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	Виды занятий
	Распределение по семестрам 

в часах 
	Всего часов

	
	3 семестр
	4 семестр
	

	1
	2
	
	3

	Общая трудоемкость
	
	
	360

	Аудиторные занятия, в т.ч.:
	16
	10
	26

	лекционные (ЛК)
	0
	0
	0

	практические (семинарские) (ПЗ, СЗ)
	16
	10
	26

	лабораторные (ЛР)
	
	
	

	Самостоятельная работа студентов (СРС)
	128
	134
	262

	Форма промежуточного контроля в семестре*
	Экзамен
	Экзамен
	72

	Курсовая работа (курсовой проект) (КР, КП)
	-
	
	-


Краткое содержание курса
Семестр 3:

Тема 1. Introducing yourself. Forms of addressing. Greeting, parting with people.
Тема 2. Meeting people. Getting aquainted.
Тема 3. Telephone conversations.

Тема 4. Business correspondence.

Тема 5. Going through the Customs.

Тема 6. At the Hotel.

Тема 7. Travelling on business.

Тема 8. Getting a job.

Тема 9. Meeting. Incentive. Conferences. Exhibitions (MICE).
Семестр 4:

Тема 10. Entertainments in tourism.

Тема 11. Company organization.

Тема 12. Presenting your company.

Тема 13. Travel agency. Customers.

Тема 14. Dealing with complaints.

Тема 15. Business etiquette. Gifts.

Тема 16. Corporate culture.

Тема 17. Business Ethics.

Тема 18. Market research.
Семестр 3
Форма текущего контроля 
Устное высказывание по изучаемой теме

Устное высказывание является одним из основных способов учета знаний магистранта по предмету. Развернутый ответ должен представлять собой связное, логичное последовательное сообщение на заданную тему, показывать его умение применять определения, правила в конкретных случаях. При оценке магистранта необходимо учитывать следующие критерии: полноту и правильность ответа, степень осознанности, понимания изучаемого, языковое оформление ответа.
Монологическое высказывание

Монологическое высказывание является одним из основных способов учета знаний магистранта по предмету. Развернутый ответ должен представлять собой связное, логичное последовательное сообщение на заданную тему. При оценке магистранта необходимо учитывать следующие критерии: полноту и правильность ответа, степень осознанности, понимания изучаемого, языковое оформление ответа.
Вопросы для подготовки монологического высказывания по теме:

· What type of position are you interested in?
· Why do you think you would like this particular type of job?
· What kind of training have you had?
· What kind of work experience have you had?
· Why do you feel you are suited for this position?
· What do you want from a new position?
· Why do you want to work for this company?
· What can you do for this company?
· What would you like to be doing five years from now?
· Why did you leave your last job?
· Do you get along well with others?
· What were your favorite courses in school?
· What do you know about our company?
· Do you prefer working by yourself?
· How often did you miss work (or school) last year?
· Do you need close supervision when you work?
· What are your main strengths?
· What are your main weaknesses?
· What makes you angry?
· Are you willing to go anywhere the company needs you?
· How do you spend your leisure time?
· Why do you think we should hire you?
Контрольная работа

Контрольная работа проверяет усвоение студентом материала тем программы изучаемого предмета: основных понятий, правил, степень самостоятельности, умения применять на практике полученные знания, используя, в том числе ранее изученный материал. 

Контрольная работа предлагается в двух вариантах. Студенты, шифр зачетной книжки которых оканчивается на нечетную цифру выполняют вариант № 1; на четную и 0 – вариант № 2. Контрольная работы выполняется письменно в тетради или печатается на листах формата А4. Титульный лист, план, библиографический список должны быть оформлены в соответствии со всеми требованиями.
Вариант № 1                     

Job application
1. Read and translate the text into Russian:
A completed job application provides the employer with two kinds of important information about you:
1. The answers to questions about your education and work experience.
2. The answers to  unstated but important questions  about your  ability to  follow directions, work neatly, spell correctly, and provide accurate and complete data.
A completed job application is a statement about your personal, educational, work experience. It is also a statement about some of your other very important characteristics as a person and as a prospective employee.
Preparation
Regardless of where you fill out the application, you should have the following items before you begin:

1. Your personal data sheet.

2. A pen with black or dark blue ink and an extra pen with the same type of point and ink.

3. Blank paper for writing practice answers to difficult questions.
Filling out the application 
Read the application carefully, follow the instructions, write neatly, and answer all the questions completely. Sometimes it is difficult to answer certain questions. 

There are three kinds of questions that are difficult to answer:

1. Questions that do not apply (relate) to you.

2. Questions that you do not want to answer because you believe your answer will be misunderstood.
3. Illegal questions that you should not be asked.                                                                                              

    
Questions that do not apply to you are not really difficult to answer. All that you should do is write "N.A." (Not Applicable) or make a short dash (-) in the answer space. If you make a short dash (-) in the answer space, the employer will know that you read the questions, but that it does not apply to you.
     
Questions that you do not want to answer because you believe you answer would be misunderstood are more difficult to answer. We suggest to write, "Will discuss during the interview," as the answer to that questions.

Illegal questions are also difficult to answer. It is illegal for employers to ask about your race, religion, sex, marital status, family planning, child care arrangements, and age - unless they are real occupational qualifications. Unfortunately, it is not always possible for you to know which questions are illegal or whether the employer has discriminatory hiring practices. 
Many experts suggest that it is better to answer these questions. If you do not answer them you will illegal questions. And if you refuse to answer them, you might avoid working for an employer who practices discrimination.
2. Fill in the form given below:
	Personal

	Name
	Social security number

	Address    (Street)        (City)        (State)       (Zip Code)
	Phone (Area Code and Number)

	Who should be notified in case of emergency (Give Name, Phone and Relationship)

	Do you have a valid driver’s license? □ Yes    □ No
	Marital status
	No of dependents

	Education

	Name of School
	Year Graduated
	Course Taken or degree
	Scholastic Average

	High school
	
	
	

	Type of business school
	
	
	

	College
	
	
	

	Extracurricular activities

	Experience (Give present of last position first. If additional space is needed. Attach separate sheet). 

	1. Company
	Address

	Type of business / industry
	Employed (month & year)
From                         to

	Position(s) held
	Supervisor’s name

	Describe your duties

	
	Why did you leave?

	Days lost from work due to illness ________           injury __________          other _________                

	2. Company
	Address

	Type of business / industry
	Employed (month & year)
From                         to

	Position(s) held
	Supervisor’s name

	Describe your duties

	
	Why did you leave?

	Days lost from work due to illness ________           injury __________          other ________                 

	Personal references (name three persons who have known you at least two years.  Not former employers or relatives)

	Name
	Address
	Phone



3. Write a job application to the employer.



4. Make a note of unfamiliar words from the text.
Вариант № 2                     
The job interview
1. Read and translate the text into Russian:
A job interview is your opportunity to present your talents to a prospective employer. During the interview, an employer judges your qualifications, appearance, and general fitness for the job opening. It is your opportunity to convince the employer that you can make a real contribution.
Equally important, the interview gives you a chance to evaluate the job, the employer, and the company. The interview helps you decide if the job meets your career needs and interests and whether the employer is the kind you want to work for.
Before the interview 
Have all of your records and work-related information available. 

Following are specific suggestions to help you prepare for a successful employment interview:


– Learn all you can about the company where you are going for an interview –  its productor service, standing in the industry, number and kinds of jobs available, and hiring policies and practices.
· Know (memorize) what you can contribute to the employer: your 
education and training, your work experience, and what you know how to do.

· Write down the questions you want to ask during the interview.
· Practice talking about yourself, your background, why you want the job, 
and what you have to offer.

– If you do not have a personal data sheet that includes references, be prepared to give the names, addresses, and business affiliations of three persons (not relatives) who are familiar with your work and character.
· Learn the normal salary scale for the kind of job you are seeking.
· Don't bring anyone with you to the interview.


– Dress correctly for the interview. Women should not wear bright, tight, or revealing (sexy) clothing. Women should also not wear too much jewelry, perfume, or makeup. Men should also avoid bright or tight clothing; too much jewelry or cologne; T-shirts, blue jeans, or tennis shoes. Colors and designs should be conservative and coordinated. Women should wear skirts or skirt suits (without slits). It is better for women not to wear pants. For both women and men, shirts should not be unbuttoned more than one button. Clothes should be clean, ironed, well fitting, and comfortable.
Do not be too informal, but do not be too formal, either. Dress a little better than you would for the job. Try not to dress better than the employer.

– Reassure yourself that the employer wants to hire someone who will benefit the company. Being well prepared and organized for the interview will help you convey the message that you are that person.
· Before getting dressed for the interview, you should bathe, put on 
underarm deodorant, brush your teeth, and use a mouthwash.
During the interview 
Preparing for the interview is the first step. Participating in the interview is the second step. The following suggestions will help you make the interview as successful as possible:


– Arrive early, dressed appropriately, and relaxed.


– Do not smoke, eat, drink, or chew gum during the interview, unless you are specifically invited to and the employer does, too.


– Be pleasant and friendly but businesslike. Begin with a firm handshake (even if you and/or the interviewer are women!), a self-introduction, and a smile. Try to convey (demonstrate) confidence, but not too much confidence.


– Show the employer you are very interested by sitting up and leaning forward a little. Nod your head up and down sometimes to show that you are listening and that you understand. Look in the employer's eyes occasionally.



– Let the employer control the interview. Your answers should be frank (honest) and brief (short), but complete.


– Be flexible and cooperative, but give the employer a clear idea of your job preferences.


– Talk about your qualifications without exaggeration.


– If you have not sent your resume in advance, present it or your work records, references, personal data, work samples, or other materials to support your statements when the employer requests them.


– Do not criticize past or present employers, teachers, schools, or colleagues.


– Don't   discuss   your   personal,   domestic,   or   financial   problems,   unless   you   are specifically asked about them.


– Don't be in a hurry to ask questions, unless the employer invites them. But don't be afraid to ask what you need to know. If the employer offers you a job, be sure you understand exactly what your duties will be.


– Be prepared to say the approximate salary you want, but not until the employer has introduced the subject. Be realistic in discussing salary.


– If the employer does not definitely offer you a job or tell you when you will hear about it, ask when you may call to learn the decision.


– If the employer asks you to call or return for another interview, make a written note of the time, date, and place.


– Thank the employer for the interview. If the company cannot use you, ask about other employers who may need a person with your qualifications.

After the interview 
There are two things you should do after each job interview. First, learn what you can from your experience during the interview. Second, send a thank-you letter to the interviewer (employer).
To learn what you can from your experience during the interview, ask yourself these questions:


– What did I say that seemed to interest the employer?


– Did I present my qualifications well? Did I forget to discuss any qualifications?


– Did I miss opportunities to "sell" myself?




– Did I learn all I need to know about the job? Or did I forget or hesitate to ask about things that are important to me?


– Did I talk too much? Too little?


– Was I too tense?


– Was I too aggressive? Not aggressive enough?


– How can I improve my next interview?
When you have answered these questions, make a list of the specific things you can do to change your performance during an interview.
Send a brief thank-you letter to the interviewer. 


2. In writing answer the questions commonly asked during the interview:
–  What type of position are you interested in?
  –  Why do you think you would like this particular type of job?
· What kind of training have you had?
· What kind of work experience have you had?
· Why do you feel you are suited for this position?
· What do you want from a new position?
· Why do you want to work for this company?
· What can you do for this company?
· What would you like to be doing five years from now?
· Why did you leave your last job?
· Do you get along well with others?
· What were your favorite courses in school?
· What do you know about our company?
· Do you prefer working by yourself?
· How often did you miss work (or school) last year?
· Do you need close supervision when you work?
· What are your main strengths?
· What are your main weaknesses?
· What makes you angry?
· Are you willing to go anywhere the company needs you?
· How do you spend your leisure time?
· Why do you think we should hire you?


3. Write a thank you letter to the employer.



4. Make a note of unfamiliar words from the text.
Семестр 4

Форма текущего контроля 

Реферат

Продукт самостоятельной работы студента, представляющий собой краткое изложение в письменном виде полученных результатов теоретического анализа определенной научной (учебно-исследовательской) темы, где автор раскрывает суть исследуемой проблемы, приводит различные точки зрения, а также собственные взгляды на нее.

Критерии формирования оценки реферата: 

Оценка «отлично» ставится, если выполнены все требования к написанию и защите реферата: обозначена проблема и обоснована её актуальность, информация изложена логично и без грамматических, орфографических, лексических и стилистических ошибок, сформулированы выводы, тема раскрыта полностью, выдержан объём, соблюдены требования к внешнему оформлению, даны правильные ответы на дополнительные вопросы.

Оценка «хорошо» – основные требования к реферату и его защите выполнены, но при этом допущены недочёты. В частности, имеются некоторые грамматические, орфографические, лексические или стилистические ошибки в изложении материала; отсутствует логическая последовательность в суждениях; не выдержан объём реферата; имеются упущения в оформлении; на дополнительные вопросы при защите даны неполные ответы.

Оценка «удовлетворительно»  – имеются существенные отступления от требований к реферированию. В частности: тема освещена лишь частично; допущено много грамматических, орфографических, лексических и стилистических ошибок в содержании реферата или при ответе на дополнительные вопросы во время защиты, отсутствует вывод.

Оценка «неудовлетворительно» – тема реферата не раскрыта, обнаруживается существенное непонимание проблемы.

Темы для подготовки реферата


Тему реферата по заданной тематике студенты выбирают по желанию. Реферат пишется на английском языке и должен быть объемом 6-8 страниц. Титульный лист реферата, план, библиографический список должны быть оформлены в соответствии со всеми требованиями. В конце реферата обязателен список всех незнакомых слов с переводом. 

Реферат по данной дисциплине должен быть написан на английском языке и может быть представлен по одной из следующих тем: 

1. The rules of speech etiquette.

2. Large versus small companies.
3. Recruitment process. 

4. Work environment. 

5. Customer care. Customer complaints.

6. Business letters: American style vs. British.   

7. Business documents.
8. Forms of business cooperation.
9. Business ethics.
10. The role of advertising. Advantages and disadvantages.
11. Mass Media and Society.
12. How to increase the flow of tourists in our country. 

Рефераты, не отвечающие требованиям, имеющие ошибки в содержании и оформлении, а также рефераты, взятые из Интернета, не принимаются к защите.

Форма промежуточного контроля  

Экзамен (семестр 3)
Экзамен по деловому иностранному языку проводится в устной и письменной форме. По окончании  семестра по данной дисциплине студенты заочной формы обучения сдают экзамен по экзаменационным билетам. 

    
Экзаменационный билет включает 2 вопроса. Один вопрос выполняется в письменной форме, другой – в  устной.

Вопросы к экзамену

1. Introducing yourself. Forms of addressing.

2. Greeting, parting with people. Make Conversation.

3. Greeting, parting with people. Make Conversation.

4. Getting acquainted. Role play a situation. Mind the formality. 

5. Telephoning. Make a call. Take a call. 

6. Telephone conversations.  Leaving a message on an answering mashing.

7. Making appointments. Changing appointments.

8. Business correspondence. Structure. Envelope. 

9. Types of letters.

10. Business letters. Write an offer, inquiry, complaint. Translate a contract. 

11. Going through the Customs.

12. Customs House. Customs regulations. Customs declaration. 

13. Customs restrictions. Сustoms duty. 

14. At the Hotel.

15. Registration form. Hotel reservation form. 

16. Classification of hotels. 

17. Travelling on business.  

18. Travelling by air.

19. Travelling by train. 

20. Renting a car.

21. Organizing and conducting various corporate events. 

22. MICE in Russia. 
Экзамен (семестр 4)

Вопросы к экзамену
1. Modern tendencies. Sectoral events. 

2. MICE-opportunities of hotels.  

3. Entertainment Sector in Tourism. 

4. Companies in the entertainment sector. 

5. Company organization.

6. Forms of business organization. 

7.  The structure of a company. 

8.  Duties of Travel Agents. Travel agents management. 
9.  Travel Customer. Customer Service in the Travel Industry. 
10.  Steps to Dealing with Customer Complaints.
11.  The Essentials of Business Etiquette. 

12.  Rules in everyday activities. 
13.  Specific professional skills. 

14.  Characteristics of Successful Corporate Cultures. 

15.  Six Components of a Great Corporate Culture. 
16.  Business Ethics. Fairness and Honesty.
17.  Market research. 

18.  Getting a job. Careers in tourism. 
19.  Personal qualities, professional skills and qualifications.
20.  Writing a resume. 
21.  Job application. 

22.  Preparing for an interview. 
23.  Interview techniques.
Оформление письменной работы согласно МИ 4.2-5/47-01-2013 Общие требования к построению и оформлению учебной текстовой документации
Учебно-методическое и информационное обеспечение дисциплины



Основная литература

1. Воробьева С.А. Деловой английский для гостиничного бизнеса = Business english for hotel industry : учеб. пособие / С.А. Воробьева, А.В. Киселева. - 3-е изд. - М. : Филоматмс, 2008. - 336с. 

2. Воробьева С.А. Деловой английский для ресторанного бизнеса = Business english for restaurants and catering : учеб. пособие / С.А. Воробьева. - Москва : Филоматис, 2006. - 272 с. 

3. Деловой английский = Business English : учебник / под ред. Л.С. Пичкова. - Москва : ТК Велби : Проспект, 2009. - 1008с. 

4. Любимцева С.Н. Деловой английский для начинающих : учебник / С.Н. Любимцева, Б.М. Тарковская, Л.Г. Памухина. - 14-е изд. - М. : ГИС, 2008. - 368с. 

5. Рыжков В.Д. Деловой английский язык: Менеджмент : учеб. пособие / В. Д. Рыжков. - Калининград : Янтарный сказ, 2006. - 256 с. 

6. Титова М.П. Деловой иностранный язык : учеб. пособие / М.П. Титова, О.А. Лях, Е.В. Крылова. - 2-е изд., перераб. - Чита : ЗабГУ, 2012. - 162с. 
Дополнительная литература 

1. Бузаров В.В. Практическая грамматика разговорного английского языка = Essentials of conversational english grammar : учеб. пособие / В.В. Бузаров. - 3-е изд.,стер. - М. : Академия, 2010. - 416с. 

2. Гусевская Н.Ю. English for Science Students : учеб. пособие / Н.Ю. Гусевская, В.М. Еремина. - Чита : ЗабГГПУ, 2011. - 142 с. 

3. Деловой английский язык = Business English : учеб. пособие / сост. Е.В. Пинская. - 4-е изд., стер. - Киев : Знание, 2008. - 182с.
4. Липка-Ким Ю.А. Английский язык в профессиональной сфере : учеб. пособие / Ю.А. Липка-Ким, И.Н. Соловьева, Е.С. Эмирзиади. - Чита : ЗабГУ, 2012. - 148с. 

5. Нешумаев И.В. Англо-русский словарь современной деловой разговорной лексики: Около 18000 слов и словосочетаний / И.В. Нешумаев. - 2-е изд., стер. - Москва : Русский язык МЕДИА, 2006. - 679 с. 
6. Радченко Е.Н. Spoken and business english (разговорный и деловой английский язык) : учеб. пособие / Е.Н. Радченко. - Чита : ЗабГУ, 2013. - 86 с. 

7. Сергейчик Т.С. Английский язык в сфере делового общения / Т.С. Сергейчик; Т.С. Сергейчик. - Кемерово : Кемеровский государственный университет, 2010. - 108 с. 
Собственная литература 

1. Крылова Е.В. Английский язык для туроператорской и турагентской деятельности : учеб. пособие / Е.В. Крылова, О.А. Лях. - Чита : ЗабГУ, 2015. - 117 с.


2. Пучкова Ю.Л. Иностранный язык в профессиональной сфере : учеб. пособие / Ю.Л. Пучкова. - Чита : ЗабГУ, 2014. - 266 с. 


3. Титова М.П. Деловой иностранный язык : учеб. пособие / М.П. Титова, О.А. Лях, Е.В. Крылова. - 2-е изд., перераб. - Чита : ЗабГУ, 2012. - 162с. 


Базы данных, информационно-справочные и поисковые системы

1.  Educational resources of the Internet – English [Электронный ресурс]. Режим доступа: https://www.alleng.ru/english/engl.htm
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