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Betyn

B ocraHHE necATHIITTA AiJ0Ba aHIIIHChKAa MOBA MPOJOBXKYE BUKIUKATH
BEJIMKHH 1HTepec. Ha chOoromHINIHIN JIeHb IIHHICT (axXiBIliB B raixy3i yIpas-
JiHHS B OCHOBHOMY BH3HAUA€ThCA 3AATHICTIO CHUIKYBaTHUCS 1 BECTH JiIOBI
MIEPErOBOPH 3 MAPTHEPAMH 3 IHIIUX KpaiH, YUTATH 1 MePEeKIIaaTH CrieliaibHy
niteparypy. st Toro, mo6 OyTH rpaMOTHUM ITapTHEPOM ISt CBOTX 1IHO3EMHHX
KoJIeT, HeoOX1JTHO BUBUCHHSI CIIEITU(iKK 0(DilliHHO-A1TOBOTO CTHIIFO MOBJICHHS
1HO3E€MHOIO MOBOH0. Y I[bOMY MOXKYTb JIOTIOMOITH KOHKPETHI 3pa3KH JiJI0BOTO
CTHITIO MOBH — PE3IOME, JIIOBI JINCTH, TIOBIIOMJICHHS 110 €JICKTPOHHIH MOIIITI,
a TaKOX IHCTPYKIIT PO 1X CKIIaJaHHS.

MerToro TaHuX MPAKTHKYMY € GOpPMYBaHHS 1 PO3BHTOK y 37100yBaviB BUIIOT
OCBITH MOBHUX KOMIIETEHIII B KOHTEKCTI MaltOyTHBOI AisUTBHOCTI, 1110 JacTh
1M MOXKITUBICTH JOOpE OPIEHTYBATHCS B PEATICTUYHUX CHTYaIlisSIX IHIIOMOBHO-
ro npogeciiiHoro cepeoBuILa.

[pakTukym cxnamaerbes 3 10 TeM, TeMaTHKa SIKHX OXOIDTIOE OCHOBHI TIO-
HATTS B Tajly3i MEHEDKMEHTY, TaKi sIK, pOJIb MEHeKepa, IIaHyBaHHS 1 cTpa-
Teris, MoThBaIlis. TeKCTH aBTeHTHYHI 1 MpodeciiHO 3HATYIII.

VY KOXHIH TeMi IIPeACTaBICHI epes — TEKCTOB1 3aBAAHHS, TEMAaTU4HI TEK-
CTH 1 MICJISI — TEKCTOBI BIPaBU. Y BIIPaBax PETENBHO BiJNPAIlbOBYETHCS TEP-
MIHOJIOTiYHa JIeKcHKa. MOBHI BIIPaBH CIIPIMOBaHi Ha PO3BHTOK I'PaMaTHYHHX,
JIEKCMYHUX 3HAHb 1 3aCTOCYBaHHS 1X B MPAKTHYHIH AisutbHOCTI. Taki 3aBIaHHs
SIK QHaJIi3 CUTyallil B KOMIaHii, II0B1 irpH, CUMYIIOBAaHHS CUTYAIlil, BeICHHS
JIIJI0BOT KOPECTIOHICHITIT CIIpsIMOBaH1 Ha OPMYBaHHS YMiHb: CIIYXaHHS, TOBO-
PIiHHS, YUTAHHS 1 TMCbMa Ta IHTErpalito X y MOBHIN AiSIbHOCTI.

[IpakTHkyM TipU3HaYEeHU# 171 3100yBadiB BHUINOI OCBITH IEPIIOTO POKY
HaBYaHHs, a TAKOXK JUIS CAMOCTIHHOTO BUBYEHHS 0cO0aMH, sIKi BOJIOJIIFOTh aHT-
JACHKOIO MOBOO, alie IPAarHyTh BJOCKOHAIHUTH 11 B 00JaCTi JIIJIOBOT iHO3EeM-
HOI MOBH.

MeToanYHAM MiATPYHTSM NAHOTO MPAKTHKYMYy € TIO€THAHHS KOMYHIKa-
THUBHO-KOMIIETEHTHICHOTO TiJIXOJly Ta CUTyalliiiHoro HaBuaHHs. HaBuanbHuii
MpoIIeC CTPYKTYPOBAaHMH 32 WITKUM ITUKJIOM: IEPEA-TEKCTOBI 3aBIAaHHS aK-
TUBI3yI0Th (DOHOBI 3HAHHS; aBTCHTHYHI TEKCTU 3a0€3MEUyIOTh MpodeciiHy
3HAYYIIICTh; a MICJISA-TEKCTOBI BIPABU CIPSMOBaHI Ha IHTETPAIif0 YOTHPHOX
MOBHUX YMiHb (CIIyXaHHsI, TOBOPIHHS, YNTaHHS 1 MUcbMa). OCOOIMBHUI aKIIEHT
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pPOOUTECS HA PETETLHOMY BiAMPAIFOBAHHI TEPMIHOIOTIYHOI JICKCUKH Ta 11 3a-
CTOCYBaHHI B MPAKTUYHIA NisJIBHOCTI Yepe3 aHali3 CUTYaIliil y KOMIIaHisX,
JIIOBI irpH, CUMYJIIOBaHHS NPO(eciifHuX CreHapiiB Ta BEAEHHS J1I0BOI KO-
pecnoneHii. Taka MeToauka 3a0e3reuye He JIUIIEC PO3BUTOK IPAMAaTHUHUX 1
JIEKCUYHUX 3HaHB, aje i popMye y 3100yBadiB BUIIOT OCBITH 3aTHICTh e(ek-
THUBHO TIPAIfOBaTH y PEaJiCTHYHHMX CHUTYAIlisIX 1HIIOMOBHOTO MpodeciiHOoro
CepeloBHIIIA.



Topic 1

What is “Management”?

1. Discuss the following questions.

1. What do you think of when you see the term management? Quickly write
down words or ideas as they come into your mind.

2. Can you give a definition of the word “management” or explain this word?
a) Who is responsible for getting things done (for management)?

b) What do you think is the most important aspect, influencing management?
Do you take into account human factor?

¢) What kind of person should a manager be? What features of character,
manner of behaviour must he possess?

3. What are some of the duties and responsibilities of a manager?

4. Have you ever worked under the supervision of a manager? Was this person
effective manager? Why or why not?

2. Read the text using the dictionary.

There are a variety of views about this term. Traditionally, the term
«managementy» refers to the set of activities, and often to the group of people,
involved in four general functions, including planning, organizing, leading
and coordinating activities. All these four functions are highly integrated and
interrelated.

Some writers, teachers and practitioners say that the above view is rather
out-of-date and that management needs to focus more on leadership skills,
e.g., establishing vision and goals, communicating the vision and goals, and
guiding others to accomplish them. They also say that leadership must be
more facilitating, participative and empowering in how visions and goals are
established and carried out. Some people say that this really isn>t a change in
the management functions but a new look at certain aspects of management.

Another common view is that «management» is getting things done through
others. Yet another view, quite apart from the traditional view, asserts that the
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job of management is to support employeers efforts to be fully productive
members of the organizations.

To most employees, the term «management» probably means the group
of people (executives and other managers) who are primarily responsible for
making decisions in the organization. In nonprofit organizations, the term
«management» might refer to all or any of the activities of the board, executive
director and/or program directors.

Glossary

variety of views — pi3HOMaHITHICTb TOIJIS/IB

set of activities — CyKynHICTb i

leading — xepiBHUIITBO

interrelated — B3a€MOTIOB’ SI3aHUIA

out-of-date — 3acrapinuit

leadership skills — HaBrukH JiepcTBa

establishing vision and goals — Bu3Ha4yeHHs1 OaueHHs Ta el
communicating the vision and goals — joHeceHHs GaueHHs Ta Iiei
guiding others — cripsIMOBYBaHHS iHIINX

accomplish — gocsrati, BUKOHYBaTH

facilitating — cipustrounit

participative — y4acThOBHH, Opi€HTOBAHHI HA y4acTh

empowering — HaAUISIOYNi TOBHOBAXKCHHAMHU

carried out — peali3oBaHWA, BUKOHAHHH

getting things done through others — nocsiratu pe3ynbsratiB uepe3 iHIIUX
asserts — CTBEPIKYBaTu

support employee»s efforts — miaTpuMyBaTu 3ycusis NpaniBHUKIB
employees — npaliBHUKN

executives — KepiBHUKH, YIIPABIIHII

responsible for making decisions — BiAMOBIAabHI 32 MPUHHSATTS PillICHb
nonprofit organizations — HempuOyTKOBI OpraHizanii

board — pana (kepiBHa)

executive director — BUKOHABUUIl TUPEKTOP



3. Fill in the word web “What does the term “management” refer to?”

4. Fill in the left column of the table “What are views on the term

“management”?” Who can say so? Match the columns

a) employees

b) writers and
practitioners

¢) teachers

d) nonprofit
organizations

e) modern
scientists

5. Read the text and fill in the table

The term «manager» is often used interchangeably with terms such as

«manager, «director», «administrator» and «president».

In its general meaning the term «managers» applies to the people who are
responsible for making and executing decisions within a certain system.

A central part of their job involves decision-making. When a problem occurs a
manager has to make a decision to solve it. There is always some uncertainty

and risk in decision-making.



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

Definition

Synonyms

Kinds of managers

Responsibilities

6. Fill in the table “What do managers do?”

Planning Organizing | Leading Controlling

What should
managers do

Examples of
activity

7. Answer the following questions about management functions. Some
questions cannot be answered directly from the text.

1. What did the duties of managers include?

2. What does planning involve?

3. Why is planning the first management function?

4. What do managers do in the organizing phase?

5. Can staffing be considered as part of the organizing function? Why or why
not?



6. Why is ongoing communication necessary for effective direction?

7. What do managers evaluate in the controlling function? Why is evaluation
essential at this phase of the project?

8. What types of problems could a manager discover in performing the
controlling function?

9. Which skills do managers need to perform effectively? Why is each
important?

10. Give examples of the qualities of an effective manager. Classify these as
either interpersonal, organizational, or technical skills.

8. Answer the following questions, using the new terminology you’ve
learned.

1. In which management phase are the overarching goals of an organization
set?

2. What personal characteristics do you believe are necessary for successful
managers?

3. Out of the four primary functions of management, which do you consider
the most critical, and why?

4. Why are human relations skills crucial for managers to be effective?

5. Why is the staffing process an ongoing responsibility for a manager?

9. Additional activities

1. Interview a supervisor or manager (if possible) to find out how much time
is spent performing each of the basic management functions. Compare the
results of the interview with your classmates.

2. Ask a worker and a supervisor what kinds of skills they think an effective
manager should have. Classify the responses as interpersonal, organizational,
or technical skills. Compare the answers of the worker and the supervisor.
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Topic 2

Manager’s role

1. Look at the following list of positions and organizations and answer the
questions below. Then, in groups of two or three, compare your answers.

POSITION ORGANISATION
Manager a famous pop music group
Head of Research and Development an oil company
Supervisor (on an assembly line) a car company

General Manager a fashion business
Vice-chancellor a university

Chairman a multinational company

1. What common responsibilities do these roles share?

2. What qualities and skills are needed for each position?

3. Which of the positions would you choose and why? Are there any you
would not like to hold? Why?

2. Read the text using the dictionary.

Our society is made up of all kinds of organizations, such as companies,
government departments, unions, hospitals, schools, libraries, and the like.
They are essential to our existence, helping to create our standard of living
and our quality of life. In all these organizations, there are people carrying out
the work of a manager although they do not have that title. The vice-chancellor
of a university, the president of a students’ union or a chief librarian are all
managers. They have a responsibility to use the resources of their organization
effectively and economically to achieve its objectives.

Are there certain activities common to all managers? Can we define the
task of a manager? The classic definition from French industrialist Henri
Fayol describes a manager’s task as a five-part process: “to forecast and plan,
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to organize, to command, to coordinate and to control”. This definition is
still widely used today, though some writers on management have modified
Fayol’s description. Instead of talking about command, they say a manager
must motivate or direct and lead other workers.

Henri Fayol’s definition of a manager’s role is useful. However, in most
companies, the activities of a manager depend on the level at which he/she
is working. Top managers, such as the chairman and directors, will be more
involved in long range planning, policy making, and the relations of the
company with the outside world. They will be making decisions on the future
of the company, the sort of product lines it should develop, how it should
face up to the competition, whether it should diversify etc. These strategic
decisions are part of the planning function mentioned by Fayol.

Mid-level supervisors and managers, in contrast, typically focus on making
the everyday decisions that ensure an organization works efficiently and
smoothly. Their role involves reacting to immediate job pressures, such as
handling a dissatisfied customer, following up on supply orders, fulfilling an
urgent request, or resolving a technical issue. Consequently, managers at this
level spend a significant amount of time communicating, coordinating, and
making decisions that impact the daily operations of their organization.

An interesting modern view on managers is supplied by an American
writer, Mr. Peter Drucker. He has spelled out what managers do. In his opinion,
managers perform five basic operations. Firstly, managers set objectives. They
decide what these should be and how the organization can achieve them. For
this task, they need analytical ability. Secondly, managers organize. They must
decide how the resources of the company are to be used, how the work is to
be classified and divided. Furthermore, they must select people for the jobs to
be done. For this, they not only need analytical ability but also understanding
of human beings. Their third task is to motivate and communicate effectively.
They must be able to get people to work as a team, and to be as productive as
possible. To do this, they will be communicating effectively with all levels of
the organization — their superiors, colleagues, and subordinates. To succeed
in this task, managers need social skills. The fourth activity is measurement.
Having set targets and standards, managers have to measure the performance
of the organization, and of its staff, in relation to those targets. Measuring
requires analytical ability. Finally, Peter Drucker says that managers develop
people, including themselves. They help to make people more productive, and
to grow as human beings. They make them bigger and richer people.

12



According to Peter Drucker’s view, successful managers are not necessarily
people who are liked or who get on well with others. They are people who
command the respect of workers, and who set high standards. Good managers
need not be geniuses but must bring character to the job. They are people of
integrity who will look for that quality in others.

Glossary

society — CyCHiIbCTBO

existence — iCHyBaHHSI

standard of living — piBeHb XUTTS

quality of life — sKicTh KUTTS

manager — KepiBHUK, MEHEIKEP

title — mocana, TUTYI

vice-chancellor — mpopekTop, BillekaHIIep
responsibility — BiJIOBIJAIbHICTH

effectively — edexTuBHO

objectives — i

forecast — mporuosyBaru

direct and lead — cripsiMOBYBaTH Ta BECTH
chairman — ronoBa (mpaBiiHHS)

long-range planning — TOBrocTpoOKOBE ITaHYBaHHS
diversify — ypisHOMaHiTHIOBaTH

Supervisor — KepiBHUK, HaIJIs a4

dissatisfied customer — He3a40BOIEHUI KITIEHT
urgent request — TEPMiHOBE MTPOXaHHS

impact — BIUIUBaTH

analytical ability — anamiTH4Hi 3M10HOCTI
subordinates — mijermi

measurement — BUMipIOBaHHS

targets — 1iJi, 3aBIAHHS

performance — pe3yJIbTaTHBHICTh, €(EKTUBHICTh
integrity — 4eCHICTb, IOPSAAHICTD
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3. Answer the following questions.

1. Based on the author’s perspective, what is the primary duty of the head of
any organization?

2.Why do some individuals disagree with Henry Fayol’s definition of the role
of management?

3.In what ways do the roles of a company director differ from those of a middle
manager?

4. Find synonyms in the text which:

1. prudently, not wastefully (paragraph 1)

2. broaden the array of products (paragraph 3)
3. function (paragraph 4)

4. addressing (paragraph 4)

5. said clearly, detailed way (paragraph 5)

5. Complete the following sentences using suitable words or phrases below.

Colleagues, directors, managing director, staff, employees, senior executives,
supervisor, superior, work-force, junior executive, middle managers,
subordinates

1. I work under Mr Brown. Heismy ... .

2. Our team in the Research and Development Department is quite small.
Fortunately, I get on well with all my ... .

3. A team of executives operating directly under senior management are
generally named ....

4. Our telephone operators work under the direction of a ... .

5. Tam responsible for ... training and development.

6. Mike holds a significant role within our company...... He is a member of
the ....

7. Steven joined the firm a year ago after completing his university studies.
He is at present a ... and is being trained for a manager position.

8. Our team in the Research and Development Department is quite small.
Fortunately, I get on well with all my ... .
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9. Their ... is expanding rapidly. The company currently employs more than
5,000 people. At least 50% of our ... have been with the company over ten
years.

10. Sheila and Mike are under my supervision. I am their boss and they are my

11. A ... is an executive holding a senior position, typically second only to the
Chairman.

6. Complete the sentences with the correct form of the words in italics.

1) produce

e Our production of washing-machines increased by 5% last year.

e We have recently put on the market two new ... .

e ... per worker will increase with the introduction of the new machines.
e  Word processors have helped to make office workers more ... .

2) compete

e (oca Cola’s main ... is the Pepsi Cola company.

e We are trying to stay ... by investing heavily in promotion and advertising.
e Our company’s main goal is to maintain a competitive advantage... .

3) plan

e The meeting did not go as... .

e Some projects take years of ... .

e Before asking a bank manager for money;, it is wise to show him a busines

4) analyse

e Managers need to have an ... mind.

e OQur ... showed that we needed to put more emphasis on marketing.
e We must look at the problem ... .

7. Fill in the blanks with phrasal verbs in a correct form.
gave up
turn down
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take off

ran out

look forward to
make up
carried on
come across
put off

look after

1. She ...... her little brother every evening.
2.We ...... of sugar, so I went to the shop.
3.He ...... smoking last year.

4. They are ...... the holidays.
5.Canyou...... the music, please?

6.1...... an interesting article yesterday.
7.She ...... an excuse for being late.

8. Don’t...... your homework until tomorrow.
9. The plane ...... on time.

10.He ...... working despite the noise.
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Topic 3

Successful leaders

1. Read and translate the words which can help you to characterize
personality. What traits of character should a manager have to be
successful?

1. Virtuous (good) characteristics: affable, amiable, genial, cordial, good-
natured, gregarious, outgoing, and extroverted, sociable, friendly, modest,
discreet, generous, considerate, attentive, thoughtful, earnest, sincere,
enthusiastic, calm, quiet, composed, self-possessed, honest, merciful,
impartial, patient, forbearing, sympathetic, humble, unassuming, broad-
minded, witty, intelligent, dignified, capable, philanthropic, consistent, easy-
going, affectionate, devoted, loyal, courageous, persevering, industrious,
hard-working, sweet, gentle, proud, benevolent, altruistic, charitable, fervent,
heartfelt, tranquil, placid, serene, upright, equitable.

2. Evil (bad) characteristics: ill-natured, unkind, hard-hearted,
uncommunicative, unsociable, hostile, arrogant, showy, indiscreet,
unscrupulous, greedy, inconsistent, insincere, false, wvulgar, indifferent,
dispassionate, unrestrained, dishonest, partial, intolerant, conceited, willful,
perverse, insensible, servile, presumptuous, harsh, sulky, sullen, obstinate,
coarse, rude, vain, impertinent, impudent, revengeful, spiteful, malicious,
distant, antagonistic, pompous, conceited, unprincipled, avaricious, erratic.

2. Create a personal list of leaders and analyze the specific qualities of
successful leader.
e .



3. Translate “The seven Dimensions of motivation to manage.” Do you
agree that motivation can be measured in any way? Or maybe you have a
different point of view?

In the mid 1960s a management researcher named John B. Miner developed
a psychometric instrument to measure objectively an individual’s motivation
to manage. Miner’s test, in effect, measures one’s desire to be a manager —
motivation to manage among business students.

The seven Dimensions of Motivation to Manage

1. Favorable attitude towards those in positions of authority, such as superiors.
2. Desire to engage in games or sport competition with peers.

3. Desire to engage in occupational or work-related competition with peers.
4. Desire to assert oneself and take charge.

5. Desire to exercise power and authority over others.

6. Desire to behave in a distinctive way, which includes standing out from the
crowd.

7. Sense of responsibility in carrying out the routine duties associated with
managerial work.

4. Questions for discussion
1. Drawing on your own experience can you recall any specific examples of
effective management and mismanagement?

2. In your opinion, what is the single most important aspect of the definition
of management? Why?
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5. Name common and different features between management and
leadership:

Management Leadership
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Topic 4

Forms of business organization

1. Read the text using the dictionary.

There are three main types of business structures: sole proprietorship,
partnership, and corporation.

The sole proprietorship is the most basic form, owned and operated by a
single individual. Many small enterprises begin this way. The proprietor enjoys
almost complete authority over business operations and retains all earnings.
Since the owner is solely responsible for managing daily activities, they also
assume full liability for debts and obligations. If a contract is violated, both
the business property and the owner’s personal assets can be claimed to cover
court-ordered damages.

This type of business is the most common because it requires no official
charter, license, or complex legal procedures. Often, sole proprietorships are
started from the owner’s home, garage, or vehicle. Inventories are usually
small and may frequently be acquired on credit.

A partnership involves two or more individuals jointly owning a business.
Similar to proprietorships, the law treats the owners and the business as one.
Partners typically sign a legal agreement outlining how decisions will be
made, how profits and losses are divided, how disputes will be settled, the
procedure for admitting new partners, options for buying out a partner, and
steps for dissolving the partnership if necessary.

A corporation, on the other hand, is created under state law and recognized
as a separate legal entity, distinct from its owners. Corporations can be taxed,
enter into contracts, and face lawsuits. Ownership lies with the shareholders,
who elect a board of directors responsible for setting key policies and making
major decisions. Unlike proprietorships and partnerships, corporations
continue to exist regardless of changes in ownership.

The board of directors plays a crucial role by helping management
design business plans, set economic objectives, and shape strategic
direction. Through regular meetings, the board ensures effective
organizational planning, monitors the use of resources, and verifies
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cyompliance with regulatory standards. Additionally, the board evaluates
the overall performance of the company.

Directors are tasked with overseeing financial outcomes, product and
service success, and strategic results. They are also expected to stay informed
about trends and developments that may influence the business.

Glossary

sole proprietorship — ogHOOCiOHe BononmiHHS (Oi3HEC, IO HAJIEKHUTH OHIH
0co0i)

partnership — mapTHepcTBO (Oi3HEC, 110 HANEKHUTH JBOM a00 Oinblie ocodam)
corporation — Kopriopariisi (fopuandHa ocoda, OKpeMa BiJI BIaCHUKIB)
proprietor — BIaCHUK

shareholders — akiionepu (BITaCHUKH KOPIIOpaIlii)

board of directors — paga qupexTopin

liability — BimOBiAIBHICTH (32 OOPrU Ta 30008’ I3aHHST)

debts and obligations — 6opru Ta 30008’ s13aHHs

to violate a contract — mOpyIIMTH JIOTOBIP

personal assets — ocodbucte MaiiHO

to be claimed — OyTu cTTHYTHM (TIPO MAIHO)

legal procedures — 1OpuINYHI TPOLIETyPH

legal agreement — ropuM4YHA yToja

to face lawsuits — cTukatucs 3 Cy10BUMH [030BaMU

legal entity — ropuuaHa ocoda

regulatory standards — HopMaTHBHI cTaHAAPTH

compliance — BIAMOBIAHICTH (HOpMaM)

to operate — KepyBaTH, ONEPYBAaTU

business operations — 6i3Hec-oneparii

daily activities — mjogeHHa IisIbHICTh

to retain earnings — yTpuMyBaTH MPUOYTOK

charter — cratyT

inventories — TOBapHO-MaTepiaJibHI 3aracu

on credit — B kpenut

to dissolve a partnership — po3ipBaTu mapTHEPCTBO

to design business plans — po3po0isaTH 6i3HEC-TIIIaHK

economic objectives — eKOHOMIYHI 1111

strategic direction — cTpareriuHuil HanPsIMOK
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to monitor the use of resources — KOHTPOIIOBAaTH BUKOPUCTAHHS PECYPCiB
to evaluate performance — OIiHIOBAaTH MPOTYKTHUBHICTh

financial outcomes — ¢iHaHCOBI pe3yabTaTH

to stay informed — 3ayumarucs B Kypci (Toiin)

trends and developments — TeHaeHIIT Ta 3MiHK

2. Fill in the table “Forms of business organization”

Sole Partnership | Corporation | Board of
Proprietorship Directors

Definition

Owner of an
organization

What is needed
to start an
organization

3. Using the table speak about one of the form of business organization.
If you had enough money, what form you would choose to start your
business?
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Topic 5

Production management

1. Read the text and fill in the word web “Production Management”.

Production management, often referred to as operations management,
involves planning, coordinating, and controlling industrial activities. Its main
goal is to ensure that products are manufactured efficiently, meeting customer
expectations in terms of price, quality, quantity, cost, and timely delivery.

In a manufacturing setting, the production manager oversees both product
and process design, deals with issues of capacity and quality, and manages the
organization and supervision of employees.

The scope of a production manager’s role varies depending on the type
of production system, such as job production, mass production, process
production, or batch production. Since many businesses use a combination of
these methods, the responsibilities of a production manager can become quite
complex.
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2. Read the text and fill in the word web “Responsibilities of Production
Manager”.

The specific duties of a production manager depend on the size of the company
but often include:

preparing production schedules;

determining the resources required;

estimating time, costs, and quality standards;

supervising production processes and making adjustments to schedules when
necessary.

Before production begins, the manager is responsible for selecting and
designing equipment, arranging the plant layout, handling materials, and
planning production (which covers demand forecasting, scheduling, and
ordering supplies).

During the actual production process, their tasks involve controlling workflow
(deciding the order of jobs and updating schedules), managing stock levels,
monitoring quality, and ensuring equipment is properly maintained or replaced
when needed. Production managers are also engaged in product design and
purchasing activities.

Responsibilities

of Production Manager

Glossary

controlling industrial activities — KOHTPOJIb IPOMHUCIOBHUX MPOLIECIB
to ensure — 3a0e31neuyBaTH

to be manufactured efficiently — BupoOnsitucs edexruno
customer expectations — O4iKyBaHHsI KJIi€HTIB
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price — 1iHa

quality — sIKiCTB

quantity — KiJIbKiCTh

cost — BapTICTh

timely delivery — cBoeuacHa nocTtaBka

manufacturing setting — BUpoOHWYE CepeIOBHUIIIC

production manager — MEHeZKep 3 BUPOOHUIITBA

to oversee — KOHTPOJIOBATH, HATIISIIATH

product and process design — MpOEKTYBaHHS MIPOAYKTY Ta MPOLECY
capacity — MOTy>XHICTh

organization and supervision of employees — opraHizanis Ta HarsiA 3a npa-
LIBHUKAMU

scope of a role — ko110 000B’sI3KIB

production system — BUpOOHHYA CHCTEMA

batch production — cepiiiHe BUpOOHUIITBO

specific duties — KOHKpeTHI 000B’SI3KH

to prepare production schedules — rotyBaru BupoOHu4i rpadiku

to determine the resources required — BU3HaYaTH HEOOX1IHI pecypcH

to estimate time, costs, and quality standards — ouiHioBaTH 4ac, BUTpaTH Ta
CTaH/IapPTHU SKOCTI

to supervise production processes — HAISAATH 38 BUPOOHHYUMHU MTPOIIECAMHU
to make adjustments to schedules — BHOCHTH KOpeKTHBH B rpadiku

to select and design equipment — BUOUpaTH Ta MPOEKTYBATH 00JIaTHAHHS
to arrange the plant layout — opraHi3oByBaTH po3TallyBaHHS 3aBOY/IIEXY
to handle materials — npamtoBaru 3 Matepiazamu

demand forecasting — MporHO3yBaHHS MOIUTY

scheduling — cknaganus rpagikis

ordering supplies — 3aMOBJICHHS TOCTaYaHHS

to control workflow — koHTpOIFOBaTH poOOUMit TpoIIEC

to manage stock levels — ympapnsiTi piBHSIMU 3araciB

to monitor quality — KOHTPOJIFOBATH SIKICTh

to maintain equipment — 00CITyroByBaTH 008 THAHHS

purchasing activities — 3aKymiBeJbHa JisUIbHICTh
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3. Fill in the word web “Functions of Production Manager”.

Functions
of
Production Manager

4. Fill in the table “Responsibilities of production manager at different

production stages”.

Pre-production stage

Production stage
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Topic 6

Personnel management

1. Read the text and fill in the table “What is personnel management?”

Personnel management is concerned with the effective use of the skills of
people.

Some of the responsibilities of a personnel manager are:

1. To classify jobs and prepare wage and salary scales.

2. To counsel employees.

3. To deal with disciplinary problems.

4. To develop safety standards and to put them into practice.

5. To manage fringe benefit programs, such as group insurance, health, and
retirement plans.

6. To provide for periodic reviews of the performance of each individual
employee, and for recognition of his or her strengths and needs for further
development.

7. To assist individuals in their efforts to develop and qualify for more advanced
jobs.

8. To plan and supervise training programs.

9. To be informed of developments in personnel management.

One function of personnel management is to hire and train the right people.
The effective personnel system is:

— Assessing personnel needs.

— Recruiting personnel.

— Screening personnel.

— Selecting and hiring personnel.

— Orienting new employees to the business.

— Deciding compensation issues.

The second function of human resource management is the training and
development of employees.

A third function is raising employee trust and productivity. These three
functions stress the importance of a good human resource management climate
and provide specific guidelines for creating such a climate.
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Definition

Where can one work?

Responsibilities of
personnel manager

Functions of personnel
manager

Glossary

personnel management — yrpaBJiHHs IEPCOHATIOM

effective use — edpeKTBHE BUKOPUCTAHHS

skills — HaBUUKH

responsibilities — 000B’s13kH

wage and salary scales — 1mkaau 3apoOiTHOT TIATH Ta OKJIa/IiB

disciplinary problems — qucuuIuTiHapHi IpooIeMH

to develop safety standards — po3poOnsaTu crangapTu 6e3neKu

to put them into practice — 3acTOCOBYBaTH iX Ha MPAKTHII

fringe benefit programs — mporpaMu J0JaTKOBHX MBI (COLITAKET)

group insurance — rpymnoBe CTpaxyBaHHS

retirement plans — eHcilHI TUIAHA

periodic reviews of the performance — nepionuyHi ouiHku (OIISAN) €PEKTUB-
HOCTI

to assist individuals — foromararu okpeMuM ocodam

to qualify for more advanced jobs — orpumMaTu kBaihikaIlito st GBI MIPO-
CYHYTHX TIOCaJl

to supervise training programs — KOHTPOJIIOBAaTH HaBYAJIbHI IPOTPaMH
assessing personnel needs — ominka moTped y mepcoHai

recruiting personnel — HaOip mepcoHary

screening personnel — Big0ip/mepeBipka nepcoHary

selecting and hiring personnel — BinOip Ta HaliMaHHS TEPCOHATY

human resource management — ynpaBtiHHs JIOACEKAME pecypcamu

training and development — HaB4aHHS Ta PO3BUTOK

raising employee trust and productivity — miIBUIIEHHS TOBIpH Ta MPOIYKTHB-
HOCTI TpaliBHUKIB

guidelines — kepiBHI MPUHIIUITH/BKA31BKH
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2. Answer the question:

What will you do if :
— one of the most qualified firm’s employee get better job with other
employers?
— you make a mistake in hiring?
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Topic 7

Business Letter

1. There are many different professional letters that you may have to write
from time to time. Business-to-Business types of letters include:

Instant Sale Letter
Business Letter
Debt Collection Letter
Sample Thank You
Referral Letters

CV Cover Letter
Business Template
Appreciation letter
Business thank you
Congratulations
Letter of recognition
Letter of reference
Recommendation
Sympathy letter

Invitation letter

Letter of credit

Letter of interest
Business memorandum
Business introduction
Donation letter
Termination letter
Welcome letter

Letter of appreciation
Apology letter
Collection letter
Invoice letter template
Letter of invitation
Marketing letter
Rejection letter

Letter Requesting Information — How to ask somebody to send you

information.

Letter Sending Information — What to say when you send information.

Letter Changing Information — When a person or company changes important
information, such as an address, price, or date, it is necessary to send valued
customers a letter with the new information. This letter informs customers of

a change in price.

Resume or CV — A resume (AmE) or CV (BrE) is usually requested by a
prospective employer as a record of your qualifications and professional
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experience. CV stands for the Latin words «curriculum vitae», meaning «the
course of one’s lifex.

Covering Letter for Resume or CV — It is usual to send a covering letter (BrE)
or cover letter (AmE) with your resume/CV when applying for a job.

Letter of Reference — Companies and other organizations often ask for a letter
of reference. This is a character reference written by someone such as an ex-
employer who knows the subject personally.

Letter of Resignation — Though it is not necessary to give a reason, it is standard
business procedure to send written notice informing your employer that you
are planning to quit your job.

Lay-off Notice — Companies and other organizations are usually required by
law to present a written notice to employees informing them of a lay-off.
This letter usually cites reasons for the lay-off, and acts as a formal apology.
Employee rights may be included.

Letter of Invitation — It is often necessary in business to send an invitation to a
person or group requesting their attendance at a special event.

Letter of Request for Payment — Sometimes it is necessary to remind customers
that they owe you money!

Internal Memo or Memorandum — Memos are sometimes used internally to
inform an entire company or department of something. This is an example of
a memo referring to a staff Christmas party.

Welcome Email — It is a common business practice to welcome new staff
members to a company. This is usually an informal note expressing best wishes
and may contain contact information. Companies may also send welcome
letters to other companies that move into a shared office building, or to visiting
guest speakers and business travelers.

Glossary

Letter Requesting Information — JIucr i3 3anurom iHdopmarii
Letter Sending Information — JIuct, mo Haacuiae iHpopMariiro
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Letter Changing Information — JIuct npo 3miny iHopmarrii
Resume (AmE) / CV (BrE) — Pestome / CV

Prospective employer — [Torenmiitauii po6oTOIABEIH
Qualifications — Kpamiikarii

Professional experience — Ilpodeciitanii 1ocBin

Covering Letter (BrE) / Cover Letter (AmE) — CynpoBinnuii muct
Letter of Reference — PexoMmennamiiHuii JIucT

Letter of Resignation — 3asiBa 1ipo 3BiJIbHCHHS

Written notice — ITncbMOBe MOBITOMIIEHHS

To quit a job — 3BiTbHUTHCA 3 POOOTH

Lay-off Notice — [ToBigomieHHS TIpO 3BIIbHEHHS (CKOPOYCHHS)
To present a written notice — Hajaru nmicbMoBe MOBIOMIICHHS

To cite reasons — Ha3Baru npuanHu

Formal apology — Odiniiine Buba4eHHs

Employee rights — [IpaBa npawiBHUKIB

Letter of Invitation — JIuct-3anpoineHHs

Attendance — [1pucyTHICTb, BiJIBITyBaHHS

Letter of Request for Payment — JIuct-Bumora mpo omnaty (HanpuKIaj, Ipo
OILIaTy PaxyHKY)

Internal Memo / Memorandum — BHyTpiiHs cinyx6oBa 3anucka / Memo-
paHIym

Welcome Email — [IpuBitansHe e1eKTpoOHHE OBiTOMIICHHS

To express best wishes — BucnomntoBaru Halfkpali nodaskaHHs
Guest speakers — 3arnpolieHi crikepu

Business travelers — Binpspkeri mpaiiBHUKH

2. Using Internet, Business correspondence books write a letter you like
most.

Use appropriate tone in your letters, depending on your audience. For
example, if you know the recipient well and are not sending a formal thank
you letter, you can use more casual tone. Most business letters call for a formal
style. In general, it is best to keep letters as short and concise as possible while
still communicating the necessary information.

Feel free to customize and modify any of these letters according to your
individual needs. If possible, send thank you letters promptly and in a timely
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fashion. For example, if you are thanking someone for a gift, send the letter as
soon as possible after receiving the gift.

NOTE: In all letters, brackets indicate information that you should fill in.
Remove the brackets when you have modified the text to your liking.

Do not forget about the Business Letter Format (see Appendix 1 for more
detailed information).

The format of business letters has slowly changed over time with the
culture of business getting less and less formal.

Here are the components of a traditional full block business letters — shown
in picture form and with explanations.

The format shown here is just a guide — variations and customizations are
common — and not all elements are needed in every type of letter such as job
application cover letters or thank-you letters.
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Topic 8
The quality of working life

1. Read the extract and then answer the questions below.

The American author Studs Terkel wrote a book titled Working, in which he
portrays the experiences and emotions of ordinary working people across the
United States. In one passage, he shares the story of a spot welder employed at
a Ford assembly plant in Chicago.

The worker explains:

“I stay in the same small space, maybe two or three feet wide, for the entire
night. The only break I get is when the production line comes to a halt. For each
car, we perform around thirty-two welds, and the line moves forty-eight cars
an hour, for eight hours straight. Thirty-two times forty-eight times eight—
work it out. That’s how often I press the button in a single shift.

The noise is overwhelming. If you open your mouth, sparks can fly in. (shows
his arms) Here are some burns—this is what happens. Competing with the
noise is pointless. You try to shout, but at the same time you’re forcing the
welding gun into position.

Some men here are tense and keep to themselves; it’s too harsh to be social.
You end up staying inside your own head, daydreaming, replaying childhood
memories, thinking about your brothers and the things you once did together.

The assembly line never stops—it just keeps rolling. I swear some men spend
their whole lives here and never see the end of it. It’s endless, like a giant snake
with no tail. It affects you deeply ... (laughs)

I honestly don’t know why more workers don’t break down. You feel reduced
to nothing but a machine. And machines, honestly, are treated better than we
are. They get more care, more attention, more respect. And you’re left with the
impression that the machine has more value than you do.” (laughs)
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1. How does the man feel about his job?

2. Do you think that many workers today feel as he does? Explain your
answer.

3. What examples can you find in the text of non-standard English?

Read the text using the dictionary.

Over the last thirty years, a new approach to management has been
developing. Those favouring it say that the way to increase workers’ efficiency
is to improve their job satisfaction and motivation. Followers of the Quality
of Working Life movement (QWL) have been trying out various methods of
making work more interesting. These include job enlargement, job enrichment
and new forms of group work.

With job enlargement, the worker is given additional tasks to perform.
Thus, the operator of a word-processor may be asked to do filing duties as
well. Job enrichment involves giving extra responsibilities to workers such as
production planning, quality control and technical development of equipment.
In some organisations, special types of work groups have been formed where
workers share responsibility for certain tasks. For example, at the Volvo
car plant in Kolmar, Sweden, assembly workers do not work on a moving
production line. They are organized into thirty teams of fifteen to twenty
members. They have their own tasks, like assembling heating and electrical
systems, and they work in their own part of the factory.

As can be seen, the basic idea of QWL is that a worker should have an
interesting, even challenging job. QWL encourages managers, therefore, to be
sensitive to the needs of employees.

The roots of the QWL movement can be traced back to the 1920s and
1930s. It was at this time that the famous Hawthorne plant of the Western
Electric Company in Chicago, USA, from 1927 — 32. Most of the studies were
directed by Professor Elton Mayo, a Harvard University psychologist. Their
aim, initially, was to evaluate the factors influencing productivity. However, the
researchers soon directed their attention towards studying people, especially
their social relationships at work.

It all began when the Hawthorne Company investigated the effect of factory
lighting on production and workers” morale. They found out that the groups
of workers who were studied increased their output whether the lighting
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was improved or not. This led them to look for the human factor influencing
efficiency. To help them in their search, they brought in Professor Elton Mayo
and his colleagues.

He directed a series of experiments on how working conditions affected
output. In the early experiments, his subjects were a group of girls who
assembled telephone equipment. Such things as lighting, lunch times, rest
periods, wall colours, pay and temperature were varied to see how they
affected productivity. The researchers generally discussed the changes with
the girls before putting them into effect. Once again, it was found that there
was an increase in productivity whether conditions were made better or
worse.

The researchers began looking for other factors which would explain the
increased productivity. They realized that their study was also about workers’
attitudes and values. It was clear that the girls had developed a high morale
during the experiment and had been motivated to work hard. This high morale
was put down to several factors. First, the girls had enjoyed feeling they were
especially selected for the study and were receiving a lot of attention from
management. Secondly, they had developed good relationships with each
other and with their superior during the experiment. This was because they had
been fairly free to work at their own pace and to divide their work up amongst
themselves. Lastly, the good relationships and social contacts had made their
work more enjoyable.

This experiment was followed by many others. The researchers came to
the conclusion that social relations, among workers and between workers
and their bosses, affect output, the quality of work and motivation. Another
important finding was that a worker needs more than money and good working
conditions to be productive. The feeling of belonging to a group, and his/her
status within that group, strongly affect his/her behaviour — even if the group
is an unofficial or informal one.

It is said that Elton Mayo founded the Human Relations school whose
offspring is the Quality of Working Life movement. He directed and publicized
the Hawthorne experiments which have been so influential to this day. The
conclusions of the study challenged the theory of Scientific Management put
forward by Frederick W. Taylor. Both men, however, changed the course of
management thinking.
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Glossary

a new approach to management — HOBUH IiIX1]1 IO YIPaBIiHHS
motivation — MOTHBAIIsI

quality of working life (qwl) — KiCTb TPyZOBOTO KHUTTS

job enlargement — po3mupeHHst poO0YUX 000B’SI3KiB
groupwork — rpymosa po6ora

additional tasks — qomarkoBi 3aBIaHHSI

to perform — BUKOHYBaTH

production planning — nyiaHyBaHHS BUPOOHUIITBA

technical development — TeXHIYHUI PO3BUTOK

to share responsibility — po3iiaTi BiANOBiAANBHICTD

to be sensitive to the needs of employees — OyTn uyTimBHEM 10 OTPed Tpa-
[[IBHUKIB

the roots of the movement — BuTOKH pyxy

to trace back to — mounHarucs, OpaTH MOYaToK

productivity — IpOyKTHBHICTh

workers’ morale — MopanbHUIi AyX MpaliBHUKIB

to increase output — 301IbITYBaTH 00CSATH BUPOOHHIITBA

human factor — nroncrkuii hakrop

to affect productivity — BruimBaTH Ha MPOAYKTHUBHICTH

working conditions — ymoBu nparii

rest periods — epioau BiAMNOYHMHKY

to be a part of the study — OyTu y4acHUKOM J0CIHIIKEHHS

to receive attention from management — OTpUMYBATH yBary BiJi KEpiBHHUIITBA
to develop good relationships — po3BuBaTH XOpOII CTOCYHKH
social relationships — cormiangbpHi BiIHOCHHA

to work at their own pace — nparoBaTu y BIaCHOMY TEMITi

the human relations school — mkosa JOICHKUX BIAHOCUH

to challenge a theory — craBuTH T€OPIiIO Mij] CyMHIB

scientific management — HayKOBUI1 MEHEKMEHT

to change the course of thinking — 3MiHUTH Xi1 AYMOK

2. Are the statements true or false?

1) Managers who believe in QWL are experimenting with new ways or
organizing work.
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2) The idea of job enlargement is to make work more satisfying for an
employee.

3) Job enrichment involves giving workers more tasks of the same level of
difficulty.

4) The Kolmar car plant is efficient because workers specialize in one task.

5) The QWL approach makes managers more aware of their workers” interests.

3. Answer the following questions.

1) In what way did the Hawthorne experiments change direction?

2) In Mayo’s experiments how did changes in working conditions affect the
workers he studied?

3) Why did the group of girls become more efficient?

4) According to the researchers what other factors, besides money, affect a
worker’s productivity?

5) Why have Mayo’s experiments been so influential?

4. Match the words and phrases to their meanings.

1. motivation a) assess, study

2. assembly workers b) asked somebody to come and help

3. production line ¢) desire or incentive to do something

4. challenging d) state of mind

5. carried out e) causing them to operate

6. evaluate f) factory workers who each have a particular
7. morale job to do in the production of a vehicle,

8. brought in machine etc.

9. putting them into effect g) arrangement of workers and machines in a
10. at their own pace factory whereby each worker is responsible
11. status for one stage of assembly, and the article
12. challenged being assembled is passed from one worker to the
other (usually on a moving conveyor belt)
h) at their own speed
1) questioned
j) interesting, difficult, stimulating
k) conducted, held
1) position in relation to others
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5. Phrasal verbs and idiomatic expressions with put.

put down to attribute, e.g. I put his mistake down to
inexperience.

put forward suggest, propose (an idea, scheme)

put across explain or communicate clearly

put back move to a later date

put off postpone or delay

put on give someone information about, e.g. You need
expert advice about this. I can put you on to a very
good lawyer

put through contact by telephone

put up invest, provide money for, e.g. They have put up
$50,000 for the project.

put out (a) put someone out — inconvenience him or her
(b) put oneself out — make a special effort

put up with tolerate, endure

put one’s finger on find the cause of the trouble

put one’s foot in say the wrong thing or make an awkward mistake
put paid to destroy, ruin completely, e. g.
His accident put paid to his chances of being
promoted.

put in a good word for | recommend someone

A. Rewrite the following sentences, replacing the words in italics with
phrasal verbs or idiomatic expressions from the list above. Make any other

necessary changes.

1. I think we’d better sold the meeting a week later.



4. My boss won’t accept any inefficiency from his staff.
5. She knows a lot about the use of computers but she can’t seem to express
her ideas clearly to the rest of us.

7. I’m not surprised by our poor financial performance. 1 think it was caused
by ineffective leadership.

8. I’ve been trying to discover why the morale of the sales department is so
low but I just can’t understand what the problem is.

B. Complete the following sentences with phrasal verbs and idiomatic
expressions from the list above. Make any other necessary changes.

1. Our sales have been low this quarter. That’s to my chances of a bonus.

2. (on the phone) Hello ... yes, it is ... Mr Smith? Certainly. Hold on a
second. I’ll ................... YOU toviieianianennnn

3. It’s very kind of you to ask me to dinner. I hope I'mnot....................
YOU tevniiiieenenne

4. When senior managers from head office come to visit us we really
.................... ourselves to make their stay enjoyable.

5. You want to know the prices of houses in the United States? Sorry, I can’t
help,butlcan .................... you to someone who can.

6. litwhen I asked Mr Johnston how his wife was. Apparently, she’s just left
him!

7. You’d like to transfer to the Personnel Department, would you? Perhaps I
canfor you when I see the Personnel Manager.
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Topic 9

Decision-making

1. Read the following case study. Then, working in groups of two or three,
answer the questions below. Finally, compare your answers with those of
the other groups.

The time is almost midnight. Sheldon, Chief Executive of Reprox, a
photocopying equipment firm, sits in an armchair, looking shocked. He has
just had a phone call from Donald, his Marketing Manager, and what Donald
has told him is very worrying. Sheldon pours himself out a stiff whisky and
considers the facts.

Apparently, the previous night, Donald had gone to a local restaurant
with his wife. There, he had seen the firm’s top salesman, Melvin, having
dinner with a woman. Donald had been amazed at Melvin’s choice of a dining
companion, for the woman was Lois Markham, an executive from Hitex, one
of their main competitors.

The next day, Donald called Melvin to his office, intending to give the
top salesman a quiet warning about mixing with the enemy. However, the
conversation did not go as planned.

“If you must know, I’ve been living with Lois for about a year now. And I
might very well marry her,” Melvin said, “but [ don’t see that it’s any business
of this company’s”.

“Come on now, don’t be so naive,” Don answered. “Think of the security
aspect. We’re in a competitive business — its dog eat dog”.

“I haven’t done anything wrong. You’ve got no right to interfere in my
private life. And if you start doing so, maybe I’ll have to look for another job”.

Sheldon considered the problem. Should he turn a blind eye to what was
going on? Or was some sort of action needed on his part?

Summarise briefly the problem that Sheldon must solve.

What factors should he take into account before taking a decision?
How should he deal with the situation?

Can firms do anything to avoid this type of problem?

L=
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1. Read the text using the dictionary.

When performing managerial functions such as planning, organizing,
motivating, and controlling, a manager is constantly making decisions.
Decision-making is a key responsibility of a manager.

Some decisions are routine. These are decisions that are made quite quickly
and are based on experience. Since the manager is experienced, he knows what
to do in certain situations. He does not need to think long before acting. For
example, a supermarket supervisor may decide on the spot to refund money to
a customer who has returned a product. The manager does not need to collect
a lot of additional information before making such a decision.

Other decisions are often intuitive. They are not entirely rational. A
manager may have a hunch or a gut feeling that a certain course of action is
the right one. He will follow this intuition and act accordingly. For instance,
when looking for an agent in a foreign market, a sales manager may have
several companies to choose from. However, he may select one organization
simply because he feels it will be the most suitable agent. He may believe that
there is the right “chemistry” between the two firms. Such a decision is based
on intuition rather than rational thinking.

Many decisions are more difficult to make because they involve solving
problems. Very often these are strategic decisions concerning important
courses of action that will affect the company’s future development. To make
good decisions, a manager must be able to rationally choose a course of action.
In practice, decisions are usually made under circumstances that are less
than ideal. They have to be made quickly, with insufficient information. It is
unlikely that a manager can ever make a completely rational decision.

When a complex problem arises, such as where to locate a plant or which
new products to develop, the manager must gather facts and weigh the
alternatives. He must be systematic in solving the problem. A useful approach
to this kind of decision-making is the following: the process consists of four
phases: i) problem identification; ii) analysis and information gathering; iii)
development of alternatives; and iv) making a decision about the best solution.

In the first stage, the manager must define the problem. It is important that
he does not confuse the symptoms of the problem with the real problem he
has to solve. Consider the case of a department store where profits are falling
and sales are rapidly declining. Falling profits and sales are symptoms of the
problem. The manager must ask himself what the store’s real problem is. Does
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the store have the wrong image? Does it sell the wrong products? Or the right
products at the wrong prices? Are its costs higher than they should be?

At this early stage, the manager must also consider the company’s rules and
policies that may affect the final decision. These factors will limit the possible
solutions to the problem. One company may have a policy of buying goods
only from domestic suppliers; another firm may be fundamentally opposed to
making special payments to secure contracts; many businesses have a rule that
managerial positions must be filled from within their own staff rather than by
hiring outsiders. Such rules and policies act as constraints, limiting the actions
of the decision-maker.

The second step is to analyze the problem and decide what additional
information is necessary before making a decision. Obtaining facts is crucial
in decision-making. However, as already mentioned, the manager rarely has
all the necessary knowledge. This is one of the reasons why decision-making
involves a certain degree of risk. The manager’s task is to minimize this risk.

Once the problem has been identified and the facts collected, the manager
must consider the available alternatives for solving it. This is necessary because
there are usually several ways to deal with a problem. In the case of the department
store, management may decide that the store has the wrong image. To change
this image, several actions are possible. New products could be introduced while
existing lines are dropped; advertising could be increased; the store could be
modernized and refurbished, or customer service could be improved.

It should be noted that in some situations one of the alternatives may be to
take no action at all. This is just as much a decision as choosing a more positive
course of action. Peter Drucker in his book The Practice of Management gives
a good example of the “do-nothing” alternative. He writes about a shipping
company that had a problem for twenty years filling a senior position. Every
person appointed had difficulties doing the job. In the twenty-first year, the
new president asked: “What would happen if we did not fill the position?” The
answer was “Nothing.” It turned out that the position had been created to do
work that had long since become unnecessary.

Before making a decision, the manager will carefully evaluate the
alternatives, weighing the advantages and disadvantages of each. After
that, he will have to make a decision. He may compromise by using several
alternatives. Thus, the department store manager may solve his problem by
making changes to the product range, increasing advertising, and improving
the store’s interior.
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Glossary

managerial functions — ynpasiiHcbki QyHKIIT
decision-making — mpUAHATTS pillleHb

routine decisions — pyTHHHI pillICHHS

on the spot — Ha micIi, HeraitHO

intuitive decisions — iHTYITUBHI piIlIEHHS

hunch / gut feeling — mepequyTTs / BHYTpIIIHE BiTUYTTS
strategic decisions — cTpareriyHi pilieHHs

to gather facts — 30uparu daxru

to weigh the alternatives — 3BaxxyBaTu aJbTepHaTHBU
problem identification — Bu3Ha4eHHs npodiIeMu
information gathering — 36ip iHpop™martii

development of alternatives — po3po0Oka ajgpTepHaTHB
symptoms of a problem — cumnTomu npodaemMu

rules and policies — mpaBuia Ta NOMITUKH

constraints — 0OMEKEHHS

to modernize and refurbish — MonepHi3yBaTu Ta OHOBUTH
customer service — 00CITyTOBYBaHHS KJII€HTIB

to take no action — He BUMHSITH >KOIHUX 1A
advantages and disadvantages — nepeBaru Ta HeJIOMIKH
to compromise — iTH Ha KOMITPOMIC

product range — aCOPTUMEHT MPOAYKITiT

to increase advertising — MOCUINTH peKJIaMy

store’s interior — iHTep €p Mara3uHy

3. Are the following statements true or false?

1. Managers do not need to gather large amounts of information before making
routine decisions.

2. Most managers depend on their intuition when selecting a foreign agent.

3. The dismissal of a junior manager is considered a strategic decision by a
company.

4. It is not always possible for managers to wait for complete information
before making key decisions.
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5. The first step in problem-solving for managers is gathering all the relevant
facts.

6. Once the necessary information is collected, managers must determine the
possible courses of action to resolve the problem.

7. To make major decisions, managers should follow a structured decision-
making process.

4. Use phrasal verbs in the sentences in correct form.

figure out

came up

hand in

dropped off

call off

come across

carry out

look into

give away

set up

1.She ............ an old photo album while cleaning the attic.

2. The teacher asked the students to ......... their essays by Friday.
3. After a long meeting, they finally ......... with a solution to the problem.
4.Ineedto......... how to fix this software issue before tomorrow.
5. He promised to ......... the matter and give us an answer soon.

6. Wehadto ......... the trip because of the bad weather.

7. She didn’t want to ......... her secret, but we guessed it anyway.
8. The manager asked everyone to ......... the instructions carefully.
9. They decided to ......... a new business together.

10. I was so tired that I ......... in the middle of the movie.
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Topic 10

Top Management - planning and strategy

1. Read the following case study and then answer the questions below.

Richard Thomas, a brilliant electronics engineer, left the company he had
worked with for ten years in order to set up his own business. He felt there
was a gap in the market for low-priced computer components.

Richard’s bank manager was impressed by his experience and by the
business plan he presented. An overdraft facility of $25,000 was quickly
arranged. This, together with Richard’s savings of $15,000, provided the start-
up capital for the firm, Computex.

He began by hiring another person to help him develop the components.
The two of them spent the next six month producing the type of products
they felt the market needed. When they had built up a good supply of
components, they set about trying to sell them. To Richard’s surprise,
however, this proved very difficult. Many potential customers seemed to
be suspicious of the low prices of the products. Why were they so much
cheaper than those of more famous, well-established competitors, they
wanted to know. Other customers clearly saw Richard’s company as a
newcomer not to be trusted — a cowboy outfit who would be here today and
gone tomorrow.

It was over a year before Richard got his first order. By that time, he had
an overdraft of $40,000 and no more money to make further supplies of
components. He was spending all his time advertising the products, running
round to meet customers and trying to persuade them to buy.

Three month later, a few large orders were received, but Richard realized
that he would have to wait two months or so before being paid.

At that point, the bank manager lost confidence in the business. He
informed Richard that he was calling in the overdraft. “Give me some time to
look around for more capital,” Richard said. “All right, I’1l give you a month,
but no more,” was the bank manager’s reply.

After rushing around and talking to a lot of people, Richard received firm
offers from two venture capital companies. The first was prepared to invest
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$200,000 in return for an 80% share of Richard’s business; the second was
willing to put up $250,000 for a 90% share.

This was the situation facing Richard Thomas fifteen months after he had
set up his high-technology enterprise.

1. Could Richard have avoided the situation he now finds himself in? If so,
how?

2. What should he do now?

3. What advice would you give him about how to run the company in the
future?

4. What problems can arise when someone starts up a high-technology
enterprise?

2. Read the text using the dictionary.

The top management of a company have certain unique responsibilities.
One of their key tasks is to make major decisions affecting the future of the
organization. These strategic decisions determine where the company is going
and how it will get there. For example, top managers must decide which
markets to enter and which to pull out of;, how expansion is to be financed;
whether new products will be developed within the organization or acquired
by buying other companies. These and other such decisions shape a company’s
future.

Before doing any kind of strategic planning, the management must be
sure of one thing. They must decide what is the mission and purpose of their
business. They also need to decide what it should be in the future. In other
words, they must know why the business exists and what its main purpose is.
Deciding the mission and purpose is the foundation of any planning exercise.

Two examples will make this point clear — one British, the other American.
Most people have heard of Marks and Spencer, one of the biggest and most
successful retailers in the world. Michael Marks opened his first penny bazaar
in 1884, in Leeds, England. Ten years later there were nine market stores,
and Marks had taken into partnership Tom Spencer, the cashier of one of
his suppliers. In 1926 Marks and Spencer became a public company. At that
point, they could have rested on their laurels! However, around that time,
they developed a clear idea of Marks and Spencer’s mission and purpose.

47



Their later success was founded on this idea. They decided that the company
was in business to provide goods of excellent quality, at reasonable prices,
to customers from the working and middle classes. Providing value for
money was their mission and purpose. One of the strategies they used was
to concentrate on selling clothing and textiles. Later on, food products were
added as a major line of business.

The second example concerns the American Telephone and Telegraph
Company. They decided on their mission some sixty or so years ago. The
head of the organization at that time, Theodore Vail, realized that a privately-
owned telephone and telegraphic company might easily be nationalized. If
the company didn’t perform well, the public would call for its nationalization.
To avoid this fate, it had to give efficient service to its customers. Vail and his
colleagues decided that giving service would be the mission and purpose of
the organization. This became the overall objective of the company, and has
remained so ever since.

Having decided on its mission and purpose, an organization will have
worked out certain more specific objectives. For example, a car firm may
have the objective of producing and marketing new models of cars in the
medium-price range. Another objective may be to increase its market
share by 10% in the next five years. As soon as it has established its more
specific, medium-term objectives, the company can draw up a corporate
plan. Its purpose is to indicate the strategies the management will use to
achieve its objectives.

However, before deciding strategies, the planners have to look at the
company’s present performance, and at any external factors which might
affect its future. To do this, it carries out an analysis, sometimes called a
SWOT analysis (strengths, weaknesses, opportunities and threats). First,
the organization examines its current performance, assessing its strengths
and weaknesses. It looks at performance indicators like market share, sales
revenue, output and productivity. It also examines its resources — financial,
human, products and facilities. For example, a department store chain may
have stores in good locations — a strength — but sales revenue per employee
may be low —a weakness. Next, the company looks at external factors, from the
point of view of opportunities and threats. It is trying to assess technological,
social, economic and political trends in the markets where it is competing. It
also examines the activities of competitors. The department store chain, for
example, may see the opportunity to increase profit by providing financial
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services to customers. On the other hand, increasing competition may be a
threat to its very existence.

Having completed the SWOT analysis, the company can now evaluate its
objectives and perhaps work out new ones. They will ask themselves questions
such as: Are we producing the right products? What growth rate should we
aim at in the next five years? Which new markets should we break into? The
remaining task is to develop appropriate strategies to achieve the objectives.
The organization decides what actions it will take and how it will provide the
resources to support those actions. One strategy may be to build a new factory
to increase production capacity. To finance this, the company may develop
another strategy, the issuing of new shares to the public.

Company planning and strategic decision-making are key activities of top
management. Once they have been carried out, objectives and targets can be
set at lower levels in the organization.

Glossary

top management — BUIIIE KEPIBHHUIITBO

unique responsibilities — yHikanbHI 000B’I3KH

to enter a market — BUITH Ha PHHOK

to pull out of a market — BuiiTH 3 pUHKY

mission and purpose — Micisi Ta IpU3HAYCHHS

planning exercise — IaHyBaJlbHUN 3aXi]

to rest on one’s laurels — criounBaTy Ha JaBpax (MEPEHOCHO: 3aCTIOKOITHCS Ha
JIOCATHYTOMY )

to provide goods — HajlaBaTH TOBapH

reasonable prices — po3ymHi L{iHH

value for money — criBBiJHOIIICHHS I[iHA-SKICTh

to be nationalized — OyTu HalioHaTi30BaHUM

overall objective — 3araibpHa MeTa

specific objectives — KOHKpeTHI i

to increase market share — 301JIbIIUTH YaCTKy PUHKY

external factors — 30BHIIIHI YHHHUKH

strengths and weaknesses — CHITbHI Ta CJTa0Ki CTOPOHH
performance indicators — moka3HUKHN €(h)eKTUBHOCTI

sales revenue — JTOX11 BiJl MPOJAKiB

output and productivity — obcsir BUpOOHHIITBA Ta MPOTYKTUBHICTh
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competitors — KOHKypEHTH

to increase profit — 301UTBIIATH TPUOYTOK

threat to its very existence — 3arpo3a camomy ii iCHyBaHHIO

to break into new markets — BUXOJAMTH Ha HOB1 pUHKH

to develop appropriate strategies — po3poOsTH BiIMOBiIHI cTparerii
to build a new factory — moOymyBaTi HOBHit 3aBOJI

production capacity — BUpoOHHYA MOTYXKHICTb

issuing of new shares — BUIyCK HOBHX aKIIii

targets — 11111, 3aBJaHHS

3. Decide whether the following statements are true or false.

1. The top management have to make strategic decisions which determine the
future of the company.

2. Marks and Spencer’s mission and purpose was to provide money and goods
of excellent quality to customers.

3. The American Telephone and Telegraph Company decided to perform well
because it wanted to be nationalized.

4. Objectives are the results or targets that management thinks are desirable.
5. Before deciding strategies, the planners have to look at the company’s
internal and external factors which might affect its future.

4. Complete the following sentences with the correct form of suitable
phrasal verb:

put off

cut down on
pick up
bring up

fill in

look for

1.Hehadto ...... the meeting until next week.
2. The company is trying to ...... unnecessary expenses.
3. She quickly ...... the basics of French during her trip.
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4. We were asked to ...... a form before the interview.
5. The police are ...... witnesses to the accident.
6. He didn’t want to ...... that sensitive topic at dinner.

5. Complete the following passage with the correct form of the words
below.

strategy skill delegate right
planning innovative venture drawback
trust personnel expertise segment
finance set up

The problems of small high-tech firms have attracted a lot of attention recently.
Research shows that many of these firms are ... (1) by talented, creative
scientists. Their owners have no trouble coming up with ... (2) products but
they often can’t build on their early success.

One reason for this is that they don’t have much management ... (3).
Therefore, they are unable to develop the ... (4) which are necessary for their
company’s growth. They are in a rush to develop products, and don’t think
enough about how to market them. When they do try to sell their products,
they spend too much time trying to gain the ... (5) of potential customers.
Another mistake they make is to underprice their products so that they have no
... (6) for future development.

Once the firms begin to grow, their owners underestimate the future costs
of developing and marketing new products. Lack of financial ... (7) is a
major weakness of such companies. It is difficult for the high-tech firm to
attract the right ... (8) because it cannot offer the same job security as a
large organization.

The high-tech firm can get round some of these problems by developing a
specialist image. It can aim at a particular ... (9) of the market. Customers
then start seeking out the firm, so its marketing costs are reduced. The only
... (10) is that it may take some time before customers accept the firm’s new
technology.

As soon as the high-tech business has reached a certain size, it will be a good
idea to bring in professional management. The founder of the firm can then ...
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(11) responsibility for activities like marketing and finance. If a high-tech firm
needs money very badly, it may arrange a link-up with a larger company. It
will offer that company exclusive ... (12) to its technology.

Enthusiasm, bright ideas, ... (13) capital and technology are not enough to
ensure success. Basic management ... (14) — especially financial and
marketing ones — are also vital.

6. Rewrite the following sentences without changing their meaning. Use
the verbs or phrases in italics followed by the correct prepositions and
make any other necessary changes.

e.g. We think you ought to change your pricing policy. suggest

changing your pricing policy

We suggest | (that) you change

(that) you should change

1. We always try to give good service to our customers.

make a point

2. “I’m delighted you have kept within your budget,” said the Chairman to
our Advertising Manager.

congratulate

3. The Managing Director said, "The new product must be launched by
January”.

insist

4. Marks and Spencer are making a special effort to sell fashionable clothes
for young people.

concentrate

5. We are pleased when our customers are satisfied.

take pleasure



6. The owner doesn’t want to sell the business at the moment.

interested

7. 1don’tagree with our Chief Executive when he says we should expand the
range of our products.

wrong

8. We are considering breaking into new markets.

think

9. He is sure that the bank will lend him the money for future development.
depend

10. Marks and Spencer have always been able to forecast accurately what
their customers want.

succeed

7. Look at the mission statements of three companies:

To make sports cars for discerning enthusiasts with good technical knowledge.
1. To sell clothing more cheaply than the department stores.
2. To sell electrical goods with a high level of after-sales service.

Which strategy from the list below does each company correspond to?

a) cost leadership: offering products or services at the lowest cost; this is one
strategy to adopt in volume industries where competitors produce large
numbers of similar products.

b) differentiation: offering products or services that give added value in
terms of quality or service compared to competitors

c¢) focus: using one of the above two strategies to concentrate on a niche, a
specific part of the market with particular needs
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8. Choose some companies or service organizations that you know well.
Then, in each case, discuss:

a) what the objectives of each business are;

b) what strategies the management are using to achieve their objectives.

Are all the businesses using the right strategies? If not, what changes should
they make?

9. Work individually or in groups of two or three. Give a short oral
presentation of any organization you are familiar with. Try to point out its
strengths, weaknesses, opportunities and threats (SWOT). Talk about its
objectives and strategies, and say what you think its future Prospects are.
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