YACTHOE IPO®ECCHUOHAJIBHOE OBPA30OBATEJILHOE YYPEK/JIEHUE
«BJIAJIMKABKA3CKHUIA MPO®ECCUOHAJBHBINA KOJIJIE K
(YIIOY BIIK)

PACCMOTPEHO YTBEPXKJAIO
Ha 3acenanuu [lenarornyeckoro cosera Hupexrop YIIOY BIIK

HpOTOKOH NQ 12 Ceepenua 06 31eKTPOHHOI noanucy
Moanucano: XytuHaesa CBetnaHa

oT «29» mast 2026 T. 3JypanosHa
AomxHocTb:  AvpekTop
MNonb3oBatens: skhutinaeva

ITpuxaz Ne 30-/1 ot «29» mas 2026r.

OLHEHOYHBIE MATEPHUAJIBI

CT'.02 THOCTPAHHBIN SA3BIK B TIPO®ECCHOHAJBHON
JAEATEJIBHOCTHU

cpenHero mpoheccuoHaILHOTO 00Pa30BAHMS
o npodeccun 46.01.03 Jle1onpousBoaureinb

KBanudukanus moaroToBKu:

JIeTTOTIPOU3BO/IUTEIh

dopma o0yueHHs: OuHas

HopMmaTtuBHBIH cpok 00y4YeHHUs:

10 mecsneB Ha 6a3e cpenHero odIero oopa3oBaHus

Bnagukaska3s - 2026



B PE3YIbTATC OCBOCHUA NTUCHTHUILINHBI 06yqarou11/1171051 JOJIKCH:

1. INTAHUPYEMBIE PE3YJIbTATBI OCBOEHUSA JTUCIUIIJIMHBI

- COCTaBJISAITh U O(OPMIIATH JICTIOBYIO
JOKYMCHTAIIUIO HAa MHOCTPAHHOM f3BIKE;
- MOJACPKUBATh MPO(HEeCCUOHATBHOE
OOIIeHHS Ha UHOCTPAHHOM SI3bIKE:

- IOHUMAaTb O6HIPII>1 CMBICJI HETKO
MPOM3HECEHHBIX BHICKA3bIBAHNHN HA
npohecCHOHANBEHBIC TEMBI;

- IOHUMAaTh TEKCTHI Ha Oa30BEIE U
poeCCUOHATILHBIC TEMBI;

- CTPOUTH TIPOCTHIE BHICKA3bIBAaHUS O ceOe
1 0 CBOEH mpodeccroHaTHHOU
JIESITEIbHOCTH,

- y4aCTBOBATh B AHUAJIOTaX HA
po¢eCCHOHATBHBIC TEMBI.

Kon Ymenus 3nanus

IIK, OK
OK 01 - paboTathb ¢ mpodeccuoHaTbHBIMU - IpaBUJIa MOCTPOCHUSI TPOCTHIX U
OK 02 TEKCTaMH Ha MHOCTPAHHOM S3bIKE: CJIO’KHBIX MPeI0KEeHNH Ha
OK 04 - 0051a1aTh YMEHHEM ITOMCKOBOTO U npo¢eCCHOHATILHBIE TEMBI;
OK 09 IIPOCMOTPOBOTO YTEHUSI, U3BJICUECHUS - OCHOBHBIE
gi }; bakTryeckoit nHGOpPMALIUU U3 00IIeyTOTPEOUTENHHBIC TTIATOJIBI
K 1.6 JIOKYMEHTOB; (ObrTOBas M podeccuoHaIbHas

JICKCHKA);

- JIGKCUYECKUU MUHUMYM,
OTHOCSIIIUICS K ONTUCAHUIO
MIPEIMETOB, CPEJICTB U MIPOLIECCOB
npodecCHOHALHOM JIeATETFHOCTH;
- 0COOCHHOCTH MPOUHOIICHUS
CJIOB;

MIpaBHJIa YTCHUS TEKCTOB
npoeCCHOHATLHON
HanpaBJICHHOCTH;

- (ppazbI-xnuILe A7 BEACHUS
Oeceibl M MEPENUCKU Ha
WHOCTPAaHHOM SI3BIKE;

- 0COOCHHOCTH TTepeBoIa
JOKYMEHTOB C HHOCTPAHHOT'O
SI3BIKA

2.0HEHOYHBIE MATEPHAJIbI

Ilpumepnvie memul 015 3cce:

1. Poiib nHOCTpaHHOTO s3bIKA B MPO(hecCHoHaNTbHON KOMMYHHUKAIIMU 1€TIOTIPOU3BOIUTEIS.

2. Oco0eHHOCTH JeTOBOM MEPEeNnUCKH Ha MHOCTPAHHOM SI3bIKE: CTPYKTYpPA U S3bIKOBBIE KIIUIIIE.

3. Jlexcuka cdepbl JOKYMEHTO000POTa: KIF0UYEeBbIe TEPMUHBI Ha aHTJIUHCKOM SI3BIKE.

4. DTUKET U HOPMBI JEJIOBOTO OOIIIEHUSI HA HMHOCTPAHHOM SI3BIKE JIJIS 1€JIOTIPOU3BOIUTEINS.

5. [TepeBon opuIMATBEHBIX TOKYMEHTOB: CIOXHOCTU U TUITUYHBIE OIIUOKHU.

6. Hcnonb30BaHne WHOCTPAHHOTO s3bIKa MPH paboTe C MEXIYyHApOOHBIMM 0Oa3aMu JAaHHBIX U
apXuBaMH.

7. WHocTpaHHbIi S3bIK KaK MHCTPYMEHT B3aUMOJACWUCTBUS C 3apyOeKHBIMU MapTHEpPaMu B padoTte
JEJIONPOU3BOIUTEIS.

8. udpoBble HHCTPYMEHTHI Ui W3y4EHUS NPOPECcCHOHATBHOMN JIGKCUKU JeIONPOU3BOAMNTENS Ha

HWHOCTPAaHHOM S3bIKC.

9. Crneunduka odopmiieHHs [e10BOH JOKYMEHTAallMM Ha WHOCTPAHHOM  SI3BIKE

CONPOBOJUTENBHBIC MUCHMA, PUKA3BI).

(pestome,



10. Brnusnue rtnobanuzamuu Ha TpeOOBaHUS K YPOBHIO BIAJEHUS HHOCTPAHHBIM SI3BIKOM Y
JIETIONIPOU3BOIUTEIIEH.

Ilpumepor mecmos:

1o svibopy omeema:

1. What does the term «SKU» stand for in retail?

a) Sales Key Unit

b) Stock Keeping Unit

¢) Standard Keeping Unit

d) Supply Key Unit

2. Which phrase is most appropriate for a salesperson to use when greeting a customer?
a) «What do you want? »

b) «<How can I help you today? »

¢) «Hurry up, I’'m busy! »

d) «You’re blocking the aisle. »

3. If a customer asks, «Is this item in stock? », which response is the most professional?
a) «I don’t know, check yourself. »

b) «We never have it in stock. »

¢) «Let me check our inventory for you. »

d) «Why are you asking me? »

4. Which expression is suitable when offering assistance with a purchase?

a) «Just pick something and leave. »

b) «Would you like me to help you find the right size? »

¢) «You probably can’t afford it anyway. »

d) «I’m not paid enough for this. »

5. How should a salesperson respond if a customer says, «This price seems too high»?
a) «Well, you don’t have to buy it. »

b) «Everyone complains about the prices. »

¢) «I understand your concern. Let me tell you about its key features and benefits. »

d) «It’s not that expensive compared to other stores.»



Ha coomeemcmesue:

Test 1

Match the customer service phrases (1-5) with their appropriate responses (A-E).

Phrases

Responses

1. “Can I help you?”

A. “Yes, I’'m just looking, thanks.”

2. “How can I assist you today?”

B. “I’'m looking for a blue shirt in size M.”

3. “Is this the right size?”

. “Yes, it fits perfectly.”

4. “Do you have this item in stock?”

5. “Could I get a refund?”

C
D. “Let me check the inventory for you.”
E

. “Of course. Do you have your receipt?”

Keys:1—A,2—B,3—C,4—D,5—E.

lr{/[ee::tclzl the retail terms (1-5) with their definitions (A—E).

Terms Definitions

1. Discount A. The amount of money a customer pays for a
product.

2. Price tag B. A reduction in the original price of a product.

3. Checkout C. A label showing the price of an item.

4. Receipt D. The place where customers pay for their
purchases.

5. Price E. A piece of paper proving that payment has been
made.

Keys:1—B,2—C,3—D,4—E,5—A.

Test 3

Match the complaints (1-5) with the appropriate apologies and solutions (A-E).

Complaints

Apologies & Solutions

1. “This product is damaged.”

A. “I’'m very sorry. I’ll replace it right away.”

2. “The price is wrong.”

B. “Apologies. Let me recalculate it for you.”

3. “I was charged twice.”

C. “I apologize. We’ll refund the extra charge.”

4. “The item is out of stock.”

D. “Sorry for the inconvenience. We can order it
for you.”

5. “The service was slow.”

E. “We apologize for the delay. Thank you for
your patience.”




Keys:1—A,2—B,3—C,4—D,5—E.

g/[e;tcﬁ the sales phrases (1-5) with what they mean (A—E).
Sales Phrases Meanings
1. “Buy one, get one free.” A. You pay for two items but get three.
2.%20 % off.” B. You get a second item at no extra cost.
3. “Half price.” C. The price is reduced by 20 %.
4. “3 for the price of 2.” D. The item costs 50 % of the original price.
5. “Limited-time offer.” E. The deal is only available for a short period.

Keys:1 —B,2—C,3—D,4—A,5—E.

E&eals‘[tczlsl the parts of a sales conversation (1-5) with the logical follow-up (A-E).
Conversation Parts Follow-Ups
1. “I’d like to return this jacket.” A. “Here’s your refund. Thank you!”
2. “Where can I find the shoes section?” B. “It’s on the second floor, to your left.”
3. “Can I pay by card?” C. “Certainly. Just swipe it here.”
4. “This bag is on sale, right?” D. “Yes, it’s 15 % off today.
5. “I need help choosing a gift.” E. “Of course! What’s the occasion?”

Keys:1—A,2—B,3—C,4—D,5—E.

Ipumepwl 6onpocos ons ougpepenyuposarnnoo 3auema:

1. Describe the main types of business correspondence used in office work and give examples of
situations where each type would be appropriate.

2. What key elements should a professional email in English include to ensure clarity and politeness?
Provide a brief outline.

3. Explain how to properly format a business letter in English, listing the mandatory components in
their correct order.

4. What language strategies would you use to politely decline a business proposal in writing? Give
2-3 example phrases.

5. Describe the steps you would take to schedule a business meeting via email exchange with a
foreign partner. Include sample phrases for key stages (suggesting dates, confirming, etc.).

6. What vocabulary and phrases are essential when receiving a visitor at the office? Compose a short
welcoming dialogue (5—6 peruuk) in English.

7. How would you explain the document registration process in English to a new foreign colleague?
Use 5-7 key terms related to document management.



8. What phrases would you use in a phone conversation to connect a caller with the right department
or person? Provide 3—4 standard expressions.
9. Identify and briefly explain 3—4 common challenges in translating official documents from
Russian to English, giving a brief example for each.

10.
tools and explain how to apply them.

How can you verify the accuracy of a translated business document? List 2— practical methods or

3.KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM

TACIATITAHBI

Pe3ysabTarhl 00y4yeHus

Kpurepum oueHku

MeToAbI OIICHKH

Hepeqenb 3HaHHﬁ, 0CBAMBACMBbIX B paMKax JUCIUIIJIHHBI

- IIpaBujia IIOCTPOCHUA IIPOCTBIX H

CJIOKHBIX IIPEMIOKECHUN Ha

JEMOHCTPHUPYET  3HaHHE
MOCTPOEHUS  TMPOCTBHIX U
MpeIoKeHN Ha MnpodeccuoHaNbHBIE

IIpaBujia
CJIOJKHBIX

po(hecCHOHAITLHBIC TEMBI, - TECTUPOBAHHE;
- OCHOBHBIC OOIICYHOTPEOHTEIbHBIE |LCMPh - BBITIOJTHEHHE
- JIeMOHCTPUPYET 3HAaHHE OCHOBHBIX
[J1ar OJIBI (ObITOBaAs u MPAKTHYCCKUX
00IIeyTOTPEOUTETHHBIX
npodeccuoHanbHas JIEKCHKA); i
pod 3 ); rinarojos (ObIToBas U npodeccroHanbHas 3a1aHuu,
- JICKCMYECKNU MUHUMYM, nekcuka); - BBIIIOJIHEHUE 3aJaHUM
OTHOCAIITNHCSA K ONMMCaHUIO - JIEMOHCTpPUpPYET  JIEKCUYECKHH [Ha
NPEIMETOB, CPEICTB M MPOLECCOB MUHUMYM, OTHOCSIIMICS K ONHCAHHIO |jydhhepeHInpOBaHHOM
po(ecCHOHANLHON NEATENBHOCTH;  [IPEAMETOB,  CPEACTB M HPOLECCOB |3nyare
N MpaBHIa  UTEGHHS ~ TeKcToB [IPOQPECCHOHANBHON ACSTETBHOCTH;
NpodeccHoRaNbHOT - IEMOHCTPUPYET 3HAHHE NPABIIA YTCHHS
. TEKCTOB npodeccCHoHATEHOM
HaIpaBJICHHOCTH;
HAIPaBIEHHOCTH;
- (hpasbI-KiIHIIe I BEACHUST Oece/Ibl NEMOHCTPHpYeT 3HAHHe (hpas-Kmme
M NIEPENUCKH HA HHOCTPAHHOM S3BIKE] |yno penenys Gecesbl M TEPENHCKH Ha
- 0COOCHHOCTH TIepeBOa IOKYMEHTOB MHOCTPAHHOM SI3bIKE;
C HHOCTPAaHHOTO A3bIKa. - JICMOHCTPUPYET 3HAaHHE OCOOCHHOCTEH
nepeBosia JOKYMEHTOB C HMHOCTPAHHOTO
SI3BIKA
IlepeueHnb yMeHMii, 0CBANBAeMbIX B PAMKAX THCIHUTLIAHBI
paborate ¢ mNpo(hecCHOHAIBHBIMU |- IEMOHCTPHUPYET YMEHHE
TEKCTAMHW HA HHOCTPAHHOM SI3BIKE: paboTarb c IPO(ECCHOHAIBHBIMY |- TECTUPOBAHHUE;
- 00J1a1aTh YMEHHEM IMOUCKOBOro u [T¢KCTaMH Ha MHOCTPAHHOM S3BIKE, - BBITIOJTHEHUE
IPOCMOTPOBOTO UTeHHs, H3BIedenns | ACMOHCIPHPYCT yMCHHUC IIOMCKOBOTO H PAKTHYECKHX
N MIPOCMOTPOBOTO YTCHUSI, U3BJICUCHUS .
(haKTHIECKOM uHbopmauu u3 N 3aJaHUN;
(haKTHIECKOM nHpopmanuu u3 ’
JTIOKYMEHTOB; [OKYMEHTOB; - BBITIOJTHEHUE 3/ TaHAN
b
- COCTaBIISITh U OPOPMIISTH JICTOBYIO | JIEMOHCTPHPYET YMEHHe Ha
AOKYMEHTALIMIO  HAa  HMHOCTPAHHOM cocTtaBiaeHus MU OGOPMIICHUS [Jel0BOH |muddepeHrpoBaHHOM
SI3BIKC;, JOKYMEHTAI[MN Ha MHOCTPAHHOM SI3BIKE;  |33yeTe

- MOAJCPXKUBATh MPOPECCHOHATLHOE
O6I_I_ICHI/I$I Ha UHOCTPAHHOM SA3BIKC:

- IIOHUMATh O6HII/II\/'I CMBICJI YCTKO
[POM3HECCHHBIX BBICKA3bIBAHUHM Ha
poecCHOHALHBIC TEMBI,

- IEMOHCTPUPYET YMEHHUE

[IO/ICPKUBATH npogeccuoHaIbHOe
OOIIEeHUS Ha UHOCTPAHHOM SI3BIKE:

- JEMOHCTPUPYET YMECHHE

IIOHUMAaTh O6HII/II71 CMBICJI YC€TKO




- TOHMMAaTh TEKCThI Ha 0a30BbIE U
poecCHOHATLHBIC TEMBI,

- CTPOUTH MPOCTBIC BBICKA3BIBAHUS O
cebe U 0 cBoell mpodeccuoHaNbHOM
JeSTeIbHOCTH;

- ydJacTBOBaTh B JMANIOrax

mpodeccroHaAbHBIE TEMBI.

Ha

MPOM3HECCHHBIX  BBICKA3bIBAaHWI  Ha
MpoeCCUOHABHBIEC TEMBI;

- IEMOHCTPUPYET YMEHHE

MOHUMATh TEKCThl Ha 0a30Bble U
npodeccuoHaNbHBIE TEMBI;
- JIEMOHCTPUPYET yMEHUE CTPOUTH

MPOCTHIC BHICKA3bIBAHUS O ceOe M O CBOCH
MpoeCCUOHAIBHON e TEIHHOCTH;

- IEMOHCTPUPYET YMEHHE- Y4acTBOBATh B
JUAJIoTax Ha Mpo(deccnoHALHBIC TEMBI.
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