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	УК-4 Способен осуществлять деловую коммуникацию в устной и письменной формах на государственном языке Российской Федерации и иностранном(ых) языке(ах)

	№ п/п
	Задание
	Ключ к заданию / Эталонный ответ
	Критерии оценивания

	1. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

Your communication skills will help your company to achieve ________ financial results.

A best

В. better
	В
	Дан верный ответ

	2. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

As a professional, you will need to be able to organize ideas and__________.

А. data

В. datum
	А
	Дан верный ответ

	3. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

Today’s businesspeople communicate across international borders with people _______live in different cultures.

A. who

B. that
	A
	Дан верный ответ

	4. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

People from different cultures encode and decode messages___________. 

A. different

B. differently
	B
	Дан верный ответ

	5. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

Business trips contribute to extension of business relationship of a company and help to succeed in ________ world market.
A. the
B. -
	A
	Дан верный ответ

	6. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

As _______representative of your company, keep in mind that your time is not your own on a business trip.
A. a

B. -
	A
	Дан верный ответ

	7. 
	Using your ability to communicate on business orally and in writing choose the option that best matches the statement below. 

The minute-taker can choose to record the meeting on paper (handwritten) or on a computer (typed up), _______you feel more comfortable with.
A. whenever

B. whichever
	B
	Дан верный ответ

	8. 
	Using your ability to communicate on business orally and in writing study the definition and write down the term that is defined.
“________________is a step-by-step process of interactions between or among people”.
	Communication
	Дан верный ответ

	9. 
	Using your ability to communicate on business orally and in writing study the definition and write down the term that is defined.
“__________during the communication process is some type of interference that influences the transmission of messages and feedback”.
	Noise
	Дан верный ответ

	10. 
	Using your ability to communicate on business orally and in writing study the definition and write down the term that is defined.
“__________is a situation in which one person or group’s needs do not match those of another, and attempts may be made to block the opposing side’s intentions or goals”.
	Conflict
	Дан верный ответ

	11. 
	Using your ability to communicate on business orally and in writing study the definition and write down the term that is defined.
“_______ is everything that makes up an identity of a particular group of people, society or nation”.
	Culture
	Дан верный ответ

	12. 
	Using your ability to communicate on business orally and in writing read the statement about business trip and complete the sentence with the right word.

After a business trip an employee must give a ____________ report to the chief.
	financial
	Дан верный ответ

	13. 
	Using your ability to communicate on business orally and in writing read the description of a meeting document and complete the sentence with its name of it.
“From the ______ you can  find:

The order of things we are going to discuss and details of the meeting such as time, venue, participants, etc”.
	agenda
	Дан верный ответ

	14. 
	Using your ability to communicate on business orally and in writing study the definition and write down the name of the process that is defined.
“_________is a dialogue between two or more people or parties intended to reach a beneficial outcome”.
	Negotiation
	Дан верный ответ

	15. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going to give a presentation on the topic of communication. What elements of the communication process should you include into your talk?  
	They are sender, message, channel, audience, feedback and context
	Допускаются иные формулировки, не искажающие смысла

	16. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going to give a presentation on the topic of culture. What cultural barriers to communication in the workplace would you include into your talk?
	Language and behavior

Ethnocentrism

Stereotypes
	Допускаются иные формулировки, не искажающие смысла

	17. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going to give a presentation on the topic of public speaking. . How would you explain what a "hook" is and what examples would you give to illustrate your explanation?
	A «hook» is something you say to attract the attention of your audience, e.g. a quote, a personal story, statistics, a question, etc
	Допускаются иные формулировки, не искажающие смысла

	18. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: Your groupmate asks you to explain why to write a covering letter. Write down your answer.


	The purpose of a covering letter is to tell your employer why you are interested in their company
	Допускаются иные формулировки, не искажающие смысла

	19. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going on a business trip. Make up a list of travel essentials. 


	Remember to take: passport, medication, money, phone, ticket
	Допускаются иные формулировки, не искажающие смысла

	20. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are writing an e-mail to your customer. What phrase would you use to invite him to future contact?


	I am looking forward to hearing from you
	Допускаются иные формулировки, не искажающие смысла

	21. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are writing an e-mail to your customer. What phrase would you use to offer additional information?


	Please do not hesitate to contact me if you have any further questions
	Допускаются иные формулировки, не искажающие смысла


КОМПЛЕКТ ОЦЕНОЧНЫХ СРЕДСТВ ДЛЯ ПРОМЕЖУТОЧНОЙ АТТЕСТАЦИИ
Примерные вопросы к зачету и экзамену 
УК-4 Способен осуществлять деловую коммуникацию в устной и письменной формах на государственном языке Российской Федерации и иностранном(ых) языке(ах)
	№ п/п
	Задание
	Ключ к заданию / Эталонный ответ

	1. 
	Using your ability to communicate on business orally and in writing give the definition of “communication”.
	Communication is a step-by-step process of interactions between or among people.

	2. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going to give a presentation on the topic of communication. What elements of the communication process should you include into your talk?  
	They are sender, message, channel, audience, feedback, and context.

	3. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going to give a presentation on the topic of communication. How would you explain the difference between formal and informal communication?
	Formal communication is transmitted through the chain of command within an organization or to people outside an organization. 

Informal communication is transmitted outside the formal channels of communication.

	4. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going to give a presentation on the topic of culture. What cultural barriers to communication in the workplace would you include into your talk?
	Language and behavior 

Ethnocentrism 

Stereotypes

	5. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: Your groupmate asks you to explain why to write a covering letter. Write down your answer.
	The purpose of a covering letter is to tell your employer why you are interested in their company



	6. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: Your groupmate asks you to explain what to write in the 2nd paragraph of a covering letter
	In the 2 paragraph write why you want the job, what attracted you.



	7. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: Your groupmate asks you to explain what to write in the 3d paragraph of a covering letter
	In the 3 paragraph write about your skills, experience and what you can contribute to the company.

	8. 
	Using your ability to communicate on business orally and in writing give the definition of “negotiation”.
	Negotiation is a dialogue between two or more people or parties intended to reach a beneficial outcome.

	9. 
	Using your ability to communicate on business orally and in writing solve the case given below. 

CASE: You are going on a business trip. Make up a list of travel essentials. 
	Remember to take: passport, medication, money, phone, ticket

	10. 
	Using your ability to communicate on business orally and in writing explain the “exploration” stage of negotiation process. 
	At the stage of exploration you question your partner; ask for clarification of things you don’t understand.

	11. 
	Using your ability to communicate on business orally and in writing say what information can be found in the meeting minutes.
	From the minutes you can find:

What decisions were agreed, who is responsible for implementing the action points, when the action points should be done by

	12. 
	Using your ability to communicate on business orally and in writing give the outline of any business email.
	Every email you write has the same basic structure: Subject line, greeting, email body, and closing

	13. 
	Using your ability to communicate on business orally and in writing give the definition of “communication”.
	Communication is a step-by-step process of interactions between or among people.

	14. 
	Using your ability to communicate on business orally and in writing give the definition of “employment interview”.
	An employment interview is a meeting during which both you and the prospective employer ask questions and exchange information

	15. 
	Using your ability to communicate on business orally and in writing give the definition of “culture”.
	"Culture is everything that makes up an identity of a particular group of people, society or nation.


Критерии и шкалы оценивания промежуточной аттестации

Шкала и критерии оценки (зачет)
	Зачтено
	Незачтено

	Выставляется при условии, если студент в процессе обучения показывает хорошие знания учебного материала, выполнил все задания для подготовки к опросу, подготовил доклад по тематике практического занятия. При этом студент логично и последовательно излагает материал темы, раскрывает смысл вопроса, дает удовлетворительные ответы на дополнительные вопросы
	Выставляется при условии, если студент обладает отрывочными знаниями, затрудняется в умении использовать основные категории, не выполнил задания для подготовки к опросу, не подготовил доклад по тематике практического занятия, дает неполные ответы на вопросы из основной литературы, рекомендованной к курсу

	Повышенный/пороговый
	Компетенции не сформированы


Шкала и критерии оценки (экзамен)

	Отлично
	Хорошо
	Удовлетворительно
	Неудовлетворительно

	1. Полно раскрыто содержание вопросов билета.
2. Материал изложен грамотно, в определенной логической

последовательности, правильно используется терминология.
3. Показано умение иллюстрировать теоретические положения конкретными примерами, применять их в новой ситуации.

4. Продемонстрировано усвоение ранее изученных сопутствующих вопросов, сформированность умений и знаний.

5. Ответ прозвучал самостоятельно, без наводящих вопросов.
	1. Ответ удовлетворяет в основном требованиям на оценку «5», но при этом может иметь следующие недостатки: в изложении допущены небольшие пробелы, не исказившие содержание ответа.

2. Опущены один - два недочета при освещении основного содержания ответа, исправленные по замечанию экзаменатора.

3. Допущены ошибка или более двух недочетов при освещении второстепенных вопросов, которые легко исправляются по замечанию экзаменатора.
	1. Неполно или непоследовательно раскрыто содержание материала, но показано общее понимание вопроса и продемонстрированы умения, достаточные для дальнейшего усвоения материала.

2. Имелись затруднения или допущены ошибки в определении понятий, использовании
терминологии, исправленные после нескольких наводящих вопросов.
3. При неполном знании теоретического материала выявлена недостаточная сформированность умений и знаний.
	1. Содержание
материала нераскрыто.
2. Ошибки в определении понятий, не использовалась терминология в ответе.


