Bicnux KHJTY. Cepis Ileoacocika ma ncuxonoeisi. Bunyck 27. 2017

VIK 317.315: 811.111.1

KOMIUIEKC BITPAB JJ1s1 HABUAHHSA AHITIOMOBHOI'O
MPO®ECIMHO OPIEHTOBAHOI'O JIAJIOT'Y-PO3IIUTYBAHHSA
MAWBYTHIX MEHE)KEPIB 3 AJJMIHICTPATUBHOI JISIJIbHOCTI

MenBenuyk A.B.
vedlin7@gmail.com
Hayionanonuuii mexnivnui ynisepcumem Yxpainu
“Kuiscoxuti nonimexuiunutl incmumym imeni leops Cikopcokoco”
Jlata nagxomxenus 17.10.2017. PexomennoBano o apyky 1.11.2017.

AHoraunis. CtarTs npucBs4YeHa KOMIIJIEKCY BIPaB AJs HABYAHHS aHITIOMOBHOIO Npo(eciiiHoO OpieHTOBaHOTO
Jianory-po3MUTyBaHHSA MaiiOyTHIX MEHEPKEpIB 3 aAMIHICTPATUBHOI ALUIBHOCTI. Po3KpHTO 0cOOIMBOCTI IpoLiecy
HaBYaHHS AHIIOMOBHOTO MpO(eciifHO Opi€eHTOBAHOTO MiaJOTiYHOTO MOBJICHHS MailOyTHIX MEHEIXKepiB
3 aJIMIHICTPATUBHOI AiSUTLHOCTI, 3aJICXKHO BiJ] 0OpaHUX KOMYHIKATUBHHUX CUTYaIlill Ta HABYAJIbHUX TEM. Y3arajlbHEHO
BU3HAYCHHS MOHSATTS “KOMIUIEKC BIIpaB” Ta HaaaHo 0a30Bi BUMOTH JI0 CTBOPSHHSI KOMIUIEKCiB. BU3HAaU€HO OCHOBHI
METOIUYHI TPUHLIUIIY, SIKi CIIiJ BPaXOBYBATH IIiJl 4ac CTBOPEHHS KOMIUIEKCY BIIpaB. OIICaHO Ta IPOLTIOCTPOBAHO
MIPUKJIaJaMy BIIPaB €TalM HaBYaHHSI MalOyTHIX MEHEKepiB 3 aIMiHICTPAaTUBHOI AiAIBHOCTI aHIJIOMOBHOTO
npodeciftHoO OpiEHTOBAHOTO IiaOry-pO3NUTYBaHHS.

Ki11040Bi cj10Ba: aHIIIOMOBHU# POQECiitHO OpiEHTOBAHMIT TIaIOT-PO3MUTYBAHHS, TIaJIOT YHE MOBJICHHSI, KOMILJICKC
BIIPaB, MCHEKEP 3 aIMIHICTPATUBHOI AiAIbHOCTI, IpodeciiHO Opi€eHTOBaHA KOMYHIKaTHBHA KOMICTEHTHICTb.

Meagenuyk A.B. HaunoHnaibHbli TexHUYecKknil yHUBepcHTeT YKpauHbl “KueBckuii monuTexHu4ecKui
HHCTUTYT uMenH Urops Cuxopckoro”

Kommuieke ynpaskHeHuil 11 00y4eHUs] aHIVIOSI3BIYHOIO NMPO(ecCHOHAIBHO HANPABJIEHHOI0 JHAJIOra-
paccrpoca Oyayuux MeHe/)KepoB aAMHUHUCTPATUBHOM 1€ TeJIbHOCTH

Annoranus. CTaThsl NOCBSIICHA KOMILIEKCY YIPaXKHESHUH 7151 00Y4CHHUs aHIIIOSI3bIYHOTO PO CCHOHANIBHO
HaIpaBJICHHOTO JHMAaiora-paccrnpoca OyaylIMX MEHEIKEPOB aJIMHUHUCTPATHBHOMN NEATCIBHOCTH. PacKpbIThI
0COOEHHOCTH Tporecca 00yUeHHs aHIIOSI3BIYHOTO MPO(ECCHOHAIEHO HANPABJICHHOTO IUajiora-paccrupoca
OyIyLIMX MEHEPKEPOB aIMUHUCTPATUBHOMN NEATEIILHOCTH B COOTBETCTBHU C OTOOpPaHHBIMA KOMMYHHKATHBHBIMHU
CUTYyallUsIMU U y4eOHbIMU TeMaMu. O000IICHO ONpeieieHUE MOHTHS “KOMITICKC YIPaKHEHUH ™ U PEJOCTABICHBI
0a30BbIe TPEOOBaHUS K CO3/IaHUI0 KOMIUIEKCOB. OnpeeeHbl OCHOBHBIC METOAMYCCKUE PUHIUIIBI, KOTOPBIE
CIIelyeT YYUTBIBATh MPHU CO3MAHUH KOMIUIEKCA ynpaxxHeHud. ONnrcaHbl ¥ NPOULTIOCTPUPOBAHBI IPUMEPAMHU
yOpaXHeHUH dTanbl 00ydeHHus OyIyIIuX MEHEIKEPOB aIMHHUCTPATUBHOW IESATEIBHOCTH aHIVIOSN3BIYHOTO
npo(heCCUOHATBHO HAMPABICHHOTO JUAJIOra-paccupoca.

KuroueBble ¢j10Ba: aHIIOSI3BIYHBIN TPO(EeCcCHOHATBHO OPUEHTUPOBAHHBIN THAIOT-PAacCpoOC, TUATOTHYECKas
Ppeub, KOMIUIEKC YIPaXKHSHHUI, MEHEIDKEP a IMUHUCTPATUBHOMH ISSTETLHOCTH, MPOPECCUOHATBHO OPUEHTUPOBAHHAS
KOMMYHHKATUBHAsI KOMIICTCHTHOCTb.

Medvedchuk A.V. National Technical University of Ukraine “Igor Sikorsky Kyiv Polytechnic Institute”
The complex of exercises for English professionally-oriented dialogue-questioning teaching

Abstract. Introduction. Nowadays development and modernization of higher education are impossible without
providing a wide range of researches and studies associated with the implementation of new technologies
in the process of learning foreign languages and modern approaches. Communicative competence in foreign
language is one of the main components of professional competence of a modern specialist. At present times
we have a tendency to enhance communicative orientation of educational process — its approximation to the real
process of communication. Language teaching is based on the idea that the goal of language acquisition
is communicative competence: the ability to use the language correctly and appropriately to accomplish
communication goals. Purpose. Description of a set of exercises for teaching English professionally-oriented
dialogue-questioning of future administrative managers. Illustration of the stages of future managers training
of the English professionally oriented dialogue-questioning. Methods. The conducted research is based on using
the methods of studying and analyzing scientific publications and watching the training process. Results.
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The peculiarities of the process of teaching English professionally-oriented dialogue speech of future administrative
managers, depending on the chosen communicative principles and educational topics, are revealed. The definition
"complex of exercises" is generalized and the basic requirements for the creation of complexes are provided.
The basic methodical principles which should be taken into consideration when creating a complex of exercises
are determined. The stages of future administrative managers training of the English professionally oriented
dialogue-questioning are characterized and illustrated by examples of exercises. Conclusion. It is outlined that
communicative competence in foreign language is one of the main components of professional competence of
a modern specialist. In the article distinguished main stages of administrative managers training of the English
professionally oriented dialogue-questioning: preliminary, basic and final and proposed the examples of
corresponding exercises.

Keywords: English professionally-oriented dialogue-questioning, dialogue speech, complex of exercises,
administrative manager, professionally oriented communicative competence.

IMocTanoBka MpooJieMH Ta ii aKTyadbHICTb. J{iayior sk ckiaaHe i 6araTtoacreKTHE MOBJICHHEBE
SIBUIIIC BUKJTMKAE 3aIliKaBJICHHS HAYKOBI(IB, OCKUIBKH € KOHKPETHHM BTLICHHSIM MOBH B 11 CHICIH(DITHIX
3aco0ax, GOpMOI0 IPOSIBY MOBJICHHEBOT AisTIBHOCTI JIOAMHU H, Y IIMPOKOMY pO3yMiHHI, pOPMOIO
iCHyBaHHs MOBH [2, ¢. 300]. Hara yBara g0 Aiajiory 3yMoOBJIeHa IPAKTHYHOK HEOOXI1THICTIO pO3pOOKU
METOJMKU (hOPMYyBaHHS aHTIIOMOBHOI MPOQeCiiiHO OPIEHTOBAHOT KOMIIETEHTHOCTI B /11aJIOTTYHOMY
MOBJIEHH] Y MaliOyTHIX MEHE/DKEPIB 3 aIMiHICTPATUBHOI JisUTLHOCTI Ha OCHOBI J1iaJIOry-pO3ITHUTYBaHHSL.

Pe3ynerarn 0OroBOpeHb Mix yac BCECBITHBOIO eKoHOMIYHOTO opymy B [aBoci [6] cBigyars,
0 B YMOBaxX Cy4acCHOTO PUHKY Tpali HaJ3BUYaiiHO Ba)KIIUBOIO € MIArOTOBKA (axiBIs, 31aTHOTO
BHKOPHCTOBYBATH 1HIIOMOBHY iH()OPMALLiO B PAKTUYHIN JiSUTBHOCTI 1 BUTLHO 3MIHCHIOBATH MDKHAPOIHY
CHIBIpaIllo 3 po3B’si3aHH MpodeciifHuX mpoodiem, BiAMOBiqaTi BUMoraM o0panoi npodecii nuisxom
e(eKTHBHOI Ta IJICCIPIMOBAHOI B3aEMO/II1.

AHaJi3 ocTanHix gociimkens i mydmikauiii. [Ipo6ieMy HaBuanHs podeciiiHo OpieHTOBAaHOTO
JIaJIOTIYHOTO MOBJICHHS JTOCII/KYBAJIM TaKi BITYM3HSHI Ta 3apyOikHi HaykoBui, sik bex I1.0.,
birng O.b., bupkyn JI.B., Bopucko H.®., Boiitkesuy H.I., I'aiinykosa JI.B., I'ansckora H.JI., T'e3 H.I.,
€dppemona K.K., 3inor’eBa FO.I1., Kotsipora JI.B., Kpasuyk I.B., Makcumenko JI.0., Metsonkina O.M.,
Mopcbka O.M., Hikomaepa C.1O., Oxonna f1.B., ITaccos 10.1., ITerpamyk O.I1., Paxmanos 1.B.,
Ckankin B.JI., Tapaononschkuii O.B., Hlarimos C.II., Allright D., Bailey K.M., Brown H.D.,
T. Dudley Evans, G. Carter, Howatt A.P., T. Hutchinson, C. Kennedy, R. Mackay; J.C. Richards,
P.C. Robinson, H. Thomas, N. Vidal, Widdowson H.G.

[MuTaHHSM CTBOpEHHS KOMIUIEKCIB, CUCTEM 1 MiJCUCTEM BIpaB 3aiiMaiucs TakKi HayKOBIII,
sik Bopucko H.®., I'e3 H.1., ITaccos 10.1., Ckankin B.JI., Cknsapenko H.K. Ta iH.

Po3pobkoro crucTeM BIipaB Jy1sl HABYAHHS IPOQECIHO OPiEHTOBAHOIO MOHOJIOTIYHOTO Ta TIATOTTYHOO
MOBJICHHSI 3aiiMaITHCs SIK BITYM3HSIHI, TaK 1 3apyOixHi BueHi: byonosa JI.B., I'padoit T.O., dankis O.I1.,
€menbsHoBa A.O., Manskina JI.®., Camoiimrokesnd 1.B., Tapaononseskuii O.5., V. Benson, B. Coffey,
T. Hutchinson, C. Cennedy, P. Strevens, A. Waters Ta iH.

INonpu HaBeieHWIA MIEpeTTiK HAYKOBIIIB, sIKI BUBYAJIM BUILE3TajIaHi IMTaHHS, HAaBYaHHS PodeciiiHo
OpIEHTOBAHOTO MiaJIOTy-PO3MHUTYBAHHS MalOyTHIX (paxiBIlB y raty3i aJMiHICTPaTHBHOTO MEHEPKMEHTY
3aJIMIIAEThCS 1103a yBaroto. Cepen M’sikux komrieTeHTHocTel (soft skills), sskiMu MOBUHHI BOJIORITH
MaiOyTHI MEHEIDKEPH 3 aIMIHICTPATUBHOI AiSUTHHOCTI, OMHIEIO 13 OCHOBHUX € BOJIOAIHHS HABHYKaMU
1 BMIHHSIMK OOMiHY npodeciiiHO opieHTOBaHOIO iH(opMarltieto [7], mo BIacHe, if € METOO Jiajory-
posmutyBanHs. KpiMm Toro, crpykrypa Ta (yHKIIi Iialory-po3nUTyBaHHs HE OyIiM IpeIMeToM
CHeiaIbHOTrO AOCIIIKEHHSI, 110 00YMOBHJIO 3BEPHEHHSI 10 HABUAHHS caMe IIbOro (DYHKIIOHAIEHOTO
THUITy JiaJIory.

Komrieke BnpaB ciayrye peanizauii npoBigHoi MeTu (opMyBaHHS MpOoQeciiiHO OpieHTOBAaHOI
KOMIIETEHTHOCTI B JIiaJIOTIYHOMY MOBJICHHI — ITPAKTUYHOMY OIIaHYBaHHIO CTYJCHTaMHU BMIiHHS
nmpoeciifHoO OPiEHTOBAHOT'O JIAJIOTIYHOTO MOBJEHHS, HOCTATHHOTO JUIsI aJCKBATHOI Opi€HTaIlil
y npodeciiiHiii cdepi.
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MeTo10 cTaTTi € onHc po3pOOIEHOr0 HAMU KOMILIEKCY BIIPAB Uil HABYAHHS aHIJIOMOBHOI'O
po¢eCiiiHO OPIEHTOBAHOIO JiaJOTy-pO3MUTYBAaHHSA MalOyTHIX MEHEIDKEPIB 13 aaMIHICTpaTUBHOL
nisutbHOCTI Ha IV Kypci.

Buxiian ocHoBHOro Martepiany gociaigxennsi. OBOJOIIHHS iHO3EMHOIO MOBOIO TipodeciitHoro
CIIPSIMYBAHHS € BOYKJIMBOO CKJIA/IOBOIO MiITOTOBKH (axiBLIB y cepi aMiHICTPaTUBHOTO MEHEIDKMEHTY,
aJpKe JUTS YCHIITHOTO PO3BUTKY YITPABIIHCHKOI I'aTy31 HeOOX1IHI (paxiBIli, SKi BOJOIIIOTh HE TUTBKU
3HAHHSIM HOPMAaTHBHHX JOKYMEHTIB, a il yMIHHSIM BECTU aKTHBHY €KOHOMIUHY JisUIbHICTD B YKpaiHi
Ta 1mo3a ii MeKaMmH, 110, B CBOIO Yepry, BUMarae BHCOKOTO piBHS C(POPMOBAHOI iHIIOMOBHOL
KOMYHIKaTHBHO1 KOMIIETEHTHOCTI.

[pakTU4HOIO METOIO B OBOJIOJIHHI MaiOyTHIMU aMiHICTPaTHBHUMHU MEHEKEPAMH 1HO3EMHOIO
MOBOIO € (hopMyBaHHs MPOQECIiiHO OPIEHTOBAHOI IHIIOMOBHOI KOMYHIKATUBHOI KOMIICTEHTHOCTI,
30KpeMa KOMIIETEHTHOCTI B JIiaJIOr'YHOMY MOBJICHHI, sIKa NIepea0adac IXHIO 31aTHICTh 00MiHY MpodeciiiHo
OpIEHTOBAHOIO 1H(pOPMAITIETO.

PosrnsitHeMO 0coOMMBOCTI KOMIUIEKCY BIpaB /ISl HAaBYAHHS aHIIIOMOBHOTO MpodeciiiHo
OpIEHTOBAHOTO J1aJOTy-pO3NHUTYBAaHHS MalOyTHIX MEHEIKepiB i3 aJMiHICTPaTHBHOI JiSUIBHOCTI.
3rizHo 31 cTaHIapTaMU BUILOI OCBITH CHIELIAIBHOCTI “AJIMIHICTpaTUBHUN MEHEDKMEHT” Y CTY/ICHTIB
4-ro Kypcy ciiz GopMyBaTH BMiHHSI BECTH AiaJIOT-pO3NUTYBaHHS, aJDKe caMme LeH (yHKIIOHATbHIN
THUIT IiaJoTy HEOOXIIHHMH /Ui iXHBbOI MailOyTHBOI NpodeciiHOl AISUTBHOCTI, 0 NependadyaTnme
Oprasi3arilo eperoBopiB, KOHCYIBTAIli Ta 00OMiHY iH(OpMAIII€I0 331 CIUTBHAX TIOMOBJIEHOCTEH
Ta IPUUHATTA y3TO/DKEHUX PIllICHb [S].

Mu po3yMieMO BIIpaBy SIK CIIEI[IAJILHO OpraHi30BaHe B HABYAJIbHUX YMOBAaX 0aratopa3oBe BUKOHAHHS
OKpEeMUX OIepalii, i abo ASUTLHOCTI 3 METOKO OBOJIOMIHHSA HUMH a00 iX yaockoHaneHHs. KoxHa
BIIpaBa HE3aJICKHO BiJ 11 XapakTepy Mae TpH-/90THpU(a30By CTPYKTYpY (3aBAaHHsI, 3pa30K BUKOHAHHS,
BUKOHAHHSI 3aBJIaHHS Ta KOHTPOJIB) [3, ¢. 64].

BuBueHHs poOiT 111010 MUTaHb CTBOPEHHS KOMIUIEKCIB BIPaB CBLAYNTD, 1[0 HEMAE YiTKOTO CTaJIOr0
TIOIVISITY Ha TIOHATTS “KOMIDICKC BIIPaB” Ta HOTo MicIie B CTPYKTypi crcTemu Brpas. 3a Hikomaesoro C.10O.,
TepMiH “KOMIUIEKC BIPaB” CTOCYETHCSI KOHKPETHOTO MOBHOTO 200 MOBJICHHEBOTO Marepiaiy [3, c. 68],
HAaIpUKJIa]], KOMIUIEKC BIIPaB JUIsl 3ACBOEHHS MEBHOTO (DYHKIIIOHAIBHOTO THITY fianory. Kommieke
€ CYKYITHICTIO ITPEAMETIB, SBUIIL, Jii, BTACTUBOCTEH, 1[0 CTAHOBJIATH €IUHE I1ijIe. TepMiH “KoMIuTeKe”
3a CBOIM 3HAYEHHSM ONU3bKUU 70 TepMiHa “muki”. KomIuiekc BnpaB — Iie CYKYIHICTh BIPaB
JUTSL BUPILIEHHS! OKPEMOTO CTPATEriyHOTO 3aBJaHHs, KOHKPETH30BaHa CYKYITHICTh BIIPaB 3a CBOIM
MIpeIMETOM, CKJIaJ(Ha M IUTICHA 32 CBOEIO CTPYKTYPOIO 1 3MiCTOM.

OTxe, MiJi KOMILUIEKCOM BIPaB MH PO3YMIEMO CYKYIHICTh BIIPaB, SIKi BUPILIYIOTH OKpEMe,
ajie CTpaTeriuHe 3aBJaHHs, CKIAAAEThCS 13 i€papXii IpyIl, sKi MICTATH CIIOPiIHEHI 32 CBOEIO
CHpsIMOBaHICTIO BrpaBH. KoMmIiuiekc BrpaB y (opMi TEOPETUYHOI MaTpUIli MOXKHA HAaKJIalaTH
Ha KOHKPETHUIH MOBHUI Y1 MOBJICHHEBHUI MaTepiai [1, c. 164].

BuzHaurMo 6a30B1 BUMOTH 10 KOMIUIEKCY BrpaB. KoMIuiekc BIpaB MOBHHEH:

® MaTH BiJIIOBIJHY HOMEHKJIATYpy: MICTUTH BCl HEOOXi/IHI THITH i BUAM BIPaB, SIKi BiANOBIIAIOTH
XapakTepy HaBUYKH YM BMiHHS, eTaraM iX (GopMyBaHHS i yJ0CKOHAJICHHS;

® BU3HAYATH HEOOXiMHY IMOCIIAOBHICTH BIPAB: BiJi MOBHHUX JI0 YMOBHO-MOBJICHHEBUX, Aall
JI0 MOBJIGHHEBHUX, BiJI PELENTUBHUX /IO PENPOMYKTUBHUX 1 MPOMYKTUBHUX, BiJ| NE€TEPMiHOBaHUX
JI0 HeZIeTepMiHOBAHUX ; Bi/I BIIPAaB Ha OCHOBI MPOCTHX PO3yMOBHX OIIEpaLlii 10 BIIPaB, sIKi epea0ayaroTh
CKJIaJIHy PO3YMOBY JisITbHICTb;

® BCTaHOBJIIOBATH CITiBBiIHOIIECHHS TPYII BIIPaB BIAMOBIIHO O XapaKkTepy HaBHYKU YU BMIHHS;

® HaBYATH Y B3a€EMO3B’SI3KY 3 IHIIIMMH aclieKTaM1 Y1 BUIaMU MOBJIEHHEBOT JisuTbHOCTI [ 1, ¢. 165].

[1ix yac cTBOpEeHHS KOMILIEKCY BIIPaB MU BPaxoByBaJIM TaKi METOIWYHI MPUHIINIIH, K TIPHHIIHIT
npodeciiiHO OPiEHTOBAHOTO HABYAHHSI A1AJIONYHOTO MOBJICHHSI, IPHHIIMIT CHTYaTHBHOTO MOJIEITFOBAHHST
Ta MPUHIUIT HABYAHHS Ha OCHOBI JTOBOI I'pH (TEXHOJIOTISI CHTYaTHBHOTO MOJICIIOBaHH:A) [3].
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[Mpaktuuna MeTra HaBuaHHS NPO(ECiHHO OPIEHTOBAHOTO JIAJIOTIYHOTO MOBIICHHSI IOJISATAE
y JOCATHEHHI CTyICHTaMH 4-r0 KypCy TaKOTO DiBHS IHIIOMOBHOI MpOQeciiiHO opieHTOBaHOL
KOMYHIKaTHBHOI KOMIIETEHTHOCTI, SIKUI acTh IM 3MOTy BUKOPUCTOBYBATH iHO3EMHY MOBY Y CBOIH
npodeciiiHiil AiISTTBHOCTI Ha PiBHI MDKHAPOJHUX CTaHIAPTIB.

[Mpunnun npo¢eciiHO OpPiEHTOBAHOIO HABYaHHS JiaJOTiYHOTO MOBJICHHS OOYMOBJICHUH
colliaJbHUM 3aMOBJICHHS Ha MPOQECIHHO CIPsSMOBaHE BOJIOIHHS iIHO3EMHOO MOBOIO, 1110 BU3HAYAE
HeoOXimHicTh (opMyBaHHS y MaWOyTHIX (axiBIiB iHIIOMOBHOI MpoQeciiiHO OpieHTOBaHOI
KOMYHIKaTHBHO1 KOMIIETEHTHOCTI.

[MpuHIMI CUTYaTUBHOTO MOJENIOBAHHS peali3yeTbCcs Yepe3 MOJETIOBAHHS HaBYAJIBHHX
KOMYHIKaTHBHUX CHTYalliii aHIJIOMOBHOTO Mpo(eciiiHO Opi€HTOBAHOT'O CHIJIKYBaHHS MEHEIKEPiB
3 aMIHICTPATUBHOI TiSUTBHOCTI.

J11st oOy/I0BY KOMIUIEKCY BIIPaB BOKJIMBUM € TAKOK TPUHIIUIT HABYaHHS Ha OCHOBI JI1JIOBOT IpH
(TEXHOJIOTIS] CUTYaTHBHOTO MOJICITIOBAHHS), SIKHUI YMOXITUBITIOE OPTaHi3allito HABYAJIBHOI AisTTBHOCTI
i mepenGayae BiITBOPEHHS M1 Yac 3aHATTS 3 IHO3EMHOT MOBH 3MOJIETbOBAaHUX KOMYHIKATUBHUX CUTYAITiH.

3aj1s1 JOCATHEHHS LIei (pOpMyBaHHS aHITIOMOBHOI ITPodeciiiHO OpPiEHTOBAaHOT KOMIIETEHTHOCTI
B /11aJIOTIYHOMY MOBJIEHHI MEHEDKEPIB 3 aJMIHICTPATUBHOI MiSUIbHOCTI MU BUKOPHCTOBYBATH TaKy
tunoJjoriro Brapas (3a Cxisipenko H.K. [4] Ta Hikonmaesoro C.1O. [3] ), npeacrasieny B Tadm. 1

Tabnuys 1
Tunu Bopas 1 (JOPMYBaHHS iHIIOMOBHOI KOMYHIiKATHBHOI KOMIIETEHTHOCTI
Kpurepii Tunu Bpas

1. CipsIMOBaHICTh Ha IPUIHOM / BUAAYY PenentuBHi

iHpopMaii PenpoxyxTuBHi
PenientuBHO-penpoAyKTHBHI
[IpoxykTHuBHI
PenientuBHO-IPOIYKTHBHI

2. KoMmyHIKaTUBHICTb KomynikaTtusHi
YMOBHO-KOMYHIKaTHBHI
HexomyHikaTuBHI

3. BMOTHBOBaHICTb BmoTuBOBaHI
HesmoTuBOBaHi

4. PiBeHb KepOBaHOCTI 3 OOKy BHUKJIagada 3 MOBHUM KepyBaHHAM

3 4aCTKOBUM KepyBaHHIM
3 MiHIMQJILHUM KEPYBaHHSIM

5. HasiBHICTb / BIACYTHICTh iIrpOBOTO be3 irpoBoro koMIoHeHTa
KOMIIOHEHTa 3 pOJIBOBUM IrPOBUM KOMIIOHEHTOM

3 HEPOJIBbOBUM IrPOBHM KOMIIOHEHTOM
6. HasiBHICTB/BiICYTHICTB OTIOD be3s omop

3i creriagbHO CTBOPEHUMH OIIOpaMHU
3 NpUPOJHUMH OTIOPaAMH

7. Crocib oprawi3artii po6otu InauBinyansHa

[Tapna

I'pynosa

®poHTaIbHA

8. XapakTep BUKOHAHHS VYcHi
[TuceMoBi

9. Y4acTth pimHOT MOBH OaHOMOBHI
JIBoMOBHI

10. Micrie BUKOHAHHS AynuTopHi
[TozaayuTopHi
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Po3pobeHuii HaMu KOMITIEKC BIIPAB MiCTHTH OJIMH 3MiCTOBHIT MOJYIb, JI0 SIKOTO BXOIATH 15 TeM:
. Multinational business and cultures.

. Business travel as the way of establishing relationship with clients.

. Socializing in business environment.

. Organization: structure and development.

. Advertising as the way of promotion services and goods.

. Money in the sphere of management.

. Human resource management.

. Negotiating and business ethics.

. Leadership styles in management.

10. Competition in business world.

11. Staff: employers and employees.

12. Global language.

13. Time management skills.

14. Dream job: reality or myth?

15. Virtual revolution in work environment.

ViipoBaXKeHHsT KOMIUICKCY BIIPaB BifOyBAETHCS 3TMHO 3 MPUHIIAIIOM TOCITiIOBHOCTI MOMAHHS
HABYAIILHOTO MaTepiajy IIiJ] Yac TPhOX €TalliB HABYAHHS: ITiIrTOTOBYOT0, OCHOBHOTO i i ICYMKOBOTO
(3aBepIIaabHOTO). PO3IIsIHEMO MOKJIAIHINIEC KOXKHHM 13 HUX.

Hinrotorunii eram mnepeadadae akTHBI3AIlI0 IMONEPEAHIX 3HAHb CTYACHTIB MPO THIIOBI
KOMYHIKaTHBHI CHTYyaIlil MEHEIDKEPIB 3 aIMIHICTPaTUBHOI MisUILHOCTI Ta KOMYHIKaTHBHI HaMipu
B NpoQeCiiiHO OpPIEHTOBAHOMY JiaJOTiYHOMY MOBIIEHHI. MeTa BIIpaB I[bOTO €Taly — TPEHYBaHHS
HABUYOK PETUTiKyBaHHs, TOOTO IIBHUAKO i aIEKBATHO PearyBaTH Ha MOJIaHy PEIUTIKY CIIBPO3MOBHHKA,
MPOAYKYBAaTH BIACHY iHII[IaTUBHY peInTiky. Lle mepeBakHO YMOBHO-KOMYHIKaTHBHI pEIETITHBHO-
penponykTHBHI BripaBu. Lleit eTam € Ba)JIMBUM, a/pKe HacaMIiepea CIIil POBECTH TPEHYBAIbHY
poOOTY 31 CTyIeHTaMH, KA Ma€ Ha METi 03HAHOMUTH iX 31 CTAHIAPTHOIO JICKCUKOIO, [0 BXKUBAETHCS
y cdepi criyikyBaHHs (axiBIiB aMiHICTPATHBHOIO MCHEIKMCHTY.

HaBememo mpukiia ] BIpaBH MiTOTOBYOTO €TAITY.

Tun: yMOBHO-KOMYHIKATHBHA PELICNITUBHO-PENPOIYKTHBHA BIIPABA.

Merta: hopMyBaHHS HABHYOK BXXKHUBaHHS MPO(ECiiHOT IEKCHKH Ta CTBOPEHHS BIACHUX PEILTIK
3a 331aHOI0 TEMOIO 32 JOTIOMOTOI0 TIOIaHOTO HAbOopy CIIiB.

Bun: BnpaBa y BUKOpHCTaHHI KIIFOYOBOI MPOQECiiHHOT JEKCHKH 3 TONAIBIINM i BXKUBAHHIM
y BIIACHHUX peIlTiKax.

Incrpykuis: 1) from the given characteristics choose 10 personal features which are the most
important for administrative managers and 5 additional (but not 100% needed); 2) in a form of “ques-
tion-answer” structure discuss in what situations what features may be needed; 3) try to give explanation
for every feature, it will help you to understand the meaning of each word needed or not.

(e BN e RNV R O S
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Features of administrative managers:

caring Devoted helpful
loyal Modest supportive
trusting Ambitious competitive
forceful Persuasive quick-to-act
risk-taking self-confident analytical
cautious Fair methodical
persevering Principled reserved
adaptable Flexible inclusive
open to change option oriented sociable
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Meoseduyx A. B. Komiuieke BIpaB 1 HABYaHHS aHIJIOMOBHOTO NMPO(eciiiHO OpiEHTOBAHOTO AiaOry-pO3IHTYBaHHS
MaiiOyTHIX MEHEKEPIB 3 aAMiHICTPATHBHOI MisUIbHOCTI

OcHoBHUH eTan nepeadayae BUKOHAHHS JIBOX IIATPYI BIPAB: BIPaB 3 OBOJIOJIHHS PI3HUMHU
BUIaMU J1aJIOTIUYHUX €THOCTEH Ta BIpaB Ha MOOYA0BY MiHi-mianoriB. [lel etam Mae Ha METi HABUUTH
CTYZIEHTIB CaMOCTIHHO BUKOPHCTOBYBATH Pi3HI BUIM MIAJIOTTYHUX €THOCTEH. [Ti1 1iaioriyHO0 €THICTIO
PO3yMIEMO OJTMHUIIIO MOBJICHHS, sSIKa € 0a30BOI0 T HaBYaHHs1. ToOTo, JiajioriyHa €HICTh — Iie 0a3oBa
(yHKIIOHAJIbHA OJIMHUILIS A1AJIOTTYHOTO MOBJICHHS, CyKYIHICTh IBOX-TPbOX PEIUIIK CITIBPO3MOBHHKIB,
y SKHX peali3yeThCs OHA KOMYHIKaTUBHA (DYHKITisL.

BrpaBu nepioi miarpynu npu3HaueHi Uil HaBYaHHS CTY/IEHTIB BUKOPUCTOBYBATU IEBHI BUAN
JaJIOTIYHUX €HOCTEH, MPUTaMaHHI JiajIory-pO3MHUTYBAHHIO: 3aMUTAHHA-Bi IIOBI b, TOBIIOMJICHHS-
3alMTaHHs, 3alATaHHI-BiIOBIIbTTIOBIIOMJICHHS, MOBITOMICHHS-IIOBIIOMJICHHS, TOBIIOMIICHHS-
BIJIMIOBi b, MOBIMOMJICHHS+I0IaTKOBE MOBiMOMIICHHS. KOXEH CTYACHT NMOBHHEH BMITH BUIBHO
KOPHCTYBATHCS SIK PEaKTHBHUMH, TaK 1 iHILIaTUBHUMHU peruTikaMuy. BripaBu riepiiioi miArpymu € yMOBHO-
KOMYHIKaTUBHUMH PELIENTUBHO-PENPOIYKTUBHUMH. [le mizicTaHOBY1 BIIpaBy, BIIPaBH TUITY 3alTUTaHHs-
BIJIMOBING”, BIPABH 1Sl OOMIHY OKPEMUMH PETUTIKaMH.

3a 101oMOror0 IPYToi MATPYIH BIPaB y CTYAEHTIB (OPMYIOTHCS] BMiHHSI Oy/TyBaTy MiHitiaoru
3 BUKOPHCTAHHSIM JIiaJIOTIYHUX €IHOCTEH, SKMMH BOHH B)KE OBOJIOJILIN Y IIPOIECi BAKOHAHHS BITPAB
MepIIoi marpymu. MiHi-aiasor BiApi3HAETHCA Bill N1aJOT1YHOI €THOCTI HE JIUIIE KiTBKICTIO PEILTIK,
aJie i BiZIHOCHOIO 3aBEPIICHICTIO. Byb-sKuii MiHi-AiaI0r MOXKHa PO3IMIMPHUTH 200 K 00ipBaTH Horo
Ha OCTaHHi# perurimi, sika, 0a)kaHo, Mae OyTH PEaKTHBHOI. B CBOIO uepry, cTangapTHUN Jiaior
MicTuTuMe 2-3 MiHigianoru. Brpasu apyroi miArpynu € penenTuBHO-NPOAYKTUBHUMHU, B SIKUX
MOXIIUBE BUKOPHUCTAHHs Onop. Y BIIpaBax JApYroi MiArpyNH BHUKOPUCTOBYIOTHCS ayliO3aIlHCH:
MPOCITYXABIITH 3pa30K, CTYICHTH CTBOPIOIOTH BJIACHI MiHi-iaJIOT! 3TiIHO 3 OTPUMAHUMH 3aBIaHHIMU.

OTtxe, Apyra miArpyna BIpaB — OCHOBA JJISl MOJAJBIIOTO CTBOPEHHS BJIACHHX [iaJIOTiB,
IO € OCTaHHIM, 3aBepIIAJBHUM eTarnoM (opMyBaHHS MPOGECIHHO OPIEHTOBAHOTO iaJIOTiYHOTO
MOBJICHHSI MAaiOyTHIX MEHEIKEPIB 3 aIMIHICTPATUBHOT AisITBHOCTI.

HaBenemo mpukiiag BIpaBU OCHOBHOTO €Tally, MPU3HAYEHHSM sKOi € ()OpMyBaHHS BMiHHS
BUKOPHCTOBYBAaTH Pi3HOMAHITHI BUIH J1aJIOTTYHUX €IHOCTEH.

Tun: yMOBHO-KOMYHIKaTUBHA PELIENITUBHO-TIPOJyKTHBHA BIIPaBa.

Mera: BUUTH CTYJCHTIB BXKUBAaTH BUIH J1aJOTTYHUX €JHOCTEH Ha OCHOBI IIPOCITyXaHOTO 3pa3Ka.

Bun: BpaBa B po3mizHaBaHHI KITF040BOT iHQOpMAIIii 3 MOJANBIINM ii BXKMBAHHSIM Yy BJIACHUX
MiHi-/iajorax.

Iacrpyxkiis: 1) Listen to the conversation paying attention to the main topic and key words;
2) What problem situations do administrative managers experience at work? 3) Build your own dialogues
using structure “question — answer”, using the situation when administrative manager has to criticize
a subordinate’s style of communication with a client.

Problems with a Client
(in an office)

Ms Adams: Thank you for coming to the meeting today, Mr Gilder.

Mr Gilder: My pleasure, Ms Adams. Now, what problems are we having around here?

Ms Adams: .........

HaBenemo npukiaa BIpaBH OCHOBHOTO €Tally, MpU3HAUYEHHSM sKoi € (opMyBaHHsS BMiHb
CTBOPIOBAaTH BJIACHI MiHi-/1iaJIOTH.

Tun: KomyHikaTuBHA pelieNTUBHO-ITPOAYKTHBHA BITpaBa JIsi CTBOPEHHS BIACHUX MiHI-1aJI0TiB
3a 33/1aHOI0 TEMOIO 32 JOIIOMOTOI0 TIOIAaHOTO 3pa3Ka.

Merta: BUNTH CTYJCHTIB CTBOPIOBATH BJIACHI MiHi-JiaJIOTH Ha OCHOBI MTPOCIYXaHOTO 3pa3Ka.

Bun: BpaBa Ha CTBOpEHHS BIACHUX MiHITIAJIOTIB i3 BKMBaHHIM NpodeciiiHOT IEKCHUKH.

Incrpykais: 1) Listen to the conversation paying attention to the structure; 2) Student A: today is your
first day at the new position in a company. You have to ask questions about this position and express first
impression about the work; 3) Student B: share your experience and give some tips for a new colleague
on standard rules of behaviour; 4) Both students A, B: build your own mini-dialogue using structure:
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Question — answer — question + giving additional information — response to the given

information — gratitude for the given information — saying good-bye

Dialogue for listening:

Lisa: Hi Tammy, what department do you work in?

Tammy: Hi! I’m in the sales department.

Lisa: Do you think you’ll like the new position?

Tammy: Hopefully. The first day is always a bit overwhelming, but I think I’'m going to like
the work. Speaking of work, I guess I better get back to my office.

Lisa: OK, we’ll see you later.

John: Nice meeting you.

Tammy: Bye.

[incyMKoBHii (3aBeplanbHUil) eTan repeadayae CTBOPSHHs CTYICHTaMH BIACHHX iallOTiB-
PO3MUTYBaHb y MEXKax MIEBHOT KOMYHIKaTHBHOT CUTYAIlii HAa OCHOBI 3allPOTIOHOBAHUX poJieii. Bripasu
ITiICYMKOBOT'0 €TaIy MalOTh Ha METi HABYMTH CTYACHTIB CTBOPIOBATH BIACHI 10T U-PO3MUTYBAHHSI
3TiJIHO 3 TIEBHOIO HABYAIILHOIO KOMYHIKaTHBHOIO CUTYAIIIE€I0 Ha PIBHI POrPaMHUX BHUMOT JI0 CTY/ICHTIB
4-ro Kypcy crnemiaJbHOCTI “AJMiHICTpaTHBHHH MeHeKMeHT . lle mepeBakHO pelenTUBHO-
MPOAYKTHBHI KOMYHIKaTHBHI BIIPpaBU. MU IIPOITIOHYEMO CTYJCHTaM pi3HI KOMYHIKaTHBHI CHTYyaIlii,
JTAT0YH 3pa30K BUKOHAHHS BIIPaBH ¥ (hOpMi ayIio3anucy 4 MTYYHOI OIIOPH — CXeMHU MOOYIOBH JTiasiory.
SIKIIO TIPUKIIAOM BUKOHAHHS BIPABHU € JiaOr-3pa3ok, TO HaJl HOTO CTBOPEHHSIM IMPAIOI0Th YCi
CTYJCHTH TPYIIH, 10 BXKE € CBOEPITHUM TPEHYBAHHSIM, ITi ITOTOBKOIO JI0 BIACHE BUKOHAHHS 3aBIAHHS.

HaBememo mpuKkiia/q BIPaBH ITiJICYMKOBOTO €TaIy.

Tun: KOMyHIKaTHBHA PELENTHBHO-MIPOYKTHBHA BIIPABA.

MeTa: BYMTH CTY/JCHTIB CTBODIOBATH BIACHI MiaJOTH-PO3MHUTYBAHHS 3a 33JaHOK0 TEMOIO
3a IOTIOMOTOFO MITYYHOI OMOPH.

Bun: BripaBa y CTBOpEHHI BIACHOTO JiAJIOTy-PO3MUTYBAHHS Ha OCHOBI HOT0 CTPYKTYpH Ta JICKCUKH.

Inctpykuis: It is impossible to avoid all the conflict situations at work. That’s why administrative
managers should know ways of solving problems and conflicts at work. 1) Student A: choose one
problem situation and ask questions on how to resolve it; 2) Student B: you are an administrative
manager of a company. Study the given tips how to resolve conflicts and help the worker with
possible solution.

Problem situations:

1. A co-worker has the annoying habit and you can’t stand it anymore.

2. A co-worker incites you to participate in nasty office gossip.

3. Your director overloads you with tasks that aren’t in your work description.

4. You’re asked to work on a collaborative project with co-workers with whom you don’t see
eye-to-eye.

5. You’ve had an argument with a co-worker, and you know you’re right.

6. A colleague or supervisor is doing something wrong, and you want to complain to
the company chief.
Conflict management useful tips (how to solve conflicts at work):
— increase understanding between colleagues;
— firmly say “no” in situations where you don’t have the time or capacity to help;
— clearly state your desires and expectations;
— be objective and analytical in the judgement of others;
— clarify the urgency and priority of tasks before committing to help;
— be sincere, genuine, and authentic.
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Meoseduyx A. B. Komiuieke BIpaB 1 HABYaHHS aHIJIOMOBHOTO NMPO(eciiiHO OpiEHTOBAHOTO AiaOry-pO3IHTYBaHHS
MaiiOyTHIX MEHEKEPIB 3 aAMiHICTPATHBHOI MisUIbHOCTI

BucHoBKH i mepcneKTHBH MoAAIbIIMX PO3BigoK. POpMyBaHHSI aHIJIOMOBHOI MpodeciiHo
OpiEHTOBaHOT KOMIIETEHTHOCTI MaliOyTHIX MEHEKEPIiB 3 aJIMiHICTPATUBHOI AiSUIBHOCTI € CKJIQJHIM
i OaraTopiBHEBUM IPOIIECOM, HEMOXKIIMBUM 0€3 yIPOBaJXKEHHS BiAITOBITHOTO KOMIUIEKCY BIIPAB.
OnHi€lo i3 TOJIOBHUX YMOB ITOOYI0BH KOMIUIEKCY BIIPAB JIsl HABYAHHS aHITIOMOBHOTO NMPO(eECiiHHO
OpIEHTOBAHOTIO [IaJIOTy-PO3IMHUTYBAaHHSI MalOyTHIX MEHEIKEPIB 3 aAMIHICTPATHBHOI TisSIBHOCTI
€ BpaxyBaHHsI TAKUX METOJMYHKX MPUHIMITIB, K NPUHIUT TPOPeciiiHO OPi€HTOBAHOTO HAaBYAHHSI,
TIPUHIUIT CHTYaTHBHOTO MOJIETIFOBAHHS Ta MPUHIIMI HABYAHHS HA OCHOBI Ji1oBOi rpu. Ilepcnektusu
MOJAJIBIINX HAYKOBHUX PO3BIJIOK BOAYa€EMO B HAyKOBOMY OOIDYHTYBaHHI Ta IPAKTHYHOMY PO3POOJICHHI
MOJIeNi OpraHi3alii HaBYaHHS aHIJIOMOBHOTO IPOQECIHHO OPIEHTOBAHOTO JiaJIOry-pO3MUTYBaHHS
MaiOyTHIX MEHEKEPIB 3 aJMiHICTPATUBHOI JISUIEHOCTI.
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