XMEJIBHUIIBKA OBJIACHA PAJIA

XMEJIbHUIIbKWI YHIBEPCUTET YIIPABJITHHSI TA IIPABA
IMEHI JIEOHIJTA IO3bKOBA

3ATBEP/IDKEHO
PimreHHs METOAMYHOI paJid YHIBEPCUTETY
23.10. 2024 poxy,
poToK0JT Ne2.

[Iepma npopekTopka, roJ0Ba METOAUYHOI
paau YHIBEpCUTETY, KaHAUIaTKa HAYK 3
JIEp>KaBHOTO YIIPABIIHHS, TOIEHTKA

Ipuna KOBTYH

23 sxoBTHs 2024 poky

HABYAJIbBHO-METOJANYHI MATEPIAJIN
3 HABYAJIbHOI JMCHUITIHI
«THO3EMHA MOBA 3A TIPO®ECIMHAM CHPSIMYBAHHSIM»
JJISl MIATOTOBKM HA NMepumomy (0CBiTHLOMY) piBHi
3100yBaviB BUILOI OCBITH OCBITHHOTI'0 CTYIEHs 0aKkajiaBpa
i3 cneniajbHocTi 073 MeHex:kMeHT
ranay3i 3Hanb 07 YnpaBJiiHHA Ta aaMiHiCTpyBaHHS

M. XMEJIbHUIbKUHN

2024



PO3POBHUK:

JoueHT kadeapu MOBO3HABCTBA
KaHauaaT (PUTOIOTIYHUX HAYK, JOIICHT Spocnas HATOPHUU

27.09. 2024 poky

CXBAJIEHO

Pimenns kadeapu MOBO3HABCTBA
27.09. 2024 poky, mpoTtokon Ne 2 .

3aBigyBauka Kadeapu, JOKTOpKa IMeaaroriayHux
HayK, rpogecopka Onsra HA'OPHA

27.09. 2024 poky

Jlexaneca (hakyIbTeTy yIpaBIlliHHS Ta EKOHOMIKH,
KaHJAUIaTKa eKOHOMIYHUX HAyK, TOIICHTKA Terssna TEPEILIEHKO

27 Bepecusi_2024 poky



Eall SN

3MICT

CrtpyKTypa BUBUEHHS HABYAIHHOI JUCIUTUTIHA

1.1.
1.2.
1.3.
1.4.
15
1.6.

TemaruyHuil MJ1aH HABYAIBHOI AUCHUILTIHU
Jlexmit

[TpakTH4Hi 3aHATTS

CamocriiiHa po6oTa CTyJIeHTIB
[HnuBiMyanbHI 3aBAaHHS

[TimcyMKOBHI KOHTPOJIb

Cxema HapaxyBaHHA 0aJiB
PexomenoBaHi mxepena
[ndopmaniitni pecypcu B InTepHeTi

Crop.

A OWWW

14
17
19
23
27
27



1. CrpykTypa BUBYCHHSI HABYAJIBHOI AUCHHILTiHH

1.1. Temamuunuii naan naeuanbHoi OUCUUNIIHU

No Hazsa temu KinpkicTs rogua

Te Henna dpopma 3aouna hopMa HaBIAHHS
MU YCBOT Yy TOMY 4YUCIII YCBO Yy TOMY 4HUCJI

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 |Corporation 22 | - 10| -] -] 12
structure. / - -1 - -1-1-
CtpykTypa
Koproparii
2 Telephone
interactions. 24 - |110] - | - 14 - -1 - -1 -1 -
Correspondence. /
Tenedonni
B3aEMOIII.
JIncTtyBaHHs

3 |Introductions in
Business World /
3HallOMCTBa B
iJIOBOMY CBITI

4 PProject Management
Meetings / 26
YrpaBiiHHA
npoekramu. Hapanu
5. Job Hunting / TTomyk| 54 10 14 -l -1 -1-1-1-
poboTH

24 | — | 10| - | - | 14| - | | -] -|-|-

Ycboro roau

120 | - |52 - | - |68 | - | - | - | -] -] -

1.2. Ilpakmuuni / ceminapcoki 3anamms

IIpakTnune 3ansarra 1-5
Tema 1. Corporation structure. / CTpykTypa Kopnopauii
Llumanns ona ycHo2o onumysanHs ma OUCKycii
Departments (accounting, human resources, 1T, marketing, payroll, sales, etc.). / ITinpo3ainu B kommnaHii
(Oyxranrepis, BIOAUT KaapiB, BLAALT 1HQOPMALIMHUX TEXHOJIOTH, MapKEeTMHTOBUM BIIAUI, MIATLKHUNA
BiJUILI, BIJILT TIPOAAKIB, TOIIO).
Corporate Governance (board of directors, CEO, CFO, president, stakeholder, etc.). / YmpaBninusa
KOMITaHi€l0 (pajla JUPEKTOpiB, BUKOHABUMN TUPEKTOp, (PIHAHCOBUH TUPEKTOp, MPE3UJCHT, aKIioHep,
TOIIO).
Company and Job. / Kommanis Ta po6oTa.
Describing a Company (headquarters, history, employees, size, market position, financial results). / Omic
KoMIaHii (roloBHUH odic, icTopist, MPpaIiBHUKH, PO3MIp, MO3UIIIS HA pUHKY, (JIHAHCOBI TOCSTHEHHS).
Describing a Job (position, responsibilities) / Onuc pobotu (mocana, 060B’s13ku). Perfect Tenses. / Yacu
rpymu Perfect. [IpaBuia yTBOpeHHS Ta B)KUBaHHS.

Ayoumopna poooma
BuKkoHaHHS CTyZICHTaMH YCHUX Ta MMCHbMOBHUX (TECTOBHX) 3aBJIaHb 3 MUTAHb TEMU 3aHSTTSI.
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Memoouuni exaziexu

Knwuoeumu mepminamu, na po3yminni AKux 6a3yemubcsa 3aC60€HHA HAGUATIbHO20 Mamepiany
memu, €: 10 do business with — to become business partners; ease of management — the state when the
process of management is not difficult to provide; failure —a failing in business, bankruptcy; fringe benefits
—additional services or advantages given witha job besides wages; to go wrong(npoBalIuTHCh; HE BAATHCS,
He Buiitn) — to stop working properly; health insurance — a means of protection guaranteeing safety of
one’s health; incorporation — the process of forming a legal corporation; inevitable — incapable of being
avoided; inflexible — incapable of change; initial costs — the costs necessary to launch and run a business;
to take up, venture.

CKaan?ITe, yTOOBI YNTATH O€3 peKJ’IaMH3 MEmOoIo 21uOO0K020 3AC60EHHA HABYUAIbHO20 Mamepiaﬂy
npu camocmiitHOMy 6UBUEHHI meMu CHIYOeHmY 6apmo 0cCOo0IUGY yeazcy 30cepeoumu Ha MmMAaKux
acneKkmax.:

A sole proprietorship is an unincorporated business entity owned and operated by a single individual. Its
main advantage lies in its simplicity: sole proprietorship is the default business entity designation for anyone
selling a service or product themselves. A sole proprietorship requires no special filing. In addition, sole
proprietors have complete control over their companies and enjoy a single round of taxation on personal
income.

Nevertheless, the ease of setting up a sole proprietorship is a double-edged sword, because this business
type offers the lowest protection for owners. As a sole proprietor, you are fully liable for your company’s
financial and legal situation, which is legally riskier when compared to an LLC.

This means that if your business falls on hard times, your personal assets may be drawn on to settle business
debts.

General partnerships (GPs) are the default form of business partnerships, or businesses owned by two or
more people.

Like sole proprietorships, general partnerships are subject to pass-through taxation, meaning they are only
taxed once, at the partners’ personal income levels. In addition, general partners are equal participants in
the firm, meaning everyone has a say in how the business operates.

However, general partnerships are vulnerable to some of the same drawbacks as sole proprietorships.
Because there is no legal distinction between the general partners and the partnership itself, all owners are
subject to unlimited liability for the company’s debts and damages.

Creditors and lawsuit plaintiffs can reach partners’ personal assets, and general partners are liable for the
business conduct of all other partners — so choose your co-founders wisely.

IpakTnyne 3auaTTs 6-10
Tema 2. Telephone interactions. Correspondence. / Tenedonni B3aemonii. JIuctyBanus
llumanns ona ycHo2o onumysanHs ma OUCKycii

Answering the Phone. / Bianosiaps Ha 13BiHOK.

Starting and Ending a Call. / flk mo4atu Ta 3aBepmmTH 13BiHOK. Leaving a Message. / Sk 3anmummtu
MOB1IOMJICHHS.

Taking a Message. / SIx 3anucaru nosinomienHs. Telephone etiquette. / ETuker cnisikyBaHHS 1O
Tesnedony.

Types of Correspondence (letter, email, fax, memo, hard copy, etc.). / Bunu nuctyBanus (ucT,
€JIEKTPOHHUM JHCT, (akc, HaraayBaHH:, JPyKOBaHa KOIIisl, TOIIO).

Email Styles. / Ctumi enekTpOHHUX JIUCTIB.

Email Types (application, complaint, request, thank you, etc.). / Buau enekrpoHHUX JTHCTIB (3as1BKa,
cKapra, 3aIuT, MO/IsAKa, TOIIO).

Writing an Email. /Hanucanns enekrponHoro nucta. Business Letter. / JlioBuit JucT.

Reported Speech. / Henpsima moBa.




Ayoumopna poooma
BuKkoHaHHS CTyZIGHTaMH YCHUX Ta MMChMOBHUX (TECTOBHX) 3aBJIaHb 3 MUTAHb TEMU 3aHSTTSI.

Kntouosumu eupasu, na po3yminni AKUX 6a3ycmuvca 3ac60€HHA HAGUAILHO20 MAmMepialy memu, €:
“Could I please speak to Steve?”

“I’m calling for John. Is he available?”

“I would like to speak with David. Is he in?”

“Could I please speak with whoever deals with the accounts?”

“May I speak to Johnathan.”

“Please hold.”

“Would you mind holding for a minute while I check?”

“I’ll forward you through. Please hold on.”

“Please wait while I put you through.”

“One moment please.”

“I’m calling to find out about”...

“I’ll put you through.”

“One moment. Please stay on the line.”

“Let me see if he’s available and, if he is, I’1l put you through.”

“Thank you for holding. He’s available. I’1l forward you on.”

“Please hold the line while I transfer you.”

“OK. Let me connect you.”

“Thank you for holding.”

“Thank you for your patience.”

“Thank you for waiting.”

“I’m afraid he’s not in at the moment. May I take a message?”’

“Unfortunately he’s on another call again. Shall I get him to call you back?”
“I’'m sorry. He isn’t available at the moment. He shouldn’t be long. Would you like to hold or call back later?”
“Sorry, he’s otherwise engaged right now. Would you like to leave a message?”
“Could you please tell him Ryan called? My number is...”

“No thanks. I’ll call back later.”

“Thanks for your help. I’ll send him an email.”

“It’s his mom. Could you ask him to ring me when he gets the chance?”

“Just tell him that Matthew is free all day tomorrow for a meeting. Please get him to call me to confirm a time.”
“Sorry, you’re breaking up a bit. Could you please say that again?”

“I’'m sorry, I didn’t catch that. Please say it again.”

“Could you spell that for me please?”

“Could you repeat that please?”

“Could you speak a little louder please?”

“The line is very bad. Could I call you back?”

3 Memoro 21ub0K020 3aC60EHHA HABYATILHOZ0 MAmMepiany nPU camocmiliHoOMy 6UEUEeHHI memu
CcHy0eHmy 6apmo 0coodaugy yeazy 30cepeoumu Ha maKkux acneKkmax:
You might start a telephone conversation with an idea about how it will go and what you will talk about.
And many routine conversations are pretty straightforward. But what happens when the conversation gets
into things you haven’t anticipated? What if the other person asks you tough questions that you don’t have
easy answers for? In particular, what if your boss is pressuring you to justify your decisions?
There are a few things that you might have to do to succeed in this situation. For starters, you might need
to just pause and gather your thoughts. Next, you might find yourself explaining your assumptions and
clarifying some of the specific aspects of your decision. You might also try explaining what would have
happened it you hadn’t made the decision you did. And finally, it’s a good idea to be able to accept feedback
graciously and politely.
What do I mean when I say “routine” and “spontaneous” phone conversations? Routine means something
we do often or something that follows a set pattern. But spontaneous means suddenly, without any planning.
Having a spontaneous conversation in English is very challenging. Today we’ll start with a more routine
weekly check-in, and our next lesson will show you how to handle more unexpected situations.
A weekly check-in is a chance to talk with your supervisor about how your work is going. That might
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include reporting your progress or the status of different projects or work. It might also mean sharing your
successes and asking for help or guidance with challenges. And if you’re like most people, there’s always
lots to talk about, so you may also have to request time to look at a specific issue.

IpakTuyne 3ansaTTsa 11-15
Tema 3. Introductions in Business World / 3naiiomcTBa B aij10Bomy cBiTi
llumanus ona ycHo2o onumysauHs ma OUCKycii
Introductions. / 3naitomcTBa.
Finding Common Interest. / [Tomyk coiasHuX iHTEpeciB. Courtesy. / BBiuauBiCTb.
Small Talk. / Circeka Gecina.
Appropriate Topics for Conversation. / Ilpuitasitai Temu s posmosu. How to Ask for a ecommendation.
/ Slk monpocuTH nipo pekomenaanito. Modal Verbs. / MonanbHi nieciosa.

Ayoumopna poooma
BukoHaHHS CTyICHTaMH YCHUX Ta MMCbMOBHUX (TECTOBHX) 3aBJIaHb 3 MUTAHb TEMU 3aHATTS.

Kniwouoeumu mepminamu, na po3yminHi AKUX 0A3yemvca 3AC60EHHA HAGUAIbHO20 Mamepiay
memu, €. networking opportunities, available to people, start or advance careers, explore options, before
committing to a specific networking group, tempting for a new business owner, lookfor a dream job, a
better strategy, target time and efforts, fit needs and interests, host special meet and greet events for
prospective members, join a networking group, become a contributing member, use the association, further
own goals, offer something of value, identify opportunities for collaboration, strategic joint ventures,
partnerships, new areas to expand business, provide an online location for people to engage with other
professionals, join groups, post blogs, share information, provide a place to post a resume, search for jobs,
identify job candidates, a business-to-business (B2B) customer pipeline, social networking site, online
networking forum, allow professionals, demonstrate knowledge, connect with like-minded people.

3 mMemoro 21ub0K020 3aC60CHHA HAGYATILHOZ0 MAMePIany NPU CAMOCMINHOMY 6UBYEHHI memu
cmyoenmy 6apmo 0coo1usy yeazy 30cepeoumu Ha MaKux acneKmax:
Networking is the exchange of information and ideas among people with a common profession or special
interest, often in an informal social setting. Professionals use networking to expand their circles of
acquaintances, find out about job opportunities in their fields, and increase their awareness of news and
developments in their fields.
Networking is one of the main benefits of joining a professional organization or attending a trade fair or
convention. However, networking most often occurs spontaneously when two or more like-minded
professionals cross paths.
Key Takeaways
Networking is used by professionals to widen their circles of acquaintances, find out about job
opportunities, and increase their awareness of news and trends in their fields.
Business owners network to develop relationships with people and companies they may do business with
in the future.
Professional networking platforms provide an online location for people to engage with other
professionals, join groups, post blogs, and share information.
The coronavirus pandemic drove many to network solely online rather than in person.
Many colleges and universities provide opportunities for alumni to network with one another.
Networking helps a professional keep up with current events in the field. It develops relationships that
may lead to business or employment prospects. At its best, it achieves this in a relaxed social
environment.

IIpakTuune 3anaTTa 16-21
Tema 4. Project Management. Meetings / YnpaBjiiHHsI NpoeKTaMu
[TuTaHHs A7 YCHOTO ONMUTYBaHHS Ta AUCKYCIT



Delegating Tasks. / [leneryBanns 3aBaanb. Describing responsibilities. / Onuc 060B’s3kiB. Following Up.
/ BigcmnkoByBanHs mporiecy. Checking on Progress. / IlepeBipka mporpecy.

Project Management Stages and Strategies. /Etanu ta ctpaterii ynpasninas npoektom. Changing Plans. /
3MiHa MJIaHiB.

Giving Feedback. / Biaryku.

Motivating Staff. / MoTuByBaHHS ITpaIliBHHUKIB.

Meetings. / Hapamu.

Planning a Meeting. / [InanyBanns Hapagu. Meeting etiquette. / ETuker mig yac Hapay.

Sticking to the Agenda of the Meeting / JloTpumanHs MOPsIKY JEHHOTO Ha Hapaxi. Discussions / Jluckycii.
Meetings mishaps / [Tomuinku Ha Hapamax.

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

Knwuoeumu mepminamu, na po3yminHi AKUX 0A3YEMbCA 3AC60ECHHA HAGUATbHOZ0 Mamepiay
memu, € project management , final deliverables, finite timescale, budget, specific scope, to accomplish
the goal, core components, to justify the investment, to secure funding, relevant people, to lead and motivate
all team members, to track the project’s progress, to liaise with stakeholders, initiation, execution, project
management templates, set of requirements and priorities, to meet the requirements, to work well under
pressure, to lead a team, life cycle, a kickoff meeting, a deliverable, milestone, deployment.

3 memoro 2nuboK0z0 3ac60€HHA HABUAILHO20 Mamepiaﬂy npu camocmit?nomy 6UGUEeHHI memu
cmydenmy eapmo 0005]1”3)) yeacy 3ocepe0umu Ha makKux acnekmax.

Project management is the application of processes, methods, skills, knowledge and experience to
achieve specific project objectives according to the project acceptance criteria within agreed parameters.

Project management has final deliverables that are constrained to a finite timescale and budget.

A project has a specific beginning and end. In other words, it is temporary. It also has specific scope
and resources. The project has a unique set of operations that aim to accomplish one goal.

Project management is the science and art of organizing all the components of a project.

Project management core components

The following core components form part of project management:

- Defining why the project is necessary or important.

- Estimating how long it will take to complete and specifying the quality of deliverables. Also,
listing what the project requires and what resources to use.

- Justifying the investment by preparing a business case.

- Securing funding.

- Getting all the relevant people to agree to the project.

- Developing a management plan for the project.

- Leading and motivating all team members.

- Managing any project changes, issues, or risks.

- Tracking the project’s progress against the original plan.

- Making sure the project is within budget.

- Liaising with stakeholders and the project organization.

Projects require people to come together for a limited period to concentrate on specific objectives.
Consequently, effective teamwork is key to successful projects.

Stages of Project Management

In general, the project management process involves five stages:

- Planning

- Initiation

- Execution

- Monitoring

- Closing



Today, there are specialized project management templates that are specific to certain industries.
Each industry has a unique set of requirements and priorities.

IIpakTHyHe 3aHATTA 22-26
Tema 5. Job Hunting / ITomyk po6oTu.

Getting the Job. / BnamryBanus Ha po6oTy. Writing a Resume. / Hantucanus pesrome.

Unusual CV Mistakes. / He3Bu4HI HOMUJIKH B pe3OMe.

Hiring New Employees. / IIpuitasaTTs Ha poOd0oTy HOBHX mpariBHUKIB. Asking to be considered. /
[TonanHs KaHIUAATYPU HA PO3TIIS.

Phrasal Verbs: in/out, on/off, up/down, away/back. / ®pa3osi gieciosa: in/out, on/off, up/down,
away/back.

Knwuosumu mepminamu, na po3ymiHHi AKUX 0a3Y€MbCA 3AC60EHHA HABUATLHO20 Mamepiaiy
memu, e: 10 deal with,to create a personnel reserve, in terms of trends, to tune a person to a talk, to form a
talent pool, top officials of the company, to resign, dismissal of personnel, an open position, to be engaged
in, to set a person up for conversation, to diverge, firing staff, inclination, according to tendency, company
executives, to quit, propensity, to adhere to the deal, to follow the agreement.

3 Memoio 2nub0K020 3AC60€HHA HABUATIbLHOZO Mamepiajly npu camocmiﬁnomy 6UGYUEHHI memu
cmydenmy eapmo 0005]1”3)) yeacy 3ocepe0umu Ha maKux acnekmax.:

An HR specialist is a public person. He talks to job applicants,assists management in solving staffing issues,
communicates with employees and implements corporate policy.
HR-manager is an employee whose field of activity is human resources. He does not work with machines,
mechanisms or natural objects, but with living people. Reckless judgment, unconstructive criticism or
professional error can nullify the business environment in the team, provoke a conflict.
In addition, personnel management involves close interaction with various categories of employees — from
company executives to service personnel. Therefore, HR must be oriented in all areas of the company and
be aware of the interests of all staff.
Advantages and disadvantages of the HR manager:

- Working with people. If you love communication, this is what
you need!
- Career opportunities. HR managers have many opportunities
for growth.
- Opportunity for career growth. There are many opportunities for growth in HR managers
- Large circle of acquaintances. Because the HR manager has to communicate with a very large number of
people.
- Irregular working hours. After all, interviews often take place during non-working hours, when it is
convenient for candidates.
- Great responsibility. After all, it depends on the personnel manager what kind of people will work in the
company, what will be the atmosphere in the team.
- Stress. From time to time, the opinions of the HR manager and the supervisor may differ. Because of this,
you need to prove yourself right, argue, and waste your energy on it.
- In addition, the HR manager is always under pressure because it is usually required to find a candidate
“for yesterday”.



1.3. Camocmiiina po6oma cmyoenmie

CamocriiiHa poOOTa CTYACHTa€E OJHIEID 3 OCHOBHHMX CKIIQJIOBUX OBOJIOJIHHS HaBYAIbHUM
MaTepiaJoM i BUKOHYETHCS B TI03aayAUTOPHHIA Yac, epe0aueHuii TEeMaTHYHUM IJIAHOM HaBYAJIBHOT
JIUCLIAIUTIHM.

[Tix yac BUBYCHHS HABYATIBHOI IUCIUTUTIHH CTYACHTH IOBUHHI HABYUTHCS 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

CEMECTPOBUIN KOHTPOJIb.

Tema 1. Corporation structure. / CtpykTrypa Kopnopauii
Tumanusa ona camocminunoil pobomu

[IpounrtaTu TekcT Ta nepekaszaru ioro [1, C. 112-116].
BUBUMTH CJI0BA 1 CIIOBOCIIONYYCHHS 10 TEMH.

Tema 2. Telephone interactions. Correspondence. / Tenedonni B3aemoii. JIucryBanus
Ilumannsa ona camocmitinoi pobomu
Ipocnyxatu Bifgeo «Business by phone». Biamosictu Ha 3anutants 1o Bigeo. [Telephone English.
https://www.businessenglishpod.com/category/telephoning].
BuBuMTH CJIOBA 1 CIIOBOCIIONYUEHHS IO TEMH.

Tema 3. Introductions in Business World / 3naiiomcTBa B 1ijioBoMy cBiTi
Humanusa ons camocmiiinoi pobomu
Bukonatu 3aBmanns [1, C. 97-102].
BuBuMTH CJIOBA 1 CIIOBOCIIONYUEHHS IO TEMH.

Tema 4. Project Management Meetings / YnpasJiinusa npoexktamu. Hapanu
Humanusa ons camocmiiinoi pobomu
Bukonaru 3aBaanns [1, C. 55-59].
BuBuMTH CJIOBA 1 CIIOBOCIIONYUEHHS IO TEMH.

Tema 5. Job Hunting / Ilomyk po6oTu
Tumanusa ona camocmitnoi pobomu

Buxonaru 3apnanns [1, C. 61-73].
BuBUHTH CITOBA 1 CIIOBOCIIOYYCHHS IO TEMHU.

1.4. Inousioyanwvni 3a60anus

[nnuBinyanbHi 3aBAaHHs nepeadayaroThes y popMi pedepartiB-orasaais. 3aBaanss y popmi [H/3
00MPAETHCS CTYIEHTOM JA0OpPOBIIFHO HA MOYATKY ceMecTpy. BUKOHaHHS 1HIUBIAYalIbHOTO 3aBJaHHS Y

dopwmi IH/I3 moxxe mependayae:
- miAOip Ta OMpaIlOBaHHs JITepaTypu 3a TEMOIO;

- CKJIaJIaHHJ IIaHYy 1 BUKOHAHHS POOOTH (BCTYI, nepuie numanHs - PO3KPUTTS TEOPETUIHHX
ACMeKTiB MpoOJiieMH, BUKIAJ OCHOBHHMX i€l Ta MPOMO3HWINA aBTOPIB; Opyee NUmMAHHA - aHaNi3
(aKTUYHHUX Ta CTATUCTUYHUX JaHUX; BUCHOBKH; CITMCOK BUKOPUCTAHOI JiTepaTypu Ta iHGOpMAIiHHUX
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JoKepen);

- npe3enTaris IH/[3 Ha mpakTHUHUX 3aHATTSX (BUCTYT 10 S XBWJIHH).

[nnuBigyanbHe 3aBnaHHs y ¢opmi pedepaTiB-orisaiB 00MpaeThCsi CTYACHTOM JT00pPOBUIBHO Ha
MOYaTKy CEMECTPY 1 BUKOHYETHCS 32 YCTAICHUMHU BUMOTaMU.

1.4.1. Ocnosni 6umozu 0o nanucanus peghepamie-021:a0ie

[Tpu BUKOHAHHI 1HAWBITYyaJILHOTO 3aBJIaHHSI HEOOXITHO B3ATH JIO YBary, mo pedepar (1at. refero
— JIOHOIITY, TOBIIOMIISIO, TIEpEeKa3yr0) — 1€ KOPOTKUHN IMepeka3 3MicTy HayKoOBOi poOOTH, KHHUTH abo
BUEHHS, 0()OpMJICHE Y BUTJISI MTUCBMOBOT IMyOIIYHOI JJOTTOB1/I1; TIOTIOBIIh HA 3a/1aHy TeMY, 3po0JieHa Ha
OCHOBI KPUTHYHOTO OTJISITY BiIOBITHUX JKepen iHdopMallii (HayKOBUX Mpallb, JITEPATYpH MO TEMI).

31 cBoro 60Ky, pedepaT-oris CKIaIaEThCS Ha OCHOBI ICK1IBKOX JKEeped 1 31CTaBIse Pi3HI TOUKH
30py 3 JOCIIPKYBaHOTO MTUTAHHS.

Pedepar-ornsan, He3ane)kHO BiJ TEMH, MICTUTh BHU3HAYEHI PEKBI3MTH: TUTYJIbHA CTOPIHKA
BCTAHOBJICHOTO 3pa3Ka, BCTYII, PO3JILIN, BUCHOBKH, CIIMCOK BUKOPHCTAHUX JDKEpen 1 momatku (y pasi
HEOOX1THOCTI).

OO0O0B’sI3K0BO B TEKCTI MOBHMHHI OyTH IMOCHJIAHHA Ha JDKepena, o Oyl BHUKOPUCTaHI HpU
HanucaHHi pedepary. [locunanHs mogar0ThCs y KBaJIpaTHUX AYXKKax 3 BKa3iBKOIO HOMEpa JKepena, 3a
SIKMM BOHO BHECEHE Y CIIMCOK BUKOPHCTAHHX JDKEPEIl, Ta CTOPIHKH (SKILO OJAETHCS TOUYHA UTaTta abo
YKCJIOBI JAaHi), Hanpukiazn [3, c. 8].

Texuiuni BUMOrH: TeKCT Mae Oytu HaOpanuii mpudrom Times New Roman, 14 xernem uepes
1,5 inTepBanu. Ions: Bepxue — 2,0 cMm, HIKHE — 2,0 cM, JiBe — 3,0 cM, nmpaBe — 1,0 cm. 3aranbHuii 00csT
pedepary-orisany — 1o 15 cropinok popmary A4.
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1.4.2.Temu peghepamie-ocnadie ma Haykoeo-00ciionux 3a80ans

The customer is always right.

Teamwork in Business: Role and Impact on Work Environment.

Effective teamwork a key to successful projects.

Skills necessary for a HR manager.

Working under pressure.

Nothing we do is more important than hiring people. At the end of the day, you bet on people, not
strategies. (Lawrence Bossidy).

Employees engage with employers and brands when they’re treated as humans (Meghan Biro).

In order to build a rewarding employee experience, you need to understand what matters most to your
people (Julie Bevacqua).

Train people well enough so they can leave. Treat them well enough so they don’t have to (Sir Richard
Branson).

10. In most cases, being a good boss means hiring talented people and then getting out of their way (Tina

Fey).

* Temu nHayxosux pobim, pechepamis, mexcmis MONCYmMv 3MIHIOBAMUCH BUKIAOAYEM.

1.5. Illiocymkoeuii konmpons

[TincyMKoBHI ceMECTPOBUI KOHTPOIIb MPOBOAUTHCS Y hopMi icniuTy (YCHO-ITMChbMOBA (hopma).
Ex3amenaniiiauii O11eT MICTUTD 3 HUTAHHA.

CONDURWENE

1.6.1. llumannsn 013 ni0cymKo8020 KOHMPOJI0

o

Departments (accounting, human resources, IT, marketing, payroll, sales, etc.).
Corporate Governance (board of directors, CEO, CFO, president, stakeholder, etc.). Company and
Describing a Company (headquarters, history, employees, size, market position, financial results).
Answering the Phone.
Starting and Ending a Call. Leaving a Message. Taking a Message.
Types of Correspondence (letter, email, fax, memo, hard copy, etc.).
Email Types (application, complaint, request, thank you, etc.).
Introductions in Business World.
Appropriate Topics for Conversation.
Project Management.
Describing Responsibilities.
Project Management Stages and Strategies. Motivating Staff.
Planning a Meeting. Meeting etiquette.
Sticking to the Agenda of the Meeting. Meetings mishaps.
Job Hunting. Hiring New Employees.
1.6.2. Ilpuknao 6inema onn icnumy
1. Explain the importance of HR manager.

2. 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
3. Read the text and complete the tasks.
12



2. Cxema HapaxyBaHHs 0aJiiB

2.1. HapaxyBanHs OaiiB cTyJe€HTaM 3 HaBYAJIbHOI TUCIMILUIIHM 31IHCHIOETHCS BIJMOBITHO 10
TaKoI CXEMU:

Busuenus
HaBYaJIbHOI JUCLIUILIIHA

I

| Jlo 100 Gamiz |
OuHa (neHHa, BEUipHS) 3aouHa (gucraHMiiHa) Gopma
(hopma HaBUAHHS HABYAHHS
Jo 10 oaiB — Ho 5 6amnis —
3a pe3yabTaTaMy HaBYaHHS 3a pe3ysbTaTaMHi HaBYaHHS
i 9ac JIEKIIH i yac JIEKIH
Jo 40 6aiB — o 256amnis —
3a pe3yiJbTaTaMy HaBYaHHS 3a pe3yinbTaTaMy HaBYaHHS
i1 9ac CeMiHAPCHKHUX i1 9ac CeMiHAPCHKHUX
(MpakTUYHUX, Ta00PATOPHUX ) (IpakTUYHUX, Ta0OPATOPHHX )
3aHSITh 3aHSITh
Jo 20 6aniB — Jo 40 6amiB —
3a pe3yJbTaTaMi CaMOCTIHHOT 3a pe3yIbTaTaMu CaMOCTIHHOT
pobotu pobotu
Jo 30 6axniB —

34 pe3yJibTaTaMH CKJIaJaHHA
CEMCCTPOBOro KOHTPOJKO

O06csr 6aniB, 3100yTUX CTYAEHTOM Mij Yac MPaKTUYHUX 3aHATh, OOUMCIIOETHCS 32 CyMOIO OaliB,
3100yTHX M Yac KOXKHOTO 13 3aHATh, MepeAdauyeHrnX HaBUaJIbHUM IUIAHOM, 1 BH3HAYAETHCS 3TIHO 3
nyHKToM 4.3.5 IlonoxeHHs Hpo Oprasi3alilo OCBITHBOTO Ipolecy B XMEJIbHHUIIBKOMY YHIBEPCHTETI
YIOpaBIiHHSA Ta MpaBa.

3 HaBYAIBbHOT JUCHHMILIIHU Nepe10aueHo NpoBeeHHs 26 MpakTUYHUX 3aHATh 3a JEHHOI0 (popMoro
HaBYaHHSI.

OO6csr 6amiB, 3700yTUX CTYIEHTOM IiJ] Yac MPAKTUYHHX 3aHATh 3 HABUYAIBHOI JUCHUILIIHH,
BU3HAYaeThes 3a popmynoro Y =b1+b2+...+bn/n x K, ne:

Y <—3arajbHa cyma OaiiB;

b — xinbKicTh 6aliB, OTpUMaHUX Ha OJTHOMY 3aHSTTI;

N — KIJIBKICTh CEeMIHApChKUX (MPaKTUYHUX, J1IAOOpAaTOPHUX) 3aHATh, BHU3HAYEHUX POOOUYOIO

IPOrPaMoIo;

K — xoedinuient, sikuit, nopiBHioe 11 (3 ypaxyBaHHAM crieli(iKy HABYATbHOI AUCIUILTIHK).

3a pe3yiabTaTaMy MPAKTUYHOTO 3aHATTS KOXKHOMY CTYAEHTY JI0 BIJOBIIHOTO JOKYMEHTa 00Ky

YCIIIITHOCTI BUCTABISAETHCS KUTBKICTh 6atiB Bif 0 10 5 yncioM, kpatHuM 0,5, sIKy BiH OTpUMaB IPOTITOM
3aHSATTSI.

1.2. ITig yac mpoBeneHHS ceMiHApChKUX (MPAKTUYHUX, JJAOOPAaTOPHUX) 3aHATH CTYACHTaM
BHUCTAaBJISTIOTHCS OaJIH, SIKMM BiTIOBia€ PiBeHb 3HAHb CTY/IEHTIB, TOgaHui y Ta0m. 4.2. [TonoxeHHs Ipo
OpraHizalilo OCBITHBOTO Mpoliecy B XMEIbHUIIBKOMY YHIBEPCUTETI YIPaBIiHHS Ta MIPpaBa.

1.3. [Tix yac mpoBeAeHHSI CeMIHAPChKUX (MIPAKTHYHUX, JAOOPATOPHUX) 3aHATh CTYAECHTaM
BUCTAaBIISIOTHCS 0allv, SKMM BIANOBiAa€ piBeHb 3HAHDb CTY/ACHTIB, oaHui y Tab:. 4.2. [TonoxxeHHs npo
Oprasi3aliio OCBITHHOTO Mpolecy B XMEIbHUI[bKOMY YHIBEPCUTET] YIIPaBIiHHS Ta MpaBa.
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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 %
MMMCHEMOBHX
3aBJIaHb.

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  CYTTEBI  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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