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Onuc HaBYAJbHOI AUCHHUILTIHA

HaiimenyBanHs noka3HuKiB | ['aimy3p 3HaHb, CHEMIANBHICT, |  XapaKTEPUCTHKA HABYAIBHOI
OCBITHIH CTYITIHb JUCITUTUTIHA
AeHHa ¢opma \ 3a04yHa popma
KinbKicTh KpeauTiB — 3 Tany3b 3HAHB: HOpMaTUBHA
07 «YmupaBiiHHS Ta
. aaMidic aHHD) Pik miaroroBxu
Monyiis - 2 TPyB
1 | 1
. . Cemectp
CreriaibHICTD: 1 1
3MICTOBUX MOAYIIIB - 4 072 «®inancu, baHKIBChbKa ‘ :
CIIpaBa Ta CTPaxXyBaHHsD Jlexu
| 8
[TpaxTruni
3araigpHa KUTbKiCTb roquH — 90
30 4
Ty>KHEBUX TOIWH JUIS HESHHOI1 OcBiTHiii piBeHb: Camocriiina po6oTa
(hopMH HaBYaHHS: Hpyruii (MaricrepcbKuii) 60 78
AYUTOPHHX — 2 . OcsiTHA nporpama: B KOHTPOITIO
caMOCTIitHOT poboTH cTyneHTa «PiHaHCcH, OaHKIBChKA CIIpaBa : :
-6 Ta CTPAXyBaHHD» S .

META TA 3ABJIAHHS HABUAJIbHOI JJUCIUTILJITHA

Mema Kypcy - (opmyBaHHS  KOMYHIKAaTHMBHOI KOMIIETEHINI Yy cdepax IUIOBOTO
CIUIKYBaHHS B YCHIH 1 TUCHhMOBIH opMax, a TAKOK BJOCKOHAJICHHS HAaOYTUX Ha MOIMEPEIHLOMY
eTari HaBYaHHS 3arajbHUX KOMYHIKaTUBHUX KOMIIETCHIH. Y paMkax aucuurmuiing «OCcHOBU
HAyKOBOT KOMYHIKalii 1HO3EMHUMH MOBaMH» TaKOX  BJOCKOHAIIOIOTHCS  HABUYKH
JBOCTOPOHHBOTO TEPeKIaay, BMIHHS BUKOPUCTOBYBATH DI3HOMAHITHI 3acOOM YHTaHHS JUIS
Mo JaIbIoi poOOTH 3 iH(OpMaIli€l0, HABUYKHU ayaifoBaHHS, peepyBaHHS 1 aHOTYBaHHS TEKCTY.
HalyTTss HaBMYOK BOJIOJIHHS YCHUM MOHOJIOTIYHUM 1 JiaJIOTIYHUM MOBJICHHSM B MeXax
TEeMAaTHK{ JUIOBOT aAHTUIIMCHKOI MOBH; ONpAIFOBAHHS HOBITHBOI ABTCHTHYHOI 1H(OpMAIIT;
CKJIQZIaHHS aHTJIIMCHKOI0 MOBOIO €JICKTPOHHUX JIMCTIB, 3BITIB, CTaTEH, €ce, aHOTAIliil, OIJISIIB ,
BeO CaliTiB Ta CIIy’)kOOBUX TOKYMEHTIB.

OCHOBHUMHU 3aB/JIaHHSIMM € :

- Po3ymiTi po3ropHyTe MOBJICHHS 32 TEMaMH JIUIOBOTO CIIUIKYBaHHS CTaHIAPTHOO
MOBOIO Y HOPMAJILHOMY TEMITi;

- Yurati ¥ posmizHABaTH 3 BHUCOKMM pIBHEM CAMOCTIMHOCTI IIUPOKUHM [iara3oH
TepMiHOJIOTi 31 chepH npodeciiiHOro CHiIKyBaHHS;

- Bbpatu akTHBHY y4acTb y pO3ropHYyTHX Oeciiax i AUCKYCisIX, OOIPYHTOBYIOUH CBOT
TIOTTISI N,

- Po6uTu npe3eHTallii 3 Koja TeM 1H03eMHOT MOBH 3a MPO(ECItHUM CIIPSIMYBaHHSM;
MUCATH BIAMOBIIHUM CTUJIEM Pi3H1 TUIHU AUTOBUX JOKYMEHTIB Ta JIUCTIB;

- 3acTocoByBaTH crocobu GopMmyBaHHS Ta (OPMYITIOBaHHSA JAYMOK 3 IpaMaTU4HOT
TOYKH 30py, BUKOPUCTOBYBATH MOXJIMBOCTI PI3HOMAaHITHUX PECypCiB;



- 3HaxXOQUTH W ONpambOBYBaTH HOBY TEKCTOBY, TIpadiuHy, aymaio- Ta BiJeo-
iHpOpMaLil0 3 aHTJIOMOBHHMX JDKEped Ta BUKOPUCTOBYBATH 1i Ui BHPIMICHHS 3aBlaHb,
OB’ sI3aHUX 3 MaOYTHBOIO MPO(ECIHOIO TISITbHICTIO;

- JIeMOHCTpYBaTH MUDKKYJIBTYpHE DPO3YMIHHS, CIMPAalOYUCh Ha Bxe HaOyTi Ha
MOTIepeIHbOMY €Talli HaBYAaHHS 3HAHHS y NEBHOMY Mpo(eciifHOMy KOHTEKCTI, MepexyiajaTu
AHTJIOMOBHI TEKCTH 31 CHEMIAIbHOCTI PIAHOI MOBOIO, KOPHCTYIOYHCH JIBOMOBHHMH
TEPMIHOJIOTIYHUMH Ta  EJIEKTPOHHUMH CIIOBHHKAMH ¥ TNPOrpaMHUM  3a0e3NeYeHHSIM
HEePEeKIIANAIBKOTO CIPSIMYBaHHS.

Micue HAaBYAJILHOI AUCHHMILIIHUA B CTPYKTYPHO-JIOTi4Hil cxeMi 0cBiTHbO-nipodeciiiHol

Nporpamu:
[IpepekBizutu [TocTpexBi3uTH
JlinoBa iHO3eMHa MOBa MeTo/10510T151 HAYKOBUX JOCITIIKEHb
JluoBa ykpaiHchbka MOBa DIHAHCOBUI MEHEKMEHT

Amnauni3 1 Bi3yaiizailisi piHaHCOBHX JIaHUX

Bupobunua npaktuka

KomnerenTHocTi:

3arajbHi:

3K2. 3naTtHICTh 10 TIONIYKY, 00pOoOIeHHs Ta a3y iH(OpMaIlii 3 pi3HUX PKEpE.

3K8. 3naTHicTh MmpaloBaTi B MDKHAPOJAHOMY KOHTEKCTI.

IIporpamHi pe3yibTaTH HABYAHHA:

[1P 05. BinbHO cniikyBaTucs 1HO3€MHOO MOBOIO YCHO 1 MUCHbMOBO 3 MPOQECiiiHIX Ta HAYKOBHUX
MUTaHb, IPE3EHTYBATH 1 00rOBOPIOBATU PE3YJIbTATH AOCTIIKEHb.

MMPOT'PAMA HABUYAJILHOI JUCHUIIJIITHA
Monyns 1. International Language

3micToBuii Mmoayiab 1. Language of reserch.
Tema 1. English as the world language of research and education
Tema 2. Business and scientific correspondence.

3micToBuii Moayib 2. Academic Style

Tema 3. Business etiquette.
Tema 4. CV and cover letter.
3micToBHHI MOIynh 3. Presentation

Tema 5. What makes a good presentation.
Tema 6. Presentation skills
Tema7. Engaging the audience with Live presentation.
Tema 8. Brands and advertising

Mopnayns II. Scientific Publication
3mictoBHUI Moaynb 4. Academic correspodence.
Tema 9. Academic correspondence.

Tema 10. Reference letters.

3micToBHUI MOoaynb 5. Academic publication
Tema 11. Scientific paper



CTPYKTYPA HABUYAJIBHOI JUCIUILITHHA

Tema 12. An abstarct
Tema 13. Revision

Mopyab KinbkicTs Toaua
Jenna ¢popma 3aouna ¢opma
No Hazga § B TOMY 4MCJIi § B TOMY 4YMCJi
> a | n ‘ i ‘ c > | a ‘ n ‘ i ‘ c
1. 3micToBuii MmoayJan 1. Language of research
Tema 1. English as the world
11 Iangua_ge of research and 7 5 5 9 9 6
education
12 Tema2. Business and scientific 7 9 5 6
correspondence
Pa3om 3a 3micToBUM MoayJiem 1. 14 4 10 2 2 12
2. 3micToBuit MmoayJn 2. Academic Style
2.1 Tema 3. Business etiquette 7 2 5 2 2 6
2.2 Tema 4. CV and cover letter. 7 2 5 6
Pazom 3a 3micToBUM MoyJsiem 2. 14 4 10 2 2 12
3. 3micToBuit MmoayJan 3. . Presentation
31 Tema 5. What makes a good 7 2 5 2 5
presentation
3.2 Tema 6. Presentation skills 7 2 5 6
Tema 7. Engaging the
3.3 | audience with Live | 7 2 5 6
presentation.
34 Tema - 8. Brands and 7 2 5 6
advertising.
Pa3om 3a 3micToBUM MoayJiem 3. 28 8 20 2 24
Monayas II. Scientific Publication
3micToBHuii Moayasb 4. Academic
correspondence
Tema 0. Academic
4.1 correspondence 8 4 6 2 6
4.2 Tema 10. Reference letters 8 2 4 6
Pazom 3a 3M 4 16 6 10 2 12
3micToBHMiA  MoOayJab 5.
Academic publication
5.1 Tema 11. Scientific paper 2 6
5.2 Tema 12. An abstarct 9 4 6
5.3. | Tema 13. Revision 2 6
Pazom 3a 3M 5 18 8 10 18
Pazom 90 30 60 120 8 4 78




TEMU MPAKTUYHUX 3AHATH TA PEKOMEHJAIIII

3micTroBmii Mmoayab 1. Language of research

Tema 1. English as the world language of research and education

INPAKTUYHE 3AHATTA 1.
Tema: Language of research.

Iinan:
1. YwuraHHs Ta OOrOBOPEHHS TEKCTY
2. BBeneHHS HOBOTO JIGKCHYHOTO MaTepiary
3. Bingmosiai Ha mUTaHHS
4. Tlepernsia BIICOPOTUKY
5. JliamoriyHe MOBJICHHS
6. HammcaHHS KOPOTKOTO Y3arajibHIOIOYOTO 3MICTY TEKCTY.

Niteparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University
Press. 198 c.

3. OcHOBM HAyKOBHX KOMYHIKAIiii iHO3eMHOK MOBOIO. HaB4allbHO-METOIUYHE
3a0e3mevYeHHsT JUIS  CTY/ACHTIB-MAriCTpiB TyMaHITapHUX CHCIIATbHOCTEH  BHIUX
HaBYanbHUX 3aknaniB / Yiknagadi: JI.E. Cmaneko, JI.E. I'ycak, H.I1. Amummun. — Jlynek:
PBB Bousmn. Hat. y-Ty iM. Jleci Ykpainku, 2010. — 59 ¢

4. English for Post Graduate Students (2008) Axrmilicbka MOBa JiIst aCIipaHTIB Ta 3700yBadviB :
Hagu. noci6. ansa crya. Bumt. HaBy 3aki. — K.: JIIT «Bugaanuuit gim «llepconan».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://lwww.staffs.ac.uk/services/library_and_info/reference.html

(p13HOMaH1TH1 BlpTyaJ'Ile ,Z[OBII[HI/IKI/I CJIOBHHUKM, eHLII/IKJ'IOHe,Z[II CIIMCKU CKOPOYCHB,

HOHy.]'IHleL[I/ITaTI/I Ta lH.),

9.

https://www.youtube.com/watch?v=SQVX3Pg11q8 (educational video)

Vocabulary List:

Sociolinguistic - of or relating to sociolinguistics

Value judgement - an assessment that reveals more about the values of the person making
the assessment than about the reality of what is assessed

Speech community - people sharing a given language or dialect

Indigenous language - language that originated in a specified place and was not brought
to that place from elsewhere


http://www.staffs.ac.uk/services/library_and_info/reference.html
https://www.youtube.com/watch?v=SQVX3Pg11q8

Native speaker - a speaker of a particular language who has spoken that language since
earliest childhood

Phonological - of or relating to phonology
Intelligibility - he quality of language that is comprehensible
Ethnocentrism - belief in the superiority of one's own ethnic group

Writing system - a method of representing the sounds of a language by written or printed
symbols

Acculturation -- refers to the process of adapting to another culture, particularly in
reference to blending in with the majority population [e.g., an immigrant adopting
American customs]. However, acculturation also implies that both cultures add something
to one another, but still remain distinct groups unto themselves.

Accuracy -- a term used in survey research to refer to the match between the target
population and the sample.

Beliefs -- ideas, doctrines, tenets, etc. that are accepted as true on grounds which are not
immediately susceptible to rigorous proof.

Benchmarking -- systematically measuring and comparing the operations and outcomes of
organizations, systems, processes, etc., against agreed upon "best-in-class™ frames of
reference.

Bias -- a loss of balance and accuracy in the use of research methods. It can appear in
research via the sampling frame, random sampling, or non-response. It can also occur at
other stages in research, such as while interviewing, in the design of questions, or in the
way data are analyzed and presented. Bias means that the research findings will not be
representative of, or generalizable to, a wider population.

Case Study -- the collection and presentation of detailed information about a particular
participant or small group, frequently including data derived from the subjects themselves.

Causal Hypothesis -- a statement hypothesizing that the independent variable affects the
dependent variable in some way.

Causal Relationship -- the relationship established that shows that an independent
variable, and nothing else, causes a change in a dependent variable. It also establishes
how much of a change is shown in the dependent variable.

Causality -- the relation between cause and effect.

Life History -- a record of an event/events in a respondent’s life told [written down, but
increasingly audio or video recorded] by the respondent from his/her own perspective in
his/her own words. A life history is different from a "research story" in that it covers a
longer time span, perhaps a complete life, or a significant period in a life.

Margin of Error -- the permittable or acceptable deviation from the target or a specific
value. The allowance for slight error or miscalculation or changing circumstances in a
study.



Measurement -- process of obtaining a numerical description of the extent to which
persons, organizations, or things possess specified characteristics.

Tema 2. Business and scientific correspondence.

INPAKTUYHE 3AHATTA 2.

Tema: Business correspondence.

ILnan:

UutaHHs Ta 00rOBOPEHHS TEKCTY

BBeneHHs HOBOTO JIEKCUYHOT'O MaTepiany

Biamosial Ha 3anuTa”HHS

OOroBOpeHHs MPUKIAIIB AUIOBUX JIUCTIB.

AynitoBaHHSI Ta BUKOHAHHS 3aB/IaHb

. HanmmcanHs 11710BOTO €1€KTPOHHOIO JIUCTA 3 METOI0 YTOUHEHHS 1H(popMallii.

Niteparypa:

oakrwnE

1. British Council (2014). English for academics. Cambridge University Press.
2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. Hudson J. Navigate (2015). Workbook with key . Oxford University Press. 112 c.

4, SAxonroBa T. B. OcHOBY aHTJIOMOBHOTO HAyKOBOTO NMuchMa: HaBuanbHUN MOCIOHUK JIs
CTYJICHTIB, acmipaHTiB, HaykoBIliB. / T. B. fIxontoBa. — Buz. 2-e. — JIeBiB : [TAIC, 2003.
5. OcHOBH HAyKOBUX KOMYHIKaIIi 1HO3eMHOIO MOBOI0. HaBuanpHO-MeTOTMUHE

3a0e3medueHHs IS CTYICHTIB-MaricTpiB r'yMaHITapHUX CHEIIaJTbHOCTEH BUIIMX HaBUYAJIbHUX
3aknagiB / Yxmamadi: JI.E. Cmansko, JI.E. I'ycak, H.I1. fluumun. — Jlynek: PBB Bonwun. Har. y-
Ty M. Jleci Ykpainku, 2010. — 59 ¢
6. Anneli Williams (2011). Writing for IELTS. HarperCollins Publishers.
7. Cuomuenko B. I. Professional English: professional and scientific communication :
8. HaBu.moci0. s cTya. Buml. HaBd. 3aki. / B. . CHommuenko, H. B. 3axapuyk ; Har. aBiai.
yH-T. - K. : VH-T "VKkpaina", 2011. — 241 c.
9. David Porter (2007). Check your vocabulary for academic English. A&C Black. London
5. http://www.staffs.ac.uk/services/library_and_info/reference.html
(p13HOMaHITH1 BIpTyalibHi JOBITHUKHU-CIOBHUKHU, CHIIMKJIONEA1], CHHCKU CKOPOYEHb,

MOMYJISIPHILIUTATH Ta 1H.);

6. http://www.wisc.edu/writing/Handbook/AcademicWri
ting.html(oBigHNK 3 HAYKOBOTO MUChbMA B PI3HUX
ranyssx);

7. http://lowl.english.purdue.edu
(BipTyanbHUN pecypcHUH LEHTpP 3 HAaBYaHHS MHCHMA).

Vocabulary:

e Maintaining Proper Relationships — The significance of business letters is governed by
the fact that it facilitates effective communication which does not cost the business much.
It strengthens the business by making communication, within and outside the
organization, clear and concise.


http://www.staffs.ac.uk/services/library_and_info/reference.html
http://www.wisc.edu/writing/Handbook/AcademicWriting.htmI
http://www.wisc.edu/writing/Handbook/AcademicWriting.htmI
http://owl.english.purdue.edu/

e Acts As Evidence — The importance of business correspondence is further solidified as it
lets businesses keep records of facts that can serve as evidence at a later point in time.

e Creating Goodwill — 4 company’s growth increases due to business correspondence. It
creates goodwill between business and clients since any letter like a complaint, feedback,
or suggestion promotes a healthy relationship.

o Costs Very Less — Business correspondence is an inexpensive mode of communication in
terms of money as well as time. This method of correspondence in business
communication is very convenient for businesses.

o Removes Ambiguity in Communication — It is a formal correspondence between the
involved parties which helps in unambiguous communication.

e Helps Businesses Expand and Grow — A business can have a seamless flow of
information regarding any product or resources through business correspondence. This
helps in proper utilization of manpower and time management, which in turn leads to
expansion and growth in business.

o Abstract - In APA, abstracts are found directly following the title page and are typically
a 150-200 word summary of the following article or paper.

e Academic paper - Academic papers are, for the most part, designed with two distinct
purposes in mind: to analyze, interpret, explain, or argue about a topic; and to
demonstrate an intellectual understanding of the course or field for which it is being
written.

o Active sentence - Active sentences are sentences in which the subject performs the action.

o Database - An electronic repository of information organized by subject and/or

« academic or professional discipline (e.g. scholarly articles).

o Debatable topic - A topic that is not mere fact, but can be argued from at least two

o different angles.

o Deductive reasoning - Reasoning that works from general principles or ideas; through
specific

« applications, support, and/or examples; to a conclusion.

e« EBSCO - The online research database provided to students and faculty by

« Grantham University for the purposes of conducting academic research

e necessary for courses of study offered by the University. This database

« provides bibliographic citations and, in many cases, full texts of articles

o originally published in peer-reviewed, scholarly journals.

« Editing - Refining a draft in terms of word choice and sentence style and

e checking it for conventions.

o Facts - Statements that can be checked for accuracy through empirical

e evidence.

e Fair use - Rules governing the use of small (not large) portions of a text for
noncommercial purposes.

o Implications Natural results, direct and indirect, whether good or bad.

e Nominal - A noun form of a verb such as description, instructions, confirmation.

3microBuii moay.ab 2. Academic Style

Tema 3. Business etiquette

INPAKTUYHE 3AHATTA 3.
Tema: Etiquette in the workplace.



1. YwuranHs Ta 0OrOBOPEHHS TEKCTY

2. BBeneHHs HOBOTO JIEKCHYHOTO Martepiaimy

3. BiamoBimi Ha mUTaHHS

4. Tlepermnsn BiieOpoOIUKY

5. Jlianoriyde MOBJICHHS

6. HammcaHHS KOPOTKOTO y3arajJbHIOIOYOTO 3MICTY TEKCTY.
7. Juckycis mo nmpoOJIeMHUM 3alUTaHHSIM

8. BukoHaHHS rpaMaTHYHUX BIIPaB

9. PomboBa rpa

10. BukoHaHHS TECTiB.

Niteparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. Hudson J. Navigate (2015). Workbook with key . Oxford University Press. 112 c.

4. SxonToBa T. B. OcHOBU aHTTIOMOBHOIO HayKOBOTO nchbMa: HaBuanbHui MOCIOHUK 11t
CTYIEHTIB, acipanTiB, HaykoBLiB. / T. B. SIxontoBa. — Buz. 2-e. — JIsBiB : [TAIC, 2003.
5. OcHOBHM HayKOBHUX KOMYHIKaI[ill 1HO3eMHOI0 MOBOI0. HaBuanbHO-MeTOIMYHE

3a0e3neueHHs Ui CTY/ACHTIB-MaricTpiB ryMaHiTapHUX CHelialbHOCTEN BUIIUX HABYAJIBHUX
3aknagiB / Yxmanadi: JI.E. Cmansko, JI.E. I'ycak, H.I1. Sluumun. — Jlynpk: PBB Bonwun. Har. y-
Ty im. Jleci Ykpainku, 2010. — 59 ¢
6. Anneli Williams (2011). Writing for IELTS. HarperCollins Publishers.

11. Cuomuenko B. 1. Professional English: professional and scientific communication :

12. naBu.moci6. s cTya. Buml. Hard. 3aki. / B. . CHomuenko, H. B. 3axapuyk ; Har. agiarr.

yH-T. - K. : VH-T "VKkpaina", 2011. — 241 c.
13. David Porter (2007). Check your vocabulary for academic English. A&C Black. London
8. http://www.staffs.ac.uk/services/library_and_info/reference.html

(pi3HOMAaHITHI BIpTyaJIbH1 TOBITHUKH-CIIOBHUKH, EHITUKIIOTIE 1], CITUCKU CKOPOYCHb, TTOMY/ISPHI

LIUTATH Ta 1H.);

9. https://www.bing.com/videos/search?g=business+etiguette&&view=detail&mid=868F
CD52EC6433887E9C868FCD52EC6433887E9C&&FORM=VRDGAR&ru=%2Fvid
e0s%2Fsearch%3Fg%3Dbusiness%2Betiquette%026 FORM%3DHDRSC

Vocabulary:

Punctual adjective

arriving or happening at the time agreed on

[0 Mrs Marsh liked her guests to be punctual.

1 We expect punctual payment of bills.

Domestic adjective

[usually before noun] relating to people's homes and family life

[J a cosy domestic scene
10


http://www.staffs.ac.uk/services/library_and_info/reference.html
https://www.bing.com/videos/search?q=business+etiquette&&view=detail&mid=868FCD52EC6433887E9C868FCD52EC6433887E9C&&FORM=VRDGAR&ru=%2Fvideos%2Fsearch%3Fq%3Dbusiness%2Betiquette%26FORM%3DHDRSC
https://www.bing.com/videos/search?q=business+etiquette&&view=detail&mid=868FCD52EC6433887E9C868FCD52EC6433887E9C&&FORM=VRDGAR&ru=%2Fvideos%2Fsearch%3Fq%3Dbusiness%2Betiquette%26FORM%3DHDRSC
https://www.bing.com/videos/search?q=business+etiquette&&view=detail&mid=868FCD52EC6433887E9C868FCD52EC6433887E9C&&FORM=VRDGAR&ru=%2Fvideos%2Fsearch%3Fq%3Dbusiness%2Betiquette%26FORM%3DHDRSC

1 domestic chores

(1 a programme that gives some insight into the domestic life of the Victorians
Hygiene noun

the practice of keeping yourself and the things around you clean, in order to prevent
illness and disease

(1 personal hygiene

Intrusion noun

something that interrupts a peaceful situation or a private event

[ It's so quiet here that the occasional distant siren is the only intrusion.
Brief adjective

lasting only for a short time

[1 Scotland experienced a brief period of population growth during the early
nineties.

1 a brief visit

1 I have a phone call to make. I'll keep it brief.

Courtesy noun

polite behaviour that shows respect for people in social situations

* a man who treats everyone with kindness and courtesy

o [t's only common courtesy to thank someone when they help.

Belittle verb transitive

to say or think that someone or something is unimportant or not very good

» You shouldn't belittle her achievements

Appreciate transitive, never progressive

to understand the true nature of a situation, and realize why it is important or
serious

* [ began to appreciate the difficulties my father had faced.

appreciate how/why/what etc:
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* Doctors are only now beginning to appreciate how dangerous this drug can
be.

appreciate that:

* We appreciate that you cannot make a decision immediately.

* [ don't believe the Prime Minister fully appreciates the complexity of the
problem.

Harmonious adjective

friendly and peaceful

* a harmonious environment/relationship/society

Tema 3. CV and cover letter

IMPAKTUYHE 3AHSATTA 4.

Tema: Making CV.

ILnan:

O3HailoMJICHHS 3 PUKJIAJIOM 3MICTOBHOTO pE3toMe
BBeneHHs HOBOTO JIEKCMYHOTO MaTepiany
Biamosinl Ha muTaHHS

OO6roBopeHHs MPOOIEMHUX MUTaHb

306ip iHdopMaIlii 70 HaMKCAHHS PE3IOME

. Hanucanns pesrome

Niteparypa:

OUTh WM

British Council (2014). English for academics. Cambridge University Press.
. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University

Press. 198 c.

3. OcHOBM HayKOBHX KOMYHIKalllii 1HO3eMHOIO MOBOIO. HaBuanbHO-MeTOAUYHE
3a0e3neyeHHs] sl CTYAEHTIB-MaricTpiB TYMaHITApHUX CIHEHIATbHOCTEH BUIIHUX
HaByanbHUX 3aknaniB / Ykmagaui: JIL.E. Cmanbko, JL.E. I'ycak, H.I. SAuummn. —
JIyusk: PBB Bonun. Haw. y-ty iM. Jleci Ykpainku, 2010. — 59 ¢

4. English for Post Graduate Students (2008) Aurmiiickka MOBa JUIst ACITiPaHTIB Ta
3100yBauiB : HaBu. moci0. ans ctyn. Bum. HaBy 3axin. — K.: JIIT «BunaBunumii nim
«IIepconan».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://lwww.staffs.ac.uk/services/library_and_info/reference.html

(pi3HOMaHITHI BipTyallbHi JOBITHUKHU-CIOBHUKHU, CHIIMKJIOTIE/11, CIUCKU CKOPOYEHb,

N

NOMYJSPHILUTATH Ta 1H.);


http://www.staffs.ac.uk/services/library_and_info/reference.html

Vocabulary:

Acted as (an employee with a title)

Conducted (research, studies)

Coordinated (events. meetings, groups, activities)
Developed (ideas, projects)

Delivered (results)

Designed (projects, spaces, events, graphics)

Devoted (yourself to a cause, devoted time to something important)
Gathered (information, ideas, objects)

Participated in (events, conferences, meetings, projects)
Performed (tasks, duties, responsibilities)

Acted as (an employee with a title)

Conducted (research, studies)

Coordinated (events. meetings, groups, activities)
Developed (ideas, projects)

Delivered (results)

Designed (projects, spaces, events, graphics)

Devoted (yourself to a cause, devoted time to something important)
Gathered (information, ideas, objects)

Participated in (events, conferences, meetings, projects)
Performed (tasks, duties, responsibilities)

Acted as (an employee with a title)

Conducted (research, studies)

Coordinated (events. meetings, groups, activities)
Developed (ideas, projects)

Delivered (results)

Designed (projects, spaces, events, graphics)
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o Devoted (yourself to a cause, devoted time to something important)
o Gathered (information, ideas, objects)
o Participated in (events, conferences, meetings, projects)
o Performed (tasks, duties, responsibilities)

Delegated (responsibilities, tasks, duties)

Diversified (a company’s portfolio)

Facilitated (meetings, changes)

Formulated (ideas, projects, change)

Headed (a project)

Hosted (a conference, a meeting)

Implemented (change)

Influenced (a person or company to change)

Launched (a project, advertising campaign)

Managed (people, a company, a project)

Mediated (issues between people, departments, or companies)

Negotiated (agreements and transactions between people, departments, or companies)

Operated (machinery, computer programs, production)

Organized (meetings, plans)

Overhauled (change in a company)

Oversaw (a project or company)

Pioneered (a new idea)

Planned (an event, a project)

Prepared (a presentation, a proposal, anything to be presented or given to the public or
co-workers or clients)

Presented (ideas, findings, proposals)
Promoted (ideas, companies)
Provided (support, professional help)

Pursued (a goal or new project)



Redesigned or Re-engineered or Restructured (a way of doing things, a system)
Reorganized (a way of doing things, a system)

Represented (a company, an organization, a team, a department)

Spearheaded (a project)

Trained (a person or a team)

Unified (a group, departments, companies)

Utilized (resources, tools)

IMPAKTUYHE 3AHSTTA 5.

Tema: Module testing

ILnan:

4. Reading and analyzing the text

5. Translation

6. Writing a business letter

Jlireparypa:

1. AnprioB A. ITuceMo 3apy0exxnomy maptaepy. - JI: «Cymoctpoenuey», 1991.

2. Bunorpanos C. Beeaenue B nepeBogoBenenue. — M.: MOCOPAO, 2001.

3. BHeniHeToproBble JOKYMEHTBI: KOHTPAKTbI, COTJIAIICHUS, TPAHCIIOPTHBIE
NOKyMeHThI. - Kues, 1992.

4. I'pomoBa H.M., [leeBa T.M. Baru 3apyOexHblii mapTHep (Iepenucka,
JOKYMEHTAIMsl, KOHTPaKThl). - Mocksa, 1992.

5. Kunr @.Y. KommMmepueckast KOppECTIOHACHIIMS Ha aHTVINKHCKOM si3bIke: Kype ams
M3YYaIOIIMX aHTTTMHCKUH S3bIK KaKk HHOCTpaHHBIN: YueO. nocobue / @.Y. Kunr, /.
OHH Kpu. — M.: OO0 «M13garensctBo ACT», 2003. — 301 c.

6. JL.T'. KotyH, H.A. O6pa3noBa Ta iH. AHriiiicbka MoBa /s 0aHKipiB, OpoKepiB,
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MeHeuKepiB Ta (axiBuiB 3 MapkeTunry.- M.:HUII , 1994.

7. Komuccapos B.H. Teopust nepeBona. — M.: Bricias mxkona, 1990.

8. Konrrinos B. B.Teopis 1 npaktuka nepexiany. — K.: FOnisepc, 2003.
9. JIyk’snoBa H.A. HacronpHa kaura 6i3HecMena. - M., 1993.-570 c.
10.MeTony4HiI BKa3iBKH 10 BUBYEHHS Kypcy “AHTIIiiCbKa MOBa JIUIOBO1

KOMYHIKaIii” (Ui CTYACHTIB 5 Kypcy (hakylIbTeTy MEHEIDKMEHTY). MeHeKMEHT

nepcoHairy. Mapketunr. / Yknanau Jlu6unnceka f.C. — 3anopuoxoxs: 3V, 2001. —

32c.
11.Ashley A. Handbook of Correspondence. -Oxford University Press ,1990.
12. David Cotton, Sue Robbins. Business class. - Longman, 1998.-184 p.

13. Philippe Minkoff. Executive Skills. - Prentice Hall International, 1997. — 154p.

3micToBuii MoayJnb 3. . Presentation

IMPAKTUYHE 3AHSATTHI 6.
Tema: What makes a good presentation

Ilnan:

1. The main concepts and documents

2. Defining key terms

3. Classifying

4. Drawing up a balance sheet and income statement

5. Creating accounting

6. Avoiding plagiarism

Jlirepatypa:

1. Philippe Minkoff. Executive Skills. - Prentice Hall International, 1997. — 154p.
2. David Cotton, Sue Robbins. Business class.- Longman, 1998.-184 p.

3. JLT. KoBtyH, H.A. O6pa3noBa Ta iH. AHruiiicbka MoBa /i1 GaHKipiB, OpOKepiB,
MeHeUKepiB Ta (axiBiiB 3 MapkeTunry.- M.:HUII , 1994.

4. Metoan4Hi BKa3iBKH 10 Kypcy “AHTIiCbKa MOBa AUJI0BOT KOMYHIKaIii y ramysi
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¢inanciB Ta OaHKIBCHKOT cripaBu’(3aBaaHHA Ui CAMOCTIHHOT poOoTH). / YKiIaaad
Haymosa H.I'. — 3anmopixoks: 3/1Y, 2000. — 29 c.

Vocabulary:

Observation - Noting information received in person through the senses.

Omit - To leave out.

Open-ended question - A question that requires an elaborate answer.

Opinions - Personally held attitudes or beliefs.

Page design - The elements (typography, spacing, graphics) that create the look of a
paper; readability is the focus of design for academic writing.

Paper mill - A typically commercial organization, usually represented online
through a web site, offering academic-style papers or papers, usually

for a fee, to would-be plagiarizers.

Parallelism - Repeating phrases or sentence structures to show the relationship
between ideas.

Refute - To prove an idea or argument false, illogical, or undesirable.

Repetition - Repeating words or synonyms where necessary to remind the reader of
what has already been said.

Research paper - A fairly long paper, complete with a thesis statement, supporting
evidence, integrated resources, and careful documentation.

Restrictions - Limitations of choice within an assignment.

Résumé - A brief document that outlines a person’s employment objectives and
highlights the person’s job skills, experience, and education

Revising - Improving and/or redirecting a draft through large-scale changes such
as adding, deleting, rearranging, and reworking.

Rhetoric - The art of using language effectively.

Agenda - The underlying motivation for the creation of a text.

Agreement - Consistency in time, point of view, plurality or not, and so on within a
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text.

Analysis - The process of looking closely and critically at a text to determine what
it means, how it presents its ideas, its effectiveness, and so on.

Body language - Body language is a communication style that involves the use of
physical cues to indicate a person’s level of comfort, interest,

engagement, etc.

Body paragraph - A paragraph comprising, in part, the central portion or body of a
paper

or other, similarly structured, document, which is focused on
articulating, developing, and supporting a single point of the larger
argument presented by the author with his/her thesis statement in the

introductory paragraph(s).

Boolean operators - Words or symbols used when searching research databases that
describe the relationship between various words or phrases in a search.

Clichés - Overused words or phrases that, through time, have lost their meaning.
For example, “It’s raining cats and dogs!” or, “It wasn’t just easy; it

was a piece of cake!”

Climax - The most exciting moment in a narrative; the moment at which the

person succeeds, fails, or learns something.

Closed question - Questions that can be answered by a simple “yes” or “no”.
Clustering - A form of brainstorming by freely recording words and phrases around
a nucleus word.

Documentation - Crediting sources of information, through in-text citations or references
and a list of works cited or references, generally on a page or pages

located at the end of a paper.

DOI - A Digital Object Identifier is an alphanumeric code that online content

providers (e.g. databases, scholarly journals) provide as an alternative



to the actual URL of a document so that researchers may cite those

online documents using a static identifier within their bibliographic

citations.

Drafting - Writing sentences and paragraphs to create an initial draft of a paper—

should contain a beginning, a middle, and an end.

INPAKTUYHE 3AHATTA /.

Tema: Presentation Skills.

ILnan:

1. BianpairoBanHs JTEKCHYHOTO MaTepiainy
2. PoGoTa 3 rpamaTukoo

3. 36ip indopmartii as mpe3eHTarii

4. BigmpalitoBaHHs JIGKCHYHOTO MaTtepiany

5. Tlepernsag rOTOBUX MPE3EHTAIliH Ta iX 0OrOBOPEHHS.
6. PosiboBa rpa

Jlireparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. OcHOBH HAyKOBUX KOMYHIKaIIIi 1HO3eMHOIO MOBOIO. HaBuaapbHO-MeTOIMYHE
3a0e3meUueHHs IS CTYICHTIB-MaricTpiB r'yMaHITapHUX CHEIIaJbHOCTEH BUIIMX HaBYAJIbHUX
3aknaniB / Ykmnangaui: JI.E. Cmaneko, JI.€. I'ycak, H.I1. Suumun. — JIyupk: PBB Bonun. Hat. y-
Ty iM. Jleci Ykpainku, 2010. — 59 ¢

4. English for Post Graduate Students (2008) Anruiiicbka MOBa JJIs aCIIPaHTIB Ta
3100yBauiB : HaBu. moci0. amns ctyn. Bum. HaBy 3axi. — K.: JITT «BunaBunumii nim
«ITepconan».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://www.staffs.ac.uk/services/library_and_info/reference.html

(pi3HOMaHITHI BIpTYyaJIbH1 JOBITHUKHU-CIIOBHUKH, CHIIUKIIOMNE11, CIIUCKHA CKOPOYEHb, MOMYIISIPHI
IIUTATH Ta iH.);

Vocabulary:

Ethos - An argumentative strategy designed to build, and then use the

audience’s sense of trust and respect for the arguer to promote an idea.
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Etymology - The origin of a word.

Extended definition - A type of analytical writing that explores the meaning of a specific
term, providing denotation, connotation, and a variety of perspectives

on the term.

Extreme claims - Claims that include words (all, best, never, worst) that are overly
positive or negative.

Forwarding - The process of interacting with an idea through writing. When we are
forwarding, we are changing the idea, extending it, reshaping it, and

filtering it through our consciousness in order to send the new, altered

version out into the world.

Fragment - An incomplete sentence (missing a verb or a subject).

Free-writing - A form of non-stop writing used during the early stages of the writing
process to collect thoughts and ideas.

Logos - An argumentative strategy designed to appeal to an audience’s logi

Loose sentence - A sentence that provides a base clause near the beginning, followed by
explanatory phrases and clauses.

Tema 7. Engaging the audience with Live presentation.
INMPAKTUYHE 3AHSITTA 8.

Tema: The structure of presentations.

ILnan:
1. BignpairoBaHHs JEKCHYHOTO MaTepiary
2. TlpeseHTarrisi CTyI€HTCHKHUX MIPE3CHTAII I
3. OOroBopeHHs Ta 3aKkpirieHHs iHdOopMaIrii.
Jlireparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. OcHOBHM HayKOBHUX KOMYHIKaI[ili 1IHO3eMHOIO0 MOBOIO. HaBuaibHO-MeTOIMYHE
3a0e3neueHHs Ui CTY/ACHTIB-MaricTpiB ryMaHiTapHUX CIHelialbHOCTEH BUIUX HABUYAIBHUX
3aknaniB / Ykmnamgaui: JI.E. Cmaneko, JI.€. I'ycak, H.I1. Suumun. — JIyupk: PBB Bonun. Hat. y-
Ty M. Jleci Ykpainku, 2010. - 59 ¢

4. English for Post Graduate Students (2008) Anruiiicbka MOBa JJIs aCIipaHTIB Ta
3100yBauiB : HaBu. moci0. amns ctyn. Bum. HaBy 3aki. — K.: JIIT «BugaBHnamii nim
«IIepconam».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting
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6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic

Research).

8. http://www.staffs.ac.uk/services/library_and_info/reference.html

(pi3HOMaHITHI BipTyaJIbHi JJOBITHUKHU-CIIOBHUKH, CHIIUKIIOTIE i1, CIIUCKNA CKOPOYEHbB, MOMYIISIPHI

LIUTATHU Ta 1H.);

Vocabulary:

Mnemonics - Memory techniques in which new ideas are associated with more
recognizable or memorable words, images, or ideas.

Modifiers - Words that limit or describe other words or groups of words; adjectives
or adverbs.

Original document - A record that relates directly to an event, issue, object, or a
phenomenon.

Orphan - A single line of a new paragraph at the bottom of a page.

Overall design - The pattern the writing takes to move deas along—time order,
compare-contrast, and so on.

OWLs - Online writing labs where individuals can get answers to their writing
questions.

Portfolio - A collection of selected work by a group or author.

Preposition - A word that shows a where/when relationship with the other words in
the sentence or clause. Prepositions include words such as up, in,

through, over, by, from, and so on.

Primary sources - Original sources that provide first-hand information about a
subject.

Style The variety, originality, and clarity of a piece of writing.

Subject The general area covered by a piece of writing.

Summary Condensed representation, in one’s own words rather than through

quotation, of the main points of a passage. Summary is designed to
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extract the meaning of a piece of work in a form that essentializes the
original author’s words.
Surface change The edited (corrected) words, phrases, and sentences in a piece of

writing.

Tema 8. Brands and advertising

MNPAKTUYHE 3AHSTTA 9

Tema: Advertising

Ilnan:

[EY

. Types of advertising

N

. Analysing an advertisement

3. How an advertising budget is established

o

. The pros and cons of the media

(621

. Making suggestions, justifying, agreeing and disagreeing

(o)}

. Creating an advertising campaign

7. A business report

Jlireparypa:

1. David Cotton, Sue Robbins. Business class.- Longman, 1998.-184 p.

2. Philippe Minkoff. Executive Skills. - Prentice Hall International, 1997. — 154p.
3. MeTon4Hi BKa3iBKH /10 BUBYEHHS Kypcy “AHrIiiickka MOBa JUIOBOT
KOMYHIKalii” (17151 CTyAeHTIB 5 Kypcy GaKyabTeTy MEHEDKMEHTY). MeHePKMEHT
nepconany. Mapketusr. / Yknagau Jlubuunceka A.C. — 3anopikoks: 314V, 2001. —
32c.

Vocabulary:
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Above the fold (ATF): A term derived from newspaper print advertising, this means that an ad is
placed on a website above the scroll line as the page is viewed before any scrolling occurs; in
view before scrolling

Ad banner: Also known as banner ads, are a form of display advertising that can range from a
static graphic to full motion video. Banner ads are one of the most dominant forms of
advertising on the internet.

Ad blocker: A piece of software designed to prevent advertisements from appearing on a web
page.

Ad: For web advertising, an ad or creative is almost always a banner graphic image, or set of
animated images of designated pixel size and byte size limit.

Address: A unique identifier for a computer or site online,how one computer finds the location
of another computer using the internet. Typically a URL for a web site or marked with an @ for
an e-mail address.

Advertiser: The company paying for the advertisement.

Caching: The practice of temporarily storing files on local servers for quick retrieval the next
time the file is needed. Caches reduce the amount of information that needs to be transmitted
across the network, as information previously stored in the cache can often be re- used. Cached
files supply an old copy that may not be up to date with the file stored at the original source, but
are often necessary for improving page load performance.

Campaign: A series of advertisement messages that share a single idea and theme which make
up an integrated marketing communication In digital advertising, a campaign will refer to a set
of ad buys from a specific ad network or publisher.

Encryption: Securing digital information so that it is unreadable without the use of digital keys.
Embedding: The act of including unwanted malware alongside legitimate software.

Firewall: A protective barrier placed between internal and external systems, software and
users, this security barrier controls communication between a personal or corporate computer
network and the internet.

Floating ads: An ad or ads that appear within the main browser window on top of the web
page’s normal content, thereby appearing to float over the top of the page.

Agency: an organization that, on behalf of clients, plans marketing and advertising campaigns,
drafts and produces advertisements, places advertisements in the media. In interactive
advertising, agencies often use third party technology (ad servers) and may place
advertisements with publishers, ad networks and other industry participants.

Auto Download : The process of forcing a user to download unwanted software to their computer
or mobile device. With malicious adware or malvertising (discussed in M), the software can
force out or replace legitimate avertising assets.
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Auto Redirect: Also known as “browser hijacking,” this is the process of taking over a user’s
web browser for the purpose of misdirecting that user to another site without their knowledge or
permission. In some cases, interstitial ads will prompt user engagement, which may grant system
permission to the malware.

Botnet—A collection of bots, coordinated by a central system to execute functions that require
large amounts of computing power. An individual computer owner may have no idea that his or
her computer is part of a botnet.

Browser: A software program that can request, download, cache and display documents
available on the web.

Bug: a persistent, graphical element that appears in the video environment. Clicking on it will
take the user to a website.

CPU: CPU is an acronym for central processing unit, the key component of a computer system,
which contains the circuitry necessary to interpret and execute program instructions.

CPU usage : A guideline for the amount of central processing power used to display advertising
content compared to what’s available on an individual’s computer. CPU usage percentage can
be measured directly, during the execution of an online ad. In addition to file size, the
complexity of drawings, gradients, slow moving animations and detailed moving elements can
affect the number of calculations the CPU must make for each frame.

Cross-device targeting: The ability to serve sequential ad messages to the same consumer from
one device to the next (e.g. First on a person’s desktop then again on his/her smartphone).

JavasScript libraries: A collection of pre-written code used to simplify development of web-based
applications.

Journalistic video: Content that was shot and used by the actual publisher. MSNBC journalist
shooting a video and using the video for their own purposes.

JPEG: Standard web graphic file format that uses a compression technigue to reduce graphic
file sizes.

IpakTuune 3ausarTsa 10.

Tema: Module testing

Ilnan:

4. Reading and analyzing the text
5. Translation

6. Writing a business letter
Jlireparypa:

1. AnpaoB A. [Tucemo 3apyOexkHoMy maptHepy. - JI: «Cynoctpoenuey, 1991.
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2. Bunorpanos C. Beenenue B nepesonosenenue. — M.: MIOCOPAO, 2001.

3. BHemHeToprosble JOKYMEHThI: KOHTPAKThI, COTJIAIICHHUS, TPAHCIIOPTHBIE
NOKyMeHTHI. - Kues, 1992.

4. I'pomoBa H.M., JleeBa T.M. Bam 3apyOexHbIii apTHEp (IIepenucKa,
JOKYMEHTalUsl, KOHTPakKkThl). - Mocksa, 1992.

5. Kunr @.Y. Kommepueckass KOppeCIIOHACHIMS Ha aHTJIMHCKOM si3bike: Kype s
M3YYaroINX aHTJIMHCKUM S3bIK KaK MHOCTpaHHbI: Yuel. nocobue / @.Y. Kunr, /1.
OuH Kpu. — M.: 000 «(M3garensctBo ACT», 2003. — 301 c.

6. JL.I'. KoBtyH, H.A. O0pa3ioBa Ta iH. AHIiiicbka MoBa JJisi OaHKIpiB, OpOKeEPIB,
MeHeKepiB Ta (axiBuiB 3 MapkeTunry.- M.:HUII , 1994.

7. Komuccapos B.H. Teopus nepeoga. — M.: Beiciias mkouta, 1990.

8. Konrinno B. B.Teopis 1 mpaktuka nepexiany. — K.: FOniBepc, 2003.

9. JIyk’ssnoBa H.A. HacronbHa kHura 613Hecmena. - M., 1993.-570 c.
10.MeroauyHi BKa3iBKU 10 BUBYCHHS Kypcy ‘“AHTIIIHChKAa MOBa JUJIOBOT
KOMYHIKaIlii” (7151 CTyICHTIB 5 Kypcy (PakynbTeTy MEHEKMEHTY). MeHeKMEHT
nepcoHary. Mapkerusr. / Yxnanau Jluounnaceka A.C. — 3anopixoks: 31V, 2001. —
32c.

11.Ashley A. Handbook of Correspondence. -Oxford University Press ,1990.

12. David Cotton, Sue Robbins. Business class. - Longman, 1998.-184 p.

13. Philippe Minkoff. Executive Skills. - Prentice Hall International, 1997. — 154p

Mooynw II. Scientific Publication
3micmoenuit modyns 4. Academic correspondence
Tema 1. Academic correspondence
IIpakTnune 3ansarra 11.
Tema: Academic writing

IInan:
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1. The lay-out of a academic writing

2. The academic writing requisites

3. The main types of academic writing

Jlireparypa:

1. AnpnioB A. [Tucemo 3apy0exnomy naptaepy. - JI: «Cynoctpoenuey, 1991.

2. BHemHeToproBele TOKYMEHThI: KOHTPAKThI, COTJIAllIEHUs], TPAHCIIOPTHbIE
TOKyMeHTHI. - Kues, 1992.

3. I'pomoBa H.M., JleeBa T.M. Bam 3apy0OesxHblii apTHEp (IIepenucka,
JOKYMEHTaIus, KOHTPakThl). - Mocksa, 1992.

4. Kunr @.VY. KoMMepueckass KOppeCIOHICHIIAS Ha aHTJIMACKOM si3bIke: Kypc mis
M3YYaroIUX aHTJTUHCKUN A3BIK KaK MHOCTpaHHbIN: Yuel. nocobue / @.Y. Kunr, /1.
OuH Kpu. — M.: 000 «M3garensctBo ACT», 2003. — 301 c.

5. Ashley A. Handbook of Correspondence. -Oxford University Press ,1990.

6. Philippe Minkoff. Executive Skills. - Prentice Hall International, 1997. — 154p.
7. Sue Baugh, Maridell Fryar, David Thomas. Handbook for Business Writing. —
NTC/Contemporary Publishing Company, 1994. — 302p.

Vocabulary:

Academic essay #

A reflective text about a situation/conflict/subject. The goal is to describe and analyse a
problem. Allows for a more personal style than in an article, but the same academic standards

apply.

Article #

A structured text about an academic subject, requiring certain structure and referencing.
Database #

A structured collection of data. Often a specific database where one finds searchable scientific
and academic articles about a specific topic.

Electronic Journal #
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Journals published in electronic format. Usually the articles are available as a text file or in
PDF format. You get access to the articles through the library’s subscription databases. You
can search articles directly in the databases or via Oria or Google Scholar.

Empirical data #
Data that you have acquired yourself, for example from surveys or interviews.
Critically evaluate sources #

To evaluate and assess the literature you are using. Usual questions one asked himself when
evaluating sources are: What kind of text is this? Who wrote it? Who is the text written for? Why
is the author writing about this? What is the purpose of the text? (Dalland 2007, p. 74). More
about critically evaluating sources.

Encyclopedia #

Reference work. Can be useful when looking for a definition or basic information about a
specific subject. Encyclopedias can be printed or electronic, but the electronic ones have the
advantage of being able to link to sources that can be useful and relevant to the subject.

Literature reference #

A pointer to a literature you have used as a source in your text. More about using sources.
Bibliography/Reference list #

A list of the sources you have used in your text. More about using sources.

Literature review #

A comprehensive study and interpretation of a literature that relates to a particular subject area
or topic (Aveyard 2007, p. 1).

Method #

A procedure used to acquire data/documents. Usually are methods divided into two main
categories: qualitative and quantitative. Read more about this in e.g.: Dalland (2007).

Browser #

A software program than enables you to use the Internet. Examples of browsers: Firefox,
Google Chrome, Internet Explorer.

Oria #

Our library catalogue. Search for author’s name, title or keywords and retrieve lists of books
and journal articles we have available.

Original article #

Research articles published for the first time, i.e. new data (Dalland 2007, p. 78).
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Review article #
Evaluates published studies and include summary of the results and conclu
Reference style #

It is important to cite the sources you use in your paper or scientific text to show the reader
where you found the information, thus ensuring academic integrity. How to write the references
depends on your chosen reference style. See more about this on the page: “How to manage
references”.

Secondary source #

Where the author interprets other’s texts (Dalland 2007) A typical example is when they
reference other author's works in their own text.

Systematic search/ systematic review article #

A review article where the author has used a systematic, open process to retrieve articles. Often
known by its’ comprehensive and referenced search strategy, distinct inclusion and exclusion
criteria, assessment of quality of included literature, keeping protocol of characteristic lines and
comparison of results from included studies/ literature (Nortvedt 2010)

Search documentation #

Often used to account for how you have done to find articles and other documents used in your
assignments. Many use a form to document their search (search strings). Some academic
databases document your search in history.

Search engine #

A program designed to locate websites and to rank them from what it sees as relevant. Examples
of search engines: Google search, Yahoo search, Ask.com, Google scholar etc.

Printed journals #

Journal published on paper. Various libraries have various rules with borrowing and copy
requests from a printed journal. Contact your library if we do not have online access to a
journal.

Semi-systematic search/semi-systematic review article #

A review article that addresses and critically assesses research that has been published in
scholarly journals (Dalland 2008, s. 79), but does not necessarily include the same demands of
search strategy documentation and selections as systematic review articles.

Vancouver reference style #

A numbered citation style. In-text citation consist only of a number that represents a source in
the bibliography, e.g. (1). More about using the Vancouver reference style.
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Scholarly article #

An article that has been through a quality process, usually peer-reviewed (see: peer-review)

Scholarly article #

An article that has been through a quality process, usually peer-reviewed (see: peer-review)

3micToBHUI Moayab 5. Academic publication
Tema 11. Scientific paper
MpakTuune 3anarTs 12.

Tema: Buau HaykoBoi 1o0KyMeHTAaIlil

1. PoGoTa 3 1eKCHYHUM MaTepiaioMm
2. OOroBOpeHHS Ta TUCKYCis PO BUIU HAYKOBOI JJOKyMEHTAIIII.
3. PoboTa 3 rpamaTHYHIM MaTepiaom
4. YwutanHs Ta OOTOBOPEHHS.
5. Biamosiai Ha IUTaHHA.
Nitepartypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.
3. OCHOBM HAyKOBMX KOMYHIiKaLli iHO3eMHOI MOBOD. HaBY4asibHO-MeTOANYHE

3abe3neyeHHA ANA CTYAEHTIB-MaricTpiB ryMaHiTapHUX cnewiaibHOCTeN BULLMX HaBYAIbHUX

3aknagis / Yknagaui: /1.€. Cmanbko, J1.€. Nycak, H.M. AumMwmnH. — flyubk: PBB BonuH. Hay, y-Ty im.

JNeci YKpaiHku, 2010. -59 ¢

4, English for Post Graduate Students (2008) AHrnilicbKa MOBa 414 acnipaHTiB Ta
3p06yBayiB : HaBy. nocib. ana ctya. Buul. Hasy 3akn. — K.: AN «BugasHuumin gim
«lMepcoHan».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://www.staffs.ac.uk/services/library_and_info/reference.html
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(pi3HOMaHITHI BipTyanbHi 4OBIAHUKN-CNOBHUKM, EHLMKAOMEAiT, CMTUCKU CKOPOYEHb, MONYAAPHi
UMTaTU Ta iH.);

Vocabulary:

Blinded study = a study where the identity of participants and their data are kept hidden from
researchers to prevent bias until after the results are known.

Box and whisker plot = a graphical representation of a range of data points. The box represents
the middle half of the values (if you were to line all the values up in order, from ¥4 to % of the way
through), and the whiskers show the full range of the data values. Dots outside the whiskers show
outliers that are unusually low or high in the data set.

Correlation = a relationship between two trends in the data, when the two change in sync with
each other: as one increases, the other increases too (if it’s directly correlated) or the second one
decreases (if it’s inversely correlated). Correlations are easy to demonstrate — you just need to
plot the data. They do not, by themselves, prove causation.

Data = (scientific data) any type of real-world fact or information related to a question scientists
are investigating. (Note that the word “data” is the plural form!)

Database = an organized set of data that is usually stored on a computer.

Model = a representation of an object, process, or physical system. A paper airplane is a very
simple model of a Boeing 747. The simpler the model, the fewer the details it incorporates. A
mathematical model represents real-world situations using a variety of mathematical structures
(eg. graphs, equations, diagrams). See also “Scientific model.”

Model organism = a species that has been widely studied, usually because it is easy to maintain
and breed in a laboratory. Scientific discoveries in model organisms can often tell us a lot about
the workings of many other organisms, too. A few examples of common model organisms are fruit
flies, mice, zebrafish, and the bacteria E. coli.

Non-linear relationship between two variables = when a given increase in one variable (x, or the
independent variable) does not always correspond to a constant increase in the other variable or
the dependent variable), for all possible values of x. The graph of this relationship will be a curve
instead of a straight line (as is the case in linear relationships).

Review article = a scientific article that compiles past research on one topic to analyze trends
and assess the current state of knowledge on that topic.

Scientific model = a model that uses our knowledge of natural processes to predict outcomes,
make hypotheses and explain phenomena. Models can be material (like the paper airplane),
conceptual, or mathematical. A scientific model is often a computer program that attempts to
simulate a particular system and to predict how the system would behave in the real world. See

)

also “Model” and “Computerized simulation.’

30



IIpakTnune 3ansarTa 13.

Tema: IloHATTA PO aHOTALLiIO.

1. Po6oTa 3 nekcuuyHNM MaTepiaiom

2. OmnpamroBaHHs CTATTi ( YUTAHHS, IEPEKIIAJT, BIAMOBII HA TUTAHHS)
3. [Ipe3enTartist pi3HUX BUAIB aHOTALIIH.

4. Harnucanns anorarii 3a 3pazkom.

Jlireparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. OcHOBM HayKOBUX KOMYHIKaI[iil 1HO3€MHOI0 MOBOIO. HaBuanbHO-MeTOAMYHE
3a0e3reyeHHs 1S CTYACHTIB-MariCTpiB I'yMaHITapHUX CHEIIaIbHOCTEH BUIUX HaBUYAIbHUX
3axnaniB / Yinanadi: JI.€E. Cmaneko, JI.E. I'ycak, H.I1. SAuumun. — JIynsk: PBB Bonus. Han. y-
Ty M. Jleci Ykpainku, 2010. — 59 ¢

4, English for Post Graduate Students (2008) Anrmilichka MOBa JIJIsl aCIIPAHTIB Ta
3m00yBauiB : HaBu. moci6. as crya. Bum. HaBd 3aki. — K.: {1 «BunaBanuunii aim
«lTepconan».276 c

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://lwww.staffs.ac.uk/services/library_and_info/reference.htmi

(p13HOMaHITH1 BIpTyalibHi JOBIIHUKHU-CIOBHUKHU, CHIIMKJIONEA11, CHUCKU CKOPOYEHb, MOMYISPH1
LIUTATH Ta iH.);

Vocabulary:
Research on __ has a long tradition
For decades, one of the most popular ideas in __literature is the idea that

Recent theoretical developments have revealed that
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A common strategy used to study __isto
This research constitutes a relatively new area which has emerged from __
These approaches have been influential in the field because of __

In the past several decades, __ have played an important role in __

There are growing appeals for __

This is the field of study that deals with __

Most of the theories of __ are however focused on explaining __

There are three major theoretical and conceptual frameworks for

The field has gradually broadened as

This field of study is sometimes referred as

This has been widely adopted in the field of

This seems to be a common problem in __

This leads to myriad problems in

The main problem is that

There is a further problem with

One primary problem with __isthat

The methods are not without their problems as will be discussed in

The foremost problems are the facts that

This makes up for the problem of

This seems to be a common problemin

This is a complex problem and to simplify it requires
A challenging problem which arises in this domain is __
These problems are difficult to handle

This is typically a complex problem

There is no previous research using __ approach.

As far as we know, no previous research has investigated

There has been less previous evidence for
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Other studies have failed to

To our knowledge, no study has yielded
No study to date has examined

Only a few studies have shown

However, __ has rarely been studied directly.
Moreover, few studies have focussed on

In particular no study, to our knowledge, has considered

his thesis documents several key contributions made to the fields of

This thesis has made a number of significant contributions to the field of __
The contributions made here have wide applicability.

The contributions made should be of wide interest.

The first main contribution proposed in this fieldisa

The contributions of this work are presented as follows:

The main achievements, including contributions to the field can be summarised as
follows:

We summarize the main contributions of this thesis.

The key contribution of this work is the solution it provides
It has numerous advantages as explained here

It has significant benefits in terms of

There is a clear advantage in following the methods of
This has particular advantages over other

All of these advantages make it particularly valuable in
One of the primary benefits of this algorithm is

This gives a significant advantage because

These point out the advantages and practicability of
One of the key benefits of the algorithmis

The main advantage compared to previous method is
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This present some practical advantages.
The main advantage is the simplified pattern.
One practical advantage of the method is that it can be used in _
The advantage becomes all the more significant when
In comparison with other techniques, this method has the advantage of
The most important advantage of this method is that it can perform very well in __
It yielded significant speed advantages when
The benefit of using the __is expected to
The main advantage is that we are ableto
To give some idea of the benefits of this method
The additional advantage of using this method is that it results in __
This is an important advantage of this algorithm __
These are the main advantages of this method.
\
IIpakTuyHe 3ausTTA 14.

Tema: IloBTOpPEHHS.

1. [ToBTOpEHHS JIEKCHYHOTO MaTepiany
2. BukoHaHHS rpaMaTHYHKUX BIPAB.

3. Harnucanns aHoraiii.

4, YuraHHs Ta 0OrOBOPEHHS.

5. Hanwucanus adnoramii.

Jlireparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. OcHOBHU HayKOBHMX KOMYHIKallili iIHO3eMHOI0 MOBOO. HaBuanbHO-MeTOAMUHE
3a0e3neueHHs Ul CTYACHTIB-MaricTpiB ryMaHITapHHUX CIENiaIbHOCTEH BUIUX HAaBYAJIBHUX
3aknaniB / Yimanadi: JI.€E. Cmansko, JI.E. 'ycak, H.IT. Suumun. — JIynsk: PBB Bonus. Hat. y-
Ty M. Jleci Ykpainku, 2010. —59 ¢
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4. English for Post Graduate Students (2008) Anrmifickka MOBa ISl aCTipaHTIB Ta
3m00yBauiB : HaBu. moci. mist crya. Buml. HaBd 3aki. — K.: 11 «BugaBaugwmii 1im
«Ilepconan».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.

7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://lwww.staffs.ac.uk/services/library_and_info/reference.html

(p13HOMaHITHI BIpTyaJibH1 JOBIIHUKHU-CIOBHUKH, CHIIMKIJIONE1], CHUCKU CKOPOYEHb, NOMYJISPH1
[UTATH Ta 1H.);

IpakTuune 3ausaTTa 15.

Tema: Module testing

Ilnan:

1. Reading, translation and analysis of the text

2. Translation of the contract clause.

3. Writing a business letter.

Jlireparypa:

1. British Council (2014). English for academics. Cambridge University Press.

2. Krantz C., Norton J. Navigate (2015) Coursebook with video . Oxford University Press.
198 c.

3. OcHOBM HayKOBUX KOMYHIKaI[iil iHO3€MHOIO MOBOIO. HaBuanbHO-MeTOAUYHE
3a0e3MeyeHHs 1715 CTYICHTIB-MariCTpiB T'yMaHITapHUX CHEIIaIbHOCTEH BUIIUX HaBUAJIbHUX
3aknaniB / Yimanadi: JI.€E. Cmansko, JI.E. I'ycak, H.I1. Suumun. — JIynsk: PBB Bonun. Hat. y-
Ty M. Jleci Ykpainku, 2010. — 59 ¢

4. English for Post Graduate Students (2008) Anrmilicbka MOBa IS acIipaHTiB Ta
3n100yBauiB : HaBu. moci6. mist crya. Bui. HaBd 3akin. — K.: [I1 «BugaBauawmii n1im
«Ilepconan».276 ¢

5. Adrian Wallwork, Anna Southern (2020). 100 tops to Avoid Mistakes in Academic
QWeriting and Presenting

6. Adrian Wallwork (2019). English for Academic CVs, Resumes and On line Profiles.
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7. Adrian Wallwork (2016). English for Writing Research Papers (English for Academic
Research).

8. http://lwww.staffs.ac.uk/services/library_and_info/reference.htmi

(pi3HOMaHITHI BipTyalbHi JOBIIHUKH-CIOBHUKH, CHIIUKIIONEAl1, CIIUCKNA CKOPOYEHb, MOIYJISPHI
[UTATH Ta 1H.);

@®pa3zu Ta Kiile HAYKOBOI0 CTHJIIO.

1. Summaries offer a concise general version of the original information. The process of

summarizing someone else’s material enables you to better understand that material. A

summary must have an introduction which clearly states the title, the author’s last name,

the source from which the text is taken, and the subject the summary is concerned with.

Use the present tense (often called the historical present tense) to summarize the author’s

arguments. The following phrases maybe useful in writing a summary:

= According to Joseph Campbell in his book ...

= Joseph Campbell in his book/article states/claims explains argues that ... (main idea)
= The author continues/goes on to say ...

= The author concludes that ...

2. The style of English academic writing is formal. Its main characteristics are the absence of
conversational features and the use of an appropriate academic vocabulary. Developing a
command of formal style is extremely important for non-native speakers wishing to master the
conventions of English academic discourse.

3. Formal academic English will normally avoid:

- Contractions:
The research won't be continued until appropriate funding is secured The research will not be

continued until the appropriate funding is secured.

- Interjections and hesitation fillers (i.e. um, well, you know, etc.)
Well, we will now consider the influence of sex hormones on stress response We will now

consider the influence of sex hormones on stress response

- Addressing the reader directly:
You can see the data in Table 3 The data can be seen in Table 3

- Phrasal verbs (although not always)
Researchers have found out that many mental illnesses are based on molecular defects

Researchers have discovered that many mental illnesses are based on molecular defects

- Direct gquestions (although not always):
What can be done to improve the state of our economy?  We now need to consider what
can be done to improve the state of our economy.

- Adverbs in initial or final positions (the middle position is preferable):
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Then it will be shown how teachers can utilize this method It will then be shown how

teachers can utilize this method

This work relies on previous research heavily

Research

MoBHi 000, TUBOCTI HAYKOBHX POOIT

Structure

Language Focus

Introduction

Statement of the problem

Many researchers / investigators have
recently turned to...
It is now generally recognized, accepted

that...
The study of... has become an important

Review the history of the problem,
analyse the sources dealing with this
research area

Jones (1987) concluded / concludes / has
concluded that... Jones’s research shows
that... (Jones 1987).

Extent the problem by indicating a
gap in the previous research, analy-
zing the trends and approaches to the
problem

However, previous research has

a. concentrated on X

b. failed / neglected to consider x

c. overestimated /underestimated x.
However, little research / few studies

Thesis statement

In this paper an attempt is made to
formulate...

The purpose of this paper is to...

This paper describes and analysis...

The aim of the paper is to...

This paper reports on the results obtained...

This work heavily relies on previous

Secondary statements In addition,...
Additionally,...
A further reason for...
Methods We examined...

approaches used in a research

Description of methods, procedures,

Each occurrence was identified...
It was classified...

The category was interpreted...
We included / counted...

Results

data calling for further research

The findings are described, accompa-
nied by variable of commentary:
justifying the methodology, inter-
preting the results, commenting on the [demonstrated in Table 2.
Figure / Table / Graph 1 indicates / shows /

As can be seen in/ from the Table 1/ the
data,...

As demonstrated by the graph,...

... are shown/ provide / summarised /

suggests that...
Figure / Table / Graph 1 illustrates,
presents, reveals...
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Discussion

results of the research

Background information on the

The overall results indicate...

In general, this research shows...

On the whole, this paper focused on /
investigated / explored...

Conclusion

Plans for future research

Summary of the findings and results
Theoretical / practical implications

In the main this research provides
implications for... Further research is
needed to verify... We advocate further
research on...

3pa3ku Ta BKa3iBKH HANIMCAHHS MUCBMOBHX POOIT

HeoOxignicTh y HanmucaHHi 0QiniiiHUX JTUCTIB AaHTJIIHCHKOK MOBOK BUHHKAE
AOCHTH 4aCTO, 0COOJIUBO, SIKIIIO MOBA iijie MPo podoTy Ta 0i3Hec. AOM Baml

JucT OyB npogeciiiHMM Ta NPABWIBHO CIPUAHATHIA apecaToM,

AOTPUMYITECh HACTYHHHUX PEeKOMEHIAIiil.

CTpVYKTYpA JIHUCTA.

Ji10Bi JIMCTH — 1€ KOPECTOHAEHIisl, SIKA CKJIAJAETHCS 3 MOCJTiJOBHOCTI MEBHUX

eJIEMEeHTIB, 2 TAK0K BUKOPUCTOBYEThCH /ISl BeJleHHsI 0QiliiiHOr0 JIUCTYBAHHS

Ha Oi3Hec-piBHI.

Cepea 0CHOBHHX €JIEMEHTIB JIJIOBOT0 JINCTA BAPTO 3a3HAYUTH:

Aodpecy ma im’a ooepicysaua
Konmaxkmnmi oani gionpasnuxa
Jlamy nanucanns

Hocunannsa

Ilpusimanns

Ocnoeny wacmuny abo «mino»
3axknwuennsn

Iionuc

Inivianu aemopa
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Mooamku (3a naseHocmi)

BapTo 3a3HaunTH, 110 0QiLiiiHi JUCTH TA IXHHA CTPYKTYpa — He3MIHHI
He3aJ1e5KHO BiJl KpaiHM, 10 IKOI BOHM BiAIPaBJISIIOTHCA. A TOMY MOKHA
CTBOPHUTH MIA0JIOH JIMCTA 32 HI€I0 CTPYKTYPOIO TA KOPUCTYBATHCS HUM,
BiAPaBJISIIOYM TEKCTH 10 AHIVIOMOBHUX NaPTHEPIiB TAa IHIIKMX 0Ci0.

3aranbHi NpaBWjIa HAMCAHHSA OQiNiiHOIO JHUCTA

AOHU CTBOPUTH rapHuii oQiniiHui JMCT, HEOOXIIHO JOTPUMYBATHCH TAKHX
nopanu:

3bepizaiime npogheciitnuii mon ma nooauy ingopmauii.
Yuuxaiime gpopmansnux wumamnie.

He seuxopucmosgyiime xcapzon ma cKopoyeHHs.
Biooasaiime nepeeazy ocobucmicnum 3aiimeHHUKam.
3axinuyiime aucm 3anumom.

He kopucmyiimecyo idiomamu ma 3HaKaAMu OKIUK).
Ilepeo eionpaskoro nepegipme 0OKyMeHm HA NOMUTIKU.

3BICHO, SIKIIIO JIMCT €JIEKTPOHHUI, HEOOXIiTHO MOA0ATH MPO HOro 30BHILIHIN
BUIJISI/I: BUPIBHATH 32 JIIBUM KPaeM, o0paTu cTaHAapTHUH mpudT Ta 12
KereJjib, BUCTABUTH a03auM Ta MoA0aTH MPO NPoodian.

Axki ppa3u BAPTO BUKOPUCTOBYBATH JIJIA JIUCTA

Bubip ¢ppa3 nisa HanucaHHsl JJUCTA 0e3MmocepeaHbO 3aJ€KUTh BiJl TOr0, AKY
oro yacTuHy BM numete. J{ajai My po3noBiMo po oCHOBHI pizHoBUaAM (pa3s,
SIKi BAPTO BUKOPUCTOBYBATH y ILIOBOMY JINCTYBAaHHI.

IHpuBitanus

Cmanoapmmuo aucm eapmo nouunamu 3 npusimanus. Hozo ¢popma
0e3nocepeonvo 3anexcums 6i0 mozo, AK 000pe éu 3HaAcme JIH0OUHY, 3 AKOIO
aucmyemecs.

MoxxHa BUKOPHCTOBYBATH TakKi ¢pas3u:
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Dear colleagues — wanoeni konecu. Bukopucmogyecmuca 01s 1UCmMy8aHH 3
2pynoto 000pe 3Haiomux ocio.

Dear Emily Smith/Harry Page — wmanosna Emini Cmim/manosnuii I'api Ileiioarc.
Haiioinow nepopmanvnuii eapianm, Akuil nioxXooumaos, AKui0 éu 00ope 3nacme
JI00UHY, it cmamsv ma 4acmo 3 Helo CRIIKYEmecH.

Dear Mr. Abramson/Dear Ms./Mrs. Abramson — wanoenuit micmep
Abopamcon/micic/mic Aopamcon. Mooscna excusamu, AKUWLO U 3HAECMeE CMAmMb ma
iHiyiau ooeprcysaua. Y eunaoxy, AKULO aucm Oyoe ompumyeamu HciHka,
siooasaiime nepesazy 36epuennio Ms, a ne Mrs, oco61ueo — aKkuyo éu ne 3nacme
npo it cimennuiit cmam.

Dear sir/Dear madam — wanoenuii nan/manoena nani. Moxcna eéxcueamu,
AKW0 6U He 3HaAcme im’a, ane eam 6idooma cmams aopecamad.

Dear HR — wanoenuii/a HR. Taxe npugimannsa 6yoe 0opeunum, aKuio eam
8i00Ma IuULe NOCAOA OMPUMY6aya, y HA8eOeHOMy NPUKIadi — npayienuk human
resourses (HR).

To whom it may concern — ycim 3auikasnenum ocovam. Hauoinvw
HellmpanbHUull apianm, AKUil RiOX00ums y 6URAOKY, AKUWL0 86U He 3HAEME
cmami, nocaou, imeni aopecama.

OcCHOBHA YacTHHA

Jpyruii a6o TpeTiii a03a1 JIUCTA BUKOPUCTOBYETHCS, A0U MepeaTH OCHOBHY
cyTh. BapTo noTrpMyBaTHCs JAKOHIYHOCTi, MAKCUMAJILHO CTHCJIO BUCJIOBUTH
cBOIO TyMKY. Indopmanis B «TL1i» JiMcTa BapiloeThbesl 3a/1€5KHO Bil BAIIMX
uijieil Ta MeTH, 3 IKOI BH nuuere iioro. HanpukJiian, sxkimo Bu xouere
MOBIJIOMUTH NP0 BiAMOBY B CHIBPOOITHUITBI, PO3MOBICTH PO MPOAYKT,
NMOroAUTHCA HA crmiBOecixy Tomo. [y uboro migidayTh Taki po3MoBCIOIKeHI
BHCJIOBH:

| am particularly interested in this job because... — A 3ayikaenenuii y yii
pooomi, momy wio...

I am writing to apply for the position of... — I nuwy, wioé6u nooamu peszrome Ha
nocady...
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Our new product will be released next month, and we are excited to share with
you. — Haw nosuii npodykm 0yoe npedcmagieHuili HaCmynHo2o Micauys, i Mmu
xominu 6 noOIIUMUCA 3 6AMU.

After careful consideration we have decided to... — Ilicna pemenvnux po3oymie
MU eupimunu...

I regret to inform you that... — Ha »canw, a ingpopmyto eac npo me, uwio...

3aKkiroueHHA

OcTanHiii a03an BMilYy€ OCUJIAHHS HA Pi3HOMAaHITHI (ailiiy, 3aIMTH TOWIO. Y
3aKJII0YEeHHI PO3MIIIYIOTHCHA TAKOK HAraJlyBaHHs, NPOMO3ULII Ta M00aKaHHSA
100 BeICHHS JIMCTYBAHHSA TA MOAAJIBIIOT0 CIJIKYBAHHS.

Ao 101a10THCA NMOCUJIAHHS/MaTepiaan:

Please, find attached... — Y npukpinnenux mamepianax eu 3naioeme...
We enclose... — Mu dodaemo...

Axuwio nompiono 3anpononyeamu 00nOMo2y:

If you wish, I would be happy to... — Axkuio mpeoa, mo s 6yoy paouii...
Would you like me to...? — Yu xominu 6 éu, uj06 a...?

JInsa npo00esrceHHsa CRiIKY8aAHHA:

We await your reply. — Mu ouikyemo na 360pommiit 368’a30K.

| appreciate any feedback you may have. — 4 6ydy édsaunuit 3a 6yov-axui
gioovex.

Please contact me as soon as possible. — Byows nacka, 36 ’sscimbcs 3i muoro
AKHauweuoule.

Hoou noosakyeamu:
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Thank you for enquiring. — Z{axyemo 3a sucnoeneny uyikagicmo.

We would like to thank you for your letter of... — Mu xouemo nooaxyeamu eam
3a eawi 1ucm npo...

Thanks again for your assistance. — Il]e pa3 oaxkyemo 3a 0onomozy.

Samplel. JIucr-Binryk. ( Review letter).

Dear Steph,

Thank you for contacting us.

We pride ourselves on delivering strong customer service and are always looking
for new ways to improve.

We would appreciate if you could complete our Customer Service Satisfaction
Survey and share some feedback with us on your experiences.

The survey will take no longer than two minutes to complete and will help us to
ensure we continue to give all our customers the best service possible.

Thank you for your time,

Team Ticket Arena

Sample 2. JIuct no 6anky. ( LETTER TO THE BANK)

Dear Sir / Madam

| would like to make an urgent transfer of XXXX from my current account (put in
your number here) to my joint account (put in account number here). Please let me
know your fee for arranging this transfer.

Account details

Current account: Number

Name of account holder: (Write the name of who has the account)

Branch address and code: (Write the bank address and any codes)

Joint account: number

Names of account holder:

Branch address and code:

Please contact me if you require any further information. My telephone number is
XXXX.

Yours faithfully

Your name

Sample 3. MoruBaniiinuii 1uct ( Cover letter)

Ivy Haddington
(123) 456-7891
ihaddington@email.com
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May 1, 2018

Dear Hiring Manager,

I'm excited to be applying for the Account Manager position at Cloud Clearwater. With more
than seven years of experience in digital marketing agencies, | have developed a strong talent for
building trusted relationships with high-value, high-impact clients.

During my previous role at River Tech, | managed a portfolio of more than a dozen clients in the
healthcare and consumer goods industries. | strategically coordinated a variety of DTC digital
marketing campaigns that consistently delivered results, including over 20 campaigns that
averaged a 10% or greater conversion rate. In addition to producing substantial ROI, these
campaigns also earned our top pharmaceutical clients multiple prestigious MM&M consumer
awards in 2014, 2016, and 2017.

In addition to my experience working with existing client accounts, | was also given the
opportunity to assist the business development team with RFPs for new clients in our healthcare
vertical. | was responsible for selecting the pitch team, developing our presentation strategy, and
spearheading post-pitch follow-up efforts. My efforts earned a 40% win rate, directly resulted in
more than $15 million in new accounts, and landed projects with three of our CEO's key strategic
account targets.

Thank you for your time and consideration. I'm looking forward to learning more details about
the Account Manager position and about Cloud Clearwater. With a proven track record of
account success, | am positioned to exceed your expectations for this role and substantially
benefit your organization. I'm eager for the opportunity to share more examples of my work and
discuss how my talents can be used to benefit Cloud Clearwater's client portfolio.

Sincerely,

Ivy Haddington

Sample 4. JIucr-3anut. ( Request letter)
Dear Sir/ Madam

| am writing to request an increase of $5,000.00 in my credit limit with Doe. My
current limit is insufficient to cover my monthly purchases at your firm. As you
know, my credit history with you is spotless. | have always made payments on time,
so | do not anticipate problems handling the increased limit. If you need any
further information to grant the increase, please call. I look forward to hearing
from you.

Best wishes,

John Deer
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Sample 5. Pe3ome. ( CV, Resume)

PERSONAL DETAILS

Name

Place and Date of Birth
Sex

Address

Marital Status
Telephone Number
Email

- Ar'nisa Khairanl Haningsih
- Surakarta, 19% December 1968
- Female
- Jalan Srinarendro Na. 18 Solo
. Single

0271— 713130 /085647183000
- millykha@hotmail.com

EDUCATION
e January 2012

* 2007

2004

* 2001

OTHER SKILLS

e Microsoft Office
s |ntemnet literacy

Bachelor Degree of Economic at Universitas Sebelas Maret
Major - Management

GPA °3.19

Finished Senlar Highschool (SMA N 7 Surakarta)

Finished Junior Highschoo!l (SLTP N O Surakarta)

Finished Primary School (SD Ta'mirul islam Surakarta)

» Active Engiish with TOEFL ITP Score

WORKING EXPERIENCE
e 2011 —Present
» Februari2011
s 2010 —Present
2610-2011

English Teacherat Aisyiyah ABA Baron Kindergarten

internship at PT. Danar Hadi Export Division as Marketing Staff

Acer Redemption Staff at APKOMINDQ Expo Solo
Freelance at Rp. 7 Commurication and Advertising

ORGANISATIONAL EXPERIENCE

« Desember 2010
2008 —2010
2008 — 2009
2007 — 2010

Producer of PENTAS PANAS Teater Gadhang FE UNS
Secretary of Teater Gadhang FE UNS

Production staff of Teater Gadhang FE UNS

Tutor of Nusa Indah illiteracy learning group
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TEMM JIJISA JUCKYCIA TA OBIT'OBOPEHHSI

What can businesses do to succeed?

What is your idea of a “business™?

What businesses are successful in your country/industry? Why?

Why do you think some businesses fail?

“Business is a combination of war and sport.” Do you agree? Why/why not?

How good are you at negotiating?

What are some good negotiation tactics?

Do you do negotiations in your work, personal like or while shopping?

What have you had to negotiate for in your life? (Examples: House, car, items at a

bazaar)

10.Do you think men or women are better at negotiations? Why?

11.How do you feel about job interviews?

12.What is the most important part of a job interview?

13.What advice do you have for a successful interview?

14.What questions are common in job interviews in your company/industry/country?

15.What was the worst interview you have ever had?

16.Have you ever worked in another country?

17.What difficulties can working abroad have?

18.1f you could choose, where would you like to work abroad?

19.What work experience have you had with colleagues from abroad?

20.What are some cultural differences between your country and foreign countries your
company does business with?

21.How do you manage crises?

22.What kinds of crises occur in your workplace?

23.What sorts of crises have affected your country?

24.What is your back-up plan for a major crisis?

25.What have you learned from past crises?

26.What is your definition of a leader?

27.What makes an excellent leader?

28.How is the leadership in your company/industry/country?

29.Describe the best leader you have worked for/with Zolpidem.

30.How good of a leader do you believe you are?

31.What makes a good presentation?

32.What makes a bad presentation?

33.Do you have to give any presentations at work? If so, what are they about?

34.How do you feel about giving presentations?

35.How do you feel about watching presentations?

36.How often do you have meetings at work?

37.Do you like meetings at work? Why/why not?

38.What is often discussed at your meetings?

39.What are the advantages/disadvantages to having meetings?

40.“If you must have a meeting, lose the chairs.” Do you agree? Why/why not?

41.What is your opinion on investing?

CoNoORrWDE



42.What investments do you have? Why?

43.Are you a conservative or risky investor? Why?
44.\What do you consider to be a bad investment? Why?
45.1f you had $1000 to invest, what would you do?
46.What hard times is your industry/country going through?
47.What hard times have you experienced?

48.What have you learned from hard times?

49.What are the benefits of hard times?

50.Tell me about what you did when you went through some hard times.

51.How often do you get a raise at your job?

52.What does it take to get a raise at your job?

53.What advice do you have for someone who wants a raise?
54.Do you think raises are important? Why/why not?

55.Do you deserve a raise? Why/why not?

56.What rules and regulations exist at your job?

57.What happens if you break any of these rules?

58.How do you feel about the regulations at your job?

59.Why do you think rules and regulations exist?

60.Have you ever had any problems with rules and regulations?
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CUTYATHUBHI 3ABJAHHA /151 POJIBOBUX IT'OP.
1.

You have an annoying co-worker who puts all her/his calls on speaker, spends a lot of time
discussing personal problems, invades your personal space, peeks on your computer screen
over your shoulder; and jumps into your conversations without invitation. You have
toleratedhis behavior long enough and now you will talk to your co-worker and make an end
to it.

2.

You work in an open space office and share a cubicle with an older co-worker. You have
afeeling that your co-worker does not like you but you have no idea why. You are friendly,
laid back, and chill. You spend a lot of time on your mobile phone, talking to your family,
checking your Instagram because you usually finish your work fast and are bored soon
afterward. Your co-worker wants to chat.

3.

You are a project manager who has been assigned to a new project. One of the members of
your new team is not co-operating with the other team members. He opposes every idea,
causes conflict, and is generally difficult to work with. Talk to him and solve the problem.

4.

You have worked for this company for 10 years and you feel unappreciated. You started to
work on a new project with co-workers who are not so experienced as you are and you think
your manager is incompetent. You complain a lot because things do not work as they should.
Your manager wants to talk to you.

5.

You are a good employee, you have great results and everybody likes you. The problem is
that you think your boss is stealing your ideas and presenting them as his/her own and you
do not get the deserved credit. Talk to your boss.
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6.

You are the department manager of a large company. You have great employees and your
department has the best results. You know you could get promoted soon if you keep coming
up with great ideas. Your employee wants to talk to you.

7.

You maintain a healthy diet and prepare a fresh lunch for work every day. There is no
restaurant near your workplace and you have no time to drive somewhere for lunch during
your break. Last week somebody stole your lunch every day. You suspect a certain co-
worker. Talk to him/her.

8.

You started to work in a new company. There is no canteen and you have no time to drive
somewhere for lunch during your break but luckily there are free snacks in the staff kitchen
and you helped yourself to a free lunch a couple of times. Your co-worker wants to talk to
you.

9.

Your co-worker is rude and thinks that she does not value your opinion. You think that she is
irresponsible and unreliable. Talk to her and express your concern.

10.

Recently, you have been overworked, your diary is full, and you have no time for personal
life. You are about to have a breakdown when your co-worker stops you to have a chat.
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	Belittle verb transitive
	to say or think that someone or something is unimportant or not very good
	• You shouldn't belittle her achievements
	Appreciate transitive, never progressive
	to understand the true nature of a situation, and realize why it is important or
	serious
	• I began to appreciate the difficulties my father had faced.
	appreciate how/why/what etc:
	• Doctors are only now beginning to appreciate how dangerous this drug can
	be.
	appreciate that:
	• We appreciate that you cannot make a decision immediately.
	• I don't believe the Prime Minister fully appreciates the complexity of the
	problem.
	Harmonious adjective
	friendly and peaceful
	• a harmonious environment/relationship/society
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	Vocabulary: (1)
	Ethos  - An argumentative strategy designed to build, and then use the
	audience’s sense of trust and respect for the arguer to promote an idea.
	Etymology  - The origin of a word.
	Extended definition  - A type of analytical writing that explores the meaning of a specific
	term, providing denotation, connotation, and a variety of perspectives
	on the term.
	Extreme claims -  Claims that include words (all, best, never, worst) that are overly
	positive or negative.
	Forwarding -  The process of interacting with an idea through writing. When we are
	forwarding, we are changing the idea, extending it, reshaping it, and
	filtering it through our consciousness in order to send the new, altered
	version out into the world.
	Fragment  - An incomplete sentence (missing a verb or a subject).
	Free-writing -  A form of non-stop writing used during the early stages of the writing
	process to collect thoughts and ideas.


