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1. EXPLANATORY NOTE

1.1. The tasks and objectives of the module

The objective of the module "Business Communications in HRM in foreign language" is to
train graduates who are able to competently organize and manage the process of business
communication (personal and in the organization) on the basis of the acquired knowledge, skills

and abilities.

Tasks:

- to study the role and influence of the communication process in the organization's activity
system (external and internal environment);
- to learn the special aspects of communicative and communication processes;
- to familiarize students with the technology of communication management;
- to master oral (speech) and written, electronic business communication.

1.2. IlepeyeHb NIIaHUPYEMBbIX Pe3y/IbTATOB 00y4YeHHs M0 JUCHUILIHHE,

COOTHECECHHBIX ¢ HHAUKATOPAMH NO0CTH/KCHUSA KOMIIETeHIIUH.

Komnerenuus HNuaukaropbl Pe3yabTarbl 00yueHus
(ko u KOMIIeTEeHII Ui
HAaUMEHOBAHHE) (Koa ¥ HANMEHOBAHME)
VYK-4 -Cnocoben | YK-4.1 — Brnageer 3HaTh:
OCYIIECTBIISATh CUCTEMON HOPM - UH(pOPMALIMOHHO-KOMMYHHKAIIHOHHBIE
JICJIOBYIO pyccKkoro TEXHOJIOTUU TIPH MTOUCKE HEOOXOTUMOM
KOMMYHUKAIUIO B | JIUTEPATypHOTO U uHbOpMAINH B MPOIIECCE PEIICHUs CTaHAAPTHBIX
YCTHOU U HOpMaMH HHOCTPAHHOTO | KOMMYHUKATHBHBIX 33129 JUTSI IOCTYKESHUS
MUCHbMEHHOU A3bIKa, CIOCOOEH npoecCHOHANBHBIX 1eJIel Ha TOCYITapCTBEHHOM U
dbopmax Ha JIOTUYECKHU U WHOCTPaHHOM (-bIX) SI3BIKAX
TOCYAapCTBEHHOM | TpaMMaTU4YeCKH BEPHO YMmeTh:
SI3BIKE CTPOUTH - HCIIOJIb30BaTh HH(POPMAIIMOHHO-
Poccwuiickoit KOMMYHHKAIHIO, KOMMYHHKAIIMOHHBIE TEXHOJIOTUH TIPH TMTOUCKE
®denepanuu u UCTIONB3Yys BepOallbHbIC | HE0OXOaUMO HH(OPMAITUH B TIPOIICCCE PEIICHHUS
WHOCTPaHHOM(BIX | U HeBepOaIbHbIE CTaHJapPTHBIX KOMMYHUKATHUBHBIX 33124 JISI

) si3bIKe(ax)

cpencTBa
B3aUMOJICHCTBUS

JOCTIKEHUS POPECCUOHATLHBIX TIeNIeH Ha

TOCYIapCTBEHHOM M HHOCTPAHHOM (-bIX) SI3bIKaX
Buaaners:

- HaBBIKAMU MCITOJIb30BaHUS HH()OPMAIITMOHHO-

KOMMYHI/IKaIII/IOHHBIe TCXHOJOTUN HpPI IIOUCKE

He00X0MMMON HH(OPMAITUHU B TIPOIIECCE PEIICHUS

CTaHIlapTHBIX KOMMYHI/IKaTI/IBHI)IX 3ada4 dJIst




JOCTHXKEHUS POo(heCcCHOHANBHBIX IIeIei Ha
TOCYIapPCTBEHHOM M HHOCTPAHHOM (-bIX) SI3bIKaX

1.3.MecTo aucuMnJMHbI (MOYJIsl) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOM NPOTrPaMMbI

Huctunnuaa  “busHec-koMMyHHMKanuu B cepe ympaBieHHs TIEpPCOHAJIOM  Ha
MHOCTPAHHOM SI3bIKE» BXOIUT B 00s3aTENbHYIO YacTh biioka 1 0OCHOBHBIX AUCHHUIUIMH Y4eOHOTO
1aHa obpa3oBarenbHO mporpamMmbl OakanaBpuara (b1.B.25) mo HampaBlieHHIO MOATOTOBKH
«YnpaBiieHHE NTEPCOHAIIOM B MEXIYHAPOIHBIX OPTaHU3ALUAX).

JucuunnuHa peanusyercd Ha (pakynpTeTe ympaBieHHs Kadeapoil opraHu3alnroHHOTO
pa3BUTHSL.

Jlist OCBOGHUS JHUCHUIUIMHBI HEOOXOAMMBI KOMIIETEHIINH, CQOPMHpPOBAHHBIE B XOIE
W3y4YeHHsS TUCHUIUIMH «THOCTpaHHBIN A3bIK», «J]€T0BOM MHOCTPaHHBIN S3b1K», « MHOCTpaHHBIN
S3BIK: MPAKTUKA YCTHOM peuu B cdepe yNnpaBlIeHUs MEPCOHATOMY», « YIIpaBIeHHE EPCOHATIOM,
«YnpaBieHWe  COLMAJIBHBIM  Pa3BUTUEM  OpraHM3alMW», pealu3yeMblX B  paMKax

00pa3oBarenbHOM MporpaMmbl OakagaBpuara.

2. CTpyKTYypa AMCUUIIMHBI
OOm1ast TpyI0EMKOCTh TUCIUILTMHBI COCTABISET 6 3.€., 216 akajgemMudeckux yaca (OB).

CTpyKkTypa TUCHMILVIMHBI J1J151 04HOH (popMBbI 00yUeHH s

O0beM AuCHUIUIMHBI B (pOpME KOHTAKTHOW PaOOTHI OOYyYArONIMXCSA C MEAarornueCKuMu
paboTHUKaMH U (WJIM) JULAMH, TPUBJICKAEMbIMU K peanu3alniu o0pa3oBaTeIbHON MPOrpaMMbl
Ha MHBIX YCJIOBUSX, IPU MPOBEJCHUN YUEOHBIX 3aHITHI:

Cemect | Tum y4eOHBIX 3aHATUN KonunuectBo
p 4acoB
5 Jlekuun 42
6 Cemunapsl/maboparopHbie pabOTHI 42
Bcero: 84

O6beM qUCHUIUIMHBI (MOLYIsl) B (hOpME CaMOCTOSITENbHOM paboThl 00yYarOmuXCcs
cocrasisieT 114 akagemuueckux yaca(oB).




CTpyKTypa IMCUMILIUHBI VIS O4HO-3204HOI (pOPMBI 00yUeHUs

O0beM AUCHUIUTMHBI B (pOpME KOHTAKTHOW PabOTHI OOYyYaroNIMXCsS C TMEAarormuecKuMu
paboTHHKaMH W (WJIM) JIUIIAMH, TIPUBJICKAEMBIMU K pean3aiii o0pa3oBaTeIbHON MPOrpaMMBbl
HA WHBIX YCJIIOBUSX, PU MPOBEICHUN YUCOHBIX 3aHITHIA:

Cemect | Tum y4eOHBIX 3aHATHN KonunuectBo
p 4acoB
6 Jlexkun 24
7 Cemunapsl/mabopaTopHbie padOThHI 24
Bcero: 48

OObeM IUCIUIUIMHBL B OpPME CaMOCTOATENILHON Pa0OThl 00y4JaronIMxcst cocTasusier 132
aKaJeMUYECKHX Yaca).

3.Conepxxanme U CHUNITHHBI

1. The specifics of Business Communication

1. Special aspects of Business communication.?

2. The importance of effective communication at work.

3.Types of business communication.

4. Methods of business communication

5. How to improve business communication skills at the company

6. What makes business communication effective.

2. Internal and external business communication

1. Upward communication: (hierarchy , top-level executives or business owners)
2. Downward communication

3. Lateral communication: (interactions between team members or leaders of equal standing)
within the organization.

4. Individual communication, mass communications.
5. Advertisements, blog posts

3. Methods of business communication.


https://www.grammarly.com/business/learn/effective-business-communication/
https://www.grammarly.com/business/learn/business-communication/#improve-communication
https://www.grammarly.com/business/learn/business-communication/#methods-communications
https://www.grammarly.com/business/learn/business-communication/#types-communication
https://www.grammarly.com/business/learn/business-communication/#importance-communication
https://www.grammarly.com/business/learn/business-communication/#what-is-business-communication

1. In-person vs. remote communication.

2. Synchronous vs. asynchronous communication.

3. Synchronous - phone calls, video conferences, and instant messaging.

4. Asynchronous - email, text support, and connecting through project management platforms.

5. Clichés, etiquette. (speech patterns)

4. Verbal, written, and visual communication

1. Verbal communication

2. Written communication (e-newsletters or reports)
3. Word choice and structure

4. Visual communication Print and television advertisements (sign language).
5. Advertisements ways of share information and convey brand personality.

6. Blogs and other website content. (content for targeting current and potential future
employees).

5. Companies and careers (internal communication)

1. Company structure. (examples of a job-analysis and job-description)

2. In-house staff or freelancers (current issues — remote and hybrid employment)
3. Best ways to communicate (verbal/written/visual — memoranda, reports)

4. Draft a job-description.
5. Draw up employment contract (discuss clauses for an employment contract)

6. Telephoning. (Video-conferences)
1. Arrangements and ending calls (Set phrases)

2. Making arrangements. Closing the conversation. Changing arrangements. Staying in touch
(Formal and informal register)

3. Video-conferences.

4. Lexical means and patterns.

7. Presentations.



1. Public speaking. Laws of public speech. Business rhethorics..

2. Psychology of business communication.

3. The impact on the audience. The body of the presentation — 3 K
4. Speech management strategy. Composition and style of speech.
5. Formulas of logical persuasion. Construction of argumentation.

6. Closing and dealing with questions. Tactical methods of using arguments and formulas of
logical persuasion.

7. Intercultural aspects.

8. Meetings

1.Types of meetings.

2. The role of the chairman. Opening the meeting: Running the meeting .Follow-up.

3. Asking for and expressing opinions. Agreement and disagreement. Discussion techniques.

4. Interrupting, referring back, checking understanding, avoiding confrontation. Agreement,
consensus or compromise. Concluding .

5. Lexical means and clichés.

4. OBPA3OBATEJIBHBIE TEXHOJIOI'MH

I[JISI MMPOBCACHHUA yqe6HHx 3aHSATHU 110 AUCHUIUIMHE HCIIOJIB3YIOTCA PAa3JIMYHBbIC
oOpa3oBareibHbIC TeXHONOTHH. [l opraHW3amuum ydeOHOTo TMpolecca MOXKET OBITh
HCITIOJIb30BaHO AJIEKTPOHHOE 00yUYEeHHE U (MJIN) TUCTAHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTUH.

Ne HaumeHnoBaHue Buasbi yueOHoi Nudopmanuonnsie u
n/n pa3nena padoThbI oOpa3oBare/ibHbIe TEXHOJIOTHH
1 2 3 4

Business Communication in HRM

1 | | Jlexmus 1 Jlexuus-Bu3yanusamnus ¢ 3JI€MEHTaMU




Cemunap 1

JICKIUH JUCKYCCHU

The specifics of | CamocrosarenbHa | [loaroroBka K CEeMHUHAPCKUM
. s pabora 3aHATUSAM
business
CemuHap-aucKyccus
communication Pabota B nHpopmMannonHoit 6aze
3HaHui 1 [P-xenmuHr
Jlekius 2 Jlexuus-Bu3yanu3anus ¢ dIeMEHTaMH
Internal and  external CemuHap 2 JICKITUHU JTUCKYCCUU
business CamocrositenpbHa | [ToAroToBKa K CEMHHAPCKUM
communication 1 pabota 3aHATUAM
CeMuHap-1ucKyccus
Pabota B undopmanmonHoi 6aze
3HaHUU U [P-xennuHr
Jlexmusg 3 Jlekuus-Busyanuzanus ¢ JEMEHTaMuU
Methods of business | Cemunap 3 JIEKLHUH TUCKYCCUU
communication CamocrositenbHa | [ToaroroBka k ceMUHAPCKUM
s paboTa 3aHITUAM
CemMuHap-UCKyCCHsl
Verbal, written, and Jlexmus 4 Jlexuus-Bu3yanuszanus ¢ 3JIeMEHTaMHU
visual communication | Cemunap 4 JIEKLUU JUCKYCCUU
CamocrositennbHa | [ToAroToBKa K CEMHHAPCKUM
s paborta 3aHATUAM
CeMuHap-nucKyccus
Companies and careers | Jlekmus 5 Jlexius-Bu3yanu3anus ¢ dIeMEHTaMH
(internal Cemunap 5 JIEKIIMH TUCKYCCHH
communication) CamocrositennbHa | [ToAroToBKa K CEMHHAPCKUM
s pabora 3aHATHUSAM
CeMuHap-uCcKycCcHst
).
Telephoning.  (Video- | Jlekmus 6 Jlexius-Bu3yanu3anus ¢ SIeMEHTaMH
conferences) Cemunap 6 JIEKIIUU TUCKYCCUU
CamocrositennbHa | [ToAroToBKa K CEMHHAPCKUM
s pabora 3aHITUAM
CemMuHap-1uckyccus
Presentations Jlexmus 7 JleK1usA-BU3yaIN3aIus ¢ 3JIeMEHTaMH
Cemunap 7 JIEKIUH TUCKYCCUU
CamocrositenbHa | [ToaroroBka Kk cCEeMUHAPCKUM

s pabora

3aHATUAM




CemMuHap-nuckyccus

Meetings
8 Jlexuus 8 Jlexuys-Bu3yanusanus ¢ JIEMEHTaMU
Cemunap 8 JIEKIIUU TUCKYCCUU
CamocrosarensbHa | [ToaroroBka Kk ceMUHapCKUM
s pabora 3aHATUSAM

CemMuHap-nuckyccus

5. OHEHKA INIJNIAHUPYEMBbIX PE3YJIBTATOB OBYUEHUA
5.1. CucTteMa oneHUBAHUSA
TekyIui KOHTPOJIb YCIIEBAEMOCTH CTYJICHTOB IMTPOBOIUTCS B (DOPME OIEHKH ITOATOTOBKH

K CEMHHapaM, KOHTPOJIbHbIM pa60TaM, BBIIIOJIHEHHUIO CaMOCTOSATEIbHBIX 3aJaHMH. HpOBOI[I/ITCH

oreHka B Oamax. [Ipomexxyrouynas arrecranus IpoBOAUTCS B (hopme IK3aMEH.

MakcumajanHoe

KOJMYeCTBO 0aJ1J10B

Dopma KOHTPOJISA 3a ogny Bcero
padoty

Texy1muii KOHTPOJIb:

- onpoc 5 GamioB 30 6amioB
- yuacmue 6 OUCKyccuu Ha cemunape | S 6amioB 10 6ammoB
- KOHMPONbHBI ONPOC 10 6amnoB | 10 6amnos
- npakmuyeckoe 3a0anue 10 6amnoB | 10 6amios
[IpomexxyTouHas artecTanus 40 GamioB
DK3aMeH

Hroro 3a cemectp 100 6ammoB

[Tomy4yeHHBIN COBOKYITHBIN pe3y/bTaT B OaJljlaX KOHBEPTUPYETCS B TPATUITUOHHYIO IIKATY
OIICHOK M B IIKaJTy OIIEHOK EBporieiickoii cucTteMbl mepeHoca u HakoruieHus: kpeautos (European

Credit Transfer System)ECTS, B cooTBeTcTBHHM € TabIUIIEiH

HIKAJIbI

100-0ananHas ToaaHIMOH A IHKAA MIxamna
HIKAJIa pain ECTS
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95-100 A
8304 OTIIMYHO B
68 — 82 XOpOLIO 3a4TE€HO C
56 - 67 D
50_55 YIAOBJIETBOPUTEIBHO E
20-49 HEYIOBIETBOPUTENIBHO HE 3a4TECHO FX

0-19 F

[TpomexxyTouHasi arrectanusi (dK3aMEH )IPOBOAUTCS B (OpME WUTOTOBOM MHUCHMEHHOM

paboTHL.

IIpu  npoBeneHMHM  IPOMEKYTOYHOM — arTeCTalMd  CTYAEHT  JOJDKEH  IPOUTH

tectupoBanue(20 6aioB) U OTBETHTHh Ha TEOPETHUECKHUI BoTipoc (20 6aioB).

Tect nng mpoMeKyTOUHOM aTTecTauu BKItodaeT 40 BOPOCOB: 32 KaX bl MPaBUIIbHBII

orBeT Haumciseres 0,5 Oamna.

HpI/I OILICHUBAaHUU OTBETA HAa BOIIPOC YUYHUTHIBACTCA:

- TEOPETHYECKOE COZIepIKaHNe He OCBOCHO, 3HaHUE MaTephasia HOCUT (parMEeHTapHBINA XapakTep,

HaJIM4YKe 3HAYUTEILHOTO Yrciia om0k B oTBeTe (1-8 6anmion);

- TEOPeTHUYECKOE COJEepXKAaHWE OCBOEHO YAaCTMYHO, JOMyILIeHO Oomee Tpex omubok (9-12

0aoB);

- TCOPECTUUCCKOC COACPKAHMUEC OCBOCHO IOYTHU IMOJHOCTBHIO, JOIMYHICHO HE Ooiee OHHOfI-HBYX

OImMOO0K, HO O0YYAIOUTUICS CMOT ObI KX UCIIPABUTh caMoCcTOATENbHO (13-16 GamioB);

- TCOPETUUYCCKOC COHACPI)KAHNEC OCBOCHO IIOJIHOCTBIO, MOTYT OBITE AONYHICHBI OIHA-IABC

Hetounoctu (17-20 Gamos).

5.2. Kpurepum BbICTaBJIEeHUS OLIEHOK

Banapl/ OuneHka no
HIkana ECTS | aucuuminue

Kpurtepun oneHKH pe3yJbTaToB 00y4eHHsI 110 AUCHHUILIMHE

100-83/A,B «OTIINIHOY/
«3a4TEHO
(oTm4aHO)»/

«3a4YTCHO»

BricTaBnsercs 06yqa10meMyC$1, €CJIIn OH FJ'Iy6OKO U IPOYHO YCBOWJI
TeOpeTI/IquKI/Iﬁ Marepuall, MOXCT IMMPOACMOHCTPHUPOBATE 3TO HA 3aHATUAX
n B XOAC HpOMG)KyTO‘-IHOﬁ arTeCTanuu.

OO6yyaromuiicss HcUepNbIBAIOIIE U JIOTHYECKH CTPOITHO M3/araeT yuyeOHbIi
Marepuay, yYMEET YBS3bIBaTb TEOPHUIO C TPAKTUKOW, CIPABISAETCS C
pelieHreM 3a/1a4 MpohecCUOHANTBHOM HAMIPAaBICHHOCTH BBICOKOTO YPOBHS
CJI0)KHOCTH, MPaBUJILHO 00OCHOBBIBAET MPUHSTHIEC PELLICHUSI.

CB0OOIHO OpUEHTHUPYETCS B yUeOHOU 1 MpodeCCHOHATILHOM JIUTepaType.
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OneHka MO MAWUCHUIUIMHE BBICTABIISETCS OOYYAIOLIEMYCSl C Y4YETOM
pe3yIbTaTOB TEKYIIEH U MPOMEKYTOUYHOMN aTTECTAINH.

KoMmnerennum, 3akperjieHHble 3a JUCLHUIUIMHOW, C(HOPMHUPOBAHBI Ha
YPOBHE — «BBICOKHIN.

82-68/ C

«XOpOILO»/
«3a4TEHO
(xoporto)»/

«Ba4YTCHO»

BricTaBmsiercst  oOydaromiemycsi, €ClIM OH 3HAeT TEOPEeTUYCCKUU U
NPaKTUYECKU Marepual, TPaMOTHO M IO CYIIECTBY H3JIaraeT ero Ha
3aHATUSAX HB  XOA€ IPOMEXKYTOYHOM arTecraluu, HE JIOMycKas
CYILIECTBEHHBIX HETOUHOCTEH.

OOyuaromuiicss MpaBWJIbHO NPUMEHSAET TEOPETUUYECKUE MOJOKECHUS MpU
pelIeHNH TPAKTHYECKUX 3a7a4 Npo(ecCHOHATHHON HampaBIeHHOCTH
pPa3HOTO YPOBHSI CIIOKHOCTH, BIIQJie€T HEOOXOIUMBIMH JJIsi 3TOTO
HaBbIKaMU U IPUEMAMH.

JlocTaTogHO XOPOIIO OPHEHTUPYETCS B y4eOHOW M TMPOdeCCUOHATBLHOM
JHUTEpATypE.

OneHka 10 JUCHMIUIMHE BBICTABIAETCA OOydYaloleMycsli € Y4eTOM
pE3yIbTaTOB TEKYUIEH U ITPOMEKYTOUYHOM aTTECTALINH.

Komrmereniiuu, 3akperieHHbIE 3a JUCIHHUILIMHOW, CPOPMHUPOBAHBI Ha
YPOBHE — «XOPOILHID.

67-50/ D, E

«YHOBJIETBOPU
TEIbHOY/
«3a4TEHO
(ynoBieTBOpUT
€JIbHO)»/

«3avYTCHO»

BricraBnsiercss oOydwaronemycsi, €CId OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYCCKUI ¥ TIPAKTHYECKUH MarepHall, JONMYyCKaeT OT/ACIbHbIC
OILIMOKH npu €ro M3JI0KCHUKW Ha 3aHATHAX U B XOOC HpOMe)KYTOLIHOI\/JI
arTecTaluu

O6y‘laIOIHI/II7ICH HUCHBITBIBACT OIIPCACIICHHBLIC 3aTPYAHCHUA B IPUMCHCHUHA
TCOPCTUUICCKUX TTOJIOKCHUM npu pCUHICHUHU MPAKTUYCCKHUX  3adaqd
HpO(beCCHOHaHLHOﬁ HAIIPpaBJICHHOCTH CTAHAAPTHOTO YPOBHS CIIOKHOCTH,
BJI1aacCcT HGOGXOI[I/IMI)IMI/I JJIsA OTOTO 0a30BBIMH HaBBEIKAMU U InpucMamMu.

JIeMOHCTpHUpYET TOCTAaTOYHbIM YPOBEHb 3HAHMS YYEOHOW JIUTEPATyphI MO
JUCLUILINHE.

OneHka 1O JUCHMIUIUHE BBICTABIAETCA OOyYaloIIeMycsl € Y4eTOM
pEe3yAbTaTOB TEKYUIEH U MMPOMEKYTOUYHOM aTTECTALNY.

Komriereniiuu, 3akpericHHbIE 3a JUCIHILTAHOW, CPOPMHUPOBAHBI Ha
YPOBHE — «JI0CTAaTOYHBII.

49-0/ F,FX

«HEYIIOBIIETBO
pUTETBHOY/

«HE€ 3a4TCHO»

BricTaBisiercst oOy4aromemycsi, €Cll OH He 3HaeT Ha 0a30BOM ypOBHE
TCOPETHUYCCKHI M MPAKTUUECKUH MaTepua, JOMyCKaeT rpyOble ONIMOKH
IIpH €TI0 U3JIOKCHHUHU HA 3aHATUAX U B XOAC HpOMe)KYTO‘lHOﬁ arTecranuvn.

OOyyaromuiicss UCHBITHIBAET CEPhE3HBIE 3aTPYIHEHHUS B MPUMEHEHHU
TEOPETUYECKUX TOJIOKEHUH IIPH  PELICHHH IPAaKTUYECKUX 33134
po¢eCCHOHANIBHON HANPABIEHHOCTH CTaHJIAPTHOTO YPOBHS CIOKHOCTH,
He BJIaieeT HEOOXOAMMBIMH Il 3TOTO HAaBBIKAMU U IPUEMaMH.
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JleMoHCTpUpyeT (parMeHTapHble 3HAHHS Y4eOHOW JHUTeparypsl IO
JUCLUIITIUHE.

OneHka 1O JUCHMIUIMHE BBICTABIAETCA OOydYaloIIeMycsi € Y4eTOM
pEe3ybTaTOB TEKYUIEN U ITPOMEKYTOUYHOMN aTTECTALINH.

Kommnerennmun Ha  ypoBHE  «JIOCTarOUYHBIM», 3aKpEIUIEHHbIE  3a
JUCLUIUIMHON, HE C()OPMHPOBAHBI.

5.3.0neHouHbIe CpeacTBa (MAaTEPHAIbl) IS TEKYLEro KOHTPOJIsl YCIIeBAeMOCTH,

NMPOMeKYTOYHOM aTTeCTAIUH 00yYAIOIIUXCH MO TUCIHUILINHE.

B Tteuenue mnpenopaBaHus Kypca HCIOJB3YIOTCA Takue (POpMbI TEKyIIeH arrecTaluu

CTYACHTOB, KakK 6J'II/II_[-OHp0CI)I, KOHTPOJIbHAaA pa60Ta, BBITIOJIHCHUC IIPAKTUYCCKHUX 3aﬂaHHﬁ,

JIOKJIA 1Bl

nmo temaM. Ilo wuToram o6yquI/151 IpOBOAUTCA SK3aAMCH. HpI/I IMPOBCACHNUU

HpOMe)ICYTO‘IHOfI arTeCraluu CTYACHT OOJDKCH OTBCTUTH Ha JABa BOIIPOCa TCOPECTUUYCCKOIO

Xapaxrepa.

Sample tasks for quiz

1. Give an impromptu self-presentation

2. Discuss employer’/applicant’ expectations

3. Reach agreement with your counterparty

4. Introduce yourself to a group in business environment

5. Interpret messages in business emails

6. Answer job-interview questions

7. Ask job-interview questions. (hold an interview with an applicant)

8. Talk about career paths and choices

9. Discuss conditions of employment

10 Discuss new working practices ( hybrid, remote, on-site schedules)

11. Brainstorm ideas with colleagues (new challenges)

12. Discuss the employer brand and corporate image

13. Agree on the course of actions




14. Discuss training programs

15. Conduct the need analysis of an organization

16. Choose type of re-skilling programs matching your company’s needs
17. Negotiate mutually beneficial conditions

18. Discuss the implementation of the well-being program
19 Identify the steps to tackle current problems

20. Learn basic legal vocabulary related to business topics
21. Discuss team relationships and team roles

22. Deal with business conflict

23. Respond to feedback in a diplomatic way

24. Negotiate outcome in negotiations with business partners

25.Settle the differences with your counterpart

Samples of written tasks

—

. Draw up employment contract

. Draft clauses for an employment contract

. Check a draft of a contract for its integral elements
. Write a memo for internal/external use

. Write a cover letter matching a job description

. Draw up a well-being program

. Draft a job-description

. Write a letter of complain

O 00 N O W»n B~ W N

. Write a detailed CV

10. Write a report (different subjects)

13
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6. YYHEBHO-METOJUYECKOE U TH®OPMAILIMOHHOE OBECIIEYEHHUE

6.1. Cicoxk HCTOYHHMKOB M JIMTEPaTypPhbl
OcHOBHBIC HCTOYHUKH

1. Business Vocabulary in Use. Intermediate. Self-study and classroom use. Third Edition. Bill
Mascull

University Printing House, Cambridge CB2 8BS, United Kingdom. Cambridge University Press
2017

2. Business Vocabulary in Use. Advanced. Self-study and classroom use. Third Edition. Bill
Mascull

University Printing House, Cambridge CB2 8BS, United Kingdom. Cambridge University Press
2017

3. The theory of communicative action. Boston, MA: Beacon Press. McLean, S. (2005)

4. https://www grammarly.com. The Ultimate Guide to Business Communication

JdomosiHuTe/ILHAS JIMTEpaTypa

1. Investigating Verbal Workplace Communication Behaviors Journal of Business
Communication 50(2) 152-169 © 2013 by the Association for Business Communication
Reprints and permission: sagepub.com/journalsPermissions.nav DOI:
10.1177/0021943612474990 jbc.sagepub.com

Joann Keyton1 , Jennifer Marie Caputo2 , Emily Anne Ford2 , Rong Fu2 , Samantha A.
Leibowitz2 , Tingting Liu2 , Sarah S. Polasik2 , Paromita Ghosh2 , and Chaofan Wu

2. Pearson, J., & Nelson, P. (2000). An introduction to human communication: Understanding
and sharing (p. 6). Boston, MA: McGraw-Hill

McLean, S. (2005). The basics of interpersonal communication (p. 10). Boston, MA: Allyn &
Bacon

6.2. IEPEYEHb PECYPCOB HH®OPMAIIMOHHO-
TEJJEKOMMYHUKAIIMOHHOM CETH «AHTEPHET»

1. Deloitte Insights  hhtps://www.deloitte.com/global
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2. Price Waterhouse and Coopers hhtps://www.training.pwc.ru

3. https://www.aihr.com/resources/AIHR_HRBP_ Resource Library

HR Business Partner Resource Library

6.3.11poeccnonanbHbie 0a3bl JAHHBIX M HHPOPMAIHOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k npodeccuoHaIbHBIM 6a3aM naHHBIX: https://liber.rsuh.ru/ru/bases

WHudopmanroHHbIe CIIPAaBOYHBIE CUCTEMBI:
1. Koncynsrant [limroc
2. Tapanr

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUAIIJIMHBI

Jns obecrneyeHWs AWCHUIUIMHBI  HCIONB3YEeTCSl  MarepHallbHO-TeXHHUYecKas 0asa
00pa3oBaTeNbHOTO  YUPEKIACHUS: y4eOHbIE ayJUTOPWUH, OCHAIIEHHBIE KOMITBIOTEPOM U
MIPOEKTOPOM ISl IEMOHCTPAIUHN YIeOHBIX MaTepUAIOB.

CoctaB mporpaMMHOT0 00€CIeUeHHS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. OBECIIEYEHHUE OBPA3OBATEJIBHOT' O ITPOLUECCA AJIA JINL C
OI'PAHUYEHHBIMHU BO3MOXKXHOCTAMMU 310POBbSI.
B xone peanmzanny AUCHUIIIIMHBI UCIIOIB3YIOTCS CIEAYIOLUE TONOIHUTEIbHBIE
METO/Ibl 00YYEHHS, TEKYILEr0 KOHTPOJIS YCIIEBAEMOCTH M ITPOMEKYTOUHOM aTTecTaluu

00y4Jarommxcsi B 3aBUCUMOCTH OT UX WHIUBUYaIIbHBIX OCOOCHHOCTEH:

® IS CHETBIX U CITA00BUISIINX

- Jexuuu OQGOPMIISIIOTCS B BHJIE DJEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C ITOMOIIBIO
KOMITBIOTEpA CO CHEeIHATN3UPOBAHHBIM MPOTPaMMHBIM 00€CIIEUeHUEM;

- T[HUCbMEHHBIC 3a/IaHMsI BBINOJHIIOTCA HA KOMIIBIOTEPE CO CHEUaIN3UPOBAHHBIM
MIPOrPaMMHBIM 00€CTICYCHUEM, UITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneynBaeTCsl MHIUBUIyIbHOE paBHOMEPHOE ocBemenne He Menee 300 Jrokc;

- A BBIIIOJHEHUS 3a/laHusl TNpPU HEOOXOJUMOCTH TMPEOCTABISETCS YBEIMUYMBAIOIICE
yCTPOMCTBO; BO3MOYKHO TaK)KE€ MCIIOIb30BAHUE COOCTBEHHBIX YBEITUYMBAIOIIUX YCTPOUCTB;

- MUCHbMEHHBIE 3a7]aHusl OPOPMIISIFOTCS YBETUUEHHBIM IIPH(TOM;


https://www.aihr.com/resources/AIHR_HRBP_Resource_Library
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- 9K3aMeH M 3a4€T MPOBOIATCS B YCTHOM (pOopMe MM BBIMIOTHSIOTCS B MMCBbMEHHOM opme Ha
KOMIIBIOTEPE.

® IS DIyXUX U CIA00CIBIIIAIINX:

- JeKuMu Oo(OpPMIIAIOTCA B BHJE 3IEKTPOHHOTO JOKYMEHTa, JHOO IpeaocTaBisieTcs
3BYKOYCHJIMBAIOILAS aNllapaTypa WHAWBUIYAIbHOTO MOJIb30BAHUS;

- MUCHbMEHHBIC 3aJ[aHUs BBITTOIHIIOTCS HA KOMITBIOTEPE B TMCbMEHHOHN (opMme;

- 9K3aMeH W 3au€T TIPOBOAATCS B IHUCHBMEHHOW (oOpMe Ha KOMITBIOTEPE; BO3MOXKHO
poBesieHHe B (hopMe TeCTUPOBAHHUS.

®  JUIs JIUII C HAPYLICHUSIMU OMOPHO-/IBUTATEJILHOTO armapara:

- JeKuuu Oo(GOpPMISIIOTCS B BHUJAE OJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C TIOMOIIBIO
KOMIIBIOTEpA CO CIEIHATU3NPOBAHHBIM ITPOTPAMMHBIM 00€CTICUeHHEM;

- THMCbMEHHbIE 3aJaHMs BBINOJHIIOTCA Ha KOMIIBIOTEPE €O CHEelHaIM3MPOBAHHBIM
IPOTPaMMHBIM 00€CIIEYCHUEM;

- 9K3aMeH | 3a4€T MPOBOIATCS B YCTHOM (pOopMe MITH BBITIOTHSIOTCS B MMCBbMEHHOM (popme Ha
KOMITBIOTEPE.

[Tpu HEOO6XOAMMOCTH NpeycMaTpUBaeTCs YBEIMUEHHE BPEMEHH /IS TOJITOTOBKU OTBETA.

[Iponienypa  mpoBefeHHsT  NPOMEXYTOUHOM  arrectamuu  Juid  OOyYaroIIUXCs
YCTaHABIMBACTCS C YYETOM WX HMHAMBHIYaJbHBIX ICUXO(DU3MUYECKUX OCOOCHHOCTEH.
[TpomexyTodHast aTTeCTAIMsI MOXKET MPOBOAUTHCS B HECKOJIBKO 3TATOB.

ITpu npoBeneHMH NpoLEAYpPHI OLEHUBAHUS PE3YyNbTaToOB OOYUYEHHUs MpeNyCMaTpUBACTCS
UCTIOJIb30BAaHUE TEXHUYECKHX CpEACTB, HEOOXOAMMBIX B CBS3M C HMHIUBUAYaJbHBIMU
OCOOCHHOCTSIMU O0y4aroIUXCA. DTH CPEJCTBA MOTYT OBITh MHPEAOCTABIEHBl YHHUBEPCUTETOM,
WJIA MOTYT HCIIONTb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.

[IpoBenenne mpoueAypbl OLIGHUBAHMUA  pe3ylIbTaroB  OOydeHHs  JOIyCKaeTcs ¢
MCTOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTUH.

ObGecnieunBaercs 10CTyNn K MH(GOPMAIMOHHBIM M OHOIMOrpaduIecKiuM pecypcam B CETH
WuTepHer nis Kaxxaoro oOydvaromierocs B ¢opmax, aJalTHPOBAHHBIX K OTPAaHMUYEHUSIM HX
37I0POBbSl U BOCIIPUATHUS HH(DOpMAIIH:

® IS CJETBIX M Ca00BHUIAIINX:
- B IEYaTHOM (hopMe YBEIIMUECHHBIM HIPUPTOM;
- B (hopMe TEKTPOHHOTO JIOKYMEHTA;

- B popMe aynuodaiina.
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® I TIyXHUX U cIaboCIbIIIamuX:

- B ieyaTHoOM Qopme;

- B opMe IEKTPOHHOTO JTOKYMEHTA.

® s 00y4arouIuxcs ¢ HapyUIeHUsIMU OMOPHO-IBUTATEIBHOTO armapara:
- B me4atHou popme;

- B (hopmMe 2IIEKTPOHHOTO IOKYMEHTA;

- B popme aynuodaitna.

VY4eOHble aynIUTOPUU IS BCEX BUJOB KOHTAKTHOM M CaMOCTOATEIbHOU paboOThl, HaydHas
OuOIMOTeKa M WHBIE TIOMEIICHUS ISl OOy4YeHHS OCHAIICHBI CHEIHAbHBIM O0OpYIOBaHUEM H
Y4eOHBIMH MECTaMHU C TEXHUYCCKUMU CPEICTBAMU OOYUCHUS:

® IS CJIETNBIX U C1aOOBUISIINX

- YCTPOWCTBOM JJIsl CKaHUpOBaHUs 1 uTeHus ¢ kamepoir SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- mpunTepoM bpaiinsg EmBraille ViewPlus;

® IS TIyXHUX U CIa00CIBIIIANINX:

- aBTOMAaTM3UpPOBAaHHBIM pPa0OYMM MECTOM Ui JIIOJe ¢ HapylleHHeM ciyxa u
€1a00CIBIIIAIINX

- aKyCTHUYECKUHN YCHIIUTEIb U KOJIOHKU;

® 151 OOyUaIOIIUXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIHHOTO arliapara:
- IePEeIBIKHBIMU, PETYITHPYEMbIMH 3proHOMudeckumu naptamu CHU-1;

- KOMHLIOTepHOﬁ TEXHUKOH CO CIIeIIHaIbHBIM mporpaMMHbBIM o0OecIieucHUEM.

9. METOANYECKHUE MATEPUAJIBI.

9.1. [li1aHbI ceMUHAPCKUX 3aAHATUI

Temaruuyeckue pasaeJbl.

Topic 1. The specifics of business communication

Issues for discussion

1. What is business communication?

2. The importance of effective communication at work


https://www.grammarly.com/business/learn/business-communication/#importance-communication
https://www.grammarly.com/business/learn/business-communication/#what-is-business-communication
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3.Types of business communication
4. Methods of business communication
5. How to improve business communication skills at your company

6. What makes business communication effective?

Topic 2. Internal and external business communication

Issues for discussion
1. Upward communication: (hierarchy , top-level executives or business owners)
2. Downward communication.

3. Lateral communication: (interactions between team members or leaders of equal standing)
within the organization.

4. Individual communication, mass communications.
5. Advertisements, blog posts

3. Methods of business communication

Issues for discussion

1. In-person vs. remote communication

2. Synchronous vs. asynchronous communication

3. Synchronous - phone calls, video conferences, and instant messaging
;1. Asynchronous - email, text support, and connecting through project management platforms.
5. Clichg, etiquette. (patterns)

4. Verbal, written, and visual communication

Issues for discussion

1. Verbal communication

2. Written communication (e-newsletters or reports)

3. Word choice and structure

4. Visual communication Print and television advertisements (sign language).


https://www.grammarly.com/business/learn/effective-business-communication/
https://www.grammarly.com/business/learn/business-communication/#improve-communication
https://www.grammarly.com/business/learn/business-communication/#methods-communications
https://www.grammarly.com/business/learn/business-communication/#types-communication
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5. Advertisements ways of share information and convey brand personality

6. Blogs and other website content. (content for targeting current and potential future
employees).

5. Companies and careers (internal communication)

Issues for discussion

1. Company structure. (examples of a job-analysis and job-description)

2. In-house staff or freelancers (current issues — remote and hybrid employment)
3. Best ways to communicate (verbal/written/visual — memoranda, reports)

4. Draft a job-description.

5. Draw up employment contract (discuss clauses for an employment contract)

6. Telephoning. (Video-conferences)

Issues for discussion

1. Arrangements and ending calls (Set phrases)

2. Making arrangements. Closing the conversation. Changing arrangements. Staying in touch
(Formal and informal register)

3. Video-conferences.

4. Lexical means and patterns.

7. Presentations.

Issues for discussion

1. Public speaking. Laws of public speech. Business rhetoric

2. Psychology of business communication.

3. The impact on the audience. The body of the presentation — 3 K
4. Speech management strategy. Composition and style of speech.

5. Formulas of logical persuasion. Construction of argumentation.
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6. Closing and dealing with questions. Tactical methods of using arguments and formulas of
logical persuasion.

7. Intercultural aspects.
8. Meetings

Issues for discussion
1. Types of meetings.

2. The role of the chairman. Opening the meeting: Running the meeting .Follow-up
3. Asking for and expressing opinions. Agreement and disagreement. Discussion techniques

4. Interrupting, referring back, checking understanding, avoiding confrontation. Agreement,
consensus or compromise. Concluding .

5. Lexical means and clichés.

9. Negotiations

Issues for discussion

1. Types of negotiation . Word combinations with ‘negotiations’

é. Preparing to negotiate. Opening the negotiation

3. Negotiating styles: win-win , probing

4. Positive positions . Negative positions. Concessions and trade-offs , reaching agreement.

5. Deadlock and mediators. Checking the deal

Jluteparypa

1. Business Vocabulary in Use. Intermediate. Self-study and classroom use. Third Edition. Bill
Mascull

University Printing House, Cambridge CB2 8BS, United Kingdom. Cambridge University Press
2017

2. Business Vocabulary in Use. Advanced. Self-study and classroom use. Third Edition. Bill
Mascull

University Printing House, Cambridge CB2 8BS, United Kingdom. Cambridge University Press
2017

3. The theory of communicative action. Boston, MA: Beacon Press. McLean, S. (2005)

4. https://www grammarly.com. The Ultimate Guide to Business Communication

5. Pearson, J., & Nelson, P. (2000). An introduction to human communication: Understanding
and sharing (p. 6). Boston, MA: McGraw-Hill
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McLean, S. (2005). The basics of interpersonal communication (p. 10). Boston, MA: Allyn &

Bacon

9.2. MeTonu4ecKue peKoMeHIalMHU 10 MOAT0TOBKE MUCbMEHHBIX padoT

9.3. Unble maTepuaibl

Tpyno€MKoCTh OCBOEHHUS TUCIUILIMHBI «KaapoBbIii KOHCAATHUHI cOCTaBiseT 6 3.€., 216

yacoB. V3 HUX KOHTakTHas paboTa oOywaromuxcsi ¢ mpemnojasareneM — 84 yaca. (Ui OYHOM

(dbopMbI 00yUeHUsT), caMOCTOsATEIbHAsI paboTa oOyuaromuxcst — 114 gacos., U3 koTopbeix 18 gac.

OTBOAUTCA HA MOATOTOBKY K OK3aMCHY..

Bun pabotst Conepixanue
(mepedyeHn BOIPOCOR) Pexomenmanmm
IToaroroBka K 1. What is  business H3yuenne peKOMEHJ0BAHHON
CeMUHapy 1Mo Teme: | communication? JUTEPATYPBbI.
[ToBTOpEHNE N3YYEHHOTO B XO/IE
The specifics of 2. The importance of neKuuy. Bemmonnenne

business

communication

effective communication at
work

3. Types of business

communication

4. Methods of business
communication

5. How to improve business
communication skills at your
company

6. What makes business
communication effective?

CaMOCTOATEIHHON pabOTHI.
[loaroroBka Kk ceMHHAPCKOMY
3aHsTHio Nel.

[Moarororka K OJIMII-OMPOCY.

IToxrorosxka k
CEMHHApY 10 TEME:

Internal and external
business
communication

1. Upward

communication: (hierarchy ,
top-level executives or
business owners)

2. Downward
communication:

3. Lateral

communication: (interactions
between team members or

N3yueHne pekoMeH1I0BaHHOW
nuteparypsl. [ToBropenue
M3yYEeHHOTO B XOAE JIEKITHL..
BrimmonnHeHe caMOCTOSTETFHOM
pabortsrl. [TonroroBka k
CEMUHAPCKOMY 3aHATHIO Ne2.
[ToaroroBka K OJIMII-OMPOCY.



https://www.grammarly.com/business/learn/effective-business-communication/
https://www.grammarly.com/business/learn/effective-business-communication/
https://www.grammarly.com/business/learn/business-communication/#improve-communication
https://www.grammarly.com/business/learn/business-communication/#improve-communication
https://www.grammarly.com/business/learn/business-communication/#improve-communication
https://www.grammarly.com/business/learn/business-communication/#methods-communications
https://www.grammarly.com/business/learn/business-communication/#methods-communications
https://www.grammarly.com/business/learn/business-communication/#types-communication
https://www.grammarly.com/business/learn/business-communication/#types-communication
https://www.grammarly.com/business/learn/business-communication/#importance-communication
https://www.grammarly.com/business/learn/business-communication/#importance-communication
https://www.grammarly.com/business/learn/business-communication/#importance-communication
https://www.grammarly.com/business/learn/business-communication/#what-is-business-communication
https://www.grammarly.com/business/learn/business-communication/#what-is-business-communication
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leaders of equal standing)
within the organization

4. Individual communication,
mass communications.

5. Advertisements, blog posts

IToarorosxka k
CEMUHApY IO TEME:

Methods of business
communication

1. In-person vs. remote
communication

2. Synchronous vs.
asynchronous
communication

3. Synchronous - phone calls,
video conferences, and
instant messaging.

4. Asynchronous - email, text
support, and connecting
through project management
platforms.

5. Cliché, etiquette.
(patterns)

N3yueHne peKoMeHI0BaHHOM
JINTEPATYPHI.

[ToBTOpEHUE U3YUEHHOTO B XOAE
JIEKLIMH.

BrinonHeHue caMmoCTOATENIBHOM
paboTHI.

IToaroroBka k cEeMUHAPCKOMY
3aHSITHIO

[MoxroroBka k GiHI-ompocy

IloaroroBka x
CeMHUHapy IO TeME:

Verbal, written, and
visual
communication

1. Verbal communication

2. Written communication (e-
newsletters or reports)

3. Word choice and structure

4. Visual communication
Print and television
advertisements (sign
language).

5. Advertisements ways of
share information and
convey brand personality

6. Blogs and other website
content. (content for
targeting current and
potential future employees).

N3yueHne peKoMeH/I0BaHHOM
JTUTEPATYPHL.

[ToBTOpEeHUe U3y4eHHOTO B XO7Ie
JIEKIUH. .

BrimonHenne caMoCcTosATeNbHOM
paboThI

. IloaroroBka kK CEMHHAPCKOMY
3aHATHUIO

[oaroroBka k Gnum-onpocy u
00CYKIICHHIO MUCHbMEHHBIX padoT

IToarorosxka k
CEMUHApY IO TEME:

Telephoning. (Video-
conferences)

1. Arrangements and ending
calls (Set phrases)

2. Making arrangements.
Closing the conversation.
Changing arrangements.
Staying in touch (Formal and

[ToBTOpEHUE U3YUEHHOTO B XOAE
JIEKIIMH. .

BrInosiHEHNE caMOCTOSTEILHOM
pabortsrl. [TonroroBka
CEMUHAPCKOMY 3aHSITHIO

[ToxaroroBka x G1HII-0oTIpOCy H
MIPOBEpPKE MMCEMEHHBIX 3aTaHAH
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informal register)
3. Video-conferences.

4. Lexical means and
patterns.

IloaroroBka x
CeMHUHapy IO TeMeE:

Presentations.

1. Public speaking. Laws of
public speech. Business
rhetoric

2. Psychology of business
communication.

3. The impact on the
audience. The body of the
presentation — 3 K

4. Speech management
strategy. Composition and
style of speech.

5. Formulas of logical
persuasion. Construction of
argumentation.

6. Closing and dealing with
questions. Tactical methods
of using arguments and
formulas of logical
persuasion.

7. Intercultural aspects.

Nzyyenune pekoMeH10BaHHOU
JIUTEPATYPHI.

IToBTOpEHUE U3YUEHHOTO B XOAE
JICKLIMH.

BrImonHEeHNE caMOCTOSATEILHOM
pabortsl. [TonroroBka K
ceMuHapckoMy 3aHsaTuro Ilogroroska
K TECTUPOBAHUIO

IToarorosxka k
CEMUHApY IO TEME:

Meetings

1.Types of meetings.

2. The role of the chairman.
Opening the meeting:
Running the

meeting .Follow-up

3. Asking for and expressing
opinions. Agreement and
disagreement. Discussion
techniques

4. Interrupting, referring
back, checking
understanding, avoiding
confrontation. Agreement,
consensus or compromise.
Concluding .

5. Lexical means and
clichés.

N3yueHne pekoMeHI0BaHHON
JINTEPATYPBI.

[ToBTOpEHUE U3YUEHHOTO B XOAE
JIEKLIHH.

BrinonHeHue caMmoCTOATENIbHON
pabortsl. [Tonrororka k
ceMuHapckoMmy 3aHsaTuro [loaroroska
K TECTHPOBAHUIO

IloaroroBka x
CEMHUHApy 10 TEME:

1. Types of negotiation .
Word combinations with

Nzyyenune pekoMeH10BaHHOU
JTUTEPaATyPHI.
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Negotiations

‘negotiations’.

2. Preparing to negotiate.
Opening the negotiation .
3. Negotiating styles: win-
win , probing

4. Positive positions .
Negative positions.
Concessions and trade-offs ,
reaching agreement.

5. Deadlock and mediators.
Checking the deal

IToBTOpEHUE U3YUEHHOIO B XOAE

JIEKIMH.
Brmmonnenue CaMOCTOSITEIIbHON
paboThL. [Moarororka K

ceMHuHapcKkoMy 3aHsAThIo [loaroroBka
K TECTUPOBAHUIO
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Ipunoxenue 1. AHHOTAIMSA
paboueii nporpaMMbl IMCHHUILJIMHBI

AHHOTAIIMS PABOYEH ITPOTPAMMBI JTUCIUILIUHBI

The module "Business communications in HRM in foreign language" is a
mandatory course of the degree program 38.03.03 "Personnel Management",
major - "HR management of the international organization" The module is
presented by the Faculty of Organizational Management at the Department of
Management.

The objective of the module is to train graduates who are able to competently
arrange and manage the process of business communication (personal and in the
organization) on the basis of the acquired knowledge, skills and abilities.

Tasks:

- to study the role and impact of communication in the organization's
business system (external and internal environment);

- to consider the special aspects of communication;
- to familiarize students with the technology of communication management;
- detailed study of the aspects of the oral, written and on-line business
communication.

The module is aimed at the forming of the below competencies:

UC-4 - ability to carry out business communication in oral and written forms in the
state language of the Russian Federation and foreign language(s)

UC-4.1. —Use of information and communication technologies when searching for
the necessary information in the process of solving standard communicative tasks
to achieve professional goals in the state and foreign languages

As a result of mastering the discipline the student should

Kknow:

- IT for searching the information necessary for problem-solving in professional
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business environment in the state and foreign languages

be able to:

- to use IT technologies when searching for the necessary information in the
process of solving standard communication tasks to achieve professional goals in
the state and foreign languages

have:

- the skills of using information and communication technologies in the search for
the necessary information for problem-solving in professional business
environment in the state and foreign languages

The total workload 1is 6 credits, 216 hours.
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