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Проверяемые задания

Проверяемое задание 1 (Блок Writing 1)
Раздел 1. Моя будущая профессия, квалификационные характеристики и стандарты
Задание
Составьте резюме, с учетом требований, предъявляемых должностью, и ваших личных характеристик.

Make up your resume according to your job requirements and your personal characteristics and descriptions.
A resume sample that can be changed or added:
[image: Ð�Ð¾Ñ�Ð¾Ð¶ÐµÐµ Ð¸Ð·Ð¾Ð±Ñ�Ð°Ð¶ÐµÐ½Ð¸Ðµ]Jena McDowel
Contact: _+7(9)….___________
Address:  ____ 12 Amurskaya str., Moscow, Russia________
E-mail: ___Jena McDowel___ gmail.com______
Personal details
Born: Russia____________
Mother language: ___Russian_________
Nationality: _____Russian_______
Marital status: __single__________
Position wanted: ___sales___manager____________________ 
	Career objective:
	__ To contribute outstanding skills to achieving your company’s goals as a sales manager______________________


	Work experience:
	____2018 – present   Sales Manager
ABC Company, Moscow

	Education:
	Secondary school № 156, Moscow, Russia (2007-2018)
Agronomy, Agrarian faculty, 4th  year study,
The Peoples’ Friendship University of Russia _, Moscow, Russia___________                            _____ (2018-present)
Senior Management, Management courses at
Moscow International Higher Business School, Moscow, Russia (March – June 2020)


	Skills:
	___ Microsoft Office (Word, Excel), 1C, Outlook Express_______________________

	Personal characteristics:
	____ Punctuality ,composure, attentiveness ___________________

	Personal interests:
	____Reading, Chess, volleyball, 




Рекомендации по выполнению задания
1. Изучите лексику и грамматику Раздела 1; 
2. Изучите учебно-методический материал по теме:
· Колесникова, Н.Л. Деловое общение [Электронный ресурс] = Business Communication: учеб. пособие / Н. Л. Колесникова. – 11-е изд., стер. – Москва: Флинта, 2016. – 152 с. – ISBN 978-5-89349-521-8. https://e.lanbook.com/reader/book/84358/#32 [6: c.110-117].


Проверяемое задание 2 (Блок Writing 1)
Раздел 1. Моя будущая профессия, квалификационные характеристики и стандарты
Задание
Составьте описание своих должностных обязанностей (или должностных обязанностей любой другой профессии). Используйте выражения из списка слов по теме Раздел 1.

Make up your job description (or any other job description). Use the active vocabulary (Раздел 1). 
	work for a company
	Работать в компании

	work on a project
	работать над проектом

	work under somebody
	работа под чьим-то руководством

	to manage 
	руководить, управлять

	to run a business
	вести бизнес …



Example: My name is Tatyana. I work for a financial company called XXX. I run a small payroll department of our firm. There are 3 people under me. Every day I have meetings with my boss…
The description must contain 200–300 words. 


Рекомендации по выполнению задания
1. Изучите лексику и грамматику Раздела 1; 
2. Изучите учебно-методический материал по теме:
· Яшина Т.А. Английский язык для делового общения [Электронный ресурс] = English for Business Communication: учеб. пособие / Т. А. Яшина, Д. Н. Жаткин. – 2-е изд., стер. – Москва: Флинта, 2016. – 110 с. – ISBN 978-5-9765-0335-9. https://e.lanbook.com/reader/book/84337/#1 [3: с.55-63].




My name is Andrew. I work for a large Russian car maker. I work on car design.  I run a design department and I manage a team of designers: 10 people work under me. One of my main responsibilities is to make sure that new model designs are finished on time. I’m also in charge of design budgets. I deal with a lot of different people in the company. I’m responsible for coordination between design and production.




Проверяемое задание 3 (Блок Writing 2)
Раздел 2. Работа в компании
Задание
Составьте диалог на тему «Разрешение конфликтной ситуации на работе». 

Make up a “Resolving a conflict at work” dialogue.
An example of the situation can be the following (you can use either this one or any other on the given topic): 

Imagine, you get a phone call from your current customer with a complaint. Your company has been working very efficiently for a long time. Although, the customer’s last order wasn’t successfully dealt with. The order arrived late, some products were damaged and all that happened after your prices had been raised. Try to resolve the conflict in a polite way. 

The dialogue must contain 10–15 replies from each participant.


Рекомендации по выполнению задания
1. Изучите лексику и грамматику Раздела 2; 
2. Изучите учебно-методический материал по теме:
· Яшина Т.А. Английский язык для делового общения [Электронный ресурс] = English for Business Communication: учеб. пособие / Т. А. Яшина, Д. Н. Жаткин. – 2-е изд., стер. – Москва: Флинта, 2016. – 110 с. – ISBN 978-5-9765-0335-9. https://e.lanbook.com/reader/book/84337/#1 [3: с.78-86].

Secretary: Good morning. Consolidated Industries. Can I help you?
Mr. Belov: Good morning. I’d like to speak to Mr. Smirnov, please.
Secretary: Who’s calling, please?
Mr. Belov: My name is Andrew Belov. I’m from Plant Installations Limited, Moscow.
Secretary: Will you hold the line a moment, Mr. Belov? I’ll see if Mr. Smirnov is free.
Mr. Belov: Yes, thank you.
Mr. Smirnov: Hello, Smirnov speaking.
Secretary: Hello, Mr. Smirnov, I’ve got Mr.Belov from Plant Installations Limited on the line. Can you speak to him now?
Mr. Smirnov: Oh, yes. Thank you. Put him through, please.
Secretary: You are through now, Mr.Belov.
Mr. Smirnov: Hello, Mr. Belov. What can I do for you?
Mr. Belov: Good morning, Mr. Smirnov. 
I’m phoning to say we have problems with the spare parts you sent us last week.

Mr. Smirnov: Do you mean those sent under Contract 80?

Mr. Belov: You are right.

Mr. Smirnov: And what are the problems? What is wrong with the spares?
Mr. Belov: Well, you see the first problem is that the spares arrived with a two weeks delay.
Mr. Smirnov: Yes, you remember we wrote to you about the delay. It wasn’t our fault. You should take that into account.
Mr. Belov: Still the contract stipulated the damages for delays.
Mr. Smirnov: Mr. Belov, I’ve got an idea. Next week I’m coming to London and I’ll contact you. I hope we shall come to an agreement.
Mr. Belov: Very good. Then we shall discuss both the way when exactly are you coming?
Mr. Smirnov: On Friday and I’ll ring you up as soon as I come to the hotel.
Mr. Belov : Good. I’m looking forward to seeing you. Good-bye.
Mr. Smirnov: Good-bye. See you on Friday.
  
Проверяемое задание 4 (Блок Writing 2)
Раздел 2. Работа в компании
Задание
Напишите письмо.

Write a polite email to your colleague. 
You have recently got a new job. Although you have little experience and you are much younger than the colleagues from your department, you show a lot of concern to what you are doing. One of the co-workers has realized that and started asking you for favors. At first, it didn’t seem to be a problem for you, plus you didn’t want to be rude by refusing to help. But now the requests are more serious (involve more amount of your work and time) and occur on a more regular basis. You feel embarrassed by simply talking to the colleague, so you have decided to write a formal letter to stop that “volunteer” work. Be polite, but diplomatically tough. 

The letter must be organized according to the rules of business correspondence and contain 150–200 words.



Рекомендации по выполнению задания
1. Изучите лексику и грамматику Раздела 2; 
2. Изучите учебно-методический материал по теме:
· Колесникова, Н.Л. Деловое общение [Электронный ресурс] = Business Communication: учеб. пособие / Н. Л. Колесникова. – 11-е изд., стер. – Москва: Флинта, 2016. – 152 с. – ISBN 978-5-89349-521-8. https://e.lanbook.com/reader/book/84358/#32 [6: c.5-29].



Dear Sir,

 Thank you for your trust, of course, I am ready to conduct this area of ​​work as well. But since I still have a fairly dense load, I can only do it outside the working day. Can we discuss the issue of additional remuneration for the performance of this work? Also, in order to qualitatively conduct this site, I need to undergo additional training. Is the company ready to send me to additional trainings on working in the 1C program?

Your  colleague

Проверяемое задание 5 (Блок Writing 3)
Раздел 3. Основы успешной профессиональной деятельности
Задание
Подготовьте презентацию c рекомендациями.

Make presentation of recommendations.
You have been on a business trip to another country (choose any). The work was perfectly organized by you, so now you need to teach your colleagues, who are the next ones to go to the same place, to do the right thing. Make up a list / presentation of recommendations on how to arrange everything. You may include information about either business etiquette with the foreign partners or how to behave in public, what to wear in a different cultural environment etc.

The recommendations must contain around 10–15 points (200–300 words).



Рекомендации по выполнению задания
1. Изучите лексику и грамматику Раздела 3; 
2. Изучите учебно-методический материал по теме:
· Ерофеева Л. А. Modern English in Conversation [Электронный ресурс]: учеб. пособие [по современному разговорному английскому языку] / Л. А. Ерофеева. – 3-е изд., стер. – Москва: Флинта, 2016. – 340 с. – ISBN 978-5-9765-1199-6. https://e.lanbook.com/reader/book/85875/#1 [2: c.74-103];
· Яшина Т.А. Английский язык для делового общения [Электронный ресурс] = English for Business Communication: учеб. пособие / Т. А. Яшина, Д. Н. Жаткин. – 2-е изд., стер. – Москва: Флинта, 2016. – 110 с. – ISBN 978-5-9765-0335-9. https://e.lanbook.com/reader/book/84337/#1 [3: с.96-106].


Japanese rules: how not to fail a meeting with Asian partners

1. Lots of business cards, no tardiness and a strictly defined place in the group photo - strange business etiquette in Japan
Negotiating with investors, potential customers and partners from Japan can be more difficult than fighting windmills. There are a huge number of cultural nuances, without taking into account which the outcome of an acquaintance can be obviously a foregone conclusion: how to make an appointment, how and in what order to greet partners? Compliance with business etiquette is the foundation for building partnerships in Japan.
2.  The third is not superfluous
An intermediary is a person who communicates the essence of your proposal to the Japanese side. Having a “third force” will create a more trusting relationship between you and your partners. In most cases, this role is played by familiar Japanese businessmen who are not present at the meeting, but only connect the parties. So a potential partner will listen to your proposal with great attention and trust.
3.The price of being late It will not be easy for a supporter of unexpected meetings and spontaneous decisions to establish contact with Japanese colleagues. The meeting, as well as the schedule on which this meeting will go, should be planned in advance. You must first provide comprehensive information about the purpose of the visit, the company and the proposal that you would like to discuss. At the same time, do not expect that you will receive a prompt response with the date and time of the meeting. It is likely that in response to your letter, the second party will ask a number of clarifying questions.

4.Bow or handshake
Before meeting with Japanese partners, study the organizational structure of the company. In accordance with Japanese business etiquette, the greeting process takes place in a hierarchy - first of all, it is customary to greet the senior in the position, and then the rest of the colleagues.

5.More business cards
Personal acquaintance of potential business partners should begin with the exchange of business cards. They must contain the name, position, company and contacts. Moreover, if today organizations are increasingly abandoning bilingual business cards as a relic of the past, then in Japan they will be treated positively. Data in Japanese will mean that you are serious about cooperation and presence in the Japanese market.

6.Never say never"
In the negotiation process, it is important to remember that the Japanese language is inherent in associativity and allegory. For example, answering “yes” to a proposal may indicate agreement to discuss it in more detail, or that the proposal has been heard.
7 .Slowly but surely
You should not insist on an unequivocal or momentary answer, since in Japanese organizations, as a rule, more than one person makes the decision. All issues must be discussed collectively. Often, based on their results, you can get an offer to continue the dialogue, but with other team members. Be prepared to tell them in detail about you and your goals as well.
8.Time to go to a restaurant
After long and detailed negotiations, spend the evening with your Japanese colleagues in an informal setting. Often this stage becomes the key in making the final decision. It is believed that it is this atmosphere that will contribute to the resolution of contradictions, and also allows you to freely express your position on controversial issues. In Japanese business circles, refusing to meet at a restaurant can be perceived as a sign of disrespect or doubt about the possibility of cooperation. When going to dinner, remember that the initiator pays for the evening.

9.Another point: the Russian side often faces the question - is there chopsticks in the restaurant or not? If you know how to use them - please. If not, do not show inept handling, but ask the restaurant for cutlery.

10 .On the contrary, it will be quite difficult to hear "no". The Japanese will avoid a direct refusal and answer evasively that they need to think, the situation is rather complicated, etc. In Japan, conflict situations are avoided, they believe that a person loses face in them. So, a direct refusal can humiliate and offend, therefore, during negotiations, you should be more careful with the words “no”, “never” and other similar words. To build relationships, it is important to maintain harmony and goodwill in communication.

































Проверяемое задание 6 (Блок Writing 3)
Раздел 3. Основы успешной профессиональной деятельности
Задание
[bookmark: _GoBack]Подготовьте беседу по телефону.

Make up a dialogue “On the phone”.
You have a hotel reservation for the dates of your business trip. Now there are some changes with the dates. Make up a dialogue over the phone with a receptionist to change the reservation: explain the situation, fix the period of your stay, be polite.  

The dialogue must contain 10–15 replies from each participant.


Рекомендации по выполнению задания
1. Изучите лексику и грамматику Раздела 3; 
2. Изучите учебно-методический материал по теме:
· Ерофеева Л. А. Modern English in Conversation [Электронный ресурс]: учеб. пособие [по современному разговорному английскому языку] / Л. А. Ерофеева. – 3-е изд., стер. – Москва: Флинта, 2016. – 340 с. – ISBN 978-5-9765-1199-6. https://e.lanbook.com/reader/book/85875/#1 [2: c.74-103];
· Колесникова, Н.Л. Деловое общение [Электронный ресурс] = Business Communication: учеб. пособие / Н. Л. Колесникова. – 11-е изд., стер. – Москва: Флинта, 2016. – 152 с. – ISBN 978-5-89349-521-8. https://e.lanbook.com/reader/book/84358/#32 [6: c.92-110].


Bryant. Good morning. My name is Bryant. There is a booking in my name.  I have a reservation for a single room for three nights.
Receptionist: Alright, M Bryant. Let me pull up your reservation.
Bryant: Ok. I am expecting.
 Receptionist: I am awfully sorry, Mr Bryant, but we have let the room to someone else and there are no others available.
Bryant: What do you mean you have let the room? I made the booking weeks ago.
Receptionist: I know, sir, but you should have checked in before six this evening. 
Bryant: Now everything is clear to me
Receptionist: It is nearly nine now. There is a six p.m. release on all our rooms. It was in the letter of confirmation.
Bryant: That is very pleasant, isn't it? My plane was four hours late. And now you tell me that you have let my room.
Receptionist: I am terribly sorry, but that is the situation. Let me see if I can book you another room in a nearby hotel, and we will arrange the transfer.
Bryant: I think that is the least you can do. Well, all right , go ahead. I have got to sleep somewhere.
Receptionist: Good. Please take a seat and I will soon have something arranged for you.
Bryant: Thank you very much.
Receptionist: If you have any problems, feel free to call the front desk.
Bryant: Ah. Thank you very much.
Receptionist: If you need anything please feel free to dial front desk.
Bryant: Thank you.
Receptionist: You’re welcome.
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