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BBenenue

OG6mienue, kak BepOaabHOE, TaK U HEBepOaIbHOE, SIBJISIETCS OCHOBOM BCEro,
YTO MBI JI€JIA€M U TOBOPHM, U OCOOEHHO Ba)XKHO Ha pabouyem mecte B 21 Beke.
[lenpto  MaHHOW  JUCHMIUIMHBI ~ SBISIETCS  TMOBBIIMIEHWE  OCBEIOMIICHHOCTH
MarucTpaHTOB O KOMMYHHKAIUsX Ha paboyeM MecTe U BBIpAa0OTKAa HOBBIX
HABBIKOB MEKJIMYHOCTHOTO OOIIIEHHsI, KOTOPbIE TOMOTYT IOOUTHCS yCIieXa.

K 3agadyam TuCUUIIIIMHBI OTHOCSITCS CJIEyIONIEE:

- OIIPeIeTUTh KOMMYHUKAIIMIO U €€ pOJib Ha paboueM MecCTe;

- onucaTh npeumyiecTa 3GPEeKTUBHON KOMMYHHUKAIIMN Ha paboueM MecTe;

- ONpeNeNuTh W OOBSICHUTH Hambosiee OOIIMEe ayAUTOPUH U METObI
0OIIEeHNUs C KaKI0N ay TuTOpUEH;

- BBIABUTH M YCTPaHHUTh OOIIME TMPEnsTCTBUS A 3PPEKTUBHOIM
KOMMYHHKAIIHH;

- IOABECTH UTOT 5-CTYNEHYATON METOAMKHU U OOBSICHUTH €€ MOJIE3HOCTh MPH
OOIIEHUHU C MEHEHKEPOM;

- 00CyaUTh IydlINe MOAXOABl M METOJbl KOMMYHHKAIIUU JIs1 JOCTaBKH
IJIOXUX HOBOCTEU MEHEIKEDY;

- OIIUCATh CIIOCOOBI YCTAHOBJICHUS TOJIOKUTEIIbHBIX CBSI3€H C MEPCOHAIIOM;

- 00CYIUTh METO/Ibl PACIIU(PPOBKH CTHIICH OOIIEHUS PYKOBOAUTEIECH;

- 00CyIuTh METOJbl ONpENeNiCHUs XapaKTePUCTUK U JABUKYIIUX CHII
UCTIOJTHUTENbHBIX PYKOBOAUTENIEH;

- 00CyAUTH METO/Ibl YOIKICHUS UCTIOIHUTEILHOTO PYKOBO/ICTBA;

- ONPENENUTh JyYIIHEe METOJbl YCHEHIHOM paldoThl C BUPTyaJbHBIMH /
yIaJIeHHBIMU KOMaHaMU;

- OoCBOUTh MeToAbl ns dS()PEeKTUBHBIX KOH(PEPEHI-BHI30BOB M BeO-
CEMHUHApOB.

[To oxoHYaHUM W3Yy4YEeHMS AMCUUIUIMHBI CTYACHT JOJDKEH 3HATH MOHATHE U
TUTIBI TIPOGECCUOHATBPHOW KOMMYHUKAIMK; Oapbepbl KOMMYHUKALIMU; TPUHITUTIBI
KOMMYHUKAIIMH; CIOCOObI MPO(PECCHOHAIBHOW KOMMYHHUKALIUM;, YMETh H30€rarhb
omuOOK  MpodeCCHOHATBHOW  KOMMYHHUKAllMW;  MPaBWJIBHO  OMPEACNsAThH
CyOOpAMHALIMOHHYIO  TMO3MUIMI0 B  JIEIOBOM  KOMMYHHUKAIIMM;  BBICTPOUTH
KOMMYHHUKAIIMIO B 3aBUCMMOCTH OT €€ cmoco0a; BiaaeTh crocodaMu
YCTaHOBJICHUSI OJHO W  JIByXHANpaBJICHHOM KOMMYHHUKAllMM;, CHOCOOaMu
IPOBEJCHUS JJIEKTPOHHBIX COBELIAHMI; HAaBBIKAMM OpraHu3aluud padboThl ¢
AJIEKTPOHHBIMHU THCbMaMHU; METOJUKAaMU YJAJIEHHOM paOOThl M BBICTpAaMBaHUS
BUPTYaJIbHOW KOMMYHUKAIIHH.

B yuebHO-MeToaMuecKOM MOCOOMHU PacCCMOTPEHBI BUJIbI IPO(GECCHOHATBLHON
KOMMYHHKAIUH, 3(PQGEeKTUBHAS KOMMYHHKAIUS, MPUBEACHBI METOABl OLEHKU
KOMMYHHUKAIIUM ~ CTYJICHTA, TOKa3aHbl MNPUHIUOBI ¥ THUIOBBIE OIIHUOKU
KOMMYHHUKAIINH, MMOKa3aHbl MPUHLUIBE 3()(PEKTUBHBIX COBEIIAHUN U TEPEMUCKH,
MPUBOJISATCS MOCIEIHNE TPEH Bl B BUPTYaTbHOW KOMMYHHKAITHH.

[Ipy wucmonb30BaHUM  y4eOHO-METOJUYECKOTO TMMOCOOMS Ha 3aHATHIX
npumensitorcss MetoAsl Bring Your Own Devices, caMOCTOATENBHOIO MOMCKA
JUTEpaTypbl B OTKPBITHIX OumOnmoriaduueckux Oazax (elibrary, google books,



PYCCKOSI3BIYHBIX TEMAaTUYECKUX Koyuiekuusx). [locoOue mnpu3BaHo pa3BUBATH
o0pa3upl MEXIyHapOAHOM KOMMYHHMKAllMM C HCIOJb30BAHUEM aAHIJIOSA3BIYHBIX
ayTeHTU4YHbIX TeKcToB U Google Translator.

YuyeOHo-MeToAMYEeCKOe  MOcOoOMe  MpeAHa3HAuYe€HO Il CTYJEHTOB
Maructepckol mporpammbl Hampasienuss 38.04.01 Oxonomuka IIpoduns
«DKOHOMUKA MIPEANPUHUMATEIBCTBAY.



Tema 1. [TonsiTHE KOMMYHUKAUH
Topic 1. What is Communication

Why ask the question What is Communication? We communicate with
others everyday. We have conversations with people everyday. Communication is
the process of transferring information from one person to another. It is a tool to
help us do business, manage relationships, network. As with all tools we need to
develop effective communication skills to use it well to get the results wanted.

For interactions to be effective we need to transfer accurate messages or
information from ourselves to the other person or group of people. Here lies the
challenge......in transferring accurate messages. The process will and does break
down. By developing your understanding of exactly what is communication,
communication theory and understanding common communication barriers you
will build your communication skills, increasing your effectiveness in all your
interactions.

What is Communication is used for?:

Give instructions

Convey facts

Give advice

Give ideas and gather ideas

Persuade or influence others

To negotiate

To manage and resolve conflict

To gain an understanding and appreciation of other's points of views

To motivate others

To express your feelings and emotions
e To control and co-ordinate efforts

However, if used poorly, the desired results will not be achieved.

The wusual error that people make here is to use atelling style of
communication. This is essentially one-way communication where the listener
does not have the opportunity to respond.

- Encodes message with words, | + Decodes the message using their

symbols, tone, body language | filters

Fig 1. One-way Communication

If you use this approach barriers will become very evident and the
interaction may breakdown. To increase the chance of creating understanding
practice two-way communication.



Fig 2. Two-Way Communication

However, just because you are now receiving information back from the
other person does not mean that communication will flow easily and will be
effective.

Task 1:

Choose the situation in your everyday life.

To ensure that two-way communication works effectively you need to
practice and develop effective communication skills;

Tips:

Plan how you articulate your message based on the context, the listeners,
what you want to achieve.

Listen the listener's feedback.

Ask questions.

Clarify your understanding.

Summarise what has been said/agreed.

It is also important to note that communication always takes place within a
context and that noise is always present - both external noise and internal noise.
These factors also impact on how messages are received and iinterpreted.

In summary, what is communication? It is the process of sharing information
with another party to create a common understanding and move business and
relationships forward, constructively.

Source: Ormond Coaching and Training. URL: http://www.leadership-
development-tips.com/what-is-communication.html.

3aganus:
1. ITpouture u nepeBeaUTE TEKCT.
2. Brimonnure 3amanue 1.



3. PaspIrparite B mapax CATyalMdM OJHO W JIBYHAIPaBJICHHOMN
KOMMYHMKanMu. IIpoaHanusupyiTe, YTO NOJYYUIOCH, C ITOMOUIBIO
MOJICKa30K (tips).



Tema 2. DddexTHBHAA KOMMYHHKAIIUA HA pabdo4eM MecTe
Topic 2. Effective Communication in the Workplace

The importance of communication in the workplace is often overlooked.
Effective communication is a skill that everyone can develop. Developing these
skills will benefit you both inside and outside of work. Leadership has as its
cornerstone the ability to communicate effectively.

Communication is a tool of management. Without it nothing gets done.
Unfortunately, sometimes with it nothing gets done! The reasons?

Communication in the workplace can be challenging. There are many
barriers to effective communication. However, these communication barriers can
be managed if you know and understand the challenges that exist when
communicating and work to develop the skills of effective communicators. The
communication tips on this page will help you to do this.

The more you understand about the process of communication, how
misunderstanding occurs and how communication in the workplace can and does
break down the more aware you will become of common communication barriers
and the more you will be able to manage the interactions you have.

The benefits are huge:

. Build and develop strong working relationships at all levels in the
organisation

. Manage internal and external meetings well

. Develop good influencing and negotiation skills

. Manage your reactions positively in different situations

. Reduce stress levels

Barriers to Effective Communication

Many people focus on what the other party is or isn't doing when
communication breaks down. They place the blame on them. If you do this, you
are not taking responsibility for the outcome of the interaction.

Communication Tip: Become aware of what you are doing or saying and the
impact that that is having on the interaction. Are your behaviours contributing to
the breakdown that may be occuring?

Think of communication barriers as roadblocks. They prevent you from, or
slow you down in, reaching your desired destination. There are some common
barriers to communication that act as noise and impair the accuracy of message
transmission.

. Frame of Reference

. Stereotyping

. Cognitive Dissonance
. Halo or Horns

. Semantics and jargon

. Not paying enough attention



. Poor timing

Communication Tip:

Always keep an open mind.

How you view things is your reality, based on your perception of events.
Do not prejudge people or their input.

Pay attention to the words and phrases that you use to minimise the
possibility of misunderstandings/misinterpretation occurring.

Practice how you listen and pay attention to the other person.

High Risk Responses

In his book People Skills Robert Bolton explores 12 high risk responses that
can lead to communication break down. These high risk responses have a negative
impact on communication particularly in stressful situations. Your intention may
be positive, however the impact is negative!

In stressful situations you should avoid the following blocks that are broken
down into 3 categories a) Judging b) Sending Solutions and c¢) Avoiding.

Jugding:

e Criticising. Making a negative evaluation of the other person.

e Name calling. Putting down or stereotyping the other person.

e Diagnosing. Analysing why a person is behaving the way they are.

e Praising evaluatively. Making a positive judgement of the other
person.

Sending Solutions:

e Ordering.

e Threatening.

e Moralising. Telling the other person what they should do. Preaching
to them.

e Excessive or inappropriate questionning, closed ended questions.

e Advising. Giving solutions to their problems.

Avoiding:

e Diverting. Pushing the other person's problems aside.

e Logical Argument. This usually ignores the emotional factors
involved and seeks to influence the other person based on facts.

e Reassuring. Trying to stop the other person feeling negative emotions.

e Communication Tips:

e Become aware of how these responses effect you at times and the
reasons that they had that effect on you.

e Think of how your response may impact the other person and change
the wording, phrasing, your body language or voice tone.

e Pause before you speak. This gives you time to think about the
situation, the other person or people and check your phrasing before
you speak. Simple, but very effective.



Communication in the workplace is challenging. Just because you have said
something or told someone something does not mean that it has been understood or
that there i1s agreement. There are other skills that effective communicators

develop.

Task 2:
For 2 minutes please tell to your peer about your today’s situation on
the working place. Than analyze them using Communication Tip.

Sources:
Bolton R. People Skills. Simon and Schuster, 2009. 324 p. URL:
https://books.google.ru/

Ormond Coaching and Training. URL: http://www.leadership-development-
tips.com/what-is-communication.html.

3agaHusa K TeMe 2:

I.
2.
3.

9}

IIpouTuTe U nEpeBeAUTE TEKCT.

Beinosiure 3ananue 2.

CpaBHHTE NPAKTHKY MEXIyHapoaHONM KoMMyHuKauu (Communication
Tip) v NpakTUKH, IPUBOJALIUE K Pa3pPYLIEHUIO KOMMYHHUKALIHH.
[TpuBenuTe mpuMepbl KOMMYHHKAITMOHHBIX CUTYallui ¢ OJOKaMH.
[TpuBeauTe nmpumepsl OaprepoB KOMMyHUKauK. Haligure ux aHanoru B
UHTEPHETE.

3aitnure Ha https://books.google.ru/ u wHaiimute kHury R. Bolton.
Pacnpenenure noctynHbie TJ1aBbl KHUTH MexAy co0oil. Cnenaiite 0630p
JOCTYIHBIX IJ1aB KHUTH.




Tema 3. OieHKa KOMMYHMKATHBHBIX CIIOCOOHOCTEH MATHCTPOB.
Topic 3. How Good Are Your Communication Skills?

Communication skills are some of the most important skills that you need to
succeed in the workplace.

If you want to be an expert communicator, you need to be effective at all
points in the communication process — from "sender" through to "receiver" — and
you must be comfortable with the different channels of communication — face to
face, voice to voice, written, and so on. Poor communicators usually struggle to
develop their careers beyond a certain point.

So, are you communicating effectively? Take this short quiz to find out.

The Communication Quiz

Instructions

For each statement, click the button in the column that best describes you.
Please answer questions as you actually are (rather than how you think you should
be), and don't worry if some questions seem to score in the 'wrong direction'. When
you are finished, please click the 'Calculate My Total' button at the bottom of the
test.

Ne | Statements to Answer Not at | Rare | Sometimes | Often | Very
All ly Often

1 I try to anticipate and predict possible causes of
confusion, and I deal with them up front.

2 When I write a memo, email, or other document, I
give all of the background information and detail
I can to make sure that my message is understood.

3 If T don't understand something, I tend to keep
this to myself and figure it out later.

4 | I'm surprised to find that people haven't
understood what I've said

5 | I can tend to say what I think, without worrying
about how the other person perceives it. [ assume
that we'll be able to work it out later

6 | When people talk to me, I try to see their
perspectives.

7 | I use email to communicate complex issues with
people. It's quick and efficient.

8 When I finish writing a report, memo, or email, I
scan it quickly for typos and so forth, and then

send it off right away

9 | When talking to people, I pay attention to their
body language

10 | I use diagrams and charts to help express my
ideas

11 | Before I communicate, I think about what the
person needs to know, and how best to convey it

12 | When someone's talking to me, I think about what




Ne | Statements to Answer Not at | Rare | Sometimes | Often | Very
All ly Often

I'm going to say next to make sure I get my point
across correctly

13 | Before I send a message, I think about the best
way to communicate it (in person, over the phone,
in a newsletter, via memo, and so on)

14 | I try to help people understand the underlying
concepts behind the point I am discussing. This
reduces misconceptions and and increases
understanding.

15 | I consider cultural barriers when planning my
communications increases understanding

Score Interpretation

Score Comment

15-35 | You need to keep working on your communication skills. You are not expressing
yourself clearly, and you may not be receiving messages correctly either. The good
news is that, by paying attention to communication, you can be much more effective at
work, and enjoy much better working relationships! The rest of this article will direct
you to some great tools for improving your communication skills. (Read below to
start.)

36-55 | You're a capable communicator, but you sometimes experience communication
problems. Take the time to think about your approach to communication, and focus on
receiving messages effectively, as much as sending them. This will help you improve.
(Read below to start.)

56-75 | Excellent! You understand your role as a communicator, both when you send
messages, and when you receive them. You anticipate problems, and you choose the
right ways of communicating. People respect you for your ability to communicate
clearly, and they appreciate your listening skills. (Read below for more.)

Detailed Interpretation
Whenever you communicate with someone else, you each follow the steps
of the communication process shown below.

Context

Here, the person who is the source of the communication encodes it into a
message, and transmits it through a channel. The receiver decodes the message,
and, in one way or another, feeds back understanding or a lack of understanding to
the source.

By understanding the steps in the process, you can become more aware of
your role in it, recognize what you need to do to communicate effectively,




anticipate problems before they happen, and improve your overall ability to
communicate effectively.

The sections below help you do this, and help you improve the way you
communicate at each stage of the process.

The Source — Planning Your Message

(Questions 2, 11)

Before you start communicating, take a moment to figure out what you want
to say, and why. Don't waste your time conveying information that isn't necessary
— and don't waste the listener or reader's time either. Too often, people just keep
talking or keep writing — because they think that by saying more, they'll surely
cover all the points. Often, however, all they do is confuse the people they're
talking to.

Task 3:

To plan your communication:

Understand your objective. Why are you communicating?

Understand your audience. With whom are you communicating? What do
they need to know?

Plan what you want to say, and how you'll send the message.

Seek feedback on how well your message was received.

When you do this, you'll be able to craft a message that will be received
positively by your audience.

Good communicators use the KISS ("Keep It Simple and Straightforward")
principle. They know that less is often more, and that good communication should
be efficient as well as effective.

Encoding — Creating a Clear, Well-Crafted Message

(Questions 1, 5, 8, 10, 15)

When you know what you want to say, decide exactly how you'll say it.
You're responsible for sending a message that's clear and concise. To achieve this,
you need to consider not only what you'll say, but also how you think the recipient
will perceive it.

We often focus on the message that we want to send, and the way in which
we'll send it. But if our message is delivered without considering the other person's
perspective, it's likely that part of that message will be lost. To communicate more
effectively:

e Understand what you truly need and want to say.

e Anticipate the other person's reaction to your message.

e Choose words and body language that allow the other person to really
hear what you're saying.

With written communication, make sure that what you write will be
perceived the way you intend. Words on a page generally have no emotion — they
don't "smile" or "frown" at you while you're reading them (unless you're a very
talented writer, of course!)




When writing, take time to do the following:

e Review your style.

e Avoid jargon or slang.

e Check your grammar and punctuation.

e Check also for tone, attitude, nuance, and other subtleties. If you think
the message may be misunderstood, it probably will. Take the time to
clarify it!

e Familiarize yourself with your company's writing policies.

Another important consideration is to use pictures, charts, and diagrams
wherever possible. As the saying goes, "a picture speaks a thousand words." Our
article on charts and graphs has some great tips that help you to use these to
communicate clearly.

Also, whether you speak or write your message, consider the cultural
context. If there's potential for miscommunication or misunderstanding due to
cultural or language barriers, address these issues in advance. Consult with people
who are familiar with these, and do your research so that you're aware of problems
you may face. See our article on Effective Cross-Culture Communication for more
help.

Choosing the Right Channel

(Questions 7, 11, 13)

Along with encoding the message, you need to choose the best
communication channel to use to send it. You want to be efficient, and yet make
the most of your communication opportunity.

Using email to send simple directions is practical. However, if you want to
delegate a complex task, an email will probably just lead to more questions, so it
may be best to arrange a time to speak in person. And if your communication has
any negative emotional content, stay well away from email! Make sure that you
communicate face to face or by phone, so that you can judge the impact of your
words and adjust these appropriately.

When you determine the best way to send a message, consider the following:

e The sensitivity and emotional content of the subject.
How easy it is to communicate detail.
The receiver's preferences.
Time constraints.
The need to ask and answer questions.

Decoding — Receiving and Interpreting a Message

(Questions 3, 6, 12, 14)

It can be easy to focus on speaking; we want to get our points out there,
because we usually have lots to say. However, to be a great communicator, you
also need to step back, let the other person talk, and just listen.



This doesn't mean that you should be passive. Listening is hard work, which
is why effective listening is called active listening. To listen actively, give your
undivided attention to the speaker:

Look at the person.
Pay attention to his or her body language.
Avoid distractions.
Nod and smile to acknowledge points.
Occasionally think back about what the person has said.
Allow the person to speak, without thinking about what you'll say
next.
e Don't interrupt.

Empathic listening also helps you decode a message accurately. To
understand a message fully, you have to understand the emotions and underlying
feelings the speaker is expressing. This is where an understanding of body
language can be useful.

Feedback

(Questions 4, 9)

You need feedback, because without it, you can't be sure that people have
understood your message. Sometimes feedback is verbal, and sometimes it's not.
We've looked at the importance of asking questions and listening carefully.
However, feedback through body language is perhaps the most important source of
clues to the effectiveness of your communication. By watching the facial
expressions, gestures, and posture of the person you're communicating with, you
can spot:

Confidence levels.
Defensiveness.
Agreement.
Comprehension (or lack of understanding).
Level of interest.
Level of engagement with the message.
e Truthfulness (or lying/dishonesty).

As a speaker, understanding your listener's body language can give you an
opportunity to adjust your message and make it more understandable, appealing, or
interesting. As a listener, body language can show you more about what the other
person is saying. You can then ask questions to ensure that you have, indeed,
understood each other. In both situations, you can better avoid miscommunication
if it happens.

Feedback can also be formal. If you're communicating something really
important, it can often be worth asking questions of the person you're talking
to make sure that they've understood fully. And if you're receiving this sort of
communication, repeat it in your own words to check your understanding.

Key Points



It can take a lot of effort to communicate effectively. However, you need to
be able to communicate well if you're going to make the most of the opportunities
that life has to offer.

By learning the skills you need to communicate effectively, you can learn
how to communicate your ideas clearly and effectively, and understand much more
of the information that's conveyed to you.

As either a speaker or a listener, or as a writer or a reader, you're responsible
for making sure that the message is communicated accurately. Pay attention to
words and actions, ask questions, and watch body language. These will all help
you ensure that you say what you mean, and hear what is intended.

Sources:

KISS ("Keep It Simple and Straightforward"). URL:
https://www.mindtools.com/pages/article/KeepltSimple.htm

How Good Are Your Communication Skills? URL: URL:
https://www.mindtools.com/pages/article/newCS_99.htm

Body Language. Understanding Non-Verbal Communication. URL:
https://www.mindtools.com/pages/article/Body Language.htm. (+ Bumaeo)

3apanus K teme 3:

1. IIpouyTuTe M NIEpeBENNTE TEKCT.

2. Bemonnaute tect (The Communication Quiz).

3. Bommonnure 3amanue (task 3).

4. ITpouture u pacckaxure rnpo KISS.

5. Hanummute coobiienne Ha 3aJJaHHyI0 WHIAUBUIYAIbHO TEMY U TIepeanTe
€ro OJHOrpyNnnHUKy. OJHOTPYNIHKUK aeT PEKOMEHJIALHUH O €ro YJIyUYLIEHUIO C
UCII0JIb30BAaHUEM MaTepHalia 3TON TEMBI.

6. Haiinure momonHuTENbHYIO WH(OPMALMIO MO SMIIATUU U SI3BIKY Tena,
PACCKaXUTE O METOJIMKAX U MpUEeMaXx.

7. Pa3pabotaiiTe cOOCTBEHHBIN OLICHOYHBI UHCTPYMEHT
KOMMYHUKAIIMOHHBIX HaBBIKOB C HCIIOJb30BAHUEM CYIIECTBYIOIIMX aHAJIOTOB B
CETU UHTEPHET.



Tema 4. Baxxuble KOMMYHUKAIIMOHHbIE HABBIKH
Topic 4. Essential Communication Skills
How To Listen When Your Communication Styles Don't Match

Why do people who consider themselves good communicators often fail to
actually hear each other? Often it’s due to a mismatch of styles: To someone who
prefers to vent, someone who prefers to explain seems patronizing; explainers
experience venters as volatile.

This is why so many of us see our conversational counterparts as lecturing,
belaboring, talking down to us, or even shaming us (if we are venters and they are
explainers) or as invasive, out of control, and overly emotional (if we’re an
explainer and they’re a venter).

Facing this kind of mismatch, what do you think the chances are for either
person actually listening with an open mind?

It 1s tempting to say “zero,” but since it’s not possible (or even desirable) to
work only with people who match your communication style, you need to develop
the skill to try to listen around their communication style.

Listening around that style, however, can be incredibly effortful. When
someone is either venting/screaming or explaining/belaboring it triggers a part of
your middle emotional brain called the amygdala, which desperately wants to
hijack your attentive listening and instead react reflexively with whatever your
hardwired reactions are. And resisting that amygdala hijack is exhausting.

What do to with a venter/screamer

If your conversational counterpart is a venter/screamer, your hardwired
survival coping skill might be to tell them to calm down (which will only make
them more upset), to shut down and get silent (which will only make them yell
longer, because they’ll think you’re not listening), or to try to point out how
irrational venting is (which, as noted above, they will perceive as patronizing and
belaboring).

Instead, say to yourself, “Okay, here comes another temper tantrum. Just let
them blow. Try not to take it between the eyes and imagine you’re looking into the
calm eye of a hurricane and the storm is going over your shoulder.”

To do this, focus on their left eye. The left eye is connected to the right brain
— the emotional brain. Let them finish. Then say, “I can see you’re really
frustrated. To make sure I don’t add to that, and to make sure I don’t miss
something, what was the most important thing I need to do in the long term, what’s
the critical thing I need to do in the short term, and what do I need to get done
ASAP?” Reframing the conversation this way, after they’ve finished venting, will
make sure that your “explainer” self knows what to do — instead of ignoring the
venting as another random outburst from “Conan the Barbarian” or “the Wicked
Witch of the West.” Chances are, they do have something important they’re trying
to tell you — even though they’re not communicating it very well.



After they respond, say to them, “What you just said is way too important
for me to have misunderstood a word, so I’'m going to say it back to you to make
sure I am on the same page with you. Here’s what I heard.” Then repeat exactly,
word for word, what they said to you. After you finish, say to them, “Did I get that
right and if not, what did I miss?” Forcing them to listen to what you said they
said, “because it was important,” will slow them down, will help you stay centered
and in control, and will earn you their and your own respect.

What to do with an explainer/belaborer

If your conversational counterpart is an explainer, your hardwired survival
coping skill might be to say to yourself, ”Here they go again, make sure you smile
politely even if you want to pull your hair out. Try not to let your impatience and
annoyance show.” The problem with this is that even though they may be oblivious
to others as they go on and on, at some level they may be aware of your underlying
impatience and... that might actually make them talk longer. Yikes.

Realize that the reason they explain and belabor things is probably because
their experience is that people don’t pay attention to what they say. They don’t
realize that while that may be true of some truly distracted people, for others, the
reason they don’t pay attention is that the speaker is belaboring something that the
listener already heard — and doesn’t want to hear over and over again. Another
possibility is that these explainers may not be feeling listened to somewhere else in
their life (by their spouse, kids, parents, or boss) and is now relieved to have you
as a captive audience.

When the explainer goes into his explanation/lecture/filibuster, say to
yourself, “Okay, this is going to take a while.” Put a mental bookmark in whatever
you were working on. Then look them in their left eye with a look that says,
“Okay, take your time, I'm fully listening.” Instead of feeling frustrated and
reacting by become impatient and fidgety, remind yourself, “They need to do this.
I can be patient.”

Then when they finish then apply a similar response to the venter/screamer
with the following minor edit:

“I can see that you really had a lot that you had to say. To make sure I don’t
miss something, what was the most important thing I need to do in the long term,
what’s the critical thing I need to do in the short term, and what do I need to get
done ASAP?””

After they respond to that, say to them, “What you just said is way too
important for me to have misunderstood a word, so I’'m going to say it back to you
to make sure I am on the same page with you. Here’s what I heard.” Then repeat
exactly, word for word, what they said to you. After you finish, say to them, “Did
I get that right, and if not, what did [ miss?”

Your amygdala is probably saying to you and to me, “I don’t want to do
either of those things. These people are obnoxious and unreasonable. Why should
I kowtow to them?”

Here are several reasons:



1. They aren’t likely to change. These are deeply ingrained
personality traits.

2. Being more open and inviting them to talk rather than closed and
resistant will lessen their need to act this way. Listening patiently
hath charm to soothe the savage (or boring) beast.

3. You will feel more self-respect and self-esteem. The above
approaches will enable you to remain cool, calm, collected,
centered and communicative in situation that formerly frustrated
you and made you react poorly.

6 Tips for How to Communicate Clearly in Business

The opinion of Stacy Blackman, President of Stacy Blackman Consulting
(www.stacyblackman.com/).

In my business, I see a lot of business school application essays. One
problem that nearly all candidates struggle with is how to communicate clearly,
particularly adhering to word counts. If the admissions committee gives a 500
word limit for writing about your accomplishments, many applicants write essays
1,000 words or longer. For them it seems an impossible task to share their many
accomplishments in a single page, but doing so just takes a special skill: The
ability to be clear and concise.

People in the post-MBA world also struggle with how to communicate
clearly. How many emails do you receive in a day that go on for paragraphs and
leave you thinking, what’s the point? Long, rambling emails have become such a
scourge that a new product, Shortmail.com, limits users’ messages to 500
characters; for my Twitter-minded readers, that’s roughly three and a half Tweets.
If you attempt to send a Shortmail user an email over 500 characters, they won’t
receive it until you edit it down.

This might seem like an extreme measure, but almost everyone could benefit
from focusing on sending more concise emails, memos and business letters. Here
are a few tips to help you with how to communicate clearly.

Lead with your main point: If you were forced to boil down your email to
one or two sentences, what would they say? Always start by writing your main
point. Then elaborate as necessary.

Cut the jargon: You and your office mates might talk to each other about the
current state of your bandwidth, but in writing it’s much more clear and concise to
say “My schedule is full.”

Use short, direct sentences: You’ll likely remember this rule from grammar
school: Put the subject at the beginning of your sentence. So instead of, “A new
meeting date was set by the steering committee,” write, “The steering committee
set a new meeting date.” Also, watch out for sentences that go on for three or more
lines. Shorter sentences are much easier to read.

Read it aloud: When you’re getting ready to send an important
communication, you’ll catch mistakes and other problems more easily if you read
it aloud. If something trips you up or doesn’t make sense as you’re reading, rewrite
until it’s clear.




Use spell check: Seems simple, but you’d be surprised how many people
skip this crucial step.

Don’t overuse spell check: Meaning, don’t assume spell check is going to
catch all of your mistakes. Depending on the program you’re using, you may not
be alerted if you wrote “there” when you really meant “their.” And spell check
certainly won’t help you if you addressed your client as “Kate,” though she
actually spells her name “Cate.”

By the way, I just followed my own advice and caught three typos and re-
wrote two long and potentially confusing sentences. Maybe next time I'll figure
out a way to say it all in 500 characters.

The 10 Worst Communication Mistakes For Your Career

According to a new year-long study of over 4,000 college-educated
professionals and 268 senior executives, conducted by CTI and in partnership with
Marie Claire magazine, you must be viewed as a leader in order to get promoted
into top jobs. That takes “executive presence,” which is defined as having gravitas,
excellent communication skills and a polished appearance.

These skills are required, but that doesn’t mean you rack up bonus points for
having them. Instead, you get demerits for your mistakes, as superiors silently
cross you off their good lists. So what are the pitfalls to avoid? The study
uncovered the 10 worst communication mistakes that will instantly derail your
promotion hopes.

No. 1: Racially Biased Comments

Of executives surveyed, 72% said racially biased comments are a major
blunder for men and 70% said the same for women. This is the top offense for
good reason. These remarks easily offend or insult, reflect poor judgment and
reveal low emotional intelligence, according to the researchers.

No. 2: Off-Color Jokes

This second worst communication mistake is similar to the first. Telling
inappropriate jokes makes people uncomfortable, revealing an inability to properly
read the audience and environment. On the flip side, 61% of executives believe
being able to sense the mood of others and effectively adjust your language, tone
and content is one of the top skills required to advance.

See Also: Top 6 Communication Skills That Will Get You Promoted

No. 3: Crying

Rightly or wrongly, workplace tears do not communicate leadership
potential—especially if you’re a man. While 59% of executives say crying makes a
woman look bad, 63% believe it’s a top mistake for men. “You have to be able to
control your emotions,” a male banking executive told researchers.

No. 4: Sounding Uneducated

Executives say it’s important for leaders to portray gravitas, worldliness and
intellectual horsepower. Thus, sounding uneducated will immediately undermine
your chances of ascension. One IT manager told the researchers, “I’ve been with



bosses who look like they would be competent, and then they blow it when they
open their mouths and sound like complete buffoons.”

No. 5: Swearing

Cursing 1s a gender-neutral faux pas. It’s generally considered
unprofessional and unfitting of a leader. Interestingly, it’s also a major mistake
online, which in itself is a communication minefield. Those polled said the top
three online communications blunders are posting unflattering messages about
colleagues, posting unprofessional photos and being too personal.

Sources:

Goulston M. How To Listen When Your Communication Styles Don't Match //
Harvard Business Review. October 09, 2013. URL: http://blogs.hbr.org/2013/10/how-
to-listen-when-your-communication-styles-dont-match/

Blackman S. 6 Tips for How to Communicate Clearly in Business July 29,
2011.

Goudreau J. The 10 Worst Communication Mistak es For Your Career //
Forbes, NOV 16, 2012. URL:
https://www.forbes.com/sites/jennagoudreau/2012/11/16/the-10-worst-
communication-mistakes-for-your-career/#8d0b8de75626
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Tema S. I[IpuHIUIIBI KOMMYHHUKALMU
Topic 5. The 7 Cs of Communication.

Think of how often you communicate with people during your day.

You write emails, facilitate meetings, participate in conference calls, create
reports, devise presentations, debate with your colleagues... the list goes on.

We can spend almost our entire day communicating. So, how can we
provide a huge boost to our productivity? We can make sure that we communicate
in the clearest, most effective way possible.

This is why the 7 Cs of Communication are helpful. The 7 Cs provide a
checklist for making sure that your meetings, emails, conference calls, reports, and
presentations are well constructed and clear — so your audience gets your message.

According to the 7 Cs, communication needs to be:

1. Clear.
Concise.
Concrete.
Correct.
Coherent.
Complete.
. Courteous.

In this article, we look at each of the 7 Cs of Communication, and we'll
illustrate each element with both good and bad examples.

1. Clear

When writing or speaking to someone, be clear about your goal or message.
What is your purpose in communicating with this person? If you're not sure, then your
audience won't be sure either.

To be clear, try to minimize the number of ideas in each sentence. Make sure
that it's easy for your reader to understand your meaning. People shouldn't have to
"read between the lines" and make assumptions on their own to understand what
you're trying to say.

N LR W

Bad Example

Hi John,

I wanted to write you a quick note about Daniel, who's working in your
department. He's a great asset, and I'd like to talk to you more about him when you
have time.

Best,

Skip

What is this email about? Well, we're not sure. First, if there are multiple
Daniels in John's department, John won't know who Skip is talking about.

Next, what is Daniel doing, specifically, that's so great? We don't know that
either. It's so vague that John will definitely have to write back for more information.

Last, what is the purpose of this email? Does Skip simply want to have an idle
chat about Daniel, or is there some more specific goal here? There's no sense of
purpose to this message, so it's a bit confusing.

Good Example




Hi John,

I wanted to write you a quick note about Daniel Kedar, who's working in your
department. In recent weeks, he's helped the IT department through several pressing
deadlines on his own time.

We've got a tough upgrade project due to run over the next three months, and
his knowledge and skills would prove invaluable. Could we please have his help with
this work?

I'd appreciate speaking with you about this. When is it best to call you to
discuss this further?

Best wishes,

Skip

This second message is much clearer, because the reader has the information he
needs to take action.

2. Concise

When you're concise in your communication, you stick to the point and keep it
brief. Your audience doesn't want to read six sentences when you could communicate
your message in three.

o Are there any adjectives or "filler words" that you can delete? You can
often eliminate words like "for instance," "you see," "definitely," "kind
of," "literally," "basically," or "I mean."

e Are there any unnecessary sentences?

e Have you repeated the point several times, in different ways?

Bad Example

Hi Matt,

I wanted to touch base with you about the email marketing campaign we kind
of sketched out last Thursday. I really think that our target market is definitely going
to want to see the company's philanthropic efforts. I think that could make a big
impact, and it would stay in their minds longer than a sales pitch.

For instance, if we talk about the company's efforts to become sustainable, as
well as the charity work we're doing in local schools, then the people that we want to
attract are going to remember our message longer. The impact will just be greater.
What do you think?

Jessica |
This email is too long! There's repetition, and there's plenty of "filler" taking up

space.

Good Example

Watch what happens when we're concise and take out the filler words:

Hi Matt,

I wanted to quickly discuss the email marketing campaign that we analyzed last
Thursday. Our target market will want to know about the company's philanthropic
efforts, especially our goals to become sustainable and help local schools.

This would make a far greater impact, and it would stay in their minds longer
than a traditional sales pitch.

What do you think?

Jessica

3. Concrete



When your message is concrete, then your audience has a clear picture of what
you're telling them. There are details (but not too many!) and vivid facts, and there's
laser-like focus. Your message is solid.

Bad Example

Consider this advertising copy:

The Lunchbox Wizard will save you time every day.

A statement like this probably won't sell many of these products. There's no
passion, no vivid detail, nothing that creates emotion, and nothing that tells people in
the audience why they should care. This message isn't concrete enough to make a
difference.

Good Example

How much time do you spend every day packing your kids' lunches? No more!
Just take a complete Lunchbox Wizard from your refrigerator each day to give your
kids a healthy lunch and have more time to play or read with them!

This copy is better because there are vivid images. The audience can picture
spending quality time with their kids — and what parent could argue with that? And
mentioning that the product is stored in the refrigerator explains how the idea is
practical. The message has come alive through these details.

4. Correct

When your communication is correct, it fits your audience. And correct
communication is also error-free communication.

Do the technical terms you use fit your audience's level of education or
knowledge?

Have you checked your writing for grammatical errors? Remember, spell
checkers won't catch everything.

Are all names and titles spelled correctly?

Bad Example

Hi Daniel,

Thanks so much for meeting me at lunch today! I enjoyed our conservation,
and I'm looking forward to moving ahead on our project. I'm sure that the two-weak
deadline won't be an issue.

Thanks again, and I'll speak to you soon!

Best,

Jack Miller

If you read that example fast, then you might not have caught any errors. But
on closer inspection, you'll find two. Can you see them?

The first error is that the writer accidentally typed conservation instead of
conversation. This common error can happen when you're typing too fast. The other
error is using weak instead of week.

Again, spell checkers won't catch word errors like this, which is why it's so
important to proofread everything!

5. Coherent

When your communication is coherent, it's logical. All points are connected
and relevant to the main topic, and the tone and flow of the text is consistent.

Bad Example

Traci,




I wanted to write you a quick note about the report you finished last week. |
gave it to Michelle to proof, and she wanted to make sure you knew about the
department meeting we're having this Friday. We'll be creating an outline for the new
employee handbook.

Thanks,

Michelle

As you can see, this email doesn't communicate its point very well. Where is
Michelle's feedback on Traci's report? She started to mention it, but then she changed
the topic to Friday's meeting.

Good Example

Hi Traci,

I wanted to write you a quick note about the report you finished last week. |
gave it to Michelle to proof, and she let me know that there are a few changes that
you'll need to make. She'll email you her detailed comments later this afternoon.

Thanks,

Michelle

Notice that in the good example, Michelle does not mention Friday's meeting.
This is because the meeting reminder should be an entirely separate email. This way,
Traci can delete the report feedback email after she makes her changes, but save the
email about the meeting as her reminder to attend. Each email has only one main
topic.

6. Complete

In a complete message, the audience has everything they need to be informed
and, if applicable, take action.

e Does your message include a "call to action," so that your audience
clearly knows what you want them to do?

e Have you included all relevant information — contact names, dates,
times, locations, and so on?

Bad Example

Hi everyone,

I just wanted to send you all a reminder about the meeting we're having
tomorrow!

See you then,

Chris

This message is not complete, for obvious reasons. What meeting? When is it?
Where? Chris has left his team without the necessary information.

Good Example

Hi everyone,

I just wanted to remind you about tomorrow's meeting on the new
telecommuting policies. The meeting will be at 10:00 a.m. in the second-level
conference room. Please let me know if you can't attend.

See you then,

Chris

7. Courteous




Courteous communication is friendly, open, and honest. There are no hidden
insults or passive-aggressive tones. You keep your reader's viewpoint in mind, and
you're empathetic to their needs.

Bad Example

Jeff,

I wanted to let you know that I don't appreciate how your team always
monopolizes the discussion at our weekly meetings. I have a lot of projects, and I
really need time to get my team's progress discussed as well. So far, thanks to your
department, I haven't been able to do that. Can you make sure they make time for me
and my team next week?

Thanks,

Phil

Well, that's hardly courteous! Messages like this can potentially start office-
wide fights. And this email does nothing but create bad feelings, and lower
productivity and morale. A little bit of courtesy, even in difficult situations, can go a
long way.

Good Example

Hi Jeff,

I wanted to write you a quick note to ask a favor. During our weekly meetings,
your team does an excellent job of highlighting their progress. But this uses some of
the time available for my team to highlight theirs. I'd really appreciate it if you could
give my team a little extra time each week to fully cover their progress reports.

Thanks so much, and please let me know if there's anything I can do for you!

Best,

Phil

What a difference! This email is courteous and friendly, and it has little chance
of spreading bad feelings around the office.

Note:

There are a few variations of the 7 Cs of Communication:

Credible — Does your message improve or highlight your credibility ©? This is
especially important when communicating with an audience that doesn't know much
about you.

Creative — Does your message communicate creatively? Creative
communication helps keep your audience engaged.
Key Points

All of us communicate every day. The better we communicate, the more
credibility we'll have with our clients, our boss, and our colleagues.

Use the 7 Cs of Communication as a checklist for all of your communication.
By doing this, you'll stay clear, concise, concrete, correct, coherent, complete, and
courteous.

Sources:
The 7 Cs of Communication. A Checklist for Clear Communication. URL:
https://www.mindtools.com/pages/article/newCS_85.htm
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Tema 6. dpdekTUBHBIE COBEIIAHUA
Topic 6. Running Effective Meetings

There are good meetings and there are bad meetings. Bad meetings drone on
forever, you never seem to get to the point, and you leave wondering why you
were even present. Effective ones leave you energized and feeling that you've
really accomplished something.

So what makes a meeting effective? This really boils down to three things:

1. They achieve the meeting's objective.

2. They take up a minimum amount of time.

3. They leave participants feeling that a sensible process has been
followed.

If you structure your meeting planning, preparation, execution, and follow
up around these three basic criteria, the result will be an effective meeting.

1. The Meeting's Objective

An effective meeting serves a useful purpose. This means that in it, you
achieve a desired outcome. For a meeting to meet this outcome, or objective, you
have to be clear about what it is.

Too often, people call a meeting to discuss something without really
considering what a good outcome would be.

e Do you want a decision?

e Do you want to generate ideas?

e Are you getting status reports?

e Are you communicating something?
e Are you making plans?

Any of these, and a myriad of others, is an example of a meeting objective.
Before you do any meeting planning, you need to focus your objective.

To help you determine what your meeting objective is, complete this
sentence:

At the close of the meeting, I want the group to ...

With the end result clearly defined, you can then plan the contents of the
meeting, and determine who needs to be present.

2. Use Time Wisely

Time 1s a precious resource, and no one wants their time wasted. With the
amount of time we all spend in meetings, you owe it to yourself and your team to
streamline the meeting as much as possible. What's more, time wasted in a meeting
is time wasted for everybody attending. For example, if a critical person is 15
minutes late in an eight person meeting, that person has cost the organization two
hours of lost activity.

Starting with your meeting objective, everything that happens in the meeting
itself should further that objective. If it doesn't, it's superfluous and should not be
included.



To ensure you cover only what needs to be covered and you stick to relevant
activities, you need to create an agenda. The agenda is what you will refer to in
order to keep the meeting running on target and on time.

To prepare an agenda, consider the following factors:

e Priorities — what absolutely must be covered?
Results — what do you need to accomplish at the meeting?
Participants — who needs to attend the meeting for it to be successful?
Sequence — in what order will you cover the topics?
Timing — how much time will spend on each topic?
Date and time — when will the meeting take place?

e Place — where will the meeting take place?

With an idea of what needs to be covered and for how long, you can then
look at the information that should be prepared beforehand. What do the
participants need to know in order to make the most of the meeting time? And,
what role are they expected to perform in the meeting, so that they can do the right
preparation?

If it's a meeting to solve a problem, ask the participants to come prepared
with a viable solution. If you are discussing an ongoing project, have each
participant summarize his or her progress to date and circulate the reports amongst
members.

Assigning a particular topic of discussion to various people is another great
way to increase involvement and interest. On the agenda, indicate who will lead
the discussion or presentation of each item.

Use your agenda as your time guide. When you notice that time is running
out for a particular item, consider hurrying the discussion, pushing to a decision,
deferring discussion until another time, or assigning it for discussion by a
subcommittee.

An important aspect of running effective meetings is insisting that everyone
respects the time allotted. Start the meeting on time, do not spend time recapping
for latecomers, and, when you can, finish on time. Whatever can be done outside
the meeting time should be. This includes circulating reports for people to read
beforehand, and assigning smaller group meetings to discuss issues relevant to
only certain people.

3. Satisfying Participants That a Sensible Process Has Been Followed

Once you have an agenda prepared, you need to circulate it to the
participants and get their feedback and input. Running a meeting is not a dictatorial
role: You have to be participative right from the start.

Perhaps there is something important that a team member has to add. Maybe
you have allotted too much, or too little, time for a particular item. There may even
be some points you've included that have been settled already and can be taken off
the list for discussion.

Whatever the reason, it is important you get feedback from the meeting
participants about your proposed agenda.



Once in the meeting, to ensure maximum satisfaction for everyone, there are
several things you should keep in mind:

e If certain people are dominating the conversation, make a point of
asking others for their ideas.

e At the end of each agenda item, quickly summarize what was said,
and ask people to confirm that that's a fair summary. Then make notes
regarding follow-up.

e Note items that require further discussion.

e Watch body language and make adjustments as necessary. Maybe you
need a break, or you need to stop someone from speaking too much.

¢ Ensure the meeting stays on topic.

e List all tasks that are generated at the meeting. Make a note of who is
assigned to do what, and by when.

e At the close of the meeting, quickly summarize next steps and inform
everyone that you will be sending out a meeting summary.

After the meeting is over, take some time to debrief, and determine what
went well and what could have been done better. Evaluate the meeting's
effectiveness based on how well you met the objective. This will help you continue
to improve your process of running effective meetings.

You may even want to get the participants' feedback as well. Depending on
the time frame, this debriefing can be done within the meeting itself or afterward.

Finally, prepare the meeting summary. This will be forwarded to all
participants and other stakeholders. It is a record of what was accomplished and
who is responsible for what as the team moves forward. This is a very crucial part
of effective meetings that often gets overlooked. You need a written record of what
transpired, along with a list of actions that named individuals have agreed to
perform. Make sure someone is assigned to take notes during the meeting if you
think you will be too busy to do so yourself.

Key Points

Running an effective meeting is more than sending out a notice that your
team is to meet at a particular time and place. Effective meetings need structure
and order. Without these elements they can go on forever and not accomplish a
thing.

With a solid objective in mind, a tight agenda, and a commitment to
involving the meeting participants in the planning, preparation, and execution of
the meeting, you are well on your way to chairing great meetings.

Given the frustration most people feel when their time is wasted, gaining a
reputation for running efficient and successful meetings is good for you and your
career.

Sources:
Running Effective Meetings. Establishing an Objective and Sticking to It.
URL: https://www.mindtools.com/CommSkll/RunningMeetings.htm



3aganus mo reme 6:

1. IIpouTtuTe M nEepeBEeIUTE TEKCT.

2. Ilpu momMomm COBETOB, M3JIOKEHHBIX BBIIIE, MPOBEAUTE IJIAHUPOBAHHE
BCTPEYH 10 y4eOHOMY BOIIPOCY U MIPOBEINTE €€ UMHUTAIIUIO.

3. 3anagute Ha Communications Planning Tool
(https://www.mindtools.com/CommSkll/CommunicationsPlanning.htm) u
IPOTECTUPYUTE STOT METO/I.



Tema 7. IpdeKkTUBHBIE JJIEKTPOHHbIE MACHMA
Topic 7. Writing Effective Emails

Email 1s a widely used tool for business communications, but a
2013 survey by Sendmail, Inc., found that it has caused tension, confusion, or other
negative consequences for 64 percent of working professionals.

So, how can you avoid your emails doing this? And how can you write
emails that get the results you want? This article looks at strategies you can use to
ensure that your use of email is clear, effective and successful.

The average office worker receives around 80 emails each day. With that
volume of mail, individual messages can easily get overlooked. Follow these
simple rules to get your emails noticed and acted upon.

1. Don't Overcommunicate by Email

One of the biggest sources of stress at work is the sheer volume of emails
that people receive. So, before you begin writing an email, ask yourself: "Is this
really necessary?"

As part of this, you should use the phone or IM to deal with questions that
are likely to need some back-and-forth discussion. Use our Communications
Planning Tool to identify the channels that are best for different types of message.

Also, email is not as secure as you might want it to be, particularly as people
may forward emails without thinking to delete the conversation history. So avoid
sharing sensitive or personal information in an email, and don't write about
anything that you, or the subject of your email, wouldn't like to see plastered on a
billboard by your office.

Whenever possible, deliver bad news in person. This helps you to
communicate with empathy, compassion, and understanding, and to make amends
if your message has been taken the wrong way.

2. Make Good Use of Subject Lines

A newspaper headline has two functions: it grabs your attention, and it
summarizes the article, so that you can decide whether to read it or not. The subject
line of your email message should do the same thing.

A blank subject line is more likely to be overlooked or rejected as "spam,"
so always use a few well-chosen words to tell the recipient what the email is about.

You may want to include the date in the subject line if your message is one
of a regular series of emails, such as a weekly project report. For a message that
needs a response, you might also want to include a call to action, such as "Please
reply by November 7."

A well-written subject line like the one below delivers the most important
information, without the recipient even having to open the email. This serves as a
prompt that reminds recipients about your meeting every time they glance at their
inbox.

Bad Example Good Example

Subject: Meeting Subject: PASS Process Meeting - 10
a.m. February 25, 2014




If you have a very short message to convey, and you can fit the whole thing
into the subject line, use "EOM" (End of Message) to let recipients know that they
don't need to open the email to get all the information that they need.

Example: Subject: Could you please send the February sales report? Thanks!
EOM (Of course, this is only useful if recipients know what "EOM" means.)

3. Keep Messages Clear and Brief

Emails, like traditional business letters, need to be clear and concise. Keep
your sentences short and to the point. The body of the email should be direct and
informative, and it should contain all pertinent information.

Unlike traditional letters, however, it costs no more to send several emails
than it does to send just one. So, if you need to communicate with someone about a
number of different topics, consider writing a separate email for each one. This
makes your message clearer, and it allows your correspondent to reply to one topic
at a time.

Bad Example Good Example

Subject: Revisions For Sales Report Subject: Revisions For Sales Report

Hi Jackie, Hi Jackie,

Thanks for sending that report last week. Thanks for sending that report last week.
I read it yesterday, and I feel that I read it yesterday, and I feel that
Chapter 2 needs more specific Chapter 2 needs more specific
information about our sales figures. [ information about our sales figures.
also felt that the tone could be more I also felt that the tone could be more
formal. formal.

Also, I wanted to let you know that I've Could you amend it with these
scheduled a meeting with the PR comments in mind?

department for this Friday regarding the Thanks for your hard work on this!

new ad campaign. It's at 11:00 a.m. and Monica

will be in the small conference room. (Monica then follows this up with a
Please let me know if you can make that separate email about the PR department
time. meeting.)

Thanks!

Monica

It's important to find balance here. You don't want to bombard someone with
emails, and it makes sense to combine several, related, points into one email. When
this happens, keep things simple with numbered paragraphs or bullet points, and
consider "chunking" information into small, well-organized units to make it easier
to digest.

Notice, too, that in the good example above, Monica specified what she
wanted Jackie to do (in this case, amend the report). If you make it easy for people
to see what you want, there's a better chance that they will give you this.

4. Be Polite




People often think that emails can be less formal than traditional letters. But
the messages you send are a reflection of your own professionalism, values, and
attention to detail, so a certain level of formality is needed.

Unless you're on good terms with someone, avoid informal language,
slang, jargon, and inappropriate abbreviations. Emoticons can be useful for
clarifying your intent, but it's best to use them only with people you know well.

Close your message with "Regards," "Yours sincerely," or "All the best,"
depending on the situation.

Recipients may decide to print emails and share them with others, so always
be polite.

5. Check the Tone

When we meet people face-to-face, we use the other person's body language,
vocal tone, and facial expressions to assess how they feel. Email robs us of this
information, and this means that we can't tell when people have misunderstood our
messages.

Your choice of words, sentence length, punctuation, and capitalization can
easily be misinterpreted without visual and auditory cues. In the first example
below, Emma might think that Harry is frustrated or angry, but, in reality, he feels
fine.

Bad Example Good Example

Emma, Hi Emma,

I need your report by 5 p.m. today or I'll Thanks for all your hard work on that
miss my deadline. report. Could you please get your
Harry version over to me by 5 p.m., so I don't

miss my deadline?
Thanks so much!

Harry

Think about how your email "feels" emotionally. If your intentions or
emotions could be misunderstood, find a less ambiguous way to phrase your
words.

6. Proofreading

Finally, before you hit "send," take a moment to review your email for
spelling, grammar, and punctuation mistakes. Your email messages are as much a
part of your professional image as the clothes you wear, so it looks bad to send out
a message that contains typos.

As you proofread, pay careful attention to the length of your email. People
are more likely to read short, concise emails than long, rambling ones, so make
sure that your emails are as short as possible, without excluding necessary
information.

Our article on writing skills has tips and strategies that you can use when
proofreading your emails.

Key Points




Most of us spend a significant portion of our day reading and composing
emails. But the messages we send can be confusing to others.

To write effective emails, first ask yourself if you should be using email at
all. Sometimes, it might be better to pick up the phone.

Make your emails concise and to the point. Only send them to the people
who really need to see them, and be clear about what you would like the recipient
to do next.

Remember that your emails are a reflection of your professionalism, values,
and attention to detail. Try to imagine how others might interpret the tone of your
message. Be polite, and always proofread what you have written before you click
"send."

Sources:
Writing Effective Emails. Getting People to Read and Act on Your
Messages. URL:

https://www.mindtools.com/CommSkll/EmailCommunication.htm.

3agaHus no reme 7:

1. TIpouTtuTe M MEepeBEAUTE TEKCT.

2. Hanummure aenoBoe MUCBMO C HCIOJIB30BAHHUEM BBINICTIEPEUHCICHHBIX
COBETOB (Ha PYCCKOM WJIM aHTJIMHCKOM SI3bIKE) M MOILIUTE OJHOTPYIITHUKY.

3. IlpoBenuTte B3auMHOE OIICHUBAHHUE.



Tema 8. BupryajabHbie npodeccnoHabHble KOMMYHHKAIIUM.
Topic 8. Virtual Team
Five Strategies for Managing an All Virtual Team

Plenty of people work from home occasionally, and plenty of managers
work with people in different offices. But what if no one is in the office? What if
your entire company consists of people working wherever they want to work?

That’s the reality for a growing number of companies that find central real
estate unnecessary. Managing an entirely virtual team can be a challenge, but a few
strategies make it quite possible, so you can reap the benefits of this new model.

“It is a big recruiting draw for the right type of person,” says Lisa
Breytspraak Jasper, managing partner of IT strategy consulting firm Thought
Ensemble, whose 13 employees are all virtual. “It allows us to lead our lives very
flexibly”—and still get stuff done.

Here’s how to make it work:

1. HIRE IN HUBS.

One upside of a virtual company is that you can hire people outside of
commuting range. That said, just because you can draw talent from anywhere
doesn’t mean you should. Felicia Rubinstein, founder of marketing and design
firm 341 Studios, works with 16 people virtually. But they’re all relatively close to
her Connecticut home base. “I like being in the same time zone,” she explains, and
a one- to two-hour range makes in-person collaboration possible. Jasper casts a
slightly broader geographical net, but still prefers to hire in clusters, including ones
in Denver and Dallas.

She’ll hire superstars elsewhere—she recently pulled in someone in Ann
Arbor, Michigan-but “we take a much harder look at someone in a city where we
don’t have other people.” This makes travel more efficient.

2. GO FOR EXPERIENCED HIRES.

Not everyone works well on her own. Jasper reports that “I interviewed
some MBA interns recently, and they were flabbergasted: ‘Where would I work?’
So I gave up on that idea.” Instead, she prefers “relatively senior people who don’t
need to be micromanaged.”

As a side note, as people get older, they may have family situations that
make remote work appealing. “They’re appreciative of the flexibility and will go
overboard to really work well for you,” says Rubinstein.

3. BUILD BONDS CREATIVELY.

Getting people together for social events is great, but bonds arise from work
structures too. “We move around between projects pretty fluidly,” Jasper says, and
her employees spend roughly 20% to 30% of their time on client sites.

That means they’re getting to know different colleagues in person as they’re
working. Rubinstein likewise reports that, “We have client meetings. Just because
we’re virtual doesn’t mean we don’t see each other.”

4. COMMUNICATE FREQUENTLY.



Thought Ensemble has company-wide meetings for 90 minutes every
Tuesday. While recurring meetings may be overkill when everyone’s already in the
office, they do help virtual companies stay connected. Just don’t assume you need
to use fancy videoconferencing to mimic the in-person vibe.

Rubinstein reports that 341 Studios favors basic audio conferencing in part
because people don’t want to get dressed up. “We tend to talk with each other
when we’re walking our dogs,” she says. Since physical activity boosts creativity,
that may be a better approach than forcing people to sit in front of a camera.

5. MEASURE ON RESULTS.

Managing a virtual team requires letting go of the idea that being at a desk
for a certain number of hours constitutes working. Jasper has no limit on vacation
or sick days—but partners are responsible for a certain volume of sales, and more
Junior people are responsible for specific deliverables.

If you get it done, how you got it done doesn’t really matter. “We do
actually track hours for client type work because we want to see how long it’s
taking us,” Jasper says, but it’s an internal metric to make sure projects are
profitable. “We don’t manage our company based on that.”

Are Remote Workers Happier And More Productive? New Survey
Offers Answers

With remote working arrangements becoming increasingly common, these
are some of the valuable management questions addressed in a new survey, "What
Leaders Need To Know About Remote Workers" from TINYpulse, an employee
engagement firm. (Full disclosure: I'm quoted in the survey report as a
management expert, but I had no influence on the report's content and have no
contractual or financial connection to TINYpulse.)

Regarding logistics, the survey included 509 full-time remote U.S.
employees, and compared their responses to benchmarks calculated from "over
200,000 employees across all work arrangements."

What were the survey's key findings? Here are four of them.

Remote workers are happier: In the aggregate, according to the survey, on a
1 to 10 scale (in answer to the question, "How happy are you at work?") remote
workers scored 8.10, compared to all workers' score of 7.42. Not surprisingly,
employees score consistently higher when they work remotely because they "enjoy
the freedom and flexibility" than when "they are required to work remotely by their
job."

Remote workers feel more valued: This to me was an interesting finding,
since remote workers often have problems related to feelings of isolation and lack
of daily contact with co-workers. In answer to the question, "How valued do you
feel at work?" - remote workers scored 7.75, compared to all workers' 6.69. While
remote employees do rate their "relationships with co-workers" lower than do all
workers (7.88 compared to 8.47), this social drawback was still outweighed by the
multiple benefits remote employees perceived.

Remote workers -- overwhelmingly -- feel they're more productive:
According to the survey, 91% of remote workers believe they "get more work done



when working remotely," compared to only 9% who feel they don't. While it's
worth noting this is an employee self-assessment (as opposed to managers'
assessments), the large margin here does seem significant.

Remote workers' amount of contact with managers is detailed: In answer to
the question, "How often do you have contact with your direct supervisor?" - 52%
of remote employees responded either "once per day" or "multiple times per day."
At the lower-contact end of the spectrum, 34% reported contact "once per week,"
while 10% reported only "once per month," and 3% reported the alarming
frequency (from a management standpoint anyway!) of "never." Which brings me
to my final point: Given the increasing frequency of remote arrangements (37% of
workers now at least occasionally use them, the report notes, compared to only 9%
in 1995), what are the implications for management?

I believe there are two fundamental ones.

Communication counts more than ever: While management communication
always matters greatly, in the absence of direct in-person contact, and the potential
for 1solation and confusion that implies, it's critical that remote managers stay in
frequent contact to ensure they know what's being worked on and the progress
being made. Very fair bet, I'd say, that the managers who are in contact "once per
month" or "never" just aren't doing their job.

Clarity of employee goals and objectives counts more than ever: Given the
distance and potential to not know exactly what employees are working on and
how they're spending their time, it's incumbent on managers (and remote workers)
to know very clearly what the expectations are, and the work that must be
delivered. If these expectations are completely clear, and preferably mutually
agreed-upon, it will help bring the entire remote working arrangement into clearer
focus.

It makes the experience more objective than subjective - as good
management should always be.

Sources:

Vanderkam L. Five Strategies for Managing an All Virtual Team // Fast
Company & Inc. 28.05.14. URL: https://www.fastcompany.com/3031007/no-
office-no-problem-5-strategies-for-managing-an-all-virtual-team

Lipman V. Are Remote Workers Happier And More Productive? New
Survey  Offers  Answers //  Forbes. MAY 2, 2016. URL:
https://www.forbes.com/sites/victorlipman/2016/05/02/are-remote-workers-
happier-and-more-productive-new-survey-offers-answers/#4ab230776663

3aganus mo reme 8:

1. IIpourtuTe M nepeBeIUTE TEKCT.

2. KaxkoBbl 0c0O€HHOCTH PaOdOThI BUPTYaJbHON KOMaHbI?

3. Ilporectupyiite 1aTHOPMBbI MIOMCKa yJaJIE€HHOU paboThI
Upwork, 99designs, unu Freelancer.



4. TlogplmumTe BUIEO IPO YAAICHHYIO padOTy, KaKue MepeyH paboT MOTyT
ObITh TakuM o0O0pa3oM BbINONHEHBbI? Kakue KOMMYHMKaUUd TMpPU  3TOM
IIPUMEHSIIOTCS?



HUTorosoe 3aganue:

Pacrimanupyiite MeToabl M CpeACTBa JI€JIOBOM KOMMYHMKALUM  CO
CTEUKXOJIACPaMHU BaLLEro IIPOEKTA.

Odopmure B Bujie MOACHUTENBHOMN 3amucku o0bemMoM oT 10 1o 20 cTpaHuil
CTaHJIApPTHOTO TEKCTa, B KOTOPOU ClIeTyeT OTPa3UTh:
Kparko onummmTe uaeto cBOero mpoeKTa.

1)
2)
3)
4)
S)

6)
7)

8)

9

[TepeueHb cTOPOH, C KOTOPBHIMU OYAET OCYIIECTBIISITHCS KOMMYHUKAITUS
S13bIK KOMMYHUKaALMU

[TpuHIIUITBI KOMMYHUKAIIUM U KOJEKC KOMMYHHUKAIIMU BHYTPHU TPYA0BOTO
KOJIJICKTHBA

Kakum oOpa3om BamMu U BalllUMU COTPYJIHHUKAMH OYIyT YCTPaHSTHCS
OIMOKM KOMMYHHUKAIIMU C BHEIIHUMU CTEHKXOJAEpaMu

Kakumu cpencrBamu  OyleT OCYIIECTBISTHCS KOMMYHHUKAIUs CO
CTEUKXOJIJIEpaMu U COTPYTHUKAMU U TPeOOBaHUS K 000PYI0BAHUIO
[Ipumentue Communications Planning Tool

[IpuBeauTe TUMBI U TEKCTHI JEJIOBBIX mMUceM W email (B ToM yucie ux
NepPEeBO/] HA AaHTJIMHUCKHM SI3BIK)

Onumure TPUHIMUIIBI OpPTaHU3AIMU JIEJIOBOM Mepenucku mo e-mail u
MPUHIIUIIBI XpaHEHUs online JOKyMEHTOB

Kakue mnpuHOMIB, MEXaHU3MBbl yJaJeHHOHW paboThl BBl Oynere
HCII0JIb30BATh.



MeToauveckue yKa3aHus M0 CAMOCTOATEJILHOM padoTe

CamocrositenbHast  pabora mno  aucuuiuinde  «IIpodeccuonanbhas
KOMMYHUKAIH TPEIyCMOTPEHAa B 00BbEME, OMpPEJICIEHHBIM YYEOHBIM TUIAHOM B
3aBUCUMOCTH OT opMbl 00yueHus. Ee 1enpio sSBIseTcsS yCBOCHUE U 3aKpETUICHUE
00yJaronMMuUCsl TEOPETUYECKOTO0 MaTepuaia U MPaKTUYECKUX 3aHSITHH, a TakKe
npuoOpeTeHNE WMH  HABBIKOB  CAaMOCTOSATEIHLHOTO  aHajin3a  PasInYHBIX
KOMMYHHUKATHUBHBIX CUTYallMd, YMEHHUS BBIICIHTh U CAMOCTOSITEIbBHO H3YYUTh
KJIFOUEBBIE BOIIPOCHI B PAMKAX OTACIbHBIX TEM NUCLUILIAHBI.

CamocrosiTenpbHasi paboTa BKIIIOYAEeT B Cce0S UYTCHHE MATEpPUATIOB B
UHTEpPHETE [0 TeMaM, IPOCMOTpP pPOJMKOB Ha Yyoutube B COOTBETCTBUHU C
MPOrpaMMOu Kypca; IIPOBEICHUE CaMOIIPE3CHTALUH, KOHCYJIbTallUU
IpernojaBaress o Haubosee CI0KHBIM BOIIPOCAM.

JIOMOJIHUTENIPHOE YTEHHE U MPOCMOTP BUJIEO:

Tema 1. [TonsiTHE KOMMYHUKAIUH

1. Yro Takoe npodeccroHasbHas KOMMYHUKAIUS (BUIEO).

PexomenyeMblii HICTOYHUK:

What 1s Professional Communication? URL:
https://www.youtube.com/watch?v=g2JiMtYa3BE

2. YraoyOnieHne HaBBIKOB JeJ0BOM KoMMyHukanuu: Business English:
Networking, Business English: Meetings, Business English: Planning &
Negotiating, Business English: Making Presentations

PexomenyeMblii HCTOUHUK:

Build English Skills for Business. Specialization from University of
Washington. URL: https://www.coursera.org/specializations/business-english

Tema 2. dpdekTUBHAA KOMMYHUKALUA HA padoyeM MecTe

1. HaBbIKM KOMMYHHMKallUA Ha pabOYeM MECTeE.

PexomMeH1yeMbIll ICTOYHUK:

Top 10 Communication Skills for Workplace Success URL:
https://www.thebalance.com/communication-skills-list-2063779

2. JlucTaHIus B OOIIEHUH C KOJUIETaMHU

PexomenyeMblli HICTOYHUK:

Hpuna Xakamana. Kak oOuiarbest Ha paboTe ¢ KoJjuleraMu M HadajabCTBOM.
URL: https://www.youtube.com/watch?v=NcsKpctO-Gc¢

Tema 3. OeHKa KOMMYHMKATHBHBIX CIIOCOOHOCTEH MATUCTPOB

1. lononHUTENbHBIE KOMMYHUKATUBHBIE TECTHI

PexomenyeMblii HCTOUHUK:

Interpersonal Communication Skills Test Online URL:
http://www.goodtherapy.org/tests/interpersonal-communication-skills.html

Free  Communication  Skills  Online  Practice  Tests = URL:
https://www.wiziq.com/tests/communication-skills



Tema 4. Baxxuble KOMMYHUKAIIMOHHbIE HABBIKH

1. YeTkass KOMMYHHKALHS.

PexomenyeMblii HCTOYHUK:

Communication Skills: Concise, Clear, Confident — in 7 parts.
https://www.youtube.com/watch?v=20BewmS5guJk

2. TonepaHTHOCTh B KOMMYHUKAIUH.

PexomenayeMblil HCTOUHUK:

KoMMyHUKAaTUBHBIE CTpAaTerMu TOJEPAHTHOCTH B  COLIMOKYJIBTYPHOM
npoctpaHcTBe.: Meroauueckue ykazanus no cemunapam / Ilokposckas E. M. —
2010. 17 c. https://edu.tusur.ru/publications/1366.

Tema 5. [IpuHUMIIBI KOMMYHUKALMHA

1. HaBbIk cirymiaTh M CHBIIIATD.

PexomMeH1yeMblil ICTOYHUK:

®eppapu b. Ymenne cnymare. KiroueBoil HaBblk MeHemkepa. M.: Manh,
HUBanoB u @epbep, 2013. 224 c. http://www.rulit.me/books/umenie-slushat-
klyuchevoj-navyk-menedzhera-read-341491-1.html

Tema 6. DpdeKkTUBHBIE COBEIIAHUA

1. TIpo6ieMbl HCIIOIB30BaHKS BUAEOKOH(epeHIHii ©

PexomenayeMblil HICTOUHUK:

A Video Conference Call in Real Life. URL:
https://www.youtube.com/watch?v=JMOOG7rWTPg&feature=youtu.be

Tema 7. IpdeKkTUBHBIE IJIEKTPOHHbIE MACHMA

1. Email-ieperpyska ©.

PexomMeH1yeMblll ICTOYHUK:

Email in Real Life. URL:
https://www.youtube.com/watch?v=HTgYHHKs0Zw

Tema 8. BupryanbHble npodgeccHOHAJIbHbIE KOMMYHUKALNH.

1. OmbIT hopMHUPOBAHUS BUPTYAITHHBIX pa00YMX KOMaH]]

PexomMeH1yeMblIll NCTOYHUK:

Cornell University study on virtual teams - 3 part blog series:

Part 1 - http://vorkspace.com/blog/index.php/virtual-communication-in-
global-teams-a-cornell-study-part-1/

Part II - http://vorkspace.com/blog/index.php/building-teams-from-a-
distance-a-cornell-study-part-2/

Part III -http://vorkspace.com/blog/index.php/virtual-leadership-a-cornell-
study-part-3/

Onucanue  ONPOCHBIX  METOAMK B paMKax  OpraHM3anuu
CaAMOCTOATEIbHON PadoThI



B3aumHoe oneHMBaHHe — 3TO CHIOCOO MPOBEPKU paldOT, 3aJaHUI U TECTOB,
IpyU KOTOPOM CIyIIATE€Iu CaMu NIPOBEPSAIOT padOThl APYr Jpyra, ONUpasch Ha
MHCTPYKIMU npenojaBarens. OCHOBHOM KpuTepuil ycnemHod u 3(p@exTuBHOU
IPOBEPKH padOT CAyIIATENIMU — YETKUE U MOHATHBIE IPABUIIA OLEHKH.

WHcTpyKunn MOryT OBITh KakK NHUCbMEHHBIMM, TaK U YCTHbIMH. MuHYyC
YCTHBIX OOBSICHEHMH — pa3HO€ TOJKOBAaHUE CIyLIaTeNsIMHU, & TaKKE OTCYTCTBHE
MaTepuaia, Ha KOTOPbIM MOXHO COCJIaThCsl U npoBepke. OJHAKO €ClIi KpUTEPUU
OLIEHKH COBCEM IPO3payvHbl, PUKCUPOBATH X MUCBMEHHO COBCEM HEOOS3aTENBHO.

[TuceMenHble TpeOOBaHUS JIydllle MPEeNOCTaBIATh B BHJE TaOIULBI C
KPUTEPUSMU U PYKOBOJCTBOM K BBINOJHEHUIO. YeTKue yKa3aHus CYLIECTBEHHO
HOBBIIIAIOT KAYECTBO MPOBEPKHU MaTepuaa CiylaTelsaMu.

B3auMHOE OlLIEHMBaHUE — 3TO HE TOJIbKO 3KOHOMHS BPEMEHHU, HO U PsiA
JIPYTHUX IPEUMYIIECTB:

PeuensupoBanne ~ pa®OTBl ~ YYaCTHMKOM  4Yamleé  BCETO  CIYXXHUT
JOTIOJTHUTENbHBIM CTUMYJIOM K KaUu€CTBEHHOMY BBINIOJIHEHHIO. Bo-nIepBhIX, padoTy
YBUAHUT JIPYTOl 4enoBeK (MHEHHE OKPYXKAIOIIMX), BO-BTOPHIX, BCE HAaXOJATCS B
PaBHBIX YCJIOBHX (OJHO U3 3HAYEHUM CIIOBA peer — pOBHS, PaBHBII)

CnywaTenu noiy4aroT HOBBIM B3IVISII M HOBYKO OOpaTHYIO CBSI3b Ha CBOIO
paboty

IIpu nmpoBepke pabOTHI PELEH3EHT JIydlle MONMET 00yJaromuii MaTepuail u
y3HAeT aJlbTePHATUBHBIE CHOCOOBI BBINOJIHEHUS 3a/laHds Ha MNpHUMEpe 4dyxkKou
paboThI

Jcce — (oT ¢paHI. essai — MOMbITKA, Mpobda, oYepk, OT JaT. exagium —
B3BEILIMBAHUE), MPO3aUYECKOE COYMHEHHE HeOOoNbIIOro o0beMa U CBOOOJHOMU
KOMIIO3UIINH, BBIPAKAIOIEe WHAMBHUAyaIbHbIC BIEYATICHUS M COOOpPAXKEHHS IO
KOHKPETHOMY BOINPOCY M 3aBEJOMO HE NMPETEHAYIOIIEE Ha ONPEACIAIONIYI0 WU
MCYEPIIBIBAOIILYIO0 TPAKTOBKY mpeamera. Kak npaBuiio, acce npeanonaraeT HOBOE,
CyOBEKTHUBHO OKPAILLIEHHOE CJIIOBO O YEM-IH00. DCCEUCTUUECKHUIM CTHIIb OTIMYAETCS
00pa3HOCTBIO U YCTAHOBKOM Ha pa3rOBOPHYIO MHTOHALIMIO U JIEKCUKY.

CranpmaptHas Qopma 3cce, NpUMEHsemMass B IMPOLIECCE MAarucCTepCKoOu
IOJITOTOBKH, BKJIIOYAET B ce0sl:

Ha3BaHUE NPOOJIEMBI;

COIIOCTABJICHWE TO3ULMH JPYrMX AaBTOPOB U M3JI0XKEHHE CBOEH TOYKHU
3peHus (COOCTBEHHOTO BUACHUS) (MOXKET BKIItOUaTh 1-3 Bompoca);

BBIBO/IbI aBTOPA;

KpaTKui CHHMCOK JUTEpaTyphl (C YYETOM CCBUIOK Ha JIpyrue IMO3ULUU U
HMCTOYHUKU).

O6bem 3cce — 3-10 crpanu.

3amura goknana (3cce) NpouCXOAUT ¢ npe3eHtanuei B popmare Microsoft
Office Power Point; B mnpe3eHTanuu JOMKHBI OBITH MOPTPETHl YYEHBIX U
NOJINTUYECKUX JESATENe, 0 KOTOPhIX COCTaBJIEH JOKJAJ, COOTBETCTBYIOIIUE TEME
pucyHku U ¢poTtorpaduu, KpaTKoe U3JI0KEHUE PE3YIbTATOB UCCIEIOBAHUA).

OOGcyxaeHue aokiaga (dcce) MPOBOJAUTCS B HMHTEpPAKTUBHOU (opme ¢
IPUMEHEHUEM TEXHOJIOTUN KPYTJIBIX CTOJIOB, IEPEKPECTHBIX BOIIPOCOB.



[IpencraBnsiembie paboTsl (pedepar TubO dcce) AOMKHBI ObITh 0HOPMIICHBI
B COOTBETCTBUH C COBPEMEHHBIMH TPEOOBAHUSAMHU PEIAKTUPOBAHUS U MTEYATH.

[Io wnambomee CHOXKHBIM ¥  TPOOJIEMHBIM  acrmekTaM TeM A
CaMOCTOSITENIbHOM  paboThl  mpemojaBaTedb MPOBOAUT JJiI MarucCTPaHTOB
WH/IMBHIyaJIbHbIE KOHCYJIbTAIlUH.

K cpade sk3amMeHa MarmcTpaHT JOIYCKaeTCs TOJBKO IOCHE MOyYeHUs
OIICHKH 3a BBINIOJIHEHUE pedepara (dcce).



