuous process of finding, selecting evaluating and developing a working relationship
with current or future employees. The main goal of staffing is to fill the various roles within the
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company with suitable candidates. Staffing can be done within the company or by contractors at
various levels of the staffing process.

T

Talent Acquisition - process of identifying and acquiring skilled workers to meet your organizational
needs.

Team building refers to the various activities undertaken to motivate the team members and increase
the overall performance of the team.

Training - a predetermined set of activities, classes, or other initiatives aimed at developing the
specific knowledge and abilities that employees must possess to successfully execute their work
responsibilities.

Turnover - when employees willingly or unwillingly leave an organization, and the company must
find new employees to work in those roles.

U

Unconscious Bias - social stereotypes about certain groups of people that individuals form outside their own
conscious awareness. For the most part, this is not a major issue but in fact, unconscious bias can have a big
impact on people-related decisions at work, especially when it comes to recruitment, promotion, performance
management and idea generation.

\

Variable Pay - the portion of sales compensation determined by employee performance. It is provided
as a type of bonus.

W

Wage - the set amount of money that is regularly paid to workers based on the time they spend
working, most often determined as an hourly rate and delivered weekly.

Wage Drift - the difference between an individual’s basic pay and their total compensation, the latter
of which includes financial benefit.

Work-life Balance - the level of prioritization between personal and professional activities in an
individual life.

Work shifts - set periods in which distinct groups of employees are scheduled to perform their work
duties (e.g., first shift, second shift, third shift, fixed shift, split shift, rotating shifts, on-call shifts, 2-3-
2 shifts).

Wrongful Termination (wrongful dismissal or wrongful discharge) - a situation in which an
employee's contract of employment has been terminated by the employer, where the termination
breaches one or more terms of the contract of employment, or a statute provision or rule in
employment law.

English-Russian

A

Absenteeism — HeBbIXO Ha pabOTY, MPOTYJT

Appreciation Letter — 6marogapcTBeHHOE MTUCHMO

Apprenticeship — npou3BoICTBEHHAsI TPAKTUKA, CTAXKUPOBKA, MPOPIIOATOTOBKA

Attendance Policy — nopsinoxk siBku Ha paboTy

B

Basic Salary — nomkHOCTHOM OKITa

Benchmarking — comocraBuTeIbHbIH aHAIN3 KOMITAHUN

Bonus - npemus

C

Career Break — nepepsiB B kapbepe, pa3pbiB B TPYAOBOM CTaxKe

Career Path — kapsepHas cTe3s, KapbepHbIi MyTh

Coaching — xoy4uHr, UHAWBUIYaTbHBIH HHCTPYKTAX, HATACKHBAHUE

Compensatory Off (Compensatory leave) — ommaunBaeMbIii BBIXOAHOM/OTITYCK
Competency - koMIeTeHIHs
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Confidentiality agreement - norosop 0 KoOH(pHICHIMATHHOCTH

Confirmation Letter — mucbMo-IOATBEPIKICHHE

Cost-Per-Hire - cpennss cTOoMMOCTb HaliMa HOBOTO COTPYIHHKA

D

Delayering — cokpaiiieHre KOJIMYeCTBA yPOBHEH MOJYMHECHHOCTH B KOMITAHUN

Disciplinary Procedure — nucriuminHapHas mporeaypa

Downshifting — nayHImugTUHT, epexo/1 ¢ BICOKOOILIaunBAEMOM, HO CBA3aHHOM C Ype3MEpHBIMH
Harpy3kamu paboThl Ha 0oJiee CIIOKOWHYIO, XOTSI U HU3KOOIUTAYMBACMYIO

E

E-Recruitment — onnaitH peKpyTHHT, METO/I TOMCKA PAOOTHUKOB C MTOMOIIBI0 HHTEPHET-PECYPCOB
Employee Assessment — orierka paboThl COTPYIHHKA

Employee Empowerment - npegocraBieHie COTpyIHUKY OOJIbIICH aBTOHOMHUH U
CaMOCTOSITEIIbHOCTH

Employee Engagement — BOBJICYCHHOCTD IIEpCOHATIA

Employment History — mociyxHo# CIIUCOK, TPYAOBOM CTaX, HCTOPHUS 3aHIATOCTH

Employee Lifecycle - xu3HeHHBIH UK COTPYIHUKA

Employee Onboarding - BBesieHre B JOKHOCTD M aaITHPOBAHKE HOBOTO COTPY/IHHKA
Employee Orientation - aganrarust HOBBIX COTPYAHUKOB

Employee Satisfaction - yoBieTBOpéHHOCTh COTPYAHHUKOB

Employee Turnover — teky4ectb KaapoB

EXit interview — onpoc nipu yBOJIbHEHHH, COOECEIOBAHHE B CBSI3H C MPEKPAIICHUEM KOHTPAKTa
Expatriate — skcriatpuanT (pasr. SKCIar), MHOCTPAHHBIN CHCIUAIUCT, JUTUTSIBLHO MPOKUBAIOIINI B
JTAHHOU CTpaHe

F

Five Factor Model — natudaxropHast (1uco3umoHanbHast) MOEb 0011ero (yHKIIMOHUPOBAHHUS
JUYHOCTH

Floating Holidays — maBaroruii oTmyck

G

Gig Economy — rur-skoHOMHKa, SKOHOMUKA (putanca (Koraa paboTHHK, 0()OPMIIEHHBIH KaK
HpeIIpPUHAMATENb, OKA3bIBAIOLIMI YCIYTH KOMMEPYECKON OpraHu3aIiim)

Grievance — xayio0a, MopsI0K 00KaIOBaHKsI TPYIOBBIX CITIOPOB

Gross Misconduct — rpyboe HapyiieH#e, Cepbe3HbIN MPOCTYIOK

Gross Salary — 3apaboTHas miaTa 70 BbIYeTa HAJIOTOB

H

HR Audit — kaapoBsIii ayuT

HR Consulting — xaapoBblii KOHCAITHHT, CBSI3aHHBIN C YIIPABJICHHUEM U Pa3BUTHEM MIepCoHAIa
Human Capital Management — ynpaiieHre 4€I0BEYSCKHM KallUTaIOM

Human Resource Management — ynpaBieHue 4yeJI0BeUeCKUMHU pecypcaMu

Human Resource Outsourcing — nenerupoBanue GyHKIIUU MO100pa U aJalTalliK IepcoHaia
CTOPOHHEN OpraHU3alVH, KaAPOBBIA ayTCOPCUHT

I

Incentive Pay — moorupurtenbHas qeHeKHas Hajg0aBKa

Internship — craxxupoBka, npeaTUIIIOMHast TIPAKTHKA

J

Job Analysis — ananu3 TpynoBBIX oniepanuii, ucciaeI0BaHe 0COOCHHOCTEH U Criel(UKU pa3HbIX
npodeccuii u TpeOoBaHUMA, TPEABIBIAEMBIX K pabounmM

Job Board — snexrponnas Oupxa Tpyna

Job Description — 10/mKHOCTHBIE 00SI3aHHOCTH, TOJKHOCTHAS HHCTPYKIIUS

Job Rotation — poramus padot, nepuoauyeckas cMeHa padoTh

Job Specification — kBanudukarronnsie TpedboBanus, npodeccuorpadus

K

Key Performance Indicators (KPI) — kimtoueBbie mokaszarenu 3QpPpeKTHBHOCTH AESATEIbHOCTH
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L

Labor Union — npodcoro3nas opranuzarus

Layoff — cokparienue mrara, nepuoji BDeMEHHOTO YBOJIbHEHHUS

M

Management Style — cTus yrpaBieHwust

Mentoring — HacTaBHUYECTBO

Merit Pay — npeMuaibHbI€ BBIILIATHI 3 YCIIEXH B paboTe

N

Nepotism - KyMOBCTBO

Net Salary — okian «Ha pyKu», 4HCTOE BO3HATPAXKICHHE

Nondisclosure Agreement — cornaieHue 0 Hepas3rialCHHN

@)

Occupational Stress — npodeccruoHaabHBII cTpecc

Occupational Burnout — npodeccroHalibHOE BBITOPaHKE

Offshoring - pa3merniienrne KOMIIaHUEH YacTH CBOCH MPOM3BOJICTBEHHOM JAEATEILHOCTH 3a PYyOEIKOM, B
o GIIOpHBIX 30HAX

Employee onboarding - BBezieHue B 10KHOCTD M aIaITHPOBAHKE HOBOTO COTPYAHUKA
Organizational Culture — kopropatuBHast KyJ1bTypa

Outsourcing — nepenaya BbIMOJHEHUS (GYHKIMI CTOPOHHEH OpraHU3aliK, ayTCOPCUHT
P

Payroll — pacyetHast Be1OMOCTD, IITAT COTPYIHUKOB (CITMCOYHBIH COCTAB)
Performance Appraisal — onienka 3ppekTHBHOCTH pabOThI COTPYIHUKOB
Probationary Period — ncosiTaTenbHbIH CPOK

Psychometric Test — ncuxoMeTpruecKuii TeCT

Q

Quality management — KOHTpOJIb KaYeCTBa, YIIPABICHHE KAYeCTBOM

R

Recruitment — noxbop nepconaia, Haém

Redundancy — cokpartienue nepcoHana

Retention — yaep»anue nepcoHana

Retirement — BbIxo1 Ha EHCUIO

S

Sabbatical Leave — akameMu4ecKkuii OTITyCK

Salary — 3apaboTHas miaTa, JOJDKHOCTHOM OKJIa]I

Staffing — kaagpoBoe obecrieueHue

T

Talent Acquisition — mox60p KBaTU)UIIMPOBAHHBIX KaIpOB

Team Building — mepornipusTHs 10 CIUIOYCHHUIO KOJIJICKTHBA

Training — TpeHuHT, 00yJYeHue

U

Unconscious Bias — HeBosbHOE MpeyOekIeHue

\

Variable Pay — nupdepennupoBantas HaxoaBka

w

Wage — cnenpHas oruiata Tpyaa

Wage Drift — orknonenne gpakrudeckoid 3apabOTHOM TIIATHI OT PACUETHBIX CTABOK
Work-life Balance - pesxum Tpyna u oTsixa

Work Shift — pabouas cmena

Wrongful Termination — He3akOHHOE yBOJIbHEHHE
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IIpunoxenune 1. AHHOTAITHSA
paboueii mporpaMMbl JUCIUITIHHBL

AHHOTAIIUS PABOYEN ITPOT'PAMMBI TUCIHUILIAHBI

Lenp aucnunauHbl: npodeccnoHalbHas MOATOTOBKA CTYACHTOB (DOpMHpOBAHHUE Yy CTYACHTOB
HE00XO0IMMOM KOMMYHUKATUBHOH S3bIKOBOI KOMIIETEHIINHU, @ TaK)K€ BHICOKOTO YPOBHSI COLIMATBHON U
npodeccHoHaALHOM aianTaum, 9To mpearnoaaraeT OpMUPOBAHUE BCECTOPOHHE PA3BUTON JTUYHOCTH,
CHIOCOOHOM OTBEYaThb Ha BBI30BHI COBPEMEHHOrO OOIECTBA M KCIOJNb30BaTh 3HAHUS, YMEHUA U
HAaBBIKH, TIOJTYYEHHBIC B XO€ O0YUCHHS.

3aa4yu TUCHUIUIUHBIL:

—pa3BUTh YMEHHE NUCBMEHHOIO (YTEHHE, MUCbMO) W YCTHOTO (FOBOpEHHE, ayAHUPOBAHHE)
MHOSI3bIYHOTO OOIICHNUS;

—yMeTh coOHpaTh, 00pabaThiBaTh W HHTEPHIPETHPOBATH C MCIOJIH30BAaHHEM COBPEMEHHBIX
MH(POPMAIMOHHBIX TEXHOJIOTUN JTaHHBIE HA HHOCTPAHHOM S3bIKE, HE0OX0MuMBbIE it (POPMUPOBAHUS
CY’KJIEHUH IO COOTBETCTBYIOLUM COLIMAIbHBIM, HAYYHBIM M STUYECKUM IpoOieMam;

—OBJIaACTh HABbIKaAMH HY6HHHHOﬁ PE€UYM U apryMmeHTaiuu Ijisd BEACHUA JUCKYCCUU,

— HAY4YUTHCS AHAIM3UPOBATH TEKCTHl COLMAIBHO 3HAYMMOIO COJACPKAHUSA, aHHOTHUPOBATH U
pedepupoBaTh HAyYHYIO JIUTEPATYPY;

—  HAy4uTbCid CTPOUTH CBOE pEUYEBOE U HEPEUEBOE IIOBEACHUE B COOTBETCTBHM C
COILMOKYJIBTYPHOU CHeM(HUKOIN CTpaHbI U3y4aeMOT0 S3bIKA;

—OBJIaJIETh HABbIKAMU NHCBMEHHOIO UM YCTHOIO IE€peBOJa TEKCTOB OOILEKYIbTYpPHOU
HaIIpaBJICHHOCTH.

B pesynbTare 0CBOCHUS AUCLUITUHBI 00YYatOIUICs JOKEH:

3uamo:

1. O0a3oByro HeWTpambHyto (OBITOBYI0) W TEPMHHOJIOTHUYECKYIO JIEKCHKY; 0a30BbIe
rpaMMaTH4YeCKHEe KOHCTPYKIMH U (OpMBI, TUNUYHBIE JJIs HEWTpalbHOH (OBITOBOI) peuw;
rpaMMaTHYeCKHe KOHCTPYKIMH U (OPMBI, MPUCYIIUE HOABS3BIKY CHEIMaIbHOCTH; CBOOOJHBIE U
YCTOWYMBBIE CIIOBOCOYETAHHUS, (Ppa3eosoruueckue eIMHUIbI, XapaKTepHble A cepbl OBITOBOW U
npoecCHOHATbHON KOMMYHHKAIIUH;

2. xmaccuukanuioo (QYHKIMOHAIBHBIX CTHJIEH peYd M OCHOBHBIE XapaKTEPUCTHKU |
0COOEHHOCTH OOMXOJHO-IUTEPATYPHOrO, OQUIMAIBHO-IEIOBOT0, HAyYHOTO CTUJIEH M CTHUIA
XYI0KECTBEHHOH JINTEPaTYPHI;

3. UCTOpUIO, KYJBTYPY M TPAJUIIMU CBOEH CTPaHbI U CTPAH MU3y4aeMOro A3bIKa;

4. nHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH ITPUMEHSIEMBIE TTPH ITOMCKE HE0OXO0MMOi
uH(pOpMaIUU B MPOLIECCE PEIICHUS CTaHIapPTHBIX KOMMYHHUKATUBHBIX 3a/1a4 HHOCTPAHHOM SI3bIKE;

5. YCTHBIN ¥ IHCBMEHHBIN JI€JI0BOM HHOCTPAHHBIN SA3BIK;

6. 0COOEHHOCTH CTWJIUCTHKH OQUIHMATIBHBIX W HEO(QHUIMATIbHBIX IHUCEM, COLIMOKYJIbTYPHBIE
paznmmumsi B hopMaTe KOPPECTIOHICHITNH HA TOCYIapCTBEHHOM M HHOCTPAHHOM SI3bIKaX;

7. OCOOEHHOCTH BEJIEHUS YCTHBIX JEJIOBBIX PAa3rOBOPOB Ha TOCYAAPCTBEHHOM M MHOCTPAaHHOM
S3BIKAX;

8. mpuémbl TepeBojila TEKCTOB Pa3IUYHOrO 00BEMA M CTHIMCTUKM C HWHOCTPAHHOIO Ha
TOCYJAPCTBEHHBIH SI3BIK, & TAKXKE C TOCYAaPCTBEHHOTO Ha MHOCTPAHHBIH SI3BIK;

9. MeToibl U cpeAcTBa 00pPabOTKU HHPOPMALIUU U PAOOTE C TEKCTOM.

Ymemu:
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1. nuddepeHImpoBaTh HHOSIZBIYHYIO JIGKCHKY TI0 chepaM mpuMeHeHUs (HeHTpasibHast / ObITOBAs,
oOmieHayYHast, 0(pUIINAILHO-1€]I0Bast, TCPMUHOJIOTHUECKAs);

2. IpaBWIBHO WHTEPIPETUPOBATh HUCTOPUKO-KYJIBTYpHBIE SIBJICHHS CTPAaH H3y4yaeMoOro S3bIKa,
pa3duparbcs B 00IIECTBEHHO-TIOUTHYECKAX HHCTUTYTAX 3TUX CTPaH;

3. UCIosIb30BaTh MHPOPMALIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTHH MPU MOUCKE HEOOXOAMMOMN
nH(OpPMAIUY B TIPOLIECCE PEIICHHUS CTAHIAPTHBIX KOMMYHHUKATUBHBIX 3a/1a4 HA HHOCTPAHHOM S3BIKE;

4. cBOOOIHO BOCIPUHUMATh, aHATU3UPOBATH U KPUTHUYECKH OIICHUBATh YCTHYIO U MHCbMEHHYIO
JeTIOBYI0 MH(POPMALIUIO HHOCTPAHHOM SI3BIKE;

5. BecTH JeNOBYHO IMEPENHUCKY, YYUTBhIBas OCOOCHHOCTH CTUJIMCTUKU O(QUUIHUANBHBIX U
HeO(UIIUAIBHBIX HCEM, COLIMOKYJIBTYPHBIE pa3indus B (hopMaTe KOPPECTIOHACHIINN Ha HHOCTPAHHOM
SI3BIKE;

6. TMOHMMAaTh MOHOJIOTMYECKYIO/IHAJIOTHUECKYI0 pe4Yb, B KOTOpPOW HCIIONB30BaHBI Hamboiee
yHnoTpeOuTeabHble JIEKCUKO-TPAMMATUYECKUE KOHCTPYKIMH, XapaKTepHbIe IS KOMMYHHUKATHBHBIX
CUTYyalMii TOBCEAHEBHO-OBITOBOTO M MPO(HECCHOHATBFHOTO OOIICHUS;

7. paboraTh c/Hajg TEKCTaMH CTPAHOBEAYECKOW, OOIIeHAay4YHO U mpodeccHOHATbHON
HANpPaBJICHHOCTH B IIEJISX a/IeKBATHOW MHTEPIPETALUU IIPOYUTAHHOTO MaTepHaa;

8. COOTHOCHTH SI3BIKOBBIE CPEACTBA C KOHKPETHBIMU TOBCETHEBHO-OBITOBBIMHU CHTYaIUSIMHU,
YCIOBHSIMA M LESIMH, @ TakKKe ¢ HOPMaMH MPO(ECCHOHATBHOTO PEYEBOTO IMOBEIEHHS, KOTOPHIX
MIPUAEPKUBAIOTCSI HOCUTEIH S3bIKA;

9. nOpuUMeHATh aAeKBaTHBIE METOIbl M  CPEACTBA Ha OCHOBE HH(OPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA MPH paboTe C TEKCTOM.

Braoemy:

1. 6a30BbIM HaOOPOM JIEKCUKH (HEUTpasIbHOH / OBITOBOM, OOIIEHAYYHON U TEPMUHOJIOTHYECKOM
HANpPaBICHHOCTH); SI3BIKOM pa3HBIX JKAaHPOB HAyYHOM W CIPABOYHOM JIUTEpaTyphl (CTaThH,
MoHorpaduu, OrOIETeHH U Apyras JOKyMEHTaIus);

2. HaBBIKAMH M METOJUKOHM TOMCKA CTPAHOBEAYECKOW M mpodeccHoHaIbHOW HH(OpMAIIH,
MOJIb3YACh  PA3NUYHBIMM  HCTOYHMKaMH (B TOM  4YHCle, pecypcaMu  HHPOPMAIMOHHO-
TEeNIEKOMMYHHUKAIMOHHOU ceTn HTepHeT);

3. HaBbIKaMU YTeHUs (IPOCMOTPOBOTO, 03HAKOMUTEIHHOI'O, TOUCKOBOT'0O, H3yUaIOIIEro);

4. OCHOBHBIMH BHUJAMH MOHOJIOTHYECKOTO /IHWaJOTHYeCKOr0 BBICKA3bIBAHHUS OBITOBOTO,
o01eHayYHOoro U MpoGeCCUOHAIIBHOTO XapaKTepa;

5. mepeBOYECKMMHU HaBbIKaMM (YCTHBINA/ NMHUCHMEHHBIM MEpeBOj] TEKCTOB MpPOoQeCcCHOHATBLHON
HaIpaBJIEHHOCTH ), METOJIUKON U TIpreMamMu niepeBoia (pedepaTUBHOTO, JOCIOBHOTO);

6. mnuchbMeHHOW ¢opMoOil s3pIKA B paMKax, OOs3aTENbHBIX IS  OCYIIECTBICHHS
npodeccnoHaNbHbIX (PYHKIMHA U HAay4dHOH AESITEeIbHOCTH (HAamucaHWe TE3UCOB, craTeil, pedepaTos,
aHHOTAIlMH, TOKJIA/I0B, PELEH3UH, U T.11.);

7. OCHOBaMH MyOJIMYHOM peun 1 6a30BBIMHU MPHEMaMHU OPATOPCKOTO UCKYCCTBA;

8. SI3BIKOM pAa3HBIX JKAHPOB HAYYHOW M CIPABOYHOW IUTEpaTyphl (CTaThM, MOHOTpaduwu,
OrOJUTETEHH U ApyTasi TOKYMEHTAIINs);

9. HaBBIKAMHM UCIONB30BaHUS HMH(DOPMAIIMOHHBIX CETEH Ui TOWCKa, TepeBOoJa TEKCTOB
pazIuyHOTO 00BEMa



