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1. CrpykTypa BUBYCHHSI HABYAJIBHOI AUCHHILTiHH

1.1. Temamuunuii naan naeuanbHoi OUCUUNIIHU

No Hazsa temu KinpkicTs rogua
TEe Jlenna dpopma 3aouna hopMa HaBIAHHS
MU yChOT y TOMY YHCII YCBO y TOMY YHCIT
0 n | w/c | mab | g | c.p. T n | o/c | mab.| iHg | c.p.
0
1 2 3 4 5 6 7 8 |9 10 [11 |12 [13 |14
1 lIntroductions and
Greetings. Our 18 -1 6 - | - 12 | 20 4 | — | — | 16
University /
3HalOMCTBO Ta
npuBitanHs. Ham
YHIBEPCHUTET .
2 |Office. People in the
Office. / Odic. JIrogu| 26 - 10 - - 16 | 24 — 4 - — 20
B odici.
3 |Making a Career / 24 8 | — | — | 16
g ) - 24 - 4 - - 120
[ToOynoBa kap’epu
4 Money / I'pomi
22 - 8 - - 14 | 22 - 2 - - |1 20
Ycboro roqun 90 B 32 — — 58 %0 B 14 B B 76

1.2. Ilpakmuuni / ceminapcoki 3anamms

IIpakTnune 3anaTTa 1-2
Tema 1. Introductions and Greetings. Our University

Ilumanns 0ns ycHo2o onumysamnms ma OUCKycii
1. Nowadays there is a great variety of higher educational establishments in Ukraine and it is very difficult
for a former school leaver to choose from. Why have you decided to enter Leonid Yuzkov Khmelnytskyi
University of Management and Law? Who recommended you?
. When was Leonid Yuzkov Khmelnytsky University of Management and Law founded?
. What forms of education are there in the university?
. What is the term of full-time form training to get the degree of the Bachelor?
. How long do you need to study to get the degree of the Master?
. What are the major trends of training at the departments?
. What sphere do the graduates work?
. What subjects do the students study?
. Who teaches the students at the university?
10. What facilities are available for the students of the university?
11. What activities is the faculty staff engaged in?
12. Will you cope with all difficulties to get good knowledge and education?

OO ~NO U, WN

Ayoumopna poooma
BukoHaHHS CTyJJ€eHTaMH YCHHUX Ta MMCbMOBUX (TECTOBUX) 3aBJIaHb 3 TUTAHb TEMU 3aHATTS.

Memoouuni exasziexu
Knrwouoeumu mepminamu, na po3ymiHHi AKUX 0A3y€MbCA 3AC60EHHA HABUAILHO20 Mamepiany
memu, €: conversation, etiquette, expression, occasion, farewell, to catch you later, rare, response, to
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assume, major, to be fraught with, a person's rank, the highest-ranking person, position, a new colleague,
an associate, to start off, to extend your hand, to reintroduce yourself, necessary, to shake hands, when
parting, social kissing, a peck on the cheek, to be acceptable, to be on first-name terms with someone, to
indicate, by stressing something, reacting to an introduction, level of formality, acknowledged, to attend,
Bachelor, to certify, chair, to cope with, curriculum, dean, degree, department, dormitory, extra-mural, to
establish, faculty, founder, freshman, to graduate from, hostel, laboratory, lecture, lecturer , Master,
Professor, rector, scholarship, scientist, seminar, skills, subject, test, timetable, to train, training, tutorial,
Administrative Management, academic course, at the request of, Assistant Professor, Bachelor Degree,
bodies of local self-government, bodies of state administration, book depository, Cabinet of Ministers of
Ukraine, Candidate of Sciences/C.S., distinguished scholars, Doctor of Sciences/D.S., Department of
Management and Economics, educational level, exchange program, executive self-governed body, Full
Professor, fee-paying student, free course, full-time training, higher educational institution, instructional
language, Jurisprudence, Law Department, level of accreditation, Management of Organizations, Master
Degree, outstanding scholars, parttime training, postgraduate course, postgraduate education, postgraduate
student, probationer teacher, Public Management and Administration, scientific adviser, Senior lecturer,
Social Security, state enterprise, state security bodies, State Service, student body, teaching staff, training
in Law, training in Management, to be available for, to be enrolled at the University, to carry out research,
to carry out training, to check progress, to complete the full academic course, to do an exam, to be engaged
in, to enter the university, to get into university, to fail an exam, to finance one’s own study, to get a degree
(in), to get money from the government, to graduate (from), to maintain Candidate theses, to make a
progress, to make one’s dream come true, to obtain knowledge and skills, to pass qualification examination,
to pass an exam, to receive diploma, to retake an exam, to revise for an exam, to skip classes/lectures, to
take an exam , to sit an exam.

3 Memoro 2nub0K020 3aC60EHHA HAGUATILHOZ0 MAMEPIANYy NPU CAMOCMINHOMY 6UGYEHHI memu
cmyoenmy eapmo 0coﬁﬂu3y yeacy 3ocepe0umu Ha makKux acnekmax.

1. The University authority encourages the students in their personal development and supports the
student government in their activity.

2. The applicants are admitted to the University on the basis of their results of External Independent
Evaluation Testing or entrance examinations.

3. The postgraduate programmes provide a deeper study of philosophy, foreign languages and
subjects related to the chosen major and lead to the degree of PhD.

4. The University has sought collaborative opportunities with different national and international
organizations and universities for the purpose of expanding and elevating the knowledge in the area of
teaching methods and management practices and law.

5. The main purpose of the University is to equip students with contemporary knowledge in
management, economics, finance and law, and to provide them with profound professional skills.The
students efficiently use their knowledge and skills gained at the University being engaged in practical work
at different enterprises and institutions of Ukraine.

6. The educational programmes are aimed to develop individual and professional abilities of the
students and represent different levels of academic achievements.

7. The scientific research is carried out by the professors, postgraduates and students who help to
expand professional activities at the Legal Aid Clinic, the Students Clubs, and the Students Scientific
Organization.

8. The tuition is compulsory for most of the students and scholarships are not paid to all students,
but the university has a tradition of specialized scholarships.

IpakTuune 3auarTa 3-4
Tema 2. Office. People in the Office
Tlumanns 015 ycno2o onumysants ma OUCKyCii
How to become a great office manager?
What is office management?
How is the concept of office management changing?
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What are the typical types of office management?
Essential skills for good office managers
What are the main functions of office management?

Ayoumopna poooma
BuKkOHaHHS CTyICHTAaMH YCHUX Ta MMUChbMOBHUX (TECTOBHX) 3aBJIaHb 3 MUTAHb TEMU 3aHATTSI.

Knwuosumu mepminamu, na po3ymiHHi AKUX 0a3Y€mMbCa 3AC60EHHA HABUAIbLHO20 Mamepiany
memu, e: office management, improving productivity, efficiency, and collaboration, responsibilities,
handling office equipment, building a warm office environment, managing the office budget, welcoming
visitors and new employees, organizing activities in the office and off-site events for office personnel,
planning and booking travel for staff, managing internal communications, acquiring office furniture,
Workplace Manager, Head of Office Operations, Facility Manager, Administrative Director, office
manager skills, soft skills, serve as a go-between for different departments, from communication between
upper management and staff, HR and employees, or between the company and other workers in the
building, such as custodial staff, technical competencies, add value, ability to quickly learn new digital
tools, understanding of labor laws, hold a bachelor’s degree in business administration, have extensive
experience with office administration, workflows, manage time, interpersonal and leadership skills, diffuse
tense disagreements between teams, communication skills, negotiation skills, change office buildings,
financial skills, manage an office budget, company travel budget, event budgets.

3 Memoio 2nub0K020 3AC60EHHA HAGYANLHO20 MAMEPIAnNy nPU CamoCmillHOMy 6UEUEHHI memu
cCmyoeHmy eapmo 0cod.1ugy yeazy 30cepeoumu Ha maKkux acneKmax:

Office manager job description example:

Writing an Office manager intro paragraph. The introduction paragraph to your office manager job
description should dive into your company mission and vision. You’ll want to find someone as passionate
about what your business does as you are.

If you can, try to go into describing your employee culture, life at the office, and the type of qualities you’re
looking for in a candidate.

Office manager job responsibilities & requirements

Support/manage company day-to-day operations, systems, and staff

Maintain office services by working with internal or external suppliers

Payroll support

Support staff retention and onboarding

Planning & Implementing internal systems and procedures

Designing & Implementing office policies

Staff reporting and trend watching presentations for leadership

Coaching, counseling and disciplining employees where necessary

Company event budgeting & management

Greeting visitors in-office and over the phone

Coordinating all staff travel including, flights, hotels, car rental, insurance, and budgets

Working with contractors & vendors

Support in local marketing initiatives

Work hours & benefits

It’s important to manage expectations here while keeping the potential candidate excited for the role. Be
clear with the office hours the candidate needs to be available. Also, note down any travel required.
Balance this out with your company perks. Do you offer free lunches, gym memberships, company retreats,
or other wellness programs? Put all of that information in this section.

IMpakTuyne 3aHaTTHA 5-6
Tema 3. Making a Career
THumanns ons YCHO2O OnUumyearHA ma aucwcii'
1. Nowadays there is a great variety of jobs and it is very difficult for a former school leaver to choose
from. Why have you decided to study at the Economics and Management Department, this speciality? Who
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recommended you?

2. What career would you like to follow in future? Why?

3. What features are necessary to be successful in the area you have chosen?
4. What degree is necessary to get to work in sphere of management?

Ayoumopna poooma
BukonaHHs CTy/IeHTaMH YCHUX Ta MUCbMOBHX (TECTOBHX) 3aB/IaHb 3 MUTaHb TEMH 3aHSATTSI.

Knwuoeumu mepminamu, na po3yminHi AKUX 0a3yemvcsa 3aC60€HHA HABUAIbHO20 Mamepiay
memu, ¢: actuarial, analyst, array, banking, bond, calculation, career, cash, charity, compliance, corporate,
to determine, to earn, to ensure, effort, to flood, granular, insurance, to invest, investment, to involve, loan,
marketing, to merge, mortgage, to predict, to prize, to provide, to pursue, to revolve, scope, shareholder,
shortage, to span, startup, stock, strategy, to track, wealth, underwriting, accountancy firm, acquisition,
actuarial profession, acutarial science, advanced skills, bank account, business venture, business strategy,
checking account, chief financial officer (CFO), commercial banking, commercial insurance, compliance
officer, credit card, current finances, current market, customer service specialist, debit card, degree in
finance, economic circumstances, financial goal, financial objectives, financial planner, financial products,
financial services, financial stability, financial trader, financial trends, future finances, general insurance,
health insurance, house insurance, individual customers, individual retirement account, insurance company,
insurance field, insurance sales representative, investment banking investment management, job prospects,
level of risk, life insurance, key area, manufacturing company, minimum requirement, mortgage broker,
multiple loan options, personal loans, portfolio manager, professional services firm, public accountant,
retail banking, savings account, small business, statistics, trade deals, venture capital (VC) professional, to
add up figures, to advise cash/asset-rich individuals, to advise institutions, to anticipate potential risks, to
assess the probability, to audit financial records to be in charge of, to be in demand, to be insured against,
to be involved in, to break into, to calculate risks, to calculate probabilities, to charge money, to develop
information, to discuss strategy, to enter into the finance world, to focuse on, to following payouts, to fund
the purchase, to grow the pool of cash, to increase one’s fortune, to insure risk, to issue information, to
invest funds, to keep in mind to manage finance, to leave over, to maintain financial transactions, to
maintain IT systems, to make money, to manage cash flow, to manage funds, to measure clients’ exposure,
to monitor profit,to monitor loss, to obtain a job, to prepare income tax returns, to prepare financial
statements, to protect from losses, to provide insightful advice, to provide related consulting services, to
raise money, to receive a high-paying salary, to record business transactions, to require direct access, to
research companies, to sell corporate securities, to support clients/staff, to trade corporate securities, to
track data, to track deficits, to track profits, to underwrite risk.

3 memor 2nubd0K020 3aC60€HHA HABGUAIbHO20 Mamepiany npu CamoCmilHOMY 6UEUEHHI memu
cmyoenmy eapmo 0cod.1ugy yeazy 30cepeoumu Ha maKkux acneKmax:

A critical part of having top-notch organizational skills is noticing the details. As an office assistant, you
will have access to many sensitive aspects of the business. From being the first person potential clients meet
to writing up minutes from top-level meetings. The best office assistants take pride in their work and apply
a level of perfectionism to everything they do. Even simple steps like proofreading all emails can help avoid
any issues and hit the right tone with clients and colleagues alike. But not only can great attention to detail
save the company from costly mistakes, it can also help secure new business. Think back to a time when
you visited an office. How did it feel when the assistant had to ask three times if you took milk in your
coffee or, even worse, almost instantly forgot who you came to see! Paying attention to these details will
help you impress your employers and make you stand out as an exceptional OA.

As an office assistant, you will likely sit outside the typical management silos. You may even report directly
to a senior executive. When filling an office assistant position, employers are looking for a candidate who
is confident working independently. Executives won't have time to sign off on every decision, so an OA
needs to use their initiative to solve as many issues as they can themselves. The role of office assistants also
comes with significant responsibility. OA's will often be given a budget for office equipment and will need
to manage this themselves throughout the year. As we have seen, employers want an assistant who takes a
proactive approach. If your instinct says you need to flag something to management, you need to allow
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them plenty of time to respond. No boss will be pleased with an OA who is reactive and needs lots of last-
minute support with issues they should have seen coming.

IpakTuyHe 3aHATTS /
Tema 4. Money
Humannus ons ycuo2o onumyeanHis ma OUCKYcCil

1. Do you think that money can be a stressful part of life? How often do you think about money?

2. What do people usually do with their money? Are you sensible or foolish with your money?

3. Are you a saver or a spender? What makes some people mean or generous?

4. Share with your groupmates who and what are on your country’s bank notes and coins. Why are they
famous for?

5. What about the currency of the other countries? Have you seen any foreign coins or banknotes? What
countries in your opinion have beautiful notes or coins?

6. What does the term commodity money mean?

7. How do you undersatand the term representative money?

8. What comes up to your mind when speaking about fiat money?

9. Why does fiat money have no intrinsic value?

10. What form does present-day currency exist?

Ayoumopna poooma
BukoOHaHHS CTyZICHTaMH YCHUX Ta MMCbMOBHUX (TECTOBHX) 3aBJIaHb 3 MUTAHb TEMU 3aHATTS.

Knwouoeumu mepminamu, na po3yminHi AKUX 0a3yemvca 3aC60EHHA HAGUAILHO20 Mamepiay
memu, €. acceptability, account, to affect, allowance, assets, banknote, barter, bill, Bitcoin, blockchain, to borrow,
card, cheque, chequebook, coin, to consume, to counterfeit, cryptocurrency, cryptography, currency, deposit,
doublespend, e-money, to encapsulate, endeavour, to evolve, euro, to exchange for, to exist, gold, goldsmith, immune,
inflation, to invest, investment, ledger, to lend, to key, manipulation, overdraft, payment, pocket-money, price, to
save, society, speculator, stable, to store, to swap, to supply, transaction, to trust, to withdraw, worth, worthless,
value, valuable, automated teller machine, bank account, bank deposit, card transfer, cash-like assets, cash machine,
central bank, certificate of deposit (CD), charging interest, computer entry, commodity money, credit card, current
account, decentralised digital currency, decentralized network, demand account, deposit account, digital cash, digital
currency, direct debit, ECB (European Central bank), electronic account, electronic payment, exchange for, goods
and services, exchange rate, Federal Reserve, fiat money, financial crisis, government interference, inconvertible,
paper money, intrinsic value, internet payment, interest rate, labour services, legal tender, liquid money, market value,
means of payment, medium of exchange, money market account, money market fund, money market instruments,
monetary value, nature of money, representative money, payments method, pin device, PIN number, printed paper,
pre-paid card, savings account, store of value, time deposit, traveler’s checks, value of money, virtual currency, unit
of account, to be based on, to be in circulation, to convert into, to create money electronically, to determine relative
costs, to flash a card over a machine, to get lost, to get stolen, to go into the red, to involve cash, to issue money, to
pay by card online, to reduce the value of money, to save some money, to spend money.

3 memoro 2nud0oK020 3aC80CHHA HABYAILHO20 MAMEPIATY NPU CAMOCMINHOMY 6UGUEHHI meMu
CMYOeHmY 6apmo 0coOIUBy yeazy 30cepeoumu Ha MAKUX AcneKmax:

Money took different forms in different cultures. Gold, silver, shells, cigarettes, and even cocoa beans were
used as money. Economists call such type of money as commodity money, i.e. it is a good whose value
serves as the value of money. Early money originated as commodity money but later on, representative
money consisted of banknotes could be swapped against a certain amount of gold or silver. But nearly all
modern economies are based on fiat money. This is the money that is declared as a legal tender and is issued
by a central bank, but unlike representative money, cannot be converted into a fixed weigh of gold. It has
no intrinsic value — the notes are just paper — but it represents value and this value is guaranteed by the
government. Present day currency can also exist independently of a physical representation. It can exist in
a bank account in the form of a computer entry or it can be stored in the form of savings account. Digital
cash or electronic money is monetary value stored in a pre-paid card or smartphone. Direct debits, internet
payments and card transfers are all forms of payment that do not involve cash. There are even newer
7



decentralized digital currencies like Bitcoin that exist without a central control unit such as a central bank.
Despite the rapid use in electronic payments, cash is still very popular.

Whatever its form, money has three main functions — a medium of exchange, a unit of account, a store of
value.

Money is a medium of exchange because it is a means of payment with a value that everyone trusts. Workers
exchange labour services for money. People sell and buy goods in exchange for money. We accept money
not to consume it directly but because it can be used to buy things we wish to consume. Money is the
medium through which people exchange goods and services.

Money is a unit of account as it allows goods and services to be priced. It is convenient to the society to use
a monetary unit to determine relative costs of different goods and services.

Money is a store of value, i.e. it is anything that can hold value for you in future. Nobody will accept money
as payment for goods supplied today if the money was going to be worthless when they tried to buy goods
with it tomorrow.

If you sell something for money, you can keep those funds in cash or deposit them into a bank account until
you want to buy something later.

If there was no money, people would trade goods directly or swapped for other goods. It is known as barter
economy. Under barter economy there is no medium of exchange, the seller and the buyer each must want
something the other has to offer. Trading is very expensive in a barter economy. People spend a lot of
time and effort to find mutually satisfactory swaps. Since time and effort are scarce resources, a barter
economy is wasteful.

To sum up, money is anything generally accepted as payment for goods and services.



1.3. Camocmiiina po6oma cmyoenmie

CamocriiiHa poOOTa CTYACHTA€E OJHIEID 3 OCHOBHHX CKJIQJOBUX OBOJIOJIHHS HaBYAIBHUM
MaTepiaJoM i BUKOHYETHCS B TI03aayAUTOPHHIA Yac, epe0aueHuii TEeMaTHYHUM IJIAHOM HaBYAJIBHOT
JIUCLIAIUTIHM.

[Tix yac BUBYCHHS HABYATHHOI IUCIUTUTIHY CTYCHTH IIOBUHHI HABUUTHUCS CAMOCTIHHO MUCIIUTH,
NOMIMOJIIOBATH 3aCBOEHI Ha TIPAaKTUYHUX 3aHATTSAX 3HAHHS, OIAHOBYBAaTH IPAKTHYHI HAaBHKH
CHUIKYBaHHS 3a MPOQECITHUM CIPSIMYBaHHSIM.

dopMa KOHTPOJIKO CAMOCTIMHOI poOOOTH — TIepeBipKa KOHCHIEKTy abo OOroBOpEHHsS Ha
NPaKTUYHOMY 3aHATTi. IluTaHHsS caMOCTiHHOI POOOTH BHHOCSTHCS HAa IMOTOYHUH 1 IMiJCYMKOBHMA
CEMECTPOBUI KOHTPOJIb.

Tema 1. Introductions and Greetings. Our University
Humanns ons camocmitinoi pobomu

Bukonaru 3aBnanns [2, C. 85-88, C. 101-103].

Tema 2. Office. People in the Office
Tlumanus ona camocminunoi pobomu
Bukonaru 3aBnanns [2, C. 89-93].

Tema 3. Making a Career

Tlumannus ona camocminunoi pobomu
Bukonatu 3aBpanns [2, C. 106-108].

Tema 4. Money
Humanns ona camocmitinoi pobomu

Bukonatu 3aBnanns [2, C. 129-132].

1.4. Inoueioyanwvni 3a60anus

InuBiAyanbHi 3aBlaHHs iepedadatoThes y hopMi pedepatiB-orisais. 3aBaanns y popmi IH/3
00MpaeTbcs CTYAEHTOM JAOOPOBLIBHO Ha MOYATKY CeMECTpy. BUKOHAHHS 1HAUBIAYaIbHOTO 3aBIAHHS Y
dopmi [H/I3 moxe nmepenbavae:

- ma0ip Ta OMpalfOBaHHs JIITEpaTypH 32 TEMOIO;

- CKJIQJIaHHS TUTaHY 1 BUKOHAHHS poOOTH (BCTYM, nepuie numanus - PO3KPUTTS TEOPETHUHUX
acrmekTiB TpoOJeMHU, BUKIIAJ OCHOBHUX 1/ Ta TPOIO3WINA aBTOPIB;, Opyee numawHs - aHaII3
(akTUYHUX Ta CTATUCTUYHMX JAAHUX; BUCHOBKH; CIIMCOK BUKOPUCTAHOI JiTEpaTypH Ta iH(GopMariitHux
JOKepen);

- mpe3enTanis [H/[3 Ha mpakTHYHUX 3aHATTAX (BUCTYIH JI0 S XBUJIMH).

[nnuBinyanbHe 3aBaaHHs y Gopmi pedepaTiB-orisaiB OOMPAETHCS CTYI€HTOM JOOPOBUILHO Ha
MOYaTKy CEMECTPY 1 BUKOHYETHCS 3a yCTAIEHUMHU BUMOTaMH.

1.4.1. Ocnosni 6umozu 0o Hanucanus peghepamie-02n:a0ie
[Tpu BUKOHAHHI 1HAMBITyaTbHOTO 3aBJJaHHS HEOOX1HO B3SITH JI0 YBaru, 1o pedepar (y1at. refero
— JIOHOIITY, TIOBIAOMJISIIO, TIEPEKa3yr0) — 1€ KOPOTKUH TepeKas 3MICTYy HAyKOBOI poOOTH, KHUTH a0o
BYEHHS1, 0()OpMIIEHE Y BUIJISA/II MUCEMOBOI IyOJI1YHOT JOMOB1/Ii; JOMOBI/Ib HA 33/1aHy TeMY, 3po0JIeHa Ha
OCHOB1 KPUTUYHOTO OTJISITY BiJMTOBITHUX JKepen iHpopMallil (HAayKOBHX Ipallh, JJITEPATypH IO TeMI).
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3i cBOro OOKY, pedepaT-oriisil CKIAJaeThCss HA OCHOBI JEKITBKOX JKEPET 1 31CTaBIIsi€ Pi3HI TOUKU
30py 3 OCIIKYBaHOTO MTUTAHHS.

Pedepar-ornsaa, He3aneXHO BiJ TEMH, MICTUTh BH3HAUYCHI PEKBI3UTH: THUTYJIbHA CTOpIHKA
BCTaHOBJICHOTO 3pa3Ka, BCTYII, PO3JILJIH, BUCHOBKH, CIIICOK BUKOPUCTAHUX JDKEpel 1 monatku (y pasi
HEOOX1THOCTI).

OOOB’SI3KOBO B TEKCTI NMOBHHHI OyTH TOCWJIAHHS Ha JpKepesa, Mo OyJIM BHKOPUCTaHI MPH
HanucaHHi pedepaty. [locunanns nogar0Thes y KBagpaTHUX AyKKaX 3 BKa3iBKOIO HOMEpa JpKepena, 3a
SIKMM BOHO BHECCHE Y CIIMCOK BUKOPHCTAHUX JDKEPEII, Ta CTOPIHKHU (SKIIO OJAETHCS TOYHA UTaTa abo
YHCIIOBI JaHi), Hanpukian [3, c. 8].

TexHiuH1 BUMOTH: TeKCT Mae OyTu HaOpanuii mipudTom Times New Roman, 14 kermem yepes
1,5 inrepBayu. [Tons: Bepxue — 2,0 cM, HmkHE — 2,0 oM, siBe — 3,0 cm, mpaBe — 1,0 cm. 3aranpawuii o6csr
pedepary-ormsany — 1o 15 cropinok popmary A4.
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Boo~NooOR~WNE

1.4.2.Temu peghepamie-o2nadie ma Haykoeo-00ciionux 3a80ans

Working Environment Improves Employee’s Productivity.

Teamwork in Business: Role and Impact on Work Environment.

Leadership in a Remote Working Environment.

Work Environment’s Impact on Motivation and Creativity.

Conservatism in Design as an Ideal Working Environment.

Ethical Dilemmas in the Work Environment.

Critical Appraisal: Fatigue, Burnout, Work Environment.

Competitiveness, Engagement, and Work Environment in Strategic Management.
Multi-Generational Work Environments.

CoN kR WNE

. Work Environments and Their Changing Nature.

* Temu Haykosux pobim, pepepamis, mexKCcmie MOHCYMb 3MIHIOBAMUCH BUKTIAOAYEM.

1.5. ITiocymkosuii konmpoo
[TincymMKOBHIA CEeMECTPOBHUI KOHTPOJIb IPOBOAMUTHCS Y (hopMi yCHOTO 3alTiKy. 3aiKOBHii OiieT
MICTHTB 3 TTUTAHHS.

1.6.1. lTumannsn 013 NIOCYMK08020 KOHMPOTIIO

Information exchange (about oneself, one’s family, friends).

Making contacts.

Our university. History. Forms of education. Departmnets. Faculty staff.

Office Supplies.

Office Equipment.

Parts of the Office.

Common Office Positions. Employees’ Duties.

Describing Workers.

Types of Businesses (corporation, non-profit organization, LLC, sole proprietor, etc.).

10. Listing Benefits.

11. Types of Work (freelance, full time, part time, temporary, etc.).
12. Describing Conditions.

13. Career Ladder. / Kap’epna npaOuna.

14. Using Money.

15. Saving and Investing money.

=

1.6.2. Ilpuknao éinema o 3a1iKy
BIJIET Ne 00

Explain the importance of soft skills to your career and to the companies where you will work.
Choose the correct preposition.

.. first-name terms with something

a) in b) on c) from d) with

to be fraught ...

a) in b) on c) from d) with

Describe the communication skills employers will expect you to have and the nature of
communicating in an organization.
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TaKOl CXEMU:

2. Cxema HapaxyBaHHs 0aJtiB
2.1. HapaxyBanHs OamiB CTyJ€HTaM 3 HABYAJIbHOI JUCHMIUIIHA 3IHCHIOETHCS BIAMOBITHO 0

BuBuenHs
HaBYaJIbHOI JUCIATUIIHI

|

100 Ganis

|

OuHa (neHHa, Be4ipHs)
(hopma HaBUAHHS

3aouHa (aucTaHLiliHa) hopma
HAaBYAHHS

10 6aiB —
3a pe3yJibTaTaMu HaBYaHHs
i 9ac JIEKIH

10 GamiB —
3a pe3yJibTaTaMyd HaBYaHHS
i yac JIEKIn

40 6amiB —
3a pe3yJbTaTaMK HaBYaHHS
1iJ1 Yac NPaKTHYHUX 3aHATh

20 GamiB —
3a pe3yJbTaTaMK HaBYaHHS
111 Yac NpaKTHYHMX 3aHATh

20 6aniB — 40 GaiB —
3a pe3yJIbTaTaMH CaMOCTiiHOT 3a pe3yJibTaTaMH CaMOCTIHHOT
pobotu pobotu

| |
30 GamiB —
3a pe3yJIbTaTaMi CKJIAJaHHA
CEMECTPOBOr0 KOHTPOJIIO

OO6csr 6aniB, 3100yTUX CTYJACHTOM TIiJ] Yac MPAKTUYHUX 3aHATh, OOUHUCIIOETHCS 32 CYMOIO OaiB,
3100yTUX MiJl 4ac KOXKHOTO 13 3aHATh, MepeadauyeHNX HaBUAIbHHM IUIAHOM, 1 BH3HAYAETHCS 3TITHO 3
nyHkToM 4.3.5 TlonoxeHHs Mpo opraHi3alil0 OCBITHBOIO Ipoliecy B XMEJIbHUIIBKOMY YHIBEPCHUTETI
yIOpaBIiHHS Ta MpaBa.

3 HaBYAIBHOI JUCHUILTIHA TTepe10adeHo MPoBeeHHS 16 MpakTHYHMX 3aHTh 32 JEHHOIO (popMOoro
HaBYaHHS.

OO6csr Oami, 3700yTUX CTYACHTOM IIiJI Yac MPAKTMYHUX 3aHATH 3 HaBUAJIbHOI JHUCIMILIIHH,
BU3HAYAETHCs 3a popmynoro Yo = b1+b2+...+bn/n x K, nge:

Y c— 3arajbHa cyma OaiB;

b — kinpKicTh OaniB, OTpPUMaHUX HAa OJTHOMY 3aHSTTI;

N — KUIBKICTh CEMIHAapChKUX (TMPaKTUYHUX, J1a0OpaTOpHUX)

IIPOTrPaMoIo;

K — koeoiuieHT, sxuii, opiBHIo€e 11 (3 ypaxyBaHHSIM crielU(PiKu HABYATHHOI JUCLUIUTIHM).

3a pe3ynpTaTaMu MPAKTUYHOTO 3aHATTS KO)KHOMY CTY/IEHTY JI0 BIAMOBIIHOTO IOKyMEHTa OOJIIKY

YCHIITHOCT1 BUCTABIISAETHCS KUTBKICTB 0amiB Big 0 1o 5 unciiom, kpatHuMm 0,5, SIKy BIH OTpUMaB MPOTATOM
3aHATTS.

1.2. [lix yac mpoBeAeHHSI CeMIHAPCHKUX (MIPAKTUYHUX, JAOOPATOPHUX) 3aHATh CTYAECHTaM
BUCTAaBIISIOTHCS 0allv, SKMM BIANOBiZAa€ piBeHb 3HAHb CTYACHTIB, ojaHuil y Tad:m. 4.2. [lonoxeHHs npo
Oprasi3alio OCBITHOTO ITpolecy B XMeIbHUIIbKOMY YHIBEPCUTETI YIIpaBIiHHS Ta IipaBa iMeHi JleoHina
IO3bKOBA.

1.3. [Tix yac mpoBeAeHHSI CeMIHAPChKUX (MIPAKTHYHUX, JAOOPATOPHUX) 3aHATh CTYAECHTaM
BUCTAaBIISIOTHCS 0aliv, SKMM BIANOBiAa€ piBeHb 3HaHb CTYACHTIB, oAanuil y Tabm. 4.2. IlonoxeHHs npo

Oprasi3alio OCBITHOTO ITpoLecy B XMEIbHUIIbKOMY YHIBEPCUTETI YIIpaBIiHHS Ta IipaBa iMeHi JleoHina
IO3pKoBa.

3aHATh, BU3HAYEHUX pPOOOUYOIO
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Tabmuns 4.2.

Kputepii moTouHOro O1iHIOBAHHS 3HaHb CTY/ICHTIB

3MICT KPUTEPIiB OLIIHKU

. . TecroBi 3aBaanHs
OriHka ITuceMoB1
) . OJTHAKOBOTO . o
3a OJTHE 3aHATTS YcHi BUCTYIH HETECTOBI piBHs Pi3HIX piBHiB
3aBJIaHHS . CKJIQJIHOCTI
CKJIaTHOCTI1

1 2 3 4 5

5 CtyneHT y mOBHOMY 00Cs31 BOJIOJIIE CryneHr CryneHt HabpaB
HaBYAJbHUM  MaTrepiajJoM, BIJIbHO | IPABUIBHO HE MEHILE
CaMOCTIHHO Ta apryMEHTOBAHO WOro | BHUPIIIUB yCi 90 % Bixg
BHUKJIAJIA€ TIiJ] YaC YCHUX BUCTYIIB Ta | a00 HE MEHIIE MaKCUMAaJIbHO
MUCBMOBHX BimmoBiger, rimmooko Ta | 90 % TtecToBuX MOYJIUBOT
BCeOIYHO PO3KpHUBAE 3MiCT 3aBJ/IaHb. KUTBKOCTI OaJTiB.
TEOPETUYHUX MUTAaHb Ta MPAKTUYHHUX
3aBJ/IaHb, BHKOPUCTOBYIOUYH TIPH [IEOMY
000B’SI3KOBY Ta JI0JaTKOBY
nitepatypy. IlpaBuiapHO BUpIMIUB Yci
a6o He wmenme 90 % nHUCEMOBHX
3aBJIaHb.

45 CTyneHT JOCUTh TIOBHO  BOJIOJIIE Crynenr CrtyneHt HabOpaB

HaBYAILHUM MarepiaioM, | TPaBHIBHO 82-89 % Bin
OOIpyHTOBaHO HOTO BUKJIAJAA€ Mij yac BUPILIUB MaKCHUMaJIbHO
YCHUX BHUCTYIIB Ta IHCHhMOBHX 82-89 % MO>KJIUBOT
BIJIMIOBiZIe, B OCHOBHOMY PO3KpHBAa€ TECTOBUX KUIBKOCTI OasiB.
3MICT  TEOPETHYHHX  THUTaHb  Ta 3aBIIaHb.
MPAKTUYHHUX 3aBJIaHb,
BHKOPHUCTOBYIOUYH npu IEOMY
000B’s13K0BY JiTeparypy. OnHak mif
Yac BWKJIAJIAaHHSA JICSIKUX IHATaHb
JIOTYCKAlOThCS TPH  1IBOMY OKpeMmi
HECyTTeBI HeTouHOcTi. [IpaBunbHO
BupimuB  82-89 %  nuceMoBHX
3aBIaHb.

4 CTy#eHT J0CTaTHHO TMOBHO BOJOIIE CryneHt CrtyneHt HaOpaB
HaBYAJIbHUM MarepiajioM, | IpPaBUIBHO 74-81 % Bin
OOTpyHTOBaHO HOTO BUKJIAJAa€ MijJ yac BUPILIUB MaKCHUMaJbHO
YCHUX BHCTYMIB Ta  IHUCBMOBHUX 74-81 % MO>KJIUBOT
BIJINIOBIJIE, B OCHOBHOMY PO3KPHBAE TECTOBUX KUTBKOCTI OasiB.
3MICT  TEOPETHYHHX  TNHUTaHb  Ta 3aBJIaHb
MPAKTUYHHUX 3aBJIaHb,

BHKOPHUCTOBYIOUH pH IEOMY

000B’s13K0BY JiTeparypy. OnHak mif
Jac BHKJIQJaHHS JCSIKUX IHTaHb He
BHUCTa4a€ JOCTAaTHHOI TIUOWHH Ta
apryMeHTallii, JIONMyCKarThCA  IPHU
IbOMY OKpEeMi HECYTTEBI HETOYHOCTI
Ta HE3Ha4yHl TOMHIKHA. [IpaBHIBEHO
BupimuB 74-81 % MucbMOBUX 3aBJaHb.
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3,5 CrynaeHt B iJIOMY BOJIOJIIE CryneHt CryneHt HaOpaB

HAaBYAJILHUM MaTepiajioM, BUKJIAIa€e MIPaBUIbHO 64-73 % Bixg
HOr0 OCHOBHHUU 3MICT ITiJ] 4aC YCHUX Ta BUPILIUB MaKCHUMAaJIbHO
MICbMOBHMX BIAIOBiAEH, ajle 3 He 64-73 % MOJKJIMBOL
30BCiM TJIHOOKMM Ta  BCEOIYHHM TECTOBHUX KIJIBKOCTI OaJIiB.
aHaII30M, OOTpYHTYBaHHIM Ta 3aBIaHb.

apryMeHTaIll€lo, 3 HEJIOCTAaTHIM

BUKOPUCTAHHIM HEeoOX1aHOT

JiTepaTypH, NOMYCKAIYU TPH IbOMY
OKpeMi HECYTTEBI HETOYHOCTI Ta
noMuiku. IlpaBuiabHO BupimuB 64-
73 % nuchpMOBUX 3aBIaHb.

3 CryneHt B IJIOMY BOJIOJIIE CryneHr Crynent HaOpaB
HAaBYAJILHUM MaTepiajoM, BUKJIAIa€e MIPABUIHLHO 60-63 % Bix
HOTr0 OCHOBHHUU 3MICT ITiJ] 4YaC YCHUX Ta BUPILIUB MaKCHUMAaJIbHO
IMCbMOBHMX  BIOIOBiZeH, aie 0e3 60-63 % MOJKIIUBOT
IMOOKOro  BCEOIYHOTO  aHalizy, TECTOBUX KUTBKOCTI OaiB.
OOTpyHTYBaHHS Ta apryMmeHTarii, 0e3 3aBJ/IaHb.

BUKOPUCTaHHS HEOOX1IHOT JIiTepaTypu,
JOMYCKAlOUu TP  IOMY  OKpeMmi
CYTTEBI HETOYHOCTI Ta TMOMUJIKH.
[IpaBunpHO BupimmB 60- 63 %
MUCHbMOBUX 3aBJIaHb.

2-25 CTy/eHT He B IOBHOMY 00Cs31 BOJIOJIIE Crynenr CryneHt HaOpaB
HaBYAJILHUM MaTepiaioM. MIPaBUJIBHO 35-59 % Bixg
®dparMeHTapHO, CTHCIIO 0e3 BUPIIINB MAaKCHMAaJIbHO
aprymeHranii ta  OOIpyHTyBaHHS 35-59 % MO>KITUBOT
BHKJIaJIa€ MOT0 i1 4aC yCHUX BUCTYIIB TECTOBUX KIJIBKOCTI OatiB.
Ta MTUCHMOBHUX BIMOBIIEH, TOBEPXOBO 3aBJIaHb.

PO3KpPHBAE 3MICT TEOPETUUHUX IUTAHb
Ta MPAKTUYHUX 3aBJIaHb, JOMYCKAIOUN
OpU 1BOMY CYTTEBI HETOUYHOCTI.
[IpaBunbHO BHpIMINB 35-59 %
MICBMOBHX 3aB/IaHb.

0-15 CryneHt YJaCTKOBO BOJIOJIE Crynenr CryneHT HaOpaB
HaBYaJIbHUM MarepiajioM, He Yy 3Mo031 BUPIILIUB 0-34 % Bin
BUKJIACTH 3MICT OIIBIIOCTI IUTaHb 0-34 % MaKCHUMaJIbHO
TEMHU IIiJl YaCc YCHUX BHUCTYIIB Ta TECTOBUX MOKJTHBOT
MMCEMOBUX BIJMOBIACH, TOMyCKalOYU 3aBJaHb. KIJIBKOCTI OatiB.
MpH  [BOMY  CYTT€BI  TTOMHJIKH.
[IpaBmiibHO BUPILIUB 0-34 %

IIMCbMOBHX 3aBJaHb.

[Tepepo3noin KibKOCTi OamiB B MeXaxX MaKCUMAaIbHO MOXIIMBOI KITBKOCTI OalliB 3a CaMOCTIHHY
poOOTYy CTYZIEHTIB Ta BUKOHAHHS 1HUBIIyaIbHUX 3aBJaHb, HABEJICHO B HACTYIHIN TaOIuUII:
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