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Cvtcreua MeHeA)r(MeHry srcocri
IIPOIPAMA ncrynHoFo eranpo6yaaHHfl 3

iHosel,rHoi rvrost,t ga oceirHboro fiporpaMorc
ni4roronrcu Qaxinqia ocsirHboro cryreHq

<Maricrp> / <Cneqizuricr>

lllrQp
AOKyMeHTa

CMJI HAY
n n.ol .05-0 t-2016

Crop. ,1, is t

BCTYII

Mera Bcry[Horo Bll[po6ynanns s iHoseirasoi MoBH - Bpr3HarreHHfl pinnr iguroMosHr,rx 3HaHb
i nvriHr ncrynuzxin 3a raJly33ro 3HaHb 02 Kynrrypa i Mucreqreo ra QopnryBaHHr KoHTr{HreHTy
cry4eHtin, nafi6inrm gli6nnx Ao ycniuruoro onaHyBaHHr AucqunniH niluosilHoi ocsirHrol
rporpaMr{.

BcryuHufi icnur s iHoseNdnoi Naosu rrpoxoAr{rb y Qopnri recroBt4x 3aBAaHb.
OpraHiaaqis BcryrlHoro icnzry s iHoserrruoi MoBr.r sAificHro€rbcr nilnoniaHo Ao floloNeuug

rpo rpufiruanrHy ronricilo HaqionzurbHoro aniaqifiHoro yninepcr{rery.



C ucreva MeHeA)KMeHTy q rcocri
IIPOIPAMA ecrynHoro nranpo6yeaHHr 3

iHoseNaHoi H{oeH 3a ocBiTHbo}o nporpaMoto
ni4roroercra $axinuie oceirHboro cryneHt

<Maricrp> / <Cneqianicr>

IIlrQp
AOKyMeHTa

CM' HAY
fr 12.01 .05-0 t-2016

Crop. J iz g

llepe.nirc rporpaMHux rrrrraHb
3 Arrcqun.niHu <<IuogeMHa MoBa>>, rrci BuHocqrbcq Ha BcrytrHe nunpo6yBaHHq

ra oceirHborc rporpaMoro niAroroBKn Qaxinqin
ocnirnroro cryrrenq ((Maricrp>> / <Cneqialicr>>

l. What is the difference between formal and informal rneetings?

2. What are the responsibilities of an office manager?

3. What is data protection?

4. What are the recommendations as how to behave at prearranged meetings?

5. What is office management?

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

7. What is the purpose of impromptu meetings?

8. What functions does an office perforrn?

9. What are the main methods of classifying files?

10. Why do conflicts arise in business discussions?

ll. What willyou do with your mobile telephone if you must take an urgent call during a meeting?
12. What are the disadvantages of teleworking for ernployees?

13. What recommendations are to be taken into account to avoid conflicts in business discussions?

14. What are the duties of a nreeting's convenor?

15. What security measures are to be taken by organizations to protect information?
16. Why is the use of networking computers a big security issue?

I 7. What are the specific features of Panoramic Office?
18. What methods of transmitting written communications do you know?

19. What are the most widely used methods of work measurement?

20. What are tlre advantages of teleworking for employers?

21. What is the key to building successful relationships with your business partners and colleagues?

22.ln what way may the forms control be exercised?

23. What data is held on computers?

24.What principles of good business behaviour are to be observed when dealing with your boss?

25. What are the main principles in form design?

26. What risks tlrreaten computer systems?

2l .What are the basic principles of good etiquette in using rnobile telephone?

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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2.

Cuucon lireparypr
AJrfl canaocrifinoi uiAroroBKrr BcrytrHuKa Ao
BcryrrHoro Brrtrpo6ynaHHq s iHogevrnoi MoBtr
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3ani4ynau raQe4pu ino:eunoi Qinororii O.B. KosryH



Cucreua MeHeA)KMeHTy rKocrl
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MinicrepcrBo oceirn i HayxrE VxpaiHra
Haqi o Han snufi, as iarlifi Hzfi yHi nepc r,rrer

HaeqansHo-HayK osuir, ynaanirapnufi iucrr4ryr

KaSeapa iHoseNaHoi Qinonorii

Ocnirnifi cryuins Maricrp / <Cneqianicr)

Cneqianruicrr 029 IH0opNrauifiHa. 6i6rioreqHa ra apxieHa cnpasa

forona Q il aTecTaulr4Hol KoMlcll
.f. fyar'raHtH

npr3BHue, rHrulaJrH

Bcrynue nnnpo6yBaHHr s iHosel,rHoi rrlosra

Biner i\b 1

3aeAaHHs L. Translate the text into Ukrainian in writing.
There are some important principles of good business behaviour to be observed when dealing with

your boss:
o 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 complainls that concern your boss, address them, in confidence, to him in a reasoned (and

reasonable) way.
. 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.
o Make sure that your behaviour in the workplace is thoughtful and considerate to your colleagues.

3asAaHHq 2. Put 5 types of questions to the given text.
general:

3ATBEPA)KyTO

special:
alternative:
question to subject:
disjunctive:



C ucrema MeHeA)KMeHTy q rcocri
fIPOIPAMA acrynHoro eranpo6yeaHHfl 3
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3anAannq 3. Give English equivalents to the following terms.
oopDKaTHCt

3B't3aTHCt
OOME)KVBATH

J

BecTu 0t3Hec

OOM I HTOBATVCfl B13I4TI BKAM H

BBITIJ]HB}IH

po3BDKaTHCt

AOrpHMyBarHCr repapxt I

roBDKarH erHiqHi Ta penirifiui eiaNaisuocri
arcuiI

3aeAaHHn 4. Open the brackets, putting the verb into correct grammar form.
An example I (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) unfarniliar. 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 l0 (to found) that the everyday use of cash had actually
increased over the past few years,

3arnep,uxeHo Ha saciAanHi xa$e4pra iHogeNauoi $inonorii

flporoxor Nq sil, << ,f u X,0r'*Srt

3anigynav xa$e4pra O.B. KonryH
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Peftrprurosi oqruKr{ 3a BHKoHaHH.q oKpeMr4x 3aBAaHb BcryrrHoro nr,rnpo6yBaHHq

3 1HO3EMHO1 MOBI{

3uaqeusr pefiruHroBl{x oqiuor s 6anax 3a BLIKoHaH:ns,3aBAaHb

BcryrrHr4x Br{rrpo6ynanr ra ix xpurepii*

Bua HaBqaJrbnoi po6oru
Maxcuvt uLIIbHa BeJIIIqLIHa

pefirvuroeoi orliHxr.r
(6aru)

BurouauHq 3aBnannq J\b I
(lleperua4 rexcry)

30

BuxoHasHfl 3aBilaHnq Jt 2
(flocranoBKa KJrror{oBr4x nr,rraHb 4o rercry)

20

BuxoHasHq 3aBAaHnq J\b 3
(llepernaA Saxoeoi repNrinororii)

20

BurouauHs 3aBnaHns Jriq 4
(f pavrarlrr{He sasAaH uq)

30

Vcroro: 100

OqiHxa

s 6anax 3a Br4KoHaHHfl oKpeMr4x 3aBAaHb

Kpurepifi

ouisxu

27 30 18-20 Bianrinue Br4KoHaHHfl JIHIxe 3 He3HaqHoIo

xinrxicrlo noMI4JIoK

25 -26 17 BuxoHasHq Br4ule cepeAHboro pinur :
xirrroua troMI{JIKaMI4

23 24 15- l6 V garanrHoMy eipHe BuKoHaHHq 3 reBHolo
rinrxicrrc cyrreBnx tIoMI4JIoK

20 22 t4 Henoraue Br4KoHanaHs, are si 3HaqHoIo

ximrcicrro ueaorixis

t8 t9 12-13 BurcouasHq 3aAoBoJIbHq€ vriuinranbHrlM

r<purepirvr

rvrenrUe 18 ueuure 12 BuxonauHq He 3aAoBonbHq€ vrininranbHl{M

Kpr.rTeplrM

Veaza! O4inxuMeHute, nixc 12, a6o l8 6sJtu He npsxory€mbcfl npu 6u3HaqeHHn pe[tmuuzy

* 3Ha.reHnq ouiHor< y 6anax ra ix rpurepii ni4noni4arom BLIMoTaM ITIKzLIII4 ECTS
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BianoniaHicrr pefiruuroBnx orliHorc
y 6a.nax oqiHrcau ga HarrioHaJrbHoro rrrKaJroro ra rrrKaJroro ECTS

OrIiHxa
n 6arax

Oqinra
ga HarlioHilrrbHoro

IIIKIIJIOIO

Oqinra
3a rrrKaJroro ECTS

Ouinrca floscHeHHq

90-100 BiaeriHHo A BiarvriHHo
(eiaNriHHe Br{KoHaHHr nr{rxe 3

He3HarrHoro rcilrricrro nounrox)
82-89 [o6pe B AYxe ao6pe

(nuqe cepeAHboro pinuq g ximrolda
rroMkrJrKarvru)

7s-81 C !o6pe
(n saranbHoMy nipne Br,rKoHaHHfl 3

rreBHoro rinrricrrc cyrr€Br4x
nouurox)

67 -74 3aloni.nrno D 3alonirsuo
(HenoraHo, aJre gi sHaqHoro nilrxicrrc

Helonirie)
60-66 E locrarHso

(nzroHaHHr 3aAoBorbHqe
rr,r i n iu anbH raM rcpurepiqN,r)

35-59 Heralonfuiruo FX Heraloni.nsuo

1-34 F Heraloni.nsrro


