Учебная дисциплина «Деловая коммуникация в профессиональных целях»

	№
	Тема 
	Задание на СРС
	Ауд. часы 

	1
	Career Development. University Job Positions. Qualifications and Experience.  
	Describe your current job position at TPU, look for analogies in universities abroad.
	2
2

	2
	University organization.  Departments and theirs missions. 
Professional communication. Company’s culture.
	Prepare a report about  a company’s or university organizational culture. See additional references, talk about traditions at your working place.
	2
2

	3
	Writing Personal Statement. Memo Writing. Official paper circulation.
	Write personal statement.

Write a memo on a topic given, follow the templates given.
	2
2

	4
	Holding business meetings. Distributing responsibilities. Delegating duties and allocating your time. Work habits.
	Talk about your work day and daily work load. How you handle your duties and delegate them.

Do a time planner for one work day.
	2
2

	5
	Management training. Enhancement of your qualifications. Future plans. Professional development.
	Group discussion.
	2
2

	
	
	TOTAL hrs.
	20

	
	Credit 
	Presentation «My Professional Life and Career»
	


