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Ilepeamona

3anpornoHOBaHWN HABUYAJIBHUN TMOCIOHMK PO3POOJICHO s
crynentiB 1 — II kypciB cnenianpHOCTI «MeHemxmeHT». Mera
JAHOTO TOCIOHWKA TOJSTae B Opradizamii HaBYajIbHOI IiSUTBHOCTI
CTYACHTIB 3 TMpeAMeTy «AHIIiHChbKa MoBa 3a THpodeciiHuM
COpSMYBaHHAM» SIK Ha ayAWTOPHHUX 3aHATTAX, Tak 1 Mg dyac
camocTiitHoi po6otn. OcobnmmBa yBara NPUIUIAETHCS 3aCBOEHHIO
CTYACHTAMH CIENiaNnbHOI JIEKCHUKH 32 ()axoM; PO3BHTKY HaBUYOK
YUTaHHSA, [epeKiagy Ta PO3yMiHHS TEKCTiB, OB’ sA3aHUX 3
MPOOJIEMAaTHKOK ~ MalOyTHBOI  CIEIiaIbHOCTI; (hopmyBaHHIO
TBOPYOTO MHUCIICHHS Ta HaBHYOK YCHOTO MOBIJICHHS, Y TOMY YHCIIi
i 4ac po3B’ si3aHHs MPOOIEMHHX CUTYAII aHTTIHCHKOK MOBOIO.

ITocibHuK po3pobiIeHO 3 ypaxyBaHHIM KPEIUTHO-MOIYIHHOI
cucreMd. Becp wmatepian, po3MIIIEHWH y [MaHOMY TOCIOHHKY,
PO3MOUISIETHCS HA 3 MOJYII, SIKi MIiCTATh 9 IOHITIB 1 BKIIIOYA€E TEKCTH
crelianbHOi TEeMaTWUKH, JIEKCUKO-TpaMaTHYHI BIOpaBH, BIPaBH
TBOPYOTO XapakTepy, MEpeKNIaJHI BIPaBH, BIPABU JJISI PO3BUTKY
YCHOTO Ta MUCEMHOT'0 MOBJICHHSI.

3aBIaHHSAM PI3HOMAHITHUX BIIPaB € IMEpeBipKa pPO3yMiHHS
CTy[JCHTaMH TIPOYUTAHOTO, PO3BUTOK HABHYOK ITMCHMOBOTO Ta
YCHOTO  TepeKiaxy, HaBUYOK  TBOPYOTO  MHCICHHS  Ta
KOMYHIKaI[ilHUX HaBUYOK CTYACHTIB. Y TOCIOHHUKY OKpeMo
MOAIOThCS 3aBIaHHS M caMmocTiitHoi pobotu. Kpim 3 mMomymis
NOCIOHMK ~ MICTUTH  CJIOBHMK Ta  JOAATKOBI  TEKCTH  AJIs
IHIMBITyaJIbHOTO YUTAHHS.

Tekctd, sKi BKJIIOYEHO [0 JaHOTO IOCIOHHWKA, €
aBTEHTUYHWMH, TaKMMM IO BIJNOBIJAIOTH IMI3HABAJILHUM Ta
(haxoBUM iHTEpECAM CTY/ICHTIB.
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Module 1. Functions and levels of management

Unit 1. Defining management
Pre-reading activities
Task 1. Complete the sentences with thewords from the box.

assembling controlling financial (2) goals human (2)
information innovation (2) leadership leading marketing
material (2)  organization (2) organizing  planning (2)
process (2) resources (2)

1. Managers are responsible for the process of

P , O o andc__ the
efforts of o members and of using all
organizational r to achieve stated organizationa
g

2. Management is the process of optimizing h ,
m and f contributions for the achievement of
organizational goals.

3. A modern view of management, expressed by sir Ronald
Smith, is that 'Management should be based on i ,
m and risk.

4. All managers may be involved with the operationa
aspects of management but as they are promoted and develop, their

role becomes increasingly one of p i and
I .

5. Management is the of a and
using r -h ,f and m , and

[ in a goal-directed manner to accomplish tasks in an
0

4
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Task 2. Write each function of a manager under the correct

heading.

Therole of managers

communicating with staff

deciding strategy
identifying change

monitoring quality standards
putting systemsin place
taking on new staff

Management: functions

comparing results with targets
empowering staff to take decisions
identifying needs  managing resources

motivation
setting objectives

team-building supervisor
time management

Planning

Organizing

L eading

Controlling

Task 3. Learn the active vocabulary.

1. | toenable JIaBaTh BO3MOYKHOCTh
2. | feedback oOpaTHasi CBA3b
3. mission MUCCHS, 3a]1a9a
4, obvious purpose OYEeBH/IHAS 1IENTD
5. aspiration CTpeMJICHHE
6. objectives 3a1aun
7. policy TIOJIMTHKA
8. guide PYKOBOJCTBO
9. | stipulate npeycMaTpuBaTh
10. | rules npaBmIa
11. | regulations TOCTAHOBIJIEHHS

5
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12. | flexible TUOKMIA
13. | easily interpreted and | qOCTYIHBIN U TOHSTHBIN
understood

14. | employees pPabOTHUKH, CITyXKaIlHe

15. | totake aplan of action OCYIIECTBJISITh TIJIAH JICHCTBHI

16. | to useresources WCIIOJIb30BaTh PECyPChI

17. | long-term objectives JIOATOCPOYHBIC 334a4H

18. | to alocate and utilize the | pacnipenensitb U HUCIOIB30BATH

factors of production pa3IMYHbIe AaCIeKThl IPOoIlecca

POM3BOJICTBA

19. | implement OCYILECTBIISITh

20. | contingency plan IUIaH MEPOIPUATHH Ha Cllydai
HETPeIBHICHHBIX
00CTOSITETILCTB

21. | environment OKpY’Karolnas Ou3Hec cpejia

22. | execution BBITTOJTHEHHUE

23. | framework [UIaH IEeHCTBUNA

24. | to bevery aware OYEHb XOPOIIIO 3HATh

25. | to chalk out the plan HaOpocaTp IIaH

26. | carrying out the deciSons | BbImoJHEHHE PEIICHUI

27. | short-term decisions KPAaTKOCPOYHbIE PEIICHHS

Reading / comprehension activities
Task 4. Read, trandate the following text and try toretdl it.

Basic functions and level s of management
Management operates through various functions, often

classified as planning,

controlling.
Planning: deciding what needs to happen in the future (today,
next week, next month, next year, over the next 5 years, etc.) and
generating plans for action.
Organizing: making optimum use of the resources required
to enable the successful carrying out of plans.

6
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Leading/Motivating: exhibiting skills in these areas for
getting othersto play an effective part in achieving plans.

Controlling: monitoring -- checking progress againgt plans,
which may need modification based on feedback.

The mission of the business is its most obvious purpose --
which may be, for example, to make soap. The vision of the business
reflects its aspirations and specifies its intended direction or future
destination. The objectives of the business refer to the ends or
activity at which a certain task is aimed. The business's policy is a
guide that stipulates rules, regulations and objectives, and may be
used in the managers' decision-making. It must be flexible and easily
interpreted and understood by all employees. The business's strategy
refers to the coordinated plan of action that it is going to take, as well
as the resources that it will use, to redlize its vision and long-term
objectives. It is a guideline to managers, stipulating how they ought
to alocate and utilize the factors of production to the business's
advantage. Initially, it could help the managers decide on what type
of businessthey want to form.

All policies and strategies must be discussed with all
managerial personnel and staff. Managers must understand where
and how they can implement their policies and strategies. A plan of
action must be devised for each department. Policies and strategies
must be reviewed regularly. Contingency plans must be devised in
case the environment changes. Assessments of progress ought to be
carried out regularly by top-level managers.

All policies must be discussed with all managerial personnel
and staff that is required in the execution of any departmental policy.
They give mid- and lower-level managers a good idea of the future
plans for each department. A framework is created whereby plans
and decisions are made. Mid- and lower-level management may add
their own plans to the business's strategic ones.

The management of a large organization may have three
levels. Senior management (or "top management” or “upper
management"); Middle management; Low-level management, such
as supervisors or team-leaders.

Top-level management requires an extensive knowledge of
management roles and skills. They have to be very aware of external
factors such as markets. Their decisions are generally of along-term

7
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nature. Their decisions are made using anaytic, directive, conceptual
and/or behavioral/participative processes. They are responsible for
strategic decisions. They have to chalk out the plan and see that plan
may be effective in the future. They are executive in nature.

Mid-level managers have a specidized understanding of
certain manageria tasks. They are responsible for carrying out the
decisions made by top-level management.

Lower management ensures that the decisions and plans
taken by the other two are carried out. Lower-level managers
decisions are generally short-term ones.

Task 5. Find thefollowing termsin the text:

1. deciding what needs to happen in the future (today, next week,
next month, next year, over the next 5 years, etc.) and generating
plansfor action —

2. checking progress against plans, which may need modification
based on feedback —

3. the most obvious purpose of abusiness—

4. a guide that stipulates rules, regulations and objectives, and may
be used in the managers' decision-making —

5. the coordinated plan of action that it is going to take, aswell asthe
resources that it will use, to realize its vison and long-term
objectives—

6. top management —

Task 6. Answer the questions according to thetext:

1. What are the basic functions of management?

2. What isthe mission of abusiness?

3. How do we call aguide that stipulates rules, regulations and
objectives, and may be used in the managers decision-
making?

4. How do we call the coordinated plan of action that a
business is going to take?

5. Namethe levels of management.

6. What kind of knowledge does top-level management
require?

7. What level of management is responsible for strategic
decisions?

8
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Vocabulary activities
Task 7. Trandate the following texts into Russian. Write down
the words and word combinationsin bold and look them up in a
dictionary.

Company performance

Companies need to know how they are performing in order
to analyse problems, find solutions and make plans for the future.
Management accounts provide data about operational efficiency
and financial accounts give information about financia
performance. These tell the company not only how much it is selling,
or how much revenue it is receiving, but aso what its costs are —
how much it has to pay for the different things that it needs in order
to operate. With this information a company can then calculate how
much money it has made (profits) or how much it has lost (Iosses)
during a specific period. Listed companies, whose shares are sold on
the stock exchange, have to present their accounts to the public in an
annual report.

Annual report

An annua report is prepared by the management of a
company whose stock istraded publicly. It discusses the company’s
financial affairs. An annual report performs a useful function in a
free market system, transmitting information from the company to
its shareholders, other people who have a stake in a business —
stakeholders such as employees, suppliers, customers, and lenders
—will find it informative.

Anatomy of an annual report

While most annua reports contain optional elements, all
reports contain information required by the Securities Exchange
Commission or SEC, the commission that controls and administers
the activities of US stock exchanges.

SEC-required elements may include:

Auditor’s report: the summary by independent public
accountants shows whether the financial statements are complete,
reliable, and prepared consistent with generally accepted
accounting principles (GAAP).

Report of management: this letter, usually from the board
chair person and the chief financial officer, takes responsibility for
the validity (correctness) of the financial information in the annual

9
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report, and states that the report complies with SEC and other legal
requirements.

Board of directors and management: this list gives the
names and position titles of the company’ s board of directors and top
management team.

Financial highlights: probably the most often-read section
of any annual report, these give a quick summary of a company’s
performance. The figures appear in a short table, usudly
accompanied by supporting graphs.

Management discussion: this series of short, detailed
reports discusses and anayses the company’ s performance. It covers
the results of operations, and the adequacy (sufficiency) of resources
to fund operations.

Task 8. Match the words for people from the previous text with
their corresponding definitions.

1. adirector a. has bought shares in the
company

2. achief executive officer b. isin charge of the board

3. astockholder C. isamember of the board

4. achief financid officer d. is an outsde financia
specialist

5. achairperson e. isresponsible for finance

6. an auditor f. isresponsiblefor al operations

Task 9. Find words in the text which correspond to the following
definitions.

1. | money received, generally from sales

2. | money that is spent on such things as
salaries, rent, office supplies, advertising
and taxes

a person who is employed by a company

an outside financial specialist

a person responsible for finance in a
company

6. | the companies in which everyone can
invest, they are open to the public

gk |w
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Task 10. Some words are always followed by the same
preposition(s). Match the prepositions with the nouns below.
with for of by hy

theresult
responsibility
comply

be accompanied
required

Coo T

Grammar: Present Smple (I do)

| /welyou they work
he/she/(it) works
Do I/welyou they work?
Does he/she/(it) work?
I /welyou they don’t work
he/she/(it) doesn’t work

Task 11. Put the verb into the correct form. Trandate the

sentences.
Examples: The office opens (open) at 9 o’clock and closes (close)
at 6.

Wedon't go (not/go) to the cinema very often.
How many languages does he know (he/know)?

11 (like) ice-cream but | (not/buy) it very
often.
2. What kind of service (this office provide)?
3. How much pocket money (you/get) from your
parents every day?
4. What (yowdo)? I’m an engineer.
5. Where (you/come) from? | (come) from
Ukraine.

11
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6. If you (need) money, why

(you/not/get) ajob?

7. If your pocket money is limited you (not/buy)
everything you want.

Task 12. Use the following sentences to make questions, begin
them with the wordsin brackets.
1. A lawyer provides some kind of service. (What kind of service?)

2. | get pad for my job very wel (How much)?

3. Tom works. (Where?)
4. We face many economic problems nowadays (Why?)

5. 1 don't go to my part-time job every day. (How often?)

6. They produce goods. (What goods?)
7. 1 need some money. (How much  money?)

Task 13. Trandateinto English.

[ocTaBmuK ycimyru npeaocTaBisieT KakoW-miubo BUA YCIIyT
3a OIpEJICNICHHYO IJ1aTy.

2. Onu miatsT 3a 3Ty paboTy 04eHb XOPOIIIO.

3. DTa KOMMaHUsI IPOU3BOJUT PA3THUHBIE TOBAPHI.

4. OH paboTaeT Ha MOJICTABKHU.
5
6

=

MHe Hy>XHBI JSHbTH, 9YTOOBI CAETATh MOAAPOK JIPYTY.
Hamra ctpana cTankuBaeTcsi CO MHOTHMH 3KOHOMHYECKUMU
po0JIeMaMu CEroJTHSI.

7. Uem BbI 3aHMMaeTeCh? — 5 TOKTOP.

8. Orkyna BeI? — S u3 YkpauHsl.

9. CkoNbKO MHOCTPAHHBIX SI3BIKOB BHI 3HAETE?

10. Ckomnbko ficHer BbI 3apabaThiBacTe B rojl?

12
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Discussion. I nternational English

“There has never been a language spoken by so many people in so
many places.” Professor David Crystal, the Cambridge
Encyclopedia of language.

Task 1. Complete the following sentence. Use the words in the
box if you like. Then compar e with other studentsin the class.
1. For me, learning Englishis
apleasure ahobby an opportunity an investment anec&wty an
effort aproblemapain anightmare

2. Why are you learning English?
In general | want to:
| learn write read improve fee make
more confident when | speak
improve my listening skills
lots of new vocabulary
fewer grammar mistakes
better, clearer English
read without using a dictionary.

~Pop T

3. In particular, | need English for:
| taking travelling socializing doing giving writing

on business
business on the phone
emails, faxes and letters
with clients and colleagues

part in meetings

short presentations.

—xT T D@

Task 2. Try the quiz about theworld’smajor languages.
1. Approximately how many languages are there in the world?
a. 650h. 6500 c. 65000 d. 650 000
2. Order the world's top ten languages according to the number of
native speakers.
Portuguese

13
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Chinese
Russian
English
Hindi
Arabic
Japanese __
German
Spanish
Bengali __

3.

How many people speak English as a first, second, or a third
language?
a 0,5billion b.1 billion c. 1.5 hillion d. 2 billion
In a recent survey, how many Europeans said everyone should
speak English?
a 49% b.69% c.89%% d. 99%
How much of the world’s mail iswritten in English?
a 25% b.50% c.75% d. 90%
How much of the world’'s email iswritten in English?
a. 50% b.60% c.70% d.80%
How many languages ‘ disappear’ every year?
a 2Db5c10d20
What is the world's record for the most foreign languages
spoken by one person?
a 14 b.24 c. 44 d.64
Where is the record holder from?
a. theUSA b. Singapore c. Holland d. Nigeria

Task 3. To check your answers read and translate the following

text.

English Inc.

English is to international communication what VHS is to

video, Microsoft to software and Pentium to the microchip. It is, for
better or worse, the ‘industry standard’. And those who don’'t speak
at least alittle risk losing business to the increasing number who do.
A quarter of the planet currently speaks English. That’'s one and a

14
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half billion people, two-thirds of whom speak it as a foreign
language.

In a recent survey, 69% of Europeans said they thought
everyone should speak English. More than half of them already do.
For most, it's not a question of choice but of necessity, as English
has rapidly become the first language of business, science and
popular culture. Three-quarters of the world’'s mail isin English. So
arefour out of five emails and most of what you find on the internet.

However, not everyone welcomes this linguistic monopoly.
The French Ministry of Finance, for instance, recently surprised the
international business community by banning English terms like
email and internet. In fact, seven teams of language experts have
been employed to come up with French aternatives.

The French has a point. Twenty languages disappear every
year because nobody speaks them anymore. At that rate, by the end
of the 21% century almost a third of the world's six and a half
thousand languages will be dead. Even in Germany, where Denglish
is fashionable, and phrases like jointventure, powerpartner and
fitness-training are common, the leader of Free Democrats has
expressed concern about the flood of anglicisms descending on us
from the media, advertising, product description and technology.
Some go so far asto call it aform of violence.

Maybe it is, and big business certainly accelerates the
process.

But what about people who learn foreign languages just for
fun? An American Gregg Cox, has taken this smple pleasure to
extremes. He holds the world record for speaking the most foreign
languages — sixty-four at the last count! But for those of us who are
less gifted linguistically, the power of the American dollar means
there may soon be only one foreign language we need to learn, and
that language will be English.

The number of native speakers of the world's top ten
languages.

=

Chinese 726 m
2. English427m
3. Spanish 266 m
4, Hindi 182 m

5. Arabic181m

15
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Portuguese 165 m
Bengali 162 m
Russian 158 m
Japanese 124 m
0. German 121 m

RO®©NO®

Task 4. Discussthefollowing questions:
1. Do you think the article overstates the importance of
English?
2. What other languages might eventualy take over from
English as the international language of business?
3. Do you agree that big business accel erates the advance of the
English language?

Task 5. Listen to six business people talking about their attitudes
to learning English. Take notes. Whose opinion is closest to your
own? Write down in one phrase what each speaker thinks about
learning English and hisor her nationality:

onephrase hisor her nationality

1% speaker:

2" speaker:

3 speaker:

4" speaker:

5" speaker:

6" speaker:

Task 6. Complete the following expressions which were used by
peopleyou listened to.

a. Learning Englishisn't myidea _ fun.
b. | wantto get in my career.
c. Englishisthelanguage _ the media
d. It'scertainly not __ beautiful alanguage as Italian.
e. |thinkit'smoredifficult __ you get older.
f. I'll dwaysthink ___Italian.
g. With native English speakers, | dofeel _ adisadvantage.
h. That's the thing English — it's easy to speak a little
guite quickly.
16
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Unit 1: check-up

Trandateinto Russian:

Feedback, long-term objectives, to dlocate and utilize the factors of
production, to chalk out the plan, carrying out the decisions, short-
term decisions, operational efficiency, financial accounts, revenue,
costs, profits, losses, stock exchange, annua report, free market
system, shareholders, to have a stake in a business, employees,
customers, the Securities Exchange Commission, financia
statements, generally accepted accounting principles

10 points.

Trandateinto English:
MUCCHS, 3a/1a4a —

CTpEeMJICHHE —
MpeycMaTpuBaTh —

ImpaBujia U IOCTaAaHOBJICHUA —
OCYILIECTBIIATH IJIaH JEUCTBUMN —
TTaH MEPOTIPHUATHH Ha CITy4ail HEMPeIBUACHHBIX 00CTOSTENCTB —
OKpy>Karomiasi On3Hec cpena —
IJIaH JEUCTBUN —

MTOCTABITUKH —

KPEIUTOPHI —

IOpUINYecKue TpeOOBaHMS —

10 points.

Choosetheright variant:

1. What ___ you do?—1"m amanager.

a does b.doc. don't

2. What kind of goods your company produce?
a dob.isc. does

3. Where __ you come from?

a do b. does c. are

4.1 work every day.

a don’'t b.doesn’'t c. not

5. What department these employees work in?
a. do b.isc. does

10 points.

17
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Business English: Companies
Task 1. Complete the sentences below with words and phrases
from the box.

share price workforce profit turnover

subsidiary market share head office

1. The amount of money a company receives from sales in a
particular period is called its
2. The money a company makes after tak| ng away its costs is its

3. A company, Which is more than 50% owned by a parent company,
iscaled a
4. The employees in a parti cular country or business are called the

5. The percentage of sales a company has in a particular market isits

6. The main building or location of a large organization is its

7. The cost of acompany’s sharesisits

Task 2. Complete the extract from a company report with
appropriatewordsor phrasesfrom the box in task 1.

Financial Performance
| am pleased to say the company has continued its excellent
performance. We are changing, growing and doing well at a difficult
time for the industry. 1 was $57.2 million, an
increase of 15% on last year, and 2 rose by 5% to
$6.4 million.
We are a highly competitive business. We have increased our
3 to 20%. Consequently, our 4
has risen and is now at all-time high of 49.6.
Increased production and strong demand have had a positive effect
on our cash flow, so we are able to finance a number of new projects.

We have successfully moved to our new 5 in central
London. We are now planning to start full production at the recently
opened Spanish 6 in October.
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Findly, thanks once again to our loya and dedicated
7 . Our employees will always be our most valuable
asset.

Task 3. Complete the chart below with the information from the
box. Then make sentences about companies.
Peugeot Benetton  American Express
French Japanese Italian
drug and chemical maker
drinks supplier

Company Main activity Nationality
Cisco Systems Internet  equipment | American
supplier
Car manufacturer
Bacardi Martini Spanish

Travel and financia | American
services provider

Bayer German
Clothing
manufacturer

Sony Electronic goods
maker

Task 4. Match words with their definitions. Then speak about
some company’s milestones.

go public 1. sell in overseas markets
go international 2. trade on the Net
launch a brand 3. offer shares on the stock
market
go online 4. introduce a brand
achieve sales 5. set up new stores
establish new stores 6. reach a salestarget
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Task 5. Complete this job advertisement with the right verb
from the box, put theverb in theright form.

look have offer employ be offer
prepare consider need grow

Sales Manager

We 1 one of the largest mobile phone retailers in Europe.
We 2 independent and impartial advice on mobile phones.
We 3 more than 800 stores in 10 countries, and we
4 fast. We 5 over 3000 workers. Currently
we 6 the next stage in our development, and we
7 for major growth outside Europe.

We 8 for people who are reliable, confident and
enthusiastic. We 9 experienced people who want to
work for an expanding company. We 10 a

competitive salary and private health insurance. We are willing to
reward staff with attractive performance-based bonuses.

Task 6. Invent a company. Work in pairs. Make a presentation
about your company. Ask questions after your partners
presentation.

To make an effective presentation you should:

Introduce yourself (name, position, company);

Outline the structure of your talk;

Summarize your main points.

In your presentation you can:

1. Answer thefollowing questions.

What is the name of the company?

When did the company started?

Is this business family-owned? multinational ?

Where is the head office?

What doesit sell?

Who are its customers?

Annual turnover?

Annual net profits?

Number of stores: in European cities? In the world?

Are the stores profitable?

20

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

What is the company’ s workforce?

What are the company’ s career opportunities?
Strengths?

Future plans?

2. Usethefollowing sentences.

Outlining the presentation.

Firgt, I'll give you some basic information.

Secondly, I'll talk about our storesin other countries.
Next, I'll talk about career opportunities.

Last of al, | want to look at our future plans.

I'll be pleased to answer any questions at the end of my talk.
I ntroducing new information.

Here's some basic information.

Let me add afew figures.

Let's have alook at some statistics.

What are our strengths?

Ending the presentation.

To conclude, | want to tell you about our future plans.
Finally, afew words about our new project.

Thanks very much for listening to my talk.

Thanks for coming to my presentation.

Task 7. Match the sectorsto the examples of products or services

they offer.

pharmaceuticals computer programming
construction supermarkets

finance drugs

IT bridges

media credit cards

retailing women' s magazines
telecommunications trucks

transport telephone services

Task 8. Completethisarticle with the correct word.
| am sorry to say the company has not performed well this year.

1 was $ 35 million, a decrease of 12 % on the last year,
and 2 fell by 15% to $ 1.4 million.
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We arein a highly competitive industry. Our 3 share has
decreased from 21% to 17%. The company’s share 4

has fdlen and is now a an all-time low of 43 cents. Faling
production and weak demand have had a negative effect on our
plans, so we are now unable to 5 the new projects that
we announced earlier.

In these difficult conditions, our employees remain our most valuable
6 , and | would like to thank them for their effortsin the
last year. | ask the 7 to be prepared for some difficult
decisionsin the year ahead.

. @) overturn b) turnround c) turnover
. @) benefits b) profits c) payments

. @) market b) saes c) product

. &) charge b) fee c) price

. @) cash b) finance ¢) money

. @) assembly b) assignment c) asset

. @) workforce b) manpower c) payroll

NoO o~ WNPE

Task 9. Write a similar job advertisement (Task 5). You should
invent a company that needs a sales manager and give some
information about it in your advertisement.

22

PDF created with pdfFactory Pro trial version www.pdffactory.com



http://www.pdffactory.com

Unit 2: Top management
Pre-reading activities
Task 1. Complete the sentences with thewords from the box.

anayse form communicate measure contribute
train improve select perform divide work out

Managers, especially senior managers, have to set objectives
for their organization, and then (1) how to achieve them.
This is true of the managers of business enterprises, government
departments, educational institutions, and sports teams, although for
government services, universities and so on we usualy talk about
administrators and administration rather than managers and
management. Managers (2) the activities of the
organization and the relations among them. They (3) the
work into distinct activities and then into individual jobs. They (4)

people to manage these activities and perform the
jobs. And they often need to make the people responsible for

performing individua jobs (5) effective teams.
Managers have to be good at communication and motivation.
They need to (6) the organization's objectives to the

people responsible for attaining them. They have to motivate their
staff to work well, to be productive, and to (7)

something to the organization. They make decisions about pay and
promotion. Managers also have to (8) the performance
of their staff, and to ensure that the objectives and performance
targets set for the whole organization and for individua employees

are reached. Furthermore, they have to (9) and develop
their staff, so that their performance continues to (10) .
Some managers obviously (11) these tasks better than

others. Most achievements and failures in business are the
achievements or failures of individual managers.

23

PDF created with pdfFactory Pro trial version www.pdffactory.com



http://www.pdffactory.com

Task 2. Write functions of a manager from the previous task
under the correct heading.

Planning Organizing

L eading Controlling

Task 3. Learn the active vocabulary.

1. | toenable IaBaTh BO3MOXKHOCTD

2. | toalocate resources pacnpeieNaTh pecypehl

3. | declaration 3asIBJICHHUE

4. | business environment Ou3Hec cpena

5. | to modify U3MEHSTh, MOU(HUIIPOBATH

6. | totake responsibility OpaTh OTBETCTBEHHOCTH

7. | to set standards yCTaHABJIMBATH CTAHIAPTHI

8. | todevelop human resources | coBepiieHCTBOBaTh  ypOBEHb
riepcoHasa

9. | socia responsibilities COIMANTbHAsI OTBETCTBEHHOCTh

10. | to establish and maintain | co3maBaTh W TOJIEPKUBATH

good relations XOPOIITHE OTHOIICHUSI

11. | to deal with mgjor crises UMETh JeJ0 C KPYIHBIMU
KpU3HCAMU

12. | board of directors COBET JINPEKTOPOB

13. | to supervise PYKOBOJIUTH

14. | toreview paccMaTpuBaTh

15. | people of integrity YeCTHBIE JIFOIN

16. | financial and political milieu | ¢uHaHCOBBIE M TONUTHYECKHE
Kpyru

17. | to demand high performance | Tpe6oBaTh BBICOKOrO KadecTBa
paboThI
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Reading / comprehension activities
Task 4. Read, trandate the following text and try to retell it.
Top management

The top managers of a company have to set objectives and
then develop particular strategies that will enable the company to
achieve them. This will involve allocating the company's human,
capital and physical resources. Strategies can often be sub-divided
into tactics - the precise methods in which the resources attached to a
strategy are employed.

The founders of a business usualy establish a "mission
statement™ - a declaration about what the business is and what it will
be in the future. The business's central values and objectives will
follow from this. But because the business environment is always
changing, companies will occasionaly have to modify or change
their objectives. It is part of top management's role to balance today's
objectives and needs against those of the future, and to take
responsibility for innovation, without which any organization can
only expect a limited life. Top managers are aso expected to set
standards, and to develop human resources, especially future top
managers.

They also have to manage a business's socia responsibilities
and its impact on the environment. They have to establish and
maintain good relations with customers, maor suppliers, bankers,
government agencies, and so on. The top management, of course, is
also on permanent stand-by to deal with mgjor crises.

Between them, these tasks require many different skills
which are amost never found in one person, so top management is
work for ateam. A team, of course, is not the same as a committee; it
needs a clear leader, in this case the chairman or managing director.

Large British companies generally have a chairman of the
board of directors who oversees operations, and a managing director
(MD) who is responsible for the day-to-day running of the company.
In smaller companies, the roles of chairman and managing director
are usually combined. Americans tend to use the term president
rather than chairman, and chief executive officer (CEO) instead of
managing director. The CEO or MD is supported by various
executive officers or vice-presidents, each with clearly defined
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authority and responsibility (production, marketing, finance,
personnel, and so on).

Top managers are appointed (and sometimes dismissed) by a
company's board of directors. They are supervised and advised and
have their decisions and performance reviewed by the board. The
directors of private companies were traditionally major shareholders,
but this does not apply to large public companies with wide share
ownership. Such companies should have boards constituted of
experienced people of integrity and with arecord of performancein a
related business and a willingness to work to make the company
successful. In reality, however, companies often appoint people with
connections that will impress the financial and political milieu. Yet a
board that does not demand high performance and remove
inadequate executives will probably eventually find itself attracted
and displaced by raiders.

Task 5. Completethefollowing collocations:
ltoset....

2.todlocate ....

3.t0..... responsibility

4.t0...... standards

5.t0.....and .... good relations
6.t0....acrisis

Task 6. Answer thefollowing questions.

1. What are the responsibilities of the top managers in a company?
2. What isamission statement of a company?

3. Why istop management awork for ateam?

4. What is the difference in responsibilities of a chairman of the
board of directors and a managing director?

Who can appoint top managers?

What qualities and skills should the members of the board have?

oo

26

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

Vocabulary activities

Task 7. Trandate the following texts into Russian. Write down
the words and word combinationsin bold and look them up in a
dictionary.

Many large businesses in the UK are public limited
companies (plc), which means that the public can buy and sell their
shares on the stock exchange. Examples include Marks & Spencer,
British Telecom and the National Westminster Bank. The minimum
share capital for a public limited company is £ 50 000, so many new
businesses are likely to take one of the following forms.

Sole Trade or Sole Proprietor (UK) isthe simplest way of
starting a business. You are self-employed and entirely responsible
for al aspects of the management of your business.

Partnership (UK): two or more people starting a business
together can set up a partnership. All partners are responsible for the
debts of the partnership, and profits and losses are shared between
them.

Private Limited Company (UK). A company can be
formed with a minimum of two people becoming its shareholders.
They must appoint a director and a company secretary. If the
company goes out of business, the responsibility of each shareholder
islimited to the amount that they have contributed; they have limited
liability. Such a company has Ltd (Limited) after its name.

In the US, businesses take the same basic forms. However,
American companies are registered or incorporated with the
authorities in the state where they have their headquarters. The
abbreviations Inc and Corp refer to such companies. To sell shares
to the public they must apply to the Securities Exchange
Commission.

Task 8. In pairs, decide which advantages and disadvantages
below you would associate with the following forms of business.
In some cases there may be morethan one correct answer.

a sole trader a partnership a private limited company
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advantages

disadvantages

1. you have total control of your
business

1. there is a danger that conflicts
of personality could ruin your
business

2.this is a goods way of sharing
the pressure and work of starting
abusiness

2. it may be difficult to expand

3.the financid risks that you are
taking arerestricted

3. you may have to sell your
possessions if the company goes
into debt

4. you can increase your capital
by selling shares.

4. the minimum share capital is
rather high

Task 9. Combine aword or expression from A with one from B
to complete the gaps in the passage below. You may need to
change the form of some of the words. Definitions are given in

bracketsto help you.
A B
overcome a partner
set up finance
raise abusiness
take on (2) hurdles
turn down arequest
run arisk
the challenge

Haf a million people 1
company) each year in the UK, even though they 2
(face the danger) of failing. Statistics have shown that within three
years, 45% of them go out of business, many losing al their money.
What sort of people want to be entrepreneurs when there is such as
high failure rate? They tend to be motivated, creative and eager to

(start a

3 (accept something that is difficult but

interesting) of being their own boss. They are resilient and able to

4 (find ways around problems) when, for
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example, the bank 5 (rejects a request) for a
loan. Instead of giving up, they will look for other ways to
6 (obtain capital) such as
7 (engaging a business associate).

Grammar: Future Simple (I will do)

We use will when we decide to do something at the time of speaking:

- Oh, I've left my books at home, I'll go and get them.

- What would you like to drink? - I'll have a Coke, please.

The negative of will iswon't (or will not).

We often use will in these situations:

- Offering to do something: I’ll help with this bag.

- Agreeing or refusing to do something: I'll bring your book
tomorrow.

- Promising to do something: I’ll pay you back on Saturday.

- Asking someone to do something (Will you ....?): Will you give
me this book, please?

Task 6. Complete the following sentences with I'll + a suitable
verb. Trandate the sentences.

| write find phone go get help hold

1. We don't have any data about this. | think

some data to use them in the report.

2. It's too lae to telephone this company today.

them in the morning.

3. ‘Did you write that letter to our suppliers? ‘Oh, | forgot.

Thanks for reminding me. it right now’.

4. I'm afraid | don't have time for this meeting. | think
it next week.

5. ‘Can you help me to make this report? ‘I think
to do it tomorrow’.

6. ‘“We need some additional statistics on this problem’. ‘I think

it by the end of the day’.
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7. I've arranged to play tennis but now | don't want to play. |
think to the cinema tonight.

Task 7. Trandateinto English.
1. S caenato 3Ty paboTy 3aBTpa.
2. M1 MOJIy4YuM JaHHBbIE U CMOXEM HUCIOJIB30BAThH HUX B
oryere.
S npuHecy TeOe KHUTY B TOHECTHHHUK.
Hama koMmaHusi MpHUIUIET BaM KOIMHUIO JIOTOBOpa Ha
clenyrole Heaene.
S nymaro, oHM TIOSYT TyJia B CIE/YIONIEM MecsIle.
MeI poBeieM coOpaHKe 3aBTpa.
OH HamuIIeT MICHMO MPSIMO ceiuac, oberar.
OHu He TIOWYT B KWHO, OHHU OYIyT UTPaTh B TEHHHC.

W

© NGO
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Discussion. The European Union
Task 1. Look at the history of the European Union. Then do the
following quiz.

the member country the capital
1957 | France Paris
Germany Berlin
Italy Rome
Holland Amsterdam
Belgium Brussds
Luxembourg Luxembourg
1973 | Denmark Copenhagen
Ireland Dublin
the UK London
1981 | Greece Athens
1986 | Portugal Lisbon
Spain Madrid
1995 | Finland Helsinki
Austria Vienna
Sweden Stockholm
2004 | Mdta Valletta
Cyprus Nicosia
Estonia Tallinn
Latvia Riga
Lithuania Vilnius
Poland Warsaw
the Czech Republic Prague
Hungary Budapest
Slovenia Ljubljana
Slovakia Bratidava
2007 | Romania Bucharest
Bulgaria Sofia

How much do you know about the EU?
1. Which country has the largest area?
2. Which country has the highest population?
3. Which country has the highest birth rate?
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Which country is the most densely popul ated?

To which country does France export the most?

To which country does Sweden export the most?

Which country exports the most

crude il ?

cereals?

iron and steel?

citrusfruits?

Per inhabitant, which country consumes the most and the

least

a. cheese?

b. sugar

C. wine

d. cigarettes

9. Which country uses the most nuclear power as a source of

energy?

10. Which country has the most forested area?

11. Which country has the most magazines?

12. In which country do women play the most active role in the

workforce?

13. Which country offers the longest paid holidays?

14. In which country are the headquarters of the European

company with the highest turnover?

15. How many officia languages are there in the European

Union?

16. What is the motto of the European Union?
?

17. How many EU countries adopted the euro?

18. What is the biggest island of the EU?

19. In which 3 countries of the EU French is the officia

language?

20. There are 4 idand nations in the EU: Great Britain, Ireland,

Cyprusand :

21. Which country plays host to most of the magor EU

institutions including the Euro Commission, the Council of

Ministers and the Committee of the Regions?

22. What cities are the seats of the EU institutions (‘three

capitals of the EU)?

OO0 T NOOA
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Task 3. Read and trandate the following text. Look up the
unknown wordsin adictionary.
Monetary union

The creation of a European single currency became an
official objective of the European Economic Community in 1969.
However, it was only with the advent of the Maastricht Treaty in
1993 that member states were legaly bound to start the monetary
union no later than 1 January 1999. On this date the euro was duly
launched by eleven of the then fifteen member states of the EU. It
remained an accounting currency until 1 January 2002, when euro
notes and coins were issued and national currencies began to phase
out in the eurozone, which by then consisted of twelve member
states. The eurozone has since grown to seventeen countries, the
most recent being Estonia which joined on 1 January 2011.

All other EU member states, except Denmark and the United
Kingdom, are legally bound to join the euro when the convergence
criteria are met, however only a few countries have set target dates
for accession. Sweden has circumvented the requirement to join the
euro by not meeting the membership criteria

The euro is designed to help build a single market by, for
example: easing travel of citizens and goods, eliminating exchange
rate problems, providing price transparency, creating a single
financial market, price stability and low interest rates, and providing
a currency used internationally and protected against shocks by the
large amount of internal trade within the eurozone. It is aso intended
as a political symbol of integration and stimulus for more. Since its
launch the euro has become the second reserve currency in the world
with a quarter of foreign exchanges reserves being in euro. The euro,
and the monetary policies of those who have adopted it in agreement
with the EU, are under the control of the European Central Bank.

The European Central Bank (ECB) is the central bank for the
eurozone (consisting of the EU member states which have adopted
the euro), and thus controls monetary policy in that area with an
agenda to maintain price stability. It is at the centre of the European
System of Central Banks, which comprehends al EU nationa banks,
and is guided by a board comprising of the President of the European
Central Bank, who is appointed by the European Council, and
national bank governors.
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Task 4. Answer the questions about the euro.

1. What isthe euro designed for?
2. Do you think the eurozone will grow in future?
3. Istheeuro apoalitical symbol of integration? Why?

Task 5. Listen to five extracts from 5 meetings. Take notes.
Match each extract to the correct country. Put the number of the
right extract next to the name of the country.

1
2.

3.

4.

5.

Germany: Formal introduction. Sit down. Begin.
Finland: Formal introduction. Cup of coffee. Sit down.
Begin.

UK: Formal introduction. Cup of tea and biscuits. 10
minutes small talk (weather, sport). Casual begging.

France: Formal introduction. 15 minutes small talk (politics,
scandal). Begin.

Italy: 20-30 minutes small talk (football, family) while
others arrive. Begin when everyone’s there.

Task 6. Listen again and answer the questions. There is one
guestion for each extract.

1.

2.

3.

What kind of snack is served at the meeting in the UK?

How long is Dr Alan Winter going to spend in Berlin?

What was Miss Sterling's father’s job (the topic discussed at
the meeting in Italy)?
Why was Catherine in Finland before?
Whom do people talk about at the meeting in France?
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Unit 2: check-up

Tranglateinto Russian:

To set objectives, to alocate resources, to take responsibility, to
develop human resources, to deal with major crises, financial and
political milieu, to demand high performance, public limited
companies, partnership, to be registered or incorporated with the
authorities, to set up abusiness, to run arisk of failing.

10 points.

Translateinto English

yCTaHABJIMBATh CTAHAPTHI —

coluajbHas OTBETCTBEHHOCTh —

CO3/1aBaTh U MOAJIEPKHUBATH XOPOIINE OTHOLICHHS —
COBET JJUPEKTOPOB —

PYKOBOAUTB —

€IVHOJINYHLIN Bj1ajelier —

Y4aCTHAs KOMIIAHUSI C OTPAHHYCHHOM OTBETCTBEHHOCTHIO —
OBITh TOTOBBIM K IpoGieMaM ([IPUHSTH BBI30B) —
OTKa3aTh B MIPEIOCTABICHUH KPEAUTa —

B3ATh MapTHEpPA —

10 points.

Choosetheright variant:

1.1 promise, | send you this report tomorrow.

a will b.won’t c. don't

2.1 don't want to do thisjob, | come to office with you.
a will b. won't c. don’t

3. you send this paper to the head-office for me, please?
a Will b. Do c. Does

4. | need this book myself, | bring it to you, sorry.

a will b. won't c. don’t

5. you give me a pen and a sheet of paper, please?

a won't b. will c. do

10 points.
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Business English: Managing People

Task 1. Verb and preposition combinations are often useful for
describing skills and personal qualities. Match the verbswith the
prepositions and phrases.

A good manager should:

1. respond a) in their employees’ abilities

2. listen b) to a deputy as often as possible

3. dedl ¢) to employees’ concerns promptly

4. believe d) with colleagues clearly

5. delegate €) with problems quickly

6. communicate f) in regular training courses for employees
7. invest ) to all suggestions from staff

Task 2. Which do you think are the three most important
qualitiesin Task 1? Explain your answer.

Task 3. Read thefollowing text and then complete the chart.

Good managers need to be good at 4 things. First, they need to be
good at observing — that's so they can understand the behavior, the
strengths and weaknesses of their staff. The second thing, they need
to be good a listening — so they can learn about their staff’'s
problems. The next thing, it's important for them to be good at
asking questions — so they can find out al information they need to
make the right decisions. And last thing, they have to be good at
speaking so they can communicate their objectives clearly to all their

staff.
Mangers need to begood at... ...inorder to...
observing the behavior, the
and of their staff.
listening their staff’s
asking questions al the
they need to make the right
decisions.
speaking their
clearly to al their steff.
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Task 4. Read the following letter to Christine Robinson, a
journalist on a newspaper. Say what it is about and what advice
can you giveto theauthor of the letter.

Dear Ms Robinson,

| am a 29-year-old secretary for an American boss, who isvery polite
and friendly. My salary is excellent. The work is interesting and
there are good possihilities for promotion in the company. But | am
serioudy considering resigning.

My boss is too direct — he shouldn’t tell people directly what he
thinks of them. He works hard and rarely takes breaks — he eats a
sandwich for lunch. When he is away on a business trip, | want to be
sure that I'm in the office when he phones, but | also want to take
proper breaks and have a proper sit-down lunch away from the
office. | miss having a socia life in my current job — | think leisure
time is more important than my work, even if my job is very good.
What can | do?

Yours sincerely,

Janet Jones

Task 5. Write a letter to a newspaper about managing peoplein
your imaginary company (not more than 100 words). Say what
you like and didike, ask an advice.

Task 6. Comment on the following statement using word
combinations from the unit in written form (about 50 wor ds):

d ‘Managing problems always turn out to be people problems'.
(John Peet, British Management Consultant).
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Unit 3: Company structure

Pre-reading activities

Task 1. Complete the sentences with thewords from the box.
Match thejob titlewith the best definition on theright.

1. Chief Executive Officer
(CEO)

a.  manager for

buying

responsible

2. Information Systems Director

b. person who designs computer
networks

3. Purchasing Director

c. British English term for senior
manager of a company

4. Human Resources Director

d. manager responsible for the
process of creating goods or
services for sale to customers

5. Systems Analyst

e. American English term for the
top manager of acompany

6. Managing Director

f. person responsible setting up
training opportunities  for
employees

7. Marketing Director

g. the person responsible for

computer  operations in  a
company
8. Production Director h. person responsible for

managing product development,
promotion, customer service, and
selling

9. Customer Service Manager

i. person responsible for markets
in other countries

10. Staff Development Officer j. manager responsible for
personnel issues

11. Finance Director k. person responsible for
relationships with customers

12. Exports Manager . person responsible fro

presentation and control of profit
and loss
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Task 2. Customer service manager is a noun compound. The
word manager is qualified by service and the word service is
qualified by customer. Customer service manager means a
manager of service(s) for customers. Noun compounds
(compound nouns) are common in English. Find the other
examplesin the previoustask and explain them.

Task 3. Learn the active vocabulary.

1. | each successivelevel KaXKIbIit HOCJIS Y FOIIN I
YpPOBEHb

2. | hierarchy Hepapxusi

3. | superior BBIIIECTOSIIHIA

4. | immediate subordinates HETIOCPEICTBCHHBIC
HOTYMHCHHBIE

5. | chain of command CcHCTEMA MMOAYUHEHUS,
cyOoparHanus

6. | elaborate CITOJKHBIN

7. | internaly determined transfer | mensr s KMCHONB30BaHMS

prices TOJIBKO BHYTPH KOMITAHHH

8. | topasson responsibility nepeaBaTh MOJTHOMOYHS

9. | todissolve pacrnanaTbes

10. | toreassign HEePETIOTUUHSATh

11. | to be divided JIETUTHCS

12. | to bein charge 3aHUMAThCA

Reading / comprehension activities
Task 4. Read, trandate the following text and try toretdl it.

Company structure

Most organizations have a hierarchica or pyramidal
structure with a single person or a group of people at the top, and an
increasing number of people below them at each successive level. A
clear line or chain of command runs down the hierarchy, so that al
employees know who their superior or boss is, to whom they report,
and who their immediate subordinates are, to whom they can give
instructions. Some people in an organization have an assistant who
helps them; this is an example of a staff position: its holder has no
line authority, and is not integrated into the chain of command.
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Yet the activities of most large organizations are too
elaborate to be organized in asingle hierarchy, and require functional
organization, usually with production or operations, finance,
marketing and personnel departments.

Large companies manufacturing a wide range of products,
eg. Genera Motors, are normally decentraized into separate
operating divisions, each with its own engineering, production and
sales departments.

Businesses that cannot be divided into autonomous divisions
with their own markets can simulate decentralization, setting up
divisions that use internally determined transfer prices when dealing
with each other. An inevitable problem with hierarchies is that
people at lower levels are unable to make important decisions, but
are obliged to pass on responshbility to their boss, unless
responsibilities have been explicitly delegated.

One solution to this problem is matrix management, in which
people report to more than one superior: e.g. a brand manager with
an idea can deal directly with the appropriate managers in the
finance, manufacturing and sales departments.

Another, more recent, idea is to have a network of flexible
groups or teams, instead of the traditional departments, which are
often at war with each other; they are formed to carry out a project,
after which they are dissolved and their members reassigned.

Let's have a look at a fairly typical organization for a
manufacturing firm. 1’ s divided into Finance, Production, Marketing
and Human Resources departments. The Human Resources
department is the simplest. It consists of two sections. One is
responsible for recruitment and personned matters; the other is in
charge of training. The Marketing department is made up of three
sections: Sales, Sales Promotion, and Advertising, whose heads are
all accountable to the marketing manager. The Production
department consists of five sections. The first of these is Production
Control, which is in charge of both Scheduling and Materias
Control. Then there's Purchasing, Manufacturing, Quality Control,
and Engineering Support. Manufacturing contains three sections:
Tooling, Assembly, and Fabrication. Finance is composed of two
sections: Financial Management, which is responsible for capital
requirements, fund control, and credit, and Accounting.
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Task 5. Find the other four verbsin the text that mean the same
asto consist of ?
a

b.
C.
d.

Task 6. Answer the questions.

1. Describeahierarchical or pyramidal structure of acompany.

2. What isaninevitable problem with hierarchies?

3. What two solutions to this problem were mentioned in the
text?

4. What departments does a typica organization for a
manufacturing firm have?

5. What sections does the Production department consist of ?

6. What is Financial Management responsible for?

Vocabulary activities
Task 7. Match thewordswith their definitions.

1. innovation a. making different types of
products

2. diversification b. a selection or series

3. range c. to put into practice

4. division d. the introduction of anew idea

5. to implement e. a sector

Task 8. Completethe passage using the words from the previous
task in the correct form. Translate the passage.

The key to Philips success can be described by two words.
The first is 1 ; the company designers are
continually developing and creating new products. The second is
2 ; Philipsis active in about 100 businesses varying
from consumer electronics to domestic appliances and from security
systems to semiconductors. With such a wide 3 of
products the company needs a complex system of management. Each
product 4 has its own chairman; most of these
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chairmen are members of the Group Management Committee, which
5 al company decisions and plans. The
Supervisory Board monitors the general business of the group and it
also advises and supervises the Board of Management.

Task 9. Complete the sentences using verbs and prepositions
from the box in the correct form.

| belongto benefit from reportto resultin depend on believein |

1. In the purchasing department there is a manager, and five
employees who her.

2. In this company, we firmly the value
of creativity and innovation.

3. The development of computer technology has

enormous changes in the way that people

work.

4. Whether or not we succeed in creating and selling new
products anumber of factors.

5. Most of our staff a least one of the

company’s sports or leisure clubs.
6. The Personnd Manager thinks that we would al
further training in how to use the office

software.

Task 10. Draw an organization chart. Use thefollowing plan.
1. President / Chairperson

2. Board of directors

3. Board of management

4. Supervisory board group management committee

5. Main departments of a company

6. Sections of each department.

7. Subsections of a section.
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Grammar: Past Simple (I did)

Regular verbs: worked
Irregular verbs: went
I/he/shefit was
wef/you/they were
It rained.

Did it rain?

It didn’t rain.

Task 11. Put one of these verbs (in Past Simple) in each sentence.

Trandate the sentences.
| collect sell can buy make need summarize use |
1. We this car when | was 18 and |
driveit since then.
2. John the dataand avery good report.
3. We money so we that branch of our
company.
4. He and a lot of datigtics on this

problem to predict future trendsin this sphere of economics.

Task 12. Write questionsin Past Smple. Trandate them.

1. How long / you / collect the data on the demand for these
commodities?

2. You [/ wuse only secondary data in your report?

3. The number of people for asurvey / large enough?

4. What / you / do / to understand this problem better?

5. The government / formulate appropriate economic policies to
solve this problem?
6. You / have enough money to buy everything you needed?
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Task 13. Put the verb into the correct form (Past Simple).
Tranglate the sentences.

1. We (not / do) a complete survey because we (not / have) enough
time.

2. They (not / answer) this question because they (not / be) ready for
it.

3. The economist (not / predict) these changes because he (not /
have) all the data at hand.

4. The company (not / be) interested in the investments because they
(not / understand) what profit it would make.

5. He (not / want) to conduct a survey because he (not / have) enough
knowledge.

Task 14. Trandate into English.

1. V nHac He ObUIO CPENCTB, MOSTOMY MbI HE BBITIOJHWIN
TMIOJTHOE MCCIIEIOBAaHHE PBHIHKA.

2. Uro THI caenan, 94ToObl peluTh MpodiieMy?

3. VY Te0s 10CTaTOYHO JICHET, YTOOBI KYIUTh BCE HEOOXOUMOE
TUTSE KOH(EPEeHITNU ?

4. Hama xommanus He ObUIa 3aMHTEPECOBAaHA B MHBECTHIIMSX.

5. MbI He X0Tenu NPOBOANUTE KOH(PEPEHIIHIO, TIOTOMY YTO y HacC
He OBUIO I0CTaTOYHO BPEMEHH.

6. IlpaBurenpcTBO chopMyITHpPOBAIO HKOHOMHUYECKYIO
MOJIUTUKY JUIS PELICHUS TAHHOW MPOOIEMBI.
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Discussion: International Business Styles
Task 1. Read the following text. Pay attention to the wordsin a
bold type and write down their trandations.

The characteristics of management often vary according to
national culture, which can determine how managers are trained,
how they lead people and how they approach their jobs.

The amount of responsibility of any individud in a
company depends on the position that he or she occupies in its
hierarchy. Managers, for example, are responsible for leading the
people directly under them, who are called subordinates. To do this
successfully, they must use their authority, which is the right to take
decisions and give orders. Managers often delegate authority. This
means that employees at lower levels in the company hierarchy can
use their initiative that is make decisions without asking their
manager.

Task 2. Read the portraits of managersin five different countries
and decide which country each one corresponds to. Choose from
the following countries:

The portraits of managersin different countries

Germany

Poland

Sweden

The United Kingdom
The United States

1. Managersfrom this country

- consider professonal and technical skills to be very
important
have a strong sense of authority
respect the different positions in the hierarchy of their
companies
clearly define how jobs should be done
are very loya to their companies and expect their
subordinates to obey them
are often older than in other countries.
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2. Managersfrom this country
- receive ageneral education
delegate authority
take a practical approach to management
have relatively formal relationships at work
encourage their employees to work individually
believe it is important to continue education and training at
work
3. Manager s from thiscountry
- consider socia qualitiesto be asimportant as education
encourage their employees to take an interest in their work
pay close attention to the quality of working life
do not use as much authority asin other countries
appreciate low-level decision-making
are often women.
4, M anager sfrom this country
- generally attend business schools
communicate easily and informally at work
admire the qualities of aleader
expect everyone to work hard, individual performance is
measured and initiative is rewarded
have competitive and aggressive attitudes to work
often accept innovation and change
5. M anager s from this country
- older managers hold technical degrees rather than business
gualifications
work long hours and expect their subordinates to do so
are extremely innovative, optimistic and determined
are quick to invest in the development of new products,
market techniques and methods of production and
distribution

46

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

Task 3. Match the words from the text with their corresponding

definitions.

1. abroad a. something done in a society
because of tradition

2. minefield b. able to understand others
feelings

3. apitfal c. inor to aforeign country

4. acustom d. something that expresses
admiration

5. etiquette e. to show or represent

6. scheduled f. rude or insulting

7.to beasign of g. a dituation with hidden
dangers

8. offensive h. forma rules for polite
behavior in society

9. a compliment i. alikely problem

10. sensitive j. arranged for a certain time

Task 4. Complete the passage using words from the previous
task in the correct form. Summarize thetext in several sentences.

Gift giving
In Great Britain and the United States corporate gift giving is
not avery popular 1 ; people can spend their entire working

lives without ever receiving a corporate gift. However, gift giving is
something an integral part of the negotiation process when doing
business 2 . It is important to learn about the
3 of gift giving before sending or taking a gift to an
international client or business partner, or you may find that your
gesture appears 4 . For example, in China a desk
clock 5 bad luck or death. It is also interesting to note
that the receiver never opens a gift in front of the giver as that would
signify that the content was more important than the act of giving.
Waiting for the person to open your gift would show that were not
6 to Chinese culture. In France, don’t give something
with your company logo, as they find items like this impersona and
in bad taste. Giving knivesin Italy, Russia or Argentina could lead to
problems in establishing a deal as this signifies cutting off the
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relationship! Giving flowers is another possible 7 . In
England, Australia and Canada, some people see white lilies as a
symbol of death while in Germany, yellow and white
chrysanthemums could be seen this way.

Task 5. Read the text about social etiquette for business people
and retell it in 3 sentences.
Social etiquette:
Tiptoeing through the minefield
Do
show an interest in, and at least an elementary knowledge of
the country you are visiting;
learn a few words of the language — it will be seen as a
complement;
be sensitive to countries who have bigger and better known
neighbors, and try not to confuse Canadians with Americans,
New Zealanders with Australians, Belgians with French;
Familiarize yourself with the basics of business and social
etiquette. As a starting point, learning how to greet people is
very important.
Don’t
- Assume you won't meet any communication problems
because you speak English. You may think you are paying
somebody a compliment by telling them their business is
going a bomb. Americans will infer you think it isfalling.
Appear too reserved. As Americans are generaly more
exuberant than their European colleagues, they may equate
reserve with lack of enthusiasm.

Task 6. Complete each sentence below with an adjective or a
noun of nationality, using the information in the accompanying
passages.
Adjectives and nouns of nationality
1. Packard Bell has aready taken a significant share of the US
computer market and has performed better, in some areas, than
its main national rivals Compag and Apple.
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Compag, Apple and Packard Bell are computer

companies.

2. Nordak is currently recruiting a senior manager who will head up
the UK office of itsforeign subsidiary.

Nordak is not of origin.

3. The shares of Heineken NV have reached a record level in their
home market in Amsterdam, Holland.

Heinekenisa company.

4. Whenever we set up a foreign subsidiary, we always make sure
that it is managed by someone from the country concerned. That
will be the case with our new operation in Finland.

Our new subsidiary will be managed by a

5. The authorities in Japan now alow foreign firms to manage
investment funds on the Tokyo market.

The Tokyo maket was  previoudy  redtricted to

firms.

6. Thisyear we have decided not to attend the trade fair in Milan as
the date coincides with a similar but more important event in
Viennain Austria.

We will be attending the trade fair.

7. Our main markets are Easten Europe and North America.
However, we also do some business with Portugal.

The are our best customersin Western Europe.

8. Although our company was originaly from Sweden, four years
ago we transferred all of our operationsto Switzerland.

The company is no longer . Today it is

9. Next year the presidency of the commission will be taken by
Spain.
The commission’s new president will be a
10. The country is one of the most attractive destlnatlons for
business investment in the EU and its capital, Dublin, has
excellent facilities.
Many companies are setting up operations.
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Task 7. Match the words from the three columns below to make
sentences. Transform the names of the countriesinto adjectives.
Example: IBM isan American computer company.

Ferrari Holland beer

Philips Britain Seaport

Carlsberg Italy TV channdl

BBC1 Turkey €l ectronics company

Istanbul Finland mobile phone
company

Nokia Denmark car manufacturer

Task 8. Complete the sentences below using the expression in the
box in the correct imper ative form, positive or negative.

study invest be flexible
expect (2) assume judge
increase beware leave

1 attitudes like ‘my way is the only way’
behind.

2. , be curious and fascinated instead.

3. some time in preparing yourself for
encounters with other business and cultural styles.

4, your understanding of the countries and
cultures you are visiting by attending cross-culturak
seminars.

5. the general protocol and etiquette of the
country or countries you are visiting.

6. delays, frequent changes in plans and
cancellations.

7. to have easy access to your e-mail while on

the road. In some cases it may be impossible to log on to
your internet server remotely.
when negotiating prices.
that market or sales techniques that work in
your country, work in others.
10. of drinking too much alcohol over a business
lunch; you might need to make important decisions.

© ®©
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Unit 3: check-up

Tranglateinto Russian:

Chief Executive Officer, Human Resources Director, hierarchy,
immediate subordinates, chain of command, internally determined
transfer prices, to pass on responsibility, to be in charge,
diversification, to report to a manager, creativity and innovation, to
depend on a number of factors, to belong to.

10 points.

Translateinto English:

KaXXIbIil NOCIEAYIOIUN YPOBEHD —
BBILIECTOSAIIUNA MEHEIDKED —
nepeaaBaTrb MMOJIHOMOYUA —
CJIO)KHAs CTPYKTypa OpraHu3aiuu —
pacnaznaTecs —

JEJIUTHCS —

MOJIy4aTh MOJb3y OT JaJIbHEUIIEH MOJrOTOBKU —
[JIaBHBIE OTIENBI KOMITAHUH —
COBET AUPEKTOPOB —

COBET MEHEKEPOB KOMITAHUHU —

10 points.

Choosetheright variant:

1. You solved the problem! What you do to doit?

a dob. will c. did

2.1 have enough information to answer that question.
a don’'t b. didn’t c. did

3. The economist predict the changes of the last year.
a can't b. couldn't c. won’t be able

4, you have enough time to do what you wanted?

a doesb. doc. did

5. What department he work in before his appointment as a
manager?

a do b.did c.didn't

10 points.
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Business English: Careers
Task 1. The phrases below all include the word ‘career’. Match
them to their correct meanings.

1. career ladder - something you do in order to
progress in your job

2. career move - period of time away from your
job to, for example, look after
your children

3. career break - seriesof levelsthat lead to better
and better jobs

4. career plan - chancesto start / improve your
career

5. career opportunities - ideasyou have for your future
career

Task 2. Complete these sentenceswith the verbs from the box.

make climb take have decide offer

1. Employees in large multinationals excellent career
opportunitiesif they are willing to travel.

2. Some people a career break to do something
adventurous like sailing round the world.

3. Oneway to acareer moveistojoin asmall but rapidly
growing company.

4. In some companiesit can take yearsto the career
ladder and reach senior management level.

5. Certain companies career opportunities to the
long-term unemployed or to people without formal qualifications.

6. Ambitious people often on acareer plan whilethey are
still at school or university.
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Task 3. Look at he groups of words below. Cross out the noun or
noun phrase which doesn’t go with the verb in each group. Make
sentences using these phrases.

Example: You can make a fortune with a career in computers.

1. make afortune 4.do research
progress amistake
aliving ajob
atraining course your best

2. get progress 5. take apension
apromotion time off
the sack early retirement
anine-to-five job abreak

3.earn abonus 6. work flexitime
apart-time job anti-social hours
money overtime
40 thousand an office job

Task 4. In your opinion, which three qualities below are the most
important for a successful career in business?

being on time - being adaptable (open to
new ideas)

having ambition - knowing about
computers

working hard - having a sense of humor

getting on with people - looking smart

(being friendly)

Task 5. Callette Hill runs a public relation company that advises

clients on human resources and recruitment. Read about her

opinion of best qualities. Compare her opinion and your
answers.

- | would offer three particular qualities | think. First you need to
be able to get on with people. Whatever job you are going to
have colleagues and customers. You need to be able to get on
with people at al levels. Second, you need to be adaptable.
Businesses go through constant change. Your role will change,
as will the people you work with, even the place where you work
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sometimes. And finally, of course, you need a sense of humor to
keep it al in proportion.

Task 6. Read about Collette’s opinion of how to prepare for a
job interview. Retel this text starting your sentences with ‘you
should’, ‘you can’, ‘you’d better’, ‘you may’.

- It redly helps if you look at it from the point of view of the
interviewer. Find out all you can about the company to show
you're redly interested in the opportunity. Y ou can look up how
old it is, what it does, how many people it employs, how fast it is
growing. Then at the interview, help the interviewer by
answering their questions fully, but sticking to the point; don't
talk too long. It's important to ask the interviewer questions, for
example, ‘What is your medium-term plan for the company? or
‘What is your policy on training and development? These sorts
of questions show you're potentially interested in staying, not
just looking for a short-term contract.

Task 7. Match the possible questions of a job interviewer with
the possible answers.

= Can | get you anything?

1. It's 43 thousand.

= Could | confirm your contact
details?

2.Yes, | useit alotin my current
job.

= Can you use this software
package?

3. | can let you know next week.

= Can you speak any other
languages?

4. Thank you. A coffee, please.

= Could you tell us more about
your present job?

5. Yes, the address is the same,
but my email has changed.

= Could you tell me your current
saary?

6. I'd love some. Thank you.

= Would you let us know your
decision as soon as possible?

7. Wdll, I'm currently
responsible for European sales.

= When can you start?

8. Yes, | can speak French and
Spanish.

= Would you like some more
coffee?

9. My notice period istwo
months.
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Task 8. Work in pairs. Make up your own dialogs using the
phrases from the previoustask.

Task 9. Read the 1% telephone conversation. Underline useful
expressions and use them in your own dialogs.

Dialog 1.

A: Good morning. VTS. Which department, please?

B: I’d like to speak to Carmen Brown in human resources, please.

A: Thank you. Hold on, I'll put you through.

C: Hello. Human resources.

A: Hello. Isthat Carmen Brown?

C: Speaking.

A: Yes, I'm phoning about your advert in Careers Now. Could you
send me an application form, please?

C: Certainly. Can | take some details? Could you give me your name
and address, please?

A: Sure, it's.... And my addressis......

Task 10. Read the second and the third telephone conversations.
What isthe differ ence between them? Make up similar dialogs.
Dialog 2.

A: Hello, Could | speak to Andrea, please?

B: I'm afraid, she’ s not here at the moment. Can | take a message?

A: Yes, please. Thisis John from Intec. Could you tell her | won’t be
able to make the training course on Saturday. She can call me back if
there' s aproblem.

B: OK. Thank you. Good bye.

Dialog 3.

A: Hi, John. Dave here.

B: Oh, hello, Dave. How are you?

A: Fine, thanks. Listen, just a quick word.

B: Year, go ahead.

A: Do you think you could let me have the fax number for Intercom
company? | can’'t get through to them. Their telephone number is
always engaged.

B: I've got it here. It's 020 4578 2389.
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A: Sorry, | didn’t catch thelast part.
B: It's 2389.

A: OK. Thanks. Bye.

B: No problem. Bye.

Task 11. Match the phrases which are closein the meaning.

Canltakto... 1. I'mphoning about .....

Just a moment. 2. Could you give me your
name and address?

I’ll connect you. 3. How areyou?

Am | speskingto ....? 4. The phone is aways
engaged.

Yes, it'sme. 5. Don't mention it. It's
OK.

The reason I'm calling is 6. Sorry, | didn’t catchit.

Can | have your name 7. Speaking.

and address?

How are things? 8. Letmehave.....
Could you give me...? 9. I'll put you through.
The phone is aways 10. Hold on.

busy.

Sorry, | didn’t hear it. 11. I'd like to speak to...
No problem. 12. Isthat ......?

Task 12. Work in pairs. Make up your own dialogs using the
phrasesfrom the previoustask. Writeit down below.

Task 13. Trandateinto English:
KapbepHas JIECTHHUIA —
MPOJIBHKEHUE TI0 CITYX0e —
MEePCIIEKTHBBI POCTa Kapbepbl —
IpephIBaTh Kapbepy —

IMOJIYy4YUTh INOBBIIIICHUC —
3apabortaTh 40 ThICAY 10JUIAPOB —
paboTath 1Mo rubKoMy rpaduxy —
BEITIONHATH paboTy —
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3apabaThiBaTh HA )KU3Hb —
MMETh MPOrpecc B Jiesiax —

Writing
Task 14. Read the following application letter from the candidate

for the position of Economist, Joanna Breach. Write a similar
application letter.

ul. Nowogrodzka 29

01-215 Warsaw
Poland
Fast-Track Inc.
1225 Federa Street
Boston, MA 02110
USA 25 February 2010

Dear Sir or Madam

| would like to apply for the job of Economist. | have worked at Fast-
Track since | left school 12 years ago. | have had some of the best
results, with good knowledge of statistics techniques. However, |
also have a Diplomain Marketing, which | obtained doing evening
classes at the University of Warsaw Business School. | believe this
combination of practical experience and qualifications makes me an
ideal candidate for the job that Fast-Track is now offering.

| am aso developing my language skills. | leant Russian at school.
My English is quite good, and | am taking evening classes at the
University Language Centre to improve my level.

Of course, I'll be glad to say more about my suitability for the job if
invited for an interview.

Yours faithfully

Joanna Breach

57

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

Module 1. Individual work

1 variant
Task 1. Read, trandate and retell the following text. Match up
the following wordswith the underlined wordsin the text:

Business objectives and values

bringout distributes fired firm
rewarded remunerates result sell off
hostile take over  other possible investments the shareholders

One definition of a company isthat it is nothing more than a
sum of other people's money invested in productive capacity or
services which produce a profit greater than (1) the opportunity cost
of the capita involved. From this definition follows the belief that
the role of a company is to maximize its value for the shareholders.
The managers must be permanently concerned with maximizing
value, and not only if there's the threat of a (2) raid. They have to
concentrate exclusively on activities that create value, so that the
company will regularly (3) divest less profitable operations, acquire
other profitable businesses, and restructure itself.

According to the logic of "value-based management", it is
not enough to (4)_launch a successful new product occasionally, and
to revitalize existing mature products by effective marketing
programmes. The company has to develop structures that allow it
consistently to create added value. These structures will include the
way in which it (5) allocates financial and human resources,
measures performance, and (6) pays its top managers. One problem
with this approach is that it is unlikely to motivate employees who
know that they could at any time be (7) dismissed to reduce costs, or
that their section could be sold or "restructured” out of existence if it
is considered to be producing insufficient value. Financia objectives
will probably only motivate a few people in the head office, and only
then if they are (8) paid in proportion to the company's value.

Other management theorists argue that profit is not an
objective in itself, but a natural (9) consequence of doing something
well. Profit is like health: you need it, and the more the better, but it
is not why you exist. You exist to provide a product or service.
Employees are more likely to be motivated by qualitative corporate
purposes than quantified ones. A company which declares that its
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central values include a commitment to produce high quality goods
or reliable services, while respecting each individual employee, is
more likely to inspire everybody, from middle managers down to
shop-floor production workers. These are values that everybody in
the (10) organization can share.

An adternative to vauebased management is the
"stakeholder" model, which suggests that a business organization has
responsibilities to everyone with a stake in, or an interest in, or a
claim on the firm, including employees, suppliers, customers, and the
local community. According to this view, a company has to balance
the interests of (11) its owners with those of the other groups of
people concerned by its existence.

Task 2. Match up the words below to make collocations from the

text.

1. launch a. workers

2. maxamise b. costs

3. motivate c. employees
4. productive d. aproduct
5. reduce e. vaue

6. shop-floor f. capacity

Task 3. Make up three short dialogs with any three collocations
from the previoustask.

1

2.

3.
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2 variant

Task 1. Read, trandate and retell the following text. Read the
text and then decide which of the three summaries most fully and
accurately expressesitsmain ideas.

Competitive strategy and advantage

In two very influential books, Competitive Strategy (1980),
and Competitive Advantage (1985), Michad Porter argued that
growth and diversification alone do not guarantee a company long-
term success. Instead, success comes from having a sustainable
competitive advantage, which derives from the value a company
creates, in excess of its production costs, and passes on to its
customers. Size aone guarantees nothing: industry leadership is an
effect of competitive advantage, not a cause. Contrary to popular
belief, a company's optimum market shareisrarely very large.

Porter outlines five competitive forces at work in an
industry: rivalry among existing firms, the threat of new entrants, the
threat of substitutes, and the bargaining power of both buyers and
suppliers. Interfirm rivary affects prices, advertising and sales
budgets, and so on. The threat of the entry of new competitorsin an
industry limits the prices a company can charge, and often results in
expensive investment designed as a deterrent. The power of large
buyers such as retail chains, and the possibility of consumers
switching to cheaper substitute products, both limit prices. Powerful
suppliers determine the cost of raw materias. Successful firms are
the ones which sustain their competitive advantage by making sure
they retain their value, and that it isn't lost to industry rivals, new
entrants, or lower prices, or appropriated by powerful buyers or
suppliers.

Within these competitive constraints, Porter isolates three
generic strategies that can give a company a competitive advantage:
cost leadership (a cheaper product); differentiation (a better product
than those of competitors); or focus on a narrow market segment. He
criticizes buying companies rather than beating them, and
diversification for its own sake, suggesting - like most other
prominent business authors - that companies should rather look for
strategic, synergy-producing links among business units in related
industries.
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First Summary

Michad Porter argues that success comes from growth,
diversification, low production costs, and having a competitive
advantage. Firms must protect this advantage against competitors,
new entrants, and their customers. A competitive advantage can be
the result of having a cheaper or better product than competitors, or
diversifying into unrelated market segments.

Second Summary

Michadl Porter argues that success comes from having a long-term
competitive advantage m creating value and passing it on to
customers. Firms must ensure that the value they create isn't eroded
by competitors, or appropriated by buyers or suppliers. A
competitive advantage can result from cost leadership,
differentiation, or succeeding in anarrow market segment.

Third Summary

Michad Porter argues that success comes from competitive
advantage and a small market share. Companies have to prevent
competitors entering their industry, and ensure that competitors or
customers do not reduce their profits. Success can come from having
a cheaper or a better product, from focusing on a narrow market
segment, or from diversification into new industries.

Task 2. Match up the words below to make collocations from the

text.

1. bargaining a. advantage
2. business b. costs

3. competitive c. entrants
4. cost d. leadership
5. inter-firm e. power

6. market f. rivalry

7. new g. segment
8. production h. units

Task 3. Make up three sentences with any three collocations
from the previoustask.
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Module 2. Areas of management

Unit 4: Production and oper ations management

Pre-reading activities
Task 1. Hereyou can seethe standard process of product design
and development:
. ldea generation
. Product selection
. Preliminary design
. Final design
. Facilitiesexist 5. New facilities required
. Process selection
. Capacity planning

Production planning

No ok~ WDNE

Match up the sentences below with the different stages of the
sequence given above.

a. Carry out a market analysis, an economic analysis, and a technical
feasibility study.

b. Determine production capacity and production schedule.

c. Develop and test preliminary designs, and make fina
specifications.

d. Evaluate alternative designs in terms of reliability, maintainability,
and so on, and their producibility.

e. Evaluate aternative technol ogies and methods, and decide whether
to develop them or license them from other companies; select
specific equipment and process flow.

f. Search for consumer needs, consider alternatives, select best idea
g. Select production facility.

Task 2. In what order arethese two sets of activitiescarried out?
Part 1.

a. Choose a specific design

b. Develop versions of the product

¢. Search for an unsatisfied consumer need

d. Select apotential new product

e. Test the prototype product
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Part 2.

f. Determine production capacity

g. Establish a production schedule

h. Select a manufacturing process

i. Select a production facility

j- Select equipment and factory layout

Task 3. Fill in the gaps in the following paragraph with the
correct lettersfrom task 2 (1 part) above:

First of al the company hasto ...... Thenit hasto ...... The next stage
isto ... After that, the company will ...... Finaly it has to ..... ,
before deciding whether to manufactureit.

Use the following expressionsto expr ess the sequence of actions
and write down about the process described in task 2 (part 2):

Firstly ...

First of al ...

To start with ...

Secondly ...

Then ...

At thispoint ...

Thirdly ...

Next ...

After that ...

Subsequently ...

Finaly ...

Task 4. Learn the active vocabulary.

1. | todistribute pacnpenensiTh,
pacupocTpaHsTh

2. | onschedule 1o rpauKy, 1o 1iaHy

3. | volume of output 00bEM MMPOM3BOJICTBA

4. | toreduce COKpAIIaTh

5. | lead time BpeMsl POU3BOJICTBEHHOTO
UKJIa
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6. | return on assets PEHTa0ETHbHOCTD aKTHBOB

7. | incompatible HECOBMECTUMBIT

8. | flexihility THOKOCTh

9. | trade-off KOMITPOMHCC

10. | to customize products U3TOTABJIMBATH MPOITYKIIHIO

11. | to deliver IIOCTAaBIIATH, IIOCTABIIATE

12. | raw materials CBIpBE

13. | supplies MaTepUabl

14. | increasing automation paciIMpeHne aBTOMATH3AIUH

15. | to treat the public OTHOCHTBCS K TyOJIHKe, K
HOTPEOUTENSM U MTOKYATEIISIM

16. | staff training o0yueHue nmepcoHaa

17. | research and devel opment Hay4YHO-HCCIIeI0BATEIbCKAS
paboTa, uccreoBaHus 1
pa3paboTku

18. | toface CTaJIKMBAThCS

19. | to take into account NPUHAMATH BO BHUMaHHE,
YUHUTHIBATh

20. | operational capability MIPOM3BOICTBEHHAS] MOIITHOCTD

21. | equipment regquirements TpeOoBaHMsI K 000pyJ0BaHHIO

22. | salesforecasting POrHO3 00bEeMa MPOJIAK

23. | capacity MOIITHOCTb

24. | floor layout TUTAHUPOBKA 3aBOJIA

25. | hiring of staff npueM Ha paboTy nepcoHaa

26. | inventory of parts 3arac 3amyacTei

27. | finished products TOTOBBIC TOBAPHI

Reading / comprehension activities

Task 5. Read, trandate thefollowing text and try to retell it.

Production and operations management
Manufacturing companies require three basic functions:
finance, production or operations, and marketing. Finance raises the
capital to buy the equipment to start the business, production or
operations makes the product, and marketing sells and distributes it.
Operations management is also of crucia importance to service
companies.
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The objectives of the production department are usually to
produce a specific product, on schedule, a minimum cost. But there
may be other criteria, such as concentrating on quality and product
reliability, producing the maximum possible volume of output, fully
utilizing the plant or the work force, reducing lead time, generating
the maximum return on assets, or ensuring flexibility for product or
volume changes. Some of these objectives are clearly incompatible,
and most companies have to choose between price, quality, and
flexibility. There is an elementary trade-off between low cost and
guality, and another between low cost and the flexibility to
customize products or to deliver in avery short lead time.

Production and operations management obviously involves
production plants and factories or service branches, and the
equipment in them, parts (raw materials or supplies), processes (the
steps by which production or services are carried out), and planning
and control systems (the procedures used by management to operate
and monitor the system). But it aso involves people - the personnel
or human resources, who will always be necessary in production and
operations, despite increasing automation. People are particularly
important in organizations offering a service rather than making a
product. Such organizations exist to serve the customer, but it can
also be argued that they have to serve their workforce, because
workers will often treat the public the same way that management
treats them, so staff training and motivation are clearly important.

Manufacturing companies al have to decide how much
research and development (R&D) to do. Should they do fundamental
or applied research themselves, or use research institutes,
universities, and independent research laboratories, or simply license
product or service designs from other organizations as necessary?
Companies are faced with a 'make or buy' decision for every item,
jprocess or service.

Decisions about what products to make or what services to
offer have to take into account a company's operational capability,
and labour, capital and equipment requirements. Introducing new
products obvioudly requires accurate sales forecasting. If it is
necessary to construct a new plant or facility, decisions have to be
made concerning its location, its size or capacity, the floor layout, the
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hiring of staff, the purchase of equipment, the necessary level of
inventory of parts and finished products, and so on

Task 6. Decide whether the following statements are TRUE or
FALSE.

1. Production or operations management is important to all

businesses. TRUE/FALSE
2. Production departments usually concentrate on quality, quantity,
and flexibility. TRUE/FALSE

3. Workers who are treated well will probably be more productive.
TRUE/FALSE

4. Large companies are generaly obliged to do their own research

and development. TRUE/FALSE
5. Decision-making concerning new products or the building of new
production facilities follows sal es forecasting. TRUE/FALSE
Task 7. Match up these words to make collocations:
1. human a. companies
2. lead b. laboratories
3. manufacturing C. management
4. operations d. materials
5. raw €. 0n assels
6. research f. resources
7. return g. time
8. staff h. training
Task 8. Match up the following verbs and nouns:
1. do a. capital
2. make b. customers
3. forecast c. aplant
4. hire d. aproduct
5. purchase e. research
6. raise f. sales
7.serve g. staff
8: utilize h. raw materias
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Vocabulary activities
Task 9. Ten sentences in the text are unfinished. Choose the
correct sentence endingsfrom atoj below.
Factory capacity

Manufacturing companies have to make difficult decisions
concerning the size of their production capacity. Having a large
capacity enables a firm to meet unexpected increases in demand.
When there is strong market growth and insufficient capacity you
have to move fast: insufficient capacity, leading to a long lead time
and slow service, may cause customers to go to other suppliers, and

[1...].

Furthermore, lost sdles and lost market share tend to be
irreversible. On the other hand, occasional over demand has to be
balanced against overcapacity, which might lead to under-utilizing
the workforce, which is clearly expensive, or make it necessary to
reduce prices to stimulate demand, or [2....].

Y et most companies budget for a certain capacity cushion -
an amount of capacity in excess of expected demand. It is aso
necessary to plan for occasiona downtime, [3....]. Capacity can also
be affected by externa considerations such as government
regulations concerning working hours, safety, pollution levels, and
so on, trade union agreements, and [4....]. There are aso interna
considerations such as the training and motivation of the personnel,
the capabilities and reliability of the equipment, the control of
materials and quality, and [5....].

Producing in large quantities allows afirm to take advantage
of quantity discounts in purchasing, and lowers the average fixed
cost per unit produced, as each succeeding unit absorbs part of the
fixed costs, giving [6....]. The best operating level is the level of
capacity for which the average unit cost is at a minimum, after which
there are [7....]. There are also disadvantages to having large-scale
facilities. Finding staff becomes more difficult, and [8....]. Moreover,
the working environment, and consequently industria relations, are

[9...].

A plant'sidea capacity is very likely not maximum capacity
- e.g. operating 24 hours a day, with three shifts of workers - as this
may be inefficient in terms of higher labour costs (shiftwork or
overtime payments), [10....].
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a. alow competitorsto enter the market

b. diseconomies of scale

c. economies of scale

d. frequently less good in large factories

e. higher maintenance expenses, and so on

f. the capabilities of the management

0. the capabilities of suppliers

h. the logistics of material flow become more complicated
i. to produce additional productsthat are less profitable

j. when production stops because of equipment failures

Task 10. Match up thefollowing collocations from the text:

1. capacity a. costs

2. expected b. cushion

3. fixed . demand

4. government d. environment
5. market e. flow

6. materia f. levels

7. pollution g. regulations
8. working h. share

8 paints.

Task 11. Make up 2 sentences with any two collocations.
1
2.

Grammar: Present Perfect (I have done)

|/wefthey/you have worked
He/shefit hasworked
I’velost my keys
| haven't lost my keys
Have you lost your keys?

Task 12. Read the situation and then write a suitable sentence,
usetheverb in the bracketsin Present Perfect.

68

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

1. He is looking for his papers. He can't find them. (lose)

2. The company produced more goods a year ago.- Now it produces
less. (reduce production)

3. A week ago this agency collected the data. Now we see them in

newspaper. (publish)
4. Have you seen John anywhere? He isn't here. (go home)

Task 13. Write sentenceswith ‘already’.

Example. - Don’t forget to include these data in your report. —
I've already doneit.

1. Why don't you collect another set of data?
I

2. Shall | hire anew staff for this project?

No, |

3. Don't forget to ask them these questions.

I

Task 14. Make questions about things that someone has done in
hislife. Usethewordsin the brackets.

1. (you/ ever / be/to America?)
2. (you / read / any books on Management?)
3. (you / work / at this agency all the time?)
4. (how many times/ you / be/ here?)

Task 15. Answer the questionsusing ‘yet’.
1. Have you ever done aresearch?

2. Have you ever read this book?

3. Have you asked them to publish the data?
4. Has he bought a car?

Task 16. Write questionswith “how long' in Present Perfect.
1. Heison holiday. How long ....

2. Sheismarried. How long ...

3.l livein Lugansk. How long ....

4. They are making areport on this problem. How long ....
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5. John hasacar. How long ...
6. We are conducting a survey. How long ....
7. 1 know about this problem. How long ....

Task 17. Rewrite the sentences with since or for .

1. John lives here (since he was born). John....

2. Bill isunemployed (since April). Bill ....

3. Annisill (for the last few days). Ann ....

4. My brother is studying at university (for two years). My brother ...
5. They are working at this project (for two months). They ...

6. | have this house (for three years). | ...

Task 18. Complete the sentences, use so far.

1. We did a lot of work yesterday but we much so
far today.

2. She worked hard last term but this
term.

3. | saw John yesterday but today.

4. It rained a lot last week but it so far
this week.

5. 1 watched TV yesterday but | so far today.

Task 19. Trandateinto English.
a Kak nonro Tl yumscsi, 4ToOBl CTaTh MarbucTpoM B 001acTH
MEHEHKMEHTA?
Tel uutanm Kakue-HHOYJb KHHTH TI0  YIPABJICHUIO
MTPOU3BOICTBOM 7
CKOJIBKO pa3 BBl MTPOBOIMIIH aHAIHU3 PHIHKA?
Br1 korpa-HuOy b ONMyOIMKOBBIBAIIN 3TH JaHHbIE?
CKOJIBbKO BpEMEHH OH YK€ 0e3paOOoTHBINH ?
IToxa MBI POBEIH TOJBKO ABA UCCIICIOBAHUS PHIHKA.
S emie He cMOTpEIN TEIEBU30P CETOAHS.
MBI He BHJIEIIH €T0 elle CETOoIH.
JIMpeKTOp MOKa elle He YUTaJ Ball OTYeT.
Mgl ipopaboTanu HaJ 3TUM IPOEKTOM J[Ba MECSIIIA.

=

T TQ@ e e
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Discussion. Eating out: how culturally awar e are you?
Task 1. In Russia they sit down at cocktail parties. In Chinathe
most important guest is seated facing the door. In Japan a tip is
not expected; in France it is an insult not to leave one. Try the
quiz below. Underlinethe correct infor mation.
1. In Greece / Finland people frequently stop for lunch at 11.30 in
the morning.
2. In Switzerland / Brazl it's common to be up to two hourslate for a
party.
3. In Portugal / the USA abusiness lunch can last up to three and half
hours.
4. In Japan / Russia the soup is often eaten at the end of the meal.
5. In France/ Britain cheese is normally served after the dessert.
6. In American / German restaurants you may be asked if you want a
bag for the food you can’t eat.
7. 1n Arab / Asian countries you must wait for your host to serve you
the main meat dish.
8. In Mexico / Belgium you should keep both hands on the dinner
table where they can be seen.
9. At a Turkish / Chinese dinner table it is extremely impolite to say
how hungry you are.
10. The Japanese / British sometimes need to be offered more food
three times before they will accept.
11. American / Latin executives like to be invited to your home for
dinner.
12. In Belgium/ Spain an 11 o’ clock dinner is quite normal.
13. In Asian / Arab countries food is usualy eaten with just three
fingers of theright hand.
14. In Poland / Japan you should keep filling other quests’ glasses
until they turn them over.
15. In African / Asian countries it is the host who decides when the
guests should leave.

Task 2. Listen to the chatting over lunch of business people from
different countries. Then answer the questions.
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Questions on conversation 1.
1. What is Seiji worried about?

2. Seiji uses different expressions to stop his colleague choosing the
fugu. Complete them.

a It'srather ;

b. It' salittle ;

c. You may :

d. I think you'd :

e. Redlly, | think you should
3. What does David say when he decidesto change his mind?

Questions on conversation 2:
1. What is Han' s problem?

2. The Spaniards use different expressions to encourage Hans to try
the squid. Complete them.

a. We thought you might ;

b. You'll ;

c. You'll redlly
d. Thisis something ;

e It'sredly

3. What does Hans say when he refuses the Spaniards' offer?

Questions on conversation 3:
1. Why does L ouise have a problem choosing what to eat?

2. Jean-Claude and Louise mention lots of different cooking
methods. Complete them.

a

b

C.

d.

e.

3. Complete these extracts from the conversation:
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a ...nothingmade ____ pastry.

b. .... Nothing cooked ___ ail.

c. It comes potatoes and fresh vegetables.

4. Have you ever had lunch with anyone like Louise?

Task 3. Work with a partner. You are having a business lunch
together. Take turns to be the host and help your quest choose
something to eat and drink from your menu.
Y ou may choose from the following phrases:
- Now, what would you like to drink?

It all looks very good.

So, what do you recommend?

Is there anything you don't eat?

Y ou could try the lamb. That's very good here.

Shall we order a bottle of the house red?

Thisis absolutely delicious.

Could we order some mineral water, too?

Now, how about a dessert?

Better not. I'm on a diet.

No, no, | insist. You're my guest.
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Unit 4: check-up

Tranglateinto Russian:

Preliminary design, to distribute, volume of output, return on assets,
trade-off, to customize products, raw materias, research and
development, operational capability, sales forecasting, capacity,
hiring of staff, finished products, human resources, manufacturing
companies, operations management.

10 points.

Translateinto English:

BpEMSI POU3BOJCTBEHHOTO IHKJIA —
THOKOCTh —

IIOCTaBJIATh —

MaTepuabl —

o0OydJeHue rmepcoHana —

MNpuHUMAaTb BO BHUMAHUC —
TpeOOBaHUS K 000PYI0BAHUIO —
3amnac 3an4yacred —
WCCIIeIOBATEIbCKUE TA00PAaTOPUH —
crpoc —

10 points.

Choosetheright variant:

1. He donethisjob yet.

a didn’t b. doesn’t c. haven't

2.1 them al the questions yet.
a haven't asked b. didn’'t ask c. don’t ask
3. you found out the data | asked you to?
a did b. do c. have

4, they aready started a company?

a did b. have c. does

5. How long on holidays?

a wereyou b. have you been c. areyou

10 points.
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Business English: Great ideas

Task 1. Which of the following statements do you agree with?
Which do you disagree with? Why?

1. There are no new ideas.

2. Most of the best ideas are discovered by accident.

3. Research and development is the key to great business ideas.

4. There is nothing wrong with copying and improving the ideas of
others.

5. The best way to kill an ideaisto take it to a meeting.

Task 2. Match the verbs and nouns to make set phrases about
the benefits companies get from great ideas.

exploit 1. an award
extend 2. an opportunity
win 3. arange

make 4. amarket

enter 5. an opening
see 6. a breakthrough

Task 3. Match the verbs and nouns to make set phrases about
the benefits customers get from great ideas.

save 1. waste

fill 2. status

meet 3.agap

solve 4. aproblem
protect 5. aneed

enhance 6. time

reduce 7. the environment

Task 4. Complete the extract from a talk by the head of a
Research and Development Department with the correct form of
wordsfrom Tasks2 and 3.

Great ideas are generated in different ways. Sometimes an
idea may simply be when a company 1 exploits an opportunity to
2 the product range, to offer more choice to existing
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customers. Or a great idea could alow a company to

3 amarket which was closed to it before.
Companies which are prepared to spend a lot on R&D may
4 a breakthrough by having an origina idea for a

product which others later copy, for example Sony and the Walkman.
On the other hand, some products are developed in response
to customer research. They come from customer ideas. These

products 5 area need. Or the product does something
similar to ancther product, but faster, so it 6 time.
Some people will buy new products because the product
7 their states — makes them feel more important.
Other people will buy any ‘green’ product which
8 waste or 9 the environment, even

if it ismore expensive.

If an idea is realy good — perhaps the product
10 agap in the market — it may even 11
an award for innovation.

Task 5. Completethe sentences with wor ds from the box.
business plan investment individuals introduce
science write start manage
To build a company on university , you have to bring
together a number of components. The first thing you need is a
, which we help the researchers to
. We can then use this business plan to raise the
- the cash that you need to the
business. This comes from private investors who are rich
, usualy who' d made money from running their
own businesses. You aso need people to the new
company and we have a database of these people and
them to the scientists.

Task 6. Read thetext. Then say if the statements after it aretrue,
false or you do not know.

Juana Lopez invented a number of things over the years, but
they were mostly relatively small improvements to existing products.
Then one day she had an idea for a dishwashing machine that worked
without using water. She went to see severa dishwasher
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manufacturers about producing the machine, but none of them was
interested.

Juana found investors to back her idea and founded her own
production company. She spent millions of euros on developing her
dishwasher, and it was launched three years later. From the day of
the launch, sales were very good — better even than Juana had hoped.

But Globa Domestic (GD), one of the companies that she
had been to see, launched its own waterless dishwasher. Juana
obtained one and found that it used a lot of the technical ideas that
she had developed and patented: she had obtained legal protection
for these ideas so that other companies could not use them. After a
long legal process, GD was forced to stop making its competing
dishwasher and to pay Juana several million euros.

Now Juana's waterless dishwasher has 40 % of the
worldwide dishwasher market, and this is increasing every year.
Word-of-mouth recommendation by satisfied users has made it abig
success.

1. Juana Lopez is Spanish.

2. Her dishwashing machine was her first invention.

3. She went to see severa manufacturers about producing the
dishwasher.

4. She founded her own production company, with her own money.
5. GD produced a dishwasher that copied alot of Juand' s ideas.

6. GD was forced to pay Juanafor coping her ideas.

Task 7. Comment on the following statement using word
combinations from the tasks above in written form (about 50
wor ds):

d ‘Thebest way to have agood ideaisto have alot of ideas .
Write down your comment below.

Writing
Task 8. Write a report on a co-operation agreement with a
manufacturer. Use thefollowing report asan example.
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Product report
Executive summary
We have been contacted by Lenz AG, a German manufacturer of
mobile telephones, and asked about the possibility of a co-operation
agreement. We would adapt our business software for use in their
products. Tests show that their product is a very good one and
popular with our target market.
Introduction
This report will look at:

the hardware manufacturer and their equi pment

software that could be used on the their mobile phones

the advantage of working together

recommendations for action
Findings
1. Lenz has been developing cheap, small-scale electronic devices
for thirty-five years. In the last five years, they have focused on more
expensive mobile phones for businesspeople. These have been very
successful. One in four mobile phones for the business market is a
Lenz.
2. Our new ‘Executive Organizer’ software has a lot of attractive
features for the traveling businesspeople.
3. Market research shows that there is a big interest in our product
being used on machines apart from companies.
Conclusion
The two companies have products, which fit well together.
Recommendation
We should have a meeting with representatives from Lenz to discuss
ajoint venture between our companies, with the aim of putting our
software onto their mobile phones.
Tracy Brown, Research and Development Director 19 October 2010
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Unit 5: Human r esour ces management
Pre-reading activities
Task 1. The words below relate to the functions of human
resour ces management. Complete the spacesin thetable.

noun: thing noun: person verb
analysis analyst

appraiser appraise
compensation

devel oper

/ employee employ

interviewer/

recruiter

trainer
plan
selection selector

Task 2. Complete each two-word phrasein the sentences below
with an appropriateword from the box.
appraisal  career ceiling inservice
opportunities redundancies retirement reward
rotation sharing simulation structured vacant

1. Training given to employees, often by an external provider,

iscalled training.
2. Aninterview process where interviewers ask set questionsin
afixed order iscalled a interview.

3. If two people agree to work part time on the same job,
dividing the job between them, thisis called job-

4. An interview or training situation which uses a model of a
real situation is called awork

5. An interview usually carried out at regular intervals of
perhaps six or twelve months, to discuss an employee career
progress and achievement of certain targets, is cdled a
performance

6. Where a particular post in an organization is held for a set
period — for example a year — by one person and then given
to another person, thisiscalled job
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7. Different ways of paying or compensating employees for
their work and performance are called systems.

8. A policy of ensuring that al employees or prospective
employees, e.g. job applicants, are treated fairly, without any
regard to gender, race, color, religion, age or beliefs, is
called an equal policy.

9. A possible plan showing an individua’s job development or
changing responsibilities in a company over time is called a

path.

10. The tendency for women to rise to a certain level in a
company hierarchy - and then to find that further promotion
is blocked by male prejudice (or tradition) is sometimes
described as encountering a glass

11. Pages in newspapers, magazines or on webstes offering
employment possibilities are called situations
columns.

12. Stopping work before the usual age for a pension is called
taking early

13. If a company dismisses workers who do not want to lose
their jobs, thisis called compul sory

Task 3. Choose the correct alternatives to complete the text

below.
Recruitment
Employees who leave a company are not always replaced.
Sometimes the company examines the (1) for the post,

and decides that it no longer needs to be filled. On other occasions
the company will replace the person who resigns with an interna

candidate who can be (2) (or moved sideways) to the
job. Or it will advertise the position in newspapers or trade journals,
or engage an employment (3) to do so. For junior

management positions, employers occasionaly recruit by giving
presentations and holding interviews in universities, colleges and
business schools. For senior positions, companies sometimes use the
services of afirm of (4) , who aready have the details of
promising managers. People looking for work or wanting to change
their job generadly read the (5) advertised in
newspapers. To reply to an advertisement is to (6) for a
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job; you become an (7) or acandidate. Y ou write alan
(8 , or fill in the company's application form, and
send it, along with your (9) (GB) or resume (US). You
are often asked to give the names of two people who are prepared to
write a (10) for you. If you have the right
qualifications and abilities, you might be (11) , e
selected to attend alan (12) . It is not uncommon for
the (13) department or the managers responsible for a
particular post to spend eighty or more working hours on the
recruitment of a single member of staff. However, this time is well-
spent if the company appoints the right person for the job.

1. a. job description b. job satisfaction c. job security
2. a. advanced b. employed c. promoted

3. a agency b. centre c. company

4. a. headhunters b. headquarters c. headshrinkers

5. a openings b. opportunities c. vacancies

6. a. apply b. applicate c. candidate

7. a. appliance b. applicant c. application

8. a appliance b. application c. demand

9. a job history b. curriculum vitae (CV) c. life story
10. a. reference b. report c. testimony

11. a appointed b. employed c. short-listed

12. a. examination b. interview c. tria

13. a. personal b. personnel c. resources

Task 4. Learn the active vocabulary.

1. | regardless of HE3aBHCHMO OT
2. | avariety of activities HECKOJIBKO BUJIOB JEATEINLHOCTH
3. | responsibility OTBETCTBEHHOCTh
4. | staffing needs YKOMILJICKTOBAHHE TICPCOHATIOM
5. | contractors JIO/IH, 3aKJTI0YAIOIIIE KOHTPAKT
6. | high performer OTBITHBINA paOOTHHK
7. | performance issues BOITPOCHI, CBSI3aHHBIE c
MPOU3BOJICTBEHHOU
JIeSI TEIIbHOCTBIO
8. |to conform to various | cornacoBBIBATHCS C PA3THYHBIMH
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regulations MOCTAHOBJICHUSIMH

9. | employee benefits BO3HArpaXJieHusi pabOTHUKAM

10. | to carry out BBITIOJTHSTh

11. | to afford M03BOJIHTH cebe

12. | to be aware of 3HATh

13. | personnd policies KaJIpoBas MOJIUTHKA

14. | employee manual namsITKa padOTHHUKY

15. | payrall pacuer 3apIiaThl

16. | safety 6e30macHoCTh (pPAOOTHHKOB)

17. | training and devel opment MOJITOTOBKA u o0y4eHme

(paboTHHKOB)
18. | performance management | KOHTPOJIb MPOU3BOAUTEIBHOCTH
Tpysia

19. | to handle CIIPABJISITHCSI

20. | tovary greatly CWJIBHO OTJINYaThCS

21. | to accomplish the | mocturats 1eab OpraHU3aIN
organization’s goal

22. | toretain COXPAaHSTh, YICPKHUBAThH

23. | biggest challenge HanOouIbIIas mpobiema

24. | priority MPUOPHUTET

25. | normal HOPMaTHB

Reading / comprehension activities
Task 5. Read, trandate thefollowing text and try to retell it.

Human resources management

All organizations have people -- they have human resources.
Regardless of the size of an organization or the extent of its
resources, the organization survives -- and thrives -- because of the
capabilities and performance of its people. The activities to
maximize those capabilities and that performance are necessary
regardless of whether the organization refers to them as Human
Resource Management, Human Resource Development or Human
Resources -- or has no formal name for those activities at all.

The Human Resource Management (HRM) function
includes, and key among them is responsibility for human resources -
- for deciding what staffing needs you have and whether to use
independent contractors or hire employees to fill these needs,

82

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

recruiting and training the best employees, ensuring they are high
performers, dealing with performance issues, and ensuring your
personnel and management practices conform to various regulations.
Activities also include managing your approach to employee benefits
and compensation, employee records and personnel policies. Usually
small businesses (for-profit or nonprofit) have to carry out these
activities themselves because they can't yet afford part- or full-time
help. However, they should always ensure that employees have --
and are aware of -- personnel policies which conform to current
regulations. These policies are often in the form of employee
manuals, which al employees have.

Human Resources (HR) can include a broad spectrum of
speciaties within organizations. Some examples of specidties
include recruiting, payroll, policy, safety, training and development,
and performance management. In smaller organizations, the HR
professonal may handle all of those specidties and in larger
organizations, each speciaty ismost likely its own department.

The roles within HR can vary greatly as well as with many
departments from the purely administrative to the executive. Another
related and perhaps more important question that is often discussed
is, “what should HR be doing?’ HR's primary purpose is to ensure
that the right people are working in the right places to accomplish the
organization’s goal .

In other words, HR is responsible to develop programs that
will attract, select, develop, and retain the talent needed to meet the
organizational mission. So whether you are an HR department of one
or a combination of multiple departments that include hundreds of
employees, your primary responsibility is talent management. The
phrase "talent management” is fairly new and usualy refers to the
activitiesto attract, develop and retain employees.

A recent survey indicated that human capital is one of the
biggest challenges in the next ten years for business. Recruiting and
retaining top talent should aready be a number one priority of a
talent management strategy; however, the chalenge will be in
adjusting the strategy to accommodate changes in the workforce. The
rea challenge for the HR professionds and business will be in
developing innovative strategy to meet the new norma of the
business world.
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Task 6. Make up questionsto the following answers.

1. The Human Resource Management (HRM) function includes
avariety of activities.

What does ...

2. Activities aso include managing your approach to employee
benefits and compensation, employee records and personnel
policies.

What do ....

3. Human Resources (HR) can include a broad spectrum of
specialties within organizations.

What can ...

4. Some examples of specidties include recruiting, payroll,
policy, safety, training and development, and performance
management.

What are ....

5. HR’s primary purpose is to ensure that the right people are

working in the right places to accomplish the organization’s

goal.

What is ....

6. The phrase "talent management" usually refers to the activities

to attract, develop and retain employees.

What does .....
Task 7. Match up these wor ds to make collocations:
1. staffing a. performers
2. recruiting b. benefits
3. high C. heeds
4. employee d. activities
5. personnel e. employees
6. to carry out f. policies

Task 8. Make up 3 sentences with any three collocations.
1
2.
3.

84

PDF created with pdfFactory Pro trial version www.pdffactory.com



http://www.pdffactory.com

Vocabulary activities
Task 9. Match the questionsin the box with the responses below.
Pay attention to the phrasesin bold.

Staff training and qualifications

1. So what are you looking for in university graduates then?

2. You mean most business degree courses don't include a
traineeship?

3. And exam results are important?

4. What about the application itself?

5. And you only employ university graduates?

6. So what do you do with graduates then?

7. And then?

8. And after that, your recruits stay in one department?

a. And then there's ajob rotation programme that lasts 18 months,
so that our new trainees move from one department to another and
get to see dl the different parts of the business.

b. More than anything, we like them to have some professional
experience, but of coursethat's very rare.

c. Not at dl. We also employ a lot of young people who have done
an apprenticeship or some form of vocational training. They have
much more practical experience than most people leaving university.
But of course, not many of them are high fliers or future top
managers.

d. By no means. We like to have flexible employees, so we have a
continuing training programme. It's not unknown for people to
switch departments after several years with the company.

e. Not necessarily. We prefer candidates who have done other things
besides studying, who can get passing grades while also doing
something else, for example sports, especially team sports, travelling
abroad, playing an active role in student associations, that sort of
thing.

f. Unfortunately not. We also look for language abilities - French,
German or Spanish, for example. Arabic, Russian, and Chinese are
also very useful.
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g. Well, we have our own in-company training course. This begins
with a short induction period in which we explain the company's
objectives and talk about our corporate culture.

h. Yes, that's very important. A well-written and original motivation
letter, which clearly shows that the candidate wants to achieve, is
obviously an advantage.

Task 10. What are the termsfor the following? Find thetermsin
the previoustask.

1. A young person learning a skill by working in a company while
also following some educational coursesis an

2. A person with auniversity degreeisa
3. A person being trained isa
4. A period of work experienceisa

5. A period during which new employees work in different
departmentsisa
6. A young employee expected to rise to a senior manageria position
isa :

Task 11. Do these common expressionsrefer to earning a high or
alow salary?
Salary
1. Believe me, they pay peanuts.
2. Heredlly isone of thefat cats.
3. He'srallinginiit.
4.1 don't know where he finds the time to spend it.
5. | earn an absol ute pittance.
6. It's hardly worth getting out of bed for.
7. It's nothing to write home about.
8. She earns afortune.
9. She must be absolutely loaded.
10. We're talking serious money here, about 120K .
11. If you pay peanuts, you get monkeys!
12. Are we talking telephone numbers?
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Task 12. Add the words from the box to complete the following
sentences.

subordinates appraisal colleagues applicants delegate
recruit traineeship personnel motivate shortlist
vacancy promoted headhunters flextime performance

1. We made apreliminary of six people we wanted to
interview.

2. Each manager is responsible for evaluating the of
the people who report to him or her.

3. It's extremely difficult to people with repetitive and
uninteresting jobs.

4. It's a big department; | have fifteen reporting to
me.

5. The personnel department has set up a new annual
system for all employees.

6. We prefer candidates who have at least done a ina
company during their university studies.

7. Our department probably won't anybody new this
year.

8. There were over 200 for that job; it took me a
whole day just to reply to the unsuccessful ones.

9. No, 'personal’ is an adjective meaning particular to one person, or
private; the people who work for acompany areits .

10. Were going to advertise the in severd

newspapers.
11. The atmosphere is redly good. | get on well with al my

12. He's done a lot of good work for us these last two years, and he
clearly expectsto be to ahigher grade.

13. If they don't want to be overworked, managers have to

certain responsibilities.

14. We found our new chief executive through a firm of

15. I've been ablé to leave a four o'clock every day since they
introduced the system.
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Grammar: Passive voice: present and past smple

Present Simple: am/ is/ are + done
Past Smple: was/ were + done/
Modal verbs: may / can/ should / could/ + be + done

Task 13. Make thefollowing sentences Passive.
1. The bill includes this service. The service in the bill.
2. People don't use this road very often. This road

3. Our agency did this survey. This survey .
4. They built this house 3 years ago. This house

5. He processed al the data 2 days ago. All the data

6. The report includes the statistics on demand for this product. The
statistics

Task 14. Rewrite thefollowing sentencesin the Passive.
1. We can solve this problem very quickly. The problem

2. People send their requests to the head office. The requests

3. They couldn't hold the meeting. The meeting

4. He didn’t make the report Thereport
5. They changed the date of the meeting not long ago. The date of the
meeting
6. We made this questionnaire two months ago. This questionnaire

7. We don't use two-way questions very often. Two-way questions

8. The respondent didn't anticipate this.question. This question

9. You should make questions precise and clear. Questions
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Task 15. Trandate into English.

1. DTu aHKETHI OBLUTU COCTABJICHBI B TIPOIILJIOM MECSIIC.
2. 3aKpbIThIE BOMPOCHI HE HUCIOIB3YIOTCS OYEHb YacTO
B HaIlINX aHKETax.

Jlata coBemanus He ObLIa H3MEHEHaA.

DTOT BOMPOC He OB BKIIOYEH B aHKETY.

3ampockl OB OTOCTIAHBI B TIaBHBIN O(HC.

Joxman Obl clienan BOBpEMs.

BOHpOCBI JOJI2KHBI 6I>ITI> COCTAaBJICHbI YETKO U SICHO.
Ota npobaemMa MOKeT OBITh pelieHa ObICTPO.
CratucTiKa 10 CIOpocy Ha JaHHBIA TMPOIYKT
BKITIOYEHA B JJOKJIAI.

10. Bce nannbie 6putH 00pabOTaHbI 1BA THA Ha3a]l.

©CONOO AW

Task 16. Make the following sentences Active.

1.

2.

3.

10.

A variety of activities should be carried out by HRM
managers.

All these activities have to be carried out by small businesses
themselves.

Employees should be acquainted with personnel policies of a
company.

A broad spectrum of speciaties can be included in Human
Resources (HR) management.

All of those speciadties may be handled by one HR
professional.

This question is often discussed by the Management theory.
Talented employees are needed to meet the organizationa
mission.

The research on the biggest challenges in the next ten years
for business was conducted by this agency.

Recruiting and retaining top talent should be made a number
one priority by HR management.

The challenge for HR management can be seen in adjusting
the strategy to accommodate changes in the workforce.
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Discussion: Conflict and negotiation styles

Task 1. How good are you at managing conflict? Answer the
guestionsin the quiz below. Then count your score and compare
it with a partner.

Quiz
1. You are in a meeting. People cannot agree with each other. Do
you
a) say nothing?

b) intervene and propose something new?

¢) take sides with those you like?

d) suggest a 10-minute break?

2. Your two closest friends have an argument and stop speaking to
each other. Do you

a) behave as though nothing has happened?

b) bring them together to discuss the problem?

c) take the side of one and stop speaking to the other?

d) talk to each one separately about the situation?

3. You see two strangers. One beginsto hit the other. Do you

a) pretend to be an off-duty police officer, and ask them what is
going on?

b) call the police?

¢) shout at them to stop?

d) walk away quickly?

4. Your neighbors are playing very loud music late at night. Do you
a) ask them to turn it down?

b) do nothing?

¢) call the police?

d) play your own music as loudly as possible?

5. You are in the check-in queue at a airport. Somebody pushes in.
Do you

a) ask them to go to the back of the queue?

b) say nothing?

¢) complain loudly to everyone about people jumping queues?

d) report them to an airport official?

6. A colleague criticizes your work. Do you

a) consider carefully what they say?

b) ignore them?

C) get angry and criticize them?
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d) smile, but wait for an opportunity to get back at them?

Give yoursdf the following marks.

ljaz2 2|ad2 |3|a3 |4|a4 |5 |a4 |6 a4
b) 3 b) 3 b) 4 b) 2 b) 2 b) 3
01 01 C) 2 c)3 01l 01
d) 4 d) 4 d) 1 d) 1 d) 3 d) 2
Results:

6 — 11 You need to improve your conflict management skills.

12 — 17 You are quite good at conflict management in certain
situations.

18 —22 You are good at conflict management in most situations.

23 — 24 You are excellent at conflict management. You should be
working for the United Nations.

Task 2. What is the best way to handle a conflict: to avoid the

problem or to discuss the problem and find a way out of the

difficult situation? Prove your opinion using the following

phrases:
- to argue with each other

to show one' s frustration by being aggressive

to sort out the conflict in a constructive way

to address the problem with somebody directly

to ask what iswrong

to listen to your partner carefully

to understand one's problems and concerns

to work out away out of the situation constructively

Task 3. Work in 4 groups. Read one of the following articles
(from the Financial Times). Before you read, match the words
from the article with their definitions:

Group 1.
1. tactics a beflexible
2. make compromises | b. not changing your opinion or attitude
3. consistency c. the methods you use to get what you
want
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Negotiations are demanding and may become emotional. You may
find your negotiator banging his or her fist on the table or leaving the
room. Accept such tactics with patience and camness. They are
designed to make it difficult for you to concentrate. Russian
negotiating teams are often made up of experienced managers
whose style can be like a game in chess, with moves planned in
advance. Wanting to make compromises may be seen as a sign of
weakness.

Group 2.

4. speak your mind d. when you find out what the other side
wants

5. place great weight e. say what you think

6. exploratory phases | f. consider very important

Aswell as being formal, negotiations are direct. German managers
speak their mind. They place great weight on the clarity of the
subject matter and get to the point quickly. Excessive enthusiasm or
compliments are rare in German business. You should give a
thorough and detailed presentation, with an emphasis on objective
information, such as your company’s history, rather than on clever
visual or marketing tricks. Prepare thoroughly before the negotiation
and be sure to make your position clear during the opening stage of
the talks, as well as during their exploratory phases. Avoid
interrupting, unless you have an urgent question about the

presentation.

Group 3.

7. small talk g. style of behavior

8. protocol h. polite or socia conversation

9. manner I. the way things are done on official occasions

Communications is a natural talent of Americans. When negotiating
partners meet, the emphasis is on small talk and smiling. There is
liberal use of a sense of humor that is more direct than it is in the
UK. Informality is the rule. Business partners do not use their
academic titles on their business cards. This pleasant attitude
continues in the negotiation itself. US negotiators attach little
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importance to status, title, formalities and protocol. They
communicate in an informal and direct manner on afirst-name basis.
Their manner is relaxed and casual. The attitude ‘time is money’ has
more influence on business communications in the US than it does
anywhere else. Developing a personal relationship with the business
partner is not asimportant as getting results.

Group 4.

10. counterparts j. unplanned thoughts

11. spontaneous ideas k. give your opinion

12. put your point across | |. the people on the other negotiating
team

At the start of the negotiations with Spanish partners you
should have documentation available in Spanish. Business cards
should carry details in Spanish and English. During the negotiation
your counterparts may interrupt each other, or even you. It is quite
common in Spain for this to happen in the middle of the sentence.
For severa people to talk at the same time is accepted in Latin
cultures, but is considered rather unusual in Northern Europe. The
discussion is likely to be lively. In negotiations, Spanish business
people rely on quick thinking and spontaneous ideas rather than
careful preparation. It may appear that everybody is trying to put his
or her point across a once. That can make negotiations in Spain
intense and lengthy, but also enjoyably creative.

Task 4. Answer these questions.
In which country (Russia, Germany, the US or Spain):

1. should you start a negotiation with general conversation?

2. do negotiators show strong emotions?

3. is it common for there to be severa conversations at the same
time during a negotiation?

4. do negotiators focus on results rather than developing
rel ationships?

5. do negotiators plan their tactics carefully?

6. should you not stop someone while they are talking?

7.isit usual for the atmosphere to be relaxed and friendly?
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8. do negotiators prefer to think of ideas during a negotiation rather
than before it starts?

9. do negotiators like to talk about businessimmediately?
10. should you not give the other side too much as they will not

respect you?

Task 5. Say which of the following are good ways of dealing with
conflict in a negotiation? Prove your answer .
1. avoid eye contact
2. smilealot
3. sit back and appear relaxed
4. stop the discussion and come back to it later
5. say nothing for along time
6. say ‘| see what you mean’
7. focus out why the other side is unhappy
8. focus on the issues not on personalities
9. say something humorous
10. speak calmly and slowly

Task 6. Read the following paragraph and answer the questions
after it.

Y ou have probably heard jokes like this (British) one:

What is the difference between heaven and hell? In heaven, the
French are the cooks, the Germans are the engineers, the British are
the paliticians, the Swiss are the managers, and the Italians are the
lovers. In hell, the British are the cooks, the French are the managers,
the ltalians are the engineers, the Germans are the politicians, and the
Swiss are the lovers. Do you find such stereotypes amusing or
offensive? Isthere any truth in national stereotypes? Do cultural
habits have an effect on business practices and management
styles?

Task 7. Match up the following adjectivesinto pairs of opposites:

1. arrogant a. hard-working
2. generous b. noisy
3. lazy C. mean
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4. narrow-minded d. progressive

5. quiet e. reserved

6. conservative f. unfriendly

7. chaotic g. devious

8. hospitable h. tolerant

9. lively i. modest

10. individualistic j. public-spirited
11. relaxed K. serious

12. trustworthy |. well-organized

Task 8. Which countries or parts of the world do you think the

following descriptions might apply to? Do stereotypes help or

hinder business relationships? Arethey unfair?

1. They believe that persona relationships and friendships are more
important than rules and formal procedures.

2. They believe that rules are very important, and exceptions
shouldn't be made for friends.

3. They're collectivist, so they dislike the idea of one person in a
group earning much more than his or her colleagues.

4. They're efficient, punctual, and highly organized.

5. They'regreat believersin analysis, rationdity, logic and systems.

6. They're individualistic, so paying people according to their
performance is highly successful.

7. They like to spend time getting to know people before doing
business with them.

8. They place great stress on personal relations, intuition, emotion,
feeling and sensitivity.

9. They seem to be much disorganized, but on the other hand, they
get their business done.

10. They accord status and respect to older people, and promotion
comes with age.

11. They're very keen to find a consensus and to avoid
confrontations.

12. They're very short-term oriented, thinking only of quarterly
results.
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Unit 5: check-up

Tranglateinto Russian:

Career, retirement, application, curriculum vitae, reference,
interview, personnel, responsibility, staffing needs, high performer,
to conform to various regulations, employee benefits, personnel
policies, training and development, performance management, to
retain employees, trainees, professional experience, apprenticeship,
vocational training.

10 points.

Trandateinto English:
HECKOJIBKO BUJIOB JICSITEIIBHOCTH —
namsiTka padOTHHUKY —

pacder 3apIiaThl —

OTIBITHBIN paOOTHHK —
6e30omacHOCTh (PabOTHHKOB) —
AOCTUT'aTh LCJIb OpraHnu3alu —
MPUOPUTET —

oOydeHme y paboToaTens —
po(heCCUOHATBHO-TEXHUUECKOE 00yUCHUE —
IMJIATUTh I'POLIN —

10 points.

Choosetheright variant:

1. The report includes the data. The data included in the
report.

a is b.wasc. didn’t

2. Wedidn't do thisjob. Thisjob done.

aisn't b.wasn'tc.is

3. We processed al the datalong ago. All the data processed
long ago.

a. wash. werec. are

4. Theletter __ written and sent yesterday.

a wasbh. isc. were

5. Thisquestion often discussed by the Management theory.
a is b.arec. wasn't
10 points.
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Business English: Stress at work
Task 1. Match wordsto their definitions.

1. lifestyle 1. atime or date by which you have to do
something

2. workaholic 2. asystem where empl oyees choose the
time they start and finish work each day

3. workload 3. the way people choose to organize their
lives

4. deadline 4. someone who cannot stop working and
has no time for anything else

5. flexitime 5. the amount of work a person is expected
todo

Task 2. Complete each sentence with appropriate word from the
list intask 1.

1. I worked until 11 o'clock at night to meet the for
presenting the report.

2. | work six days a week and never have a holiday. My girlfriend
saysl'ma .
3. Karl has a heavy a the moment because several
colleagues are sick.

4. She gave up a highly paid job to write novels. She has completely
changed her .
5 A system can help to reduce stress level of
employees by giving them more control over their working hours.

Task 3. Professor Cary Cooper is a well-known authority on
stress management. Read what he says about stress and answer
these questions.

1. What are the two major causes of stress at work?

2. What are the exampl es of stress which Professor mentions.
3. Who can cope with stress better — men or women? Why?
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- | think the magjor causes of stress today are firstly, increasing job
insecurity, many people these days feel they could lose their jobs.
They feel they may not have a job next month or next year.
Secondly, working long hours is becoming common across the whole
of Europe. There are problems with how much time people are
spending at work compared to the time they spend at home — what is
called the work-life balance.

- For people to manage stress successfully, they first have to find out
the main reason for it. For example, are they stressed because the
company they work for has a habit of working long hours? Or isit a
boss who gives them orders al the time, a boss who checks their
work and doesn’t give them freedom or independence to organize
their own work? Or is it that the company is not flexible in its
working arrangements? Each of these problems needs a different
solution.

- | think women are more flexible, and are able to change the way
they behave and do things when they’re in new situations. They also
seem to cope with pressures better than men. Why is it so? Women
have the ability to express emotion, to seek social help — to go to
people and talk about their problems. And in general women don’t
pretend that problems don’t exist.
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Task 4. Read and trandate the text and try to summarize its
content in several sentences.

Men and women do things differently
You will read about a few key differences between the sexes in the
workplace (there are, of course, exceptions to every generalization,
including this one).
1 Working together.
The male approach to business is competitive, direct and
confrontational. The end justifies the means (it doesn’'t matter what
methods you use, success is the only important thing). Persona
status and a focus on the individual are important. The female
method is collaborative. Collective action and responsibility are
more important than personal achievement. Lateral thinking
(thinking in a creative way, making unusual connections), as well as
goodwill and the well being of the individual, are also of great
importance.
2 Tackling problems.
The male approach is to go to the heart of the problem, without
taking into account secondary considerations. The female preference
isto look at various options.
3 Body language.
Male body language tends to be challenging. Female body language
tends towards self-protection. A sterectypical female pose is sitting
cross-legged; the male sits with legs apart to give an impression that
he is in control. Male behavior can include forceful gestures for
example banging a fist on the desk for effect. The female style does
not usually include such gestures.
4 Language.
The male way of speaking does not encourage discussion. Women
tend to welcome others' opinions and contributions more.
5 Conversation.
Men like to talk about their personal experiences and achievements
or discuss 'masculine' topics such as cars or sport. Women tend to
talk about staff problems and personal matters.
6 Mesetings.
If awoman does not copy the male confrontational style, sheis often
ignored.
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7 Self-promotion.

Men find it easy to tell others about their successes. Women tend to
share or pass on the credit for a success.

8 Humor.

Men's humor can be cruel - a man's joke usually has a victim.
Female humor is less hurtful. A woman often jokes against herself.

Task 5. In your opinion, which of the following apply more to
men or women. Work in pairs, then discuss your opinions in
class.

Men / Women

1. are better time managers

2. arelessworried about deadlines

3. have more pressure outside work

4. areless ambitious

5. worry more about making mistakes

6. pay more attention to detail

7. are better at doing many things at the same time

8. are more likely to become angry when stressed.

Task 6. Match the phrases which are closein the meaning. Make
up your own sentences with each phrase from theright column.

6. to stop doing an activity 1. anti-socia hours
7. toachieve adream 2. to work on€’ sway up
through a company

8. timeswhen people do not 3. to give up one' sjob
work, for example the
weekend or at night

9. to get better and better jobs 4. rat race
in the same company

10. to do extrawork outsidethe 5. to redlize one’s ambition
office

11. avery busy and competitive 6. to take work home
way of life
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Unit 6: Marketing

Pre-reading activities
Task 1. Completethe text using the correct form of these verbs:

anticipate divide fill influence involve
modify offer share sdl understand

What ismarketing?

A market can be defined as al the potential customers (1)

a particular need or want. Marketing is the process of

developing, pricing, distributing and promoting the goods or services

that satisfy such needs. Marketing therefore combines market

research, new product development, distribution, advertising,

promotion, product improvement, and so on. According to this

definition, marketing begins and ends with the customer. Truly

successful marketing (2) the customer so well that the

product or service satisfies a need so perfectly that the customer is

desperate to buy it. The product amost (3) itself. Of

course this will only happen if the product or service is better than
those of competitors.

Companies are aways looking for marketing opportunities -
possibilities of (4) unsatisfied needs in areas in which
they are likely to enjoy a differential advantage, due to their
particular competencies. Marketing opportunities are generally
isolated by market segmentation (5) a market into
submarkets or segments according to customers requirements or
buying habits. Once a target market has been identified, a company
has to decide what goods or services to (6) , dways
remembering the existence of competitors.

Marketers do not only identify consumer needs; they can (7)

them by devel oping new products. They will then have
to design marketing strategies and plan marketing programs, and
then organize, implement, and control the marketing effort. Once the
basic offer, for example a product concept, has been established, the
company has to think about the marketing mix - the set of all the
various elements of a marketing program, their integration, and the
amount of effort that a company can expend on them in order to (8)
the target market. The best-known classification of

these lementsis the 4 P's: Product, Price, Promotion and Place.
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Aspects to be considered in marketing a product include its
quality, its features, style, brand name, size, packaging, services and
guarantee, while price includes consideration of things like the basic
list price, discounts, the length of the payment period, and possible
credit terms. Place in a marketing mix includes such factors as
distribution channels, coverage of the market, locations of points of
sde, inventory size, and so on. Promotion groups together
advertising, publicity, sales promotion, and personal selling.

The next stage is to create long-term demand, perhaps by (9)

particular features of the product to satisfy changesin
consumer needs or market conditions.

Marketing can also involve the attempt to influence or
change consumers' needs and wants. Companies try to do this in
order to sdl their products, governments and heath authorities
sometimes try to change peopl€e's habits for their own good or for the
general good. In other words, marketing also (10)
regulating the level, timing and character of demand.

Task 2. Match up these words to make set phrases:

1. to satisfy a. development

2. distributing b. segmentation

3. product C. market

4. market d. goods

5. market e. research

6. buying f. needs

7. to identify g. habits

8. target h. consumer needs

Task 3. Complete the following chart with the aspects to be
considered in marketing:
Product Price Place Promotion
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Task 4. Learn the active vocabulary.

1. | market share JI0JIsI KOMITAHUY Ha PBIHKE

2. | market research HCCJIE/IOBAHUS PHIHKA

3. | digtribution channels KaHaJbl cObITa

4. | cost reductions COKpAIIIEHHE PACXOJI0B

5. | to stretch product lines pacHIUPUTh JIMHUHU TTPOTYKTOB

6. | salespromotion campaigns | kaMmaHuy MO0 CTUMYJIHPOBAHUIO
cObITa

7. | market challengers MPETEH/ICHTHI Ha 3axBaT
JIMAEPCTBA HA JTAHHOM PBIHKE

8. | pricereductions CHIDKCHHUE TIEHBI

9. | advertising peKJIaMUpOBaHHE

10. | market followers KOMIIAaHHHM, HE 3aHMMAIOIINE
JUAAPYIOIIETO TOJOKCHUS Ha
pBIHKE

11. | toretdiate PUHUMATH OTBETHBIE MEPhI

12. | profitability JIOXOJTHOCTh, PEHTA0EIBHOCTh

13. | economy of scale OKOHOMHS 32 CYeT  pOCTa
POU3BOJICTBA

14. | to bear cost () HECTH PaCXO/Ibl

Reading / comprehension activities
Task 5. Read, trandate thefollowing text and try to retdll it.
Marketing strategies

A company's marketing strategies - sets of principles
designed to achieve long-term abjectives obviousy depend on its
size and position in the market. Other determining factors are the
extent of the company's resources, the strategies of its competitors,
the behaviour of the consumers in the target market, the stage in the
product life-cycle of the products it markets, and the overall macro-
€conomic environment.

The aim of amarket |eader is obviously to remain the leader.
The best way to achieve thisisto increase market share even further.
If thisis not possible, the leader will at least attempt to protect its
current market share. A good idea is to try to find ways to increase
the tota market. This will benefit everyone in the field, but the
market leader more than its competitors. A market can be increased
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by finding new users for a product, by stimulating more usage of a
product, or by exploiting new uses, which can sometimes be
uncovered by carrying out market research with existing customers.

To protect a market share, a company can innovate in
products, customer services, distribution channels, cost reductions,
and so on; it can extend and stretch its product lines to leave less
room for competitors; and it can confront competitors directly in
expensive sales promotion campaigns.

Market challengers can either attempt to attack the leader, or
to increase their market share by attacking various market followers.
If they choose to attack the leader, market challengers can use most
of the strategies also available to market leaders: product innovation,
price reductions, cheaper or higher quality versions, improved
services, digtribution channel innovations, manufacturing cost
reduction, intensive advertising, and so on.

Market followers are in a difficult position. They are usually
the favourite target of market challengers. They can reduce prices,
improve products or services, and so on, but the market leader and
challenger will usualy be able to retaliate successfully. A market
follower that takes on a larger company in a price war is certain to
lose, given its lesser resources.

In many markets, market followersfal in the middle of a V-
shaped curve relating market share and profitability. Small
companies focusing on specialised narrow segments can make big
profits. So can the market leader, with a high market share and
economies of scale. In between come the less profitable market
followers, which are too big to focus on niches, but too small to
benefit from economies of scale. One possibility for followers is to
imitate the leaders products. The innovator has borne the cost of
developing the new product, distributing it, and making the market
aware of its existence. The follower can clone this product (copy it
completely), depending on patents and so on, or improve, adapt or
differentiate it. Whatever happens, followers have to keep their
manufacturing costs low and the quality of their products and
services high.

Small companies that do not establish their own niche - a
segment of a segment - are in a vulnerable position. If their product
does not have a "unique selling proposition," there is no reason for
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anyoneto buy it. Consequently, a good strategy is to concentrate on a
niche that is large enough to be profitable and that is likely to grow,
that doesn't seem to interest the leader, and which the firm can serve
effectively. The niche could be a specialised product, a particular
group of end-users, a geographical region, the top end of a market,
and so on. Of course unless a niche builds up immense customer
goodwill, it is vulnerable to an attack by the market leader or another
larger company. Consequently, multiple niching - developing a
position in two or more niches - is a much safer strategy.

Task 6. Say if thefollowing statementsaretrue or false.
1. If a market leader succeeds in increasing the size of the total

market, its competitors benefit. TRUE/FALSE

2. The size of a market can be increased without attracting any new
CONSuMers. TRUE/FALSE

3. Market chalengers generaly attack the leader and market
followers. TRUE/FALSE

4. Market chalengers cannot use the same strategies as leaders.
TRUE/FALSE

5. Market leaders generally win price wars. TRUE/FALSE
6. Market challengers can attack leaders by way of any of the four

P's of the marketing mix. TRUE/FALSE
7. Market followers generally achieve cost reductions through
economies of scale. TRUE/FALSE
8. The most profitable companies are logically those with medium or
high market share. TRUE/FALSE
9. For a market niche, product imitation can be as profitable as
product innovation. TRUE/FALSE
10. A market nicheis never safe from an attack by alarger company.
TRUE/FALSE
Task 7. Completethefollowing collocationsfrom the text:

1. cycle

2. determining

3. distribution

4. sdes

5. scae
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Vocabulary activities

Task 8. Choosethe correct alter native to complete each sentence:
1. In many markets there is a firm with a much larger market share
than its competitors, caled a
a. market leader b. monopolist ¢. multinational

2. A company that is number two in an industry, but which would
like to become number one — think of Pepsi vs. Coke, Reebok vs.
Nike, Avisvs. Hertz - isknown as a

a. market challenger b. market competitor ¢. market follower

3. A smaller company in an industry, more or less content with its
existing market share, iscalled a
a. market challenger b. market follower ¢. market sharer

4. Small, specialised companies, which target segments within
segments, are called
a. market failures b. market followers c. market nlches

5. A market in which one single producer can fix an artificially high
priceis called a/an
a. homogeneous market b. monopoaly c. undlfferentlated mar ket
6. A market dominated by a few large suppliers, and which it is hard
for new companies to break into, iscaled a/an :

a. conglomerate b. market concentration c. oligopoly

7. A group of companies which chose to collaborate by sharing out
markets, coordinating their prices, and so on, form a

a. cartel b. conspiracy c. joint venture

8. A situation in which the market |eader can determine the price that
its competitors can chargeiscalled a
a. dominant-firmoligopoly b. market failure c. monopoly

9. A market in which it is normal to have only one supplier - e.g.
utilities such as water and sewage, gas, electricity - is caled a

a. conglomerate b. natural monopoly c. pure monopoly

Task 9. We use a lot of military metaphors to describe the dav-
to-dav operations of business. Complete the texts by inserting the
wordsin the boxes.

EXERCISE 1: An Offensive Strategy

| arsenal attack blitz campaign inroads
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| invade mobilize tactics troops weapons

We've been making successful (1) into their market share
for 18 months, and now is the time for a change of (2)

We're going for a frontd (3) . We have an excellent
product, and if we use all the (4) inour (5)

we should be able to convince consumers of this fact. We will (6)
al our resources and launch a media (7)

This will be the most expensive (8) in our history. We
have also recruited twenty new sales reps and we are going to send
our (9) into the field, to (10) their market.

EXERCISE 2: A Defensive Strategy

capture defence deter fight misson
retaliate territory war  withdraw

We are going to dig in and defend our (1) . Thisis a
suicide (2) by our competitors. They probably expect
usto (3) , and asmall price cut won't (4) them.
We have enough cash reserves to win a price (5) , S0 |
suggest that we cut our price by 20% immediately. The best form of
(6) is attack. You'll see, they'll (7) within two
weeks. Thisis a(8) they're going to lose. There is no way
they are going to (9) our market.

EXERCISE 3: A Takeover Bid

action aggressor battle bombarding
fight  counter-offensive  joinforces raid

After striking the first blow with their unsuccessful dawn (1)

last month, Wright & Bergkamp have now launched a takeover bid

for their High Street rivals Merson's. A fierce (2) is expected

for control of the electronics retailer. For Merson's chairman David

Adams, the bid came as ho surprise: "They've been (3) our

shareholders with propaganda for weeks, but they won't succeed.

We're ready for (4) and we're going to (5)

them al the way." Indeed Merson's have already launched their (6)
, issuing a press release which questions some of Wright

& Bergkamp's accounting methods. Yet City analysts suggested
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yesterday that the (7) 's hostile bid is likely to succeed
unless Menson’s (8) with another retailing group.

Grammar: ‘It issaid that’ and ‘supposed to’

It issaid that he works on this project.

Heis said to work on this project.

You can use this structure with:  thought believed reported
under stood known expected alleged considered

Let’s go and seethisfilm. It is supposed to be very good. = it is said
Thetrain issupposed to arrive at 11 but it was 10 minutes late. = it
isplanned

You are not supposed to park here. = are not allowed

Task 10. Rewrite the following sentences.

1. It is said that telephone interviews are cheaper than personal
interviews. Telephone interviews are said
2. It is known that the interviewer has the opportunity of answerlng
guestions to respondents. The interviewer

3. People say that Mr. Brown is very rich. .Mr. Brown is supposed

4. You are smoking. But you are not
here.

5. Why the report isn't made yet? You to
make it 2 days ago.

Task 11. Trandateinto English.

1. ToBopsT, YTO WHTEPBHIO IO TenedOHYy [EIIeBlle, UYeM
JIMYHBIC UHTCPBBIO.
Brr ne OOJDKHBI KYPUTH 30C€Ch.
BbI 10/mDKHBI OBITH CHIENIaTh STOT OTYET J1BA JHS HA3a.
I'oBopsT, 4TO OH OYEHB Oorar.
Ot JaHHBbIC JOJI?KHBI IIOMOYb COCTaBUTh MOJHBIN OTYET.
M3BecTHO, YTO MHTEPBBIOEP MOKET OTBEYaTh HA BOIPOCHI
PECIIOH/ICHTOB.
[Moe3n momken npuOwITH B 11.
BbI HEe TOJDKHBI TApKOBATh MAIIUHY 3/1€Ch.

ok wN

© N
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Discussion: Business metaphor s and acronyms

Task 1. Here are twelve words and expressons normally
associated with peopl€e's health. Put them in the appropriate
spaces in the sentences below, changing the form of the verb
wher e necessary.

People - especidly journdists - talking and writing about
business, use a lot of metaphors about headth and sickness.
Companies or economic sectors can be hedlthy, strong or robust, or
they can be sick, weak or ailing, and so on. Here are twelve words
and expressions normally associated with people's health. Put them
in the appropriate spaces in the sentences below, changing the form
of the verb where necessary.

ailing disease  givea clean bill of health
healthy  robust vitality

paralysed recover returntoform
surgery terminal injection
suffer casualty in good shape

1. After a thorough investigation by the aviation authorities, the

airline was , and will resume flying tomorrow.

2. Although it seemed at one stage that it would never , the

housing market is now showing new signs of

3. He stated that thousands of small businesses are continuing to

because of the current high interest rates.

4. Like many small companies in its industry, Jacksons was a
of the last recession.

5. Since its CEO was arrested last month, the company seems to be

completely :

6. The car manufacturer is reported to be in

taks with a Japanese company, which will give it an
of cash and launch ajoint venture.

7. The box office figures seem to show that with this new

blockbuster movie, Disney has

8. The company's Singaporean subsdlary is showing a

profit.

9. These excellent figures suggest that the company is
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10. The minister stated that Britain's "industrial " was
now a thing of the past. The number of strikes had diminished, and

the economy was now

11. Commentators believe that the textlle industry in the North isin

decline.
12. Fairly drastic
saved from closure.

isrequired if the Bristol plant isto be

Task 2. Match up the metaphor s on the left (taken from horse-
racing, boxing, athletics, football, baseball and chess) with the

meanings on theright.

1. the favourite

a. a contestant thought to have
little chance of winning

2. an outsider

b. an action that causes damage
to whoever doesit

3. the front runner

Cc. a serious setback that ends
your hopes

4, neck and neck

d. a situation in which neither
sidecanwin

5. the odds

e. a Situation that is fair and the
same for al contestants

6. a knockout blow

f. a wholly new and changed
situation

7. ontheropes

g. barriers or obstacles to be
overcome

8. hurdles

h. describes a competition etc.
that lasts along time

9. marathon (adjective)

i. in an absolutely equal position

10. an own goal

j. the chances or possibilities of
winning

11. to be shown the red card

K. the  most
participants

important

12. alevel playing field

|. the contestant considered most
likely towin

13. to move the goalposts

m. the contestant currently
leading arace

14. key players

n. to be disqualified

110

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

15. anew ball game [US] 0. to bein adifficult situation,
close to defeat

16. astalemate p. to change the rules while
something isin progress

Task 3. Now usethe metaphorsin theleft-hand column above
once each to complete the text below.

The (1) takeover battle for the British food
company Lewis & Son took a new turn yesterday when the Swiss
conglomerate NFC claimed that they had evidence that their British
rival Associated Foods are engaging in an illega share support
operation i.e. buying their own shares to increase their share price
and so look attractive to Lewis & Son's shareholders. If this
allegation is proved it could be a (2) for Associated
Foods, previoudy an (3) in this race, but recently
thought to be running (4) with NFC. If Associated
Foods are (5) by stock exchange investigators, NFC
will once again be the firm (6) to take over Lewis &
Son.

Lewis & Son's chairman Mark Younger said yesterday that
this certainly looked like an (7) on the part of
Associated Foods, but he complained again angrily that NFC were
not playing on (8) as Swiss companies are
protected from foreign takeovers by a system of registered shares. He
asserted that there are other financia (9) facing foreign
bidders in Switzerland, and that the authorities often seemed to (10)

A spokesman for the third contender, the American company

FoodCorp, whose hid last week seemed to be (11) , said
yesterday that if Associated Foods withdrew there would be a whole
(12 , in which NFC, currently the (13) ,

would once again find itself in aclose race.

None of the big financial ingtitutions, who are after all the
(14 in the battle, have yet decided whether they are
going to sell their shares or to whom. But a city analyst said
yesterday that there currently seemed to be a (15)
between Associated Foods and NFC, with the American contender in
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a poor third place, so that Associated Foods' withdrawal would not
help FoodCorp; at least, the (16) arefirmly against it.

Task 4. Learn the following business acronyms and make up a
sentence or a short dialog with each of them.

ASAP : As Soon As Possible

EBIT : Earnings Before Interests and Taxes; Shows the result of the
company before Interest expenditures and Income Taxes. It differs
from...

EBITDA : Earnings Before Interests, Taxes, Depreciation and
Amortization; ...that gives a more precise idea of final result
(earnings or 10ss). It takes into account these two aspects of business
in addition.

BOY : Beginning Of the Y ear; Generally January, but in any caseis
considered the beginning of the financial year (for statements
purpose).

EQY : End Of the Year; Generally December, but in any case is
considered the end of the financial year (for statements purpose).

YTD : Year To Date; term generally used to indicate al the
expenses afirm incurred in during ayear (P&L)

R/E : Rate of Exchange (also called FX exchange)
CFO: This is the senior manager who is responsible for overseeing
the financia activities of an entire company. This includes signing

checks, monitoring cash flow, and financia planning. The CFO is
similar to atreasurer or controller.
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Unit 6: check-up

Tranglateinto Russian:

To satisfy customers’ needs, new product development, advertising,
promotion, product improvement, to design marketing strategies,
marketing mix, target market, discounts, distribution channels,
coverage of the market, market share, to stretch product lines, market
challengers, price reductions, market followers, to bear cost (s).

10 points.

Translateinto English:

CerMeHTAalUsl PbIHKA —

HCCIIEI0OBAHUS PhIHKA —

OTPEICIISATh MOTPEOHOCTH —

LIEJIEBOM PBIHOK —

COKpalllEHUE PacXxoi0B —

KaMITaHUU 110 CTHMYJIMPOBAHUIO CObITA —
peKJIaMUpOBaHUE —

[IPUHUMATh OTBETHBIE MEPHI —
JIOXOJTHOCTh, pEHTa0ETbHOCTh —
SKOHOMMS 32 CUET POCTa MPOU3BOJCTBA —
10 points.

Choosetheright variant:

1. 3BecTHO, YTO PTU JAaHHBIE HE TOYHBI.

2. [lonATHO, YTO TaKOe UCCIIEAOBaHUE 3aiiMET MHOTO BPEMEHH.

3. Cauraercs, 4TO MapKeTHHT — OJlHA W3 HamOoJee BaKHBIX
o0JracTelt MeHEKMEHTA.

4. 31ech He pa3pemaeTcs KypHTh.

5. Oxupaercs, 4T0 ypoBeHb HH(IIAINH TTOBBICUTCS.

6. ['oBopsT, 4TO 3Ta peKiaMHas KaMIIaHWsl OYECHb YCICIHA.

7. Cuwurtaercsi, YTO JJIi KOMIIAHUU OYECHb BaXXHO BBIOPATh
MPaBIIFHYIO MapKETHHTOBYIO CTPATETHIO.

8. Bce nymaror, uTo 11eHbI OyIyT CHUKECHBI B KOHIIC CE30HA.

9. Bce BepsT, 4TO 3TO CIIy4aliHOCTb.

10. Hukomy He paspermaeTcsi irpaTth HEYeCTHO.

10 points.
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Business English: Economic factors and buyer

behavior
Task 1. Match the economic termsto their definitions.
1. interest rate a. total value of goods and
services produced in a country
2. exchange rate b. genera increasein prices
3. inflation rate c. cost of borrowing money
4. labor force d. price at which one currency
can buy another
5. tax incentives e. percentage of people without
jobs
6. government bureaucracy f. people working
7. GDP (gross domestic g. low taxesto encourage
product) business activity
8. unemployment rate h. money from overseas
9. foreign investment i. official
rules/regul ations/paperwork
10. balance of trade j. differencein value between a
country’ simports and exports

Task 2. Try to complete this economic profile without looking
back at thetermsin Task 1.

The economy is stable following the problems of the past two years.
By following atight monetary policy the government has reduced the

1 to 2%. After going up
dramatically, the 2 is now down to 8%. The
last six months has seen a dight improvement in the 3

against the dollar. The 4 has grown by 0.15%.
Exports are increasing and the 5 of is
starting to look much healthier.
The 6 continues to be a problem as it is
gtill 16%. In order to stimulate the economy and attract
7 the government is offering new
8 as well as making a renewed effort to
reduce 9 . Finally a large skilled
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10

means there could be attractive

investment opportunities over the next five years.

Task 3. Write sentences about the economic profile of Ukraine.
Complete and then use thefollowing chart.

economy
GDPgrowthrate:  per year
inflationrate: _ per year
unemployment ratee _  a
present

labor

education system is excellent: a
lot of skilled labor at every level
—workers and mangers

transport and infrastructure
heavy traffic on roads causes
sow journeys and distribution

comments
some commentators talk about
‘laziness’ of young people

problems, but fast rail services

Task 4. Read the following text about starting a new business.
Make up a list of things you need to start a successful new
business.

When you are starting your own company, you have to be
very confident. You have to be very determined. You have to know
what it is you're doing. You need to research the business — or the
business arena that you're intending to go into. Y ou need to research
your competitors and benchmark your service or your product
against your competitors.

You need good family backup and good backup from your
friends. And probably the most important thing is that you need a
good mentor, and that needs to be a business mentor as well as a
personal mentor.

You need a redly good business plan. Again, you need to
make sure that whatever you put on your business plan, you need to
check it on aregular basis.

You need a very good relationship with your bank and your
bank manger. But the most important thing is a good marketing
campaign.
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Task 5. Completethistext with the correct word.

force unemployment investment balance incentives
opportunities bureaucracy rate GDP exchange

The economy is very unstable. By letting monetary policy
run out of control, the government caused inflation to rise a one
point to 20%. The inflation 1 is now down to ‘only’
8%. However, in the last six months there has been a severe
worsening in the 2 rate against the dollar. Total
output, or 3 , has fallen by 5% over the past year.
Exports are declining and the 4 of trade is disastrous:
we are importing much more than we are exporting.

The 5 rate, with 30 percent of people
out of work, is one of the highest in the industrialized world. In order
to stimulate the economy and attract foreign 6 the
government is offering new tax 7 as well as
making a renewed effort to reduce government 8
But we need to improve education and improve the skills of our Iabor
9 . In order to offer attractive investment
10 over thelong term.

Task 6. Fill each gap in the text below with a word or phrase
from the box. Theitem in bold are headings.

asserts discounts employment price discretionary income loss
leader credit availability economic growth  purchasing
power  outgoings

There are four major economic factors which affect consumer
buying behavior.

1. General economic situation

When the national economy is doing well, when people feel that their

1 is safe, they spend more. In times of a slow
downin 2 , if interest rates or taxation
rates increase, then buyer confidence goes down.
2.3
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People spend according to what is left after meeting their regular
costs on rent, mortgage, bills, tax, borrowings and other

4 . What is left is caled
5

3.6

Banks and other lenders are sometimes particularly happy to lend,
for example to anyone in work, or with 7 such as
property. Credit card spending goes up and many people borrow
money to buy goods.

4.8

This is perhaps obvious. High prices may limit spending, but not
always. Sometimes high prices indicate high quality and this
increases the desirability of the product. Price may aso be less
important if the need is great. But, in contrast, low prices may
increase buying, especially where 9 are on offer.
Sometimes items are offered a a low price as a 10

. This means products are sold at below cost price.
The shop thinks that consumers will buy these low priced goods, but
also other high profit items. Supermarkets often sell some regularly
purchased fast moving consumer goods at below cost price as part of
aloss leader strategy.
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Writing

Task 7. Read this email from a director of a financial services

company to a colleague in an overseas subsidiary. Then fill each

gap with aword or phrasefrom thebox. Writea similar email.
domestic export external audit internal audit
marketing audit SWOT analysis threat trend

Date 22 Jan 2008 15:48

From: JAW Financia services PLC JAWS@arena.com
To: Isabelle Brock |sabrock@threecolors.com

Subject: Re. Update/news

Hello Isabelle,
Just a short note to bring you up to date while you are away. Since
there has been adeclinein our 1 saleswe have
decided to carry out a2 to identify
areas where improvement can be made. This consists of atypical
3 with an 4

to look at factors within the company and an
5 examining factors outside our
immediate control.
We expect that the mgjor 6 to improved performance

in our domestic markets is the weakness of the national economy.
The good news is that while home sales have fallen, our

7 performance has been good. The 8

in our key international markets is positive.

Pleas call me when you return to the office to discuss thisin more
detail.

Cheers,

John
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Unit 7: Financial management
Pre-reading activities
Task 1. Look through a student’s notes from a lecture about
asset management. Then match the words from it with the
definitions.
What? Asset management is managing financial assets for
institutions or individuals.
Who? Pension funds and insurance companies manage huge amounts
of money. Private banks specialize in managing portfolios of
wealthy individuals. Unit trusts invest money for small investorsin
arange of securities.
How? Asset managers have to decide how to allocate funds they're
responsible for: how much to invest in shares, mutual funds, bonds,
cash, foreign currencies, precious metals, or other types of
investments.
Why? Asset allocation decisions depend on abjectives and size of
the portfolio. The portfolio’'s objectives determine the returns
expected or needed, and the acceptable level of risk. The best way to
reduce exposure to risk is to diversify the portfolio — easier and
cheaper for alarge portfolio than asmall one.

1. portfalio a. to distribute according to a plan

2. securities b. al the investments held by an
individual investor or organization

3. alocate c. agenera name for shares, bonds and
other tradable financial assets

4. diversfy d. to buy a wide variety of different
securities

Remember! BrE: unit trusts; AmE: mutual funds

Task 2. Read the following passage and pay attention to bold-
typed words.
Types of investor
Some want regular income from the investments — less
concerned with size of their capital.
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Some want to preserve (keep) their capital — avoiding risks.
If the goal is capital preservation, the asset manager usually
allocates more money to bonds than stocks.

Others want to accumulate or build up capital — taking more
risks. If the goal is growth or capital accumulation, the
portfolio will probably include more shares than bonds.
Shares have better profit potential than bonds, but are also
more volatile — their value can increaser or decrease more in
ashort period of time.

Task 3. Match the investments goals (1 — 3) with the statements
(a-c).

1. capital preservation

2. growth

3. income

a. | want to accumulate wealth, but | know that this means taking
risks and buying securities with volatile prices that could go down as
well as up.

b. | want a regular return every year, because | need that money,
even if thismeans | might have to risk losing some of my capital.

c. | definitdly don’t want to risk losing any of my capital, even if this
means that some years | get avery low return.

Task 4. Find nouns in the previous tasks that can be used to
make word combinations with the verbs below. Then use some of
theword combinationsto complete the sentences.

accumulate

allocate

diversify
manage
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1. | don't want to pay a bank to

my s

can do it myself.

2. | have lots of different types of securities, because | decided to

my .

3. As an asset manager, | discuss clients needs and objectives and

then we decide how to their .

4. If my clients want to , | take more

risks, and buy alot of stocks.

Task 5. Learn the active vocabulary.

1. | toensure rapaHTHPOBATh

2. | productive capacity MPOU3BOJICTBEHHAS  MOIIHOCTb,
MMPOU3BOAUTCIIBHOCTD

3. | to make acquisitions JIe7IaTh PUOOPETEHHS

4. | assets AKTHUBBI

5. | toraisefinance MOoJIyyaTh CpeCTBa

6. | toretain COXPaHSITh, YICP)KUBATh

7. | revenues JTOXO/TBI

8. | to boost IMOJHAMATB, CTUMYJIMPOBATh,
YBCJIMYUBATH

9. | income statements

OTYCT O JO0XOAaX M pacxogax

10. | Profitsand Loss or P& L oTYeT 0 (huHAHCOBOM
JESTENBHOCTH (KOMITAHUH)

11. | cashflow MOTOK HAJTMIHOCTH

12. | balance sheet statement 0aaHCOBBIN OTYET

13. | dlocation  of  working | pacnipenenenue 060pPOTHOTO

capital KarmuTaja

14. | tofine-tune TOYHO HACTPAUBATH

15. | expansion pacuruperue

16. | ratio analyse aHaM3 OTHOCHTETLHBIX
MoKas3aTesen

17. | gearing ratio COOTHOIIEHNE COOCTBEHHBIX MU
3a€MHBIX CPEJICTB

18. | profit per employee npuObUTH B pacueTe Ha OJHOTO
paboTHHKa

19. | weighted cost of capital B3BEIIIEHHAS CTOMMOCTD
KanuTana
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20. | asset valuations OLICHKA aKTUBOB

21. | valuation framework CTPYKTYpa OLICHUBAHHUS
22. | portfolio nopt¢enb NEHHBIX Oymar
23. | intangible assets HEMaTEePHAIbHBIC AKTHBBI

Reading / comprehension activities
Task 6. Read, trandate thefollowing text and try to retell it.

Financia management

Financial Management can be defined as: the management of
the finances of a business/ organisation in order to achieve financial
objectives. Taking a commercial business as the most common
organisational structure, the key objectives of financial management
would be to:
* Create wealth for the business
* Generate cash, and
* Provide an adequate return on investment bearing in mind the risks
that the business is taking and the resources invested.

There are three key elements to the process of financial
management:
1. Financial Planning. Management need to ensure that enough
funding is available at the right time to meet the needs of the
business. In the short term, funding may be needed to invest in
equipment and stocks, pay employees and fund sales made on credit.
In the medium and long term, funding may be required for
significant additions to the productive capacity of the business or to
make acquisitions.
2. Financial Control. Financial control is a critically important
activity to help the business ensure that the business is meeting its
objectives. Financial control addresses questions such as:
* Are assets being used efficiently?
* Are the businesses assets secure?
* Do management act in the best interest of shareholders and in
accordance with business rules?
3. Financial Decision-making. The key aspects of financia
decision-making relate to investment, financing and dividends:
* Investments must be financed in some way — however there are
always financing alternatives that can be considered. For example it
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is possible to raise finance from selling new shares, borrowing from
banks or taking credit from suppliers.

A key financing decision is whether profits earned by the business
should be retained rather than distributed to shareholders via
dividends. If dividends are too high, the business may be starved of
funding to reinvest in growing revenues and profits further.

Financial managers aim to boost the levels of resources at
their disposal. Besides, they control the functioning on money put in
by external investors. Providing investors with sufficient amount of
returns on their investments is one of the goals that every company
tries to achieve. Efficient financial management ensures that this
becomes possible.

Strong financial management in the business arena requires
managers to be able to:

- Interpret financial reports including income statements,
Profits and Loss or P&L, cash flow statements and
balance sheet statements;

Improve the alocation of working capital within business

operations,

Review and fine-tune financia budgeting, and revenue and

cost forecasting;

Look at the funding options for business expansion,

including both long and short term financing;

Review the financial health of the company or business unit

using ratio analyses, such as the gearing ratio, profit per

employee and weighted cost of capital;

Understand the various techniques using in project and asset

valuations,

Apply critical financial decision making technigques to assess

whether to proceed with an investment;

Understand valuations frameworks for businesses, portfolios

and intangible assets.
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Task 7. Decide whether the following statements are TRUE or
FAL SE according to the text.

1. The key objective of financial management is only to create
wealth for the business.

2. In the medium and long term, funding may be needed to
invest in equipment and stocks, pay employees and fund
sales made on credit.

3. Questions such as. ‘are assets being used efficiently? are
within financial control competence.

4. The key aspects of financial decision-making relate to the
security of abusiness' s assets.

5. Financial managers aim to boost the levels of resources at
their disposal.

6. Income statements, Profits and Loss, cash flow statements
and balance sheet statements are al financial reports.

Task 8. Completethefollowing collocationsfrom the text:

1. to risks;

2. to resources,
3. productive :
4, to acquisitions;
5 to finance;

6. statements,

7. balance sheset :
8 budgeting;
9. forecasting;

10. gearing

Task 9. Make up three sentences with any three collocations
from the previoustask.

1

2.

3.
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Vocabulary activities
Task 10. Read the following text paying attention to the bold
typed words and phrases. Trandate them into Russian.
The stock market

A company can raise money on the stock market or stock
exchange (a marketplace for buying and selling shares) in two
different ways. It can issue shares (US stocks), or units of its capital,
to institutional investors or the general public. Different types of
shares or equities are available, but the most common are known as
ordinary or common shares (US common stock). When an
investor buys a share, using the services of a specialist company or
broker, he or she becomes a shareholder (US stockholder) and
owns a part of (or has a stake in) a company. Shareholders can make
money by receiving dividends, paid as a proportion of a company’s
annual profits, and when the value of their shares increases.

A company can aso borrow money from investors by
issuing bonds, loans for fixed periods with fixed interest rates.

Securities refers to both shares and bonds. Each year billions
of shares and bonds are sold or traded on the world's major stock
exchangers.

Task 11. Read the following article, underline key words and
phrases and trandate them into Russian.
Europeanslog on toinvestment fever

A growing number of Europeans have on-line investment
fever. There is a stock market boom at the moment and as web
surfing gains popularity across Europe. More and more people are
logging on to shop for financial products, and buying and selling
stocks.

Compared with the United States, where about 20 % of all
stock trades are entered from the Internet, the movement in Europeis
till in its infancy. But as the trend gathers pace (moves faster and
faster), Americans internet brokers have begun moving into Britain
and increasingly are selling their sights on the continent as well.

Nowhere is the trend more apparent than in Britain. In April,
Charles Schwab Corp set up an on-line trading service, and in June,
the E-Trade group, based in California, announced a joint venture
with a British partner, as well as licensing agreements in Germany.
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Other internet brokers such as Ameritrade and DLJ Direct, are
studying moves to catch up.

The long-range goal is to expand the system into a truly
global marketplace where investors in any country will be able to
trade freely in stocks across nationa boundaries.

Task 12. Match the key words from the previous passage with
their corresponding definitions.

1.tologon a to move between different
websites on the internet

2. aboom b. atactical change of position

3. to surf c. a rapid expanson or
devel opment

4. amove d. to reach the person in front

5. to catch up e. to connect

Task 13. Complete the passage about a transaction on the stock
exchange using wor ds from the previous tasks.
A company has decided to invest a part of its savings on the

1 . It contacts a 2 for
further advice about how to do this, and he recommends a selection
of different companies 3 that it might be interested

in buying. He also explains how these companies have performed in
the past and how much the company can expect to receive in
4 . He tells the company’s representative how
the transaction will be carried out and lets him know how much
commission the company will have to pay for the service.

Once the company’s representative has agreed to the terms,
the broker contacts his representative on the stock exchange, who
arranges the transaction. At the end of the day the transaction has
been completed and the company has become a 5
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Grammar: Used to

Now he doesn’t smoke. But he used to smoke 2 years ago.

We used to livein asmall village but now we live in abig city.
Did he useto earn much when he worked at a plant?

They didn’t useto go out very often they had to study much.

Task 14. Completethe sentenceswith used to.
1. The people of this area don't work at this factory any more. But

they afew years ago.

2. She my boss but we don't work together

any longer.

3. Weliveinarural areanow but we inabig

city.

4. Now there’'s only one team of managers in our agency but there
three.

5. He stopped to study hard. He ayear ago.

6. I know he doesn't live here now @ but

some time ago?

7. He's started spending a lot of money this year. But he

afew years ago.

8 | know he doesn't play the piano now but
when he was a child?

Task 15. Trandateinto English.

1. Panbire oHM paboTtanu B 3TOM oduce.

2. Panb1iie ObUIO TPY KOMaH bl MEHE/PKEPOB B 3TOM are¢HTCTBE.

3. PaHI)IHC OHa 61;1na MOUM HAYAJIbBHUKOM.

4. PaHbIie OH HE TPATWJI MHOTO JIEHET, KaK OH JeNIaeT TO ceifuac.
5. Panbiie on paboran ¢ Bamu?
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Discussion: Financial world

Task 1. Read the following text. Then complete the chart using
the information from the text. Speak about most tradable
currencies using the chart.

1. U.S. Dollar (USD)

Central Bank: Federal Reserve (Fed)

The Almighty Dollar Created in 1913 by the Federa
Reserve Act, the Federal Reserve System (also called the Fed) is the
central banking body of the U.S. With the U.S. dollar being on the
other side of approximately 90% of all currency transactions, the
Fed's sway has a sweeping effect on the vauation of many
currencies.

Sometimes referred to as the greenback, the U.S. dollar
(USD) is the home denomination of the world's largest economy, the
United States. As with any currency, the dollar is supported by
economic fundamentals, including gross domestic product, and
manufacturing and employment reports. However, the U.S. dollar is
also widely influenced by the central bank and any announcements
about interest rate policy. The U.S. dollar is a benchmark that trades
against other major currencies, especially the euro, Japanese yen and
British pound.

2.European Euro (EUR)

Central Bank: European Central Bank (ECB)

The Dollar's Nemesis In addition to having jurisdiction over
monetary policy, the ECB also holds the right to issue banknotes as it
sees fit. Similarly to the Federa Reserve, policy makers can interject
at times of bank or system failures. The ECB differs from the Fed in
an important area: instead of maximizing employment and
maintaining stability of long-term interest rates, the ECB works
towards a prime principle of price sability, with secondary
commitments to general economic policies. As aresult, policymakers
will turn their focus to consumer inflation in making key interest rate
decisions.

3. Japanese Yen (JPY)

Central Bank: Bank of Japan (BoJ)

Technically Complex, Fundamentally Simple Established
as far back as 1882, the Bank of Japan serves as the central bank to
the world's second largest economy. It governs monetary policy as
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well as currency issuance, money market operations and
dataleconomic analysis. The main Monetary Policy Board tends to
work toward economic stability, constantly exchanging views with
the reigning administration, while simultaneously working toward its
own independence and transparency.

4. British Pound (GBP)

Central Bank: Bank of England (BoE)

The Queen's Currency As the main governing body in the
United Kingdom, the Bank of England serves as the monetary
equivalent of the Federal Reserve System. In the same fashion, the
governing body establishes a committee headed by the governor of
the bank. Made up of nine members, the committee includes four
external participants (appointed by the Chancellor of Exchequer), a
chief economist, director of market operations, committee chief
economist and two deputy governors.

5. SwissFranc (CHF)

Central Bank: Swiss National Bank (SNB)

A Banker's Currency Different from all other major central
banks, the Swiss National Bank is viewed as a governing body with
private and public ownership. This belief stems from the fact that the
Swiss National Bank is technically a corporation under specia
regulation. As a result, a little over haf of the governing body is
owned by the sovereign states of Switzerland. It is this arrangement
that emphasizes the economic and financial stability policies dictated
by the governing board of the SNB. Smaller than most governing
bodies, monetary policy decisions are created by three mgor bank
heads who meet on a quarterly basis.

6. Canadian Doallar (CAD)

Central Bank: Bank of Canada (BoC)

The L oonie Established by the Bank of Canada Act of 1934,
the Bank of Canada serves as the central bank called upon to "focus
on the goals of low and stable inflation, a safe and secure currency,
financial stability and the efficient management of government funds
and public debt." Acting independently, Canada's central bank draws
similarities with the Swiss National Bank because it is sometimes
trested as a corporation, with the Ministry of Finance directly
holding shares. Despite the proximity of the government's interests, it
is the responsibility of the governor to promote price stability at an
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arm's length from the current administration, while simultaneously
considering the government's concerns. With an inflationary
benchmark of 2-3%, the BoC has tended to remain a shade
more hawkish rather than accommodative when it comes to any
deviationsin prices.

7. Australian/New Zealand Dollar (AUD/NZD)

Central Bank: Reserve Bank of Australia / Reserve Bank
of New Zealand (RBA/RBNZ)

Always A Carry Favorite Offering one of the higher
interest rates in the major global markets, the Reserve Bank of
Australia has always upheld price stability and economic strength as
cornerstones of its long-term plan. Headed by the governor, the
bank's board is made up of six members-at-large, in addition to a
deputy governor and a secretary of the Treasury. Together, they work
toward to target inflation between 2-3%, while meeting nine times
throughout the year. In similar fashion, the Reserve Bank of New
Zedland looks to promote inflation targeting, hoping to maintain a
foundation for prices.

8. South African Rand (ZAR)

Central Bank: South African Reserve Bank (SARB)

Emerging Opportunity Previousy modeled on the United
Kingdom's Bank of England, the South African Reserve Bank stands
as the monetary authority when it comes to South Africa. Taking on
major responsibilities similar to those of other central banks, the
SARB is also known as a creditor in certain situations, a clearing
bank and major custodian of gold. Above all ese, the central bank is
in charge of "the achievement and maintenance of price stability".
This aso includes intervention in the foreign exchange markets when
the situation arises.

Interestingly enough, the South African Reserve Bank
remains a wholly owned private entity with more than 600
shareholders that are regulated by owning less than 1% of the total
number of outstanding shares. This is to ensure that the interests of
the economy precede those of any private individual. To maintain
this policy, the governor and 14-member board head the bank's
activities and work toward monetary goals. The board meets six
times ayear.
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Conclusion

As financial markets continue to evolve and grow globally,
foreign exchange and currencies will play an increasingly large role
in day-to-day transactions. As a result, whether a conversion for
physical trade or a simple portfolio diversification play, currencies
continue to offer more opportunities to both the retail and
institutional investor.

bank structure unofficial name
of the currency

1. U.S. Dollar
Federal Reserve

2. European Euro
European Centra
Bank

3. Japanese Yen

Bank of Japan

4. British Pound
Bank of England

5. Swiss Franc

Swiss National Bank
6.Canadian Dallar
Bank of Canada

7. Australian/New
Zealand Dollar
Reserve Bank of
Australia/lReserve
Bank of New Zealand
8. South African Rand
South African Reserve
Bank
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Unit 7: check-up

Trandateinto Russian:

Asset management, to allocate funds, asset alocation, capital
preservation, to ensure, to make acquisitions, revenues, to raise
finance, gearing ratio, asset valuations, intangible assets, stock
market, dividends, common shares, company’s annual profits.

10 points.

Trandateinto English:

LIEHHbIE Oymaru -

MPOU3BOIUTEIEHOCTD —

oT4eT 0 (PUHAHCOBOI JEATETBHOCTH (KOMITAHHH) —
0aJaHCOBBINA OTYET —

pacmpeneneHre 000POTHOTO KanuTana -
MpHUOBLTH B pacdeTe Ha OAHOTO pabOTHUKA —
HIMPOKasi MyOJInKa —

aKIMoHep —

TJIaBHBIE MAPOBbIE (DOHIOBBIE OMPIKH —
BBIMIYCK OONUTaInii —

10 points.

Trandateinto English:

1. Panbiie Mbl 3aHUMAJINCh TAKUMU UCCIIENOBAHUSIMH, a ceiiuac HeT.
2. PaHplIe OHM TIPEACTABISUIA OTYET O (PMHAHCOBOM AEATECIBLHOCTH
KOMITaHUH Ha Ka’KAOM COOpaHUH.

3. Panbmie orn paboTanu 371ech, a ceifyac HaILIH HOBYIO paboTy.

4. Panbiiie MBI BCeria MOTYyYaind 3Ty HHPOPMALIUIO Cpasy.

5. Panbli1e oH €311 3arpaHuLLy Jalle.

10 points.
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Business English: Planning
Task 1. Match the verbsin the box to nouns. Each pair of words
describes a way to plan effectively.

| estimate collect consider forecast do

costs

sales
research
information
options

grwdE

Task 2. Match the verbs to the nouns. Make as many
combinations as you can.

to write 1. adeadline
to implement 2. aschedule
to meet 3. abudget
to arrange 4. aplan

to prepare 5. ameeting
to keep within 6. areport

to rearrange

Task 3. A Managing Director talks about the planning of a new
sales office in the United States. Complete the text with nouns
from Tasks 1 and 2.

Recently we decided to open a new sales office in New
York. First, | arranged a 1 with the finance
department to discuss the project. We prepared a 2 with
details of the various costs involved. Then we collected
3 about possible locations for the new office. We
considered two 4 - one in Greenwich village and
the other near Centrad Park. After doing some more
5 , | wrote a 6 for the board of
directors.

Unfortunately, we made a mistake when we estimated the
7 as the exchange rate changed, and so we didn’t
keep within our 8 . We overspent by amost 20
percent. We had to rearrange the 9 for moving into
the building because the office was not redecorated in time. The
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board of directors was unhappy because we didn't meet the
10 for opening the office by 15 December. It finally
opened in January. However, we forecast 11 of at least $
500 000 in the first year.

Task 4. Every successful person in business has his or her own
secret of good planning. Read the following text. Work in pairs
and make a list of things that are important in planning. Add
your own ideas.

The most important thing is to know exactly what it is that
you want to achieve, and define it, and define by when you want to
achieve it and with that information, you can then set a deadline and
identify the tasks that are necessary to achieve that goal, get on with
them to atimetable.

There are some things, which are clearly outside our control.
In business, it might often be unforeseen changes in the economic
climate. When things change, it is important to step back, reassess
the situation and redefine one' s goal .

Task 5. The Managing Director of a Hong Kong-based hotel
group is talking to his managers about the group’s future plans.
Underlinethe plansthat he mentions.

‘Well, | think you all know by now that we're hoping to expand in
China and we are going to move our headquarters from Hong Kong
to Shanghai. We're planning to manage an executive complex in one
city and we're also hoping to open a 240-room hotel next year in
another city. We're expecting to make a profit within 5 years
although we'd like to break even a bit earlier if possible. Within 10
years we want to become the maor international hotel group in
Southeast Asia’.

Task 6. You are a regional sales director for a soft drink called

Quench. Three years ago, you forecast sales in your region for
thefollowing years. The three year s have now passed.
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Year 1 Year 2 Year 3

Forecast sales | 1.5 million 1.7 million 2 million

(units)

Actua  sales | 1.1 million 1.35 million 1.8 million

(units)

Main reason bad weather | good weather | good weather
during the | during the | during the
summer — cold | summer — | summer -
and wet production strike by

difficulties at | delivery

the factory — | drivers in July
could not | — more lost
satisfy demand | sales

Complete thereport below for your boss. The report should give
conclusions how sales can be improved in the future. The first
and third paragraphs have been written for you. Write the
second and fourth paragraphs. Each paragraph should be not
mor e than 40 wor ds.

Report

Three years ago, we made a sales forecast for Year 1 of 1.5 million
units. Unfortunately, we only had sales of 1.1 million. This was
mainly because of the very bad weather we had during the summer —
it was very cold and wet, so people did not want to buy soft drinks.

For Year 3, we had forecast sales of 2 million units, but a strike by
delivery drivers in July meant that again, we could not satisfy the
demand, and we only had sales of 1.8 million.
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Task 7. Completethistext with the correct alter natives.
Planning: when it all goesright
| work for a US clothes store chain. Last year | was
responsible for opening a chain of new shops in Europe. | was very
nervous, but | followed the rules: | prepared the 1 ) |

fixed a 2 for opening dates of stores, and | made
some sales 3 :

Everything went perfectly. We ran a very good advertising
4 . The shops were ready 5 and the
stocks of clothes ere all in place on the opening day for each store.
We 6 our sales targets. In fact, sales were 12 percent
7 the forecast | had made. My next forecast? I'm

going to be promoted!

1. @) account b) budget c) receipts

2. @) scene b) scheme c) schedule

3. @) forecasts b) predictions ¢) projects
4. a) program b) campaign c) activity
5. @) in time b) under time c) after time
6. @) went b) arrived ¢) met

7. a) top b) over ¢) up

Writing

Task 8. Study the following business letter from a market
research consultancy, Abacus Data Research, to a clothing
manufacture, Corallo. Corallo wants to know why its sales of
jeansarefalling at arate of 10% ayear. Writea similar business
letter.
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ADR
Abacus Data Research
South Dakota Blvd., Englewood Cliffs, 07632 New Jersey
Tel: 201 654 8787 Fax: 201 654 8732
email: kleins@adr.com http://www.adr.com

SamKlein

Coralo Clothing Company
P.O. Box 230

Englewood Cliffs

May 20, 2010

Dear Sam,

Thank you for your letter dated May 15. As | said when we met
briefly last week, we at ADR would be very pleased to help you with
studies on your products and their markets (market research). What |
need now is a detailed description of your objectives for this study
(market research brief) — a statement of exactly what you need to
know.

Please send us any studies that you have carried out yourselves (in-
house research), or any studies using published material (secondary
research) that you have used in the past. Thiswill help our
background investigations.

Looking forward to hearing from you.
Yourstruly,

Raobert R. McCawley

Deputy Vice-President

Note: In American English letters, it is common to use the farewell
Yours truly. In British English letters, the standard farewell in a
business letter is Yours sincerely when the letter starts with a name
(e.g. Dear Mr. Green) or Yours faithfully if the letter begins Dear
gr.
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Module 2. Individual work

1 variant
Task 1. Read, trandate and retell the following text. Match up
the following wordswith the underlined wordsin the text.

achieve aspects costly disliked
expenses  guarantee origins per manent
present selfish setting up stress
Quality

In production and operations management, over the past few
decades, there has been increasing (1) emphasis on qudlity, as
defined by the consumer, in terms of features offered, appearance,
reliability, durability, serviceability, and so on. An important concept
has been Total Quality Management (TQM), according to which
management should ensure that quality extends throughout the
organization in everything it does, or at least in al (2) features of
products and services that are important to the customer. Rather than
aiming for the best quality compatible with low unit costs, the
company should aim for the highest quality level possible, because a
lack of quality can be more (3) expensive than achieving high
quality. As the production theorist Philip Crosby puts it, quality is
free. What he means is that there are many (4)_costs that result from
production that is not 100% perfect: inspecting, testing, identifying
the causes of defects, implementing corrective action, training or
retraining personnel, redesigning a product or system, scrapping,
reworking or repairing defective products, replacing products in
accordance with a (5) warranty, dealing with complaints, losing
customers or their goodwill, and so on. Quality theorists such as
Joseph Juran, W. E. Deming, and Crosby have shown that prevention
is usually much cheaper than failures. Every extra dollar spent on
prevention might save $10 spent on inspection and failure costs.
Furthermore, even if the (6) current quality level appears perfect, the
company should still continuously look for product improvement,
and am to be the best in the industry. Companies should always
engage in benchmarking though management is responsible for
designing and (7)_installing an overall system which excludes defects
and low quality, everyone within that system, in the entire supplier-
producer-customer chain, should be responsible for quality. In TQM,
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every worker is a quality inspector for his or her own work, trying to
get it right the first time, aiming for zero defects. This approach,
often described as "quality at the source," removes the need for the
kind of "over the shoulder" inspection that is usually (8) resented by
workers. Of course this often requires training, and depends on a co-
operative attitude. Many large Japanese companies - especially those
guaranteeing (9) lifetime employment - have been able to (10) attain
high quality, because of the motivation of their staff, and the long-
term nature of nearly al the relationships among employees,
suppliers, distributors, owners and customers. The Japanese invented
quality circles: voluntary groups of six to twelve people, who are
usually given training in problem-solving, analysis, and reporting
methods, and who then meet once a week, during paid hours, to
discuss their department and the problems they are encountering. If
there are problems with quality variations, the group will try to
identify their (11) sources, find solutions to eliminate them, and
propose these to management. There are an estimated one million
quality circles with ten million members in Japan. Quality circles
have been less successful in the more (12) individuaistic cultures of
Americaand Europe.

Task 2. Match thewordsin the box with the definitions below:
benchmarking defect durability goodwill
reliability toscrap  serviceability warranty

1. afault or imperfection or deficiency

2. apromise that goods will meet a certain specified quality level, or
be repaired or replaced

free of charge

3. customers satisfaction with and loyalty to a company

4. ease of maintenance and repair

5. going outside the firm to see what excellent competitors are doing,
and adopting the best practices

6. performance over along period of time

7. regular performance according to specification

8. to sl defective goods for the price of the recyclable materials
they contain
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Task 3. Completethefollowing collocations from the text:

|. operations

2. compatible

3. unit

4. level

5. corrective

6. with complaints
7. improvement
8. overdll

9. the supplier-producer-customer
10. defects

11. lifetime

12. circles

Task 4. Completethefollowing collocationsfrom the text:
1. toretrain .

2. torepair

3. to deal with

4. to lose customers

5.toinstall

6. to eliminate

Task 5. Make up three short dialogs with any three collocations
from the previoustask.

1

2.

3.
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2 variant
Task 1. Read, trandate and retell the following text. Complete
thetext using these words:

Market research

analyse annual concept data gather
guesswork  habits inventory  launch  opinions
packaging promotions respondents significant statistics

Oh no, we'd never develop and (1) a product
solely on the basis of (2) . That's much too risky.
You can't just trust the intuition of senior managers or product
managers,; you have to do market research. That's what we call it in
Britain; in the States they say marketing research. We collect and (3)

information about the size of a potential market, about
consumers' tastes and (4) , their reactions to particular
product features, packaging features, and so on.

Lots of people think that market research just means going
out and asking consumers for their (5) of products, but
that's not true. Actualy, talking to customers is a relatively minor
market research tool, because it's very expensive. In fact, persona
interviewing is the very last thing we'd do. We usually find that our
own accounts department, which keeps records of sales, orders, (6)

size, and so on, is a far more important source of
information. Our sales representatives are another good source.

There are also a lot of printed sources of secondary (7)

we can use, including daily, weekly and monthly
business newspapers, magazines and trade journals, our competitors
(8 reports, official government (9) ,
and reports published by private market research companies. We
only engage in field work, and (10) primary data from
customers, middiemen, and so on, if both internal research (anaysis
of data already available in the accounts and sales departments) and
secondary data (available in printed sources) are inadequate.

If we do go out and do field work it's usually a survey, which
you can use to collect information about product and (11)
features, and to measure the effectiveness of advertising copy,
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advertising media, sales (12) , distribution channels, and
SO on.

An effective and rdatively inexpensive method of survey
research is the focus group interview, where we invite severa
members of the target market (and pay them a small amount of
money) to meet and discuss a product (13) . The
interview is led by a trained market researcher who tries to find out
the potential consumers' opinions and feelings about the product.

Focus groups are informative, but they're usualy too small
for us to be sure that the chosen sample of consumers is statistically
valid. Quegtionnaire research, involving many more (14)

, is more likely to be statigtically (15) , &
long as we make sure we select the appropriate sampling unit -
whether it's a random sample of the population, or a sample of a
selected category of people and the sample size is sufficiently large.
When we've established a sample, we do the interviews, normally by
telephone or mail, sometimes by personal interviewing.

Task 2. Do thefollowing wor ds generally form partner shipswith
theword market or marketing?
activities

demand

effort

environment

expenditure

mix

opportunities
potential
programme.
0. share

BOOoNoOA~AWNE

Task 3. Completethefollowing collocations from the text:
to launch
product
to anayze
features
to gather
advertising

oukwdr
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Module 3. Organizational management

Unit 8: Modern Management Theory
Pre-reading activities
Task 1. Complete the text below with correct headings from the
box.

Corporate downsizing Empowerment Just-lIn-time
Learning organizations Outsourcing Re-engineering
Team working Total quality management
M anagement appr oaches

1

This system was introduced from Japan in the 1980s. It means
ordering components exactly when you need them, and
supplying goods exactly when the customer needs them. It
eliminates storage time and reduces costs.

2.

Many large corporations and multinationals had grown too
complex by the 1990s. Some sectors of the organization were
less profitable. Many of these companies sold off or closed the
underperforming sectors.

3.

Management increasingly understands the value of sharing
power with others throughout the organization. This leads to
more participation in decision-making.

4.

This is closdly related to 3. By encouraging employees to work
in very fluid teams, responsibility is shared. Employees and
managers at al levels develop a better self-identity and work
becomes more interesting. This system is seen as much more
efficient than linear or hierarchical structures.

5.

Thisisatotd revision and restructuring of an entire company. It
involves asking about the objectives of the business and how it
operates. It aims to create big improvements in cost, quality,
service and product.

6.

This management approach focuses on measuring the quality of
service in al aspects. The idea is to develop systems that are
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more efficient and more economical, but which are also more
able to meet the needs of customers.

7.

This approach recognizes that companies cannot do everything.
It can be better to use external suppliers for some speciaist
operations, or particular components in manufacturing. This
decision can create quality improvements and cost savings.

8.

Many companies have developed internal training programs to
help with staff development. This is an important investment in
the workforce. It is not only makes people better at better at their
job, but it also makes them happier. It may also help companies
to keep their best managers and staff.

Task 2. Sentences 1 to 9 make up a short text about innovative
strategy. Complete each sentence, by taking a middle part from
the second box and an end from the third box:

I nnovation
1. The business environment,
2. Thereis a constant evolution in the needs of customers,
3. Innovative companies assume that all existing
4. Their logic is - we wouldn't dream of getting into this industry
today,
5. Of course, innovation requires experimentation, and inevitably
leadsto failures;
6. On the other hand, successful innovations can
7. However, it iswell-known that small, flexible companies
8. Large companies often have rigid structures,
9. But another possibility for large companies with established
products

a. and an emphasis on cutting costs and achieving economies of scale
b. indeed, around 90% of innovations do not succeed,

c. isto acquire small, newly-successful, innovative firms,

d. produce far more innovations than big firms,

e. products, services, markets, distribution channels, technologies
and processes are ageing
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f. rapidly become profitable new markets or product lines
g. the technological skills of competing companies,

h. so we should get out of it quickly,

i. whichisto say, the world,

j. and re-allocate our resources to something new.

k. and will have to be replaced as soon as they begin to decline.
1. iscontinually changing.

m. or even give birth to entire new industries.

n. patterns of internationa trade, and so on.

0. proportionate to their R&D spending.

p. rather than innovating.

g. so the other 10% have to cover the costs of the failures.

r. which they often find cheaper than innovating themselves.

Sentence 1.
Sentence 2
Sentence 3:
Sentence 4
Sentence 5:
Sentence 6:
Sentence 7:
Sentence 8:
Sentence 9:

Task 3. Completethefollowing collocations from the text:
1. environment
2.rigid

of scae
channels
lines
skills

SN NI

7. re-dlocate
8. international
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Task 4. Learn the active vocabulary.

1. | inputs DJIEMEHTHI, HEOOXOIMMBIE IS
pabOTHI CUCTEMBI

2. outputs 3JIEMEHTHI, II0JIy4aeMble B
pe3yibTaTe padboTh

3. | outcomes pe3yabTaThl

4. | tremendous changes OIPOMHBIE U3MEHCHUS

5. | interrelations B3aUMOCBSI3U

6. | contingency HETPe/IBH/ICHHAs CUTYaIUs

7. | complexity CJIOKHOCTb

8. | voldile W3MCHYUBBIN

9. | to expend energy Pacxo/10BaTh IHEPTHIO

10. | to maintain stability MOJJICP)KUBATh CTAOMIILHOCTh

Reading / comprehension activities
Task 5. Read, trandate thefollowing text and try toretdl it.

Recent Developments in Management Theory

Under this category of theory are the Systems Approach,
Situational or Contingency theory, Chaos theory, and Team Building
theory.

The systems theory has had a significant effect on
management science and understanding organizations. A systemis a
collection of part unified to accomplish an overal goal. If one part of
the system is removed, the nature of the system is changed as well. A
system can be looked at as having inputs (e.g., resources such as raw
materials, money, technologies, people), processes (e.g., planning,
organizing, motivating, and controlling), outputs (products or
services) and outcomes (e.g., enhanced quality of life or productivity
for customers/clients, productivity). Systems share feedback among
each of these four aspects of the system.

The Systems Theory may seem quite basic. Y et, decades of
management training and practices in the workplace have not
followed this theory. Only recently, with tremendous changes facing
organizations and how they operate, have educators and managers
come to face this new way of looking at things. The effect of systems
theory in management is that it helps managers to look at the
organization more broadly. It has also enabled managers to interpret
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patterns and events in the workplace — i.e., by enabling managers to
recognize the various parts of the organization, and, in particular, the
interrelations of the parts.

The situational or contingency theory asserts that when
managers make a decision, they must take into account all aspects of
the current situation and act on those aspects that are key to the
situation at hand. Basicaly, it is the approach that “it depends’. For
example, if one is leading troops in Irag, an autocratic style is
probably best. If one is leading a hospital or University, a more
participative and facilitative leadership styleis probably best.

The Chaos theory is advocated by Tom Peters (1942). As
chaotic and random as global events seem today, they are equally
chaotic in organizations. Y et for many decades, managers have acted
on the basis that organizational events can always be controlled.
Thus, a new theory, known as chaos theory, has emerged to
recognize that events are rarely controlled. Chaos theorists suggest
that systems naturally go to more complexity, and as they do so, they
become more volatile and must, therefore, expend more energy to
maintain that complexity. As they expend more energy, they seek
more structure to maintain stability. This trend continues until the
system splits, combines with another complex system or falls apart
entirely. It will need an effective manager for the latter worst
scenario not to happen.

The last management theory is the Team Building
approach or theory. This theory emphasizes quality circles, best
practices, and continuous improvement. It is a theory that mainly
hinges on reliance on teamwork. It also emphasizes flattening of
management pyramid, and reducing the levels of hierarchy. Finally,
it isall about consensus management —i.e., involving more people at
al levelsin decision-making.

Task 6. Answer thefollowing questions.
1. What isthe effect of the systems theory?
2. What does the situational or contingency theory assert?
3. What do chaos theorists suggest?
4. What does the team building approach or theory emphasize?
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Task 7. Completethefollowing collocationsfrom the text:
1. to accomplish

2. guality of life
3. feedback

4. to take into account

5. global

6. energy

7.to maintain

Task 8. Make up 3 sentences with any three collocations.

Vocabulary activities
Task 9. Match the responses with the questions. Trandlate the
dialogue.

Just in time production

1. So what's Just'InTime production, then?

2. What do you mean, exactly?

3. And thisis a Japanese idea?

4. And components are delivered just when they're needed, so there's
no inventory?

5. Isn't that dangerous? | mean, if just one supplier doesn't deliver on
time, or delivers defective components...

6. Arethere other advantages, apart from reduced inventory costs?

7. So why don't we do it in Europe and the States?

a. American companies have developed versions of JIT, which they
call lean production, or stockless production, or continuous flow
manufacture. But over here there's always the risk of strikes or other
problems, so companies prefer to keep reserve inventories. Not so
much just-in-time as just-in-case...

b. It's a system in which products are 'pulled’ through the
manufacturing process from the end, rather than 'pushed’ through
from the beginning.

C. Severa. There's no risk of overproduction if demand falls, or of
idle workers waiting for work-in-process to arrive. It shortens
throughput time, which increases productivity. And it probably
means that defects or quality problems are noticed more quickly.
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d. Sure, but the big Japanese manufacturers have large networks of
subcontractors, and the whole system is based on long-term
relationships and mutual trust.

e. That's the idea. JIT regards inventories as avoidable costs, rather
than as assets.

f. Well, nothing is bought or produced until it is needed. Each section
of the production process makes the necessary units only when they
are required by the next stage of the manufacturing process, or by
distributors or customers.

g. Yes. The system is usualy credited to Taiichi Ohno at Toyota in
the early 1950s, but he said he got the idea from looking at American
supermarkets.

Task 10. The use of the verbs make and do often causes
difficulties for learners of English. As a generalisation, we can
say that make means to bring into existence (like making things
in a production department) or to produce a result (e.g, make a
profit, make changes), and do meansto perform an action (e.g. to
do an exercise, to do your homework).

L earn thefollowing collocationswith ‘do’ and ‘make'.

Make and Do

make an enquiry

an application

an offer

aded

arequest

an excuse

money

aprofit or aloss

an appointment

arrangements or plans

an apology

achoice

acomplaint

adecision

aforecast

amistake
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progress

aphone cal

an effort

an attempt

certain or sure

abusinesstrip

changes, or an improvement

do business

ajob

some work

an exercise

homework

good

wrong

the accounts

your duty

an experiment

research

well, or better

someone a favour

damage or harm

repairs

something to, or for, or with
someone

something for aliving

Task 11. Complete the following sentences with the correct form

of either make or do, and one of the words or expressions from

the boxes above.

1. Janine, can you try to me with my

dentist for this afternoon, please?

2. Michadl, can you me ? 1 need to

borrow acar.

3. No, we don't know what went wrong yet, but we're

some .

4. He said | wasn't working hard enough and I'd redly have to
an :
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5. 1 can't tell you now, but we expect to a
nearly next week.

6. Were' much than last year; we're

definitely progress.

7. We spent three days to the warehouse roof

after the storm last week.

8. We alot of in Japan, and since the

profit margin is high, we alot of .

9. | checked the figures last night and found that I'd
alot of .

10. It's either one or the other. You'll have to a

Grammar: Expressionsand verbs + -ing
It’sno use (good) worrying about it.
There' sno point in buying acar.
It’snot worth collecting the data if we have this report.
| had difficulty finding information | needed.
It's a waste of money (time) reading this book.
| spend (alot of time) hourstrying to find out al the facts about it.
I go shopping/swimming/ sightseeing very often.

kkkkhkkkkkkhkkhkhkkkk*k

Stop talking.

You'vefinished cleaning the flat.

| don’t fancy going out tonight.

| can’t imagine him riding a bike.

| enjoy working here.

She keeps asking questions about this problem.

He suggested going to the country to speak to people.

Task 8. Join two sentences to make one sentence.
1. Don't try to contact every person. It's no use. It's no use

2. Don't conduct a survey now. It's a waste of money. It's a waste

3. Don't ask him to help you right now. It’:s no good. It's no good
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4. Don't hurry to the meeting. It's not worth. It's not worth
now. It'stoo late.

5. Don't study if you are tired. There's no point. There's no point

if you aretired.

6. Don't read newspapers. It's a waste of time. It's a

7. 1 wouldn't read this report if |1 were you. It's not worth reading.
This report .
8. | found errors in this paper. But it was difficult. | had difficulty

9. | found out everything about this persor{. | spent hours to do it. |
spent hours

Task 9. Rewrite the following sentences using the verbs from the
box.

| suggest  stop finish enjoy keep fancy

1. I don’t want to go out tonight. | don’t :
2. Tom said “let's have a bresk for 5 minutes. Tom

3. | like dancing at Weekendé. I .
4. | think you shouldn’t smoke here. ,

please.

5. You don't work with this report any more. Have you aready
?

6. She writes letters every day. She every

day.

Task 10. Trandate into English.

CeromHsi MHE HE XOYETCS] HUKY1a UTH.

ToI yxe 3aKOHYHI paboTaTh C JJOKIAI0M?

Ona nocTosiHHO coOoupaeT HH(OPMAIIHIO.
IlepecTanb KypUTh, OXKATYHCTA.

MHe HpaBUTCS XOANUTh B KMHO MO BBIXOIHBIM.
OH mpeayoKuI CAeNaTh S-MHUHYTHBIHN ITepephIB.

ourwdE
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Discussion: Negotiations across cultures
The American Business Culture
Task 1. Read the following text. Pay attention to the phrasesin a
bold type and write down their trandations. Retdl the passage
using phrasesin a bold type.
Work comesfirst

Americans and businessmen and women in particular are
very task-oriented. They get a goal in mind and work until
achievingit. An Americanislikely to avoid chit-chat asidle chatter
and in a business meeting want to talk about business and little else.
“Let's get our focus on the bottom ling” is an Americanism that
reflects this tendency. Therefore be careful to not distract the
conversation from the business at hand. Direct your comments
towards identifying, and especially, solving problems. The people
will feel more confidence in you when they feel that you are putting
your heart behind the project at hand, whatever it may be. A big
part of Americans lives revolve closely around their work, and
although they may politely complain about it, the truth is that they
like it like that. Americans do love to have fun, but it has its place,
and that place should not interfere with work or a man (or woman)
earning his (or her) livelihood.

Task 2. Match theidiomswith their corresponding definitions.

1. to lay everything out on the
table

a. to give the essentia relevant
fact

2. abottom line

b. to include everything into the
agenda

3. to beat around the bush

c. an eventua result

4. to get to the point

d. to avoid discussing directly

Task 3. Complete the passage using idioms from the previous
task in the correct form. Summarize the text in several sentences.
Bevery clear in what you say

Something that will madden your American partners is if

they think that you 1

in what you say. US

culture values a person who says what he means and means what he

says.

"2 I", angry teammates may demand.
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Americans value clarity many times over what other cultures view as
tact. It is better to 3 , and not leave key
points unmentioned for politeness’ sake. Not following this policy
could be interpreted as rudeness or as gravely as dishonesty by your
peers.

One of the worst things that you can do is appear emotional,
or unable to make a cold, hard decision. It's OK to get angry, and
show it, about certain things, especidly things that affect the
4 .

The Canadian Business Culture
Task 4. Completethetext about negotiating with Canadians.
What you should know befor e negotiating

low-key aggressive assertive wealth
power casualness ease

While Canadians are often confused with Americans by non-
North Americans who see few differences between the two peoples,
please don't make that mistake. Americans are much more

1 whereas Canadians are generally 2 and prefer
to3 into business discussions.

Cynicism is a part of the national character, which is directed
a those who make conspicuous shows of 4 and/or
5 . In Canada, there is great love for the ‘underdog’.

Canadians generaly didike 6 sales techniques.
They tend to value low-key sales presentations.

Modesty, 7 , and an ar of nonchalance are

characteristic attitudes in Canadian business culture.

Task 5. Complete the text about negotiating with business people
in Canada using word combinations from the box.
producing results
sporting analogies
equality and fairness
careful consideration
decision making
excessive praise
new ideas
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company policy
business schools
market share

You should d&so be aware tha 1
here teach students that the outcome of all
negotiations is that both sides win, i.e,, “win/win.” This fits nestly
with Canadians ideas of 2 . The win/win
principle is so accepted today that the very idea of one party winning
the negotiation while other party loses would seem unacceptable to
most Canadians.

Canadians tend to be receptive to 3
Generally, they are anaytical, conceptua thinkers.

Established rules or laws usually take precedence over one's
feelings. During negotiations, 4 is strictly
adhered to at dl times. Fedlings of any kind are usualy regarded
with suspicion, particularly for decision-making purposes. In
presentations and conversation, Canadians are often receptive to
5

Among all individuals, regardless of rank, communication is
direct and dightly informal. Hierarchies in Canadian organizations
exisgt for clarity of 6 , hot because ranking is
important. Those who will sit with you in a meeting usually have the
power to make a decision.

Canadian businesspersons may emphasize profit over

7

Generally, Canadians do not like or trust people who appear
to give 8 , Which raises the suspicion that they are
being set up to be embarrassed or mised in some way. Moreover,
Canadians didlike being pressured and will only resent the stress that
accompanies high expectations.

The work environment in Canadian business culture tends to
be collaborative. Before a decision is made, top management will
consult subordinates and their input will be given 9

. It will be in your best interests not to try to rush this
process. Negotiations usualy proceed at afast pace and bargaining is
not customary.

Deadlines and are 10 the main sources
of anxiety in this culture. Decisions of any kind must be made in
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accordance with company policy. Informing against one's colleagues
is regarded with disgust.

The British Business Culture
Task 6. Complete the text about negotiating with business people
in Great Britain using word combinations from the box.

business culture
conducting negotiations
undemonstrative nature
business cards
dignified authority
fina decision

What you should know before negotiating with the British
Whilst younger, junior employees are perfectly capable of
at a distance, it is always desirable to
send older, senior representatives to the United Kingdom for face-to-
face discussions. This is not to say that British businessmen believe
young people are incapable of performing the task, but there is an
element of distrust of whizz-kids straight of business school with a
gleaming MBA. Attitudes are changing gradually but there remains a
strong tradition in the UK of learning your trade ‘on the job’ and
valuing experience more than certificates. Consequently, older
people are often better able to assume the air of
that is respected in British business culture.

In keeping with their , British
businessmen approach their work in a detached way that regards
objective facts and solid evidence as the only legitimate forms of
persuasion; feelings and personal relationships are usually irrelevant.

Thorough preparation is important: you should bring a
plentiful supply of and ensure that you
have the proper materials for making effective presentations. Very
often the British prefer to 'muddle through' without a conceptual
template.

Whilst teamwork is important, British

remains essentially hierarchical. A wide range of input is
valued and a consensus may be reached but the
il rests with the most powerful (usually, but not
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always, the most senior) individual who may or may not be chairing
any given meeting. The British work well as a team and reach team
decisions but the boss remains somewhat apart from the team.

Task 7. Read the following passage and say if you can find any
difference between attitude to communication in business in the
UK and other countries.

Business communication

Be aware in your dealings that the British are masters of
understatement and that irony is a favorite weapon. Direct questions
may encounter evasive responses and other typically British ploys
are to avoid stating the obvious and to imply the opposite of what is
actually said. Tone of voice or facial expression may sometimes hint
at what is really meant but not always and it is equally important to
pay attention to what is not said.

Humor also plays an important role in business discussions,
having a repertoire of jokes and anecdotes can be an asset and good
raconteurs should make the most of their talent. In any case you
should not be surprised by any seemingly inappropriate levity. On
the other hand, the British are prone to using sarcasm, particularly
the one-line jibe, to ridicule an adversary or to register disagreement
or even contempt. This may be hurtful at the time but the British do
not harbor long-term grudges for the most part.

Aggressive technigques such as the ‘hard sell’ or denigrating
another company’s product or service will not be well received. Nor
should you give unsolicited praise since it is rarely welcome. And do
not gush - the British 'stiff upper lip' does not appreciate excessive
enthusiasm.
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The Australian Business Culture
Task 8. Read the following text. Retell the passage (one —two
sentences for each paragraph). You may start your sentences
with ‘you should’ and ‘you shouldn’t’.

What you should know befor e negotiating

It is appropriate to present a business card at an introduction.

Audtralians like to tak business from the start, with very
little small talk. Speak plainly and expect what you say to be taken
literally. In turn, interpret what Australians say to you in the same
direct manner. Often, Australians will be trusting of people they
consider their equals.

Australians are usually distrustful of authority and of people
who think that they are somehow ‘better’ than others. During
conversation, remain modest at all times, and refrain from drawing
attention to your education, professional experience, business
success, and related achievements. You must never give an
impression that your organization is doing better than their
organization.

Cynicism is an important part of the national character. A
great deal of cynicismis directed at people who seem too wealthy or
powerful. In this culture, thereis greater respect for the ‘ underdog’.

Australians generally didike negotiation and aggressive sales
techniques. They value directness, therefore presentations of any
kind should be straightforward, with an emphasis on both the
positive and negative outcomes.

Keep your presentation simple and ‘to-the-point’.
Digressions or excessive details will not be well-received by an
Australian audience. The facts, details, benefits and downsides of a
proposal should be clearly presented. Anything that resembles
‘sdling’, trying to impress, or assumption of acceptance will be
challenged.

Modesty, casualness, and an air of nonchalance are
characteristic attitudes in Australian business culture. Australian
business persons may emphasi ze profit over market share.

The work environment in Australian business culture tends
to be collaborative. Before a decision is made, top management will
consult subordinates and their input will be given careful
consideration. It will be in your best interests not to try to rush this
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process. Negotiations usually proceed at afast pace and bargaining is
not customary. Australians will expect your initial proposal to have
only asmall margin for negotiation.

Task 9. Complete the text about communication style of
Australians. Retell it in 2 - 3 sentences.
a_ over the phone b _astraight but polite ‘ no’
C _personal achievement  d_tocriticize
e _judgeyou and your competence f_ direct eye contact
Communication style

Australians are very down-to-earth and matter-of-fact when
it comesto talking business. They generaly prefer 1 and consider
it as a sign of respect and indication that the person is listening.
When meeting for business, they focus on a task and like to talk
business from the beginning. Business negotiations are shorter and to
the point. It is common to do business communication and problem
solving2  , fax or email.

Communication style is direct, frank and straight-forward.
People usually mean what they say and say what they mean. Most
Australians do not hesitatetosay 3.

Australians tend to be enthusiastic conversationalists and
debaters. Acceptable communication topics are: the weather, sports
(particularly Australian Footbal in Victoria, and National Rugby
League in New South Wales and Queensland). Anything related in a
positive way to Austraiais an okay topic. Religion, politics and sex
are usualy not discussed unless your Australian counterpart brings it
up. Be careful not 4 the Australian way, as they can be quite
sensitive about it. Topics which are currently controversial in
Australiainclude migration and aboriginal issues.

Audtralians like to joke about themselves, but they are not
receptive to others doing the same. Australians try not to draw too
much attention to their academic qualifications or any other 5 .
Specific to Australian culture is the ‘tall poppy syndrome’, meaning
that Australians avoid standing out from the group (being a ‘tal
poppy’). Don't boast about yourself or your company. Instead, let
them 6___ through your actions.
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Unit 8: check-up

Trandateinto Russian:

Corporate downsizing, team working, economies of scale, successful
innovations, rigid structure, distribution channels, to re-alocate
resources, internationa trade, outcomes, complexity, to accomplish
an overall goal, quality of life, to share feedback, to take into account
all aspects of the current situation, global events, to do something for
aliving, to do the accounts, to do business.

10 points.

Trandateinto English:

Om3Hec cpena —

JIMHUU IIPOLYKTOB —

3JIEMEHTBI, HEOOXOIUMBIC JJIsi PA0OTHI CUCTEMBI —
3JIEMEHTBI, TIOJTy4aeMbIe B PE3yJIbTaTe padOThl CHCTEMbI —
OIrPpOMHBIC USMCHCHUSA —

HEMPEABUACHHAA CUTyallus —

pacxoJi0BaTh SHEPTHUIO —

MOJICPKUBATh CTAOUITLHOCTD —

COBEPIIUTD CAEIKY —

3apabaThiBaTh JIEHHTU —

10 points.

Trandateinto English:

1. becnone3Ho TOBOPHUTH 00 3TOM.

2. MHe He xo4eTcst OpaThCs 3a ATOT AOKJIAI.

3. UreHne 3TOW KHUTH — 3TO ITyCTas TpaTa BpeMEHH.
4. Mue HpaBUTCS paboTaTh 37€Ch.

5. OH npeAnoxuI caenaTh OTYET 3aBTpa.

10 points.
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Business English: Entertaining
Task 1. Read thefollowing text and then answer the questions.
Corporate entertaining

Most modern companies are operating a ‘Customer
Relationship Management Program?’ and in running a CRM program
the human content part of that is very important. Many companies
have realized that it can cost four or five times as much to gain a new
client as it is to keep an old one, and therefore entertaining has
become a very important part of that customer relationship
management mix.

There are top six events that are popular form of
entertaining: the Wimbledon Tennis Championships, Roya Ascot,
the Open Golf, Henley Royal Regatta, Chelsea Flower Show and the
Grand Prix. But more and more new events are happening all the
time — opera, jazz, rock and pop events where people take and
entertain their clients.

It doesn't matter if you are a small business or a
multinational. You need to retain your clients and customers if you
areto grow your business.

Questions:

1. What kind of entertainment program do most companies have?

2. Why do companies spend money on corporate entertaining?

3. What other events are mentioned in the text in addition to the ‘big
six'?

4. Why is corporate entertaining important for small businesses?

Task 2. Put thefollowing into alogical order for entertainingin a
restaurant.
- Look at amenu
Ask for the bill (BrE) / check (AmE)
Book atable (BrE) / make areservation (AmE) 1
Leaveatip
Have the main course
Have a dessert
Order a Starter
Have an aperitif
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Task 3. Imagine you are offering a guest a drink. Match the
optionswith thedrinks. Then make up short dialogs.
Example: - What would you like to drink?

- I’d like coffee, please.

- Black or white?
- Black, please.
black/white 1. beer
still/sparkling 2. wine
red/white 3. water
single/double 4. tea
bottled/draught 5. coffee
with milk/lemon 6. whisky
Task 4. Now match the options with the food. Make up short
dialogs.

- boiled/grilled/roasted/fried 1. sauce
spicy/bland 2. potatoes
rare/medium rare/well 3. meat
done
boiled/fried/baked 4. pasta
salty/sweet 5. steak

Task 5. Read the following dialog at a conference. Make up a
similar dialog.

A: Jane, I'd like you to meet one of our best customers, Linda
Erickson from SPT in Sweden.

B: Hello, Linda. Nice to meet you. I've heard alot about you.

C: Not al bad | hope!

B: Not at all. It's good to be able to put aface to aname.

C: Absolutdy!

Task 6. Look at the expressions below. Which are said by a) a
host? b) a guest? Match the sentencesin logical pairs.

1. Can | get you adrink?

2. Yes, it'sjust down there on the | eft.

3. It al looks good. What do you recommend?
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4. Would you like me to show you round?
5. Help yourself to some food.
6. Would you like to have dinner with us tomorrow night?
7. Yes, please. I'll have awhite wine.
8. Can | have alift to the airport?
9. Yes, I'd love to see some of the sights.
10. Could you tell me where thetailet is, please?
11. How’ s business?
12. Yes, that would be wonderful!
11. It's very kind of you to offer, but there's ataxi coming for me at
11.00.
12. We are having a great year.

Task 7. Work in pairs. Role-play the conversation below. You
are at a conference. You recognize someone you met at a
conference two years ago. Introduce yourself and make small
talk.
Participant A
You met B two years ago at a conference on Customer Care
in Frankfurt.
You own asmall firm, which sells office equipment.
It's your first day at the conference — you arrived late last
night.
Y ou haven't seen the city yet.
You are staying at the Grand Hotel in the city centre (a good
choice: room service and the facilities are excellent).
You areleaving in three days time.
The conference will be very interesting.
Part|C| pant B
You met A two years ago at a conference on Customer Care
in Frankfurt.
You are the sales manager for a large telecommunications
company.
Y ou have been at the conference for three days.
Y ou have visited the city (beautiful old cathedral, interesting
museum, excellent restaurants, but very expensive).
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You are staying at a smal hotel outside the city (a bad
choice: room too small, too far from the centre of the city).

Y ou are leaving tomorrow.

The conference is boring — the speakers talk too much and
go overtime.

Task 8. Match the phrases with the definitions. Make up
sentences with each of them.

to call off an event 1. to walk through it, looking at
different rooms and the furniture
in them

to cut down on cigarettes 2. to accept it

to look round a house 3. to get rid of them because you

no longer need them

to take up an invitation 4. to cancel it because it won't
take place

to throw out old files 5. smoke less than before

Writing
Task 9. You organize a conference at the Plaza Hotel and
Conference Centre. Write a letter (about 100 words) to the
manager Michael Rey, containing these points:
thank Mr. Robinson for making the conference a success
the staff were friendly and helpful
all equipment in the conference rooms worked
comment on the quality of the food in the two restaurants
and the speed of the service (very important at lunchtime
when participants only had 45 minutes for lunch)
thank Mr. Robinson again
end suitably
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Theplan of aletter:

Name of the recipient Name of your organization
his or her address Its address
Date

Dear Mr. Robinson
Re (regarding):

First paragraph: use the pronoun ‘we when writing for your
company. Thisis more formal than ‘I’.

Second paragraph.

Endings:

BrE: when you know the name of the recipient:
Yours sincerely

When you don’t know the name of the recipient:
Yours faithfully

AmE: Yourstruly

Sncerely

Sign the letter with both first and second names. Then print your
name and position under the signature.
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Unit 9: Organizational culture
Pre-reading activities
Task 1. Every organization, every business has its particular
culture. Organizational culture combines aspects of an
organization with its particular culture. Label each of the
following aspart of ‘organization’ (O) or aspart of ‘culture’ (C).
1. values
2. having aclear structure
3. beliefs___
4. formal sources of authority
5. assumptionsand attitudes
6. norms___
7. objectives, common purpose
8. relationship between centre and periphery
9. shared experience
10. thesystem

Task 2. Completethe dialog below using words from task 1.

-- How is organizational culture created? What isit?

-- Organizational culture is a set of basic a , or what
people think in acompany or organization.

-- Soit’ s based on common v ?

-- That's right. Everyone learns these over time. They learn the way
of doing things, then

-- And everyone agrees that they areright?

-- Generaly yes.

-- And where do they come from?

-- From shared experience. From history, tradition and common
b :

-- And new employees usually learn the same things? They learn the
S ?

-- Exactly. Everyone learns the same organizationa culture.
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Task 3. Company A and Company B have broadly opposite
organizational cultures. For characterigics 1 — 6 fill in the gaps
with a word which contrasts with the word in bold type in the
opposite column. For 7 — 10, complete the phrase so that it
contrastswith theideain the opposite column.

Company A Company B

1 A modern manufacturing | A t
company manuf acturing company

2. A f company | A hierarchical company
structure. structure.

3. An open company with | A ¢ company with
fluid communication | clearly defined communication
channels. channels.

4, There are i There are informal meetings to
meetings to  decide | decide policy.
policy.

5. There  are  general | There a lot of r and
guidelines for employees | r for employees to
to follow. follow.

6. The business is | Thebusinessis product-driven.
m -driven.

7. Communication channels | Communication channels are
work in dl directions, |t -d
including sideways.

8. Work is  organized | Work is organized through a
through a f rigid system of d with
system of teams, with a | little exchange between them.
lot of exchange between
teams.

9. C : Productivity = and  financia
and innovative  and | success are highly valued.
dynamic work are highly
valued.

10. | People are valued above | Systems are valued above
S : p
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Task 4. Learn the active vocabulary.

1. | dimensions U3MEPEHHUsI

2. | power distance pacrpe/ie/ieHue MOJTHOMOYHI

3. | inequality HEPaBEHCTBO

4. | measure Mepa, CTeNeHb

5. | uncertainty avoidance HpeoTBpaIIcHHEe CHUTYaIui
HEOIIPEIeNICHHOCTH

6. | threat yrpo3a, OnacHOCTb

7. | masculinity MYXECTBEHHOCTh

8. | femininity JKEHCTBCHHOCTb

9. | assertive HACTOMYMBBIN, CaMOYBEPEHHBIH,
HaIlOPUCTHII

10. | competitive CONCPHUYAIOIIUI

11. | caring OKa3aHue TTOMOIIN

12. | concern for the | o3abouyeHHOCTD COCTOSTHUEM

environment OKPY)KaIOIIEH CpeJibl

13. | rigid rule-based behavior HOBEJICHHE COTJIACHO CTPOTHM
IIpaBuIIaM

14. | ascription-based OCHOBAHHBIA Ha MPUIHCHIBAHUN
KauecTB

Reading / comprehension activities
Task 5. Read, trandate thefollowing text and try toretdl it.

Developing organizationa structure

Hofstede wrote about culture as ‘collective programming’
which affects behavior’. Here is a brief summary of Hofstede' s work
as applied to organizations. Hefstede identified four dimensions of
culture. These are power distance, uncertainty avoidance,
individualism and masculinity.

The first, power distance, is a measure of inequality in
organizations. It depends on management style, and reflects a
measure of openness and effective communication between
managers and subordinates. The second, uncertainty avoidance, is a
measure of how much people feel that new unusua situations are a
threat. Individualism is a measure of how much the organization has
an individualist or collective ethic. The last one, masculinity, is
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contrasted with femininity. This is a measure of how much the
organization is assertive or competitive. Assertiveness and
competitiveness are seen masculine indicators. In contrast, caring
and stress on quality of life and concern for the environment are seen
as feminine characteristics.

Trompenaas describes seven aspects of culture that affect
behavior.

1. universal: reationship are fluid and flexible depending on
situation; particular: relatively rigid rule-based behavior;

2. individual: society is oriented towards individua wants and
needs; collective: society is based on the whole community;

3. neutral: people are reserved and not easily express feelings;
emotional: it is common to express feeling openly;

4. diffuse the whole person is involved in the business
relationship and it takes time to build the relationship;
specific: business relationships are limited and contractual;

5. achievement-based: recent or past successes are highly
valued; ascription-based: status, age, gender or education
matter more than particular success;

6. past-oriented: history and past experience are more
important to create the future; potential-oriented: current
experience and potential are considered to create the future;

7. environment: the extent to which individuals affect the
world, or how much the world affects individuals.

Vocabulary activities

Task 6. Divide the following styles of behavior into pairs of
opposites. Which five of these styles do you think are generally
preferable for manager s?

a. being group oriented

b. being cautious and careful

C. being decisive and able to take rapid individual decisions

d. being individuaistic

e. being assertive, authoritative, ruthless and competitive

f. being happy to take risks

g. being good at listening and sensitive to other people's feelings

h. being intuitive

i. being logical, rational and analytic
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J- liking consensus and conciliation

Task 7. Now look at the following list of qualities. Which are the
most important for a manager? Which of these qualities do you
think you have? Which do you lack? Which could you still learn?
Which do you have to be born with? Do any of these qualities
seem to you to be essentially masculine or feminine?

k. being competent and efficient in one'sjob

1. being friendly and sociable

m. being a hard worker

n. being persuasive

0. having good ideas

p. being good at communicating

g. being good at motivating people

r, being good at taking the initiative and |eading other people

Task 8. Make a list of the five most important qualities of a
manager from a.tor. Givereasonsfor your choice.

agrODdDE

Task 9. What are the nounsrelated to the following adj ectives?
Make up sever al sentences with theseword combinations.

1. analytic
2. assertive
3. cautious
4. competent
5. efficient
6. individualistic
7. intuitive

8. logica
9. persuasive
10. rational
11. ruthless
12. sensitive
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Task 10. Imagine yoursdf in the following situations. In each

case you can either agreeto the suggested action, or refuse. After

you choosg, look at the paragraph indicated in the next task.
Business ethics

1. Everybody expects the government to change at the next election.

The Chairman suggests that all the members of the board should start

‘wining and dining' politicians expected to form the next government

- i.e. inviting them for expensive restaurant meals, in order to explain

to them the company's situation and problems.

Agree > k Refuse > f

2. Someone suggests that the easiest way to find out what

competitors are doing is secretly to pay one of their staff to take

pictures of their production processes.

Agree > d Refuse> h

3. The manager of a foreign subsidiary explains that to get quick

planning permission to build a new factory it is necessary to give a

few cash 'presents to local officials. $10,000 will save a year of

bureaucratic difficulties.

Agree> g Refuse>r

4. Whenever there's a north wind, foul-smelling sulphur dioxide

emissions from one of your factories pollute a nearby town. The

local authorities ask you to fit filters on your chimneys, but this will

cost at least $300,000, the equivalent of six months' profit.

Agree> c Refuse > n

5. You could save 15% of your production costs by closing a factory

in a small town where you are a major employer, and relocating to a

cheaper developing country. This would result in 1500 people losing

their jobsin one town, and 1200 jobs being created in another.

Relocate > e Remain> p

6. You discover that one of your suppliersin a developing c10ountry

e mploys children as young as nine years old in its factory, in

appalling working conditions. They say that if you cancel your

orders they will have to close the factory and the whole village will

lose this mgjor source of income.

Cancel> m Continue> a

7. Your products are now of such high quality that they last for at

least ten years, and your sales are consequently lower than they used
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to be when your products were less durable. Someone suggests using
cheaper components that won't last quite so long.

Agree>i Refuse>q

8. You have produced a huge quantity of toys under an exclusive
contract to tie in with amajor new Hollywood movie. But just before
the film is released, you discover that pieces of the toy can be broken
off and that young children could swallow them and even choke to
death.

Sdll the toy> b Withdraw the toy> |

9. Your major competitor is about to manufacture a product using a
revolutionary new production process. Someone suggests advertising
for a Production Manager, even though the job is not available,
hoping your competitor's staff might apply, and give you some useful
information in an interview.

Agree > 0 Refuse > |

Task 11. Now check your answers and compare your resultswith
theresults of other studentsin the class. Discuss your choices and
your results.

a. Are you familiar with the concept of "ethics'?

Lose 3 points.

b. Are you joking? Murderer!

Lose 5 points.

c. Congratulations, on your ecologically-sound decision.
Unfortunately, the shareholders are unhappy, and start selling their
shares, whose price drops 15%0!

Lose 1 point.

d. Industrial espionage is unethical and illegal and isfor losers.

Lose 3 points.

e. In the long run, you have to reduce costs to remain competitive.
This is probably the right decision, but you don't realy expect any
points for making 1500 people jobless, do you?

f. Lobbying politicians on this scale is perfectly legal. Your refusa
could be damaging for the company.

Lose 2 points.

g. Paying someone to ensure a necessary service is not the same as
bribing companies or paliticians to win contracts, and is sometimes
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necessary. But you'll have to think of something else to put in the
accounts than "Bribes; $10, 000"!

Score 1 point.

h. Quite right. Y ou would be encouraging someone to break the law.
Score 2 points.

i. Saling products with built-in obsolescence is not only ethically
dubious, but is also a short-sighted move if your competitors retain a
reputation for durability and quality.

Lose 3 points.

j» Thisisavery costly decision, but the only one possible.

Score 4 points.

k. Thisis called lobbying. Most large companies do it.

Score 1 point.

I. Thisis not illegal, and if your competitor's employees give away
secrets, they are guilty, not you. Besides, your competitor could
make them sign contracts forbidding them to work for you within a
year of leaving their company.

Lose 1 point.

m. This is the right decision. It is your supplier's responsibility to
ensure that his business continues, by not employing children in his
factories.

Score 1 point.

n. What is six months' profit compared with your local community's
health and quality of life?

Lose 3 points.

0. Why not? Nobody's forcing anyone to apply for the job or to be
indiscreet.

Score 1 point.

p. You are ensuring that your company will become uncompetitive.
Lose 1 point.

g. You areright to refuse, for long-term marketing reasons as well as
ethical ones.

Score 2 points.

r. You have cost your company thousands of dollars by refusing to
comply with alocal custom.

Lose 3 points.
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Grammar: Expressions‘unless, ‘aslong as’, ‘provided/
providing (that)’
‘Unless’ means ‘except if *
Don't process the data unless they ask you to do it.
Unless you work harder we won't be able to finish this project on
time.
‘Aslong as, ‘provided/ providing (that)’ mean ‘but only if’
You can doit yoursdlf aslong as you do it carefully.
Providing (that) she knows all the facts she can draw meaningful
conclusions.
Using this technique is very convenient provided that you are
familiar withit.

Task 12. Rewrite the sentences using the expressions above.

1. You must listen carefully or you won’t know what to do.

2. We must hurry or we'll missthetrain.

3. I'm going to the party only if you go too.

4. She will give you the information only if you ask her questions.
5. My salary must beincreased or I'll ook for ancther job.

6. You are allowed into the club only if you are a member.

Task 13. Trandate into English.

1. Bbl nomKHBI BHHUMAaTeNbHO CIylIaTh, a TO BBl HE Oynere
3HaTh, 4YTO ACJIAaTh.

2. Bam pazpemieHo 3axOAHWTh B 3TOT KIyO, TOJIBKO €CITH BHI
SIBJISIETECH €TI0 YJICHOM.

3. Hcnonp3oBanme dTOW TEeXHUKH 00pabOTKM HWH(POpMAIUN
O4YeHb yMOOHO MpU YCIOBUH, YTO BBl XOPOIIO C HEH
3HAKOMBI.

4. 5 Oymy wuckarh Ipyrylo paboTy, eciau Mos 3aprJiata He
OyJeT yBelIn4eHa.

5. Tombko ecnu eif u3BeCTHHI Bce (aKThl, OHA CMOXKET CJIeNaTh
Ba)KHbIE BBIBOABI.
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Discussion: Company Structure
Task 1. Read the following text. Then complete the chart using
the information from the text and the words from the box.

Most companies are made up of three groups of people:
shareholders (who provide the capital), the management and the
workforce. At the top of the company hierarchy is the Board of
Directors, headed by the Chairperson or President. The Board is
responsible for policy decisions and strategy. It will usually appoint a
Managing Director or Chief Executive Manager, who has overal
responsibility for the running of the business. Senior managers or
company officers head the various departments or functions within
the company, which may include the following.

a. marketing

b. public relations

c. information technology or IT

d. personnel or human resources

e. finance

f. production

0. research and devel opment.

The management structure of atypical company is as follows
(from top to bottom):

Managing Director President Board of Directors
Senior management Middle management
Chief Executive M anager

OO WINF

Task 2. Circletheword that does not belong in each group:
1. firm 2. company 3. society 4. subsidiary

1. salary 2. manager 3. engineer 4. employee

1. finance 2. product 3. planning 4. marketing

1. ship 2. assemble 3. customer 4. purchase

1. plant 2. facility 3. patent 4. factory
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Task 3. Match the following definitions to the groups of three
wordsthat you identified above.

a. manufacturing sites

b. stagesin the manufacturing process

c. people who work inacompany ___

d. types of business organization

e. different departmentsinacompany

Task 4. Match each of the following words that you circled with
the following definitions.

1 payment for work, usually monthly

2. an item that has been made

3. an organization or club with members who share
similar interests

4, a document that gives the exclusive right to make
or sell anew product

5. a person who buys goods or services

Task 5. Explain in your own words the structure of most
companies using theword combinations from the previous tasks.

Task 6. Match theword combinations and its definitions;

to be composed of 1. to state and carry out

in accordance with 2. to have a head or a supervisor

to maintain price | 3. to be responsible for

stability

to define and implement | 4. to consist of

to be headed 5. money charged or paid for the
use of money, expressed as a
percentage

to bein charge of 6. conforming to a law or
regulation

interest rate 7. to keep prices stable
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Unit 9: check-up

Tranglateinto Russian:

Vaues, beliefs, formal sources of authority, assumptions and
attitudes, shared experience, hierarchical company structure, fluid
communication channels, to decide policy, productivity, financial
success, inequality, masculinity, femininity, caring, ascription-based
aspect of culture, decisive and able to take rapid individual decisions,
liking consensus and conciliation.

10 points.

Trandateinto English:

HU3MEPEHHUS —

pacnpeiesieHne MOJTHOMOYUHI —

Mepa, CTENEHb —

peAOTBpaAlIEHUE CUTYalluil HEONIPEAEIIEHHOCTH —
yIpo3a, OIACHOCTh —

HAaCTOMYMBBIN, CAMOYBEPEHHBIN, HAIOPUCTHIN —
CONEpHUYAIOIUHI —

032004Y€HHOCTb COCTOSTHIEM OKPY>KaroIIei cpeabl —
[IOBEJICHUE COTJIACHO CTPOIMM IIPAaBHJIAM —

OBITh IPYKEIIFOOHBIM U OOIIUTEIIEHBIM —

10 points.

Translateinto English:

1. Micnonp30BaHmre STOTO METOJ[a OYeHb YAOOHO, IPU yCIOBHH, YTO
BBl XOPOILIO 3HAKOMBI C HUM.

2. Bbl cMOkeTe 3aliTH Ha JICKIIHIO, TOJIBKO €CJIH MPHUJICTE BOBPEMS.

3. MBI crmemaeM paboOTy TpH YCIOBWH, YTO BBI 3aIUIATHUTE IPSIMO
ceifgac.

4. TonbKko eciu ThI BiIaJeeb HHPOPMAIIUEH, ThI CMOXKEIIb ClIeIaTh
MIPaBUJIBHBIE BHIBOJIBI.

5. He nmenaii aTy paboTy, ToKa OHU HE MOTPOCHT.

10 points.
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Business English: Meetings
Task 1. Completethe dialogue using thewordsin the box:
agenda apologies approves arising
attend call consensus informally
items minutes proxy quorum

A: So how do staff meetings work in this department, then?

B: Well, we have them monthly, and everybody is supposed to (1)
. If we want to discuss something we tell the
secretary beforehand, and she puts it on the (2) . We
all receive this about a week before the meeting, along with the (3)
of the last meeting.

We begin the meeting by signing alist of the people present,
and the Chair reads out a list of (4) received from
people who can't come.

A: The Chair?

B: Yes. Since our head of department is a woman, instead of saying
"Chairman," or "Madame Chairman," we just say "Chair." Some
people say "Chairperson” but "Chair" is shorter.

The first two items are usually to ask the meeting whether
everyone (5) of the agenda, and of the minutes of the
previous meeting. If necessary we then discuss matters (6)

from the minutes.

We then go through the (7) on the agenda. The
last one is always A.O.B., or Any Other Business, so we can add
things that haven't been included on the agenda. For important
decisions, if we can't reach a (8) we have avote. If
there's atieg, if the votes are even, the Chair has a casting vote.

B: And if you can't be there, can you ask someone else to vote for

you?

A: Oh, no. We don't have (9) votes. You have to be

there. Especialy as we need 50% of the staff to have a (10)
, without which nothing can be voted on and no

decisions can be taken.

B: And you only have them once a month?

A: Wedll, | suppose we could (11) an emergency

meeting if there was something urgent to discuss, but it hasn't
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happened recently. You know, most of us work individualy, we
have our specific jobs to do, and we don't need to discuss too many
things with the whole department. We collaborate (12)

when necessary, like we're doing now, and only have meetings to
discuss things that concern everybody. Otherwise, meetings are a
waste of time. | still remember a line from Peter Drucker, the
management theorist. He once wrote, "You can either work or meet.
Y ou can't do both at the same time."

Task 2. Which of thefollowing do you agree with?
Successful meetings

1. The best number for ameeting is six people or fewer.

2. Never have food or drink during a meeting.

3. Always start and finish a meeting on time.

4. Y ou should sit round atable when you have a meeting.

5. A meeting must always have a leader.

6. At aformal meeting each person should speak in turn.

Task 3. Work in groups. Imagine a company, think of its name
and products. Then hold the meeting. You should discuss 2
problems. 1) the date of the launch of a new product; 2)
marketing strategy: selling price, target consumer, advertising,
sales outlets. Use the following phrases.

Chair person:

Beginning the meeting

Can we start please?

Right, let’s begin.

Stating theaim

The main aim of the meeting is to decide the date of the launch.
The purpose of this meeting is to discuss our marketing strategy and
decide which sales outlets we should target.

Asking for comments

Let’'s hear afew more views.

What do you think when are we going to launch this product?
How do you feel about this?

What' s your view on this problem?
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Changing the subject

Let’s move on now to marketing.

The next item on the agenda is promotion and price.
Clarifying

What do you mean by ...?

Sorry, | don’t quite understand.

Summarizing

I think in balance we agree that we prefer the earlier date.
OK, let’s summarize.

Right, let'srecap ...

Participants:

Giving opinions

I think ...

I'min favor of ...

In my opinion....

M aking suggestions
Perhaps we should

We could...

| suggest we launch this product in May or June.
Agreeing

| think you are right.

| totally agree.
Disagreeing

| don’t know about that.
I’'mafraid | don’t agree.
Interrupting

Hold on amoment.
Can | say something?
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Module 3. Individual work

1 variant
Task 1. All the words in the box form strong collocations with
the word business. Complete the sentences below using words
from the box:

Business collocations

Verbs. do getdownto give gointo gooutof setupin
Adjectives: big  core

Nouns: card class cycle ethics hours leaders partners plan
school trip

1. English language teaching is business in this town.
Thousands of students come here every year.
2. There's such a lot of bureaucracy, so many regulations, so much

red tape, it's almost impossible to business there.

3. | travel business because it's comfortable, and | arrive
relaxed and ready to business straight away.

4. Look, | told you, we have to invite him for dinner because | think
he's going to me alot of business.

5. She has such good ideas she redly ought to

business.

6. Shes over in Hong Kong looking for new business

7. That's the last time | go on a business to
Canada in January: | waited two days in the airport for the snow to
stop.

8. The bank refused to lend me any money because they weren't
convinced by the business | showed them.

9. The opposition spokesman claimed that the government had
clearly lost the confidence of business
10. He business just three days after leaving
business

11. The trouble with thls job is that | deal with Japanese and Latin
American customers who phone me at home at night, because they're
in bed during our business

12. Wait a second, let me give you my emall address; | don't think
it'son my business :
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13. We're going to divest the subsidiaries we bought in the 1980s and

concentrate on our business.

14. Weéll, if there isn't an upturn in the business

soon, about a quarter of the firms in this town are going to
business.

15. We seem to have different conceptions of business

. I'm talking about our responsibilities to our

employees; you're talking about maximizing profits.

Task 2. Match the nounsin the box with as many as possible of
the verbs below to make common verb, noun collocations. M any
of the nouns can follow mor e than one of the verbs.

proposals I esour ces responsibilities
staff sales subordinates
tasks targets a profit
decisons contracts jobs

people objectives performance
competitors results markets

1. dlocate

2. analyse

3. communicate
4. delegate

5. develop

6. forecast

7. make

8. measure
9. motivate
10. negotiate
11. perform
12. set

13. supervise
14. train
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2 variant
Task 1. Complete the sentences below using wor ds from the box:

Management ver bs

control sack set recruit delegate plan allocate measure
comply pay train negotiate supervise fire manage promote
motivate forecast employ reportto

1. Managers have to the work of their subordinates,
and offer help and guidance where necessary.

2. Managers have to the performance of their staff,
and compare it with the objectives that have been established.

3. Managers have to decide how much to their
subordinates.

4. Before deciding to offer a new product or service, it is necessary
to the potential sales.

5. Another verb for dismissing someone for bad work in British
Englishisto him or her.

6. One of the most important responsibilities of managers is to
their staff, so that their competence and performance

improves.

7. Ancther verb for dismissing someone for bad work is to
him or her.

8. Managers cannot do everything themselves; they have to know

how to responsibilities.

9. Managers have to ensure that employees with the

organisation's rules and regul ations.

10. An essential task of management is to the

organisation's resources among the different tasks, functions or

departments.

11. Top managers and department heads have to for

the future.

12. It is often the responsibility of the personnel department to
new members of staff.

13. Financial managers have to the rise in

departmental spending.
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14. Perhaps the most important task of managersisto

the staff who report to them, so that they continue to work well, or
even better.

15. Top managers have to make sure that they
efficient junior managers, so that they don't leave and go to work for

a competitor.

16. Top managers have to a company's long term
objectives.

17. The owners of companies - shareholders - generally hire other
people to them.

18. Most people in a company aline superior.

19. One of the most important skills of a manager is to know how to
with unions, suppliers, customers, and so on.

20. To offer people paid work isto them.

21. At the end of the year, department managers usualy have to
the performance of their staff.

Task 2. Which is the odd one out in the following lists of verbs?
Giveyour reasons.
1. appoint, engage, employ, hire, interview, recruit, select, take on

2. dismiss, fire, layoff, make redundant, sack, transfer

3. achieve, attain, reach, meet, set

4. appraise, assess, evaluate, instruct, measure

Task 3. Make up sentences with any three verbs from the
previous task.
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Textsfor listening and comprehension activities.

Text 1. International English

Soeaker 1. Well, to be honest, learning English isn’t my idea
of fun. I mean, rock concerts are fun. Learning English isn’'t fun. It's
hard work. But it’sworth it. | don’t need English every day in my job
right now. But if | want to get on in my career, | know I'm going to
need it more and more. English is where the money is, so | just think
of it as an investment in my future. We Swiss are very practica like
that.

Soeaker 2. Well, | accept that English is the language of the
media, but I'm not so sure about business. Persondly, | know alot of
business people who speak almost no English at al. 25 % of the
world speaks English. OK, but that means 75 % don’t. The way | see
it, if I'mtrying to sell you something, | should speak your language.
But if you come to Ecuador to sell me something, then you should
speak Spanish.

Speaker 3. Coming from atiny country like the Netherlands
means we' ve always had to speak foreign languages. So it’s nothing
new for us. The same goes for people from Luxembourg, Belgium,
Scandinavia. Eighty per cent of Dutch people speak English. Most of
us speak some German too, or French. We certainly don't expect
anybody to speak Dutch! In fact, the firm | work for recently
introduced English as the official company language. So now | speak
English al day — to other Dutch people!

Soeaker 4. I'm afraid | realy don’t like English that much. |
find the pronunciation very difficult. It’s certainly not as beautiful a
language, which is Italian. And, anyway, | think it's more difficult as
you get older to learn foreign languages. But my company wants me
to learn English, so | don’t really have much choice. If a quarter of
the world speaks it, | suppose | must too. But I'll always think in
Italian.

Soeaker 5. | don’'t know why people who speak European
languages complain about learning English. Try learning it when
your native language is Korean! Actually, | find | can speak English
OK, if I'm doing business with other non-native speakers. But with
native English speakers, | do fed at a disadvantage.
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Soeaker 6. Well, actualy, | love English. It's true the
pronunciation is quite hard to get right, but the grammar is much
simpler than my language, Hungarian — at least at the beginning.
That's the thing about English — it's easy to speak a little quite
quickly. It gets harder later, of course.

Text 2. Small talk

Extract 1.

A: Good morning everyone. I'd like to introduce you all Dr Alan
Winter, who's come over from the Atlanta office to spend afew days
at our research center. Welcome to Berlin, Dr Winter.

B: Thank you very much, Wolfgang. It was kind of you to invite me.
A: OK, let’s get down to business, shall we?

Extract 2.

A: And then Juventus scored the winner. It was an incredible goal!
Did you see the Lazio game last night, Miss Sterling?

B: Yes, | did. Wasn't it agreat match? One of the best I’ ve ever seen.
But then there’ s nothing like Italian football.

A: So, you like football, then?

B: Oh, yeah. | love it. In fact, my father was a professional
footballer.

A: Redly?

B: Yes, hewasn't a superstar or anything, but he played for Leeds.

A: Amazing. Wait till | tell Luigi. Our new partner’s father played
Leeds United, ha!

B: WhereisLuigi, by the way?

A: Oh, he'll be here soon. He' s never thefirst to arrive, not Luigi....
Extract 3.

A: Rain stopped play again yesterday, | see.

B: Sorry?

A: The cricket. They cancelled the match.

B: Oh, they didn't! Well, we certainly haven’t seen much cricket this
summer.

A: No. Chocolate biscuit?

B: Oh, have you got chocolate ones? Business must be good.

C: Right, everyone. | suppose we' d better get started....
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Extract 4.

A: Right, shall we start? First of al, thisis Catherine Anderson from
London. | think thisis your first time in Finland, isn't it Catherine?
Or have you been here before?

B: Actudly, | came here on holiday once, but that was a long time
ago.

A: Well, we hope you enjoy your stay with us. Now there's fresh
coffeeif you'd like some before we begin...

Extract 5.

A: You know what's going on between our vice-president and our
head of finance?

B: they're having an affair?

A: Haven't you heard? | thought everybody knew.

B: No! No one ever tells me anything.

A: | mean, it's not the affair | care about. It's how it affects our
meetings. Haven't you noticed?

B: Noticed what?

A: How they always agree on everything.

B: Well, now you mention it....

Text 3. Conversations over lunch
Conversation 1.
- S0, Sdiji. What' s thisfugu? It’ sa kind of fish, isn’t?
- Ah, yes. Er, it'srather unusudl, er...
- Traditional Japanese dish, eh?
- Yes, but it'saslittle exotic. You may not like it.
- No, no, I like trying new things. Fugu sounds good
to me.
- | think you'd prefer something else. Fugu can be... a
little dangerous.
- A bit spicy, you mean? Ah, | don’'t worry about that.
I love spicy food.
- No, not spicy. It’s poisonous.
- It'swhat?
- Poisonous. If it isn't cooked the right way, yes.
Some people love it. And this is a very good
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restaurant, but thirty people die every year from bad
fugu. Redlly, | think you should try something else.

- Yeah, well, sure. | think you're probably right.
Maybe I'll have tempurainstead.

- Yes, tempura. Much better idea, David.

Conversation 2.

- Now, Hans, we thought you might like to try the
local specialty.

- Ah,yes?

- Yes, it looks a little strange at first. But you'll love
it. You like shellfish, don’t you.

- Wadll, I like prawns. And the mussels we had the
other day were excellent.

- Then you'll really enjoy this. It's squid. But this is
not just squid.

- No?

- No, thisis something really special. It's served in its
own ink — as a sauce.

- It sounds a bit... Actually, | hope you don’t mind,
but could | have something a bit smpler?

- Waell, if you're sure you don't want to try it. It's
realy very good.

- Yes, I'msureitis, but...

Conversation 3.

- Now, isthere anything you don’t eat, Louise?

- Wadl, | am on a specia diet a the moment, Jean-
Claude. | hope that’ s not a problem.

- No, of course, not. This is a very good menu. | am
sure we can find something you'll like. What can’t
you eat?

- Waell, | can’t eat anything fried. In fact, no fat at all.
Nothing made of pastry or cooked in oil. No red
meat, of course. Not too much sugar. | can eat white
fish but only boiled.

- What about the chicken here? That’s very plain and
simple.

- Isthereasauceonit?

- Yes, it'saddicious cream and wine sauce.
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- No cream, | am afraid. And I’'m not alowed any
acohol at all.

- 1 see. Well, I'm sure they'll serve it without the
savce.

- How’sthe chicken cooked?

- It'sroast chicken, | imagine.

-l canonly have grilled.

- I'll ask themto grill it.

- I'd prefer fishredly.

- Wédll, how about the trout?

- Isit boiled?

- No, baked in the oven.

- Hm, I may not like it. What does it come with?

- It comes with potatoes and fresh vegetables.

- Oh, | can't eat potatoes. Vegetables are OK. But no
beansand....
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Textsfor individual reading

Text 1. Management styles

Task 1. Read and trandatethetext. Make up the vocabulary of
thistext. Make up a summary of thetext.

What makes a good leader or manager? For many it is
someone who can inspire and get the most from their staff. There are
many qualities that are needed to be a good leader or manager.

Be able to think creatively to provide a vision for the

company and solve problems;

Be calm under pressure and make clear decisions;

Possess excellent two-way communication skills;

Have the desire to achieve great things;

Be well informed and knowledgeable about matters relating

to the business;

Possess an air of authority.

Do you have to be born with the correct qualities or can you
be taught to be a good leader? It is most likely that well-known
leaders or managers (Winston Churchill, Richard Branson or Alex
Ferguson?) are successful due to a combination of personal
characteristics and good training.

Managers deal with their employees in different ways. Some
are strict with their staff and like to be in complete control, whilst
others are more relaxed and allow workers the freedom to run their
own working lives (just like the different approaches you may seein
teachers!). Whatever approach is predominately used it will be vita
to the success of the business. “An organization is only as good as
the person running it”.

There are three main categories of leadership styles.
autocratic, paternalistic and democratic.

Autocratic (or authoritarian) managers like to make all the
important decisions and closely supervise and control workers.
Managers do not trust workers and simply give orders (one-way
communication) that they expect to be obeyed. This approach derives
from the views of Taylor as to how to motivate workers and relates
to McGregor's theory X view of workers. This approach has
limitations (as highlighted by other motivational theorists such as
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Mayo and Herzberg) but it can be effective in certain situations. For
example:
When quick decisions are needed in a company (e.g.
in atime of crises);
When controlling large numbers of low skilled
workers.

Paternalistic managers give more attention to the social
needs and views of their workers. Managers are interested in how
happy workers feel and in many ways they act as a father figure
(pater means father in Latin). They consult employees over issues
and listen to their feedback or opinions. The manager will however
make the actual decisions (in the best interests of the workers) as
they believe the staff still need direction and in this way it is still
somewhat of an autocratic approach. The style is closely linked with
Mayo's Human Relation view of motivation and also the social
needs of Maslow.

A democratic style of management will put trust in
employees and encourage them to make decisions. They will
delegate to them the authority to do this (empowerment) and listen to
their advice. This requires good two-way communication and often
involves democratic discussion groups, which can offer useful
suggestions and ideas. Managers must be willing to encourage
leadership skillsin subordinates.

The ultimate democratic system occurs when decisions are
made based on the mgjority view of all workers. However, thisis not
feasible for the mgjority of decisions taken by a business- indeed one
of the criticisms of this style is that it can take longer to reach a
decision.

Task 2. Complete the following summary of management styles.
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Autocratic

Pater nalistic

Democratic

Summary of management styles

Description Advantages
Senior 1
managers take
al the
important 2. Effective
decisions with | when
no employing
involvement many  low
from workers skilled
workers
Managers 1. More two-
make decisions | way
in best | communicati
interests of |on 5]
workers after | motivating
consultation
2.
Workers 1
alowed to
make own
decisions. 2. Useful
when
Some complex
businesses run | decisions are
on the basis of | required that
maj ority need
decisions specialist
skills
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Disadvantages

1. No two-way
communication
so can be de-

motivating

2.

1

2. Still quite a

dictatorial or
autocratic  style
of management
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Text 2. IsYour Management Style Effective?
Task 1. Read and trandatethetext. Make up the vocabulary of
thistext. Make up a summary of thetext.

When it comes to management, half the battle is knowing
when to use the right management style. Some styles tend to focus
on people, while others gravitate toward a specific project or product.
The management style that ends up working in a particular situation
depends on your people skills, knowledge, resources available to
you, and the results you’' d like to achieve.

It's important to choose the right management style for each
situation. Without styles that align with certain circumstances, you
may find your business moving more slowly and making costly
mistakes.

The following management styles may be effective in getting
your people to do their best work:

1. Participatory Style.

Managers using this style give employees tasks to complete
from start to finish. For projects in which that is not possible,
managers must communicate to each employee how his or her part
relates to the larger project. People who understand their role in the
bigger picture are often more motivated to complete their tasks.

Explain the details of the project and why the employee's
roleis essentia to it. Solicit their feedback on the task he or sheisto
complete as well asits significance. People who have the opportunity
to be involved in the process are more likely to feel valued and to
take ownership of their tasks as part of the project. Another factor
that influences people's moativation is their understanding of the
tasks. Make it a habit to ask questions that may seem obvious to you
— the employees’ answers will reinforce that they grasp the project,
their task, and their importance.

You may find that the tasks to be done are divided among
groups. In that case, try to coordinate the groups so that they know
where and how their particular contribution fits into the larger
project. Your biggest task as a manager in this case is to minimize
problems and other obstacles that are sure to arise. Communicate
with the teams that you are willing and able to clear their paths.
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Encourage them to inform you of any problems that arise in atimely
manner so that you can do so.

Finaly, be sure to reward motivation just as you do
accomplishments. Letting people know that you value their efforts
will help to maintain the momentum that you' ve built.

2. Directing Style.

Some situations, such as those under a tight deadline or that
involves numerous employees, call for a top-down management
approach. In the directing style, managers must outline five key goals
for their employees: what, how, when, where, and why. Managers
must be specific about what their people need to do, how they should
do it, where they should do it, why they’re doing it, and when it must
be finished.

Although you may find this style cold and impersonal, there
is still ample opportunity for you to be mativating and accessible.
One example would be during role assignment: you should take that
as an opening to provide tips to employees or to share experiences
you have gleaned from similar projects.

Setting specific expectations and standards is important for
this style to work. Make sure you are unambiguous in your
communication. Be as detail oriented as possible, and avoid jargon
and buzzwords. Clear, short-term goals like “complete four reports
each day” are best.

As a manager, you must also be able to make decisions on
the fly. For example, you may have to tell an employee to switch
from one task to another. This will go over more smoothly if you let
your employees know at the start of the project that such shuffling
may occur. If they're prepared for it, the transition between tasks is
far less disruptive.

3. Teamwork Style.

Managing by teamwork is the best style if you are trying to
expedite a project or optimize processes for completing that project.
This style motivates people by pooling their knowledge, and often
the results far exceed expectations. Teams may be able to solve
problems more quickly than a single person could. If a good give-
and-take develops within the team, you may be able to replicate that
process with other projects.
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Coordinated efforts among staff and solid communication
are the key to successful teamwork. Presentations and reports must
be concise and clear, and they must answer all outstanding questions.
It's also very important to understand logistics. However, most
important, you as a manager must be willing to give the team credit
for itsindependence and success, and not your management skills.

When employee evaluation time rolls around, you must
remember to reward and recognize those employees who
collaborated will and maintained a team spirit under pressure.

Task 2. Completethefollowing summary of management styles.

Summary of management styles

Description | Advantages | Disadvant | Advice to
ages manager s

Participa
tory
Style

Directin
g Style

Teamwo
rk Style
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Text 3. Leadership styles
Task 1. Read and trandatethetext. Make up the vocabulary of
thistext.

Leadership is less about your needs, and more about the
needs of the people and the organization you are leading. Leadership
styles are not something to be tried on like so many suits, to see
which fits. Rather, they should be adapted to the particular demands
of the situation, the particular requirements of the people involved
and the particular challenges facing the organization.

In the book “Primal Leadership,” Daniel Goleman, who
popularized the notion of “Emotional Intelligence,” describes six
different styles of leadership. The most effective leaders can move
among these styles, adopting the one that meets the needs of the
moment. They can all become part of the leader’ s repertoire.

Visionary. This style is most appropriate when an
organization needs a new direction. Its goal is to move people
towards a new set of shared dreams. “Visionary leaders articulate
where a group is going, but not how it will get there — setting people
free to innovate, experiment, take calculated risks,” write Mr.
Goleman and his coauthors.

Coaching. This one-on-one style focuses on developing
individuals, showing them how to improve their performance, and
helping to connect their goals to the goals of the organization.
Coaching works best, Mr. Goleman writes, “with employees who
show initiative and want more professional development.” But it can
backfire if it's perceived as “micromanaging” an employee, and
undermines his or her self-confidence.

Affiliative. This style emphasizes the importance of team
work, and creates harmony in a group by connecting people to each
other. Mr. Goleman argues this approach is particularly valuable
“when trying to heighten team harmony, increase morale, improve
communication or repair broken trust in an organization.” But he
warns against using it alone, since its emphasis on group praise can
alow poor performance to go uncorrected. “Employees may
perceive,” he writes, “that mediocrity istolerated.”

Democratic. This style draws on people's knowledge and
skills, and creates a group commitment to the resulting goals. It
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works best when the direction the organization should take is
unclear, and the leader needs to tap the collective wisdom of the
group. Mr. Goleman warns that this consensus-building approach can
be disastrous in times of crisis, when urgent events demand quick
decisions.

Pacesetting. In this style, the leader sets high standards for
performance. He or she is “obsessive about doing things better and
faster, and asks the same of everyone.” But Mr. Goleman warns this
style should be used sparingly, because it can undercut morale and
make people fed as if they are failing. “Our data shows that, more
often than not, pacesetting poisons the climate,” he writes.

Commanding. This is classic model of “military” style
leadership — probably the most often used, but the least often
effective. Because it rarely involves praise and frequently employs
criticism, it undercuts morale and job satisfaction. Mr. Goleman
argues it is only effective in a crisis, when an urgent turnaround is
needed. Even the modern military has come to recognize its limited
usefulness.

All leadership styles can become part of the leader's
repertoire. Leadership styles should be adapted to the demands of the
situation, the requirements of the people involved and the challenges
facing the organization.

Task 2. Make up a summary of the text in 7 sentences. Speak
about each of leader ship stylesfrom thetext above.

197

PDF created with pdfFactory Pro trial version www.pdffactory.com


http://www.pdffactory.com

Text 4. What arethe common mistakes of new manager s?
Task 1. Read and trandatethetext. Make up the vocabulary of
thistext.

What are the common mistakes of new managers? Good
management has been thoroughly studied and is widely understood,
but it is still more honored in its breach than in its practice. Most new
managers, in particular, get it wrong.

Harvard Business School Professor Linda Hill studies those
who become managers for the first time, and writes perceptively
about some of the common myths and misperceptions that lead to
mistakes in their early days. Among them:

Myth 1: Managers wield significant authority.

New managers were often standouts in their previous jobs,
and as such, enjoyed a fair degree of independence and autonomy of
action. With anew job and title, they expect to feel more authority.

Well, surprise! Most new managers report they are shocked
by how constrained they feel.

“They are enmeshed in a web of relationships,” writes Ms.
Hill in a 2007 Harvard Business article called “Becoming the Boss.”
“Not only with subordinates, but also with bosses, peers, and others
inside and outside the organization, all of whom make relentless and
often conflicting demands on them. The resulting daily routine is
pressured, hectic and fragmented.”

She quotes one new leader saying: “Becoming a manager is
not about becoming a boss. It’s about becoming a hostage.”

Until new managers give up on the myth of authority, and
recognize the need to negotiate their way through a web of
interdependencies, they are likely to face frustration and failure.

Myth 2: Authority flows from the manager’ s position.

New managers frequently think that what authority they have
is conferred by their title. But in fact, writes Ms. Hill, “new managers
soon learn that when direct reports are told to do something, they
don’t necessarily respond. In fact, the more talented the subordinate,
the less likely sheisto simply follow orders.”

Over time, good managers find they must earn their
subordinates’ respect and trust in order to exercise significant
authority. They need to demonstrate to subordinates their own
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character, their competence, and their ability to get things done
before those subordinates are likely to follow their lead.

Myth 3: Managers must control their direct reports.

New managers, insecure in their roles, often seek absolute
compliance to orders from their subordinates, particularly in their
early days. But what they learn over time is that “compliance” is not
the same as “commitment.” “If people aren’t committed, they don’t
take the initiative,” writes Ms. Hill. “And if subordinates aren’t
taking the initiative, the manager can’t delegate effectively.

The chalenge for managers is to nurture a strong sense of
common commitment to shared goals — rather than one of blind
allegiance to the managers' dictates.

Myth 4. Managers must focus on forging good individual
relationships. Ms. Hill says managers need to focus not on
friendship, but on building a team. “When new managers focus
solely on one-on-one relationships, they neglect a fundamental
aspect of effective leadership: harness the collective power of the
group to improve individual performance and commitment,” she
writes. “By shaping team culture — the group’ s norms and values — a
leader can unleash the problem-solving prowess of the diverse talents
that make up the team.”

Myth 5: The manager’sjob isto ensure things run smoothly.

Keeping an operation running smoothly is a difficult task,
and can absorb all of a new manager’s time and energy. But if that's
all the manager does, writes Ms. Hill, he or she is making a big
mistake. “New managers also need to realize they are responsible for
recommending and initiating changes that will enhance their groups
performance,” she writes. “ Often — and it comes as a surprise to most
— this means challenging organizational processes or structures that
exist above and beyond their area of formal authority. Only when
they understand this part of the job will they begin to address
serioudy their leadership responsibilities.”

Task 2. Make up a summary of the text in 6 sentences. Speak
about each of myths mentioned in the text above.
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Text 5. Theory X and Theory Y
Task 1. Read and trandatethetext. Make up the vocabulary of
thistext.

In his 1960 book, The Human Sde of Enterprise, Douglas
McGregor proposed two theories by which to view employee
motivation. He avoided descriptive labels and simply called the
theories Theory X and Theory Y. Both of these theories begin with
the premise that management's role is to assemble the factors of
production, including people, for the economic benefit of the firm.
Beyond this point, the two theories of management diverge.

Theory X assumes that the average person:

- Didlikeswork and attempts to avoid it.

Has no ambition, wants no responsbility, and would
rather follow than lead.

Is self-centered and therefore does not care about
organizational goals.

Resists change.

Is gullible and not particularly intelligent.

Essentlally, Theory X assumes that people work only for
money and security.

Under Theory X, management approaches can range from a
hard approach to a soft approach. The hard approach relies on
coercion, implicit threats, close supervision, and tight controls,
essentially an environment of command and control. The soft
approach is to be permissive and seek harmony with the hope that in
return employees will cooperate when asked to do so. However,
neither of these extremes is optimal. The hard approach results in
hostility, purposely low-output, and hard-line union demands. The
soft approach results in ever-increasing requests for more rewards in
exchange for ever-decreasing work output.

The optimal management approach under Theory X probably
would be somewhere between these extremes. However, McGregor
asserts that neither approach is appropriate because the assumptions
of Theory X are not correct.

Drawing on Madlow's hierarchy, McGregor argues that a
satisfied need no longer motivates. Under Theory X the firm relies
on money and benefits to satisfy employees lower needs, and once
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those needs are satisfied the source of motivation is lost. Theory X
management styles in fact hinder the satisfaction of higher-level
needs. Consequently, the only way that employees can attempt to
satisfy their higher level needs in their work is by seeking more
compensation, so it is quite predictable that they will focus on
monetary rewards. While money may not be the most effective way
to self-fulfillment, in a Theory X environment it may be the only
way. Under Theory X, people use work to satisfy their lower needs,
and seek to satisfy their higher needsin their leisure time. But it isin
satisfying their higher needs that empl oyees can be most productive.

McGregor makes the point that a command and control
environment is not effective because it relies on lower needs as
levers of motivation, but in modern society those needs already are
satisfied and thus no longer are motivators. In this situation, one
would expect employees to didike their work, avoid responsibility,
have no interest in organizational goals, resist change, etc., thus
making Theory X a sdf-fulfilling prophecy. From this reasoning,
McGregor proposed an alternative: Theory Y.

The higher-level needs of esteem and self-actualization are
continuing needs in that they are never completely satisfied. As such,
it is these higher-level needs through which employees can best be
motivated.

Theory Y makes the following general assumptions:

Work can be as natural as play and rest.

People will be self-directed to meet their work objectives if they
are committed to them.

People will be committed to their objectives if rewards are in
place that address higher needs such as self-fulfillment.

Under these conditions, people will seek responsibility.

Most people can handle responsibility because cresativity and
ingenuity are common in the popul ation.

Under these assumptions, there is an opportunity to align
personal goals with organizational goals by using the employee's
own quest for fulfillment as the motivator. McGregor stressed that
Theory Y management does not imply a soft approach.

McGregor recognized that some people may not have
reached the level of maturity assumed by Theory Y and therefore
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may need tighter controls that can be relaxed as the employee
develops.
If Theory Y holds, the firm can do many things to harness
the motivational energy of its employees:
Decentralization and Delegation - If firms decentralize
control and reduce the number of levels of management,
each manager will have more subordinates and
consequently  will be forced to delegate some
responsibility and decision making to them.
Job Enlargement - Broadening the scope of an
employee's job adds variety and opportunities to satisfy
€00 needs.
Participative Management - Consulting employees in the
decision making process taps their creative capacity and
provides them with some control over their work
environment.
Performance Appraisads - Having the employee set
objectives and participate in the process of evaluating
how well they were met.
If properly implemented, such an environment would result
in a high level of motivation as employees work to satisfy their
higher level personal needs through their jobs.

Task 2. Make up a summary of thetext in 6 sentences. Say three
sentences about each of the theories from thetext.
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Text 6. Management Skills

Task 1. Read and tranglatethetext. Make up the vocabulary of
thistext.

Management Skills are the tools that you will use to improve
your career and lifestyle. Management skills are the difference
between someone who works 9-5 and earns £25,000 per year, and
someone who works the same hours but earns £50,000 per year.
They're numerous, they're complicated, and they're difficult to
teach, but like it or not, management skills are the skills that literally
pay the billsin our economy.

A List of Management Skills (And How to Improve Them)

1. Time Management.

If you can dedicate 3 hours to a task. How much will you
achieve in that time? As time is very limited, this management skill
will determine how productive you are in your role.

How to improve: Try atering your mood and state of mind,
design efficient ways to perform tasks, and use time management
tools such asto-do lists effectively.

2. Leadership

Leadership is a wide-ranging concept that broadly describes
your influence and effect upon others. As a manager, you will be
able to complete tasks more successfully if you have a passionate
employee base. Leadership will certainly help you achieve this.

How to improve: Read a vast library of leadership books.
1,000s of business books are published each year, so consult reading
guides to get the most of your time spent reading books and learning
from the greats.

3. Team-Building

Thereality of modern organisationsis teaming. The power of
teams are now utilised by many companies to aid in roles previously
carried out by lone-wolfs. If forming strong teams isn’t part of your
management style then recognise this as an urgent priority.

How to improve: Team skills will come naturaly with
experience of teaming, but you can really get an edge by researching
social behavioural theory and management theory to understanding
the themes behind teaming.
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4. Professionalism

When things go awry, your team will look to you to solve
their disputes. Managers must be able to act completdly professional
in tough situations, when the relationship with a customer is on the
line.

How to improve: This one simply requires focused thought.
Be aware of your actions and when you're liasing with external
parties, be on guard. If you're looking for pointers, often the best
people to learn from are those above you.

5. Public Speaking & Charisma

Public speaking is a varying element of all management jobs
although some will be far more demanding than others on this front.
Fear of public speaking remains one of the biggest fears among
white-collar workers, and if you feel like you belong in this group —
don’t et public speaking hold you back.

How to improve: Join a local group for public speaking,
similar to the Toastmasters International Association. This will
provide you with both theory and experience in as close to arisk-free
environment you'll ever get.

Task 2. Make up a summary of the text in 6 sentences. Say one

sentence about each of the management skills mentioned in the
text above.
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Text 7. Theories of motivation

Task 1. Read and trandate the text. Make up the vocabulary of
thistext. Retell it in 6 sentences.

One of the most important elements of any manager's job is
to motivate his or her subordinates to do their jobs well and to be
productive. Two very well-known theories of motivation among
managers are those of Abraham Maslow and Frederick Herzberg.

Sdlf-actualization needs (sel f-devel opment)

Esteem needs (respect, status)

Socia needs (belonging, love)

Security needs (safety, protection)

Physiological needs (food, water, air, seep)

In Motivation and Personality (1954), Maslow identified
what he considered to be a hierarchy of basic human needs and
classified them under five headings. First come physiological needs
such as food, water, air and sleep. If these needs are not satisfied,
people will not pursue other needs. The second category is security
needs: clothing, shelter, the necessity to be free from danger and
physical pain, and - most relevant to management - to be free from
the threat of losing one's job. Where these first two categories of
needs are satisfied, people fedl socia needs: to belong to a group, to
be liked and loved and accepted by others. Next come esteem needs:
people do not only want to be accepted, they want to have self-
respect and to be esteemed by others. Mad ow believes that people all
require power and status, respect and self-confidence. The fifth and
highest category concerns self-actualization needs. the desire to
develop as a person, to maximize one's potential, and to achieve the
goals one has set for onesdlf. According to Maslow, employees will
only be motivated if they are able to realize their goals (concerning
creativity, responsibility or whatever) through their work.

As a need is satisfied, it becomes less important. For
example, the more money one has, the less motivating it is to earn
more - athough of course this doesn't stop people wanting it! In fact,
pay becomes a sociad or psychologica matter rather than an
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economic one. When needs are satisfied, their capacity to reward and
to act as an incentive diminishes. In Work and the Nature of Man
(1966), Frederick Herzberg argued that things like good salaries and
fringe benefits, job security, status, good company administration
and labour relations, cannot motivate workers. 'Motivators, on the
contrary, include things such as having a chalenging or interesting
job, recognition, responsibility, promotion, and so on.

Clearly, not everybody in manufacturing industry or routine
service industry jobs can expect challenging and interesting work or
promotion to the highest positions of responsibility. For this reason,
many people have disputed Maslow's theory. For example, self-
redization and self-actualizing needs are probably far more
prominent among university graduates and at higher levels of a
company than at lower levels, where social and security needs, and
even a desire to avoid responsibility, might be dominant. Not
everybody can actualize himself or herself at work. Y et even workers
who cannot be, or do not want to be, involved in planning, decision-
making, controlling and organizing, can be given a variety of tasks,
rather than be expected to perform the same boring, repetitive,
mechanical task eight hours aday or more.

Task 2. According to thetext, are the following statements TRUE
or FALSE?

1. The possibility of losing their job generally motivates people to
work harder.

2. Workers need to be accepted and respected by their colleagues
and superiors.

3. After acertain point, people are no longer motivated by money.

4. According to Maslow, a good working environment will motivate
and fulfill employees.

5. According to Herzberg, providing good working conditions is
unnecessary.

6. Educated people are more likely to want to achieve thingsin jobs.
7. Managers have to ensure that everybody has an interesting job.

8. Switching among several boring, repetitive tasks is better than
doing only one.
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Text 8. BeingaManager in Ukraine
Task 1. Read and trandate the text. Make up the vocabulary of
thistext. Retell it in 6 sentences.

The basic business style in Ukraine is formal. In other words,
in business it is best to adopt a formal approach and cross cultural
management should bear in mind that Ukrainians pay close attention
to hierarchy and status. In business it is important to be aware of
your colleagues position and rank so that you treat them with the
appropriate deference. In most cases it is advisable to have a
Ukrainian partner to conduct business. This person makes the initial
introductions and helps you wind your way through the serpentine
bureaucracy.

The Role of aManager. Successful intercultural management
is more likely to be achieved with some knowledge and
understanding of Ukraine's history. Management in countries of the
former Soviet Union is a complex, constantly evolving state-of-
affairs, each country moving towards a market economy (with its
accompanying protocols) at a different pace.

The transition to a free-market economy has brought about
remarkable, but not wholesale changes in the business culture.
Generally, among the older generation, you will find deference to
authority, coupled with a sense of loyalty and a detached attitude for
meeting objectives and goals of the company. Among younger
workers, however, you'll find an eagerness to explore the new
opportunities that the market has to offer.

Approach to Change. Ukraine’s intercultural adaptability and
readiness for change is developing al the time. This country is seen
to have a medium tolerance for change and risk. The fear of
exposure, and the potential of embarrassment that may accompany
failure, brings about aversion to risk and because of this attitude,
cross cultural sensitivity is going to be required.

Approach to Time and Priorities. Ukraine is a moderate time
culture and typically there may be some flexibility to strict adherence
to schedules and deadlines. When working with people from
Ukraine, in order to achieve successful cross cultural management, it
is advisable to reinforce the importance of the agreed-upon deadlines
and how that may affect the rest of the organization.
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Global and intercultural expansion means that some
managers may have a greater appreciation of the need to enforce
timescales and as such, agreed deadlines are more likely to be met.

Decision Making. Most businesses retain a hierarchical
structure where employees are expected to defer to anyone in a
position of authority. Ukrainians have great respect for age and
status, which is denoted by position or wealth. The management style
may seem dictatorial or autocratic by Western standards. Managers
expect their subordinates to follow established procedures without
guestion.

Since the educational system promoted rote learning for
many years, employees often lack problem-solving sKills.
Subordinates are often hesitant to question a manager’s instructions.
Many older managers prefer to make no decision rather than risk
making an incorrect decision.

Boss or Team Player. In post communist countries, thereis a
tradition of teamwork inherited from the communal aspects of the
previous era where groups and work units commonly met together to
discuss ideas and create plans. However, those plans seldom resulted
in implementation or results, leading to apathy and cynicism among
the workers. Today the after-effects are still evident among much of
the older generation resulting in a lack of drive and energy.
However, there is vibrancy among the younger generation, who seem
to be eager to tackle many of the challenges and take the
opportunities presented. They will participate in teams and share
ideas, but intercultural sensitivity will be needed and it should be
understood that they will need to be coached in the process.

Communication and Negotiation Styles. Ukrainians prefer to
deal with those they trust; therefore they spend a great deal of time
developing the relationship. Patience may be a necessary cross
cultura attribute. Hire your own interpreters for meetings and
negotiations to avoid any possible cross cultural miscommunication.
Most negotiations involve a team, although the most senior
Ukrainian is generaly the spokesperson. Ukrainians can be tough
negotiators. If you let the other side know that you have a time
deadline, they will delay even further in an attempt to coerce you
into making concessions.
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Text 9. Tipson Managing People
Task 1. Read and trandate the text. Make up the vocabulary of
thistext. Retell it in 10 sentences.

The Right Way to Give a Critique. The worst thing you can
do if you want to get somebody to listen to you is to criticize him or
her. As human beings, we hate being criticized. When attacked we
attack back. And we attack even when we are in the wrong. Right or
wrong has nothing to do with it.

Many of us fall into the trap of thinking, “I know | am right,
so I’'m going to tell the others how silly they arel” It’s tempting, but
it doesn’'t work. If you have the sdlf-control and the presence of mind
to put aside the needs of your own ego and say, “I’ ve got a problem.
Will you help me?’ you are much more likely to get cooperation
from the other person.

The Only Way to Get Anybody to Do Anything. If you want
to get something from another human being, you must first do
something for them. In other words, you can’t win influence unless
you first invest in the relationship. So before you need something
from someone, make it your business to at least get to know them
without making any demands. This doesn't mean invading their
privacy but it does mean making the relationship persona. For
example, | have learned that | should take my assistant out to lunch
occasionally. Thisis not something | am naturally disposed to do, but
unless | show an interest in her as a human being the relationship
won't work. (I still don’t do it as often as | should!)

If the only time she hears from me is when | want something,
then she will form akind of resistance.

You Are There to Help. If someone comes in to criticize us
or get us to raise our game, under what circumstances would we
accept that person’s critique? That's easy. If | think someoneisreally
trying to help me then I'll listen, I’'ll engage. On the other hand, if |
think someone is just trying to get the job done or make himself or
herself 1ook good, | may listen because | need to keep my job, but
my heart won't beinit. My creative energies will be depleted.

So the bad news is that you will only have influence over
people to the extent that they think you are sincerely trying to help
them. It's not a moral point. It's simply how human beings work.
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The most influential managers are those who can be convincing to
other people that they care about them as people.

Team Players. The most common prima donnas are people
who don’t want to be team players at al. If they throw a fit about
something, they are not really talking about anything specific: they
just don't want to have to fit in with others.

If one person won't fit in, the minute you are seen to tolerate
their behavior, to tolerate an exception, you as the leader have just
given permission to everybody else to do things their own way, too.

You are better off without a primadonna if their actions ruin
the teamwork of the whole group. If you want the benefits of
collaboration you cannot afford to make exceptions.

Getting the Task Done. Each time you have an interaction
with someone there are two things going on: one deals with the
immediate topic, getting the task done, and the second is the way in
which every interaction affects your relationship with your
colleague. It will be advanced, ruined or left neutral.

Bear in mind that you should not sacrifice the task to the
relationship. Similarly, just winning on the task is not good if you
have ruined your relationship. You've got to do well on both counts.

There is a certain way of saying things. Instead of saying,
“You are wrong,” you must learn to say, “Might there be another
way of looking at this?’

It's about helping the other person save face. And the only
way to get anybody to do anything is to make them want to do it.
Some people are naturally good at these diplomatic human relations.
Sadly, many of us have to learn these skills.

| have pretty much every business degree that the planet has
to offer, but no one ever taught me about managing people. That skill
| had to learn by trial and error. So for many of usit’sagood ideato
mentally rehearse our phraseology before we go into a meeting.

Don't Be Paternal/Maternal. There is another trap to avoid.
When you are giving feedback to an employee, it is easy to come
across as paternal or maternal. Nothing will raise someone's hackles
more than being treated like a child.

So, as an exercise, imagine you are going in to give the same
critique to your mother or father. Turn it around and respectfully help
“Dad” arrive at the right conclusion for himself.
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The Domineering Boss. There is a natural temptation for
people in charge to say, “This is how | dea with people—like it or
lump it.” But if you want to influence others, then it's about what
turns them on, not what turns you on.

On the other hand, there are bad managers who are so good
at relating to people that they never actually get the job done. They
are too soft and caring to inspire hard work and positive energy.

No Two People Are the Same. You don't influence
everybody the same way. People do things for their own reasons—
not for yours. So if you want to inspire someone, you don't give him
or her some wonderful company vision.

Instead, you help them see what’s in it for them. That varies
from person to person. Some people are motivated by challenge,
some by money and some by the social opportunities afforded by a
project. It's about reading the other person, finding their hot button,
not yours.

Interest in People. To be a good manager or team |eader you
have to have an above-average interest in people. If you are not very
interested in people that doesn’t make you a bad person, but you are
going to have to work hard to overcome that if you want to be a
successful manager.

It's aso about laying down challenges, getting people to
stretch themselves creatively and getting people excited about your
ideas rather than seeing those ideas as stressful demands.

The best group leaders see themselves as catalysts. They like
to accomplish a great deal but understand that they can do little
without the combined efforts of others.

A good manager does not see himself as the “people’ s boss”
but as the leader of a cohesive team of autonomous, crestive
individuals.
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Text 10. Managing People
Task 1. Read and trandate the text. Make up the vocabulary of
thistext. Retell it in 10 sentences.

The effective management of people in an organization
requires an understanding of motivation, job design, reward systems,
and group influence.

Behavior Modification.

Operant conditioning is the learning that takes place when the
learner recognizes the connection between a behavior and its
consequences.

Positive reinforcement vs. punishment: rewarding desired
behavior vs. punishing undesired behavior.

Negative reinforcement: removing negative consegquences from
workers who perform the desired behavior.

Extinction: removing whatever is currently reinforcing the
undesirable behavior.

Reinforcement schedules; variable, eratic reinforcement
schemes are more effective than steady reinforcement schedules.
Classica conditioning: if one gets sick after eating tacos, from
that point forward one may get sick from the smell of tacos.
People are genetically hard-wired to make certain associations.
For example, sickness is associated with food.

Expectancy Theory.

The expectancy theory of motivation models motivational
force as the product of three factors perceived by the individual.
There is research evidence to support the theory, and it has become
relatively widely accepted.

Principal-Agent Problem

In a company, stockholders are principals and managers are
agents. The goal of a compensation systemisto align principals and
agents' interests. Executives who are compensated based on financial
performance may favor diversifying the company since it evens out
their incomes. But shareholders can diversify their portfolios on their
own if they want.

Promotion Tournaments

The purpose of high executive saaries is to motivate those at
lower levels by giving them a goal or prize for which to strive. If
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eight people are competing for a position, only one of them has to be
paid the big prize, but they all are motivated.

Job Design

Scientific management took all authority away from the
workers — no thinking was needed. Skill variety, task identity, task
significance, autonomy, and feedback all were missing.

Giving people choices provides more job satisfaction. One
way of doing thisisto propose an adternative or two that is inferior,
and ask for the employee's opinion. An exaggerated example that
illustrates this point: in selecting the foundation of a building, the
manager, knowing concrete is better, can propose wood. The
employee proposes concrete and gains satisfaction from
"convincing" the manager of the right decision.

Equity Theory

People care about fairness and are willing to give up money
to avoid unfair treatment.

An example of this idea is a game in which one person is
handed 100 dollars, and this person must propose to give part of the
money to a second person. The first person must propose the amount
that he or she will give to the second person, and the second person
can accept or reject the offer. If the second person accepts the offer,
then it stands as proposed. If the second person rejects the offer,
neither of the two people get to keep any of the money. Assuming
that the two people never will deal with each other again, the rational
decision of the second person is to accept any amount that the first
person offers. However, if the first person offers only one dollar, the
second person may refuse this low offer simply to punish the first
person who is not offering a"fair" split.

Reward Systems

Employees like performance rating distributions in which
almost everyone is at the top, but in which afew really get punished.
Employees hate systemsin which only afew get top ratings.

When people are given higher rewards than what they
deserve, at first their performance improves, but then they start
reasoning that they really are worthy and begin to dack off.

Efficiency Wages
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For lower-level workers, performance increases with
increased wages. Efficiency wages are wages set at a higher-than-
market clearing wage, set by employers to:

discourage shirking by raising the cost of being fired
encourage worker loyalty

raise group output norms

improve the applicant pool

raise morale

Rationalizing Behavior

Cognitive dissonance is the state of conflict that one faces
when one's attitudes are contradicted by the situation that one is
experiencing. In this situation, people often rationalize anything that
isinconsistent in their minds. For example, one may come to love the
things for which he or she is poorly compensated in order to resolve
the inconsistency of doing something that one does not want to do
for below average pay.

Characteristics of Jobs and Work that Substitute for Formal
Leadership

In flat organizations, there are fewer opportunities to
formally manage the work of others. In this situation, people may
become de-motivated because they fed that they are not advancing.
However, some environments have characteristics that can substitute
for more formal |eadership opportunities. These characteristics are:

Professiona orientation

Performance feedback provided by work itself

Cohesive, interdependent work groups and advisory panel

Written goals and rigid procedures

Groupthink

Concurrence-seeking may become so dominant in a group
that it overrides objective appraisal. In a cohesive group, individuas
truy may believe that a bad proposal is a good one without
scrutinizing it.

Managing Individual and Group Performance

When one person excels, the others do not look as good.
Furthermore, good performance is often "rewarded" with increased
quotas.
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Glossary

A

accomplish the organization's
goal

AO0CTUTaTh LCJIb OpraHru3alu

advertising

pEKJIaMUpOBaHHE

afford

II03BOJINTH ce0e

alocate resources

pacnpenesiTh pecypesl

dlocate and utilize the factors of

pacnpenensiTte W HCHOJb30BaTh

production pa3IMYHbIE AaCIHeKThl TpoIlecca
IPOM3BOJICTBA

alocation of working capital pacnpeeneHue 060pOTHOTO
KanuTana

ascription-based OCHOBAHHBIA Ha TPHUITUCHIBAHHN
KauecTB

aspiration CTpeMIICHHE

assertive HACTOMYMBBIN, CaMOYBEPECHHBIH,
HaIlOPUCTHII

asset valuations OIICHKA aKTHBOB

assets aKTUBBI

B

balance sheet statement 0aJIaHCOBBII OTYET

be aware of 3HaTh

be divided JIETUTHCS

bein charge 3aHUMATHCS

be very aware OYEHb XOPOIIIO 3HATh

bear cost () HECTH PACXOJIbI

biggest challenge

HanOopIas npobiaema

board of directors

COBET AMPEKTOPOB

boost IIOJHUMATh, CTUMYJIHPOBATH,
YBEIUYUBATH

business environment Ou3Hec cpena

C

capacity MOIITHOCTb

caring OKa3aHue TTOMOIIN

carry out BBITIOJIHSITh

carrying out the decisions

BBIIIOJIHEHHE PEIICHUN
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cash flow

IIOTOK HAJIMYHOCTHU

chain of command cHUcTEMA [IOJYUHEHUS,
cyOopanHanus

chalk out the plan HabpocaTh IUIaH

competitive CONEPHU YA

complexity CIIO’KHOCTh

concern for the environment 03a004E€HHOCTD COCTOSIHHEM

OKpY>Karollel cpenibl

conform to various regul ations

COIJIaCOBBIBATHCA C Pa3IMYHBIMHU
IIOCTAHOBJICHUAMU

contingency

HETIPEJIBUJICHHAs CUTyallUs

contingency plan

IUIaH MEPOIpUSTUN Ha ciayyai
HeTpeBUACHHBIX
00CTOSITETILCTB

contractors

JIFOAU, 3aKJII0OYaronnMe KOHTPAKT

cost reductions

COKpAIIIEHHE PacX0/I0B

customize products

H3roTaBJIMBATH ITPOAYKIIHUIO

D

deal with major crises UMETh  JIeJI0 C  KPYIHBIMH
KpU3HCAMU

declaration 3asiBJICHUE

deliver IIOCTAaBIIATH, IIOCTABIATH

demand high performance

TpebOBaTh BBICOKOTO KayecTBa
paboThI

develop human resources COBEPIIIEHCTBOBATh YPOBEHb
nepcoHasa

dimensions U3MEpEHUsI

dissolve pacranaTbcs

distribute pacupenensiTh, pacpoCTPAHSITh

distribution channels KaHaJIbl cObITa

E

each successive level

KaQX/IbIM IOCIENYOIUI YPOBEHD

easily interpreted and understood

JIOCTYIIHBIN ¥ IOHSATHBIN

economy of scale 9KOHOMHS 32  CYET  pOCTa
POM3BOJICTBA
elaborate CJIOYKHBII
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employees

pabOTHUKH, CITyXKallue

employee benefits

BO3HATrPaXKJICHUS pa0OTHUKAM

employee manual

namsiTka pabOTHHKY

enable JIaBaTh BO3MOKHOCTh
ensure rapaHTHPOBaTh
environment OKpY’Karolnas Ou3Hec cpejia

equipment requirements

TpeOOBaHMsI K 000PYA0BAHUIO

establish and maintain good
relations

co3aaBaThb n noAACpPKUBATh
XOpomure€ OTHOIICHUS

execution BBITTOJIHCHHUE
expansion pacimpeHue

expend energy Pacxo/10BaTh YHEPTHIO
F

face CTAJIKUBATHCS
feedback oOpaTHasi CBsI3b
femininity JKEHCTBCHHOCTh

financial and political milieu

(uHAHCOBBIE U IOJUTUYECKUE
KpPYT'H

fine-tune TOYHO HACTPaNUBATh
finished products TOTOBBIC TOBAPHI
flexible THOKHIA
flexibility THOKOCTH
floor layout IUIAHWPOBKA 33aBOJIA
framework [UIaH IEeiCTBUNA
G
gearing ratio COOTHOIIIEHHE COOCTBEHHBIX U
3a6MHBIX CPE/ICTB
guide PYKOBOJCTBO
H
handle CIIPABIISITHCS
hierarchy uepapxusi
high performer OTIBITHBIN paOOTHUK
hiring of staff npreM Ha paboTy nepcoHaja
I
immediate subordinates HEMOCPEICTBEHHBIC
O TYNHEHHBIE
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implement OCYIIECTBIISTh

income statements OTYET O JI0XO0JIaX U pacxojax

incompatible HECOBMECTUMBII

increasing automation paciIMpeHne aBTOMATH3AIUH

inequality HEPaBEHCTBO

inputs 3JIEMEHTHI, HEOOXOIMMBIE JUIS
PpabOThI CUCTEMBI

intangible assets HEMaTEePHUAIbHBIC AKTHBBI

internally determined transfer | meHsr WIS MCIIONB30BAHUA

prices TOJIbKO BHYTPH KOMIIAHUH

interrelations B3aMMOCBSI3U

inventory of parts 3arac 3amJacreif

L

lead time BpEMsI IPOU3BOICTBEHHOTO
IUKJTa

long-term objectives JIOJITOCPOYHBIE 3a1a4H

M

maintain stability HOJIJICP)KUBATH CTAOHUIIBHOCTD

make acquisitions JIeTIaTh IPUOOPETECHHS

market challengers HPETECHICHTHI Ha 3axBaT
JIMICPCTBA HA JaHHOM PhIHKE

market followers KOMIIAHWH, HE 3aHUMAIOLIUE
JUAUPYIOIIETO TOJOKEHHs Ha
pBIHKE

market research HCCIIC/IOBAHUSI PHIHKA

market share JI0JIsi KOMITAHHH Ha PhIHKE

masculinity MYXECTBEHHOCTh

measure MEpa, CTCIICHb

mission MUCCHS, 3a]1a9a

modify U3MEHSTh, MOTU(DHUITPOBATH

N

normal HOPMATHUB

O

objectives 3a1a9n

obvious purpose OUYEeBHIHASA [IEND

on schedule 10 rpaduKy, 10 TIIaHy
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operational capability

IMPOU3BOJCTBCHHAA MOIITHOCTD

outcomes pe3yabTaThl

outputs 3JIEMEHTBHI, [oJly4aeMble B
pe3ynbpTaTte paboThl

P

pass on responsihility nepe1aBaTh MOJTHOMOYHS

payroll pacueT 3apIaThl

people of integrity

YCCTHBIC JIFOJIH

performance issues

BOIIPOCHI, CBSI3aHHbIC c
MPOU3BOJICTBEHHOM
JIeSITENIbHOCTBIO

performance management

KOHTPOJIb TIPOU3BOAUTEIBHOCTH
Tpyaa

personnel policies

KaapoBas NOJIMTUKA

policy

IIOJINTUKA

portfolio

nopTdenb MeHHBIX OyMar

power distance

pacrpeiesieHue NOJHOMOYUI

price reductions

CHMXCHHUEC IICHBI

priority PUOPUTET
productive capacity MPOM3BOJICTBEHHAST  MOITHOCTD,
POU3BOIUTEIILHOCTD

profit per employee

npuObBLIH B pacyeTe Ha OIHOTO
paboTHUKA

profitability JIOXOJIHOCTh, PEHTa0EIbHOCTh

Profitsand Loss or P&L OT4YeT 0 (buHAHCOBOIA
JEATETBHOCTH (KOMITAHIH)

R

raise finance HOJIy4aTh CPEACTBA

ratio analyse aHaJn3 OTHOCHTEIHHEBIX
noKasareJyen

raw materials ChIpbe

reassign HEePETIOTUUHSATh

reduce COKpAIlaTh

regardless of HE3ABHCHMO OT

regulations TOCTAHOBJICHHS

research and devel opment

HAaYy4YHO-HCCJICTOBATCIIbCKAA
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paboTta, UCCIIeIOBaHUS U

pa3paboTku
responsibility OTBETCTBEHHOCTH
retain COXPaHsATh, YACPKUBATH
retaliate NPUHUMATH OTBETHBIE MEPBI
return on assets PpEHTa0ETHbHOCTD aKTHBOB
revenues JOXOObI
review paccMmaTpuBaTth
rigid rule-based behavior MOBEJICHUE COTJIACHO CTPOTHM
IIpaBuIaM
rules npaBuiia
S
safety 6e3omacHocTh (pPaOOTHUKOB)

sales forecasting

MIPOTHO3 00BEMA MPOJTAK

sales promotion campaigns

KaMIIaHHUHU I10 CTI/IMyHI/IpOBaHI/IIO
cObITa

set standards

YCTaHaBJIMBATb CTAHAAPTHI

short-term decisions

KPaTKOCPOYHbIE PEeLICHHUS

social responsibilities

conualibHass OTBETCTBCHHOCTD

staffing needs YKOMILICKTOBAaHHUE MEPCOHAIOM
staff training o0yueH#He nepcoHaia

stipulate npeycMaTpuBaTh

stretch product lines PACIIUPHUTD JINHUH ITPOIYKTOB
superior BBIIIECCTOSIIHIH

supervise PYKOBOJIUTH

supplies MaTepuaIbl

T

take a plan of action

OCYIIECTBJISTh IUIaH JEHCTBUI

take into account

IMPpUHUMAThb BO BHUMAHUE,
YYUTBIBATH

take responsibility

OpaTh OTBETCTBEHHOCTH

threat yrpo3a, 0nacHOCTb

trade-off KOMITPOMHCC

training and devel opment MOJITOTOBKA " oby4eHne
(paboTHHKOB)

treat the public

OTHOCHUTBECA K Hy6J'II/IKC, K
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HOTpe6I/ITeJ151M 1 MMOKYHATCIIAM
tremendous changes OIPOMHBIC U3MECHCHUS
U
uncertainty avoidance Ipe0TBpAIICHHE CHUTYaIMi
HEOIIPEIENICHHOCTH
USe resources MCIIOJIb30BATh PECYPCHI
\Y
valuation framework CTPYKTYpa OI[CHUBAHUSI
variety of activities HECKOJIBKO BUJIOB JEATEIHHOCTH
vary greatly CHIIBHO OTJINYATHCS
volatile W3MEHYMBBIT
volume of output 00bEM MPOM3BOJICTBA
W
weighted cost of capita B3BEIIIEHHAS CTOMMOCTD
KanuTana
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