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1. Hepeqeﬂb NJIAHUPYEMBIX PE3yJbTATOB Oﬁy'—IEHI/IH o TMCHMUIIJIMHE, COOTHECECHHBIX C
IJIAHUPYEMBIMHU peE3yJIibTaTaMU OCBOCHUSA 06pasoBaTe.m>H0i71 nporpammal.

1.1. Hucuumuimaa «OcHOBBI Tpo(ecCnoHaIbHON KOMMYHHMKALMH (HA aHITIMICKOM SI3BIKE)»
o0ecrieurBaeT OBJIA/ICHUE CIIETYFOIIMMHI KOMIIETCHITUSIMH:

Koo Haumenosanue Koo KOMNOHEHmMA Haumenosanue xomnonenma
KomnemeHyuu KomnemeHyuu KomnemeHyuu KomnemeHyuu

YK OC-4 Cnocoben YK-OC -4.2 Criocoben ¢dbopmupoBathb
OCYHIECTBIIATH KOMMYHHKAIINIO, HCXONs U3
JIEJIOBYIO HeNel U CUTYalluu; CIIOCOOCH
KOMMYHHKAIIIO B HCIOJIb30BaTh
YCTHOW M THUCbMEHHOU KOMMYHHUKAaTHUBHO
bopmax Ha npueMsemMbie CTHJIb
roCyJapCTBEHHOM u oOmenusi, BepOambHBIE U
WHOCTPaHHOM (BIX) HeBepOaTbHBIC cpencTBa
SI3BIKAX B3aUMOJICVCTBHUS c

MapTHEPAMU

1.2 B pe3ynpTare 0CBOCHUS AUCUUIUIMHBI Y CTYACHTOB JIOJDKHBI OBITH C(POPMUPOBAHBI

OT®/TD| Koo komnonenma Pezynomamet 06yuenus
KOMnemeHyuu
VK OC -4.2 HA ypPOBHe 3HAHWIl: TIOHMMAaHUE OCHOB  JEJIOBOW
KOMMYHHUKAIUH

HA ypPOBHE YMEHMIi: CIIOCOOHOCTb OCYIIECTBISTH JEIOBYIO
KOMMYHHKAITHIO B YCTHOM M MUCEMEHHOU (popMe Ha PyCCKOM U
MHOCTPAHHBIX SI3bIKAX

HAa YPOBHE HABBIKOB: CITOCOOHOCTH IMOJTOTOBUTH ICCE W/MIH
[MPE3CHTAIMIO Ha 33/IaHHYI0 TEMY IO IUIaHy, NPEII0KEHHOMY
[pEernoAaBaTeIeM U B COOTBETCTBHE C HOPMaMH MOArOTOBKH
TakoW Tpe3eHTAINH, MPABUIBLHO HCMONb3YS CIeUu(PUUECKYIO
JIEKCHKY, PacTIpOCTPaHEHHYIO B OM3HECE

2. O0BEéM M MecTO IMCUMILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM POrpaMMbl

O0bém ucuumiauHbl. OOIIAasg TPYAOEMKOCTh JUCHUIUIMHBI «OCHOBBI Ipo¢hecCHOoHaAIbHON
KOMMYHHKAIMHU (Ha aHIJIMICKOM $I3bIKE) «COCTABJISIET 2 3a4€THbIE €AMHHUILIBI, 72 aKaJeMHUYeCKHUX daca,
54 acTpOHOMHUYECKHUX YaCOB.

JlucuuiuinHa — peanu3yeTcsi YacTHYHO C TPUMEHEHHWEM JHMCTAaHIIMOHHBIX 00pa30BaTEeNbHBIX
texHonorui (manee - 10T).

Bun paGoTtsl TpynoeMkocTh
(B akajieM.gacax / B aCTpOHOMHY.4acax)

O011as TPy10€eMKOCTh 72/54
KonTakTHas padora ¢ 54/40,5
npenojaBartejiemM

Jlexnnn 26/19,5

[IpakTHYeCcKue 3aHATUS 28/21




JlaGopaTopHble 3aHITHS -
IIpakTHYecKkasi MOArOTOBKA -
CamocrosiTesibHas pa6oTa 18/13,5

KonTponb -

DopMBbI TEKYLIETO KOHTPOJISI Y cTHBIN ONPOC, TPE3EHTAlMsl, TBOPUYECKOE 33/ IaHUE
DopmMa NPOMeKYTOUHOM 3ayeT — 7 ceMmecTp

arrecTaluu

Mecto aucnmmianmHel B crpykrype OOIlL. [luctmmummaa «OcHOBBI MpodeccrHoHaTbHON
KOMMYHHUKAlMi (Ha aHIIMICKOM SI3bIKE€)» OTHOCUTCS K BapuatuBHoM dyactu b.1 u sBasercs
JUCLUIUIMHON 1o BeIOOpY. M3yuaercs Ha 4 kypce, 7 cemecTp. JJucuuiuimba peanusyercs mocie Kypea
MHOCTPAHHOTO SI3bIKa U MOXKET OBITh MOJIE3HOW /7151 OONBIIMHCTBA MPETIOIaBaEMbIX KypPCOB, IIOCKOJIBKY
yCIex CIeIHaiiucTa B JaHHOW cdepe BO MHOTOM 3aBUCHT OT €ro\ee KOMMYHHUKATHBHBIX HaBBIKOB U
3HaHU# B o0jactu npodeccnoHanbHON KOMMyHUKauu. dopma MpoMexKyTOUHOM aTTecTallu - 3a4eT.

JlocTyn K cucreMe AMCTAaHIMOHHBIX O00pa3oBaTElbHBIX TEXHOJIOTUH OCYIIECTBIIAETCS KaXIbIM
00yyaroImuMcsl CaMOCTOSITEIbHO € JII000ro ycTpoiicTBa Ha moptaine: https://Ims.ranepa.ru/. Ilaponas u
JIOTHH K JIMYHOMY KaOMHETY / IpO(ITIO PEAOCTaBIsAETCS CTYICHTY B JICKaHATe.

Bce @opmbl Tekyiiero KOHTpOJs, TNPOBOJUMBIE B CHUCTEME JHUCTAHIMOHHOTO OOyuYeHwus,
OLICHUBAIOTCS B CUCTEME JUCTAHIMOHHOrO oO0ydeHus. JlocTym K BHMJIEO M MarepuanaM JIeKIHH
IPEJOCTaBIIsAETCS B TeUEHHE BCero cemectpa. JlocTyn K KakKIoMy BUIY paOOT U KOJUYECTBO HMOIBITOK
Ha BBIIOJHEHHE 3aJaHMsl IPEIOCTaBISAETCS Ha OrPAHUYEHHOE BPEMS COIJIACHO pErJIaMEHTy
JUCcHUIUIMHBL, onyOnukoBaHHoMy B CJ10O. IlpenomaBarent OlleHMBAET BBIOJHEHHBIE O0YyYaroIIMMCS

paboTsl He no3nHee 10 pabouux qHEH MOCIe OKOHUYAHUSI CPOKA BBITIOJTHEHHUS.

3. CoaepixkaHue ¥ CTPYKTYpPa IMCHUIIIHHBI

3.2. Cmpykmypa oucyuniunsl

Obvem oucyunaunsl (MOOYIs), Hac. Dopma
Koumaxmmuas paboma obyuarowuxcs ¢ meKyuezo
Haumenosanue mem KOHMPOIs,
Ne n/n 5 npenooagamenem -
(pazoenos), Bcezo no 8UOAM Y4eOHbIX 3aHAMUL cpP yenesaemocmu "
NPOMEINCYMOUHOU
JIOT | JIP/OT | I13/]0T ammecmayuu
Ounasa ¢hopma odyuenun
OcHOBHbIE
1 MPUHIUIIBI 2 3 3 6 vO
npodecCuoHaTbHON
KOMMYHHKAIIUH
Crparernueckas
MOJICIb
2 npodeccuoHanbHON 22 8 8 6 I1
KOMMYHUKallUA
(dactp 1.)
3 Crparernyeckas 28 10 12 6 T3




Obvem Jucyunaunsl (Mo0yas), uac. dopma
Konmaxmnas paboma obyuaiowuxcs ¢ meKyujeco
Haumenosanue mem KOHMPOIs,
No n/n (pasoenos) npenodasamenem cnesaemocmu”
P ’ Bcezo 1o 8UOam y4eOHbIX 3aHAmMull cp " .
NPOMENCYMOUHOU
Jygor | JIpJloT | [3/10T ammecmayuu
Ounas ¢hopma odyuenun
MOJIEIb
pohecCuoHaTBLHOU
KOMMYHUKaIIUA
(gacts 2.)
UTOLO 72/54 | 26/19,5 2821 18135 30uem

Hcnonvsyemoie cokpawenusn:

JI — 3aHATHS NEKIOHHOTO THNAa (JISKIUH W WHBIC y4eOHBIC 3aHATHSA, MPeIyCMaTpUBAIOIINE IPEHMYIIIECTBCHHYIO Mepenady
y4eOHOI MH(pOpMAIK MMeJarorHYeCKUMI paOOTHUKAMHU OpTaHU3alMy W (WIIK) JTUIAMH, TIPUBICKAEMBIMU OpTaHU3aIMed K
peanmu3anuu 00pa3oBaTEIBHBIX MIPOTPAMM Ha UHBIX YCIOBHUAX, 00YUAIOIIAMCS) ;

JIP — naboparopHbic pabOTHI (BU 3aHATHI CEMHUHAPCKOTO THIIA) ;

13 — mpakTuyeckue 3aHsATHs (BUIBI 3aHATHI CCMHHAPCKOTO THIIA 32 UCKIFOUYCHUEM J1a00paToOpHBIX pador) ;

KCP — wunmmBuayanpHas paboTa 00ydaromuXcs C IEJarorH4ecKUMH pPaOOTHHKAMH OpTaHW3alud W (W) JHIaMHU,
IIPUBJICKACMBIMHU opraHnaauHef/'I K pcanm3anuun OGpa?;OBaTeJ'IBHBIX IporpaMM Ha HMWHBIX YCIOBUAX (B TOM YHUCJIC
WHIWBUAYAIbHBIC KOHCYIBTAINN) ;

JOT — 3aHATHS, TPOBOAWMBIE C TPHMEHEHHEM AWCTAaHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTWH, B TOM YHCIE C
MPUMEHCHHAEM BUPTYAIBHBIX aHAIOTOB MPO(eCCHOHANEHON ACATEIEHOCTH.

CP — camoctositensHas paboTta, ocymiecTBisieMasl 0e3 ydJacThs IeJarorn4ecKuX pabOTHUKOB OpraHW3alud W (WJIH) JIUI,
IMPUBJICKACMBIX OpFaHI/I3aHHeﬁ K peajin3anun 06p830BaTeHLHLIX IporpaMM Ha MHBIX YCJIIOBUAX.

YO* — ycTHbIit orpoc

T3*** — ropueckoe 3aganue (TIPOEKT)

[T**** — npe3eHTaIUs

3.2. Cooepircanue oucuuniunsl

Pazgen 1. OcHOBHbBIE IPUHLIUIIBI TPOPECCUOHATBHON KOMMYHUKALIUU

Tema 1. Acnektbl npodeccuoHanbHOW KoMMyHHKauu. Llenb mpodeccroHanbHON KOMMYHHKALMH.
TpeboBanus k 3¢ (heKTUBHOMY MTOCIAHUIO.

Tema 2. bapbeps! 23¢dexkTrBHON NpodecCHoOHaTbHON KOMMYHUKAIIMK U TAKTUKU UX MIPEOIOJICHUSI.
Tema 3. Tunsl npodeccuoHaTLHON KOMMYHHKALINH.

Pazgen 2. CtpaTeruueckas MoJelb NpoQecCHOHANbHON KOMMYHUKAIMH (4acTh 1).

Tema 1. Beenenue B cTpareruueckyro Mojeins npodeccuonanbHoi kommyHukanuu. Konrect\cpena
KOMMYHHKAaIIUH.

Tema 2. Bo106op cpeicTB KOMMYHHUKAIIMM U BpEMEHHBIX napaMeTpoB. [IoHATHS KaueCTBEHHBIX U
KOJIMYECTBEHHBIX XapPAKTEPUCTUK MTOCIAHUS.

Tema 3. CtpykTypupoBanue 3p(GeKTUBHOTO OCTaHMUsL.

Pazgen 3. CtpaTteruueckas MoJelb NpoQecCuOHaNbHON KOMMYHUKAIUH (4acTh 2)

Tema 1. Ilopoxnenue 3 (PEKTUBHOTO MOCIAHMS : JIEKCHUECKHE, CHHTAKCUYCCKUE U CTHIIMCTHYECKUE
ACIIEKTHI.

Tema 2. IlpencraBnenue 3¢ @dexTuBHOTO mOCHaHus. Ponb HeBepOadbHOWM KOMMYHHKAIUU. THITBI
HeBepOabHON KOMMYyHHMKaluu. B3aumozeiictBue BepOoaabHOM 1 HeBepOaIbHOW KOMMYHHUKAIIUH.

Tema 3. Ponp u Tumnel ob6patHoil cBsizu. CriocoOBbl TOJSy4YEeHHsS] W OIEHKH oOpaTHOW cBs3u. OlieHKa
KOMMYHHUKaTUBHOH 3(h(heKTHBHOCTH

4. MarepuaJibl TEKyLIero KOHTPOJISA YCIIeBAeMOCTH 00y4ar0IIUXCs




4.1. B X0ac€ pfalmu3anun JUCHUIINIMHBI HCIIOJB3YIOTCA CICAYIOIHUEC MCETOIAbl TCKYIICTO KOHTPOJIA
YyCICBaCMOCTHU 06yqaronmxc51:

Tema u/unu pasoen Memoovt  mexkyweeo
KOHMPOJIsL yCnesaemocmu
OcHoOBHbIE IPUHIUIIBI TPOdecCHOHATbHON KOMMYHUKALIUU YO
Crparernueckas MoJieslb TPOpecCHOHATBHONH KOMMYHHUKALIUU u
(dactp 1.)
Crparernueckas Mojelnb Npo(ecCHOHAIBHOW KOMMYHHKAIIUU T
(dactp 2.)

4.1. TunoBble MaTepHAJIbI TEKYIIEr0 KOHTPOJIS YCIIEeBAEMOCTH 00y4aIOIIMXCH

Ouenounvle cpedcmea meKkyuiezo KOHmpoaa 01a ycmuozo onpoca (Tema 1)

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?

Barriers to Effective Communication

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

Could you think of other barriers to effective communication?

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

Ilpezenmayusa (Tema 2)

Tema : Profile Information
Format:

e Personal Data

e Qualifications

e Work Experience

e International Experience

e Relevant Skills

e Hobbies

e Ambitions and Expectations

Presentation Topics

1
2
3
4
5.
6.
7
8
9
1

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?
0. 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?

Mamepuan ona camoouenku kauecmea ycmuou kommynukayuu (13) (Tema 3)

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
I 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 |
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.

I1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28

29.

30.

31.

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

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 ()
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32. After a communication experience, I often think of what I should have
done differently to create a positive outcome.
YES NO @O

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

IIprMepbl OLlEeHKH Npe3eHTAlMHU\ POEKTAa
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 thetime [ | no [ ]
Did I have trouble expressing myself in English?

yes, all the time [ ] yes, most of the time [_] yes, some of the time [ ] no [ ]

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

| Look them up!

Parts of the presentation
Introduction Did I tell the audience the purpose of my talk? yes [ ] no [_]
Did I explain the structure of my talk? yes[ ] no [ ]
Did I tell the audience why the talk was relevant to them? yes[ ] no[ ]

* How can I improve the introduction?




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

12

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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®opmat npoexra (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:

o 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 “

Step 5. Evaluate Feedback. Handouts, checklists, oral assessment

5. Ouenounble MaTepHaJbl l'[pOME)KyTO‘lHOﬁ aTTeCTallum 10 JTMCHMIIJINHE

5.1 3auer npoBOIUTCS C MPUMEHEHHEM CIIEIYIOIIUX METO/IOB (CPENICTB): 3allliTa TBOPUECKOTO 3a/1aHus
(mpoekTa)
[Ipu mpoBeneHuu 3a4€Ta BO3MOKHO HCIOJIb30BAHUE IMCTAHIIMOHHBIX 00pa3oBaTENbHBIX TEXHOJIOTUN
(manee - J1IOT).
[Ipu peanmzanuu npomexytouHoi arrectaruu B DO/JJOT moryT OBITH MCIOJIB30BaHBI CIIECIYIONINE
bopMbI:
1.Ycrao B IOT — 3ammra TBOPUYECKOTO 3a/1aHUs (ITPOCKTA)

5.2. OneHo4YHbIe MATEPHAJIbI IPOMEKYTOYHOM aTTeCTAMHU

Komnonenm IIpomesxcymounwiii / knrouesou Kpumepuu oyenueanus
KOMnemeHyuu UHOUKAMOP OYECHUBAHUSL
YK-OC —4.2 | Cobmonaet TpeOOBaHUS K SA3BIKY H dopMuUpyeT KOMMYHHUKAIMIO, HMCXOId W3
dopme nenoBoro oOIIeHHs B nenei u CUTYallUH; UCTIOJIB3YyEeT
3aBHCUMOCTH OT periaeMoin KOMMYHHMKaTUBHO  TpUEMJIEMblE  CTWJIb
KOMMYHUKATUBHOM 3a7jauH. oOmieHus, BepOalbHBIE W HEBEepOATbHBIC
CpeICcTBa B3aUMOJICUCTBUS ¢ TapTHEPaMU

Tunosble OLeHOYHBIE MAaTEPHAJIbI IPOMEKYTOYHOM aTTeCTAllUH
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Tlepeuens 3a0anuti 0151 NOO2OMOBKU K 3ayemy

Skill Objectives. (3ananus k 3a4ery)
You should be able to:

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

A e A e

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.

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.

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.

IlIkana ouenueanusn

OneHka pe3yibTaTOB NPOU3BOAMTCA Ha OCHOBE OamibHO-pediTuHroBoil cuctemsl (BPC).
Hcnonb3oBanue BPC ocymiecTisercs B COOTBETCTBUU ¢ MpukazoM oT 06 centsOps 2019 r. Ne306 «O
IPUMEHEHUHU OaJUIbHO-PEUTHUHIOBOM CHUCTEMBbl OLIEHKU 3HaHUM oOyuwaronuxcs». bPC mo nucnumivze
OTpa’keHa B CXEME pPacuyeTOB PEUTUHIOBBIX OAIJIOB (J1ajee — CXeMa pacueToB).

Benymuit npenonaBarens TMCUUILUIMHBI pa3pabaThIBaeT CXeMy pacueTa peHTHHIOBBIX 0ajlioB IO
mucuuruinHe. CxeMa pacdyeToB (OPMHUPYETCS B COOTBETCTBUU C Y4YeOHBIM IUIAHOM, YTBEp)KIAeTcs
PYKOBOJMTENEM 00pa30BaTEIbHOIO HAMpaBICHHUSI U JIOBOJAUTCS JI0 CBEJEHUS CTYJEHTOB Ha IEPBOM
3aHATHM M0 JaHHOM aucuuiuinHe. Cxema pacueToB SIBJISIETCS COCTaBHOM yacThio paboueil mporpammbl
JUCIUIUIMHBL U COACPKUT UHPOPMAIIMIO O BUAAaX Y4eOHOH paldoThl, BUAAX TEKYIIEro KOHTPOJS, BUAE
NPOMEXYTOUHOHW aTTecTallud 1O JAWCHUIUIMHE, a Takke MWHYI HH(POpMAlMI0, BIMAIOLUIYI0 Ha
Ha4YUCJICHHE 0aT0B 00yJarOITUMCHI.

YcBoeHHE CTYICHTOM BCEro o0beMa AUCHUILTUHBI MaKCUMaJIbHO olleHuBaeTcs B 100 6amos.
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B HHCTUTYTC YCTAHABJIMUBACTCA CICAYIOIIAasd IIKajla IepeBOJa OLCHKH U3 MHOT00aJJIbHOM
CHUCTCMBI B CUCTEMY «3a4TEHO/ HE 3aYTCHO:

KoaunuyecTBO 0a71710B Onenka
51-100 3a4TEHO
0-50 HE 3a4TEHO
Onucanue cucmemvl OUeHUBCAHUS
OueHo4yHbIE Ioka3zaresm™ Kpurepun**
cpeacTBa OLIEHKH OLIEHKH
(dbopmbI TEKYIIIETO U
MIPOMEKYTOUHOTO
KOHTPOJIs)
Hocemenne 3ansatuit | Ipucyrcreue Ha | 30 6amnoB — MakcumyM (mpucytcTBue Ha 100%
3aHATHH 3aHATHI), OAJITBI HAUUCIISIOTCS TIPOTIOPLUOHAIBHO
KOJIMYECTBY MOCENMEHHBIX 3aHATHH.
YcTHbIH 01poc KOPPEKTHOCTH U | YpoBEHb TEOPETUUECKUX 3HAHUH 10 U3y4aeMOM
IIOJIHOTa OTBETOB JUCIUILINHE,
CTYACHTOB CrocoOHOCTh BHIETH MEKIUCIUTUTMHAPHBIE CBSI3H.

YMeHus aHanu3upoBaTh MPaKTUUYECKUE CUTYAIINH.
YMeHue nocTpouTh OTBET JIOTHYHO.

CriocoOHOCTh M31araTh MaTepual 4eTKO, CHO,
apryMEeHTHPOBAHO.

CriocoOHOCTh YMECTHO HCIIOJIb30BaTh
MH(OPMAaLIMOHHBIN U WUTIOCTPAaTUBHBIN MaTepHal.
Maxkcumym 10 6antoB (6 6amioB — co
3HAYUTENIbHBIMU HelouéTamu, 8 6aIoB — C
He3HAYUTEIbHBIMU HemouéTaMu, 10 O0amioB — 0e3
HEJI0YETOB),

[IpesenTanus

npaBuia oHOpMIICHHS
IIPE3CHTALINN;

JIOTHKA BBICTYIIJICHUS
COOTBETCTBHUE
KOMMYHHKaTUBHOMN
3ajaue,

TPAMOTHOCTh P4

CnocoOHOCTh coOMIOAaTh MpaBmiIa 0hOPMIICHHS
MPE3CHTAIMH;, BO BPEMsI BBICTYIUICHUS CTYACHT
JIOTHYHO CTPOUT MOHOJIOTHYECKOE BhICKa3bIBAaHHE B
COOTBETCTBMHU C KOMMYHUKATUBHOM 3aJa4eH,
JIEKCUYECKHE eTUHUIIBI U TPaMMaTHYeCKHe
CTPYKTYPBI HCIIOJIB3YIOTCS YMECTHO U MPAKTUICCKU
0e3 ommoOOoK, pedb MOHATHA U (POHETHICCKU
IpaMOTHA, cOOI0JaeTCs HEOOXOIMMBIN 00beM
BBICKA3bIBaHUS, COJICPIKAHUE BBICTYIIICHUSI HOCUT
3aHUMATENbHBIN XapaKTep.

Maxkcumym 10 6aoB (6 6am1oB — co
3HAYUTENIbHBIMHU HeJouéTamu, § 6ayuioB — ¢
HE3HAYUTEIbHLIMA HegouéTaMmu, 10 OamwioB — 6e3
HEJI0UETOR),

TBopueckoe 3ananue

CooTtBercTBHE
(dhopMabHBIM
TpeOOBaHUSAM
CooTtBeTcTBHE
COJIePKATEIIBHBIM
TpeOOBAHMSM.

Ilonumanue BCEX

[IpoeKT TMOJHOCTBIO COOTBETCTBYET TpeOOBAHHSIM
Kak B (pOpMaJIbHOM, TaK U B COJICPIKATEIHLHOM ILJIaHE.
CTyleHTBI IEMOHCTPUPYIOT MOJIHOE TIOHUMAaHUE BCEX
JTaIloB.

Makcumym 20  OGamoB (8  OamioB  —  co
3HAYUTEALHBIMA  Hegouéramu, 10 OamwioB — ¢
HE3HAYUTEIbHBEIMH Hemouéramu, 20 OawioB — 6e3
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ITAINoB npoliecca | HeIou€ToB),
KOMMYHHKAIH
3auér KOpPPEKTHOCTh U | OTBET, NOATBEPKIAIOIINNA 3HAHUS B paMKaXx JICKIIM,
II0JIHOTA OTBETOB | 0043aTENbHOM M JIOMOJHUTEIBHONW JIUTEpaTyphl, C
CTYJICHTOB 3JIEMEHTaMU  CaMOCTOsITeNIbHOrO aHanuza (27-30
JIOTHKA OTBETa 6aJI0B)
rPaMOTHOCTb PEYU
[Tonumanne BCEX | OTBET, NOATBEPKAAIOLINM 3HAHUS B paMKax JIEKLIMH,
JTaNoB npouecca | 00sA3aTe’abHON U JTOMOJIHUTEIBHONW JuTepaTypsl (22-
KOMMYHHKAIUH 26 6am1oB)
OTBET, MOATBEPKAAIOIINN 3HAHUS B paMKax JIEKLIAN
u oOs3arenbHON auTepaTypsl (1-21 6ann)

6. MeToanuecKkue MaTepuajbl 1Jd OCBOCHUA TUCIHUIIIMHBI

Kypc «OcHOBBI mpodeccnoHalbHONH KOMMYHHKAI[MM» SIBIAETCS BaKHBIM OTAallOM 3HAKOMCTBA
CTYACHTOB C PpPAa3JIMYHBIMHU aCIICKTaMU KOMMYHUKaAllUU B Hqu)CCCI/IOHaJIBHOI\/JI cpeac, KOTOPLBIC
paccMaTpuBalOTCd B paMKax Kypca. OTOT KOMIUIEKC 3HAaHMH M HaBBIKOB YPE3BBIYANHO BakeH W
aKTyajieH s 23QPEeKTUBHON NeATETHHOCTH JFO00TO CIICIHATNCTA.

Kypc mpezacraBiasieT OCHOBHBIE TNPUHOUNBI W MeToAbl  d(h(eKTHBHOW mNpodeccCHOHATHHON
KOMMYHHKAIH B BUje CTpaTernueckoi Moie I KOMMYHUKAIIMHU, COCTOSIIEH U3 MSTH 3TAIoB.

Kypc cocrouT u3 AByX B3aUMOCBSI3aHHBIX YacTei: TEOPETHUECKOW cocTaBisitomen (9 nekuwii) u
MPaKTUYECKON cocTaBstomeH (9 mpakTHUeCcKuX 3aHsATHH ).

B Xoac J'IGKLII/Iﬁ HCO6XO,Z[I/IMO BCCTH KOHCIICKTHI. PCKOMGH,Z[yeTCH BHHUMATCJIbHO U3Yy4YaThb IMPHCHLIACMBIC
npenoaaBaTeyicM KOHCIICKThI JIGKIII/If/'I " 3aJlaBaTb BOINPOCHI IO IMOBOAY BO3HHMKIIHUX CIIOJKHOCTEH B
MMOHUMAaHHUHN\ BOCIIPUATHUU HOBBLIX TCPMHUHOB Ha MMPAKTHYCCKUX 3aHATHUAX.

B Xope npakTHYeCKHUX 3aHATUH CTYACHTBI 3HAKOMATCA C PEKOMEHJALMSAMHM II0 COCTaBICHUIO H
IIPEJICTaBICHUIO MTPE3EHTALMM, B YACTHOCTH NMPOQPUIBHOM Mpe3eHTalMH, pa3padaTbiBalOT MPE3EHTALIUIO
M BBICTYNAIOT C HEM HA NPAKTHUYECKOM 3aHATHM II0CJIE€ INPEJBAPUTEIBHOW KOHCYJNbTALUU C
IIPENOAABATEIIEM.

PexoMeHnyeTcsi pyKOBOJICTBOBATHC MPUCHUIAEMBIMHE TMPETIOaBaTEeNIIM peKoMeHanusaMu .Heo0xoamumo
elme pa3 TPOCMOTPETh MaWepUaNlbl JICKIMH, WMEIONIHE HEMOCPEACTBEHHOE OTHOIICHHUE K
CTPYKTypUpOBaHHIO  3()PEKTUBHOrO  TMOCIAHUs, DJIEeMEHTaM HEBEepOATbHOW  KOMMYHHKAIUH,
BU3yalM3aluu, U T.JA. [Ipe3eHTanuu TpPOBOJUTCS TONBKO TOCIE KOHCYJBTAIlMH C IPETOJIaBaTeIIeM.
Htornm mpe3eHTaMu OOCYXKTAIOTCS B XOJI€ MPAKTHYECKOTO 3aHITHS HAa OCHOBAHUHM HWMEIOIIUXCS
KPUTEPHEB OIICHKH.

BaxHbIM 3Tanom kypca siBisiercss paboTa Hajl IPOEKTOM, LENbI0 KOTOPOIo SIBJISETCS peaau3alus AT
ATAIOB CTPATErMUYECKONW MOJIEM KOMMYHUKAIMH. CTyIeHTHl pa0oTaroT B TPYIIax OT ABYX JIO YETHIPEX
YEJIOBEK, IOATAIHO PACKpbIBas Ka)KIblM 3Tall MOATOTOBKM KOMMYHHMKAIMM, a 3aTEM OCYLIECTBIIAA
YETBEPTBIN €€ JTall — IPE3CHTALMIO HA OJIHY U3 NIPEUIOKEHHBIX MTPENOIaBATEIIEM TEM.

Bech mpoekT mpenacTaBisieTcst ocae KOHCYJIbTalui ¢ mpernoaasareneM. [locnenuuit atan , «OOparHas
CBA3b U €€ OLIEHKa», peaJu3yercs IOcCie MPEe3eHTAlMN MpPOeKTa: MpernojaBaTed W CTYJEHTHI
OIICHUBAIOT MPOEKT COTJIACHO MPEIJIOKEHHBIM KPUTEPHUSIM.
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Jlist  ycmemiHOW peanmu3aliii MPEeKTa HEOOXOAMMO BHHMATEIHHO W3YYUTh BCE PEKOMEHIAINH,
npejiaraeMbple TperojaBaTeseM, 4YeTKO KOOPAMHHUPOBAaTH BCE OTambl paboThl U CcOONMIOAATh
YCTaHOBJICHHBIE CPOKH IMTPEACTABIICHUSI MATEPUAJIOB.

Kypc 3aBepiaercst 3aueTom, peycMaTpUBaIOIINUM Oecey 10 IBYM U3 MPEAJIOKEHHBIX 25 BOIIPOCOB U
OTBET Ha JBa JIONOJHHUTENbHBIX BoIlpoca. Bompochl Kk 3aueTy NpeACTaBISIIOTCA CTYACHTaM B XOJe
NEPBBIX NPAKTHUYECKUX 3aHATUN. PekoMeHayeTcss oTMeuaTb B KOHCIEKTax JIEKIUH MaTepual,
COOTBETCTBYIOLIUI KaKOMY BOIPOCY, YTO OOJIETYUT MOJTOTOBKY K 3a4eTy.

WToroBasi OIEHKAa BKJIIOYACT IOCEIAEMOCTh JIEKUMH M mpakTHueckuX 3aHiATuil (30 MyHKTOB),
npodunsHyto npesenraiuio (10 mynkroB), mpoekt (30 myHkToB) 1 3a4eT (30 MyHKTOB).

PexomMeH1anmu 1o moaroToBKe, COCTABJEHHUIO U OLlEHKe MPO(ecCHOHAILHOM Npe3eHTaAIlUN.

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

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

Place / Room:

Room set-up:

Equipment needed:

Isitavailable? [ ]  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 [ ] atend 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? []



19

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.

Highlight one important point.

20

| 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).




Explain the significance.

Make your final statement.

Invite questions.

Dealing with questions

What questions can [ expect?
1

How can I answer them?

2

21



| 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.

22
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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?

24



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.

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
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So, if I understood you correctly, you would like to

know whether ...

I'm now approaching/nearing the end of my
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, ...

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.

Clarifying questions

I'm afraid I didn't (quite) catch that.
I'm sorry, could you repeat your question, please?



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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IJIAHBI MIPAKTUYECKHUX 3AHATUI
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 npakmuuecKkomy 3aHAmMuUIO:
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 RPAKMUYUYECKOMY 3AHAMUIO:

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?

3aodanue Kk npaxmuueckomy 3aHAMUIO:
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?

3aoanue K RPAKMUYUYECKOMY 3AHAMUIO:
L4 Kaxcz[a;{ KOMaHa MpeACTaBJIACT CBOC BUACHUC JAHHOTO 3Talla KOMMYHHKAIIUH.

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.

7. YueOHas auTeparypa u pecypcbl HH(POPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH
HNurepHer

7.1 Ocnoenas numepamypa

1. Access to the World of Business and Professional Communication. Study Guide for Blended
Learning. Step I (Modules I and II) : yue6Hoe moco6ue / T. C. Ilytunosckas, B. H. 3aiinesa, E. C.
[TaBmrok [u ap.] ; mox penakuueit T. C. IlytunoBckoi. — Mocksa : At [1u Ap Meaua, 2020. —
166 c. — ISBN 978-5-4497-0267-8. — TeKcT : 3JIeKTpOHHBIH // DIEeKTpOHHO-ONOIHOTeYHAs
cuctema IPR BOOKS : [caiit]. — URL: http://idp.nwipa.ru:2067/94721.html

7.2 [lononnumenvnas numepamypa

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.

7.3 Hopmamuenvle npasogvie 00OKyMeHmbl U UHAA RPABOEAA UHPOpMAU U
He ncnons3yercs

7.4Yueono-memoouueckoe obecneuenue 011 camocmoamenbHou padomaol

UEfAP  Academic  Writing  Files.  Vocabulary = Exercises  for ~ AWL.www.
Cambridge.org/elt/dynamicpresentations.
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7.5. Humepuem-pecypcut

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

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

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

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

5. CnoBapu uznarenbcrBa Cambridge University Press. [DnexkTponHsliil pecypc]. Pexum
noctyna: URL: http://dictionary.cambridge.org

6. CnoBapu uznarenbctBa Macmillan. [DnexTponnsiit pecypc]. Pexum noctyna: URL:
http://www.macmillandictionary.com

7. CupaBounsiii moptan cinoBapeit m3gatenbeTBa Oxford University Press. [DnexkTpoHHBII
pecypc]. Pexum noctyna: URL: http://www.askoxford.com

8. Yourdictionary.com I[Toprtain cioBapeii (TMHTBUCTHYECKUE, TEPMUHOJIOTHUIECKUE CIIOBAPH
AHIJIMHACKOTO sI3bIKA) [DNeKTpoHHbIH pecype]. Pexxum nocryna:
URL:.http://www.yourdictionary.com

9. bubnuoreyno-cnpaBouHblii moprain Library Spot. [OnekrponHslit pecypc]. Pexxum nocrymna:
URL: http://www.libraryspot.com

10. Te3aypychsl Ha cripaBOYHO-00pa3oBarenbHOM nopraie LibrarySpot. [DnekTpoHHbIH pecypc].
Pexxum noctyna: URL: http://www.libraryspot.com/thesauri.htm

11. Professional Communication . [9nekTpoHHbII pecypc]. Pexxum nocryna:
URL:https://wikieducator.org/

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

13. Fluent English — ob6pa3oBatenbHblii TpoeKT. [DnekTpoHHbI# pecypc]. Pexxum noctyma: URL:
http://www.fluent-english.ru

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

Terms, 2015. [D71eKTpOHHBIH pecypc]. Pexum JIOCTYyTIa URL:
http://grammar.about.com/od/pg/g/Professional-Communication.htm
http.//faculty.ucr.edu/~hanneman/nettext/C7_Connection.html

Caiit HayuHnoii 0ubmorexu C3UY http:/nwipa.ru

1. Dnexmponnvlie yuebHuKu dIMEKTPOHHO - OnbIMoTeuHoi cuctemsl (ObC) «AbyKe»

2. DnexmponHvie yueOHuUKU dNEKTPOHHO — OubnuoreyHoi cuctemsl (ObC) «JIaHby

3. Hayuno-npakmuueckue cmamvu no ¢punancam u meneoxrcmenmy V31aTenbcKkoro joma
«bubanoreka I'pebeHHNKOBAY»

4. Cmambu u3 nepuoouyeckux u30anuil N0 0OWeCmMEeHHbIM U SYMAHUMAPHLIM HAYKAM
«HcTt - Bbro»

5. Ouyuxnoneouu, crosapu, cnpasoyruxku «PyopuKon»

6. Anznoazwviunvte pecypcot EBSCO Publishing- oocmyn k myromuoucyuniunaprvim
NOTHOMEKCMOBbIM 0A3aM OAHHBIX PA3IUYHBIX MUPOBLIX UZ0AMENbCIE NO OU3HECY, IKOHOMUKe,
Gunancam, byxeanmepcromy yuemy, 2yMaAHUMAPHBLIM U eCIeCMEeHHbIM 001ACMAM 3HAHUL,
pedhepamam u NOIHLIM MeKCMam RYOIUKAUUTL U3 HAYUHBIX U HAYYHO—NORYIAPHBIX HCYPHATIO8.

7. Emerald- kpynuetiuiee muposoe uzoamenbcmeo, cneyuaiusupyroueecs Ha
NEKMPOHHBIX HCYPHANAX U 6A3AX OAHHBIX NO IKOHOMUKE U MEHEOHNCMEHMY.
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7.6 Huwte pecypcot
He ucnons3yrotcs

8. MarepuajbHO-TeXHHYecKas 0a3a, HHPOPMALMOHHBIEC TEXHOJOTHH, IPOTPAMMHOE
olecrieyeHre U HH(POPMAIMOHHBIE CTIPABOYHbIE CHCTEMbI

Kypc BritoyaeT ucnoib3oBaHMEe MporpammHoro otecrneuenus Microsoft Excel, Microsoft
Word, Microsoft Power Point mi1s NOATOTOBKM TEKCTOBOIO M TaOJIMYHOTO Marepuana,
rpadudeckux wutocTpanuid. [Iporpamma « AHTHILIArUaT.

Metoabl  00y4eHHs TPEANOJIaraloT  HUCIOJNb30BaHHE HMH(OPMAIIMOHHBIX — TEXHOJOTHI
(KOMITBIOTEPHOE TECTUPOBAHKE, JEMOHCTPALIUS MYJIbTUMEIUHHBIX MATEPUAIIOB).

3aneiictBoBaHbl VIHTEpHET-CEPBUCHI M AJIEKTPOHHBIE PECYpChl  (ITOMCKOBBIE CHUCTEMBEI,
AJIEKTPOHHAS 1M0YTa, MPO(ECCHOHATBHBIE TEMaTHYECKUEe 4YaThl M (DOPYyMBI, CHCTEMBI ayano H
BUECO KOH(EpEeHUMH, OHJAaWH OSHUUKIONEANH, CIPABOYHUKH, OUOIMOTEKH, 3JIEKTPOHHBIE
y4eOHbIE U YUeOHO-METOUIECCKHNE MaTePHaIIbI ).

Komnvromepnvie u uH@opmayuonHO-KOMMYHUKAMUBHbLE CPEOCMEA.
Texnuueckue cpedocmea 06yyeHus.

Ne /1 | HaumeHoBauue

1. Cneunanu3upoBaHHbIE 3aJIbI ISl IPOBEACHUS JICKIIUMI:

2. Crenmanu3upoBaHHasi MEOEIIb U OPTCPEACTBA: Ay IUTOPUH M KOMITBIOTEPHBIE KIACCHI,
000pYyI0BaHHBIE MTOCAIOYHBIMH MECTAMU

3. Texaudeckue cpeacrBa oOydeHwus: [lepcoHalbHBIE KOMITBIOTEPHI; KOMITHIOTEPHBIC

MPOEKTOPHI; 3BYKOBHIE JTWHAMHUKH; MPOTPAMMHBIC CPEICTBA, OOECIEUYHUBAIOIINE
MIPOCMOTP BUE0(aNIIOB.
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