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1. IlosicHuTEILHAA 32T CKA
1.1. Heapb u 3272494 AMCHUTIMHBI

Llenvl0 Kypca WHOCTPAHHOTO S3bIKA SIBIAETCS MpO(ecCHOHAIbHAS TOATOTOBKA CTYJICHTOB
(dbopMHpOBaHHE Yy CTYJEHTOB HEOOXOJMMONH KOMMYHUKATHUBHOMN SI3IKOBOM KOMIIETCHIIMH, a TaKKe
BBICOKOTO YPOBHSI COIIMAJIBHON M MPO(ECCHOHATBbHON alalTalliy, YTO MpeAroaraeT GopMHUpPOBaHUE
BCECTOPOHHE PA3BUTOM JIMYHOCTH, CIOCOOHOM OTBEYaTh HAa BBI30BBI COBPEMEHHOro OOIIECTBA M
WCIOJIb30BATh 3HAHMS, YMEHHS U HAaBBIKH, TIOJIy4E€HHBIC B X0JI€ 00y4eHUSI.

3adauu oucyuniunol.

— pPa3BUTh YMEHHE IHMCBMEHHOrO (YTEHME, IMCbMO) U YCTHOIO (TOBOPEHHUE, ayJUpPOBAHUE)
UHOS3BIYHOTO OOLIEHHUS;

— yMeTb coOuparh, o0pabaTeiBaTh U MHTEPIPETUPOBATH C HUCIIOIb30BAHHUEM COBPEMEHHBIX
WH(POPMALIMOHHBIX TEXHOJOTHHA JaHHBIE HAa HWHOCTPAHHOM SI3bIKE, HEOOXOTUMBIC IS
(dbopMUpPOBaHUs CYXJIEHUH IO COOTBETCTBYIOIIUM COLMAIbHBIM, HAyYHBIM U 3THUYECKUM
npobieMam;

— OBJAJEeTh HaBbIKAaMU IMyOJIMYHON pedyr U apryMEHTALMH JUIs BEICHUS IUCKYCCUY;

—  Hay4yuTbCs aHAIM3MPOBATH TEKCThl COLMATIBHO 3HAYUMOIO COJAEP)KaHUs, aHHOTUPOBATh U
pedepupoBaTh HayUHYIO JINTEPATYPY;

— HAy4YMTbCSl CTPOMTH CBO€ pEYEBOE M HEPEUYEeBOE IIOBEIEHHWE B COOTBETCTBUU C
COLIMOKYJIbTYPHOH crieU(PUKOM CTpaHbl U3y4aeMOro SI3bIKa;

— OBJAJeThb HaBBIKAMH IUCbMEHHOIO M YCTHOIO II€peBOJia TEKCTOB OOLIEKYJIbTYPHOH
HalpaBJIEHHOCTH.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 110 JUCHHUIIJIHMHE

Komnerennus NuaukaTopbl KOMIETEHI U PesyabTaTnl 00yyeHus
YK-4. Cnoco0en | YK-4.1. Bnaneer  cuctemoii | 3HaTh: 0a30ByIO0 HEHUTPAIBHYIO
IIPUMEHSTD HOPM PYCCKOI'O JIUTEpaTypHOro | (OBITOBYI0) ¥  TE€PMHUHOJOTHYECKYIO
COBpEMEHHBIE S3blKa,  POJHOIO  fA3BIKA U | JIGKCHUKY;
KOMMYHHMKaTHBHbBIE HOpPMaMM  MHOCTPAHHOTO(-bIX) | 6a30BbIE FPaMMaTHUYECKHUE
TEXHOJIOTUH, B TOM | SI3bIKa(-OB). KOHCTPYKUHUHU U (POPMBI, TUITMUHBIE JISI
qyucie Ha HelTpanpHO (OBITOBOI) peuw;
MHOCTPaHHOM(BIX) IrpaMMaTH4EeCKHUE KOHCTPYKIIUU U
Aa3bIKe(ax), TUISL (opMBbl, IpUCYIINE TOABA3BIKY
aKaJeMHU4eCKOro u CHEIHNAIbHOCTH;
npo¢heCcCOHaAIBLHOTO iple W YCTOMYMBBIE CJIOBOCOYETAHUS,
B3alMOJICHCTBUS (pazeonornyeckue €/IMHHULIBI,

XapakTepHble IS chepbl OBITOBON U
npo¢eCcCuOHATBPHOW KOMMYHHUKAITUH;
KJ1accupUKanoo (PyHKIIHMOHAIBHBIX
CTHJIEH PEYU U OCHOBHBIE
XapaKTEPUCTUKUA U OCOOEHHOCTH
00MXO0/IHO-TTUTEPATYPHOTO,
oQUIMaTBEHO-/1€]I0BOT0, HAYYHOT'O
CTUJIEN U CTUIIA Xy0KECTBEHHON
JUTEPaTyphl;

0, KYIBTYPY ¥ TPAIUIINHA CBOEH CTPaHBI
U CTPaH U3y4aeMoro s3bIKa.

Ymersn:

nudepeHIpPOoBaTh HHOS3BIYHYIO




JICKCUKY IO cepaM MPUMECHCHHUS
(ueliTpanbHasi / ObITOBAS,
oOmeHay4JHasi, 0o(hUIHAIbHO-EI0Bas,

TEPMHUHOJIOIMYECKAs);

IIOHUMATb u IPaBUIBHO
HUHTEPIPETUPOBATH HCTOPUKO-
KyJIbTypHbIE SBJICHUS CTpaH

M3y4aeMoro s3blka, pa3ouparbcs B
001IeCTBEHHO-TIOJTUTHYECKUX
WHCTUTYTaX dTUX CTPaH.

Baanerb: 6a30BbIM HAOOPOM JIEKCHKH
(merTpanbHOM / OBITOBOMA,
oOIIeHayqHOH W TEPMHUHOJIOTHYCCKOM

HANpaBJICHHOCTH);  S3BIKOM  Pa3HBIX
KAHPOB HAy4YHOM M  CIIPABOYHOM
auTeparypel  (CTaThu, MOHOTpaduw,
OI0JUIETEHU U Apyrasi JOKyMEHTaLus).
YK-4.2. Ucnons3yer | 3naTh: UH(POPMAITMOHHO-
UH(pOPMAaIMOHHO- KOMMYHHMKaIlMUOHHbIE TEXHOJIOTUH
KOMMYHHUKAI[HOHHBIE pUMEHSIeMbIC npu TIOWCKE
TEXHOJIOTHH npu MIOUCKE | He0OX0AUMOMH uHpOpMaLUU B
HEOOX0AMMOW HMH(OPMALMU B | MPOLIECCE  pEIIeHUS  CTaHIAPTHBIX
Ipolecce PEeLICHUs CTAaHJAPTHBIX | KOMMYHUKAaTUBHBIX 3a1a4
KOMMYHUKATHBHBIX 33Jad Ha | HHOCTPAHHOM SI3BIKE.
roCyJJapCTBEHHOM u | YMeTh: UCIIOJIb30BATh
MHOCTPAaHHOM(-BIX) SI3bIKaX. MH(}OPMAIIMOHHO-KOMMYHHUKAIIIOHHBIE
TEXHOJIOTUH TPU MOUCKE HEOOXOAUMOI
uHpOpMAIIMA B TIPOIECCE PEIICHHS
CTaHJApTHBIX KOMMYHHKaTHBHBIX
3a/1a4 Ha UHOCTPaAHHOM SI3bIKE.
Biaagerb: HaBBHIKAMH MW METOJIUKOH
TIOUCKaA CTPaHOBEIYECKON 51
npogeccuoHaIbHON uHpopManuy,
MOJIB3YSICh PA3IMYHBIMH MCTOYHUKAMH
(B TOM qucie, pecypcamu
UH(pOpPMAIMOHHO-
TEJIIEKOMMYHHUKAI[HOHHON cetn
WuTepHer);
YK-4.3. CBobOonHO | 3HaTh:  YCTHBIM W NMHCbMEHHBIH
BOCTIPHHUMAET, aHAIM3UPYET W | IEJOBOW MHOCTPAHHBIHN SI3BIK.
KPUTHYECKH OLICHHBAET YCTHYIO | YMeTb: CBOOOJHO  BOCHPHUHHUMATb,
" MUCHMEHHYIO JIETIOBYIO | aHAJIM3UPOBATh " KPUTHYECKH
uHpOpMAIIMI0O  HA  PYCCKOM, | OIICHMBATh YCTHYI0 U IHCHMEHHYIO

POTHOM W  HMHOCTPAaHHOM(-BIX)
SI3bIKE(-axX).

JICJIOBYI0 WH(GOPMAITUI0O HHOCTPAHHOM
SI3BIKE,

mudhepeHIIMPOBATh HHOS3BITHYIO
JIEKCUKY 1O chepaM MPUMEHEHHUS
(mewiTpanbHast / ObITOBaS,
oOmieHay4YHast, 0pUIIMAIbHO-/IETI0Bas,
TEPMHUHOJIOTHYECKAs);

COOTHOCUTBH  SI3BIKOBBIE CpPEACTBA C
KOHKPETHBIMU MIOBCEHEBHO-




OBITOBBIMU CUTyallusMH, YCIOBUAMU U

LensiMd, a Takke C  HOpMamu
1pohecCuOHATBLHOTO pedeBoro
MOBEJICHUS, KOTOPBIX

NPUJICP)KUBAIOTCS HOCUTEIH SI3bIKA;
Baanerb: 6a30BbIM HAOOPOM JIEKCHKH
(HerTpanbHON / OBITOBOM,
OOIICHAYYHOH W TEPMHUHOJIOTUYECKOM
HANpaBJICHHOCTH);  SI3BIKOM  Pa3HbBIX
JKaHPOB HAy4yHOM M  CIIPABOYHOU
auTeparypel  (CTaThu, MOHOTpaduw,
OIOJUTIETEHU U JPyTast JOKyMEHTAI );
OCHOBHBIMH BUJaMH MOHOJIOTHYECKOTO
/TAAIOTHYECKOTO BBICKA3bIBAHUS
OBITOBOTO, 00IIeHayYHOT O u
po(heCCUOHATILHOTO XapaKTepa,;
NIEPEBOTYECKUMHU HaBbIKaMH (yCTHBIN/
MUCHbMEHHBIN TIEPEBO] TEKCTOB
po(heCCUOHATILHOM HAIIPABIICHHOCTH);

YK-4.4. Bener JIEJIOBYIO
MIEPEIUCKY, YUUTHIBAS
0COOCHHOCTU CTHJIMCTUKH
oduIHaTbHBIX u
HEOPHUIHATEHBIX MHCEM,

COLMOKYJIbTYpHBIE DPa3InU4Usi B
dbopmaTte KOPpECTOHACHIIMU Ha
roCyJJapCTBEHHOM(-bIX) u
MHOCTPAHHOM(-BIX) SI3bIKAX.

3HaTh: OCOOCHHOCTH  CTHJIMCTHKHU
opUIIMATBHBIX W HEO(DHIMATBHBIX
MIMCEM, COLIMOKYJIbTYPHBIEC PA3INuYUsl B
dhopmate KOPPECTIOHICHIINH Ha
roCyJapCTBEHHOM Y  MHOCTPAaHHOM
sI3BIKaX.

YMeTb: BECTH JEIOBYIO TMEPEIUCKY,
YUUTHIBasE OCOOEHHOCTH CTUIUCTHKHU
opuIMaIbHBIX W HEODHUIIMATBHBIX
MMCEM, COLIMOKYJBTYPHBIE PA3IHYUS B
dbopmarte KOPPECTIOHICHIINH Ha
MHOCTPAHHOM SI3BIKE.

Baagers: nucbMeHHON GOpMOil sI3bIKa
B pamMKax, o0Os3aTeNnpHBIX  JUIS
OCYIIECTBIEHUSI  MPOGECCHOHATBHBIX
GyHKIMH W HaydyHOH JAEATeNbHOCTU
(HamucaHue TE3UCOB, CTaTew,
pedepaToB, aHHOTANMK, TOKJIAIOB,
peleH3mil, 1 T.11.);

VYK-4.5. Bener ycTHble A€NOBBIE
pasroBOpBI Ha TOCYJApCTBEHHOM
Y UHOCTPAHHOM(-bIX) SI3bIKAX.

3HaTh: OCOOCHHOCTH BEJCHMS YCTHBIX
JIETTOBBIX pasroBopoB Ha
TOCyIapCTBEHHOM W  HHOCTPAHHOM
SI3BIKAX.

Ymern: MIOHUMAaTh
MOHOJIOTUYECKYIO/THaJIOTHYECKYIO
pedb, B  KOTOPOH  HCIOJIH30BAHBI
HanOoJsiee yrmoTpeOUTENTbHbBIE JTEKCHUKO-
rpaMMaTHYeCKHe KOHCTPYKIIUH,
XapaKTepHbIE i1 KOMMYHHMKATHUBHBIX
CUTyalluii TIOBCETHEBHO-OBITOBOTO U
po¢eCCUOHATBHOTO OOIICHUS;
Baanerb: 6a30BbIM HAOOPOM JIEKCHKH
(HerTpambHON / OBITOBOM,




oOIeHay9HOH W TEPMHUHOJIOTHYECKOM
HaIpaBJIEHHOCTH);

OCHOBHBIMH BHUJIJaMU MOHOJIOTUYECKOTO
/T aIOTHYECKOTO BBICKa3bIBAHUS
OBITOBOTO, 00IIIeHayYHOTO u
po¢heCCHOHATIBHOTO XapaKTepa,
OCHOBaMU NyOJIMYHON peun u
0a30BbIMU IPUEMaMH OPATOPCKOTO
HCKYCCTBA.

VK-4.6. lemoHCTpUpYET yMEHUE
BBINIOJIHATh  TEPEBOJ] TEKCTOB
pa3IuYHOTO 00bEMa u
CTHJIUCTUKA C HMHOCTPAHHOTO(-
BIX) HA TOCYIApPCTBCHHBIN SI3BIK,
a TaKk)Ke C rocyJapCTBEHHOIO Ha
WHOCTPaHHBIN(-bIC) SA3BIK(-H).

3HaTh: TpuéMBl TEpeBoJa TEKCTOB
pa3nuyHOro o0bEMAa M CTUIIMCTUKU C
WHOCTPAHHOTO Ha TOCYIapCTBEHHBIH
A3BIK, @ TAKXKE C FOCYIapCTBEHHOI'O Ha
WHOCTPAHHBIN A3bIK.

Ymerb: paboTaTh C/Hax TEKCTaMU

CTpaHOBEIUYECKOH, OOLIeHaAyYHOH U
npogeccuoHaIbHON HaNpaBIEHHOCTH B
HeNnsX aJeKBaTHOM  WMHTEepIpeTaIfu
IPOYUTAHHOTO MaTepuana;

Baagerb: S3BIKOM Ppa3HBIX JKAaHPOB

HAay4YHOM M CIPAaBOYHOM JIUTEPATyphI
(cratbu, MoHOTpaduu, ONIIICTCHH W
Jpyrasi JOKyMeHTalus);

HaBBIKAMU 4YTEHUS (IIPOCMOTPOBOTO,
03HAKOMUTEIBHOTO, MIOUCKOBOTO,
M3YyYalollero);

NEepeBOTYECKUMHU HaBbIKaMU (yCTHBIN/
MMUCHMEHHBIN TIEPEBO]T TEKCTOB
npodeccnoHaIbHOM HallPaBIEHHOCTH);
METOAMKOM M IIpUeMamMu IepeBoja
(pedepaTHBHOTO, TOCIOBHOTO);

OIIK-5. Cnocoben | OIIK-5.1. HemoHcTpupyet | 3namo:
UCIOJIb30BATh CIOCOOHOCTh UCIIOJIb30BaTh | - METOABI M CPeJCTBa 00pabOTKH
COBPEMEHHBIE COBpEMEHHbIE NH(OpPMAaLIMOHHBIE | HH(OPMALIUK U PabOTE C TEKCTOM;
MH(pOPMalOHHbIE TEXHOJIOTUM  TpPH  pelleHuH | Ymems:
TEXHOJIOTUT U | IpodecCHOHANTBHBIX 3a/1a4. - IPAMEHSTH aJICKBaTHBIE METOIBI U
IpOrpaMMHbIe CpeAcTBa Ha OCHOBE MH(OPMAIIMOHHO-
Cpe/CTBa MPH PEIICHUH KOMMYHUKAITMOHHBIX TEXHOJIOTUH TPU
npodeccnoHaTbHBIX paboTe ¢ TeKCToM,
3a1a4y Bnaoemy:

- HaBbIKaMU UCIIOJIb30BAHUS

MH(OPMALIMOHHBIX CEeTe AJi MOuCKa,
NepeBo/ia TEKCTOB Pa3IMuHOro 00beMa.

1.3. MecTO AUCHHUILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM NPOrpaMMbl

Hucrunnmuaa «HOCTpaHHBIM S3bIK B MPO(ECCHOHATBHON JEATEIBHOCTH)» OTHOCUTCS K
00s13aTeNIbHON YacTH 0JI0Ka AMCLUUIUIMH y4eOHOTOo I1aHa 1o HanpasieHuio 38.04.03 — «YnpasieHnue
MIEPCOHANIOM», HaNPaBIeHHOCTh «KaapoBbIif KOHCAATHHT U KOYYHHT».



2. CTpyKTYypa IMCHUILTHHBI
OO6mmas TpyA0EMKOCTh TUCIMIUIMHBI COCTaBISIET 3 3.€., 108 akajeMuuecknx 4acos.

CTpyKTypa IMCUMIJIMHBI JJIS 04HO-32049HO (opMbI 00yUeHH st

O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOM pabOoThl OOYYAMOIIUXCS C MeJarormyecKuMu
paboTHUKaMU W (WJIM) JIMIIAMHU, TPUBJICKACMBIMH K pealu3aliii 00pa3oBaTEeIbHOW MPOrpaMMbl Ha

WHBIX YCIIOBHSX, P NMPOBEACHNUN YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHITHI KonnuecTtBo
4acoB
1 [IpakTHueckue 3aHATHS 24
Bcero: 24

O0BeM TUCIMITIHHEI B (popMe caMOCTOSTEIbHON pabOThl 00YYArOIIUXCSI COCTABISIET 84
aKaJleMUYECKUX daca.

3. Conep:xaHue TUCHUILIAHBI

Management. Human capital.
The 4 Ps of HR. Major trends
and challenges in HR

Ne | HammeHnoBanue pa3nena | Conep:kanue
JUCIHIINHBI
1. [ Human Resource | OcnoBHble TOHATHS B cdepe YIpaBlIeHUS IEPCOHATIOM.

YenoBeueckuii  KanmuTal  (YENOBEYECKHE  PECYpCHI).
I'naBHBIE TEHIEHIINN U BHI3OBEI B YII.
I'pammamuxa: Present Tenses

2. | Organizational Structure and
Recruitment

Crpykrypa opranmusaiuu. [Iporiecc HaliMa 1 €ro STarbl.
I'pammamuxa: Past Tenses

3. | Pay and Benefits

Ormnata Tpyaa. Buasl komneHcamuu.
I'pammamuxa: Future Tenses

4, Issues

in the Workplace.
Conflicts. Layoffs

HpO6J’I€MH Ha pa60qu MECTE U CIIOCOOBI UX pa3pcuicHus.
Ipammamuxa: Types of questions

5. | Employee retention | Ctparerun yaepKaHus COTPYIHUKOB.
strategies. Employee | I pammamuxa: Reported speech
turnover.

6. | Management Styles. | Ctunu ynpasienus nepconaioMm. MoTuBaius
Motivation I'pammamuxa: Modal verbs

7. | Telephoning:

making and
taking  calls,  messages,
checking, clarifying, active

TemeoHHBIC TIEPETOBOPBI: KaK OTBETHTh HA 3BOHOK,
nepeaaTh/OCTaBUTh ~ COOOIEHHE,  IMOJYYUTh/YTOUYHUTH
CBEJICHHSI, TOTOBOPUTHCS O BCTPEUE, BBIPA3UTH Ka00y.

visit/meeting.

listening, arranging a | I'pammamuxa: Passive
meeting, and complaints.

8. | Emails: internal, and | JlemoBast ~ mepemucKka MO JJCKTPOHHOM  MMOYTE:
commercial. Customer | opunuanbHble, MONyopUIMATbHbIE, BHYTPEHHHE U Jp.
issues, arranging a | cooOienus; pacchuika.

I'pammamuxa: Conditionals

9. | Meetings and negotiations

JlenoBbIe eperoBOphI, COOpAaHMS M BCTPEUN: OPTaHU3AIH,
ATUKET, PETJIAMEHT.
Ipammamuxa: Relative clauses

10. | Making Presentations

[TpaBuna PPT npe3enTtauuu. Onucanue rpauKos.
I'pammamuxa: Adjectives and adverbs. Degrees of
comparison

11. | HR Strategy and Planning

Crpateruss kommanun u crparerus YII. OcHoBHbIE
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CTpaTernvyecKue MpeuMyniecTBa KOMIaHui. I pammamura:
Countable and uncountable nouns

12. | Workforce planning: | Ctparerndyeckoe MmiaHMPOBAHUE KaJPOB: KOJIUYECTBEHHBIC
quantitative and operational | u ¢pyHKIIMOHANIBHBIC (TIPOU3BOICTBEHHBIC) METO/IBI.
methods. I'pammamuxa: Make, do, have, get

13. | Hiring: internal and external. | [Togbop mepconana. BHeuiHue 1 BHYTPEHHHE MCTOYHUKH.
Contingent workforce. Job | KoutunrentHass paboras cuiaa. OObsBIEHHE O BaKaHCHHU.
ads. Career fairs. Executive | Slpmapku Bakancuid. [louck u HaéM COTPYAHUKOB Ha
search. PYKOBOJSIINE TOJDKHOCTH.

I'pammamuxa. Infinitive
14. | Building an Employer Brand | Co3aganue OpeHza u peryTaiud KOMITaHUH-pab0TOAaTes.
I'pammamuxa: Gerund

15. | Candidate Selection. | Ot6op kaHmumaroB. Pucku. AHanu3 BakaHCHUH C TOYKH
Recruiting risks. Job- | 3perus QyHkuMHi ¥ 3ama4. APXUTEKTypa BaKaHCHH.
position-employee. Job | I'pammamuxa: Pronouns
Architecture. Content and
Purpose of Job Analysis.

16. | Training courses: fields of | Tpenwunru: moaxoael, mIaHUpOBaHKUE, CHEPHl IPUMECHEHNS,
application, approaches, | paspabotka u nposenenue. PopmanbHoe 1 HeGopManTbHOE
methods,  planning  and | oGy4enue nepcoHana.
development of a course. | I pammamuxa: Determiners
Formal vs informal learning

17. | Performance  management. | Ouenka pe3yabTaTHBHOCTH U 3(PPEKTUBHOCTH Tpy/a.
BARS. Performance | Cxema oOIlleHKH TMOTEHIMala COTPyAHHKA. KapbepHbie
potential grid. Career | BO3MO>KHOCTH, TPACKTOPHS U POCT.
paths/ladders I'pammamuxa: Articles

18. | Work-life balance. Working | Pabo4ee Bpemsi, rpaduk paboThl, pexuM Tpyaa U OTAbIXA.
hours.  Flexible working | CtpykTypa KOMHaHmu ©  opraHu3anusi  paboyero
structures. Teleworking. | npoctpancTBa. YganeHnas pabora, paboTa ¢ THOKHM
Spaces and structures. Non- | rpadukom u T.1.
territorial workplace. I'pammamuxa: Linking words

19. | Social Media in HR. Web | Comnuanbubie cetu u ux posnb B YII. [Togxoasl k aHamU3y
2.0. Social network analysis. | maHHBIX H3 colceTell M NPHUMEHEHHE €ro Pe3ylbTATOB B
Ways of SM usage. KaJJpOBOM TOJUTHKE.

I'pammamuxa: Phrasal verbs

20. | HR-IT. Expert systems and | Uadopmaronabie cucteMbl u  pemienus aas YII
user systems. Human Capital | Tenaenuuu B pazsutiu codra aus YII.
Management Software: | I pammamuxa: Phrasal verbs
modern trends.

Jns

IMPOBCACHU A

4. Oopa3zoBaTe/ibHbIe TEXHOJIOTHH
y4eOHBIX

3aHATHHI 1o JUCIHUIIIIMHE HCIIOJIB3YIOTCA

QJICKTPOHHOC 06Y‘ICHHC n (I/IJ'II/I) JUCTAaHIIMOHHBIC 06pa30BaTeJ'ILHLIC TCXHOJIOTHH.

5.1 CucremMa oleHUBaHUA

5. OueHka NJIAHUPYeEMBbIX pe3yJbTATOB 00y4eHuUs!

®opma KOHTPOJIS

Ppa3INIHBbIC
06p330BaTeJ'IBHI)Ie TCXHOJIOTHH. JIJ'IH oprann3anu yqe6H0ro mponecca MOXKET OBITH HCIIOJIL30BAHO

Makc. KoJIH4ecTBO 0aJ1JI0B

3a ogny Bcero

padory
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Texkymuit KOHTPOJIb: 60 6ayoB
- OIIpOC 5 30
- y4acTHe B IMCKYCCHH Ha CEMHHape 5 10
- BBITOJIHEHUE CAMOCTOSATEIBHON paboThI 10 10
- KOHTpOJIbHAs paboTa 10 10
ITpoMexyTouHas aTTecTallus — 9K3AMeEH 40 6amoB
HToro 3a cemectp 100 6annoB

[Tony4yeHHBII COBOKYMHBIA pe3yJabTaT KOHBEPTUPYETCS B TPATUIIMOHHYIO LKAy OLICHOK U B
IKaly oleHOK EBporeiickoit cuctembl neperoca u HakoruieHus kpenutoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUY C TaOJIUIICH:

IIxana
100-6amtpHas mkana | TpaguuroHHas 1IKaia ECTS
95 -100 A
83 o4 OTJINYHO B
68 — 82 XOpOIIIO 324TEHO C
56 — 67 D
50 _55 YIIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEY/IOBJICTBOPUTEIILHO HE 3a4TEHO F

5.2 Kpurtepun BbICTaBJIEeHUS OLEHKH 1O JUCIUIIJIMHE

Bamabl/ | Ouenka mo Kputepuu oueHku pe3yjbTaToB 00y4YeHUsI 1O TUCHUILINHE

Hlkana | aucuunnHe

ECTS

100-83/ OTJINYHO/ BricTaBnsercs oOydaronieMycs, €Ciii OH TITyOOKO M MPOYHO YCBOMJ TEOPETUICCKUN U

AB 384YTEHO MPaKTUIECKUN MaTepHa, MOKET NMPOJEMOHCTPHPOBATL OTO Ha 3AHATHAX M B XOZe
MPOMEKYTOYHON aTTECTAIINH.
OOy4aronuiicss UCUSPIIBIBAIOIIE M JIOTHYECKH CTPOHHO M3NIaraeT y4eOHBIH MaTepha,
yMeeT YBS3BIBATh TEOPHIO C TMPAKTHKOH, CHOpPaBISIETCA C pEIICHHEM 3a1ad
npo¢eCCHOHAIBHON HANPaBICHHOCTH BBICOKOTO YPOBHS CIOXXHOCTH, IPABIIBHO
000CHOBBIBAET NPUHATHIE PEIICHUS.
CB0OOIHO OpPUEHTHPYETCS B yueOHOH 1 po(dhecCHOHANIbHOI JIuTeparype.
OrneHka 1O IUCHMIUIMHE BBICTABISAIOTCS OOyJaromeMycs ¢ Y4ETOM pe3ysbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMHU.
KommereHnuy, 3akperui€éHHble 3a AUCHUILTHHON, C(QOPMHPOBAHBI HAa YPOBHE —
«BBICOKHI».

82-68/ XO0por1o/ BricTaBnsercss oOydaromeMycs, e€Cid OH 3HAeT TEOPSTHYCCKHHA W MPAaKTUYCCKHU

C 3aUTEHO Marepuajg, TpPaMOTHO W TIO CYLIECTBY H3JIaraeT €ro Ha 3aHATHSIX U B XOHe

MIPOMEXYTOUHOH aTTecTally, He JOMycKas CYIIECTBEHHbBIX HETOUHOCTEMH.
OOy4aronuiicss TPaBWIFHO MPUMEHSICT TCOPETUYCCKUE TIIOJIOKEHUS TPH PEIICHUU
MPaKTHYeCKUX 3amad  Mpo(ecCHOHANBPHOW  HAMpPaBICHHOCTH PA3HOTO  YPOBHS
CII0)KHOCTH, BJIa/IeeT HEOOXOANMBIMH JIJIsl 3TOTO HABBIKAMH M MPUEMaMH.

JlocTaTo4HO XOPOIIIO OPUEHTUPYETCS B yUeOHOH M MPOPeCCHOHAIBHON INTEpAType.
OmneHka 1O IUCHMIDIMHE BBICTABISIIOTCS OO0y4aromeMycs ¢ Y4ETOM pe3yJIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMHU.

KoMmnereHnnum, 3akperii€HHbIE 3a IUCIUIUIMHON, CHOPMHpPOBAHBI HAa YpPOBHE —
«XOPOILHUIY.
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Banapl/ OueHka nmo Kputepnu oueHku pe3yjbTaToB 00y4eHUsI 0 JUCHUILINHE
HIkajga | gucHUIIAHE
ECTS
67-50/ YIOBJICTBO- BricTaBisiercst o0yJaromeMycsi, eCid OH 3HaeT Ha 0a30BOM YPOBHE TEOPETHUECKHUI U
D,E putensHo/ MPaKTHIECKAH MaTepHal, NOMYCKAET OTACTbHBIC OmMOKH TIPH €Tr0 H3JIOKCHUH Ha
3aHATHSIX U B XOJI€ IPOMEKYTOUHON aTTCCTAILIUH.
3a4TCHO OOydaronuiics  WCHBITBIBACT  ONpPEACIEHHBIC  3aTPYAHCHUS B  MPUMCHCHHUU
TCOPETHYCCKUX TMOJIOKCHHUIA MPU PEIICHUH MPAaKTHYECKUX 3a7ad MpodecCHoHaNbHOIM
HATPABJICHHOCTH CTAHJAPTHOTO YPOBHS CIIOKHOCTH, BIIQJCET HCOOXOIUMBIMHU IS
3TOro 0a30BBIMU HABBIKAMH U MPHUEMaMHU.
JleMOHCTpHpYET HOCTATOYHBIN YPOBCHb 3HAHUS YUCOHOH JTUTEPATyPhI IO TUCIIUIUIAHE.
OneHka TO IUCHHIDIMHE BBICTABIIOTCA OOYYaIOMEMYCs € YYETOM pe3ylIbTaToOB
TEKyLIEW U IPOMEXYTOUHOM aTTECTALIMH.
Kommerennmy, 3akperuiéHHBIE 3a AWCIUILIMHON, C(QOPMHPOBAHBI HAa YPOBHE —
«IIOCTATOYHBIN.
49-0/ HEY/IOBJICT- BrictaBisiercst oOygaromeMycs, eciii OH He 3HaeT Ha 0a30BOM ypOBHE TECOPETUUICCKHUN
F,FX BOpUTENbHO/ | M TIPAKTHHECKHi MaTepuai, J0myckaeT rpyOble OMMOKH TPW €ro H3JIOKCHWH Ha
3aHATHSX U B X0O/I€ IPOMEKYTOUYHON aTTECTALINH.
HE 3a4TCHO

OOyyaronuiicsi UCIBITHIBACT CEPbE3HBIC 3aTPYAHCHHSI B MPUMEHEHUU TEOPETUUECKUX
MOJIOKEHUH MPU PELICHUH MPAaKTUYECKUX 3a1a4 Npo(hecCHOHATBHOM HalpaBIeHHOCTH
CTaH/IapPTHOTO YPOBHS CJIO)KHOCTH, HE BJIaZieeT HEOOXOAMMBIMH JIJIsl STOr'0 HAaBBIKAMH U
IpUEMAMH.

JleMoHCTpHpYeT (parMeHTapHbIe 3HAHHS Y4eOHOI JIUTEpaTyphl 10 TUCLUIIIIMHE.
OneHka 1O JWCHUIUIMHE BBICTABIAIOTCS OOydaromeMycs ¢ YY€TOM pe3yIbTaToB
TEKyIIeH ¥ IPOMEKYTOIHON aTTECTaIUN.

KommereHnnu Ha ypoOBHE «IOCTAaTOUHBII», 3aKpEIUIEHHbIC 3a AWCIHIUIMHOM, HE
c(OPMHUPOBAHEL.

5.3 OueHouyHble cpeacTBa (MaTepuHaabl) IJsl TeKyWero KOHTPOJS YycCleBaeMOCTH,
NPOMEKYTOYHOM aTTecTANMHU 00y4YaroIUXCcs M0 JMCHUIITIUHE

wrh e

No ok

Tembl 07151 NPOMENCYMOUHBIX AMIMECAYULL:

What is HR management? Human Capital?
What are the major trends in HR today? What are the biggest challenges? Why?
If you are working, explain two or three biggest risks that your company currently faces.
If you aren’t working, tell the group about someone you know who has a job.
How to get the job of your dream.
How to create a good impression.
Your first interview. Who would you rather work for?
What questions do you think an interviewer and an applicant could ask at a job interview?
Can you describe a typical day for someone in this position?
What is the top priority of the person who accepts this job?
What are the day-to-day expectations and responsibilities of this job?
Can you discuss your take on the company's corporate culture?
What are the company's values?
How would you characterize the management philosophy of this organization?
Does the organization support ongoing training and education for employees to stay
current in their fields?
What do you think is the greatest opportunity facing the organization in the near future?
The biggest threat?
Is there a formal process for advancement within the organization?
What are the traits and skills of people who are the most successful within the

organization?

How do you think the day-to-day work of a purchasing manager is different from the work
of other managers in the fields of production and operation?
What company structures do you know? What do they depend on?




10.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.

23.

24,
25.
26.
27.
28.
29.
30.

31.
32.
33.
34.
35.
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Describe any of the following organizational structures: functional, divisional, matrix, flat?
Give examples.

What is the main advantage of a chain of command?

In what ways can dividing a business functionally cause problems?

What is the potential disadvantage of a matrix management system?

Under what circumstances might teams not be effective?

Do you prefer to work in a big firm or a small company?

What benefit of working in a big company can you think of?

Why do some people prefer to work in a small company?

What are the main recruitment strategies?

What stages of recruitment are there?

Role-play a job interview.

How important is pay? Would you work in a creative, satisfying job if the pay wasn't very
good?

What do you think about performance-related pay? What pros and cons of performance-
related pay can you think of?

Are you paid what you are worth? Imagine that you are talking to your boss trying to
persuade them to pay you more. (You have been invited to join another company, so you
are speaking from a position of strength.) Explain why they should pay you more.

What is job security? How important is it to you?

What extra benefits do companies in Great Britain usually offer? What about Russia?
What issues in the workplace do HR managers usually have to deal with?

What informal ways do you know to resolve small issues in the work place?

Give examples of misconduct that leads to dismissal.

How can HR managers prevent conflicts and other problems related to work?

What should employees do if there is too much unpaid unofficial overtime? What can you
recommend?

Imagine that you witness a fraud or bribery in the office? What are you going to do?

Why do people decide to leave/change jobs?

What is stuff turnover? Why does it occur? What are the costs of staff turnover?

How can employees be retained?

Look through the following situations. What do they possibly indicate? What would you
do about the problem as ah HR specialist?

Sudden performance drop

Frequent short-term absence

Reduced social interaction and isolation
Frequent complaints

Glorify other companies

Reduced willingness to take over responsibility
Pessimism about future perspective

36.
37.
38.
39.

40.

41.
42.
43.
44,

What do you think is your personal management style? Why?

Do you agree with the statement: “Good managers are born, not made”?

What personal qualities are necessary in order to be an efficient manager?

Draw a mind map of your own personal management qualities. Put yourself in the middle.
Then show and describe the map to the group.

Do you have an icon among famous managers (real or fictional)? Who do you think could
be a role model for you and those who want to learn how to manage people?

What do you think when you hear the word “negotiation”?

What is the difference between negotiation and bargaining?

What stages of a negotiation are there?

Role-play one of the following situations between a supplier and a customer:



45.

46.
47.
48.
49,
50.

51.
52.
53.
54,
55.
56.
57.
58.

59.
60.

61.
62.
63.

1.
ap
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To negotiate the price of the batch; a discount; the terms of delivery; the terms of
payment.

Cost per hire: what costs should be considered in recruitment?

Why and how are indicator systems used in HR and what are typical examples?

How are indicators defined and implemented?

What is the added value of employees and how can it be estimated?

Is it possible to estimate the ROI of large-scale investments in Human Resource
Management?

Strategic workforce planning and its components.

How to map and measure the employee journey

Personalization by measuring individual preferences

HR planning and required budget.

Pros and cons of internal and external hiring

What is contingent workforce? When and why do companies use it?

How can companies attract workforce at career fairs?

Job ads and its various aspects: Employee Value Proposition, Job-ID, Location, Social
Media, Tasks and Responsibilities, Requirements, Education, Competencies, Attractive
aspects, Application, Send-to-friend

What does the traditional approach in recruiting look like?

How is a company able to position and present itself as an attractive place to work through
building an employer brand?

Which active search strategies help companies to find and approach passive candidates?
How can companies retain promising and talented candidates?

How is product brand correlated with employer attributes?

Ipumepvl 3a0anuii 0151 cCamoCmosmenbHol pabomai:
Choose a real-life general-interest topic that shows a trend over several years. Draw an
proximate graph. Prepare a speech describing the graph and the development of the object

(such as house prices, the rate of dollar against ruble, reading/sporting activities and habits
etc).

2.

Active, passive and non-seeking candidates.
Segmentation of candidates.

Active and passive ways of talent sourcing.
Campus recruiting roles and measures.
Social networks as a source of candidates.
Employee referral programs.

Guerilla recruiting.

3. Write the following types of emails:

ok wnE

4,
1
2.
3.
4
5
6

Host makes an invitation

Guest accepts

Guest contacts a hotel and tells host the details

Host confirms everything

An internal email in order to invite colleagues to a meeting (with an attachment)
. Areply to an invitation. Polite refusal.

Role play:

A dialogue between a customer and a supplier to make a complaint;
two businesspeople to arrange a meeting;

a sales manager and a customer to change an arrangement;

a secretary and a hotel manager to make a reservation;

a secretary and a hotel manager to change a reservation;

two colleagues to tell them good news.
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Tembl 0151 KOHMPONLHBIX PAOOM.

What can be learned through training?

In which coporate fields are training courses typically used?

3. How can a training-event be designed and devloped in order to meet predefined learning
objectives?

4. How to ensure employees transfer what they have learned during training into real life?

5. How do modern media and working conditions influence the way people learn in a
company?

6. What are your talents?

7. What are your biggest strengths and weaknesses?

8. Who could support your future career development?

9. What could be you next, realistic career-move?

10. Which working conditions are important to you?

11. What do you really like to do?

12. What is your ultimate career goal?

13. To achieve your goals, which additional experience could help?

14. What are major IT-solutions in HR?

15. What is the difference between expert-systems and user-systems?

16. What are major functionalities of HR IT-solutions in fields like recruiting or learning?

17. What are future trends in HR-IT?

18. Pros and cons of hiring automation.

19. What characterizes modern work and what will be the future of work?

20. In this particular context how do work-life-balance and working hours matter?

21. Can employee surveys help to improve working conditions?

22. How can a company strategically strengthen its employer attractiveness?

23. To what degree does the executive board impact social media usage inside the company?

24. Which chances and risks are seen by the executive board related to social media usage?

25. Is the company culture driven by openness and trust?

26. Is there a natural affinity and activity towards social media among the employees and the
company‘s social environment?

27. Are there any real opportunities related to social media usage?

N

6. YueOHo-MeTOANYeCKOE U HH(POPMAIMOHHOE 00ecniedeHHe T CIUTITHHbI
6.1 CnHucoOK HCTOYHHKOB U JIUTEPATYPHI

Jlureparypa
Ocnognas

1. Aurmmiickuii s3bIK 10151 akagemuueckux nenei. English for Academic Purposes : yue6HOe
nocobue s GakanaBpuara u Maructparypsl / T. A. bapanosckas, A. B. 3axaposa, T. b. [locnenosa,
10. A. CyBoposa ; noxa penakmueit T. A. bapanosckoil. — MockBsa : M3natensctBo FOpaiit, 2019. —
198 c. — (bakanaBp u maructp. Akagemudeckuit kypc). — ISBN 978-5-9916-7710-3. — Teker :
anektpounsii // DBC FOpaiit [caiit]. — URL:https://biblio-online.ru/bcode/433465

2. Mensiino, B. B.Akagemuueckoe nmucbmo. Jlekcuka. Developing Academic Literacy : yueGHOe
nocobue s 6akanaBpuata u Mmaructpatypsl / B. B. Mewnsiino, H. A. Tynsakoga, C. B. Uymunkuna., —
2-e u31., uctp. u aon. — Mocksa : U3natenbctBo FOpaiit, 2019. — 240 ¢. — (bakanaBp u maructp.
Axanemuueckuit kypc). — ISBN 978-5-534-01656-7. — Texct : anexktponnsiit // OBC KOpaiit [cait].
— URL:https://biblio-online.ru/bcode/437602

Llonoanumenvhas
1. EscrokoBa, E. H.Aarnuiickuii s3p1k. Reading and Discussion: yuebnoe mocobue s By30B / E.
H. Escrokoga, I'. JI. Pyrkosckas, O. W. Tapanenko. — 2-e u3 ., ucnp. u gom. — Mockga :


https://biblio-online.ru/bcode/433465
https://biblio-online.ru/bcode/437602
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NznarensctBo FOpaiit, 2019. — 147 ¢. — (YuuBepcurersl Poccun). — ISBN 978-5-534-07996-8. —
Texkct : anextponnsiii // OBC FOpaiit [caiiT]. — URL:https://biblio-online.ru/bcode/438983

2. I'aBpuiioB, A. H. Aurnumiickuii si3bIk. PazroBopnas peus. Modern American English.
Communication Gambits: yueOHUK 1 mpakTHKyM i1 By30B / A. H. I"aBpuiios, JI. I1. lanunenko. —
2-e u3., uctp. u non. — Mocksa : UznatensctBo FOpaiit, 2019. — 129 ¢. — (ABTOpCKHii yueOHUK).
— ISBN 978-5-534-09168-7. — Tekcrt : anekrponnsii / OBC FOpaiit [caiit]. — URL:https://biblio-
online.ru/bcode/427335.

6.2 IlepeueHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « AHTEepHET».

ELibrary.ru Hayunas snextponHas 6ubamorexa Www.elibrary.ru
6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX H HHPOPMALMOHHO-CITPABOYHBIE CHCTEMbI

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmtoc
2. Tapanr

7. MaTepI/IaJIbHO-TeXHI/I‘leCKOC o0ecrneyeHue AUCHHUIIIIMHBI

Hnsi  o0ecriedeHHss  JUCHUIUIMHBI  WCHOJB3YeTCS  MaTepHalbHO-TEXHHUYECKas  0asa
00pa30BaTENBHOIO YUPEXKIACHUS: YUeOHbIC ayJAUTOPHH, OCHAIIEHHBIE KOMIIBIOTEPOM, NPOEKTOPOM U
ayJIMOCUCTEMOM ISl IEMOHCTpAlMU Y4eOHbIX MaTepUaoB.

CocraB nmporpaMMHOT0 00€CTICUeHHUS .
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Obecneuenne 00pa3oBaTeJLHOr0 MpoIecca AJisl JHI ¢ OrPAHUYEHHBIMH BO3MOKHOCTSAMH
310POBbSI H HMHBAJTHI0B

B xonme peanuzanuu IUCHUIIIUHBI HUCIHOJIB3YIOTCS CICAYIOIIME JIOTIOJHUTEIBHBIE METO b
oOyueHusl, TEKYIEro KOHTPOJSI YCIEeBAaEMOCTH U TPOMEXKYTOUHOM aTTecTalud OOYyYaroIIuXCs B
3aBUCUMOCTH OT UX UHAUBUIYaTbHBIX OCOOCHHOCTEH:

® ISl CIICTIBIX M CIA0OBHUIAIINX: JIEKIUU O(GOPMISIOTCS B BHUAE DJIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C TIOMOIIbIO KOMIIBIOTEPA CO CIECNHUATU3UPOBAHHBIM MPOTPAaMMHBIM 00eCIIedeHHEM;
MMUCbMEHHBIC 3a/laHUsI BBITIOJIHSIIOTCS Ha KOMITBIOTEPE CO CIECIHAIM3HUPOBAHHBIM MPOTPAMMHBIM
o0OecrieueHreM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIIEUMBACTCS WHIUBUAYATHHOE
paBHOMepHOe ocBerieHue He MeHee 300 JrOKC; I BBIMOJTHEHHUS 3a7aHUsl MPU HEOOXOIUMOCTH
MPEIOCTABIIACTCS YBEIMYMUBAIOIIEE YCTPOMCTBO, BO3MOXKHO TaKXKE€ HCIOIB30BaHUE COOCTBEHHBIX
YBEITUYUBAIOIINX YCTPONUCTB; MMCHMEHHBIC 3aaHusT 0(DOPMIISIFOTCS YBEITHUECHHBIM IPUPTOM; dK3aMEH
1 324€T MPOBOJATCS B YCTHOM (pOpMe MM BBITIOIHSIOTCS B MUCEMEHHOM (hopMe Ha KOMIIBIOTEPE.

® ISl TIIYXUX W CJIA0OCHBIIANINX: JEKIUA O(QOPMIISIOTCS B BUIE SJECKTPOHHOTO TOKYMEHTA,
b0  TPEIOCTAaBISETCS  3BYKOYCHUJIMBAIOIIAs — ammaparypa WHIWBUIYAIBHOTO  TIOJb30BAHUS;
MMMCbMEHHBIC 3aJJaHUSl BBINOJHSIOTCS HAa KOMIIBIOTEPE B MHUCHMEHHOH (Qopme; dk3aMeH Hu 3a4éT
MPOBOJATCS] B MUCHMEHHOH (hopMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEIeHNE B (popMe TECTUPOBAHMUS.

® UIsl JIUI[ C HApYIICHUSIMH OIOPHO-IBHUTaTEIILHOTO amnmapara: JeKIUH OQOPMIISIOTCS B BHIE
AJICKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TIIOMOIIBIO KOMITBIOTEPA CO CHEIUATU3UPOBAHHBIM
MPOrpaMMHBIM ~ OOECIIEYeHHEM; TMHCbMEHHBIE 3aJaHus BBHIMOJHSIOTCS HA KOMIIBIOTEPE CO
CHeIMaIu3UPOBAHHBIM MPOTPAMMHBIM 00€CIIeYeHHEM; SK3aMEH U 3a4ET MPOBOJAATCS B YCTHOU (hopme
WJIH BBITIOJTHSIOTCS B MMCEMEHHOM (popMe Ha KOMIIBIOTEpE.


https://biblio-online.ru/bcode/438983
https://biblio-online.ru/bcode/427335
https://biblio-online.ru/bcode/427335
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[Tpu HEOOXOIUMOCTH MpelyCMaTpUBAETCs yBEIHMUEHNE BPEMEHH /IS IOATOTOBKU OTBETA.

[Tpouenypa mpoBeneHHs MPOMEXKYTOYHOH aTTeCTaluu sl OOyJalONIMXCS YCTaHABIMBACTCS C
y4€TOM WX WHAMBHUIYAIbHBIX TICUXO(PU3NUYECKUX 0COOCHHOCTeH. [IpoMexxyTounas arrectanus MOXET
MPOBOIUTHCS B HECKOJIBKO 3TAIOB.

[Ipu mnpoBeseHWMH TPOLEAYPHl OLEHUBAHUSA pPE3YJIbTaTOB OOy4YEHHsS TpPEIyCMaTpUBACTCS
UCTIONIb30BaHNE TEXHUYECKUX CPEACTB, HEOOXOMMMBIX B CBS3M C MHMBHUIYaJIbHBIMH OCOOCHHOCTSMHU
oOydJarommxcsi. OTH CpEACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIM MOTYT
UCIIONIb30BaThCsl COOCTBEHHBIC TEXHUUECKUE CPE/ICTBRA.

[IpoBenenune mpoueaypsl OLCHUBAHUS PE3YJABTATOB OOYyUEHHs AOMYCKAETCS C MCIOIb30BaHUEM
JMCTAaHIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHII.

ObecneunBaercs AOCTYN K HHGOPMAIMOHHBIM U OubOmmorpaduyeckuM pecypcaMm B CETH
Wutepret i kaxaoro odyyaromerocs B hopmax, aJanTHPOBAHHBIX K OTPAHUYEHHSIM UX 370POBbS U
BOCHIPHUATHSA UHPOPMALIUH:

eI CIENbIX M CIa0OBUAALIMX: B II€YaTHOH (opMe yBeIWYeHHBIM wmpupToM, B (opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopme ayauodaiina.

® JUIS TIIyXUX U CIa0O0CHbIIIANINX: B IEYaTHOH hopme, B popMe JIEeKTPOHHOTO JTOKYMEHTA.

e U1l 00YYaIOUIMXCS ¢ HAPYIICHUSIMHU ONOPHO-IBUIAaTEILHOTO anmapaTa: B IedaTHol ¢dopme, B
(bopmMe IEKTPOHHOTO TOKYMEHTa, B popMme aynuodaiina.

Y4eOHble ayIUTOpUU I BCEX BUJOB KOHTAKTHOH M CaMOCTOSITENIBHON paboOThl, Hay4yHas
OubnmMoTeka W WHBIC TIOMENICHHsS il OOYYEeHHs OCHAIICHBI CIEIHaTbHBIM O0O0pYIOBaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHHUECKUMHU CPEJICTBAMU O0yUCHUSI:

® JIJIsl CJIETBIX U CIA0OBUASIINX: YCTPOMCTBOM JJII CKAHUPOBAHUA M YT€HUS C Kamepoil SARA
CE; nucruteem Bpaiis PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

eIl TIHYyXUX M CJHa0OCHBIIIAIUX: aBTOMAaTU3MPOBAaHHBIM pabodyMM MECTOM JUIsl JIIoAeH ¢
HapyLIEeHUEM CllyXa U c1a00CbIIIAINX; aKyCTUYECKUN YCHUIINTEIb U KOJIOHKY;

e isi OOy4aroImMXCs C HapyLIEHUSIMHU OINOPHO-IBUTATENIBHOTO ammapaTa: MepeBUKHBIMHU,
perynupyeMbIMu sproHomudeckumu napramMu CH-1; KOMOBIOTEPHON TEXHHUKOW €O CHEIHaIbHBIM
IPOrpaMMHBIM 00€CTIEYEHHEM.

9. MeTonnyeckne MaTepHaJIbl

9.1 Mnanbl NPAKTHYECKUX 3AHATHH

Paznen 1.
Tema 1: Human Resource Management. Human capital. The 4 Ps of HR. Major trends
and challenges in HR
Ayoumopnas paboma

Paul Emmerson. Business VVocabulary Builder. Unit 33
Enterprise Coursebook Intermediate “Jobs. People” P.p. 6-17
Speaking: Jobs. HR managements: key terms.
Listening: Job Interview, Advice on how to get a job.
Grammar: Present Simple, Present Continuous, Present Perfect, Present Perfect-Continuous.
Enterprise Grammar book Intermediate P.p. 4-11.

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Unit 1-4, 7-12
Round-up 6. Pp. 3-8
Video lecture by A. Trost. Lecture 1. http://www.armintrost.de
Enterprise Workbook Intermediate P.p. 4-11
HR acronyms: https://www.thebalancecareers.com/human-resources-acronyms-1918214



http://www.armintrost.de/
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Tema 2: Organizational Structure and Recruitment
Ayoumopnasn paboma

Paul Emmerson. Business Vocabulary Builder. Unit 14
Ian MacKenzie. English for Business Studies. Student’s. Unit 3.
Reading: Company structure.
Speaking: Types of Organizational Structure.
Listening: Interview with an HR manager. Big and small companies.
Grammar: Past Simple, Past Continuous, Past Perfect, Past Perfect-Continuous.

Camocmoamenvnaa paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 5-6, 13-18
Round-up 6. Pp. 8-12
Video lecture by A. Trost. Lecture 2-1. http://www.armintrost.de

Tema 3: Pay and Benefits
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Unit 34
Ian MacKenzie. English for Business Studies. Student’s. Unit 5.

Reading: Company structure.
Speaking: Types of Organizational Structure.
Listening: Interview with an HR manager. Big and small companies.
Grammar: Future Simple, Future Continuous, Future Perfect, Present tenses used to express the
future, to be going to do sth
Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 19-25
Round-up 6. Pp. 12-15
Video lecture by A. Trost. Lecture 2-2. http://www.armintrost.de

Tema 4: Issues in the Workplace
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Unit 35
Ian MacKenzie. English for Business Studies. Student’s. Unit 4.

Reading: Business across cultures. Women in Business.
Speaking: Dealing with harassment and bullying at work. Glass ceiling. Whistle-blowing.
Grammar: Types of questions.
Camocmoamenvnaa paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 49-52
Round-up 6. Pp. 214-224
Video lecture by A. Trost. Lecture 3. http://www.armintrost.de
Reading comprehension: 3 Scenarios When Communicating Online Is Not Right
https://www.thebalancecareers.com/times-to-avoid-using-email-3545272

Tema 5: Employee retention strategies. Employee turnover.

Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 36
Ian MacKenzie. English for Business Studies. Student’s. Unit 2.
Reading: Managers and motivation. Theories of motivation.
Speaking: Why do people decide to leave/change jobs?
Grammar: Reported speech
Camocmoamenvnaa paboma


http://www.armintrost.de/
http://www.armintrost.de/
http://www.armintrost.de/
https://www.thebalancecareers.com/times-to-avoid-using-email-3545272
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Grammar: Murphy, English Grammar in Use. Intermediate. Units 47-48
Round-up 6. Pp. 125-138
Video lecture by A. Trost. Lecture 4. http://www.armintrost.de

Tema 6: Management Styles. Motivation

Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 7
lan MacKenzie. English for Business Studies. Student’s. Unit 1.
Reading: Management styles. Qualities or skill?
Speaking: Good managers are born, not made. Do agree or disagree?
Grammar: Modal verbs

Camocmoamenvnaa paboma

Grammar: Murphy, English Grammar in Use. Intermediate. Units 26-37
Round-up 6. Pp. 35-45
Video lecture by A. Trost. Lecture 5. http://www.armintrost.de

Tema 7: Telephoning
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Units 39-44
Speaking and role-play: Telephoning: making and taking calls, messages, checking, clarifying,
active listening, arranging a meeting, and complaints.
Grammar: Passive

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 42-46
Round-up 6. Pp. 108-120

Tema 8: Emails
Ayoumopnas paboma
Paul Emmerson. Business Vocabulary Builder. Units 45-49
Ian MacKenzie. English for Business Studies. Student’s book. P. 185-188
Reading: How to write a professional email .
Writing: Emails - internal, and commercial. Customer issues, arranging a visit/meeting.
Grammar: Conditionals
Camocmoamenvnas paboma

Grammar: Murphy, English Grammar in Use. Intermediate. Units 38-41
Round-up 6. Pp. 141-150

Tema 9: Meetings and negotiations
Ayoumopnas paboma
Paul Emmerson. Business Vocabulary Builder. Units 118-132
Reading: How to make a business report. How to lead a meeting.
Speaking, role-play: How to voice your opinion; how to lead a meeting; how to conduct negotiations.
Grammar: Relative clauses

Camocmoamenvnaa paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 92-97
Round-up 6. Pp. 77-90

Tema 10: Making Presentations
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Units 51-56
lan MacKenzie. English for Business Studies. Student’s book. P. 181-184
Reading: How to give a good presentation


http://www.armintrost.de/
http://www.armintrost.de/
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Speaking, role-play: Present your company (ppt)
Grammar: Adjectives and adverbs. Degrees of comparison
Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 98-108
Round-up 6. Pp. 49-66
Writing: Find an article about business written in your language (in a magazine, newspaper or
online) which contains at least one graph. It has to be one that describes a trend or development.
Write four or five sentences in English describing the trend.

Tema 11: HR Strategy and Planning
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Units 36-38
Ian MacKenzie. English for Business Studies. Student’s book. P. 124
Reading: Your career, you background, your job.
Listening: Interview with a management trainee
Grammar: Countable and uncountable nouns
Camocmosamenvnas paboma

Grammar: Murphy, English Grammar in Use. Intermediate. Units 69-71
Round-up 6. Pp. 162-177
Video lecture 6: http://www.armintrost.de

Tema 12: Workforce planning: quantitative and operational methods.
Ayoumopnasn paboma
lan MacKenzie. English for Business Studies. Student’s book. Unit 23
Reading: What Are the Steps in Effective Workforce Planning?
http://www.humanresourcestoday.com
Speaking: Strategic planning techniques
Grammar: Make, do get, have

Camocmosamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 142-145
Round-up 6. Pp. 240-243
Video lecture 7: http://www.armintrost.de

Reading comprehension: How to create your HR plan
https://hrtrendinstitute.com

Tema 13: Hiring: internal and external. Contingent workforce. Job ads. Career fairs.
Executive search.
Ayoumopnas paboma
lan MacKenzie. English for Business Studies. Student’s book. Unit 25
Reading: Want Your Business To Thrive? Cultivate Your External Talent
https://shrm.org/hr-today/trends-and-forecasting/research-and-surveys
Speaking, role-play: Types of interviews. Headhunting.
Grammar: the Infinitive

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 53-63
Round-up 6. Pp. 19-27
Video lecture 8: http://www.armintrost.de
Reading comprehension: How to Ace a Telephone Job Interview
https://www.thebalancecareers.com/

Tema 14: Building an Employer Brand


http://www.armintrost.de/
http://www.humanresourcestoday.com/
http://www.armintrost.de/
https://hrtrendinstitute.com/
https://shrm.org/hr-today/trends-and-forecasting/research-and-surveys
http://www.armintrost.de/
https://www.thebalancecareers.com/how-to-ace-a-telephone-interview-for-a-job-in-tech-2072014
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Ayoumopnas paboma
Paul Emmerson. Business Vocabulary Builder. Units 20
Ian MacKenzie. English for Business Studies. Student’s book. Units 11
Listening: Employer image as a competitive advantage
Speaking (discussion): How can a company create an attractive image
Grammar: Gerund

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 53-63
Round-up 6. Pp. 19-27
Video lecture 9: http://www.armintrost.de
Reading comprehension and vocabulary: Paul Emmerson. Business VVocabulary Builder. Unit 4
Ian MacKenzie. English for Business Studies. Student’s book. Units 12

Tema 15: Candidate Selection. Recruiting risks. Job-position-employee. Job Architecture.
Content and Purpose of Job Analysis.
Ayoumopnas paboma
Ian MacKenzie. English for Business Studies. Student’s book. Unit 3, 10
Reading: How to minimise risks and recruitment costs when hiring new talent
https://businessadvice.co.uk/hr/recruitment
Listening: Selecting and training staff. (lan MacKenzie. English for Business Studies. Student’s
book. Unit 10)
Speaking, role-play: Hotel chain in danger
Grammar: Pronouns

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 82-91
Round-up 6. Pp. 189-210
Video lecture 10: http://www.armintrost.de
Writing (summary): The hidden costs that reveal the value of employee retention
https://businessadvice.co.uk/hr/recruitment/the-hidden-costs-that-reveal-the-value-of-employee-
retention/

Tema 16: Training courses: fields of application, approaches, methods, planning and
development of a course. Formal vs informal learning
Ayoumopnas paboma
Reading: Just-in-Time Learning Enables Quick Access to Information
https://www.shrm.org
Speaking: Why do you think professional and personal trainings are popular these days?
Grammar: Determiners

Camocmoamenvnaa paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 82-91
Round-up 6. Pp. 189-210
Video lecture 11: http://www.armintrost.de

Writing (essay): Advantages and disadvantages of “on-the-job” and “off-the-job” trainings.

Tema 17: Performance management. BARS. Performance potential grid. Career
paths/ladders
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Unit 8
Reading: What do managers manage?
Speaking: How to evaluate staff performance?
Grammar: Articles

Camocmoamenvnas paboma


http://www.armintrost.de/
https://businessadvice.co.uk/hr/recruitment
http://www.armintrost.de/
https://businessadvice.co.uk/hr/recruitment/the-hidden-costs-that-reveal-the-value-of-employee-retention/
https://businessadvice.co.uk/hr/recruitment/the-hidden-costs-that-reveal-the-value-of-employee-retention/
https://www.shrm.org/
http://www.armintrost.de/
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Grammar: Murphy, English Grammar in Use. Intermediate. Units 72-76
Round-up 6. Pp. 165-175
Video lecture 12: http://www.armintrost.de

Tema 18: Work-life balance. Working hours. Flexible working structures. Teleworking.
Spaces and structures. Non-territorial workplace.
Ayoumopnas paboma
Paul Emmerson. Business Vocabulary Builder. Unit 8, p. 20
Reading: Four Secrets to a Successful Job Share
https://www.thebalancecareers.com
Speaking, role-play: What is the best work-life balance scheme for you?
Grammar: Linking words

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 113-120
Round-up 6. Pp. 77-104
Video lecture 13: http://www.armintrost.de

Tema 19: Social Media in HR. Web 2.0. Social network analysis. Ways of SM usage.
Ayoumopnas paboma

Reading: “By becoming more digital, HR can become more human”
https://hrtrendinstitute.com

Speaking: Social networking sites can make or break your career.
Grammar: Phrasal verbs

Camocmoamenvnan paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 132-136
Round-up 6. Pp. 238-245
Video lecture 14: http://www.armintrost.de

Tema 20: HR-IT. Expert systems and user systems. Human Capital Management
Software: modern trends.
Ayoumopnas paboma
Reading: 1) Useful Personal Tech for HR Professionals
2) Hiring Tech Has Potential, but Beware Automation Bias
https://hrtrendinstitute.com
https://www.shrm.org
Grammar: Phrasal verbs

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 137-145
Round-up 6. Pp. 238-245
Video lecture 15: http://www.armintrost.de

9.2 I'noccapwuii Mo TMCHUTIIHHE

English-English
A
Absenteeism — a situation in which someone is often absent from work or school.


http://www.armintrost.de/
https://www.thebalancecareers.com/
http://www.armintrost.de/
https://hrtrendinstitute.com/
http://www.armintrost.de/
https://hrtrendinstitute.com/
https://www.shrm.org/
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Appreciation Letter (thank you letter, recognition letter) — a formal letter that an employer gives to
their employee to express gratitude for their hard work. It is written and sent to any employee who has
performed exceptionally well in their work.

Apprenticeship — a training program for individuals who desire to become recognized in a specific
trade or craft.

Attendance Policy — a set of rules related to the attendance of employees. It includes rules related to
sick leaves, casual leaves etc.

B

Basic Salary — the amount of money that an employee receives prior to any extras being added or
payments.

Benchmarking — a process of measuring the performance of an organization or team through a variety
of metrics.

Bonus — a financial compensation that is above and beyond the normal paycheck of the recipient.

C

Career Break — an agreed period of time off from employment, either for family reasons or for
personal reasons.

Career Path — various positions an employee moves on one by one as he grows in an organization.
Coaching — the format of individual guidance that is focused on job performance and aimed at one
person.

Compensatory Off — an entitled leave that an employee can take on a working day as a compensation
for working on a holiday or weekend.

Competency — a set of demonstrable characteristics and skills that enable, and improve the efficiency
of, performance of a job.

Confidentiality agreement — an agreement between an employer and employee in which the
employee may not disclose patented information.

Confirmation Letter — an official letter handed over to the employee confirming his employment at
the organization.

Cost-Per-Hire — costs linked to hiring talent. These costs can include advertising, agency fees,
relocation costs, and training costs.

D

Delayering — the process of removing layers of hierarchy between the highest and lowest levels in an
organization.

Disciplinary Procedure — a procedure carried out in the workplace in the event of an employee
committing some act contrary to the agreement.

Downshifting — social behavior whereby individuals reduce the responsibility and complexity in their
lives in order to achieve a better quality of existence. In a workplace context, downshifting attempts to
find a more appropriate and sustainable work-life balance, often in order to improve family
relationships, reduce stress and generally reduce the level of intrusion of work life into the personal
life.

E

E-Recruitment — Web-based software that handles the various processes included in recruiting and
on-boarding job candidates

Employee Assessment — performance appraisal or reviews used to evaluate employees' performance.
Employee Empowerment — a management philosophy that emphasizes the importance of allowing
employee to make independent decision.

Employee Engagement -— a workplace method designed to improve an employee’s feelings and
emotional attachment.

Employment History — a record of all the previous jobs of an applicant.

Employee Lifecycle — a series of stages from the day they apply for a job right through to the day they
leave

Employee Onboarding — the process of onboarding new hires into an organization. Sometimes used
synonymously with new hire orientation, employee onboarding includes filling out forms, on-the-job
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training along with socialization and culture training so new hires can be effective, contributing team
members.

Employee Orientation — the process of introducing new hires to their jobs, co-workers,
responsibilities, and workplace. It allows employees the chance to feel comfortable within their new
teams, departments, and roles within the company.

Employee Satisfaction — the extent to which an individual is happy with their job and the role it plays
in their life.

Employee Turnover — the measurement of the number of employees who leave an organization
during a year.

Exit interview — an activity that allows a departing employee and their organization to exchange
information.

Expatriate — an employee who is transferred to work abroad on a long-term job assignment. Expats
usually earn more.

F

Five Factor Model - a theory based upon the Big Five personality traits, identified as openness to new
experiences, conscientiousness, extra version, agreeableness, and neuroticism. These traits represent
stable individual differences (an individual may be high or low on a trait as compared to others) in the
thoughts people have, the feelings they experience, and their behaviour. Each trait can be broken down
into sub-traits, allowing minor variations in personalities to be standardized and tracked.

Floating Holidays - paid holidays you give to your employees, but they aren’t tied to specific dates
like federal holidays.

G

Gig Economy - an economy where organizations rely more on freelancers and independent
contractors instead of full-time employees. Temporary positions and flexible jobs are common.
Grievance - the employee's dissatisfaction with company's work policy and conditions because of an
alleged violation of law. They may or may not be justified and usually represent the gap between what
the employee expects and gets from the company.

Gross Misconduct - an action so serious that it calls for the immediate dismissal of an employee
Gross Salary - the amount of money paid to an employee before taxes and deductions are discounted.
H

HR Audit — a periodic measurement of human resources effectiveness, conducted by internal staff or
HR Consulting - Specialist advice and services provided by a third-party to help businesses maximize
the efficiency of their HR operation

Human Capital Management - the challenge of recruiting and retaining qualified candidates, and
helping new employees fit into an organization

Human Resource Management - the management of an organisation’s workforce with overall
responsibility for every aspect of human capital including

Human Resource Outsourcing - a contractual agreement between an employer and an external third-
party provider whereby the employer.

I

Incentive Pay - giving employees bonuses or other forms of compensation in exchange for going
beyond their normal duties

Internship - training programs aimed at younger workers, from school-age students to post-graduates
J

Job Analysis — a process aimed at codifying the nature of a job role to help organisations understand
the types of people they need

Job Board - an online location that provides an up-to-date listing of current job vacancies in various
industries

Job Description — a written statement that explains the responsibilities and qualifications of a given
job, based on a job analysis

Job Rotation - movement of employees in different job roles which enriches their skills, ability to
work on different roles and experience
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Job Specification (Job Profile) - a description of the exact tasks involved in a particular job, and of
the skills, experience, and personality a person would need in order to do the job.

K

Key Performance Indicators (KPI) - a measurable value that demonstrates how effectively a
company is

L

Labor Unions (worker unions or trade unions) - groups of employees who have joined forces to
achieve common goals

Layoff - the suspension or permanent termination of employment of workers by their employer

M

Management Styles - the principles that underlie the methods, abilities and techniques managers use
in handling situations and expressing leadership within an organisation. Generally speaking,
managerial styles are polarised between autocratic and permissive, although each style has its own
subtleties.

Mentoring - a system of semi-structured guidance whereby one person shares their knowledge, skills
and experience to assist others to progress in their own lives and careers.

Merit Pay

Merit pay is a system, where one is paid on the basis of the achievement of targets by an individual

N

Nepotism - favouritism to relatives due to the blood relationship rather than making decisions based
on standard metrics such as performance, personality, achievements and results. A related term is
cronyism, which is favouritism to friends and other non-relatives based on the relationship rather than
merit.

Net Salary - the ‘take home’ salary of an employee after statutory deductions such as taxes are made
from the gross salary. Net salary is the amount an employee receives after the statutory deductions. Net
Salary is the actual amount which is credited to the bank account of an employee. Income Tax is based
on the Gross Pay of an employee.

Nondisclosure Agreement — a contract restricting an employee from disclosing confidential or
proprietary information.

O

Occupational Stress - the physiological and physical effects of negative activity in the workplace as a
result of many factors including external events, internal events, job demands and colleague behaviour.
Stress differs from pressure but is often used interchangeably. Pressure refers to surmountable
demands in the workplace and only turns to stress when the emotional, mental and physical demands
of a given situation are greater than the individual’s coping skills.

Offshoring - the process of relocating a business or business process to another country in order to
benefit from reduced labour

Employee onboarding - the process of familiarizing a (new) employee with the organizations
policies, the employees role in the organization, and the organizations culture. It also involves creating
an environment in which the employee is made comfortable enough to interact freely with their
colleagues and establish social relationships in the workplace.

Organizational Culture - the values, attitudes, beliefs and behaviors that characterize an
organization.

Outsourcing - the business practice of hiring a party outside a company to perform services and create
goods that traditionally were performed in house by the company's own employees and staff.
Outsourcing is a practice usually undertaken by companies as a cost-cutting measure. As such, it can
affect a wide range of jobs, ranging from customer support to manufacturing to the back office.

P

Payroll - documentation created and maintained by the employer containing such information as hours
worked, salaries

Performance Appraisal - a regular review of an employee's job performance and overall contribution
to a company
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Probationary period - defined periods of time that employees are exempt from certain contractual
items.

Psychometric Test — tests, designed by psychologists to test a person's mental state, personality and
thought processes.

Q

Quality management — a system to make sure that a product or service meets standards of excellence.
R

Recruitment - the process of identifying, attracting, interviewing, selecting, hiring and on-boarding
employees

Redundancy - termination of employees for business reasons, such as poor economic conditions.
Retention - the ability to keep workers employed at an organization and prevent them from leaving
their jobs.

Retirement - the act of leaving one’s job to permanently stop working, often occurring when
employees are older and able to live with the money they’ve saved up over their working life

S

Sabbatical leave - prolonged absences from the workplace of people to achieve their life goals. This
is a benefit provided by the organisations to its employees. Sabbaticals may or may not be paid. The
trend of sabbaticals started from universities, where paid time off is granted for faculty members to
carry out research, writing, etc.

Salary - the fixed amount of money consistently paid to employees in exchange for their work, most
often expressed as an annual figure and delivered monthly.

Staffing - continuous process of finding, selecting evaluating and developing a working relationship
with current or future employees. The main goal of staffing is to fill the various roles within the
company with suitable candidates. Staffing can be done within the company or by contractors at
various levels of the staffing process.

T

Talent Acquisition - process of identifying and acquiring skilled workers to meet your organizational
needs.

Team building refers to the various activities undertaken to motivate the team members and increase
the overall performance of the team.

Training - a predetermined set of activities, classes, or other initiatives aimed at developing the
specific knowledge and abilities that employees must possess to successfully execute their work
responsibilities.

Turnover - when employees willingly or unwillingly leave an organization, and the company must
find new employees to work in those roles.

U

Unconscious Bias - social stereotypes about certain groups of people that individuals form outside their own
conscious awareness. For the most part, this is not a major issue but in fact, unconscious bias can have a big
impact on people-related decisions at work, especially when it comes to recruitment, promotion, performance
management and idea generation.

\

Variable Pay - the portion of sales compensation determined by employee performance. It is provided
as a type of bonus.

w

Wage - the set amount of money that is regularly paid to workers based on the time they spend
working, most often determined as an hourly rate and delivered weekly.

Wage Drift - the difference between an individual’s basic pay and their total compensation, the latter
of which includes financial benefit.

Work-life Balance - the level of prioritization between personal and professional activities in an
individual life.



26

Work shifts - set periods in which distinct groups of employees are scheduled to perform their work
duties (e.qg., first shift, second shift, third shift, fixed shift, split shift, rotating shifts, on-call shifts, 2-3-
2 shifts).

Wrongful Termination (wrongful dismissal or wrongful discharge) - a situation in which an
employee's contract of employment has been terminated by the employer, where the termination
breaches one or more terms of the contract of employment, or a statute provision or rule in
employment law.

English-Russian

A

Absenteeism — HeBbIX01 Ha pabOTY, MPOTYII

Appreciation Letter — GiaronapcTBeHHOE THUCHMO

Apprenticeship — mpousBoAcTBeHHAs MPAKTHKA, CTAKUPOBKA, MPO(IIOATOTOBKA

Attendance Policy — nopsiiok siBku Ha paboTy

B

Basic Salary — nomkHOCTHON OKJI1a]]

Benchmarking — conocraButenbHbIH aHAIN3 KOMIIAHUN

Bonus - npemus

C

Career Break — nepepsiB B kapbepe, pa3pbiB B TPYIOBOM CTaxe

Career Path — kapsepHas cTe3s, KapbepHbI MyTh

Coaching — xoyuuHr, MHANBUAYaTbHBIA HHCTPYKTAX, HATACKMBAHUEC

Compensatory Off (Compensatory leave) — ormtaunBaeMbliii BBIXOIHON/OTIYCK

Competency - koMIeTeHIH

Confidentiality agreement - moroBop 0 KOHGHIECHINATEHOCTH

Confirmation Letter — mucbMo-TIOATBEPIKACHHE

Cost-Per-Hire - cpennsisi CTOMMOCTD HaliMa HOBOTO COTPYIHUKA

D

Delayering — cokpaiieHre KoJMuecTBa ypoBHEH MOJUHNHEHHOCTH B KOMITAHHU

Disciplinary Procedure — nucruminaapHast mporeaypa

Downshifting — nayHmugTrHr, nepexos ¢ BEICOKOOIIAYMBACMON, HO CBSI3aHHOH C Ype3MEPHBIMH
Harpy3kamu paboThl Ha 00Jiee CIIOKOWHYIO, XOTS U HU3KOOIIJIAYMBAEMYIO

E

E-Recruitment — onnaitH peKpyTHHT, METO/I TOUCKA PAOOTHUKOB C TTOMOIIBI0 HHTEPHET-PECYPCOB
Employee Assessment — orieHka paboThl COTpYAHUKA

Employee Empowerment - npegocraBieH#e COTPYTHUKY OOJbIIeH aBTOHOMHH U
CaMOCTOSITETLHOCTH

Employee Engagement — BoBieueHHOCTh TIEPCOHANA

Employment History — mocxy>xHol CIIUCOK, TPYAOBOH CTaXX, HCTOPHS 3aHSITOCTH

Employee Lifecycle - xu3HeHHbII UK COTPYIHUKA

Employee Onboarding - BBeneHre B JOIDKHOCTD M aallITUPOBAHKE HOBOTO COTPYTHUKA
Employee Orientation - amanrarust HOBBIX COTPY/IHUKOB

Employee Satisfaction - ynoBieTBopéHHOCTH COTPYAHUKOB

Employee Turnover — texy4ects KaapoB

Exit interview — onpoc nipu yBoJIbHEHHH, COOECEIOBaHNE B CBSI3H C MPEKPAILICHUEM KOHTPAKTa
Expatriate — skcriaTpuanT (pasr. SKCIar), HHOCTPAHHBIN CHSIUAUCT, JUTUTSIBLHO MPOKUBAIOIINI B
JTAHHOU CTpaHe

F

Five Factor Model — nartudakropHast (aucrno3uinroHanbHast) MOJICIb 00IIEro GyHKIIMOHUPOBAHUS
JMYHOCTH

Floating Holidays — maBarommuii otmyck

G
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Gig Economy — rur-skoHOMHUKa, S5KOHOMEKa (hpritanca (korna paboTHUK, 0pOpMIICHHBIH Kak
NpeANPUHUMATEITb, OKa3bIBAIOIIUI YCIYTH KOMMEPYECKOW OpraHU3alliH )

Grievance — aio6a, MopsI0K 00)KaTOBaHHs TPYIOBBIX CIIOPOB

Gross Misconduct — rpyb6oe HapyiiieH#Ee, CEephe3HbIN MPOCTYIOK

Gross Salary — 3apaboTHas miaTa 10 BbIYeTa HAJIOTOB

H

HR Audit — kagpoBslii ayaut

HR Consulting — xaapoBblii KOHCAJITHHT, CBSI3aHHBIN C YIIPABJICHUEM U Pa3BUTHEM IIEPCOHAA
Human Capital Management — ympaBicHue 4e10BEYECKHM KallUTaIOM

Human Resource Management — ynpapiieHre 4eT0BEYECKUMH PECypCcaMu

Human Resource Outsourcing — aenerupoBanue GpyHKIUH 10100pa U aJanTalKy IepcoHaa
CTOPOHHEHN OpraHU3alyH, KaAPOBbIA ayTCOPCUHT

I

Incentive Pay — nmoorpurenbHas qeHekHas Hajg0aBKa

Internship — craxxupoBka, NpeIAUIUIOMHAs IPAKTHKA

J

Job Analysis — ananmu3 TpyJOBBIX Olepaluii, HCCIeI0BAaHUE OCOOCHHOCTEH U ClICHU(HUKN Pa3HbIX
npodeccuii U TpeOOBAHUMN, TIPEIBIBISIEMBIX K pa00OYNM

Job Board — snekrponnas ouprxka tpyaa

Job Description — 10/mKHOCTHBIC 00S3aHHOCTH, TOJDKHOCTHAS HHCTPYKIIUS

Job Rotation — porarust pabot, mepuoguuecKas cMeHa padboThl

Job Specification — kBanudukaironnsie TpedboBanus, npodeccuorpadus

K

Key Performance Indicators (KPI) — kito4eBbie mokaszarenu 3pGeKTHBHOCTH ACITEIBHOCTH
L

Labor Union — npodcoro3nast opranu3arms

Layoff — cokpatenne mrara, nepuoa BpeMEHHOTO YBOJIILHEHUS

M

Management Style — ctinb yrpasienus

Mentoring — HacTaBHUYECTBO

Merit Pay — npemMuanbHbIe BBIILIATHI 32 YCIIEXH B paboTe

N

Nepotism - KkyMOBCTBO

Net Salary — oknag «Ha pyKu», YUCTOE BO3SHAIPAXKICHHE

Nondisclosure Agreement — cormarieHue o HepasrialieHHN

@)

Occupational Stress — npodeccronanbHbIi cTpecc

Occupational Burnout — npodeccroHaibsHOE BHITOPaHKE

Offshoring - pasMernenre KOMIaHueH YacTH CBOEH MPOU3BOJICTBEHHOH ESITEIEHOCTH 33 pyOe:KOM, B
o PIIOpPHBIX 30HAX

Employee onboarding - BBezieHue B JOJKHOCTD M IalTHPOBAHKE HOBOTO COTPYIHUKA
Organizational Culture — kopnopatuBHas Ky1bTypa

Outsourcing — nepenaya BBIMOJHEHUS GYHKIHI CTOPOHHEH OpraHU3alUuK, Ay TCOPCUHT

P

Payroll — pacueTnast BeoMOCTb, IITAT COTPYJHUKOB (CIIUCOYHBIN COCTaB)

Performance Appraisal — onenka a3 pekTHBHOCTH pabOThI COTPYIHUKOB

Probationary Period — ucnbITarennbHbIi CpoK

Psychometric Test — ncuxoMeTprueckuii TeCT

Q

Quality management — kOHTpoOJIb KaYecTBa, yIpaBIeHUE KAYeCTBOM

R

Recruitment — nmoxbop nepconaina, Haém
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Redundancy — cokpamienue nepconana

Retention — yaep»anue nepconana

Retirement — BbIx0/1 Ha ICHCHIO

S

Sabbatical Leave — akanemudeckuii OTITycK

Salary — 3apaboTHast r1aTa, 10HKHOCTHOM OKJIa/

Staffing — xaapoBoe obecrieueHne

T

Talent Acquisition — moa6op KBaIM(UITUPOBAHHBIX KAJAPOB
Team Building — MeponipusTs 10 CINIOYCHHIO KOJJICKTHBA
Training — TpeHuHr, 00y4eHue

U

Unconscious Bias — HeBosbHOE npeayOekIeHue

\

Variable Pay — nuddepennnpoBannas HagdoaBka

w

Wage — caenbHas omiara Tpyaa

Wage Drift — oTkinoHeHHE (hakTHUECKOM 3apabOTHOM IUIATHI OT PACYETHBIX CTABOK
Work-life Balance - pexxum Tpyna u oTasixa

Work Shift — pabouas cmena

Wrongful Termination — He3akoHHOE YBOJILHCHHUE



