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1. [HosicHUTEAbLHAA 3aAMNCKA

1.1. lean u 3agau JAUCHUILIHHDI

L]envio OucyuniuHbl FHOCTPAHHOTO SI3bIKA SBIISETCS MPOQPECCHOHATBHAS TOITOTOBKA CTYJICHTOB
(dbopMHUpOBaHKHE Y CTYJIEHTOB HEOOXOIMMOW KOMMYHHKATHBHOHM SI3bIKOBOM KOMIIETEHIIUH, a TaKXKe
BBICOKOT'O YPOBHS COLIMATBHON U MPO(heCCHOHANBHON aganTaluy, 9To Ipeanonaaraet (OpMUpOBaHHE
BCECTOPOHHE DPa3BUTOW JIMYHOCTH, CIIOCOOHOW OTBEYaTh Ha BBI30BBI COBPEMEHHOTO OOIecTBa W
UCIIONIb30BaTh 3HAHUS, YMEHUS U HABBIKH, MTOJIyY€HHBIE B X0]1€ 00yUeHHSI.

_3aoauu oucyuniumbL:

pa3BUTh YMEHHE MHCHbMEHHOTO (YTE€HHE, MHChMO) M YCTHOTO (TOBOpPEHHE, ayAHpPOBAHHE)
HWHOSI3BIYHOTO OOIICHUS,

yMeTh coOupaTh, 00pabaThiBaTh U UHTEPIPETUPOBATH C UCHOIB30BAHUEM COBPEMEHHBIX
WH(POPMAIIMOHHBIX TEXHOJOTHUH [aHHbIE HAa HWHOCTPAHHOM SI3BIKE, HEOOXOJMMBIC IS
(dhopMHUpOBaHUS CYXJICHHUH O COOTBETCTBYIOIIMM COLIMAIBHBIM, HAYYHBIM M 3TUYECKUM
npoGyieMam;

OBJIAJICTh HABBIKAMHU MTyOJTUYHON pedr U apryMEeHTAlUU AJIs BeJCHUS TUCKYCCHUM;
HAy4YHUTHCS aHATU3UPOBATH TEKCThI COIMAIBHO 3HAYUMOTO COJCpP)KaHMsI, aHHOTHPOBATh U
pedepupoBaTh Hay4YHYIO JIUTEPATYPY;

Hay4YUTBhCS CTPOUTH CBOE pEUYEBOE M HEPEUYEBOE TOBEJCHHE B COOTBETCTBUU C
COLIMOKYJIBTYPHOH cielIM(PUKOI CTPAHBI H3y4aeMOT0 SI3bIKA;

OBJIQJICTh HABBIKAMHU TMHCHMEHHOTO M YCTHOTO TII€PEBOJAa TEKCTOB OOMICKYIbTYPHOMN
HaIpaBJI€HHOCTH.

1.2. Ilepevyenb MJIaHMPYEMbIX Pe3yJIbTATOB 00y4eHHS IO TUCHHUILINHE, COOTHECEHHBIX C

HHIANKATOPpaAMHU JOCTUKCHUS KOMIIeTeHI Ui

Komnerenuus NuaukaTopbl KOMIIETEHIUI Pe3yabTaThl 00y4yeHus
VK-4. Cnocoben | VK-4.1. Bnaneer cuctemoit | 3namo: 06a30By10 HEUTPATHHYIO
IIPUMEHSITh HOPM PYCCKOTO JUTEpaTypHOro | (OBITOBYI0) M  TEPMHUHOJOTHUYECKYIO
COBpPEMEHHBIE A3bIKA, POJHOIO  s3bIKA M | JEKCHKY; 0a30Bbleé TI'paMMaTHUYECKHUE
KOMMYHUKaTHUBHbIE HOpPMaMHM  MHOCTPAHHOT'O(-bIX) | KOHCTPYKIMU U (POPMBI, TUITMYHBIE JIIS
TEXHOJIOTHH, B TOM | S3bIKa(-OB). HEHUTpaAIIbHOU (6BITOBOIN) peun;
qyuciie Ha rpaMMaTU4ecKhue  KOHCTPYKIUH |
MHOCTPaHHOM(BIX) (dhopmMbl, IpUCYIIHE MOABSI3BIKY
si3bIKe(ax), TSt CIICIIMATbHOCTH; CBOOOTHBIC u
aKaJIeMUYECKOro U yCTOWYHBBIE CJIOBOCOYETaHMS,
poheCCHOHATIBHOTO ¢bpazeonoruyeckue €IMHHULIBI,
B3aUMOJCICTBUSA XapakTepHble Uid cdepbl OBITOBON U

npohecCHOHATFHOM KOMMYHHUKAIUY;
KiIaccupuKanuio GyHKIIMOHATBHBIX
CTUJICH PEYU U OCHOBHBIE
XapaKTEPUCTUKUA U OCOOEHHOCTH
00UXOTHO-TUTEPATYPHOTO,
opuUIMaTHLHO-/IEJIOBOTO, HAYYHOTO
CTUJIEH U CTHJISI Xy 0KECTBEHHOMN
JUTEPATYPHI;

HCTOPHUIO, KyJIbTYPY U TPAJAULIMKU CBOECH
CTpaHbI U CTPaH U3y4aeMoOro S3bIKa.
Ymems:

nudepeHIpoBaTh HHOS3BIYHYIO




JIEKCHUKY TI0 cpepaM NMPUMEHEHUS
(mewiTpanbHas / ObITOBaS,
oOmieHay4Hast, 0o(UIIUATBHO-/1eTI0Bas,

TEPMHUHOJIOTHYECKAs);

IHOHUMAaThb )41 MMpaBUJIbHO
UHTEPIPETHPOBATH UCTOPHKO-
KYJIbTYpHBIE SIBJICHUS CTpaH

U3y4yaeMoro s3blka, pa3Ouparbcsi B
00 EeCTBEHHO-MONUTUYECKUX
MHCTUTYTaX 3TUX CTPAH.

Braoems: 6a30BbIM HaOOPOM JIEKCUKHU
(merTpanbHON / OBITOBOM,
o0IIeHayYHOH W TEPMUHOJIOTHYECKON

HAIpPaBJIEHHOCTH); A3BIKOM  Pa3HbIX
JKAHPOB HAYYHOM U  CIPABOYHOHU
auTepatypel  (cTaTbu, MOHOTpaduu,
OIOJUICTCHM M JIpyras JOKYMEHTAIIHUs).
VK-4.2. Ucnone3yet | 3nams: nH(pOpMaITMOHHO-
nH(POPMAIIMOHHO- KOMMYHHKAIIHOHHbIE TEXHOJIOTHH
KOMMYHHKAI[MOHHBIE IpUMEHSEMbIE npu MOHMCKE
TEXHOJIOTMH pu MOUCKE | He0OX0 MO uHpopManuu B
HeoOxoauMoi HMHQpOpMAIMK B | MpoOLlECCE€  PELIEHUs  CTaHAApTHBIX
nporecce peleHust | KOMMYHHUKAaTUBHBIX 3aaq
CTaHIapPTHBIX UHOCTPAHHOM SI3bIKE.
KOMMYHHUKATUBHBIX 3aJad Ha | Yuems: UCTIOJIb30BATh
rocy/1apCTBEHHOM U | ”HGOPMALIMOHHO-KOMMYHHUKAIIHOHHBIE

WHOCTPAHHOM(-BIX) SI3BIKAX.

TEXHOJIOTHH MPHU TIOUCKE HEOOXO0TUMOM
uHOpMaAIMd B TMPOIECCE PEIICHUS
CTaHIlapTHBIX KOMMyHI/IKaTI/IBHLIX
3a/1a4 Ha UHOCTPAHHOM SI3BIKE.

Braoems: HaBBIKAMH W METOIUKOH
IIOHUCKA CTPaHOBEIYECKOM u
npogeccuoHaTbHON uHpopManuy,
HOJ'IB3y5ICI) paSJ'II/I‘—IHI)IMI/I NCTOYHUKAMHU

(B TOM 4HCIIE, pecypcamu
nH(pOPMaLIMOHHO-
TEJIEKOMMYHUKAITHOHHON ceTu
HutepHer).
VK-4.3. CBoOonHO | 3Hamb:  yCTHBIA M NHUCHMEHHBIH
BOCIIPUHMMAET, aHAJIU3UPYET U | 1EJOBOW MHOCTPAHHBIH SI3BIK.
KPUTHYECKH OIICHWBACT YCTHYIO | Ymemsb: €BOOOIHO  BOCIPUHHMATH,
U IUCbMEHHYIO  JIeIOBYIO | aHAIM3UPOBAThH u KPUTHYECKH
nHpOpMALMI0O HA  PYCCKOM, | OLICHHBAaTh YCTHYIO U HHCbMEHHYIO

POMHOM H HMHOCTPAHHOM(-BIX)
sI3bIKe(-ax).

JIeTTOBYI0 MH(OPMAIIUI0 HHOCTPAHHOM
S3BIKE,

nudepeHIpoBaTh HHOS3BIYHYIO
JEKCHUKY IO cpepaM NMPUMEHEHUS
(mewiTpanbHas / ObITOBaS,
oOmeHayyHas, opuIuaIbHO-IENI0Bas,
TEPMHUHOJIOTHYECKAs);

COOTHOCHTBH SI3BIKOBBIE CpEJICTBA C
KOHKPETHBIMHU TIOBCEHEBHO-




OBITOBBIMU CUTyallusIMHU, YCIOBHUAMU U

HensiMM, a Takke C  HOpMaMHu
po(heCcCHOHATBEHOTO pedeBoro
HIOBE/ICHHUS, KOTOPBIX

MPUIEPKUBAIOTCSI HOCUTEIH SI3bIKA;
Braoems: 6a30BbIM HAOOPOM JIEKCHKHU
(meiTpanbHOM / OBITOBOM,
o0IIeHayYHOW ¥ TEPMHUHOJIOTHYECKOM
HAIMpPaBJIICHHOCTH); SI3BIKOM  Pa3HBIX
J)KaHPOB HAy4YHOM ¥  CIPABOYHOMU
auTepaTypel  (CTatbu, MOHOTpaduw,
OIOJUIETCHH U JIpyTas JOKyMEHTAIH );
OCHOBHBIMH BHIaMHU MOHOJIOTUYECKOTO
/IUaNoruyecKoro BBICKa3bIBaHUS
OBITOBOTO, 00111eHayYHOT O u
po(hecCHOHANILHOTO XapaKTepa;
MEPEeBOTYECKIUMH HaBbIKaMU (yCTHBIH/
MUCHMEHHBIN TIEPEBOJ] TEKCTOB
npohecCHOHAFHON HAMIPABICHHOCTH).

VK-4.4. Bener JIETTIOBYIO
MIEPETIHCKY, YUUTHIBAS
0COOCHHOCTH CTHJIMCTHKH
opUIHATEHBIX u
Heo(UIIHATTEHBIX MHCEM,

COLIMOKYJIBTYPHBIE pa3iIuuus B
(dhopmaTe KOPPECHOHJICHIIMM Ha
roCy1apCTBEHHOM(-bIX) u
WHOCTPAHHOM(-bIX) sI3bIKaX.

3nams:  OCOOCHHOCTH  CTHUJIMCTUKH
OpUIMANBEHBIX ¥ HEO(QHUIIUATBHBIX
MIUCEM, COLIMOKYJIbTYPHBIE PAa3IUyusl B
dhopmare KOPPECIOHICHITUU Ha
rOCyJapCTBEHHOM ¥  HMHOCTPaHHOM
SI3BIKAX.

Ymems: BectH neIOBYIO NEpPENUCKY,
YYUTHIBas OCOOCHHOCTH CTHJIMCTUKH
opuIMaIbHBIX U HEO(MUIIMATBHBIX
MMCEM, COIMOKYJIBTYPHBIE Pa3INyus B
dhopmarte KOPPECTIOHICHITUN Ha
MHOCTPAHHOM SI3BIKE.

Braoems: mucbmenHo# GopMoit si3bIka
B paMmKax,  OOs3aTeNbHBIX IS
OCYIICCTBIICHUSI  NMPO(PECCHOHATBHBIX
GYyHKIMA M Hay4YHOH JesTelIbHOCTH
(Hanucanue TE3UCOB, cTareu,
pedepartoB, aHHOTAIUM, TOKJIAJIOB,
PELICH3HM, U T.I1.).

VK-4.5. Bener ycTHbIE I€TIOBbIE
pasroBOpBI Ha TOCYIAPCTBEHHOM
Y UHOCTPAHHOM(-BIX) SI3BIKAX.

3namsb: 0OCOOEHHOCTH BEACHUS YCTHBIX
JIEJIOBBIX pas3roBOpoB Ha
rOCYyJJapCTBEHHOM U  HMHOCTPaHHOM
A3BIKAX.

Ymemo: IMOHUMATh
MOHOJIOTMUECKYI0/ TUATOrHUECKY IO
peyb, B KOTOpPOM  HCIOJb30BaHbI
HanboJiee ymoTpeOUTEIIbHBIE JIEKCUKO-
rpaMMaTH4ecKHe KOHCTPYKIIUH,
XapakTepHble IS KOMMYHHUKATUBHBIX
CUTyalluid IOBCEIHEBHO-OBITOBOTO U
poeCCHOHAIBHOTO OOIICHHUS;
Braoems: 6a30BbIM HaOOPOM JIEKCUKHU
(HeHTpaIbHOU / OBITOBOM,




o0IIeHayYHOH W TEPMUHOJIOTHYECKON
HaIpaBJICHHOCTH);

OCHOBHBIMM BH/IaMH MOHOJIOTUYECKOTO
/aTIOTHYECKOTO BBICKa3bIBaHUS
OBITOBOTO, 00111eHayYHOT O "
npo(eCCHOHATIBHOTO XapaKTepa;
OCHOBaMH IyOJIMYHOH peun u
0a30BBIMH IIpUEMaMH OPATOPCKOI0
HCKYCCTBa.

VK-4.6. JleMoHCTpUPYET YMEHHE
BBITIONTHATh MEPEBOJI TEKCTOB
pa3IuYHOTO 00BéMa u
CTWJIMCTUKA C WHOCTPAHHOTO(-
bIX) HA TOCYJapCTBEHHBIN f3BIK,
a TakXe ¢ rocy/lapcTBEHHOI0 Ha
WHOCTPAHHBINA(-bIC) SA3BIK(-H).

3nams: npuéMbl TEpeBOAa TEKCTOB
paznuYHOTO 00BEMA M CTHIUCTHKH C
MHOCTPAaHHOTO Ha TOCYJapCTBEHHBIH
SI3BIK, & TAKXKE C TOCYJAapCTBEHHOTO Ha
WHOCTPAHHBIN S3bIK.

Ymems: pabotaTh c/Ham TEKCTaMH
CTPaHOBEIUECKOM, OOIICHAYYHOH U
npo(hecCHOHANLHOW  HAIPaBICHHOCTH
B IIeNIIX aJeKBATHON HHTEpIpeTaIiu
MPOYUTAHHOTO MaTEepUAIIa;

Braoemv: S3bIKOM pa3HBIX KAHPOB

HAay4YHOU M CIIPAaBOYHOW JIUTEpaATyphl
(ctatbu, MoHOTrpaduu, OIOUICTCHH U
Jpyrast JOKyMeHTaIus);

HaBbIKAMU YTEHHUS (IIPOCMOTPOBOTO,
03HAKOMHTEIBHOTO, MTOWCKOBOTO,
W3YYaloIero);

MEPEBOTIECKIMH HaBBIKaMU (YCTHBIM/
MUCHbMEHHBIN IEPEBO] TEKCTOB
npodeccruoHabHOI HANPaBICHHOCTH);
METOJUKON U TMpueMamMu I[epeBoja
(pedbepaTHBHOIO, JOCIOBHOIO).

OIIK-5. Cnocoben
UCIIOJIb30BATh
COBpPEMECHHBIC
nH(pOPMAIMOHHbIE
TEXHOJIOTHH u
pOrpaMMHEIC
CpeCTBa NPU PEIICHUU
npodeccrnoHaIbHBIX
3a1a4

OIIK-5.1. JleMoHCTpHpYyET
CIIOCOOHOCTH HCIIOJIb30BaTh
COBPEMEHHBIC

WH(POPMALIMOHHBIE TEXHOJIOTHH
pu pelIeHun

npoeCcCHOHANBHBIX 33/1a4.

3namo:

- METOJIBI ¥ CpesICTBA 0OpabOTKH
uH(popMaIuu u paboTe C TEKCTOM;
Ymemo:

- IPAUMEHSTH aJICKBATHBIE METOJIBI U
CpeCTBa Ha OCHOBE MH(OPMAITMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHH MPH
paboTe ¢ TeKCTOM;

Braoemy:

- HaBBIKAMHU WCIOJIb30BaHUS
WH(QOPMAIMOHHBIX CETEH IUIs MOWCKa,
NIEPEeBO/1a TEKCTOB Pa3IMYHOr0 00beMa.

1.3. MecTo 1MCUMIVIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOM MPOrPaMMbl

Hucnunmuna «MHOCTpaHHBI $36IK B TPO(ECCHOHANBHON NIEATeTbHOCTHY» OTHOCHUTCS K
00s13aTeNIbHOM YacTH 0J0Ka AUCHIUIUIMH Y4eOHOT 0 TUIaHa.




2. CTpyKTYypa AMCUHUIIIMHBI
O6m1ast TpyA0EMKOCTh TUCIMIUIMHBI COCTABISIET 3 3.€., 108 akameMuyecknx 4acos.

CTpyKkTypa IHCUMILIMHBI JJI 04HOI opMbI 00yUeHMsI

O0bemM auCHUIIIMHBI B (OpME KOHTAKTHOW pPAOOTHI 0OydYaromuxcsi ¢ TeAaroruiecKuMu
paboTHUKaMU U (WK JTUIIAMH, TIPUBIIEKaEMBIMH K peaTu3aliiu 00pa3oBaTeIbHON MPOrpaMMbl Ha HHBIX
YCIIOBUSX, TIPH MPOBEJACHUN YICOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
1 IIpakTryeckue 3aHsITHS 30
Bcero: 30

OObeM TUCIHIUIMHEL B (hOpME CaMOCTOSTEIbHON PabOThl 00YJAIOIINXCS COCTABIISET 78
aKaJIeMHUYECKUX YaCOB.

CTpyKTypa AUCHUIIMHBI /ISl 04HO-3204HOI (POpMBbI 00yUeHUsI

O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOW pPa0OTBl OOYYAOIIUXCS C MeJarorm4ecKuMu
paboTHUKaMU U (WJTK) JTUIIAMH, IPUBIEKaEMbIMH K pean3aliuu 00pa3oBaTeIbHON MPOrpaMMbl Ha MHBIX
YCJOBHSIX, IPU TPOBEICHUH YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KommuecTBo
4acoB
1 [IpakTHyecKue 3aHsATHS 24
Bcero: 24

O0beM AUCIUILTUHBL B (hOpME CAMOCTOSATENLHON paOOThl 00YJAIOIIKMXCS COCTaBIsAeT 84
aKaJIeMUYECKHX Jaca.

CTpyKTypa IUCUMILIMHBI JI 3204HO ()OpMBI 00yYeHUs
O0beM aucHUIIIMHBI B (OpME KOHTAKTHOW DPAOOTBI 0OydYarommuxcsi ¢ TeAaroruiecKuMu

paOoTHUKaMU U (WJIN) JIULIAMU, IPUBJICKAEMBIMH K pean3alui 00pa3oBaTeIbHOM MPOrpaMMbl Ha UHBIX
YCIIOBUSIX, TP IIPOBEACHUH YUeOHBIX 3aHATHUIL:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuecTBo
4acoB
1 IIpakTHYeCKHE 3aHITHS 12
Bcero: 12

O6beM AuCHUITUHBL B (OpME CaMOCTOSITENbHON pabOThl 00YYAIOIIKUXCS COCTABISIET 96
aKaJeMUYECKUX Y4acCOB.

3. Coneprxxanue QM CHUNTHHBI

Ne | HaumenoBaHue pasaeaa | Cogep:xxanue
JAUCIHUTLIHHBI
1. | Human Resource | OcHOBHBIC TIOHATHS B cdepe yIpaBICHHUS TMEPCOHATIOM.
Management. Human capital. | YenoBeueckuii ~ kamurtan  (Y4eIOBEUECKHE  PECYPCHI).
The 4 Ps of HR. Major trends | I'naBHble TeHmeH1y 1 BeI30BEI B YII.




and challenges in HR

I'pavmamura: Present Tenses

2. | Organizational Structure and | Ctpykrypa opranusamuu. [Iporecc HaiiMa ¥ €ro 3Tallbl.
Recruitment I'pavmamura: Past Tenses

3. | Pay and Benefits Omunara Tpyaa. Buzabsl komneHcanuu.

I'pammamuxa. Future Tenses

4. |Issues in the Workplace. | [Ipo6aemsl Ha pabouemM MecTe U CTIOCOOBI X Pa3pEIICHHUSL.
Conflicts. Layoffs I'pammamuxa: Types of questions

5. | Employee retention | Ctpareruu yaepKaHusi COTPYAHUKOB.
strategies. Employee | I pammamuka: Reported speech
turnover.

6. | Management Styles. | Ctunu ynpasneHus nepcoranom. MoTuBamus
Motivation I'pammamuxa.: Modal verbs

7. | Telephoning: making and | TenedoHHBIE TEpPEeroBOphl: KaK OTBETUTh Ha 3BOHOK,
taking  calls, = messages, | mepenaTs/OCTaBUTh  COOOIIEHHE,  MOJYYUTH/yTOUHUTH
checking, clarifying, active | cBeneHuUs, JOTOBOPUTHCS O BCTPEUE, BEIPA3UTH KAIOOY.
listening, arranging a | I pammamuxka: Passive
meeting, and complaints.

8. | Emails: internal, and | J/lemoBass  mepernmMcka MO JJCKTPOHHOM  TIOYTE:
commercial. Customer issues, | odpunmanpaple, MOMyo(UIIMATbHBIC, BHYTPEHHUE W JIp.
arranging a visit/meeting. COOOIIEHUS; pacChlIKa.

Ipammamura: Conditionals

9. | Meetings and negotiations JlenoBble neperoBopbl, COOpaHUs U BCTPEUU: OpraHu3alys,
ATHKET, perilaMeHT.
I'pammamuxa: Relative clauses

10. | Making Presentations [IpaBuna PPT npesenranuu. Onucanue rpaduxos.
I'pammamuxa: Adjectives and adverbs. Degrees of
comparison

11. | HR Strategy and Planning Crpareruss kommnanuum u crparerus YII. OcHOBHbIE

CTpaTeru4ecKue MpeuMyIecTBa KOMIaHuu. [ pammamura:
Countable and uncountable nouns

12. | Workforce planning: | CTpaTernyeckoe miaHUPOBaHUE KAJPOB: KOJIMYECTBEHHBIC
quantitative and operational | u pyHKIIMOHATBEHBIC (TPOU3BOICTBEHHBIC) METO/IBI.
methods. I'pammamuxa: Make, do, have, get

13. | Hiring: internal and external. | [log0op nmepconana. BHemHne u BHyTpeHHUE MCTOYHUKH.
Contingent workforce. Job | KontunrentHast padoras cuna. OObsBICHHE O BaKaHCHH.
ads. Career fairs. Executive | flpmapku Bakancuil. [lonmck u HaéMm COTpYyAHHMKOB Ha
search. PYKOBOJISIINE JOJKHOCTH.

I pamumamuxa: Infinitive
14. | Building an Employer Brand | Co3nanue OpeHaa u pemyTanuu KOMIaHHH-Pab0OTOaaTeNs.
I'pammamuxa: Gerund

15. | Candidate Selection. | OT60p kaHammaToB. Pucku. AHaiM3 BakaHCUU C TOYKH
Recruiting risks. Job- | 3penus ¢yHkumMid w 3amad. ApXUTEKTypa BaKaHCHH.
position-employee. Job | I pammamuxa: Pronouns
Architecture. Content and
Purpose of Job Analysis.

16. | Training courses: fields of | TpenuHru: noaxoapl, MiIaHUpPOBaHUE, chepsl MPUMEHEHHUS,
application, approaches, | pazpabotka u nposenenue. opmanpHOE U HEPOpMaTHLHOE
methods,  planning  and | oOyuenue nepconana.
development of a course. | I paumamuxa: Determiners
Formal vs informal learning

17. | Performance  management. | OnieHka pe3yasTaTUBHOCTH M 3G(MEKTUBHOCTH TPYJa.
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BARS. Performance potential
grid. Career paths/ladders

Cxema oneHKM MOTeHIMana coTpyAaHuka. KapeepHbie
BO3MOYHOCTH, TPA€KTOPHS U POCT.

I'pammamuxa: Articles

18. | Work-life balance. Working | PaGouee Bpems, rpaduk paGoThl, pexuM Tpyaa U OTIbIXa.
hours. Flexible working | CTpykTypa KOMIIaHMM W  OpraHuzamus  pabodero
structures. Teleworking. | mpoctpancTBa. YganeHHas paborta, pabora ¢ THOKHM
Spaces and structures. Non- | rpadukoM u T.1.
territorial workplace. I'pammamuxa: Linking words

19. | Social Media in HR. Web 2.0. | Conuanbubie cetu u ux posb B YII. Ilogxoas! k ananuzy
Social network analysis. | gaHHBIX U3 colceTell U NMPUMEHEHUE €ro Pe3yjibTaToB B
Ways of SM usage. KaJIPOBOM MOJUTHKE.

Ipammamuxa: Phrasal verbs
20. | HR-IT. Expert systems and | Uadopmarnmionnple cuctemMbl W pemenus s YIIL

Tennenuuu B pa3Butuu copra ans YII.

user systems. Human Capital
Management Software:
modern trends.

I'pammamuxa: Phrasal verbs

4. O6pa3oBare/ibHbIE TEXHOJOTHHU

Jli1st IpoBeIeHUs y4eOHBIX 3aHSATHH 110 JUCIUTUIMHE UCIIOJIb3YIOTCS pa3IHuHbIe 00pa30BaTeIbHbIC
TexHosmoruu. Jlns opraHM3anMy y4eOHOTrO Tpolecca MOXKET OBITh HCIOJB30BAHO 3JIEKTPOHHOE
o0yueHue u (WIK) AUCTAaHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHH.

5. OueHka mIaHupyeMbIX pe3yJibTATOB 00y4eHUs

5.1 CucremMa oueHUBAHUA

dopmMa KOHTPOJIA Makc. KoJau4ecTBO 0aJ1710B
3a ogny Bcero
padoTy

Texyuuii KOHTPOJIb: 60 G6atoB

- oIpocC 5 30

- Y4acTHe B JUCKYCCUHU Ha CEMHUHApe 5 10

- BBIIIOJIHCHUE CAMOCTOSITCIILHON PaObOTHI 10 10

- KOHTpOJIbHAs paboTa 10 10

[TpoMeKyTOUHAS aTTECTAMS — IK3AMEH 40 6amioB

Hroro 3a cemectp 100 6anmoB

[Tomy4yeHHBI COBOKYITHBIN pe3yJIbTaT KOHBEPTHPYETCS B TPAAWIIMOHHYIO IIKAITY OLEHOK U B
mKany oueHok EBponeiickoit cuctemsl nepeHoca u HakorsieHus kpeautoB (European Credit Transfer

System; nanee — ECTS) B COOTBETCTBUY C TaOJIUIICH:

100-6annpHas L p—— [xana
IKajia ECTS
95-100 A

2304 OTJIMIHO B

68 — 82 XOPOIIIOo 3a4TEHO C

56 —67 D

50_55 YAOBJIETBOPUTENHHO E

20-49 FX

0-19 HEYI0BJIETBOPUTEIHHO HE 3a4TEHO F
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5.2 Kpurtepum BbICTABJICHUS] OLIEHKH IO JUCIHUIJINHE

Banael/
HIxana
ECTS

Ounenka no
JIUCHUILIMHE

KpnTepml OLICHKH Pe3yJbTaTOB 06yqe1mﬂ o AMCUHMIIJINHE

100-83/
AB

OTJINYHO/
3a4TEHO

BeicraBnsiercst o0y4aromemMycsi, €Cli OH ITyOOKO M MPOYHO YCBOWII TEOPETHUECKUN 1
MIPAaKTHYECKUH MaTephall, MOKET MPOAEMOHCTPUPOBATh 3TO HA 3aHATHUAX U B XOAE
MIPOMEKYTOYHOM aTTeCTaluu.

OO0yJarouiics NCUYEPIBIBAIOIIE U JIOTHIECKH CTPOWHO HM3JIaraeT y4eOHBIH MaTepual,
yMEeT yBA3bIBATH TEOPUIO C MPAKTHKOH, CIPABSIETCS C pEIIEHHEM 3aaad
podeCCHOHANBHON HANpPaBICHHOCTH BBICOKOTO YPOBHS CIIOXHOCTH, TPAaBUIBHO
00OCHOBBIBAET NPUHSATHIE PELICHUS.

CB00OOIHO OpHEHTHPYETCs B yueOHOM U pohecCHOHAIBHON JTUTEpaType.

OrneHka MO JUCIWIUIMHE BBICTABISAIOTCS OOydaromeMmMycs ¢ Y4ETOM pe3yJIbTaToB
TEKYLIEH U MPOMEXYTOUHOH aTTeCTallH.

Komnerenmuu, 3akpelui€éHHBIE 3a IUCHUIUIMHON, C(HOPMHpPOBAaHBEI Ha YpPOBHE —
«BBICOKHIDY.

82-68/

XOpo1rIo/
3aYTEHO

BrictaBnsiercss oOydaromeMycs, €CId OH 3HAeT TEOPSTUYECKHH W MPaKTUIeCKHUN
MaTepuall, TPaMOTHO M IO CYIIECTBY H3JaraeT €ro Ha 3aHATHSIX M B XOJe
MIPOMEXXYTOUIHON aTTECTAINH, HE IOIYCKas CYIIECTBEHHBIX HETOUHOCTEH.
OOywaroniics NpPaBWIBHO IPUMEHSET TEOPETUYECKHE ITONOKEHUS TPH PEUICHUU
MPaKTUYECKUX 3a1ad  MpO(eCCHOHAIBHOW  HAMPaBICHHOCTH PAa3HOTO  YPOBHS
CJI0)KHOCTH, BJIaJIcCT HEOOXOAUMBIMU JIJISl 3TOTO HABBIKAMH U IPUEMAMHU.

JloCcTaTouHO XOPOIIIO OPUESHTHPYETCSI B yUeOHOM U MPo(eCcCHOHAILHOU JIUTEpaType.
OrneHka MO JUCIMIUIMHE BBICTABIAIOTCS OOydaromemMycs ¢ Y4ETOM pe3yJIbTaToB
TEKYLIEH U MPOMEXYTOUHOH aTTecTally.

KomnereHimu, 3akpeuiéHHBIE 3a JUCHUIUIMHON, C(HOPMHpPOBAHBEI HAa YpPOBHE —
«XOPOIIHHY.

67-50/
D.E

yIIOBJIETBO-
puUTeIHHO/
3a4TECHO

BeicraBnsiercst oOyvaromieMycsi, €CJId OH 3HaeT Ha 0a30BOM ypOBHE TEOPETHUYECKUH 1
MIPAaKTHYECKUH MaTepHal, JIOMyCKaeT OTACIbHBIC OMMOKM NPH €ro M3JI0KEHWH Ha
3aHATHUAX U B XOJI€ MPOMEKYTOUHON aTTECTALUY.

OOyuaromuiicss  WCHBITBIBACT  ONpENENEHHBIE  3aTPyIHEHHWS B  NPUMCHEHHUH
TEOPETHUECKUX TONOKEHUH MPU PEIICHUH MPAKTHYECKUX 3a/1a4 MPOo(ecCHOHATBHON
HaIpPaBICHHOCTH CTaHJAPTHOTO YPOBHS CIIOKHOCTH, BJIaZeeT HEOOXOIWMBIMHU IS
3TOr0 6230BBIMU HABBIKAMH U IIPUEMAMHU.

JleMOHCTpHpPYET AOCTAaTOUHbI ypOBEHb 3HAHUS Y4EOHO! JIMTEPATYPhI MO AUCIUTUINHE.
OrneHka MO JUCUUIUIMHE BBICTABISIOTCS OOy4YalomeMycst C Y4ETOM pe3yJbTaToB
TeKyIleH U MPOMEKYTOUHON aTTeCTallUu.

Kommerennnm, 3akperuiéHHbIE 3a JTUCLHUILIMHOW, CPOPMHUpPOBaHBI Ha YpOBHE —
«JIOCTaTOYHBINY.

49-0/
F,FX

HEYJIOBJICT-
BOPHUTENHHO/
HE 3a4TCHO

BeicTaBnsieTcsi 00y4aroImeMycs, Clid OH He 3HaeT Ha 6a30BOM ypPOBHE TEOPETUUECKH
U TPaKTHYECKUN Marepuai, IOMyCKaeT rpyOble OMIMOKH MpH €ro HU3JIOKCHHU Ha
3aHATHUAX U B XOJIE MPOMEXYTOUHON aTTECTALIUH.

OOyuaronuiicsi UCIBITHIBACT CEPhE3HBIC 3aTPYJHEHHS B MPUMEHEHUH TEOPETHICCKUX
MOJIOKEHHUH MPU PEIICHUH TPAKTUYECKUX 3324 Mpo(eCcCHOHANBLHON HANPaBICHHOCTH
CTaHIAPTHOTO YPOBHS CIIOKHOCTH, HE BIIaJCeT HEOOXOMUMBIMH IS TOI'0 HABBIKAMH U
npuémMamu.

JleMmoHcTpHpyeT (parMeHTapHble 3HAaHHUS YIeOHOM JINTEPaTyphl M0 AUCIHUIUINHE.
OreHKa MO JUCIUILIMHE BBICTABISIOTCS OOYYAIOIIEMYCS C Y4ETOM pPEe3yJbTaTOB
TEKyIIeN U IPOMEKYTOYHOM aTTECTaINH.

KomrmeTeHIMM Ha ypOBHE «JIOCTATOYHBINY, 3aKPEIIEHHBIC 3a IUCHHUIUIMHON, He
cOpMHUPOBAHEIL.

5.3

1.

OueHounble cpeacTBa (MaTepHasbl) [JIsl TeKYyHIero KOHTPOJISI YCIeBaeMOCTH,
MPOMEKYTOYHOI aTTeCTAIMU 00YYAIOIINXCS MO AUCHUTIIHHE

Temvl 0115 NPOMENCYMOUYHbLX ammecmauuﬁ:

What is HR management? Human Capital?
2. What are the major trends in HR today? What are the biggest challenges? Why?
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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?
16.
17.
18.
19.
20.
. How important is pay? Would you work in a creative, satisfying job if the pay wasn't very

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.

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?



13

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-ID, 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?

Ipumepwl 3a0anuil 0151 camocmosmenvHou pabomol.
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.

Write the following types of emails:

1. Host makes an invitation

2. Guest accepts

3. Guest contacts a hotel and tells host the details

4. Host confirms everything

5. An internal email in order to invite colleagues to a meeting (with an attachment)
6. A reply to an invitation. Polite refusal.

. Role 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 0151 KOHMPOLHBIX 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?

10. Which working conditions are important to you?

11. What do you really like to do?

12. What is your ultimate career goal?

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

14. What are major IT-solutions in HR?

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

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

18. Pros and cons of hiring automation.

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

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

21. Can employee surveys help to improve working conditions?

22. How can a company strategically strengthen its employer attractiveness?

23. To what degree does the executive board impact social media usage inside the company?
24. Which chances and risks are seen by the executive board related to social media usage?
25. Is the company culture driven by openness and trust?

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

company ‘s social environment?

27. Are there any real opportunities related to social media usage?
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6. YueOHo-MeTOAUYecKOe U MHPOPMAIUOHHOE o0ecTiedeHne TN CIUTITUHbI
6.1 Cnucox HCTOYHHUKOB M JINTEPATYypPbl

Jlureparypa
OcHosnas

1. Anrnmiickuit 361K A1 akagemudecknx 1eneid. English for Academic Purposes : yuebHoe
nocobue st 6akamaBpuara u maructpatypsl / T. A. bapanosckas, A. B. 3axaposa, T. b. [Tocnienosa,
1O. A. CyBoposa ; noxa penaxuueit T. A. bapanosckoil. — Mocksa : M3aarensctBo FOpaiit, 2019. —
198 c. — (bakanaBp u maructp. Akagemudeckuii kypc). — ISBN 978-5-9916-7710-3. — Tekcr :
anektpoHHbii // OBC FOpaiir [caiit]. — URL:https://biblio-online.ru/bcode/433465

2. Memnsitno, B. B.Akagemudeckoe nuceMo. Jlekcuka. Developing Academic Literacy : yue6HOe
nocobue st OakanaBpuara u maructparypsl / B. B. Mensiino, H. A. Tynsakosa, C. B. Uymuikua. —
2-e u3., uctp. u non. — Mocksa : MU3aatenbctBo Opaiit, 2019. — 240 c¢. — (bakanaBp u maructp.
Axanemuueckuii kype). — ISBN 978-5-534-01656-7. — Texkct : anexkrponHslit // DBC KOpaiit [caiT].
— URL:https://biblio-online.ru/bcode/437602

Jlononnumenvras

1. ErcrokoBa, E. H. Aurnuiickuii si361k. Reading and Discussion: yae6HOe mocooue st By3oB / E.
H. EBcrokoga, I'. JI. PyrkoBckas, O. U. Tapanenko. — 2-e u3a., ucnp. u gomn. — Mocksa :
W3narensctBo KOpaiit, 2019. — 147 ¢. — (Yuuepcutetsl Poccun). — ISBN 978-5-534-07996-8. —
Tekcr : anextponnsiii / DbC FOpaiT [caiit]. — URL:https://biblio-online.ru/bcode/438983

2. I'aBpunios, A. H.Aurnuiickuii si3e1k. PasroBopnast peus. Modern American English.
Communication Gambits: yueOHUK 1 mpakTuKyM a1 By30B / A. H. I'aBpuios, JI. I1. Jlanunenko. —
2-e u3a., uerp. u nor. — Mocksa : U3natensctBo FOpaiit, 2019. — 129 ¢. — (ABTOpCKUii y4eOHHUK).
— ISBN 978-5-534-09168-7. — Texkcr : anextponnsiii // DBC FOpaiit [caiit]. — URL:https://biblio-
online.ru/bcode/427335.

6.2 Ilepeyenn pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKANIMOHHOH ceTH « UHTEpHET».

Hammonanwsnas anextponnas oubamnoreka (HOb) www.rusneb.ru
ELibrary.ru Hay4nas snextponHas 6ubiamnoreka www.elibrary.ru
OnektponHas 6udnuoreka Grebennikon.ru www.grebennikon.ru

6.3 IIpodeccuoHaabHbIC 6a3bI JAHHBIX 1 HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI

Jloctyn k nmpodeccruoHanbHbIM 6a3aM MaHHBIX: https:/liber.rsuh.ru/ru/bases

HNupopmaninoHHbIe CTIPABOYHBIE CHCTEMBI:
1. Koncynwrant [Lmtoc
2. Tapanr

7. MaTepuaJIbHO-TeXHHYECKOe o0ecriedeHue U CIUIINHbI
Jusa  obecrnieueHuss ~ OUCLUIUIMHBI  HMCHOJb3yeTCsl  MaTepuaibHO-TeXHUYeckas  0asa
00pa30BaTEILHOTO YUPEXKICHU: yueOHbIe ay TMTOPUU, OCHALIEHHBIE KOMITBIOTEPOM U IIPOEKTOPOM ISt

JIEMOHCTpAIMK Y4eOHBIX MaTepUAIIOB.

CocraB nmporpaMMHOT0 00ECTICUCHHS:
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. O0ecnieuenune 00pa3oBaTEJbHOIO MPOLECCA NJISA JHUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSAIMH
310POBbSI U HMHBAJIN/I0B

B xome peanmuzanuy JUCHMIUIMHBI HCHOJB3YIOTCSA CIEAYIOLIME JOMOJHUTEIbHBIE METO]IbI
o0ydYeHHsI, TEKyIIero KOHTPOJS YCHEBAEGMOCTH W TIPOMEXYTOYHOW AaTTeCTallid OOYyYaromuxcs B
3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX OCOOCHHOCTEM:

® ISl CIIENBIX M CIA0OBUAALINX: JIEKIMH OQOPMIISIOTCS B BHJE DJEKTPOHHOTO JOKYMEHTA,
JOCTYITHOTO C TIOMOIIbI0 KOMIIBIOTEPA CO CHELUATU3UPOBAHHBIM HPOTPAMMHBIM OOECIIEUCHHEM;
MUCHMEHHBIC 3a/IaHUsS BBITMOJHAIOTCS Ha KOMITBIOTEpE CO CHEIHATH3HPOBAHHBIM TPOTPAMMHBIM
o0ecrieyeHMeM MM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECHeuMBaeTCs HMHIUBHIYaJIbHOE
paBHOMepHOe ocBemieHne He MeHee 300 JIOKC; I BBIMOJHEHUS 3aJaHUs TpU HEOOXOAMMOCTH
IPEJOCTABIISAETCS YBEIMUYMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TAaK)X€ HCIOJIb30BaHWE COOCTBEHHBIX
YBEIIMYUBAIONINX YCTPOUCTB; MUCHMEHHBIC 3a/IaHMsI O(OPMIISIFOTCS YBEIIMYCHHBIM MPpU(TOM; SK3aMeH
1 3a4€T MPOBOASATCS B YCTHOM (JOpME MIIM BBINOJIHSAIOTCS B MMCbMEHHOM (hopMe Ha KOMIIbIOTEpE.

® TSI TITyXUX M CITa00CIBIIIANINX : JISKITUH 0(POPMIISIOTCS B BUJIE SJICKTPOHHOTO JJOKYMEHTA, 00
NPEOCTABIIAETCS 3BYKOYCWIMBAIOLIAs anmnapaTypa HHAWBUIAYAIbHOTO MOJb30BaHMSA; MHCbMEHHbIE
3aJJaHMs BBITIONHAIOTCS HAa KOMITBIOTEPE B NHUCHBMEHHOH (opMe; dK3aMeH W 3a4€T MPOBOIATCS B
NUCbMEHHOW (hopMe Ha KOMIIBIOTEPE; BO3MOKHO IPOBEIEHUE B (DOpME TECTUPOBAHMUS.

® ISl JIUI] C HAPYUICHUSMHU OIOPHO-ABHTATEIFHOTO ammapaTa: JEKIUH O(OpPMIISIOTCS B BHIEC
AJIEKTPOHHOTI'O JIOKYMEHTa, JOCTYIHOTO C TIIOMOIIbIO KOMIbIOTEpA CO CIELUAIN3UPOBAHHBIM
NPOTPAMMHBIM ~ OOecClieueHHeM; THChMEHHbBIC 3a/laHUsl  BBIOJNHSIOTCS Ha KOMIIBIOTEPE CO
CIEeLMAIM3UPOBAHHBIM NPOrPaMMHBIM 00€CIIeUeHUEM; IK3aMeH U 3auéT MPOBOJATCS B YCTHOH (hopme
WM BBITIOJTHSIOTCS B MTMCBMEHHOM (DOpMe Ha KOMITBIOTEpE.

ITpu HEOOXOIMMOCTH MpelyCMaTPUBAETCS YBEIUYEHUE BPEMEHH [T TOJArOTOBKH OTBETA.

[Iporienrypa mpoBeneHHUsS MPOMEKYTOYHON aTTECTAIlMH Uil O0yYaroIIUXCs yCTaHABJIMBACTCS C
y4€TOM MX MHIUBHIYaJTbHBIX NCHXo(u3nueckux ocoO0eHHOCTe!. [IpoMexyTouHast aTrecTanus MOXeT
MIPOBOJIUTHCS B HECKOJIBKO ITAIIOB.

IIpu mnpoBeneHMH MpPOLENYyphl OLEHUBAHMUS pPE3yJbTaTOB OOyuYeHHs MpeaycMaTpuBaeTCs
MCTIOJIb30BaHNE TEXHUYECKUX CPEJICTB, HEOOXOIMMBIX B CBSI3U C WHAMBHYaJbHBIMH OCOOCHHOCTSIMHU
oOyJarommxcs. OTH CpelCTBa MOIYT OBITh IPEJOCTABICHBI YHUBEPCUTETOM, HJIH MOTYT
HCTIOJIB30BATHCS COOCTBEHHBIE TEXHHMUYECKHE CPENICTBA.

[TpoBenenne mpouenrypsl OLEHUBAHHUS PE3YJIbTATOB O0YYEHHS JOMYCKACTCs C MCIOIb30BaHHEM
JTVICTaHITMOHHBIX 00pPa30BaTENBHBIX TEXHOJIOTHH.

ObecneunBaeTcs AOCTYN K HH(GOpPMAIMOHHBIM U OubnmorpaduyeckuM pecypcam B CETH
WuTepHeT 1 Kakoro odydaronierocs B popMax, alaiTHPOBAHHBIX K OTPAHUYCHUSM UX 3I0POBbS U
BOCIIpUATHA UH(OpMannu:

® ISl CIenbIX W CHabOBUIANIMX: B TEYaTHOW (opMe yBETWMYEHHBIM MPUPTOM, B (dopme
AIIEKTPOHHOTO IOKYMEHTa, B opMme aynuodaiina.

® JUIS TIyXUX M cIa0O0CTBIIanuX: B IeyaTHoi Gpopme, B popMe IIEKTPOHHOTO TOKYMEHTA.

® 111 00y4aIOmUXCsl C HApYIICHUSIMH OTIOPHO-/IBUTATEIBLHOTO amliapara: B e4aTHoil gopme, B
(dbopMe ATEKTPOHHOTO JTOKYMeHTa, B hopme ayaunodaiina.

VYyebHble ayAUTOPUU JJII BCEX BHJIOB KOHTAKTHOM M CaMOCTOSITEIBHOM pabOTHI, Hay4dHas
O6uOIMOTEKa U MHBIE TOMELIEHUS AJIs1 00Y4YEeHHsI OCHAIICHBI CIIEIIUAILHBIM 000pYI0BaHUEM U yUeOHBIMU
MECTaMM C TEXHUYECKUMHU CPEACTBAMU O0YUECHUS:

® ISl CJETbIX M CIA0OBUSAIINX: YCTPOMCTBOM JUIsl CKAHUPOBAHUS U YTeHUS ¢ kamepoil SARA
CE; mucnineem bpaits PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

® I TIYXUX M CJa0OCTBIIIAIINX: AaBTOMATU3HPOBAaHHBIM pabo4YMM MECTOM sl JIIOCH ¢
HapyIICHUEM CITyXa U CIa00CTBIMIANINX; aKyCTUYECKUN YCUIIUTEINb U KOJIOHKU;
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® s OOYyYarOIIUXCS C HApPYyIICHUSMU OMOPHO-ABUTATEIBHOIO ammapara: IepeaBHKHBIMH,
peryiupyeMbiMu dproHomMudeckumu naptamMmu CH-1; KOMIOBIOTEpHON TEXHUKOW CO CIEIUaIbHbIM
MIPOTPaMMHBIM 00€CTICYeHUEM.

9. MeToanuecKkne MaTepHaJIbl

9.1 IlnnaHbl NPAKTHYECKUX 3AHATHI

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

Paul Emmerson. Business Vocabulary 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
Ayoumopnas paboma
Paul Emmerson. Business Vocabulary 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.

Camocmosamenvnas 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 Vocabulary 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
Ayoumopnas paboma
Paul Emmerson. Business Vocabulary 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.
Camocmosamenvnasn 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.

Ayoumopnas paboma
Paul Emmerson. Business Vocabulary 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

Camocmosamenvhasn 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 Vocabulary 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

Camocmoamenvhnas 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 Vocabulary 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
Camocmosamenvhasn 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
Ayoumopnan paboma
Paul Emmerson. Business Vocabulary 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
Camocmoamenvhasn paboma

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

Tema 9: Meetings and negotiations

Ayoumopnas 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

CamocmoamenvHnas 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 Vocabulary 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 Vocabulary 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
Camocmoamenvnas 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
Ian 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
Camocmoamenvnas 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 Vocabulary 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

Camocmoamenvnan 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

Camocmoamenvnas 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 Vocabulary Builder. Unit 8
Reading: What do managers manage?
Speaking: How to evaluate staff performance?
Grammar: Articles
Camocmosamenvnasn 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

Camocmosamenvhasn 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

Camocmosamenvnasn 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 T'1occapuii Mo IUCHUILIHHE

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.



24

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.

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.
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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.

0]

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 skills.

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.

\Y%

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 — HEeBBIXO] HA pabOTy, IPOTYJT

Appreciation Letter — 6;1arogapcTBeHHOE MUCHMO

Apprenticeship — npou3BoICTBEHHAs PAKTHKA, CTAXXUPOBKA, TPOPIIOATOTOBKA

Attendance Policy — mopsiiok siBku Ha padboTy

B

Basic Salary — n1omKHOCTHOM OKJTa

Benchmarking — conocraBuTensHbIN aHAIN3 KOMIIAHUN

Bonus - npemus

C

Career Break — niepepsIB B Kapbepe, pa3pbiB B TPYJOBOM CTaxke

Career Path — kapbepHas cre3si, KapbepHbIN IIyTh

Coaching — KOy4MHT, UHIUBUAYaIbHBI HHCTPYKTAX, HATACKUBAHHUE

Compensatory Off (Compensatory leave) — ormaunBaemMblii BBIXOAHOM/OTITYCK
Competency - KOMIETEHINS
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Confidentiality agreement - 10roBop 0 KOH(pUICHINATBHOCTH

Confirmation Letter — nmrcsMo-ntoATBEPKICHUE

Cost-Per-Hire - cpenHsast cToMMOCTB HaiiMa HOBOT'O COTPYAHHMKA

D

Delayering — cokpalilieHre KOJu4ecTBa ypOBHEN MOJYUHEHHOCTH B KOMITAHUHU

Disciplinary Procedure — nucuuminHapHas mpomeaypa

Downshifting — naynnmdrunr, nepexo ¢ BHICOKOOIIaYUBAEMOM, HO CBA3aHHOM ¢ Upe3MEepHBIMU
Harpy3kamu pa®oTsl Ha 0oJiee CHOKOWHYIO, XOTSI U HU3KOOIUTAYUBAEMYIO

E

E-Recruitment — oHnaifH peKpyTHHT, METO/I MOMCKAa pAOOTHUKOB C TIOMOIIbIO HHTEPHET-PECYPCOB
Employee Assessment — orieHka pabOThI COTPYAHUKA

Employee Empowerment - npeiocTaBieHue COTpYIHUKY OOJblIeli aBTOHOMHUH U
CaMOCTOSITEJIBHOCTH

Employee Engagement — BOBJIEUEHHOCTb IEPCOHAIIA

Employment History — nociy’kHoii CIIUCOK, TPYIOBOM CTaX, NUCTOPUS 3aHATOCTH

Employee Lifecycle - ;xu3HeHHbII UK COTPYIHUKA

Employee Onboarding - BBeieHuE B 1OJDKHOCTD U aIalITUPOBAHUE HOBOT'O COTPYIHUKA
Employee Orientation - aranTtanus HOBbIX COTPY/IHUKOB

Employee Satisfaction - y10B/I1€TBOPEHHOCT COTPYAHHUKOB

Employee Turnover — texkydecTs KaapoB

Exit interview — orpoc npu yBoJbHEHHH, cOOECe0BAaHHE B CBA3U C NIPEKPALLIEHUEM KOHTPAKTa
Expatriate — sxcnaTpuaHT (pasr. 9Kcnar), UHOCTPAaHHBINA CHIEUANINCT, IJIUTEIbHO POKUBAIOIINN B
JTAaHHOW CTpaHe

F

Five Factor Model — nsaTudakropHas (I11crno3uiMoHanbHas) MOAENb 00IIero PyHKIIMOHUPOBAHUS
JUYHOCTH

Floating Holidays — nnaBaromuii otiyck

G

Gig Economy — rur-skoHoMuKa, 5KOHOMUKa ¢pusianca (Kkorjaa paboTHUK, 0(pOpMIICHHBINH Kak
IpEANpPUHIMATEINb, OKAa3bIBAIOIIMNA YCIYyIM KOMMEPYECKOH OpraHu3alun)

Grievance — xano6a, mopsI0K 00>KaJOBaHUS TPYAOBBIX CIIOPOB

Gross Misconduct — rpy6oe HapyIeHne, Cepbe3HbIl MPOCTYIIOK

Gross Salary — 3apaGoTHas maTa 0 BblYeTa HaJIOTOB

H

HR Audit — kaipoBslii ayquT

HR Consulting — xaipoBblii KOHCAJITUHT, CBA3aHHbBIN C YIIPABJICHUEM U PA3BUTHEM IIEPCOHAA
Human Capital Management — ynpaBjeHHe YEI0BEYECKUM KallUTaJIOM

Human Resource Management — ynpaBjieHHE YE€TOBEUYECKUMH pPECYpCaMu

Human Resource Outsourcing — nenerupoBanue GyHKIMK T0A00pa U afanTaliy nepcoHaia
CTOPOHHEHN OpraHU3alMH, KaAPOBbI ayTCOPCUHT

I

Incentive Pay — moomputenpHas AeHexHas Hajg0aBKa

Internship — craxxupoBka, IpeAUIIIOMHAs TPAKTUKA

J

Job Analysis — ananu3 TpyZOBBIX ONepallnii, HCCIEA0BaHNE OCOOCHHOCTEH U CIIeU(UKH Pa3HBIX
npodeccuit U TpeOOBaHUMN, TPEABIBISIEMBIX K pa00UnM

Job Board — snexktpoHHast 6upxa Tpyaa

Job Description — 10KHOCTHBIE 00513aHHOCTH, TOJKHOCTHASI HHCTPYKLUS

Job Rotation — poramus paboT, nepuoaudeckas CMeHa paboThl

Job Specification — kBanudukanuonusie TpedoBanus, npodeccuorpadus

K

Key Performance Indicators (KPI) — kiitoueBblie nokaszarenu 3 peKTUBHOCTH AESTEIbHOCTH
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L

Labor Union — mpodcoro3Hast opranmu3anus

Layoff — cokpamienue mrara, nepuoja BpEMEHHOTO YBOJIbHEHUS

M

Management Style — cTuip ynpaBieHus

Mentoring — HaCTaBHUYECTBO

Merit Pay — npemuanbHble BBIILIATHI 32 yCIIEXH B paboTe

N

Nepotism - KyMOBCTBO

Net Salary — oxitan «Ha pyKkn», YMCTO€ BO3HATPAKICHHE

Nondisclosure Agreement — corianiesye o HepasIrilalieHUN

0

Occupational Stress — npodeccruoHaIbHbIN cTpecc

Occupational Burnout — npodeccronansHoe BEITOpaHUE

Offshoring - pa3MenieHne KOMIaHUEH YacTU CBOEH MPOU3BOACTBEHHOM IEATEIBHOCTH 3a pyOexxoMm, B
o dIopHBIX 30HaX

Employee onboarding - BBeieHHE B T0JKHOCTD U aIalITUPOBAHUE HOBOT'O COTPYIHUKA
Organizational Culture — xopopaTuBHas KyJbTypa

Outsourcing — nepeaaya BBINOJIHEHUS (PYHKLIUH CTOPOHHEH OpraHU3alyy, ayTCOPCUHT
P

Payroll — pacueTHas BeIOMOCTb, IITAT COTPYTHUKOB (CIIMCOUHBINA COCTAB)
Performance Appraisal — ouienka s3¢ekTuBHOCTH pabOThI COTPYAHUKOB
Probationary Period — ucnsitaTesbHbIi CpoOK

Psychometric Test — ncuxomeTpruueckuii TeCT

Q

Quality management — KOHTPOJIb KaYeCTBa, YIIPaBJIEHUE KAYECTBOM

R

Recruitment — non6op nepconana, Haém

Redundancy — cokparnienue nepcoHaia

Retention — ynepxanue nepcoHana

Retirement — BbIX0/1 Ha IEHCHIO

S

Sabbatical Leave — akageMuueckuii OTIIyCcK

Salary — 3apa®oTHast naTa, JOJHKHOCTHOW OKJIaJ

Staffing — xagpoBoe obecreueHue

T

Talent Acquisition — mon60p KBaTMPHUIIMPOBAHHBIX KAIPOB

Team Building — meponpusiTus N0 CIVIOYEHHIO KOJIJIEKTHUBA

Training — TpeHuHr, o0y4yeHue

U

Unconscious Bias — HeBobHOE npenyOexneHne

\4

Variable Pay — nuddepennupoBannas HagoaBka

W

Wage — caenpHas orjiata Tpyaa

Wage Drift — oTkioHeHHe (aKkTHUeCKOH 3apab0OTHOI MIaThl OT PaCUETHBIX CTABOK
Work-life Balance - pexxum Tpyaa 1 oTabIxa

Work Shift — pabouas cmena

Wrongful Termination — He3aKOHHOE YBOJIbHEHHE
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[Ipunoxxenue 1. AHHOTaLUA
paboueil mporpaMMsbl AUCLUIIIIHHBL

AHHOTALIMSA PABOYEH NPOT'PAMMBI JIJUCHUILJIAHBI

Henp aucuumianHbl: npodeccuoHalbHas MOATOTOBKA CTYJIEHTOB (POPMHUPOBAHUE y CTYICHTOB
HE00X0IMMOW KOMMYHUKAaTUBHOM SI3bIKOBOM KOMIIETEHIMH, & TAKXKE BBICOKOI'O YPOBHS COLMAILHON U
npodeccnoHanbHOM afanTaum, 4To npeamnoiaraeT (GoOpMUPOBaHUE BCECTOPOHHE Pa3BUTON JTMYHOCTH,
CIIOCOOHOM OTBEYaTh Ha BBI30BbI COBPEMEHHOT'0 00IIECTBA M HCIIOIb30BATh 3HAHMSI, YMEHUS U HaBBIKH,
MIOJTy4YEHHBIE B X0/1e O0yUYEeHUS.

_3ajayu TUCIUIUINHBL:
pa3BUTh YMEHUE NUCHbMEHHOIO (YTEHHE, MUChMO) U YCTHOrO (TOBOpPEHHE, ayIHpPOBAHUE)
HHOS3BIYHOTO OOIICHH,

YMETH CO6I/IpaTB, O6pa6aTbIBaTB U HHTCPIPCTUPOBATL C HCIIOJB30BAHUCM COBPCMCHHBIX
I/IH(I)OpMaI_II/IOHHBIX TEXHOJOTUi TaHHBIC Ha HHOCTPAHHOM A3BIKC, HeO6XOI[I/IMBIe JJIs (l)OpMI/IpOBaHI/IH
CY)KI[eHI/II\/’I N0 COOTBETCTBYIOIIUM COHUAJIBHBIM, HAYYHBIM H 3TUUCCKUM Hp06JICMaM;

OBJIAJICTh HABBIKAMU HyﬁHH‘-IHOﬁ PeUr 1 apryMmeHTaiuvu Ijisd BEACHUA JUCKYCCUU,

HAYYUTHCS AHAIU3UPOBATh TEKCTHl COLMAIBLHO 3HAYUMOTO COJAEp)KAHUS, aHHOTUPOBATH U
pedepupoBaTh HAyUHYIO JIUTEPATYPY;

HAay4UTbCS CTPOUTb CBOE pEYEBOE M HEPEUYEBOE IIOBEIACHUE B COOTBETCTBUHU C
COILIMOKYJIBTYPHOU cen(UKOI CTpaHbl H3y4aeMOro S3bIKA;

OBJIAJICTh HABBIKAMHM IUCBMEHHOTO U YCTHOTO TIepeBOAa TEKCTOB OOIIEKYJIbTYpHOU
HaIIpaBJIECHHOCTH.

B pesynbraTe 0CBOCHUS TUCIUILIMHBI 00YYaIONIHIACS JOIDKEH:

3Hamu:

1. ©Ga3oByto HeWTpanbHyl0 (OBITOBYIO) W TEPMHUHOJIOTHYECKYIO JIEKCHUKY; 0a30BBbIC
rpaMMaTH4ecKue KOHCTPYKIMH U (OpMBbI, TUIOUYHBIE JUIsI HeWTpanbHOH (OBITOBOI) peun;
rpaMMaTH9YeCKue KOHCTPYKIMH M (OPMBI, MPHUCYIIUE MOIBI3BIKY CIEIHATbHOCTH;,; CBOOOTHBIC W
YCTOMYMBBIE CIOBOCOYETAHMsS, (Ppa3eoOTHUECKUe €AMHUIIbI, XapaKTepHble Uil cepbl ObITOBON U
npodeCCHOHATFHON KOMMYHHKAIINH;

2. knaccuukanuio GyHKIMOHAIBHBIX CTUJIEH peYr U OCHOBHBIE XapaKTEPUCTUKU U OCOOEHHOCTH
00MXO/THO-TTUTEPATypHOTO, OQUIMATHHO-/IECIIOBOT0, HAYYHOTO CTHJICH M CTHIS XYJOXECTBEHHOU
JUTEPaTypHl;

3. UCTOPHIO, KYJBTYPY M TPAJUIIMN CBOCH CTPAHBI M CTPaH H3y4aeMOTO S3bIKa;

4. nHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH IPUMEHSIEMbIE NPH NTOMCKE HE00X0AUMOM
MH(POPMAIINH B TPOLIECCE PEIICHHUS CTAHIAPTHBIX KOMMYHHUKAaTUBHBIX 33/1a4 HHOCTPAHHOM SI3BIKE;

5. YCTHBIN U MUCbMEHHBIN J1€JI0BOM HMHOCTPAHHBIN A3BIK;

6. 0COOEHHOCTH CTWJIMCTHKH OQUIMAIBHBIX W HEO(PHUIMATIHHBIX IMHUCEM, COIMOKYIBTYpHBIC
paznuuus B hopMaTe KOPPECIIOHACHIIMM Ha TOCY1apCTBEHHOM U MHOCTPAHHOM S3bIKax;

7. OCOOCHHOCTH BEJIEHUS YCTHBIX JEJIOBBIX Pa3rOBOPOB HA TOCYAaPCTBEHHOM M WHOCTPAaHHOM
A3bIKaX;

8. mpuéMBl TIepeBoJla TEKCTOB Pa3IMYHOTO0 00BEMA M CTHIMCTHKH C WHOCTPAHHOTO Ha
rOCYJJapCTBEHHBIH fA3BIK, a TAKXKe C TOCYJAPCTBEHHOTO Ha MHOCTPAHHBIH A3bIK;

9. MeTonbI U cpeacTBa 00padOTKN MHPOPMATUN U PAOOTE C TEKCTOM.

Ymemns:
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1. iuddepeHnrpoBaTh HHOSZBIUHYIO JEKCUKY IO chepaM mpuMeHeHus (HeiTpaibHas / ObITOBas,
obmeHay4Hasi, opUIaIbHO-EI0BAsI, TEPMUHOJIOTHIECCKAS);

2. MpaBWIBHO HMHTEPIPETUPOBATH HUCTOPHUKO-KYJIbTYPHBIE SIBJICHUS CTPAaH M3Y4aeMOro S3blKa,
pa3dupartbes B 0OIIECTBEHHO-TIOJIMTHUECKUX HHCTUTYTAX dTHX CTPaH;

3. ucnonb30BaTh HHPOPMALMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH NP TOMCKE HEOOXOIMMON
MH(OPMAIINH B TPOIIECCE PEIICHHS CTAHIAPTHBIX KOMMYHHUKAaTUBHBIX 33/1a4 HA HHOCTPAHHOM SI3BIKE;

4. cBOOOJJHO BOCIIPUHUMATD, AaHATU3UPOBATh M KPUTHUECKH OIICHWBATh YCTHYIO U MHCbMEHHYIO
JIEITOBYI0 MH(POPMALINIO HHOCTPAHHOM SI3BIKE;

5. BeCTH [ENOBYIO TIEPENHCKY, YYUTHIBAS OCOOCHHOCTH CTWJIMCTHKH O(DHUIMANBHBIX U
HEO(DUITHATTEHBIX MTHCEM, COIIMOKYIIBTYPHBIE pa3indus B popMaTe KOPPECTOHACHIIMN Ha MHOCTPAaHHOM
A3BIKE;

6. TOHMMaTh MOHOJIOTHUYECKYIO/IHAIOTHYECKYI0 pedb, B KOTOPOM HCIIONb30BaHbl Hauboliee
YIOTpeOUTENbHbIE JIEKCUKO-TPAaMMaTUYECKHE KOHCTPYKIMH, XapaKTepHbIE Ui KOMMYHUKATHUBHBIX
CUTYyalul TOBCETHEBHO-OBITOBOTO U MPO(EeCCHOHATBHOTO OOIICHNUS;

7. paboTaTh Cc/HaA TEKCTaMU CTPAaHOBEIYECKOH, OOIIeHaydyHOH U MpodecCHOHATbHOU
HAIPaBJICHHOCTH B LEJSIX a/IEKBATHOW MHTEPIPETALNHU IIPOYNTAHHOTO MaTepHaa;

8. COOTHOCHUTBH SI3BIKOBBIE CPEJICTBA C KOHKPETHBIMH IOBCEJHEBHO-OBITOBBIMU CHUTYalUSIMHU,
YCIOBHSIMA ¥ IEJSIMH, @ TaKXKe ¢ HOPMaMd NPOQECCHOHATIBHOTO PEYEBOTO IOBEACHUS, KOTOPHIX
NPUIEPKUBAIOTCS HOCUTEIH SI3bIKA;

9. MPUMEHSTH aJICKBAaTHBIE METO/IBI M CPEJICTBA Ha OCHOBE HH()OPMAIIHOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH MpH paboTe C TEKCTOM.

Braoemy:

1. 6a30BbIM HAOOPOM JIEKCUKHU (HEHTpasbHOM / OBITOBOM, OOIIEHAyYHOW M TEPMUHOIOIMYECKON
HAIPaBJICHHOCTH); SI3bIKOM Pa3HBIX KAHPOB HAYYHOW U CIIPABOYHOM JIUTEPATYPHI (CTAThH, MOHOTpa(uH,
O0JUIETEHH U ApYTasi JOKYMEHTaLus);

2. HaBbIKAMM M METOJIMKOM IOMCKa CTpPaHOBEIYECKOW M Mpo¢ecCHOHAIbHOW HH(OpMAaIUH,
NOJBb3YsSICh  PAa3IMYHBIMM ~ HUCTOYHMKaMH (B TOM  4HClle, pecypcaMu  HMH(DOPMaIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTH MHTepHeT);

3. HaBBIKaMU YTeHUs (IIPOCMOTPOBOT0, 03HAKOMUTEIBHOT0, TOUCKOBOT0, H3YYaroIlEero);

4. OCHOBHBIMH BHJaMHM MOHOJOTMYECKOIO /IUAIOTUYECKOTO BBICKA3bIBAaHUS OBITOBOIO,
0011eHayYHOTO ¥ MPO(EeCCUOHATFHOTO XapaKTepa;

5. mepeBOAYECKMMH HaBbIKaMH (YCTHBIM/ NMHUCBMEHHBIN MEepeBOJ TEKCTOB MPO(decCHOHATbHON
HAIPaBJICHHOCTH ), METOAUKOHN U ITpreMaMH repeBoja (pedepaTHBHOTO, TOCIOBHOTO);

6. nmnucbMeHHOM (¢opMOH sA3bIKA B paMKax, oOOS3aTENbHBIX U OCYIIECTBJICHHUS
npodeccuoHaNbHBIX (PYHKUMH W HaydHOH AESITENbHOCTU (HamucaHHe TE3UCOB, cTarel, pedepaTos,
aHHOTALMH, TOKJIAZIOB, PELEH3HH, U T.I1.);

7. OCHOBaMH yOJIMYHOM peun 1 6a30BBIMH IIPHEMaMHU OPaTOPCKOTO UCKYCCTBA;

8. SA3BIKOM Ppa3HBIX >KaHPOB HAYYHOH W CIPAaBOYHOM JMTEpaTypsl (CTaTbu, MOHOTpaduu,
OIOJUTETEHH U ApYTasi JOKYMEHTAIH ),

9. HaBbIKAMM MCIIOJIb30BaHMS HMH(DOPMAIIMOHHBIX CeTel Uil IOHMCKa, IMepeBoJa TEKCTOB
pazIMYHOro 00BheMa



