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[bookmark: _Hlk84707341]Курс «Основы бизнес-коммуникаций» как составная часть образовательно-профессиональной ступени высшего профессионального образования знакомит студентов бакалавриата со спецификой деловых коммуникаций (внутренних и внешних) в сфере бизнеса.
Целями курса «Основы бизнес-коммуникаций» являются:
· формирование способности и готовности к межкультурному взаимодействию в ситуациях профессионального общения;
· расширение профессиональной бизнес-лексики;
· знакомство с особенностями деловой корреспонденции, ознакомление с основными особенностями бизнес-коммуникаций, грамматической и лексической спецификой дискурса бизнес-коммуникаций, нашедшими свое отражение в деловых документах различных жанров и форм.
Методические указания содержат перечень контрольных вопросов к зачёту/экзамену, задания и рекомендации по оформлению контрольной работы.


МЕТОДИЧЕСКИЕ УКАЗАНИЯ
Порядок выполнения контрольной работы
1. [bookmark: _Hlk84720713]Контрольная работа включает 2 варианта письменных заданий. Вариант 1 выполняют магистранты, номер зачетной книжки которых заканчивается на нечетную цифру. Вариант 2 выполняют магистранты, номер зачётной книжки которых заканчивается на чётную цифру. 
1. Все контрольные задания, предусмотренные планом, следует выполнять в программе WORD в соответствии со следующими требованиями:
1. формат листа: А4;
1. ориентация листа — книжная;
1. поля — 2 см слева, справа;
1. шрифт Times New Roman;
1. размер шрифта — 14 п;
1. межстрочный интервал — 1;
1. выравнивание по ширине;
1. абзацный отступ — 1,25 см.
Контрольную работу необходимо распечатать. На титульном листе укажите факультет, курс, номер группы, фамилию, имя и отчество, номер зачетной книжки, дату, номер варианта. На титульном листе необходимо указать фамилию, имя и отчество магистранта, факультет, кафедру, курс, номер группы, а также вариант контрольной работы, дату сдачи. Выполненную работу следует зарегистрировать в отделе магистратуры. 
1. Контрольная работа, выполненная не полностью или не отвечающая требованиям, возвращается магистранту для исправления. 
1. Проверенная контрольная работа, полученная от преподавателя с замечаниями и методическими указаниями, должна быть переработана. 
1. Все контрольные задания с исправлениями и дополнениями необходимо сохранять до зачёта, т.к. они являются важными учебными документами.
[bookmark: _GoBack]

Контрольная работа для студентов заочной формы обучения
[bookmark: _Hlk84809236]ВАРИАНТ 1
TASK 1. Choose the correct answer and circle the letter (A, B, C, D or E).
	1. Which of the following best describes the communication process? 

	[bookmark: _Hlk84805190]A
	transferring information and meaning

	B
	listening actively

	C
	writing messages

	D
	speaking to others

	E
	providing data that benefits the speaker

	2. Which of the following is most affected by effective communication by a company? 

	A
	the nation

	B
	the suppliers

	C
	the competitors

	D
	the world

	E
	the stakeholders

	3. All of the following except ________ will make your business messages more effective.

	A
	providing practical information

	B
	clarifying expectations and responsibilities

	C
	presenting information concisely and efficiently

	D
	discussing personal issues and complaining about problems

	E
	showing readers how they will benefit by responding the way you want them to

	4. Effective communication helps businesses make stronger decisions based on

	A
	closer ties with communities in the marketplace.

	B
	timely, reliable information. 

	C
	clearer and more persuasive marketing messages.

	D
	greater employee engagement.

	E
	earlier warning of potential problems.

	5. According to the concept of emotional intelligence, if you'll be speaking to people you don't know and you can't find out more about them, 

	A
	don't worry because you can adjust to their needs on the fly.

	B
	always put your own needs before their needs.

	C
	rely on chance and circumstance to help you relate to their needs.

	D
	use common sense and imagination to relate to their needs.

	E
	use general and simple terms to ensure understanding

	6. An example of downward communication is

	A
	a junior staff person giving information to a staff supervisor.

	B
	a sales manager giving instructions to a salesperson.

	C
	an email message about sick leave from one staff secretary to another.

	D
	a company briefing held on the organization's top floor.

	E
	a conversation between colleagues that quickly becomes hostile.

	7. Every organization has ________, which encompasses all communication that occurs outside the lines of command in the company's organizational structure. 

	A
	an online social networking presence

	B
	an extraneous communication network

	C
	an informal communication network

	D
	an internal communication network

	E
	a transitional communication system

	

8. ________ communication flows between departments to help employees share information, coordinate tasks, and solve complex problems.

	A
	Upward

	B
	Downward

	C
	Horizontal

	D
	Diagonal

	E
	Circular

	9. Generally speaking, limitations of the formal communication network 

	A
	discourage employees from taking advantage of social media.

	B
	have not affected the popularity of social media in the business environment.

	C
	have helped to spur the growth of social media in the business environment.

	D
	discourage upward communication.

	E
	hinder the ability to convey executive decisions.

	10. When you adopt ________ to communication, you understand and respect the members of your audience and make every effort to communicate in a way that's meaningful to them. 

	A
	an audience-centered approach

	B
	a technology-driven approach

	C
	an egocentric approach

	D
	a performance-maximization approach

	E
	a downward flow approach

	11. An audience-centered approach to communication involves 

	A
	saying whatever it takes to win over the members of your audience.

	B
	embedding a layer of technology between you and the members of your audience.

	C
	respecting, understanding and meeting the needs of your audience.

	D
	focusing on how the members of your audience can help you obtain your goals.

	E
	limiting the number of topics covered.

	12. Most of the information that flows downward in an organization is geared toward helping employees do their jobs

	A
	TRUE

	B
	FALSE

	13. Emotional intelligence includes the ability to relate to the needs of others.

	A
	TRUE

	B
	FALSE

	14. In the first step of the communication process, the sender

	A
	decides what to say.

	B
	chooses a communication channel.

	C
	has an idea.

	D
	chooses a communication medium.

	E
	evaluates his or her options.

	15. Uncomfortable meeting rooms, multitasking, and computer screens filled with popup messages are all examples of 

	A
	problems with feedback.

	B
	distractions.

	C
	problems with background differences.

	D
	overload problems.

	E
	social media.





[bookmark: _Hlk84809402]TASK 2. Choose and circle the correct answer to the questions about the CV/resume writing.
	1. Which of the five main sections in the CV/resume can you choose not to include?

	A
	Contacts and Essential Information

	B
	Profile

	C
	Work Experience

	D
	Education and Training

	E
	Interests

	2. What is the reason why the different sections on the CV/resume are in the order they are?

	A
	Potential employers are used to CVs having this section order

	B
	It looks good

	3. Why are the section titles in the middle of the page and use a large font?

	A
	To make the resume look pretty

	B
	To help people quickly find the information they are looking for

	4. Why do some of the sentences on the CV/resume have bullet points (•) in front of them?

	A
	To separate different sentences

	B
	To highlight important abilities, experience and achievements

	5. What is the main purpose of the profile section on a CV/resume?

	A
	To self promote yourself

	B
	To summarize the most important information contained on the rest of the CV

	C
	To say things you don’t on the rest of the CV

	6. What style of vocabulary should you use on a CV/resume?

	A
	Informal

	B
	Formal

	C
	It doesn’t matter

	7. Why do some jobs in the work experience section have a list of 'responsibilities & achievements', while others don't?

	A
	These jobs are more relevant for the job being applied for than the others

	B
	The person did more things in these jobs than the others

	8. Which of the 3 factors below is the most important in deciding what information to include on a CV/resume?

	A
	It sounds professional

	B
	It is relevant for the job you are applying for

	C
	It makes you seem very important

	9. In a CV sent for a sales position in a furniture manufacturer, which vocational course/qualification in the education & training section is not necessary to include?

	A
	Microsoft NT4 Network Support Certificate

	B
	Diploma in Advanced Sales Methodology

	C
	Time Management and Prioritization Course

	10. Why should a CV/resume be short (2 pages long), well organized / structured and only contain information relevant to the job you are applying for?

	A
	It makes it quicker and easier to read for potential employers

	B
	That’s what other people do



[bookmark: _Hlk80636331][bookmark: _Hlk80636247][bookmark: _Hlk80633615]TASK 3. Translate the letter into English. Follow the principles of effective cross-cultural communication in business letter writing.
Уважаемый господа!

Мы очень заинтересовались вашей рекламой в недавнем номере «Нью Электроникс».
TMI постоянно проводит на рынке поиск качественной электронной продукции и электронных аксессуаров для удовлетворения потребностей наших постоянных клиентов и для привлечения новых клиентов.

Не могли бы вы направить нам более подробную информацию об основных видах вашей продукции. Кроме того, сообщите нам, пожалуйста, оптовые цены, условия и сведения, необходимые для размещения заказов.

В ожидании вашего быстрого ответа.

С наилучшими пожеланиями,


TASK 4. Case Study/ Documents for Analysis: Controlling your style and tone.
Read the following document; then (1) analyze the strengths and weaknesses of each sentence and (2) revise the document so that it follows the guidelines for composing business messages.
	I am a new publisher with some really great books to sell. I saw your announcement in Publishers Weekly about the bookseller’s show you’re having this summer, and I think it’s a great idea. Count me in, folks! I would like to get some space to show my books. I thought it would be a neat thing if I could do some airbrushing on T-shirts live to help promote my hot new title, T-Shirt Art. Before I got into publishing? I was an airbrush artist, and I could demonstrate my techniques. I’ve done hundreds of advertising illustrations and have been a sign painter all my life, so I’ll also be promoting my other book, hot off the presses, How to Make Money in the Sign Painting Business.

I will be starting my PR campaign about May 20___ with ads in PW and some art trade papers, so my books should be well known by the time the show comes around in August. In case you would like to use my appearance there as part of your publicity, I have enclosed a biography and a photo of myself.

P.S. Please let me know what it costs for booth space as soon as possible so that I can figure out whether I can afford to attend. Being a new publisher is mighty expensive.






ВАРИАНТ 2
TASK 1. Choose the correct answer and circle the letter (A, B, C, D or E).
	1. Which of the following results in additional pressure on communication skills?

	[bookmark: _Hlk84806947]A
	having great ideas

	B
	rising higher within the organization

	C
	connecting with decision-makers outside of your area of expertise

	D
	established company networks

	E
	the changing nature of employment

	2. Which of the following is not a characteristic of effective business messages? 

	A
	They provide practical information.

	B
	They present the writer's opinions as facts.

	C
	They state precise audience responsibilities.

	D
	They highlight and summarize essential information.

	E
	They are short

	3. How do executives in established firms spend the majority of their time?

	A
	budgeting

	B
	traveling

	C
	communicating

	D
	plying their trade

	E
	buying and selling

	4. The quality of performing at a high level and conducting oneself with pride and purpose is known as

	A
	expediency.

	B
	professionalism.

	C
	entrepreneurialism.

	D
	impression management.

	E
	leadership.

	5. The term digital information fluency encompasses all of the following elements except 

	A
	recognizing information needs.

	B
	searching efficiently to locate reliable sources of information.

	C
	using gathered information ethically.

	D
	using random methods to present ideas and information.

	E
	actively listening to others.

	6. An example of horizontal communication is 

	A
	a junior staff person giving information to a staff supervisor.

	B
	a company briefing held on the organization's ground floor.

	C
	an email message about sick leave sent from one department secretary to a secretary in a different department.

	D
	an email message that sparks a chain of multiple replies.

	E
	a manager sending an email to his or her staff.

	7. In most organizations, the rumor mill tends to be particularly active when 

	A
	employees are satisfied with their jobs.

	B
	formal communication channels are working efficiently.

	C
	employees are wasting company time.

	D
	the formal communication network is not providing the information employees want.

	E
	there is a lack of gender balance among the employees.


	

8. An audience-centered approach to communication involves 

	A
	saying whatever it takes to win over the members of your audience.

	B
	embedding a layer of technology between you and your audience members.

	C
	respecting, understanding, and meeting the needs of your audience members.

	D
	focusing on how the members of the audience can help you obtain your goals.

	E
	starting by telling the audience exactly how they can help you.

	9. To make your communication more effective, 

	A
	clearly address your audience's wants and needs—not yours.

	B
	include as much information as possible, even if you're not sure it's necessary.

	C
	prepare the message as if the audience is not interested.

	D
	start by telling the audience how they can help you.

	E
	limit questions.

	10. The concept of ________ refers to the ability to relate to the needs of others, which is a vital characteristic of successful managers and leaders. 

	A
	interpersonal adaptability

	B
	relational franchising

	C
	emotional intelligence

	D
	macro-generational empathy

	E
	critical thinking

	11. Evaluating evidence completely and objectively requires ________ skills. 

	A
	critical thinking

	B
	relationship building

	C
	downward communication

	D
	professionalism

	E
	team player

	12. Within organizations, formal communication is upward and downward, while informal communication is always horizontal

	A
	TRUE

	B
	FALSE

	[bookmark: _Hlk80627077]13. As long as employees get the job done, most companies are not concerned with employees meeting expectations of business etiquette.

	A
	TRUE

	B
	FALSE

	14. The final step in the communication process is 

	[bookmark: _Hlk84809381]A
	receiving the message.

	B
	sending the message.

	C
	the audience providing feedback to the sender.

	D
	interpreting the message.

	E
	decoding the message. 

	15. Which of the following is not one of the five ways to get the audience to notice your messages?

	A
	Acknowledge the importance of the situation.

	B
	Address the audience's wants and needs.

	C
	Use words, images, and designs that are familiar.

	D
	Consider audience expectations. 

	E
	Ensure ease of use.





TASK 2. Choose and circle the correct answer to the questions about the CV/resume writing.
	1. Which of the five main sections in the CV/resume can you choose not to include?

	A
	Contacts and Essential Information

	B
	Profile

	C
	Work Experience

	D
	Education and Training

	E
	Interests

	2. What is the reason why the different sections on the CV/resume are in the order they are?

	A
	Potential employers are used to CVs having this section order

	B
	It looks good

	3. Why are the section titles in the middle of the page and use a large font?

	A
	To make the resume look pretty

	B
	To help people quickly find the information they are looking for

	4. Why do some of the sentences on the CV/resume have bullet points (•) in front of them?

	A
	To separate different sentences

	B
	To highlight important abilities, experience and achievements

	5. What is the main purpose of the profile section on a CV/resume?

	A
	To self promote yourself

	B
	To summarize the most important information contained on the rest of the CV

	C
	To say things you don’t on the rest of the CV

	6. What style of vocabulary should you use on a CV/resume?

	A
	Informal

	B
	Formal

	C
	It doesn’t matter

	7. Why do some jobs in the work experience section have a list of 'responsibilities & achievements', while others don't?

	A
	These jobs are more relevant for the job being applied for than the others

	B
	The person did more things in these jobs than the others

	8. Which of the 3 factors below is the most important in deciding what information to include on a CV/resume?

	A
	It sounds professional

	B
	It is relevant for the job you are applying for

	C
	It makes you seem very important

	9. In a CV sent for a sales position in a furniture manufacturer, which vocational course/qualification in the education & training section is not necessary to include?

	A
	Microsoft NT4 Network Support Certificate

	B
	Diploma in Advanced Sales Methodology

	C
	Time Management and Prioritization Course

	10. Why should a CV/resume be short (2 pages long), well organized / structured and only contain information relevant to the job you are applying for?

	A
	It makes it quicker and easier to read for potential employers

	B
	That’s what other people do




[bookmark: _Hlk84811783][bookmark: _Hlk84811497]TASK 3. Translate the letter into English. Follow the principles of effective cross-cultural communication in business letter writing.

	Уважаемые господа,

Мы получили запрос от фирмы, имеющей в своей собственности несколько первоклассных отелей в нашей стране. Они открывают новую гостиницу и обратились к нам с просьбой дать им расценки на мебель и соответствующее оборудование по прилагаемому списку.

Мебель и оборудование должны соответствовать самым современным моделям, и всё должно быть поставлено к открытию гостиницы в октябре. Поэтому, не могли бы вы сообщить нам, имеется ли этот товар у вас в наличии и сколько времени вам потребуется, чтобы закончить поставку указанного товара.

С уважением, ...




TASK 4. Case Study/ Documents for Analysis: Responding to claims and adjustment requests when company’s at fault.
Read the following document; then (1) analyze the strengths and weaknesses of each sentence and (2) revise the document so that it follows the guidelines for writing routine, good-news, and goodwill messages.

	Thank you for contacting us about your purchase of the “Knights of Baltazar” game for your MacIntosh. We apologize for the problem and want you to know how it happened.
We outsource our packaging to a firm called TriTech, which does the design work and prints the boxes. Unfortunately, the box that contained your CD for Baltazar was mistakenly labeled. It will work only on IBM (or compatible) platforms.

We are taking care of our customers even though this problem was caused by TriTech. If you will send the entire CD, the box, the warranty card, and your receipt, we will gladly replace it with a CD that will work in your computer. We also need to know how much memory you have and the system you are running (Baltazar won’t work on anything less than a System 7).

Thanks for your patience. Again, we apologize for this even though it was beyond our control. We always want to do the right thing for our customers. Incidentally, I am enclosing our latest catalogue of interactive CD games. We hope to do business with you in the future.
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