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1.
Ilepeyennb

IUIAHMPYeMBbIX

pe3yJIbTaToOB

o0yueHuss Mo

AUCIUILIHHE,

IJIAHUPYEMBIMH pPe3yJIbTaTaMH 0CBOCHHS 00pa30BaTe/bHOI MPOrpaMMBbl.

JucuunnuHa «OcHOBBI TPoQeCcCHOHATHOM KOMMYHHUKAIMH (HA aHTIIUHCKOM SI3BIKE)»

1.1. o0ecreynBaeT OBJIaICHUE CIEeTYOIUMH KOMISTEHIUSIMMU:
Kon HanmenoBanue Kon HaumeHnoBanue JTana
KOMIIETEHIIUN | KOMIIETEHLUU JTana OCBOCHHMSI | OCBOEHUS KOMIIETECHIINH
KOMIIETEHIIUU

YK OC-4 Cnocoben YK-OC —-4.2 dopMUpyeT KOMMYHUKAIIHIO,
OCYUIECTBIIATh ucxoAs M3 Henen
JIEJIOBYIO CUTYyalluH; UCIIONB3YET
KOMMYHHKAIHIO B KOMMYHHKaTHBHO
YCTHOH W TUCBMEHHOU npueMsemMbie CTHIIb
dbopmax Ha oOmieHusi, BepOaTbHBIE W
roCyaapCTBEHHOM u HeBepOaIbHbIe CpencTBa
WHOCTPAHHOM (bIX) B3aUMO/JICHCTBUA c
A3BIKAX napTHEpaMu

COOTHECCHHBIX




®opMmupyeMble KOMIIETEHIIUH

1.2. B pesynbraTe 0OCBOEHHS AUCHHUIUIMHBI Y CTYJEHTOB TOJKHBI OBITH CHOPMUPOBAHBI:

OTO/TD Kon JTana Pesynbrarel 00yueHus
(Tpy HATTMYMH OCBOCHUS
npodcrangapra)/ KOMIIETCHITUH
npodeccruoHanbHbIE
ICHCTBHUS
YK OC -4.2 Ha YpOBHE 3HAHW: IOHMMAaHUE OCHOB JICJIOBOU

KOMMYHUKallu1

Ha YpPOBHE YMEHHUH: CHOCOOHOCTH OCYIIECTBIIAThH
TIETTIOBYI0 KOMMYHMKAIIMIO B YCTHOM M NMHUCHbMEHHOU
dbopMe Ha pyCCKOM U MHOCTPAHHBIX SI3BIKAX

Ha YpOBHE HABBIKOB: CIIOCOOHOCTH MOJATOTOBUTH ICCE
W/WIIN TIPE3EHTAIMI0 Ha 33/JIaHHYI0 TEeMy MO IUIaHy,
MPeIOKEHHOMY IIPEToAaBaTeieM U B COOTBETCTBUE C
HOpMaMu NOJArOTOBKM  TaKOM  INpEe3eHTalUH,
MPaBWJIBHO HCIIONB3Ysl CIEeUU(DUUYECKYIO JIEKCHKY,

pacrpoCTpaHEHHYIO B OM3HECE.

2. O0BEM M MecTO IMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMBbl.

2.1. O0bEéM TUCHUTIIMHBI

OO01was TpyI0eMKOCTh AUCHUILTHHBI « OCHOBBI MPO(ECCHOHAIBHON KOMMYHHUKAITUH (Ha aHTIIMHACKOM
SI3BIKE) « COCTABJISIET 2 3aYeTHBIE €AMHUIIBI / 72 Yaca, KOHTaKTHas paboTa ¢ mpernoaBaTeieM cocTaBisieT 54
Jaca, caMOCTOsITelIbHast paboTta o0ydaromuxcs cocTapisieT 18 yacoB. JlucuuminHa peann3yeTcs YaCTUIHO C
NPUMEHEHUEM JMCTaHIMOHHBIX 00pa30BaTeNbHBIX TexHonorui (nanee - JJOT).



2.1. Mecro nucunmiunbl B cTtpykrype OOII

Huctunnuaa «OcHOBBI NPOQecCHOHATbHOW KOMMYHUKAlMM (Ha aHIJUHCKOM  SI3BIKE)»
OTHOCHUTCS K BapuaTUBHOW dYacTu b.1 m sBIseTcs nucuuiuinHou mo BeiOopy. M3ywaercs Ha 4 kypce, 7
cemecTp. JlucuuIinHa peaau3yercs Mocie Kypca WHOCTPAHHOTO sS3bIKa M MOXET ObITh MOJIE3HOM s
OOJBIIMHCTBA MPEMNO/IaBaeMbIX KYypCOB, MOCKOJIBbKY yCIEX CHelHaTucTa B JaHHOW cdepe BO MHOTOM
3aBUCHT OT e€ro\eeé KOMMYHUKATUBHBIX HAaBBIKOB M 3HaHHM B 001acTH mpodecCHOHATHHOU
KOMMYHUKaluu. ®opmMa npoMeKyTOUHOHN aTTeCTalllH - 3a4eT.

3. Coaepxkanue M CTPYKTYpPa JMCHUIIAHBI:

Ob6vem oucyunnunst (MOOYIs), Hac. Dopma
Koumaxmmuas paboma obyuarowuxcs ¢ meKyueeo
N n/n Haumenosanue mem npenooasamenen Kowmpons
(pasoenos), Bcezo 10 8UOAM YUEOHBIX 3AHAMULL cp | Yenesaemocmi
APOMENCYMOUHOU
Ja JIP 3 KCP ammecmayuu
Ounasn gpopma odyuenusn
OcHoBHBIE
1 MMPUHIUIIBL 5 22 8 8 6 VO
npodecCHOoHATbHON
KOMMYHHKaAIIUH
Crparernueckas
MOJENb
2 npodecCHoHATbHON 22 8 8 6 IT
KOMMYHUKaIIUNU
(dactp 1.)
Crparernueckas
MOJENb
3 npodeccuoHaIbHON 28 10 12 6 T3
KOMMYHHKallUH
(dactp 2.)

YO* — ycTHBIH onpoc
T3*** — TBOpueckoe 3a1aHue (IPOCKT)

[T#*** — npe3enTanus

Conep:xanue Q1M CIUNIHHBI.

Pazgen 1. OcHOBHBIE IPUHLIUIIBI TPOPECCUOHATBHON KOMMYHUKALIUU

Tema 1. Acnektbl npodeccuoHanbHOW KoMMyHHKaIu. Llens mpodeccroHanbHON KOMMYHHKAIMH.
TpeboBanus k 3¢ (HeKTUBHOMY MTOCIAHUIO.

Tema 2. bapbeps! 23ddexkTrBHON podecCHOHaTbHON KOMMYHUKAIIMK U TAKTUKU UX MPEOIOJICHUSI.
Tema 3. Tumnsl npodeccuoHaTLHON KOMMYHHKAIINH.

Pazgen 2. CtpaTeruueckas MoJelb NpoQecCHOHANBHON KOMMYHUKAIMH (4acTh 1).
Tema 1. Beegenue B cTpareruueckyro Mojens npodeccuonanbHoi kommyHukanuu. Konrect\cpena
KOMMYHHKAaIIUH.



Tema 2. Bb16op cpeicTB KOMMYHHUKAIIUM ¥ BpEMEHHBIX MapaMeTpoB. [IoHATHS KaueCTBEHHBIX U
KOJIMYECTBEHHBIX XapaKTEPUCTUK MTOCIAHUS.

Tema 3. CtpykTypupoBanue 3¢p¢GeKTHBHOTO NOCTaHHUS.

Pasnen 3. Ctparernueckast MmoJieb Ipo(eccHOHaTbHON KOMMYHUKAIMK (4acTh 2)

Tema 1. Ilopoxxaenue 3¢h(HEeKTUBHOTO MOCTAHUS : JEKCHUYECKHe, CUHTAKCHUYECKHE W CTUIUCTHYECKUE
ACIEKTHI.

Tema 2. IlpencraBnenue sddextuBHOr0 mnocnanus. Ponb HeBepOanibHONH KOMMYHHKAIUH. THIIBI
HeBepOaTbHON KOMMYHHKauu. B3aumoeiictBue BepOaabHOM 1 HeBEpOAIbHOW KOMMYHHUKAIIHH.

Tema 3. Ponp u Tumel obpatHoit cBsizu. CriocoObl MOJyYEeHHS W OIeHKH oOpaTHOW cBs3u. OlieHKa
KOMMYHHUKATHBHOH 3(h(heKTHBHOCTH



4. MarepuaJjibl TeKylIero KOHTPOJIsI ycleBaeMOCTH oO0y4dawumuxcss U GOHA OLEHOYHBIX

Cpeacre l'lpOME)KyTO‘-IHOﬁ aTTeCTallum Mo JAUMCHHUIIJIMHE. HpI/I MMPOBCACHNU 3a4€Ta BO3MOXKHO

UCIIONIb30BaHMUE TUCTAHIIMOHHBIX 00pa3oBaTenbHbIX TexHonoruii (aanee - 10T).

[Ipu peanuzanuu npomexytounoit arrecrauud B DO/JJOT MoryT OBITH HCIONB30BAHBI

cienyromue GopMbI:

1.Yerno B JIOT - B ¢dopMe yCcTHOTO OTBETAa Ha TEOPETHUYECKHE BOMPOCHI M PEIICHUS 3aJ1a4M

(ketica).

2. IIucemenno B C/1O ¢ mpokTOpHHIOM - B (popMe MUCBMEHHOIO OTBETa Ha TEOPETHUYECKUE

BOIPOCHI U peIlIeHus 3a7a4uu (Keiica).

3. TectupoBanue B CIIO ¢ IpOKTOPUHIOM.

4.1.1. OueHo4YHbIE CPEICTBA TEKYIIEr0 KOHTPOJIA YCIIeBAE€MOCTH
4.1.1. 1. Ilpumepsl 3agaHnil 1l JUCKYCcCHid HA ceMuHapax. (YO)
Tema: Looking at Communication from Various Perspectives

e Which perspective do you find the most/ the least important for your future career?

e Which perspective do you find the most challenging / sophisticated?

e Which perspective have you dealt with before in your communication practices?

e What is your idea of an effective communicator?
Tema: Barriers to Effective Communication

e Which of the barriers do you find the most fundamental / the least significant?

e Which of the barriers have you faced?

¢ Could you think of other barriers to effective communication?

e Could you suggest other ways/techniques of coping with these barriers?

Kpurepun oneHuBaHusi 3HAHMH, YMEHMH,

HAaBBbIKOB

U (uam)

onbITa J€ATCJIBHOCTH,

XaApPaKTEPU3YOIIMHUX ITAIlbI q)OPMI/IpOBaHI/Iﬂ KOMIIeTEHIIMI 110 HTOram MMpOBEACHUSA OoIIpoca:

Kpurepun oueHuBanust

TpanuuuoHHast
mKajga

bPC

CTyneHT mnoKa3blBaeT HE TOJIBKO BBICOKMM YpPOBEHb
TEOPETUYECKUX 3HAHUM 110 U3y4aeMOU JUCLUIUIMHE, HO
U BHJIAT MEKIUCUUIUIMHAPDHBIE  CBSI3H.  YMeEET
QHAIN3MPOBATh  IpakTH4eckue cuTyauuu. OTtser
IIOCTPOCH JIOTMYHO. MaTepuan u3inaraercst 4eTKo, SICHO,
apryMEHTHUPOBAHO. YMecTHO UCIIOJIB3YETC
MHGOPMAILIMOHHBIN 1 WJUTIOCTPATUBHBIA MaTepual.

Orneska «5»

86-100 % ot
MaKCHUMaJIbHOTO KOJI-
Ba 0aJJIOB 110 JAaHHOM

KOHTPOJIBHOM TOUKE

CryneHT  mokasplBaeT  JOCTAaTOYHBIM  ypOBEHb
TEOPETUYECKUX U TPAKTUYECKUX 3HAHHUM, CBOOOIHO
OlepupyeT  KaTeropuajJbHbIM  almnapaToM. YMeeT

AHAJIU3UPOBATDH MPAKTUYCCKUE CUTyallul, HO JOIIYCKAaCT
HCKOTOPBIC IMOrPCHIHOCTH. OtBert MMOCTPOCH JIOTUYHO,
MaTcepurall u3jiarac€Tcda rpaMOoTHO.

Ornenka «4»

73-85 % ot
MaKCHMAaJILHOI'O KOJI-
Ba OaJIOB 110 JAHHOM

KOHTPOJIbHOHM TOYKE

CTyeHT MOKa3bIBaeT 3HaHUE OCHOBHOTO JIEKI[MOHHOTO
U TpakTUYecKoro marepuana. B orTBere He Bceraa
MPUCYTCTBYET JIOTHKA U3JI0KEHUS. CryneHt

OrneHka «3»

60-72 % ot
MAaKCUMAJIBHOTO KOJI-
Ba 0AJUIOB O JTAHHOMU




UCIIBITBIBACT 3aTpyAHECHUS pu [IPUBEIECHUU
[IPaKTUYECKUX IIPUMEPOB.

KOHTPOJIBHOM TOYKE

CryneHT mokasbiBaeT ciaalblii ypOBEHb TEOPETHUECKUX
3HAHWM, HE MOXET IPUBECTU IPHUMEPHI U3 pealbHOU
IIPAKTHKH. Heysepenno u JIOTUYECKU
HEIOCIEN0BATENbHO U3naracT Marepuai. HernpasunbsHo
OTBEYAET Ha  JOINOJIHUTENIBHBIE  BOIPOCHl  WIIHU
3aTPyAHSIETCS C OTBETOM HA HUX.

OrneHka «2»

0-59 % ot
MaKCHUMAaJIBHOTO KOJI-
Ba OaJIOB IO JAHHOM

KOHTPOJIbHOHM TOYKE
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4.1.1. 2. Ilpe3entanus. (I1)
Tema : Profile Information
Format:

e Personal Data

e (Qualifications

e Work Experience

e International Experience

e Relevant Skills

e Hobbies

e Ambitions and Expectations

4.1. 1. 3. MarepuaJj Il CaMOOLIEHKH KadyecTBa YCTHOI komMmyHukanuu (T3)

Taking a Self-Inventory

Oral communication skills and attitudes improve through evaluation—by others and by you. This self-
inventory identifies your starting point. It will be useful to you only to the degree to which you are
totally honest in your answers. You need not show this to others. Use it as an honest look within
yourself. You may want to retake it after you have finished this course or have developed your
communication skills further.

The following checklist shows how you see yourself as an oral communicator. Read each
statement and circle yes or no. After answering yes or no, review each answer and circle the ( + ) or (
—) to indicate how you feel about your answer. A plus means you are satisfied, a minus means you
wish you could have answered otherwise.

Answer honestly based on how you actually feel or act, not how you wish you would.

1. Before I enter into an important communication event, I often consider
what I can do to ensure a positive outcome.

YES NO +) )
2. I often have great ideas I'd like to share with other people.

YES NO +) )
3. I enjoy trying to explain my ideas to others.

YES NO ) -)

4. 1 often get the conversation going among my friends and even with people
[ don't know.

YES NO ()
5. When I stand up to speak in any group, I feel a great deal of stage fright.
YES NO ()

6. Before trying to influence others, I make it a point to be certain that I
know as much as possible about my audience(s).
YES NO (+) )
7.  When I disagree with others, I often become too heated and afterward
regret what I've said.

YES NO ) ¢)
8. T usually keep calm and poised even in discussions when I disagree.
YES NO ) ¢)
9. Tam good at persuading others to my views.
YES NO ) )

10. T am comfortable and efficient in preparing visual aids (PowerPoint
slides, etc.).



I1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

11

YES NO @ ()
I would have more influence in my job and in social settings if I could
better communicate my feelings and ideas.

YES NO (+) “)
I like to teach groups of people new things.

YES NO (+) “)
I regularly clip and save ideas from articles I read.

YES NO (+) “)

When I know something that could be helpful to others, I like to tell them
this information and encourage them to change.

YES NO ) )
I enjoy planning ways to simplify and present ideas so others will under-
stand them.

YES NO +) “)

While listening to others, I try to identify and organize the main ideas
being spoken.

YES NO ) ©)
When communicating, I consider audience feelings and attitudes to be at
least as important as facts and ideas.

YES NO ) “)
In comparison with my friends, I think I speak more clearly and carefully
than they do.

YES NO ) ¢)

In comparison to my peers, I think I persuade better than they do.
YES NO ) ¢)

I have a good vocabulary.
YES NO ) ¢)

My physical delivery (use of hands, posture, expressiveness) is one of my
strongest communication skills.

YES NO ()
My voice is pleasant and conveys enthusiasm well.
YES NO ()
I am eager to hear helpful criticism from others after I speak up.
YES NO ()
Improving my oral communication skills is one of my highest priorities.
YES NO ()
I have the basic qualities needed to be an excellent oral communicator.
YES NO ()
I speak clearly and pronounce words correctly.
YES NO ()
People seem to enjoy what I say; I hold their interest.
YES NO ()
I use humor effectively.
YES NO ()
I am a good storyteller.
YES NO ()
I handle audience questions very well.
YES NO ()
I feel that I am getting better and better in my communication skills.
YES NO ()

After a communication experience, I often think of what I should have
done differently to create a positive outcome.



YES NO

Now review your self-inventory. For each item in which you circled a minus sign (indicating that

12

you don't feel good about your answer), write a goal for personal improvement. Your goal should be

specific and clear. For example, if you write a goal for statement 4, you might say, "I will start
conversations with one person I don't know each day this week." For statement 18, you might say,"l
will learn to listen more carefully." For statement 26 you might say, "I will make a list and learn the
pronunciation of one difficult word each day." Write your goals in the spaces that follow. If you have
more than five areas to work on, put them in order of importance. Then write your top five goals.

For each goal you have set, sketch out an action plan and time line for its accomplishment. Be

specific about the activities needed to achieve the goal. Where will you get the knowledge you need?

How will you gain the experiences needed for growth? Be specific about what you will do.

4.1.4. IlpuMepbl OLIEHKH MPe3eHTAIMHU\ IPOEKTA
EVALUATION

ChecKklist - Feedback
Organization

Was my presentation the right length?
too long [ | tooshort [ ] justright[ ]
Was there time for questions at the end (if relevant)?

toolong [ ] tooshort[ ] justright[ ]

Communication

How was my body language?
good[ ] bad[ ] Why?

How well did I deal with nervousness?

well[ ] notwell[ ] Why?

Did the audience understand me?

yes, all the time [ ] yes, most of the time [ ] yes, some of the time [ ]

Did I have trouble expressing myself in English?

yes, all the time [ ] yes, most of the time [_] yes, some of the time [ ]

What were some words or phrases I needed but didn't know?

Parts of the presentation

Introduction Did I tell the audience the purpose of my talk? yes [ ]

Did I explain the structure of my talk?

Did I tell the audience why the talk was relevant to them?

* How can I improve the introduction?

| Look them up!




Main part  Did I state my main points clearly? yes|[ | no [ |

Did I use effective signposting? yes[ ] no [ ]
Did I emphasize key points? yes|[ ] no [ |
Did I summarize key points after each section?  yes[ ] no [ ]
Did I present my visuals well? yes[ ] no [ ]

* How can I improve the main part?

Conclusion Did I summarize the key points? yes [ ] no [_]
Did I tell the audience what to do (call to action)?yes [ ] no [ ]
Did I leave a lasting impression? yes[ ] nol[ ]

* How can I improve the conclusion?

Questions How well did I deal with questions? very well [ ] well [ ] fairly well [ ] badly [ ]

* Why?
* What questions were asked that I didn't anticipate?

* How can I improve the way I deal with questions?




PRESENTATION EVALUATION WORKSHEET
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SPEAKER:

TOPIC:

SPEAKER'S TARGET AUDIENCE:

EVALUATOR:

Directions for speaker: Evaluate yourself on each point before you present.
Directions for evaluator: Evaluate the speaker on each point.

Good!

Needs work

CONTENT

Uses relevant material for audience’s knowledge level

Acknowledges audience’s wants and concerns

| Has sufficient depth in support material

Uzes interesting examples for audience and siluatim]_

Uses appropriate visual aids -

| ORGANIZATION

Grabs audience's attention

States clear agenda

Includes benefit in introduction

Follows clear organizational plan

Summarizes essence of main pomts

Asks for clear action in conclusion
Closes with strong final statement

DELIVERY

Moves comipriably and gestures naturally

Looks at each member of the audience

Speaks conversationally and enthusiasticaily

Handles visual aids effectively

Overall comments:

Why or why not?

Finally, would you hire this person, buy this product, or support this propesal?
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Kputepun ouneHuBaHusi 3HAHMH, YMeHHMH, HABBIKOB W (MJIM) ONbBITA [JeSITEJbHOCTH,
XapaKkTepu3yuXx 3Tanbl GopMUpPpoBaHUs KOMIETEHIUH M0 HTOraM NyOJIUYHOT0 BhICTYIJIECHHUS

Tpaguunonnas
Kpurepun onenuBanus P BPC
HIKaJIa
Co0mronens! npaBuiia 0(hOPMIICHHS TIPE3EHTAIIUH; BO
BpE€MA BBICTYIUICHUA CTYACHT JIOTHYHO CTpPOUT
MOHOJIOTHYECKOE BBICKa3bIBAHUE B COOTBETCTBHH C o
100 % ot

KOMMYHHKaTHBHOfI 33,2[8‘16171, JICKCUYCCKHUE CIAHNHUIIbI
H TpaMMATHUUYCCKHUC CTPYKTYPbBI  MCIIOJIb3YHOTCS
YMECTHO U MPAKTUICCKU oe3 OH_II/I6OK, pe€4b IMOHATHA
u (I)OHCTI/ILICCKI/I rpaMOTHa, CO6J'IIO)13.CTCH
HGO6XOI[I/IMBII7I 00BeM BBICKA3bIBaHUs, COACPKAHUC
BBICTYIIJICHUSA HOCUT 3aHUMAaTeIbHBIN XapaKkTep.

OneHka «5»

MaKCHMAaJILHOT'O KOJI-Ba
0aJIIOB IO TaHHOMI
KOHTPOJIBHO! TOYKE

Ecte ornenpHBIE HEmoueThl B OQOpPMIICHUU
MIPE3CHTAIINH; CTYJICHT JIOTUYHO CTPOUT
MOHOJIOTHYECKOE BBICKA3bIBAHHE B COOTBETCTBHH C
KOMMYHHUKATHBHOW 3a/ladyei, TEKCUYECKUE €IUHUIIBI
U TpaMMaTHYECKHUE CTPYKTYpbl B  OCHOBHOM
COOTBETCTBYIOT TOCTaBJIEHHOH KOMMYHHKAaTUBHOM
3a/1aue, CTYICHT JIOMYCKAET OT/AEIbHBIE JIEKCUUECKUE
U TpaMMaTHYEeCKUE OIIMOKH, pedb IMOHITHA U
COJICPKUT HE3HAYUTECIILHBIC dboHeMaTHIECKHE
OIIMOKH, OOBEM BBICKA3LIBAHHUSI HECKOIBLKO HHKE
TpedyeMoro.

Ouenka «4»

80 % ot
MaKCHMaJbHOI'O KOJI-Ba
0aJJI0B MO TaHHOU
KOHTPOJIBHOM TOYKE

[Tpe3enTanus odopMieHa ¢ OUIMOKAMH, KOJTHYECTBO
CIAal0B  HEAOCTAaTOYHO, CTYJEHT CTPOUT
MOHOJIOTHYECKOE BBICKA3bIBAHHE B COOTBETCTBUU C
KOMMYHUKATUBHOW 3aJayeii, HO BBICKa3bIBAaHUE HE
BCET/1a JIOTUYHO, UMEIOTCS MTOBTOPBI, IPUCYTCTBYIOT
JIEKCUYECKHE, TPAMMaTHYECKHUE M CTHIMCTUYECKHUE
OIMOKH, 3aTPYAHSIONINE TOHUMAHUE, B IIEJIOM PEUb
MOHATHA, 00HEM BBICKA3BIBAHHUSA 3HAYWTENILHO HIDKE
Tpedyemoro.

OueHka «3»

60% ot
MaKCHUMaJIbHOTO KOJI-Ba
0aJJIOB IO JaHHOMI
KOHTPOJILHOW TOYKE

KomMmyHMKaTHBHasT ~ 3ajada  HE  BBIIOJIHEHA,
IPUCYTCTBYIOT ~ MHOTIOYMCIIEHHBIE  JIEKCUYECKHE,
rpamMmarudeckue, (oHeTndyeckue OMIMOKH, KpaiiHe
HU3KMM  00beM  BBICKa3blBaHMsS,  MPE3EHTALIMs

odopmIIeHa HETIPaBUIILHO.

OueHka «2»

0 % oT MakKCHUMAaJIbLHOTO
KOJI-Ba 0QJJIOB 110
JTAHHOW KOHTPOJbHOU
TOYKE

4.1.1..5. ®opmart npoekra (T3)
Project «Strategic Communication Model»

Team members: ....



Objective : to implement the stages of the Strategic communication model
Stepl. Define the context

e Important issue :
e External climate:
e Audience:

e Attitude

e Overall Goal

e Specific Purpose

Step 2. Consider your media and timing options.
= Media options
* Timing options-

Step 3. Select and organize specific information and compose your message
Sources: Primary Research, Secondary research
Step 4. Deliver the message. Presentation on a relevant topic, e.g. “Transmitting Negative Information “

Presentation Topics
Things Good Communicators Always Do
Steps to Better Communication Today
Are You Using Communication Tools Effectively?
Are you a good communicator?
Common Barriers to Effective Communication: :
Cultural Barriers to Effective Communication
Delivering Bad News.
Communicating Well Under Pressure
. How do I communicate with people effectively?
10. How people communicate
11. How to Build Better Business Relations
12. How to Communicate Effectively With Difficult People
13. How To Communicate With Irrational And Angry People
14. How to Communicate With People
15. Improving Communication -
Developing Effective Communication Skills
16. Non-Verbal Communication
17. Overcoming Communication Barriers
18. Super Effective Ways to Become a Great Communicator
19. The Best Way to Communicate in the Workplace
20. What do we mean by relationship-building?
21. Where to Build Good Relations?

WXk W =
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Step 5. Evaluate Feedback. Handouts, checklists, oral assessment

Kpurepun onenuBanus

TpaauuuoHHas
HIKAJIA

bPC

Onenka «oTau4HO»: IIpoekr  mMmoJHOCTHIO
COOTBETCTBYET TPEOOBAaHUAM KaK B (POpMaIbHOM,
Tak M B coJepkaresbHOM Iu1aHe. CTyIeHTbI
JEMOHCTPUPYIOT TMOJHOE TOHUMaHUE BCeX
ATAINOB Hpolecca KOMMYHUKAIMM U TBOPYECKUI
HOJXO/1 K €r0 pean3alui.

Onenka «5»

100 % oT MakCUMaJIILHOTO
KOJI-Ba 0AJIJIOB 110 JaHHOM
KOHTPOJIbHOW TOYKE

Onenka  «xopomo»: Ilpoekr B  1enoM
COOTBETCTBYET TpeOOBaHUAM KakK B (hOpMaIbHOM,
Tak M B coJepkarenbHOM IU1aHe. CTyIeHThI

ACMOHCTPUPYIOT JOCTAaTO4YHO IIOJIHOC
IIOHHMMAaHHEC BCEX 9TaIlOB mnponecca
KOMMYHUKAIIUU.

Ornenka «4»

80 % oT MakCUMAaJILHOT'O
KOJI-Ba 0aJlJIOB IO JaHHOM
KOHTPOJIBHOW TOYKE

OneHka «yaoBJAETBOPUTENbHO»: [IpoekT numb
YaCTUYHO COOTBETCTBYET TpeOOBaHMAM Kak B
dopManbHOM, TaK M B COJAEP)KATEILHOM IUIAHE.
CryneHTsl JEMOHCTPUPYIOT JIOCTaTOYHO
OTPpaHMYEHHOE  [OHMMaHHME  BCEX  JTaIoB
Iporecca KOMMYHHUKALNH.

Onenka «3»

60% OT MaKCUMAaJIbHOTO KOJI-
Ba 0aJUIOB O TaHHOU
KOHTPOJIbHOM TOYKE

OHGHKa CKHEYAOBJIETBOPHUTECJILHO)> BLICTABIACTCA
B TCEX Cliy4asaX, KOrJa HE BBIIIOJHCHBI YCJIOBUA,
IIO3BOJIAOIINE BBICTaBUTH OLICHKY
«YAOBJICTBOPUTCIIEHOY.

Ornenka «2»

0 % oT MaKCUMAaJIBHOTO KOJI-
Ba 0aJUIOB IO JaHHOM
KOHTPOJIBHOHM TOYKE

4.2. OueHOYHbIE CPEACTBA MPOMEKYTOUYHON aTTEeCTAIUN
Kon HaumenoBanue Kon HaumenoBanue JTana
KOMIIETEHIIUH | KOMIIETEHLUU JTana OCBOCHHUSI | OCBOEHUS KOMIIETECHIINH
KOMIIETEHIH

YK OC-4 CnocoOHOCTh YK-OC —-4.2 dopMUpyEeT KOMMYHHUKAIIHIO,
OCYUIECTBIIATh ucxods M3 Hened
JIEJIOBYIO CUTYyalluH; UCIIONB3YET
KOMMYHHUKAIHIO B KOMMYHHUKaTHBHO
YCTHOH U TUCBMEHHOU npueMiemMbie CTHIIb
dbopmax Ha oOmieHusi, BepOaTbHBIE W




TOCyIapCTBEHHOM u HeBepOaIbHbIe cpelcTBa
MHOCTPaHHOM(BIX) B3aUMOJICUCTBUSA c
A3bIKAX Poccuiickon MapTHEpaMHU
denepauun u
WHOCTPaHHOM(BIX)
A3bIKe(ax)
Oman oceoenus Toxaszamenv oyenusanus Kpumepuii oyenusanus Pexomenoyemvie
KoMnemeHyuu cpedcmea (memoout)
OYeHUBAaAHUA
YK OC -  4.2:| deMoHCTpUpYyeT HaBblkH | He HCHBITHIBAaET | 3a4eT B yCTHOU opme
dopmupyet CBOOOTHOTO pacCyKAeHHS 00 | 3aTpyIHEHUH B BBIOOpE B BHJIC OTBETOB Ha
KOMMYHHKAITHUIO, AHTUKOPPYHIIMOHHON SI3BIKOBBIX CPEJICTB. BOIPOCHI OMJIETOB,
UCXOAS U3 Leled U | IONUTHKE COBpPEMEHHBIX | JleMoHCTpHpyeT Mpe3eHTaLus
CUTYyalluH; HUCIOJIB3YET | TOCYAapCTB u | Ooratblii  cioOBapHbIA [ mpodeccrnoHaIbHOM
KOMMYHHKaTHBHO MEXKIYHAPOTHBIX 3arac 1o mpemMery. TEMBI, TUCbMEHHBIH
IIpUEMJIEMBIE CTWIb | OpraHu3aLuii; Peus rpaMOTHas, TECT.
oOmieHns, BepOabHBIC CcBOOOIHAA.
u HeBepOanbHbIe | CriocobeH obcyxnarh | CrpimuT  cobeceqHuKa 3ayer B BUE
cpeacTsa NPUHIMIBI  OCYIIECTBIICHHS | aA€KBaTHO  pearupyer TECTUPOBAHHS,
B3aUMOJICHCTBHS C | MOIMTHYECKOTO Kypca, | Ha ero apryMeHTauuio. | OTBETOB Ha BOIPOCH
napTHEpaMu UACHTUDUITPOBATH He JIOITyCKaeT OWMIIETOB WK
OTJIENbHBIE OpPTaHbl BIACTH U | (PaKTHIECKHX ¥ | HamMCcaHWs HAYYHOTO

cnoco0bl uX GopMUpPOBaHUSL.

peUeBBIX OMHNOOK.

aCce.

Skill Objectives. ( 3aganus k 3a4ery)

You should be able to:

e A o

Identify the goal of effective professional communication.
Identify the requirements to an ideal message.
Identify major types of messages and communication activities.
Identify major barriers to effective communication.

Identify the five steps of in the Strategic Communication Model.
Describe the advantages of using a systematic communication strategy.
Explain what is meant by the context of a communication event.
Describe the factors that comprise communication context.

Distinguish among three groups of target audiences and explain why each audience may have different
needs and wants.

10. Define the overall objective, specific purpose and hidden agenda of any message.
11. Identify how media and timing options can affect messages.
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12. Explain the difference between communication efficiency and effectiveness. Explain the RURU approach.

13. Apply appropriate media based on such characteristics as speed, feedback capacity, hard-copy availability,
message intensity and complexity, formality, and relative costs.
14. Describe ways to mix media to improve effectiveness.

15. Explain an overall select —and - organize approach to a message.

16. Explain BIF and BILL approaches to organizing messages. Explain under what circumstances each of

them is likely to work best.

17. Understand how to select appropriate information for any given audience.
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18. Understand how to organize that information in an effective manner.

19. Identify major techniques for composing messages.

20. Recognize the importance of using visual information to improve both oral and written communication.

21. Identify the functions that visuals fulfill for writers and speakers as well as for readers and listeners.
Describe the most commonly used visual formats and understand the use of each

22. Recognize some elements of your message delivery style.

23. Understand the elements and the impact of non-verbal communication.

24. Know the basis of giving, soliciting, receiving and evaluating feedback. Understand the crucial role of
both giving and receiving feedback in the process of communication improvement.

25. Identify four dimensions of credibility that have an impact on your communication effectiveness.

Kpurepuu onieHuBaHUs

5 GaJ10B 30 6ayuioB 3ader Kpurepnii

OTBET, MOATBEPKAAFOIINI

3HAHMS B PaMKax JICKIUH,
00s3aTeNIbHOM U

5 27-30 3ayTeHo JOTIOJIHUTEIIHLHOM

JUTEPATYPHI, C IIIEMEHTAMHU

CaMOCTOSTEIIFHOI'O aHAIN3a.

OTBET, MOJTBEPKIAOITUN
3HAHMS B PaMKax JICKIUH,
4 22-26 3auTeHo 00s3aTeNIbHOM U
JIOTIOTHHUTEIIbHOM
JUTEPATYPHI,

OTBET, MOATBEPKAAFOIIUI
3 18-21 3auTeHo 3HAHUS B paMKax JICKIUNA U
00513aTeJILHOM JTUTEPATYPHI

0-2 0-17 He 3auteno




4.3. MeToanuyeckne MaTepUaJIbI
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KoandyecTBO 0a71710B Onenka
NPONHUCHIO OyKkBoOit
96-100 OTJINYHO A
86-95 OTJINYHO B
71-85 XOpOIIO C
61-70 XOpOo1LIOo D
51-60 YIOBJIETBOPUTEIBHO E

Ha ocHoBanmm 1. 14 Ilonoxkenus o OaJNIbHO-PEUTUHTOBOM CHCTEME OIICHKHA 3HAHUU

oOyuvaromuxcst B PAHXul'C B wuHcTUTYTEe TpuHATA ClEAyomias INKala I[epeBoja OLEHKU U3

MHOT00aJIJIBHOI B CUCTEMY «3aUTEHO»/ «HE 3aYTECHOY:

ot 0 g0 50 6amioB

«HC 3a4YTCHO»

ot 51 o 100 6ayu1oB

«BavyTCHO»

3a padory B cemecTpe CTyACHT MOKeT nojyuuTh 40 0a/uioB. TeKymnii KOHTPOJIb BKIIOYAET B

ceost:

e yyacTHE€ B ceMuHapax c o»snemeHtamu jauckyccun (YO) - 10 Oamno (6 OamioB —
YJIOBJIETBOPUTEIHHO, 8 OaioB — xopoiio, 10 6amioB — OTIMYHO),
e npesenTaruto (I1) -10 6amno (6 6amIOB — YIOBIETBOPUTEIBHO, 8 OauioB — xopoito, 10 6amios

— OTJINYHO) ,

e TBOpueckoe 3ananue (T3) — 20 6amnoB ( § 6ayoB — yAOBIETBOPUTENIBHO, 10 6aimoB — Xopotio,

20 6ayI0B — OTJIMYHO).

3a noceleHue 3aHATHI CTyIeHT nosydaet 30 0a/ioB.
3a BBINOJHEHHBIE 3aJaHMsI Ha 3a4yeTe CTYAECHT MOXET MOIy4YuTh MakcuMmaiabHO 30 OayuoB. 3auer

MNPpUHUMACT IIPCIIoaaBaTelIb. CTYI[CHT BBIIIOJIHACT,

a IpenoJaBaTeiib OLCHHUBACT BCC€ 3aJlaHUA

IIPOMEXYTOUHOM aTTecTaluu, NpeaycMOTpeHHble paboueidt mporpammoi. [Ipu oneHuBaHMM OTBETa
CTYyJIEHTa MPENo/iaBaTelib PyKOBOACTBYETCS KPUTEPUSIMH OLEHUBAHMS 3aJaHUI U IIKAJION OLIEHUBaHUS
KOMIIETEHIINH, TPEACTABICHHBIX B pabodeid mporpamme. OLEHHBAIOTCS HE TOJNBKO 3HaHUS W (popma
M3JI0KEHUSI UX CTYJEHTOM, HO U €r0 CTPEMIICHHE OBJIaJI€BATh 3HAHUSMHU U YMEHHUE NMPUMEHATh UX Ha
MPaKTUKE COTJIACHO IIIKaje OIICHUBAHUS KOMIIETEHIIUN, MpeacTaBieHHON B Paboueit mporpamme.
Hrorosas oueHka BbICTaBisgeTcs B cooTBeTcTBUM ¢ bPC.
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5. MeTtoan4yeckue ykazaHus /51 00y4AIOIUXCS MO OCBOEHHMIO M CHUIIMHBI (MOYJIs1).

Kypc «OcHoBbl mnpodeccHOHaNbHON KOMMYHUKALIMM» SIBISIETCS Ba)KHBIM 3TallOM 3HAKOMCTBA
CTYACHTOB C pa3IMYHBIMM AaCHEKTaMM KOMMYHHUKAllMM B MNpo(ecCHOHAIBHOW cpele, KOTOpble
paccMaTpuBaIOTCA B paMKax Kypca. OTOT KOMIUIEKC 3HAaHMM M HABBIKOB YpPE3BbIUAHHO Ba)K€H U
aKTyasieH i 3QPEeKTUBHON NeATETLHOCTH JH000T0 CIIeIHATUCTA.

Kypc mpencraBinseT OCHOBHbIE NPUHIUIBI U MeTOAbl 3(PGEKTUBHON  MpodecCHoHATbHON
KOMMYHUKaIIUA B BUAC CTpElTGFH'—I@CKOﬁ MOACIIM KOMMYHHKAIINH, COCTO?IHIGIZ N3 IISITU DTAIIOB.

Kypc coctouT u3 AByX B3aMMOCBSI3aHHBIX YacTeH: TEOPETUYECKOW cocTapistomieil (9 nekuuit) u
MPaKTUYECKON cocTaBistomei (9 ceMruHapoB).

B X0Ja¢€ J'IGKIII/II\/'I H€O6XO)II/IMO BCECTHU KOHCIICKTHEI. PCKOMGHI[yeTCSI BHUMATCIIbHO HU3YYaThb IPHUCBIIACMBIC
mpenoaaBaTCyiIcM KOHCIICKThI JICKLII/Iﬁ M 3a/laBaTb BOIIPOCHI II0 IIOBOAY BO3HHUKIIUX CIIOJKHOCTEH B
MMOHUMAaHHHU\ BOCIIPHUATUH HOBBIX TCPMHWHOB Ha CEMHHApax.

B xome cemMuHapoB CTYIEHTHI 3HAKOMSTCS C PEKOMEHIAIMSMU 110 COCTABJICHHIO M IPEACTABICHUIO
MPE3eHTAlU, B YaCTHOCTHU MPO(UIBLHON Mpe3eHTANH, Pa3padaThIBAIOT MPE3EHTAIIMIO U BBICTYMAIOT C
Hell Ha ceMUHape Ioclie MPeIBapUTEIbHON KOHCYJIbTAlUU C IIPENOJaBaATEIIEM.

Pexomenmyercss pyKOBOACTBOBATHC MPHUCHIIAEMBIMU TMPETNOIaBaTeNsIM pekoMeHanusmu .Heobxoanumo
elme pa3 IPOCMOTPETh Mauepualbl JIEKIUH, MMEKIIME HEINOCPEICTBEHHOE OTHOLUEHHE K
CTPYKTYPUPOBaHUIO  d(PPEKTUBHOTO  TOCIAHHUA, DJIEMEHTAM  HEBEpOATbHOM  KOMMYHHKAIIUH,
BU3yanu3aluu, U T.0. [Ipe3eHTannu NpOBOAMTCS TOJBKO IIOCIE KOHCYJIBTALMU C IPENOJaBaTEIEM.
Wrtoru npe3eHTanuu 00CyX1at0TCs B X0JIe CEMUHApa Ha OCHOBAHUM UMEIOIINXCSI KPUTEPUEB OLICHKH.

BaxabIM 3TanoM KypcCa ABJIACTCA pa60Ta Haa IMPOCKTOM, LECJIBIO KOTOPOIr'o ABIIACTCA pCain3alusd IATU
9TallOB CTPATCr NYECKOH MOZACIIM KOMMYHHKAIIUH. CTy')leHTLI pa60Ta}0T B I'pyIimax OoT AByX 0 YCTBIPEX
YCJIOBCK, IIOOTAITHO PACKpbIBaA Ka)KI[I)Iﬁ oTall IMOATOTOBKM KOMMYHHKAIIMHU, a 3aTeM OCYIICCTBIIAA
I-IeTBepTI:II\/'I €C OTall — MMPE3CHTAUIO HAa OJJHY U3 IIPCAJIOKCHHLBIX MTPCTIOAABATCIICM TCM.

Beco IMMPOCKT MPCACTABJIIACTCSA IIOCIIC KOHCYJ'ILTaI_II/II\/’I C IpenoaaBaTcICM. ITocaennuii Tan , «O6paTHa;1
CBA3b MU €€ OLCHKa», PCAIMU3YCTCAd IIOCIAC MPE3CHTAUWM IIPOCKTA: IMPEroaaBarCiii W CTYACHTHI
OLICHUBAIOT IIPOCKT COIVIACHO NPCIJIOKCHHBIM KPUTCPHUAM.

ﬂJ’IH yCHCIlIHOI\/'I pcajm3aliui IPCKTa HCOGXO,Z[I/IMO BHUMATCJIbHO H3YYUTb BCC PCKOMCHIAIIUH,
npeajiara€MbI€ IPErogaBarciieM, UYCTKO KOOPAWMHUPOBATHL BCE€ OTaIlbl pa6OTI>I )51 CO6J'IIOI[aTB
YCTaHOBJICHHBIC CPOKHU IMPEACTABIICHHUA MaTCPUAJIOB.

Kypc 3aBepiuaercs 3aueToM, npeaycMaTpuBaroIiuM Oecey Mo AByM U3 IMPEJIOKEHHBIX 25 BOIPOCOB U
OTBET Ha JBa JIONOJHUTEIbHBIX Bompoca. Bompockl K 3adeTy NpeacTaBisiOTCS CTYJIEHTaM B XOJ€
IIEPBBIX CEMMHApOB. PeKOMeHyeTcs OTMEYaTh B KOHCIIEKTax JIEKIMM MaTepuall, COOTBETCTBYIOIIUMN
Ka)KZIOMY BOIIPOCY, YTO OOJIErYUT MOATOTOBKY K 3a4eTy.

WrtoroBast oreHka BKJIIOYACT IMOCEHIAEMOCTh JIeKIU u ceMuHapoB (30 mMyHKTOB), TpOodHUIBHYIO
npeserTanuto (10 mynkToB), mpoekT (30 mynkToB) u 3aueT (30 MyHKTOB).



PexoMeHIaIUM MO MOJATOTOBKE, COCTABJIEHHIO H OLIEHKE NMPO(eCcCHOHAILHOI Mpe3eHTAIHM.

Checklist - Organization
Date & time:
Length of time for talk:

Questions at end? If yes, length of time for questions:

Place / Room:

Room set-up:

W | = O Bana 1 g o
| = = AAAAA-A-A 2 |

;

Equipment needed:

Is it available? [ ]  Does it work? [ ]

Audience

Number of neonle 1-5 6-15 16-30 over
How much do thev know about the | nothing a bit alot

How well do I know them? not at all a little quite well

How formal? verv formal | formal informal
Nationalitv/Culture? same as me international

Handouts no [ |

yes / before talk [ ] at end of talk [ ] later (intranet/email) [ ]
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Checklist - Contents

Topic: Purpose of talk: (What do I want to do?)
Three main points [ ] Inform the audience

1 [ ] Train the audience

2 [ ] Sell something to the audience

3 [ ] Persuade the audience to do something

Importance to audience:

What do I want audience to know by the end of talk:

Preparing visuals

How many visuals will I have?

Do they say (or show) what I want to say? []
Are they clear and simple to understand? [ ]
Will the audience be able to read them (font size and colours)? []
Do they have effective headlines? [ ]
Is there as little text as possible? []

Have I remembered the rule of six? []
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TRAINER

Introduction

Welcome audience.

Introduce yourself (name, position / function).

State your topic.

TIP

Remember how to
make effective
openings: start with
a rhetorical question,
a story or an amazing
fact, or give the

audience a problem to

think about.

Say why your topic is important for the audience.

Describe the structure of your talk (the main points
and when you will be
dealing with them).

Say how long the talk will be.

Say when you will answer questions.

Say whether there are handouts.




Main part

Briefly state your topic and objective(s) again.

Then introduce your three (or two or?) main points and
give details.
Main point 1:

Main point 2:

Main point 3:

Signal the end of the main part.

Conclusion

Signal the end of your talk.

Summarize the key points.
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| REMEMBER TO:

. sifgnal the beginning
of each part.

« talk about your topic.

» signal the end of
each part.

* highlight the main
points.

* summarize the main
ideas.

| BULLET CHARTS?

* Refer to points in the
same order.

* Use the same key
words and phrases
as on your bullet
charts.

GRAPHS, TABLES,
PIE CHARTS, ETC?

» Start by telling your
audienZe wha%t%e
visual illustrates.

* Explain it if
necessary.

* Highlight the key
points.

* Say why these points
are important (and

exfplam the cause or
effect).




Highlight one important point.

Explain the significance.

Make your final statement.

Invite questions.

Dealing with questions

What questions can I expect? How can I answer them?
1
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| TIP

Remember how to
make effective
conclusions: end with
a question or a quote
from a famous person,
finish a story you
started at the
beginning of your talk
or call the audience to
action.

TIP

Remember, when
answering questions
during or after your
talk:

. Listen carefully and
make sure you have
understood the

question correctly.

. Reformulate the
question if

necessary.

. If you want to post-
pone the question,

say why politely.

. If you don't know the
answer, say so and

offer to find out.

. Answer irrelevant
questions politely

but briefly.

. Check that the
questioner is

satisfied with your
answer.
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Useful phrases and vocabulary

Welcoming the audience
Good morning/afternoon, ladies and
gentlemen.Hello/Hi everyone.
First of all, let me thank you all for coming here
today.It's a pleasure to welcome you today.
I'm happy/delighted that so many of you could
make it

today.
It's good to see you all here.
Introducing yourself
Let me introduce myself. I'm Ann Brown
from ...
For those of you who don't know me, my name
is ...
Let me just start by introducing myself. My
name is ...
Giving your position, function, department,
company
As some of you know, I'm the purchasing
manager.
I'm the key account manager here and am
responsible
for ...
I'm here in my function as the head of ...
I'm the project manager in charge of ...
Introducing your topic
What I'd like to present to you today is ...
I'm here today to present ...
Today's topic is ...
The subject/topic of my presentation is ...
In my presentation I would like to report on ...
In my talk I'll tell you about ...
Today I'm going to talk about ...
I'll be talking about ...
Saying why your topic is relevant for your
audience
Today's topic is of particular interest to those
of you/
us who ...

My talk is particularly relevant to those of us
who ...

My topic is/will be very important for you
because ...

By the end of this talk you will be familiar
with ...

Stating your purpose

The purpose/objective/aim of this
presentation is to ...

Our goal is to determine how/the best way
to ...

What I want to show you is ...

My objective is to ...

Today I'd like to give you an overview of ...
Today I'll be showing you/reporting on ...

I'd like to update you on/inform you about ...
During the next few hours we'll be ...
Structuring

I've divided my presentation into three
(main) parts.
In my presentation I'll focus on three major
issues.

Sequencing

Point one deals with ..., point two ..., and
point three ...

First, I'll be looking at ..., second ..., and
third ...

I'll begin/start off by ... . Then I'll move on
to ...

Then/Next/After that ...
I'll end with ...



Timing

My presentation will take about 30 minutes.
It will take about 20 minutes to cover these
1Ssues.

This won't take more than ...

Handouts

Does everybody have a
handout/brochure/copy of the

report? Please take one and pass them on.
Don't worry about taking notes. I've put all
the

important statistics on a handout for you.
I'll be handing out copies of the slides at the
end of my talk.

I can email the PowerPoint presentation to
anybody

who wants it.

Questions

There will be time for questions after my
presentation.

We will have about 10 minutes for questions
in the

question and answer period.

If you have any questions, feel free to
interrupt me at

any time.

Feel free to ask questions at any time during
my talk.

Rhetorical questions

Is market research important for brand
development?
Do we really need quality assurance?

Interesting facts

According to an article I read recently, ...
Did you know that ... ?

I'd like to share an amazing fact/figure with
you.

Stories and anecdotes

I remember when I attended a meeting in Paris,

At a conference in Madrid, I was once asked
the

following question: ...
Let me tell you what happened to me ...

Problem to think about

Suppose you wanted to .... How would you
go

about it?

Imagine you had to .... What would be your
first step?
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Saying what is coming

In this part of my presentation, I'd like to talk about ...
So, let me first give you a brief overview.

Indicating the end of a section

This brings me to the end of my first point.
So much for point two.

So, that's the background on ...

That's all I wanted to say about ...

Summarizing a point

Before I move on, I'd like to recap the main points.
Let me briefly summarize the main issues.
I'd like to summarize what I've said so far ...

Moving to the next point

This leads directly to my next point.
This brings us to the next question.

Let's now move on/turn to ...

After examining this point, let's turn to ...
Let's now take a look at ...

Going back

As I said/mentioned earlier, ...

Let me come back to what I said before ...

Let's go back to what we were discussing earlier.
As I've already explained, ...

As I pointed out in the first section, ...

Referring to other points

I have a question in connection with/concerning
payment.

There are a few problems regarding the quality.
With respect/regard to planning, we need more
background information.

According to the survey, our customer service needs
reviewing.
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Adding ideas

In addition to this, I'd like to say that our IT business is
going very well.
Moreover/Furthermore, there are other interesting

facts we should take a look at.
Apart from being too expensive, this model is too big.

Talking about (difficult) issues

I think we first need to identify the problem.

Of course we'll have to clarify a few points before we
start.

We will have to deal with the problem of increasing
prices.

How shall we cope with unfair business practices?
The question is: why don't we tackle the distribution
problems?

If we don't solve this problem now, we'll get/run into
serious trouble soon.

We will have to take care of this problem now.

We are currently having difficulties with ...

Rhetorical questions

What conclusion can we draw from this?

So, what does this mean?

So, just how good are the results?

So, how are we going to deal with this increase?



So, where do we go from here?
Why do I say that? Because ...

Do we really want to miss this opportunity to ...?

Introducing a visual

Let's now look at the next slide which shows ...
To illustrate this, let's have a closer look at ...

The chart on the following slide shows ...
I have a slide here that shows ...

The problem is illustrated in the next bar chart ...
According to this graph, our net profit has doubled.

You can see the test results in this table.
As you can see here, ...

Explaining a visual

First, let me quickly explain the graph.

You can see that different colours have been used to

indicate ...

The new models are listed across the bottom.

The biggest segment indicates ...
The key in the bottom left-hand corner ...

Highlighting information

I'd like to stress/highlight/emphasize the following

point(s).

I'd like to start by drawing your attention to ...

Let me point out that ...

I think you'll be surprised to see that ...
I'd like you to focus your attention on ...
What's really important here is ...

What I'd like to point out here is ...
Let's look more closely at ...

Describing trends

Sales increased slightly in summer.
Consumer spending fell/declined sharply.
Interest rates have risen steadily.

Food prices went up significantly.

There was a sudden increase in prices.

In August, we saw a moderate fall.

This was followed by a gradual decline.
There was a sharp slump in sales.

Ticket sales have started picking up.

Explaining purpose

We introduced this method to increase flexibility.
The purpose of this step is to expand to foreign

markets.
Our aim was to ...

Explaining cause and effect

What's the reason for this drastic decrease?
The unexpected drop was caused by ...

This was because of ...

As a consequence/Consequently, sales went up
significantly.

As aresult ...

The venture resulted in a sharp fall in share prices.

Our new strategy has led to an increase of 10%.
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Indicating the end of your talk

I'm now approaching/nearing the end of §1§
presentation. ’
Well, this brings me to the end of my presentation.
That covers just about everything I wanted to say
about ...

OK, I think that's everything I wanted to say
about ...

As a final point, I'd like to ...

Finally, I'd like to highlight one key issue.

Summarizing points

Before I stop, let me go over the key issues again.
Just to summarize the main points of my talk ...
I'd like to run through my main points again ...
To conclude/In conclusion, I'd like to ...

To sum up (then), we ...

Making recommendations

We'd suggest ...

We therefore (strongly) recommend that ...

In my opinion, we should ...

Based on the figures we have, I'm quite certain that.

Inviting questions

Are there any questions?

We just have time for a few questions.

And now I'll be happy to answer any questions you
may have.

Quoting a well-known person

As ... once said, ...
To quote a well-known businessman, ...
To put it in the words of ...

Referring back to the beginning

Remember what I said at the beginning of my talk
today?

Let me just go back to the story I told you earlier.
Remember, ...

Clarifying questions
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I'm afraid I didn't (quite) catch that.

sorry, could you repeat your question, please?
if I understood you correctly, you would like to
know whether ...

So, in other words you would like to know
whether ...

If I could just rephrase your question. You'd like
to

know ...

Does that answer your question?

Avoiding giving an answer

If you don't mind, could we discuss that on
another
occasion?

I'm afraid that's not really what we're discussing
today.

Well, actually I'd prefer not to discuss that
today.

Admitting you don't know

Sorry, I don't know that off the top of my head.
I'm afraid I'm not in a position to answer that
question

at the moment.

I'm afraid I don't know the answer to your
question,

but I'll try to find out for you.

Sorry, that's not my field. But I'm sure Peter Bott
from

Sales could answer your question.

Postponing questions

If you don't mind, I'll deal with/come back to this
point

later in my presentation.

Can we get back to this point a bit later?

I'd prefer to answer your question in the course of
my

presentation.

Would you mind waiting until the question and
answer

session at the end?

Perhaps we could go over this after the
presentation.
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Summarizing after interruptions

Before we go on, let me briefly summarize the points

we've discussed.

So, now I'd like to return to what we were discussing

earlier.

to clarify

to focus on
to highlight
to illustrate
to indicate
to lead to

to mention

Before we go on, let me clarify one point.

We need to focus on customer service.

Let me highlight the following points.

This chart illustrates our success story.

The figures on the left indicate sales in France.
This leads to my next point.

As I mentioned earlier, our staff is well-qualified.

to move on to Let's now move on to the next question.

to note

to notice
to pass on
to rise

to solve

Please note that prices rose slightly.

You'll notice a sharp drop in August.

Here are the handouts. Please take one and pass them on.
House prices rose by 5% last year.

How can we solve this problem?

to summarize Before I go on, let me summarize the key issues.

to update

to clarify

to focus on
to highlight
to illustrate
to indicate
to lead to

to mention

I'd like to update you on the project status

Before we go on, let me clarify one point.

We need to focus on customer service.

Let me highlight the following points.

This chart illustrates our success story.

The figures on the left indicate sales in France.
This leads to my next point.

As I mentioned earlier, our staff is well-qualified.

to move on to Let's now move on to the next question.

to note
to notice
to pass on

to rise

Please note that prices rose slightly.
You'll notice a sharp drop in August.
Here are the handouts. Please take one and pass them on.

House prices rose by 5% last year.



to solve How can we solve this problem?
to summarize Before I go on, let me summarize the key issues.

to update I'd like to update you on the project status.
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5.1 IJIAHBI CEMMHAPCKHUX 3AHATHUI
Tema 1. Looking at Communication from Various Perspectives.
Barriers to Effective Communication. Strategic Communication Model.
Bomnpocel s AucKyccun:

e  Which perspective do you find the most/ the least important for your future career?
Which perspective do you find the most challenging / sophisticated?

Which perspective have you dealt with before in your communication practices?

What is your idea of an effective communicator?

Which of the barriers to effective communication do you find the most fundamental /
the least significant?

e Which of the barriers have you faced?

e (Could you think of other barriers to effective communication?

e Could you suggest other ways/techniques of coping with these barriers?

e What is the goal of effective professional communication?

e What are the requirements to an ideal message?

e What are the five steps of in the Strategic Communication Model?

e Describe the advantages of using a systematic communication strategy.

Tema 2.Strategic Communication Model. Step1. Define the context

1. Bomnpocsl AJis1 IMCKYCCUM:

e What is meant by the context of a communication event?

e What are the factors that comprise communication context?

e Could you distinguish among three groups of target audiences and explain why each
audience may have different needs and wants?

e Define the overall objective, specific purpose and hidden agenda of the message you have
chosen for the analysis.

2. IlpeacraBiaenue popmara npoexkra. ®opMHUpoOBaHUE KOMAH/ s pa00ThHI HAJl
MPOEKTOM.

Tema 3. Strategic Communication Model. Step 2. Consider your Media and Timing Options.
Effective Presentation Format. Research Proposal/Description Format.
1. Bompocs! 1Jist AUCKYyCCHM:

e How can media and timing options can affect messages?

e What is the difference between communication efficiency and effectiveness? Explain the
RURU approach.

e Apply appropriate media based on such characteristics as speed, feedback capacity, hard-
copy availability, message intensity and complexity, formality, and relative costs.

e What are some ways to mix media to improve effectiveness?

3adanue k cemunapy:
e Kaxmas koMaH/a MpeCTaBIseT CBOE BUICHHE JAHHOTO dTara KOMMYHHKAIIHH.

e Kaxaplii crygeHT BbicTynaeT ¢ npeseHtauuein «My Academic Profile and Research
Description™.
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Tema 4. Strategic Communication Model. Step 3. Select and Organize Specific Information
and Compose your Message.

1. Bomnpocsl AJis1 AMCKYCCUM:

e  What are the fundamentals of an overall select —and - organize approach to a message?

e What is the difference between BIF and BILL approaches to organizing messages? Under
what circumstances is each of them likely to work best?

e How does one select the appropriate information for any given audience?

¢ How can one organize that information in an effective manner?

e What are the major techniques for composing messages?

3adanue K cemunapy:

e Kaxaas KoMaH/1a IPEICTABISIET CBOE BUICHHE JaHHOTO JTara KOMMYHHKAIIUH.
e Kaxaplii cTyneHT BbicTymaeT ¢ mnpeseHTauuedr «My Academic Profile and Research
Description”.

Tema 5. Strategic Communication Model. Step 4. 2 Deliver the Message.
1. Bompocsl 1j1s IUCKYCCHU:

e Why is it important to use visual information to improve both oral and written
communication?

e What are the functions that visuals fulfill for writers and speakers as well as for readers
and listeners?

e What are the major elements of your message delivery style?

e What are the elements and the impact of non-verbal communication?

3aoanue Kk cemunapy:
e Kaxmas koMaH/a MPECTaBIsET CBOE BUICHHE JAHHOTO dTara KOMMYHHUKAIIHH.
e Kaxnplii cTyneHT BbIcTymaeT ¢ mnpeseHtanmern «My Academic Profile and Research
Description™.
Tema 6. Strategic Communication Model. Step 5. Evaluate Feedback. Handouts, Checklists,
Oral Assessment.
1. Bomnpochl AJ1 IUCKYCCHU:
e What are the fundamentals of giving, soliciting, receiving and evaluating feedback?
e What is the crucial role of both giving and receiving feedback in the process of
communication improvement?
e What are the four dimensions of credibility that have an impact on your communication
effectiveness?

3adanue K cemunapy:
e Kaxas koMaH/a MPECTaBIsET CBOE BUICHHE JAHHOTO dTara KOMMYHHKAIIHH.

Tema 7. Project Presentations. Evaluation Procedure
1. Bomnpocsl AJis1 AMCKYCCUM:
e Kaxnas KoMmMaHIa TPEACTABISIET OKOHYATENbHBIM BapHaHT MPOEKTa pealu3aluu
CTpaTeruueckoi Mosienu 3PPeKTUBHON KOMMYHUKAITUH.
e OOpaTHas CBs3b/ OLIEHKA OCYILECTBIISCTCS MPENoaBaTesIeM U CTYJIEHTaMU Ha OCHOBAHUU
3apaHee pa3pab0TaHHONW KOMaHJON MPOLESYPHI.
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Tema 8. Project Presentations. Evaluation Procedure.
e Kaxnas KoMmMaHJa TpPEACTaBIsIET OKOHYATENbHBIM BapuaHT IPOEKTa pealnu3aluu
cTpaTernyeckoit Mmoaenu 3¢p¢HeKTHBHON KOMMYHHUKAIINH.
e (OOpaTHas cBA3b/ OLEHKA OCYIIECTBISACTCS MPENOJaBaTENIeM U CTYACHTAMU HA OCHOBAHUH
3apaHee pa3pab0TaHHON KOMAaHJOU IPOLELYPBI.

Tema 9. Project Presentations Analysis. Course Overview.
JlucKyccens o MHTOraM npe3eHTanuii MpoeKTa.

38



39

6. YueOHast 1uTepaTrypa u pecypchbl HHPOPMALMOHHO-TEJIeKOMMYHHKAIIMOHHOM CeTH
"UntepHeTt", yueOHO-MeTOAHYECKOE OOecIIeueHUEe CAMOCTOSITeIbHOI padoThl 00y4aroLIuXCs
1o AUCUUIINHE (MOTYJII0)

6.1 OcHoBHasl iMTEpPaTYpa

1. Access to the World of Business and Professional Communication. Study Guide for Blended
Learning. Step I (Modules I and II) : yue6noe noco6ue / T. C. Ilytunosckas, B. H. 3aiiuesa, E. C.
[TaBmroxk [u ap.] ; mox penakmueit T. C. IlytunoBckoi. — Mocksa : At [1Tu Ap Menua, 2020. —
166 c. — ISBN 978-5-4497-0267-8. — TeKcT : 31eKTPOHHBIH // DIEeKTPOHHO-OMOINOTEUHAs
cuctema [IPR BOOKS : [caiit]. — URL: http://idp.nwipa.ru:2067/94721.html

6.2 /lonmosiHMTE/ILHAS JIMUTEPATYPA

1. Edward de Chazal &Louis Rogers. Oxford EAP. A Course in English for Academic Purposes.
Intermediate/B1+— Oxford University Press, 2014 — 222c.

2. Edward de Chazal & Sam McCarter. Oxford EAP. A course in English for academic
purposes.Upper-intermediate/B2— Oxford University Press, 2014 — 239c.

3. EricaJ. Williams. Presentations in English. Find Your Voice as a Presenter, - Macmillan-
2015-127 ¢/

4. Michael Vince, Amanda French, IELTS Language Practice. English Grammar and
Vocabulary., 2015 — 296 ¢/

5. Michael McCarthy, Felicity O’Dell. Academic Vocabulary in Use. — Cambridge University
Press, 2014 — 176c.

6. Mark Powell, Dynamic Presentations. Professional English. DVD Workbook. Cambridge
Business skills, - Cambridge, 2011

7. Ken Paterson with Roberta Wedge, Oxford Grammar for EAP, English Grammaarand Practice
for Academic Purposes, Oxford, 2014- 223 c.

8. Marion Grussendorf, English for Presentations, Express series, Oxford, 2011,- 80 c.

6.3 YueOHO-MeTOAMYEeCKOE O0ecTeuyeHHe IJIsl CAMOCTOSITEJIbHOH PadoThI.
1. UEfAP Academic Writing Files.
2. Vocabulary Exercises for AWL.
3. www. Cambridge.org/elt/dynamicpresentations. Resources

6.4. HHTepHeT-pecypchl

1. BBC Learning English - News Report. [Dnekrponnsiii pecypc]. Pexum mocryma: URL:
http://www.bbc.co.uk/learningenglish/english/features/news-report

2. Listen & Watch | LearnEnglish | British Council. [Qnekrponnsrit pecypc]. Pexxum mocryna:
URL: http://learnenglish.britishcouncil.org/en/listen-and-watch

3. BBC Learning English - 6 Minute English. [9nexTponnsrii pecypc]. Pexxum mpocrynma: URL:
http://www.bbc.co.uk/learningenglish/russian/features/6-minute-english

4. TED-Ed: Lessons Worth Sharing. [Dnekrponnsiii pecypc]. Pexum mocryna: URL:
http://ed.ted.com/lessons

5. Cnosapu nznarensctBa Cambridge University Press. [DnexkTponHslii pecypce]. Pexum

noctyna: URL: http://dictionary.cambridge.org
6. CrnoBapu nznarenbcrsa Macmillan. [DnektponHslit pecypc]. Pexxum nocryma: URL:

http://www.macmillandictionary.com
7. CrpaBounsblil mopran cioBapeit u3natensctBa Oxford University Press. [DnekTpoHHBII
pecypc]. Pexxum nocryma: URL: http://www.askoxford.com
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8. Yourdictionary.com [TopTan cioBapeii (JITHTBUCTHUECKUE, TEPMUHOJIOTHUECKUE CIIOBAPH
AHTJIMCKOTO S3bIKA) [ DNEKTPOHHBIN pecypc]. Pexxum moctymna:
URL.:.http://www.yourdictionary.com

9. bubmmoreuHo-crpaBouHbIi optai Library Spot. [DnekTpoHHbIid pecypc]. Pexum mocryna:
URL: http://www.libraryspot.com

10. Te3aypychl Ha cripaBouHO-00pa3zoBaTeibHOM nopTaie LibrarySpot. [3nekTpoHHBIN pecypc].
Pexxum moctyma: URL: http://www.libraryspot.com/thesauri.htm

11. Professional Communication . [DneKTpoHHBIH pecypc]. Pexum mocryna:
URL:https://wikieducator.org/

12. Stephanie Schnurr, Exploring Ways to Professional Communication. Language in Action.
Rouhledge Taylor & Francis Group, London and New York, [Dnekrponnslii pecypc]. Pexxum
noctyna: URL:http:/cw.routledge.com/textbooks/rial/data/9780415584838 sample.pdf

13. Fluent English — o6pazoBatenbHblil mpoekT. [DnekTpoHHsIil pecypc]. Pexxum noctyna: URL:
http://www.fluent-english.ru

14. Richard Nordquist, Professional Communication. Glossary of Grammar and Rhetorical

Terms, 2015. [DNeKTpOHHBIN pecypcl]. Pexum JIOCTyTa URL:
http://grammar.about.com/od/pq/g/Professional-Communication.htm
http://faculty.ucr.edu/~hanneman/nettext/C7 _Connection.html

CaiiT HayuHo#i Ombamorexn C3UY http:/nwipa.ru

1. Dnexmponnvie yueOHuKU SNEKTPOHHO - Onbmotednoit cuctemsl (OBC) «Aidyke»

2. Dnexmponnvie yuebHuxkuy dEKTpoHHO — OnbmmoTeunoi cucteMsl (ObC) «Jlanb»

3. Hayuno-npaxkmuueckue cmamovu no ¢punancam u meneoxrcmenmy V3naTembckoro joMa
«bubaunoreka I'pebeHHUKOBAY»

4. Cmamou u3z nepuoOuyecKux u30anuti N0 0OWECmMEeHHbIM U 2YMAHUMAPHBIM HAYKAM
«HcT - Bbro»

5. Duyuknoneouu, crosapu, cnpasoyruky «PyopuKoH»

6. Anenoazwviunwvie pecypcet EBSCO Publishing- oocmyn xk mynemuoucyuniunapnoviv
HOJIHOMEKCMOBbIM 6A3aM OAHHBIX PA3IUYHBIX MUPOBLIX U30AMENbCME NO OU3HECY, IKOHOMUKE,
@unancam, 6yxeanmepcKomy yuemy, 2yManumapHulm U eCrmecmeeHHbIM 001aCmAM 3HAHU,
peepamam u noaHvIM MeKCMam RYOIUKAUUIL U3 HAYYHBIX U HAYUHO—NONYNAPHBIX HCYPHAL08.

7. Emerald- kpynnetiuwee mupogoe uzoamenbcmeo, Cneyuaiusupyoweecs Ha
INEKMPOHHBIX HCYPHANAX U O6A3AX OAHHBIX NO IKOHOMUKE U MEHEOHNCMEHMY.

7. MarepuajbHO-TexHHYecKasd 0a3a, HHPOPMALMOHHbIE TEXHOJIOTHHM, MPOrpaMMHOe
obecneyeHue U HHGOPMALMOHHBbIE CIPABOYHbIE CHCTEMbI

No o/t HaumenoBanue

1. CHeL[I/IaJII/I3I/IpOBaHHLIe 3aJIbl IJI IIPOBCACHUA JICKITHM:

CrnenmanusupoBaHHas MeOeIb M OPIrCpesiCTBa: ay IMTOPUU U KOMITbIOTEPHBIE KJIACCHI,
000pyI0BaHHBIE IOCAI0YHBIMU MECTAMHU

3. Texauueckue cpencra o0yuenus: [lepcoHaabHbIe KOMIBIOTEPHI; KOMIBIOTEPHBIE
MIPOEKTOPHI; 3BYKOBbIE THHAMUKH; TPOrPaMMHBIE CPEICTBA, 00ECTICUNBAIOIINE
npocMmoTp Buaeodainos B hopmarax AVI, MPEG-4, DivX, RMVB, WMV,

4 MynbsTuMeauiinsie (1u(poBbie) MHCTPYMEHTHI U 00pa30BaTeNIbHbIC PECYPCHI,
o0yyarolye IporpaMMsl 0 IPEAMETY, AKeTbl IPOrPaAMMHOI0 00eCcTIeYeHHs
o01iero Ha3HaueHHs (TEKCTOBBIE PEIAKTOPHI, rpaduuecKue peaaKTopsbl).

5 Cucrema TCCTHUPOBAHUSA KAa4YCCTBA 3HAHUHN o6yqa10mnxc51
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http://faculty.ucr.edu/~hanneman/nettext/C7_Connection.html
http://cw.routledge.com/textbooks/rial/data/9780415584838_sample.pdf
https://wikieducator.org/Professional_Communication
http://www.libraryspot.com/thesauri.htm
http://www.libraryspot.com/
http://www.yourdictionary.com/
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