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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;

— yMeThb coOuparb, 00pabaThiBaTh U MHTEPIPETUPOBATH C HMCIIOIH30BAHHUEM COBPEMEHHBIX
WH(POPMALIMOHHBIX TEXHOJOTHHA JaHHBIE HAa HWHOCTPAHHOM SI3bIKE, HEOOXOTUMBIC IS
(dbopMUpPOBaHUs CYXJIEHUH IO COOTBETCTBYIOIIUM COLMAIbHBIM, HAyYHBIM U 3THUYECKUM
npobieMam;

— OBJAJEeTh HaBbIKAaMU MyOJIMYHOM pedyr U apryMeHTALMH [Vl BEICHUS IUCKYCCUY;

— HAY4YMTHCS aHAIM3UPOBATh TEKCThl COLMAIBHO 3HAYMMOIO COJAEpPKAaHUS, aHHOTUPOBATH U
pedepupoBaTh HayUHYIO JINTEPATYPY;

— HAy4YMTbCSl CTPOMTH CBO€ pEYEBOE M HEPEUYEeBOE IIOBEIEHHWE B COOTBETCTBUU C
COLIMOKYJIbTYPHOH crielU(PUKON CTPAHbI U3y4aeMOro s3bIKa;

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

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs N0 JHCIHUIIIMHE

Komnerennus NuaukaTopbl KOMIETEHI U PesyabTaTnl 00yyeHus
VK-4. Crnocoben | VK-4.1. Bnaneer cuctemoi HopM | 3nams: 0a30BYyI0 HEHUTPAIBHYIO
IIPUMEHSTD PYCCKOTO JINTEPAaTYpHOTO fA3bIKa, | (OBITOBYIO) W  TEPMHHOJIOTHYECKYIO
COBpEMEHHBIE pOIHOTO s3bIKAa M HOPMaMH | JIGKCHKY; 0a30Bble TIpamMMaTHYecKue
KOMMYHHMKaTHBHbBIE MHOCTPAHHOTO(-bIX) SI3bIKA(-OB). | KOHCTPYKIMH U (POPMBI, TUITUYHBIE JIJIST
TEXHOJIOTMH, B TOM HEUTpaIbHOU (ObITOBOI) peuu;
qucie Ha IrpaMMaTU4YEeCKUE  KOHCTPYKUUH U
MHOCTPaHHOM(BIX) (dbopmMbl, MpUCyIIHe MOABS3BIKY
Aa3bIKe(ax), TUISL CIEUAIBHOCTH; CBOOOJHBIE u
aKaJeMHUYECKOro u yCTONYMBbBIE CIIOBOCOYETAHMS,
poQeccHOHATBLHOTO ¢bpaszeonornyeckue €IMHHULIBI,
B3aUMOJCICTBUSA XapakTepHble I chepbl OBITOBOM U

npodeccuoHaTbHOW KOMMYHHKAIIUH;
KJ1accupUKanoo PyHKIIHMOHAIBHBIX
CTUJICH pEYU U OCHOBHBIE
XapaKTEPUCTHKU U 0COOEHHOCTH
00MXOAHO-TTUTEPATYPHOTO,
o(uMaNBEHO-1ET0BOT0, HAYYHOT'O
CTHJIEN U CTHJIS XyJI0’KECTBEHHOMN
JUTEPATYPBI;

HCTOPHIO, KYJIbTYPY U TPAIULIUU CBOEH
CTpaHbl U CTPAH U3Y4aEMOTI0 S3bIKA.
Ymems:

TuQpepeHIMPOBATH HHOS3BIUYHYIO
JIEKCHUKY 1O cpepaM IPUMEHEHUS




(mewiTpanbHast / ObITOBaS,
oOmieHay4yHast, 0pUIIHAIBHO-/1eTI0Basl,

TEPMHUHOJIOTHYECKas);

MMOHUMATh u IIPaBUJIbHO
WHTEPIPETUPOBATH HUCTOPHKO-
KYJIbTYpHbIE SIBJICHUS CTpaH

U3y4aeMoro s3bIKa, pa3OuparbCcsi B
00IIeCTBEHHO-TIOIUTUIECKUX
WHCTUTYTaX ITHUX CTPaH.

Braoems: 6a30BbIM HAOOPOM JIEKCHUKU
(HerTpanbHON / OBITOBOM,
OOILEHAyYHOH M TEPMUHOJIOTUYECKOM

HAIPaBJIEHHOCTH);  SI3BIKOM  Pa3HbIX
JKaHPOB HAy4yHOM M  CIPABOYHOU
auTepaTypsl  (CTaThbM, MoOHOrpadwuwu,
OIOJIETEHU U Jpyras JOKYMEHTAIus).
VK-4.2. Ucnonwsyer | 3namow: nHGOPMAIMOHHO-
UH(POPMAIMOHHO- KOMMYHHKAIIHOHHBIE TEXHOJIOTUH
KOMMYHHKAI[IOHHBIE IpUMEHSEMbIE npu MOUCKE
TEXHOJIOTHH pu MOMCKE | HEOOXOUMOM uH(popMauu B
HeoOxonuMoil uH(OpManMM B | IpollecCe  pelIeHHs  CTaHIapTHBIX
Iporecce PEeHIeHUs] CTAaHJAPTHBIX | KOMMYHUKAaTHBHBIX 3a1a4
KOMMYHHKATHUBHBIX 33aJa4 Ha | MHOCTPAHHOM SI3BIKE.
rOCyJapCTBEHHOM u | Yuems: UCTIOJIb30BaTh
WHOCTPAHHOM(-BIX) SI3BIKAX. UH(GOPMaIMOHHO-KOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH TIPU TTOUCKE HEOOXOAMMOM
UHPOpPMALlMU B TPOLECCE pELICHUs
CTaHJAPTHBIX KOMMYHHKATHBHBIX
3aJa4 Ha HHOCTPAHHOM SI3bIKE.
Braoems: HaBbIKAaMH €W METOJUKOU
HIOUCKa CTPaHOBEYECKOM U
npodeccroHanbHOI nH(popmanu,
MOJIB3YSCh PA3NMYHBIMU MCTOYHHUKAMHU
(B TOM qucie, pecypcamu
UH(POPMALIMOHHO-
TEJIEKOMMYHHUKAIIHOHHOMN ceTu
Wurepuer).
VK-4.3. CBoOomHO | 3Hamb:  yCTHBIA W MHCHMEHHBIN
BOCIIPUHUMAET, aHAIM3UPYET M | IEJIOBONH MHOCTPAHHBIH S3BIK.
KPUTHYECKH OIEHUBAET YCTHYIO | Yumems: C€BOOOAHO  BOCHPHUHUMATB,
u MUCbMEHHYIO JIETIOBYIO | QaHAJIM3UPOBATh u KPUTHYECKH
nHPOpPMAIIMIO  HA  PYCCKOM, | OIICHMBAaTh YCTHYI0 W IHCHMEHHYIO

pPOTHOM ¥  HMHOCTPAaHHOM(-BIX)
A3bIKe(-ax).

JIeNIOBYI0 MH(pOpPMAIMI0O MHOCTPAHHOM
SI3BIKE,

QG epeHIMPOBaTH HHOS3BIUYHYIO
JIEKCHKY TIO cepaM MPUMEHEHUS
(neliTpanbHast / ObITOBaS,
oOmeHay4Hasi, o(hUIHaIbHO-EI0Bas,

TEPMHUHOJIOIMYECKas);
COOTHOCHUTH SI3BIKOBBIE CPEICTBA C
KOHKpPETHBIMU IIOBCEIHEBHO-

OBITOBBIMU CUTyallusIMH, YCIOBUSAMU U




HemsiMH, a Takke C  HOpPMaMmHu
npodeccuoHaIbHOTO pedeBoro
HIOBE/ICHHUS, KOTOPBIX

MIPUACP)KUBAOTCS HOCUTEIHU S3bIKA;
Brnademv: 6a30BBIM HAOOPOM JICKCUKH
(merTpanbHOM / OBITOBOM,
oOIIeHayqHOH W TEPMHUHOJIOTHYCCKOM
HaIMpaBJICHHOCTH); SI3BIKOM  Pa3HBIX
J)KaHpPOB  HAy4yHOM M  CIPAaBOYHOU
auTepaTypel  (CTaThbM, MOHOTpaduw,
OIOJUIETCHH U JIpyrasi JOKyMECHTAIH );
OCHOBHBIMH BHJIJAMU MOHOJIOTHUYECKOTO
/TNANIOrMYeCcKOro BBICKa3bIBaHUS
OBITOBOTO, 00LIeHay4YHOT 0 u
po(hecCHOHATFHOTO XapaKTepa;
NIEPEeBOIYCCKIUMH HABBIKaMU (yCTHBIN/
MUCHbMEHHBIN IEPEBOJ] TEKCTOB
po(heCCHOHATLHOM HAITPABJICHHOCTH).

VK-4.4, Bener JIEJIIOBYIO
MIEPETIHCKY, YUUTHIBAs
0COOEHHOCTH CTUIMCTHUKHU
oumaNnbHBIX u
HEO(PHUIHATEHBIX ITHCEM,

COLMOKYJIBTYpHBIC DPA3IU4Hi B
¢dopmaTre KOpPpPECHOHJCHLIUU Ha
rocy/1apCTBEHHOM(-bIX ) u
WHOCTPAHHOM(-BIX) SI3BIKAX.

3namb:  OCOOEHHOCTH  CTHIJIMCTUKHU
opUIMATBHBIX HW  HEO(UIIUATBHBIX
MUCEM, COLIMOKYJIBTYPHBIE Pa3IU4Us B
dbopmate KOPPECIIOHICHITUU Ha
rOCyIapCTBEHHOM U  HHOCTPAHHOM
SI3BIKAX.

Ymemsb: BecTH [ENOBYIO TEPEIHUCKY,
YUUTBHIBasE OCOOCHHOCTH CTHIIUCTHKHU
opUIMANBHBIX U Heo(UIHATHHBIX
ITACEM, COITMOKYJIbTYPHBIC Pa3INIMs B
dbopmate KOPPECIOHICHITUU Ha
WHOCTPAHHOM SI3BIKE.

Braoems: nucbMeHHOM popMoil A3bIKa
B paMKax,  O0OsS3aTeNbHBIX  JUIS
OCYIIECTBIEHUSI  MPOPECCHOHATBHBIX
(GyHKIMH W Hay4HOH JesTeIbHOCTH
(Hammcanue TE3HCOB, CTaTeu,
pedeparoB, aHHOTAIMiA, JOKIAJOB,
peneH3u, u T.11.).

VK-4.5. Benetr ycTHbIE JCIIOBBIE
pasroBopsl Ha rOCyAapCTBEHHOM
1 UHOCTPaHHOM(-bIX) SI3bIKaX.

3nams.: 0COOEHHOCTH BEIECHUS YCTHBIX

JIENOBBIX pa3roBopoB Ha
TOCyJapCTBEHHOM W  WHOCTPAaHHOM
SI3BIKAX.

Ymemn: MMOHUMAaTh
MOHOJIOTHYECKYI0/ TNaTOrHIeCKYIO
pedb, B  KOTOPOH  HCIOJb30BaHBI

HauOoJee yrnoTpeOUTEeNbHbIE JEKCUKO-
rpaMMaTHYECKHE KOHCTPYKITHH,
XapaKTepHbIe NI KOMMYHHUKATHBHBIX
CUTyalluii TOBCEIHEBHO-OBITOBOTO U
npodeccrnoHabHOTO OOIICHNUS;

Bradems: 6a30BbIM HAOOPOM JIEKCHKH
(HerTpanbHOM / OBITOBOM,
00IIIeHayYHOH W TEPMUHOJIOTHYECKON




HaIpaBJIEHHOCTH);

OCHOBHBIMH BHJAaMH MOHOJIOI'MYCCKOI'O
/IMaTOTUIECKOT0 BBICKA3bIBaHUS
OBITOBOTO, 00I1IeHAayIHOT O u
npodeccHoHaNbHOTO XapakTepa,
OCHOBAaMH IYOJIMYHOM peun u
0a30BBIMH IIPUEMAMHU OPATOPCKOTO
HCKYCCTBA.

VK-4.6. JlemoHCTpUpYET yMEHUE
BBITIONTHATh  TIEPEBOJ] TEKCTOB
pa3IMIHOTO 00bEMa "
CTHJIUCTUKA C HMHOCTPAHHOTO(-
bIX) Ha TOCYIApCTBEHHBIN S3BIK,
a TaKKe C roCylapCTBEHHOTO Ha
WHOCTPAHHBIN(-bIC) S3BIK(-H).

3name: TpuéMbl TIEpeBOAA TEKCTOB
pa3IUuyHOTO 00bEMA M CTHIUCTUKHU C

MHOCTPAaHHOIO Ha TOCYAapCTBEHHBIH
A3BIK, @ TAKXKE C TOCYIapCTBEHHOTO Ha
MHOCTPaHHBIN S3BIK.

Ymems: pabotaTh c/Hag TeKCTaMH
CTpaHOBEIUYECKOM, OOLIeHAYYHOU W
po(heCCUOHATLHOM HANPABICHHOCTH B
HeNsSX aJeKBAaTHOM  HMHTEpIpeTaIiu
IPOYMUTAHHOTO MaTepUana;

Braoemw: s3bIKOM pa3HBIX JKaHPOB

HAay4YHOM M CIIPAaBOYHOM JIMTEpPATyphI
(cratbu, MoHOTpadum, OIOJUICTCHH U
Jpyras JOKyMEHTalus);

HaBbIKAMHU 4YTE€HUSA (IIPOCMOTPOBOTO,
03HAKOMUTEIBHOTO, MTOUCKOBOTO,
W3YYalOIIero);

NEePEBOUECKHUMH HaBbIKaMHU (YCTHBIH/
NMCbMEHHBIN MepeBO/] TEKCTOB
npodeccroHabHOM HANPaBIEHHOCTH);
METOJMKOH UM TpUeMaMH IepeBoja
(pedepaTtuBHOTO, TOCITIOBHOTO).

OIIK-5. Cnocoben | OITK-5.1. JlemoHCcTpHUpYET | 3Hamb:
HCII0JIb30BATh CIIOCOOHOCTh UCIIOJIb30BAaTh | - METO/BI M CPEACTBA 00pabOTKH
COBpPEMEHHBIE COBpEMEHHbIe MH(POPMALIMOHHbIE | HH(OPMAIMU U paboTe C TEKCTOM;
nH(pOpMalIOHHbIE TEXHOJIOTMM  IIpU  peleHuu | Ymemow:
TEXHOJIOTUU U | mpodeccHOHANbHBIX 3a/a4. - IPUMEHSATh aJICKBaTHbIE METO/IbI U
MIpOrpaMMHEIE CpeacTBa Ha OCHOBE HH(OPMAIMOHHO-
CpeZACTBa MPU peIIeHUH KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH PU
po¢eCCUOHATBHBIX paboTe ¢ TeKCTOM;
3aja4 Braoems:

- HaBBIKAMHU WCTIOJIh30BAHUS

WH(POPMAIIMOHHBIX CETEeH JJIS TIOMCKA,
MepeBoIa TEKCTOB PA3IMYHOI0 00beMa.

1.3. MecTo iucuMIIMHBI B CTPYKTYpe 00pa3oBaTe1bHOM NPOrpaMMbl

Hucuumnnuna «HOCTpaHHBIN S3bIK B TPO(ECCHOHANBHOW AEATEeIbHOCTH» OTHOCUTCS K
00s13aTeIbHON YacTH OJI0OKa AUCIUIUIMH y4eOHOTO TutaHa 1o HampasiieHuto 38.04.03 — «YmpaBieHue
nepCcoHajioM», HAIPaBJICHHOCTb ((COBpeMeHHBIC TCXHOJIOTHUU B YIIPABJICHUU YCIOBCUYCCKUMU
pecypcamm.



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

CTpyKkTypa AMCUMIJIMHBI IS 04HOI opMbI 00yUeHM s
O0beM IUCHUIUIMHBI B (OpME KOHTAaKTHOM paboThl OOy4YalOIIUXCS C MeJaroruyecKuMu

paOoTHHKaMu W (WIM) JHMIAMHU, TPUBJICKAEMBIMH K pealu3alii 00pa3oBaTEeIbHON MPOrpaMMbl Ha
UHBIX YCIIOBUSIX, IPH IPOBEACHNHU YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHATUI KosmmuecTBo
4acoB
1 [TpakTHyeckue 3aHATUS 30
Bcero: 30

O0beM TUCHUILUIMHBI B (POPME CaMOCTOATEILHON PabOThl 00YUYAKIIHUXCS COCTABISACT 78
aKaJeMUYECKUX 4aCOB.

CTpyKTypa JTUCHUIIMHBI AJI5l 04HO-3204HOI (POopMBI 00yUeHUs

O0beM IUCHUIUIMHBI B (OpME KOHTAaKTHOM paboThl OOYyYalOIMIUXCS C MeJarornyecKuMu
paboTHUKaMu ¥ (WIK) JUIIAMH, TPUBJIEKAEMBIMH K peaTu3allid 00pa3oBaTEIBHON MPOrpaMMbl Ha
MHBIX YCJIOBHSIX, IPU MPOBEACHUH YU€OHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATUI KonuuectBo
4acoB
1 [IpakTrueckue 3aHATHs 24
Bcero: 24

O06beM AUCHUILTUHBL B (POpME CaMOCTOSTENbHON pabOThI 00YYAIOIIMXCs COCTaBIsAET 84
aKaJeMHYECKHX Jaca.

CTpyKTypa JTUCHUIIMHBI J1Js1 3204HOI (pOpMBbI 00yUeHUsI

O6bemM auctuIIMHBL B (OpME KOHTAKTHOM pPabOThl 0OyYaromuxcsi ¢ TMeAaroruiecKuMu
paboTHUKaMu ¥ (WIIK) JHUIIAMH, TPUBIEKaEMBIMU K pealu3aluyd o0pa3oBaTeIbHOW MpOorpaMMbl Ha
WHBIX YCJIOBHSX, PU TPOBEICHUN YICOHBIX 3aHATHN:

Cemectp | Tum yueOHBIX 3aHATUI KomnmuecTtBo
JacoB
1 [IpakTrueckue 3aHAaTHs 12
Bcero: 12

O6beM AUCIMILTUHBL B (OpME CaMOCTOSITENIbHON pabOThl 00YYAIOIIKUXCS COCTaBISET 96
aKaJeMHYECKHX 4acOoB.

3. Coeprxanue U CUUILIMHBI

Ne | HaumeHnoBaHue pasaena | Cogepxxanue
AUCHHUIIHHBI

1. [ Human Resource | OcHoBHbIe TOHATHS B cepe yIpaBlIeHUS IEPCOHATIOM.
Management. Human capital. | UenoBeueckuit  kamutan  (Y4EIOBEUYECKUE  PECYPCHI).
The 4 Ps of HR. Major trends | I'maBHbIe TeHAeHIIUU ¥ BbI30BBI B YII.
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and challenges in HR

I'pammamuxa: Present Tenses

2. | Organizational Structure and | Ctpykrypa opranusanuu. [Iporiecc HalimMa U €ro JTarbl.
Recruitment I'pammamuxa: Past Tenses

3. | Pay and Benefits Orutata Tpyaa. Buabl koMiieHcanuu.

I'pammamuxa: Future Tenses
4. |lIssues in the Workplace. | IIpoGiemsl Ha paboueM MeCTE U CIIOCOOBI UX pa3peIIeHus .
Conflicts. Layoffs I'pammamuxa: Types of questions
5. | Employee retention | Ctpareruu yuep»aHusi COTPYIHUKOB.
strategies. Employee | I pammamuxa: Reported speech
turnover.
6. | Management Styles. | Ctunu ynpasienus nepconaioMm. MotuBaius
Motivation I'pammamuxa: Modal verbs
7. | Telephoning: making and | TenedoHHbIE NEPEroBOPHI: KaK OTBETUTh Ha 3BOHOK,
taking calls, messages, | mepeaarb/ocTaBUTL  COOOIICHHE,  IMOJYYUTH/YTOYHHUTH
checking, clarifying, active | cBemeHwusl, JOrOBOPUTHCS O BCTPEUE, BBIPA3HUTH JKAI00Y.
listening, arranging a | I pammamuxa: Passive
meeting, and complaints.
8. | Emails: internal, and | JleoBast ~ mepemucka MO 3JCKTPOHHOM  IMOYTE:
commercial. Customer | opunmanbuble, MOIyo(QUIIMAIbHbIE, BHYTPEHHHE H .
issues, arranging a | cooOIenus; pacchuika.
visit/meeting. I'pammamuxa: Conditionals
9. [ Meetings and negotiations JlenoBbie eperoBopbl, COOpaHus U BCTPEUH: OpraHU3allus,
9THUKET, PETJIAMEHT.
I'pammamuxa: Relative clauses

10. | Making Presentations [TpaBwia PPT npe3enramuu. Onucanve rpadukos.
I'pammamuxa: Adjectives and adverbs. Degrees of
comparison

11. | HR Strategy and Planning Crpareruss kommnanumu u crparerus YII. OcHOBHBIC

CTpaTernvyeckue MpeuMyniecTBa KOMIanuu. I pammamuxa:
Countable and uncountable nouns

12. | Workforce planning: | CtpaTternyeckoe riaHMPOBaHKE KAJAPOB: KOJMYCCTBCHHBIC
quantitative and operational | u GpyHKIMOHATBHBIE (TPOM3BOCTBEHHBIE) METOIBI.
methods. I'pammamuxa: Make, do, have, get

13. | Hiring: internal and external. | [Togbop mepconana. BHeninue M BHYTPEHHUE MCTOYHUKH.
Contingent workforce. Job | Kontunrentnas paborast cuna. OObsiBICHHE O BaKaHCHU.
ads. Career fairs. Executive | Slpmapku Bakancuii. [lomck u HaéM COTpPYAHUKOB Ha
search. PYKOBOIAIIHE TOJDKHOCTH.

I'pammamuxa: Infinitive
14. | Building an Employer Brand | Co3ganue OpeHza u peryTaiuyd KOMIIaHUH-pab0TOaaTeNs.
I'pammamuxa: Gerund

15. | Candidate Selection. | OT6op kaHgumaToB. Pucku. AHajau3 BakaHCHH C TOYKH
Recruiting risks. Job- | 3peruss QyHkuMi u 3ama4. APXUTEKTypa BaKaHCHU.
position-employee. Job | I'pammamuxa: Pronouns
Architecture. Content and
Purpose of Job Analysis.

16. | Training courses: fields of | Tperunru: MoaAX0/bI, MJIAHUPOBAHUE, CHEPBI TPUMCHEHHS,
application, approaches, | pazpaboTka u npoBeaenue. @opManbHOE U HEPOPMATEHOE
methods,  planning  and | o6y4enue nepconaa.
development of a course. | I pammamuxa: Determiners
Formal vs informal learning

17. | Performance  management. | Omienka pe3ynbTaTUBHOCTH #  A((HEKTHBHOCTH Tpy/a.
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BARS. Performance | Cxema oOleHKH MOTEHIMala COTpyAHHKa. KapbepHbie
potential grid. Career | BO3MOKHOCTH, TPACKTOPHS U POCT.
paths/ladders Ipammamuxa: Articles
18. | Work-life balance. Working | Pabouee Bpems, rpaduk paboThl, pexkKUM TpyHa U OT/AbIXa.
hours.  Flexible working [ CtpykTypa KOMmanuM ©  OpraHm3anus pabouero
structures. Teleworking. | mpoctpancTBa. VYnpanennas pabora, pabora ¢ rHOKUM
Spaces and structures. Non- | rpadukom u T.1.
territorial workplace. I'pammamuxa: Linking words
19. | Social Media in HR. Web | Couunanshsie cetu u ux poib B YII. IToaxomsl Kk aHAIN3y
2.0. Social network analysis. | maHHBIX W3 coliceTel W MPUMEHEHHE €ro Pe3yJIbTaTOB B
Ways of SM usage. KaJIpOBOM TMOJIUTHKE.
I'pammamuxa: Phrasal verbs
20. | HR-IT. Expert systems and | Uadgopmanmonnsie cuctembl u  peuieHus it YIIL
user systems. Human Capital | Tenneniuu B pazsutuu codra ast YII.
Management Software: | I pammamuxa: Phrasal verbs
modern trends.
4. O0pa3oBaTe/ibHbI€ TEXHOJIOTHH
JIns  mpoBeleHMS  YYEOHBIX  3aHSATHH 1O  JUCIMIUIMHE  HUCIOJIB3YIOTCS  Pa3iiUuHbIC

oOpa3oBaTenbHble TeXHOJOTHH. JlJisi OpraHu3alu y4eOHOTO IMpoIecca MOXKET OBITh HCIOJIb30BAHO
AJIEKTPOHHOE 00y4YeHue U (W) JUCTAaHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH.

5. OneHka NJIAaHUPYeMbIX Pe3yJIbTATOB 00y4eHHs

5.1 Cucrema ouneHuBaHus

DopMa KOHTPOJIA Makc. KOJIH4ecTBO 0aJ1710B
3a oany Bcero
padory

Texymuil KOHTPOJIb: 60 OamioB

- OIIPOC 5 30

- y4acTue B IUCKYCCUU Ha CEMUHApPE 5 10

- BBITIOJIHEHUE CAMOCTOSATEIBHON paboThI 10 10

- KOHTpOJIbHas paboTa 10 10

ITpoMexxyTouHas aTTecTalus — 9K3aAMeH 40 6asnoB

Hroro 3a cemectp 100 GanmoB

IlosydeHHBI COBOKYNHBINA pe3yJabTaT KOHBEPTHUPYETCS B TPAJAWLMOHHYIO LKAy OLEHOK M B
mKany oueHok EBpomeiickoii cucteMsl nepeHoca u HakoruieHus kpeautoB (European Credit Transfer

System; nanee — ECTS) B COOTBETCTBUM ¢ TaOIUIICH:

Ixana
100-6annpHast mkana | TpagunuoHHas mKana ECTS
95 -100 A
83 o4 OTJINYHO B
68 — 82 XOpOIIIO 324TEHO C
56 — 67 D
5055 YIOBJIETBOPUTEIILHO E
20-49 FX
0-19 HEYIOBJIETBOPUTEIHLHO HE 3aU4TEHO F
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5.2 Kpurtepuu BbICTABJIEHHS OLEHKH MO TUCIHUILINHE

Bamabl/ | Ouenka no Kputepuu ouenku pe3yjbTaToB 00y4eHUsI 10 JUCUUIJIMHE

Ilkana | AUCHUILINHE
ECTS

100-83/ OTJINYHO/ BricTaBmseTcs oOydaronieMycs, eCiii OH TIIyOOKO M POYHO YCBOWJ TEOPETUIECKUN U
AB 33YTEHO MPAKTHIECKHH MaTepuall, MOKET NPOJEMOHCTPHPOBATH STO HA 3AHATHSX M B X0/
MPOMEKYTOYHOU aTTECTAIIUH.

OOy4arouuiicss UCUCPIBIBAIOIIE M JIOTHUCCKU CTPOMHO M3JIaracT y4eOHBIH MaTepua,
yMEeT YBS3BIBATh TCOPHIO C TMPAKTHKOW, CHOPAaBSICTCA C pEIICHHEM 3aja4
Mpo()eCCUOHATIBHON HANPaBICHHOCTH BBICOKOTO YPOBHS CIOXHOCTH, TPABIIBHO
00OCHOBBIBACT MIPHUHATHIC PEIICHUS.

CB00OHO OpUEHTHPYETCS B yueOHOM 1 NpoecCHOHANIbHOM TUTEepaType.

OneHka 1O OUCHHIDIMHE BBICTABISAIOTCS OOydaromeMycs ¢ y4ETOM pe3ylbTaToB
TEKYIIEeH W IPOMEXYTOUHOH aTTeCTAITIH.

KommereHnnmy, 3akperuiéHHBIC 3a AWCIUILTHHON, C(QOPMHPOBAHBI HAa YpPOBHE —
«BBICOKHI.

82-68/ XOpOIHO/ BricTaBmsercs oOydaromeMycs, €Clid OH 3HAeT TCOPSTHYCCKHH W MPaKTUIeCKHU
C 33YTEHO MaTepuai, TPaMOTHO M TIO CYWICCTBY H3JAracT €ro Ha 3aHATHAX M B XOJe
MIPOMEKYTOUHON aTTECTALlMH, HE JIOMYyCKasl CYyIIECTBEHHBIX HETOYHOCTEH.
OO0yyatoniuiicss MpaBUIbHO MPHUMEHSET TEOPETHUECKHE TOJNIOKEHUS TPU PEIeHUU
NpaKTHYECKUX 3aJad  NpodecCHOHANBHOM  HANpaBIEHHOCTH Pa3HOTO  YpPOBHS
CJIO)KHOCTH, BJIaieeT HEOOXOAMMBIMHE JISl STOTO HaBbIKAMU M PUEMaMH.

JlocTaTo4HO XOpOLIO OPUEHTHPYETCS B yueOHOM 1 NpodecCHOHAIbHOM TuTeparype.
OneHka TO IUCHHIDIMHE BBICTABIIOTCS OOyYaroImeMycs ¢ YYETOM pe3yJbTaToB
TEKYIIEeH 1 IPOMEXYTOYHOH aTTeCTAITIH.

KommereHnnmu, 3akperuiéHHBIE 3a AWCHUILTHHON, C(QOPMHPOBAHBI HAa YpPOBHE —
«XOPOIINIY.

67-50/ YIIOBJIETBO- BericraBnsiercst oOydaromeMycs, eciii OH 3HaeT Ha 0a30BOM YPOBHE TEOPETHUECKHH M
D,E pI/ITeJILHO/ NPaKTHIECKAN MaTepual, NOMYCKAET OTACIbHbIE OIMOKKM TPU €ro M3JI0KEHUH Ha
3aHATHSX U B XO/1€ IPOMEKYTOUHON aTTECTAllUH.

OOyuatonuiics  HCHBITBIBACT  ONpENENEHHbIE  3aTpyAHEHUS B  [IPUMEHEHHHU
TEOPETHYECKUX TIOJIOKEHUI NMPU PELICHUH MPaKTHYEeCKUX 3a/1ad MpogecCHOHATBHOI
HaIpaBIEHHOCTH CTAHIAPTHOTO YPOBHS CIIOKHOCTH, BJIQJEEeT HEOOXOIMMBIMH ISt
3TOro 6a30BHIMH HaBBIKAMH U IIPUEMAMHU.

JleMOHCTpHpYeT N0CTaTOYHBII YPOBEHb 3HAHUS Y4eOHOH JTUTEpPaTyphl 110 TUCIUIUINHE.
OreHka 1O IUCHMIUIMHE BBICTABISIOTCA OO0yYaroUmeMycsi € Y4ETOM pe3yJbTaToB
TEKyIEH U IPOMEXYTOUYHOHN aTTECTALIH.

KommereHuny, 3akpermiéHHbIE 3a JUCHUIUIMHOH, C(OPMHpPOBAaHBI HAa YpPOBHE —
«IOCTAaTOYHBIHY.

3a4TCHO

49-0/ HEYJIOBJICT- BricTaBnseTcs oOydaroneMycsi, €ClIi OH He 3HaeT Ha 0a30BOM YPOBHE TEOPETUYCCKUN
FFX BOpHUTEIpHO/ | M MPaKTHUECKuil MaTepua, jomyckaer rpyOble OMIMOKU TPU €ro H3JIO0XKCHHH Ha
3aHATHSIX U B XOJI€ IPOMEKYTOYHON aTTECTALINH.

OOy4aroUMiics UCIBITHIBACT CEPhE3HBIC 3aTPYIHCHHUS B MPUMEHEHHH TEOPETHUYCCKUX
MOJIOXKCHUH MPH PEIICHUH MPAKTHYECKHUX 331a4 MPO(eCCHOHAILHONW HAIIPABICHHOCTH
CTaHIAPTHOTO YPOBHS CIIOKHOCTH, HE BJIAJCET HEOOXOIUMBIMHE TSI TOTO HaBBIKAMH U
IpUEMAMH.

JleMOHCTpHpYET (pparMeHTapHbIC 3HAHUS YUCOHOM JTUTEPATYPHI MO AUCIIUILIHHE.
OreHKa 1O JUCIMILIMHE BBICTABISIOTCS OOYyYamoIIeMycss ¢ Y46TOM pe3yJIbTaToB
TEKYIIEH W IPOMEXYTOYHOH aTTeCTAIUH.

KommereHnimr Ha YypOBHE «JIOCTATOYHBIN)», 3aKPEIUIEHHBIC 3a JUCIHHIUIMHOW, HE
c(OpMHUPOBAHBI.

HE 3a4TCHO

5.3 OueHouyHble cpeacTBa (MaTepuHaabl) /sl TeKyIIero KOHTPOJS YycCHeBaeMOCTH,
NPOMEKYTOYHOM aTTECTAUM 00y4alOLIMXCSl 0 JUCHHILIHHE

Tembl 011 nNPOMEINHCYMOUHBIX AMMECMAYUL.
1. What is HR management? Human Capital?
2. What are the major trends in HR today? What are the biggest challenges? Why?




No ok

8.

9.

10.

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

22.

23.

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

31.
32.
33.
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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?

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?
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35.
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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,
45,

46.
47.
48.
49.
50.

51.
52.
53.
54.
55.
56.
S57.
58.

59.
60.

61.
62.
63.

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:

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?

Tpumepwt 3a0anuti 0151 camocmosimenvHou pabomsl.:

1. Choose a real-life general-interest topic that shows a trend over several years. Draw an
approximate 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.
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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:

1

Host makes an invitation

Guest accepts

Guest contacts a hotel and tells host the details
Host confirms everything

A reply to an invitation. Polite refusal.

ole 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.

2.
3.
4,
5. Aninternal email in order to invite colleagues to a meeting (with an attachment)
6.
R

Tembl 0151 KOHMPOILHBIX PAOOM.
What can be learned through training?
In which coporate fields are training courses typically used?
How can a training-event be designed and devloped in order to meet predefined learning
objectives?
How to ensure employees transfer what they have learned during training into real life?
How do modern media and working conditions influence the way people learn in a
company?
What are your talents?
What are your biggest strengths and weaknesses?
Who could support your future career development?
What could be you next, realistic career-move?

. Which working conditions are important to you?

. What do you really like to do?

. What is your ultimate career goal?

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

. What are major IT-solutions in HR?

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

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

. What are future trends in HR-1T?

. Pros and cons of hiring automation.

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

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

. Can employee surveys help to improve working conditions?

. How can a company strategically strengthen its employer attractiveness?

. To what degree does the executive board impact social media usage inside the company?
. Which chances and risks are seen by the executive board related to social media usage?

. Is the company culture driven by openness and trust?

. Is there a natural affinity and activity towards social media among the employees and the

company‘s social environment?

. Are there any real opportunities related to social media usage?
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6. YueOHO-MeTOAMYEeCKOe U HH(pOpMAIHOHHOE 00ecrieyeHne T CIHTIITHHBI
6.1 Cnucok HCTOYHUKOB M JIUTEPATYPhI

Jlureparypa
Ocnognas

1. Aurmiickuii s3bIK 10151 akageMuueckux nenei. English for Academic Purposes : yuebnoe
nocobue s OakanaBpuara u maructparypsl / T. A. Bapanosckas, A. B. 3axaposa, T. b. [locnienosa,
1O. A. CyBopoga ; noa penakuuei T. A. bapanosckoit. — Mocksa : M3narensctBo FOpaiit, 2019. —
198 c. — (bakanaBp u maructp. Akagemuaeckuit kypc). — ISBN 978-5-9916-7710-3. — Tekcr :
anekTponHsiii // DBC FOpaiir [caiit]. — URL:https://biblio-online.ru/bcode/433465

2. Mensiino, B. B.Akagemuueckoe mucemo. Jlekcuka. Developing Academic Literacy : yueOHOe
nocobue i1 GakanaBpuara U Maructparypsl / B. B. Mensitno, H. A. Tynskosa, C. B. UHyMuikuH. —
2-e w31, uctp. u aon. — Mocksa : U3narensctBo FOpaiit, 2019. — 240 ¢. — (bakanaBp u marucrp.
Axanemuueckuii kypc). — ISBN 978-5-534-01656-7. — Texcrt : anextponHslii / ObC KOpaiiT [caiiT].
— URL:https://biblio-online.ru/bcode/437602

JlononnumenvHas

1. EBcrokoBa, E. H.Aurnuiickuii si3bik. Reading and Discussion: yuebnoe nocobue s By30B / E.
H. EBcrokoga, I'. JI. PyrkoBckas, O. W. Tapanenko. — 2-e u31I., HCIp. u 1011 — MOCKBa :
WznarensctBo FOpaiit, 2019. — 147 ¢. — (Yuuepcurtersl Poccun). — ISBN 978-5-534-07996-8. —
Tekcr : anextponnsiit / IBC KOpaiit [caiit]. — URL:https://biblio-online.ru/bcode/438983

2. I'aBpuinos, A. H.Aurnumiickuii si3bIk. PasroBopnas peus. Modern American English.
Communication Gambits: yueOHUK U nTpakTUKyM 11 By30B / A. H. I"aBpunos, JI. I1. lanunenko. —
2-e u3., uctp. u fon. — Mocksa : Uznatenscto FOpait, 2019. — 129 ¢. — (ABTOpCKUi yueOHUK).
— ISBN 978-5-534-09168-7. — Tekcr : anexkrponnsiii // DBC FOpaiit [caiit]. — URL:https://biblio-
online.ru/bcode/427335.

6.2 Ilepeyens pecypcoB HH(POPMALHOHHO-TETEKOMMYHUKANMOHHOM ceTH « UHTEpHET».

ELibrary.ru Hayunast anexktponnas 6ubdiamnoreka www.elibrary.ru
6.3 IIpodeccuoHanbHbIe Ha3bl JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMBbI

WubopmanroHHbIe CITPABOYHBIE CUCTEMBI:
1. Koncynsrant [liroc
2. Tapanr

7. MaTepua/jibHO-TEXHHYECKO€E ofecredeHue JUCHUILIHHBI

Hns  obecrieueHuss  TUCHUIUIMHBI  WUCHOJB3YyeTCS ~ MaTepUANbHO-TEXHHMUYECKas  0aza
00pa3oBaTeNLHOTO YUPEKIACHUS: YUCOHbIE ayUTOPHH, OCHANMIEHHBIE KOMIBIOTEPOM, MPOECKTOPOM H
ayTUOCUCTEMOM ISl IEMOHCTPAIUU Y4eOHBIX MaTepUaoB.

CocTtaB MporpaMMHOTO o0ecIieueHus:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security


https://biblio-online.ru/bcode/433465
https://biblio-online.ru/bcode/437602
https://biblio-online.ru/bcode/438983
https://biblio-online.ru/bcode/427335
https://biblio-online.ru/bcode/427335
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8. ObdecneueHue 00pa3oBaTeIbLHOrO NMpoLecca AJsl UL ¢ OTPAHMYEHHBIMU BO3MOKHOCTAMHM
310POBbS 1 HHBAJIN/I0B

B xoze peamuzanuM JUCHMIUIMHBL HCHOJB3YIOTCSA CIEAYIOIIME JONOJHUTENbHBIE METOJIbI
00y4eHHs, TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M TMPOMEXKYTOUYHOH arTecTali OOydJalolIMXCsl B
3aBUCUMOCTH OT UX MHIUBHUIYalIbHBIX OCOOEHHOCTEMN:

® Ui CJEMBIX W CHA0OBUIAIIUX: JIEKIUH O(GOPMIIIOTCS B BHJIE AJIEKTPOHHOTO IOKYMEHTA,
JOCTYITHOIO C IOMOLIbI0 KOMIIBIOTEpA CO CIELUAIN3UPOBAHHBIM IPOrPAMMHBIM OOECIEUEHHEM;
MUCHMEHHBIC 33/IaHUS BBIMOJHAIOTCS HAa KOMIBIOTEpE CO CHEHUAIM3UPOBAHHBIM IPOTPAMMHBIM
obecreyeHneM WIM MOTYT ObIThb 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEUMBAETCS WHAMBHUIYyalIbHOE
paBHOMepHOE ocBemieHue He MeHee 300 JIOKC; AU BBINOJIHEGHUS 3aJaHusl MPH HEOOXOIMMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOLIEE YCTPOWCTBO; BO3MOXKHO TaK)K€ HCIOJIb30BaHUE COOCTBEHHBIX
YBEIMYMBAIOUINX YCTPONCTB; MUCbMEHHBIE 3aJaHUs 0(OPMIIIOTCS YBETUYEHHBIM HIPU(PTOM; SK3aMeH
1 3a4€T MPOBOAATCA B YCTHON (hOpME MIIM BBINOJIHAIOTCS B IMCbMEHHOM (JOpMe Ha KOMIIbIOTEpE.

® Ui TIIyXUX M CIA0OCHBIIAIIUX: JIEKIUU O(QOPMIISIIOTCS B BUAE SJCKTPOHHOTO JOKYMEHTA,
00  MpeaoCTaBiIsAeTCS  3BYKOYCWIIMBAIONIAsl — ammapaTypa HWHAWBUAYAJIBHOTO  TOJB30BAHUS;
IIUCbMEHHBIE 33JaHUsl BBINOJHSIOTCS Ha KOMIIBIOTEpE B INHUCBMEHHOH (opme; 3k3aMeH U 3auéT
MIPOBOJISATCS B MUCBMEHHOM (hopMe Ha KOMITBIOTEPE; BOZMOXKHO MTPOBEICHUE B (DOpME TeCTUPOBAHHUS.

® Ul JIMIl C HapyLICHUSMU OINOPHO-JBUTATEIBHOIO ammapara: JIEKIUU Oo(QOpMIISIIOTCS B BHJIE
JIEKTPOHHOI'O JIOKYMEHTa, JOCTYIIHOTO C IIOMOIIBIO KOMIBIOTEPA CO CIEHUATU3UPOBAHHBIM
IpPOrpaMMHBIM ~ OOeCrieYeHHeM; THChMEHHBIE 33/IaHUSl  BBIOJHSIOTCS HAa KOMIBIOTEpE CO
CIELUAIU3UPOBAHHBIM NPOIPAaMMHBIM 00€CIIeUeHHEM; FK3aMeH U 3auéT IPOBOJATCS B YCTHOH (hopme
WM BBITIOJIHSIOTCS B MIMCBMEHHOM (popMe Ha KOMITBIOTEpE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAETCs yBEIMUEHUE BPEMEHU /IS IOATOTOBKU OTBETA.

[Ipouenypa npoBeneHus NMPOMEXKYTOUHOW aTTeCTAlMU AJIsi OOy4YarOUIUXCSl YCTAHABIUBAETCS C
y4€TOM UX MHAMBHUIYANbHBIX NCUXO(PU3NUYECKUX 0coOeHHOCTeH. [IpoMexyTouHas arTectanus MOXeET
IIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

[Ipu mnpoBesaeHMH TpPOLEAYPHl OLEHUBAHUSA pPE3YJIbTaTOB OOy4YeHHs TMpeaycMaTpuBaeTCs
WCTIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOJMMBIX B CBSI3M C WHAWBUAYAJIbHBIMH OCOOCHHOCTSIMHU
oOydJarolmuxcsi. OTH CpeicTBa MOTYT OBITh IPEJOCTABIE€Hbl YHUBEPCUTETOM, MM MOTYT
HCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHE CPEJICTBA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3YAbTATOB OOyUEHHs JAOMYCKAETCsl C MCIOIb30BaHUEM
JMCTaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHHA.

ObecneunBaercs AOCTYN K HH(MOPMAIMOHHBIM U OubnuorpaduyeckuM pecypcaMm B CETH
WuTepHer u1s kaxaoro odyvaromierocs B popMax, aAanTHPOBAHHBIX K OTPAaHUYEHUSIM HUX 3J0POBbS U
BOCTIPHUATHS UHPOPMALIUH:

e UIsl CIENBbIX M CHA0OBUIAIIMX: B I€YaTHOM ¢opMe yBEIUYEHHBIM LIPUPTOM, B Qopme
AJIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® JIUIsl TIIYXUX U CJIa0OCIBIIAIINX: B Ie4aTHOU (opMe, B (hopMe FIEKTPOHHOTO JJOKYMEHTA.

e 1151 00Y4JaIOLINXCSl C HApYIIEHUSIMU OMOPHO-/IBUraTeIbHOTO amnmapara: B meyaTHoil gpopme, B
(bopMe IMEKTPOHHOTO JJOKYMEHTa, B (hopMe ayaunodaiina.

Y4eOHble ayIUTOpUU MAJIsE BCEX BHUJIOB KOHTAKTHOM M CaMOCTOSITENBHON paboOThl, Hay4yHas
OMOMMOTEKa W WHBIE TIOMENIEHUS [JIi OOYYEHHS OCHAIIEHBI CHEIHATbHBIM OO0OpPYIOBaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHHUYECKUMHU CPEJICTBAMHU O0yUEHUSI:

® JIJIsl CJIETBIX U CIA0OBUAAIINX: YCTPOMCTBOM JJII CKAHUPOBAHUS M YTCHHS ¢ Kamepoil SARA
CE; nmucrimeem bpaiinsa PAC Mate 20; mpuntepom bpaiinsg EmBraille ViewPlus;

oISl TIYXUX M CIA0OCIHBIIAININX: aBTOMATH3UPOBAHHBIM pPa0OYUM MECTOM JUIs JIIOJEH C
HapyIICHUEM CITyXa U C1abO0CIbIIIANINX; aKyCTUIECKUI YCUIIUTEIh U KOJIOHKH,

oI OOYYAIOUIUXCSl C HAPYIICHUSMH OTOPHO-JABUTATEIBHOTO ammapara: TepeIBIKHBIMU,
perynupyeMbiMud 3proHomMuueckumu napramMmu CHU-1; KOMIBIOTEpHON TEXHUKOW CO CHEIHATbHBIM
MIPOTPaMMHBIM 00€CTICYEHUEM.
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9. Metoanyeckue MaTepHuaJIbl

9.1 InaHbl NPAKTHYECKUX 3aHATHH

Pasznen 1.
Tema 1: Human Resource Management. Human capital. The 4 Ps of HR. Major trends
and challenges in HR
Ayoumopnan 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

Tema 2: Organizational Structure and Recruitment
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary 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.

Camocmoamenvnas 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
Ayoumopnan paboma
Paul Emmerson. Business Vocabulary 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
Camocmoamenvnaa 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



http://www.armintrost.de/
https://www.thebalancecareers.com/human-resources-acronyms-1918214
http://www.armintrost.de/
http://www.armintrost.de/
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Tema 4: Issues in the Workplace
Ayoumopnasn 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.

Ayoumopnas 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

Camocmoamenvnas paboma
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
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Unit 7
Ian 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

Camocmosamenvnas 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
Ayoumopnan 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
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Units 45-49


http://www.armintrost.de/
https://www.thebalancecareers.com/times-to-avoid-using-email-3545272
http://www.armintrost.de/
http://www.armintrost.de/
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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
Ayoumopnan 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

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

Tema 10: Making Presentations
Ayoumopnan paboma
Paul Emmerson. Business VVocabulary Builder. Units 51-56
Ian MacKenzie. English for Business Studies. Student’s book. P. 181-184
Reading: How to give a good presentation
Speaking, role-play: Present your company (ppt)
Grammar: Adjectives and adverbs. Degrees of comparison
Camocmoamenvnan 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
Camocmoamenvnas 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.
Ayoumopnan 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



http://www.armintrost.de/
http://www.humanresourcestoday.com/
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Camocmoamenvnas 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.
Ayoumopnan 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
Ayoumopnasn 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

Camocmosamenvnas 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 Vocabulary 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.
Ayoumopnan 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. (Ian MacKenzie. English for Business Studies. Student’s
book. Unit 10)
Speaking, role-play: Hotel chain in danger
Grammar: Pronouns

Camocmoamenvnaa 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



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
http://www.armintrost.de/
https://businessadvice.co.uk/hr/recruitment
http://www.armintrost.de/
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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
Ayoumopnan 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

Camocmoamenvnas 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
Ayoumopnas paboma
Paul Emmerson. Business VVocabulary Builder. Unit 8
Reading: What do managers manage?
Speaking: How to evaluate staff performance?
Grammar: Articles

Camocmoamenvnas paboma
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.
Ayoumopnasn 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

Camocmoamenvnaa 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.
Ayoumopnan 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

Camocmoamenvnas paboma
Grammar: Murphy, English Grammar in Use. Intermediate. Units 132-136


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/
http://www.armintrost.de/
https://www.thebalancecareers.com/
http://www.armintrost.de/
https://hrtrendinstitute.com/
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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.
Ayoumopnan 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

Camocmoamenvnaa 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'toccapuii Mo TMCHHUIIIMHE

English-English

A

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

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


http://www.armintrost.de/
https://hrtrendinstitute.com/
https://www.shrm.org/
http://www.armintrost.de/
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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
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
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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

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.

@)
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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

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.
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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.

Work shifts - set periods in which distinct groups of employees are scheduled to perform their work
duties (e.g., 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 — HeBbIXO1 Ha pabOTY, MPOTYIT

Appreciation Letter — 6marogapcTBeHHOE MUCHMO

Apprenticeship — npou3BoICTBEHHAsI TPAKTUKA, CTAKUPOBKA, MPOPIIOATOTOBKA

Attendance Policy — nopsinok siBku Ha paboTy

B

Basic Salary — nommkHOCTHO# OKJI1a

Benchmarking — conocraButenbHbIH aHAIN3 KOMITAHUN

Bonus - npemus

C

Career Break — nepepsiB B kapbepe, pa3pbiB B TPYIOBOM CTaxKe

Career Path — kapsepHas cTe3s, KapbepHbIi TyTh

Coaching — xoyuuHr, THAWBUAYATBHBIA HHCTPYKTAX, HATACKHBAHUE

Compensatory Off (Compensatory leave) — omnaunBaeMbIii BBIXOJHOM/OTITYCK
Competency - koMneTeHIHs

Confidentiality agreement - 1oroBop o KOHGHICHINATEHOCTH

Confirmation Letter — mucbMo-IOATBEPIKICHHE

Cost-Per-Hire - cpennss ctouMocTh HaliMa HOBOTO COTPYAHHKA

D

Delayering — cokpaiiieHre KOJIM4YecTBa yPOBHEH MOJUMHEHHOCTH B KOMIIAHUU
Disciplinary Procedure — nucruminsapHast mporeaypa
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Downshifting — nayHmu¢TrHT, epexoj ¢ BEHICOKOOIIauNBaeMOM, HO CBSI3aHHOM C Ype3MEpHBIMU
Harpy3kamu paboThl Ha 0oJiee CITIOKOWHYIO, XOTSI M HU3KOOIIJIAYNBACMYO

E

E-Recruitment — oHnaitH peKpyTHHT, METO/] TOMCKa PAOOTHUKOB C MTOMOIIBI0 HHTEPHET-PECYPCOB
Employee Assessment — orierka pabOThl COTPYTHUKA

Employee Empowerment - npegocraBieHie COTPYIHUKY OOJIbIICH aBTOHOMHH U
CaMOCTOSITEIILHOCTH

Employee Engagement — BOBJI€YCHHOCTH ITEPCOHATIA

Employment History — nociy>xHoO# CIIUCOK, TPYAOBOM CTaXX, HCTOPHUS 3aHATOCTH

Employee Lifecycle - )u3HeHHBIH [TUKIT COTPYAHHKA

Employee Onboarding - BBesieHre B JOIDKHOCTD M aallTUPOBAHKE HOBOT'O COTPYTHUKA
Employee Orientation - aganTanus HOBBIX COTPYAHUKOB

Employee Satisfaction - y1oBieTBOpEHHOCTb COTPYAHUKOB

Employee Turnover — teky4ects KaapoB

Exit interview — onpoc nipu yBOJIbHEHHH, COOECEIOBaHKIE B CBSI3H C MPEKPAILICHUEM KOHTPAKTa
Expatriate — skcniatpuanT (pasr. SKCIar), HHOCTPAHHBIN CICIUATUCT, JUTUTSILHO MPOKUBAIOIINN B
JTAHHOW CTpaHe

F

Five Factor Model — narudakropHast (aucrno3uioHanbHas) Moaesb 001Iero GyHKIMOHUPOBAHMUS
JUYHOCTH

Floating Holidays — mraBatomuii oTiryck

G

Gig Economy — rur-skoHOMHKa, 3KOHOMEKA (hpritaHca (korma paboTHUK, 0pOpMIICHHBIH KakK
NpeANPUHUMATEITb, OKa3bIBAIOIIUI YCIYTH KOMMEPYECKOW OpraHU3aInum)

Grievance — xano0a, mopsI0K 00/KaIOBaHUS TPYIOBBIX CIIOPOB

Gross Misconduct — rpyboe HapyiiieH#e, CEphe3HbIN MPOCTYIOK

Gross Salary — 3apaboTtHasi mata 0 BeIY€Ta HAJIOTOB

H

HR Audit — kaapoBbIii ayauT

HR Consulting — xaapoBbiii KOHCANTHHT, CBSI3aHHBIN C YIPABICHUEM U Pa3BUTHEM MIepCOHAIIA
Human Capital Management — ynpagieH#e 4eI0BeYeCKIM KaruTaioM

Human Resource Management — ynpapiieHre 4eT0BEYECKUMH PECypCcaMu

Human Resource Outsourcing — nenerupoBanne GQyHKIUU MO100pa U aIaNTalliK IepcoHaa
CTOPOHHEN OpraHU3alMH, KaAPOBBIA ayTCOPCUHT

I

Incentive Pay — moompuresbHas AeHeXHas Hajg0aBKa

Internship — craxxupoBka, npeaUIIIOMHAs PaAKTHKA

J

Job Analysis — anaim3 TpyIoBBIX ONepaluii, UCCIeI0BaHUE 0COOCHHOCTEH U CTICITU(PUKU Pa3HBIX
npodeccuii u TpeOOBaHUMN, TPEIBIBISIEMBIX K paOOYNM

Job Board — snextpoHHas 6upska Tpyaa

Job Description — momKHOCTHBIE 00S13aHHOCTH, TOJDKHOCTHAS HHCTPYKITUS

Job Rotation — porarust pabot, mepuoguuecKas cMeHa padboTh

Job Specification — kBanudukaronnsie TpedboBanus, npodeccuorpadus

K

Key Performance Indicators (KPI) — kitoueBbie nokaszarenu 3pGeKTUBHOCTH JACITEITBHOCTH
L

Labor Union — npodcoro3nas opranuzanus

Layoff — cokparenue mrara, meproa BpEMEHHOTO YBOJIbHEHUS

M

Management Style — cTuis ynpasieHus

Mentoring — HacCTaBHUYECTBO
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Merit Pay — npemuanbHbIe BHIILIATHI 32 YCIEXU B padoTe

N

Nepotism - KkyMOBCTBO

Net Salary — okian «Ha pyKi», YMCTOE BO3HATPAXKICHHUE

Nondisclosure Agreement — cornamieHue o Hepas3riialieHUH

O

Occupational Stress — npodeccruonabHbIi cTpecc

Occupational Burnout — npodeccroHaibHOE BRITOPaHHE

Offshoring - pasMereHre KOMIaHUEH YacTH CBOEH MPOM3BOJICTBEHHOM JACATEILHOCTH 32 PyOEkKOM, B
o dIIOpHBIX 30HAX

Employee onboarding - BBeeHre B 1OIDKHOCTD M aallTUPOBAHKE HOBOT'O COTPYTHUKA
Organizational Culture — kopmopatuBHast KyJlIbTypa

Outsourcing — nepenaya BBIOJIHCHUST (PYHKIMI CTOPOHHEH OpraHU3alUH, Ay TCOPCUHT
P

Payroll — pacyetHast Be1OMOCTb, IITAT COTPYAHUKOB (CITMCOYHBIH COCTAB)
Performance Appraisal — ornierka 3gphekTHBHOCTH pabOThI COTPYIHHUKOB
Probationary Period — ucnbiTaresibHbIN CPOK

Psychometric Test — ncuxomMeTpruecKuii TeCT

Q

Quality management — KOHTpOJIb Ka4eCTBa, yIPaBICHUE KAYeCTBOM

R

Recruitment — moa6op nepconaina, Haém

Redundancy — cokpartienue nepcoHaa

Retention — ynepsxanue nepconaia

Retirement — BeIX0/1 Ha ICHCUIO

S

Sabbatical Leave — akagemuueckuii OTITYCK

Salary — 3apaboTHas riaTa, JOKHOCTHOM OKJIa

Staffing — xaapoBoe obecrieueHne

T

Talent Acquisition — mon6op KBau(UIIMPOBAHHBIX KaJPOB

Team Building — MeponpusTHs MO CIIIOYEHHIO KOJJICKTHBA

Training — TpeHuHr, 00y4YeHue

U

Unconscious Bias — HeBosbHOE npeayOekieHue

\

Variable Pay — nuddepennnpoBannas Hag0aBka

w

Wage — cnenpHas orutara Tpyaa

Wage Drift — orkionenne gpaxkrudeckoid 3apabOTHOM TIIATHI OT PACUYETHBIX CTABOK
Work-life Balance - pesxum Tpyaa u oTsixa

Work Shift — pabouas cmena

Wrongful Termination — He3akOHHOE yBOJIbHEHHE



