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1. Наименование дисциплины: ОП. 05 «Иностранный язык (профессиональный)» 
2. Цикл дисциплин: цикл общепрофессиональных дисциплин
3. Вид контроля: тестовые задания открытого и закрытого типа
4. Цель контроля:
4.1. Профессиональная (ПК)
ПК 1.1. Координировать работу организации  (приемной руководителя), вести прием посетителей.
ПК 1.2. Осуществлять работу по подготовке и проведению совещаний, деловых встреч, приемов и презентаций.
ПК 1.3. Осуществлять подготовку деловых поездок руководителя и других сотрудников организации.
Общеинтеллектуальная (ОК):  ОК1- ОК7
4.2.  Требования к результатам усвоения междисциплинарного курса:
уметь:
работать с профессиональными текстами на иностранном языке;
составлять и оформлять организационно-распорядительную документацию на иностранном языке;
вести переговоры на иностранном языке;
знать:
практическую грамматику, необходимую для профессионального общения на иностранном языке;
особенности перевода служебных документов с иностранного языка.
5. Характеристика заданий (по выбору преподавателя в зависимости от формы промежуточной аттестации): Контрольные задания предполагают устную и письменную проверку. 
6.  Критерии оценки:
Для дифференцированного зачета:
«5» — если студент правильно выполнил не менее 90% заданий  
«4» — если студент правильно выполнил не менее 80% заданий 
«3» — если студент правильно выполнил не менее 70% заданий 
 «2» — если студент правильно выполнил менее 70% заданий  
7. Время на выполнение задания: 1ч.20 минут
8. Разработчик: Е.П. Соловьёва
9. Приложения: комплект заданий открытого и закрытого типа и эталонов ответов в двух вариантах. 
Variant 1
1. Make an e-mail: Забронируйте одноместный номер с кондиционером в отеле «London City Hotel» (200 Borough St) в Лондоне на неделю с 20 по 27 декабря, включая завтрак. Попросите подтвердить бронь при первой возможности.
2 .* Translate from Russian into English: 
1) Также, мы приложили все необходимые документы.
2) Я бы хотел отменить встречу, так как мой рейс задержали, из-за плохих погодных условий.
3) Мы рады подтвердить ваш заказ
4) Кроме того, мы прилагаем к письму условия платежа и поставки.
3. Напишите резюме двадцативосьмилетней Эммы Грейсон (Emma Grayson), которая живет в Оксфорде с мужем и двумя детьми. Эмма закончила Оксфордский университет, 2 года работала помощником менеджера по персоналу. Эмма любит готовить и путешествовать.
4. Make an e-mail to apply for the position of a sales manager: 
An American manufacturer of cars with important business connections in Germany invites applications for the post of
Assistant to the Sales Manager
Candidates should speak fluent German and English as well; have at least a year experience in international car trading. Starting salary will be in the range $1000 – 3000 depending on age and experience. Please send applications to:
Mr J Fletcher • Personnel Manager E – CAR • Longway Str. 38 • 423412 Salt Lake city • United States of America
5. Оставьте сообщение на автоответчик  деловому партнеру с просьбой о срочной встрече по поводу условий договора, заключенного вами ранее.
6. * Fill in the gaps, please. 
R: Good morning, sir! How can I                                 you?
L: I'd like to             .
R: Have you made a reservation with us in           ?
L: Yes, I have. I've booked a double room for 3 nights at your hotel. I made a reservation yesterday online.
R: One moment,        . I'll have a look. Yes, here it is. We've received your request. Can I have your         , please?
L: My name is             .
R: Can you         that, please?
Эталоны ответов. 
1. Subject: Reservation 
From: garry_johnson@communix.au
To: k.london_city@hotel.uk
Attachment: Document copies
Dear Sir or Madam
I would like to book a single room with with air conditioning for the week of 20 - 27 of December including breakfast. Please confirm this reservation at your earliest convenience
Yours sincerely
Garry Johnson
__________________
Garry Johnson (Mr)
Purchasing Manager, Communix
44 Turnmill Street
London
United Kingdom
Tel + 61(0) 3  3187767
Fax + 61(0) 3  3187767
www.communix.com
2. 1) Also we have attached all the necessary documents. 
2) I would like to cancel the appointment as my flight has been delayed owing to bad weather conditions.  
3) We would be glad to confirm your order. 
4) Besides, we attach the terms of delivery and payment. 
3. Curriculum Vitae
NAME: Emma Grayson
ADDRESS: 12 Harcourt Road Oxford OX2 P56
TEL: (071) 6587342
DATE OF BIRTH: 24th March 1989
MARITAL STATUS: Married
NATIONALITY: British
Education: 
2007 – 2010: Oxford University, MBA, specialized in international business 
Languages: English – mother tongue
                   French – fluent 
                   Spanish - spoken 
Professional Experience: 
2015 – 2017: United Telecom – Assistant to the Personnel Manager 
Hobbies:   

      Cooking- travelling
Further qualifications: 

      Good computer skills
4. . Subject: Job application 
From: garry_johnson@communix.au
To: e.car_city@.com
Attachment: Curriculum Vitae 
Dear Mr. Fletcher
I see from the advertisement in the newspaper Times that you have a vacancy for a assistant to the sales manager, and I wish to apply for this position. For the past 3 years I was employed as a sales manager, I specialize in German cars. I speak fluent German and French. I attach a copy of my CV, which will give you further particulars of my career to date. I am available for an interview at your convenience. 
Yours sincerely
Garry Johnson
__________________
Garry Johnson (Mr)
44 Turnmill Street
London
United Kingdom
Tel + 61(0) 3  3187767
5.* Hello, this is Ava Lennon, my telephone number is 0711 9997716. I would like to appoint an urgent meeting on the terms of our agreement. Could you, please, call me back as soon as possible? It’s urgent. Thank you. Good bye
6. * Fill in the gaps, please. 
R: Good morning, sir! How can I help you?
L: I'd like to check in .
R: Have you made a reservation with us in advance?
L: Yes, I have. I've booked a double room for 3 nights at your hotel. I made a reservation yesterday online.
R: One moment, sir. I'll have a look. Yes, here it is. We've received your request. Can I have your full name , please?
L: My name is Larry Chapman.
R: Can you spell that, please?
Variant 2
1. Make a fax-message: Забронируйте двухместный номер с кондиционером в отеле «Cotswold House» (363 Banbury Road) в Оксфорде на неделю с 10 по 17 января, включая завтрак и ужин. Попросите прислать вам прайс-лист.
2 .* Translate from Russian into English: 
1) К сожалению, доставка вашего заказа не является возможной к 18:00, так как заказанного вами товара нет на складе. 
2) Я бы хотел назначить встречу 
Мистеру  Смиту на следующую среду на любое время после 15:00.   
3) Мы рады подтвердить ваш заказ.
4) Кроме того, мы прилагаем к письму условия платежа и поставки.
3. 4. Напишите резюме двадцатилетнего Лэрри Чэпмана (Larry Chapman), который только что закончил Лондонский колледж бизнеса; во время учебы подрабатывал помощником менеджера по продажам; играет на гитаре, занимается виндсерфингом.
4. Make an e-mail to apply for the position of a sales manager: 
An American manufacturer of cars with important business connections in Germany invites applications for the post of
Assistant to the Sales Manager
Candidates should speak fluent German and English as well; have at least a year experience in international car trading. Starting salary will be in the range $1000 – 3000 depending on age and experience. Please send applications to:
Mr J Fletcher • Personnel Manager E – CAR • Longway Str. 38 • 423412 Salt Lake city • United States of America
5. Оставьте сообщение на автоответчик  деловому партнеру с просьбой о срочной встрече по поводу условий договора, заключенного вами ранее.
4. * Fill in the gaps, please.
R: …I will also need your          and phone          for filling in the check-in form.
L: My         is: 342 Whitehall St., London, UK. My mobile              is: (351) 657-22-89.
R: Thank you. Are you planning to pay by a           or by          ?
L: I'm going to pay by           .
R: Ok. Can you sign here, please?
L: Here you are.
R: Here is your       , sir. Your room number is 21. It's on the 5th        . Do you need any help with your             ?
Эталоны ответов. 
1. 
	To: Kate Williams, Cotswold House
	From: Garry Johnson, Luxiphone 

	Fax No.: + 61(0) 6 4890547
	Fax No.: + 61(0) 3  3187767

	Tel. No.: + 61(0) 6 4890547
	Tel. No.: + 61(0) 3  3187767

	Subject: Reservation

	Page/s: 1of 2
	Date: 23.12.2014


Dear Sir or Madam
I would like to book a double room with with air conditioning for the week of 10 - 17 of January including breakfast and evening meal. I would appreciate information about your rates.  
Yours sincerely
Garry Johnson
__________________
Garry Johnson (Mr)
Purchasing Manager, Communix
44 Turnmill Street
London
United Kingdom
Tel + 61(0) 3  3187767
Fax + 61(0) 3  3187767
www.communix.com
2.
1) Unfortunately, the delivery of your order is not possible by 6:00 p.m. since the ordered goods are out of stock. 
2) I would like to make an appointment with Mr. Smith for the next Wednesday at any time after 3 p.m.
3) We would be glad to confirm your order. 
4) Besides, we attach the terms of delivery and payment. 
3. Curriculum Vitae
NAME: Larry Chapman
ADDRESS: 12 Harcourt Road London OX2 P56
TEL: (071) 6587342
DATE OF BIRTH: 24th March 1997
MARITAL STATUS: Single 
NATIONALITY: British
Education: 
2014 – 2017: London Business College, MBA, specialized in international business 
Languages: English – mother tongue
                   French – fluent 
                   Spanish - spoken 
Professional Experience: 
2014 – 2016: United Telecom – Assistant to the Sales Manager 
Hobbies:   

      Playing guitar - windsurfing
Further qualifications: 

      Good computer skills
4. Subject: Job application 
From: garry_johnson@communix.au
To: e.car_city@.com
Attachment: Curriculum Vitae 
Dear Mr. Fletcher
I see from the advertisement in the newspaper Times that you have a vacancy for a assistant to the sales manager, and I wish to apply for this position. For the past 3 years I was employed as a sales manager, I specialize in German cars. I speak fluent German and French. I attach a copy of my CV, which will give you further particulars of my career to date. I am available for an interview at your convenience. 
Yours sincerely
Garry Johnson
__________________
Garry Johnson (Mr)
44 Turnmill Street
London
United Kingdom
Tel + 61(0) 3  3187767
5.* Hello, this is Ava Lennon, my telephone number is 0711 9997716. I would like to appoint an urgent meeting on the terms of our agreement. Could you, please, call me back as soon as possible? It’s urgent. Thank you. Good bye
6. * Fill in the gaps, please.
R: …I will also need your addresse and phone number  for filling in the check-in form.
L: My  addresse is: 342 Whitehall St., London, UK. My mobile phone number is: (351) 657-22-89.
R: Thank you. Are you planning to pay by a credit card or by  cash?
L: I'm going to pay by cash .
R: Ok. Can you sign here, please?
L: Here you are.
R: Here is your key, sir. Your room number is 21. It's on the 5th floor . Do you need any help with your luggage?
