ONNC HABYAJILHOI JIMCOUTIJITHM (TI1-11)

1. Kon: BB 2

2. Ha3zBa: Emuxka 0i106020 cniiky8amHms,

3. Tun: 06086 sa3x06ui;

4. PiBeHb BUIIOI OCBiTH: /-1i (bakanaspcovKuil),

5. Pik HaBYaHH$, KOJIM MPONOHYETHCH AUCHUILTIHA: [-11;
6. CeMecTp, KOJIM BUBYAECTHCH QUCHHUILTIHA: 2-11;

7. KiibkicTh BcTaHoBJeHUX KpeautiB EKTC: 7
8. IlpizBuIe, iHiiaaAM JIeKTOPA//IeKTOPIB, HAYKOBMIi CTYIiHb, ITOCA/1A:
Tanuy B.M., 0. pinon. ., npoghecop

9. Pe3ybTaTH HABYAHHA: NICIA BUSUEHHS OUCYUNIIHU CMYOeHm NOSUHeH O0ymu 30amHUM:
3HAMU MOPATbHUL MA NCUXONO2IYHUN ACNEKMU CRIIKY8AHHA Y chepi 0inosux 8iOHOCUH, emUYHi
MexaHismu iX po36UMKY, 3aealbHi GI0OMOCMI NpPO emuKy, MOpaib, NCUXON02I0, CKAAO08I
0i108020 CNINKYB8AHHS, CMPYKMYPY MOPANIbHOI C6I00MOCMI, OCHOBHI NPABUIA emUKemy, GUMO2U
00 npogecitinoi emuxu, npasuia nooyoosu imioxcy, gaxmopu ma cumyayii, wo pyUHyomo
iMiOdic, mpasuna opeauizayii ma nposedenHs nepe2osopis, bOecid, Hapad, 300pis, MIimMuHeis,
ouckyciu, 3ycmpiueti, OQIYiUHUX NPULOMI8, PO3YMIMU NOHAMMS MOPAIbHOI peghepenyii
ocobucmocmi, «KOH@IIKMY» ma 3aco0ié nonepeo’ceHHsr KOHQOIIKMHUX CUMYayill, NCUXOL020-
emuuHi 0COOIUBOCMI CRIIKYBAHHS 8 KOAEKMUBL, OCHOBHI MUNU BIOHOCUH Y CUCTEMAX «KepiGHUK
— nioneanuily, «iHopmayitina OisibHiCMbY, CNOCOOU 6NIUBY HA NH00eU NI YAC CHIIKY8AHHSA,
MImMU: 3aCmMoco8y8amu OMpPUMAHi 3HAHHS 6 2aly3i OOKYMEeHMO3HA8Cmea ma iHopmayitiHoi
OIAIbHOCMI, AHANIZY8AMU MOPAIbHI GYUHKU JIOOUHU, BUHAYAMU MUn Jai0epcmed, 3acodou
Gdopmyeanns imioxcy, noBoOUMUCS BIONOBIOHO 00 Bi0BeOeHUX pojel y OLIosuUx iepax,
KOMNEMEHmMHO 3aCmoco8ysamu  MOHO02IuHe ma OIano2iune MOGIeHHA md ONMUMAIbHO
NOEOHY8amMuU 6epOAlbHI | He8epOAIbHI 3acoOU CNINKY8AHHA, BUHAYAMU SUOU MAHINYIIOBAHHS,
nPOMuUOIAMuy oMy, SUHAYAMU PAYIOHAILHI CNOCOOU PO36 'SA3aHHSA KOHMIIKMIE, 30ilUcHIO8amu
KPUMUYHI 3A)8ANCEHHS 8BIONOBIOHO 00 eMUYHUX BUMOZ.

10. ®opmu opramizamii 3aHAATb: HABUAIbHE 3AHAMMS, CAMOCMIUHA pobOMA, NPAKMUYHA
ni020MOBKa, KOHMPOIbHI 3AX00U

11. o/IcuunJiiny, o nepeayTh BABYEHHIO 3a3HAYEHOI TMCUMILTIHN: « Bcmyn 0o ¢haxy»
o/luCHUIJIIHU, 0 BUBYAKOTHCHA CYNMYTHHO i3 3a3HAYEHOI0 TMCHUILTIHOIO (32 HeOOXiTHOCTI):
«{okymenmuo-inghopmayitini  KomyHixayiiy,  «Imioxconociay,  «3axucm  inghopmayiiy,
«bibniomeuno-inghopmayitine oocnyeosyseannny, «Opearnizayis ma YnpaseiiHHi OISIbHICIIO
iHhopmayiunux  ycmanosy, «Mixcuapoonuii  dokymenmoobiey, «Opeanizayis — pobomu
OIOIIOMEYHUX YCMAHO8»

12. 3mict kypcey(nepenik Tem): Ilpeomem i 3a60anus Kypcy «Emuka 0ino6oeo cninkysamHsy.
Emuxa sk cykynuicms 3HaHb npo mopans ma noeedinky. Cniiky8anHs AK coyianvHuli oeHomer.
Teopii misicocobosux cmocynkie. Xapaxmepucmuxu 0in08020 cniikysauus. Qyukyii ma cnocobu
cninkyeanusa. Bepbanvni 3acobu cninkysamns ma moeénenHesuli emuxem. Hesepbanvhe
CRLIKY8aHHA. AOMiHicmpamusHa emuxka ma o0coOIUBOCMI YNPABIIHCLKO20 CHIIKYBAHHSL.
Exonomiuna emuxa ma emuuni 3acaou 6iznecy. Emuxa ma emuxem y 0inosomy cninikysammi 3
inozemysamu. bBecioa ax ¢gpopma 0Oinosozo cninkyeanus. Iliocomoska ma npogedeHus OiLN0BUX
sycmpiueti. Ilepecosopu. Cmanoapmui emuxemui cumyayii. Konexmusne 062080pents 0inosux
npobnem. Jlinosa ampubymuka. Koughnikm y oinosomy cninkysauni. Ilybniuni eucmynu.
Mucmeymeo npasunbHo Mucaumu, 2080pUmu i CIyxamu.

13. PexomenoBaHi HaBYANbHI BUAAHHS: (3a3Hauumu 00 5 dxcepen)

1. I'puyenxo T. b. Emuxa 0inosoco cninkysanus: Hasuanvhuu nocionux. Kuis : [Jenmp yubosoi
nimepamypu, 2007. 344 c.

2. Emuxa dinosoeo cninkysanus : koncnexm nexyiu / yknaoau H. B. Bapoapa. Cymu : CymcovKutl
Oeporcasnuil ynisepcumem, 2013. 83 c.



3. Kyopax O. B. Emuxa 0i108020 ma no8cikOeHHO20 CRIIKY8AHHS © HA8Y. NOCI0. 3 emukemy 0is
cmyoenmis. Cymu : BT/ « YVnisepcumemcoxa knueay, 2002. 208 c.

4. Manaxos B. A. Emuxa cninkyeanus : Hagy. noci6. Kuie : JIu6ios, 2006. 400 c.

5. Ilanexa IO. 1. linosa emuka : nagu.-memoo. nocio. Kuise : €YDIMB, 2000. 250 c.

14. 3an1aHoBaHi BUIM HABYAJBLHOI JiAJILHOCTI TAa MeTOIH BHKJIATAHHA:

38 200. nexyii, 36 200. npakmuunux 3anams, 136 200. camocmivinoi pooomu. Pazom — 210 200.
Memoou: inmepaxmueni Jnexyii, enemenmu npoOIeMHOI JeKyii, IHOUBIOVANbHI 3AB0AHHS,
8NPOBADINHCEHHS OLI0BUX MA PONbOBUX 120D, BUKOPUCTAHHSA MYTbMUMEOIIHUX 3aC0018.

15. ®opmu Ta KpUTEPii OUIHIOBAHHA:

Ouyintosanns 30iticnioemobcs 3a 100-6anvbHoio wKanoro.

Iiocymxosuii koumponw (40 6anis): ekzamen mecmosutl, y Kinyi 1-2o cemecmpy.

Tlomounuii konmponawv (60 b6anie): YKIAOAHHsS ONOPHUX KOHCNEKMI8 00 meM, WO BUHOCAMbCA HA
camocmitine ONpayl08aHHs, GUKOHAHHS THOUBIOVAILHUX 3A80AHb, PO3POOKA MYIbMUMEOTUHUX
npe3eHmayi.

16. MoBa BUKJIAJaHHS: YKPAIHCHKA

3aBigyBad kadenpu Aep>KaBHOTO YIIPaBIiHHSA,
JIOKYMEHTO3HABCTBA Ta 1HGOPMAIITHOT TIsUTBHOCTI
1. e. H., mpodecop L. JI. Ca3onenp

DESCRIPTION OF EDUCATIONAL DISCIPLINE
1. Code: V'V 2
2. Title: Ethics of business communication
3. Type: obligatory,
4. Higher education level: / (Bachelor)
5. Year of study, when the discipline is offered: /,
6. Semester when the discipline is studied: 2;
7. Number of established ECTS credits: 7
8. Surname, initials of the lecturer / lecturers, scientific degree, position: Galich V. N,
Doctor of Philology, professor
9. Learning outcomes: after studying the discipline the student must be able to: know the moral
and psychological aspects of communication in the field of business relations, ethical
mechanisms of their development, general information about ethics, morals, psychology,
components of business communication, structure of moral consciousness, basic rules of
etiquette, requirements for professional ethics, rules of image building, factors and situations
that destroy image, rules of organization and conducting of negotiations, conversations,
meetings, meetings, rallies, discussions, meetings, official receptions, to understand the notion of
moral reference of the person, "conflict” and means of preventing conflict situations,
psychological and ethical features of communication in the team, the main types of relations in
the system "leader - subordinate","information activity", ways of influencing people during
communication, be able to: apply the obtained knowledge in the field documentation and
information activities, analyze the moral actions of a person, determine the type of leadership,
means of forming an image, behave in accordance with the assigned roles in business games,
competently apply monologue and dialogue speech and optimally combine verbal and nonverbal
means of communication, determine types of manipulation, to counteract it, to identify rational
ways of resolving conflicts, to make critical remarks in accordance with ethical requirements.



10. Forms of organization of classes: training, independent work, practical training, control
measures.

11. eDisciplines preceding the study of the specified discipline: "Entry to the profession”.

e Disciplines studied in conjunction with the specified discipline (if necessary):
"Documentation and Information Communications”, "Imageology", "Information Protection”,
"Library and Information Services", "Organization and Management of Information Institutions
Activities", "International Workflow", "Organization of work of library institutions".

12. Course contents (list of topics): Subject and objectives of the course "Ethics of business
communication”. Ethics as a set of knowledge about morality and behavior. Communication as a social
phenomenon. Theories of interpersonal relationships. Characteristics of business communication.
Functions and ways of communication. Verbal means of communication and speech etiquette. Non-verbal
communication. Administrative ethics and peculiarities of managerial communication. Economic ethics
and ethical principles of business. Ethics and etiquette in business communication with foreigners.
Conversation as a form of business communication. Preparation and conducting of business meetings.
Talks. Standard etiquette situations. Collective discussion of business problems. Business attributes.
Conflict in business communication. Public Speaking Art is right to think, speak and listen.

13. Recommended educational editions: (indicate up to 5 sources)

1. Gritsenko T. B. Ethics of business communication. tutorial. Kiev: Center for Educational
Literature, 2007. 344 c.

2. Ethics of business communication: a summary of lectures / compiler N. Barbara. Sumy: Sumy
State University, 2013. 83 p.

3. Kubrak O. V. Ethics of business and everyday communication: etiquette tutorial for students.
Sumy: VTD "University Book", 2002. 208 p.

4. Malakhov V. A Communication Ethics: tutorial. Kiev: Lybid, 2006. 400 p.

5. Palekha Yu. 1. Business ethics: tutorial manual. Kiev: EUFIMB, 2000. 250 p.

14. Planned types of educational activities and teaching methods:

38 hours of lectures, 36 hours of practical classes, 136 hours of independent work. Total - 210
hours

Methods: interactive lectures, elements of problem lecture, individual tasks, implementation of
business and role games, use of multimedia.

15. Forms and assessment criteria:

The evaluation is carried out on a 100-point scale. Final test (40 points): exam test, at the end of the
1 semester.

Current control (60 points): the laying of reference notes to the ones that are submitted for
independent study, the implementation of individual tasks, the development of multimedia
presentations.

16. Language of teaching: Ukrainian

Head of the Department of Public

Administration, Documentation and

Information Activity

Doctor of Economics, professor I. L. Sazonets



