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1. IMosicHuTEILHAA 3AIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

Lenv oucyunaunovl - GOPMUPOBAHUE Y CTYJACHTOB HEOOXOAMMOW KOMMYHHUKATHBHOHN SI3BIKOBOM
KOMITETEHITMH, a TAaKXe BBICOKOTO YPOBHS COLMANBHOW W MPOPECCHOHATBHON aganTallH, YTO
npejmnoiaractT (OpMUPOBAHUE BCECTOPOHHE PA3BUTON JIMYHOCTH, CIIOCOOHOM OTBEYaTh Ha BBI3OBBI
COBPEMEHHOT0 O0IIECTBA U MCIOIh30BATh 3HAHMSI, yMCHHSI U HaBBIKHU, TIOJYYCHHBIC B X0 O0YUCHHUS.

3adauu oucyuniunbl.

pa3BUTh YMEHHE MUCHMEHHOTrO (YTEHHE, MHUChMO) U yCTHOTO (TOBOpPEHHE, ayJAHPOBAHUE)
WUHOSI3BIYHOTO OOIICHUS;

yMeTh coOuparh, 00pabaThiBaTh ¥ MWHTEPIPETUPOBATH C MCIOIH30BAHUEM COBPEMEHHBIX
WH(OPMAIIMOHHBIX TEXHOJOTUH JaHHBIE HAa HMHOCTPAHHOM SI3BIKE, HEOOXOJUMBIC IS
(dbopMUpPOBaHUs CYXKICHUH MO COOTBETCTBYIOIIUM COIMATBHBIM, HAYYHBIM M STHYCCKUM
npobiieMam;

OBJIAJCTh HaBbIKaMU HY6HHqHOﬁ PEUHM U apryMmeHTalu il BEACHUA JUCKYCCUU;
HAay4YUTbCA aHAJIM3UPOBATH TCKCThI COLMAJIBHO 3HAYUMOI'O COACPKAHUA, AaHHOTUPOBATHL U

pedepupoBaTh Hay4YHYIO JIUTEPATYPY;

— HAy4YUTbBCA CTPOUTH CBOC DpPEUYCBOC W HEPCUCBOC IIOBCIACHHUC B

COLIMOKYJIbTYPHOM CELM(PUKON CTPAHbI U3y4aeMOro SI3bIKa;

HaIIpaBJICHHOCTH.

OBJIAJICTh HABbIKAMU IHCbMEHHOIO U YCTHOIO II€peBOJa TEKCTOB OOILIEKYJIbTYPHOR

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUsI 110 JUCHMILJIHHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHUs KOMIIeTeHIN

Komnerenuus

NHaukaTopbl KOMIEeTEHIM I

Pe3yabTaThl 00y4yeHus

VK-4. Cnocoben
MIPUMEHSTh
COBpPEMEHHBIE
KOMMYHHUKaTHBHBIE
TEXHOJIOTUH, B TOM
quclie Ha
MHOCTPaHHOM(BIX)
s3bIKe(ax), A
aKaJIeMU4eCKOro u
npodeccnoHalbHOTO
B3aUMOJIEHCTBUS

VK-4.1. BnaaeeT cucteMoil HOpM
PYCCKOTO JTUTEPATYPHOTO SI3bIKA,
POJIIHOTO SI3bIKA M HOPMaMU
MHOCTPAHHOTO(-bIX) SI3bIKA(-0B).

3Hamb: HOPMBI UHOCTPAHHOTO(-BIX)
SI3bIKa(-0B)

Ymems: npuMeHSTh HOPMBI
MHOCTPAHHOTO(-bIX) A3BIKA(-OB)
Braoems: HopMaMu HHOCTpaHHOTO(-
bIX) s13BIKA(-0OB).

VK-4.2. Ucnonb3yer
MH(}OPMAaLIMOHHO-
KOMMYHUKAI[IOHHBIE
TEXHOJIOTUH TIPH TTOMCKE
He00X01MMOW HHpOpMaLIUU B
TpoIiecce penIeHus CTaHAapTHBIX
KOMMYHUKaTHBHBIX 33/]1a4 Ha
TOCYJJapCTBEHHOM U
MHOCTPAaHHOM(-bIX) SI3bIKAX.

3namov: MHPOPMALTMOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJIOTHH
IpUMEHsIeMbIE ITPH MTOUCKE
Heo0xouMoM nHpopmaluu B
npoliecce peleHus CTaHAapTHBIX
KOMMYHUKaTHBHBIX 3314
MHOCTPAHHOM SI3BIKE.

Ymems: ucnonp3oBaTh
UH(POPMALIMOHHO-KOMMYHUKAIIUOHHBIE
TEXHOJIOTUH TIPH MOUCKE HEOOXOIMMON
nH(pOpMaIIUU B IIPOLIECCE PELICHUS
CTaHJAPTHBIX KOMMYHUKATHBHBIX
3aJ1a4 Ha HHOCTPAHHOM SI3bIKE.
Braoemw: HaBBEIKAMU 1 METOIUKON
MIOMCKA CTPAHOBEUECKOM 1
npodeccnoHanbHOM HHPOpMaLINH,
MOJIB3YSICh PA3IMYHBIMU UCTOYHUKAMHU
(B TOM umCIe, pecypcamu

COOTBCTCTBUH C




nH(pOpPMAIIMOHHO-
TEJIEKOMMYHHUKAI[MOHHON CETH
WHrepHer).

VK-4.3. CBobomHO
BOCIIPUHHUMAET, AaHATTU3UPYET U
KPUTHYECKH OLICHUBAET YCTHYIO
Y TUCBMEHHYO JICIIOBYIO
MH(OPMALIHIO HAa PYCCKOM,
POJHOM Y UHOCTPAHHOM(-BIX)
s13bIKe(-ax).

3Hamb: yCTHBIN U TUCbMEHHbBIN
JI€JI0BOM MHOCTPAHHBIN SA3BIK.

Ymems: ¢cBOOOHO BOCIIPUHUMATD,
AQHAJIN3UPOBATh U KPUTUYECKU
OLIEHUBATh YCTHYIO U MUCbMEHHYIO
JIeTIOBYI0 MH(POPMALIUIO HHOCTPAHHOM
A3BIKE

Braoemw: HaBbIKaMu BOCTIpUATHS,
aHaJIM3a U KpUTUUYECKON OLIEHKU
YCTHOM ¥ MMCHU HA UTHOCTPAHHOM(-bIX)
sI3bIKe(-ax).

VK-4.4. Benet nenoByto
MEPENUCKY, YUYUTHIBAS
0COOEHHOCTH CTHUIIMCTHKU
opUIIMATBHBIX U
HEOPHUIHATLHBIX TTUCEM,
COIMOKYJIBTYPHBIC Pa3IIUUUs B
(dhopMaTe KOppeCTIOHICHITNH Ha
rocyIapCTBEHHOM(-bIX) U
MHOCTPAaHHOM(-bIX) SI3bIKaX.

3namub: 0COOEHHOCTH CTHIIMCTHKH
opuIMaTbLHBIX U HEOPHUITHATBLHBIX
IHCEM, COIIMOKYJIbTYpPHBIE Pa3INyus B
(opmarte KOppECIOHICHIIMY Ha
rOCYJapCTBEHHOM M WHOCTPAaHHOM
S3BIKAX.

Ymemsb.: BeCTH IEIOBYIO MEPEIIUCKY,
YUUTBIBAsi OCOOEHHOCTH CTHJIMCTUKH
ouMaNbHBIX ¥ HEO(DUITHATEHBIX
IMCEM, COLIMOKYJIbTYpHBIE pa3INyus B
(dhopMaTe KOppeCIOHICHIINH Ha
MHOCTPAHHOM SI3BIKE.

Braoems: mucbMenHOM HOPMOH S3bIKA
B paMKax, 0053aTeJIbHBIX JUIs
OCYIIECTBIIECHHSI TPO(HECCHOHAIBHBIX
(GyHKIMH 1 Hay4YHOU JAEATeNbHOCTH
(HamucaHue TE3MCOB, CTaTEH,
pedeparoB, aHHOTAIM, JOKIAI0B,
peLeH3ul, U T.I1.).

VK-4.5. Bener ycTHbIE 1€T0BbIE
Pa3roBOpHI Ha TOCYAAPCTBEHHOM
Y MTHOCTPAHHOM(-bIX) S3bIKaX.

3nams: 0COOEHHOCTH BEJCHUS YCTHBIX
JIEJIOBBIX PA3rOBOPOB Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM
SI3BIKAX.

Ymemw: BecTH yCTHBIE EIIOBBIE
pa3roBOpbl HA HHOCTPAHHOM(-bIX)
SI3BIKaX

Braoemyv: HaBbIKaMH BEJIEHUS YCTHBIX
JIEJIOBBIX Pa3rOBOPOB Ha
MHOCTPAaHHOM(-BIX) A3BIKaX

VK-4.6. JleMOHCTpHpYET yMEHUE
BBITIOJTHATH TIEPEBOJ] TEKCTOB
pa3nuYHOro o0bEMa u
CTHUJIUCTUKU C HHOCTPAHHOTO(-
BIX) Ha TOCYapCTBEHHBIN S3BIK,
a TaKXKe C TOCYJapCTBEHHOTO Ha
WHOCTPAHHBIN(-bI€) SI3BIK(-1).

3namu: TpUEMBI TIEpeBOIa TEKCTOB
pa3muuHOTO 00BEMA U CTHITHCTHKH C
WHOCTPAHHOTO Ha roCy1apCTBEHHBIH
SI3BIK, @ TAKXKE C TOCYIapPCTBEHHOTO Ha
WHOCTPAHHBIN S3BIK.

Ymems: paboTaTh c/Hag TEKCTAMU
CTpaHOBEAUECKOM, OOIIeHAYYHOH U
npodecCuOHAIIBHON HAIIPaBJIECHHOCTH B
1[eJIsIX aJIeKBaTHOW MHTEPIPETAIIII




MPOYUTAHHOTO MAaTEPUAIIa;
Bnaoems: HaBbIKaMH TIEPEBOIA
TEKCTOB PA3JIUYHOTO 00BEMA U
CTHJIMCTHKH C MHOCTPAHHOTO(-bIX) Ha
rOCYIapCTBEHHBIH SI3BIK, @ TAKXKE C
rOCYapCTBEHHOTO HAa HHOCTPAHHBIN
(-n1e) A3BIK(-1).

OIIK-5. Cniocoben OIIK-5.1. [lemoHCTpHpYET 3nams.: MeTONBI U cpeicTBa 00paboTKU

HCII0JIb30BaTh CIOCOOHOCTH UCMOJIb30BATh uH(bOopMaIuu 1 paboTe C TEKCTOM;
COBPEMEHHBIE COBpeMeHHBIC HH(DOPMALIMOHHBIC | Y Memsb: TPUMEHSTH aJeKBaTHBIC
nH(pOpMaLIOHHbIE TEXHOJIOTUU NPH PELICHUN METO/IbI ¥ CPEJICTBA HA OCHOBE
TEXHOJIOTHH U npodeccroHaABHBIX 33/1a4. MH()OPMAITMOHHO-KOMMYHHKAITHOHHBIX
MIpOrpaMMHBIE TEXHOJIOTHIl Ipu paboTe C TEKCTOM;
CpelICTBa MPU PEIICHUN Brnadems: HaBbIKaMU UCTIOIB30BAHUS
npodeccnoHambHbIX UH(GOPMAILMOHHBIX CETEH JIJIs OUCKa,
3aj1a4 1epeBoJia TEKCTOB Pa3IMYHOr0 00beMa.

1.3. MecTO ICHUIIIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOM MPOrPpaMMbl

JucunmnHa «HOCTpaHHBIH s3bIK B TPOGECCHOHAIBHON ESITEbHOCTH» OTHOCUTCS K
00s13aTeNbHON YacTH OJIOKA AUCHUILIAH YIeOHOTO IJIaHa.

2. CTpyKTYpa THCHUILITHHBI
O61mas TpyA0EMKOCTh IUCHHUIUINHBI COCTaBiseT 3 3.e., 108 akageMuueckux 4acos.

CTpyKTypa AUCHUILIMHBI AJI51 04HO-3204HON (POpMBbI 00yUeHUs

O6bem guctuIiuHbl B (GOpME KOHTAKTHOM pPaboThl 0O0ydYaromuxcsi ¢ TMeAarormiecKuMu
paboTHUKaMu ¥ (WIK) JHUIIAMH, TPUBIEKaEMBIMH K peaju3alliu 0O0pa3oBaTENbHON MpOrpamMMbl Ha
WHBIX YCJIOBHSX, IPU MTPOBEICHUH YUCOHBIX 3aHITHUM:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
1 [IpakTuueckue 3aHsITHs 24
Bceero: 24

O0beM AUCHUILTUHBL B (hOpME CaMOCTOSATENLHON pabOThl 00YYAIOIIMXCS COCTaBIseT 84
aKaJeMHYECKHX Yaca.

3. Coeprxanue AUCHUILIMHBI

Ne | HaumeHoBaHue pasaeaa | Cogep:xxanue
AUCHUTINHBI
1. [ Human Resource | OcHoBHble TOHATHS B cdepe yIpaBiIeHUsS TEPCOHATIOM.

Management. Human capital. | UenoBeueckuit  kamutan  (YelmoBeUECKUE

pecypchl).

The 4 Ps of HR. Major trends
and challenges in HR

I'maBHBIE TeHIEHTNH U BBI3OBEI B YII.
I'pammamuxa: Present Tenses

2. | Organizational Structure and | Ctpykrypa opranusaruu. [Iporecc HaliMa 1 €ro 3Tarlbl.
Recruitment I pammamuxa: Past Tenses
3. | Pay and Benefits Omiata Tpyaa. Bujibl kKoMIieHCaIHH.




I pammamuxa: Future Tenses

4. |lIssues in the Workplace. | [IpoGiemsl Ha pabouemM MeCTe u CIIOCOOBI UX Pa3peIIeHus.
Conflicts. Layoffs I'pammamuxa: Types of questions
5. | Employee retention | Ctpareruu yaepaHusi COTPYAHUKOB.
strategies. Employee | I pammamuxa: Reported speech
turnover.
6. | Management Styles. | Ctunu ynpasienus nepcoHaioMm. MoTHBAIHs
Motivation I'pammamuxa: Modal verbs
7. | Telephoning: making and | TenedoHHbIE IEPEroBOPHI: KaK OTBETUTh Ha 3BOHOK,
taking calls, messages, | mepenaTh/OCTaBUTh  COOOINEHUE,  MOJYYUTh/yTOUHUTH
checking, clarifying, active | cBemenus, JOroBOpUTHCS O BCTPEUE, BHIPA3HTH Kaa00y.
listening, arranging a | I'pammamuxa: Passive
meeting, and complaints.
8. | Emails: internal, and | [leoBast ~ mepemucka 1O OJJIGKTPOHHOM  IOYTE:
commercial. Customer | opunuansueie, noNMyodUIIUATBHBIE, BHYTPEHHHE W 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 [TpaBwia PPT npe3enramuu. Onucanve rpadukos.
I'pammamuxa: Adjectives and adverbs. Degrees of
comparison

11. | HR Strategy and Planning Crpareruss kommnanuu u crparerus YII. OcHoBHbIe

CTpaTernvyecKue MpeuMyIiecTBa KOMIaHui. I pammamuxa:
Countable and uncountable nouns

12. | Workforce planning: | CtpaTternueckoe IIaHUPOBAHHE KAJAPOB: KOJMUYCCTBECHHBIC
quantitative and operational | u gpyHKIHOHANIBHBIE (TIPOU3BOCTBEHHBIC) METO/IBI.
methods. I'pammamuxa: Make, do, have, get

13. | Hiring: internal and external. | [Togbop mepconana. BHeniHue M BHYTPEHHUE WCTOYHUKH.
Contingent workforce. Job | KontunrentHas paboras cuina. OObsiBIEHHE O BaKaHCHH.
ads. Career fairs. Executive | Slpmapku Bakancuii. [lomck u HaéM COTPYJHUKOB Ha
search. PYKOBOJISIIHE JODKHOCTH.

Ipammamuxa: Infinitive
14. | Building an Employer Brand | Co3nanue OpeHIa U pemyTaiui KOMITaHHH-PaboToaaTes.
I'pammamuxa.: Gerund

15. | Candidate Selection. | OT6op kaHgumaToB. PHUCKH. AHaIM3 BaKaHCHUH C TOYKH
Recruiting risks. Job- | 3peHuss QyHkIMHA u 3ama4. ApPXUTEKTypa BaKaHCHU.
position-employee. Job | I'pammamuxa: Pronouns
Architecture. Content and
Purpose of Job Analysis.

16. | Training courses: fields of | Tpenunru: moaxomabl, IIIAHUPOBaHKE, chepbl TPHMEHEHH,
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. | Omienka pe3ynbTaTUBHOCTH # 3()(HEKTUBHOCTH TpYy/a.
BARS. Performance | Cxema oOlleHKH TMOTEHIMAla COTpyAHUKA. KapbepHbie
potential grid. Career | BO3MOKHOCTH, TPACKTOPHS U POCT.
paths/ladders I pammamuxa: Articles

18. | Work-life balance. Working | Pabouee Bpewmsi, rpaduk paboThl, peKUM TPyJia U OTJbIXA.




hours.  Flexible  working
structures. Teleworking.
Spaces and structures. Non-
territorial workplace.

CtpykTypa KOMIIAHMM W  OpraHuzamus  pabodero
MpPOCTpaHCTBA. YjaleHHas pabora, pabora C THOKUM
rpaduKoOM H T.1I.

Ipammamuxa: Linking words

19. | Social Media in HR. Web | Conuanbubie cetu u ux posnb B YII. [Togxonasl k aHamm3y
2.0. Social network analysis. | maHHBIX W3 coliceTel W MPUMEHEHHE €ro Pe3yJbTaTOB B
Ways of SM usage. KaJIpOBOM TOJUTHKE.

I'pammamuxa: Phrasal verbs
20. | HR-IT. Expert systems and | Uadpopmarnmonnsie cuctembl u  peuienus it YIIL

user systems. Human Capital

Tennenuu B pazsutun copra st YII.

Management Software:
modern trends.

I'pammamuxa: Phrasal verbs

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Jlnst  mpoBeneHHWsT  y4eOHBIX  3aHATHA 110

JUCHUITIINHE

HCIIOJIB3YHOTCA Pa3InYHBIC

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'UH.

5. OneHKa NJIAHUPYeEMBbIX Pe3yJIbTATOB 00y4YeHHUs!

5.1 CucreMa oieHUBAHUSA

®opma KOHTPOJIA Makc. K0JIM4ecTBO 0aJ110B
3a ogny Bcero
padoty

Tekymuii KOHTPOJIb: 60 GayoB

- OIIpoC 5 30

- yJacTHE B INICKYCCHH Ha CEMHHApe 5 10

- BBITTOJTHEHUE CAMOCTOSTEIILHON PabOThI 10 10

- KOHTpOJIbHAs padoTa 10 10

[TpoMexxyTouHasi aTTeCTallUs — 9K3AMEH 40 6annoB

HToro 3a cemectp 100 GamoB

[Tosy4eHHBI COBOKYIHBIH pe3ysbTaT KOHBEPTUPYETCS B TPAJAMLMOHHYIO KAy OLEHOK U B
mkany oueHok EBponeiickolt cuctemsl nepeHoca u HakorieHus: kpeautoB (European Credit Transfer

System; nanee — ECTS) B COOTBETCTBUU € TaOJIUIICH:

[Ixana
100-6amnpHast mkana | TpaaumuoHHas mIKaia ECTS
95 -100 A
8394 OTIIMYHO B
68 — 82 XOpOLIOo 3a4TEHO C
56 — 67 D
50 _55 YJIOBJIETBOPUTEIHEHO E
20-49 FX
0_19 HEYJIOBJIETBOPUTEIBHO HE 3a4TEHO =

5.2 Kputepuu BbICTaBJICHHS OI[EHKH 10 THCIUTIINHE
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Baaasl/ | Ouenka nmo Kputepun oueHkn pe3yaibTaToB 00y4eHUsI 10 JUCUUIJIMHE

HMIxana | gucHUIIAHE
ECTS

100-83/ OTJINYHO/ BricTaBisieTcss 00y4aroneMycsi, €ClIi OH MIyOOKO M MPOYHO YCBOMJI TCOPETUUCCKUN U
AB 384YTEHO MPaKTHIECKUH MaTepHai, MOKET NMPOJEMOHCTPHPOBATE OTO Ha 3AHATHAX M B XOZAC
MPOMEXXyTOYHOH aTTeCTaIHN.

OO0y4arontuiicss NCUEPIIBIBAIOIIE M JIOTHYECKH CTPOWHO M3JIaraeT y4eOHBIH MaTepua,
yMEeT YBA3BIBaTh TEOPHUIO C NPAKTHKOH, CIHpaBIsAeTCs C pEIICHHEM 3ajad
npodeccHOHaNPHON HAIPaBIEHHOCTH BBICOKOTO YPOBHSA CIOXKHOCTH, HPaBHUIBHO
000CHOBBIBAET PHHSATHIE PELICHHUS.

CB00OHO OpUEHTHPYETCS B yueOHOH 1 MpoecCHOHANBLHOM JIuTeparype.

OneHka N0 JHMCHUIUIMHE BBICTABISIOTCS OOydarolmeMmycs ¢ Y4ETOM pe3yJbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMH.

KomnereHuny, 3akpemi€HHblE 3a JUCHUILIMHON, CcQOpMHpPOBAaHBI Ha YpOBHE —
«BBICOKHI».

82-68/ Xopo1io/ BricTaBisieTcss oOydaromieMycs, €CIM OH 3HAaeT TCOPCTUYCCKHH W MPAKTUYCCKHUU
Marepuang, TpaMOTHO W IO CYIIECTBY H3JIaraeT €ro Ha 3aHATUSIX U B XOJe
MIPOMEXYTOUYHOH aTTECTallH, HE JOMYyCKasl CyLIECTBEHHBIX HETOUHOCTEN.
OOyyaronuiicss TPaBWIFHO MPUMEHSICT TCOPETHUSCKUE IIOJIOKEHUS TIPH PEIICHUN
MPaKTHYeCKUX 3aJad  Mpo(ecCHOHANBPHONW  HAMpaBICHHOCTH pAa3HOTO  YPOBHS
CIIO)KHOCTH, BIIaJIeeT HEOOXOAUMBIMH JIJIS STOTO HABBIKAMH U MPUEMaMH.

JlocTaTo4HO XOpOLIO OPUEHTHPYETCS B yueOHOH U PO ecCHOHATIbHOM TuTeparype.
OreHka 1O IUCHMIUIMHE BBICTABIAIOTCS oOOydaromeMmMycs C Y4€ToM pe3yiIbTaToB
TEKyLIed U IPOMEXYTOUHOM aTTECTALIMHU.

KomnereHuny, 3akpeminéHHble 3a JUCHUIUIMHOM, CQOPMHpPOBAaHBI Ha YpOBHE —
«XOPOILHI».

C 3a4TEHO

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

OOyyaronmuiicss ~ WCTIBITBIBACT  ONpPENCNEHHBIE  3aTpyOHEHHS B  [PUMCHCHHU
TEOPETHICCKUX IOJIOKCHUA TPH pEIICHNH MPaKTHIeCKAX 3amad IpoQecCHOHATBHOMN
HAIPaBJICHHOCTH CTAHJAPTHOTO YPOBHS CIIOKHOCTH, BIIAEET HEOOXOIUMBIMH IS
9TOro 6a30BBHIMU HABBIKAMH U MPUEMAMHU.

JleMOHCTpHpYeT TOCTaTOYHBI YPOBEHD 3HAHUS YICOHOH TUTEepaTyphI IO JUCIUTUINHE.
OneHka TO AWCHUIUIMHE BBICTABIAIOTCS OOydYaromeMycsi ¢ y4€TOM pe3ylbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

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

D,E purenbHo/
3aYTEHO

49-0/ HEYJIOBJIET- BricTaBisiercs o0yuaroniemMycs, eciii OH He 3HaeT Ha 0a30BOM YPOBHE TEOPETHUECKHIA
FFX BOPHTEIEHO / | ¥ TPaKTHYECKHH MaTepual, JOMycKaeT rpyObple OMMOKH IPH €ro M3JI0XKEHWH Ha
3aHATHSX U B XOZ1€ IPOMEKYTOUHON aTTECTALlUH.

OOyuaronuicst UCIBITHIBAET CEPhE3HBIE 3aTPYAHEHHS B MPUMEHEHUH TEOPETUUECKUX
TIOJIOKCHHUH MPU PELIeHNH NMPAaKTUYECKUX 331a4 Npo(hecCHOHALHOM HANPaBIeHHOCTH
CTaH/IaPTHOTO YPOBHS CIIOXKHOCTH, HE BIIaJeeT HEOOXOAUMBIMH JJIsl 3TOTO HAaBBIKAMH U
NIpUEMaMH.

JleMoHCTpHpYeT (parMeHTapHbIe 3HAHHUS Y4eOHOI JIUTepaTyphl IO TUCIUIIIIMHE.
OreHka 1O IUCHMIUIMHE BBICTABISAIOTCS OOyd4aromeMmycs ¢ Y4ETOM pe3ylbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALUM.

KommereHnuyn Ha YpOBHE «IOCTaTOUHBIN», 3aKpeIIEHHBIE 3a TUCHMIUIMHOW, HE
c(OpMHUPOBaHBbI.

HC 3a4TCHO

5.3 OueHouyHble cpeacTBa (MaTepuHajbl) s TeKYyIIero KOHTPOJsS YCHeBaeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMHU 00y4aIOIHUXCS MO0 JMCIUIITTHHE

Tembi 0151 NPOMEHCYMOUHBIX AMMECTNAYULL:
What is HR management? Human Capital?
What are the major trends in HR today? What are the biggest challenges? Why?
3. 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.

N =
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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?

- Isthere 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?

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?

How can employees be retained?
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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?

Tpumepwt 3a0anuti 015 camocmosmenvHoUu pabomsl.:
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.
Segmentation of candidates.
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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:

I

Host makes an invitation

Guest accepts

Guest contacts a hotel and tells host the details

Host confirms everything

An internal email in order to invite colleagues to a meeting (with an attachment)
. Areply 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.

Tembl 011 KOHMPOTILHBIX PAOOM.
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 1T-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-MeTOAMYECKOe U HH(POPMAIHOHHOE 00ecnieyeHne T CIUUTIITHHBI
6.1 Cnucok MCTOYHUKOB M JIUTEPATYPHI
Jlureparypa

Ocnosnasn
1. Aurmiickuii s3bIK 1151 akageMuueckux nenei. English for Academic Purposes : yuebnoe

nocobue s OakanaBpuara u Mmaructparypsl / T. A. bapanosckas, A. B. 3axaposa, T. b. [locnenosa,

10. A. CyBopoga ; mox pegakuueit T. A. bapanoBckoii. — Mocksa : M3natenscTBo FOpaiit, 2019.

198 c. — (bakanaBp u maructp. Akagemudeckuit kype). — ISBN 978-5-9916-7710-3. — Texkcr :
anekTponrHsii // DBC FOpaiir [caiir]. — URL:https://biblio-online.ru/bcode/433465

2. Mensiino, B. B.Akagemuueckoe mucbemo. Jlekcuka. Developing Academic Literacy : yueOHOe
nocobue s 6akanaBpuara u Maructpatypsl / B. B. Mensiino, H. A. Tynsakoa, C. B. Uymunkua. —
2-e w31, uctp. u aon. — Mocksa : UznatensctBo FOpaiit, 2019. — 240 ¢. — (bakanaBp u maructp.
Axkanemuueckuii kypc). — ISBN 978-5-534-01656-7. — Texcr : anexrponnsiii // DBC IOpaiit [caiit].

— URL:https://biblio-online.ru/bcode/437602

JlononnumenvHas

1. EBcrokoBa, E. H.Aurnuiickuii si3p1k. Reading and Discussion: yue6HOe mocobue st By30B / E.

H. EBcrokoga, I'. JI. PytkoBckas, O. W. Tapanenko. — 2-e u31I., HCIIp. U J011. — MOCKBA :

WznarensctBo FOpaiit, 2019. — 147 ¢. — (Yuuepcurersl Poccun). — ISBN 978-5-534-07996-8. —

Tekcr : anextponnsiit / OBC KOpaiit [caiit]. — URL:https://biblio-online.ru/bcode/438983
2. TaBpunios, A. H. Aurnmiickuii s36ik. PasroBoprast peus. Modern American English.

Communication Gambits: yaeOHHK 1 TpakTUKyM st By30B / A. H. TaBpuios, JI. I1. Jlanwmienko. —
2-e u31., uctp. u gon. — Mocksa : U3natensctBo FOpaiit, 2019. — 129 ¢. — (ABTOpcKHil y4eOHUK).
— ISBN 978-5-534-09168-7. — Tekcr : anexkrponnsiii // DBC FOpaiit [caiit]. — URL:https://biblio-

online.ru/bcode/427335.

6.2 Ilepeuennb pecypcoB HHGOPMALMOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « AHTEpHET).

HanmonaneHas siekrponHas oudnuorexa (HObB) www.rusneb.ru
ELibrary.ru Hay4nast anexkrponnas oubdianorexka www.elibrary.ru
DnekTponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru

6.3 IlpodeccnonajbHble 0a3bl JAHHBIX H HH(POPMAIHOHHO-CIIPABOYHbIE CHCTEMBbI

Jloctyn k mpodeccruoHanbHbIM 0a3am maHHbIX: https://liber.rsuh.ru/ru/bases

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

7. MaTepuajibHO-TeXHHYECKOE ofecredeHue JUCHUILIHHBI

I[J'ISI obecnieueHUs JAUCIHHITIINHBI HCIOJIB3YCTCA MaTCprUaJIbHO-TCXHUYCCKAA

0Oaza

00pa3oBaTeNbHOTO YUPEKICHUS: yY€OHbIE ayJAUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM M MPOCKTOPOM

AJI JEMOHCTpaliun y‘-Ie6HBIX MaTCpUaJIOB.

COCTaB HpOFpaMMHOFO O6GCHC‘-ICHI/ISI:
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
http://www.rusneb.ru/
http://www.elibrary.ru/
http://www.grebennikon.ru/
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 JUCHMIUIMHBL HCHOJB3YIOTCA CIEAYIOLIME JONOJHUTEIbHBIE METO]Ib
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,
JOCTYITHOTO C TIOMOLIbI0 KOMIIBIOTEPA CO CIELUAIN3UPOBAHHBIM IPOrPAMMHBIM O0ECIEUCHHEM;
MUCHMEHHBIC 33/IaHUS BBIMOJHAIOTCS HAa KOMIBIOTEpE CO CHEHUAIU3UPOBAHHBIM IPOTPAMMHBIM
obecrieyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBACTCS WHIMBHYaIbHOE
paBHOMepHOE ocBemeHue He MeHee 300 JIOKC; AU BBINOJIHEGHUS 3aJaHUS TPH HEOOXOAMMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOLIEE YCTPOHWCTBO; BO3MOXKHO TaK)K€ HCIOJIb30BaHUE COOCTBEHHBIX
YBEIUYMBAIOUINX YCTPONCTB; MHUCbMEHHBIC 3aJJaHNsl 0(OPMIISIOTCS YBETUUYEHHBIM HIPUPTOM; IK3aMEH
1 3a4€T MPOBOAATCA B YCTHON (hOpMe MIIM BBINOJIHAIOTCS B MMCbMEHHOM (popMe Ha KoMIbIOTEpe.

® 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; BO3MOXKHO MIPOBEICHUE B (DOpME TECTHPOBAHHUS.

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

ITpu HEOOXOIUMOCTH MpelycMaTpUBAETCs yBEIMUEHUE BPEMEHH /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 pPE3YIbTaTOB OOyuYeHHs 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.

IIpoBenenue mpoueaypsl OLIEHUBAaHUS PE3yJIbTaTOB OOyUYEHMsI JOMYCKAETCsS C UCIOJIb30BaHHEM
JMCTaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHA.

ObecneunBaercs AOCTYN K HH(MOPMAIMOHHBIM U OubnuorpaduyeckuM pecypcaMm B CETH
WuTepHeT uist Kaxxaoro oOydaronierocst B popMax, aJalTHPOBAHHBIX K OTPAHHYCHHUSM HX 37I0POBbS 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-ABUTATEIBHOTO 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 OOyYarOIMXCS C HApyWIEHWSMHU OIOPHO-ABUTATEILHOTO ammnapaTa: IepeaBUKHBIMH,
perynupyeMbiMu sproHomudeckumu napramMu 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
lan 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
lan 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
lan 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

Ian 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'toccapuii Mo TMCHUIIIMHE

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.

Confirmation Letter — an official letter handed over to the employee confirming his employment at
the organization.


http://www.armintrost.de/
https://hrtrendinstitute.com/
https://www.shrm.org/
http://www.armintrost.de/
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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.
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.
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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.

I

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.

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.
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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
company with suitable candidates. Staffing can be done within the company or by contractors at
various levels of the staffing process.

T
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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.

Vv

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

wW

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.qg., 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 — HeBbIX0/ Ha PabOTy, MPOTyI

Appreciation Letter — 6marogapcTBeHHOE MTUCHMO

Apprenticeship — npon3BoACTBEHHAS TPAKTHKA, CTAXKUPOBKA, MPOPIIOArOTOBKA

Attendance Policy — mopsiiok sBKH Ha paboTy

B

Basic Salary — nomkHOCTHOM OKITa

Benchmarking — comoctaBuTeIbHBIN aHATN3 KOMITAHUH

Bonus - npemus

C

Career Break — nepepsiB B kapbepe, pa3pbiB B TPYAOBOM CTaxe

Career Path — kapsepHas cress, KapbepHbIi TyTh

Coaching — xkoy4uHr, HHANBUIYaTbHBIH HHCTPYKTAX, HATACKHBAHUE

Compensatory Off (Compensatory leave) — omaunBaeMbIii BBIXOAHOM/OTITYCK
Competency - kKoMIeTeHITHS

Confidentiality agreement - norosop o KoH(pHIECHIIMATBHOCTH

Confirmation Letter — mucbMo-IOATBEPIKICHHE

Cost-Per-Hire - cpeqnsist cToMMOCTh HaliMa HOBOT'O COTpPYTHHKA
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D

Delayering — cokpamieHre KOJIu4ecTBa ypOBHEH MOJUMHECHHOCTH B KOMIIAHUT

Disciplinary Procedure — nucuuminaapHas mporeaypa

Downshifting — nayHImu¢THHT, Iepexo/1 ¢ BEICOKOOILIauNBAEMON, HO CBS3aHHOM C Ype3MEpHBIMU
Harpy3kamu paboThl Ha 0oJiee CIOKOWHYIO, XOTSI U HU3KOOILJIAaYNBACMY IO

E

E-Recruitment — oxnaitH peKpyTHHT, METO]] TIOMCKa PAOOTHUKOB C MIOMOIIbI0 HHTEPHET-PECYPCOB
Employee Assessment — orierka paboThI COTPYTHUKA

Employee Empowerment - npegocraBieHie COTPYIHUKY OOJIbINEi aBTOHOMHH U
CaMOCTOSITEIILHOCTH

Employee Engagement — BoBJI€4CHHOCTD ITEpCOHATIA

Employment History — nocity>xHol CIMCOK, TPYAOBOM CTaXX, HCTOPHUS 3aHATOCTH

Employee Lifecycle - »xu3HeHHBIH UK COTPYIHHKA

Employee Onboarding - BBezieHue B JOJKHOCTD M aIaITHPOBAHHE HOBOT'O COTPYIHUKA
Employee Orientation - aganTanus HOBBIX COTPYAHHKOB

Employee Satisfaction - ynioBieTBopéHHOCTh COTPYAHUKOB

Employee Turnover — teky4ecth KaapoB

Exit interview — onpoc nipu yBOJIbHEHHH, COOECEIOBAHKE B CBSI3H C MPEKPAILICHUEM KOHTPAKTa
Expatriate — skcniatpuanT (pasr. SKCIar), HHOCTPAHHBIN CICIUATUCT, JUTUTSILHO MPOXKUBAIOIINN B
JTAHHOW CTpaHe

F

Five Factor Model — nartudaxropHas (aucrno3uimoHanbHas) Moaeb 001Iero GpyHKIMOHUPOBAHMUS
JUYHOCTH

Floating Holidays — maBaroruii oTimyck

G

Gig Economy — rur-skoHoM#HKa, 3KOHOMHEKa (prianca (koraa paboTHUK, 0QOPMIICHHBIH KakK
NpeANPUHUMATEITh, OKa3bIBAIOIIUI YCIYTH KOMMEPYECKOW OpraHU3aIlium)

Grievance — xaino0a, mopsI0K 00)KaJTOBaHUS TPYAOBBIX CIIOPOB

Gross Misconduct — rpyb6oe HapyIiieHIe, Cephe3HbIN MPOCTYIIOK

Gross Salary — 3apaboTHasi marta 0 BeIY€Ta HAJIOTOB

H

HR Audit — kaapoBbIii ayauT

HR Consulting — xaapoBbIii KOHCAITHHT, CBSI3aHHBIN C YIIPABJICHUEM U Pa3BUTHEM MIepCOHAIA
Human Capital Management — ynpapieHue 4eI0BEYECKIM KaUTaIOM

Human Resource Management — ynpasieHie 4eT0OBEYECKUMH PEeCypCcaMu

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

I

Incentive Pay — moorpurenbHas qeHexHas HajgbaBKa

Internship — craxxupoBka, npeAIUIIIOMHAs TPAKTHKA

J

Job Analysis — ananu3 TpyIOBBIX OMEpaluii, HCCAeI0BaHNE OCOOCHHOCTEH U CIIEIIU(BUKU Pa3HBIX
npodeccuii U TpeOOBaHUMN, TPEIBIBISIEMBIX K paO0YNUM

Job Board — snektpoHHas 6upska Tpya

Job Description — gomKHOCTHBIE 00S3aHHOCTH, TOJDKHOCTHAS HHCTPYKIIUS

Job Rotation — porarust pabot, mepuoguuecKas cMeHa padboThl

Job Specification — kBanudukaonnsie TpedboBanus, npodeccuorpapus

K

Key Performance Indicators (KPI) — kitoueBbie nokaszarenu 3pGeKTUBHOCTH JACITEIBHOCTH
L

Labor Union — npodcoro3nas opranusanus

Layoff — cokparenue mrara, nepuoji BpeMEHHOTO YBOJIbHEHHS
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M

Management Style — ctunb ynpasieHus

Mentoring — HacTaBHUYECTBO

Merit Pay — npemuanbHbIe BHIILIATHI 32 YCIEXH B padoTe

N

Nepotism - kyMOBCTBO

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

Nondisclosure Agreement — cornaimieHue o Hepas3riialieHUH

O

Occupational Stress — npodeccruonaibHbIi cTpecc

Occupational Burnout — npodeccroHanbHO€e BEITOpaHHE

Offshoring - pa3menienne KOMIIaHUEH YacTH CBOEH MPOM3BOJICTBEHHOM JACATEILHOCTH 32 pyOEIKOM, B
o GIIOpHBIX 30HAX

Employee onboarding - BBezieHue B 1OIKHOCTD M a1aITHPOBAHHE HOBOT'O COTPYIHUKA
Organizational Culture — koprmopaTuBHast KyJIbTypa

Outsourcing — nepenaya BBIOJHCHUST (PYHKIMI CTOPOHHEH OpraHU3aluy, Ay TCOPCUHT
P

Payroll — pacyetHast Be1OMOCTD, IITAT COTPYIHUKOB (CITMCOYHBIH COCTAB)
Performance Appraisal — ornienka 3 pekTHBHOCTH pabOThI COTPYIHUKOB
Probationary Period — ucnbITarenibHbIN CPOK

Psychometric Test — ncuxoMeTpruecKuii TeCT

Q

Quality management — KOHTpPOJIb Ka4eCTBa, YIIPABICHUE KAYeCTBOM

R

Recruitment — moa6op nepconana, Haém

Redundancy — cokpartienue nepconaia

Retention — yaepsxanue nepconana

Retirement — BeIX0/1 Ha ICHCHUIO

S

Sabbatical Leave — akanemMudeckuii OTITycK

Salary — 3apaboTHas riaTa, JOKHOCTHOM OKJIa

Staffing — kagpoBoe obecrieueHne

T

Talent Acquisition — mox6op KBaUUIIMPOBAHHBIX KaIPOB

Team Building — MmeponpusTHs M0 CIIIOYEHHIO KOJJICKTHBA

Training — TpeHuHT, 00y4YeHue

U

Unconscious Bias — HeBosibHOE npeayOekieHue

\

Variable Pay — nuddepennupoBannas Hag0aBka

w

Wage — cnenpHas oruiata Tpya

Wage Drift — oTkiioHeHHe (aKTHYECKOH 3apabOTHOM TIATHI OT PACYETHBIX CTABOK
Work-life Balance - pexxum Tpynaa u otapixa

Work Shift — pabouas cmena

Wrongful Termination — HezakoHHOE YBOJILHEHHUE
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IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMbl JUCIUITIHHBI

AHHOTAIIUS PABOYEN ITPOT'PAMMBI JTUCIHUILIAHBI

Lenp aucuuIuMHbL: npodeccHoHalbHAs MOATOTOBKA CTYACHTOB (POPMHPOBAHUE Yy CTYJICHTOB
HE00X0IMMOM KOMMYHUKATUBHOMN A3bIKOBON KOMIIETEHIMH, a TAKXKe BBICOKOI'O YPOBHSI COL[MATILHON U
npoeCCHOHATFHON aIaNTaluy, YTO MPEAIoiaraeT (OpMHUPOBAHNE BCECTOPOHHE Pa3BUTON JIMYHOCTH,
CIIOCOOHON OTBEYaTh Ha BBI30BBI COBPEMEHHOIO OOIIECTBA M HCIOJIb30BaTh 3HAHUA, YMEHHMA U
HaBBIKH, TIOJYYCHHBIE B X0/1€ O0yUYCHHUS.

3agaun AUCHUIUIMHBL

—pa3BUTb YMEHHE IMCBbMEHHOrO (YTEHHE, MHUCbMO) U YCTHOrOo (FOBOpPEHME, AyAUPOBAHUE)
MHOS3BIYHOTO OOLICHMUS;

—yMeTb cobuparb, 00pabaTbiBaTh W MHTEPIPETHUPOBATH C HCIOIb30BAHUEM COBPEMEHHBIX
MH(POPMAIMOHHBIX TEXHOJIOTUN TaHHBIE HA HHOCTPAHHOM SI3bIKE, HE0OXOMUMBIE i (POPMUPOBAHUS
CY’)KJIEHUH [0 COOTBETCTBYIOLUM COLIMAIbHBIM, HAYUYHBIM M STUYECKUM IpoOiIeMam;

—OBJIaACTh HABbIKAMH HY6HHHHOﬁ PEeUYM U apryMmeHTalu Ajisd BEACHUA JUCKYCCUU,

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

—  HAY4uTbCid CTPOUTH CBOE pEUYEBOE M HEPEUYEBOE IIOBEACHUE B COOTBETCTBUH C
COILMOKYJIBTYPHOU CHeM(UKOI CTpaHbI U3y4aeMOTo S3bIKA;

—OBJIaJIETh HABBIKAMU TMCBMEHHOTO M YCTHOTO TIEpeBOJa TEKCTOB OOMIEKYJIbTYPHOU
HaIlpaBJICHHOCTH.

B pesynbrare 0OCBOCHUS NUCIUILTUHBI O0YYarOIIUICS JOKEH:
3namu:
1. HOpMBI HHOCTPAHHOTO(-bIX) S3bIKA(-OB)
2. nH(pOPMAIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTHH ITPUMEHEMbIE TTPH NTOMCKE HE0OX0AUMOM
WHGOpPMAIIMY B TIPOLIECCE PEIICHHSI CTAaHIAPTHBIX KOMMYHHUKATHBHBIX 33/1a4 HHOCTPAHHOM
A3BIKE
YCTHBIN ¥ IMCBbMEHHBIN 1€JI0BOY MHOCTPAHHBIN SI3bIK
4. 0COOEHHOCTH CTHJIMCTUKU O(PUIMANBHBIX U HEO(PUIIUAIBHBIX TUCEM, COLIMOKYJIbTYpHBIE
paznmmunst B hopMaTe KOPPECTIOHICHIINH HA TOCYIapCTBEHHOM M HHOCTPAHHOM SI3BIKaX
5. 0COOEHHOCTH BE/IEHUS YCTHBIX JEJIOBBIX Pa3rOBOPOB Ha rOCYIapCTBEHHOM M HHOCTPAHHOM
SI3BIKAX
6. mpuéMbI epeBoia TEKCTOB Pa3IMYHOro 00bEMA U CTUIIMCTUKU C HHOCTPAHHOTO Ha
TOCYJapCTBEHHBIH S3BIK, a TAKXKE C TOCYAaPCTBEHHOTO Ha MHOCTPAHHBIH SI3BIK
7. MeToIbl M cpesicTBa 00paboTKH HH(pOpMAIMK U paboTe C TEKCTOM

w

Ymems:

1. npuUMEHATH HOPMbI HHOCTPAHHOTO(-bIX) SI3bIKA(-0OB)

2. WCHOJB30BaTh UHPOPMALMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOIMU IIPU TIOMCKE HEOOXOJMMOM
nH(OpMaILIUY B IPOLIECCE PEIICHUS CTaHAAPTHBIX KOMMYHUKATUBHBIX 3a/1a4 HA HHOCTPAHHOM
SA3BIKE

3. ¢B0O0OOHO BOCTIpUHMMATH, aHATM3UPOBATH M KPUTHUYECKH OI[CHUBAThH YCTHYIO M MIMCHMEHHYIO
JIeTTOBYI0 MH(POPMALIUIO HHOCTPAHHOM SI3bIKE
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4. BeCTH JICNOBYIO MEPENUCKY, YIUTHIBAsI OCOOCHHOCTH CTHIIMCTHKH O(UIMATBHBIX U
HeO(UIIUAIBHBIX MTUCEM, COLMOKYJIIbTYPHBIEC pa3inuus B opMare KOPPECIOHICHIINY Ha
MHOCTPAHHOM SI3BbIKE

5. pabotaTh c/HaJ TEKCTaMH CTPaHOBEIYECKOH, 00IIeHayYHOU U TPO(heCCHOHAIBHON

HAIPaBJICHHOCTH B IEJISAX aJICKBATHOW MHTEPIIPETALUY [TPOYNTAHHOTO MaTepraa

BECTHU YCTHBIE JICJIOBbIE PA3rOBOPbI HA MHOCTPAHHOM(-bIX) SI3bIKaX

7. TPUMEHATH aAEKBAaTHBIC METO/BI U CPEJICTBA HA OCHOBE MH(POPMAIIMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH IpH paboTe C TEKCTOM

o

Braoemy:

1. HOpMaMM MHOCTPAHHOTO(-bIX) S3BIKA(-OB).

2. HaBBIKAMH M METOJIMKOM TOMCKAa CTPAHOBEIYECKOM M MpoQecCHOHaNbHON HH(pOpMaLUH,
MOJIb3YSACh Pa3NMYHBIMU HCTOYHUKAMU (B TOM 4YHCIE, pecypcaMud HH(OPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTu HTepHeT)

3. HaBBIKAMH BOCIIPUSATHS, aHAIM3a U KPUTUYECKOW OLIEHKH YCTHOW M MHCH HAa MHOCTPAHHOM(-
bIX) sI3bIKE(-aX)

4. mucpbMeHHOM  ¢opMoil  s3bIKa B paMKax, oOOsA3aTeNbHBIX AN OCYIIECTBICHHS

npodeccCHOHATBHBIX (PYHKIMA W HAy4YHOH JesATCIIbHOCTH (HAINMCAaHWE TE3WCOB, CTaTeH,

pedeparoB, aHHOTAIM, TOKJIA0B, PEICH3UH, U T.11.)

HaBBIKaMU BEJICHHS YCTHBIX JICTIOBBIX Pa3roBOPOB HA MHOCTPAHHOM(-BIX) SI3BIKAX

6. HaBBIKAMHU IIEPEBOJIA TEKCTOB PA3IMYHOT0 00BbEMA U CTHIIMCTUKU C MHOCTPAHHOTO(-bIX) HA

rOCYJapCTBEHHBIH S3BIK, a TAKXKE C TOCYAAPCTBEHHOTO Ha MHOCTPAHHBIH

(-b1€) A3BIK(-H)

8. HaBBIKAMH WCIIOJNIB30BaHUS WH(MOPMAIMOHHBIX CETEH [UIS TOWCKA, TIEepPeBOAa TEKCTOB
pa3IM4HOro 00BheMa

o

~



