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BCTVII

Mera BeTynHOro BUNpoGyBaHHS 3 iHO3EMHOT MOBM — BU3HAYEHH PIBHS IHIIOMOBHHX 3HAHE
1 BMiHb BCTYNHHKIB 3a raiy33io 3HaHb 02 Kymsrypa i mucteutso Ta GOpMYBaHHS KOHTHHIEHTY
CTYAEHTiB, HaHOiNbIl 3mi6HHX O YCHINIHOrO OMAHYBAHHS MMCIMIUIIH BiANOBIZHOI OCBITHBOL
IpOTpaMHu.

Berynnuit icnut 3 iH03eMHOT MOBH IPOXOUTE Y GOPMi TECTOBUX 3aBHAHb.

Oprani3alist BCTYIHOTO iCIUTY 3 iHO3€MHOI MOBH 3IiMCHIOETECS BiANOBiHO 10 [ToN0KeHHs
TIpo MpUAMANbHY KOMicCito HanionanpsHOro aBialiffHOro yHiBepcureTy.
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Ilepenix nporpaMHuX NUTAHb
3 IMCHMILIIHM «]H03eMHa MOBa», siKi BUHOCSTHCS HA BCTYITHE BUIPOOYBAHHS
3a OCBITHBOK NPOrpaMoI0 MiArOTOBKH (paxiBuin
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. What is the difference between formal and informal meetings?

. What are the responsibilities of an office manager?

. What is data protection?

. What are the recommendations as how to behave at prearranged meetings?
. What is office management?

. What is the period of retention for contracts under seal?

. What is the purpose of impromptu meetings?

. What functions does an office perform?
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. What are the main methods of classifying files?
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. Why do conflicts arise in business discussions?
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. What will you do with your mobile telephone if you must take an urgent call during a meeting?
. What are the disadvantages of teleworking for employees?
. What recommendations are to be taken into account to avoid conflicts in business discussions?
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. What are the duties of a meeting's convenor?
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. What security measures are to be taken by organizations to protect information?
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. Why is the use of networking computers a big security issue?
. What are the specific features of Panoramic Office?
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. What methods of transmitting written communications do you know?
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. What are the most widely used methods of work measurement?
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. What are the advantages of teleworking for employers?
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. What is the key to building successful relationships with your business partners and colleagues?

N
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. In what way may the forms control be exercised?

. What data is held on computers?

. What principles of good business behaviour are to be observed when dealing with your boss?
. What are the main principles in form design?

. What risks threaten computer systems?

. What are the basic principles of good etiquette in using mobile telephone?
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28. In what way are noise and distraction reduced in Panoramic Offices?
29.What filing equipment is used by the firms?
30. What are the advantages/disadvantages of open-plan offices?
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Cnucok Jgiteparypu
JAJIg CAMOCTIHHOT MiAr0TOBKH BCTYITHHKA 10
BCTYNHOI'0 BUNIPOOYBAHHSA 3 iHO3€MHOT MOBH
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3asnanns 1. Translate the text into Ukrainian in writing.

There are some important principles of good business behaviour to be observed when dealing with
your boss:

e However informal the relationship may be, you should never forget that your boss has responsibilities
within the company hierarchy that he must observe. Support his decisions even though you may have
strong reservations about them.

o If you have complaints that concern your boss, address them, in confidence, to him in a reasoned (and
reasonable) way.

e If you are dissatisfied with the way your boss has dealt with a serious issue, you should only refer the
matter to a more senior person. You should never go over your boss's head for a decision or report a
concern without following this routine.

e Make sure that your behaviour in the workplace is thoughtful and considerate to your colleagues.

3aBxanns 2. Put 5 types of questions to the given text.
general:
special:
alternative:
question to subject:
disjunctive:
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3aenanns 3. Give English equivalents to the following terms.
obpaxarucs
3B’A3aTucs

o0MexyBaTH

BecTH Oi3HeC

0OMIHIOBATHUCS BI3UTIBKAMMU

BBIUJIMBUI
po3Baxkarucs
JNOTpUMYBaTHCS iepapxil
MOBaXKaTH €THIYHI Ta peiridHi BiaAMiHHOCTI
akuii

3aBaannsn 4. Open the brackets, putting the verb into correct grammar form.
An example 1 (to be) the now widespread use of ‘credit scoring’ in banks:

An applicant for a loan 2 (to fill) in a detailed questionnaire and the answers are input into a computer.
The program 3 (to carry out) a series of checks and tests and 4 (to decide) whether
or not the loan should 5 (to be) granted. Previously all loan applications required a managerial

decision which 6 (to be) now needed only for unusual requests, large loans or industrial
applications. In general people dislike change and can 7 (to feel) threatened by new systems
especially those that use technology with which they 8 (to be) unfamiliar. There 9 (to be)
inertia and consequently a slower rate of acceptance of new IT based systems than system designers of IT
manufacturers. Surveys of Great Britain 10 (to found) that the everyday use of cash had actually
increased over the past few years,

3aTBep/KEHO Ha 3acimaHHi kadeapu iHozemHol dinoorii
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PelTUHrOBI OIIHKY 32 BUKOHAHHSI OKPEMHX 3aB/IaHb BCTYITHOI'O BUIIPOOYBaHHS
3 1HO3eMHOI MOBH

MakcumanbHa BeJTMunHa
Buz HaBuanbHOI poOOTH PEUTHHIOBOT OLIHKH
(6amnm)

Bukonanss 3aBaanHs Ne | 30
(ITepekia TekCTy)
Bukonanns 3aBganss Ne 2 20
(ITocranoBka KJIIOUOBHX IIMTaHb J10 TEKCTY)
Bukonanns 3amanus Ne 3 20
(ITepexnan haxoBoi TEPMIHOJIOTIT)
Buxonanus 3aBaanss Ne 4 30
(I"'pamaTuiuHe 3aBIaHHS)

Ycboro: 100

3Ha4YeHHS PSUTHHTOBHX OI[IHOK B OajlaX 3a BUKOHAHHs 3aB/IaHb
BCTYITHHMX BUIIPOOYBaHb Ta iX KpuTepii*

OuiHka Kpurepiit
B Oajiax 32 BUKOHAHHS OKPEMHUX 3aBJaHb OLIIHKH
27 -30 18-20 BijiMiHHE BUKOHAHHS JIMIIE 3 HE3HAYHOIO
KUJIBKICTIO IIOMUJIOK
25-26 17 BukxoHaHHs BHINE CEPEIHBOTO PiBHS 3
KUJIBKOMA [TOMHJIKAMH
23 -24 15-16 VY 3aranbHOMY BipHE BUKOHAHHS 3 IEBHOIO
KITBKICTIO CYTTEBHX MOMMJIOK
20-22 14 Hemnorane BukoHanHsi, aje 31 3HAYHOIO
KIJIBKICTIO HEJOIIKIB
18 - 19 12-13 BukoHanHs 3a10BOJIbHAE MiHIMAILHUIM
KpHUTEPISM
Menwe 18 Meniie 12 BukoHaHHd HE 3a10BOJIBHAEC MiHIMAILHUM
KPUTEPISIM

Yeaza! Ouinku menue, nixe 12, abo 18 6anu He 6paxogyemvpca npu 6UHAYEHHA PEUMUHZY

* 3HavyeHHs OIiHOK y Oanax Ta ix kpurepii BianoijatoTs Bumoram mkamd ECTS
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BinnoBigHicTh peiTHHrOBUX OLIHOK
y 0aax ouiHKaM 3a HAIOHAJILHOIO MIKAJI0K Ta mKkajaow ECTS

. . Ouinka
Pue Qumxa 3a mkainow ECTS
B Oarax 3a HaIllOHAJILHOKO
HITKAJIOIO Orminka [losicHeHHs
90-100 Biaminno A Bigminno
(BiAMiIHHE BUKOHAHHS JIMIIE 3
HE3HAYHOIO KUIBKICTIO MOMMJIOK)
82-89 JoGpe B HMyxe nobpe
(Bu1LIE cCepeAHBOTO PiBHS 3 KiIbKOMa
MOMUJIKaMH )
75 - 81 C Hobpe
(B 3araybHOMY BipHE BUKOHAHHS 3
NEBHOIO KUTBKICTIO CYTTEBUX
TOMMJIOK)
67 -74 3anoBiibHO D 3anoBinbHO
(HemoraHo, aJjie 31 3HaYHOIO KiJIbKICTIO
HEIOJTIKIB)
60 — 66 E HocTraTHbo
(BUKOHAHHS 33/I0BOJILHSIE
MiHIMATHHUM KPUTEPIsM)
35-59 He3anoBisibHo FX He3zanoBinibHo
1-34 F He3anoBijibHo




