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[aHHbIN NpakTUKyM npefHasHadeH OnA NoaroTOBKM MarucTpaHToB U
acnupaHToB no gucumnnuHe «MHOCTpaHHbIN A3bIK», «[1enoBon MHOCTPaHHbIN
A3blKk», «AKageMU4eCKU aHIMMUNUCKNA  A3bIK»  (WKdpbl  crneunanbHOCTEN:
21.05.04 INopHoe pgeno, 13.03.01TennoaHepreTnka un TennotexHuka, 22.03.02
— MeTtannyprus).

[MpakTukym coctouT M3 6 4acten, oTobpaxalrLmx KroyeBble BuUbl
AeATerIbHOCTU N OLEHKM NPU U3YHYEHUU MHOCTPAHHOIO A3blKa:

Reading & Speaking;
Writing;

Listening;
Translation Basics;
Assessment;

Bank of Prompits.

ok wWhE

Kaxgbih 13 pasgenoB BKMOYAET TEKCTbl, JIEeKCUMKO-rpaMMaTu4eckme
yrpaXHeHUsi, HaueneHHble Ha (OPMUPOBAHMUS HaBbLIKOB U YMEHUN
camonpe3eHTauum B  COBPEMEHHbIX  KOMMYHUKALMOHHbLIA  YCIOBUSIX.
YnpaxHeHus BKITHOYAIOT peyeBble 3agaHus, npegnonaratoLine
ncnonb3oBaHne NPodeccuoHanbHON TEPMUHOMOMMM B CUTyauusix, KOTopble
NPUONMXKEHbl K CUTyauuUsiM pearnbHOro OOLEHUS WU HOCAT MOHO-, Aua- U
MONMMNOrMYECKUA XapakTep. TeKCTbl MpakTUKymMa MHOroyHKLUMOHamNbHbI U
MOryT UCMOMb30BaTbCs ANt 00Yy4YeHNss NPOCMOTPOBOMY M MOMCKOBOMY BMAAM
YTEHUS, Pas3BUTUS HaBLIKOB pedepupoBaHUs M aHHOTMPOBAHUS, a TaKkKe
CNOCOOCTBYIOT Pa3BUTUIO HABbIKOB OOLLEHNS Ha NPodeCcCcUoHarbHbIe TEMBI.

ABTOpbl NpakTUKymMa yaensloT Oonblioe 3HavyeHMe MnpaBUibHON
acpdmnmaumMm aBTOPOB MPU PErncTpaumMm Ha Hay4dHbIX KOHdepeHuusx,
CMMMO3MyMax U APYrnx akageMmn4ecknx cobblTmsix.

MpakTUkyMm MOXeT ObiTb MCMOMb30BaH Kak [Ans  opraHuMsaumm
caMOCTOATENbHOM paboTbl CTyQeHTOB, Tak M B Ka4yecTBe ayauMTOPHOro
OVMAaKTUYecKoro matepuana.



Exercise 1. Read how a post-graduate student introduces himself.

Let me introduce myself to you! My name is Stephan Belov. | was born
on the seventh of July in 1994 in Russia. | am 26 years old and | am single.
Some years ago | obtained a Bachelor degree in Science, this year | have
finished Master Courses, and now | am a Post-graduate student at State
Technical University. | study at the Department of Construction, Architecture
and Arts.

My major is Building Design. | entered the post-graduate courses
because | want to continue my Master paper entitled “Commercial Real
Estate: Financial Performance and Sustainability”. In 3-4 years | am planning
to defend my thesis.

By this time, | have done much in this direction: | published 5 scientific
articles related to the area of my studies, made a literary survey for my future
thesis, which covers about 60 books on the topic of my research including
foreign literature.

When studying at the University, | took part in some national and
international scientific and practical conferences. My scientific advisor is a
very honored university professor, who helps me a lot with my research.

When | defend my thesis | am planning to start working at the university
as an assistant. Although now | have a part-time job in a small building
company, | always wanted to work with students and teach them everything |
know. If | have a chance to become a university lecturer, | will do my best. |
understand it very well that | need to work hard if I want to achieve my goals.

As far as my interests are concerned, | go in for football and hockey. Also
| like to spend my free time out of town with my friends and relatives. In the
evenings | surf the Internet and read books on construction, highlighting main
ideas which | consider to be interesting for my future thesis.

In general, | can say that | am a very punctual and hard working person
who is ready to work in a team. | fluently speak English and study German.

Thank you for your attention.

Exercise 2. Case-study. Now introduce yourself to your group
mates. Say your

Name

Age
Interests/hobbies
Place of living

VYV VYV



Job/occupation

Name of your university (department)

Specialization

Reasons for entering Post-graduate/ Master courses
Area of your scientific interests

Title of your Master/ PhD thesis etc.

YVVVVVY

Exercise 3. Answer the questions. Make use of the following
phrases:

In my opinion... As far as | can remember...
To my mind... If my memory serves me right...
As for me... On the one hand..., on the other
Personally, | think that... hand...
Questions:

1) Have you ever participated in the international or national grants?

2) What is the aim of scientific grants?

3) What are the advantages and disadvantages of these grants?

4) If you had a chance to participate in any scientific grant, what area of
studies would you choose?

5) What was the title of your qualification/ graduation / PhD thesis?

6) What was your qualification/ graduation / PhD thesis aimed at?

7) Would you like to continue it? Why or why not?




8) What is necessary for participation in scientific grants?

9) Have you got any published papers? If yes, what are their titles? If no,
are you planning to publish any? In what field of studies?

10) What journals were your articles published in?

11) Would you like to work at the higher educational institution after your
graduation?

12) Would you like to participate at the international conferences and
present your report in foreign language?

Exercise 5. Speak about one of your scientific papers in detail. Make
use of the following phrases:

This paper is organized as follows...
This study focuses on...

The aim of this work is...

The present paper presents...

Exercise 6. Pair work. Work with a partner and talk about his/her
job, scientific work, professional events (conferences, lectures,
workshops etc.) he or she has recently visited.

For ideas:

A B
Greet B and ask how he/she is

Respond. Ask how he/she is

Respond. Ask about B’s scientific
interests

Respond. Ask about your partner’s
scientific interests



Respond. Ask about your partner’s job

Respond. Ask if your partner has
ever participated in any
conferences or scientific meetings
Respond. Ask your partner what
scientific papers he/she has

Respond. Ask the same, etc.

Exercise 7. How well do you know the other people in you group?
Ask other group mates questions and make notes. What new
information have you learnt about your group mates? Speak about
them. E.g. Ann has got 3 published papers. Nick participated in the university
conference last year.

10)




Exercise 1. At the job interview engineers should be ready to
answer 10 important interview questions. Study the table. Keep in mind
that the way you answer the questions will influence your employer’s

opinion about you.

10 Important Questions an Engineer Should Be Prepared for

Question

1. When did you start

your job search?
Have you been
offered any
positions?

2. What do you enjoy
most/least about
engineering?

3. Where do you see
yourself 10 vyears
from now?

4. What would you
consider to be your
greatest success in
using your skills to
solve an engineering

What an interviewer is
really asking
This question is trying to
establish whether there is
any particular reason you
aren’t currently employed.
Also, the company won't
want to hire someone who
has applied for a job simply
because they are
desperate to be employed.

The interviewer is trying to
estimate  your general
attitude towards work.

Your potential employer will
want to be sure that you
aren’t going to move on to
another job too soon.

Your potential employer is

trying to assess two things:
how you approach
explaining your

achievements and how you
9

How to answer

Be relaxed and explain
that you are looking for a
company and role with
the right fit, and that you
are quite choosy when it
comes to finding the
‘right job’. You may then
need to answer what
you believe the ‘right job’
means.

You should tailor this to
the responsibilities of the
role you are interviewing
for and try to keep your
answer centered on the
positives.

You should research a
career path that would
flow from the position for
which you are
interviewing and ensure
that you emphasize the
intention to master the
demands of that position
first.

Draw upon a specific

example — one that
showcase your
strengths as an

engineer, such as the



problem?

5. What new
engineering specialty
skills have you
developed during the
past year?

6. What do you get
out of engineering
that you couldn’t get
from any other kind of
work?

7. On your last
project assignment,
what problems did
you identify that had
been previously
overlooked?

8. What was the

workload like in your
previous engineering
department?

apply your problem-solving

abilities to overcome
obstacles.
As an engineer, it's

important to keep up to
date with changes in the
industry and technological
advances. This question is
designed to find out if you
are proactive in procuring
new knowledge or learning
new skills.

The employer wants to gain
an understanding of what
motivates you to move
forward in your career.

Your potential employer will
want to determine what you
can contribute to a team.

They want to establish your
expectations and how you
would handle a heavy
workload.

10

ability to think on your
feet.

Detail any particular
skills that you developed
whilst at university and
describe how you
obtained them. Finish up
talking about  your
willingness to learn.

You can talk about one
engineering
achievement that you
are especially proud of,
or you can explain how
day-to-day aspects of
the work stimulate you.
If it is the latter, you
should again tailor this
to the role for which you
are being interviewed.

This is an ideal
opportunity to depict
several key qualities
such as attention to
detail, effective
communication and
creative thinking. You
should come to the
interview prepared with
an example.

It is imperative that you
do not complain about
the workload in your
previous job, even if it
was taxing. Explain how
you manage your time



9. What personal
characteristics do you
feel are necessary to
be a  successful
engineer?

10. Have you ever
got into a difficult or
embarrassing
situation  at
work?

your

This question is really an
assessment of your values.
Your potential employer
may be trying to get a feel
for your character.

They want to analyze your
emotional stability and how
you act under pressure, as
well as how you treat
clients.

Exercise 2. Role play.
Work in pairs. One of you is an employer, the other is an applicant.
You are at the job interview in the engineering company. The employer
asks 10 questions listed above. The applicant answers them taking into
account information from the third column. Then change your roles.
(Use Assessment Part on page 49)

11

and prioritize tasks

Choose 3 or 4
characteristics and
expand on why you think
they are important. You
can also describe how a
previous manager of
yours displayed these
qualities to good effect
and how you learnt from
that example.

answer  should

the way you
listened to what the
client had to say,
confirmed an
understanding of their
concerns and
subsequently took
responsibility to resolve
the situation by offering
a solution, without going

Your
include:

into too much detail
about the specific
complaint.



Write a summary to the text
INSTRUCTION:

Summarize the text in 150 - 200 words.
Follow these steps.
1. Read the text twice.
2. Underline the relevant information in each paragraph.
3. Make notes about the main points. Leave out details such
as examples.
4. Make sentences from the notes and link the sentences with
connectors (and, but, because, therefore, etc.)
5. Write your first draft.
6. Improve your first draft by reducing sentences.
»  Cut out unnecessary phrases
»  Omit qualifying words (adjectives or modifying adverbs)
»  Transform relative clauses into —ing participle clauses
7. Write the final version of your summary. Don'’t forget to
check the spelling and grammar.

Three Types of Public Speaking in Everyday Life: Informative,
Persuasive, and Entertaining

Informative Speaking

One of the most common types of public speaking s
informative speaking. The primary purpose of informative presentations is to
share one’s knowledge of a subject with an audience. Reasons for making an
informative speech vary widely. For example, you might be asked to instruct a
group of coworkers on how to use new computer software or to report to a
group of managers how your latest project is coming along. A local
community group might wish to hear about your volunteer activities in New
Orleans during spring break, or your classmates may want you to share your
expertise on Mediterranean cooking. What all these examples have in
common is the goal of imparting information to an audience.

Informative speaking is integrated into many different occupations.
Physicians often lecture about their areas of expertise to medical students,
other physicians, and patients. Teachers find themselves presenting to
parents as well as to their students. Firefighters give demonstrations about
how to effectively control a fire in the house. Informative speaking is a
common part of numerous jobs and other everyday activities. As a result,

12



learning how to speak effectively has become an essential skill in today’s
world.

Persuasive Speaking

A second common reason for speaking to an audience is to persuade
others. In our everyday lives, we are often called on to convince, motivate, or
otherwise persuade others to change their beliefs, take an action, or
reconsider a decision. Advocating for music education in your local school
district, convincing clients to purchase your company’s products, or inspiring
high school students to attend college all involve influencing other people
through public speaking.

For some people, such as elected officials, giving persuasive speeches
Is a crucial part of attaining and continuing career success. Other people
make careers out of speaking to groups of people who pay to listen to them.
Motivational  authors and  speakers, such as Les Brown
(http://www.lesbrown.com), make millions of dollars each year from people
who want to be motivated to do better in their lives. Brian Tracy, another
professional speaker and author, specializes in helping business leaders
become more productive and  effective in the  workplace
(http://www.briantracy.com).

Whether public speaking is something you do every day or just a few
times a year, persuading others is a challenging task. If you develop the skill
to persuade effectively, it can be personally and professionally rewarding.

Entertaining Speaking

Entertaining speaking involves an array of speaking occasions ranging
from introductions to wedding toasts, to presenting and accepting awards, to
delivering eulogies at funerals and memorial services in addition to after-
dinner speeches and motivational speeches. Entertaining speaking has been
important since the time of the ancient Greeks, when Aristotle identified
epideictic speaking (speaking in a ceremonial context) as an important type of
address. As with persuasive and informative speaking, there are
professionals, from religious leaders to comedians, who make a living simply
from delivering entertaining speeches. As anyone who has watched an
awards show on television or has seen an incoherent best man deliver a
wedding toast can attest, speaking to entertain is a task that requires
preparation and practice to be effective.

Based on.
http://writingcommons.org/open-text/genres/public-speaking/844-why-is-
public-speaking-important
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Write a summary to the text
INSTRUCTION:

Summarize the text in 150 - 200 words.
Follow these steps.
1. Read the text twice.
2. Underline the relevant information in each paragraph.
3. Make notes about the main points. Leave out details such
as examples.
4. Make sentences from the notes and link the sentences with
connectors (and, but, because, therefore, etc.)
5. Write your first draft.
6. Improve your first draft by reducing sentences.
»  Cut out unnecessary phrases
»  Omit qualifying words (adjectives or modifying adverbs)
»  Transform relative clauses into —ing participle clauses
7. Write the final version of your summary. Don't forget to
check the spelling and grammar.

Scientific Report

Part 1. Selecting your Topic

Understand the assignment. If your teacher, professor, or boss gave your
guidelines for your report, make sure you read them (and reread them). What
is the assignment asking of you? Are you suppose to inform your audience
about a topic? Generally, if you are writing a report for an elementary, middle
or high school class, you will be asked to present a topic without inserting
your opinion. Other assignments might ask you to persuade your audience
about a certain way of perceiving your topic, or analyze a topic. Ask your
teacher about any questions you might have as soon as possible. Before your
audience, you should not put your own opinion into your report or add any
persuasive elements

Choose a topic that you love. Feeling passionate about a topic will drive
you to do your best work possible. Of course, sometimes you will not have
the option to choose your topic. If this is the case, try to find something about
the assigned topic that you can get passionate about. Always make sure to
run your ideas by your teacher to make sure that it is okay that you approach
the report in this way.

If your assignment is to give a report on a particular event of the 1960’s
in America, and you don't like history but you do like music, focus your report
on the way the music in the 1960’s tied into the event that occurred during
that time.

14



Pick an original topic. If you are giving a report to your classmates, try to
pick a topic that is original and engaging. If you are the third person to give a
report on Disneyland that day, chances are you probably won't have your
classmates attention. To avoid repetition, ask your teacher what topics have
already been picked.

If the topic you want has been chosen, try to find a different angle to
present it in. For instance, if you wanted to do your report on Disneyland, but
somebody already chose that topic, you could focus your report on one
specific section of Disneyland, like Adventureland. You could discuss what
inspired its creation, the different rides you find in that section, and any major
changes that have happened to Adventureland recently.

Keep in mind that you can change your topic. If you begin to research
the topic you have chosen and realize that you can't find any information on
the topic, or that your topic is too broad, you can always change your topic,
so long as you are not starting your project the day before its due.

If you find that your topic is too broad, try to pick a specific part of the
topic to focus on. For instance, if you wanted to do your report on World
Fairs, but realized there are way too many of the them to talk about, and they
are all too varied to discuss as a whole, choose one specific world fair, such
as the Panama-Pacific International Exposition, to focus on.

Part 2. Researching Your Topic

Research your topic. Make sure you have the correct number of sources
for your paper (your guidelines should cover how many sources your teacher
expects you to have).

If you are giving a report on a specific person, research his/her life--what
was his/her childhood like? What did he/she do that was important? What
was his/her family life like?

If you are writing a report on an event, find out what other events led to
your event, what actually happened during the event, and what the aftermath
of the event was.

Visit the library. Libraries are an excellent place to find information.
Search the library’s database for any books or materials related to your
article. If you are having trouble, ask a librarian for help.

If you find a great book that covers your topic well, look at the sources
the author used (these will generally be listed in the back of the book.) These
sources can often lead to even more useful information.

Make sure your online sources are reputable. If you are using the
internet to find information about your topic, always make sure to double
check any facts you find. Stick with information gathered by known experts in
the field you are researching, government agency websites, and scholarly
journals. Try to avoid forums and other sources that have no credible backing.

15



If you are writing a report about a specific person, company, or place, try
to find their own website. For instance, if you are writing a report on Jane
Goodall, a great source would be using the Jane Goodall Institute website.

Keep track of all of the information you find. Write each source you use
down on a flashcard. Write down all of the information you can find on the
source (such as the author, publication date, publisher/website, city in which it
was published, page number for where you found the information, and so on)
so that you can easily create your bibliography later.

Part 3. Prewriting for Your Report

Come up with a thesis statement. Thesis statements are the main idea of
your report. A thesis statement summarizes what you want to prove in your
report for your reader. All of your subsequent topic sentences of body
paragraphs should tie back into this thesis, so make sure that it is general
enough to stand throughout your essay. If you are simply reporting on a topic,
create a thesis statement that does not contain any opinion-based
information. If you are creating a thesis that is meant to persuade someone
about a topic, or that is meant to deeply analyze a topic, the thesis should
contain an argument that you intend to prove in your essay

Create an outline. Outlines help you to visualize how your essay will
look. Outlines can be straightforward lists, idea webs or concept maps. Begin
with your thesis statement and then pick the three major ideas related to your
thesis statement that you will want to cover in your essay. Write down details
about each main idea.

Your main ideas should support your thesis. They should be the
evidence that provides support to your argument.

Decide how you will format your report. The structure of your paper
depends on your topic. If you are writing a report on a person, it would make
the most sense to structure your report in chronological order.

Part 4. Writing Your Report

Write your introduction where you introduce your topic and state your
thesis. Your intro should be engaging but not corny--the goal should be to
hook the reader so that they want to read the rest of your report. You should
provide some background information on your topic and then state your
thesis so that the reader knows what the report is going to be about.

Write your body paragraphs. The body paragraphs are where you state
your evidence that supports your thesis. Each body paragraph consists of a
topic sentence and evidence supporting the topic sentence. The topic
sentence introduces the main idea of the body paragraph and links the
paragraph back to the thesis.

Support your topic sentence. After you write your topic sentence in the
body paragraph, provide evidence found in your research that supports your

16



topic sentence. This evidence can be descriptions of things mentioned in your
topic sentence, quotes from experts on the subjects, or more information
about the topic listed.

Write your conclusion This paragraph both summarizes your thesis
again, and provides your final thoughts on your topic. It should reiterate to the
reader what the reader should be taking away from your report.

Cite your sources Your teacher or professor should tell you what style to
use when writing your essay. Format any quotes you use, as well as your
bibliography accordingly.

Format your report. Try to follow your teacher's formatting instructions to
the letter. If he or she made no formatting instructions, go with something
clean and classic.

For example, the standard format for academic reports in the United
States is 12-point Times New Roman or Arial font, double-spaced lines, and
1-inch margins all around.

Part 5. Finalizing Your Report

Read through your report from an outsider’s perspective. Does the point
you are trying to make come across clearly? Does all of your evidence
support your thesis? If you were someone reading your report for the first
time, would you feel like you understood the topic after reading the report?

Get someone else to read your report. Having a second pair of eyes can
be helpful to make sure your point is clear and your writing doesn’t sound
awkward. Ask your helper, do you understand what | am saying in my report?
Is there anything you think | should take out or add? Is there anything you
would change?

Proofread your report. Check for spelling, grammar, and punctuation
errors. Are there any awkward sentences that you can rewrite?

Read your report out loud. Reading out loud will help you to identify any
sections of the report that might sound awkward (like if there are run-on
sentences.)

Put your paper aside for a few days. If you have time to put the paper
away and clear your head before proofreading, it is a good thing to do. Taking
a break from your paper will help you to spot more errors and parts that don’t
make sense when you come back to it.
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Write a summary to the text
INSTRUCTION:

Summarize the text in 150 - 200 words.
Follow these steps.
1. Read the text twice.
2. Underline the relevant information in each paragraph.
3. Make notes about the main points. Leave out details such
as examples.
4. Make sentences from the notes and link the sentences with
connectors (and, but, because, therefore, etc.)
5. Write your first draft.
6. Improve your first draft by reducing sentences.
»  Cut out unnecessary phrases
»  Omit qualifying words (adjectives or modifying adverbs)
»  Transform relative clauses into —ing participle clauses
7. Write the final version of your summary. Don't forget to
check the spelling and grammar.

Intellectual Property Rights

This section applies to any materials you submit to or through this
website, including, without limitation, any comment you post to the site and
any question you submit to the "Ask the Experts" portion of the site. You
acknowledge that you are responsible for any submission you make,
including the legality, reliability, appropriateness, originality and copyright of
any such material. You represent, warrant, and agree you own all rights to the
content you post or otherwise control sufficient rights to grant the rights you
grant by these Terms of Use; that the content is accurate; that use of the
content you supply does not violate this policy and will not cause injury to any
person or entity; that you will not upload to, distribute or otherwise publish
through this site any content that

0] is libelous, defamatory, obscene, threatening, invasive of privacy
or publicity rights, infringing on intellectual property rights, abusive, illegal or
otherwise objectionable,

(i) may constitute or encourage a criminal offense, violate the rights
of any party or otherwise give rise to liability or violate any law, or

(i) may contain software viruses, political campaigning, chain letters,
mass mailings, or any form of "spam."

If you submit any video content through this site, you further represent,
warrant and agree that you have the written consent or permission of each
identifiable individual in such content to use their name and likeness and
grant the rights you grant in these Terms of Use. You may not use a false
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email address, impersonate any person or entity, or otherwise mislead as to
the origin of any content. You may not upload commercial content onto the
site. We reserve the right (but are not under an obligation) to remove or edit
any content you provide.

If you do submit material, and unless we indicate otherwise, you grant
Scientific American and its affiliates a nonexclusive, royalty-free, perpetual,
irrevocable, transferable and fully sublicensable right to use, reproduce,
modify, adapt, publish, translate, create derivative works from, distribute,
display and perform such content throughout the world in any media now
known or hereafter invented. You grant Scientific American and its affiliates
the right to use the name you submit in connection with such content, if they
so choose. You will retain any ownership rights you may have in the materials
you submit, subject to the licenses granted to Scientific American in these
Terms of Use. You also understand and agree that users of this site who may
access the content you submit are granted a non-exclusive license to access,
use, reproduce, distribute, display and perform your content.

Waiver: By submitting content to this site, you waive, and agree not to
bring at any time, any claims of any type whatsoever against Scientific
American or its affiliates, or their officers, directors, employees, contractors,
agents, licensors or suppliers in any way arising from or relating to the
submitted content, including without limitation any claims asserting:

(a) infringement of rights of publicity or misappropriation of likeness or
image;

(b) invasion of privacy;

(c) false light (such as any allegedly false or misleading portrayal of you);

(d) infliction of emotional distress (whether intentional or negligent);

(e) breach of contract;

(f) copyright or trademark infringement;

(g) defamation;

(h) fraud; or (i) false designation of origin.

Intellectual Property Rights of Others

We respect the intellectual property rights of others, and we request that
our visitors do the same. If you think your work has been copied or used in a
manner that constitutes copyright infringement, you may notify our copyright
agent, who can be reached at:
175 Fifth Avenue
New York, NY 10010
Attention: Legal Department
e-mail: copyrightagent@hbpub.com

Please include all of the following in your notification:

- A physical or electronic signature of the person authorized to act on
behalf of the owner of an exclusive copyright that is allegedly infringed,;
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- a description of the copyrighted work you claim has been infringed,;

- a description of where the material you claim is infringing is located on
the site;

-your address, telephone number, email address and all other
information reasonably sufficient to permit us to contact you;

- a Statement by you that you have a good faith belief that the disputed
use is not authorized by the copyright owner, its agent or the law;

.a statement by you, made under penalty of perjury, that the above
information in your notice is accurate and that you are the copyright owner or
authorized to act on behalf of the owner of an exclusive right that is allegedly
infringed.

Based on
http://www.scientificamerican.com/
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. Read and study the information about CV and discuss
each question in class.

What Should Be Included into a Curriculum Vitae?

A curriculum vitae commonly referred to as a “CV,” is a longer (two or
more pages), more detailed synopsis than a resume. Your CV should be
clear, concise, complete, and up-to-date with current employment and
educational information.

- Personal details and contact information.

- Education and qualifications. Be sure to include the names of
Institutions and dates attended in reverse order: Ph.D., Masters,
Undergraduate.

- Work experience/employment history. The most widely accepted
style of employment record is the chronological curriculum vitae. Your career
history is presented in reverse date order starting with the most recent
appointment. More emphasis/information should be placed on your most
recent jobs.

- Skills. Include computer skills, foreign language skills, and any other
recent training that is relevant to the role applied for.

- Training / Graduate Fieldwork / Study Abroad

- Dissertations / Theses

- Research experience

- Teaching experience

- Publications

- Presentations, lectures, and exhibitions

- Grants, scholarships, fellowships, and assistantships

- Awards and honours

- Technical, computer, and language skills

- Professional licenses, certifications, and memberships

What Should Not Be Included into CV?

There is no need to include your photo, your salary history, the reason
you left your previous position, Reference should be listed separately and
given to employers upon request.

Note, however, that the requirements for international CVs differ, and
depend upon the country to which you are applying. In other countries,
private information like your date of birth, nationality, marital status, how many
children you have, and a photograph may be required.
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How Long Should a CV Be?

A good, entry-level curriculum vitae should ideally cover two to three
pages (CVs for mid-level professionals, especially in academia and medical
research roles, may run longer). Aim to ensure the content is clear,
structured, concise, and relevant. Using bullet points rather than full
sentences can help minimize word usage.

Curriculum Vitae Sample

The following is a curriculum vitae example for an entry-level candidate
for a faculty position in the US. This CV includes employment history,
education, competencies, awards, skills, and personal interests.

Gloria Gonzalez

3204 Windover Way

Houston, TX 77204

ggonzalez@email.com

000.123.4567 (Cell)

RESEARCH INTERESTS

Hispanic Literature, Latin American Literature, Peninsular Literature

EDUCATION

Ph.D. in Spanish (US Hispanic Literature), 2016 — University of
Houston. Dissertation: Quixote Reborn: The Wanderer in US Hispanic
Literature. Sancho Rodriguez, Chair

M.A. in Spanish, June 2013 — University of Houston

B.A. in Spanish, June 2011 — University of Houston

APPOINTMENTS

Adjunct Lecturer: University of Houston, Department of Hispanic Studies,
September 2016 to Present.

PUBLICATIONS

Book Gonzalez, Gloria. Quixote Reborn: The Wanderer in US Hispanic
Literature. New Haven: Yale University Press (forthcoming)

Peer-reviewed Journals Gonzalez, Gloria. “Mexican Immigrant Stories
from the Central Valley,” Lady Liberty Journal, 6(1): 24-41.

Gonzalez, Gloria. “Comparing the Hispanic and European Immigrant
Experience through Story,” Hispanic Literature Today 12(3): 25-35.

Gonzalez, Gloria. “Yearning to Be Free: 3 Hispanic Women'’s Diaries,”
Hispanic Literature Today: 11(2): 18-31.

CONFERENCE PRESENTATIONS

2018. Gonzalez, Gloria. “Storytelling Methods in the Central Valley.”
Hispanic Storytelling Association Annual Conference, San Francisco, CA

2017. Gonzalez, Gloria. “When Cultures Merge: Themes of Exclusion in
Mexican-American Literature.” US Hispanic Literature Annual Conference,
Tucson, AZ.

TEACHING EXPERIENCE

Adjunct Lecturer, University of Houston

22



»Mexican-American Literature, Spanish 3331

«Women in Hispanic Literature, Spanish 3350

» Spanish-American Short Story, Spanish 4339

Graduate Teaching Assistant, Northwestern University
e Elementary Spanish 1501, 1502, 1505

e Intermediate Spanish 2301, 2302, 2610

HONORS / AWARDS

Mexico Study Abroad Summer Grant, 2016

UH Teaching Awards, 2015, 2016, 2018

Dissertation Fellowship, 2015

LANGUAGES

English (native)

Spanish (bilingual oral and written fluency)

Classical Latin (written)

MEMBERSHIPS / AFFILIATIONS

National Association of Latino Arts and Cultures
Asociacion Internacional de Literatura y Cultura Femenina Hispanica
Modern Languages Association

Checklist on what to include in a CV

1. Personal details - such as name, address, mobile number and
email address. If relevant, also include your LinkedIn profile or blog site
where employers can find out more about you.

2. Objective - in 1 or 2 sentences, summarise and emphasise your
key attributes and your intended future career path. Your words must flow
seamlessly — avoiding cliché and superfluous hyperbole

3. Employment History & Work Experience Place this before
Education if you have been working for a while. Start with your most recent
job, detailing your experience concisely in bullet points

4. Education & Training - start with your most recent qualifications
and work back to the ones you received at school
5. Language proficiency - if you speak more than 1 language, this

element distinguishes your CV if you are applying for a job at an international
company

6. Achievements - include  your  academic/professional
achievements to distinguish yourself from other candidates

7. Interests - include this if relevant to the soft skills needed for the
job

8. References - name two people (not relatives), along with their

email address and phone number, who may be contacted by the employer for
a reference.
How should | write the CV?
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There is plenty of CV advice available, but you can follow these key tips
to help you brush up on your skills right now:

1. Stand out. Your CV should demonstrate your unique blend of
skills and experience. Make sure you include examples of commercial
success, problem resolution or management achievements.

2. Keep it simple. Your choice of font and layout are key to making
sure a would-be employer carries on reading your CV. Simple formats work
best.

3. Don‘t be generic. Work out who or which industry sector your CV
Is destined for and tailor it to highlight the right aspects of your experience for
them.

4. Check and check again. Avoid errors at all costs. This means
spelling mistakes, dates which conflict with one another and incorrect email
address and phone number.

5. Update. Firing off an old CV will look unprofessional, so make
sure that yours is regularly updated to meet the requirements of any jobs you
see advertised.

6. Use a template. By following a CV template you are not
restricting the way in which you can express yourself, but you will find that
your CV becomes easier to read and covers all the most important aspects of
your work history.

By using these tips, your CV will create the right impression and help
yours get to the top of the pile with the result that you are much more likely to
be called for an interview.

Write your own CV in Assessment Part on page 46.

Read Appendix 2 on page 59 “ADDOUTTUALINA
ABTOPOB?”, use the information for filling in the Registration Form.

Online registration forms make it easy to plan your next event such as
conferences, workshops or classes. Get started by editing a sample
registration template, then send an email to your list and watch the RSVPs
(RSVP is an abbreviation derived from the French phrase Répondez s'il vous
plait, meaning "Please respond" to require confirmation of an invitation.)pile
up!

Registration templates are pretty simple to edit. Please note that you can
integrate with payment processors to collect event fees as well. You can start
by simply creating a basic registration form or you can choose from any of our
shared registration form template examples below. Once you have picked the
registration template for you, use the form builder to fully format and
customize your registration form to fit your needs.
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Try a free online registration form  templates today!
https://www.jotform.com/form-templates/category/reqistration

Club Membership Registration

Complete the form below to sign up for our membership service.
Name

E-mail ex: myname@example.com

Phone Number:

Address:

Please Select v

Birth Date: v | | v | | v

‘Where did you hear A Friend or colleauge

about us? Google

Blog Post

News Article

Exercise 2. Fill in your own Registration Form in Assessment Part
on page 50.

Remember!!!
«@» - is pronounced as [ee t], «.» - is pronounced as [dot]

AMepuKaHcKkue 1 bputaHckue agpeca obblMHO COCTaBNATCS MO CreayoLwmMm
npaBunam:

l ---------‘

By air mail A

name, surname

: . Iz E the number of
From: Dasha Petrova To: lim Carry — brop ey
5, Krasnaya Streel 7. Oxford Street street’s name
Tambov 392000 london W 13 NP Tor
. Russio Great Britain ::15 ‘pﬂ::cn;fie

country’s name
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1. msa yenoBeka, KOTOpoMy npegHasHa4vyeHo nucbmo | Miss S Pollard

2. OpraHusaums (ecnuv nMcCbMo UMeeT Lenbto
aenosoe obLeHune)

3. Homep goma, HasBaHue ynuupbl, Homep kBaptupbl | 2 Chapel Hill

4. HasBaHue ropoga (n wtat — gnga CLA) Heswall
BOURNEMOUTH
5. NoyTOoBbIN MHAOEKC BH1 1AA
6. HasBaHune cTpaHbl UK
Crpoka 1: Crpoxa 4:
Mg 1 chammams HazeaHme
gApecara HOCeAeHHOro
NyHKTa
158 5 po‘l".aTd {prﬂHO'
Crpoka 2: 1 Cha pe il gizaa;:f::;m
Homep AomMd \
M YAMLIG gi:;:qum . |
grl VAR

Crpoka 3:

HazeaHKe Crpoka 5:;

paroHg MHAEKC

(npn HeoBxoAHMOCTH) (ME4aTHBIMM AHTEDOMM)

Exercise 1. If you want to apply for a job, you must be able to write
a letter of application. Read what a job application letter is.

A letter of application, also known as a cover letter, is a document sent
with your resume or CV to provide additional information about your skills and
experience. The letter of application is intended to provide detailed
information on why you are a qualified candidate for the job.
Effective application letters explain the reasons for your interest in the specific
organization and identify your most relevant skills.

Your application letter should let the employer know what position you
are applying for, what makes you a strong candidate, why they should select
you for an interview, and how you will follow up.

Exercise 2. Read the tips below how to write an e-cover letter for a
job application.

When writing a cover letter, you should:

1. Write an engaging first paragraph.

2. State where you found the position to which you are applying.

3. Mention the job you're applying for (or looking for).
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Explain why hiring you will benefit the employer.

Briefly summarize your strengths, qualifications and experience.
Paint a picture of yourself that’'s not on your resume.

Encourage the reader to read your resume.

In the opening of the letter use a generic salutation, such as

Dear Hiring  Manager, Dear Recruiting Manager or Dear Human
Resources Professional (Avoid To Whom It May Concern; it is antiquated.).

If you know the name of the person you are writing to, you may write
Dear Mr., Mrs., Ms., Dr Smith. You should write Mrs. only in case you are sure
the woman is married, in other case you should write Ms.

Cover letters need to be customized. If you can't figure out the specific
hiring manager’s name, try addressing your cover letter to the head of the
department for the role you are applying for.

In the ending you should write Yours faithfully if you don't know the
person’s name; Yours sincerely if you know.

How to Write a Good Opening Line

No need to lead with your name-the hiring manager can see it already on
your resume. It's good to mention the job you're applying for (the hiring
manager may be combing through candidates for half a dozen different jobs),
and yes, you could go with something simple like, “I am excited to apply for
[job] with [Company].” But consider introducing yourself with a snappy first
sentence that highlights your excitement about the company you're applying
to, your passion for the work you do, or your past accomplishments.

Go Beyond Your Resume [rez(j)umei]
The common mistake job seekers usually make is to repeat information
from their resume in their cover letters.

If you do not know what to write, ask yourself these questions:

- What approach did you take to tackling one of the responsibilities
you’'ve mentioned on your resume?

= What details would you include if you were telling someone a (very
short!) story about how you accomplished that bullet point?

« What features of your personality, passion, or work ethic made you
especially good at getting the job done?

Think Not What the Company Can Do for You but What You Can Do

for the Company

Another common cover letter mistake is to talk about how great the
position would be for you. Hiring managers want to know what you're going to
bring to the position and company. Try to identify the company’s problems.
Then emphasize the skills and experience you have that make you the right
person to solve them.

Don’t Apologize for Your Missing Experience

When you don’'t meet all of the job requirements, you want to use lines

like, “Despite my limited experience as a manager...” or “While | may not

No ok
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have direct experience in marketing...” But why apologize? Instead of
drawing attention to your weaknesses, emphasize the strengths and
transferable skills you do have.

Write in the Company’s “Voice”

Cover letters are a great way to show that you understand the
environment and culture of the company and industry. Spending some time
reading over the company website or surfing their social media before you get
started can be a great way to get information about the company.

Throw in a Few Numbers

Hiring managers love to see statistics - they show you've had a
measurable impact on an organization or company you've worked for. That
doesn’'t mean you have to have doubled revenue at your last job. Did you
bring in more clients than any of your peers? Put together an impressive
number of events? Made a process at work 30% more efficient? Those
numbers speak volumes about what you could bring to your next position,
and make your cover letter stand out.

You don’t even have to have worked with numbers at all! Check out a
few more tips for adding stats to those resume bullets, even if your previous
jobs involved dealing with people, not figures.

Finish Strong

It's tempting to treat the final lines of your cover letter as a throwaway: ‘I
look forward to hearing from you.” But your closing paragraph is your last
chance to emphasize your enthusiasm for the company or how you'd be a
great fit for the position.

For example, you could say: “I'm passionate about [Company]'s mission
and would love to bring my [add your awesome skills here] to this position.”
You can also use the end of your letter to add important details - like, say, the
fact that you're willing to relocate for the job.

Edit

Surely, you should run your cover letter through spell-check, but
remember that having your computer scan for typos isn’'t the same as editing.
Set your letter aside for a day or even a few hours, and then read through it
again with fresh eyes - you'll probably notice some changes you want to
make. You might even want to ask a friend or family member to give it a look.

Exercise 3. In turn, name the tips on how to write a letter of
application, which you remember.

Exercise 4. Read the rough plan of a job application letter. In fact,
your letter may include more paragraphs.
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1) Salutation:

Dear Mr, Mrs, Ms, Dr Last name (do not use a first name)

2) The Introduction

First paragraph. State the purpose of your letter. Name the position or
type of work for which you are applying. Explain how you heard about the
opening or the organization (Career Service office, news media, friend etc.). If
someone referred you to the person or organization, and you have her or his
permission, say so (e.g. Dr Jones of the Computer Science Department at the
University of Minnesota suggested me contacting you).

3) The body of the letter.

Second paragraph. State why you are applying and how you are
gualified for the particular position. Provide reasons for the type of work you
desire. Use concrete, specific examples to explain how your education,
experiences and other qualifications support your ability to succeed in the
position. Indicate your interest in the position, the company, its products or
services. Explain what you can do for the employer. Expand on your resume,
mentioning specific details without simply repeating the information. Indicate
what abilities, skills and knowledge you possess and provide examples to
support your claims. Avoid mentioning how the position will benefit you and
the experience you will gain. The employer wants to know what you can do
for the company, and not the company for you. If the paragraph is too long,
break it into two paragraphs.

4) The close.

Closing paragraph. The purpose of the letter is to apply for a position;
the next step in the application process is to get an interview. Ask for an
interview at the employer’s convenience. Indicate how and when you may be
contacted.

Write a brief expression of your appreciation (e.g. | look forward to
hearing from you soon).

Sincerely yours,
Your name.

Exercise 5. Read the following examples of Application letters and
answer the questions.

> What is Alex Petrov’s educational background?

> What can make Alex very competitive candidate for this
position of the programmer?

> Where did Daniel B. Sarmiento work?
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> Where did Daniel B. Sarmiento write about his qualifications
for further evaluation?

> When and where did Jack Brown find the advertisement
about the vacancy of the mechanic engineer?
> Why did Jack Brown want to get the mechanical engineer
position?
Example 1.
Dear Mr Clerk,

I am writing to apply for the programmer position advertised in the Times Union.
As requested, | am enclosing a completed job application, my certification, my
resume and three references.

The opportunity presented in this listing is very interesting, and | believe
that my strong technical experience and education will make me a very
competitive candidate for this position. The key strengths that | possess for
success in this position include:

- | have successfully designed, developed and supported live use
applications

- | strive for continued excellence

- | provide exceptional contributions to customer service for all customers
With a BS degree in Computer Programming, | have a full understanding of a full
lifecycle of a software development project. | am well-organized, responsible and
punctual. | also have experience in learning and excelling at new technologies as
needed.

Please see my resume for additional information on my experience.
| can be reached anytime via email at alexpetrov@mail.ru or my cell phone 909-
555-8960.

Thank you for your time and consideration. | look forward to speaking with you
about this employment opportunity. I’'m passionate about your Company’s
mission and would love to bring my experience and desire to work to this
position.

Yours sincerely,
Alex Petrov
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Example 2.

Example 3.

Dear Mrs. Smith,

| was so excited when my former co-worker,
Alex Brown, told me about your opening for
a technical specialist in your Spanish offices.
As an experienced specialist, | would love to
help your company achieve its mission of
producing 10 million tons of steel products
annually.

With over 10 years of experience at Danieli
Steel Company, | brought power success in
enhancing productivity of the company.

| can assure that | am a diligent and flexible
person and desirous to work in every
endeavor. | can guarantee that | would be
an asset to your company if given the
opportunity. Please, find enclosed my
resume that outline my qualifications for
further evaluation. Hope this application
values your interest. | would be gladly
accepting the offered challenge with proper
care.

With much gratitude, | wish to convey my
heartfelt thanks for the attention you may
give this application.

I would be willing to be interviewed at your
convenience and you can reach me through
this mobile number +7 9129939874 and via
email d_sarmiento@gmail.com .

Sincerely yours,
Daniel B. Sarmiento
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Dear Mr. Reaves,

| saw the advertisement about the vacancy
of the mechanic engineer in yesterday’s
“Daily press”. The description you have
outlined for the mechanical engineer
position strongly matches my experience
and qualifications, especially prototype
design of industrial machine components.
As such, | am highly interested in joining
your team.

I have a B.S. in Mechanical Engineering
from U.C. Berkeley and have worked as a
mechanical engineer for five years. In my
time at Bistronic | was able to:

e Develop three prototype components of
the SuperDrill 9000 that was commercially
employed;

e Act as lead machinist and component
designer on four separate engineering
products;

e Win “Best Machinist — Western Region” —
nominated twice

| am aware that your company has been
engaged in some exciting projects and
initiatives in the industry in recent years. As
you can see, | have been involved in similar
work and know | could greatly contribute to
your company’s goals in the future.

Thank you for taking the time to read my
application and for your consideration. |
would love to come in for an interview and |
am looking forward to hearing from you.

Sincerely yours,
Jack Brown
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Exercise 6. In your Letter of Application you may use the following
words to describe yourself.
Which of the words are most useful and important for you?

to be reliable to be sociable to be energetic

to be adaptable to be professional to be ambitious

to be hardworking to be full of enthusiasm | to be communicative
to be helpful to be profound to be capable

to be experienced to be broad-minded to be well-organized
to be practical to be punctual to be conscientious
to be flexible to be creative to be honest

to be diligent to be responsible to be inventive

to be patient to be scrupulous to be independent
to be self-disciplined to be devoted to be resourceful

Exercise 7. What positive traits of character do you have? Use the
expressions above and name your positive traits of character.

Exercise 8. In your letter try not to mention your negative traits of
character. But be prepared to answer this question during the interview.
Imagine that you are at the job interview. So, what are your negative
traits?

Exercise 9. Study the following link https://www.jotform.com/form-
templates/human-resources/job-application , download and fill in a form
template.

In a sea of applicants, it can be hard to find the right candidate. Job
Application Templates streamline your company’s hiring process and help
you find the right person for the role. By collecting job applications online with
JotForm, you can instantly view applicants’ experience, contact details, cover
letters, and resumes on any device - no need for pesky paperwork! Our drag-
and-drop Form Builder also makes it easy to update application questions,
customize the template design, and add your logo for a professional touch.
Re-organize your hiring process to hire better employees with our Job
Application Form Templates today.

Exercise 10._Think of the position you would like to have now. Write

a letter of application. (Use a form in Assessment Part on page 45) Read
your letters in class. Whose letter was the best? Why?
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You're going to listen to tips on style and format of your presentation.
Which tip do you think is the most important?

Exercise 1. Answer the questions.
1) How many parts should your oral presentation have?
2) What should you do with important information?
) Why should you keep information short and simple?
) What should you pay special attention to?
) Is humour necessary in your presentation?
) What is an “eye contact”?

o 01 b W

Exercise 2. Listen to the text once more and mark the following
statements T (true) F (false).

1) Your introduction presents the key words and gives details of
the presentation
2) Remember that too much information will only result in your
audience remembering nothing.
3) If you are a very talented professional but your presentation will

be convincing despite of errors, speling mistakes or
mispronunciation of English terms.

4) Spellcheckers and online dictionaries are very helpful for
preparing presentation.
5) A good way to engage the audience is to keep eye contact and

to ask questions.

Exercise 3. Listen to the text once more and insert the missing words.

1) Present only the important ideas in your , and
repeat them in the :

2) Be credible: avoid and :

3) You need to to spelling and
pronunciation in and as well as in the

and the conclusion.

4) Although humor can be to defuse tense
situations, it can also be and

5) When you , you need to

between you and your
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OcHoBHOM 3ajaven nepeBoda sABnsSeTcA O0ObEeKTMBHas, MoOrHas
nepegada MHgopmMaumm, 3anoxeHHas B OpUrmHarbHOM TEKCTE.

Ona  npodeccnoHanbHO-OPUEHTUPOBAHHLIX  TEKCTOB  XapaKTepHO
Hannune akTyanbHoOM WMHdOpMaUUK, TO eCTb coaepxallen coobueHnsa o
dhakTax — pearbHbIX, NpeanosiaraeMblX, NPOrHO3MpPyeMbIX.

B wnpeane uutatenb nepesBoda AOMKEH MOMYyYUTb TakKoOW Xe 0bbem
CBeAEHUN, YTO U YnTaTeslb OPUrMHANbHOrO, B HalleM criydae, aHrmumcKoro
TeKcTa.

B peokux cnyydasix 9TO gocturaetcsi oObl4HOW MOOCTAHOBKOW CIIOB.
[locnoBHbIN NepeBos ABNSETCA CKOPeEe UCKNIYEHNEM, YEM MpaBuUnom. Takmum
obpasomMm, nepeBog MNOYTM BCErga COMPSKEH C MNPeodoSsieHUEM pasfnYHbIX
BGapbepoB (KynbTypOroOrMyecknx, JMHIBUCTUYECKMX, coumanbHbIX W T.A4.)
KauyecTBO nepeBoga 3aBMCUT OT TOrO, HACKOMNbKO 3O(EeKTMBHO NPeOdosiEHbI
3TN Bapbepbl.

[Mpouecc nepeBoaa BKNOYaT ABa aTana:

- 3Tan aHanuMsa WCXOOHOro TeKCTa C Uefiblo OOCTUXEHUSA MOMHOro ero
NOHUMaHUS, N3BNEYEHUS U3 HErO BCEWN rMYyOMHbBI CMbICNa;

- 9Tan CUHTEe3a - HafesleHne 3TOro CMbIiCia HOBOW MHOA3bIYHOW OOPMOM.

OCHOBHbIM MOMOLLHUKOM MpWU NepeBoae SABMSAKOTCA CNOBapu — KHUMMN U
9NIEKTPOHHbIE CrioBapu, oduunanbHble CanTbl Koprnopauun w  gpyrue
aBTOpPUTETHbIE  UCTOYHMKM. [lpu 3TOM Bcerga Hago MNOMHUTbL O
KOHTEKCTYanbHOM 3HayYeHuUW CnoBa, MOCKOMbKY OCOOEHHOCTU KOHTEKCTa
MOryT 3acTaBUTb OTKas3aTbCA OT C/lIOBApPHbLIX COOTBETCTBUM U BO3HUKAET
HeoOXOoOMMOCTb UCKaTb KOHTEKCTyarnbHOe 3HayeHune. Kpome Toro, Aans
TEXHUYECKNX TEKCTOB XapakTepHa criegyrouwias oCODEHHOCTb: OYeHb 4acTo
obLweynotpebuteneHble cnosa B npodeccuoHanbHon cdepe npuobpetator
HOBOE 3HayeHWe, KOTOpPOe HUKaK He CBHA3aHO C €ero OCHOBHbIM,
obLien3BecTHbIM 3HadYeHMeM. Hanpumep, bus (aBtobyc) — B cepe IT-
TEXHOMOIMMN NEPEBOAUTCH KaK «WUHa», YTo abConTHO HE UMEET HUYEro
obLiero ¢ aBTOMOBUIbHBIMK LWUMHAMK, @ B OOHOM U3 IT-3HA4YeHun aBnsieTcd
KaHarnom nepegadun nHdpopmMaumn.

TexHnyecknn Bokabynsp npeacTtaBnseT cobon He TONbKO A3bIKOBblE
eQuHuUbl, BblpaxeHHble BykBamu (HDMI, SD u T.4.), HO U COAEPXUT psafg
HaMMeHOBaHWN, NpeacTaBneHHbIX B Buae KombuHauum O6ykB, uudp Wu
cumsoroB (Core i3-2100, VIA C7-D n 1.4.).

B paHHOM 4yactm nocobusi Mbl no3HakomMmum Bac ¢  OCHOBHbIMU
cnocobamn 1 npuemamu nepesoga, KoTopble OyayT NONe3Hbl He TONMLKO Mpu
nepeBofe TEKCTOB C aHIMIMUCKOrO fA3blka Ha PYCCKUW, HO U NPU HanucaHuu
cTaTen, a Takke NOHMMaHUM crieymanbHbIX cTaTen no NHXeHepHON TeMaTuKe
Ha PYCCKOM A3blKe, TaK Kak OHU U306UNYHOT BKITHOYEHNEM B TEKCT aHMMMNCKNX
CNoB B NX UcxogHown rpadgumyeckon popme. Hanpumep: «IBM n dpaHuysckas
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depepauna TeHHuca (FFT) obbeauHunun ycunusa... gna  6onenbLimkoB
TEHHUCHOro TypHupa «Ponan [lappoc» ... IBM B coTpygHuyecTtBe C
onepatopoMm Orange paspabotana cneuuanbHoe npunoxeHne Roland-
Garros ans cmaptdoHoB iPhone u nnaHwerta | Pad,...»

1. TpaHckpunuua — OykBanbHO repernucbkieaHuUe, OT NAaTUHCKOrO
trans- - «4epes, nepe-» n scribo - «4epyy, nuwy» Cnocod nepesoga crosa
A3blka OpuUrMHana nyTemMm BOCCO3[aHUsi ero 3BYKOBOM (POPMbl C MOMOLLbHO
BykB s3blka nepeBoga. Hanpumep, Interface — nHTepdanc.

2. TpaHcnuTepaumMa - ToyHas nepedada 3HAKOB — OAHOM
NMUCbMEHHOCTM 3HakaMu OpYrov NMMCbMEHHOCTU, NPU KOTOPOW KaxOblh 3HaK
(VN nocnepoBaTeibHOCTbL 3HAKOB) OAHOM CUCTEMbl MUCbMa NepefaeTcs
OOHUM WM TeM e 3HaKOM (MM nocrefoBaTenbHOCTBIO 3HAKOB) ApYyrom
cuctembl NucbMa. Hanpumep, Xerox — KCepokc.

3. KanbknpoBaHue — oauH U3 NpUeMoB nepeBofa, COCTOALWMK B
TOM, 4YTO CNnoOBa W BbIpaXeHUA OAOHOro 43blka (s3blka OpUrnMHana)
nepeBoOsATCA Ha ApyroM €3blk  (93blK  nepeBoga) MyTeM  TOYHOrO
BOCNpOn3BeaeHNa cpeacTBamMu s3bika nepesoga. Hanpumep, Brain drain -
yTeyka MO3ros.

4. BknioyeHne B TEKCT MHOCTPaHHOro crioBa B €ro MCXOAHOW
rpacpumke. Hanpumep, USB,DVD.

5. AHanor, nnm npubnusnTenibHoe COOTBETCTBMUE.

AHanor — 9TO CMnoOBO WK CIIOBOCOYETaHME 4A3blka NepeBoaa,

ncnonb3yemoe ans o603Ha4YeHns NOHATUS, CXOQHOro, HO HE COBMagatoLLero ¢
NOHATUEM fNA3blka OpuUriMHana. AHanor 3To NPUBNM3UTENbHLIN 3KBUBASIEHT.
Hanpumep, Electronic circuits — anekTpoHHble uenu; @ [at] - “cobaka’;
computer — 9BM, drugstore — anteka.

6. TonkoBaHuMe, onucaTefibHbIN  UNN  Pa3bACHUTENbHbIN
nepeBop — cnocob nepeeBofa, MCMOMb3YOLWMIACA B TEX Cryvasix, Korga He
CYLEeCTBYEeT HUKaKoOM APYron BO3MOXHOCTM Mepedayn crosa Bcreactsve
OTCYTCTBUS 3KBMBASIEHTOB W aHAaroroB B A3blke NepeBoAa, 3aknivaromnmnca
B pPaCKpbITUM 3HAYEHUSI cCroBa C MOMOLLbIO Pa3BEPHYTOro onucaHus. Q-
switched laser - nasep, paboTaloLwmi B pexmme nMmnynbCHON JOOGPOTHOCTMW.

Yacto abbpeBmnaTtypa COMNpOBOXOAETCS €€ MOfIHbIM BapuaHTOM npu
NepBOM ee YNOMWHaHMM B TEKCTe, YTO CHMMaeT TpyAHOCTU nepesoga. [Ans
NpaBunbHON Nepegayvn 3HadeHna abbpesmnatypbl HEOHXOANMO BHUMATENBHO
N3Yy4YnUTb KOHTEKCT W MOSIHOCTbK MOHATH ero cmbici. Crnocobom nepenaym
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abbpeBnaTtypbl B TaKOM Criyvae sIBNAETCA pacro3HaBaHWe ee COCTaBNSALLNX
M nepesog nonHoMm dOpMbl, TO ecTb pacwndgposka abbpesuatypsbl.
Hanpumep, ASCIl (American Standard Code for Information Interchange)
nepeBoanTbCA Kak «AMEpPUKAHCKUA CcTaHOapTHbIM  Kog Ans  obmeHa
MHGopMaumen». Pycckum akBMBareHTOM AaHHoM abbpeBuaTtypbl ABNAETCS
ACKQO/[], 4TO COOTBETCTBYET COYETAHMIO HayarnbHbIX OYKB KIHOYEBbLIX CIOB
camomn abbpeBunaTypsbl.

Ecnn B A3blke nepeBoga MCNOMb3yeTCs YXKe YCTOABLUMACS BapuaHT
abbpeBuatypbl, TO OH W wuUcnonb3yeTcsa npu nepesoge. Hanpumep, IT -
(Informational Technology) nepeBoAMTCA MOMHOCTBIO CIIOBOCOYETAHMEM
«MH(OpPMaLNOHHAs  TEXHOMOorust» UM 3aKkpenumBlleENCs B A3blKe
abbpesunatypon UT; FBI (Federal Bureau of Investigation) «®egepansHoe
Oropo paccnegoBaHniny «PBP».

Ecnn abbpeBuatypa He nogaaeTrcs pacwmndpoBke unNu He Tpebyer
nepeBod, TO B PYCCKOM TEKCTe OHa OCTaé€TCA Ha aHrMUMNCKOM S3blKe.
Hanpuwmep, "I1SO"

MHorvne IT-ab6peBuatypbl BoObOLlEe He TpeOylT nepeBoda, Tak Kak
3aKpenunucb B 060unx si3blkax B cokpalleHHoM Buae. Hanpumep, DVD, GSM,
USB v gpyrue.

B TekcTe nepeBoja Ha 43blke oOpurMHana, Kak npaBuiio, OCTalTCs
abbpeBunaTypbl HAUMEHOBAHU MapOK N3aenuin, ToBapbl, NPMbopoB 1 T.4.

Ecnn B Tekcte opurmHana BcCTpedvalTcss abbpeBuaTypbl U3  Opyrnx
A3bIKOB, TO NPU NEPeBOAE OHU COXPaHST CBOK WMHOSA3bIYHYKO rpadunyeckyto
dopmy. Krnaccmyeckum npMMepoM MOFYyT CIRYXWUTb Takue naTUHCKMEe
abbpesunatypsl kak PS, NB, p.m., a.m. u gpyrue.

Ecnn abbpeBnatypa manomnssectHa, TO ee Heobxoanmo pacindgpoBaTtb
N OCTaBUTb B paclumdpoBaHHOM BUAE B TEKCTE NepeBoaa.

OonH 13 pacnpocTpaHeHHbIX cnocoboB nepesofja abbpesuatyp
SABMSETCA TpaHCnMTepaums — KOHBEPTMPOBaHWE TeKCTa M3 naTuHUUbl B
Knpunnuuy wn HaobopotT. Hanpumep, NATO (North Atlantic Treaty
Organization) nepeBogutca Ha pycckmin a3blk kak HATO. Takom cnoco®
nepeBoda XapakTepeH ONA COKpalleHUn, KOTopble UMEKT MeXxayHapoaHoe
3HaYyeHne W AOOSMKHbl 3ByYaTb OAMHAKOBO B OONbLUMHCTBE WMHOCTPAHHbIX
S3bIKOB.

Ona psga gpyrux abbpeBuatyp MCnonb3yetcs TpaHCKpubupoBaHue —
nepegaya abbpeBuatypbl crnocobom, CTpeMAwmnmMcs K Haubornee TO4YHOW
nepegade nMpOM3HOLLIEHMS nNpu  MNoMoWM andasuta s3blka nepesoja.
Hanpumep, cokpaweHne PR yxe npeBpaTtunocb B CaMOCTOATENbHbLIN
9KBMBAMNEHT «Nuap» B PYCCKOM A3blke. CTOUT OTMETUTb, YTO AaHHbIN CNocoo,
Kak 1 npegbliaywui, MCnonb3yeTca At OTHOCUTENbHO PacnpoCTPaHEHHbIX
abbpeBunatyp 1 He npeanonaraeT aBTOPCKOro nepesoja.
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B coBpemMeHHOM 43blke KOMMbIOTEPHbIX TEXHOMormn Bce Oonblue
nosasnaTcA  abbpeBuatypbl, cogepxawme  POHETUYECKM  YUTaemble
yncnuteneHble. Gr8 = great, B2B = business-to-business.

Mpn nepeBoge nobBbLIX TEKCTOB MPUXOAUTCHA  CTankmBaTbCA C
HeoBXxoaMMOCTbIO Nepegavm MHOCTPaHHbIX UMEH 1 Ha3BaHWUMN.

OnpepenexHbiX npaBun nepegadn MMeH cobCTBEHHbBIX B NEpPEBOAE HET,
HO 3a NpaBMNO MNEPEBOOAYMKY HYXHO B3ATb MOWUCK WM MPOBEPKY HYXHbIX
COOTBETCTBUM MO CroBapsiM, CpaBoYHMKaM, atnacam, SHUUKNoneansam u T.4.

NTakK, cywecTByeT HECKONbKO NPMEMOB nepenayn MMeH cO6CTBEHHbIX:

1. TpaHcKkpunuma — nepegaya 3ByKOBOro obnuka crnoea.

Cnocobom TpaHcKpunuuu nepeagatoTcs opuunanbHble Ha3BaHUA.

a) HasBaHue pupm, KoMnaHun, BaHKOB:

«Standard Vacuum Oil Company», «CrtaHgapg Bakyym OWn
koMmnaHuy»,«Standard Oil Development Company» -«CtaHgapg oun
AeBeoNMEHT KOMMaHny.

6) Ha3BaHMA CcygoB, CaMOSIETOB, PakeT, KOCMUYECKMX Kopabnen: Voyager
- «Bosapxep», Discovery - «[uckaBepuy», Aaxe HasBaHuMo cygHa Queen
Elizabeth cootBetcTBYeT «KynH 3Onnsabet», a He «Koponesa EnusaeseTta» u
T.0.

[Mpy nepeBoge HauMMEHOBaHWW KOMMAHWW, oOpraHuMsauum u  T.4.
ocobeHHocTn opdhorpacdhum opurmHana (Mcrnonb3oBaHWe 3arnaBHbIX OYKB U
3HaKOB MpenuHaHus, Kpome anoctpoda) coxpaHstores. (Harrod's - XappoOoc,
Macdonald's - MakdoHandc). Cokpawenua Ltd.,Inc.,Co., TpagnumoHHO
nepepatotcs Kak «J1ta.», «MHK.», «Ko».

B HekoTOpbIX cnyyasix, Korga HasBaHMEe UWMeeT He  CTOSbKO
XapakTepusylowWmnn, CKONMbKO 06pasHbin UM OMOLMOHArNbHbIN  CMbICH,
NMPUMEHSIOTCA W  MPaHCKPUNUUOHHbIe coomeemcmeusi, Hanpumep,
Greenpeace - «[puHnucy», «56noko» -Yabloko.

B) Ha3BaHWS ra3eTt U XXypHaros:

Morning Star — MopHuHr ctap, «Hurst Consolidated Publications» -
«XepcT KoHconuaenTen nabnukenweHs». BcTpevaroTca M Takue cnyyau
nepeBoaa, Korga ogHO U TOXe Ha3BaHMe MOXET ObiTb Kak nepeBefeHo, Tak U
3aTpaHckpnbupoBaHo, Tak, Hanpumep, «Kemsle Newspapers Liminted» -
«Kemarnu e2aszemHbil KOHUepH» nnn «Kemann Horocnenneps nmumMmTua»).

2. TpaHcnuTepauums - NobykBeHHas!, rpadunyeckas nepegada MCXOLHOro
NMEHMW.

[Mpn nepeBofe cnocoboM TpaHCUTepaunn pyCCKUX UMEH UCMNONb3yeTcs
obLenpuHATbIe CTaHOapPTbl NepeBoga C NOMOLLbLI0 NaTUHULbI.
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TpaHcnMTepaumnsa aHrMUCKNX MMEH COBOCTBEHHbLIX Ha PYCCKUM NA3bIK
NMeeT psig 0COBEHHOCTEWN.

1) Howard Carter — l'oBapa KapTep, 34ecb UCrnonb3yeTcs NpUHLMN
POHETNYECKON TPAHCKPUMLUMK, HO TaK Kak B PYCCKOM HET 3ByKa, MOMHOCTbIO
COOTBETCTBYHIOLLErO aHrnmnnckomy [h], ero 3ameHaT Ha «I» unu, B peaknx
yasx, Ha «X».

2) Andreas Smith - AHgpeac CMmuT, umss 1 paMmunmsa NomHOCTbIO
TpaHCKpnBUpYyoTCS.

3) John Boll - bxoH Bbonn, uma TtpaHckpubupyetcda, a damunug
TpaHCNUTEPUPYETCS, O YEM FOBOPUT «J1N».

4) Bill Gates —bunn lentc, uma TpaHCIUTEPUPOBaAHO («Jn»), a
damununsa TpaHckpmbuposaHa.

5) 5. Brigham, LW. - bpurxam J1.B., damunua n wnHuumanol
TpaHCKpMOUPOBaHbLI.

3. NepeBoa wnu kKanbkupoBaHue (T.e. MOKOMMOHEHTHbIN
nepesopa)

[aHHbIn npuem OblBaeT HeobXoaMMbIM NpU  nNepedade 3Havallux,
«rOBOPALMX» MMEH U knundek. Hanpumep: Stingy - Ckpsiea. OCHOBHas MxX
YHKUMS He CTONbKO Ha3biBHAsA, CKOMbKO XapakTepuayowasi, Ho Angd
nepenaym MMeH cObCTBEHHbBIX OH HEXenaTerneH.

4. BKnoyeHne B TEKCT MHOCTPAHHOrO MMEHU COOGCTBEHHOro B ero
ncxoaHowu rpacuke.

Bce vauwe B OoTHOWEHUM IT-KOMNaHNN OONYyCKaeTCsl BKINIOYEHNE B TEKCT
WHOCTPAHHOIO MMEHM B €ro UCXOOQHOW rpaduke, Tak, Hanpumep, «KOMMNaHus
Biostar», «komnaHua Motorola», «komnanusa HP» n 1.4

Mpn nepeBoge IT-TEKCTOB BKMOYEHME B TEKCT MHOCTPAHHOIMO MMEHU B
€ero UCXo4HOW rpaduke sIBMSIETCS OAHUM U3 BeOyLUMX U NpeanoyvTUTENbHbIX.
Tak, Hanpumep, «brodxemHbie peweHus, Lenovo IdeaPadAl, PocketBook
A10 u ViewPad 7e nnaHupyromces rnpodasamscsi 3a 200 donisn., ...»

[laHHble nMeHa 1 Ha3BaHUS He cknoHsaTca. Hanpumep, «OH npuwen 8
kopriopauyuro 10 nem Ha3ad u3 Informix, uzeecmHozo ripouszeodumerns CYB/],
npuobpemeHHo20 IBM.»

Mpn TOM ecnu wuMA  COOCTBEHHOE  TpaHCKpMbupyetca  Unu
TPpaHCNUTEPUPYETCSH, TO OHO «MOAYNHSAETCS» 3aKOHAM PYCCKOW rpaMMaTuKu.
Hanpumep, B TEKCTe NonepemMeHHO BCTpevaeTcsl M COOCTBEHHOE Linux u B
aHIMUNCKOM HanMcaHuM U B PYCCKOW TpaHcnuTepaumm «KaTtanor nporpamm
Linux», «3awmTa gaHHbIX B Linux» «HoBocTn n3 mupa JInHykca, Kak HavyaTb
paboTaTtb B JIMHYyKCEe.

OTOT npuem yaobeH TemM, YTO OHO cpasy BblaendetT nmMs cobCcTBeHHOE B
KOHTEKCTE W CHUMaeT psag npobrnem, CBA3aHHbIX C  TPYAHOCTbIO UMK
HEBO3MOXHOCTbIO Nepenadn oTaenbHbIX 3ByKOB U OYKB.
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B «unctom» Buae atm npuembl PeaKko BCTPevarTca B nuTepaTypHbIX
TEeKCTax W 4YacTto KoMOuHupytoTcs gpyr ¢ gpyrom.  OCHOBHbIMU
pekomMeHgaumsaMmn 3gecb MoryT ObITb:

1) ANs nepefadn U3BECTHbIX reorpaduyecknx HasBaHUM U MMEH
BUOHbIX OesaTenerM camblM HageXHbIM ClpaBOMHUMKOM MOTYT  CRYXWUTb
cnosapw, aTnacbl, 3HUMKNONeauu;

2) MMEeHa M HasBaHus cyrybo «IokanbHOro» xapakTepa cregyer
TpaHckpmnbuposaTtb. Hanpumep, Kazachya Pereprava — Kasaubs lNepenpasa
(MocT r. MarHuToropck)

3) MHOrga Onst  YCTAHOBMNEHUSI  COOTHECEHHOCTM  WUMEHU C
onpefeneHHolM 06bLEKTOM HeobXxoauMMbl TLaTenbHbIA y4eT KOHTeKcTa W
nobasneHve B nepeBoq MAEHTUMUUMPYIOLWNX CrOB (KOMMaHus, peka, ropoa,
wratr v T1.4.) Hanpumep, Bannoe Lake — o03. baHHoe, ul. Stalevarov/
Stalevarov Street/St. — yn. Ctanesapos.

Russian-English alphabet for proper names and realia translating

BykBblI CooTBeTcBylOLME BykBbl pycckoro | CooTBeTcBYyHOLME GYKBbI
pycckoro OyKBbI (coueTaHusA andaBuTta (coyeTaHusi 6yKB) naTuHULEN
andaBuTta OyKB) naTMHULEen

A a A (a) P,p R (r)

b, 6 B (b) C,c S (s)

B, B V (V) T.T T (t)

r,r G (9) Y.y U (u)

A A D (d) D, F (f)

E, e E (e), YE (ye) X,x KH (kh), H

E,é E (e), YO (yo),E LL,u TS (ts) TC, CZ

HKox ZH (zh) Yy CH (ch), TCH

3,3 Z (2) L, w SH (sh)

Un I (i) L,y SHCH (shch), SHH
W,n Y (y),JJ(0) b “ He NnUweTcs

K,k K (k) bl Y (y)

nn LD b ‘, He nuweTcAa

M,m M (m) 9,3 E (e), EH

H,H N (n) 10,10 YU (yu), IU (iu)

0,0 O (0) A9 YA (ya), IA (ia)

Mn,n P (p)

English —Russian alphabet for proper names and realia translating
BykBbl aHrnuiickoro | BykBbl pycckoro BykBbI aHrnuickoro | BykBbl pycckoro
andaBuTta andaBuTta andaBuTta andaBuTa
(naTuHuua) (kmpunuua) (naTuHuua) (kvpunuua)

A a A, a N, n H, H
B,b b, 6 0,0 0,0
C,c L, u P, p Mn,n
D, d A.a Q.9 10, 1o
E, e E, e R, r P,p
F, f D, b S, s C,c
G, g r,r T, t T, T
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Exercise 1. If you have no published articles, do not get
disappointed. It’s high time to begin. Discuss the IMRAD model.

Look at the IMRAD model, according to which you should shape your
article (Fig.1).

| - Introduction

M — Methodology (Methods)

R — Results

And

D — Discussion

Methodology Results . .
Introduction Dlscu55|9n /
Abstract (what you (what you Conclusion
—> did/used) —)| found/saw)
Key words

H_/

central, report, section

Fig.1. IMRAD model. The shape of a research article or thesis.

You may notice that the diagram above narrows towards the central
report section, and widens after it. This represents the way information is
ordered in the Introduction and the Discussion/Conclusion: in the Introduction
you start out by being fairly general and gradually narrow your focus, whereas
the opposite is true in the Discussion/Conclusion.

Exercise 2. Read the Introduction below. Don’t worry if the subject
matter is not familiar or if you have difficulty understanding individual
words, especially technical terms like polylactide. Just try to get a
general understanding. Pay attention to the highlighted words and
phrases, which are frequently used.

The Synthesis of Flexible Polymer Blends from Polylactide and
Rubber
Introduction
1 Polylactide (PLA) has received much attention in recent years due
to_its biodegradable properties, which offer important economic benefits. 2
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PLA is a polymer obtained from corn and is produced by the polymerisation of
lactide. 3 It has many possible uses in the biomedical field and has also been
investigated as a potential engineering material. 4_However, it has been
found to be too weak under impact to be used commercially.

5 One way to toughen polymers is to incorporate a layer of rubber
particles and there has been extensive research regarding the rubber
modification of PLA. 6 For example, Penney et al. showed that PLA
composites could be prepared using blending techniques and more recently,
Hillier established the toughness of such composites. 7 However, although
the effect of the rubber particles on the mechanical properties of copolymer
systems was demonstrated over two years ago, little attention has been
paid to the selection of an appropriate rubber component.

8 The present paper presents a set of criteria for selecting such a
component. 9 On the basis of these criteria it then describes the preparation
of a set of polymer blends using PLA and a hydrocarbon rubber (PI). 10 This
combination of two mechanistically distinct polymerisations formed a novel
copolymer in which the incorporation of PI significantly increased flexibility.

Note: et al. is an abbreviate form from et alii and means “and others”

Exercise 3. Read the keys to the Introduction model.

In Sentence 1 “Polylactide (PLA) has received much attention in recent
years due to its biodegradable properties, which offer important economic
benefits.” the writer describes the importance of this research topic.

ost authors of research articles begin by establishing the significance of

their research; if you don’t, it can look as though your research is NOT
significant, so don’t be shy about stating why and how your field is important
or useful.

Use phrases like:

Much study in recent years...

... plays a major role

Much study in recent years has focused on...

... has received much attention in recent years

There exist substantial benefits from...

The Present Simple or the Present Perfect Tenses will be to the point
here.

In Sentence 2 “PLA is a polymer obtained from corn and is produced by
the polymerisation of lactide. ” the writer provides general background
information for the reader.
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~¥z»8entence 2 is in the Present Simple tense, which is used for
accepted/establlshed facts. Research articles often begin with accepted or
established facts. If the subject of your research is very specific, then many of
your readers will have a high level of background knowledge, and you can
start with fairly specific information. If the purpose of your paper is to attract a
wider audience, then it is better to start with more general background
information. If your background facts come from research, don’t forget to
include the research references where necessary

Always show your readers the general picture before you examine the
details: show them the wall before you examine the bricks!
~¥/—Remember that the background facts to your research are very familiar
to 'you and the people you work with, but they won’t be as familiar to all of
your readers. Therefore, if the article is to reach a wider audience you need to
state background facts which seem obvious or well-known to you.
~¥z*lf you are not sure how to begin, look at the title of our paper. Define the
key words in it — perhaps you can begin with a definition or a fact about one
of those key words.
“}Z' Do not stick to one sentence, as it is only the model.

In Sentence 3 “It has many possible uses in the biomedical field and has
also been investigated as a potential engineering material.” the writer does
the same as in Sentences 1 and 2, but in a more specific/detailed way,
using research references to support both the background facts and
claim for significance.

For ideas: Why should you include references into your papers?

For you answer

~¥/» It is obligatory for the author to include references for three reasons:
1) because plagiarism (failing to give others the appropriate credit
for their work) is unprofessional;
2) referencing gives your reader the chance to find and read the
mentioned study;
3) failing to provide a reference may indicate that you are not familiar
with research in your area.
~q*Sentence 3 includes a citation reference. Before you write a research
paper you collect a lot of references, quotations and ideas from journals and
theslnternet, many of which you will mention at some point in the paper.
X The literature review, which describes recent and current research are
usually in the Past Simple or Present Perfect tense.
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In Sentence 4 “However, it has been found to be too weak under impact
to be used commercially.” the writer describes the general problem area
or the current research focus of the field.

The author should describe the current focus of the field, a problem
which many researches in this field are interested in and which leads to the
specific problem which will be addressed in this article. You may need a
research reference when you describe the problem. However, if it is a well-
known problem, then it is not necessary to provide a reference.

In Sentence 5 “One way to toughen polymers is to incorporate a layer of
rubberparticles5 and there has been extensive research regarding the rubber
modification of PLA.” the writer provides a transition between the general
problem area and the literature review.

As a general rule, you should include references to previous or current
research wherever it is useful, even in a sentence which function is to provide
a transition.

In Sentence 6 “For example, Penney et al. showed that PLA composites
could be prepared using blending techniques and more recently, Hillier
established the toughness of such composites.” the writer provides a brief
overview of key research projects in this area

You can’t just “pour” the literature review onto the page in any order. You
should arrange your references and studies so that the reader is able to
process them in a logical way. There are three common options:

1) chronological: Deal with the research in chronological order.

2) different approaches/ theories/ models: Group projects or
studies according to their approach or methodology.

3) general/specific: Start with general research in the field and

gradually move to research that is closer to your own.
What option do your usually take?

In Sentence 7 “However, although the effect of the rubber particles on
the mechanical properties of copolymer systems was demonstrated over two
years ago, little attention has been paid to the selection of an appropriate
rubber component.” the writer describes a gap in the research

~q'You can do it either by describing a problem in the previous research or

by indicating that there is a gap in the research. You can introduce it with a
signaling connector such as However or Although.
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Do not do it in the form of a question. State it as a prediction or a
thesis which you intend to test.

xplain why you have done your study.

ffer slightly too much background information than too little (e.g. give
etails of the properties of the material which you have chosen to investigate,
or describe the specific part of the device which you plan to improve).

In Sentence 8 “The present paper presents a set of criteria for selecting
such a component.” the writer describes the paper itself.

‘ﬁ%t this stage you move to the present work. You can describe it, say its
purpose or focus, give its structure or a combination of these.

%Jse the Present Simple tense: e.g. This paper is organized as
follows...

This study focuses on...
The aim of this work is...
The present paper presents...

In Sentence 9 “On the basis of these criteria it then describes the
preparation of a set of polymer blends using PLA and a hydrocarbon rubber
(PI).” the writer gives details about the methodology reported in the
paper.

In Sentence 10 “This combination of two mechanistically distinct
polymerisations formed a novel copolymer in which the incorporation of PI
significantly increased flexibility.” the writer announces the findings.

mlthough you can give information about your methodology or findings in
the Introduction, be careful not to go into too much detail at this point,
otherwise you will have nothing to write about in the Methodology or Results
sections.

Exercise 4. Study the summary of the model.

1) You establish the importance of this research topic.
2) You provide general background information.
3) Youdothesameasinland 2, butin amore specific/detailed way.
4)  You describe the general problem area or the current research
focus of the field.
5)  You provide a transition between the general problem area and the
literature review.
6) You provide a brief overview of key research projects in this area.
7)  You describe a gap in the research.
8)  You describe the paper itself.
9)  You give details about the methodology reported in the paper.
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10) You announce the findings.

Exercise 5. Study the four basic components of the
INTRODUCTION:

> ESTABLISH THE IMPORTANCE OF YOUR FIELD;

1 > PROVIDE BACKGROUND FACTS/INFORMATION;
> DEFINE THE TERMINOLOGY IN THE TITLE/KEY
WORDS;
> PRESENT THE PROBLEM AREA/CURRENT RESEARCH
FOCUS.

2 PREVIOUS AND/OR CURRENT RESEARCH AND
CONTRIBUTIONS.

3 > LOCATE A GAP IN THE RESEARCH,;
> DESCRIBE THE PROBLEM YOU WILL ADDRESS;
> PRESENT A PREDICTION TO BE TESTED.

4 DESCRIBE THE PRESENT PAPER.

Exercise 6. Read about signaling language. Fill in the gaps with the
most suitable signaling connectors.

One of the most common errors writing is failing to connect one sentence
or idea to the next. Every time you end a sentence, your reader has no idea
what the next sentence is going to do or say. That is why, you should help the
reader using the following signaling sentence connectors:

CAUSE
due to (the fact that) as
on account of (the fact that) because
in view of (the fact that) since
The experiment was unsuccessful the measuring
instruments were inaccurate.
The experiment was unsuccessful the inaccuracy of the

measuring instruments.

Note: All these connectors can be used at the start of a sentence, even
because (Because the measuring instruments were inaccurate, the
experiment was unsuccessful).

RESULT
therefore as a result (of which)
consequently which is why
hence SO
The measuring instruments were calibrated accurately, the

experiment was successful. Note: Do not start sentences with So to
communicate the result; it's too informal.
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CONTRAST/DIFFERENCE

however on the one hand... on the other
whereas hand
but while
by contrast
Some experiments used uncalibrated instruments and
succeeded, , other experiments used carefully calibrated
instruments and failed.
UNEXPECTEDNESS
Although Despite nevertheless
Even though In spite of however
Though Regardless of yet
Notwithstanding nonetheless

even so
it was difficult, a solution was eventually found.
the difficulty, a solution was eventually found.

It was difficult; a solution was eventually found.
ADDITION
in addition also
moreover secondly (thirdly, fourthly, etc.)
furthermore in the second place (etc.)
apart from that /which what is more
besides

We used a batch processing system because it was more effective;
it was faster.

Exercise 7. Read some more tips.

Passive or Active?

Students often ask whether they can use we in their research articles. In
the Introduction you usually say what you will be doing or presenting in the
research article. You can use we to refer to your research group or team, but
do not use it to refer to people or humanity in general. If you are referring to
people in general, it's better to use a construction with It (It is known/ It is
thought that...) rather than We know/think that... It is also common to use the
passive instead of we (... was measured, ... was added etc.)

In a thesis you are writing as an individual and you do not have a
research group or team. So, instead of using |, it is better to write in the
passive or to use a “dummy” subject instead of | or we. E.g. This article
describes adaptability of the enterprise resource planning system for
construction industry.

The present paper presents a set of criteria for selecting such a
component.
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Paragraphing

There exist two common errors in paragraphing:

1) Clusters of short or single-sentence paragraphs.

2) Too long paragraphs.

Both errors will confuse readers and are signs of poorly-organised
writing. Try to correct these errors. When you are planning your paper, write
down each idea/concept that you want to write about, check that they are in a
logical order and then list what you want to say about each, using bullet

points.
There is/There are —NO. There exist(s)/ There remain(s) - YES
Do not use constructions like There is/There are. Instead of them use the
following:

e.g. There still remains the problem of...
There exist several approaches...

Exercise 8. Answer the following questions:

1) What will be the area of studies for your future paper?

2) What will be the goal of your paper?

3) How are you planning to achieve the goal?

4) How will you start the Introduction? What type of sentence should
you begin with?

5) What type of information should be in your Introduction, and in
what order?

6) How will you end your Introduction?

Exercise 9. Study vocabulary to be used in the Introduction. Use it
in your article.

(a) basic issue (a) popular economically play a major part
(a)central problem | method/technology | important (in)
(a)challenging (a) powerful tool/ | (has) focused on | one of the best-
area method for a number of | known

(a)classic feature | (a) profitable years over the past ten
(a)common issue | (@) range (of) for many years years
(a)considerable | () rapid rise frequent(ly) play a key role (in)
number (a) remarkable generally possible benefits
(a)crucial issue variety (has been) potential
(a)current (a) significant extensively applications
problem increase studied recent decades
(a) dramatic (a) striking feature recent(ly)
increase (a) useful method | importance/import | today

(an) essential (a) vital aspect ant traditional(ly)
element (an) advantage many typical(ly)
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(a) fundamental attracted much most well-documented

issue attention much study in well-known
(a) growth in benefit/beneficial | recent years widely-known
popularity commercial nowadays widespread
(an) increasing interest numerous

number investigations

(an) interesting of great concern

field of growing interest

(a) key technique often

(a) leading cause

(of)

(a) major issue

Here are some examples of how these are used:

A major current focus in population management is how to ensure
sustainability of...

Numerous experiments have established that ionising radiation
causes...

Low-dose responses to radiation have generated considerable recent
research interest.

Analysis of change in the transportation sector is vital for two
iImportant reasons: ...

PDA accounts for over 95% of all pancreatic cancers.

It is generally accepted that joints in steel frames operate in a
semirigid fashion.

Nanocrystalline oxide films are attracting widespread interest in fields
such as...

The importance of strength anisotropy has been demonstrated by...

Convection heat transfer phenomena play an important role in the
development of...

For more than 100 years researchers have been observing the stress-
strain behaviour of...

Much research in recent years has focused on carbon nanotubes.

Exercise 10. Study the following verbs to present previous and/or
current research and contributions. Use it in your article.

achieve confirm formulate prove
develop consider generate provide
obtain construct identify publish
address correlate illustrate put forward
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adopt deal with implement realise
analyze debate imply recognise
apply define improve recommend
argue demonstrate incorporate record
assume describe indicate report
attempt design interpret reveal
calculate detect introduce revise
categorize determine investigate review
carry out discover measure show
choose discuss model simulate
claim enhance monitor solve
classify establish note state
collect estimate observe study
compare evaluate prefer support
concentrate (on) | examine overcome suggest
conclude explain perform test
conduct explore point out undertake

extend predict use

find present utilize

focus on produce

propose

Here are some examples of how these are used:

This phenomenon was demonstrated by...

In their study, expanded T-cells were found in...

Initial attempts focused on identifying the cause of...
Weather severity has been shown to...
Early data was interpreted in the study by...

The algorithm has been proposed for these applications...
The results on pair dispersion were reported in...

Their study suggested a possible cause for...

An alternative approach was developed by...

Exercise 11. Study words, which can be used for describing GAP/
QUESTION/ PROBLEM/ CRITICISM

Note: Some of these words/phrases express very strong criticism. A
useful exercise is to put an asterisk (*) next to those you think you could use if
you were talking about the research of your professor or supervisor. You can
also alter them to make them more polite (i.e. instead of unsuccessful, which
IS quite a strong criticism, you could write may not always be completely
successful).
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Words and Phrases for Describing GAP/ QUESTION/ PROBLEM/

Adjectives:
ambiguous
computationall
y demanding
confused
deficient
doubtful
expensive
false

far from
perfect
ill-defined
impractical
improbable
Inaccurate
inadequate
incapable (of)

Nouns:

(the) absence of
(an) alternative
approach

(a) challenge

(a) defect

(a) difficulty

(a) disadvantage
(a) drawback

Verbs:

(to be) confined to
demand

(to)
clarification
(to) disagree
(to) fail to

CRITICISM

incompatible not repeatable time-
(with) not studied consuming
incomplete not sufficiently unanswered
inconclusive + adjective uncertain
inconsistent unclear
inconvenient not well uneconomic
incorrect understood unfounded
ineffective unlikely
inefficient not/no longer unnecessary
inferior useful unproven
inflexible unrealistic
insufficient of little value unresolved
meaningless over-simplistic unsatisfactory
misleading poor unsolved
non-existent problematic unsuccessful
not addressed guestionable unsupported
not apparent redundant
not dealt with restricted

(an) error no correlation

(a) flaw (between)

(a) gap in our (an) obstacle

knowledge (a) problem

(a) lack (a) risk

(a) limitation (a) weakness

(a) need for

clarification

(the) next step

(to) fall short of
(to) miscalculate

(to) misjudge

(to) misunderstand

(to) need
examine

to re-

(to) neglect

(to) overlook

(to) remain unstudied
(to) require
clarification

(to) suffer from

Exercise 12. Use words and phrases from the columns in sentences
of your own. Read your sentences in class.
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For ideas:
This part is often signalled by words such as however, although, while,
nevertheless, despite, but.

Although this approach improves performance, it results in an
unacceptable number of...

Here are some examples of how these are used:

Few researchers have addressed the problem of...

There remains a need for an efficient method that can...

However, light scattering techniques have been largely unsuccessful to
date.

The high absorbance makes this an impractical option in cases
where...

Unfortunately, these methods do not always guarantee...

An alternative approach is necessary.

The function of these proteins remains unclear.

These can be time-consuming and are often technically difficult to
perform.

Previous work has focused only on...

However, the experimental configuration was far from optimal.

1)

2)

3)

4)

5)

Exercise 13. Before writing a paper, you should find 3 or 4 research
papers in your field from scientific journals and photocopy them. Read
them carefully and use them as target articles that will help you to adapt
what you learnt from them to your own work.

Exercise 15. Think of the title for your paper and write the
Introduction using exercises mentioned above.
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Assessment

Use Exercise 2. “Reading & Speaking” on page 9 and prompts from
“10 Important Questions an Engineer Should Be Prepared for” and fill in
the table below. For each correct answer your Teacher gives you 1
point. (Max 10 point for your work)

Question

For your answers

Points

1. When did you start your job
search? Have you been offered
any positions?

2. What do you enjoy most/least
about engineering?

3.Where do you see yourself 10
years from now?

4. What would you consider to be
your greatest success in using
your skils to solve an
engineering problem?

5. What new engineering
specialty  skills have you
developed during the past year?

6. What do you get out of
engineering that you couldn’t get
from any other kind of work?

7. On your last project
assignment, what problems did
you identify that had been
previously overlooked?

8. What was the workload like in
your previous engineering
department?

9. What personal characteristics
do you feel are necessary to be a
successful engineer?

10. Have you ever got into a
difficult or embarrassing situation
at your work?

Total
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Fill in the Registration form. (Max 2 points for your work)

Conference Online Registration

Please fill in the form below. We'll contact you as soon as possible.

Full Name *

Area * =
Address *

o

T ine 2
1 F in
Please Select v

F In
E-mail * ex: myname@example.com
Phone Number * -

| Phone Nur
First time to atten Yes
this conference? * N
[s]

I will attend: Event 1 - Date of Event 1

Event 2 - Date of Event 2
Event 3 - Date of Event 3

Total
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Write a Letter of Application (Max 4 Points)

Total
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Write your CV (Max 4 Points)

_Total

56



Module 1. Assessment

10 Important
Questions

(max 10 points)

Registration
form

(max 2 points)

Letter of
Application

(max 4 points)

V.
CV

(max 4 points)

points

points

points

points

(max 20 points)

Total

points
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Degree abbreviations vary from college to college but many are the
same. Some universities use the Latin name for the degree which may cause
the abbreviation to be reversed. For example, "A.B." is an abbreviation for the
Latin degree "artium baccalaures" which can also be shown as "B.A" to
reflect Bachelor of Arts. Most of the common fields of study use the same
abbreviations with a few exceptions.

Associate Level

. A.A.- Associate of Arts . A.O.T. - Associate in
. A.A.S. - Associate of Applied Occupational Technology
Science . A.S. - Associate of Science
. A.A.T. - Associate in Applied
Tech.

Bachelor Level
. A.B. or B.A. - Bachelor of Arts . B.F.A. - Bachelor of Fine Arts
. B.A.B.A. - Bach of Arts of . B.In.Dsn. - Bachelor of
Business Administration Industrial Design
. B.A.Com. - Bachelor of Arts in . B.J. - Bachelor of Journalism
Communication . B.L.A. - Bachelor of Liberal
. B.A.E. - Bachelor of Arts in Arts
Education, Bachelor of Art . B.M.Ed. - Bachelor of Music
Education, Bachelor of Aerospace Education
Engineering . B. Pharm. - Bachelor of
. B.Ag - Bachelor of Agriculture Pharmacy
. B.Arch. - Bachelor of . B.S. or S.B. - Bachelor of
Architecture Science
. B.B.A. - Bachelor of Business . B.S.A.E. - B.S. in Aerospace
Administration Engineering
. B.C.E. - Bachelor of Civil . B.S.B.A. - B.S. in Business
Engineering Administration
. B.Ch.E. - Bachelor of . B.S.C.S. - B.S. in Computer
Chemical Engineering Science
. B.D. - Bachelor of Divinity . B.S.Chem. - B.S. in
. B.E. - Bachelor of Education, Chemistry
Bachelor of Engineering . B.S.E. - B.S. in Engineering
. B.E.E. - Bachelor of Electrical . B.S.Ed. - B.S. in Education
Engineering
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. B.S.M.E. - B.S. in Mechanical
Engineering

. B.S.Micr. - B.S. in
Microbiology

. B.S.S.W. - B.S. in Social
Work

. Ph.B. - Bachelor of
Philosophy

. Th.B. - Bachelor of Theology

Master Level

. A.M. or M.A. - Master of Arts
. M.Acct. - Master of
Accounting

. M.Aqgua. - Master of
Aquaculture

. M.B.A. - Master of Business
Administration

. M.C.D. - Master of
Communication Disorders

. M.C.S. - Master of Computer
Science

o M.Div. - Master of Divinity

o M.E. - Master of Engineering
. M.Ed. - Master of Education
. M.Fstry. - Master of Forestry
. M.L.Arch. - Master of
Landscape Architecture

. M.L.I.S. - Master of Library &
Information Studies

. M.M. or M.Mus. - Master of
Music

. M.P.S. - Master of Political
Science

. M.S. - Master of Science

. M.S.C.J. - M.S. in Criminal
Justice

. M.S.C.S. - M.S. in Computer
Science

. M.S.Chem. - M.S. In

Chemistry

. M.S.F.S. - M.S. in Forensic
Science

. M.S.M.Sci. - M.S. in Marine
Science

. M.S.Met. - M.S. in
Metallurgical Engineering

. M.Sw.E - Master of Software
Engineering

. M.S.W. - Master of Social
Work

. M.Th. - Master of Theology
. Th.M. - Master of Theology

Doctorate Abbreviations

. Au.D. - Doctor of Audiology
: Art.D. or D.A. - Doctor of Arts
. D.B.A. - Doctor of Business
Administration

. D.C. - Doctor of Chiropractic
. D.D. - Doctor of Divinity

. D.Ed. - Doctor of Education
. D.L.S. - Doctor of Library
Science

. D.M.A. - Doctor of Musical
Arts

. D.P.A. - Doctor of Public
Administration

. D.P.H. - Doctor of Public
Health

. D.Sc. - Doctor of Science
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. D.S.W. - Doctor of Social
Welfare, Doctor of Social Work

. D.V.M - Doctor of Veterinary
Medicine

. Ed.D. - Doctor of Education
. J.D. - Doctor of
Jurisprudence. Doctor of Laws

. L.H.D. - Doctor of Humane
Letters

. LL.D. - Doctor of Laws

. Mus.D. or D.M. - Doctor of
Music

. O.D. - Doctor of Optimetry

. Ph.D. - Doctor of Philosophy
. S.D or Sc.D. - Doctor of
Science



. S.Sc.D. - Doctor of
Social Science

. Th.D. - Doctor of
Theology

Common Medical Degree Abbreviations

o B. N. - Bachelor of Nursing
o B.S.N. - B.S. in Nursing

o M.N. - Master of Nursing

. M.N.A. - Master of Nurse
Anesthesia

. D.D.S. - Doctor of Dental
Surgery

. D.M.D. - Doctor of Dental
Medicine, Doctor of Medical
Dentistry

. D.O. - Doctor of Osteopathic
Medicine

. D.P.T. - Doctor of Physical
Therapy

. D.S.N. - Doctor of Science in
Nursing

. D.Sc.PT - Doctor of Science
in Physical Therapy

. M.D.- Doctor of Medicine

. O.D. - Doctor of Optometry

. Pharm.D. - Doctor of
Pharmacy

Individual educational institutions and institutions outside of the United States
may use a variation of the abbreviation shown above for a specific degree.
For clarification on a specific abbreviation, check the institution's website to

verify the degrees which are granted.

YyeHan cTeneHb

cTeneHb 6akanaBpa - First degree = Bachelor's degree

bakanaep
(ecTeCTBEHHbIE HayKW)
(rymMaHuTapHbIE HayKWn)
(ncKyccTBO)
(ynpaBsneHue)

Bachelor

Bachelor of Science, B.Sc./B.S.
Bachelor of Arts, A.B./B.A.

Bachelor of Fine Arts, B.F.A.

Bachelor of Business Administration,
B.B.A.

CTyAeHTbl MarucTpaTypbl U aCNUPaHTbI -
graduate(amep.)/postgraduate(bput.) students

CteneHb marucTpa - Master’s degree = advanced/graduate/higher degree;

Maructp
(ecTeCTBEHHbIE HayKW)
(rymMmaHuTapHble HayKu)
(MckyccTBO)

Master

Master of Science, M.S.;
Master of Arts, M.A.;
Master of Fine Arts, M.F.A.

acrimpaHT

Postgraduate(6put.) Student, Doctoral

Student
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CmeneHb dokmopa ¢unocoguu doctoral degree / doctor’s

degree/doctorate

CteneHb KaHaupaaTa Hayk candidate’s degree

ookmop cpuriocoghuu
KaHguaaTt HayK
KaHOMAaT XMMUYECKNX HayK

KaHAMAAT .-M. HayK

Doctor of Philosophy, Ph.D.

Candidate of Sciences, Cand. Sc.
Candidate of Chemistry / Candidate of
Chemical Science (s)

Candidate of Geology and Mineralogy,

Cand. Sc. (Geol.-Min.)

CteneHb AoKTOopa Hayk senior doctorate

[paHd dokmop cbunocopuu
AOKTOP Hayk

AOKTOP TEXHUYECKMX HaYK
AOKTOp pun3.-MaT. HayK

Grand Doctor of Philosophy, Grand PhD
Doctor of Science / Doctor of the
Sciences

Doctor of Technical Science (s)

Doctor of Physics and Mathematics,

Dr. Sc. (Phys.-Math.)

YyeHoe 3BaHue/academic rank

CTapLUMN HaYyYHbIA COTPYOHUK
(ecTeCTBEHHbIE HayKW)
(rymMaHuTapHble HayKun)

Senior Scientific Associate (rym.),

Senior Research Associate/ Senior
Research  Scientist (ect.); Senior
Research Fellow; Senior Research

Physicist, Senior Research Chemist.

JOLEHT Senior Lecturer
npodeccop Professor
akagemuk HaunonanbHom | Academician, Acad. of the National

akagemumn Hayk (Poccunm)
YfieH-KoppeCnoHOEHT
HaunonHanbHoOM  akagemum
(Poccun)

HayK

Academy of Science of Russia
Corresponding Member of the National
Academy of Science of (Russia)

JdomxHocTb\ academic rank

ACCUCTEHT, npenogaBaTtesib

Assistant Lecturer, Lecturer

CTapLLIVIﬁ npenogaBsartesib

Senior Instructor

HoueHT (BAK)
[oueHT

Associate Professor (Assoc. Prof.)

Assistant Professor (Assist. Prof.) (Huwxe
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yeM Assoc. Prof.)

Mpodbeccop

Professor

HoueHT (BAK)(moueHT B
eCTeCTBEHHbIX HayKax)

Associate Professor (Assoc. Prof. DSc.)

Mpodeccop  (HdokTop
€CTEeCTBEHHbIX HayKax)

Hayk B

Professor Doctor of Science (Prof. DSc.)

3aBegyroLwnn kadenpon
kadpeapa pur3nkm

Head of Department
Department of Physics

AekaH
3aMecTuTernb AeKkaHa

Dean
Deputy Dean

dakynereT Faculty (Faculty of Arts, Faculty of
Science, Faculty of Law, Faculty of
Economics, etc.) (bpuT.)
College/School (College of Fine Arts,
College of Arts And Sciences, College of
Business Administration, School of Law,
School of Pharmacy, etc.) (amep.)

PEKTOP Rector

NpopeKkTop Vice Rector

npopekTop no y4ebHon pabote
NPOPEKTOP NO Hay4YHon paboTe

Prorector for Academic Affairs;
Prorector for Scientific Affairs

MnagLwumn Hay4yHbI COTPYOHUK

CTapLUMN HaYyYHbIA COTPYOHUK

Scientific Associate (['ym.), Research
Associate/ Research Scientist (Ecrt.);
Research Fellow; Physicist, Research
Chemist

Senior Scientific Associate (['ym.),
Senior Research Associate/ Senior
Research  Scientist (Ect.); Senior
Research Fellow; Senior Research

Physicist, Senior Research Chemist.

3aBeyroLnn otgenom, | Head of Department, Head of
nabopatopuen pykosoautens | Laboratory, Head of Group
rpynnbl 1 T.M.
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Addunnmaummn - «affiliation» - 310 «NPUHAONEXHOCTb K OpraHusauumny,
«NpUCOeNHEHME K OpraHM3auum.

OnpepeneHne institutional  affiliation v  academic  affiliation
CBMAETENBCTBYIOT O MECTEe HanucaHus paboTbl, UTOMM KOTOPOW coaepaTcs B
Hay4yHOM cTaTbe. B Hay4dHbIX Nybnnkaumsax nog aTum noHATMEM obo3HavyaeTcs
Kak MecTo OCHOBHOM paboTbl aBTOpa, Tak M opraHusauus, rge npoBoauimnch
nccrneaoBaHMst B paMKax Kakoro-to npoekta. [loaTtomy gonyctumo, Koraa
aBTop YKasbiBaeT B adpdpunmaumm 6onee ogHon (2-3) opraHu3auum c
YCMNOBMEM, YTO Takasi MHOXeCTBeHHasi addpunmaumss npu npoBeaeHUn
OMMCbIBaeMbIX Pe3yrnbTaToB Hay4HbIX UCCreaoBaHM MOMHOCTbIO onpaBaaHa
N 0OCTOBEpPHA.

3HaveHne athdpunuauum B ctaTbax.

Adbdununauma (opraHmsauma M ee MeCTOHaxXOXOeHWe) B Hay4HbIX
cTatbsiX WM OpYrMx HayydHbIX Myonuvkauusx npu ux WHOEKCMpOBaHUM B
HayKOMETPUYECKUX cuUcTeMax umeeT Oonbluoe 3HayeHue. 1o ycnewHocTH
aBTopa opraHmsauuMm (B NepByr ouvepenb, LUMTUPOBAHUIO €ro craTen)
onpeaensieTcs ycrnewHoCcTb opraHu3aumn. YKasaHue opraHusauum asTopa
No3BONSIET NpPaBWNbHO  UAEHTUUUMPOBATL aBTopa W UCKIIOYUTb
BEPOATHOCTb NOTepu nybnukaumnm aBTOPOB, UMEKLLMX pPacnpOCTPaHEHHYH
damunuio.

Addunnmauma B ctatbdx AormkHa ObITb npeacTaBneHa Tak, 4Tobbl ee
MOXHO ObIfIO Nerko U TOYHO pasMeTuTb U obpaboTaTb aBTOMATUYECKMMMU
cpencTBamMu, Kak U BCe Apyrve BaXHenLne afeMeHThbl CTaTbu.

ABTOpbI AOMKHbI cobnogaTh cneayrowime npasvna:

-nNpuaepXnMBaTbCa  YHUMPUUNMPOBAHHOIO HasBaHUS OpraHu3auum, Kak
npasuno, 3apnKCMpoBaHHOIO B ycTaBe opraHuM3auuu 1 npencTtaBfieHHOro Ha
canTe opraHu3auuu,

-Ha aHIMMNCKOM A3blKe He crieayeT nucatb MpUCcTaBKy K OCHOBHOMY
Ha3BaHUIO By3a WM WHCTUTYTA, TaKyl Kak, Hanpumep, “dPenepanbHoe
rocygapCtBeHHoe OwmpkeTHoe obpasoBaTeribHOe Y4YpexaeHue BbICLIEero
npogeccmnoHanbHoro obpasosaHnda”, unu abbpeBuaTypy 9OTOM 4YacTu
Ha3BaHus (FGBUN, FGBOUVPO); cneayeT nucatb TONMbKO OCHOBHOE, He
n3mMeHsioLweecs (NOCTOAHHOE) Ha3BaHMe opraHu3auuu;

-B adbpunmauymm OomkHo 6biTb 4aHO NMONHOe Ha3BaHWe OpraHu3auumn
6e3 cokpaweHMn n abobpeBuatyp; abbpeBmatypa MoxeT b6blTb gaHa B
ckobKax nocre nofnHoro HasBaHnsa opraHnsaumm;

-BCe cocTtaBnsawwme adcgpdpunuaummn, B T.4. HasBaHUA aKynsTeToB,
MHCTUTYTOB BHYTPU BY30B, U T.4., AOMKHbI ObITb pa3aerneHbl mexay cobon
3anATbiIMM M npobenamu; KpamHe He KenatenbHO MNpPUMEHeHne



poauTenbHoro nagexa (Institute... of the Russian Academy of Science) npwu
HanucaHuM NOOYNHEHHOTO CTPYKTYPHOro noapasneneHus;

-adpchbunmauma pomkHa ObITb MOMHOM Mo  reorpacgpuyeckomy
NPU3HaKy. KpOMe Has3BaHUS  oOpraHusauuu, WMETb CBeOEeHUs O
reorpaon4yeckoMm pacronoXeHnun opraHmMsauum (MMHUMYM, HasBaHWA ropoaa
N CTPaHbI);

-B a@HrMnosi3blyHbIX addunuaumax pekomMeHayetTcs nucatb amunuun
y4YeHbIX, BKJIIOYE€HHble B Ha3BaHWe OpraHuv3sauumm nepen OCHOBHbLIM
HasBaHMeM opraHum3auum (Bach Institute of Biochemistry), HO He nocne
OCHOBHOIO Ha3BaHUA C NepeBodOM crnoBa «uMeHn» -“‘named after”). Npwu
9TOM MHULManbl 4ONYCKAeTCA He yKasblBaTb;

-BC€ 3Ha4yuMMble cCfioBa B Ha3BaHUSX oOpraHusauMm u uUx
noapasfeneHMn AOMKHbl ObITb HanMuUcaHbl C TMPOMUCHbLIX OYyKB B
COOTBETCTBUM C aHMNOA3bIYHBIMU NPaBuUaMn HanucaHUsa OpraHu3auunn; He
MULLYTCS C NPOMNUCHBIX BYKB TONMbKO NPeaiorn n apTUKIK;

-pa3sHble opraHM3auMm OAHOro WUNM HECKONbKUX aBTOPOB B nosne
acdhcpunuaumm gonxHbl ObITb pasgeneHbl Mexay cob60M MOCTPOYHO, U
Kaxxgas opraHusauma OOrmkHbl ObITb 0bo3HayeHa uudpamn unm Byksamu,
NPUNUCaHHbLIMWU TakkKe aBTOpaM COOTBETCTBYIOLLEN oOpraHu3aunn; He
AONycKaeTCcA NepevynUcnaTb B OAHY CTPOKY HECKONbKO OpraHuM3auvm unm
nomMeLlaTb UX gpyr noa Apyrom 6e3 o603Ha4YeHUn.

O6o3HavyeHue u pasmewieHne accpunuaumm B cTaTbAX. INEMEHT
«adpdunmaumnay, KoTopbin SOMMKEH OblTb dmn3nyeckn (3Hakamu —umppamm
nnu 6ykBamu, pexe —a4pyrMMm 3Hadkamu, Hanpumep, 3sesgoydkamu (*))
npuBAsaH K daMunmaMm aBTOpPOB, MMEET COBEpPLUEHHO onpeferneHHoe
3HayeHVe M He AONyCKaeT BKNKHYEHUA B ceb6A HUKaAKuUX Apyrux no
3HAaYMMOCTU N CMbICIY 3NIEMEHTOB, B T.4. CTENEHEN, 3BaHUN U OOIHKHOCTEN
aBToOpoOB. VckntodeHne cocTaBnsaeT agpeca 9MekKTPOHHOW MoYTbl OOHOro Unu
BCEX aBTOPOB. OTWU CBEAEHMUS NErko MOEHTUUUMPYIOTCS U BKNKOYAKTCA B
WMHOEKCHI LUTUPOBaAHNA (MK OpYryto MHOPMALMOHHYIO CUCTEMY).

Adbdununaumna pasmeltaetca nubo cpasy nog amunmamm aBTOpPOB B
3aronoske cTaTtbu, NMOO B ApyroMm MecTe, B 3aBUMCUMOCTM OT dhopmaTta
cTaTbyW, OQHAKO ONpeaerieHHO yKasblBaloLEM C NMOMOLLbIO BbillE YNOMSHYTbIX
3HAKOB Ha TO, YTO 3TO adbpunuaums.

CmeneHu, 38aHusi, 00/mKHOCMuUU apyrue noaobHble cBeAeHus o ctatyce
aBTOPOB OTHOCATCS K anemeHTy «uHdopmauus ob asTtope(ax)»(“Information
about the authors”, “Information about contributors”, “About authors”, “About
contributors™ T.n.) n pasmeLLaeTcsa B cTatbsx OTAENbHO OT adpdomnuaunn.

Mecta paboTbl aBTOpa MOryT MOBTOPATHCA B CBEAEHUAX O 3BAHUSX U
AOIMKHOCTAX, HO He HaobopoT. CmMmelleHUe I3TUX I3fEeMEHTOB B Mone
acdpdunuaummn BegeT K owmbKam M notepe HeOOXOAUMBLIX AAHHbIX MpPU
pasmeTke cTaten. Bo BCex WHCTPyKUMSX AN aBTOPOB B BeayLmxX
3apybexHbIX XypHanax, Kak U B CaMuX XypHanax, He HangeTcs onvcaHugd
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adpunmauum BMecTe C  gpyrumMm  cBefeHusmu o6  aBTopax. ABTOp,
NPUHMMAIOLLMIN KOPPECNOHAEHUUIO nocne nybnukauun cratbn, MOXET ObITb
BblaeneH otgenbHo (Correspondence author). Heobxoaumo nmeTtb B BUAY,
YyTO cCBeAeHUs1 O 3BaHUSAX, CTeneHAX U [OONMKHOCTAX Hurge He
Y4YUTbLIBAlOTCSA B aHaNUTUYECKUX cUcTeMax.

Addbunnauma gomxHa ObiTb nonHon. [ns Toro, 4toObl aBTOp Obin
TOYHO unaeHTuunumposaH M 6e30WMOOYHO OTHECEH K CBOEW opraHu3aumnm
UM K cBoemMy npocunio, AaHHble 00 ero NPUHaAANEXHOCTU AONMKHbI
obsizaTeNlbHO MMeTb CBeAeHUA O reorpacmMyecKkoMm pacnosioXeHUu
opraHusauumu. 3To AOMXKHbI ObITb, KAK MMHUMYM, Ha3BaHUA ropoaa u
CTpaHblI.

B 3apybexHbIX XypHanax MHoOrga BCTpeyarTcs psaoM ¢ haMusivsimm
aBTOpOB abbpeBunaTypbl, KOTOPbIMUA B aHMNOA3bIYHbIX CTpaHax obo3HayaroT
COKpalleHHble Ha3BaHWSA 3BaHUW U CTENeHen Mo MPUHATBIM B 3TUX CTpaHax
Knaccuukaumam. Yacte n3 atux abbpesuatyp coBrnagaeTr C MNPUHATLIMA
0003HayYeHMsaMN B HOMEHKIaType poccumcknx crteneHen (D. Sc.), ogHako
Takux coBnageHnin JOCTaToMHO Maro.

HassaHue opraHu3aumm, B COCTaB KOTOPOro BXOAUT Ha3BaHWe ropoja
(Moscow State University, St. Petersburg State University u T1.4.), He
O3Ha4vaeT, YTO CTaTbd aBTOMaTUYEeCKN nonagaet B npodunb opraHmsaunmn. U
B 3TOM criydae, ecnn addunvaumnsa orpaHMyYMBaeTCcs TONbKO HasBaHWEM
opraHusaumm, K ropoay v cTpaHe oHa He BygeT OoTHeceHa, a Takke MOXeT
ObITb NOTEpsiHa 1 ons Npocunsa opraHmM3aumn.

[MonHbIM  BapumaHT  addunuaumm  BKMAKOYAET  MNOYTOBbIN  agpec
opraHmnszaumn. [poMeXyTOYHbIA BapuaHT —MNoOYTOBbIN MHOEKC 6e3 agpeca
(ynuvupl). Tpy OTCYTCTBMM MNOSHbIX afpecHbIX CBEAEHUA YHUBEPCUTETOB,
Ha4YMHAKOLNXCA C OOHUX M TEX >Xe CrioB, 4YacTO BO3HMKAKT OWWOKM B
npaBuUNbHON wMOeHTUUKaUUM opraHnsaumn. B pesynesrate crtatbn MOryT
NonacTbB OpraHn3aLMmc NOXOXNMU Ha3BaHUAMWU. ApKnin npumep:

Lomonosov Moscow State University of Fine Chemical Technologies,
Moscow, Russian Federation un

Lomonosov Moscow State University, Moscow, Russian Federation.

B Takux cnydasx o0COBeHHO BaXHO YKasblBaTb MOSHblEe afpecHble
AaHHble opraHM3aumni.

CxeMmbl adbunmayuin.
Addpununaumna MoxeT UMETb criefyoLme BapnaHTbl CXEM:

-opraHusauus, ropo, cTpaHa;

-opraHusauus, ropoq UHAeKC, CTpaHa;

-opraH1sauus, oM ynuua, ropos MHOEeKC, CTpaHa;

-(hakynbeTeT unn gpyroe CTPYKTYpHOe nofpasgeneHve, opraHusaums,
pofa, CTpaHa;

-(bakynesTeT 1 Np., opraHn3aums, ropoa NHOEKC, CTpaHa;

-(pakynesTeT 1 Np., opraHn3aums, oM ynuua, ropoq UHAEKC, CTpaHa;

VV3VVVV
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MMeHHO Takasi nocrnenoBaTenlbHOCTb [AaHHbIX M 3HaKU MpenuHaHus
NPUHATLI B HANMCaHMM agpecoB No 3apybeXxHbIM cTaHgapTaMm.
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Your oral presentation should have 3 parts: an introduction, a body, and
a conclusion.

Your introduction presents the topic and gives an overview of the
presentation, the body contains the information, facts or ideas, and the
conclusion summarizes the ideas developed previously.

Repetition helps retention: if some information is important and needs
to be remembered by your audience, be sure to repeat it. For example,
mention it in the body and in the conclusion.

> Tell your audience what you are going to tell them
> Tell them
> Then tell them what you have told them.

Keep it short and simple: remember that too much information will only
result in your audience remembering nothing. Present only the important
ideas in your slideshow, and repeat them in the conclusion.

Be credible: avoid spelling mistakes and mispronunciation. You might be
a very talented professional but your presentation will be less convincing if it
contains errors, spelling mistakes or mispronunciation of English terms.

You need to pay special attention to spelling and pronunciation in titles
and keywords as well as in the introduction and the conclusion.

Use spelicheckers to check the spelling of your slides and online
dictionaries to listen to the pronunciation of words.

Avoid humor. Although humor can be helpful to defuse tense situations,
it can also be dangerous and unpredictable. What makes you smile or laugh
might be offensive to a foreigner.

Unless you know your audience well, refrain from using humor in
professional presentations as it might lead to the opposite effect.

Engage the audience. When you deliver your speech, you need to
establish a relationship between you and your audience.

A good way to do that is to keep eye contact and to ask questions. You
can ask direct questions and the audience can answer verbally or physically
(by raising their hands, for example) or you can opt for rhetorical questions,
which are questions that do not require answers.

For example, you can introduce a slide with the following rhetorical
question: “So how can we address this problem?” and then you give the
solutions. Or start your conclusion with “What have we learnt so far?” and
repeat the important ideas.

Asking questions is a good way to keep your audience attentive and to
put rhythm into the presentation.

67



1. 3epknHa H.H., JlomaknHa EA Studies for Special Purposes
/[Y4yebHoe nocobue no [OenoBOMY aHIMMNCKOMY $3blKy ONS CTYOEHTOB-
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«PnuHTa», 2014. (2-e nsgaHne, cTepeoTUNHoE)

3. 3epkmHa H.H ®OPMUMPOBAHME TMPO®ECCUOHAIBHOW
KOMMETEHLUMMA HR-MEHEDKEPOB CPEOCTBAMW AHIMTIMACKOIO
A3bIKA// A3bIk, KynbTypa, pedeBoe oblieHne: MaTtepmansl MexXgyHapoaHom
Hay4yHOM KOHpepeHuun, nocesaweHHon 90- netuo npodpeccopa Mapka

Axoenesuya bnoxa:-Yactb2. — M.: ®akynsTeT WHOCTPAHHbLIX SA3bIKOB
MIIMY,2015.-C.24-28
4. 3epkmHa H.H.,KoctmuHa H.H. O nepcnektuBax pa3sutus HR-

HanpaBneHMss B COBPEMEHHOM npodeccnoHansHoM obpasoBaHuu//
OKoHoMMKa 1 nonutuka. 2014.Ne2(3). C.106-109

5. 3epkuHa H.H. TepmuHonorums wn dpaseonornda. // BecTHuK
YenabuHckoro rocyaapCTBEHHOro YHUBEpCUTETA. dunonorus.
NckyccTBoBeaeHue. Bein.84, Yensbunck, N3g-so Yenly, 2013. C.138-140)

6. 3epkunHa H.H., K.C. Jertapéra. A.B. CmupHoBa. OPTAHN3ALNA
N  CAMOOPIAHU3ALUMA OBYYEHUA AHIMMAUCKOMY A3bIKY C
NCMOJIb3OBAHVEM COBPEMEHHBLIX [T TEXHONOIMMNW/ ®deHomeH
yenoseka. AKTyanbHble Mpobnembl coumanbHO-TYyMaHUTapHbIX Hayk W
obpa3soBaHus: MexXBY30BCKUM cOOpHUK cTaTten. Boinyck 3. — MNogonbek: «Balwy
domb»,2015.C.153-157

ONEKTPOHHbIE PecypChbl:
http://www.lesbrown.com

http://www.briantracy.com

http://writingcommons.org/open-text/genres/public-speaking/844-why-is-
public-speaking-important

http://www.scientificamerican.com/
https://www.jotform.com/form-templates/cateqory/reqistration
https://www.jotform.com/form-templates/human-resources/job-application
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Approaches in Russia and Tajikistan»)
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Education through Teacher Training and New Pedagogic Approaches in
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