ТЕМАТИКА

практических занятий по дисциплине

«деловые коммуникации на  иностранном языке»

для специальности 1-25 01 13 «Экономика и управление туристской индустрией»

Дневная форма обучения
2 КУРС
III семестр
МОДУЛЬ: «BUSINESS SPEECH COMMUNICATION»
	Lesson1. Working Life

	1.Talking about your work and responsibilities, talking about routine activities

	2.Socializing: introducing yourself and others, expressing interest in conversations


Lesson2. Projects 

	1.Talking about projects, updating and delegating tasks

	2.Starting and ending telephone calls, talking about current activities


Lesson3.   

	Services and Systems

	1.Talking about services and systems, explaining how something works

	2.Introducing information, making comparisons


Lesson4.  

	Customers

	1.Talking about customers service, getting information, making and changing arrangements

	2.Starting a conversation on the phone, talking about the future, managing customer feedback


Lesson5.  

	Security

	1.Talking about security in the workplace, explaining and asking about changes

	2.Introducing and responding to news, talking about change and consequences at work


Lesson6
	Logistics

	1.Talking about logistics and supply chains, placing and handling orders

	2.Leaving a voicemail message, reporting problems or disagreements


IV  семестр
Lesson7.  

	Facilities

	1.Describing your place of work, making suggestions and recommendations

	2.Linking ideas, talking about your work facilities


Lesson8. 
	Management as a Career

	1.Business and Businesses

	2.Management and Managers


Lesson9.  

	Types and Forms of Organizations

	1.Corporate Structure and Legal Status

	2.Company Structure and Levels of Management


Lesson10.  

	Top Management

	1.Business Strategy

	2.Managers – people at the top


Lesson11
	The Board of Directors

	1.Stocks, Shares and Executives

	2.Board of Directors’ responsibilities


Lesson12.  

	Decision-Making Process

	1. Market Volatility

	2. Types of decisions and phases of decision-making.


Lesson 13. 
	Communication

	1. Organizational Culture 

	2.Tips for successful communication


Lesson 14. 
	Leadership 

	1.Leadership Styles

	2. Leaders: Born or Made?

	3.Revision and consolidation


МОДУЛЬ “BUSINESS READING AND WRITING COMMUNICATION”
III семестр
Lesson1. 
	Working Life


Lesson2. 

	Business Letter Structure


Lesson3.   

	Projects


Lesson4.  

	Style of a business letter


Lesson5.  

	Services and Systems


Lesson6
	Parts of a letter (beginning and ending)


Lesson7.  

	Customers


Lesson8. 
	Referring, giving good/bad news, giving reasons


Lesson9.  

	Security


Lesson10.  

	Giving information about a trip, confirming reservations.


Lesson11
	Logistics. Facilities


Lesson12.  

	Requesting action/ information


Lesson 13. 
	Innovation. Breakdown


IV семестр
Lesson1. 
	Replying to an enquiry.


Lesson2. 

	Management as a Career


Lesson3.   

	Apologising.


Lesson4.  

	Types and Forms of Organizations  


Lesson5.  

	Making a complaint.


Lesson6
	Top Management


Lesson7.  

	Giving tourist advice, making suggestions


Lesson8. 
	The Board of Directors


Lesson9.  

	Giving information about an order, making suggestions


Lesson10.  

	Decision-Making Process


Lesson11
	Welcoming hotel guests


Lesson12.  

	Communication. Leadership


Seminar13. 
	Informing about events


Seminar14. 
	Revision and consolidation


