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3arajbHi 10JI0KeHHHA

BusuenHs pucnuroring “ AHTIIIHCEKA MOBA” CTYIEHTAMH HAINPsMY MiATOTOBKH
6.030601 ¥eHemKMEHT) MPOBOAMTECS Y BiAMOBIAHOCTI JO THIIOBOI MPOrpamMu 3
aHMIIHACHKOT MOBH JIUISI HEMOBHHUX CIELIAJIbHOCTEN BUIIIMX 3aKJIAIIB OCBITH.

Mema HaBYaHHS AHTIIHCHKOI MOBH Y TEXHIYHOMY BY3i — IIe  MiATOTOBKA
CTYACHTIB JO MOBJICHHEBOi MisUTBHOCTI 1HO3€MHOIO MOBOIO, IO Tepeadadae
HasBHICTb NPaKTHYHHUX, NpodeciiiHO-OpIEHTOBAHMX HABHYOK, SIKi  MicCis
3aKiHYEHHSI KypCy HagaayTh IM MOIIMBICTh YHTATH OPUTIHANBHY JIITEPaTypy 3a
CHELIaNbHICTIO Ul BWIIy4eHHS HeoOXimHoi iH¢opmamii; mpuiiMaTtéH ydactb B
YCHOMY CIIUJIKYBaHHI aHIJIIHCHKOIO MOBOIO B 00cCs3i Marepiany, nepeadadeHoro
MPOTPaMOIO.

HapuanpHO-METOOUYHNN TIOCIOHWK pPO3paxOBaHWH Ha CTYACHTIB JAPYroro
(piBens Intermediate ) tpersoro (pisens Upper Intermediategypcis. TemaTnka i
XapakTep 3alpOoNOHOBaHWX HABYAILHUX MaTepialliB 3a0e3MmevuytoTh (OpMyBaHHS Y
CTYJICHTIB TIpo(eCiiHOTO CTIOBHUKA, & TAKOK HABHUOK YATAHHS 1 CITIIKYBaHHS.

Posxmin “Vocabulary exercises” (Section gkirouac MOBHI BIpaBH, OCHOBHOIO
METOI0 SIKAX € OTpAIfOBaHHS JICKCUKH, IiJrOTOBKAa 1O POOOTH 3 TEKCTaMH,
OCKIIBKH BCi JISKCHYHI OJIMHHII B3ATO i3 TEKCTIB HACTYMHOro po3ainy “Texts for
reading” (Section Il)Kpim Toro, yactuna Bnpap (Ha MiZCTAHOBKY MPOMYIICHHUX
CITiIB TOIIO) € 3aKiHYCHHMH TEKCTaMH 1 MOBHOL[HHUM JDKEpesoM iHpopMmail, ska
MOJKE BHKOPHCTOBYBAaTHCH B OOrOBOpEHHI TeM. TeKCTH IUIsl YUTaHHS, MigiOpaHi 3
ABTCHTUYHUX JDKEPEIl, € YPUBKAMU 3 HAYKOBOI 1 HAYKOBO-TIOMYJISIPHOT JTITEpaTypH i
MOXYTb BUKOPUCTOBYBATHCH JUISl HABYAHHS PI3HUM BHAM YATAHHS.

Tekctn mus uwmranns “Texts for reading” (Section IlpexomengoBano s
CaMOCTIiHOT pOOOTH CTYACHTIB. 3aBIaHHS IO TEKCTIB BU3HAYAIOTh, Ha TKOMY BHU1
YHUTaHHS aKLIEHTYEThCS yBara: 03HaOMIIIOBAIbHOMY, MOIIYKOBOMY, BUBUAIOUOMY,
3 OXOIUIEHHSAM OCHOBHOIO 3MICTy i T.i.). MeTa I[bOTO pO3IiNy — pO3IIUPEHHS
JIEKCUYHOTO 3amacy CTYACHTIB, PO3BUTOK BMiHb BWJIyYaTH HEOOXifHi maHi 3
KOHTEKCTy, OINEpyBaTH aHTJIOMOBHOIO iHQopmamiero. 3a  pe3ymbTaTaMu
OOTOBOpEHHS TEKCTIiB MOXKHA MPOBOJUTH TEMAaTH4YHI KOH(EpeHLii — Iie AacTh
3MOTY B IOPIBHSHO KOPOTKUH CTPOK 3aCBOITH JOCHTH BEIHUKHU 3a 00 €MOM i
Oararuii 3a 3MiCTOM MaTepiai.

3amuraHHs 1 3aBIaHHS, [0 MPOIMOHYIOThCS B po3aim ‘Review questions and
tasks” (Section |Ill) MaroTh peNpOAYKTHUBHUN 1 MNPOMXYKTHBHHI XapakTep.
BukonanHs mHMXx 3aBJaHb BHUMAara€ BiJl CTYJIEHTIB KOHIEHTpallii yBarm Ha
aJICKBATHOCTI BUKOPHUCTAHHS JIEKCHYHHMX 1 TpaMaTHYHUX 3ac00iB, JIOTIYHOCTI i
9iTKOCTI BUKIaxy. @opMyBaHHS MOBJICHHEBUX HaBHYOK BiIOYBa€ThCS B YMOBHO-
3a/TaHUX MOBJIEHHEBUX CUTYaMisiX. [lopsiy i3 3anmuTaabHO-BiIMOBIIHUMH BIIpaBaMH,
SKi BHMAararoTh PO3IIUPEHOI BIAMOBIAI a00 BHCIOBIIOBAHHI CBO€I TYMKH,
MPOTIOHYIOTHCS 3aBJaHHS MPOOJIEMHOTO XapaKTepy, IHTEICKTYaIbHO HACHYCHI, 110
PO3BUBAIOTH BMIHHS TBOPYO MipKyBaTH. Bil CTyIeHTa BHUMAra€TrbCs HE TUIBKU
3HAHHS TOTO YM IHIIOTO 3alUTaHHS, ajle W YMIHHA JTOJATH y BIAMOBIAb CBIid
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0COOHMCTHI TOCBIJZ 1 CIIOCTEPEXKEHHs. 3aBJIaHHSI MOXKHA BUKOHYBATH K YCHO, TaK i
MIHCHEMOBO.

Poznin “BEC. Tests for reading” (Section IViipornoHye 3paské TECTOBUX
3aBJaHb 3 YMTAHHS JJIS IIATOTOBKH JIO CKJIAIAaHHS ICIIUTY 3 IUJIOBOI aHTIIHCHKOT
moBu (Business English Certificate; Upper Intermedia&cru ckmanatorses 3
' ITH YaCTHH 1 BUKOHYIOTHCS Ha MPOTS3i OJHIET TOAWHH.

SECTION |
VOCABULARY EXRECISES
Vocabulary
Management
- the control and organizing of a business or otihgamization;
- those staff within the firm who exert control ov&s activities on behalf of
owners.
Top management
- includes the chief executive of an organizatios,dri her deputy or deputies,
the board of directors and the managers in chafg¢he divisions or
departments of the organization.
Middle management
- consists of the managers to whom top managemeegatels the day-to-day
running of the organization.
Managing director
- company director responsible for the day-to-daynmg of a company.
Second in the hierarchy only to the chairman, ér¢his one; the managing
director is the company’s chief executive.
Manager
- aperson controlling or administrating a businassaot of a business.

Exercise 1

Do you know the meaning of the following derivediyto manage, manageable,
management, manager, manageress, managerial)? 8heith the help of your
own sentences.

Translate the following sentences. Pay attentiothéowords in italics.

1. They reserved the right to makanagerialdecision.

2. What you need is advice from your ban&nager

3. I wish you couldnanagethe time to come and talk to us.

4. Private banks are being nationalized, and arbetmanagedwith workers’
participation.

5. They are part of mpanagemerteam.

6. The child can be greatly influenced by the pa'enanagement

7. She has been working as thanageressf a bookshop.

8. It is perfectlymanageablaask to tackle systematically.
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9. A study in one of the largest American corpanadi indicates that the two
criteria “quality of college attended” and “a rainkclass” were the best predictors
of futuremanagerialsuccess in that firm.

10. Mothers and fathers often have different walsnanagingtheir families.
How would you describthe management styté your parents? Teachers?

Exercise 2

Match the definitions and the words given below.

(Fee, executive, insure, skill, profile, applicamharisma, ensure, guideline,
superior).

1. Ability to do something well.

2. Short biographical or character sketch.

3. Person or body with managerial or administratesponsibility.

4. Make certain.

5. Secure compensation in the event of loss or dantsy advance regular
payments.

6. In a higher position; of a higher rank.

7. principle directing action.

8. The ability to attract, influence and inspir@ple by your personal qualities.

9. Payment made for professional advice or services

10. Someone who formally asks to be given somettsngh as a job or a place at
a college or university.

Exercise 3

Write down a synonym for each of the words on #fte Choose the one on the
right.

choice foresee
objective affect
current present
predict own
happen target
handle process
influence option
possess give
grant obtain
get occur
Exercise 4

Translate the following text in written form.
People working for a company are referred tisasorkforce, employees, staff,
or personnehnd are on its payroll.



In some context, especially more conservativeespremployees and
workforce refer to those working on the shopfloor of a fagtaactually
making things.

Similarly, staff is sometimes used to refer only to managers
and office-based workers. This traditional divisida also found in the
expressionsvhite-collar and blue-collar

Another traditional division is that between rageament and labor.

Personnel departments are usually involved ndifig new staff and recruiting
them, hiring them, or taking them on, in a processrecruitment. Someone
recruited isa recruit, or in American English onlg hire.

They are also involved when people are made&wd the organization, or fired.
These responsibilities are referred to, relativefgrmally, ashiring and firing  If
you leave the job voluntarily, yoquit.

Middle-managers are now most often mentionatiéncontext of re-engineering,
delaying, downsizing, or rightsizing: all these eegsions describe the recent trend
for companies to reduce the numbers of people¢hayloy, often by getting rid of
layers of managers from the middle of hierarchy.

An organization that has undergone this procelesaisand its hierarchy is flat.

Read the text once again and in turn explain, iarymwvn words, the meaning of
the following terms:

1) workforce, employee, staff, personnel, a recauhire, layer, labour;

2) white-collar, blue-collar;

3) to recruit, to employ, to hire;

4) to fire, to quit, to get rid of.

Do you know any other synonyms to the words gibewe?

Exercise 5
Translate the following sentences. Pay attentiothé words in italics.

1. A compensation package for an executive leagimgmpany is also known
asa golden goodbye, golden handshake or golden partac

2. Compensation for someone leaving a company be referred to aa
compensation payment, compensation payoff or cosagien payout.

3. These payments may form paraafeverance package.

4. Severance payments can be the subject mplea negotiations when an
executive leaves, or austed forced to leave.

5. When executives are ousted, people mayatatiut companies giving them
thegolden boat

6. When talking about executive papmpensatiorcan refer, confusingly, to
two different things: what top executives get fonming a company and what they
get on leaving a company.

7. Apart from salary, an executive€smpensation packagean includébonuses
(extra payments, sometimes, but not always rekatéde firms’ performance) and
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benefits and perk§ranging fromshare optionsthe right to buy the company’s
shares at an advantageous price, to a chauffergrdcar).

8.Remuneratioris also used to talk about executives’ salarylzamnkfits.

9. Middle managers are those in the hierabdtyeen senior management and
front-line managers or line-managetbe people managing employees.

10. Organizations say that they are eliminptmddle levelof their hierarchies
so as to empower ordinary workers and employees.

11. The process empowermernis designed to give them the authority to make
decisions that were previously taken by middle ngens

12. When people lose their jobs, theydiseissed or made redundant

13.Outplacements when a company helps people it is making redondind
new jobs in other organizations.

14. Headhuntersare specialist consultants who search for higkdlewften
board-level, executives and try to persuade thelmaee their current jobs in order
to go to work in another company. Managers founthiis way areheadhuntedn a
process oheadhunting

15. Executives may be persuaded to move tongpany by the promise of a
golden hello a large sum of money or some other financialcentient offered by
the company they move to.

Exercise 6
Define the right form and place for each of thédwing verbs
(Be, oversee, carry out, ensure, base, comparelinegeceive, take, keep, study,
decide, deal, call, attempt)
The work of management

In planning,managers outline the steps ... in moving the omgaioin toward the
objectives. These plans ... both long and shamt tarmature.

In organizing,managers ... how best to put together the orgaoimathuman and
other resources in such a way as ... most effdgtestablished plans. In directing,
managers ... day-to-day activities and ... thewigation functioning smoothly. In
effect, directing is the part of the managers' wbek ... largely with the routine.

In carrying out the controfunction, managers take those steps necessahat.. t
each part of the organization is following the ptaat was outlined for it at the
planning stage. To do this, managers ... the at¢twuand other reports corning to
them and ... these reports against the plans siredhe accounting and other
reports coming to management ... feedback. Feedisaekkey to the effective
management of any organization.

In decision makingmanagers ... to make rational choices among atteesa
Decision making is an inseparable part of the ofhactions already discussed.
Planning, organizing, directing, and controlling.althe decisions to be made. All
decisions ... on information. The quality of managat's decisions will be a
reflection of the quality of the accounting andestmformation that it ... .
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Exercise 7

What isresponsibilityand what isuthority? Insert the necessary word.
To be a successful manager you must know yoand ... .

.. is the obligation to carry out a task. It is thetual work that is delegated to a
person. ... is the right to act in the name of @esior in an organization.
Sometimes we read that a person must have ... éguhlke ... . This confuses
different concepts: ... is an obligation, ... isght or power. They are two different
things. If you hold a person responsible for cagybut certain tasks you must
ensure that he or she has the means to do thdse T ... you grant must be
adequate to accomplish the task you have deledat¢anust not exceed your own

Exercise 8
Fill in the blanks (boundless, adequate, talk, wiys, amalgam, succeed,
sustained, employee, dimensions, knowledge, opestisheep, lion, beaver,
tortoise).
Knowledge vs implementation

We can consider companygmployeen terms of their knowing what to do, and
their doing it. Of the two ..., the more importantimsplementation, i.e. it isn’'t
what you know, it is what you do about what you\kno
Many people with limited knowledge ... because theyadlot about what they
know; they make every little bit of ... they possessk for them.
If you have ... energy and work hard, you will besessful simply because you
are doing something — even if your knowledge istéoh
A company that possesses ... knowledge but does éitibut it can be linked to
someone who is “all ... and no do”. Real success stkom an ... of the two.
Knowledge is combined with ... and ... action to impé&rdecisions.
There are four main types of an ...:
- ... Energetic and possessing high knowledge.
- ... Energetic and possessing low knowledge.
- ... Lethargic but possessing high knowledge.
- ... Lethargic but possessing low knowledge.

Exercise 9

Join the halves

. To one degree or another, we all are involvemidmaging and are constantly
. At the turn of the century the manager’s objecti

. The modern manager must now consider the ermieahin which

. A major part of the manager’s job will be

. Each person in business looks to his or heopeats

. Managers outline the steps to be taken

. The authority you grant must be adequate toraptish the task

. The science portion of management is expandioge and more

11
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a) decisions can be analyzed and programmed.

b) in moving organization toward the objectives.

c) to predict what the environment needs and whainges will occur in the
future.

d) was to keep his company running and to maket.pr

e) you have delegated, but must not exceed youramthority.

f) the organization operates and be prepared tptadwider perspective.

g) making decisions concerning how to spend omuseesources.

h) code of ethics to determine acceptable behavior.

Exercise 10
Read the text. What is the main idea of the text®Bit into logical parts. Define
the key-sentence of each part.

No school, professor or book can make you a gem®nly you can do this, and
you can become a manager only by managing. Of epymi can learn the skills
that are extremely helpful, particularly in suckaly defined areas as accounting,
statistics, law, and finance. But this will not neakou a manager.

Experience is the only teacher. Experience is, dwawn is not the uniformly
effective teacher. An old aphorism criticizes thergpn who has worked for 20
years but has only re-experienced the first yeairiés.

Learning is not automatic. What schools can do, whdt books can do is to
provide you with some insights amatellectual tools to be applied against your
experienceMost of you are practical people; certainly mmstnagers are. You are
more concerned about doing things than about thinkbout them. You are more
concerned with action than with contemplation.

Most business students and managers are uneasy thbory. It is abstract and
difficult, too unrelated to real problems, it seeftso academic' and just 'too theo-
retical'. But theory is very important because god all men and women of action
are also theorists. No matter how pragmatic yowsickam yourself, no matter how
rooted in reality a manager views himself, you hedperate on theories. You all
possess your own theories about motivation, autharbjectives and change. You
will need them - and you will have them whether ¥oow it or not.

You will be a better manager if you are aware oftiryassumptions and you
examine them periodically and modify them when seagy. Nothing is as
practical as a good theory. A great deal of managetmeory and practice must be
described as 'common sense'. For the objectivesaofhgement may be defined as
the formulation of priorities and plans.

No school, professor or book can make you a gananly you can do this,
and you can become manager only by managing. Yioleaan the skills that are
extremely helpful, particularly in such clearly oefd areas as accounting,
statistics, law and finance. But this will not mak®u a manager. Experience is
the only teacher.
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Schools and books provide you with intellectoalg against your experience, so
theory is very important too. Nothing is as praatias a good theory.

To sum up, a great deal of management theory amdtipe is necessary to
improve the management system of the enterprise.

SECTION I
TEXTS FOR READING

TEXT 1
MANAGEMENT: ART OR SCIENCE?
Management could be called the art of getting thidgne through people and
other resources. Management is the process usedctmmplish organizational
goals through planning, organizing, directing armhtmlling people and other
organizational resources.

The definition spells out four functions of magement: (1)planning, (2)
organizing (3) directingand (4)controlling.

1. Planningincludes anticipating future trends and deterngjriime best strategies
and tactics to achieve organizational goals andaives.

2. Organizingincludes designing the organizational structuteaeting people to
the organization (staffing) and creating conditiemsl systems that ensure that
everyone and everything works together to achibeegbals and objectives of the
organization.

3. Directing is guiding and motivating others to work effectivéo achieve the
goals and objectives of the organization.

4. Controlling is checking to determine whether or not an orgdn is
progressing towards its goals and objectives, akihg corrective action if it is
not. [6: 15]

Management is much more complex than doingvathsks. A good manager
must know about the industry, the firm he is in atidhe technological, political,
competitive and social factors, affecting that isitya He or she must understand
the kind of people who work in the industry and wheotivates them. Finally, a
manager must be skilled in performing managergigahuman relation tasks, and
conceptual tasks.

Management ithe art and science of making appropriate chaices
Like most things in our changing world, the funatiof management is becoming
more complex. The role of the manager today is miiffarent from what it was
one hundred years, fifty years or even twenty-frears ago. At the turn of the
century, for example, the business manager’s dbgeatas to keep his company
running and to make a profit. Most firms were pratibin oriented. Few constraints
affected management's decisions. Governmental &gnémposed little
regulations on business. The modern manager mustdgood understanding of
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management principles, an appreciation of the ourissues and broader
objectives of the total economic, political, socld ecological system in which
we live, and must possess the ability to analyzamptex problems. That is, he
must now consider the environment in which the pizgtion operates and be
prepared to adopt a wider perspective.

The modern manager must be sensitive and mes@oto the environment —
that is he should recognize and be able to evathateeeds of the total context in
which his business functions, and he should aata@ord with his understanding.

Modern management must possess the abilitinteract in an ever-more-
complex environment and to make decisions that allbcate scarce resources
effectively. A major part of the manager’s job vk to predict what changes will
occur in the future.

Organizations exist to combine human effanterider to achieve certain goals.
Management is the process by which these humanstice combined with each
other and with material resources.

Management encompasseth science and artn designing and constructing
plans and products management must draw on teajalad physical science, of
course, and, the behavioral sciences also carcalgobute to management.

However much you hear about “scientific mamaget”, in handling people and
managing organization it is necessary to doawntuition and subjective judgment.
The science portion of management is expandiragerand more decisions can
be analyzed and programmed , especially with madtiem
But although the artistic side of management magdmining in its proportion of
the whole process it will remain central and caitiportion of a manager’s job.

In short:
- knowledge (science) without skill (art) is uselessgdangerous,
- skill (art) without knowledge (science) means stagry and inability to pass
on learning.

Like the physician, the manager is a practitiores.the doctor draws on basic
sciences of chemistry, biology and physiology, ihsiness executive draws on the
sciences of mathematics, psychology and socioldgy8]

1. The function of management is becoming mamgtex. Why?

2. What management must possess nowadays?

3. Management encompasses both science and arhat case can we see it?

TEXT 2
PRINCIPLES OF MANAGEMENT
Different scholars offer different sets of prinapl of management. The most
famous are the following fourteen. Btlhe main principleshould be read as
follows:"there is nothing rigid or absolute in managemerftaas, it is all a
question of proportion”.
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1. Division of work.Within limits, reduction in the number of tasksnarker
performs or the number of responsibilities a mandge can increase skills and
performance.

2. Authority. Authority is the right to give orders and enfotbem with reward
or penalty. Responsibility is accountability fosudts. The two should be balanced,
neither exceeding nor being less than the other.

3. Discipline. Discipline is the condition of compliance and coiment that
results from the network of stated or implied ustiendings between employees
and managers. Discipline is mostly a result ofahity of leadership. It depends
upon good supervisors at all levels making and ikgeplear and fair agreements
concerning work.

4.Unity of commandEach employee should receive orders from superiby.

5. Unity of direction.One manager and one plan for each group of desvit
having the same objective is necessary to coomdinatfy and focus attention.

6. Subordination of individual interests to generakirests Ignorance, ambition,
selfishness, laziness, weakness and all humanopatsnd to cause self-serving
instead of organization-serving behavior on the jdlanagers need to find ways
to reconcile these interests by setting a good plasind supervising firmly and
fairly.

7.Remuneration of personn&larious methods of payment may be suitable, but
amounts should reflect economic conditions and dreiistered to reward well-
directed effort.

8. Centralization. Like other organisms, organizations need directamd
coordination from a central nervous system. But hmuch is centralization or
decentralization is appropriate depends upon theatgin. The degree of
centralization that makes best use of the abilafesmployees is the goal.

9. Scalar chain (line of authority)The scalar chain is the chain of command
ranging from the top executive to the lowest rankdhering to the chain of
command helps implement unity of direction, but etimes the chain is too long,
and better communication and better decisions emultr from two or more
department heads solving problems directly rathan treferring them up the chain
until a common superior is reached.

10.Order. Both equipment and people must be well choseri,plagted and well
organized for a smooth-running organization.

11.Equity. Kindliness and justice will encourage employeewtok well and be
loyal.

12. Stability of tenure of personneChanges in employee assignments will be
necessary, but if they occur too frequently thay @damage morale and efficiency.
13. Initiative. Thinking through a plan and carrying it out swsfally can be
deeply satisfying. Managers should set aside paltsganity and encourage

employees to do this as much as possible.

14.Esprit de corpsBuild teamwork. [1: 60]
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Dwell on the importance of each principle in therk of a manager. Try to
exemplify your answer.

TEXT 3
MANAGEMENT AND ORGANIZATION

It should be remembered thptople are the heart of every business
Overwhelmingly, the quality of the people deternsitiege success of the business.
Many investors base their investment choices alreatitely on the strength of
the people involved in the enterprise. They knout tthe experience, skills and
personalities of the management team have a greafact on the long-term
fortunes of a company than the product or serviogiged.

A manager should give careful consideration cteating clear lines of
organizational responsibility and developing a nggmaent style that motivates
employees.

Even the very best people will only do thegsb work ina system that
encourages, recognizes and rewards achievements.

A true manager is to focus in two main areas:

1) the people who run the business;

2) the management style and structure.

Together these two thrusts repregéstcore of the management sys{8nil28]
Informal relationship in organization

Every business has in addition to its formalimfiormal structurewhich can

have at least as much impact on the company.
Questions to ask when evaluating your informal nizigtion include:
- Which managers have the most impact on decisions?
- Which managers have ready access to the presidem¢mbers of the Board
of directors?
- Do decisions on the top get effectively translated action by others?
- Which subordinates have substantial influence eir uperiors?
Generally, you want to evaluate how authority &rnithuted and how decisions are
made in reality, not just on paper. [3: 131]
Management style

A company’s organization and management sade as powerful invisible
sources shaping both the daily working atmosphedetize future of the company.

Managing people is far too important to be tefchance. Your employees are
one of your valuable resources. Just as you netakéocare of other resources in
your company, such as equipment and materials,nyast make certain you are
not wasting your human resources.

For most companies, especially smaller companisiding a sense of
teamwork is essential. The employers need to fesl aire important part of the
organization and their contribution matters. Comiwaition is a vital ingredient in
team building; if employees know what's going orttie company, they feel the
part of the whole picture. Everyone, whether maifno clerk or company
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president, wants to feel important. Achievementeuth be recognized, both
privately and publicly, with monetary and nonmomgtawards. Well done jobs
should be acknowledged.

Thefive most important elements of the management atgle

1. Clear politics.

2. Communication.

3. Employee recognition.

4. Employee’s ability to affect change.

5. Fairness [3: 132]

“Our management structure assumes people care atimit jobs and want to

belong to an organization that takes pride in witamakes. We demand more

from our work force, but the trade off for the werks excellent pay and job

security.

We believe in developing employee potential through

Mutual trust and respect; recognizing work and digndeveloping individual

performance; developing team performance; and imingp the work

environment.

We rotate jobs among members every two to threeshimu safety, fairness,

avoiding strains and reducing boredom. Members areouraged to make

decisions on their own. Team members design thehesgpbs will be done.”

Michael Damer

New United Motor Manufacturing Inc.[3: 131]

TEXT 4
EMPLOYEE MOTIVATION

A manager who has an understanding of what thela®yee wants from work
will have a better chance of having more satisfied productive employees.
Studies of employee motivation point out that peoplork for many different
reasons The reason or reasons a person behavesia o@y is callech motive
Employeemotivationis the reason an employee works a certain wayherjdb.
There are many explanations of what motivates eyegl®. One theory was
developed by A. Maslow.
Maslow's hierarchy of needbeory explains that an individual has many défer
levels of needs:

Physiologicalfood, water, air, rest, sex, shelter from cold);

Safety (security, protection from physical harm, freedofrom fear of
deprivation);

Social(friendship, affection, acceptance);

Esteentself-prospect, respect of others, recognitionjeaament);

Self-actualizindrealizing of individual potential, creative tateppersonal future
fulfillment).

17



This theory suggests that when one level of siéedatisfied, the nest level has
the greatest influence on a person’s behavior.

Frederick Herzberg developed anottieory of job satisfactiant suggests that

job satisfaction and job dissatisfaction come ftera different sets of factors. One
set he referred to as ‘motivating’ factors, and thker set he called ‘hygiene’
factors. The motivating factors (recognition, aokiment, responsibility,
opportunity for advancement, and the job itselfateto internal satisfaction and
influence employees to improve their performanche Bet of hygiene factors
(salary, company policies, working conditions anglationships with other
employees) are separate from the job itself. Hgastg that hygiene factors must
be present in order to prevent job dissatisfactirn,it is those motivating factors
that influence employees to maximize their perfarogaon the job.
These theories show that employee performance@rgplex topic to understand.
Developing a work environment where the employeestme¢he needs of the
business and the business meets the needs of thieyem is what the most
successful managers work at. [1: 69]

1. Are there other needs which you would awdhe hierarchy? Where?
Why?

2. Which of the following would motivate yowmtork harder (higher salary;
good team; job security; holidays, opportunities tmvel; good working
conditions; interesting; creative work; promotionpportunities: threat of
redundancy; fringe benefits; hard working boss Choose your top five and rank
them in order of priority.

3. Scripture maintains that man does not liyebread alone, but the need
hierarchy suggests that man lives by bread alonemnwthere is no bread. What
does it mean?

TEXT5
“INTERNATIONAL” MANAGERS

Executives and managers who can operatetigfbc across cultures and
national borders are invaluable players in the gldiusiness arena. As the world
grows ever smaller, improved cross-cultural skibed an international
perspective are critical executive qualities. Asrenand more companies expand
abroad, competition for top talent to run new in&gional operations will steadily
intensify.

The 2010s will test the capacities of multinatibcorporations to react rapidly
to global changes in human resources as in alf atfeas of the company.

Global selection systems enable a company tbtfie best person anywhere in
the world for a given position. The system measuaslicants according to a
group of 12 character attributes. These twelvegrates are.open-mindedness,
respect for other beliefs, trust in people, tolaranpersonal control, flexibility,
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patience, social adaptability, initiative, risk-iak, sense of humour,
interpersonal interest.

Beyond superior technical and managerial skidn, effective international
executive displays a combination of desirable pgabgualities. These include
adaptability, independence, leadership — even simari

What part can management education pay in dpwejothe international
manager? A good deal. Management education cariderdraining in the so-
called “hard” skills such as international markgtiand finance and in the so-
called “soft” skills such as international relatstiips. We can easily define “hard”
skills and knowledge areas that are internatiorehager will need and which are
very susceptible to formal education and trainipgraaches. These include an
understanding of the global economy and foreigrinass systems, international
marketing, international financial management, tpal risk analysis and the
ability to analyze and develop sophisticated glabategies.

We can also point to some “soft” skills areashsas communication, leadership,
motivation, decision-making, team-building and nég@n where research
indicates that national cultural differences carvehamportant effects. (The
international manager is said to spend over halfifor her time in negotiation).
International managers need at least to be awasert of the issues involved.
They need, furthermore, not only to be aware of Hoveign countries affect
organizational behavior and management style, lsat @ understand how their
own culture affects their own style. [1: 66]

1. Use your knowledge and logical reasoning to eggryour point of view why
the 12 categories mentioned in the text are so itapb for an international
manager.

2. What is meant by ‘soft’ and *hard’ skills?

3. Technical and managerial skills and personal ldiggs — do they help each
other? In what way?

4. Explain the meaning of the word ‘charisma’. Giyeur examples of
charismatic persons.

5. In what way can education contribute to ‘cregtian internationally mobile
and internationally thinking manager?

TEXT 6
SCIENTIFIC MANAGEMENT

No one has had more influence on managers i@k century than Frederick
W. Taylor, an American engineer. He set a patternridustrial work which many
others have followed, and although his approachm@nagement has been
criticized, his ideas are still of practical impamte.

Taylor founded the school of Scientific Managempist before the 1914-18
war. He argued that work should be studied andyaedl systematically. The
operations required to perform a particular joblddae identified, then arranged in
a logical sequence. After this was done, a workgmsluctivity would increase,
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and so would his/her wages. The new method wastfae The way of doing a
job would no longer be determined by guesswork raetof-thumb practices. If
the worker followed the prescribed approach, hisfhugput would increase.

Taylor's solutions to the problems were basedhierown experience. When he
was with Bethlehem Steel, Taylor criticized managemand workers. He
conducted many experiments to find out how to imaprtheir productivity. He felt
that managers used not the right methods and thkevgodid not put much effort
into their job. They were always 'soldiering' - itak it easy. He wanted both
groups to adopt a new approach to their work. Tedwe way was as follows:

1. Each operation of a job was studied and aedty

2. Using the information, management workedtbattime and method for each
job, and the type of equipment to be used;

3. Work was organized so that the worker's oagponsibility was to do the job
in the prescribed manner;

4. Men with the right physical skills were segtand trained for the job.
The weakness of his approach was that it focusethersystem of work rather
than on the worker. With this system a worker beg®ra tool in the hands of
management. Another criticism is that it leadsdesHilling — reducing the skills of
workers. And with educational standards rising agnofactory workers,
dissatisfaction is likely to increase. Finally, sompeople think that it is wrong to
separate doing from planning. A worker will be mgreductive if he/she is
engaged in such activities as planning, decisiokimga controlling and
organizing. [1: 61]
1. Give some information about F.W Taylor and loistdbution to management.
2. Speak for and against his principles.

TEXT 7
MANAGEMENT BY OBJECTIVES

Management by objectives (MBO) is a system whvels first described by Peter
Drucker in 1954. Since then, MBO has attracted moois interest from the
business world, and its principles have been agpfienany of the world's largest
companies.

P. Drucker emphasized that an organization aadsiaff must have clear goals.
Each individual must understand the goals of themmise he/she works for, and
must make contribution to them. It is also vitahtthe individual knows what
his/her manager expects of her. An individual miustw what sort of results
he/she is expected to achieve.

If an organization uses MBO approach, it must gareful attentiorio planning
A special feature of MBO is that the subordinatetip@ates with the manager in
developing objectives.

Various kinds of MBO systems are used in orgsions.

Here is an example of how a program might worlainoompany. The program
consists of several stages. First, the subordsddd is defined. Next, his/her
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current performance is evaluated. Then, new oljestiare developed by the
subordinates and their managers. Finally, the progis put into action. Later,
there are periodic reviews of the person's perfam@aand his/her progress is
checked.

The subordinates and the manager discuss thectolgis and make plans for
achieving them. The manager may help in some weshaps by providing more
training for the subordinate or buying more modemchines. From time to time,
the subordinate and the manager meet to discusggs It is vital that the
manager receives feedback from the subordinate enforpnance and
achievements.

There are mangpenefitsof MBO. The system helps the subordinates to see
clearly their role in the organization. They havesay in how their job is
performed, and what goals should be. Workers feefemresponsible and
motivated. MBO is a good technique for assessiegitiividual's performance.
People are judged on results, rather than on theopal feelings and prejudices of
the managers.

The mairlimitations of the system are that it is time-consuming ang oraate a
lot of paperwork.

In practice, MBO programs are often fully supportlsdmanagements. This could
be because managers are not always skilled avietgng and giving guidance.
[1:62]

1.Who is the 'father' of MBO?

2.What are the principles of the system?

3.How does the program work?

4.What are the benefits and limitations of the sy8tem

5.Why are MBO programs often fully supported by managnts?

TEXT 8
THE SPIRIT OF AN ORGANIZATION
(After Peter Drucker "The Practice of Management")
Two sayings sum up the "spirit of an orgatiima" One is the inscription
on Andrew Carnegie's tombstone: Here lies a man
Who knew howetalist

In his servic
Better men thamself
The other is the slogan of the drive to find jobor fthe physically

handicapped:
"It's the abilities, not the disabilities, that e
Management by objective tells a manager wieabbght to do. The proper
organization of his job enables him to do it. Busithe spirit of the organization
that determines whether he will do it. It is thérisphat motivates, that calls upon a
man's reserves of dedication and effort, that dscighether he will give his best
or do just enough to get by.
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It is the purpose of an organization to "malenmon men do uncommon
things" — this phrasing is Lord Beveridge's. No amigation can depend on
genius; the supply is always scarce and alwaysadigtable. But it is the test of an
organization that it make ordinary human beingsfqoer better than they are
capable of, that it bring out whatever strengthréhie in its members and use it to
make all other members perform more and bettés. the test of an organization
that it neutralize the weaknesses of its members.

Altogether the test of good spirit is not tHpeople get along together"; it is
performance, not conformance. "Good human reldtiomst grounded in the
satisfaction of good performance and the harmorgroper working relations are
actually poor human relations and result in poadritsdhey do not make people
grow; they make them conform and contract. | shaller forget the university
president who once said to me: "It is my job to edékpossible for the first-rate
teacher to teach. Whether he gets along with Hisagues or with me — and very
few of really good teachers do either — is irreldvawe certainly have a
collection of problem children here — but, boy, they teach." And when his
successor substituted for this a policy of "peacel darmony,” both the
performance and the spirit of the faculty rapidigni/to pieces.

There are five areas in which practices are redutce ensure the right spirit
throughout management organization.

1. There must be high performance requirememts;condoning of poor or
mediocre performance; and rewards must be baspérformance.

2. Each management job must be a rewardingriatsélf rather than just a
step in the promotion ladder.

3. There must be rational and just promotioriesys

4. Management needs a "charter" spelling owriglevho has the power to

make life-and-death decisions affecting a managed;there should be some way
for a manager to appeal to a higher court.

5. In its appointments management must demdastrat it realizes that integrity
is the absolute requirement of a manager, the aaéty that he has to bring with
him and cannot be expected to acquire later on.

A man should never be appointed to a mandgmugition if his vision focuses
on people's weaknesses rather than on their shenige should be a realist; and
no one is less realistic than the cynic. A man ghoever be appointed if he is
more interested in the question: "Who is right?4nthin the question: "What is
right?" Management should never appoint a man wirnsiders intelligence more
important than integrity.

The men with whom a man works, and especlaysubordinates, know in a
few weeks whether he has integrity or not. They rimagive a man a great deal:
incompetence, ignorance, insecurity or bad manmarsthey will not forgive him
lack of integrity. Nor will they forgive higher magement for choosing him. [2:
158-162]

22



TEXT 9
TIME MANAGEMENT
Do you suffer from the double whammy of "not enedigne/not enough energy"”
to do everything that needs doing?
« Define your goals. What do you want to be doingearyfrom now? 5 years
from now?
« Use these goals to decide your priorities.
« Review your daily routine by keeping a detailed log a week. This will
blueprint your time and energy patterns. Do you:
- Allow too many interruptions?
- Start a second task before finishing the first?
- Oversee every detail of your employees' jobs?
- Follow the same procedures without thought of chag®®)
- Continue to shoulder the same responsibilities yad when you started your
business, though you've added staff?
- Spend lots of time on low-priority matters?
e When you match that survey of your habits to yobusiness
goals, decide where you can cut down your actiitie
After you've made your adjustments, put on thesfiitig touches:
e Use a tickler file to organize work, save time aiitninate desk clutter. The
file is merely a set of manila folders numbereddach day of the week.
* Place the folders in your desk, or in a file cabinearby. If you can't
immediately act on any piece of paper it shoulgllaeed in the future folder.
« Each day, go through the current file. If you cdispose of an item that day, it
goes into the future folder.
« Do certain kinds of work on specific days. Justpdtioe suitable material into
the appropriate folders as it arrives at your désk., materials for regularly
scheduled meeting).
e Schedule 20% of your workday without any set ofvit@s. This leaves room
for crises that might arise and if there are ndngives you time to concentrate on
your routine work. Important things are seldom utgeirgent things are seldom
important. When faced with many problems to solask yourself which are
important, and then make them your priority.
« The disorganized boss is the biggest productptibblem in the office, making
employees respond to sudden demands, taking thexy fa@m their regular work,
and causing obstacles. Any operations that hawedtthe same for the last 20
years are guaranteed to be unprofitable. After &sjethere's an 80% probability
there is a better way to do something. Even angtbider than one year is worth
examining. Productivity gains are simply a matteasking regularlyWhy do it
this way?
* Managers often have difficulty spotting problemstheir department, but are
likely to see same flaw elsewhere. Encourage sigms/to visit other departments
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and competing businesses, when possible. Theygedlla better lookout on their
area and often find solutions that can readily wppl

* Acid test for a messy desk: if you can find whau yare looking for in 3
minutes, no action is necessary. Some executivek @fficiently and well when
their desks are buried under paper.

« Do not write notes on scraps of paper. It is ong/ wa lose them. Write
everything on the same size of paper. Use notebmbich are easier to keep neat
than file folders.

« Keep sharp by attending some seminars, classeaining at least once a year,
no matter how high up in the company you are. Psgpto get a fresh outlook and
new insights, not necessarily to improve speckHitis

* Make phone calls early in the morning. Advantageach others when they are
planning their days and to-do lists. [3: 146-147]

The following two texts are devoted to the probsmiving. Read both texts and
prepare a summary-recommendation (or instructiom)'ldow to solve a problem

TEXT10
CASE ANALYSIS
If you have some problems the first steps to dotar@nalyze the reports and the
cases. Your general approach to case analysiegods should be as follows:

1 .Define the problemThe problem is always a blocked managerial objectiv
What objective (profit, growth, cost control, etds) being undermined in the
situation?

2. Analyze the caused®Vhat factors are causing the problem of blocked
achievement of objectives (inadequate communicatonr motivation, indefinite
plans, sloppy controls, interpersonal conflictgrfef change). This should not be
the search for villains, however, because indiisuare seldom the sole or
fundamental cause of problems.

3. Develop alternativesEvaluate the alternatives. What action might benato
remove the causes and solve the problem? Remehdighése alternatives should
deal with causes, not symptoms of the problem.

1. Evaluate alternativesEvaluate the alternatives according to appropusteria:

- How well does the alternative meet management'sativie?

- How much time and organizational resources areired(?

- What are the costs?

- Does the alternative conform to personal and opgdicinal values for equitable
and responsible behaviour?

- What is the probability of the success?

2. Select Alternativel®@r combination) What are the weak points of therahtive?
3. Recommend a Detailed Plan of Implementafiwho should do what? When?
How?
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Three more points should be taken into accdeamst historyln many cases it is
often useful to look at historical data in ordergain some indication of future
conditions.Expert opinion.t is often possible and useful to obtain opinidmsn
individuals considered to be knowledgealtanager's own judgmentn many
cases a manager will simply have sorget feeling' about possible future
conditions. And an analysis of a cross sectionpifions may provide you with a
good decision. [1: 70]

TEXT11
PROBLEM SOLVING

Problems can be located in only two places thénwork situation and in people.
Problems in the work situation can be further sulbléid into those located in
plant, machinery and equipment, and problems ldcat@rocedures, methods and
ways of working. Problems with people can be sudeéi into those located in
individuals and those in groups.

Locating the source of a problem is not a sintpkk because different people
see the same problem caused by different reas@vertiieless, your first task in a
problem-solving meeting is to agree on the soufd¢bheoproblem.

When the source of the problem has been locatatkcision has to be made.
Decisions are of two typeguality decisions, andcceptancelecisions.

Quality decisions are those which may be regarded as deoigions and will
solve the problem. However, the word “good” is opemrgument here. Decisions
can only be judged retrospectively. You cannot"3dys is a good decision”, only,
“That wasa good decision”. For this reason the word "quglitather than good, is
used to describe a decision which, when implemenikdbe efficient.
Acceptancealecisions are those which will be accepted byptheple involved in
the problem.

The majority of decisions tend to fall in theddilie, where quality and acceptance
are of equal importance. Who takes the decisionhehe majority of problems
are being solved during meetings.

Here are seven sections to guide you in the corafigtich meetings.

1. Understand the languag@roblems cannot be solved if the language is
not thoroughly understood. And not simply the laaggl of the country, but the
language of the particular subject, trade, industry

2. Get the factsThe difficulty in getting all the facts is thafiten, we do not
know how many facts there are. When we meet toesgkoblems, we are
considering symptoms.

3. Locate the cause of the problefopinions in the meetings are strongly
divided as to the cause, then you must developlgesourses of action for each.

4. State in objective term3his is stating the problem without subjective
opinion, without adjectives that indicate what some thinks about the statement.
Where possible, the problem should be stated intgative rather than qualitative
terms.

25



5. Consider possible solutioriRossible solutions are not probable solutions;
they are possible. Make sure that all possible tewis are recorded for
consideration.

6. Screen solutiondVhen a meeting makes a lot of progress, ideas, flow
much discussion takes place, and solutions are tgop® tabled more in
enthusiasm than in cold, logical deliberation. Sorthe possible solutions. Be very
careful of solutions that have been transferrechfasher situations. This is not a
good basis for accepting the solution. What hapgpénenother place, in another
time, is unlikely to be the same in the currennelie.

7. Select decisionsSome solutions are incompatible and therefore atiytu
exclusive. Some solutions can be combined. Deterrttie cost of all solutions;
establish how practical they are; how many candmbined; the likely outcome of
implementing them; the degree of acceptability liyse who have to carry them.
[1: 71]

Define your own problem (your neighboursuryfriend's, your relative's) and
try to find the solution to it using your own reamendation (instruction). Refer to
additional literature if necessary.

TEXT 12
MEETINGS
Meeting is an essential part of manager's work.
They are held for three main reasons:
1) to carry out training, 2) to transmit infornaatj 3) to solve a problem.
Read the following recommendations and triptlow them in your life.
Before you call the meeting:
- decide if the meeting is the best method of aghigethe objective;
- put the objective in writing;
- collect all the information necessary;
- select specific items for discussion;
- anticipate difficulties, awkward members and pmepdocuments and courses of
notion to overcome the difficulties expected;
- Prepare the agendas with no more than 5 objective
During the meeting:
- state the purpose of the meeting,
- outline the objectives it is hoped to achieve,
- do not impose your views on the group,
- direct discussion toward the objectives,
- develop participation by contrasting differergwpoints,
- watch the clock and note reaction of members apyear to be losing interest,
- where opinion is divided a vote is to be taken.
After the meeting:
- the secretary of the meeting prepares "minutes”,

26



- minutes must be an accurate account of the sutrstaf the meeting. No
opinions, no discussions, no irrelevant talk. Thleguld be brief;
- minutes should follow the agenda of the meeting/B]

TIPS FOR BETTER MEETINGS

1. Hold them early in the day and don't allpiaone calls to interrupt the
proceedings.

2. Pay particular attention to meeting; chahould not be plastic-covered
but fabric-covered and firm.

3. If you know you are going to have a difficperson at the meeting, sit
that person on your right or left. If this persenaillowed to sit opposite you, the
meeting will often be split into two.

4. Get everyone to contribute to the disars&iut don't put people on the
spot by asking, "What do you think, Jane?"

5. Place your watch on the table in fronyofl so that people can see you
are going to run on time; start on time; finish wh@u say you will.

6. Avoid letting people know what you thingfbre they have made their views
known. [1: 74]

TEXT 13
HUMAN RESOURCE MANAGEMENT
personnel management -
Administrative activities related to acquiring werk, preparing them for work,
overseeing their performance, and providing comaims
human resource management -
Expansion of personnel management to include gitapanning

Employees are an important component of ebeiginess. Realization of this
fact was behind the rise gfersonnel managementhe specialized task of
obtaining the people a company needs and then ewiags their training,
evaluation, and compensation. In the 1970s top gemant also began to realize
that, with the right people in the right jobs, messes can compensate for
shortfalls in other areas. The tetmman resource managemewds adopted by
many companies to reflect the attitude that worlaes of strategic importance;
human resource managersecame integral members of management teams
plotting a course through rough economic seas. Mamypanies focus on the
training and supervision of themanagerial employeeso that they have the
resources they need for steady growth.

Human resource managemeirtecame more complex and crucial during the
1990s. Technology and the business environment @rexeging at an accelerating
pace, creating mismatches between workers' skills eamployers' needsluman
resource managermust figure out how to keep good workers when eovao
difficulties make pay freezes necessary; how todfiyworkers equitably; how to
retrain workers to enable them to cope with indr@psautomation and
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computerization; how to deal with increasingly cdexp(and expensive) employee
benefits, such as pensions and health insuranee;tthencourage employees to
work more productively; and how to cope with thaltdnge of equal opportunity
in employment. Given the growing importance and glexity of human resource
problems, it is scarcely surprising that all bue tbmallest businesses employ
specialists to deal with them.

What exactly ddvuman resource departmerds? Everyhuman resource staff
must perform this series of functions: planningcruiting and selecting
employees, training and developing workers, and rappg employment
performance. A human resource staff gets involveddcommodating changes in
employment status and in administering pay and eye benefits. [4: 87]

1. How do personnel management and human resowmoagement differ?

TEXT 14
HUMAN RESOURCE PLANNING

Steps in Human Resource Planning:
1) Business plans
2) Forecasting (estimatiemandof workers, estimatsupplyof workers)
3) Job analysis (writb descriptionswrite job specifications
4) Hiring process

Careful attention to each phase of this secgidwelps to ensure that a company
will have the right human resources when it nebdat
The first step in staffing business organizatioas, in any other management
endeavor, is to plan. As one human resource stedttdr explains, a company
must have "people on hand at the right time anthénright place to make a thing

go".

Planningis a critical step. A miscalculation could leave@mpany without
enough people to keep production up to the levaleshand, with the result that
business is lost as customers or clients go elsewhet if a company expands its
staff too rapidly, profits may disappear into theymll. Or it may have to lay off
the very people it just recruited and trained atsiberable expense. This situation
recently confronted National Semiconductor. A ceupf years ago, anticipating
greatly increased demand for its electronic comptmeNational Semiconductor
had hired many new workers — 1,200 for its Silidtadley operations alone. But
the expected business upturn failed to materialened orders for National
Semiconductor's products began to slump badly. Tieig£ompany had to lay off
1,300 employees just a year after its hiring spireguding 600 in Silicon Valley.
[4: 88]

FORECASTING

Supply and demand are factors in human resoplanning, just as they are in
more general business planning.

Forecasting begins with estimateslemandthe numbers and kinds of workers
that will be needed at various points. For exampleboutique chain that is
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planning to open another store within six monthgld@stimate that it would need
an additional store manager and an assistant maregewell as part-time
salesclerks. Although the chain might start looKimgsomeone as important as the
manager right away, salesclerks would not haveetdibed until just before the
store opens.

The next task is to estimate the supply of workBramany cases, that supply is
within the company already — perhaps just neediaiging to fill future needs. If
not, the human resource manager must figure out diffigult it will be to find
people in the general work force who have the meguskills. The boutique may
well find that the assistant manager at an exisstmye can be promoted to
manager of the new store — and perhaps currenscdaiks could be made
assistant managers. If not, the manager and assistanagers could be hired
outside (although they would probably need spemdlitraining in the boutique's
operations), along with additional clerks for thenstore.

Another consideration in estimatisgpplyis whether enough people with the
required skills are available in the general warkcé. But keeping track of the job
market is a major undertaking these days, becausénithe process of substantial
change. Although there are fewer jobs for factorprkers in troubled
"smokestack" industries, the demand for people skilis in engineering, nursing,
paralegal work, and many other technical areas ushmooming. Planners also
worry that the end of the baby boom will shrink theol of young, relatively
unskilled workers who are so necessary in somenbsses.

Another problem planners must take into act@hat today's fluid business
conditions may leave companies drastically oveflestiabr understaffed without
much warning. Many companies are turning to panetiand temporary workers,
who are easily added when business picks up arig &gyo when it slows down
again. The U.S. Department of Labor says that timaber of temporary workers
supplied by agencies doubled between 2002 and 2@®5) economic growth was
relatively uncertain. It is also less expensivehioe part-time and temporary
workers, because the company doesn't have to mrdedefits. Some companies
have begun to provide at least some benefits, henvén order to attract high-
quality workers. [4: 89]

TEXT 15
JOB ANALYSIS
Job analysis is a process by which jobs are studiedetermine the tasks and
dynamics involved in performing them.

If you were the owner of a small business, goght be able to hire employees
on an informal basis. You would be in a good posito know the requirements of
all the jobs in your company. In large organizasionowever, where hundreds or
thousands of employees are doing very differendkiof jobs, management needs
a more formal and objective method of evaluatirty jequirements. That method
is job analysis.
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Several questions must be asked in job amsaly¢hat tasks are involved in the
job (what does the person do all day)? What qealifbns and what skills are
needed to do the job? (An architect, for examplestnhave a license; a secretary
must be able to type.) What kind of setting doesjti take place in? (Some jobs,
such as sales, require extensive public contabgrst such as factory work, do
not.) Does the job entail much time pressure (sis&chewspaper reporting) or little
time pressure (such as attending to children iayacdre center)?

Let's look at a specific job — that of collgg®fessor. It requires a person with
certain qualifications, usually an advanced degrmee teaching experience. The
work can be broken down into a number of specésks; giving lectures, grading
exams, leading seminars, supervising independedy stloing research, attending
department meetings, and so on. The job also regjuioth "people" skills and
technical skills. Finally, the work can also be leated by its intended results:
What are students supposed to learn in the prafessmrses?

You might wonder why all this analysis is nesary. But if you were in charge
of assigning professors to classes, this breakdsewld help you know whom to
hire and whom to promote. It would also help yoeniify larger problems in the
way duties are assigned. Perhaps professors dend enough research because
teaching loads are too heavy. Or perhaps studgmatdées aren't being turned in on
time because some professors have no teachingamsésigo help them read
hundreds of essays.

There are several ways to obtain the informati@eded for a job analysis.
Human resource experts may simply ask employesap®rvisors for information.
They may also use direct observation, perhaps usisgppwatch or videotape to
monitor someone's work activities. Some employenseteven asked employees to
keep daily diaries describing exactly what theydddng the work day.

After job analysis has been completed, the humsouree manager may develap
job description a specific statement of the tasks involved in jible and the
conditions under which the holder of the job wilbk. The manager may also
develop a_job specification a statement describing the skills, education, and
previous experience the job requires. [4: 91]

1. What is the purpose of conducting job analysis?

2. What are some of the techniques used for gafpénformation?

TEXT 16
HIRING PROCESS

The next step is to match the job specificatigth an actual person or selection
of people. Where does the human resource departgeinthese candidat®s
Recruiters, specialists on the human resource staff who argpassible for
obtaining candidatesnay look among people already working for the comypa
they may seek referrals from employees or colleagnethe industry; they may
advertise in newspapers and work through public @ndate employment
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agencies; they may go to union hiring halls; theyyrgo to college campuses; they
may even resort to pirating key employees from rotieenpanies.
STAGES IN THE HIRIHG PROCESS

After going through at least one — but usuatigre — of these recruitment
channels to assemble a pool of applicants, the humsource department may
spend weeks and sometimes even months on the igelegtocess. Most
companies go through the same basic steps ingsifiiough applications to come
up with the person or people they want.

First, a small number of qualified candidateseparated from the applicants. A
person may be chosen on the basis of a standaldamn form that all the
candidates are required to fill out or on the dafa resumenhich is a summary
of education, experience, interests and other pekalata compiled by the
applicant Sometimes both sources of information are used.

Application forms typically include questioabout a person's job experience,
and they might include some about matters thahatestrictly job-related (outside
activities and so on). But questions about somelatad factors are prohibited by
the Equal Employment Opportunity Commission (EEC&cause they yield
information that can be used to discriminate adapmeople illegally. Questions
about religion, age, gender, marital or family watphysical handicaps, arrest
records, and financial affairs fall into this categ Thus companies have had to
develop better, less discriminatory ways of findiogt whether a person can
handle a job. [4: 92]

THE RECRUITMENT PROCESS
A British personnel Manager describes his compargsuitment procedure:

‘First, we advertise the job internally. Thdwertisement is on all the company
notice boards for two weeks. Then, we advertise jtie in the national
newspapers. Three weeks later, we produce our gisttlist, and invite eight
candidates to a first interview. A week later, wieiview the candidates in the first
shortlist.

A week after the first interviews, we prodacénal shortlist of two or three
candidates and invite them to a second interview weeks later. While the final
candidates are waiting for their second intervieve check their references. Then
we have the second round of interviews.

One week after the second interviews, we @t successful candidate and
offer him or her the job. If the successful cantkdaccepts the job (we allow them
a week to decide), we then inform the unsuccesafdidates.’[4: 93]

TEXT 17
RECRUITING
Managers perform various functions, but oneha most important and least
understood aspects of their job is proper utilatf people. Research reveals that
worker performance is closely related to motivatidhus keeping employee
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motivated is an essential component of good manageln a business context,
motivationrefers to the stimulus that directs the behaviowofkers towards the

company goals. In order to achieve company goadsjagers must be aware of
workers’ needs.

Recruiting good people is a difficult task. dttime-consuming and costly. But a
well-chosen labour force will be more productivarira poorly-chosen one. Do a
good job of selecting and recruiting employee drad twill stay with you. People
who work for years build up goodwill for the comparthey become well-
acquainted with customers’ needs and are ablevtoaglvice rooted in experience.
Customers place a lot of confidence in such pedplgoorly-selected labour force
means a high staff turnover. There &am® main reasongor having to recruit:
expansion and replacement.

But in any case you need to prepare a “manilptoSome of the points that
might be included in the man profile are: age ramygerience, skills, education
level, foreign languages, qualifications, singlenmarried, personal characteristics,
physical abilities, appearance.

There are many sources of recruitment. The viellg are among them:
educational establishments, employee agenciese temgociations, job centres,
advertising.

Prepare a man profile for 2-3 different professionis trades. Add the list of
characteristics including at least 7-10 points. lashow the notes to your group
mates. Let them guess what profession (trade) y@s@eaking abouf3: 67]

TEXT 18
SOME TIPS FOR THOSE
WHO ARE GOING TO THE JOB INTERVIEWS
Peter: Before going to the interview try to find inforn@ about the company you
would like to get into. This will help you to makebetter impression.
Jack: You're right. But how can | overcome my nervousfles
Peter: If you are well informed, your confidence is upouf best guide is to rely
on your common sense. There are, however, some hass common to most
interviews.
Jack: Could you give me some examples?
Peter: When greeting the representative of the comparyt until he moves to
shake hands. You should also wait until he offens § seat.
Jack: But what about usual questions people are asked interview?
Peter: The most common questions are, for instance: Yhyou feel qualified
for the job? What do you know about the company?yBw enjoy working with
others? Are you willing to work overtime? Tell migoait your experience.
Jack: Are there any surprise questions?
Peter: You should anticipate such questions:
Why should | hire you? What are your three greatrshgths for this job?
Jack:| see. Are there any topics that should be avé&ided
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Peter: Yes, certainly. Avoid criticizing your former engylers or fellow workers.
Don't discuss your personal, domestic or finangrablems unless you are asked
about them.

Jack: Can | ask about the salary?

Peter: Absolutely. You can state the salary you want, fmtt until the employer
has introduced the subject.

Jack: Thank you very much for all this valuable inforioat[4: 110-111]

TASKS
1. Choose a company from an advertisement. Takedleeof the company's
representative. Write a letter offering an intewjeappoint a date and a time. Ask
to return the job application form to you as soanp@ssible.
2. Take the role of the applicant. Reply to thevabletter. State that you will come
at the appointed time.
3. Take the role of the interviewer. Plan the iatew and questions you want to
ask using the completed application form.
4. Take the role of the applicant. Prepare for & jmterview. Decide what
questions you want to ask about the job and thm,fivhat you can add about
yourself and your qualification.
5. Write a letter giving a date and a time for amerview, ask to complete the
Company's job application form and return it to you
6. Reply to a letter offering a job interview. t®tahat you will come at the
appointed time. Complete the application form.
7. Prepare for a job interview. Decide what quass you want to ask about the
job and the firm, what you can say about your eiguee.
8. Make up a plan of the interview and questiong want to ask based on the
information given in the application form.

In the investigation sponsored by the Ameridd@mnagement Association in
2010the following open-ended question was asked: “Wiaddies (personal traits
or characteristics) do you look for and admire @urysuperiors?” More than 225
different values, traits, and characteristics waentified by 1,500 managers
surveyed from around the country. Subsequent condealysis by several
independent judges reduced these items into fifte¢egories.

The most frequent responses, in order of mentienew

(1) integrity(is truthful, is trustworthy, has character, haswictions),

(2) competencés capable, is productive, is efficient),

(3) leadershig(is inspiring, is decisive, provides direction).

In a subsequent study, we elaborated on dewategories and added a few
new characteristics not included in the previouglgt In a two-year series of
executive seminars conducted at Santa Clara Uitiyeasd several corporate
locations, over 2,600 top-level managers complatetiecklist of superior leader
characteristics. The results from these surveystateng in their regularity.
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It appears that there are several essential testsatperson must pass before we
are willing to grant him or her the titleader.

According to our research, the majority of us agneaders who are:

. Honest;

. Competent;
. Forward-looking;
. Inspiring.

To sum up, the top five characteristics selectethénabove mentioned and other
studies are(l) honest, (2) competent, (3) inspiring, (4) cageaus, and (5)
forward-looking These are leader characteristics that followensiie. [4: 98]

1. What characteristics do you find absolutely sseey for every manager?

2. Which of them are inborn and which one can lwpimed?

3. What are of primary importance?

4. Do you possess them?

TEXT 19
LEADER CHARACTERISTICS
THAT FOLLOWERS ADMIRE
There have been many studies during the pastyéans that have attempted to

identify the characteristics of successful manageérssuch study compared many
of the lists already a developed. Those charatiterisommon to all or most of the
lists indicated that a manager tends to have tt@xfimg characteristics:
- high level of physical energy
- ability to set clear goals and plans to reach goals
- strong positive attitudes
- high level of moral strength
- willingness to take chances
- industrious — need to be always working at somethin
- takes the initiative in starting work
- high level of reasoning ability
- able to make decisions
- Willing to lead others
- Organized
- Positive attitude towards the others
- Uses tome effectively
- Willing and eager to learn
- Desire to satisfy the needs of others
- Able to change and adapt to the changing envirohmen
- Able to seek and find information needed to achiteegoals
- Avoids procrastination
- Have a determined persistence
- Informed about latest trends and needs
- Willing to take responsibility
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- Knows how to manage money

- Able to motivate others

- Always looking for opportunities

- Willing to recognize and reward contributions ofiets
- Restless eager to do something new

- Learns from failure and moves on. [1: 66]

TEXT 20
MANAGER-EMPLOYEE RELATIONS
Managers have many different ways of developing dgoelations with the
employees they manage. Below is a list of ways asiggl by a group of presidents
of small Japanese companies.
Question: What do you do to develop good relatisitls your employees?
Suggestions

A Be a good leader by working hard

Consult employees regularly

Hold a morning meeting with employees

Arrange morning exercises for the company

Invite employees home

Regularly socialize with employees after wogkihrours

Eat lunch with employees in the staff restauran

Go picnicking together

Help arrange the marriage of the employees

Attend marriages and family funerals of empkxs/[4: 96]
1. Which suggestions do you prefer? Write 1 te#te best suggestion, 2 next to
the second best and so on.

2. Do you think that Western managers’ answerslevbe very different? Which
of the suggestions above would not appear on tise

3. “No matter what you sell, you're selling yopeople”. Do you agree with this
statement?
4. Comment on the following “Part of planning isopée planning”.
5. How do informal relationship have impact on twenpany?

TEXT 21
HEALTH AND SAFETY PROGRAMS

Health and safety programs are a means of redugotgntial suffering and
keeping health-related losses to a minimum. Thayg #re, or should be, a major
concern of everyhuman resource manageBy educating employees in safety
procedures, establishing and enforcing safety edigus, and redesigning work
environments to minimize the potential for deatfjury, and illness, businesses
have often succeeded in cutting their health-rdlddsses sharply. And they also
have happier, healthier, and usually more prodeaiwployees.
Some companies are taking a more active role imtaiaing employee health.
Wellness and fitness programs encourage emplogeest tsensibly, stop smoking,
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control stress, and exercise. The results have inggmessive. One group of 7,000
employees at Lockheed Missiles and Space Compamy, ih Sunnyvale,
California, went through an educational programimproving diet and cutting
stress and smoking; the group's incidence of highdopressure dropped from 17
percent to 1.7 percent. Prudential Insurance CognpaHouston installed exercise
facilities for its employees and found that disigpibbsence days declined by 20
percent. It estimates that it saved almost $2 idlicad and disability costs for
every dollar invested in the exercise equipmentd AnAsheboro, North Carolina,
Black & Decker's household products group has hiresppecialist to observe 800
employees' posture and working conditions. If shdsf problems that could affect
an employee's physical well-being, she has a méchaodify the work site to suit
the employee. In two years, sore backs and tiredcles have decreased by 50
percent. Many other companies are joining this dreand employees are
enthusiastic. Best of all, their enthusiasm is glaing into greater loyalty to the
company and better work. [4: 99]

1. Why are health and safety programs becoming mopular with employees,
despite the cost?

SUMMARY
1. State the sirnain functions of human resource departments.
Human resource departments engage in planningyitiagr and selecting new
employees, training and developing employees, &ipgemployee performance,
accommodating changes in employment status, angeasating employees.
2. ldentify ten stages in the hiring process
The ten stages in the hiring process are soliciipglicants, setting up initial
contact with applicants, collecting applicationrfar and/or resumes, administering
employment test (optional), setting up an interviesth the human resource
department, setting up an interview with the suigery conducting reference
checks, setting up a medical examination (optionedgaluating candidates and
selecting one for the job, and notifying that persmreport for employment.
3. Identify at leasthree types of training programs
One type of training programs is orientation, whieips new employees become
acclimated to the new environment. Two other types on-the-job training and
classroom training. Training may cover job skiipecialized and advanced skills,
and remedial education.
4. Describethree ways an employee's status may change.
An employee's status may change through promotica iigher-level position or
reassignment to a similar or lower-level positidinrough termination (removal
from the company's payroll); or through retiremahtthe end of the employee's
work life.
5. Distinguish between th®vo reasons employment may be terminated
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Employment may be terminated through layoff onfiri Layoffs occur because the
company is in distress, and they may be tempor&isings, however, are
permanent removals of employees because of inadgqua

6. Identify two general ways of compensating workers.

Employees are compensated through cash paymentghemagh benefits and
services.

7. Describethe two possible components of employee pay

Wages(for hourly workers) andalaries (for non hourly workers) are the most
typical components of employee pay. Some employ#ss receive incentive
payments (bonuses, commissions, profit sharing, @moduction sharing), which
are cash payments tied to their performance or ahahe company in order to
encourage productivity and accountability; some k&os, such as some sales
representatives, receive incentive pay only.

8. Explain at leastour standard employee benefits and services.

Insurance plansincluding unemployment benefits, are the mostutemptype of
benefit; they help protect workers against the a$losing their income through
illness, death, or changing economic conditioRstirement benefitsincluding
Social Security, are also popular as a means ofagteeing working people a
comfortable old ageEmployee stock ownership plamswhich employees receive
shares of the company’s stock, give workers a saisimanagementiealth and
safety programsincluding fithess and wellness programs, help kemployees at
peak productivity. [4: 100]

TEXT 22
MANAGING
1.A good manager is a leader, not a boashoss gives orders, and workers
obey because they have to, but that's all theyW\dben a leader maintains high
activity standards by educating, directing and sufipg people, he sets examples
more than is required.

2. Workers in boring jobs do better undetexible, considerate boss than
one who forces their "noses to the grindstone". tRose doing more complex,
less clearly defined jobs often function better emdn authoritarianTheory
when work is stressful, employees welcome ordedsstiructure. A smiling boss
makes for a happy and more productive employeeedels from thelournal of
Applied Psychologyuggests that a boss who gives explicit instrostiwith a
smile get more results than one who barks out erd&aution smiles without
specific instructions will only result in relaxedttconfused workers.

3. Respect the people who answer to you. iHgnout a public scolding may

make you feel important and powerful, but no exeest stay on top for long
without the loyalty of their employees. Criticize private.
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4. When you are the owner, remember thathigspeople on the line — in
the plant and out with the sales forces — who aiagithe work that makes the
company run. Get out of your office to see how tasydoing.

5. One perk that comes with being in busiffiesyourself is the freedom to
come and go as you choose. You may put in 14-hays,dout if you need a few
hours for a personal or family matter, you doatéto ask anyone's permission.
It's best to be discreet when you're leaving tHeeffor personal reasons. The
reason: employees may resent that they can't deatine, and might question your
commitment to the business. The result could beop th employee morale and
increase problems with excessive absences anckéaten

6. When you have got a tough decision toenalon't just ask for opinions.
Ask for facts. When you have all the facts, mangisiens become automatic.

7. When you schedule a meeting with yourlegges, plan to keep it brief by
scheduling it for the hour or half-hour before IancThere will be fewer
digressions from the topic if staff members arecedg get out for a meal.

8. Don't impose your social life on theiablives of your employees. They'll
take it as an imposition and see it as a sign akwess. They'll think you need
them to stress your importance even away from ffieeo You should develop a
rewarding social life that's completely separatafibusiness life.

9. Don't go into business with friends. #lmost impossible to keep business
decisions from negatively affecting personal relaghips.

10. Business owners who frequently join fiterahours socializing with
employees can put themselves intncawin situation. Subordinates observe what
owners do and what is said. And in the social surdings, it is easy to send the
wrong message. Chains of command, reporting relstiips, and routine office
procedures can break as employees lose respehbefeuperior's status.

Occasional socializing with employees, stdlbeneficial. It allows the owners
to reveal their human side — or to provide spe@abgnition. But when allowed
to become a regular occurrence, it can turn intaramanted substitute for normal
office organizational structure.

11. Never hire your in-laws. They arenlatiges and they aren't employees.
They are somewhere in the "twilight zone".

12. Good activity is very hard to get frome taverage worker unless they:
- know specifically what is expected;
- get immediate feedback on their activity;
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- are rewarded for doing well (with money, praisecognition or especially
pleasant tasks).
13. Symptoms of poor delegators:
- working longer hours than your workers;
- taking work home almost every day;
- having no time for a social life and educatiomaprofessional activities.

14. Less painful firing. Tell employees thage good at what they do, but
those skills don't match the company's current sieBe brief and fair. End by
offering support in the job search.

15. Don't let employees who are quittingkptbeir replacements. They'll
probably choose someone less capable; either te thaknselves look good or to
leave the door open if they ever want to come back.

Don't let them write the job specifications, eith&hey'll make the job sound
much harder than it really is.

16. Secretaries can be most useful when they:
- always know where to reach you, even duringtslosences;
- know who your contacts are and what they do,thet they can prevent
unnecessary delays;
- handle routine correspondence, either persorallypy preparing it for your
signature;
- understand the reasons for their duties; and
- have the opportunity to develop more advancelisskncluding the option of
taking work time to attend courses or seminars.

17. Have each of your managers write a gapépfor the next 6 months, twice
a year. It should include exactly:
what they are trying to do
what must be donie reach the goals, and
the projected problemto obtaining them — showing those that can beesblv
within their area and those that will require hielgolving.

The paper should also review the plans F& previous six months, the
achievements, the effects on company goals, antlwdnot done and why.

18. If you permit ex-employees to come baskpart-timers or consultants,
consider the effect on morale. Full-time employe®y get the idea that the way to
get the flexibility or freedom they want is to quit

19. New clothes and shiny shoes on employees normally dress more
casually often shows that they gob-hunting
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Another sign: someone who lacks clerical dutiesrizetp write letters and use the
office copier, especially during lunch hour.

20. Treat the person who brings you unpleéasaws just as well as the one

who bears good tidings.
If bad news is met with a cool reception, peopikk eventually stop bringing it to
you.

21.Golden rule of discipline95% of employees pose no significant discipline
problems. Deal with the problem 5% firmly, but fair
Common fear: that setting up a formal disciplingaygtem will cause uproar among
employees.
Reality: the trouble-free 95% usually welcome it.

22. Hire older workers. They have less absasie display sounder judgement,
are more loyal and reliable and on average are setisfied with their jobs than
younger employees. Tap into this vast resource ibpgholder employees as
permanent part-timers and rehiring the companyisees as consultants.

When training older workers:

- Make use of their current skills and experienddlow these workers
opportunities to share their experience with youngarkers.

- Be patient. The speed at which people learnedeses with age. An older worker
may need to have a new idea explained or to pmetinew task several times
before learning it completely.

- Allow for uniqueness. Provide older workers witliternative methods of
learning so they can choose a method they are ctabfe with.

- Tailor training to the worker’s educational 1&8: 151-154]

SECTION 1l
REVIEW QUESTIONS AND TASKS

1.When choosing candidates for any particuléy, jpe Americans say: "What
can this person do?"; the French say: "What qealifbtn has she/he got?"; the
British say: "What kind of background has this pargot?" Which question would
you ask when you are to choose an applicant? Why?

2. Suppose you have been appointed Dean of gepartment. Design a
curriculum that would prepare students for thele ia managementSpecify your
objectives and the means to be used.

3. A study in one of the largest American cogtions indicates that the two
criteria "quality of college attended" and " a ranlclass" were the best predictors
of future managerial success in that firm. If you were a recruiter forarge
company, would you utilize these criteria? Why dnwnot?

4. What is, from your point of view, the generelation between age and job
satisfaction?
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5. How many different ways of finding a job cgwu think of? Which one is the
most reliable?

6. A recruiter of a big company said that thend want anybody who "enjoyed
exercising power". Can you explain why?

7. What kind of a company would you like to wdik: state-owned, private
limited company, multinational corporation, etc. y?hGive your reasons.

8. What is the most group-oriented phase o? Iidéscuss why.

9. What are the qualities of an effective tedaygr? What qualities could you
contribute to a team?

10. Some people compare a small company to dyfalm your view, is this
analogy valid and useful? What are the benefitsraaks of viewing a company as
a family?

11. Examine the relationship between your neadd the rewards and
satisfactions of any job you have held.

12. Interview four people on why they work andlieh of their needs are
satisfied or frustrated. Summarize and commenhein tesponses.
13.  "Poorly considered solution will be costtydollars, happiness, or both".

Your comments and examples.

14.  What can be the reasons for business f&ilGreund your point of view.

15. Comment on the following: "Excellence costs,but in the long run
mediocrity costs far more."

16. The human being is a continual problem-gsolgkecision-maker and
innovator. Analyze your previous week (day, monfylear) and describe the
situations when you had to be a decision-maker,r@blpm-solver and an
innovator.

17.  Mothers and fathers often have differentsvaymanagingtheir families.
How would you describe the management style of yauents? Teachers?

18. Make the list of the best qualities of a ager and rank them in order of
importance. Then make the five worst.

19 Summarize the information of the texts tardmdy to speak on management.
The first step to be done is to write the plan adiryfuture report.

20. Choose any question (problem, topic) regatey management and make 10-
12 minute report in class. Refer to different addil sources to make your report
instructive, interesting and informative.

SECTION IV
BEC
Tests for reading.
The Business English certificate (BEC) are exanomat aimed primarily at
learners who wish to obtain a business-relatedi§imtdnguage qualification.
These are the practice tests in reading for Vantidgeer Intermediate) level.
Test in reading lasts for 1 hour and consists pds.
PART 1: 1 long text or 4 short extracts (about 350-words).
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Question type: 7 statements which have to be mdtttheexts or extracts.

PART 2: 1 text with 6 gaps (about 450-500 words).

Question type: choosing which sentences fills egghfrom a choice of 7.

PART 3: 1 longer text (about 450-550 words).

Question type: 6 multiple-choice questions, eachthwdl options, testing
comprehension of details, opinions, etc.

PART 4: 1 text with 15 gaps (about 200-300 words).

Question type: 15 multiple -choice questions nyotgkting vocabulary. Choosing
from 4 options the word or phrase that fills eaap.g

PART 5: 1 text with some errors (about 150-200 wsdrd

Question type: identifying the errors (extra wottat should not be there) and
correcting the lines.

Total = 45 (7+5+6+15+12)

Samples of the tasks are given below.

PART 1

Look at the statements below and the four extnadtéen by people who have just
done a business course.

Which patrticipant (A,B,C or D) does each stateniefitrefer to?

For each statement mark one letter (A,B,C or D).

You will need to use some of these letters moredhae.

1 | gained the confidence to widen my career @gex.

2 My personal business experience was taken omeideration on the course.
3 | feel my negotiating skills have improved thgbudoing the course.

4 | was pleased that there was a flexible curicul

5 My desire to study has increased as a resdlbiofy the course.

6 The course equipped me to consider future dpwedmts at work.

7 The course encouraged me to re-assess my appmaty own staff.

A ‘The course suited me because it fitted intotthee-scales of my own business.
In addition, it was great to work with people wlike me, manage at senior level.
It helped me to change the culture in my organirasio that everybody is valued.
Evenl have more confidence now. | feel | can deal whith trickiest of discussions
and the toughest of questions from our clientsardpetitors.’

B ‘I really liked the fact that there was no fixagenda. The program builds on the
knowledge you have gained so far and focuses oagpects of business which are
important to you. Because the group assess eaeh gthu have to demonstrate the
quality of your work to your peers and | found ti®re valuable than gaining
marks with a tutor.’
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C ‘Although | have worked in the United States ad currently based in

Portugal, | wanted to study in the UK. | was alseek to work alongside

experienced managers and compare my expertisahwiits. Some courses run the
risk of becoming outdated, but this program encgedame to think ahead and
provided me with the tools to do this within my oaompany.’

D ‘1 liked the fact that | could take the weekemtion, as this enabled me to keep
my learning separate from work. Specifically, ivgane a belief n myself and my
ability to pursue an alternative area of work. Myrtfolio now combines training
and consultancy and decorative arts. Ultimatelg, ghogram has given me more
enthusiasm for learning. That is something youycwith you for the rest of your
life. [5: 24-25]

PART 2
Read the newspaper article below about businesshasa
Choose the best sentence from the opposite pdileciach of the gaps.
For each gafB-12, markone letter (A-G).
Do not use any letter more than once.
There is an example at the beginning (0).
THE BUSINESS COACH
Coaching is the latest idea to help firms develbpirt employees' skills and

potential
Imagine a top-class athlete maintaining peakoperance under pressure without
the support of a coacf0)G... Of course, the coach cannot run as fast as th

athlete. What he can do is guide, refocus and bal#éime individual he is looking
after so that when performance drops, the athlete lgack on track and realizes
his or her full potential.

(8) ... Often operating on a one-to-one basisctiah helps managers step back
from their day-to-day pressures, think carefullpaththeir goals and identify ways
of moving forward with renewed energy and enthusia8 trusted professional
coach can help an individual get back in touch wittat they want to achieve.
Business leaders and senior staff who have the t#skmanaging major
organizational change are most likely to benefitrfithis external assistance. It can
be lonely at the top. The old order of ‘command aadtrol' has gone and the
pressure is on managers to define goals and vatlesly and secure the
commitment of their staff. This is particularly filiult if the organization is under
stress and the staff is fearful and fighting agathsinge. (9) ...

This is where an external coach or advisor comesRecruitment agencies
employ psychologists who — in addition to assesgoly candidates — act as
coaches for chief executives and team leaders.oMarbther consultancies are
putting coaching at the head of the list of servitey provide. (10) ... By
combining 'people psychology' with hard-edged bessin skills, they help
managers make leaps in performance.
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But as the idea of business coaching becomdsrheatown, it is also being
adapted. Nowadays, the emphasis is moving frommizuieager or executive to the
needs of the company as a whole. (11) ...

However, so far, it is still only the top-levelanagement who are benefiting
from coaching. Research shows that only five pdaraénUK employees have
access to a coach.

US organizations are becoming increasingly oftenthe idea that managers
should also be able to coach their own staff. Oaéanof medical products has
actually abandoned 'manager' as a job title indawd full-time ‘coaches'. At one
motor company, managers wear sweatshirts withape icoaching staff’ on them.
12) ...

As one consultant explains, ‘sports coacheas atiletes according to the lessons
that they learnt when they were young. That apgramesn't work in business. As
a business coach, you must learn from the peopley® coaching.’ [5: 26-27]

A Nevertheless, managers are warned not to trynaingbr the role of the
traditional sports trainer too closely.

B  Consequently, it can range from a quick chauad the coffee machine to
long-term initiatives.

C A business coach or advisor is no different.

D What this means is that instead of just cormre¢ing on giving advice to the
individual, coaching is aimed at helping them tdiaee what the organization
expects of them.

E Under these circumstances, it is all too eadgde sight of your aims and the
needs of employees or to miss out a critical stegether.

F  One such firm claims that they helped a UK comypt achieve 70 per cent
growth over two years.

G It would never happen.

Read the text below about management techniques.

Choose the best sentence from the opposite pdleciach of the gaps.
For each gafB-12, markone letter (A-G).

Do not use any letter more than once.

There is an example at the beginning (0).

WHAT HOLDS THE MODERN COMPANY TOGETHER?
There is no doubt that 'corporate culture' playkes role in holding modern
businesses together. This is not a new idea. lahesys been true that people are
one of the most important assets of a business. tAedvay employees behave,
their attitudes towards their work and their stgfeworking are all elements of
what is known as corporate culture.
(0) .G.. Compared to people, they are much easier to wéhl That may

explain why the business world has, for decadesjsed on the more technical
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aspects of managing a company. Globalization aslugturing are two examples
of fashionable management techniques that aim adyze greater revenues and
better cost control.

(8) ... Rob Goffee and Gareth Jones identify vd@early the place and role of
company culture in the business world. In their bbtd/hat Holds the Modern
Company Together?hey offer the reader a practical model for analgzhe state
of a company's culture. They show to what extemd tplues' the enterprise
together.

In my experience, a company's culture is quftenomore than glue; it is the
company's driving force. Goffee and Jones succkgsfddress the question 'What
culture do we have?'

(9) ... Having identified our office culture, weext have to ask ourselves the
questions 'Is our culture the right one for movingward?' '‘Does it have to be
further developed?"Does it have to be changed®o,lfvhen should we change and
how?'

(10) ...

Creating a dynamic and flexible workforce is #ficllt job. Corporate
populations are conservative and resist change.ofheway to get them moving
is with a clear, concise vision that shows a beiethe end.

Unlikely as it may seem, radical cultural chamgess complicated than gradual
change. (11) ... Managers use them to demonstratgewthey want to go,
their audiences listen readily, and projected ditesealizing changes are usually
accepted. However, when things are moving smodihtythe future nevertheless
requires a change in culture, it is hard to corwieamployees that this is the case.

A successful change takes a lot of preparatimhc@ammitment.

(12) ... They will use the pressure of day-to-day ketiproblems as an excuse for
their failure. Because you see no immediate resyits feel as if you are doing
nothing, and you are tempted to go back to todaysness and old habits. But
these should never be reasons not to go for thdfboss gives up, the whole
company will start giving up. [5: 62-63]

A Some of your best employees will not be abléadhe job.

B It was only a few years ago that the behavidfia company's population also

became an important vehicle for driving the compfamward.

C  For this reason, dramatic announcements affipe¢tie company's future are

the most effective ways of altering staff behaviour

D | have found raising these issues a lot eéis@ar actually dealing with them.

E And if you decide to go for such a changeegiihains an open question whether
the outside world or your competitors will give ythe time.

F  But answering that is only the starting pomtifnanagement's real work.

G Itis generally accepted that resources hawetmanaged properly, but, given
a choice, most managers would rather manage preshitean people.
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PART 3
Read the article below about interview plans and tfuestions on the opposite
page.
For each question 13-18, mark one letter (A, By ©pfor the answer you choose.
DEVISING AN INTERVIEW PLAN
Preparing well for interviews will ensure successdll concerned

When you are selecting employees by interviewapgplicants, you want to
discover whether the candidate matches the emplepeeification closely and
seems likely to be able to do the job well. Thedidate is trying to find out if this
is the type of post they want, at a company thewlddike to work for. To
exchange the necessary information successfultijagahe most suitable person is
chosen and accepts your job offer, you must prefoanaterviews thoroughly.

An interview plan should consist of a list opics that you want to cover during
an interview, with a number of questions under dasfding which will help you
to match the candidate with the employee specifinatDraw one up in
collaboration with your colleagues before any migwvs with shortlisted
candidates are conducted. Having a skeletal planoim of you at an interview
reminds you to deal with all the main areas (if 'y@unervous you may overlook
one or two), allows you to listen to the candidateiswers without thinking what
to say next and enables you to return or move ¢dhan topic or question if he or
she dries up, rambles on or even tries to take theeinterview.

It is up to you which topics and questions tolude. Some interviewers base
their interview on the application form or the ¢ and CVs received from
candidates. They work through each section in tehecking details, asking
guestions and dealing with queries as they ariskerGnterviewers, mindful that
they are trying to compare candidates with the imay employee required, use
the employee specification itself, posing questiabsut the candidate's skills and
abilities, attainments and so on.

A typical interview might begin with a brief chabout the company and job,
bearing in mind that every candidate will want to as much as possible about
these topics. Following this, information giventhe application form, curriculum
vitae or letter could be checked to ensure theidatelreally does meet the criteria
set. Moving on, questions might be asked about ralidate's education, work
experience, outside interests, any anomalies appane the application, and
ambitions. Then, the candidate could be given godunity to ask any questions
they might have thought of. Whatever your choicegbroach, always remember
that every interview and interviewee is uniquedsaot stick rigidly to a set order
of topics and questions, when the interviewee neagal more about himself or
herself if approached differently. Use the plaradsose framework around which
the interview is built.

Above all, avoid noting down too many questidhat must be asked. Only a
handful of strictly relevant ones, chosen becatsy may spark a discussion or
compare the candidate with the employee specifioatshould be recorded.

46



Attempting to plough through a long list of quessowill restrict the flow of the
conversation -and make the candidate feel as ththeyre being interrogated by a
police investigator!

If you make good use of your interview plan, yeill escape the temptation to
make a decision about the candidate in the finst f@nutes. (Thoughts such as
'Bites his nails - obviously can't handle pressame sadly all too common.)
Instead, you will come to an accurate assessmegidban a systematic analysis of
the facts. [5: 28-29]

13  Which of the following best summarizes tpering paragraph?
A Aninterview is a two-way process.
B Too many interviews are poorly prepared for.
C Clear-cut guidelines should be followed in intews.
D Interviews should vary according to the parsoncerned.
14  Inthe second paragraph, the writer suggkeatsan interview plan should be
A produced in a number of stages.
B created for each candidate.
C revised on a regular basis.
D prepared by a group of people.
15 In the second paragraph, the writer says thattarview plan is useful as it
A limits the number of topics to be coveredha interview.
B helps the interviewer to concentrate.
C keeps the interview to the right length.
D prevents the interviewer from talking too rhuc
16 In discussing the selection of topics and domestin the third paragraph, the
writer
A makes it clear he favours a particular appihoa
B says the approach should depend on the job caedtern
C lists the pros and cons of popular approaches.
D suggests that the choice of approach is sopat matter.
17 In the fourth paragraph, the writer recommetidat when conducting
interviews an interviewer should
A be flexible.
B remain patient.
C start in a formal manner.
D aim to put the candidate at ease.
18 In the last two paragraphs, the writer notes &hplan will help interviewers
A relax.
B save time.
C avoid prejudice.
D impress the candidates.
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PART 4
Read the article below about executive businesssesu
Choose the correct word to fill each gap frdmB, C or D on the opposite page.
For each question 19-33, mark one tettér &, C or D) on your Answer Sheet.
There is an example at the beginning (0).
WHICH COURSE?

Today, there is an enormous (0) ... of businesisses to choose from.
New (19) ... in technology are also changing the attee education landscape.
They will (20) ... the options further in the comingars by presenting
alternative delivery methods and learning expegsn&o how do managers decide
on the best course for their staff?

Most human resources professionals agree thiag) lséear about what you want
to
achieve is the best way to (21) ... down the choicdRecent surveys
consistently (22) ... that companies want coursesatearelevant to their business
(23) ... .The message from companies is 'give uswladge but make it
knowledge that we can use'. The greatest criti@éfnusiness schools in the past
was that they were out of (24) ... with businessitgaln recent years, schools
have worked hard to change their (25) ... by develppiorking relationships with

industrial and commercial partners to bridge th& (2 between classroom
theory and workplace (27) ... .
Survey findings suggest that organizations n28y ( executive programs

using five criteria: a faculty's academic reputatiand its business experience, the
international (29) ... of participants, and prograndth and price. Practical (30)
. mean that geographical factors can play an inapo(81) ... in the choice
of course too, but in future years this may bectess of an (32) ... . The ability
of technology to overcome distances is already (33he 'electronic classroom' a
reality and, in time,

may well reduce the dependence on local coursadems: [5: 66-67]

19 A ways B trends C styles D forms
20 A continue B stretch C widen D grow
21 A narrow B let C bring D close
22 A exhibit B show C mas D display
23 A wishes B hopes Cmss D needs
24 A touch B hand C order D control
25 A appearance B representation cuE D image
26 A space B opening C gap De ho
27 A manner B custom C practice ekercise
28 A evaluate B calculate C accoum figure
29 A association B mix C union D alliance
30 A doubts B cares fears D concerns
31 A influence B position C part D bhit
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32 A issue B object it€m D affair
33 A getting B making C turningD causing

PART 5

Read the texts below. In most of the lines 01-&&:tfs one extra word. It is either
grammatically incorrect or does not fit in with teense of the text.

Define and write down this word. Some lines, h@wnesre correct.

MBA Benefits

0 A Masters in Business Administration (MBA)#hout of doubt the best
00 management qualification available, and is Bguaeful in almost any field.
34 Whether you work in industry, the commerce whljz service, an MBA will
35 prepare you for a general management roleufwork in professional
36 practice, an MBA will so broaden your underdiag of the general business
37 issues that facing the clients you work wiftydu’re a consultant, it will
38 increase up your strategic awareness and aadlgkills. Moreover, an MBA
39 can make it a big difference to your employgbih a highly competitive jobs
40 market. People often think that there is a comiIBA syllabus and since
that
41 all courses are similar to. It is true thatMBAs have a central program
42 covering key management functions, such asd@mahuman resources,
43 strategy and marketing. But there is the siityl@nds. Some courses teach
44 each of these subjects separately while othkesout a more integrated
45 approach, showing, for an example, the effdcfimmance on marketing
decisions.

You should choose the course that best fitg gareer ambitions. [5: 14]

AceComputers
0 AtAceyou will find that help is always available, eitt@ser the phone, or
00 face-to-face if you will prefer to go in andatto the advisors in any of our
34 180 retail outlets. If you're still not sure ieh of our superb systems best to
35 choose, try our unique FREE video ‘Help and@syou on choosing the
36 right PC’ — a practical guide which takes yorotigh the options at your
37 own pace. And naturally, since it's frgkoe everything is being explained
38 in straightforward, non-technical terms€s superb customer care package
39 includes with after-sale support to make sore know everything about
40 your new PC. There’s a whole such team of gewplting to help you over
41 the phone on our customer helpline. They wiltlg for you through the
42 setting-up process and are happy as to answegyeries. Our business is
43 as much about people as are computers. Weywartb be completely
44 happy with your PC — and with our service — &esv so much it takes.
45 Once you are alkcecustomer, we want you to stay in that way. [5: 32]
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