UMMARY WORK PROGRAM OF THE DISCIPLINE
B1.DV.05.01.01. "Business correspondence and business documents"

Direction of preparation

19.03.04 "Ntpyjkjubz and"
The working program of discipline meets GEF IN the direction 19.03.04 "Ntpyjkjubz and"

Discipline B1.DV.04.01.01. "Business correspondence and business documents"

part of the discipline of the student's choice of undergraduate disciplines GEF IN the direction of preparation 19.03.04 "Management".

Discipline is based on the knowledge of the following disciplines:

B1.B.10 theory of management;

B1.V.OD.4 economic theory. Macroeconomics;

B1.B.10.1 Statistics. Statistical theory;

B1.V.OD.2 right.

The study subjects necessary for further study of the following disciplines:

B1.B.10.03 Organizational Behavior;

B1.B.14 Business;

B1.V.OD.6.1 Trade Management. Trade Organization Management;

B1.V.OD.7.3 Strategic Management

B1.B.10.04 Corporate Social Responsibility.

The purpose of discipline:

study of the formation of a strong theoretical knowledge about the nature and structure of business communication, on the factors and conditions of its efficiency, creative skills to use the acquired knowledge in professional activities, as well as the formation of the foundations of business negotiations, conversations, discussions and other forms of business communication; development of common cultural and professional skills required in professional work of bachelors in the direction of preparation ki "38.03.02 Management" profile management training organization.

Teaching discipline problems:

Problems of discipline determined by the content and the specifics of its subject and method of study and the limited statistical aggregate objectively determined economic relations.

In a more detailed form of discipline objectives are:

1. The study of the basic functions of business communication, its types and styles;

2. The study of the basic rules of interpersonal perception and the mechanisms of action in the conversation;

3. The study of the forms of business communication;

4. mastering the skills of effective business communication to be successful in management specialist;

5. mastering the skills assessment of psychological and communicative potential business partners.

6. The development of the ability to use knowledge and understanding of business communication in dealing with office tasks.

The process of studying the discipline is aimed at the formation of the following competencies: OK-5, DC-7, 3-DIC, DIC-4, PC-16, PC-24

General cultural competence: OK-5, DC-7

OK-5 Ability to communicate orally and in writing in Russian and foreign languages ​​to meet the challenges of interpersonal and intercultural

OK-7 are capable of self-organization and self-education

Obshcheprofessionalnyh: CMO-3, 4-DIC

CMO-3 Ability to design organizational structures, to participate in the development of human resources management strategies of the organizations, to plan and implement activities, distribute and delegate authority, taking into account personal responsibility for ongoing activities

DIC-4 The ability to carry out business communication and public speaking, negotiations, meetings, carry out business correspondence and maintain electronic communications

Professional: PC-16, PC-24

PC-16 proficiency assessment of investment projects, financial planning and forecasting, taking into account the role of financial markets and institutions

PC-24's ability to solve management problems related to operations in the world markets in the context of globalization

Contents sections

Section I. Communicative competence of a specialist

Communication in the organization of subject, goals, objectives and content of the course "Business Communication". Business Communication as culture, area of ​​expertise and practice. Place of business communication in the system of social and humanitarian disciplines. Communication Objectives. Communication as a structure (network). Communication as a dynamic process. The level of communicative interaction. Communication skills and types of communication

Socio-psychological aspects of business communication. The structure of the role of business communication and the essence of communication. A comparative analysis of the concepts of "communication", "communication" and "interpersonal relationships". Objectives, tools, content, features of business communication. Styles of communication. Specificity of business communication.

Communication as a communication (communicative aspect of communication): a model of verbal communication process; types of speech acts; types of questions; nonverbal communication, barriers to communication.

Communication as interaction (interactive communication side): motives of human interaction with others; forms of cooperation (cooperation) or competition (competition).

Perceptual aspect of communication: the knowledge and understanding of other people (identity, stereotyping, empathy, attraction); self-knowledge in the process of communication (reflection); forecasting the behavior of the communication partner (causal attribution)

Nonverbal especially in the business communication

Kinesicheskih especially non-verbal communication (gestures, posture, facial expressions). Proksemicheskie especially non-verbal communication. Eye contact. Psychological and paralinguistic features of nonverbal communication. Inter-ethnic differences in nonverbal communication.

Listening reason of inability to listen. Types of hearing. Active listening technique. Regulations effective listening skills to listen role in the activities of the head.

Moulded competence: OK-5, DC-7, 3-DIC, DIC-4, PC-16, PC-24

Section II. Forms of business communication

Business conversation methods beginning of the meeting. The main stages of the business conversation. Questions interlocutors and their psychological essence. Parry interlocutors comments. Psychological methods of influence on the partner.

Phone conversation. Specificity of telephone communication. Phone image. Common mistakes when talking on the phone. telemarketing rules. telemarketing Stages.

Business meeting. Types of negotiation. Negotiation strategies: bargaining position; negotiations on the basis of mutual interests. Preparing for negotiations. The stages of the negotiation process. Tactics decrees negotiations.

Business meeting. Classification meetings. Organizational chart of the business meeting.

Public speaking. The types of public speech. The purpose, types, presentation structure 6 "P". Preparing for the show. Preliminary testing of rhetoric skills. Speech. Management attention. Techniques to attract attention. How to deal with anxiety before the performance.

Business correspondence essence of business correspondence. Types of business letters. The style of a business letter. Features official-business style. The structure of the business letter. Modern types of business correspondence.

Moulded competence: OK-5, DC-7, 3-DIC, DIC-4, PC-16, PC-24

Section III. Effective communication

Factors affecting the communication process. Personality type: Determinant of personality type on the Myers-Briggs. The principle of personality typology of use for building effective communication.

The dominant modalities: visual, -audialnaya, kinesthetic. Methods for determining the modality of the interlocutor.

Status of the person: Transactional Analysis.

The subjective experience of the person (ISO) Interests. States. Relations.

The gender dimension of communicative behavior: Features of the male communicative behavior. Features female communicative behavior ..

The reasoning, the rules of persuasion. Criticism and komplimentyPravila to conduct their arguments point of view, the position solutions. Priority driven arguments. Strong and weak arguments.

Positive criticism. Destructive criticism. Constructive criticism. How to properly criticize. Positive perceptions installation criticism. Methods of reducing the negative impact of the comments.

How to make a compliment. If you say compliments. Antikompliment.

Moulded competence: OK-5, DC-7, 3-DIC, DIC-4, PC-16, PC-24

Volume discipline 3z.e. / 108 hours, contact hours 84, including: 42chasov lectures, 42 hours of practical and seminars
The shape of the intermediate control: Sem. -zachet; 6 seed. -

Developer: senior lecturer in management and law M.V.Speranskaya
