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HOACHUTEJIBHAS 3AIIUCKA

YyeOHas JMCUMUIUINHA «/lenosovle KOMMYHUKAYUUY» (Business
Communication) sIBJIsSi€TCSI Ba)KHOW COCTABHOM YaCThIO ITOJTOTOBKYM MarkCTPaHTOB
B QHIVIOA3BIYHON IIPAKTHKO-OPUEHTHPOBAHHON MarucTparype Mo CrheluaibHOCTH
«bu3HEeC-aAMUHUCTPUPOBAHUEY.

AKTyaJleOCTb JIAaHHOU JUCHUIINIMHBI BBITCKAeT H3 HeO6XOIII/IMOCTH
COBEPIICHCTBOBAHUA Yy 6yHYHII/IX CriequaJIuCTOB B obJyiactu OusHec-
AIMUHHUCTPHUPOBAHUA 3HaHHﬁ, YMCHI/Iﬁ 1 HAaBBIKOB B HCITIOJIB30BaHMU aJCcKBATHBIX
CpeacTB 06II_IeHI/I${ B U3MCHAIOIINXCA YCIIOBHAX 6H3H€C-KOMMyHHKaHHH.

Leab Kypca cOCTOUT:

- B CHCTEMHOM H3JIOXKEHUM OCHOBHBIX NpOOJEMHBIX obnacteil OusHec-
KOMMYHHUKallMH, OBJIaJ€HUH OCHOBHBIMU MOHATHUSMH W TEPMHHOJIOTHEH, a TaKKe
HaBbIKAMH YCTHOT'O U ITIMCBMEHHOT'O JIEJIOBOTO OOIIEHMS;

- B DPa3sBUTUM KyJIbTYPHOH BOCIIPUMMYHMBOCTH, CHOCOOHOCTH K TPaBUIBHON
MHTEpIpeTalyd KOHKPETHBIX TNPOSBICHUH KOMMYHUKATHBHOTO ITOBEJCHUS B
ctepe OU3HEC-aIMUHUCTPUPOBAHUSI.

B 3agaym JqucUMIUIMHBL  BXOoAUT (GOPMHpPOBaHUE Y MarucTpaHTOB
CJIEIYIOLIUX KOMIIETECHIIUH:

- akademuyecKkol KOMIIETEHLMHU, T.e. 3HaHUS OCHOBHBIX IPABHJ JEJOBBIX
KOMMYHUKAlMHA B POJHONM CTpaHe U 3a pyOEKOM U yYMEHHE HCIONb30BaTh 3TH
npaBuia B [IPAKTHUYECKOM OOILIEHMH, a TaK)K€ Pa3BUTHE CIIOCOOHOCTH BUIETH U
YUUTBHIBaTh  MEXKYJIBTYpHblE pa3nuuuss B  IHpodeccHoHalIbHOM  OH3Hec-
KOMMYHHUKAI1H;

- COL[MCUZbHO—JZU'{HOCWlHOIZ KOMIIETCHIINH, KOTOPBIC HPOABIIAKOTCA B HYBCTBC
'PaXAaHCTBCHHOCTH, cOOCTBEHHOH 3HAYUMOCTH, OTBETCTBCHHOCTH 3a NPHUHATHC
4 o
PCLICHUU,

- npogheccuonanbHoOU KOMIIETEHIIUH, TPEANoIaralonlel yMeHne TBOpYecKn
peliath 3aJa4d B NpodecCHOHANBHON cdepe, UeTKO BBIpakaTb CBOM MBICIH B
MIUCEMEHHOH M YCTHOW (hopMe, OCYIIECTBIATh MHGOPMALMOHHO-aHANIUTHYECKYIO
BHEIIHEIKOHOMHYECKYIO JIESITEIBHOCTh B paMKax Oyaylled npodeccuu.

Hannas nucuumivHa GOPMHUPYET y MaruCTPaHTOB KOMMYHUKAMUGHYIO
KOMNnemenyuro, T.€. CIOCOOHOCTh aJeKBATHO TIOJIb30BaThCA SI3BIKOBBIMU U



HES3BIKOBLIMH CPEJCTBAMM B Pa3jU4YHBIX YCIIOBUAX oOuieHus B chepe OuszHec-
aJIMUHUCTPUPOBaHUsA. Ee COCTaBHBIMU YaCTSIMU SIBJISFOTCSI:

1) nuneeucmuueckas KOMIETEHIMS — aeKBATHOE HCIIOIB30BAHUE A3BIKOBBIX
CPEICTB Pa3HbIX YPOBHEU NSl BEIPAXKEHHUS MBICTIEH;

2) cmpamezuueckas KOMIIETEHIMSI — CIOCOOHOCTh IPaBHJIBHO BBIOHpATH
KOMMYHWMKATHUBHbEIE CTPAaTe€ryd M TAaKTUKH B 3aBUCHMOCTH OT CHTyaluu
YCTHOTO WJIX IUCBMEHHOTO OOIIeHHUS;

3) coyuoxynemypHas KOMIIETEHLHMS — 3HaHHWE OCOOEHHOCTEH KYJIBTYPHOI
Cpebl peueBoro napTHepa U y4eT COLUUAIbHOTO KOHTEKCTa OOIeHMS.

#%

TpeOoBaHHs K YPOBHIO YCBOEHHsI Y4eOHOH JHCIHIIIHHBI

B pesynbraTe NpOXOXACHUS NUCHUILIAHBL «/]enoevie KOMMYHUKAYUUY
(Business Communication) MarucTpaHT J0KeH

3HATb:

-  OCOOEHHOCTH AaHTJIOSI3BIYHOW YCTHOM ©W  THUCBMEHHOW  OHu3Hec-
KOMMYHMKALMHA, HEOOXOMUMBIE IS OCYIIECTBJICHHS JISJIOBOTO OOILEHUS B
chepe OusHec-amMuHHCTpuUpoBaHusi (verbal and nonverbal business
communication, business ethics, business communication and conflict
resolution, making decisions in business, business correspondence, various
formats of business oral presentations, job application process, etc.);

- TMpaBWJa HUCIIONB30BAHUSI KOMMYHHMKATHBHBIX TaKTHK W OCOOEHHOCTH
KYJIbTYpHBIX pa3JIMdUil B Mpoliecce JeNoBOro OOIIeHWs B YCTHOH W
MUCbMEHHOU opMax;

- OCHOBHBIE MCXKKYJIbTYPHBIC Pa3JIndusl B HCJITOBBIX KOMMyHI/IKaI_[I/ISIXC(l)CpBI
6I/I3H€C-alIMI/IHI/ICTpI/IpOBaHI/ISI;

yMeTh:

- COOTHOCUTh  BepOajbHble W  HeBepOalbHBIE  XapaKTEPHCTHKU
KOMMYHHMKAIIMK C 3aJaHHOM KOMMYHUKATHUBHOM CHUTyalluell B IIpolecce

JIeJIOBOTO OOIIEHHS;



- TPHUMEHATH  pa3JIdYHble peueBble TAKTUKA U1 peaju3aluu
KOMMYHUKAaTUBHBIX CTpaTeruii B XOJe YCTHOTO W TMKHCBMEHHOIO IeIOBOro
o0IIIeHHUST;

- MPUMEHATE METOIbl pa3pelleHuss KOH(MIMKTHBIX CHUTyalluil B mpoilecce
JENOBOro OOINEHMS KaK B MOHOKYJIBTYPHOM, TaK YU B MOJUKYJIBTYPHOM
KOHTEKCTax;

- UCIOJB30BaTh alpoOUpOBaHHbIE MPUEMBl W TEXHUKH YCTHOIO H
MMCBMEHHOTO JIeJIOBOro OOIIEHHUs B poIecce yCTpolcTBa Ha paboTy;

- IpPUMEHSTh CTpaTerdd MW IUIAaHUPOBAHUE [IEJIOBOH IIEPEIUCKH C
3apyOeXHBIMU TTapTHEPaMU TI0 OU3HECY;

- 3(QHEKTUBHO IMPEICTABIATh CBOIO TOYKY 3pPEHHS B MPOLECCY YCTHBIX
pe3eHTalui pa3inyHbIx GOPMATOB.

DopMbl KOHTPOJISE
OcHOBHBIMHU (pOpMaMU KOHTPOJIS SIBJISIFOTCS :
- ppoHTaNBHBIN OMpoC,
- COOOIIEHMS U JOKJIabl MATUCTPAHTOB 10 OTAEILHBIM TeMaM,
- TIPOBEPKA NPAKTUYECKUX 3alaHUH;
- OU3HEC-TIPe3eHTalMU Pa3InYHbIX (POPMATOB.

Kype «/lenoevie xommynuxayuu» (Business Communication) s
MAariCTPaHTOB AHIJOA3BIYHON IPAKTUKO-OPHEHTHPOBAHHOM MardCTpaTyphl
OCYIIECTBIISIETCS B BHJIE JICKITUI 1 CEMHUHAPOB B 3-M CEMECTpe U 3aKaHYMBAETCS
IJK3aMeHOM B 3-M ceMecTpe, KOTODBIA TIpeJllonaraeT IpPOBEpPKY 3HaAHHM
M3yYeHHBIX pa3fieNloB B OOJACTH JeNIOBBIX KOMMYHHUKalUd B BHUJE YCTHOIO
OTBETa M MPAKTUYECKOIO MUCHBMEHHOTO 3aJlaHMsl COCTAaBUTH JEOBOE MUCHMO
(bopmar keiic-ctann).

Bcero yacoB no gucuuiuinge — 236 4yacoB, U3 HUX:

AyJIUTOPHBIX — 72, B TOM 4HcJe: JeKuyd — 42 9acoB,

ceMuHapckue 3aHsaTHs — 30 yacoB (3-i cemecTp);

caMocToaTeabHas pabora — 164 yaca.

Pexomenayemast popMa KOHTPOIIS — 9K3aMeH (3-# cemectp).



IIpumepHbIii TEeMAaTHYECKUH NJIAH AHCHHILIHHBI

(Approximate Discipline Curriculum)

TEMbI

Haumenosanue pa3za€iioB, TEM

KomuuecTso yacos

Jlexuu

CemuHapckue

3aHATHA

[IpeamMer w  3HadeHHe  JIEJOBBIX
koMmmyHukanuii./ Essentials of business
communications.

2

BepbanbpHas v HeBepOanpHas Ou3Hec-
koMMmyHuKanus. / Verbal and nonverbal
business communication.

IlenoBoe oOlieHue B JeHCTBUU. busHec-
stuka. arm k ycnexy. / Business
communication in action. Business
Ethics. Steps to success.

JlenoBoe oOuleHHe NpH YCTPONCTBE Ha
paboty. / Business communication in the
process of job application.

Henoass nepemnucka. CrpaTeruu W
IJIaHUPOBaHUE / Business
correspondence. Strategies and planning.

MexXKyJNIbTypHass  KOMMYHHWKalys B
chepe OuszHeca, MEHEIKMEHTa H
MIepeTOBOPOB / Cross-cultural
communication in business,
management and negotiations

JenoBasi KOMMYHUKAIUs U pa3pelIeHUE
KoH(nuKTa. /Business communication




and conflict resolution.

3 Henosoe ob1eHue B rpynnax 4 2
(Ilpunste  pemrenuit). /  Business
communication in groups (Decision
making).
9 Jenosass KOMMYyHUKallUsg Ha MyOsnuke 4 8
(ITpesenTauun). / Business
communication in public
(Presentations).
10 Pa3BuTHE HAaBBIKOB [AeI0BOr0 OOIEHUS B 2.
TedeHue Bceit km3uu. / Lifelong
development of business communication
skills.
Bcero ayainTopHbIX 4acoB 3a ceMecTp: 42 30




Conep:xkanue yueonoro marepuaJja / Curriculum Content

Tema 1.

Ilpeomem u 3nauenue oOenosvix kommynurauui. / Essentials of business
communications

Elements of communication (People / Messages / Channels / Noise / Context /
Feedback / Effect. Barriers to communication. Crucial characteristics of
communication (dynamic / unrepeatable and irreversible). Functions of
communication (understanding and insight, meaningful relationships, influence
and persuasion). Axioms of communication. Models of communication.
Communication and self-concept. Developing self-awareness. Improving your
effectiveness as a communicator.

Tema 2.

Bepoanvnas u nesepoanvnaa ousnec-kommynuxkayus. / Verbal and nonverbal
business communication.

Verbal and nonverbal communication (proportion, specifics in business settings).
What nonverbal behavior communicates. Functions of nonverbal communication.
Guidelines and limitations of nonverbal communication. Classifications of
nonverbal business communication by body behavior (body language, kinesics,
posture, gestures, facial expressions, eye contact), space and distance, time (M-
time, P-time, informal time), paralanguage, silence.

‘T ema 3.

enosoe oowienue 6 oeiicmeuu. buznec-smuxa. lllazu K ycnexy. / Business
communication in action. Business Ethics. Steps to success.

Stereotypes and prejudices as barriers on the way to business communication.
Business ethics as a part of business communication. Culture bound business
ethics. Case studies: being positive; being thoughtful; being a team player; being
interested; being organized; being punctual; being prepared; being polite; being
patient; being loyal.



Tema 4.

/lenoeoe oowienue npu ycmpoiicmee na pabomy. / Business communication in
the process of job application.

Job seeking process. Job market research. Sources of searching for openings (want-
ads, networking, contacting companies directly, executive recruiters and
employment agencies, online services). Self-assessment of one’s personality and
skills (your selling point in job hunting process, career discovery process — your
skills, interests, attributes and results). Reésumé formats (chronological,
combination, targeted, alternative, creative alternative, resumap), CV. Résumé
writing rules. Coverings letters, references and business cards. Handling an
interview.

Tema 5.

/enosan nepenucka. Cmpamezuu u nianupoearue / Business correspondence.
Strategies and planning.

The importance of planning. A problem-solving approach (considering the reason;
assessing the receiver; choosing the sender; consider timing and channel; choose
the proper tone and the right level of formality).Structure of a business letter.
Letter’s contents and style. Types of letters (enquiries, replies, orders, complaints,
credit, banking  correspondence;  transportation/shipping,  miscellaneous
correspondence). Useful expressions in business correspondence.

Tema 6.

MedxtcKy1emypHaa KOMMYHUKaAUUa 6 chepe duzneca, MeHeOICMeHma u
‘nepezosopoe / Cross-cultural communication in business, management and
negotiations.

Culture and business setting. Cultural views toward management and managers
(North American management culture, European management cultures, Asian
management cultures, Latin American management cultures). Culture-specific
business practices (business protocol, initial contacts, greeting behaviors, gift
giving). Negotiation (negotiation pacing and styles, social trust). Cultural conflicts
in the workforce. Case studies.



Tema 7.

Henoeasn kommynukayua u paspewieHue Konfpiukma. / Business
communication and conflict resolution.

Three approaches to understanding conflict. Conflict as opportunity vs. conflict as
destructive. Interpersonal approach to conflict. Types of conflict (affective, conflict
of interest, value conflict, cognitive, goal conflict).Strategies and tactics. Styles of
managing conflict (dominating, integrating, compromising, obliging and avoiding).
Avoiding and resolving conflicts. Cooperative vs. competitive conflict: win-win or
win-lose? Managing intercultural conflicts. Dealing with confligt. Mediation.

Tema 8.

[enoeoe o6wenue 6 2pynnax (Ilpunamue pewenuit). / Business
communication in groups (Decision making).

The role of the group in problem solving. Advantages and disadvantages of the
small group. Decision making in groups: reaching goals. Strategies: methods of
decision making; personal styles: a decision making grid; questions for decision
makers: facts, values and policies; a framework for decision making: reflective
thinking; the search for better ideas: brainstorming. Large groups (companies) case
studies: Johnson and Johnson, Inc.; Levi Strauss & Co.; Airbus Industrie and
Boeing Co.

Tema 9.

enosasa kommynurkayua nHa nyonuxe (Ilpesenmayuu). / Business
communication in public (Presentations).

;A‘ssessing the reason and the audience. Assessing the occasion and conditions.
Considering the subject. Organizing the material and ideas in the process of
designing a presentation. Developing your speech: supporting your ideas.
Delivering your speech: presenting your ideas in different formats of presentations:
problem-solution speech; explaining visuals; definition speech; speech from your
area of studies; summary speech; final speech from your major area of studies.



Tema 10.

Paszeumue naevikoe 0e106020 00uwenua 6 meuenue eceii scusnu. / Lifelong
development of business communication skills.

Communication and change. Acknowledging change. Change and growth.
Communication and your “people environment”. Assessing your confidence.
Assessing your communication. Developing the ability to communicate as a life-

long task.
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