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IlepeamoBa

MeToro mociOHMKa € 3al0e3ledeHHs] IUIICHOTO IIOCIIIIOBHOTO 3aCBOCHHS
(axoBOi JIEKCUKH, TpaMaTHUKH, PO3BUTOK HABUYOK YCHOTO MOBJICHHSI Ta HAOYyTTA
BMiHb poOoTH 3 (axoBoOI0 JiTeparyporo. HaBuanpHU MaTepiaa po3TallloBaHHUM 3a
MPUHIIMIIOM BiJl POCTOTO JI0 CKJIAJAHOrO B MOCIIAOBHOCTI, 1110 3a0€3MeUy€e aKTUBHE
3aCBOEHHSI JIEKCUKHU Ta () OPMYBaHHS TEMAaTHYHOTO (DaXOBOTO CIIOBHHUKA.

CtpykTypa ypokiB mociOHHKa yHipikoBaHa. KoXHUII ypOK MICTUTH TEKCT 3
CYNPOBOKYIOUUM TEMAaTHUYHUM CJIOBHHKOM Ta TCIATEKCTOBI 3aBIaHHS 5K
JIEKCUYHOTO, TaK 1 KOMYHIKaTUBHOTO XapakTepy. [ paMaTuyHuil MaTepia OXOILUII0E
BCl PO3IIIM TpaMaTUKH AHTIIACHKOI MOBH Ta BUKIAJCHUN Yy BUTJISAAI TaOJHIIb,
BMIIICHUX Y JOJMATKy, CTHUCIUX TOYPOYHHUX KOMEHTApiB IIOJO0 TPAKTUIHOTO
BXKMBAHHS BIAMOBITHUX TPaMaTUYHUX CTPYKTYp 1 HU3KH T'paMaTHYHUX BIIPaB, SKi
0a3yroThCA Ha JIEKCHUIl YPOKY. 3aBEpIIyEThCS YPOK MPAKTUYHUM 3aBJIaHHSIM,
MaKCUMaJIbHO HaOIMKEHUM JI0 PEalibHOI KOMYHIKATMBHOI CHUTYallli, MOB’S3aHOI 3
TEMOIO0, 1110 BUBYAETHCSI.

[Ticnst 3aBepilieHHS OMNpAIIOBAHHS  KOXXHOTO MOJYJISI PEKOMEHIIYEThCS
BUKOHATH JIEKCUKO-TPAMATHUYHUNA TECT, METOI0 SKOTO € BHU3HAYEHHS CTYIICHIO
OIaHYBAaHHS HABYAJIILHUM MaTepiajioM.

Hapuanpuuii mociOHuk «lHO3eMHa MoOBa 3a MpodeciiHUM CHpSIMYBaHHSIM
(aHTHilichKA) TPU3HAYCHUI JJIs1 CTY/ICHTIB, SIKI BABYAIOTh TOTEIILHUH 1 pECTOpaHHUI
MEHE/KMEHT, a TaKOX MJII TUX, XTO 3a (paxoM motpeldye riambokoi 0013HAHOCTI 3
JIJIOBOIO aHTJIIMCHKOIO MOBOIO, IO 3aCTOCOBYETHCA B Cy4YacCHIM MPaKTUIll BEICHHS
rOTEJIbHO-PECTOPAaHHOTO O13HECY.



Module 1. What is Management?
Unit 1. Text: My Future Profession
Grammar: Expressing the Present Action

Assignment 1. Read and learn the following words and phrases.

to manage — 1) kepyBatu, ynpasisiTi; 2) CIPABJISITUCS, BIOPATUCH;

manager — KkepiBHUK, MEHEIKED;

management — 1) kepiBHUIITBO, YIPABIiHHS; 2) TUPEKIlis, aIMiHICTpaIlis;

3) MEHEI)KMEHT;

to major (in) — cremianizyBaTUCH;

opportunity — MOXIIUBICTb;

set of activities — koMIIIeKC BUIIB TisUIBHOCTI;

efficient — nieBuii, panioHaTbHUH;

effective — epexTrBHUI, TOLIIBLHUIA;

to constitute — ckiagaTi, yTBOpPIOBAaTH;

core — 1) cyTb; 2) cepiieBUHA, CTPUXKEHb;

job — poboTa, B JiSTIBHOCTI;

responsible — BiamoBiganbHui;

decision making — npuitHATTS pillICHHS;

profound economic education — rpyHTOBHa €KOHOMIYHA OCBITa;

personal human traits — ocoducti pricu Xxapakrepy;

current — moToYHUM, Cy4acHUI;

trend — HanpsIMOK, TCHICHITIS;

goal — meTa; to set a goal — Bu3Hauatu meTy;to meet/to attain a goal —
JOCSTaTH METH;

attainable — nocsxumii;

to predict — nependavaru;

to interpret — nosicHrOBaTH, TIIyMAaYUTH;

well-founded — n106pe 06rpyHTOBaHMIA;

Moreover — GuIbLI TOTO;

to communicate — moBiZOMIIATH, CIIOBIIIATH, IEPEKA3YBATH;

to work for, with and through people — npaittoBaru mis arozei, 3 T0IMHU
Ta 3a JIOTIOMOT010/4epe3 JIIICH;

challenging — BumornuBuii; Takuii, 0 KUAA€ BUKIUK;

to face the problem — crukatucs 3 nmpodaemoro;

occupation — npodecis, 3aHATTS;

prudent — po3BakIuBHUI, 00aUHUI;

persuasive - nepeKoHIMBUI

Assignment 2. Read and translate the following text.



My Future Profession

Chernivtsi Institute of Trade and Economics provides a wide range of courses
In many subjects such as accounting and auditing, finance and credit, management,
marketing, commerce, international trade, etc. Students have chosen managerial
profession because it offers many opportunities in a professional career.

Management can be defined as a set of activities directed at the efficient and
effective use of resources in attaining the goals of the organization. Management is
complex because of the large number of different activities that managers perform
and because managers must change activities very often.

Managers are in great demand in all spheres of modern life. One cannot
Imagine a medical, educational, commercial, industrial, or any other organization,
the activities of which are not managed in a certain way. The meaning of the verb
‘to manage’ is ‘to control’, ‘to succeed’. Thus managers are professionals who both
control and lead their organizations to success. They constitute the core of every
organization at any level. Managers plan, organize, direct and control the activities
of the organization they work for. This job is very responsible because the success
of an enterprise, be it a little firm or a big industrial complex, depends completely
on the management’s effective decision making.

The job of a manager demands a profound economic education as well as
certain personal human traits. Managers must understand the current situation in
the market they deal with and current trends in their business sphere, be able to set
attainable goals for their enterprise and predict its further development. With this
aim managers collect, analyze and interpret all sorts of business information to
make well-founded decisions. Moreover, they must be able to communicate these
decisions to the people with whom they work. It is a true saying that managers
work for, with and through people.

The profession of a manager is very challenging because the world around us
is very dynamic and every day managers face the problems that need to be solved.
Management is an occupation for people who are thoughtful and decisive, prudent
and risky, strict and friendly, energetic and persuasive and always open to changes.

Assignment 3. Answer the following questions.

. What courses are provided at Chernivtsi Institute of Trade and Economics?

. Why students they chosen this managerial profession?

. How can management be defined?

. Why is management complex?

. What functions do managers perform in the organization?

. Why is the job of a manager a very responsible one?

. How do managers apply their economic knowledge in their work?

. Why are personal traits as important as professional qualities?

. What personal traits must a person possess to become a successful manager?
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Assignment 4. Read the following words aloud. Pronounce correctly the
letters in bold type.

[i]- effective, efficient, executive, example, exhibit, except;

[ou] —goal, loan, coal, coat, know, slow, grow;

[au] — ground, found, mouse, how, town, crowd;

[f] — sphere, philosophy, physics, photograph, telephone.

Assignment 5. Translate into English.

CrerianizyBaTiuch 3 MEHEIKMEHTY OpraHizaiiid; B Mojajblmiid mpodeciiHin
Kap’epi; MEBHUM YUHOM; TOOTO/TaKUM UYHWHOM; BECTH O YCMiXy; YTBOPIOBATH
CTpMKEHb  Oprasizaifii; = IUIaHyBaTH, OpraHi3yBaTH, CIPSMOBYBaTH  Ta
KOHTPOJIIOBATH; OyTH CIPOMOKHUM BU3HAYUTH JOCSKHY METY; BCl BUIU JLJIOBOI
iHbopMarllii; BIpHO KaXyTh, I0; BIyMJIMBHUNA Ta pIOIydyuid; BUMOTJHMBHUHI Ta
MIPUSI3HUM.

Assignment 6. Translate into Ukrainian.

To offer a lot of opportunities; efficient and effective use of resources; to be in
great demand; both...and; at any level of an organization; the management’s
effective decision making; to deal with the market; further development; prudent
and risky.

Assignment 7. Learn the meaning of the words and translate them into
Ukrainian.

Work — activity which uses effort, especially for a specific purpose, not for
amusement; the nature or place of job or business.

Job — a regular paid employment; a piece of work. What you do to earn a
living is your job or (more formal) your occupation.

Post/Position — words for a particular job, more formal and official.

Trade — a skilled job in which you use your hands.

Profession — a job for which you need special training and a high level of
education (such as being a manager or doctor).

Vocation — some professions, such as teaching or nursing, which suggest that
people choose them in order to help others.

Career —a job or profession that you follow your whole life.

Hobby — an activity which one enjoys doing in one’s free time; a form of
recreation.

Assignment 8. Insert the proper word from Assignment 7.

1. Her... demands a lot of traveling. 2. Operating a PC is necessary for this ...
3. He took a vocational course as he wanted to become the best in his ... 4. She is
always late for... because of the heavy traffic in the morning. 5. Management of
organizations is my future ... 6. She started her... at the age of 22. 7. His ... is
drawing; he devotes all his free time to it. 8. Helping people was Mother Theresa’s



Assignment 9. Match the prefixes to give the words the opposite meaning and
translate the pairs. Consult your dictionary if necessary.
ir- (1), in-(2), un-(5)
responsible, usual, attainable, complete, human, friendly, able, effective.

Assignment 10. Translate the words in brackets to complete the following
sentences.

1. You cannot depend on him. He is very (6e3Biamnosigaasuuii). You must find
a more (BimmorimampHui) person for this work. 2. These data are (HemoBHi).
Continue your research to (3aBepmmtu) it. 3. This solution seems a bit
(neepextuBre). Ask Mike to help you — he always proposes (mieBi) decisions. 4.
Always set up an (mocsxma) goal. If your goal is (memocsbkua), you lose your
interest very soon. 5. She is (me3gaTHa) to solve this problem by herself. Better find
somebody else who is (3matauii) to manage it. 6. This person looks (HenpyxHiif).
Let’s ask somebody who is more (mpuBiTHU#).

Assignment 11. Insert the proper preposition:
in (2), on (1), of (1), with (1), for (1)

1. They often deal ... foreign customers. 2. She is responsible ...the sales
department. 3. We offer high-quality goods that are always ... great demand. 4. I’'m
majoring ... management ... organizations. 5. Our success depends ... the
management’s effective decision making.

Assignment 12. Insert the proper word from the list below.

challenging problem, opportunity, to make...decision, majoring, interpret,
skills, managers, profession

1. In what subject are you ... in? 2. Students are given every... to specialize in
the chosen ... 3. ...constitute the core of every organization. 4. In order... a well-
founded ... you must analyze and ... all available information. 5. The head of our
department admits that we have contributed our best ... to the solution of this

very...

Grammar: Expressing the Present Action (seep. )
*Time Expressions

Assignment 13. Define the form of predicates and state the kind of action in
each of the following sentences.

1. He works as a sales manager in the department store. 2. They are planning
the reorganization project. 3. She has never worked for such a well-known company
before and is aware of the responsibility she now has. 4. Recently we have been
given a very important assignment and are now working hard to accomplish it. 5.
This production line works automatically; all operations are controlled by the
computer. 6. My cousin has been working for this firm for 10 years already. 7. They
are very reliable partners — they are always paying on time for the goods they have
bought from us. 8. She is looking for her keys. Do you know where she has put



them? 9. Their new office is being built next to ours. 10. This project is very risky.
It completely depends on factors that we do not control.

Assignment 14. Make the following sentences passive.

1. Our management always sets attainable goals. 2. She is collecting some
information for her project. 3. We have just started a new production line. 4.
Managers plan, organize, direct and control the activities of the organization. 5.
They are discussing the development plan at the moment. 6. | have not solved this
very challenging problem yet. 7. He often makes his well-founded decisions after a
profound analysis of the situation. 8. They are constantly paying attention to the
current trends in information technologies. 9. This institute offers a variety of
courses in economic subjects. 10. They have already signed the agreement on
cooperation in education sphere.

Assignment 15. Write questions for the following sentences beginning with the
words in brackets.

1. Managers are in great demand in all spheres of the economy (Where?). 2.
Our company is managed very successfully (How?). 3. He has just explained our
new responsibilities (What?). 4. She tries to create a friendly atmosphere in the
work place (Who?). 5. We are given two weeks to install this equipment (How
many?), (What for?). 6. They meet twice a month to discuss our current problems
(How often?). 7. The director is holding a meeting at the moment (When?). 8. He
always makes a very colourful display of our products (What kind of?). 9. The
report of the commission has already been published in the newspapers (Where?).
10. The results of the experiment are being analyzed very accurately (How?).

Assignment 16. Complete the sentences using the verb in brackets either in
the present simple or present continuous form.

1. He (major) in human resources management. 2. If they (work) on weekends,
they (be paid) compensation. 3. You (hear) that noise? They still (work). 4. She
always (make) well-founded decisions. 5. We (make) a new model right now. 6.
When we (deal) with this customer we always (take) a big risk: he never (pay) on
time. 7. Nowadays this trend (increase). 8. Where (be) Ann? — She (hold) a meeting
with shareholders in the conference hall. 9. The students’ union (hold) meetings
once a month. 10. These days more and more young people (choose) management
as their future occupation.

Assignment 17. Some of the following sentences are right and some are
wrong. Mark the right sentences (R). Correct the wrong ones.

1. What profession are you going to choose? 2. What profession are you
preferring? 3. Are you agreeing with their proposition? 4. Much of our success is
depending on a correct decision. 5. Management belongs to economic sciences. 6. |
am not understanding his idea. 7. There exist many opportunities to develop this
industry. 8. This product is not satisfying our needs. 9. Our department is consisting
of 3 groups that study the characteristics of different markets.
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Assignment 18. Put the verb in brackets in either the present simple or present
perfect.

1. We (operate) all over Central Ukraine. We (recently set up) several new
branches in Poltava and Vinnitsya. 2. | (just meet) Mike from the sales department.
...you (know) him? 3. ... you (hear) the latest news? Our management (plan) to
launch a new production line. 4. (Not, enter) the room. The meeting (just begin). 5.
They (already create) a new team for this project. They (demand) the best workers
to staff it. 6. We (prefer) to go on holidays in summer. This year we (decide) to take
our holidays in August. 7. He (learn) three foreign languages already and he (take)
every opportunity to practice them. 8. The company (want) to expand its activities
in this region. They (just start) their advertising campaign.

Assignment 19. Put the verbs in brackets in either the present perfect or
present perfect continuous.

1. How long you (study) English? — For about 6 years already. 1 (take) an
advanced course at the institute recently. 2. We already (finished) collecting this
information. We (do) this for the last two weeks. 3. The consumer prices (fall) by
2% this quarter. The government (predict) this trend since the beginning of the year.
4. They (discuss) the sales contract in detail for the whole week and eventually
(agree) to sign it. 5. You look so happy! What’s the matter? - The management
(approve) the project which our team (work at) for the last two months. 6. He (not
decide) yet which profession to choose: marketing or management. He (talk) about
this since autumn. 7. ...Lora (come) back? — No, she (consult) with our lawyers for
2 hours already but they (not reach) any decision yet. 8. Everybody is pleased with
his report. He (conduct) his research for three months and (communicate) his results
at the conference this week. 9. They (establish) their sales network for years and
(gain) leadership in this region — now they sell the best products and provide the
best services. 10. The writer just (finish) the second part of the book for which his
readers (wait) so long.

Assignment 20. Translate into English.

1. Mu oOroBoproeMo I MmpoOiaeMy yKe JIBI TOJAWHHM 1 BCE e HE INIUIH
srogd. 2. BiH MOCTIHHO KOHTPOJIOE iSUIBHICTH 1bOTO Migpo3airy. 3. Sk Bu
posuiHioeTe (Tiaymauute) 1o iHGopmaniro? 4. Ilel npoekT 3maeThcs AyKe
PU3UKOBaHUM. TH BIIEBHEHUH, 10 MU MTOCTABWIM TOCSKHY MeTy? 5. BoHa 3aBxan
MpaBUJIBLHO Mepeadadae CUTYaIlll0 Ha PUHKY — BOHA JIy>K€ pO3BaXKIUBA. 6. A ysaBisito
HOro  yCHIIIHUM KEpIBHUKOM TMpUOYyTKOBOi Kommaii. 7. Hamn  ToBapu
KOPUCTYIOThCSL BENUMKUM mnonuroM. Ock YoMy Hama (ipMa OCTaHHIM 4YacoMm
36iIbIIye BUMYCK mpomykiii. 8. oMy 3aBkmM BIAE€THCS CTBOPUTH IIPHBITHY
aTMocdepy Ha criBOeci/l.

*Time expressions.

In, on, at, no preposition

in ...the morning/June/ the summer/ the third quarter/1998/the sixties/

the twentieth century
on...Friday/Friday morning/ the 2" of April/ the second/Christmas day
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at...three fifteen/the weekend/the end of the week, month, etc/night/
Easter, Christmas, etc./ breakfast, lunch, dinner
no preposition...this morning/yesterday afternoon/ last night/the day before
yesterday/ a few days ago/last week/tomorrow morning/ the day after
tomorrow/next week
in is also used to talk about ‘time from now’ — gepe3: in two weeks

Assignment 21. Put in, on or at.

1... + parts of day (the evening) 9... + years (2004)

2... + longer religious holidays (Easter) 10... + days (Friday)
3... + meal times (dinner) 11... + dates (5 May)

4... + special days (my birthday) 12... + months (July)
5... + long periods (the 19" century) 13... ... the weekend
6... + clock times (four thirty) 14....... the moment
7... + day + part of day (Monday morning) 15..... ..that day

8... + season (the winter) 16...the end of the year

A55|gnment 22. Translate into English.

[ToGaunMoch BpaHili / 3a CHiJTaHKOM / Ha 3aHATTAX / o TpeTiit / 8 bepesns / B
cepeny / Bocenn / Ha koH(pepenii B 2008 porti / y kBiTHI / Ha yikeHn / Ha Pi3aBo /
4yepe3 MICSIIb.

Problem solving.

Assignment 23. Here are some personal traits that are mentioned in the text:
thoughtful, decisive, energetic, friendly, persuasive, prudent, risky, strict. Read
the sentences below and decide which of them are necessary in which situation.
Explain your decision,

1. One of your subordinates is very often late for work. You decide to have a
disciplinary interview with him.

2. At the meeting of the staff you propose an unusual solution to the problem
your organization is facing.

3. One of your subordinates has come up with a unique idea which may be
very effective if implemented.

4. Your department needs some reorganization. You are given the task of
planning it.

5. You are given two alternative plans for the reorganization of your
department. You have to decide which one to choose.

Discussion of the text.

1. Speak about the importance of management for business activity.

2. Speak about the reasons that have influenced your decision to major in
management.

11



Unit 2. Text: From the History of Management Ideas
Grammar: Expressing the Past Action
Assignment 1. Read and learn the following words.
actual — 1) cupapsxHiii, giicHHM, GaKTUYHHI, 2) CydaCHUMN, aKTyaIbHUA,
ancient — crapo/iaBHilii;
temple — xpam, 1iepkBa;
elaborate — neranbHO PO3pOOIICHUI, PETEIBHO MPOYMaHUIA;
to rule — xepyBaTH, NpaBUTH;
sophisticated — ckiamHui, BUITYKaHU;
significant — 3nauHMii, Ba)KIINBHIA,
significance — 3HaucHHS, BaXKJIMBICTb;
to accomplish — 3xiticHroBaTH, 3aBepITyBaTH, TOBOJUTH J0 KiHIIS;
approach — miaxin;
to lay the foundation — 3aknacTu 0CHOBY;
pre-classical — moxmacuunmii;
the principal pre-classical contributors — Bexyui BUeHi JOKJIACHYHOTO
nepiony;
to pioneer — iHiIiFOBaTH, POOWTH IIIOCH BIIEPILIEC/TICPIITHM;
to recognize — Bu3HaBaTH;
to outline — HakpecaUTH B 3arajbHUX pUCAX;
to call for — 3akimmkaru (Jio 4oroch);
principle — mpuHIMII, OCHOBA, 3aKOH;
to focus (on) — 3ocepemkyBaTrCh (Ha YOMYCH);
technique — metoa, MeToIMKa, CIIOCIO, BMIHHS,
behaviour (A.E. behavior) — nmoseminka;
behavioural (A.E. behavioral) — 6ixeiiBiopucTchkHii; TOH, IO CTOCYETHCS
MOBEIIHKHU;
quantitative — kibKiCHUH;
viewpoint — Touka 30py;
branch — ranyss, posranyxeHHS;
efficiency — npoayKTUBHICTb, PalliOHATBHICTD;
leadership — xepiBHHIITBO, yIIpaBIiHHSA, JTiACPCTBO;
motivation — MoTuBais;
subordinate — migmernmii;
Opposite — MPOTHUIICIKHHUIA
industrious — mparbOBUTHI, CTApAHHUIA,
to attempt — poOutu cripoOy, Hamaratucs;
to handle — 1) moBoauTHCk (3 YUUMOCH); 2) YIPABJISTH, PETYIIOBATH;
contemporary — cy4acHUH.
Assignment 2. Read and translate the following text.
From the History of Management Ideas
The actual practice of management goes back several thousand years. Ancient
history contains many examples of management in practice. Ancient Mesopotamia
was run with the help of temple corporations. The Egyptians built an elaborate
irrigation system and the famous pyramids. The Romans ruled their vast empire
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through a sophisticated legal system. Although these management achievements
were so significant that they are remembered today, they provided very limited
information about actual management methods with which they had been
accomplished.

A scientific approach to management grew out of the industrial revolution in
the early 1800s. The need to run factories more effectively laid the foundation for
the pre-classical period in management studies. Among the principal pre-classical
contributors we must mention are Robert Owen, Charles Babbage, and Henry
Towne. According to Robert Owen (1771-1858) improving working and living
conditions of workers would lead to a 50 to 100 per cent increase in productivity.
Charles Babbage (1792-1871) pioneered the idea of work specialization and
recognized that not only physical work but also mental work could be divided into
more specialized jobs. Henry Towne (1844-1924) outlined the importance of
management as a science and called for the development of management
principles. Pre-classical contributors to management focused on particular
techniques to solve specific problems. The ideas put forward in the pre-classical
period were further developed into broader principles and theories that made up the
major schools of management: classical, behavioural and quantitative.

The earliest of these was the classical viewpoint that had two major branches:
scientific management and classical organization theory. Scientific management
focused on improving efficiency and work methods for individual workers, while
classical organization theory was concerned with how organizations should be
structured and arranged for efficient operations and offered some basic
administrative principles.

The behavioural management school concentrated on the importance of
individual and group behaviour in organizations. It drew attention to
organizational members as human resources and pointed to the significance of such
factors as communication, motivation and leadership. Abraham Maslow, Douglas
MacGregor raised the problems of motivation and personality in an industrialized
society. The result of their studies was the formulation of two opposite approaches
of managers towards their subordinates: Theory X and Theory Y. Theory X is a
pessimistic view of managers that recognizes that workers dislike work and
responsibility, thus managers do not trust their subordinates and have to direct
everything. Theory Y, on the contrary, is an optimistic approach according to which
managers believe that workers enjoy work and are naturally industrious. Thus,
managers trust their subordinates and are team-oriented.

The quantitative management school and its two components, management
science and operations management, attempted to apply mathematical models to
decision making and problem solving. Quantitative techniques offered considerable
help in making decisions, producing goods and services and handling information
systems for management.

Classical, behavioural and quantitative approaches formed the basis of
contemporary management theory.
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Assignment 3. Answer the following questions.

1. What are the examples of significant management achievements in ancient
history?

2. Did ancient management practices provide sufficient information about
methods of management?

3. What historic event gave rise to a scientific approach to management?

4. Whom do we consider the principal pre-classical contributors to
management?

5. What were the contributions of the scientists in the pre-classical period?

6. In what way were the ideas of the pre-classical contributors further
developed?

7. What major schools of management do you know?

8. What problems were studied by the classical school of management?

9. What was the focus of the behavioural studies?

10. How do Theory X and Theory Y differ?

11. In what way did the quantitative approach apply mathematical models in
management?

Assignment 4. Pronounce correctly the letters in bold type:
[ei] — ancient, patient, eight, great, play, mail;

[kw] — quality, quantity, quarter, quick;

[K] — technique, cheque, unique.

Assignment 5. Translate into English.

dakTUYHE BUKOPHWCTAHHS YMPABIIHHSI; YIPABIIHCHKI JTOCATHEHHS; HaJlaBaTH
oy’ke oOMexeHy 1HGOpMaIlilo; METOAW VYOpaBIiHHSA; MOoTpeda y OuIbId
edeKTUBHOMY KepyBaHHI1 (haOpukamu; PO3MOJLI Tparlli; Creliaii3oBaHa poOoTa;
BHUCYBATHU 17I€10; KJIIACUYHUM MIJIX1]; KJIACMYHA TeOopis opraHizailii; sik moOyayBaT i
BIIOPSZIKYBATH OpraHi3alliio; 01XeMBOPUCTChKA MIKOJIa MEHEHKMEHTY; MPOTHIICKH]
MIIXOAM MEHEKEPIB JI0 CBOIX MIJICTNIMX; KUIBKICHI METOJW; YHIPaBJIsATH
1H(MOPMAIIHHOIO CUCTEMOIO.

Assignment 6. Translate into Ukrainian.

Scientific approach to management; a 50 to 100 per cent increase in
productivity; to focus on the particular techniques; physical/mental work; scientific
management; individual and group behaviour; the problem of motivation and
personality; to attempt to apply mathematical models; to offer considerable help; to
form the basis of something.

Assignment 7. Match and learn the synonyms.

A: to propose, to achieve, to lay the foundation, to focus, to point, particular,
actual, elaborate, considerable, technique, viewpoint,

B: to show, to concentrate, to offer, to accomplish, to form the basis, approach,
real, detailed, specific, method, significant.
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Assignment 8. Substitute the words in italics with their synonyms.

1. What approaches formed the basis of contemporary management? 2. She
pointed to our mistake and proposed using a more detailed technique. 3. He
concentrated his attention on the considerable improvement of the whole system. 4.
What particular problems did you face in real management practice? 5. He offered
an elaborate plan on how to achieve our goal.

Assignment 9. Match and learn the opposites.

A: particular, optimistic, sophisticated, physical, practice, remember,
accomplish, principal;

B: theory, forget, subordinate, usual, start, pessimistic, mental, simple.

Assignment 10. Prefix pre- means ‘before’ and is used to form words with the
additional meaning ‘preceding in time’ and is often translated as ,,10-”, ,,iepen-”,
,3asganerias”. A. Translate the following word combinations. B. Use them to
complete the sentences below.

A. Pre-capitalist economy, prehistoric times, pre-election promises, pre-packed
goods, prepaid order, preschool education, pre-set time, pre-war level of production.

B. 1. After being elected to the Parliament he kept ... 2. The best method of
payment for exporters that avoids any risk with orders is... 3. Feudalism is the
system of ... that was practiced in Western Europe from about the 9™ to the 15"
century. 4. Goods sold in the supermarkets are usually ... 5. As the country’s
economy was completely ruined by war, it was difficult to reach the... 6. The alarm
clock rang at a... 7. Kindergartens and nursery schools provide ... for children of 3
to 5 years of age. 8. In ... the earth was inhabited by millions of dinosaurs.

*Noun phrases. When we use two nouns together the first noun is like an
adjective to the second noun. The first noun is usually singular:
e.g. theory that relates to organizations — organization theory

Assignment 11. Make two noun phrases from the nouns in each group.
Translate them into Ukrainian.

1) card store credit department credit card .....

2) specialization system information work

3) features costs production product

4) principles increase management productivity

5) system making decision irrigation

6) management corporations methods business

7) solving techniques operation problem

8) behaviour management group science

Assignment 12. Match the proper noun phrase from Assignment 11 with its
explanation:

1) means of payment that is currently used instead of cash —

2) division of work into more specialized jobs —
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3) growth in productivity —

4) general laws and rules of management —

5) thinking about and coming to a decision —

6) special ways of doing something that are applied in management —
7) finding the answer to a problem —

8) manners, ways of behaving typical for a group of people —

Assignment 13. Insert the proper prepositions:
on (2), to (2), of (3), into (1), for (1), out (1)

1. Contemporary management theory grew ... ... the practical and theoretical
achievements ... the past. 2. Why did you decide to concentrate... this problem? 3.
The industrial revolution drew particular attention ... large-scale production. 4.
According ... Charles Babbage mental work could be divided ... more specialized
jobs. 5. He focused our attention ... the working conditions and productivity
increase. 6. Scientists ... the 19" century called ... developing particular
management techniques.

Grammar: Expressing the Past Action (p.). Reported Speech (p.)

Assignment 14. Choose the correct form of the verb, paying attention to time
expressions.

1. | saw/have seen him a few days ago — he looked/has looked so happy! 2.
Mary worked/has worked here since last autumn. 3. Before yesterday’s meeting
Peter looked/has looked for his papers everywhere but couldn’t find them. Has
anybody seen/did anybody see them? 4. When we spoke/have spoken to her last
time she proposed/has proposed a very unusual solution to our problem. Have you
examined/ did you examine it yet? 5. Today was/has been a really busy day — and
it’s only lunchtime! 6. When did they disclose/have they disclosed this information?
It was/ has been a top secret for years! 7. | called/have called on you last Friday but
you weren’t/ haven’t been at home. Where did you go/ have you gone? 8. In his
previous report our sales manager drew/has drawn our attention to our competitors’
strange behaviour. Now the things cleared/have cleared up — they decided/have
decided to leave this market. 9. She sent/has sent them our offer two weeks ago and
didn’t get/ hasn’t got any reply yet. 10. We’re enjoying our stay here. So far we
made/have made a lot of useful contacts.

Assignment 15. Use the words in brackets in either the past simple or past
continuous.

1. Jack (explain) a new technique when Peter (interrupt) him. 2. To reach the
result quicker we (decide) to divide our task: I (collect) information while Gill
(analyze) it. 3. Everybody (wait) in the lecture room when the professor (enter) and
(apologize) for being late. 4. While she (introduce) a new employee she (draw) our
attention to his excellent qualification. 5. We (discuss) the structure of the company
when he (offer) a radical reorganization. 6. While he (look for) a new job he (apply)
to several job agencies. 7. She (arrange) the seats for the meeting of the
shareholders while her colleague (check) the list of the participants. 8. When the
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ancient Romans (rule) their vast empire they (develop) a sophisticated legal system
which (lay) the basis for contemporary legislation.

Assignment 16. Complete the dialogue with either the past simple or past
perfect form of the verb in brackets.
Jane: Hi, Ann. I (hear) that you (attend) a course in management in the
summer school of economics. (Be) it useful?
Ann: | (not regret) a minute | (spend) there. The course (be focused) on
behavioural management and (concentrate) on conflict situations
in groups. They (invite) a famous professor from the London School of
Economics as a guest lecturer. His assistants (conduct) practical
lessons after we (hear) the lecture course. English (be) the working
language. I (have) a good chance to practice it.
Jane: What you (do) during the practical lessons?
Ann: We (be given) the opportunity to solve some real life problems that we
(learn)
about in the lecture course. After we (study) the essence of each
conflict, we (discuss) different ways out. Each student (propose) his
or her idea and (defend) it. Our task (be) to criticize the weak points
if any. After we (examine) thoroughly all proposals, the best one
(be selected). It (be) a really valuable experience for me.
Jane: Lucky you!

*Time expressions.

For and since are used to talk about something continuing up to a particular
moment of time. We use for to talk about the period of time and since to say when
it started.

e.g. | had been working in personnel department for 3 years since January

1998 and then moved to sales department.

Ago means ‘before present’ and is used with past simple.

Before (that) / previously refers to a time before another time.

e.g. | started my career 5 years ago. Before that/ Previously | studied

management at the University.

After is usually followed by an object.

e.g. He asked me to stay after the meeting to exchange our opinions.

During is a preposition and is used before a noun phrase.

While is a linking word and is used before a clause.

e.g. | got interested in this problem during my stay at the University.

| got interested in this problem while | was staying at the University.

By means ‘on or before’ a certain period of time and accompanies Perfect
tenses.

Until means ‘up to’ a certain period of time and is usually used with Simple or
Continuous tenses.

e.g. | had finished my report by ten yesterday.

| was writing my report until ten yesterday.
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Assignment 17. Put the verbs in brackets in the proper past tense and
complete the sentences with one of these time expressions: for, since, while, ago,
during, after, before.

I (graduate) from the University in Odessa three years ... . | (be) at the
University ... about 5 years. ... graduation I (work) ... some time as an accountant
in a trade firm. I (look for) a job ... I (be) in my last year at the University but it
(be) not easy to find any in my field. Well, ... a five-month search | (agree) to take
a position as an accountant though at the university | (major) in international
management. ... | (work) as an accountant I (keep) sending my CV to different job
agencies. ... my ‘accountant’ period | (gain) work experience, (learn) a lot of
techniques for financial analysis and (acquire) important skills. Nevertheless my
goal (remain) the same — a job with an international company, the dream | (dream)
... I (Ieave) school. I (go) to a lot of job interviews ... eventually I (find) the job I
(like). ... that time I (get) enough experience in the financial sphere and (be offered)
a position in the credit department of a big international bank.

Assignment 18. Make the following sentences passive, leaving out the doer of
the action where possible.

1. Charles Babbage pioneered the idea of mental work specialization. 2.
Classical organization theory offered some basic administrative principles. 3. At
that time Robert Owen was studying working conditions in the textile industry. 4. In
the late 1960s they were developing the basic approach to the problem of conflicts
within an organization. 5. The behavioural viewpoint emphasized the importance of
organizational members as human resources. 6. By that time Fayol had already
outlined the major managerial activities. 7. They had proposed this pioneer idea by
the early 1970s. 8. Henry Towne realized the importance of good business skills in
running a company. 9. Charles Babbage had built the first practical mechanical
calculator long before the invention of the modern computer. 10. They had
improved work methods and then gained the efficiency increase.

Assignment 19. Rewrite each sentence in Reported Speech.

1. Steve said, “Be more attentive. You are always making the same mistake”.
2. Kate asked me, “How long have you been working for this company?” 3. He
reminded me, “Don’t forget to do it!” 4. The lecturer said, “The ancient Egyptians
built an elaborate irrigation system”. 5. They asked me at the interview, “Do you
speak English fluently?” 6. She proposed, “Let’s meet again in a month”. 7. He
said, “They have never been to the London Stock Exchange before”. 8. She said, “I
was studying management science at the University”. 9. The head of the department
told us, “This conference is the proper occasion to make some useful business
contacts”. 10. Chris said, “I haven’t seen my boss yet. I was told that he was
inspecting our foreign subsidiaries”.

Assignment 20. Translate into English.
1. S 3mHaB, mo BIH pO3poOJILse MaTeMaTUYHy MOJENb 1€l cutryarii. 2.
Broponosx [eKUIBKOX POKIB BOHM TMPUBEPTAIH YBary CYCHUIbCTBA [0 IT€l
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npobinemu. 3.  PecTpykTypu3zaiis MOIANPUEMCTBA TOpHU3BENIa O  POCTY
npoaykTuBHOCTI npatti. 4. P.Oyen, Y. be6ixk, I'. TayH 3akianud OCHOBU KJIACUYHOL
IIKOJIM MeHEeKMEeHTY. S. IIpe3suaeHT HakpecnuB B 3arajlbHUX pHCax OCHOBHI
HanpsSIMKH PO3BUTKY Hamioi kommadii. 6. Mwu [doBiganuch, IO Bamia Tpyma
IpaloBaia HaJ MOKPAIIaHHsIM METOJIiB KEPIBHUIITBA 1 JOCATIIA B I[bOMY 3HAUYHUX
ycmixiB. 7. BOHM 3ampomoHyBajdu 30CEpEIUTHCh Ha Ppo3poOIll  ePEeKTHUBHOI
iH(opMalliitHOT cucTeMu ynpasiiiHHs. 8. MU HE 3MOIUIM JOIIOMOTITH iM B IPUHHSTTI
MPaBUJILHOTO PIIICHHSI, OCKUTHPKA BOHHM HAJalK JTy>Ke OOMExeHYy iHhOpMaIlio mpo
peasibHe CTAaHOBHUIIE Ha M1AIPUEMCTBI.

Assignment 21. Retell the jokes in Reported Speech.
1. Pam: Hasn’t Harvey ever married?
Beryl: No, and I don’t think he intends to, because he’s studying for a
bachelor’s degree.
2. — Our economics professor talks to himself. Does yours?
— Yes, but he doesn’t realize it — he thinks we’re listening.

Problem solving.

Assignment 21. 1.Using the table characterize major contributions to the
evolution of management thought.

2. What names should we mention under the heading “many” concerning the
19" century?

3. Complete the table with some information concerning the first half of the
20" century.

Approximate dates Source Major contribution
5000 B.C. Sumerians Used written records to assist
operation of governments and commerce
4000-2000 B.C. Egyptians Organized efforts of 100,000 people
for constructing pyramids
2000-1700 B.C. Babylonians Code of Hammurabi set standards for
wages, obligations of parties, and penalties
300B.C.-300A.D. Romans Ran  empire using  effective
communication and centralized control
1300 Venetians Established legal framework for
commerce
1500 Machiavelli Developed guidelines for use of
personal power
1776 Adam Smith Used division of labour as a key to
private enterprise
19™ century Many Employed various management
techniques in the formation of productive
large-scale enterprises
20" century, ? ?
I* half
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Discussion of the text.

1. Speak about the ancient management practices.

2. Describe the pre-classical contributions to management.

3. Characterize the three major management schools of the first half of the 20"
century and their branches.

Unit 3. Text: Contemporary Management Theory
Grammar: Expressing the Future Action.

Assignment 1. Read and learn the following words and word combinations.

prescription — npumic, pekoMeHaIis;

to apply (to) — crocyBatuce; 3actocoByBaTH(Ch);

current — cyyacHuii;

according to — y BixmoBigHOCTI J10; accordingly — BiamoBiaHO;

contingency — BUMaIKOBICTh; BUIA0K; HerepeadaueHa 00CTaBUHa,

environment — oTo4yro4e cepeIOBHIIIE;

feedback — 3BopoTHiii 3B’530K;

to provide (with) — 3a0e3neuyBatu;

interaction — B3aemois;

critical — BaxxuBHii; 3HAUYIIMIT, BKpai HEOOXITHMI;, KPUTHIHHI;

to monitor — KOHTPOJIOBATH, TIEPEBIPITH; BIJCIIIKOBYBATH;

to maintain — 30epiratu; maTPUMyBaTH;

to improve — nmokpariyBaTH, BIOCKOHAIIOBATH,

to confront (with) — ctukarucs, 3ycTpidaTucs; IPOTHCTOSTH;

to respond (to) — BiamoBigaTH, BIATYKyBaTHCh, pearyBaTH;

response — BiAMOBI/Ib, pEaKIlis, BIATYK;

to vary — 3MiHroBaTH(Ch); BiIpi3HATH(Ch); BapilOBaTH;

to advise — pagutu;

unique — yHikaJbHUN, 0COOMBHUI;

circumstance — o6cTaBuHa, YMOBA,;

practice — mpakTHKa, 3aCTOCYBaHHS;, BCTAHOBJICHUI TIOPSIIOK, TisSTbHICTS;

to practice — 3acTrocoByBaTH, IPAKTUKYBATH;

to suggest — nmpornonyBatu, paauTH;

to gain — orpuMyBaTH, A0CATATH, 3100yBaTH;

perspective — nepcriekTuBa, norisiy (Ha MaiOyTHE).

Assignment 2. Read and translate the following text.

Contemporary Management Theory
Modern approaches to management recognize that prescriptions of the
classical, behavioural, and quantitative schools do not apply universally to every
situation. Instead, current approaches recognize a need for managers to know what
will work best in any given situation. The major components of contemporary
management theory include systems theory, contingency theory, and Theory Z.
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Systems theory is an approach to understanding how organizations function
and operate. According to systems theory any organization is an open system that
receives from the environment the four kinds of inputs, or resources: human
resources, physical resources, financial resources, and informational resources.
These various resources are transformed into product or service outputs, which are
returned to the environment for consumption. Finally, feedback from the
environment provides the organization with information about how well its
products or services are being received. Thus, the interaction with the environment
is a critical element for the manager. It is the manager’s job to monitor the
feedback from the environment and help the organization to maintain or improve
its productivity.

Contingency theory suggests that there is no “one best way” to manage. When
a manager is confronted with a problem or situation, he or she must examine
several potential solutions or actions, or contingencies, not just “one best way” to
respond to the situation. As environmental demands, technological factors, and
work-group characteristics vary, managers’ actions will vary accordingly, from
one situation to the next. What is a good managerial solution for one situation may
be a poor one for another. The contingency theory advises managers to carefully
analyze the unique characteristics of situation and choose responses that best work
in each circumstance.

In the early 1980s a great deal of attention was given to the success of
Japanese organizations and the difference between American and Japanese
management practices. It was suggested that companies which would apply the
strengths of both the American and Japanese models in their business practices
would gain success in competition. This approach is known as Theory Z.

New perspectives on management are successfully being developed now and
provide useful methods and approaches that managers should understand.

Assignment 3. Answer the following questions.

1. Do prescriptions of the classical, behavioural or quantitative schools apply
to every situation in contemporary management practice?

2. What are the main components of contemporary management theory?

3. How is any organization viewed according to systems theory?

4. What is the essence of the interaction between the organization and its
environment?

5. What information do managers gain from feedback?

6. What responsibilities do managers have according to systems theory?

7. How does contingency theory treat any situation?

8. What responsibilities do managers have according to contingency theory?

9. Do American and Japanese management practices differ?

10. What responsibilities do managers have according to Theory Z?

Assignment 4. Practice the stress in the following words.
1) critical, ménitor, current, féedback, vary, circumstance;
2) provide, confront, suggést, respénd, maintdin, succéss.
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Assignment 5. Translate into English.

CyuyacHi niaxoau A0 YIpaBIiHHS, B OyIb-aKil TaHIN CUTYyaIlil; TEOPisS CUCTEM;
Teopis HemnependadyeHUX OOCTAaBUH; MPOAYKIliSA y BUIVISIAL TOBapy abo0 MOCIYTH; B
pelITi pemT; 0COOJMBI XapaKTEePUCTUKU CHUTYAIlll; TOCATTH YCIIXY Yy KOHKYPEHIII;
HOBI MOTJISIIM HA MEHEPKMEHT; €IMHAN HalKpamui crocio.

Assignment 6. Translate into Ukrainian.

Universally; to work best; an open system; feedback from the environment;
critical element; to maintain and improve productivity; several potential solutions;
work-group characteristics; manager’s actions vary accordingly; the strengths of
both models; useful methods and approaches.

Assignment 7. Match and learn the synonyms.
A: apply, current, critical, response, input, confront, vary, analyze, monitor;
B: resource, answer, examine, check, differ, use, modern, face, important.

Assignment 8. Paraphrase the following using the synonyms from Assignment
7.

1. Do you use any modern management theory in your everyday work? 2. If
you face the problem, examine the situation and choose the best answer. 3.
Economics deals with the rational use of resources in the production of output. 4.
His decision is important for the solution of this problem. 5. Systems theory
suggests that managers check the feedback from the environment. 6. Managers’
decisions differ according to the situation.

Assignment 9. Match and learn the opposites.
A: useful, gain, careful, universal, understand, good, input, open;
B: unique, poor, closed, useless, output, lose, careless, misunderstand.

Assignment 10.Correct the following sentences so that they make sense.

1. At practical lessons students lose a lot of useless work experience. 2. He was
careful at his calculations and got poor results. 3. We were very attentive while the
teacher was explaining the problem and misunderstood the assignment well. 4.
Systems theory treats every organization as a closed system that interacts with the
environment. 5. Resources that go into the production of goods and services are
often called outputs. 6. Every person has universal characteristics that make him or
her different from others.

Assignment 11. Insert the proper prepositions.

1. If you’re confronted ... the problem, always think ... several possible
solutions ... it. 2. Resources that we receive ... the environment are transformed ...
products or services which are returned ... the environment ... consumption. 3. Is
there any difference ... American and Japanese management practices? 4.
According ... systems theory the interaction ... the environment is a critical element
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.. a manager. 5. This management consulting firm focuses ... applying modern
approaches ... business practices.

Assignment 12. Match the word with its explanation and examples. Translate
the examples. Learn this set of related words.

Compete (v) person, firm, product etc. that competes; e.g. aggressive - ,
domestic -, foreign - ;

competing (pr.p.) contest, meeting at which skill, knowledge, quality,
special features etc. are tested; e.g. price - , market - ;

competition (n) to take part in a race, contest, examination etc; e.g. - with
other countries in trade, - for a share in the market;

competitor (n) such that has real or specific benefits in relation to others
of the same type; - price, - product, - quality;

competitive (adj) such that is taking part in a competition; e.g. -brand, -
firm, -product.

Assignment 13. Complete the following sentences with a proper word from
Assignment 12.

1. These two firms ... for leadership in the domestic market. 2. The main ... in
a particular industry are called key players. 3. ... in this very profitable market is
very intense. 4. It is very difficult to choose among a variety of ... products with
similar features. 5. We offer our product at a ... price. 6. We hope that our product
will win in this tough ... .

Assignment 14. Cross out one word in each group that does not make a
compound noun with the first word in bold type. Translate the compound nouns.
Explain their meaning as shown in the model:

Model  product manager —a manager responsible for making products

Market allocation/ leader/ war/ share

Management science/ methods/ theory/ demand

Product manager/ shop/ range/ features

Price supply/ list/ rise/ competition

Work  group/ place/ approach/ force

Assignment 15. Translate into English.

1. 3acTocyBaHHsS cy4acHOi TeOpii MEHEIKMEHTY JOMOMara€ OpraHi3allisM
JOCSITTU yCHIXY Y KOHKYpPEHTHIH 00poThOi. 2. SIKe pillleHHs CIpaIlioe SKHAKpalie
3a gaHux ymoB? 3. byap-sika opraHizaiisi po3ryiilacThCs SIK ,,BIIKpUTA CHCTEMa’,
mo Oepe pecypcu 3 OTOYYIOUOTO CEpEOBUINA 1 MOBEPTAE CBOIO MPOAYKIIIO B
otouytoue cepenoBuile. 4. ICHye BIIMIHHICTh MI’)K aMEPUKAHCHKOIO Ta STOHCHKOIO
MOJIEISIMUA  yNIpaBIiHHA. 5. 3aBIaHHSIM MEHEKEepa € BIJICIIIKOBYBaTH PEAKIIIIO
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OTOYYIOUOTO CEpPelOBHINA Ha OTpUMaHy mpoaykiito. 6. Jlii MeHemxepa
3MIHIOIOTBCSl B 3aJI)KHOCT1 BiJI YHIKQJIbHUX XapaKTepUCTUK cuTyarii. 7. CydacHa
TEOpiss MEHEPKMEHTY YCITIIHO PO3BMBA€ HOBI METOAM 1 MiAXOAU A0 YNPaBIiHHSI
opranizarisiMu. 8. B3aemofis 3 0TOUYIOUMM CEPEIOBUIIEM € OTHIEI0 3 HAMOIIBII
BaXJIMBHX CKJIQIOBUX POOOTH MEHEKepa.

Grammar: Expressing the Future Action (p.)

Assignment 16. Match sentences 1-10 with their uses a )- f).

a) a future fact;

b) an opinion about the future;

C) an instant decision;

d) a prediction about the future with evidence in the present situation;

e) a future plan or action;

f) a future arrangement or appointment.

1. They are going to present a new marketing strategy at the meeting on
Monday. 2. | hope that he will choose the best solution for this very delicate
problem. 3. If we apply this technology our products will become more competitive.
4. Have you read the latest report? Our company is going to expand. 5. Our work-
group is starting a new project next month. 6. In the future more people will work
from their home. 7. Don’t worry about your camera. [ will repair it the first thing
tomorrow. 8. After lunch we are meeting in the conference hall to discuss this
situation. 9. Thank you for this information. | will examine it right now. 10. Look at
these prices! The market is going to collapse.

Assignment 17. Complete the dialogue by referring the verbs in brackets to
the future (active or passive). Choose either will, going to or the present
continuous.

A.: Please, Natalie, come in. I’d like to listen to your proposals concerning
your new assignment.

N.: Well, as far as | know, our work-group (monitor) the customers’ responses
to our new product. As a group manager, | (organize) the study of the feedback
from the public on our advertising campaign. | think our team (include) the
representatives of various departments: marketing, sales, advertising and
production. This (help) us to receive the most reliable and complete information on
the subject.

A.. Good. How you (organize) the work of your team?

N.: I think we (visit) all major locations in the city where our product is being
sold. Each member of the group (give) an individual task. | have already formulated
our main goals and | (present) them at the group meeting on Wednesday. We (meet)
at 10 am at my office. 1 hope we (discuss) the tasks and, if necessary, they
(improve). Only then I (be ready) to talk to you on the schedule of our work.

A.: OK. But don’t make it long. I (look forward) to our next meeting.
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Assignment 18. Complete the sentences matching 1-7 with an ending a)-g).

1. I’ll ask the deputy director to a) they open a new branch.
examine these documents before

2. They won’t order our products b) her staff provide her with more
unless information.

3. He’ll continue to work on this c) the meeting of the Board starts.
project provided

4.The director will see Mr. Brown d) you analyze all contingencies.
before

5. She won’t complete her report e) we offer a competitive price.
until

6. The company will hire more f) he is given complete authority.
personnel as soon as

7.You won’t find the best solution g) he leaves on Dbusiness to
unless Glasgow.

Assignment 19. Use the verb in brackets in the proper tense to refer the action
to the future.

1. At our next meeting we (discuss) your proposals. 2. This time tomorrow |
(present) my project to the customer. 3. By the time he (come) they (finish) all
calculations. 4. We hope that our next year (be) more profitable. 5. They are very
busy with this new project. They (work) on it for a month next Monday. 6. The head
manager (see) you in an hour. 7. All next month he (study) the management
approaches practiced at this company. 8. This new method (allow) us to increase
productivity. 9. We (gain) some reliable results by the time the experiment (finish).
10. If the price (fall) the company (confront) with a very difficult situation.

Assignment 20. Make the following sentences passive leaving out the doer of
the action.

1. We shall apply a new strategy in our business practice. 2. They will have
received this information by next Tuesday. 3. With such equipment they will
transform resources into product without wastes. 4. In her report she will examine
several potential solutions to the problem. 5. We shall give a great deal of attention
to monitoring the feedback from the consumers. 6. They will use all possible
information resources to advertise their new product. 7. He will organize a work-
group to analyze the situation in the market. 8. By this time next month she will
have suggested a detailed plan for the restructuring of our organization.

Assignment 21. Rewrite the following sentences in Reported Speech.

1. He said, “Next month they will install computers in all departments”. 2. She
proposed, “Our work-group will study the characteristics of this model”. 3. They
declared, “These innovative ideas will help us to gain success in competition”. 4.
He insisted, “Our builders will have finished the construction by this date”. 5. She
warned us, “You will lose the customers unless you improve the quality of your
services”. 6. He asked, “Will this strategy work best?” 7. She asked them, “Who
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will be responsible for this project?” 8. He said to them, “If you don’t deliver these
goods in time we won’t place our next order with your firm”.

Reading for Class Discussion.

Assignment 22. Read the text below. 1. Get ready to speak about the
programme of management and business education in the USA and in Europe. 2.
Find information on how to enroll in an MBA programme in Ukraine.

Business Schools in Europe.

Management and business education are not new. However, educational
programmes in management and business outside the United States are relatively
new. Managers from all over the world are now able to receive business education
in a variety of locations, including the former Soviet Union republics, and the
European institutions that have emerged have become highly regarded. In response,
business education in the United States has also become more global in nature.

The oldest programme in Europe is IMI, the International Management
Institute, in Geneva, Switzerland, which was founded in 1946. In 1957, Nestle
founded the International Management Development Institute, IMEDE, in
Lausanne, Switzerland. Then came IESE, the Instituto de Estudios Superiores de la
Empresa, in Barcelona, Spain, and INSEAD, the Institut Europeen d’ Administration
des Affaires, in Fontainebleau, France. The newest is probably the London Business
School, which was begun in 1965.

INSEAD is arguably the most prestigious of these institutions, and its
graduates work in countries throughout the world. Graduates of most of the other
programmes tend to work in their native countries.

These programmes are all designed for those who have already completed a
baccalaureate education, and many of them are clearly patterned after the M.B.A.
(Master of Business Administration) degree that is dominant in the United States.
The typical programme takes anywhere from nine months to two years to complete.

American business schools are also providing a more global perspective for
their graduates. New courses in international fields are being offered, and nearly all
basic courses now have a section on international, multinational, and/or global
business activity. Innovative approaches to develop a better understanding of
various cultures require that graduates speak a foreign language.

Discussion of the text.

1. Characterize the major components of contemporary management theory.

2. Within what school of management were theories X, Y, and Z developed?
What view on management do they express?
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Module 2. Kinds of Managers
Unit 4. Text: Levels of Management
Grammar: Modal Verbs: General Characteristics
Assignment 1. Read and learn the following words and phrases.
division of labour — po3mnozin mparii;
COMmMON PUrpose — crijbHa MeTa; it IS COMMON — 3arajJpbHONPUHHSTO;
component — ckJiajioBa YaCTHHA, KOMIIOHCHT;
hierarchy — iepapxis, mianopsaKyBaHHS;
authority — Bmaga, moBHOBa)KEeHHS,
formal authority — odimiiine/hopmanbHe TOBHOBaKEHHST,
to authorize — HagaBaTi MOBHOBAKEHHS, JO3BOJISATH;
to assign — maBaTu, fopydatH (3aBIaHHsI, pOOOTY);
to fit (together) — nmpucrocoByBaTH, mpunacoByBatu (OHE JI0 OHOTO);
coordination — y3roKeHHs, KOOPIUHAIIIS;
to coordinate — y3romkyBaTH, KOOPAUHYBATH;
command — Haka3; Bi1ajga; to command — BiaBaTH HaKas3u;
chain of command — cybopauHaris, TiATOPSAKYBaHHS,
span of control — oGcsr MOBHOBaKEHb;
to arrange — po3raimoByBaTH (B IIE€BHIM MOCTIOBHOCTI);
top manager — kepiBHUK HaWBHIIOI JJaHKK; SYN. SeNiOr manager;
middle manager — kepiBHHUK cepeIHbOI JTaHKH;
first-line manager — kepiBHUK HIKUYOT JIJAaHKH; SyN. JUNiOr manager;
job title — na3Ba nmpodecii;
officer — ciry>x60Berb, mocamoBa ocoda; syn. official;
chief executive officer (CEQO) — ronoBH#uit BAKOHaBUHI JUPEKTOP;
chief operating officer (COQ) — ronoBHu#t onepamiiHuii TUPEKTOP;
policy — kypc, moJiTrKa, JiHisl MOBeaiHKK; Operating ~ moTo4Hui Kypc;
external — 30BHiIIHIH;
labour leader — kepiBHuK TipodeciiiHol CITiIKY;
executive — KkepiBHHK, aJMiHICTPATOP;
plant manager — kepiBHHK MiIIPUEMCTBA;
division manager — kepiBHUK BiIiTy/IiAIOPSAKOBAHOIO MiAIPUEMCTBA,;
operating manager — IupeKTop-po3MOPSIHHUK;
to implement — BrimoBaTH (MOJITHKY), 311ICHIOBATH, BUKOHYBATH;
to report (to) — 3BityBaTH (mepen);
to SUpervise — KOHTPOJIIOBATH, HATJIAIATH, KEPYBATH,
SUPervisor — iHCIEKTop, KOHTPOJIEP;
operating employee — npariBHHUK, pOOITHUK;
unit head — kepiBHUK MiAPO3ALTY;
foreman — maiictep, 6puraaup, mpopa0;
direction — po3nopsiKeHHS, TUPCKTHBRA,
on a day-to-day basis — Ha moBcsIKICHHI# OCHOBI, IIOEHHO

Assignment 2. Read and translate the following text.
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Levels of management

Managers work in organizations. But what is an organization? Formally
defined, an organization is a collection of people working together with a division
of labour to achieve a common purpose. Organizations involve three
components: a common purpose, a division of labour, and a hierarchy of
authority.

The purpose of an organization is to produce a good or service. Any
organization is an open system: it transforms resource inputs taken from its
environment into product or service outputs that are returned to the environment for
consumption. The final good or service produced through the resource-
transformation process represents the organization’s purpose. The organization’s
purpose is achieved by breaking the resource-transformation process, or work, into
smaller components and assigning them as individual or group tasks designed to fit
together. This is called the division of labour. The division of labour must be
coordinated if organizations are to achieve success. Managers are responsible for
coordinating the division of labour through formal authority, that is the right to
‘command’ other persons.

When many managerial positions exist in one organization, they also require
coordination. This is accomplished by giving some managers formal authority over
other managers. The result is a hierarchy of authority in which work positions are
arranged in order of increasing formal authority.

It is common to classify managers according to level in an organization’s
hierarchy of authority into top managers, middle managers, and first-line
managers.

Top managers are those at the upper level of the organization. Job titles
common to the highest level of management include chief executive officer (CEO),
chief operating officer (COO), president, and vice-president. Top managers set the
organizational goals and determine strategy and operating policies. They also
represent the organization to the external environment, working with the
government officials, labour leaders, and executives in other organizations.

Middle managers make up the second level in the organization’s hierarchy of
authority. They include such titles and positions as plant manager, division
manager, and operating manager. These people implement the strategies and
policies set by top management, report to the managers at the top level, and
coordinate the work of first-line managers.

First-line managers are those who supervise operating employees. They are
called supervisors, department managers, unit heads, team leaders, and foremen.
These are the people to whom operating employees report. First-line managers
implement the plans and directions of middle and top management on a day-to-
day basis. Most people enter management at the supervisory level and, if
successful, move to higher levels in the hierarchy.

Assignment 3. Answer the following questions.
1. What is a formal definition of an organization?
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2. What ingredients do organizations involve?

3. What is an organization’s purpose and how is it represented?

4. In what way is an organization’s purpose achieved?

5. Why must managers coordinate the division of labour?

6. In what way do managers coordinate the division of labour?

7. Can you explain a hierarchy of authority?

8. What are the three levels of management in an organization’s hierarchy of
authority?

9. What job titles are common among top managers/ middle managers/ first-
line managers?

10. What are the duties and responsibilities of top managers/ middle
managers/first-line managers?

Assignment 4. Read aloud and group these words according to their stress
pattern: @0 (first syllable stressed), oe (second syllable stressed).

Supervisor, executive, environment, purpose, official, labour, authority,
officer, assign, hierarchy.

Assignment 5. Translate into Ukrainian.

Formally defined; a collection of people working together; by breaking the
process into smaller components; managerial positions; work positions are arranged
in order; level in a hierarchy of authority; to determine strategy and operating
policies; to enter management at the supervisory level; it is common (to do
something).

Assignment 6. Translate into English.

Jlocsrtu cniibHOI METH; KIHIIEBUH TOBap a00 MOCIyTa; MPOIeC MePEeTBOPECHHS
pecypciB; CIUIAaHOBAaHHMM TaKUM YHUHOM, 00 TOYHO MPHUIIACOBYBATUCH OJUH JO
OJIHOTO; 3aBJaHHS [JIi OJHIET ocoOum abo rpymnu; 3pocTatodl  odiriiHi
MOBHOBAXEHHS; BU3HAYATH METY OpTaHi3allli; MPEeACTaBISTH OpraHi3alliio mepes
YPSLIOBUMH CITY>KOOBIISIMH; 3BITYBAaTU TI€PEJ BUIIIUM KEPIBHUIITBOM.

Assignment 7. Match and learn the synonyms.

A: authority, purpose, executive, to achieve, to implement, to determine, to fit
together, to supervise;

B: senior officer, goal, to fulfill, to define, to control, to match, responsibility,
to accomplish.

Assignment 8. Match and learn the opposites.
A: to report, to enter, to increase, to break, external, senior, success;
B: failure, junior, to make up, to decrease, to leave, to command, internal.

Assignment 9. Complete the sentences with the words from the text. The first
letter is given.
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1. He e__ management at the age of 23 and was given complete a___ from
the very start. 2. Middle managers r___ to top managers and c__ first-line
managers. 3. What f ___ authority goes with this job t  ? 4. Top management
determine s and operating p___, while lower | of managementi___ them on
the day-to-day b . 5. Ina h___ of authority the span of ¢ increases from the
bottom to the top of theo .

Assignment 10. Complete the table with the forms of the related words.

noun verb noun verb
authority implementation

assign divide
coordination transformation

execute collect
arrangement classification

Assignment 11. The diagram shows who controls a public limited company.
Use the terms below to complete it. Write 3 sentences to explain the diagram.
board of directors managers  shareholders

A (owners of the company)
B ! (responsible to the shareholders)
C ! (appointed by the board to run the company)

Assignment 12. Match each of the job titles to the correct definition.

director; executive director; non-executive director; board of directors

a) a company director with a seat on the board who is also a salaried employee
of the company, and actively involved in the running of the company.

b) a director with a seat on the board who is not a working employee of the
company, sometimes brought onto the board for his or her specialist knowledge. He
or she takes no part in the running of the company.

¢) the management committee of a limited company, the members of which are
appointed by the shareholders whose interests they represent. They meet under the
direction of the company chairman to decide on major policy matters and appoint
key managers.

d) a person who is appointed an elected officer of the company at the annual
general meeting (AGM) and manages the company on behalf of the shareholders.
He or she acts by resolutions made at meetings of the board.

Assignment 13. Which of the following people are likely to be on the board of
directors of a company?

a) company secretary c) CEO e) executive directors

b) non-executive directors d) managers f) members of staff

Assignment 14. Follow the model to paraphrase the word combinations given
below into word partnerships (compound nouns).
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Model title concerning a job — job title
1) manager of a plant/division/department —
2) leader of the labour (union) —

3) official working for the government —

4) output in the form of service/product —
5) process of transformation of resources —
6) assigning the tasks for the group —

7) hierarchy of the positions at work —

8) coordination of the division of labour —
9) process of making decisions —

10) costs of the production of goods —

Assignment 15. On the basis of the text write definitions for the following
terms.

Organization, common purpose of an organization, division of labour,
hierarchy of authority

Assignment 16. Translate into English.

1. Mera Oyab-sikoi opraHizailii — BUpPOOJSATH TOBapu uM mociyru. 2. Paga
JUPEKTOPIB KOMITIaH1i MpU3HAYMIIa HOBOI'O BUKOHABUOTO aupekTopa. 3. I'onoBHMIA
BUKOHABYMM JUPEKTOp KEpye KOMIAHIE BiJ I1IMEHl akuioHepiB. 4. Buie
KEpIBHUIITBO BH3HAYa€ METY, CTPATEril0 Ta IMOTOYHY MOJITUKY oOpraHizamii. 5.
MeHemxepy cepeHbOi JaHKW BTUTIOIOTH PIIIEHHS BHUIIOTO KEpIBHUIITBA Ta
KOOPJIMHYIOTh JISJIbHICTh MEHEJDKEPIB HUKYOI JaHKU. 6. Ha mopiuHux 3araibHuX
300pax paja AUPEKTOpPIB 3BITyE Tepe] akilioHepamu. 7. Mailictep MOAECHHO
Harjsgae 3a poOoTOr mpamiBHUKIB. 8. O@imiiiHi MOBHOBaXEHHS — 1€ IPaBo
Bl/IITaBaTH HAKa3H 1HIIIUM 0CO0aM.

Grammar: Modal Verbs: General Characteristics (p.)

Assignment 17. Underline the correct variant.

1. | can come/can to come to the meeting of the board of directors next week.
2. She could to speak/could speak English quite well when she was at school. 3. He
must to help/must help me with this work. 4. You should attend/should to attend the
seminar on Tuesday. 5. We ought to explain/ought explain our decision to the
shareholders. 6. Now the secretary may copy/may to copy the resolution of the
meeting and send/to send it to all departments.

Assignment 18. Write questions for the following sentences beginning with the
word in brackets.

1. She can help you to draw the organigram (Whom?) 2. They should study all
the documents before coming to any conclusion (What?) 3. | must speak to Mr.
Black as soon as possible (When?) 4. She could deal with most challenging
problems (What?) 5. You may take your guests to the laboratory room (Where?) 6.
He ought to speak to the managing director (Who?)
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Assignment 19. Use shortened negative form (where possible) of the modal
verb in brackets.

1. I — (could) come to the meeting yesterday. 2. You — (may) take these
documents without permission. 3. They — (should) make decisions in his absence. 4.
He — (must) reveal this strategy to our competitors. 5. We ought to raise this
problem at the meeting, - (ought) we? 6. | — (will) consult this person anymore. 7.
He — (can) understand what they are talking about. 8. She — (would) blame us for
this mistake. 9. You — (need) work this Saturday.

Assignment 20. Make the following sentences passive. The first is done for
you.

1. I can write this report in two days. - This report can be written in two days.
2. She must complete the task immediately. 3. You may leave this problem to me. 4.
He ought to ask for the instructions. 5. They can reach the agreement with the
labour union. 6. He could explain our operating policy more clearly. 7. In such
situations you should consult our production manager. 8. We ought to elect a new
CEO at our annual general meeting. 9. You needn’t fill in this form.

Problem Solving
Assignment 21. Here is an organigram (a model of organization structure) of
one division within a company. Fill in the missing words.

hief (1)

Vice President

| | | |
Production Sales Marketing Finance
(2) Director Director Director
: (5) :
Production (3) Marketing
Department (4)
Manager (3) Manager
(4)
L Production L Area (5) L (7) Research L (3]
Controllers Managers Officers Controllers
L L L Clerical L
ales (8)
staff

Financial Department Sales Director ~ Executive  Officer
Manager Marketing teams staff

Assignment 22. Ask your partner questions about the company like:
What positions belong to senior management / middle management / junior
management?
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Who is in charge of...? What does ... do? Who reports to...?

How wide is ... s span of command?

Assignment 23. Read the following information about job titles. American job
titles differ from British ones. These are rough equivalents:

USA UK
President Chairman
Chief Executive Officer* Managing Director
Vice President Director
Financial Controller* Accountant
Director* Manager
(e.g. Personnel Director*) (e.g. Personnel Manager)

* also accepted in British companies

Discussion of the text

1. Define an organization, its components and their essence.

2. Describe managerial authority at each level of an organization’s hierarchy.

Unit 5. Text: Areas of Management
Grammar: Modal Verbs: Expressing Ability

Assignment 1. Read and learn the following words and phrases.
area — obsactb, cepa 3aCTOCYBaHHS;
convenient — 3py4Hwit;

line manager — MeHeKep OCHOBHOTO ITEPCOHATY:;
staff manager — meHeKep JOMOMIXKHOTO ITEPCOHATY;

general manager — mupekTop —po3MOPSTHUK;
functional manager — ¢yukiioHanbHMI KEPIBHUK;

distinction — BigMiHHICTB;

effort — sycusms;
to influence — BruBary;
technical knowledge — criertianbHi 3HAHHS;
to support — miaTpuMyBaTH, 10OMAaraTy;

multiple — 6araTouncenbHwMiA;
{0 oversee — KOHTPOIOBATH, HATJISAIATH,

purchasing — (3a)kymiss;
warehousing —ckiaryBaHHS;
to conduct (research) — nmpoBoauTH (0CiIKEHHS);
advertising campaign — pekiiaMHa KaMITaHis;

distribution network — qucTpu6’r0TOpChKa MEpeKa;

concern — BiAHOIICHHS, TPUYETHICTB;

cash management — KOHTPOJIb Ta PETYJIIOBAHHS IPOIIOBUX ONEpaIliii;
relevant — mopedHuii; T, 110 CTOCYETHCS CIIPABH, BiIOBITHHIA;
inventory — toBapHo-MaTepiaibHi 3aracH, iHBEHTap;

plant layout — mnanyBaHHs 3aBO/Iy; pO3MIIIICHHS 00JIaIHAHHS;
to hire — maiimaTu; Syn. to recruit;

to discharge — 3BibHSTH;
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recruitment — npuiiom Ha poOOTY, MpaleBIAMITYBaHHS;

benefit — minera, Burona;

low-performing — Hu3bpKo-e(h)eKTUBHHIA,

public relations (PR) — 3B’s13ku 3 rpoMajiChKICTIO;

(mass) media — 3acobu MacoBoi iH(pOpMaIIii;

research and development (R&D) — nocmikeHHS Ta pO3BUTOK;
tremendously — 3nauHo, gyxe

Assignment 2. Read and translate the text.
Areas of Management

It is convenient to classify the kinds of managers into three categories: 1)
administrators and managers; 2) line managers and staff managers; 3) general
managers and functional managers.

Administrators and managers. In fact, these terms are basically equivalent. The
main distinction is that administrators are managers who work in public or
nonprofit organizations, like hospital administrators, while managers are engaged in
business areas.

Line managers and staff managers. Line managers have responsibility for work
activities that are directly connected with the production of the organization’s final
product or service. Their efforts influence the process of transforming resource
inputs into product or service outputs. The president, production manager, and
production supervisor all have line responsibilities. Staff managers, by contrast, use
their special technical knowledge to support the work of line personnel.

General managers and functional managers. General managers are responsible
for complex organizational subunits that include multiple functional areas of
activity, whereas functional managers have responsibility for a single area of
activity such as finance, marketing, production, personnel, accounting or sales.
Compare the general manager of a department store who oversees purchasing,
warehousing, sales, personnel and accounting, and the sales manager, who is
directly responsible for sales only.

Functional managers have various areas of specialization. The most common
areas of management are marketing, operations, finance, and human resources.

Marketing managers are those whose primary duties are related to the
marketing function — getting whatever the organization produces (automobiles,
magazines, dairy products) into the hands of consumers. They conduct market
research, plan advertising campaigns, set prices and oversee distribution
networks.

Finance managers deal with the organization’s financial resources. Their areas
of concern include accounting, cash management and investments. They are
responsible for maintaining and providing relevant information to the CEO about
the organization’s financial health.
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Operations managers are primarily concerned with creating the organization’s
goods and services. Their typical responsibilities include production control,
inventory control, quality control, and plant layout.

Human resource managers, or HRM, are responsible for hiring, maintaining
and discharging employees. They are typically involved in human resource
planning, employee recruitment and selection, training, designing compensation
and benefit systems, and discharging low-performing and problem employees.

Many organizations have specialized management positions besides those
already described. Public relations (PR) managers, for example, deal with the
public and media for firms to protect and promote the image of the organization.
Research and development (R&D) managers coordinate the activities of scientists
and engineers who work on scientific projects in organizations. Many areas in
international management are coordinated by international managers. The number,
nature and importance of these specialized managers vary tremendously from one
organization to another.

Assignment 3. Answer the following questions.

1. How is it convenient to classify the kinds of managers?

2. What is the main distinction between administrators and managers?

3. What responsibilities do line managers have?

4. In what way do staff managers support line managers?

5. What is the distinction between general and functional managers?

6. How are functional managers specialized?

7. What are the main areas of concern for marketing managers?/ finance
managers?/ operations managers?/ human resource managers?/ PR managers?/
R&D managers?

Assignment 4. Practice the pronunciation of the following words. Read the
sentence aloud.

[ea] area, vary, various, warehouse, whereas

Managers’ responsibilities vary according to various areas of specialization.

Assignment 5. Translate into English.

@dakTUYHO, TPOMAAChKI Ta  HENpuOyTKOBI  Opradizauii,  CKJIaJHHHA
OpraHizauiifHui Miapo3ail, piI3HOMaHITHI cepu crenianizaiii, MOJIOYH1 MPOAYKTH,
BCTAHOBJIIOBATH 1IHU, MPAIIEBIAIITYBAaHHS Ta Bi0Ip MpaliBHUKIB, CIEIlali30BaHI
YIOPABIIHCHKI MOCAH.

Assignment 6. Translate into Ukrainian.

The main distinction, work activities, by contrast, single area of activity,
primary duties, market research, organization’s financial health, compensation and
benefit systems, to discharge low-performing and problem employees.

Assignment 7. Match and learn the synonyms. Use any 3 words in the
sentences of your own.
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A: hire, purchase, oversee, conduct, discharge;
B: carry out, fire, recruit, buy, control.

Assignment 8. Match and learn the opposites. Use any 3 words in the
sentences of your own.

A: profit, purchasing, hire, multiple, low-performing, recruit;

B: discharge, single, high-performing, non-profit, fire, sales.

Assignment 9. Write the following abbreviations in full.
CEO, HRM, PR, R&D.

Assignment 10. Correct the following statements. If you find the sentence only
partially wrong, begin with: You are not quite right; True, but...; It is true in a
way, but... If you find the sentence completely wrong, begin with: I’m afraid,
that’s wrong; | think you are mistaken; On the contrary; That’s not quite so.

1. Staff managers are responsible for the production of the organization’s
product or service. 2. As the terms “administrator” and ‘manager” are basically
equivalent, there is no distinction between them. 3. Functional managers oversee
multiple areas of an organization’s activity. 4. It is the marketing function that
operations managers are responsible for. 5. R&D managers coordinate the work on
scientific projects to promote and protect the image of the company in the eyes of
the public. 6. Finance managers design compensation and benefit systems for the
company’s employees.

Assignment 11. Give the sentences in which the following are used in the text.

Business area; multiple functional areas of activity; single area of activity;
common areas of management; area of concern; area of specialization; areas in
international management.

Assignment 12. Match each term with the correct definition.

a) human resources; b) human resource planning; c¢) human resource
management

1. Deciding how to use company’s human resources most effectively.

2. The people employed in an organization, also known as personnel.

3. Deciding how many and what type of workers are needed in the
organization, and at what salary.

Assignment 13. Which of the following does the HR department deal with?
1 career development 2 wage negotiating 3 discipline

4 recruitment 5 payments to suppliers 6 quality control

7 plant layout 8 organization’s image promotion 9 training

Assignment 14. Learn the following words concerning losing your job.
If you do something wrong, you are: dismissed, fired, sacked, terminated.
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If you have done nothing wrong, you are: laid off, made redundant, offered
early retirement.

Now match the verbs (actions) in the box with one of the Employment Roads
(1-6).Write a sentence with the words you have chosen.

Road 1 — Finding new employees: take on staff, ...

Road 2 — Moving to different job.

Road 3 — Leaving at the age of 60.

Road 4 — Having no job. Getting money from the state.

Road 5 — Recession.

Road 6 — Bad conduct. Low performance.

retire dismiss staff hand in your notice
resign be unemployed offer early retirement
sack staff fire staff lay off staff

receive a pension recruit staff terminate staff

take on staff make staff redundant

Assignment 15. Translate into English.

Mic ®opn yxe 15 pokiB mpamtoe y BIIIUI KaJpiB BEJIUKOI KOMEPLIINHOL
bipmMu. Y  Hei mumpoke Koo 000B’s3kiB. Mic @opa  BiANOBiAaE  3a
IpaleBiIallTyBaHHs Ta 3BUIbHEHHS 3 poOOTH MpaliBHUKIB. B nepioa eKoHOMIYHOIO
crajay JIeKUIbKa pOKIB TOMY, KOJIM KUTBKICTh 3aMOBJICHb PI3KO 3HU3WIIACH, OArarbox
pOOITHUKIB OYyJI0 3BUIBHEHO a00 OyJi0 3ampONOHOBAHO paHillle BUWTH Ha IMEHCIIO.
Tenep cnpaBu 11yTh Kpallle 1 oprasizailis noJyajia HaOupatu Oulblle mepcoHany. ¥
Mmic @opa modiIkIano podOTH, ajie BOHA CIPABIISIETHCS 3 HEIO ycmilmHo. Jupexrop
3 KaJpOBUX IMUTaHb IUIAHYE MPU3HAYUTH Mic DopJ KEpIBHUKOM MIIPO3ALTY, aJKe
BOHA — BUCOKOC(EKTUBHHM CIIEIIAIICT Y CBOiK cdepi.

Grammar point. Modal verbs: expressing ability (p.)

s Toro, moO BHUCIIOBUTH BMiHHS, 31aTHiCTH, cmpoMoxkHicTh (ability)
BHUKOHATH JI110 BUKOPHUCTOBYIOTBCS MOJIajIbHI JiecioBa can, could ta exBiBajieHTHI
3a 3MicToM jiecioBa be able to, manage to.

BaranpHa 3matHicTh (general ability), ToOTo BMiHHS BHUKOHATH Jif0 OyJb-
KOJIH, TIepeaaeThes aiecaoBamu can/could — mosky, BMir0, 0co0MBO 3 Ai€cioBaMU
¢biznuHoro Ta posymoBoro cnpuitHsaTTs  See, hear, feel, understand, Tomo, (B mux
BUIIAJKaX MOAAJIbHI Ji€CI0BA 3a3BUYail HE MEPEKIAJAI0THC).

Hamp., People with such qualification and work experience can work as
department heads.

3aTHICTB/CIIPOMOYKHICTB/BMIHHS BUKOHATH OoKpemy aito (particular ability)
3a MEBHUX yMOB mepenaeThes aiecioBamu be able to, manage to — morru,
CIIPOMOTITHCS, YAABATUCS Y BIAMOBITHOMY Yaci.

Hamp., As we have enlarged our store, we are able to serve more customers
now. He managed to perform this task himself.

Jl1s onuCy 3IaTHOCTI/BMIHHS B MHHYJIOMY BUKOPUCTOBYIOThCS (hopmu could,
was/were able to, managed to. JIns onucy 31aTHOCTI/BMiHHS B Maii0y THLOMY
BuKopucToByroThest popmu shall/will be able to, shall/will manage to.
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Hamp., He was able / managed to control the situation.

With proper authority he will be able to /will manage to control the
situation.

3anepeuni ¢opmu cannot (can’t), couldn’t, Ta 3anepeuHi ¢dopmu
€KBIBAJICHTHUX JI€CIIB TepealoTh, BIAMOBIIHO, HECHPOMOMKHICTh, HE3AATHICTh
a00 HeBMIHHS BUKOHATH MIIIO.

Hamp. He couldn’t control / wasn’t able to control / didn’t manage to
control this difficult situation.

Assignment 16. Comment on the meaning of the modal verb can/cannot in the
following proverbs and sayings. Give their Ukrainian equivalents. Give situations
that explain their idea.

1. No man can serve two masters. 2. Man cannot live by bread only. 3. Never
put off till tomorrow what you can do today. 4. Money cannot buy everything. 5. A
beggar can never go bankrupt. 6. He that cannot obey cannot command.

Assignment 17. Memorize the following idiomatic phrases with the modal
verb can/cannot. Give their Ukrainian equivalents. Make up your own situations or
sentences with them.

1. Bite off more than one can chew. 2. Can count on the fingers of one hand. 3.
Cannot see beyond (further than) the end of one’s nose. 4. Cannot believe one’s
eyes/ears. 5. Can take a joke.

Assignment 18. Change the following sentences a) into the past, b) into the
future, using the given time expressions.

e.g. John can drive a car. a) when he was eighteen.

b) after a few more lessons.

a) John could drive a car when he was eighteen. b) John will be able to drive
a car after a few more lessons.

1. We can offer this product. a) as we had widened our assortment.

b) as soon as we launch a new production line.

2. They cannot understand it. a) because he spoke very quickly.
b) until you explain it properly.

3. You can meet her at the office. a) when you visited our firm last year.
b) next Monday.

4. | cannot find these documents. a) when I looked for them yesterday.
b) unless you file them correctly.

5. He can make everybody listen. a) as he always produced new ideas.

b) if his idea is interesting.

Assignment 19. Choose the correct variant.

1. | managed to/could visit a trade exhibition when | was on business in Kyiv
last week. 2. Are you able to/can you hear that noise outside? 3. He wasn’t able
to/couldn’t understand the company’s new policy. 4. They managed to/could
organize this meeting in a week. 5. She was able to/could attend the training course
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on team management. 6. I’m afraid, I am not able to/can’t help you — I’'m very busy
at the moment. 7. Sorry, | am not able to/can’t see you today, but I can/will be able
to make it next week. 8. He managed to/could attract the director’s attention to his
idea of the company’s reorganization.

* We add suffix —able to verbs to form adjectives with the meaning can be
(done). With prefix un- these adjectives express the meaning cannot be (done).
E.g. to manage + able— manageable (one that can be managed); un + manageable
— unmanageable (one that cannot be managed).

Assignment 20. Paraphrase the following sentences as in the model and
translate your sentences (there may be variants).

Model: This problem can (cannot) be managed. — This problem is
manageable/unmanageable.

- 3 1i€ro mpoOJIEeMOI0 MOKHA/ HE MOKHA BIIOPATHUCH.

1. One can understand such situations. — Such situations are ...

2. People can (cannot) drink this water. — This water is ...

3. This idea can (cannot) be realized. — This idea is ...

4. These parts can (cannot) be separated. — These parts are ...

5. You can (cannot) count these objects. — These objects are ...

6. We can (cannot) advise such a decision. — Such a decision is ...

7. You can (cannot) solve this problem. — This problem is ...

Assignment 21. Practice the use of can/can’t, could/couldn’t/, be able
to/manage to with your partner.

1. Think of something you can/can’t do well.

2. Think of something you could/couldn’t do in your childhood.

3. Think of something that you managed to do/were able to do.

4. Think of something that you will be able to do in the future. Provide your
reasons.

Now, exchange your experiences with your partner.

Assignment 22. Translate into English.

1. ITicns TpuBaJIUX MEPEroBOPIB MU 3MOIIM A1ATH 3roau. 2. KoMmaHis mrykae
areHTa mno 30yTy, SKWM Ma€ MalllMHY 1 MOXe OaraTo mnojopoxyBatu. 3. Bin BMie
BUpIIIYBaTH cKiaaHi npobnemu. 4. [if Banock opranisyBatu po6oTy HOBOI Qisii. 4.
Ym BMi€mn TH KOPUCTYBAaTUCh HOBHM TPOTpaMHHM 3a0e3nedeHHsIM? 5. BiH 3Moxke
JIaTU BaM TOpay Micis JeTalbHOrO BUBUCHHS cuTyallli. 6. Haxans, y Hac 1ie Majio
BHCOKOK/IACHUX CHeliamicTiB. IX MokHa TepepaxyBaTu mo mambiaMm. 7. Komu mu
no0ayuiii HOBE YCTAaTKYBaHHS, MM HE MOBIpUIM CBOiM ouaM. 8. BiH He BMie
JaaHaTH 3 moapMu. 9. Xiba BoHA HE 3HAE, 10 HE BCe MOXKHA KynuTH 3a rpormi? 10.
Bin cipomircst BiAMOBICTH Ha BC1 TUTAHHS.
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Discussion of the text.

1. Speak about the classification of managers according to their areas of
specialization.

2. Speak about the classification of managers according to their span of
control.

3. Speak about the classification of managers in relation to the organization’s
final product.

4. What area of specialization would you like to choose and why?

Unit 6 Text: Functions of Management
Grammar: Modal Verbs: Expressing Obligation and
Recommendation

Assignment 1. Read and learn the following words and phrases.

set — CyKyIHICTb, YUCIICHHICTb, PS/I;

inherent — BiractuBwii, MpuTaMaHHHUIA,

organizing — ynopsiAKyBaHHsI, yJIalITyBaHHs; opraHizariis (poriec);
leading — kepiBHUIITBO, YIIPaBIIiHHS,

to involve — Britouat (B c001), mepenbavaT;

to determine — Bu3navaTu;

goal — merta;

to allocate — po3minryBaru;

appropriate — BiAMOBIIHUH, TOPCUHUIA;

combination — crioyrydeHHs, KOMOiHaIIis;

to turn something into something — nepeTBoproBaTH mOCH HA MIOCH;
to define — Busnauary;

associated with — TicHo moB’A3aHMil 3; TAKUil, 1110 ACOLIIOETHCS 3;

to guide — kepyBatu, CIpsIMOBYBATH;

attainment — nocsraeHHs, 3100y TTs;

key — kI1040BHii, BOXKIMBHIA;

to motivate — MOTHBYBaTH, CIOHYKATH;

performance — sukonanus; ~ feedback — 3BopoTHa iHhopmariist mpo ~;
to interpret — TmymaunTH, po3’siICHIOBATH;

corrective — KOpeKTUBHHMIA/ BUTIPABHUM;

constructive — TBopunii, KOHCTPYKTHBHHIA;

to keep something in mind — nam’sitatu mock;

series — psij1, MOCIiI0BHICTb;

to rest something with somebody — nokiagaTu ock Ha KOTOCh;

to tend to — OyTH CXUIBHUM J10; MaTH TCHACHIIIIO;

relatively — BigHocHO.

Assignment 2. Read and translate the text.
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Functions of Management

Management functions are the sets of activities inherent in most managerial
jobs. These activities can be grouped into four general functions: planning and
decision making, organizing, leading and controlling.

Planning and decision making involve determining the organization’s goals
and deciding how best to achieve them. The purpose of planning is to provide
managers with a programme of what they should be doing in the future.

The second basic managerial function is organizing. Organizing is a process of
allocating human and material resources in appropriate combinations to
implement plans. Organizing turns plans into action by defining tasks, assigning
personnel, and supporting them with resources.

The third basic function inherent in manager’s job is leading — the set of
processes associated with guiding and directing employees toward goal
attainment. Key parts of leading are motivating employees, managing group
processes, and dealing with conflict and change.

The final basic managerial function is controlling. Controlling is the process of
monitoring performance, comparing results with goals, and taking corrective
action. Controlling involves gathering and interpreting performance feedback as
a basis for constructive action and change.

Another way to keep the four functions in mind is to think of them as of a
series of task-related decisions made by managers. These decisions are:

ePlanning — Deciding what must be done.

eQOrganizing — Deciding how it must be done and who has to do it.

e|_eading — Deciding how to make sure it gets done.

eControlling — Deciding if it is or it is not getting done, and what to do if it
1sn’t.

Responsibility for the four management functions rests with all managers
working in all types of organizations. Research shows, however, that time spent on
planning and organizing tends to increase at higher management levels; time spent
on controlling is proportionally greater at lower management levels; time spent on
leading is relatively similar at each management level.

Assignment 3. Answer the following questions.

1. What general functions do managers perform?

2. What activities do planning and decision making involve?

3. What is the purpose of planning and decision making?

4. How is organizing achieved?

5. What is the function of leading associated with?

6. What actions are included in controlling?

7. How are the four functions interpreted in the sense of task-related decisions?

8. How much time is spent on performing each function at each level of
management?
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Assignment 4. Put these words into two groups according to the
pronunciation of the letters in bold type: [o:] or [u]. Read the sentence aloud.

Resource, could, four, group, bought, should, would, thought.

He thought that he should have bought four books for each group.

Assignment 5. Translate into English.

CyKymHICTb BUAIB JISUIBHOCTI; 110 M CITii pOOUTH B MaltOyTHROMY; BTLJIIOBATU
IUTAHW; JlaBaTW 3aBJAaHHS TIEPCOHANy; 3aCTOCYBaHHS BHIIPABHOTO 3aXO.1y;
TAYMAa4uTH 3BOPOTHY I1H(OpMAII0 TPO BUKOHAHHS, IOCIIIOBHICTh PIIICHb,
OB’ SI3aHMX 3 3aBJAaHHSIMU; BIAMOBIIAILHICTh MOKIATAETHCSI HA MEHEKEPIB.

Assignment 6. Translate into Ukrainian.

Determining the organization’s goals; to provide managers with the
programme; in appropriate combination; toward; to deal with conflict; to monitor
performance; as a basis for; to make sure; time spent on something; relatively
similar.

Assignment 7. Match and learn the synonyms. Use any 5 words in sentences
of your own.

A: to guide, attainment, set, general, to interpret, process, goal, to implement;

B: purpose, action, to explain, achievement, to turn into action, basic, series, to
direct.

Assignment 8. Match and learn the opposites. Choose the correct word to
complete the sentences below.

A: to increase, to keep in mind, final, constructive;

B: destructive, to forget, initial, to decrease.

1. Planning is a/an (initial/final) stage of any activity. 2. His speech was rather
(constructive/destructive). It caused a conflict among the staff. 3. They should
(decrease/ increase) the number of orders. We cannot produce that much with such
low-performing equipment. 4. Don’t (forget/ keep in mind) to discuss this problem
at the group meeting or it will turn into a conflict. 5. He proposed some
(constructive/destructive) ideas how to manage the situation. 6. (Initial/final)
documents will be signed only after we settle all our disagreements. 7. Don’t
(forget/keep in mind) his last words — he didn’t mean to hurt you. 8. Our profits will
(increase/decrease) if you improve the performance of your department.

Assignment 9. Insert the proper prepositions.

1. You should always compare results ... goals. 2. He must do his best to turn
his dream ... reality. 3. Strategic plans are developed ... top management. 4.
Controlling takes more time ... lower management levels. 5. What activities are
associated ... leading? 6. Employees ought to be motivated ... higher salaries. 7.
The final decision rests ... you. 8. Have you studied the feedback ... the
performance of our new branch?
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Assignment 10. Restore the word order. Decide what terms are defined and
learn the definitions.

-toward, attainment, goal, employees, guiding and directing.

-the organization’s goals, them, how best, determining, and, to achieve.

-attainment, goal, activities, monitoring and adjusting, toward, organization’s.

-to facilitate, activities and resources, so as, grouping, attainment, goal.

Assignment 11. 1. Complete the table with the forms of the related words.
2. Use the proper form of the word to complete the sentences below. The first
letter is given for you.

noun verb noun verb
performance tendency
interpret combine

motivation attainment

guidance definition

1. This last information needs i . 2. You should d__ your goals
correctly before taking any action. 3. Thereisat __ to organize training courses for
new employees. 4. Our market research was conducted under his g__ . 5. It is

important to a___this goal in the shortest time possible. 6. Have you already chosen
the employee to p___ this very important task? 7. If you rest the responsibility for
this assignment with Peter, it will increase his m___ . 8. How will you c___ our
human and material resources to improve the performance of the organization?

Assignment 12. Transform the following phrases into word partnerships.
What management functions do they refer to?

attainment of the goal -

monitoring of the feedback on performance —

allocation of the material resources —

management of the processes in groups —

decisions related to tasks —

programme of the reorganization of the company —

settlement of the conflict in a group —

evaluation of the results of the performance -

Assignment 13. Agree or disagree with the following statements. If you agree,
begin with: You are quite right; | quite agree with you; Exactly; Quite so. If you
partially disagree, begin with: You are not quite right; True, but...; It is true in
a way, but... If you find the sentence completely wrong, begin with: I’m afraid,
that’s wrong; I think you are mistaken; On the contrary; That’s not quite so.

1. When responsibility is shared, work becomes more interesting.

2. Employees always want managers to organize and control everything.

3. In traditional hierarchical companies employees help managers in decision
making.

4. A person can have power over you only if he or she controls something you
desire.
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5. Salary is the most important factor of employee motivation.

6. Reality around us is continuously changing. Managers must learn how to
deal with changes.

7. At lower levels of management much time is spent on planning.

8. To accomplish the task in the shortest time possible the staff should work
long hours.

9. According to Sir Ronald Smith “Management should be based on
innovation, marketing and risk”.

10. If something goes wrong you’d better report it to your supervisor. It is his
responsibility to take corrective action.

Assignment 14. The table shows the four main functions of management.
Below the table is a list of activities associated with these functions. Write each
activity under the correct heading. Add activities mentioned in the text.

Planning: 1) taking on new staff Organizing
Leading Controlling
Activities:

Communicating with staff, comparing results with goals, deciding strategy,
encouraging staff to make decisions, identifying change, identifying needs,
managing resources, monitoring quality standards, motivating, setting objectives,
putting systems in place, team-building supervision, time management, taking-on
new staff

Grammar: Expressing Obligation and Recommendation (p.)

*Jlns Toro, mo0 BucioBuTn Haka3z (order), meodxignicTs (Obligation) abo
oooB’si30k (duty) BukoHaTH mif0, BXKHMBAIOTHCS MOJANBHI miecaoBa must, need,
have to - noBuHeH, MyIry, 3000B’I3aHUIA.

Hanp., All staff must/need/have to arrive for work by 9 a.m.

Ockinpku MOAANBHI giecioBa MuUst ta need He MawTh (GOPM MHHYIOIO Ta
MaiiOyTHBOTO, HEOOXITHICTh Nii B MUHYJIOMY Tepenaerbcst niecmoom had to —
JI0BEJIOCSs, MYCHUB, a B MaiiOyTHromy Will have to — noBexersesi. Hanp., He had to
/will have to define this task himself.

Jns Toro, mo0 BucioBuTH 3adopoHy (prohibition) BukonyBaTH miro
BXKMBAIOThCA 3amepeuyHi ¢opmu Must not, may not, cannot — He MoxkHa,
3200pOHEHO.

Hamp., You must not/ may not/ cannot break the company rules.

JIns BUCITOBJICHHS 3a00pOHM B MHUHYJIOMY BXHBaroThcs could not abo
was/were not allowed to — ne no3Bousiocs.

Hamp., In my last job | couldn’t/wasn’t allowed to discuss management
decisions.

Assignment 15. Give all possible variants of expressing a) strong obligation,
b) prohibition to do the following as in the model:
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Model: give instructions.

Obligation: You must give instructions. You need give instructions. You have
to give instructions.

Prohibition: You must not give instructions. You may not give instructions.
You cannot give instructions.

Leave now; write this information down; use the dictionary at the exam; settle
the conflict; support them with financial resources.

Assignment 16. Refer the following sentences a) to the past, b) to the future.

1. She must spend more time on controlling her subordinates. 2. They must
review this plan. 3. He must assign this task to the HR department. 4. | must take
some corrective action. 5. They must not work with this equipment. 6. We may not
change the programme. 7. They must provide the staff with clearly defined
assignments. 8. The staff cannot use phones to make personal calls.

*TIpu BiACYTHOCTI MOTpeOM 4M HeoOXimHocTi BUKOHYyBatu iairo (absence of
obligation) BxwuBaroThes 3anepeuni Gopmu needn’t ado do not/does not have to,
didn’t have to, won’t have to — He morpioHO, HeMae HeoOXiIHOCTI,
Heo00B’s13k0B0O. Hamnp.,

She needn’t/doesn’t have to write this report today — she can do this on
Monday. He didn’t have to meet me at the station — | knew my way. She won’t
have to write to them, I’1l do this myself.

Assignment 17. Express a) absence of obligation, b) prohibition. Translate
your sentences.

Check documents; cancel the meeting; work overtime; give them instructions;
change the procedure; discuss this problem with your subordinates.

Assignment 18. Translate into English.

1. By oBHHHI BUKOHYBATH PO3HOPSDKCHHS KepiBHALTBA. 2. Bam He oTpibHO
TUcaTh Lell JTUCT — o Byke MOA3BOHMIIIA iM. 3. IM He 103BOJIAIM KOPUCTYBATHCH LIEHO
nporpamoto. 4. Momy noBemeThcsi ixatm y BiapsupkeHHs (g0 on  business)
HacTynmHoro TwxHs. 5. Hemae moTpeOu BHKOHYBaTH 1€ CbOTOJIHI, BOHA MOXeE
3pobutn 1e 3aBTpa. 6. KepiBHUKM BCiX BIJUIIB MOBUHHI HAmUCaTU 3BITH [0
noHenuika. 7. [IpaniBHUKaM He JTO3BOJSETHCS 3ali3HIOBATUCH HA poOoTy. 8. MeHi
JIOBEJIOCH MepepoouTH miaH. 9. S mymry 3poobutu e 3apaz? — 1) Tak, 3BIT MOBUHEH
Oytu roroBuii a0 4 roaunu. 2) Hi, Hemae nmotpebu. Bu moxere 3podbutu ue
Mi3HIIIe.

* Jlnst  Toro, 100 BHCIOBUTH mopaay (advice), pexoMeHaaiiw
(recommendation) uu incTpykuir (instruction) BxuBarOThCS MOAAIBHI JTiECIOBA
should a6o ought to — cain, kpame, Bapro. Hamp., You should/ ought to know
this.

Hokip (reproach) imomo HeBHKOHAHOI [ii TepeaaeThcsi NePPHEeKTHOI
¢dopmoro indinirusa (have +111 popma niecaioa). [Topisusiite:
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You should do it. — Bam cuix 11e 3po0uTh.

You should have done it. — Bam ciix 0ys10 11€ 3p0OuTH (aj1€ BH He 3pO0OHJIn).

Jokip mono aii BUKOHAHOI, aje Heda)kaHol (Takoi, Ky He clia OyJo
pOOUTH) TIEpeacThes 3amepeuHoro GhopMoro MoaanbpHoro aieciosa should not a6o
ought not to + nepdexTna popma indinirupa.

You should not have done it. — Bam He caig Oyno 1ie poOutu (ajie BH
3poouJIn).

Assignment 19. Match each sentence 1-12 with the idea it expresses a-|.

1. 1cando it. a) It’s necessary.

2. I mustn’t do it. b) It’s not necessary.

3. 1 don’t have to do it. c) It’s allowed.

4. | have to do it. d) It’s not allowed.

5. | couldn’t do it. e) It was necessary.

6. I didn’t have to do it. f) It wasn’t necessary.

7. |1 had to do it. g) It was allowed.

8. I could do it. h) It wasn’t allowed.

9. I should have done it. 1) Doing it is a good idea.
10. I shouldn’t have done it. j) Doing it is a bad idea.
11. I shouldn’t do it. K) Doing it was a bad idea.
12. 1 should do it. I) Not doing it was a bad idea.

Assignment 20. Read the situation and use the words in brackets to write your
advice, recommendation, instruction or reproach with should/shouldn’t +proper
form of infinitive.

1. It’s time for the meeting to start, but the conference hall is still empty. The
staff didn’t know about it. — They/ announce/about the meeting in advance.

2. Our product is selling badly. — We/ take/some corrective action to improve
the situation.

3. Mike is busy defining the tasks for personnel. — Mike/ assign/ appropriate
task for every person.

4. Your friend looks very tired because he stays late hours at his work. — You
make a reproach to him: You/ organize/ your time properly. You/ stay/ late at work.

5. The results are worse than they were expected to be. — The management /
support/ the organization with proper financial resources.

6. The economic situation is worsening. - The government/ do/ something
about the economy.

7. Your friend is looking for a job. There is a job advertisement in the local
paper. — She/ apply/ for this job — it seems interesting.

8. A famous professor is giving a lecture on Total Quality Management on
Wednesday. — You tell your subordinates: All staff/ attend/ the lecture on
Wednesday.
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Case study.

Assignment 21. Read what a consultant says about Total Quality
Management (TQM). Do you agree with these principles? In what way should the
basic managerial functions be changed according to the principles of TQM?
Discuss your ideas with your group mates.

The key to quality is very simple. You should do a job right the first time.
Most organizations do jobs without consistent quality. They make mistakes that
they have to fix later so they incur higher costs. In a TQM organization they know
it’s cheaper to do the job right in the first place.

So what does “doing it right” involve? It means you mustn’t waste resources;
no wasted materials, no wasted time and no wasted space. And it means you have to
discard outdated processes. It’s a constant and never-ending process and it has to
involve everyone in the organization.

You have to push responsibility close to the point where employees and
customers meet. It’s your operating employees that have to make the important
decisions because they are closest to the customers. And that means you have to
stand the traditional management hierarchy on its head.

You must give employees more decision-making powers; instead of giving
them orders from above, your administration should support them and try to make
their lives easier. You can’t do that in an atmosphere of conflict. You can only do it
through creative teamwork.

Discussion of the text.

1. Speak about the basic functions of management.

2. Speak about the modification of the basic functions in TQM organizations.

Module 3.  Successful Management
Unit 7 Text: Management roles
Grammar: Modal verbs: expressing degrees of certainty

Assignment 1. Read and learn the following words and phrases.

to accompany — cynpoBoKyBaTy;

status — craryc, IOJIO)KEHHS, CTaH;

to play a role — rpatu posb; syn. to perform a~, to take a ~;

interpersonal role — posb, MOB’sA3aHa 3 M’k OCOOMCTUMU 3B’ SI3KaMU;

informational role — poss, moB’s13aHa 3 iH(oOpMaIIi€lo;

decisional role — posb, moB’s13aHa 3 MPUIHATTAM PIlICHD;

figurehead — HomiHaTBHMIA /CUMBOJIYHUE TOJTOBA (TIPEJCTABHUK);

liaison — 3B’s130K;

monitor — croctepirady, BiJCIiIKOByBay;

periodical — mepiognyHe BUIAHHS;

commercial — pexiama;

to watch television commercials for competitors — quBuTHCH TenepeKiamy 3
METOIO BIICTIAKOBYBATH KOHKYPEHTIB;

disseminator — po3noBcroKyBay;

47



to transmit — nepenasatu;

to forward — Bigcunaru, BiANpPaBIIsATH;

memo = memorandum — 3amucka;

outsider — ctopoHHs 0co0a;

on behalf (of) — Big imeHi;

Spokesperson — npeAcTaBHKUK, BUPA3HUK (JyMKH), opaTop (Bia rpymu ocio);
to make a statement — poOutu 3asBy;

entrepreneur — mianpuemMens;

to initiate — mounHaTH, iHIIIIOBATH;

crisis (pl. crises) — kpu3a;

disturbance handler — BperymoBanpauK/3amar0)KyBa4 KOH(ITIKTIB;
to resolve a conflict — BmagaaTi KOHIIKT;

allocator — posmopimoBau;

negotiator — ygacHUK TIeperoBopiB;

to work out smth. — po3po6ssaTH 10CH;

agreement — yroza;

labour contract — TpymoBuit KOHTpPaKT;

purchasing contract — KOHTpakT KyIiBJIi;

sales contract — KOHTpaKT Ha MPOAAXK; KOMEPIIIHHUN KOHTPAKT;

to execute — BUKOHYBaTH, 3/1HCHIOBATH

Assignment 2. Read and translate the text.
Management Roles

Formal authority given to a manager by the organization is accompanied by a
certain status. According to his or her status a manager must be prepared to play
certain roles within the organization. These roles fall into three general categories:
interpersonal roles, informational roles, and decisional roles.

Interpersonal roles. There are three interpersonal roles in the manager’s job.
When the manager serves as a company representative greeting visitors or signing
legal documents he or she performs the role of figurehead. In most activities
involving subordinates inside the organization, like staffing, training, and
motivating, the manager acts as a leader. When dealing with people outside the
organization on a regular basis, for example, working with a particular bank, or
maintaining good contacts with particular customers, the manager performs the role
of liaison.

Informational roles. There are also three basic informational roles in the
manager’s job. The first is the role of monitor, in which the manager actively looks
for and receives information that might be relevant to the organization. As the
monitor the manager reads periodicals and reports, maintains personal contacts,
watches television commercials for competitors, etc. The opposite of the monitor
role is that of disseminator. As the disseminator the manager transmits
information that he has collected through monitoring to the appropriate people in
the organization, for example, at meetings, or making telephone calls, or
forwarding reports and memos. When the manager presents information to
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outsiders by holding meetings with shareholders and press conferences for the mass
media where he acts on the organization’s behalf, he performs the role of
spokesperson. The spokesperson role is similar to the figurehead role, but the
manager in the figurehead role serves as a symbolic representative of the
organization, while being a spokesperson involves making statements and
answering questions concerning the organization.

Decisional roles. The final category of managerial roles is decisional in nature,
that is, these are roles that managers take when they make decisions about different
matters. First, there is the role of entrepreneur, in which the manager initiates
organizational improvement projects, develops strategies, offers new product ideas,
etc. When the organization faces unexpected crises, for example, subordinate
conflicts, or conflicts with important customers or a labour union, the manager acts
in the role of disturbance handler responsible for resolving conflicts of any kind.
The resource allocator role focuses on determining how human and other
resources should be distributed best within the organization. Finally, there is the
role of negotiator. In this role the manager represents the organization in
negotiations and works out agreements and contracts that operate in the best
interests of the organization. Such agreements might be labour contracts,
purchasing contracts, or sales contracts.

Each managerial role is important and must be properly executed.

Assignment 3. Answer the following questions.

1. What accompanies formal authority given to a manager?

2. What three general categories do management roles fall into?

3. What are the three interpersonal roles that managers perform?

4. How does a manager act being a symbolic representative of the
organization?/ dealing with subordinates inside the organization?/ dealing with
people outside the organization?

5. What are the three informational roles that managers perform?

6. What activities are involved in the role of monitor?

7. How does a manager act as a disseminator of information?

8. What role does a manager perform when he or she speaks on behalf of the
organization?

9. In what way does the role of spokesperson differ from the role of
figurehead?

10. What managerial roles fall into the category of decisional roles?

11. How does a manager act being an entrepreneur? / a disturbance handler? / a
negotiator?

12. Which of the management roles are of major importance?

Assignment 4. Translate into English.

Bitatu BiABigyBadiB; MIANUCYBAaTH IOPUANYHI JTOKYMEHTH; Ha PETYJSIPHIM
OCHOBI; BIJICHJIATH 3BITU Ta 3aMKMCKH; MIPOBOJUTHU 3YCTPidi; pec KOH(PEPEHIIis s
3aco0iB MacoBoi iHdopMalii; CXO0XHUH; CHMBOJIYHHHA TPEICTaBHUK, CTHKATHCS 3
HEOUYIKyBaHOIO KPH3010; MpOoCIIiIKa.
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Assignment 5. Translate into Ukrainian.

A certain status; to maintain personal contacts; to transmit information; to act
on the organization’s behalf; questions concerning the organization; it is decisional
In nature; to initiate organizational improvement projects; must be properly
executed.

Assignment 6. Match and learn the synonyms. Use any 5 words in sentences
of your own.

A: to play, to initiate, liaison, negotiations, commercial;

B: link, talks, to perform, advertisement, to start.

Assignment 7. Match and learn the opposites.
A: similar, insider, expected, conflict, purchasing;
B: agreement, sales, opposite, unexpected, outsider.

Assignment 8. Choose the proper word to complete the sentences.

1. The roles of figurehead and spokesperson are (similar/opposite), while the
roles of monitor and disseminator are (similar/opposite). 2. People working within
the organization are referred to as (insiders/outsiders). 3. Everyone was shocked by
his decision — it was quite (expected/unexpected). 4. Negotiations are aimed at
resolving (conflicts/agreements) and reaching (conflicts/agreements). 5. This
information is strictly confidential; it is not meant for (insiders/outsiders). 6. When
we are going to buy something for our organization, we sign a (purchasing/sales)
contract; when we intend to sell our product we conclude a (purchasing/sales)
contract.

Assignment 9. Use the verbs given below to form nouns denoting people
engaged in the corresponding kind of activity, e.g. to manage — manager.

To allocate, to control, to disseminate, to handle, to initiate, to lead, to
monitor, to negotiate, to operate, to organize.

Assignment 10. Find the corresponding explanation for each word below.

Figurehead Person employed to collect information and report on it.

Entrepreneur Person who takes part in negotiations.

Spokesperson Person who leads.

Allocator Person who acts as a symbolic representative.

Handler Person spreading widely ideas, information, etc.

Monitor Person who organizes and manages a commercial
undertaking.

Negotiator Person distributing something for a certain purpose.

Leader Person speaking as a representative of a group.

Disseminator Person controlling something like behaviour, etc.
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Assignment 11. Insert the proper prepositions.

1. Monitor is a person responsible ... collecting information which is relevant
... the organization he works ... . 2. Negotiators work ... contracts ... best interest
... their organizations. 3. Who will speak ... behalf ... our company ... the next
press conference? 4. If you come ... some useful information in the newspaper, clip
it and transmit ... the person it concerns. 5. The manager told his subordinates to
focus ... designing a more efficient information system within our organization. 6.
You can collect a lot ... information ... your competitors ... monitoring the local
press.

Assignment 12. Reconstruct the word order.

1. certain roles, a manager, within, organization, his or her, to play, must be
prepared. 2. the manager, information, to the appropriate people, as the
disseminator, transmits, in the organization. 3. new product ideas, develops, as the
entrepreneur, offers, strategies, the manager, and. 4. in negotiations, the
organization, represents, as the negotiator, the manager. 5. makes, answers, the
manager, at the meetings and press conferences, concerning the organization, being
a spokesperson, statements, and, questions. 6. disturbance handler, of any kind, the
manager, conflicts, in the role of, resolves.

Assignment 13. Write down the category into which the following roles fall.

-the roles that a manager performs when serving as figurehead, leader, or
liaison;

-the roles that a manager plays when acting as monitor, disseminator of
information, or spokesperson;

-the roles that a manager takes when making decisions while acting as
entrepreneur, disturbance handler, resource allocator, or negotiator.

Assignment 14. Make up questions for the words underlined.

1. The manager monitors the environment for the information concerning his
organization. 2. She deals with these customers on regular basis. 3. Last month we
held the meeting with our shareholders to inform them of our plans. 4. He ought to
forward this information to the R&D department. 5. They must resolve this conflict
immediately. 6. Being a negotiator you should operate in the best interests of your

organization.

Assignment 15. Choose the proper words to complete the sentences.

labour contract, disturbance handler, formal authority, conflicts, on behalf of,
relevant, to monitor, representative, liaison

1. Managers are given some ... by their organization. 2. Your task is ... the
environment for information ... to our firm. 3. At the conference he spoke ... our
company and produced a very favourable impression on the public. 4. We can use
her as ... with our local partners, she has a well-established reputation in the local
business circles. 5. Due to his good nature and work experience he often serves as
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. in resolving ... with customers. 6. She was elected to be a ... of the staff in
negotiations concerning our ... .

Assignment 16. Translate the parts of the sentences in brackets.

1. (YopaBmiHCBKI pOdi  BIAHOCATBCSA JO TPbOX OCHOBHHMX KaTeropii):
interpersonal roles, informational roles, decisional roles. 2. In most activities (1o
cTocyroThes mipternux), like (miadip mepconany, miaroroBka, Tomro) the manager
acts as a leader. 3. When dealing with people outside the organization (ma
perynsiphiii  ocHoBi) the manager (Bukonye posib 3B’si3Ky). 4. (MeHemxkep
BifgcimigkoBye iHdopmarniro) that might be relevant to the organization. 5.
(Menemkep Bimcuiae 3BiTh Ta 3amucku) to the appropriate people in the
organization. 6. As a resource allocator the manager determines (sx corig Halikpare
PO3MOIUTATH JTFOICHKI Ta MaTepialibHi pecypcu) Within the organization.

Grammar point: Expressing Degrees of Certainty (p.)

*MopanbeHi miecmoBa must, may, might, cannot (can’t) mepemaroTh pi3Hi
cryneni BneBHeHocTi (degrees of certainty) momo mii, mo3HadeHoi iH(IHITHBOM.
JliecioBo mMust mepemae aOCONMIOTHY BIIEBHEHICTH B il (positive certainty) —
HaNeBHO, TO/I SK JiecioBo Cannot (can’t) mepemae aOCONMIOTHY BIICBHEHICTH B
HEMOXJIMBOCTI il (negative certainty) — He mosxke o0yTu. [liecioBo may mepenae
npumymeHss (Possibility) — moxauBo, a miecioBo Might mepemae mpunymieHHs,
mo Mexye 3 cymHiBoM (weak possibility) — moxkiauBo, Xoua cyMHiBHO; HaBpSIA
4. MoOKHA CXEMaTHYHO IPEACTaBUTH CTYIEHI BICBHEHOCTI SIK:

Must (positive certainty) ~100% - HameBHoO;

May (possibility) >50% - MOXKJIHMBO;

Might (weak possibility) <50% - naBpsix um;

Can’t (negative certainty) ~ 0% - He Moke OyTH.

Assignment 17. Use the table to make up all possible sentences; translate
them.
He | must speak on behalf of the company.
may make this statement at the press conference.
might | return from his business trip on Friday.
can’t  be tired from watching TV commercials.

Assignment 18. Translate into English.

1. BoHu, HaneBHO, Npalio0Th B 1ill ¢ipMmi. 2. BoHH, MOXINBO, MPaIIOIOTH B
uid ¢ipmi. 3. Bonu, MOXIMBO, 1 MpaIioTh B 1K Qipmi, Xoua HaBpan uu. 4. He
MOke OyTH, 1110 BOHH MPALIOIOTh B LIK (PipMi.

*JI5s BUCIOBIICGHHS PI3HUX CTYIMEHIB BIEBHEHOCTI B Jii, MO BiAOyAeThCS B
TENEepilIHbOMY UM MaOyTHbOMY, MICJIS MOJAIBbHUX TIECIIB BAKUBAETHCS MPOCTHI

indinitue  (Indefinite Infinitive - do); s BHCIOBIEHHS pPI3HUX CTYICHIB
BIICBHEHOCTI B  TpHWBajiil 1ii, 1m0 BiAOyBaeThCcs camM€ B MOMEHT MOBJICHHS,
BXKHBaeThes TpuBanmi iHGiHiTHB (Continuous Infinitive — be doing); mms
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BUCJIOBJICHHS PI3HUX CTYIEHIB BIIEBHEHOCTI B Jii, SIKa BXKE€ B1A0YNach, BKUBAETHCS
nepdext muii indinitus (Perfect Infinitive — have done). Ilopisusiite:

The plane must arrive at 10. — Jlirak, HaneBHo, mpuoymae o 10.

The plane must be arriving just now. — Jlirak, HaneBHO, MPUOyBa€ came
3apas.

The plane must have arrived already. — Jlitak, HanieBHO, BXK¢ MPHOYB.

Assignment 19. Use the table to make up all possible sentences; translate
them.
They must  come in time for the meeting.
may be our competitors.
might  be busy with the project.
can’t agree to our proposal.

They must be holding a meeting with shareholders.
may be working on this project.
might be negotiating the terms of the sales contract.
can’t be taking part in the opening ceremony.

They  must have seen the competitor’s commercial.
may have forwarded this information to the proper people.
might have signed all necessary documents.
can’t have made this statement at the press conference.

Assignment 20. Match the sentence 1-4 with its meaning a)-d).

1. He must have arrived by now. a) 40% possibility of his arrival.
2. He may have arrived by now. b) 0% possibility of his arrival.

3. He might have arrived by now. c¢) 100% possibility of his arrival.
4. He can’t have arrived by now. d) 80% possibility of his arrival.

Assignment 21. Translate into English.

A.l. BoHu, HameBHO, IpaIlOIOTh HAJ IIUM IIPOCKTOM came 3apa3. 2. Bonw,
MOXJIMBO, MPALIOTh HAJ UM HIPOEKTOM came 3apa3. 3. HaBpsig uu BOHH
MPaIO0Th HAJl [IUM MPOEKTOM came 3apas. 4. He Moxke OyTH. 1110 BOHM MPaIIOIOTh
HaJl 1M MPOEKTOM caMme 3apas.

B. 1. HaneBHo, BiH BXXe MiJNKUCaB KOHTPAKT. 2. MOXJIMBO, BIH BXXE MiHCaB
KOHTpakT. 3. CyMHIBHO, 110 BIH BXe MiAnucaB KOHTpakT. 4. He Mmoxe OyTH, 1110 BiH
BJK€ IMIMICaB KOHTPAKT.

Assignment 22. Paraphrase the following sentences using one of the modal
verbs must, may, might or can ’t+ proper form of infinitive.

1. 1 am sure he is a successful manager. 2. Perhaps they are at the meeting
now, but I doubt it. 3. He is probably reading your report. 4. It is likely that they
have examined your project. 5. I am certain that he has resolved this conflict. 6.
Probably she will initiate a new plan. 7. | refuse to believe that he wrote the report
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in time. 8. Maybe we shall take part in the negotiations. 9. | am sure he forgot about
the meeting. 10. Perhaps she went home already. 11. | doubt that he is still working.
12. It is impossible that they reached an agreement.

Assignment 23. Translate into English.

1. JTe miii 3BiT? — He 3Ha10. MokJIMBO, cekpeTap BxKe Bijnpasuia ioro. 2. He
MoOe OyTH, 1110 BiH IIe nparroe. Bxke myxe mizHo. 3. B odici Hikoro Hemae. Bona,
HalleBHO, Bke minuia mogomy. 4. lleli ToBap mpomaeThcs ayxke moope. Mwu,
MOXJINBO, 3aMoBHMO Ounbmre. 5. Hikynm He #mu BBeuepi. BonHa, MoXIuBO,
MO3BOHUTH, X04Ua HaBPsA 4d. 6. YMOBHU KOHTPAKTY IyKe Xopolr. Mwu, HameBHO,
nignuiemMo woro. 7. He moxke OyTu, 1m0 BiH BXe BimiciaB Ifo iH(opmMalliro. Bora
He nepeBipeHa. 8. MoxinBo, BiH 1 3a0yB Ipo 3ycTpid, X0ua HaBpSl YH.

Problem study.

Assignment 24. Study the following situations and give your answer. Provide
your own examples to illustrate the roles which are not mentioned.

1. A new supermarket is being opened in your city. As a representative of the
company that supplies some products to this supermarket you are invited to attend a
ribbon-cutting ceremony. What is your role?

2. You notice that a particular waste by-product can easily be transformed into
a new, potentially marketable product. You submit a proposal offering to take
charge of the initiative. What role do you take?

3. You have established a good working relationship with a particular banker.
Your company needs a loan. You are able to get this loan for your company on
short notice without having to go through all formal channels. What role do you
perform?

4. As a manager you have 250000 UAH to divide among three departments,
each of which has requested 100000 UAH. You will have to decide how to
distribute the funds. What role do you play in this case?

5. Your company is going to expand and is planning to build a new plant. The
public is worried about the consequence of this construction. You have to explain
the possibilities this new plant opens for the city and decide to organize a
conference to answer the questions from the public and mass media. What is your
role in this situation?

Discussion of the text.

1. Speak about interpersonal management roles. Provide your examples.
2. Speak about informational management roles. Provide your examples.
3. Speak about decisional management roles. Provide your examples.

Unit 8 Text: Management Skills
Grammar: Modal Verbs: Expressing Requests, Offers and Invitations;
Asking for Permission
Assignment 1. Read and learn the following words and word combinations:
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skill — maBruka, BMiHHS;
skilled — 1. 1)aocBigueHu, BMIUINI, BOPaBHMIA, 2) KBaTi(PiKOBAHHIA;
2. TaKu#, 1110 BUMArae 3HaHb, JIOCBiAy, KBajidikarii;

verbal and written communication — ycHe Ta miCbMOBE CIIKYBaHHS,

conceptual vision — koHIenTyalbHe OaueHHS;

interpersonal skills — BMiHHs J1aHATH 3 JTIOIBMU;

style of leadership — cTuib kepiBHHIITBA;

autocratic — TMKTaTOPCHKU, aBTOKPATUIHHIA;

laissez faire — Takwii, 1110 HEe BTPY4YaEThCA, Ja€ TIOBHY CBOOOY JIiH;

sensitive — uyliHu#, yBaKHUII,

decisive — pimryuwnii;

to conduct (a meeting) — npoBoauTH (300pH); Syn. to hold a meeting;

patrons — KITieHTypa;

verbal skills — HaBUYKHM YCHOTO CIIJIKYBaHHS,

to express one’s thoughts — BukiiagaTu 4ynich 1yMKHU;

internal — BayTpimHiii; Opp. external — 30BHiIIHII;

memo (memorandum) — 3amucka, MoBiAOMJICHHS;

confident — BneBHenwii;

writing skills — HaBUYKK MMCEMOBOTO CHIJIKYBaHHS,

brief — makoniunmii, HebaraToCIiBHHUIA;

clear — 3po3yminuid, 9iTKHiA,

records — qoKyMeHTaIlis1, 3BITHI MaTepiajiu, JaHi;

computer skills — HaBu4KY/ BMiHHS/ KOPUCTYBaHHS KOMIT IOTEPOM;

inseparable — neBia’ emuwmiA;

qualified expert — kpanmiikoBaHHIA CIICIIATICT;

technical skills — criemianepHi 3HaHHS;

expertise — cremiaabHi 3HAHHS, TOCBIJ];

to acquire — naOyBaTu (3HaHHS, JOCBIT);

formal education — o¢imiiina ocBita;

college degree — aumaoM npo 3aKiHYEHHS BHIOTO HABYAJILHOTO 3aKJIaay;

Master of Business Administration (MBA) — wMarictp 3 ymnpaBiiHHS
O13HECOM;

the last but not the least — ocranniii, ane He MEHIIT BArOMHUIA;

conceptual skills — BmiHHS OCSITHYTH 11€H0/KOHIIETIIIFO;

to fit into the wider context — mpucrocoByBaTM 10 OULTBII IIMPOKOTO
cepeloBUIIa, CUTYAIIIT;

experience — 1ocBiz;

efficiency — edekTHBHICTD, KOPHCHICTD, PAlliOHAIBHICTD;

efficient — kopucHuii, kBastihikoBaHUii;

effectiveness — e ekTHBHICTB;

effective — epexTuBHMA, Ti€BUil;

hallmark — o3naka, kpurepiii

Assignment 2. Read and translate the text.
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Management Skills

Nowadays managers are faced with a variety of challenging and demanding
situations. To be able to respond adequately to the situation a manager must possess
certain skills in such areas as human relations, verbal and written
communication, modern computer technologies, a specialized functional sphere
and general conceptual vision.

Human relations or interpersonal skills form the basis of a creative
atmosphere within the organization and in relations with the customers. Skills that
you need to work with other people are nowadays commonly defined as soft skills.
A manager should be able to work with others both as a member of a group and as a
leader. Different styles of leadership can be used effectively in different
managerial situations. A manager may be autocratic but friendly with a new
employee, democratic with an experienced employee and laissez faire with a
trusted, long-term employee who probably knows more about operations than the
manager does. A truly successful manager has to be sensitive to the needs of the
employees and decisive when the situation demands it.

Managers conduct meetings, make presentations and communicate ideas to
others. They must be able to perform this competently with all employees and
patrons both face to face and on the phone. Thus developing verbal skills, i.e. the
ability to express one’s thoughts in front of the others, is a necessity for a
successful manager.

Much of what managers want others to do is communicated in the form of
letters, telexes, internal memos, faxes and electronic mail. A truly efficient
manager should be confident in using all these forms, that is, he or she should
develop writing skills. In order for a reader to make sense of what has been written
it is recommended to follow the ‘Golden Rules’ that are as ecasy as ABC: be
accurate, be brief, be clear.

Nowadays much business communication involves the use of a computer.
Managers often have computer terminals at their desks so they can get internal
records and external data of all kinds. Thus developing computer skills is an
inseparable part of a manager’s job.

Managers have to be qualified experts in their functional spheres, that is,
possess the required technical skills or hard skills as they are often called. A
technical skill is the ability to use the special knowledge or expertise relating to a
method, process or procedure. Technical skills are acquired through formal
education, appropriate training and job experience. Technical skills are very
important for first-line managers. Because they spend much of their time working
with operating employees, they must have a good understanding of the work those
employees are doing. Most top and middle-level managers have a college or
graduate degree, usually a Master of Business Administration, or MBA. The
most common areas of technical expertise among top and middle-level managers
are marketing, finance, production, law and engineering.

The last but not the least are conceptual skills which are based on one’s
analytical and diagnostic abilities to identify problems and opportunities, gather and
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interpret relevant information and make good problem-solving decisions.
Conceptual skills enable managers to see the organization as a whole and realize
how it fits into the wider context of the industry, the community and the world.

A combination of education and experience gives a person the technical,
interpersonal, and conceptual skills necessary to contribute to the organization’s
efficiency and effectiveness. Efficiency means operating in such a way that
resources are not wasted. Effectiveness means doing the right things in the right
way at the right times. Effectiveness combined with efficiency is the hallmark of
successful management.

Assignment 3. Answer the following questions:

1. What do modern managers need to respond adequately to challenging and
demanding situations?

2. What skills form the basis of a creative atmosphere within the organization?

3. How should managers apply different leadership styles?

4. Why does a manager need to be both sensitive and decisive?

5. In what way do managers use verbal skills?

6. What is the ABC of business writing?

8. What forms of written communication are used by managers?

9. How do managers rely on their computer skills in everyday work?

10. In what way do managers acquire technical skills?

11. What are the common areas of technical expertise among top and middle-
level managers?

12. What degree do top and middle-level managers usually have?

13. What is the difference between ‘effectiveness’ and ‘efficiency’?

14. How do you understand the terms ‘hard’ and ‘soft’ skills?

15. For what do managers need conceptual skills?

Assignment 4. Translate into Ukrainian.

A variety of ...; verbal and written communication; functional sphere; to form
the basis of ...; a trusted, long-term employee; to communicate ideas; as easy as
ABC; internal records; external data of all kinds; qualified expert; the last but not
the least; effectiveness combined with efficiency.

Assignment 5. Translate into English.

Cutyamisi, 10 BHMara€ yBaru Ta BHUPIIMICHHS; aJCKBaTHO pearyBaTh
/BIATYKHYTHUCH; CY4acH1 KOMIT I0T€pPH1 TEXHOJIOT1i; TBOpYa aTMoc(epa; T0CBITUEHUI
NpaliBHUK; MO-CHPaBXHbOMY YCHIIIHUN MEHEeIKep; OCOOHUCTO; MO TenedoHy;
3pO3yMiTH; JOTPUMYBATHCh ,,30JI0THX TMPaBWI ;, TPABUIBHUHN, JAKOHIYHUN Ta
3pO3yMiJINi; HEBIJ €MHA YaCTWHA; YCBIIOMIIOBAaTH; c(epa MisUIBHOCTI; KpUTEPiit
YCIIIIHOTO MEHEKMEHTY.

Assignment 6. Match the synonyms:
A: to understand, to possess, to fit into, customer, competent, clear, brief,
expertise;
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B: to adapt to, patron, understandable, to have, to make sense of something,
short, competence, skilled.

Assignment 7. Paraphrase the following using synonymous words.

1. Are you skilled enough to write telexes? 2. He has a talent to deal with the
most demanding customers. 3. | rely on your competence. 4. Let’s try to adapt this
idea to the general policy of our company. 5. Financial management is the main
area of his expertise. 6. | cannot understand what he tried to express. 7. He gave us
a short account of his last business trip. 8. She made her idea clear to everybody.

Assignment 8. Match the pairs of opposites:
A: within, internal, in front of, inseparable, soft, wide, accurate, efficient;
B: behind, hard, inefficient, narrow, outside, inaccurate, external, separable.

Assignment 9. Choose the proper word (see Assignment 8) to fit into the
context:

1. She always tries to cheer up her employees — she is the most ...person I’ve
ever met. 2. Memos are commonly used as a means of ...communication...the firm.
3. Hang the billboard ...the building so that everybody can see it. 4. The sales have
dropped. I consider the work of the sales department to be the most... 5. The
development of new technologies is an ... part of our activity. 6. Internet is a source
of ...information of all kinds. 7. Our department head is such an ... person; he never
responds to our complaints. 8. You cannot fit a computer into this space, it is very
... 9. Her handwriting is so ...that I cannot understand what she has written.

*A skill is the ability to do something well, especially because you have
learned how to do it and practiced it. Jobs, and the people who do them, can be
described as:

highly skilled skilled semi-skilled unskilled

(car designer)  (car production manager) (taxi driver) (car cleaner)

Assignment 10. Are these jobs generally considered to be highly skilled,
skilled, semi-skilled or unskilled (each expression is used twice)? Substantiate your

point.
1) teacher 4) office cleaner 7) financial manager
2) brain surgeon 5) airline pilot 8) janitor
3) electrician 6) office clerk

* You can say that someone can:
be skilled at/in | + noun e.g. ~ management, finance, etc.

| +-ing e.g. ~using PCs, communicating with people, etc.
be good at/with + noun; e.g. ~ numbers, people, computers;
train as +noun (specialized job, profession); e.g.~ an accountant, a banker
train for + noun (specialized area of activity); e.g. ~ finance, logistics
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Assignment 11. Complete the sentences with the proper word (see above).

1. He is ... with both the employees and the customers. 2. Her friends advised
her to ... for business administration if she wants to make a career in business. 3.
Pete is going to ... as an accountant as he was always ... with numbers. 4. Margaret
is ... at accounting, she prepares all financial statements in the firm.

Assignment 12. Insert the proper preposition (some can be used more than

once).

with  from in as for at

‘My name is Jean Wilson and I have just started working ... a bank. I
graduated ... Edinburgh University last year with a degree ... Business and

Management. Now | am going to train ... an accountant. | think | will do well
because I am good ... figures and I am skilled ... using computers. I think that
training ... a specific job will be more interesting than the general education I got at
university.’

Assignment 13. Fill in the gaps with the proper words from the list below:

Graduate degree, to conduct, conceptual, human relations skills,
communicating, business letters

1. Top managers spend a lot of time ... with people. 2. ... should be accurate,
brief and clear. 3. First-line managers rely on ...when dealing with the staff. 4. He
has a ... of a Master of Business Administration. 5.... skills are necessary to
understand how to develop your business in the most efficient way. 6. Managers
need to have good verbal skills ... staff meetings.

Assignment 14. Match the term with its definition.

Interpersonal The skills a manager needs for defining and understanding

skills situations; includes defining a problem, determining the cause,
and identifying ways to reduce it.

Technical The skills a manager needs for thinking in the abstract, such

skills as seeing relationships between forces, understanding how a

variety of factors are interrelated, and taking a global perspective
of the organization and its environment.

Diagnostic The skills a manager needs to work well with other people,
skills including the ability to understand someone else’s position, to
present one’s own position, to compromise, and to deal
effectively with conflict,

Conceptual The skills a manager needs to perform specialized tasks
skills within a particular type of organization, such as medical,
financial, and engineering.

Assignment 15. Insert the prepositions.

by within at  with in of through among on
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1. Technical skills are acquired ... formal education, appropriate training, and
job experience. 2. He managed to establish a creative atmosphere both ... the firm
and ... relations ... our patrons. 3. Always express your idea clearly so that
everyone can make sense ... it. 4. It is sometimes difficult to explain your idea ...
the phone. 5. The most common graduate degree ... top and middle-level managers
is the MBA degree. 6. This plan was proposed ... the right people ... the right time.

Assignment 16. Agree to, correct or contradict the following statements.

1. Conceptual skills are equally important for managers at all levels.

2. The best manager is the one that applies a laissez faire style in his relations
with the subordinates.

3. Top managers must have appropriate technical training to understand what
operating employees are doing.

4. Writing skills are rarely used by first-line managers.

5. Good relations among the employees depend on the effective use of
different styles of leadership.

Grammar point: expressing requests, offers and invitations; asking for
permission

* Jlns BUCNOBICHHS mpoxaHHsi (0 express a request) BUKOPHUCTOBYIOTHCS
MoabHi giecimora can, could, will, would Ta ¢pasu would you mind, would you
be so kind as (to0). Haii6inem BxxuBanum € giecnoBo could. [Tpoxanus nepemnaeThest
y Qopmi 3arajbHOrO 3alUTaHHS, TOOTO MPOXaHHSA MOYMHAETHCA 3 MOJATBHOTO
niecmoBa. Coig mam’staty, 1o BBiwIuBicTh (POliteness), 3 ssko Mu 3BepTaEMocs
10 oco0OH, Ky MPOCHMMO BHKOHATH IIOCh, 3aJE€XKHUTh BiJ BHOOPY MOIAIbHOIO
niecmoBa. MonabHi JIi€CI0Ba BIAPI3HAIOTHCA 3a cTyneHeM BBiwmBocTi (degree of
politeness) HacTyITHUM YHHOM:

MeHm BBiwimBa popma 1.Can you post this letter?

| 2. Will you wait for me for a minute?
| 3. Would you check these numbers?

| 4. Would you mind repeating that?

| 5. Could you answer this letter?

oisibm BBiwsMBa popma 6. Would you be so kind as to speak louder?

VY BIMOBIAb HA TPOXAHHS BU MOXKETE :

a) moroauTHCh (agree to request), BxxuBarouun (pasu Sure, no problem / Yes,
certainly/ Yes, of course i moBToproOYHM MOJANbHE JIIECIOBO y BIANOBIAI, HAmp.,
Will you wait for me? - Yes, certainly | will.

0) BigmoButu (refuse a request), mxuBaroun ¢dpasu 1’m sorry but that’s not
possible/ Actually, it’s a bit inconvenient right now, mo0 moM’sIKITUTH BiIMOBY,
nanp., Could you help me with these reports? — Actually, it’s a bit inconvenient
right now. I’m very busy checking some urgent information.

®paza would you mind + -ing ¢bopma OCHOBHOIO Ji€cioBa O3Ha4ae ‘is it a
problem for you?” Tomy, sKII0 BH a) TOTOKYETECh BHKOHATH MPOXAHHS,
BinnoBiae Oyme NO, of course not, a sxmo 0) BiAMOBISETECh, BKUBAETE (Ppa3u
Well/ Actually/ To be honest i Bkasyere Ha npuunny Biamosu, Hamp., Would you
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mind asking him to come on Tuesday? — a) No, of course not. I’ll be very glad to
see him. b) To be honest, I’ll be very busy that day. Let’s make it Wednesday.

Assignment 17. Rank the following requests from less polite to more polite.
Agree to and refuse each request, providing your reasons.

1. Would you examine this document? 2. Could you explain to me how to do
this? 3. Would you be so kind as to show me the way to the head office? 4. Will you
send this memo to the financial department? 5. Would you mind looking through
this information? 6. Can you conduct tomorrow’s meeting for me?

Assignment 18. Transform the following orders into polite requests.

1. Show me the letter addressed to our customers in Lviv. 2. Tell everybody to
come tomorrow at 8.45. 3. Write down this information — it’s very important. 4.
Call the head of the operating department, it’s urgent. 5. Ask the staff to submit
their proposals concerning the training courses. 6. Let me know when the director
arrives. 7. Find out who is responsible for this mistake. 8. Show me the latest
information on sales.

*lns Toro, o0 3anpononyBaTH aomomory (offering help) BxxuBaroThes
momanbHi giecnoBa Can 1...? Shall 1...? ta ¢paza Would you like me +to
(infinitive)...?

Hamnp., Can I/ Shall 1/ Would you like me to make a copy for you?

Sxmo mu mpononyemo moch (offering things), sxxusaemo ¢pazy Would you
like + noun, mamp., Would you like some mineral water? Would you like tea or
coffee?

3anpomeHns moch 3podouTn pasom (inviting people to do something with
you) BucioBioeTses ppaszoro Would you like + to (infinitive)...? Hamp., Would
you like to see our new laboratory? Would you like to come and stay with us in
London?

[Toromkyrourch Ha TPOTMO3HUINIO YW 3ampolIeHHs, roBopuMo Yes, please.
Thank you very much/ That would be great, thank you/ That’s very kind of
you.

Bigxumnstoun mpormnosuiiito, BxxuBaeMo ¢pasu No, it’s all right, thanks/ That’s
very kind of you, but | can manage. Bigxunsroun 3anpomieHss, roBopumo I’d
love to, but.../I’m sorry, but... Ta MOSICHIOEMO IPUYKUHY BIIMOBHU.

Assignment 19. Match the forms 1-3 with the uses a)-c).

1. Would you like a/some...? a) offering help

2. Would you like to...? b) offering things

3. Would you like me to ...? c) inviting somebody to do something

Assignment 20. Translate into English.

1. llle xaBu? — [Iskyro, 3 3a0BoJIeHHAM. 2. Un He OakaeTe MOAUBUTUCH HAaIIl
HOBHI Kartajnor? — Jlskyto, ane s iioro Bxke OaumB. 3. IlokazaTu BaMm Hall HOBHIA
odic? — Tak, e Oyno 6 uynoso. 4. Ilizemo B kiHo 3aBTpa? — 3amo0ku. 5. [IpunecTn
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BaM Komito KOoHTpakTy? - Lle Oyno O myxe i100’a3HO 3 Bamoro Ooky. 6. Uu He
XOTUIM O BH BIJIBIIaTH TOPTiBeJIbHY BUCTaBKY? — JIsKyto, 11e Oys10 6 4y10BO.

* Jlns BHCJIOBICHHS MPOXaHHSI J03BOJMTH Iock 3pooutn (asking for
permission) BHKOPHUCTOBYIOTHCS MOZalIbHI JiecioBa can, could, may, Hamp.,
Can/Could/May | leave now? Biamosiap, mo Hagae go3Bia (giving permission),
MICTUTH (Ppa3y, 110 BUpaKA€E 3roAy Ta BiAMOBIIHE MOJaIbHE A1€CIOBO (Y BIAMOBIII
Ha mpoxaHHsA 3 could mxkwuBaeTrbes can). 3amepeuni ¢opmu cannot, may not
nepenaTh BiAMOBY Hajgaty j103Bi (refusing permission); ¢pasu 1I’m afraid/ To
my regret/ Unfortunately BxxuBaroTbes /U1 TOM’IKIIICHHS BiIMOBH, HAIIp.,

Can/Could I speak to you on this problem? — Yes, certainly you can.

May | use your phone? — I'm afraid, you may not. I’'m expecting a call.

Assignment 21. Translate into English using can, could, may.

1.Moxna B3sTH 110 KHUTY? — 3BUYaiiHo. S ii Bxke meperyisiHyB. 2. MoskHa
B1IKpUTH BiKHO? — Botoch, 110 Hi. Ha30BHI gy’ke MIyMHO 1 MU HE 3MOXKEMO MOYyTH
nekiiro. 3. Mo)kHa moroBoputH 3 MeHemkepom? — Tak, BiH yekae Ha Bac. 4. MoxHa
CKOpPHUCTATUCh BamuM Komim'torepoMm? — Haxans, Hi. Came 3apa3 g HaJCHIIAIO
BAXKJIMBE TOBITOMJICHHS Y BCl BigaumM. 5. MoxkHa moGaunTtu Bam aurioM? — bynb
nacka. S Maro CTymiHb MaricTpa 3 aMiHICTpyBaHHs O13HECY.

Assignment 22. Match the situations 1-5 with the questions a)-e).

1. Making a request. a) Would you like me to fax this document?
2. Asking for permission.  b) Would you like to see this document?

3. Offering help. ¢) Could you fax this document tonight?

4. Offering something. d) Could I fax this document tonight?

5. Inviting somebody. e) Would you like some more tea?

Assignment 23. Match the situations 1-6 with replies a) — f).

1. Agreeing to request. a) No, it’s all right, I can manage.

2. Refusing a request. b) No, I’'m afraid, you may not.

3. Giving permission. ) That’s very kind of you, thank you.
4. Refusing permission. d) Yes, certainly you can.

5. Accepting an offer of help. e) Actually, I’m very busy at the moment.
6. Refusing an offer of help. ) Sure, no problem.

Case study.

Assignment 24. Read the following conversation. What would you say about
the problem discussed? Do you feel that graduates have some problems with
employment caused by the lack of experience? When is it the right time to start
developing skills necessary to become a good manager?

Margaret: The trouble with graduates, people who’ve just left university, is
that their paper qualifications are good, but they have no work experience. They just
don’t know how business works.
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Nil: | disagree. Education should teach people how to think, not prepare them
for a particular job. One of last year’s recruits had graduated from Oxford in
philosophy and she’s doing very well!

Margaret: Philosophy is an interesting subject, but for our company training
for a specific job is more useful.

Nil: Yes, but we don’t just need good specialists. We also need good
managers, whom we can develop through in-house training courses within the
company. You know we have put a lot of money into management development and
management training because they are very important. You need to have some

management experience for that. It’s not the sort of thing you can learn when you
are 20!

Discussion of the text

1. Speak about the soft skills that every efficient manager must develop.

2. Speak about the hard skills every efficient manager must be good at.

3. Speak about the importance of education and work experience in becoming
an effective manager.

4. Speak about the application of particular management skills at each level of
management.

Unit 9 Text: Managerial Ethics
Grammar: Modal Verbs + Perfect Infinitive;
Modal Verbs in Reported Speech

Assignment 1. Read and learn the following words

ethics (sing.) — eruka, BUEHHS PO MOpPaJIb, TEOPis MOPATLHOCTI;

ethic (pl. ethics) — mpuitasiTa HOpMa MOBEIIHKHU, PABUIIO TTOPSTHOCTI;

code — KoJIeKC, 3BiJ] 3aKOHIB;

morals — npaBuiia/ HOpMHU MOPaIbHOT MTOBETIHKH;

ethical — ernunwuii, MopaabHHIA;

standard — crangapt, HopMa, IPUHIIUII;

managerial ethics — npaBuia/HopMu MOBEAIHKA MEHEIKEPIB;

context — KOHTEKCT; CUTYallis, CEPEIOBHIIE, OTOUCHHS;

ISSUe — cripHe MUTAHHS; MPEAMET CYIePEUHOCTI/PO30IKHOCTI,

dilemma — qunema, HeOOXiIHICTH BUOOPY;

to treat — craBUTUCH (110), TOBOAUTHUCH (3);

critical point — Bu3HavaibHA CyTh, OCHOBHE;

ViS-a-ViS — Biu-Ha-Biy;

SEeCrecy — CeKpeTHICTb, BMIHHS 30€piraTi TAEMHHIIIO;

espionage — mmioHax;

conduct — mosexinka; opp. misconduct —1) morana noBeiHKa; 2) MOCaI0BHit
3JI0YWH;

social responsibility — cycninbHa BiAMOBIaIBHICTD;

corporate — KoOpHOpaTWBHHWM; TaKWi, IO TPUTAMAaHHUN KOpropaiii; Bif
corporation — TOBapWCTBO, CIHiJKa, Tpyma JoJacH, 00 €IHAHUX CHUTBHUMH
npodeCiitHUMU IHTEpECaMUu;
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beneficial — urigauii, KopucHU;

to enhance — mocuioBaTH, MiAHOCUTH ( HAIP., SIKICTh);
CONSUMEriSM — 3aXKCT MpaB CIOXKKUBAYA,;

community — rpoMaa, CiJibHOTa;

MINOrity — MeHIICTh; MEHIIMHA (HaI[lOHATIbHA);
disadvantaged people — nroau 3 BagaMu, iHBaJIIu;
accountability — mia3BiTHICTb, BIAOBIIaIbHICTS;
transparency — npo3opicTh;

to hide (hid, hidden) — xoBaTu(cs).

Assignment 2. Read and translate the text.
Managerial ethics

By definition ethics is the system or code of morals of a particular person,
religion, group, profession, etc. In other words ethics sets standards for a person or
group as to what is good or bad or right or wrong in one’s behaviour.

Ethics are one of the most important factors of a manager’s behaviour.
Managerial ethics are standards and principles that guide the actions and decisions
of managers and determine if the actions and decisions are “good or bad” or “right
or wrong” in a moral sense.

Management activities occur within an ethical context. Every time a manager
Is faced with two or more conflicting ethical issues he faces what is called an ethical
dilemma that requires an ethical decision. The most common ethical contexts are:
1) relationship of the firm to the employee; 2) relationship of the employee to the
firm; 3) relationship of the firm to the environment.

The relationship of the firm to the employee involves the ways in which the
organization chooses to treat its employees in different situations (organizational
ethical context). In such areas as hiring and firing, wages and working conditions,
and private lives of employees, managers must take careful ethical decisions.

In the relationship of the employee to the firm the critical point is how the
individual behaves vis-a-vis the organization (personal ethics). Examples of ethical
dilemmas include conflicts of interests, secrecy and espionage, stealing or any
other form of misconduct.

Ethical dilemmas often arise in the relationship of the firm to the environment
(environmental context). Ethical issues are involved in relations of the organization
with customers, competitors, stockholders, suppliers, labour unions, the community
and surrounding environment.

Ethical managerial behaviour is the standard for behavior at the individual
level in a company. When we consider the organizational level, we speak of social
responsibility. Companies want to be seen as good corporate citizens, with
activities that are beneficial for the community and society as a whole. Social
responsibility refers to the obligations of the organization to protect and/or enhance
the society in which it functions. Areas of social responsibility include ecology and
environmental quality, consumerism, community needs, government relations,
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minorities and disadvantaged people, labour relations, stockholder relations, and
economic activities.

Ethical corporate behaviour includes accountability — the idea that
organizations are completely responsible for what they do and that people should be
able to expect them to explain their actions. Transparency is explaining this
behaviour in a way that can be understood by outsiders, and not trying to hide
anything.

Companies have long had codes of ethics and codes of conduct saying how
their managers and employees should behave. Now many organizations are
employing executives to oversee the whole area of corporate social responsibility.

Assignment 3. Translate the following questions.

1. What is ‘ethics’ by definition?

2. What standards does ethics set for a person or group?

3. Why are ethics one of the most important factors of a manager’s behaviour?

4. What are the three most common ethical contexts in which management
activities occur?

5. How do managerial ethics differ from social responsibility?

6. What are the areas of corporate social responsibility?

7. What are the critical elements of ethical corporate behaviour?

8. Why do organizations establish codes of ethics?

9. What facts prove that organizations have started to pay more attention to
social responsibility?

Assignment 4. Group the words according to the stress pattern:

e- stressed syllable, o- unstressed syllable.

Phenomenon, managerial, espionage, disadvantage, transparency, enhance,
misconduct, beneficial.

[ JoX M

ce.

Assignment 5. Translate into English. Give the sentences in which they are
used in the text.

3aKoHM MOpalll; KEpyBaTU MISIMU Ta PIIICHHSIMH; OYyIb-IKUH MPOSIB MOTAHOI
MOBEAIHKH; OTOUYIOUYE CEPE/IOBHUIIE; SIBUILE, 1110 CTOCYETHCS PIBHSA OKPEMOi 0COOu;
JISUTBHICTB, KOPUCHA JIJISl TPOMAJIA Ta CYCIIUIBCTBA B LIJIOMY.

Assignment 6. Translate into Ukrainian. Give the sentences in which they are
used in the text.

To set standards; in a moral sense; to occur within an ethical context;
conflicting ethical issues; conflict of interests; environmental context; good
corporate citizens; code of conduct; to enhance the society.

Assignment 7. Match the synonyms. Use any 5 words in sentences of your
own.

A: beneficial, conduct, conflict, critical, ethics, issue, treat, vis-a-vis;
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B: deal with, morals, face-to-face, useful, decisive, dispute, disagreement,
behaviour.

Assignment 8. Find the opposites in the text.
Conduct, unethical, immoral, majority, corporate, secrecy, social, agreement,
insiders.

Assignment 9. Complete the puzzle using the information below.

1. Situation in which one has to choose between two things, two courses of
action, etc.

2. Something used as a test or measure for weights, lengths, qualities or for the
required degree of excellence.

3. Manners (good or bad), treatment shown towards others.

4. Question that arises for discussion.

5. Improper behaviour.

6. Duty, obligation, accountability.

7. Science of morals (vertical column).

Assignment 10. Restore the word order.

1. ethical, occur, management, within, context, activities. 2. managerial, at,
level, individual, the, behaviour, ethical, occurs. 3. applies, the, organizational,
social, level, responsibility, to. 4. for, group, ethics, a person, or, moral, sets,
standards.

Assignment 11. Insert the proper prepositions.

1. Organizations are completely responsible ... what they do. 2. Management
activities occur ... an ethical context. 3. A company’s activities should be beneficial
... the community ... which it functions. 4. When we speak ... social responsibility
we consider the level ... the organization. 5. Ethical issues are involved ... relations
... the organization ... its customers.

Assignment 12. Match the ethical issue (1-10) with an example (a-j).
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1. Workers’ rights. a) Agreeing to set high prices with a
competitor.
2. Animal rights. b) Not giving a job to someone because they
are of different ethnic origin.
3. Corruption. ¢) Marketing a dangerous product.
4.  Computer data d) Secretly giving money to a business partner
protection. to get a favour from him/her.
5. Codes of conduct. e) Putting dangerous chemicals into the river.
6. Company ‘perks’. f) Testing products on rabbits.
7. Consumer safety. g) Making staff work very long hours.
8. Discrimination. h) Stealing secrets from a computer network.
9. Environmental 1) Giving some employees special benefits.
protection.
10. Operating a cartel. J) Getting drunk at lunchtime.

Assignment 13. Read the extract from a company handbook. Answer the
questions written below.

It is Shell’s corporate policy to promote a management style of direct
involvement of employees in decisions affecting their jobs. Staff are encouraged to
discuss the objectives of the unit in which they work before these are finally
established. Through the staff reporting system, staff are also encouraged to take
part in setting their work targets for the coming year, to identify their own training
needs and to develop their own ambitions so that these may be taken into account in
career planning. This approach is the core of the Shell’ corporate employee relations
philosophy.

1. What managerial style characterizes the relations of the company to the
staff?

2. What system is this style based on? How does it work?

3. How do companies find out which employees may be promoted or could
benefit from further training?

Assignment 14. Translate the words in brackets to complete the sentences.

1. (JIromu xepyroThcsl €THYHMMHU HOopMaMu noBeminku) both in their everyday
lives and at their workplace. 2. Equal opportunities policy (o3nauae, o
NpaliBHUKIB HaliMaroTh Ha pobory) regardless of their gender or race. 3.
(ITig3BiTHICTH Ta MPO30OPICTh — BaxJIKMBI KoMIOHeHTH) of companies’ social
responsibility. 4. (Opranizamii HecyTh CyCHUIbHY BIANOBIAANBHICTE TEpen
rpomanamu) Iin which they work. 5. Many companies (po3poOmasitoTh BiacHi
KOJEKCH €THYHOI MoBeAiHKH). 6. (YmpaBiiHChbKAa €THKAa BHM3HAYa€ MOBEAIHKY
MeHeKepiB y ctocyHkax 3) the firm, the staff and the environment.

Grammar: Modal Verbs + Perfect Infinitive. Modal Verbs in Reported
Speech.
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* BxkwuBanHs mnepdektHoro iHdiHiTHBa have + past participle micus
moanbHuX giecuis could, might, should, would, ought to, needn’t xapakrepu3sye
Ail0 SIK TaKy, 0 He Big0y1ach.

Could + have + past participle ra might + have + past participle onucyrots
HepeasizoBaHy MOKIHBicThH y MunyJomy (unrealized ability in the past) — kosu
XTOCh MIT IIIOCh 3pOOUTH, ajie He 3poOuB, a0 KOJIM IIOCh OYJI0 MOXKJIIMBHM, ajie HE
BinOynock. Hamp., We could have sent them the order, but we decided not to hurry.
The company might have informed the public about the accident at the press
conference, but they didn’t use this opportunity.

Should /would /ought to + have + past participle omucyrors mogmii, mo
ouikyBa/Iuch, ajie He Bigdyauch (Situations that were possible, but did not
happen). Hamp., | should/would/ought to have phoned our customers this
morning, but | forgot.

[li >x rpamaTU4Hi CTPYKTYPH BXKHUBAIOTHCSA JJIsi BHUCIJIOBJICHHS JOKOPY a0
kputukm (reproach or criticism) 3a te, mo mock He OyJI0 3pOOJICHO JMB. TAKOK
Unit 6)

Hamp.., You could/might/should/ought to have warned us that you were
going to leave the company.

Needn’t + have + past participle BxxuBaeTbcs A1 onucy Aild, AKi BiA0yJIMCh,
aJjie 0yJm HenmoTpioHi (Situations that happened but were not necessary). Hanp.,
| needn’t have come — the conflict was settled without me.

Assignment 15. Rewrite each sentence using the words in brackets and the
correct form of the infinitive. State which of them express 1) unrealized ability, 2)
possible situations that didn’t happen, 3) reproach.

E.g. To my regret | missed the discussion of the new project. - /I /ought to/ be
present/ at the discussion of the new project. - I ought to have been present at the
discussion of the new project.

1. You made a lot of mistakes in your calculations. - /You/ should/ be/ more
attentive in your calculations. 2. They did not explain why this information was
erased. - /They/ could/ explain/ why this information was erased. 3. We did not
receive their letter in due time. - /They/ might/ send/ us this letter in due time. 4.
The company did not assume responsibility for water pollution. - /The company/
ought to /assume/ responsibility for water pollution. 5. The union representative did
not discuss the labour contract in detail. - /The union representative/ could/ discuss/
the labour contract in detail. 6. The management did not involve the staff in the
discussion of the plans for the coming year. - /The management/ should/ involve/
the staff in the discussion of the plans for the coming years. 7. The community did
not know about the reconstruction of this site. - /They /ought to/ tell/ the
community/ about the reconstruction of this site. 8. Why didn’t Tom apply for this
job? - /Tom/ could/ get/ this job/ but he didn’t even apply for it. 9. He decided not to
raise this problem at the staff meeting. — He /might/ raise/ this problem at the staff
meeting but he decided not to. 10. She did not behave in that situation according to
the company’s code of conduct. - /She/ should/ behave/ in that situation according
to the company’s code of conduct.
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Assignment 16. Read each sentence. Express the idea of ‘unnecessary action’
In a sentence With needn’t + perfect infinitive.

E.g. They cancelled the meeting but everybody came. - They needn’t have
cancelled the meeting.

1. She copied these documents but this was not necessary. 2. He sent them this
information but they already had it. 3. Jim argued with the boss, but he did not
know that the conflict had already been settled. 4. They accused him of misconduct,
but he was not the one who had done this. 5. He translated the contract into
Ukrainian, but he did not know that we had already received it both in English and
Ukrainian. 6. The PR department organized the press conference, but everything
had already been published in the local newspapers.

Assignment 17. Translate into English.

1. He BapTO Oysio Ham crimuTu — 300pHu BiAMIHWIK. 2. Ty MIr OU cKa3aTu Mpo
e me BpaHii. 3. Mu MOIIM JONMOMOTTH HOMY, ajie BUPIIIMIW, IO BIH MYCHUTb
3pobutu 11e cam. 4. S Mir 1onoBicTH Tpo e KOHGIIKT, ane nepeaymas. 5. He ciin
OyJ0 criepevaTuch, e JHIIe YCKIAAHWIO cUTyalito. 6. Sl He MOXy 3pO3yMiTH ii
noBe/liHKy. BoHa Morya cCKOpUCTaTHCh MOMEHTOM i HONPOCUTH IifBHILEHHS. 7. it
He oTpi6HO OyI0 30upaTH 110 1H(OpPMAILIIO.

* MoganbHi agieciaoa must, could, would, should, might, ought to, needn’t
HE 3MIHIOIOTBCS Yy HEmpsAMil MOBI Ticiis JieciiB y MuHyjoMy 4aci. Hamp., The
manager said, “It would be nice if we could see you again”. — The manager said
that it would be nice if they could see us again.

VY HempsMiii MOBI1 MICHS AIECIIB Y MHHYJOMY 4acl MOJAJbHE AIECIOBO Can
3aMiHIOEThCs Ha could, a monmaibHe miecioBo may Ha might. Hamp.,

Can you help me? — What did you say? —I asked if you could help me.

You may have a look at these documents. — He said that we might have a look
at those documents.

Assignment 18. Rewrite this dialogue in Reported Speech.

Tony: Hello, Steve. Would you sit down? Could | have your views on the idea
of a code of conduct for our company?

Steve: Sure, no problem. In my opinion we must formulate our credo very
clearly. The staff and the public should get the message that all our activities are
transparent and beneficial for the community.

Tony: | cannot but agree with you. Well, what would you propose?

Steve: | think, we must focus on several areas of responsibility, say, our
responsibility to our employees, to our customers, suppliers and distributors, and to
the community.

Tony: Let me see if we haven’t missed anything. Oh, yes, the stockholders. We
must state our obligations to the stockholders. They need know that we are
completely accountable to them for all our actions. By the way, Steve, would you
like to head the project?
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Steve: Well, it sounds rather interesting. It might be a useful experience. But
I’ll need somebody to consult with.

Tony: That shouldn’t be a problem. When do you think you’ll be able to show
me the draft?

Steve: In about a week, maybe.

Tony: Right, that’s settled. See you next Wednesday, then.

Problem study.

Assignment19. Make a list of five ways in which you feel it is ethical for
students to behave. Then list five that you feel are unethical. What are the strongest
influences on your feelings about what is ethical and unethical student behaviour?

Assignment 20. Select one area of social responsibility and try to obtain from
published sources examples of companies that are exemplars in that area. Get
ready to speak about them.

Discussion of the text.

1. Speak about managerial ethics at the individual level.

2. Speak about business social responsibility and its areas.

Module 4. Planning
Unit 10. Text: Planning in Organizations
Grammar: Forms of Infinitive

Assignment 1.Read and learn the following words.
to stem — OyTu pe3ynbTaToM;

to be concerned with — OyTu moB’s13aHNUM;
exposition — Bukaz;

to intend — matu Hamip;

to attain — nocsraru;

to put to use — BriTroBaTH B XHUTTs; SYyN.: to implement;
to draw up — cknagaru;

accessible — moctynuui;

reliable — vaniiiauii;

collaboration — cniBnparis;

execution — BUKOHaHHA

sequence — psiji, MOCTiJOBHICTD,

ViS-2a-VIS — MOPIBHSHO 3;

scenario — raH aii;

to bridge the gap — nonatu BijacTaHb/HIBEIIOBATH PI3HHUIIIO;
to generate — po3po0siTy;

time horizon — yacoBwuii niepiog;

short-range — KOpOTKOCTPOKOBHI;

long-range — 10BrocTpokoBui;

medium-range — cepe IHLOCTPOKOBHIA;

frequency — gacrora;

to commit resources — po3noaiIsSTH PeCypCH;
schedule — rpadixk, man (poboTH);
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time frame — gacoBi pamku;

standing-use plan — mian 6araTopa3oBOro BUKOPHUCTAHHS;
policy — crpareris, Kypc;

guideline — Bka3iBka;

means-end capacity — MOKIUBICTh TiepeAdayaTH pe3yIbTaT Jii;
day-to-day — moaeHHHiA.

Assignment 2. Read and translate the following text.
Planning in Organizations

Planning is the fundamental function of management from which the other
three functions of organizing, leading and controlling stem. It is concerned with
the future impact of today's decisions.

A plan is an exposition of the intended means to accomplish a desired
objective. It is common for less formal plans to be created as abstract ideas, and
remain in that form as they are maintained and resources are put to use. More
formal plans used for business purposes are likely to be written and stored in a form
that is accessible to many people at various times and locations. This allows for
more reliable collaboration in the execution of the plan.

Planning is a management function concerned with selecting goals for future
organizational performance and deciding on the tasks and resources to be used in
order to attain those goals. Planning can be thought of as a sequence of steps. The
first step is to define the objectives; the second one is to evaluate current status vis-
a-vis the desired future state and the mission. To generate future scenarios to
bridge that gap is the third step. Then, as the next step, a manager should identify
and choose among alternative courses of action. During the final step a manager
implements the plan. True implementation also includes evaluation of results to
ensure accomplishment of objectives.

Managers are involved with plans that vary in terms of time horizon: short-
range plans (cover one year or less), intermediate or medium-range plans (cover
one to five years), and long-range plans (cover five years or more).

Plans also differ according to frequency of use. A single-use plan is designed
to be used only once to meet the needs of a unique situation. Examples of this type
are budgets that commit resources to projects and schedules that tie activities to
specific time frames or targets. A standing-use plan, on the other hand, is created
to be used more than once. This type is represented by policies, which present broad
guidelines in order to make decisions and take actions; and by rules that precisely
describe what actions are to be taken in specific situations.

Planning is undertaken by managers at all levels in the organizational
hierarchy. Top level managers engage chiefly in long-range planning, while short-
range planning is based on the combined efforts of middle and supervisory
management. The potential benefits of planning are numerous: opportunities for
greater means-end capacity, improved performance, and a foundation for stability
in day-to-day operations.
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Assignment 3. Answer the following questions.

. What is a plan?

. How can planning be defined?

. How many steps are there in the process of planning?

. What does each step include?

. What are the types of plans according to time horizon?

. What kind of plan is a budget?

. Is a schedule a single-use plan?

. What is the difference between single-use and standing-use plans?
. Can you give examples of standing-use plans?

10. What level of management is responsible for planning?
11. Do you know the benefits of planning?

O©COoOoO~NO OIS, WN B

Assignment 4. Give Ukrainian equivalents of the following words and word
combinations:

to stem, impact, multiple, intended, to accomplish, abstract idea, to maintain,
collaboration, to select objectives, to attain, current status, to generate, to identify,
in terms of, unique situation, to commit, time frame, on the other hand,
organizational hierarchy, improved performance, day-to-day operations

Assignment 5. Give English equivalents of the following words and word
combinations:

MeTa, 30epirat, MOCIiJOBHICTh KPOKIB, OIIHUTH MOTOYHUN CTaH, MOTOYHA
CIOPOMOXHICTh, JOJATH PI3HULIO, MalOyTHIM TIaH a1, oOuparu 3/cepen,
BTUTIOBaTH, 3a0e3mneuyBaTd, 4YacoOBUM  MeEpioJl, YacToTa  BUKOPHUCTAHHS,
32/I0BOJIBHATH TMOTpeOu, OrKeT, TuiaH/rpadik, MONITHKA, MNepeBara, BKa3iBKa,
MOKJIUBICTh TIEpEI0AYUTH PE3yIbTaT, CTa0IIBbHICTD

Assignment 6. Match the synonyms.
select, policy, objective, agenda, to execute, status
state, target, to put to use, guideline, scenario, choose

Assignment 7. Find antonyms to these words in the text and make up
sentences with each pair.

fortuitous ordinary  to keep literal\exact

roughly\approximately

Assignment 8. Combine verbs with proper nouns and make up sentences with
phrases.

to set o
to attain (an) objective
to make (@) plan
to commit p
to implement

il resources
to utilize
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Assignment 9. Fill in missing word combinations:

1
2
3.
4.
5
6

1. We regularly upgrade our products because we believe in ...

continuous improvement
means-end capacity
day-to-day operations
time frames
long-range plans

future scenarios

. 2. Our ...

include becoming a multinational corporation with branches in all European
countries. 3. ... for this project are rather strict, that is why we must work according
to schedule. 4. Due to careful planning and checking our team is characterized by
great .... 5. All managers gathered together to elaborate ... for getting the firm out
of the crisis. 6. For high performance employees need stability in their ....

Assignment 10. Fill in the crossword and study definitions:

1. A systematic plan for the expenditure of a usually fixed resource, such as
money, during a given period.

2. A set of established forms or methods for conducting the affairs of an
organized body such as a business, club, or government for a long time/in general

3. A list of a project's elements with intended start and finish dates

4. A plan or course of action, as of a government, political party, or business,

intended to influence and determine decisions, actions, and other matters

5. An outline or model of an expected or supposed sequence of events

Assignment 11. Choose correct word to complete the sentences:

o0 E

1

2

intend intention intended
implement  implementation  implemented
evaluate evaluation evaluated
perform performanceperformed

commitcommitmentcommitted
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1. The Government ... (5) billions of pounds for ... (2) of a retraining
programme. 2. To introduce a new product was not our ... (1) target. 3. ... (4) of
our employees is rather high, it can be ... (3) through quality and quantity of goods.
4. He ... (1) to present a budget for the next year at the end of the month. 5. ... (5)
of resources is ... (4) by a CEO. 6. ... (2) of our plan will bring us to the ... (3) of
our former agenda.

Assignment 12. Translate into English:

1. Ogpniero 3 GyHKUOIA MEHEHKMEHTY € IUIAaHYBaHHs, SKE BKIIOYAE
MOCIIOBHICTh TI'SITH KpoOKiB. 2. IlmanyBaHHS — 1€ BCTAHOBJEHHS IIUICH ISt
MOTAJTBIIOT TISUTBHOCTI OpraHi3arlii Ta BUPIMICHHS TOTO, SIK PO3MOIUIATH PECYPCH. 3.
Pi3HHIS M1k MOTOYHUM Ta OakaHUM B MaOYTHBROMY CTaHaM CIpPaB OLIHYETHCA Ha
apyromy etami. 4. lng toro, mo6 miuaH OyB JOCTYHNHHM TUIBKH TpaIliBHUKAM
MIIIPUEMCTBA, TOTPIOHO 3amucat 1 30epertu iHGOopMaIlilo HATIHHUM HMUISIXOM. 5.
IInan Garatopa3oBoro BUKOPHUCTAHHS IMPEJCTaBIISIE YITKI BKa3iBKH IIOAO i B
KpU30BUX CHUTYyalisX. 6. MOXIMBICTh Tepen0ayuTH pe3ysbTaT BallUX ik JacThb
BaM 3MOTY BIPHO PO3IMOAUIUTH Yac, JIOJChKI Ta BUpoOHHUI pecypcu. 7. [ToTeniiini
nepeBaru KOPOTKOCTPOKOBUX IUIAHIB — 11€ MOXJIMBICTH MOCTIHHO KOHTPOJIOBATH
pe3ynbTaTH 1 MpUMaTH HOBI pillieHHS B pasi notpedu. 8. Crpareris HaIIoro
MIIIPUEMCTBA ONMKCAHA y JAeTalsax. 9. [HKOIM BTUIMTH TUTAH B KUTTSA BaKUe HIK
po3pobutu oro. 10. MeHemkepH BCiX pIBHIB 3aTy4€HI 0 MPOLECY MJIaHyBaHHS.

Grammar: Infinitive (p.)
*Iudinirus (Infinitive) — e yacTiHa MOBH, SIKa JIMIIE HA3UBAE JIif0, HE BKA3YIOUH
Ha 0co0y, sfika BUKOHYE L0 A1I0; OCb YOMY 1H(DIHITUB BIAHOCATH A0 0€30c000BUX
¢hopm aiecaosa. [lopiBHsiite:
He plans a reorganization of the company (plans — 3-s oco6a omuunu, Present
Indefinite, active voice).
To plan is an important management function (to plan — Indefinite Infinitive, active
voice)
Osnakoro iH(iniTHBa € yactka t0: to plan, to organize, xoua B AESIKHUX BHITaIKaX,
SIK OT IICJIS MOAAIbHUX II€CIIB, iHGIHITUB BXKHBaAEeThes O0e3 yacTku t0: must plan,
could organize.
InginiTuB Mae BiIaCTHBOCTI sK JAi€cj0Ba, Tak 1 iMeHHUKA. Sk mieciiBHa dopma
iH}iHiTHB MOXe Oytu mpoctuMm (Indefinite), rpusanum (Continuous), nepdekTHum
(Perfect) ta mepdexrno-tpuBanmum (Perfect Continuous), a takox matu (opmy
aKTUBHOTO 4M macuBHOro crany (Active or Passive).

e.g. To write (Indefinite Active) — to be writing (Continuous Active)

to write (Indefinite Active) —to be written (Indefinite Passive)
[Toxi6buo 10 miecioBa iHGIHITUB MEPEXITHUX IECTIB MOXKE MATH NPAMULL 000AMOK 1
BJKUBATHUCh 3 NPUCTIBHUKOM:

e.g. It is important to check (what?) the results (how often?) regularly.
B pedenHi iH(}1HITUB BUKOHYE BCi (pyHKI, 1110 BIACTHBI iMEHHHKY.
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Assignment 13. Supply all other forms of the given infinitives. Translate the
phrases below.
To make, to plan, to improve, to implement, to evaluate, to study.
[[IBuaKO TPUHUHATH PIIICHHS, TPaBWIbHO IUIAHYBAaTH diSUIbHICTh, IOCTIMHO
BJIOCKOHAJIIOBAaTH METOJH, PEryJsIpHO BHUBYATH Tpadik poOOTH, TMOBITHLHO
BTUIIOBATH IUIAHM, YITKO OILIIHIOBATH CUTYAIIIIO.

Assignment 14. Transform the predicates in the following sentences into
corresponding infinitive forms; define them.

e.g. He has been looking through the papers. — to have been looking
through (perfect continuous, active)

1. The desired objective is accomplished. 2. Managers plan, organize, lead and
control. 3. James had finished his essay only by 11 p.m. 4. The date of the
conference was fixed previously. 5. They have been informed about the plans of top
management. 6. She will be writing a report all day tomorrow. 7. The budget is
prepared by our financial managers. 8. She has been typing a document for the last
fifteen minutes.

* B pedenni ¢opmMu 1H(]IHITEUBA BKa3ylOTh HE HAa Yac BUKOHAHHS ii,
no3Ha4yeHoi 1H(IHITUBOM, a Ha 11 YaCcOBE CITIBBIHOIICHHS 3 MPUCYAKOM: OJHOYACHI
11 J1i YK O/IHA TIEpeaye 1HIIH(aaJi M0 TeKCTY).

The Indefinite Infinitive (Heo3nauenuii iH(}iHITUB) O3Ha4ae 1it0, siKa €
OJIHOYACHOI0 a00 MaiiOyTHBOIO O BiJHOIICHHIO JI0 MPUCYIKA:

| am/was/shall be glad to meet you.

| hope/hoped to see you at our conference next year.

The Continuous Infinitive (tpuBaymii iH}iHITUB) O3HAYa€e Air0, IO TPUBAE
OJIHOYACHO 3 JII€I0 MO3HAYEHOIO MTPUCYTKOM:

He must be discussing the question at the moment.

The Perfect Infinitive (nepdextauit iHpiHITHB) 03HAYAE JTi0, KA € MUHYJIOO
10 BIJTHOIIICHHIO JIO TIPUCYIKA:

| am/was glad to have met you.

The Perfect Continuous Infinitive (mepdekTHO-TpuBamuii iH)IHITUB)
O3HAYae Ji10, SKa TpUBaJIa MIEBHUI Yac mepe €10 MO3HAUYCHOIO MTPUCYIKOM:

He looks tired. He seems to have been preparing his speech all night.

The Active Infinitive (akTuBHmit) mo3Havae 1ir0, IKy BUKOHYBaB YU BUKOHYE
00’€KT, 10 SIKOTO BiTHOCUTHCS ek iHdiniTUB; the Passive Infinitive (macuBHmif)
Mo3Hayae i, 110 BUKOHYBajdach YW BHUKOHYETBHCS HaJI OO0 €KTOM, 10 SKOTO
BIJIHOCUTHCS 1H(DIHITHUB.

Assignment 15. Fill in the correct form of the infinitives and translate into
Ukrainian (pay attention to the usage of particle “to”):

The Indefinite Infinitive — The Continuous Infinitive

1. I decided ... law. I am glad ... law this term. (to study, to be studying) 2. Its
nice ... here with you with a cup of coffee. I hope ... near you at our conference
next year. (to sit, to be sitting) 3. I'd really like ... in a nice cool pool right now.
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Would you like ... in the river this evening? (to swim, to be swimming) 4. The
manager must ... the report to get ready for the conference. Actually he must still
. it. (to read, be reading) 5. When my colleague came in I pretended ... . He

agreed ... all our suggestions. (to read, to be reading)

The Indefinite Infinitive — The Perfect Infinitive

1. I am really glad ... with you. I am really glad ... with you when I was in a
tight corner. (to work, to have worked) 2. You ought ... accomplishment of
objectives as it is presupposed by your responsibilities. You ought
accomplishment of objectives when the manager required that. (to ensure, to have
ensured) 3. Mr. Brobery was pleased to .... your advise because it helped him a lot.
Mr. Brobery was pleased to .... your advise because he hoped it would help him. (to
take, to have taken) 4. He is well known ...a budget quicker than any one else. He is
known to ...a budget before any one else did. (to draw up, to have drawn up) 5.
Why did he arrive so early today? — He might not ... his presentation last night. He
might ... it right now. He might ... it today. (to finish, to be finishing, to have
finished)

The Perfect Infinitive — The Perfect Continuous Infinitive

1. He looks tired. He seems ... his speech all night. He is quite calm, he seems
... his speech after all. (to have prepared, to have been preparing) 2. We seemed ...
measures to avert the disastrous bankruptcy for two months already. We seemed ...
enough measures to avert the disastrous bankruptcy. (to have taken, to have been
taking)

The Active Infinitive — The Passive Infinitive

1. I expect ... the current status of our business. I want ... by my bosses based
on my performance alone. (to evaluate, to be evaluated) 2. I want ... into this
project elaboration badly. I wonder who ... in drawing up the budget. (to involve, to
be involved) 3. He seems ... the whole city. Everyone here seemed ... . (to have
invited, to have been invited) 4. I am glad ... you. I am glad ... by you. (to have
helped, to have been helped) 5. Can I ... with the plan implementation? Can I ...
you ... with the plan implementation? (to give a hand, to be given a hand)

Assignment 16. Fill the correct form of the infinitives:

1. My manager expects me ... (work) overtime. 2. He claimed ... (prepare) the
schedule for our department a week ago. 3. Shall we help Jim? He seems ... (have)
difficulty writing down CEQ’s orders. 4. Fortunately, this problem happened ...
(study) by professionals and was solved quickly. 5. Marisa seems ... (enjoy) her
new position. 6. [ am so glad ... (understand) by such an outstanding person. 7. The
goals of our project seem ... (renew) several months ago. 8. This plan must ...
(implement) immediately to save the situation. 9. Don’t pretend ... (work) on this
project for the whole day. You haven’t written a single statement. 10. I’d better ...
(study) daily operations of your production.

* IH(iHiTUB B:KMBAETHCA 0€3 YaCTKU ‘t0’ micJis:
1) 6inpmIocTi MoganbHUX AiectiB: We must see our goals clearly.
2) BupaziB ‘would rather’, ‘had better’: I would rather read this essay.
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3) xoncTpykiii ‘feel/see/hear/make/let + object’: He makes his employees
work hard.

4) niecniB ‘know’ 1 ‘help’ akTuBHUMN 1H)IHITUB BXXUBAETHCS 1 3 YACTKOKO ‘t0’ 1
0e3 uei: Can you help me (to) draw up a budget?

Assignment 17. Use the correct form of the infinitives with or without ‘to’:

1. He can ... (perform) this task without any obstacles. 2. This task has ...
(perform) by any of your employees urgently. 3. My chief allows me ... (change)
time frames to increase quality of output. 4. Top managers of this company make all
workers ... (follow) their guidelines without any exception. 5. I would like ... (try)
to make a single-use plan for getting out of this crisis. 6. You’d better ... (store)
information in a form that is accessible to people only in our company. 7. Mr.
Jackson wants you ... (help) Henry ... (evaluate) the results of our work.

Assignment 18. Find all infinitives in the text ‘Planning in Organizations’
and state their forms.

Assignment 19. Translate into English using the infinitives:

1. TobGi cmim 3BepHYTH YyBary Ha poO3KJIaj, 00 HE 3ami3HUTHCH 13
3aBepUICHHAM NpoekTy. 2. KepiBHUUTBO O4iKye, IO LEeld JOKyMEHT Oyne
CKJIAJEHUI Ballolo KoMaHaow. 3. S 6 kpamie He OyB JOJIy4eHHI 1O PO3pOOKU
JIOBrOCTPOKOBUX IUIaHIB. 4. S xouy OaunTH Bamoro HavajibHUKa. 5. Bona Oyna
paja CHiIKyBaTUCh 3 HOBUMH ILIKaBUMH NapTHepamu. 6. Bammm 3aBnaHHsMm Oyso
OLIIHUTH TOTOYHHUM CTaH KoMmOaHli. 7. BOHM 3yMiIM BCTAaHOBUTH CTAOLIBHICTH
HI0JIeHHUX omeparlliii. 8. S cmopaiBatoch, MO 3aBTpa Oyay MaTH OLUTbIIE BIIBHOTO
yacy. 9. BiH n03BosiMB HaMm OyTHM NpHUCYTHIMH Ha 3acigaHHi pagu. 10. Llg imes
BUSIBWJIACh CIPABKHBOIO 3HAX1JIKOIO JUIsl HAILIOTO BUPOOHUIITBA.

Assignment 20. Make up a speech for a manager using as many infinitives
as possible. Your aim is to set the goals and to elaborate a long-term plan to attain
these goals for an aerospace enterprise.

Use the following words and constructions to practice the infinitives:

to be glad to ..., to hope, would rather ..., had better ..., to claim, to seem, to
happen, to be willing to, must, ought to/should, too + adjective ..., t0 be + the
first/second/last ...

Problem study

Assignment 21 .Get ready to speak on the following situation.

You are the CEO of a small company producing bathroom equipment. Due to
a controversial decision taken last year you have business financial problems.
Currently you have a debt ($100,000), but a new promising project will be
implemented into action in only six months time. You are going to make a report to
the Board: present all plans (long-range, middle and short-range) to prove that you
can save your company.
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Point out which actions belong to single-use plans and which belong to
standing —use plans of your company.

Use ideas: to get a loan, to sell the company, to make discounts to increase
sales, to buy cheaper resources, to give bribes, to cut/raise salary, to raise price, to
find another market, to employ more marketing specialists, to fire personnel, to lay
off.

Assignment 22. Develop your planning skills.

You and your partner are starting a new business —PC Help. Your new
company will guarantee to send a computer expert to solve your customers’ PC
problems within two hours. Make up a plan to decide on one solution only for each
item on the agenda below.

PC Help Adgenda for Partners Meeting

1. Capital

- a bank loan of $20,000 at 15% interest

- an overdraft facility for $30,000 at 23%
- venture capital of $50,000 in return for
49% of the company

2. Positioning

- quality and fast service at high prices

- low prices but slow service

- reasonably fast service at medium prices

3. Staff

- students/ no payment for 3 months

- a relative — will do 5 hours/week for free
- an unemployed friend — 8 hours/day
for food and lodging

4. Premises

- a tiny office in a new building in
the city centre - $750/month

- two rooms near the bus station

— $400/month

- a relatives garage in the suburbs

— free, no heating

5. Transport

- a 15-year-old scooter
- a new mountain bike
- a one-year old bus

6. Consultant

- a friend who is a lawyer

- a friend who is an accountant -
- a friend who was a president of
Commerce Chamber20 years ago
7. Sales Literature

- a website

- 500 brochures

- 10,000 fliers

8. Advertising

- a full-page advertisement in the
local football club magazine

- five 15-second spots per day for

1 week on radio

- a 5 cm advertisement on page

27 of a monthly computer magazine
for 6 months




Discussion of the text.
1. Speak about plans, their characteristic features and types.
2. Speak about the process of planning in organizations.

Unit 11 Text: Strategy and Strategic Planning
Grammar: Functions of Infinitive

Assignment 1. Read and learn the following words and phrases.
to be preoccupied with — 6yTu 3akiomnoranum, OyTH 3alHATHM;
immediate — 6e3mocepenHii, MPsMHUIA;

to lose sight of — He momivyaru, mporyckaTu, HEIOTIICITH;
virtual necessity — nilficHa HEOOXiIHICTb;

critical directions — kpuTu4HI BKa3iBKH,

perspective — rnepcreKkTrsa;

functional area — ¢pyHkIiOHaTEHA TaTy3b;

stability — craGinbHICTB;

growth — pict, po3BUTOK;

retrenchment — ckopouyBaHHs (BHIATKIB TOIIO); CKOHOMIs;
to pursue — ctaBuTH (32 METY); MIEPECITiyBaTH;

survival — BuxuBanHus;

to augment — 3611b1yBaTH, J0/1aBaTH;

workloads — pobode HaBaHTakeHHs, 00’ €M poOOTH;

to reduce — ckopouyBaTy;

to streamline — pamionai3yBarty;

simultaneous — ogHOYaCHMH, CIIILHUN;

adaptation model — aganramiiina Moaeb

business opportunities — MoxIMBOCTI Oi3HEC-TISITBHOCTI
to exploit — ekcrmyaTyBaTH, BAKOPHCTOBYBATH
deliberate — noBinbHUH

pace — temn

to articulate — 4iTko BHCIOBITIOBATH

mission — micis

Vision — GaveHHs

disciplined — qucrumiinoBanuii

smoothly — piBHO, I1aBHO, YPIBHOBAXKECHO

insight — po3ymiHHs

to alter — mepepoOIATH, BHOCUTH 3MiHU

inevitably — HeMuHyu4e, HEBITBOPOTHE

set of decisions — Ha0ip pimieHb

outlined — okpecienuii

Assignment 2. Read and translate the following text.
Strategy and Strategic Planning
Entrepreneurs and business managers are often so preoccupied with
immediate issues that they lose sight of their ultimate objectives. That is why a
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business review or preparation of a strategic plan is a virtual necessity. Strategy is
a comprehensive plan that sets critical direction and guides the allocation of
resources for an organization. The process through which strategies are formulated,
implemented, and evaluated is strategic planning.

An important perspective for understanding the nature of strategic planning is
an understanding of the three levels of strategy. Corporate strategy sets directions
and serves as a resource allocation guide for the total enterprise. Business strategy is
developed for a single business by managers; and the lowest level of strategy is a
functional one that guides activities within a functional area of the organization.

Four major types of strategies available to managers at the corporate level are
stability, growth, retrenchment, and combination. A stability strategy is used in
order to maintain the present course of action when an organization is performing
well. A growth strategy is more risky to pursue but necessary for long-term
survival in fast developing industries. A retrenchment strategy implies a decision to
slow down and seek performance improvement through greater operating
efficiency. To augment staff workloads, increase use of part-time or volunteer
staff, eliminate services or programmes, reduce non-fixed expenses such as training
or supplies, or streamline resource allocation are all examples of retrenchment. The
most complex and most frequently used strategy is a combination — the
simultaneous use of more than one strategy.

A popular approach to business strategy is the adaptation model. It suggests
that managers should focus on three basic managerial problems: business
opportunities, production and distribution of goods and services, and organization
structure. To address these issues they can use three basic strategies:

 Defending is the most conservative strategy that aims to find a niche in the
market and protect it from competitors.

Searching for alternative means to discover and exploit new market
opportunities.

* Analyzing means to move into new market areas but at a deliberate and
carefully planned pace.

The six areas of functional strategies are marketing, financial, production,
research and development, human resource, and organization design. They
constitute the lowest level of strategy in an organization.

The basic steps in a strategic planning process are as follows:

Step one — getting ready;

Step two — articulating mission and vision;

Step three — assessing the situation;

Step four — developing strategies, goals, and objectives;

Step five — completing the written plan.

Strategic planning, though described as disciplined and uninterrupted, does
not typically flow smoothly from one step to the next. It is a creative process, and
the fresh insight arrived at today might very well alter the decision made yesterday.
Inevitably the process moves forward and back several times before arriving at the
final set of decisions.
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Strategic planning can be complex and challenging, but it is always defined by
the basic ideas outlined above that help to get insight into the strategic planning
process.

Assignment 3. Answer the following questions:

1. Why is a business review or preparation of a strategic plan a virtual
necessity?

2. What is strategy?

3. What is the process through which strategies are formulated, implemented,
and evaluated?

4. What is an important perspective for understanding the nature of strategic
planning?

5. How many and what are the major types of strategies available to managers
at the corporate level?

6. Why is a combination the most complex and most frequently used strategy?

7. Is the adaptation model a popular approach to business strategy?

8. How many types of functional strategies do you know?

9. What are the basic steps in a strategic planning process?

10. Is the process of strategic planning disciplined or free and creative?

Assignment 4. Give Ukrainian equivalents of the following words:

immediate issue, ultimate objective, comprehensive plan, allocation of
resources, to formulate, to evaluate, functional area of organization, corporate level,
growth, combination, in order to, risky, fast developing industry, non-fixed
expenses, simultaneous, conservative strategy, to exploit new market opportunities,
fresh insight arrived at, to move forward and back

Assignment 5. Give English equivalents of the following words:

OyTH 3aKJIONOTaHWM, Oe3mocepenHiii, He ToMiYaTH, KPUTHUYHI BKa31BKH,
BIIPOBA/KYBAaTH, CTaOUIBHICT, CKOpOYyBaHHS (BHIATKIB  TOIIO)/€KOHOMIS,
BIDKMBAHHS, OKPAIEHHS MPOIYKTUBHOCTI, poO0Ye HaBaHTAXEHHS, JOOPOBOJILUHIA,
MO>KJIUBOCTI 013HeC-AiSITLHOCTI, 3HAXOJIUTH MicIie Ha PHUHKY,
JTOCITIKCHHS/PO3BiKa, JTOBUIBHHMM, YITKO BHCIOBJIIOBAaTH, PIBHO, HEMHHYUYE,
OKpECIIEHUM, 3p03yMITH

Assignment 6. Find the word that does not belong to each line and explain

why:
1. to evaluate to assess to estimate to pursue
2. directions guides decisions instructions
3. to increase to eliminate to expand to augment
4. to prospect to explore to exploit to investigate
5. strategy insight understanding comprehension
6. to address to alter to adapt to change
7. inevitably unavoidably inescapably uninterrupted
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Assignment 7. Match and learn the opposites:
A: virtual, growth, retrenchment, ultimate, to augment, to eliminate
B: initial, to reduce, to set, dissipation, slowdown, anticipated

Assignment 8. Complete the sentences using the words from Assignment 7:

1. It is completely impossible to achieve ... goals without reaching first ...
ones. 2. Sales showed 0.3 per cent ... in the first quarter that unfortunately was
followed by a considerable ... .3. Sometimes it is better to ... the amount of
products in order to ... the demand for them. 4. The ... interest rates do not
correspond to the ... ones that we tried to foresee at the beginning of the year. 5.
Before you ... the existing principles you should ... new guides and check whether
they are valid for the situation. 6. ... is a very clever strategy for seeking
performance improvement within available resources. The board of directors
disapproved the ... of the company assets by top-management.

Assignment 9. Choose correct word to fill in the gaps in sentences:

to streamline, to reduce, to lose sight of, stability, to pursue, to exploit, to
articulate, survival, to be preoccupied, insight

1. We ... the number of workers with the introduction of more modern
technology. 2. We ... the procedure to cut the time it takes to deliver to the
customer. 3. ... strategies are designed to help the company get through the
economic slowdown. 4. Our ultimate goal is to find ways to fully ... the potential of
the resources for the organization. 5. A manager can ... the final goals if he
concentrates on everyday activities. 6. He is leaving the company to ... other
interests in different spheres. 7. Before writing down a plan you should ... all
missions and visions of it. 8. He’s got a clear ... of how our business is functioning
in the current period. 9. All management levels must ... with tasks set by new
functional strategy.

Assignment 10. Find words from the text to match these definitions and learn
them:

1. - is a comprehensive plan that sets critical direction and guides the
allocation of resources for an organization.

2. - Is a process through which strategies are formulated, implemented,
and evaluated.

3. - Is the quality or state of being steady and not changing in any way.

4. - is the process of cutting down expenses.

5. - IS an increase in economic activity.

Assignment 11. Give English equivalents of the following Ukrainian word
combinations. Use the given word:
strategic — strategy
CTpaTeriyHe TJIaHyBaHHS, CTPATETIYHUNA MEHEIDKMEHT, CTpaTeris PO3BUTKY,
cTpaTerisi EKOHOMIi, cTpaTeris cTablIbHOCTI, CTpaTeriYHUH TUTaH, O13HEC CTpaTeris,
KOpPIOpaTHBHA CTPATET1s
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functional
dbyHKIllOHATBbHA  Talmy3b, (QYHKI[IOHAJIbHA  CcTpaTeris, (yHKIIOHAJIbHA
CTPYKTYypa, PYyHKIIIOHAJIbHE KePIBHUIITBO, (DYHKI[IOHATIbHA MOJIETh
opportunity
CKOPHUCTAaTUCh  HaroJolo, MO>KJIUBOCTI O13HeC-MisIbHOCTI,  PUHKOBI
MOJKJIMIBOCTI, BTPATUTH HAroay, MaTl Haroy
insight
pPO3YMITH, TTMOOKE YCBIJOMJICHHS, YITKE YCBIJOMJICHHS, IPOHUKHEHHS B CYTh
4OTOCh

Assignment 12. Translate into English:

1. Ctpareriude riaHyBaHHS — 1€ (DYHKIIiSI BUILIOTO KEPIBHUIITBA, 1110 MOJISTAE
B CTBOPEHI 3arajJbHUX BKa31BOK JJISl MTOJIAJIBIIOTO PO3BUTKY OpraHizarii. 2. [cHytoTh
TPU PIBHI CTPATETiUHOIO IJIAHYBAaHHS: KOPIOpaTHBHE, Oi3HEC Ta (PYHKI[IOHAIbHE
wianyBaHHs. 3. Crpareris poO3BUTKY BUKOPHCTOBYETbCSA B THUX Taily33sax
IPOMUCIIOBOCTI, $IKI MBUAKO 3pocTaioTb. 4. Crparerii €KOHOMIi HE Taka
pPU3MKOBaHA $IK CTpaTerisi PO3BUTKY 1 IMependadae palioHami3alilo pecypcis,
30UTBIIEHHST 00CATY pOoOOTH Ta 3MEHIIEHHS BUTpaT. 5. DyHKIIOHAIBHI CTpaTerii
IPEJICTaBISIIOTh HAMHWKYMIM pIBEHb CTPATEriuHOro IUIAaHYBaHHS B Oprasizaiii. 6.
bi3znec cTpateris CTBOPIOETHCS JIJIsi OJTHOTO MIAMPUEMCTBA B CEPEIMHI OpraHizarii.
7. IcHyOTHP T’SITh KPOKIB CTPATEriYHOrO IUIAHYBAaHHA, K1 IUIABHO MEPETIKAIOTh
OJIMH B 1HIIWH, X04Ya 1HKOJH ACKIIbKa KPOKIB MOXYTh PO3TIISIIATUCH OJHOYACHO. 8.
Mu mnoBHMHHI JKBiAyBaTH IIi BUAM TOBapiB 1 YMNOBIIBHUTH PO3BUTOK HOBOI
npoaykmii. 9. Ilpomec cTpareriuHoro njaaHyBaHHS HE TUIBKH TBOPYWH, ale W
oesnepepBHuil. 10. MeHemkepu Oyiu Tak 3aKJIOMOTaHI IIOJICHHUMHU 3aBIaHHSIMH,
110 30BCIM YIYCTHJIM 3 BUAY KIHIEBI L1 TPOrpamu.

Grammar: Functions of Infinitive.

* InginiTnB Mo:ke QyHKUIOHYBATH B PeYEHHS SIK:
1. migmer:

To work here means to overcome difficulties everyday.
2. NIpeINKATHUB!

The point is to achieve the objective.

3. YacTHHA Ji€CTIBHOTO CKJIAIEHOT0 MPUCYAKA:
You must study English.

| want to become a manager.

He begins to work for this company.

4. noaaToK:

He asked me to stay.

| am glad to welcome you.

5. O3HAYEHHS:

We enlisted the measures to be taken in emergency.
6. 00cTaBMHA METH YU HACTIAKY:

| work with him to get experience.

He was clever enough to step away.
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Assignment 13. Find the infinitives in the sentences and state their function:

1. To learn English is necessary for an advantage in career opportunities. 2.
They were happy to see us again. 3. The main thing was to articulate a mission
statement and vision for our plan. 4. He came to ask for help. 5. Have you anything
to sell? 6. She promised to reduce extra expenses. 7. It is necessary to find a niche
in the market. 8. We were to prepare a business plan by the 1% of December. 9. It
was completely inevitable to eliminate this service. 10. The ultimate goal is too
important to lose sight of it.

Assignment 14. Make up sentences to use the infinitives as

a) a subject

1. necessary/to choose appropriate strategy/is/at this point of time

2. French/difficult/is/to learn

3. is/her/to go/explain/to/everything/important/and

4. to adapt/is/the success/to the situation/half of

5. possible/to augment/workloads/is

b) a predicative

1. to allocate/was/job/resources/your

2. to formulate/implement/and evaluate/strategy/our/is/task

3. to know/to respect/you/you /is

4. decision/was/to let/my/go/him

c) a part of a compound predicate

1. must/opportunity/we/this/use/immediately

2. volunteer staff/to increase/we/use of/ have

3. meeting/to start/ in 5 minutes/is/the

4. we/to elaborate/for our business/started/a new strategy

d) an object

1. to give/Ann’s/refuses/her/boss/ a pay rise

2. a meeting/he/arranged/on Tuesday/to hold

3. knew/to be/was pretending/her boss/that/she/ill

4. he/the report/went home/before /managed/he/to finish

5. to help/we/him/agreed

e) an attribute

1. what/is/the last/plan/to implement

2. with us/anything/have/to share/you?

3. a strategy/not/is/to be used/it/in this situation

4. 1/ no /to change / have /wish

) an adverbial modifier

1. sometimes/need/in order /we/slow down/to survive

2. our/we/to help/workloads/reduce/people

3. the manager/of our strategy/to  articulate/us/missions  and
visions/new/together/gathered

4. to address/strategies/these issues/different/they/use
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Assignment 15. Find all infinitives in the text “Strategy and Strategic
Planning” and define their functions.

Assignment 16. Translate into English using infinitives.

1. Bin OyB HACTIIbKHM AUCIUILIIHOBAHUM, IO HE MIT 3MEHIIUTH 00CsAT POOOTH.
2. YV Hac Hemae yacy oOTOBOPIOBATH 3apa3 3MiHU B YIpaBiiHHI. 3. MU 3MEHIIMIH
o0Ocsir BUPOOHMIITBA, 1100 HE BTpAaTUTH OaraTo rpoiieit. 4. JIjis Toro moo6 3HalTH
HOBE MICIIE€ Ha CBITOBOMY pPHHKY, MM DO3TJISIHYJIM HOBY Oi3Hec cTparerito. 4.
BuxopucTtanHs HOBHX PUHKIB O3HA4a€ 30UTBIICHHS MPOJAXK Ta MPUOYTKIB. 5. Mos
MeTa — pallioHami3allis BHUKOPUCTAaHHS HAasSBHUX JIIOJCBKUX Ta BUPOOHHUYUX
pecypciB. 6. MapHo o0roBoproBaTH 3 HHMM Ii¢ nuTaHHs. 7. lle BOHW MOBHHHI
BUpIIIYBaTH, M0 caMme 3pobieHo B i ramyssi. 8. Pama mupexTopiB mouana
O0OroBOPIOBAaTH MOXIJIMBICTh BHKOPUCTAHHS CTpaTerii €KOHOMil Al TOro, oo
MOKpAIIUTH CTAHOBHUIIE Kopropallii. 9. BiH MOnpocuB MEHE BHCIOBUTH CBOIO
JTYMKY IOJ0 MOKIUBOCTEN Oi3Hec-aisuibHOCTI I1i€i ¢ipmu. 10. Bin BmaBas, 1o
JIOCSITHYB 111J11, TTIOCTABJICH] TEepe]] HUM.

Assignment 17. Express each question and answer as one sentence, using to
+ infinitive or in order to + infinitive:
Model: Q: Why are you leaving home?
A: I'm going to university in Birmingham.
She is leaving home to study at the university in Birmingham.
1. Q: Why have you chosen retrenchment strategy?
A: Because we want to avoid risk.
2. Q: Why do you apply analyzing, prospecting and defending strategies?
A: Because we set critical direction for a single business.
3. Q: Why did you invite Mr. Snowery to the business lunch?
A: Because | want to sign a contract with him.
4. Q: Why do you read so many books?
A: Because | would like to have a deep insight into Economics.
5. Q: Do you want to visit this lecture?
A: Yes, because | want to find out everything about Functional
management.
6. Q: Do you work in this company?
A: Yes, | need some experience.
7. Q: Why have you chosen this plan?
A: | think our goal is to increase productivity.
8. Q: How can we improve performance?
A: We need to set new directions for allocation of resources.
9. Q: Why have you eliminated these goods?
A: Because we want to introduce new ones.
10. Q: Why have you chosen this Institute?
A: Because | want to get deep knowledge and good skills.
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Assignment 18. Read the beginning of a dialogue, and then finish it using
sentences with the Infinitive when possible.

Teacher: Good morning, Megan. It was really pleasant to read your report. |
must say that there is not a single issue to correct.

Megan: Thank you, though to write it was a real challenge.

Teacher: Now, your challenge is to explain all types of strategies and their
advantages to get the highest mark.

Megan: I’ll do my best to cope with this. Inevitably I must start with ...

Case study
Assignment 19. Read the letter you have got by e-mail this morning:

| am very concerned about quality levels in our plant over the last quarter.
We are falling a long way behind our competitors in terms of quality. I’ve just
been given the figures — defects are up 8% compared to the same period last
year.
As a result we now have a slowdown in sales. Our competitors have an
excellent opportunity to start promoting their products based on our defects.
The situation cannot continue and | want to know your opinions about
what can be done. Please give this matter your urgent attention, and reply by
no later than the end of next week. When | have your initial thoughts by e-
mail, I’ll write a short report and call a meeting to discuss it in more detail.
Mr. Brown,
CEO

4

Now write down your answer providing a strategy that you suggest to apply,
exact actions that correspond to it, and your explanations as to why you think it is
the best way out.

You should give your opinion as if you were

a) financial manager

b) marketing manager

C) executive manager

d) personnel manager

e) member of Board of Directors

Discussion of the text:

1. Speak about corporate strategy.
2. Speak about business strategy.
3. Speak about functional strategy.
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Unit 12 Text : Decision Making
Grammar: Infinitive Complexes

Assignment 1. Read and learn the following words and word combinations.

essential — rosoBHU, HEBIL' €MHUIN

well-considered — oOmipkoBaHmii

timely — cBoeuacHwmit, BUaCHHIA

spectacular — 3axormumoroumnii

deserved — 3aciyxeHuit

alternative — anprepraruBa

to follow — cimyBaTn

gap — pi3HUIA

routine — pyTuHHHIA

due consideration — manexxHa yBara

to evolve — cTBoproBatu

innovation — igHOBaLiA

identification — po3mii3HaBaHHs, MTI3HABAHHS

suitability — BigmoBigHiCTh

feasibility — 3acTocoBHICTh; MPUIATHICTD

to aid — nonomararu

PMI (Plus/Minus/Interest) — meTox mepeBar i HEAOMIKIB

decision tree — nepeBo pinieHb

to weigh — 3BaxxyBatu

pros and cons — nepeBary Ta HeJIOJIIKH

expected value — ouikyBaHe 3HaYCHHS

to lay out — BucTaBasiTH, BUKIIagaTH

option — BapiaHT, abTEpHATUBA, BUOID

individual method - inauBigyanbHUNE METOI IPUHHATTS PILICHD

consultative method — koHCYIbTaTUBHUEN METOI IPUAHSATTS PillICHb

group method — rpymnoBwuii METO IPUHHSATTS PIIICHD

final say — ocranHe c10BO

to have an open mind — ctaBuTHCh 00’ €KTHBHO

for the benefit of (somebody, something)— na kopucTh (KOroch, 40roch)

Assignment 2. Read and translate the following text.
Decision Making

Decision making is most closely linked with the managerial function of
planning. Good decision making is an essential skill for career success generally,
and effective leadership particularly. If you can learn to make timely and well-
considered decisions, then you can often lead your team to spectacular and
deserved success. However, if you make poor decisions, your team risks failure and
your time as a leader will, most likely, be short.

Decision making is the process of choosing one alternative from among a set
of alternatives. This process involves six steps which can be changed according to
the situation, but if managers follow these stages they are more likely to make the
best decision.
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The first step for the manager is to recognize the need for a decision and to
define it. To find a problem means to identify gaps between actual and desired
states and to determine their causes. Managers are expected to face many problems
in their work; most can be classified as routine or non-routine, and as expected or
unexpected.

The second step of this process is to evolve alternative potential solutions. It
requires due consideration and looking at the problem in different ways and finding
a perspective that you haven't thought of before. One key element of this process is
Innovation, the identification of new, unusual, and creative alternatives to
problems. Solutions must respond to such main criteria: as suitability, feasibility,
and flexibility. An alternative potential solution may solve the problem, but may not
work if resources aren't available, if people won't accept it, or if it causes new
problems.

Next the manager must evaluate or judge them. Numerous techniques turn out
to aid managers in this activity. Two general techniques are the PMI and decision
tree. PMI stands for 'Plus/Minus/Interest’. It is a valuable improvement to the
‘weighing pros and cons' technique used for centuries (supplement 12.1).

Decision trees are graphical illustrations of alternatives available to a manager
who attempts to solve a problem. They provide a highly effective structure within
which you can lay out options and investigate the possible outcomes of choosing
those options. They also help you to form a balanced picture of the risks and
rewards associated with each possible course of action (supplement 12.2).

To select the best alternative from those available is the fourth step. The actual
choice of a particular problem solution can be arrived at through individual,
consultative, or group methods. Any team member can express his opinion though
usually it is a manager who has the final say.

The final steps are to implement the selected solution and to evaluate the
results of the decision and of the decision-making process.

True managerial success in making decisions will depend on the manager’s
ability to identify performance gaps, have an open mind, and find opportunities in
sufficient time to resolve problems for the benefit of the organization.

Supplement 12.1
A young professional is deciding where to live. Her question is 'Should she
move to the big city?' She draws up the PMI table below:

Plus Minus Interesting
More going on (+5) Have to sell house (-6) Easier to find new job? (+1)
Easier to see friends (+5) More pollution (-3) Meet more people? (+2)

More difficult to get own

Easier to get places (+3)  Less space (-3) work done? (-4)

No countryside (-2)
More difficult to get to work? (-4)
+13 -18 1
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She scores the table as 13 (Plus) - 18 (Minus) - 1 (Interesting) = - 6
For her, the comforts of a settled rural existence outweigh the call of the 'bright
lights' — it would be much better for her to live outside the city, but close enough to
travel in if necessary.

Supplement 12.2

A high school graduate has to choose his career. He has several options to
consider and the most important is to get or not to get a higher education. He
decides to use decision tree analysis to select the appropriate solution:

PROFESSIONAL GEH00L 30 000
B
poLtEce GRADWTE Gonoot 35,000
A J% 40,000
NO coutece TECINCAL Gonoat 25,000
B
J% 20,000

Assignment 3. Answer the following questions.

1. What is decision making?

2. How many steps does the process of decision making involve?
3. What is the first step in decision making?

4. Which problems do managers face?

5. How can managers evaluate alternative solutions?
6. What is the PMI?

7. What is a decision tree?

8. Who can choose the best variant of solution?

9. What is the last step of decision making?

10. What will the managerial success depend on?

Assignment 4. Give Ukrainian equivalents of the following words:

decision making, effective leadership, particularly, to lead your team to, poor
decision, set of alternatives, to define, actual state, desired state, cause, non-routine,
perspective, suitability, feasibility, numerous, valuable improvement, outcome,
consultative method, sufficient time, to identify performance gap, to the benefit of

Assignment 5. Give English equivalents of the following words:

rOJIOBHUM/HEBIA'€eMHUM, OOMIpDKOBaHHWI, BYaCHUM, 3aCIyXEHUH  YCIIIX,
CiIyBaTH, PYTUHHUM, PO3MI3HABAHHS/MI3HABAHHS, TMPUIATHICTh, 3BaXKyBaTH,
OUiKyBaHE 3HA4YCHHS, BUOIp, IHAUBIAYaTbHUN METO MPUUHSTTS PIIICHB, TPYIIOBHIA
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METOJl TPUNHATTS PIlIeHb, OCTAHHE CJIOBO, BHU3HAYaTH pPI3HMIIO, HE3BUYAiTHA
aJbTEpHATUBA, O3HAYaTH, BUHArOPOJ1a, PUSUKYBATH, PU3UK

Assignment 6. Match the synonyms:
A: to consider, valuable, suitability, to aid, pros and cons, sufficient,
B: enough, fitness, to assist, advantages and disadvantages, to weigh, precious

Assignment 7. Substitute italicized words with their antonyms from the text to
make them true, translate sentences into Ukrainian:

1. Good decisions can lead your team to complete failure. 2. When you arrive
at a solution through the individual method the responsibility for it is shared by all
team members and each one makes a contribution to the solution. 3. The causes of
your decision can be either spectacular and well-deserved success or team failure. 4.
In case your performance is successful you deserve real punishment. 5. The desired
state of our firm after two months doesn’t correspond to what we were expecting. 6.
We have chosen this producer because he offers limited items of foodstuffs.

Assignment 8. Find pairs of synonyms in the text to match the following
definitions:

1.s...-r... - means to find the solution to a problem or question;

2. b... -1i... - is a reason for wanting something done; something that aids or
promotes well-being;

3.0... -a... - is one of a number of things from which only one can be chosen;

4. m... - o... - is a personal belief or judgment that is not founded on proof or
certainty.

Assignment 9. 1. Choose nouns that can be used with the following verbs and
make up sentences with phrases:

mind opinion decision consideration
to express to give

to have/to hold to have an open
to form to be of the same

to make to take into

to arrive at to give some ... to

to render to be under

2. Use the following words to complete each expression. Translate the
expressions into Ukrainian.

| mind say decision thought consideration |

a. At first, he agreed to work with us, but now he has changed his ....
b. She said she would come, but now she’s having second ...s.
c. The boss always has the final ... in purchases over $500.
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d. I’ve given the matter a lot of ....

e. Everyone in the department backed the ... to abandon the project.
f. There are several factors to take into ....

g. There are several things that we should bear in ....

h. I’m in two ...s about whether to accept their proposal or not.

I. Time was short. We had to make a snap ....

Assignment 10. Use expressions from assignment 9 to describe a situation in
which you ...

 were 1n two minds about accepting an offer;

* changed your mind about something you had previously agreed to;

« felt unable to back your boss’s decision;

* dodged an issue;

* had to make a snap decision;

» gave something a lot of thought before making a decision;

* had second thoughts about something which seemed at first to be a good idea;

* had a lot of different people’s interests to bear in mind;

* had the final say in an important decision;

* had to take many factors into consideration.

Assignment 11. Fill in the gaps with words from the text.
to evaluate, weigh, PMI, suitability, gaps, benefit, actual, cons, desired,
decision tree, outcomes, option, flexibility, decision making

1. The process of ... consists of six steps. 2. Before implementing the solution
you should ... all pros and ... . 3. Solutions must respond to such main criteria as:
..., feasibility, and ... . 4. To find a problem means to identify ... between ... and

.. states. 5. Two general techniques that aid managers are the ... and .... 6. We
must thoroughly investigate the possible ... of choosing this ... . 7. The final step is
... the results of the decision-making process. 8. We must act only for the ... of the
organization.

Assignment 12. Translate into English:

1. TIpulHATTS pilIEeHHS BUMAara€ HajeXHOI yBarW BiJ yCiX YJICHIB KOMaHJH,
MpPOTE OCTATOYHE PIIIEHHS 3aJeXUTh Bil MeHemkepa. 2. CBoeyacHi eTamnu
OPUMHATTS PIMIEHHS MOXYTh TPHUBECTH Bally OPraHi3allilo J0 3aXOIUIFI0YO0Tr0
yerixy. 3. [lepeBo pillleHb NPOIMOHYE 3pY4YHY CTPYKTYPY, B CEpEIHHI SIKOi BU
BUKJIAJIa€T€ BaplaHTU Ta MOXKJIMUBI pe3ylbTaTH BUOpPAHUX albTepHATUB. 4.
KitouoBUM €neMEeHTOM NpUUHSATTS pIlICHHS € 1HHOBalis — 3alporOHYBaHHS
HE3BUYANHOI, TBOPYOI aIbTEPHATUBH JI0 BUXOAY 13 cutyaittii. 5. [Ipuiinsare pimeHHs
MIOBUHHO BIATNOBIJATH TaKUM I1apaMeTpaM SK BIANOBIIHICTh, IMPHJATHICTH Ta
THYYKICTb. 6. BusHaueHHs mpoOsieMu nossirae y BU3HauY€HH1 PI3HULI MK OaKaHUM
Ta peaIbHAUM CTAaHOM IiAMPUEMCTBA. 7. Y CIINIHE TPUNHATTS PIIICHHS 3aJIEKUTh BT
BMiHb MEHEJ[)KEpa 3HAXOJIUTH MOXKJIMBOCTI BUPIIIUTH MPoOJIeMy B MOTPIOHUI yac

91



Ha KOPUCTHh KoMmaHii. 8. baraTo pimeHp MOXyTh HE IPUHMATUCh OTOYYIOUUMH, HE
MaTH HasiBHUX PECYPCIB JUIsl BUPIIIEHHS Y CTBOPIOBATU HOBI MTPOOJIEMHU.

Assignment 13. Which of the following principles do you follow when taking
an important decision? Suggest any other good principles which people could
follow.

* Consider the best way to transmit your decision, e.g. channel of
communication.

* Consider who will be affected by the decision and what the likely effect will
be on them.

* Anticipate obstacles and objections.

* Think of all the possible outcomes in the longer term.

* Formulate a Plan B.

* If in doubt, postpone making a decision.

Assignment 14. Expess your opinion on the following statements:

Nothing is more difficult, and therefore more precious, than to be able to
decide.
Napoleon Bonaparte
In a moment of decision, the best thing you can do is the right thing to do. The
worst thing you can do is nothing.
Theodore Roosevelt
By three methods we may learn wisdom: First, by reflection, which is noblest;
Second, imitation, which is easiest; and third by experience, which is the bitterest.
Confucius
Grammar: Infinitive Complexes (p.).

* Objective Infinitive Complex — O6’exkTHmnii indiniTuBHUHI 3BOpOT
(Cxnagnuii 101aTOK)

O06’exTHUM 1H(IHITUBHUN 3BOPOT BUKOHYE B PEYCHHI POJb CKJIATHOIO
nopatka (Complex Object). Ileit cuHTaKCHYHUN KOMIUIEKC CKJIQJA€ThCS 3 JBOX
YaCTHH: TIEepIIa — IMEHHUK Y 3arajJbHOMY BIIMIHKY a00 0COOOBUI 3aiiMEHHHUK B
00’€KTHOMY BIAMIHKY; JIpyra — 1H(IHITUB, 110 BUPAXKAE JIiI0, Ky BUKOHYE 0co0a
a00 TpeaMeT, MO3HAYCHW IMEHHUKOM a00 3alilMEHHUMKOM B TIEpIIIA YaCTHHI.
VYKpaiHCbKOIO MOBOIO 00’€KTHUH 1HQIHITUBHUI 3BOPOT NIEPEKIIAIAETHCS
MIIPSAHAM JOJAaTKOBHM PEUCHHSM, B SKOMY IMCHHHK/3aiIMEHHHUK BHCTYIIAE
1IMETOM, a 1H(IHITUB — IPUCYIKOM.

e.g. The director ordered him to sign the letter.- [lupextop Hakazas, mo0 BiH
[T IIKACAB JINCTA.

3amicTh iH}IHITHBA B CKIaTHOMY J0JaTKy MOXKe BxkuBaThch Present Participle
(Objective Participle Complex). 3Bopor 3 iH(}IHITHBOM BHpa)kae, B OLIBIIOCTI
BUITAJIKIB, 3aKIHUCHY JIif0, TO/Al SK 3BOPOT 3 JIEMPUKMETHHUKOM BHPAXKAE JIiI0, IO
TpPHUBAE.

e.g. | saw her enter the room.- 4 6auuB, sik BoHa yBiHIILIa 10 KIMHATH.
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| saw her entering the room. —5I 6a4yuB, sik BOHA BXOAMJIA O KIMHATH.

Komnnexc excueaecmoca nicaa 0iecnie, w0 eupas;caromos:
1. copuiiMaHHS 3a JOIOMOTrOI0 opraHiB uytTs. to see, to hear, to watch, to
notice;
[Micns miecaiB wiei rpymu, a Takox mgiecaiB to make, to let inginitus
BXXUBETHCA 0e3 acTku t0.
e.g. We heard them win the competition. She let us come in. They made him
recalculate the expenses.
2. 6axxanHs 1 Hamip: to wish, to want, to need;
3. nmpunymienHs i coaiBanss: t0 mean, to consider, to expect;
4. mpoxaHHsI, HaKa3 i mopaxy: to order, to advise, to recommend.

Assignment 15. Transform the following complex sentences into simple ones
using the Objective Infinitive Complex:

1. He didn’t want to follow us, but we made him. 2. The director watched as
employees were discussing a problem. 3. Nobody noticed her as she left the
conference-hall. 4. My father’s wish is that I become a successful entrepreneur. 5.
My colleagues heard us as we were talking about new equipment. 6. Mr. Blaberry
didn’t want to buy this house but the real estate agent forced him. 7. I desire that
they sign a document tomorrow. 8. | think that this decision is rather good. 9. We
expect that he will be our next department head. 10. Managers believe that this is
the only solution to the issue. 11. They knew that he was a conscientious man. 12.
My wish is that he should define the problem. 13. | consider that this firm is
profitable. 14. | heard the manager as he expressed his opinion. 15. We expected
that our partners would face many problems.

* Subjective Infinitive Complex —Cy6’exTanii indiniTnBHUMI
3BOpOT(CrIaaHuii migmMer)

Cy0’exkTHUI 1H()IHITUBHUI 3BOPOT BHKOHYE B PEUYEHHI POJIb CKJIATHOIO
nigmera(Complex Subject). 3BopoT ckiiagaeThes 3 ABOX YaCTHH: TEpIia - IMEHHHK
y 3araJbHOMY BIIMIHKY a00 0c000BMIi 3aiMEHHHK Y Ha3UBHOMY BIJIMIHKY; JIpyra —
1H(DIHITUB, O BHUpa)xae i, SKy BUKOHy€e ocoba abo MpeameT, MO3HA4YeHUN
IMEHHUKOM a00 3aiiMEHHUKOM Yy mepuriid dactuni. [lepmia i1 apyra 4acTuHU
BIJIOKPEMJIIOIOTHCSI OJ[HA BiJ OAHOI MPHUCYJKOM pPEUYEHHS, B OUIBIIOCTI BUMAJKIB
BUPAXEHUM JIECIIOBOM y MACUBHOMY CTaHI.

e.g. He is said to be the author of this theory.- KaxxyTsb, 1110 BiH € aBTOpOM I1i€l
Teopii.

[lepexmang Ha yKpaiHChKy MOBY ITOYHMHAETHCS 3 JII€CIOBA-TIPUCYIKA, SKE
NEPEeKIIAAAETHCS JIECIIOBOM Y HEO3HAUEHO-0CO00BIM PopMi (KaXKyTh, MOBITOMIISIIH,
IPUITYCKaJIM), a TOTIM He MiApsAIHEe PEUCHHS, B SKOMY MepIlia YaCTHHA 3BOPOTY €
MiMEeToM, a Ipyra yacTuHa (1H()IHITUB) — MPUCYIKOM.

Assignment 16. Transform the following complex sentences into simple ones
using the Subjective Infinitive Complex:
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1. It is said that the problem has been solved. 2. It was expected that | would
implement our plan. 3. It seems that he knew the outcome long ago. 4. We watched
as they were drawing the PMI table. 5. We heard them as they were discussing pros
and cons of decision tree analysis. 6. It proved that you knew this matter perfectly.
7. It is probable that they will make decision tomorrow. 8. It is reported that this
company survived the crisis. 9. She will certainly help us. 10. It is assumed that any
manager knows such techniques as the PMI and decision tree. 11. It was considered
that she taught Economics that year. 12. It appeared that he had recognized me. 13.
He will certainly do his task. 14. It seems that this street was rebuilt. 15. It is
probable that the result will be successful.

Assignment 17. Transform the following complex sentences into simple ones
using 1) the Objective Infinitive Complex and 2) the Subjective Infinitive
Complex:

Model: He was reading a report. | saw him. He had completed his
report. | knew that.
1) | saw him reading a report. 1) | knew him to have completed
his report.
2) He was seen to be reading a report. 2) He was known to have
completed his report.

1. Mrs. Brown followed all steps of the process as | expected her to do. 2. He
will include all details to the plan. We expect it. 3. She omitted failures in her
report because the manager ordered it. 4. All people think that the next conference
will be held in Paris. 5. We believe that he will return in ten days. 6. All staff
members knew that she was very disciplined. 7. Though he didn’t want to take a
sick-leave, his colleagues made him. 8. We heard that they discussed a new job. 9.
It was assumed that | would answer all questions at the press-conference. 10. The
manager allowed that his employees would express their opinions.

*The Prepositional Infinitive Complex (npuiiMeHHMKOBUI 1H(DIHITUBHUI
KOMILIEKC) BBOJAWTHCS mpuiiMeHHukoMm for. Ileii koMmIuiekc CKIamaeThes 13
IMEHHHKAa B 3araJlLHOMy BIJIMIHKY YM 3aiMEHHHKY B 00’€KTHOMY BIAMIHKY Ta
iH(piHiTHBA. [leBHI TpynHOUll BHHUKAIOTh MpU Nepekiaal  1HPIHITUBHOIO
KOMILIEKCY, IO BBOIUTHCS npuiiMenHukom for. Tlpum #oro mepeknani HEOOXimaHO
BpPaxoOBYBaTH, 110 IIMM KOMIUIEKCOM pOOUTHCS BKa3iBKa Ha Te, IO [lisl, BUpaXeHa
1H(}IHITUBOM, BUKOHYETHCS HE MIAMETOM, a 1HIIKUM cyO'ektoM. Ilpu mepenaui wiei
KOHCTPYKIIi B EpeKiIal YacTo JOBOJUTHCA BIABATUCS 10 MEPeOYTOBU CTPYKTYPH
pEUYEHHSI.

[HbIHITUBHUI KOMIUIEKC TIEPEIaHo MIAPSIHAM PEUCHHSIM:

| have closed the window for you not to catch cold.

A 3axpue 6ikHO, w06 8U He 3acmyOUTUCH.

[Hd1HITUBHUI 3BOPOT NIEPETAHO AIECIOBOM B 0CO00BI (hopmi:

It was unusual for him to go out in the afternoon.

Bin 3Bu4aiiHO HE BUXO/IMB Ha BYJUIIIO MICIs 0011y.

94



B pedenni npuiiMeHHUKOBUHN 1H(IHITUBHUNA KOMIUIEKC BUCTYIIAE:

a) miamerom: For us to make a decision is a great challenge. — Ilpuiinsaru
pileHHs 1 Hac 3HayHMi BukiauK. It iS necessary for us to accept their offer. —
Ham HeoOx11HO IPUHHATH 1X MPOMO3HUIIIIO.

b) npeaukaTtusom: That is for you to decide. — Bam moTpiOHO 1ie BUPIIIKTH.

¢) nomatkom: We all waited for the manager to find out about the results. —
Mu Bci uekanu, mob MeHeKep I3HABCS PO Pe3yIbTaTH.

d) osmauennsm: He offered no way out for her to agree. — Bin He
3aIPOITOHYBAB JKOJHOTO BUXOY, Ha SKU O BOHA ITOTOMIIACK.

e) oOcraBuHOO MeTH abo Hachiaky: The office was too big for her to
maintain order. — Oc¢ic OyB 3aHaATO BEJMKHM, 1100 BOHA MOTJIA MiJTPUMYBATH B
HHOMY TIOPSIIOK.

Assignment 18. Transform the following complex sentences into simple ones
using the Prepositional Infinitive Complex:

1. It is necessary that we follow your instructions. 2. It is dangerous that the
workers exploit new equipment without training. 3. It is important that managers
know all decision-making techniques. 4. It is better that you come here. 5. This task
is for you. You have to think it over. 6. The best thing you can do is to suggest
another solution. 7. The best thing you could do was to set new instructions for us.
8. The best thing you will be able to do is to ask for help. 9. The task was too
difficult; we couldn’t find a way out. 10. The technique was easy enough. | could

apply it.

Assignment 19. Translate into English using the Infinitive Complexes:

1. Bai kepiBHUK OUIKYE€, 1110 BU 3alPONOHYETE HE3BUYAMHI, TBOPUI PIILICHHS.
2. Bona 3Hae, K MPUMYCHTH JIIOACH pOOUTH Te, MO0 MOoTpiOdHO. 3. Mu nmomiTHiIu,
10 BiH BBIMIIOB B KiMHaTy. 4. Mu 4ynu, 10 JUPEKTOp OOIISB BIPOBAKEHHS
HOBUX TEXHOJIOTIH. 5. f crocTepiras, Sk MpalliBHUKH CTBOPIOBAIIN JACPEBO PIIICHb
JUIs Hapaau. 6. BUsBUIOCH, 110 BiH BXKE CKJIaB OIOJKET HA HACTYIMHUN MiCSIb. 7.
BiH TOYHO 3BaXXUTh BCl MEpEeBard Ta HEJOJIKH TEpea TUM, SIK MPUNHSATH BIpHE
pimmenHs. 8. IlepuioueproBe 3aBmaHHS Ui MEHE — OIIHUTH PE3YJIbTaTH HAIIO1
poboTu. 9. Bin yekaB, MOKM BOHA BUCIOBUTH CBOIO AyMKy. 10. 3maeThcs, Horo
3anpocuin Ha 3yctpid. 11. Kaxyts, mo ¢gipma 0yae ctBopena B Kuesi. 12. 4 xouy,
mo0 BM CKJIaIM IJIaH chorojHi. 13. PimienHs Oyno 3aHaaTo OosticHe, 1100
NpaliBHUKU NpUiHsM Horo. 14. Meni He mogo0aeTbes, M0 BCl MPaLIOIOTh Tak
MOBUIBHO.

Module 5. Organizing
Unit 13. Text: Nature of Organizing
Grammar: Participle

Assignment 1. Read and learn the following words and phrases:
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appropriate — BigmoBigHUMI, gopedHwmis; IN an appropriate fashion —
BIJIIOBIJHUM YHHOM;

to deploy — BukopucroByBatu; t0 deploy resources — BUKOPHCTOBYBAaTH
pecypen;,

critical — BupimanbHuU;

day-after-day — 6e3nepepBHO;

designing — npoekTyBaHHS;

grouping — rpymnyBaHHsI, BiIHECEHHS JIO TICBHOI IPYIIH;

authority — moBHoBaxkeHHs (Ha mock — for); chepa kommereHIii, KOO
000B’SI3KIB;

logical sets — noriuni rpymu;

specialization — cnemiams3ariis;

to set apart — BigokpeMIIIoBaTy;

rotation — nepioau4He NOBTOPEHHSI, YepryBaHHs; t0 rotate — yepryBaTuch;

enlargement — po3mupeHHs, 301IbIICHHS;

to assign — mopyuartw, riepe1aBaTy;

to get the utmost out of something — oTpuMaTH Bce MOXKIIHBE;

isolated — i3opoBaHui, BITOKPEMIICHHUIA;

tiny — MiHiaTIOpHUH;

departmentalization — po3mozin Ha BiaiIH;

geographical location — reorpadiune po3mimieHHs;

network — mepexa;

properly — Hae)KHUM YMHOM, SIK CITiJl, TPaBUIIBHO;

centralization — nenrpaizaris;

decentralization — nenenTpaizaris;

dispersed — po3ocepemkeHHMIA;

delegation — nmepenaya moBHOBa)KEHb;

essentially — o cyri;

to grant the authority — ynosHoBaxxyBaru;

prism — npusma;

market conditions — puHKOBI yMOBH.

Assignment 2. Read and translate the following text:
Nature of Organizing

Organizing, being the second basic managerial function, is a process of
grouping activities and resources in a logical and appropriate fashion. It can be
defined as the act of deploying the resources, including human resources, needed to
achieve an identified goal or attain a desired result. Organizing is critical to success
for any enterprise. Yet many managers go through work day-after-day without
ever considering whether the resources at their disposal are effectively deployed.

The basic concepts and components in organizing are designing jobs,
grouping jobs and dealing with authority and responsibility.

In performing the organizing function, a manager starts with designing and
grouping jobs, that is with the process of determining what procedures and
operations are to be performed by the employee in each position and further
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grouping of these positions into logical sets. Job designing includes job
specialization (defining the tasks that set one job apart from others), job rotation
(systematically moving employees from one job to another), and job enlargement
(adding more activities to the job). Specialization has its advantages as well as
disadvantages. Being assigned some specific routine duty, a worker can get the
utmost out of his/her job in terms of productivity, but at the same time with too
much specialization, employees are isolated and do only a single, tiny, boring job.
Many organizations enlarge jobs or rotate tasks to provide greater challenges.

The process of grouping jobs is called departmentalization.

Approach options for departmentalization include:

1. Functional — by common skills and work tasks;

2. Divisional — common product, programme or geographical location;

3. Matrix — combination of Functional and Divisional;

4. Team — to accomplish specific tasks;

5. Network — departments are independent providing functions for a central
management.

These steps are important because properly designed and grouped jobs make
it easier to coordinate and monitor activities and in this way achieve the goals of the
organization.

Another part of organizing is dealing with authority and responsibility.
Authority is the power to get things done; responsibility refers to who is supposed
to get them done. There are two approaches to presenting power and control in any
organization: centralization and decentralization. Centralized organizations keep
authority and control at the top level, with all decisions being made by top
managers. In decentralized organizations authority is dispersed throughout all
levels of management. A manager assigns a portion of his tasks to subordinates
through the process known as delegation. Delegation essentially involves three
steps: first, a manager assigns responsibility to perform a task; second, he also
grants the authority, or power; and, finally, a manager creates accountability.

Both approaches have pros and cons but it is a matter for the efficient
manager to decide when each is the most appropriate to maintain the desired
coordination, and then to be able to implement it.

The importance of organising can be examined through the prism of new
strategy development, when a company needs to change for market conditions or
new technology requires change, or when organisations seek efficiencies through
improvements in organising.

Assignment 3. Answer the following questions:

1. What is organizing?

2. What are the basic concepts and components in organizing?

3. How should a manager start performing the organizing function?

4. What is job designing?

5. How many approach options to the process of grouping jobs do you know?

6. Do properly designed and grouped jobs make it easier to coordinate and
monitor activities and in this way achieve the goals of the organization?
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7. What is the difference between responsibility and authority?

8. What are two approaches to presenting power and control in any
organization?

9. Who is responsible for the process of delegation?

10. When can organising get the utmost importance?

Assignment 4. Some long words in English have two stresses primary and
secondary. Transcribe the following words as in example and learn them.

e.g. delegation [.delrgerfn]

accountability, decentralization, centralization, responsibility, organization,
departmentalization, specialization

Assignment 5. Give Ukrainian equivalents of the following words and word
combinations:

in a logical and appropriate fashion, identified, human resources, day-after-
day, designing jobs, systematically, logical set, job enlargement, routine duty, tiny,
boring, by common skills, divisional, to accomplish a task, authority, centralization
and decentralization, to implement, to seek efficiency

Assignment 6. Give Ukrainian equivalents of the following words and word
combinations:

JOpPEYHUH, BHKOPHUCTOBYBAaTH pecypcH, OyTH B YHEMYCh PO3NOPSIKEHHI,
BIJIHECEHHSI 10 TI€BHOI TpPYNH, KOHTPOJIOBATH [ISUIBHICTh, B1JIOKPEMIIIOBATH,
OTpUMAaTH BCE MOXJIMBE, PO3MOAII HA BUIJAUIM, PO3IIMPEHHS, 130JbOBAHUMH,
YepryBaTUCh, Mepe/iada MOBHOBAXKEHB, MO CYTI, 3BITHICTh, OTO/HKEHHS, TIepeBaru
Ta HEJOJIIKH, BABYATH KP13b PUZMY

Assignment 7. Match words with definitions and use correct words in
sentences:

specialization Is separation and distribution of authority and resources to
lower levels of an organization.

centralization Is arranging work activities and resources in such a way as to
achieve the objectives established by planning.

decentralization Is the power or right to give orders or make decisions.

delegation means to be involved in one particular area of business or
production

organizing is the power to make decisions about how an organization,
an area, a country, etc. is run.

authority is the duty of being in charge of a particular activity, area,
department, etc.

responsibility IS an organizational structure in which decision making is
concentrated at the top.

control occurs when one person gives another the authority to
undertake specific activities or decisions.
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1. Workers were given more ... over the company’s management. 2. Each
worker takes ... for their own part of the process. 3. The profession of manager has
developed into numerous ... : PR manager, production manager, sales manager and
others. 4. I fear the company has lost ... of its future. 5. He is responsible for the
main functions of management: planning, ..., leading and controlling. 6. Only the
manager has the ... to sign cheques. 7. His boss insists on ... of authority to the
subordinates. 8. The new sales manager will have ... for the European market. 9.
Our recruitment process underwent the process of ..., with each manager doing
their own hiring. 10. ... is the process by which the activities of an organization
become concentrated within a particular location or group.

Assignment 8. Match words with their synonyms; find an antonym in each
line.

1. appropriate a) to separate, to isolate, to include, to keep apart
2. day-after-day b) agreement, dissonance, coordination,
3. to set apart compatibility
4. routine c) daily, unexpectedly, day-to-day, quotidian
5. to allot d) to assign, to entrust, to allocate, to retain
6. to disperse e) apt, proper, fit, improper, correct
7. reconciliation f)  ordinary, uncommon, usual, unremarkable
g) to concentrate, to distribute, to spread, to extend

Assignment 9. Fill in the sentences with the words from Assignment 8. Each
sentence must include a pair of antonyms.

1. He performed his duties d... till the moment when u... he got his promotion.
2. His position was s... ... from others in the company though some of his
responsibilities i... those of his subordinates. 3. It depends on the manager alone
whether he prefers to d... decision-making power through the staff or c... it at the
top level. 4. He a... the resources between departments and r... only reserve
supplies for any emergency. 5. It is up to him now to select the most a... way of
problem solving among other 1... solutions. 6. The u... event broke up the r...
procedure of factory life. 7. No matter how hard he might try to reach r... in
employees’ relations, everything was destroyed by d... of personalities.

Assignment 10. Translate into English parts of sentences in brackets.

1. Organizing is a process (rpyrnyBaHHsI pi3HHX BHIIB JIsUTBHOCTI Ta pecypciB
JIOTiYHUM Ta BignoBigHuM ynHoM). 2. (IIpote 6araTto KepiBHHUKIB BUKOHYIOTH CBOIO
poboty mioaus) Without ever considering whether the resources at their disposal are
effectively deployed. 3. Being assigned some specific routine duty, (mpariBHuk
MO3Ke 3poOuTH Bce MokiauBe), but at the same time with too much specialization,
(MpamiBHUKKU Jy>K€ 130JIbOBaHI 1 BUKOHYIOTh HYAHY Ta HE3HauHy pooOoTy). 4.
(Posmomin wa Bimmiau 3rigHo 3 (imisAMH  3aJ€KATH Big) common product,
programme or geographical location. 5. Authority is the power to get things done;
(BIATIOBIIAJIBHICTh BIJHOCUTHCS A0 THX, XTO MOBUHEH 3poOuTH Iii pedi). 6. In
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decentralized organizations (Biaga nommpeHa Ha yci piBHI MEHEKMEHTY). 7. Both
approaches have pros and cons but it is a matter for the efficient manager
(BUPIMIUTH KOJU KOXKEH MIAXOAUTh HalOUIbIIe, 00 AOCITTH 0a)kaHoi €IHOCTI). 8.
(BHaueHHs opranizaiii Moxe OyTH PO3IJISIHYTO Kpi3b MPU3MY PO3BUTKY HOBOI
ctparerii), when a company need change market conditions or new technology
requires change.

Assignment 11. Read the advertisement on the Internet.

m]wear Shop

Dundrum Shopping Centre, Dundrum, Co. Dublin, Ireland is offering

the following positions:

e Store Manager

Deputy Manager

Visual Merchandiser

Stockroom Assistant

Sales Consultant

These are the responsibilities of the advertised positions that employees must
perform. Divide responsibilities to set one job apart from the other for
specialization, then try to exchange some duties to get job rotation and finally add
some more responsibilities to each position (job enlargement).

eTo deliver the targets of the business in terms of sales, profit,
merchandise and people;

o T0 provide information on products;

eTo be responsible for cash drawer and daily deposit of customer
payments;

eTo design the inner settings;

eTo follow the correct procedures for checking in stock, ensuring
quantities and prices are accurate;

o T0 devise strategies for the growth of sales in the store;

oTo display the goods and products;

oT0 assist the Store Manager in meeting targets set for the business in
terms of sales, profit, merchandise and people;
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eTo follow the correct procedures for documentation of all types of
sales, store paperwork, special orders, and dispatch and customer

correspondence;
eTo devise strategies for the growth of sales in the store;

eT0 maintain the stockroom in an orderly, disciplined and commercial

fashion and to keep it neat and tidy at all times;
eT0 manage the day-to-day activities of the store;
¢To handle incoming telephone calls;
eTo provide packaging and labeling;
¢T0 ensure the staff offer the highest level of customer service;
eTo design price-labels;

eTo assist in the preparation and arrangement of stock for stocktaking

PUrposes;
¢T0 ensure compliance with all company policies and procedures.

Assignment 12. Read and decide which case represents A. Job Specialization,

B. Job Rotation, C. Job Enlargement

An administrative employee might spend part of the week looking after
the reception area of a business, dealing with customers and enquiries. Some
time might then be spent manning the company telephone switchboard and
then inputting data into a database.

Within one company foundry workers are responsible for pouring
molten metal; a milling-machine operator’s duty is to make a detail of that
metal and a fitter is in charge of installing the detail.

Early IBM introduced changes to machine operators' jobs to include
machine setting and inspection. In addition they introduced other wide-
ranging changes in both the production system and the role of foremen and
Supervisors.

Some design engineers of TOPSoft were trained to go on field
installation trips and get first hand knowledge of how their designs worked, or
didn't work, in the field.

The experience of Bond Street Personnel is as follows: ‘Cashiers can be
trained to stock shelves and stockers trained to cashier. This allows you to
quickly open additional registers if the customer queue gets too long.’

Grammar: Participle: Forms and Functions (p.)

*liempuxkmernuk (Participle) — e 6e3ocoboBa (opma mieciioBa, IO MOETHYE
BJIACTUBOCTI Ji€CJI0Ba Ta NPUKMeTHHKA. SIK mieciiBHA opMa TIEMPUKMETHUK Ma€

(dbopmMu akTHBHOTO Ta macuBHOTrO cTany (Active or Passive):

e.g. writing (Present Participle Active) — being written (Present Participle

Passive)
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Ta BKa3ye B PEUYCHHI HA YacOBE BIJHOIIECHHS M0 [ii, MO3HAYEHOI MPHUCYIKOM:
OJIHOYACHI I11 JIi1 UM OJTHA Mepey€e 1HIITIH:

e.g. While writing the report, she used the latest data (Present Participle —
OJTHOYACHICTh i)

Having written the report, she sent it to the Board of Directors (Perfect
Participle — mepexyBanHs ii).

B peueHHi ni€enpuUKMETHUK BUKOHYE (YHKIN{, IO BJIACTHUBI MPUKMETHUKY
(o3HaUeHHS, 00CTaBMHA), @ TAKOK (DYHKIII1, 1110 BIACTHUBI JIECIOBY (MPEIUKATHR).

Assignment 13. Make up five sentences from each table, state in what form
and function the Participle is used.

The man given to the employees will enter into force next month.
The boss sitting next to you performs the function of organizing.
The manager signed at the conference will be executed immediately.
The document | working at this company will help us with strategy development.
The order allotting the resources isa perfect example of a skilled manager.
I called the manager discussing the issue of resource allocation.
You found the book reading a daily report.
He saw the worker repairing the equipment.
We bought the newspaper | printed by their publishing-house.
They read the team received yesterday.
Feeling tired I paid attention to common skills and tasks.
(While) | Preparing the report you | began to get ready for the conference.
Grouping jobs he decided to take a day off.
(When) | Representing power we | hada lot of rights and duties.
Coming home they | read loads of books on the topic.
Having read the report | | had a well-deserved rest.
Having done the task | you hoped to attain the goals.
Having executed he was eager to start a new project.
orders we was about to answer the questions.
Having written the they tried to show it to the CEO.
plan
Having done it
I suggested a new strategy to the CEO examining each way out.
you | were solving the issue thinking over the author’s ideas.
he made a report feeling a bit nervous.
we | read an article playing tennis after classes.
they | hurt my arm using different visual aids.

Assignment 14. Read the sentences; find Participles, state their forms and
functions.

Most employees working at our company receive financial and non-financial
incentives. Being asked about the working environment, they answered that the
working conditions are rather good and they can take part in all decisions made
about their work. They expressed their opinions discussing different subjects
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starting with salary. Having worked more than 5 years, they get an opportunity to
use such privileges as credits, free vacations, etc. Having been accepted by any
bank, a credit is supposed to be repaid by the company, and free vacations spent in
any part of the country can be shared by all family members. Such an amazing
policy of loyalty encouragement proved to be successful, having helped the
company survive hard times.

* MyHKILiI JiENPUKMETHUKA B PEYCHHI:

1. o3mauenns (Present Participle Active, Present Participle Passive, Past
Participle):

Managers belonging to 30 multinational organizations took part in the meeting
in Prague.

The issues discussed at the meeting were of significance for the future of
management.

The agreement being concluded is not to be changed.

2. obctaBuHa (yCli JIEMPUKMETHUKH):

Knowing English well he was able to conduct negotiations with partners from
New Zealand.

Having done the question-and-answer exercises, the students began to write a
composition.

When treated unfairly, he could not work at all. (B it ¢pynkmii Past Participle
BXKMBAETHCA 13 criomyuyHukamu when, if, as if, though)

3. OpeAuKaTUB:

Y moennanHi 3 gonmoMmikHMM pgiecioBoMm to be Present Participle Active,
Present Participle Passive yrtBoproroTh Bci wacoBi ¢opmu rpymu Continuous
tenses ta Perfect Continuous tenses. Y noexHaHHi 3 JOMOMIKHAM JiecioBoM to be
Past Participle yrBoproe Bci popmu Passive Voice. Y moeaHaHHi 3 TOTOMIXHAM
niecinoBoM to have Past Participle yrBoproe Bci wacori popmu rpynu Perfect.

e.g. They are discussing our proposal at the moment( Present Continuous
Active).

The agreement was being discussed for 3 hours (Past Continuous Passive).

We have not signed the agreement yet (Present Perfect Active).

Assignment 15. Transform the following sentences using

a) The Present Participle Active instead of underlined words as an
attribute or an adverbial modifier:

1. The woman who is standing near the projector is our new assistant. 2. There
was a lot of work which was waiting for us. 3. We can not grant a credit to the
company which is going bankrupt. 4. The manager looked at the employees who
were waiting for his decision. 5. Since | needed ideas for the new strategy, | ordered
the manager to establish a team for collaborating on the promotion campaign. 6.
When she saw him, she smiled pleasantly. 7. As we had plenty of time, we decided
to visit all sights of the city.

103



b) The Present Participle Passive instead of underlined words as an
attribute or an adverbial modifier:

1. The question that is being discussed is critical to success for any enterprise.
2. Authority and control that are kept at the top level allow managers to supervise
each step of the production process. 3. That building that is being built next to our
office is a new supermarket. 4. As the decision was made by all members of the
staff, it represented the overall opinion. 5. As it was made in different colours, the
graph was easy to understand.

¢) The Perfect Participle Active/Passive instead of underlined words as an
adverbial modifier:

1. After they were delegated some power, the workers started to take an active
part in the life of their company. 2. As | had lost the address of the company web-
site, | could not visit it. 3. After he traveled two years about Asia, he returned home
and started a restaurant specializing in Asian cuisines. 4. As the hotel was built 20
years ago, it no longer meets the requirements of safety and hygiene. 5. As they had
drunk their coffee, they started to discuss the terms of the deal.

* The Present Participle (mienpukMeTHHK TEHEPIIIHBOTO Yacy) 03HAYAE IO,
sKa € 0JIHOYAaCHOI0 a00 Mail0yTHHOIO [0 BIIHOIIEHHIO JI0 MPUCY/KA:

| saw him writing a letter.

He was pondering over the future awaiting for him at his new workplace.

The Perfect Participle (mepdexTHuii nieNpUKMETHUK) O3HAYa€ IO, sKa €
MUHYJIOIO 110 BIIHOIIIEHHIO J0 MPUCYJIKA:

Having written a report, he went to his supervisor to discuss it.

The Past Participle (mienpukMeTHUK MHHYJIOTO dYacy) O3Ha4ae Jito, sKa
BUKOHYBAJIACh/BUKOHYETHCSI HaJ IMEHHUKOM a00 3ailMEHHUKOM, A0 SKOro IeH
JEMPUKMETHHK BITHOCUTHCS:

We threw away the written letter.

Assignment 16. Choose correct form of the Participle (Present Participle —
Past Participle).

1. A worker ... a specific routine duty is isolated from others. A specific
routine duty ... by an employee day-after-day can be done perfectly. (to do) 2. The
article ... by him is critical for modern management. The man ... a letter over there
is my colleague. (to write) 3. We are interested in the scheme ... by our partners. I
don’t think that a person ... such things deserves trust. (to suggest) 4. ... the tasks
between employees, he always bears in mind their likings. ... duties must be carried
out on the spot. (to allocate) 5. The ... funds were returned by police. ... money, he
feels guilty. (to steal)

Assignment 17. Choose correct form of the Participle (Present Participle —
Perfect Participle).

1. ... for 20 years for their firm, he suddenly decided to quit. ... at the bank, he
was responsible for granting credits to individuals. (to work) 2. ... natural resources
of the land, he was very careful to avoid wasting them. ... all gold resources of his
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mine, he sold it to his opponent. (to deploy) 3. ... market conditions, he decided
which production line to launch. ... market conditions, he also pays attention to his
competitors’ advantages. (to examine) 4. ... hands with them, we continued our
discussion. ... hands with our partners, we were congratulating each other on the
successful deal. (to shake)

Assignment 18. Choose correct form of the Participle (Present/Perfect
Participle Active — Present/Perfect Participle Passive — Past Participle).

1. The building ... in our district will be perfect for offices. The team ... our
new office is highly professional. (to build) 2. ... the organizing function, a manager
starts with designing and grouping jobs. The organizing function ... properly
enables an enterprise to get the utmost out of its resources. (to perform) 3. ... long
ago, the capital was big enough for the great-grand children to live on. ... a lot of
money, he retired and lived quietly and peacefully. (to earn) 4. Do you like the
project ... ? Do you know the men ... the project? (to discuss)

Assignment 19. Translate into English.

1. IIpompaitoBaBiiu OaraTo poOKiB Ha IMOCaJl MEHEIKepa, BIH MO3UTHBHO
CTaBUBCS JI0 Mepefadyi MOBHOBXKEHb miajerauM. 2. OTpuMaBIld 1[I0 MOCaay, BiH
HaJICKHUM YMHOM BHUKOHYBaB CBOi 00OB’si3ku. 3. Buopa s OyB Ha mpeseHraiiii,
opraHizoBaHiii MOiMH KosieraMu. 4. UuTarouu Horo 3BIT PO MPOECKTYBaHHS MOCA, 5
pOOUMB HOTATKHU IIOJI0 CBOIX MPOMO3UINN. 5. 3HAIOUM JIEKIJIbKa 1HO3EMHUX MOB, BU
MOXETEe MOJIOPOKYBATH MO BChOMY CBITY 0e3 mepemkoa. 6. Po3mosain Ha BiILIH,
SAKUU 3apa3 OOTrOBOPIOETHCS, € BUPIIMIAIBLHUM JUIsl YCIIXy yciei kommanii. 7. To61
1no100a€eThes reorpadiuHe MojaoKeHH MalOyTHBOT (i, sike 3anponoHyBas J>KoH?
8. YNOBHOBaXXMBILIM MEHE BECTH CIpaBU, Miil med MoixaB y BIIAPAIKEHHS. 9.
[Iparroroun moACHHO, BIH HAMaraBcs OTPUMATH BCE MOXKIIMBE Big cBO€el podoTu. 10.
Po3pobnena 3a yciMa mpaBuiiamu, mpoMoBa Oyna ayxke ycmimHa. 11. Meni He
Mo00a€EThCS KHUTA KyIUIeHa Buopa. 12. BUKoHyrOUM CEKpeTHI 3aB/IaHHs, BiH OyB
1307150BaHUM BiJ pemTH nepcoHany. 13. [loOygoBana HanmeXHUM YMHOM OaraTto
POKIB TOMYy, Mepeka mpaiffoBaia Oe3moranHo. 14. S migidmoB mo roaeH, sKki
O0OrOBOPIOBAJIM TEPEBAry Ta HEJOIIKU IEHTpati3allli Ta AereHTpalizarii.

Assignment 20. Problem Solving
Read two stories and decide which owner-manager is going to run a
successful company. Explain your choice.

1. Tom Brasser’s pride in being the top man made it hard for him to share
authority. He tried, but he found to his dismay that his delegating was not as good as
he thought. The day he returned from his first short business trip, Mr. Brasser
stormed out of his office. He waved a sheaf of payroll sheets and shouted ‘Who
approved all this overtime while I was away?’ — ‘I did’, the production chief
answered. Realizing that all heads were turned to see what the shouting was about,
Mr. Brasser lowered his voice. Taking the production manager with him, he stepped
into his office.

105



The production man replied. “You told me | was in full charge of production.
You said | should keep pushing so | wouldn't fall behind on deliveries.’

‘That's right,” Mr. Brasser said. ‘In fact, | recall writing you about a couple of
orders just before I went out of town.” — ‘And one of them — the big order — was
getting behind so I approved overtime.’

‘I would have done the same thing if I had been here,” Mr. Brasser said. ‘But
let's get things straight for the future. From now on, overtime needs my okay.’

Mr. Brasser then followed up with his other department heads, including his
office manager and purchasing agent. He called them in, told them what had
happened, and made it clear that their authority did not include making decisions
that would increase the company's operating costs. Such decisions had to have his
approval, he pointed out, because it was his company.

2. The experience of Charles P. Wiley illustrates another case of delegation. He
started by setting up an organization. He broke his small company into three
departments: a production department, a sales department, and an administrative
department.

The manager handling production was responsible for advertising, customer
solicitations, and customer service. Mr. Wiley regarded the administrative
department as the headquarters and service unit for the other two. Its manager was
responsible for personnel, purchasing, and accounting.

Mr. Wiley also worked out with his assistants the practices and procedures
necessary to get the jobs done. His assistants were especially helpful in pointing out
any overlaps or gaps in assigned responsibilities. He then put the procedures into
writing. Thus each supervisor had a detailed statement of the function of each
department and the extent of each authority.

This statement included a list of specific actions which they could take on their
own initiative and a list of actions which required approval from the front office —
Mr. Wiley, or in his absence, the assistant general manager.

In thinking about absences, Mr. Wiley went one step further. He instructed
each department head to designate and train an assistant who could run the
department if, and when, the need arose.

Discussion of the text.
1. Speak about basic concepts and components in organizing.
2. Speak about authority and responsibility in any organization.

Unit 14 Text: Organization Design
Grammar: Participle Complexes

Assignment 1. Read and learn the following words and phrases:
ultimate — octauHii, KiHIEBUIA;

formal — popmanbHwmii, odimidHuU;

reporting — 3BiTHICTb, MiA3BITHICTB; SYN. accountability;
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phase — ¢asa, nepion, cramis;

strategic grouping — cTpaTeriuHuii po3moii Ha TPYIIu;

overall — 3aranpunii;

sub-unit — yactuHa, miapo3Ii;

practice-driven — Takuid, M0 KEpPYEThCSA/BHU3HAYAECTHCSA MPAKTUYHUM
3aCTOCYBAHHSM;

span of management — cdepa kKoHTpOIIIO, 00’€M KepiBHMIITBA; Syn. span of
control;

line — miHifiHWEA, TOH, MO BIAHOCUTHLCS IO JIHIHHOTO IMiIPO3/ITy OpraHi3allii;
line position — niniitHa mocaxa; line authority — miHiiHI MTOBHOBa)KCHHS;

staff — momomixuuii, mraOuuii; staff position — mrabma mocana; staff
authority — mrtaOHi MOBHOBa)KEHHS,

dimension — Bumip;

variety — pi3HOMaHITTS;

communication flow — moTik Bka3iBOK BiJl KEpiBHUKA [0 IIiAJICTIINX;

administrative overhead — ympaBmiHCBKI, aaMiHICTPAaTHBHO-TOCIIOAPCHKI
BuTpary; Syn. administrative cost;

"tall"* organization structure — GaratopiBHeBa opraHi3alliiiHa CTPyKTypa;

"flat" organization design — macka/crpoliieHa oprasizaiiiHa CTpYKTypa;

to assume — npuiimaru (Opatn) Ha cebe; to assume duties — Gpatu Ha cebe
000B’SI3KH;

to share — ginutrcs, po3moaUIATH;

morale — MmopanbHHuii cTaH, 00HOBHI 1yX;

to downsize — ckopodyBaTH IITAT;

preference — mepeara, BijianHs mepeBaru;

to favour — miarpuMyBaTH, CIIPUSATH;

direct chain of command — mnpsmuii TOPSAOK MiANOPSAKYBAHHS B
oprasizariii;

supportive — maTpuMyrOUnii, TOTIOMIKHHUH;

in nature — BiJ MPUPO/IH, IO XapaKTepy;

correlation — criBBigHOIIEHHS, B3a€MO3B'I30K;

to counsel — paauTu, pekoMeHyBaTH.

Assignment 2. Read and translate the following text:

Organization Design

The ultimate design of an organization should help the organization to achieve
its goals. Organization design involves the creation of roles, processes, and formal
reporting relationships in an organization. One can distinguish between two phases
in an organization design process: strategic grouping, which establishes the
overall structure of the organization (its main sub-units and their relationships),
and operational design, which defines the more detailed roles and processes. The
field is mainly practice-driven and many consulting firms offer organization design
assistance to managers. The following are key concepts in the design of an
organization: span of management and line and staff positions.
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Span of control or span of management is a dimension of organizational
design measured by the number of subordinates reporting directly to a given
manager. This concept affects organization design in a variety of ways, including
speed of communication flow, employee motivation, reporting relationships, and
administrative overhead.

A narrow span of control results in each manager supervising a small number
of employees; while a wide span of management occurs when more subordinates
report directly to a given manager. Researchers generally agree that a narrow span
of management presenting a ""tall'* organization structure will be more expensive
to operate because of the large number of managers and it may have communication
problems resulting from the multiple levels of management. A "'flat"" organization
design resulting from a wider span of management would require managers to
assume more administrative duties since those activities would be shared by fewer
employees. However, some researchers also suggest the wider span of management
may cause employees to feel greater ownership of their work and increase their
motivation, morale, and productivity. It can be successful when a manager clearly
states and explains his intention to employees. That is why many organizations are
now deciding to move to a wide span of management, downsizing organizations
and eliminating unnecessary positions.

Factors influencing a larger span of management are:

1. Work performed by subordinates is stable and routine;

2. Subordinates perform similar work tasks;

3. Subordinates are concentrated in a single location;

4. Subordinates are highly trained and need little direction in performing tasks;

5. Rules and procedures defining task activities are available;

6. Support systems and personnel are available for the managers;

7. Little time is required in non-supervisory activities such as coordination
with other departments or planning;

8. Managers' personal preferences and styles favour a large span.

Another concept of the organizing process is the idea of line and staff
positions. Line positions are traditionally defined as those in the direct chain of
command with specific responsibility for organization objectives. Staff positions
are positions outside the direct chain of command that are advisory or supportive in
nature. Effective managers choose any correlation of both positions to promote
cooperation among all members of the organization and ensure that every person
within the company is on the same team.

* Line authority — in which individuals in management positions have the
formal power to direct and control immediate subordinates.

* Staff authority — granted to staff specialists in their areas of expertise. It is
narrower than line authority and includes the right to advise, recommend, and
counsel in the staff specialist’s area of expertise. It is a communication relationship
with management.

Assignment 3. Answer the following questions:
1. What does organization design involve?
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2. How many phases are there in an organization design process?

3. What is span of control or span of management?

4. What is the difference between a narrow and wide span of control?

5. What does a "flat" organization design resulting from?

6. What may the wider span of management cause employees?

7. Can you give some factors influencing a larger span of management?
8. What positions are advisory or supportive in nature?
9. How are line positions defined?
10. What is the difference between line and staff authority?

Assignment 4. Give Ukrainian equivalents of the following words and word
combinations.

ultimate design, formal reporting, practice-driven, overall structure, detailed,
consulting firm, speed of communication flow, to occur, to operate, to assume more
administrative duties, to cause employees to feel greater ownership, to move to,
unnecessary position, stable, support system, personal preferences, outside, to be on
the same team, formal power, area of expertise

Assignment 5. Give English equivalents of the following words and word
combinations.

CTpaTEeriyHuil pO3MOALT Ha rpynH, (asza, miapo3aiia, BHUMIPIOBATH, KIHOYOBE
MOHATTSI, chepa KOHTPOJIIO, JIiHIMHA TTocaja, ITa0H1 MOBHOBAYKEHHSI, PI3HOMAHITTH,
aJIMIHICTPaTUBHO-TOCIOJAPChKI BUTPATH, MOPAJIbHUI CTaH, yCyBaTH, CKOPOUYBATH
HITAT, NPSAMUNA MOPSIIOK MIAMOPSIAKYBAaHHS B OpraHizailii, paJiuTu, peKOMEHAYBATH

Assignment 6. Match the synonyms.

A: sub-unit, overall, phase, to distinguish, ultimate, to recommend, preference,
to concentrate

B: to focus, immediate, to differentiate, to counsel, stage, subdivision, general,
inclination

Assignment 7. Fill in the gaps with words from the Assignment 6.

1. Investors are showing a strong ... for bonds rather than shares. 2. The ...
consumer pays considerably more than the manufacturing price. 3. We ... ourselves
from our rivals by offering a higher standard of customer service. 4. He is the
person with ... responsibility for the project. 5. Our company has three main ... —
purchasing, producing and distributing. 6. The advertising campaign will enter its
second ... in July. 7. We ... our shareholders to accept their offer. 8. I can’t ... on
my work with all that noise going on.

Assignment 8. Substitute some words in the sentences with their antonyms
from the text to make the sentences true, translate the sentences into Ukrainian:

1. A manager must get the utmost to raise the depression of his employees.

2. Staff positions are positions inside the direct chain of command.
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3. A wide span of management presenting a "tall" organization structure will
be less expensive to operate.

4. Many organizations decide to move to wide span of management, expanding
organizations and adding unnecessary positions.

5. A "tall" organization design resulting from a wider span of management
would require managers to reject many administrative duties.

Assignment 9. Study the following groups of synonyms and choose the correct
one to fill the sentence.

1. advice is an opinion or a suggestion about what somebody should do in a
particular situation;

recommendation is a suggestion about the best thing to do, especially by
somebody with expert knowledge;

counsel is usually a legal advice to an organization.

1. I am sure that he would accept my attorney's ... . 2. To improve one’s
qualification is a sound ... for the unemployed. 3. To achieve success in this
business you’d better follow my ... .

2. help is the act of making someone do something easier;

assistance usually implies making a secondary contribution or acting as a
subordinate.

1. I'll offer you my ... to move the table. 2. Secretaries provide ... to the
manager in preparing the report. 3. The chairman of the committee accepts ... from
a technical director. 4. New people were a great ... to us in reaching the progress of
the company.

3. These nouns refer to what one plans to do or achieve.

intention simply signifies a course of action that one proposes to follow;

goal suggests an idealistic or long-term purpose;

objective often implies that the end or goal can be reached.

1. A ... should be thought of as an agreement between a manager and an
employee. 2. It is my ... to take a vacation next month. 3. Team members are
committed to achieving common ... . 4. The company has achieved its key ... for
the year. 5. You must set realistic ... for yourself.

Assignment 10. Complete the sentences using words and word-combinations
from the text.
tall organization structure, administrative overhead, line,
staff, span of control, downsized, flat organization design
1. A corporation ... its personnel in response to a poor economy. 2. There are
now fewer layers of management and an increased ... ... . 3. Structures of ... within
the company are to be changed, it takes too much time to give and receive orders. 4.
With ... authority, a company is usually organised into functional departments, each
headed by a senior manager, below whom there is a chain of command. 5.
Restructuring the company they could achieve annual ... ... savings of $45 million.
6. She has a position in the firm’s ... authority. 7. Researchers generally agree that a
... 1s more expensive than ... .
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Assignment 11. Translate into English.

1. [ToBHOBaXk€HHS IMTAOHUX CHEIIATIICTIB CTOCYIOTHCS TTOPaa Ta peKOMEH/Iallii
JiHIAHOMY TiepcoHaly abo0 BHJA4l BKa31BOK IMpalliBHUKAM 33 JOPYYCHHSIM
JiHIAHOTO KepiBHUKA. 2. [ToHATTS “chepa KOHTpOIIO™” BIUIMBAE HA MOTIK BKa31BOK
Bl KepiBHUKA J0 MiJUICTJIUX, MOTHBAIII0 TMpaIliBHUKIB Ta aJIMIHICTPaTUBHO-
rocrogapcbki BUTpaTu. 3. baraTopiBHeBa opraHizailiiiHa CTPYKTypa CTBOPIOETHCS
BY3bKOIO C()epOI0 KOHTPOJIIO B Oprasizailii, B TOH 4ac SIK CIOpOLIEHA CTPYKTypa €
pe3yibpTaToM MUPOKOi chepu KoHTporo. 4. [IpaBunbHe CHiBBiAHOMICHHS JIHIHHOT
Ta JIOTOMDKHOI CTPYKTyp 3a0e3redye B3a€EMOJIII0 MK yciMa WiIeHaMd MepCOoHay
komnaHii. 5. [loBHOBakeHHS MTAOHUX MEHEMIKEPIB BYX4Yl 3a BIaaAy JiHIHHUX
KEpIBHUKIB 1 BKIIOYAIOTh HaJaHHS MOpaJ Ta peKOMeHAalii B cdepi iX KOMIIETEHII1.

Assignment 12. Read the following information and find the changes in
figures 1 and 2.

A Job for Now

Modco has downsized and delayered. The number of management levels in the
company has been reduced from 5 to 3, and many managers have lost their jobs.
Modco has reorganized and restructured in order to make its structure flatter (with
fewer layers of management) and leaner (with fewer, more productive employees).
They did this to reduce administrative overhead and overall costs. Employees said
that they used word ‘reconstruction’ to make the situation sound positive.

Figure 1.

CEO
Deputy Deputy
CEO CEO
| . |
Production Sales Staff
Manager Manager Manager
Deputy Sales Deputy
Man. Staff M.
1

Operation Logistics Personnel
Sales Agent :
Manager Manager Officer

Deputy
| |
Supply
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Figure 2.

1
Production Sales Staff
Manager Manager Manager
——— ———

Supply Operation Logistics Personnel
Sales Agent .
Manager Manager Manager (0]jife=Tg

Assignment 13. Read the following passages and draw figures to illustrate
them.

a) Apple Computer’s reputation as a good employer declined after several
layoffs in the 1990s. Apple was laying off up to 7% of its employees at the facility.
It was reported that the plant had employed some 1,800 people, meaning that up to
126 people were laid off. Levels of management in the company have been reduced
from 4 to 3. The President of the company now gives orders directly to the
Commercial Manager and Executive Vice-President. The positions of Production
Manager, Marketing Manager and Human Relation Manager were eliminated. They
used to supervise the Head of the Research Department, the Head of the Public
Relations Department, the Head of the IT Department, the Head of the Finance
Department and the Head of the Personnel Department. Now all these managers are
under control of the second level of managers.

b) Due to the increase of production and working staff, the President of
Forgess had to add some more managerial positions making the structure taller. He
introduced two deputy positions for each of his two vice-presidents for coping with
production, distribution, sales and human resources. The deputies coordinate the
activities of the managers of these 4 departments. The President of Forgess also
suggested appointing a Manager of Research and Innovation and a Shop
Superintendent in the Production Department. He also initiated two staff positions:
Legal Advisor and Financial Advisor. They report directly to the President and
provide counsel for all levels of the company.

Assignment 14. Study the two figures and describe changes that took place in
the organization design of the company.
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Figure 1.

Figure 2.

D)

Assignment 15. You are given a list of advantages of each organization
design. Decide which structure (tall or flat) is more efficient and then make a
speech to support one of the structures using advantages given and suggest some
disadvantages of the other structure.

Advantages of flat structure:

1. Each employee gets less work and tasks are similar;

2. You have task certainty;

3. High frequency of interaction develops interpersonal relations;

4. In this case physical dispersion of employees is allowed and people don’t
work in over-crowded premises;

5. Managers are not over-worked;

6. Job tends to be more efficient.

Advantages of tall structure:

1. Employees must be well-trained and professional;

2.'You can integrate one new task into a set of your previous ones, enlarge
your knowledge;

3. As the employees perform very different tasks, the supervisor must give
each subordinate more individual attention;

4. Communication and reaction to changes and emergencies are quicker;
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5. Administrative costs are decreased;
6. Managers and employees are more responsible and feel more engaged and
required.

Grammar
Participle: Subjective Participle Complex, Objective Participle Complex

(P

*O0’exTHHi aienpuxkMerHukoBmii 3Bopot (the Objective Participle Complex)
CKJIaIa€ThCS 3 IMCHHHMKA y 3arajbHOMY BIIMIHKY a00 3aiiMEHHHKA B 00’ €KTHOMY
BIIMIHKY Ta JIENPUKMETHUKA. B pedeHHI 3BOPOT BUKOHYE pOJIb CKJIAJHOIO
noaatka (Complex Object). 3BopoT BXHBa€eTHCA:
1) micast miecnmiB 10 BHpa)XaroTh CIPUHAMaHHS 3a JOMOMOIOI0 OpraHiB 4yTTs (
BXHBarOThcs Present Participle ado Past Participle):

e.g. She heard them discussing the outcome of downsizing
Ha Biaminy Bif 00’€KTHOTO 1H(IHITUBHOTO 3BOPOTY, IO JIHIIE KOHCTATye (haKT,
00’ €KTHUN J1€EMPUKMETHUKOBHI 3BOPOT MIJIKPECITIOE MPOIEC, TPUBATICTD 1.
2) TicIs AI€CiB, 0 BUPAKAIOTh OA)KaHHS Ta MPOIIECH MUCIICHHS (B)KUBaeThes Past
Participle):

e.g. He wants the goal attained.
3) micns miecniB to have, to get. B Takux pedeHHSAX TIENPUKMETHHK BHpaXkae Jifo,
sAKa BUKOHYBajach HE MIAMETOM, a I miameTa abo Haj HUM (BXHUBaeThcs Past
Participle):

e.g. They got their span of control widened.
Ha ykpaincbky MOBY 00’€KTHHI IIENPUKMETHUKOBHI 3BOPOT NEPEKIANAAETHCS
MIIPSIAHAM PEYEHHSIM.

e.g. | saw you talking to your colleague. — 5 GauuB, K TH PO3MOBIISB 3
KOJIETO10.

Assignment 16. Make up 5 sentences from each table.

I saw the manager planning the budget.
You noticed my colleagues telling the right things.
He found their partners explaining the reorganization.
We watched them agreeing on the design.
They felt him favouring the proposal.
I want the company signed by the end of February.
He considers his son accepted more responsibilities.
She believe the employees | changed.
We wants terms of trade | helped him.
They wish the contract downsized.
I have his hair cut.
He has the luggage unpacked.
She had the suit sewed.
We get the documents signed.
They got our ideas implemented.
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Assignment 17. Transform the following sentences using the Objective
Participle Complex.

e.g. The applicant was answering the questions. We heard it. — We heard the
applicant answering the questions.

1. I saw him as he was walking along the street. 2. The old man was telling his
story. | heard it. 3. Mary saw as the man was stealing money from the safe. 4. Jane
was talking to the manager. Bill noticed that. 5. We watched him as he was making
a presentation of a new reorganization programme. 6. He was giving commands to
his subordinates. | heard it. 7. He was lying. | felt that. 8. When he returned to his
work, he found that his colleagues were having a party.

Assignment 18. Transform the following sentences using the Objective
Participle Complex.

e.g. Somebody will pick up the goods for me tomorrow in the afternoon. — |
shall have the goods picked up tomorrow in the afternoon.

1. The employee prepared a report for him. 2. A marketer designed a label for
the president. 3. The consulting firm made an organization design for us. 4. The
manager shared responsibilities for them. 5. He eliminated all unnecessary positions
in our company. 6. The chef cooked lunch for us. 7. A boy delivered pizza to our
home yesterday. 8. As Bob had a broken arm, his secretary typed his text for him. 9.
Whenever Clara is staying at this hotel, the porter carries her bags into her room.
10. Professionals organized our last party for us.

*Cy0’exTHHMii nienpukMeTHHUKOBHIT 3BopoT (the Subjective Participle
Complex) ckinagaeTbcsi 3 IMCHHUKA y 3arajlLHOMy BiIMiHKYy a00 3aliMEHHHKA Y
Ha3MBHOMY BIJIMIHKY Ta JI€ENPUKMETHUKA. B peueHHl JaHui 3BOPOT BUKOHYE
¢byHukiio ckaagnoro migmera (Complex Subject). Mix iMeHHUKOM/3aiiMEHHUKOM
Ta JIENPUKMETHHUKOM CTOITh TPHUCYAOK, SKUM (HOPMAIBHO Y3TOMKYETHCS 3
nigMeToM (IMEHHUK/3aMEHHHUK) B 0CO01 1 YUCII, a MO CyTI € OKPEMOI YaCTUHOIO
pEUEHHS, 10 BiIOOpaKAETHCS B MEPEKIIaii Ha PIIHY MOBY IIECIOBOM Yy TpPETIiid
0co01  MHOXHMHU  BiAmoBimHOro  yacy. CwmucioBe  BIAHOMIEHHS — MIX
IMECHHUKOM/3aMMEHHUKOM Ta JIENPUKMETHUKOM IOAIOHE O BITHOIICHHS MK
MiIMETOM Ta TPUCYIKOM, TOMY 3BOPOT NEPEKIANAEThCS Ha YKPATHCHKY MOBY
MIJPSTHAM PEUYCHHSIM.

e.g. He was heard moving to another town. — Yyzau, mo BiH mepeixaB J10
1HIIOTO MiCTa.
3BOPOT BXKUBAETHCS 3 MPUCYAKOM B MACHBHOMY CTaHi, SIKUI MiCTUTh
1) nmiecioBa, 10 BUPaXarOTh CHOPUMMAaHHS 3a JOMOMOIOK OpraHiB 4YyTTs
(BxuBaeThes Present Participle):

e.g. They were watched performing a very difficult task. — Cnocmepicanu,
SK BOHH BUKOHYBAJIM JTy>KE€ BaXXJINBE 3aBJaHH.
2) niecimosa to consider, to believe, to find B 3nauenHi ,,BBaxkatu” (BxkuBacThHCs Past
Participle):

e.g. She is considered employed for the position of operational manager. —
Beaowcaroms, 110 BoHA NPUMHHSATA HA TTOCAAy MEHEKEpa 3 MUTaHb BUPOOHUIITBA.

115



Assignment 19. Make up 5 sentences from each table.

The partners seen entering the conference hall.

We heard advising on marketing matters.

Line personnel were | watched designing a new brand image.
Managers noticed discussing the company downsizing.
Specialists observed holding secret negotiations.

The goal finished.

Projects was considered | elaborated.

The design were | believed accepted.

Our conditions found achieved.

The work postponed.

Assignment 20. Transform the following sentences using the Subjective
Participle Complex.

e.g. They heard as he was supporting a conservative point of view on federal
social programmes. — He was heard supporting a conservative point of view on
federal social programmes.

1. Somebody overheard us as we were sharing information. 2. The manager
observed as the office was working. 3. They watched as the jet was taking off. 4.
We were grouping our troops. They noticed it. 5. They heard as we were reporting
about administrative costs. 6. They saw as the partner was checking the contract. 7.
They observed as employees were assisting the manager.

Assignment 21. Match questions with possible answers and give full answers
using Participle Complexes.

e.g. How did it happen that you had a car crash? — Penelopa Cruise was
walking down the street. — | crashed into the directing-post as | saw Penelopa
Cruise walking down the street.

How-did-it-happen-thatyyou-had-a | The state officials were interchanging top-

car-erash? secret information. He heard them.
Why are you wearing a wig? Some people called and told me they saw it
as it was running near the caves.
Why is he hiding? I didn’t tell her about my trip. She considers

| deceived her.

Do you know where your dog is? | Penelopa—Cruise—was—walking—down—the

Street:
Why is Ann angry with you? | have a twin. He passed all exams for me.
You got all excellent marks this| My hairdresser dyed my hair green instead
term. How did you do this? of blond.
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Assignment 22. Answer the following questions using Participle Complexes.

1. What did you see on your way to the Institute? 2. What did you notice when
you were sitting at the café? 3. Can you prove that you were studying at the library
yesterday? 4. Can you prove that you told her about your report? 5. Do you cut your
hair? 6. Do you usually sew your clothes? 7. Is your task finished? 8. What did you
hear when you came to the park? 9. Did you repair your computer? 10. Did you see
your school-mate yesterday? What was he doing?

Assignment 23. Read the police report and rewrite sentences using the
Objective Participle Complex or/and the Subjective Participle Complex where it is
possible.

e.g. The men of stocky build were seen by the witness as they were
approaching the house. — Mrs Woodhall saw three men approaching the house at 3
a.m. and/or Three men were seen approaching the house at 3 a.m.

Case Number: VT 05/04/04/3462
Incident: House-breaking
Reporting Officer: Constable Ranjit Singh Date of Report: 05 April 2004
Written according to the witness statement of Mrs Woodhall.

On Monday April 5th, three men were involved in a house breaking of 23
Lee High Street. The men of stocky build were seen by the witness as they were
approaching the house at 3 a.m. The witness claimed that she woke up because
she felt that something strange was happening in the street. The car was driving
along the street and she heard it. It was very unusual for their neighbours, so Mrs.
Woodhall looked out of the window. She noticed two men who were wearing
dark clothes and jeans as they were standing near the front door of 23 Lee High
Street. Somebody opened the door for them. That was really strange because Mr.
and Mrs Barclay, 23 Lee High Street, were away till April 21%. Mrs. Woodhall
saw as three figures were moving inside the house in the dim light of pocket
flashes. She wanted her husband to call the police. She felt that her heart was
beating so hard that she could not speak. Then she noticed that her medicine was
standing on the table near the phone. Her doctor prescribed it for her in case she
would be too nervous. She took pills and called the police. Then she watched as
the policemen were coming into the house, arresting the robbers and taking them
to the police station. She believed that all three men were arrested. But suddenly
she heard something. It was a man who was moving away from the house. Mrs.
Woodhall considered that she was let down by the policemen. Till morning the
witness was sitting near the window and observing the street, nothing suspicious
was noticed.
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Assignment 24. Translate into English.

1. Mu3zaitn BBaxaiau po3po0saeHuM. 2. Byio 4yTu, sk BOHHM 0OroOBOPIOBAJIM HOBI
mTabHi mocaau. 3. KepiBHUK BIAIUTY NMPOAaXiB BBaKaB, 110 HOTO MATPUMYIOTh. 4.
BBakaeThcsi, 10 CKOPOUYEHHS TMEPCOHATY 3aKiHUYWIOCh. 5. Sl 0OauuB, sK BiH
PO3MOBJISIB 13 HAYAJIBHUKOM MiIpo3auty. 6. CekpeTapka HaapyKyBajia HOMYy CTaTTIO
PO HOBITHI TEHJEHIII B opraHizamiiHux cTpykrypax. 7. KoHcairunrosa dipma
po3pobmiia Il HAc NPUHHATHY CTPYKTYpYy BCIX dYacTuUH opraHizamii. 8. A
CTHIOCTEpiraB, SIK BIH HaMaraBcs PO3MOJUIATH O0OB’SI3KHA MK yciMa MpalliBHUKAMH.
9. Sl uyB, sIK BIH CKapXXUBCS Ha HOBUU MOPSIIOK MiAMOpAAKyBaHHS Ha Qipmi. 10. S
CTIOCTEpiraB, Ik BUPOOHHUIITBO MEPEXOAUIIO Ha 1HIITY CTa/1I0 PO3BUTKY.

Discussion of the text.

1. Speak about two phases in the process of organization design.

2. What types of span of control do you know?

3. Speak about the role of line and staff positions in organization design.

Unit 15 Text: Organization Structure
Grammar: Participle Complexes: The Absolute Participle Complex

Assignment 1. Read and learn the following words and phrases:

in a deliberate manner — nmpogymMano, HABMHCHO, OOMIPKOBAHO;

along traditional lines — 3a TpaauIiHHUM IPUHIIAIIOM;

dependent — 3anexuwmii (Big — 0N, UPoON);

{0 encourage — 3a0xo4yBary;

to foster — ctumymoBaTH, MPOOYIKYBATH;

cost-effectiveness — Butpato-e(eKTHBHICTB;

commitment — BijaHicTk;

structural variation — cTpyKTypHi BiIXWUJICHHS, CTPYKTYPHI KOJMBAHHS,

common pattern — 3aranbHa MOJEIIb;

pyramid — mpamiza;

cross-functional team — rpymna cnermianicTiB pizHOro npodiaro (Hamnp.., 1is
IITOTOBKK BUPOOHMIITBA);

federation — ¢enepartis, 00'eTHaHHS;

standardization — crangapTu3aris;

line-and-staff organization — niniliHO-1ITaOHA OpraHi3aIlis;

staff department — mraboBuii Bigais;

to be incorporated into — 6yTu npuegHAHKM, BKIIFOUEHUM JIO YOT'OCh;

layer — piBeHs, map;

matrix organization — matpuuHa opraHisariis;

dual — nBoicTuii, noABIMHUIA,

allegiance — BipHicTb, BiiIaHICTh; MiAMOPSIKYBAHHS;

power struggle — 6opots0a 3a Biay;

excessive costs — HaMipHi BUTPATH;

alliance — coro3, anpsgHC;
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to migrate — mirpyBaru;

to encompass — oxoIuIrBaTHy;

virtual organization — BipTyanabHa OpraHisaiiisi, Taka, 10 iCHy€ TLUIbKH B
BCECBITHIN Mepexi;

medium — cepeHiii;

tightly — TicHo, miIHO;

via — gepes;

automotive industry — aBToM00iJIbHAa IPOMUCIIOBICTH;

CONSEeNSUS — 3rojia, JTOMOBJIEHICTD.

Assignment 2. Read and translate the following text:

Organization Structure

Organization structure refers to the way that an organization arranges people
and jobs so that its work can be performed and its goals can be met. Organizational
structures are rarely designed in a deliberate manner. Small structures grow into
larger ones and individual units become the focus of managerial power.
Organizations can be regarded as people management systems. They range from
simple hierarchies built along traditional lines to complex networks dependent on
computer systems and telecommunications. Human resource managers can
encourage organizations to adopt strategies (for their structures) which foster both
cost-effectiveness and employees’ commitment. With multiple structural
variations existing, there are a few basic principles that can be applied and a small
number of common patterns. Organizational structures can be classified into a
number of types, including pyramids, cross-functional teams, matrix, federations
and networks.

Pyramids or hierarchies are represented by line positions and a certain degree
of standardization. These forms were known even by ancient Egyptians and
Romans. Top management has complete control, and the chain of command is clear
and simple. Examples of these organizations are small businesses in which the top
manager, often the owner, is positioned at the top of the organizational structure
and has responsibilities clearly distinct from his subordinates.

The line-and-staff organization or cross-functional team combines line
personnel with staff departments that support and advise line departments. An
advantage of a line-and-staff organization is the availability of technical specialists,
as staff experts in specific areas are incorporated into the formal chain of
command. Disadvantages of a line-and-staff organization are conflicts between line
and staff personnel and multiple layers of management within an organization.

The third form is known as the matrix organization. Being employed in a
standard organization hierarchy, personnel are assigned to cross-functional teams
focusing on specific projects or programmes. Thus, they have a dual allegiance to
authority: to their direct managers and to project managers. Advantages of this
structure are flexibility, ease of changing or growing in new product or service
directions, and greater coordination of different projects. Some possible
disadvantages of the matrix structure include the power struggle between
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managers, excessive costs, and too much focus on teams instead of on organization
objectives.

The concept of network appeared in the 1970's in the form of strategic
alliances between separate companies. It began in Japan with product design houses
like Sony and migrated to the West. Virtual organizations are the latest form of
network. They exist on the Web usually encompassing many small organizations,
individual consultants, and the occasional medium to large company. Virtual
organizations may be physically global, but they are tightly connected via
electronic networks. The largest networks today are probably in the automotive
industry where each manufacturer maintains a large strategic network of suppliers
and distributors. Many companies even have alliances with their competitors.

There are also some newly defined organization structures combining features
of pyramids, cross-functional teams and matrix organizations with democracy,
competition and consensus decision making.

Assignment 3. Answer the following questions.

1. What is an organization structure?

2. Why can human resource managers encourage organizations to adopt
different strategies for their structures?

3. What are the main types of organization structure?

4. What are the main principles of pyramids or hierarchies?

5. What are the advantages and disadvantages of the line and staff organization
structure?

6. What is a matrix organization?

7. When did the concept of network appear?

8. What is the latest form of networks?

9. How do virtual organizations exist?

10. What other forms of organization structure do you know?

Assignment 4. Give Ukrainian equivalents of the following words and word
combinations:

to refer to, in a deliberate manner, managerial power, dependent on something,
to adopt a strategy, employee commitment, pyramid, federation, line position,
ancient, owner, distinction, multiple layer, flexibility, separate, product design
house, medium to large company, automotive industry, competition

Assignment 5. Give English equivalents of the following words and word
combinations:

pioKko, TIEHTp yBarWw, 3a TPAAUIIHHUM TPHHIIMIIOM, 3a0XOYYBaTH,
CTUMYJIIOBAaTH, BHUTPATO-€(EKTHBHICTh, 3arajilbHa MOJENb, CTaHJApTU3AIi,
pO3TaIioByBaTH, JIHIMHO-INITAOHA OpraHi3ailis, TMOJBIiHE, MANOPSAKYBaHHS,
O6opotrhba 3a Biamy, HaaAMIPHI BUTPATH, MITPYBaTH, OXOILTIOBATH, BHITAIKOBHH,
COI03, YepEe3 CIEKTPOHHI MEPEXi, TICHO 3B’s13aH1, TOMOBJICHICTh
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Assignment 6. Match words with their synonyms; find an antonym in each
line.

expert to stay, to move, to travel, to expand

to encourage double, twofold, binary, single, duplex

commitment holder, leaser, master, possessor, proprietor
owner to combine, to embody, to integrate, to separate
consensus loyalty, devotion, dedication, allegiance, betrayal
dual to foster, to promote, to deter, to lead, to inspire
to incorporate disagreement, consent, unanimity, unison, unity
to migrate master, specialist, amateur, professional, ace

Assignment 7. a) Fill in the gaps with one of the synonyms from the
Assignment 6.

1. I really admired the ... of the staff in the face of the company’s problems. 2.
All the board’s decisions in our company are made by .... 3. Industry ... predict that
oil prices could rise even higher. 4. Since new developments are the products of a
creative mind, we must therefore ... creativity. 5. Many small newspapers are ... to
the Internet. 6. Many of your suggestions have been ... into the plan. 7. She has
taken on the ... role of chairman and chief executive. 8. The current ... of the hotel
have spent $100 000 on its modernizing.

b) Fill in the gaps with the antonyms from the Assignment 6.

1. He was due to move to the European branch but was persuaded to ... for
another year. 2. In modern trends of expanding production, several functional teams
were ... into different departments. 3. All these jobs can be done by one ... person.
4. The manager was stunned by his employees' .... 5. The stock market slump has
... bosses from buying new equipment. 6. The desire to adopt a new strategy for our
company generated ... . 7. Our new employee is a complete ... in questions of
organizing. 8. We almost lost our money when we tried to pay a ... instead of the
owner.

Assignment 8. Match words from left and right columns to make phrases and
then use them to complete sentences.

power organization
matrix manager

structural commitment

staff specialists
managerial struggle
employees’ network
organizational power

technical variation
project structure

electronic department
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1. Nowadays many goods are traded among dealers who are connected only
via ... ... .2. Andrew had to leave the project because he had a conflict with a ... ...
. 3. There is currently a ... .... over who will head up the company after the merger.
4. To diversify the work of people and enrich their experience management of the
firm suggested allowing ... .... 5. We need some ... ... to eliminate difficulties with
our email distribution list. 6. The boss assigned some more people to ... ... to
provide advice and help. 7. The firm uses a ... ... structure for each project. 8.
Developing a new product requires a major ... ... of time and effort. 9. He has lost
most of his ... ... after transferring to a staff department. 10. The management plan
to create a more flexible ... ... introducing cross-functional teams and matrix
groups.

Assignment 9. Find words from the text to match these definitions and learn
them.

1. c...- f... — ateam that involves people, departments, etc. with different jobs
or skills working together;

2. v... 0... —agroup of companies, employees, suppliers, customers, etc. that
work together using computer equipment, telephones and other technology in order
to provide a service or a product;

3. m... o...— a way of organizing a company or a project in which people from
different departments work together and so each employee has two or more
managers in different departments;

4. h... — the different levels at which people or things are organized, depending
on how much authority, responsibility or importance they have;

5. p... — an organization or a system in which there are fewer people at each
level as you get near the top;

6. s... — the way in which the parts of something are connected together,
arranged or organized; a particular arrangement of parts.

Assignment 10. Choose the best word or phrase to fill each gap from the
alternatives given below.

1. Organizational structures are usually designed in a ... manner. 2. Pyramids
or hierarchies are represented by ... positions. 3. A line-and-staff organization
combines line personnel with staff departments that ... line departments. 4.
Members of matrix organizations have a ... allegiance to authority 5. Some possible
disadvantages of matrix structure include power struggle and ... . 6. Virtual
organizations are the latest form of ... . 7. Virtual organizations are tightly
connected via ... ... . 8. Many companies even have alliances with their ... . 9.
Advantages of a ... structure are flexibility, ease of changing or growing in new
product or service directions. 10. An advantage of a ... organization is the
availability of technical specialists and staff experts in specific areas.

1. deliberate unsystematic systematic
2. line staff matrix
3. supervise control support
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4. multiple dual single

5. excessive costs cost-effectiveness consensus decisions
6. matrix networks pyramids

7. telecommunications  telephone lines electronic networks
8. suppliers distributors competitors

9. matrix line and staff hierarchy

10. hierarchy line and staff matrix

Assignment 11. Match each headline with a statement below. Choose one and
write 7-10 sentences to finish the article.

May 4, 2007
Mystery worth
Egyptian Pyramids

July 3, 2007
Divide and rule, a
sound motto. Unite
and lead, a better one. Febrary12, 2007

- Lost in Web

1. Words of Johann Wolfgang von Goethe are a vivid epigraph for modern
organizing trends.

2. Unable to connect with the strategic network partner Tangelo searches for
truth in the court.

3. Modern surveys are devoted to the phenomenon of the popularity of the
most long-lived and common form of organization structure.

Assignment 12. Translate into English.

1. Teopis 1 NpakTUKa MEHEIKMEHTY MPONOHYIOTh 0arato pi3HUX MPUHIUIIB
CTPYKTYp YIpaBIIiHHS, K1 MOXHA 3BECTH JI0 HACTYITHUX OCHOBHMX THITIB. JIIHIMHA
oprasizaiiifHa CTPYyKTypa, JiHiiHO-IITabHa OpraHi3alliiHa CTPYKTypa, MaTpU4Ha
oprasizaiiifHa CTpyKTypa Ta iHil. 2. B iepapxiuniil CTpyKTypi ICHY€ YIiTKUMN
pPO3MOMLT BJIaW, MpaB Ta BIAMOBIAAIBHOCTI MK KEPIBHHKOM Ta MiJJIETJIMMU. 3.
JlinifiHo-mITabHA CTPYKTypa TMOENHYE JIHIWHUN TEpPCOHAN 13 JOMOMIXHUM, IO
CKJIaAy SKOTO BKJIIOYArOTh (haxiBIIB 3 PI3HUX BUIIB JIIbHOCTI. 4. [[ns umneHiB
MaTpPUYHOI OpraHizaiii ICHy€ MOJBIHHA MIUIETIICTh: CBOEMY O€3MocepeTHbOMY
JIHIAHOMY KEpIBHUKY Ta MEHEIKepy NpoeKTy. 5. BipTyanbHi opranizanii 3a3Buyaii
OXOIUTIOIOTH 0araTo Majaux MiANPUEMCTB, IHKOJIM HaBITh OpraHi3alii CepeIHbOro Ta
BEJIUKOTO O13HECY.

Assignment 13. Read the following statements and say whether you:
a) would be willing to do it.

b) wouldn’t mind doing it.

c) would be reluctant to do it.

d) would never agree to do it.
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accepting more responsibility in your work;
dealing with customers’ complaints;

having an English speaking boss;

having to deal with a lot of paperwork;

having to travel a lot;

lying to customers;

making a lot of presentations;

making coffee for your supervisor every morning;
sharing an office room with your boss/subordinates;
speaking English all the time in the office;
taking a year off without being paid,;

working at weekends;

working flextime;

working for a year abroad;

working for a multinational company;

working for a small company;

working on the Internet;

having a lot of bosses;

having only one supervisor;

working in an open-plan office;

working with your spouse in the same company;
working overtime three days a week;

working under stress.

N R N N N N N N N N N NN

Decide which questions will help you to choose the best organization structure
for you and which are additional. Interview your partner and tell him/her which
organization structure will suit him the best. What careers can you recommend
him/her?

Grammar
Participle Complexes: The Absolute Participle Complex (p.)

* Hesanexuuit nienpukMernukosuii 3Bopot (The Absolute Participle
Complex) 1ie KoMILIeKe, 1110 CKIaIA€ThCs 3 IMCHHHKA a00 0COO0BOT0 3aiiMEHHHKA Y
Ha3UBHOMY BIAMIHKY Ta JI€ENPUKMETHUKA. Y I[bOMY KOMIUIEKCI IMEHHHUK a0o
3aiiIMEHHMK BUKOHY€ POJIb MiMETa MO BIJHOIICHHIO JI0 JIENPUKMETHHKA 1 HE €
MJIMETOM BChOTO PEUEHHs. 3BOPOT 3aBXJAW BIIOKPEMIIOEThCS Komow. B
YKpaiHChKIM MOBI BIJIIOBITHUX 3BOPOTIB HEMAE.

SIK110 3BOPOT CTOITh Ha MOYATKY PEUYEHHS, BIH BUKOHY€E (DYHKIIII0O 0OCTaBUHU
(dacy, mpu4uHH, CIIOCO0Y Aii, YMOBH) 1 TIEPEKIANAETHCA BIMOBITHUM AP THAM
PEUYECHHSM.

e.g. On-line communication being very important, we installed computers in
every department.

OCKUIbKH 3B’SI30K B pEATbHOMY 4Yaci OyXKe BaXJIMBUH, MU BCTAaHOBUIIH
KOMIT FOTEPU B KOKHOMY BLAJLIII.
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Sxo He3aneKHUN M1ENPUKMETHUKOBUN 3BOPOT CTOITh B KiHIII PEUYCHHS, BIH
MIEPEKIATAETHCS MPOCTHM PEUCHHSM, IO BXOAUTH JI0 CKJIATy CKIIAJHOCYPSIHOTO, i
TIepeKyIaa HOTo MMOYMHAETHCS 13 CIIOJIYYHHKIB 4, I, aje, npu4omy.

e.g. The information supplied must meet particular requirements, accuracy
being one of them.

Hanana indopmariiist moBuHHA BiAMOBIIATH IEBHUM BUMOTaM, 1 TOUHICTh —
OJHa 3 HUX.

Assignment 14. Make up 10 sentences from each table and translate them into
Ukrainian.

1.With their heads bent over the documents, a. we bought shares of this plant.
2. All duties being assigned, b. he can’t help reading it.

3. The web-connection having been disrupted, c. she inspected the main office.

4. The article being very interesting, d. managers were discussing the way oui.
5. The Chairman and CEO being away, e. they have to look for a new partner.

6. With her deputy walking nearby, f. we started working in a team.

7. The prospects being very fine, g. Ann has to supervise all departments.
8. The design house having migrated to the West, | h. we failed to send an e-mail.

Assignment 15. Translate the sentences into Ukrainian paying attention to the
Absolute Participle Complex.

1. The dinner having been prepared, | took a nap before my guests arrived. 2
The manager having lost the key, we couldn’t get into the office. 3. The employees
encouraged, we hope to increase efficiency. 4. Mr. Brown being appointed a
manager, the structure of the organization will be changed completely. 5. He started
his speech with his heart throbbing fast. 6. The money being hidden in the cellar,
nobody could find it for many years. 7. The dangerous material having been
destroyed, he can sleep soundly. 8. It being the first day of his new job, Bill got up
early. 9. There being much time left, the young woman went shopping. 10. The
circumstances permitting, we shall expand our business west. 11. No other business
arising, the meeting was adjourned. 12. The truck finally loaded, they said goodbye
to their neighbours and drove off. 13. The picnic is scheduled for Saturday, weather
permitting. 14. All things considered, it’s not a bad idea.

Assignment 16. Finish the sentences and follow them by situations, using the
following clauses as Absolute Participle Complexes.
The weather being unusually cold, ...
The situation being urgent, ...
Our efforts proving fruitless, ...
There being no one to ask, ...
The inspection revealing new problems, ...
The agreement terms being favourable, ...
There being no way out, ...
The inspection being over, ...
Her mind turning again to business, ...

CoNoaRrwDE
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10. No one being there to support us, ...

Assignment 17. Change the sentences according to the model.

Model: The demand for cars has fallen because petrol has gone up in price. —
Petrol having gone up in price, the demand for cars has fallen.

1. After the project had been finished, they returned to their departments. 2.
There was no coffee left so they had tea instead. 3. After the Chairman had
resigned, he applied for that position. 4. As the work was finished they went home.
5. It was the height of the season so all the hotels were full. 6. A lot of companies
have alliances with their competitors because prices have increased. 7. After he
started his speech, everyone stopped talking. 8. Everyone had to go back to work
because the holidays were over. 9. As soon as the seat-belts were fastened, they
were ready to take off. 10. The door was closed and we couldn’t enter the room.

Assignment 18. Translate into English.

1. OckinbKY Yacy 3ajJUIIMIOCh Majlo, MU TTOBUHHI OyJId BUPIMIUTA KOHQIIKT
MDK JIIHIHHUM Ta JOMOMDKHUM TepcoHanioM. 2. Konu koHbepeHIlis 3aKiHYMIaACh,
BiH IIJIMIIOB A0 MeHE 1 MOAAKYBaB 3a MATPUMKY. 3. DIi3WYHO HaIla KOMIIaHISA
3HAXOAUTHhCS B YKpaiHi, a BCl omeparlii MpoBOJATHCS y BCECBITHIM Mepexi. 4.
OcCKUJIbKY Hallll MApTHEPH MOPYIIMIIA JOMOBJIEHICTh, MU IIIYKAa€EMO HOBI HUISIXU JJIs1
JOCSITHEHHSI HAIIUX 1iiei. 5. Koau JiHiiMHWI Kep1BHUK HaKa3aB, BIH IPUEIHABCS 10
HOBOT KOMaHAMW JUIsl BHPINICHHS TUTAHHS, ITOB’S3aHOTO 13 BHUIIYCKOM HOBOTO
npoaykty. 6. Komu KOHTpakT OyJi0 MIANKMCAHO, BOHM BUPIIIWIM BIJICBSATKYBaTH
noAito. 7. Malik MiIIAIIOB JI0 CTOJNY, BCl HOro aymku Oyiau MpO HOBUH COIO3 13
KOHKypeHTaMu. 8. OCKUIbKM 3arojIoOBKM Ta3eT MOBIIOMIISIIM PO OOpoThOy 3a
BNy, BIH 13 3allIKaBJIEHHSM KyNHUB JeKUIbka MTYK. 9. /o 3aKiHYeHHs 3ycTpiyi
3anuiianach TOJWHA, a MM HISIK HE MOIJIM TpuitHATH pimeHHsa. 10. bymo myxe
’KapKo, MU BITYMHIIIA BIKHO.

Discussion of the text.
1. Speak about the notion of organization structure.
2. What are the main types of organization structure?

Module 6. Leading
Unit 16 Text: Leadership Styles
Grammar: Gerund
Forms of Gerund

Assignment 1. Read and learn the following words and phrases:
work settings — podoue cepenoBuiie;
conscious — ceigomuii, SUDCONSCIOUS — miACBiOMHUIA;
foundation — ocnosa;
legitimate power — 3akoHHa, TpaJMIliifHA BIaaa;
reward power — Biaza 3a0X04Y€HHS, BlIaja, [0 OCHOBaHA Ha BUHATOPOIAX;
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COercive power — Biiajia mpuMycy, Biiaja, mo 0a3yeTbcs Ha TOKapaHHi;

personal attribute — ocobucricHa puca;

expert power — eKCrepTHUN BILIUB;

reference power — Biaja eranoHy (OCHOBaHA Ha OCOOUCTHX SKOCTSIX);

to convey — nepeaaBaTu, BUpaXKaTu;

to grant — sagasaruy;

to withhold — yrpumyBaTH, BiIMOBJIATH;

compliance — cyxHsHICTB, TOKIPHICTB;

threat — morpo3a, 3arpo3a;

leadership trait — puca xapakrepy Jijepa;

self-confidence — camoBIIEBHEHICTE;

charisma — xapusma, mapwm;

to take advantage of smth. — ckopucraTrcs 3 4Orocs,

to exert influence over somebody — BrunBaTH Ha KOroch;

recurring pattern — mosroproBajgbHa MOJICIIb;

to exhibit — nposBisITH, TOKAa3yBaTH;

to issue orders — BuaBaTH HaKa3y;

directive or autocratic leader — aBTOKpaTW4HHUI/aBTOPUTAPHHIA
KEpIBHUK;

supportive or human relations leadership — ctunb kepiBHHIITBA, IO
OCHOBaHUH Ha JIIOJCHKUX BIJIHOCHHAX;

participative or democratic leader — neMokpaTu4HU KEPiBHUK;

abdicative or laissez-faire leadership — miGepanpHuii  CTHIB
KEPIBHUIITBA,;

capability — cipoMoXKHICTB;

to enthuse — 3aoxoTuTH.

Assignment 2. Read and translate the following text.

Leadership Styles

Leadership can be defined as the manager’s conscious or subconscious use of
power to influence the behaviour of other persons in work settings. Leadership and
management are in some ways similar but in more ways different: being a manager
means acting efficiently in the area of planning, organizing, leading and controlling;
thus, the notion of a manager is broader than that of a leader in terms of
organization functions.

The foundation of leadership is power. Leaders can exert five basic types of
power over their employees: three types relate to a manager’s position in a
hierarchy of authority — legitimate, reward, and coercive power; and two are
based on the personal unique attributes — expert and reference power. Legitimate
power is created and conveyed by the organization and is the same as authority. The
second type — reward power — is the power of granting and withholding various
kinds of rewards, quite the contrary coercive type is the power of forcing
compliance through psychological or emotional threat. Expert power is based on
knowledge and expertise. The fifth type — reference power — is built upon the so-
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called leadership traits, i.e. such traits of character that set leaders apart from their
subordinates (e.g. intelligence, self-confidence, and charisma). To maximize
power in any leadership situation, a manager should take full advantage of the five
types of power available.

Although all leadership involves the use of power to exert influence over
others, leaders vary in the style they use to accomplish this result. Leadership style
Is a term used to describe a recurring pattern of behaviour exhibited by a leader.
Underlying most leader-behaviour research is a focus on the degree to which a
leader is concerned with a) the task to be accomplished and b) the people doing the
work. Thus, we distinguish among four basic leadership styles:

1) Directive or autocratic leaders showing a high concern for the task and
low concern for people would make most decisions for the work unit, issue orders,
and expect them to be carried out.

2) Supportive or human relations leadership involves managers showing a
low concern for the task and high concern for people, focusing on warm,
interpersonal relationships, avoiding conflicts, and seeking harmony in decision
making.

3) Participative or democratic leaders presenting a high concern for both
people and task would share decisions with the group, encourage participation, and
support the task efforts of others.

4) Abdicative or laissez-faire leadership involves managers with a low
concern for both people and task who would turn most decisions over to the group
and show little interest in the work process or its results.

Being a successful leader requires capabilities to show support, provide
direction, allow participation, and enthuse employees to pursue extraordinary
efforts. This demands that the leader succeed in using various styles of leadership
applying available power depending on the situation, task and subordinates’
characteristics.

Assignment 3. Answer the following questions.

1. What is leadership?

2. How does leadership differ from management?

3. What are the five basic types of power available to managers?

4. Can you give an example of each power?

5. What is the difference between the two groups of power types?

6. How can a leadership style be defined?

7. How many basic types of leadership are there?

8. Which factors are taken into account when differentiating between styles of
leadership?

9. What are the characteristics of autocratic leadership?

10. How do human relations oriented leaders treat people and the task?

11. What is the difference between democratic and laissez-faire leadership?

12. What does a choice of leadership style depend on?
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Assignment 4. Transcribe the following words, divide them in groups
according to the pronunciation of X’ and read:
e.g. x = [ks] extent [iks'tent]
X =[9z] exact [ig'zcekt]
exert, expertise, expert, to exhibit, to maximize, example, to expect, to exalt,
extraordinary

Assignment 5. Give Ukrainian equivalents of the following words and word
combinations:

to be defined, work settings, efficiently, power, to relate to, reward, personal
unique attribute, to convey, authority, to withhold various kinds of rewards,
emotional threat, leadership traits, to set apart from, self-confidence, to exert
influence over, to vary, to be carried out, to focus on, to seek harmony, to allow
participation, to pursue extraordinary efforts

Assignment 6. Give English equivalents of the following words and word
combinations:

KEpIBHHUIITBO, OCHOBA, 3aKOHHA/TpajulliiHa Biajaa, BiIajla MPUMYCY,
eKCIIepTHUMN BILJIUB, BIaJa €TaJIOHY, MOKIPHICTB, MO/JICJIb,
KBaTi(hiKaIlisi/KOMIIETEHTHICTh, BUIaBaTH HaKa3W, aBTOPUTAPHHUI KEPIBHUK, CTHJIb
KEepIBHUIITBA, III0 OCHOBAHUH Ha JIFOJICHKUX BIJHOCHHAX, JEMOKPATHYHHUA KEPIBHHK,
JT10epanbHUl KEPIBHUK, CIPOMOXKHICTh

Assignment 7. Match and learn the synonyms:

A: settings, foundation, trait, threat, recurring, compliance, to share, concern,
to grant

B: to provide, characteristic, interest, obedience, to partake, periodic, basis,
danger, environment

Assignment 8. Fill in the gaps with words from Assignment 7.
1. They have created an ... in which productivity should flourish. 2. We must
.. responsibility for the mistake. 3. These shares were ... to the employees as
bonuses. 4. Efficiency was the only ... that he sought in his employees. 5. They set
up a ... to exert influence over all their branches. 6. Prepare a schedule for such ...
expenses as payroll, rent and utilities that we have to pay each month. 7. They
showed ... for our incorporation as a limited liability company. 8. He constituted a
real ... to the leadership of the company due to his disobedient character.

Assignment 9. a) Match the antonyms and find them in the text:

a) to grant, to avoid, recurring, harmony, to enthuse, leader

b) conflict, to withhold, to discourage, subordinate, unique, to seek

b) Fill in each sentence with a pair of antonyms:

1. The team ... has called a meeting for all his ... for 3 p.m. 2. To succeed in
team work a leader must ... separation and ... unity. 3. A ... between two members
of the team resulted in the loss of the overall ... . 4. The ... pattern of decision-
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making was occasionally interrupted by a ... decision that utterly changed the
situation. 5. Though all managers ... employees to carry out the new plan, he
considers it dangerous and ... his team from sharing this work. 6. The company’s
directors were accused of ... information from the public and ... it only to
shareholders.

Assignment 10. Sub- is a prefix, from Latin, meaning "under" (its common
opposite is super-). Now it means "more or less," "below something", or "below
certain level". Read and translate the words with this prefix and fill the gaps in
sentences:

subordinate, subunit, subconscious(ly), subdivision, submarine

Its variant forms are: sub + ¢ = suc- succession;

sub + g = sug- suggestion;
sub + p = sup- support.

1. Supply chain management has four main ... — logistics, purchasing,
manufacturing and distribution. 2. We lost four key members of staff in quick ... .
3. Leadership determines the relationship between ... and superiors. 4. Thank you
for ... us in our efforts to improve our distribution system. 5. You could earn
yourself some money by putting forward your ... . 6. The demand for ... is
characteristic only for those countries which border on seas or oceans. 7. Your team
is only a ... of our unit in the organization. 8. He exerted his influence on his
colleagues ....

Assignment 11. Match the definitions with words:

legitimate power

reward power

coercive power
expert power

referent power

directive or autocratic
leader
supportive or human
relations leadership
participative or
democratic leader
abdicative or laissez-faire
leader

is the ability to obtain compliance through fear of
punishment.

is a kind of leadership based on establishing positive
relations in groups and companies, in order to
achieve goals.

is a leader who leaves his or her colleagues to get on
with their work.

iIs a leader has absolute power over his or her
employees or team.

Is a leader who makes the final decision, but invites
other members of the team to contribute to the
decision-making process.

Is a kind of power that is allowed and acceptable
according to the law.

Is power derived through advanced knowledge or
experience in a particular subject.

is the ability of someone to reward another through
possessing resources the other values.

(or charismatic power) arises when subordinates
want to identify with the leader, on account of some
personal characteristics of the leader.
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Assignment 12. Fill in gaps with words from the table above:

Whether you are managing a team at work or leading a major corporation, you
leadership style is crucial to your success no matter whether you exert to 1..., r...,
e... or other type of power. Employees and team members have little opportunity
for making suggestions when their leader is a...; he also uses such type of power as
c... to make employees compliant. A completely different atmosphere is

characteristic of organizations with h... ... ... where leaders are totally focused on
supporting and developing people. Employees and team members feel in control of
their own destiny when they have a d... ... who often resorts to r ... .... The 1...

leadership meaning “leave it be” leaves employees to get on with their work.

Assignment 13. All types of leadership can be successfully applied to people
with particular traits. From the given list of traits choose those which will suit the
employees of each type of leader. Explain your choice.

e.g. Directive/autocratic leader — employees are unskilled

Traits: unskilled, energetic, enthusiastic, risky, charismatic, diffident,
confident, diligent, responsible, communicative, competitive, people-oriented, task-
oriented, creative, participative, skilled, experienced, indolent

Assignment 14. Group Reading

Read passages about four different companies and decide what leadership
styles are applied in each case.

1. One example of a successful leader is Alan Sugar, whose company Amstrad
is particularly prominent in the personal computer and satellite dish fields. In this
company there is a power culture dominated by one individual. Here, the company
structure can be seen as a web, with all the key decisions coming out from the
centre. The clear advantage to Amstrad in being run this way is that Sugar’s speed
and clarity of action enables the firm to tie up deals rapidly in an ever changing and
expanding market. Few decisions are taken collectively or by committee, and the
whole organisation works without many of the bureaucratic, hierarchical middle
management layers of its rivals. There is instead a dynamic central force exercising
a wide span of control. During the 1980's his star soared because he had caught the
personal computer market at exactly the right time. At the start of the 1990's
recession Amstrad's share price plunged, but Sugar bounced back successfully in
1997.

2. Levi Strauss & Co., the maker of blue jeans and other fashion apparel,
provides an example of how emphasis on people can induce efficiency and
adaptation. The company sought to maintain worker loyalty and trust long before it
became fashionable. Robert Haas, the CEO, articulated the company’s view on the
importance of managing human relations: "I believe that if you create an
environment that your people identify with, that is responsive to their sense of
values, justice, fairness, ethics, compassion, and appreciation, they will help you be
successful." Levi’s employees could expect generous profit-sharing initiatives,
lavish quality of work life programmes, a culture of compassion and inclusion, and
high job security (for many years Levi resisted closing U.S. plants and moving
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production offshore). This philosophy served the company well for decades and
contributed to its excellent financial performance during that time.

3. When Carlos Ghosn was appointed CEO of Nissan in 1999, the company
was in a state of serious decline and had lost money in all but one of the previous
eight years. Ghosn immediately launched a sweeping set of changes. He created
nine cross-functional teams with members from different levels of management to
analyze the manufacturing, purchasing, and engineering functions and help him
decide what needed to be done to revive the company, including extensive cost-
cutting efforts. Such teams had never been deployed at Nissan before, and it was
unheard of to include lower-level managers in deciding major changes. For the first
time in over a decade, Nissan began coming up with cars that excited customers
both in Japan and abroad. Just two years later, in 2001, Nissan earnings were at a
record high for the company: $3.8 billion on sales of $47.7 billion.15

4. Darklum is a British company where there is a modern trend towards
worker-participation in company decision making. When Darklum initiated worker-
participation, a period of confusion in the command chain did not ensue and there
was no potentially damaging power struggle. In the 1990°s the company overcame
hard times without one single member having left it. Creativity, friendliness and
reliability are encouraged. All members of the company are very experienced and
skilled self-starters.

Grammar: Gerund

Forms of Gerund

* I'epynniii (Gerund) — me BimmiecaiBHa HeocoOoBa Qopma, IO TOETHYE
BJIACTMBOCTI iIMEHHHKA Ta JAi€cjJ0Ba. AHAJIIOIrOM repyH/isl B YKPaiHChKIA MOBI MOXKe
CIIyT'yBaTH BijiecaiBHUH iMeHHUK ( TPOJIaX, YUTAHHS, PO3MNOBCIOKEHHS, TOILIO),
TOMY TEpYHIIA MOXE TEpeKIagaTUCh SK IMEHHHMKOM, TaK 1 JI€CJIOBOM (4YacTo
1H(DIHITHBOM).
Sx BigmiecniBHa GopMma, repyHiii Mae (GOpMU AKTHBHOIO Ta MACHBHOIO CTAHY
(Active Gerund vs. Passive Gerund), a Takox BKa3ye Ha 4acOBE BiIHOIICHHS 0
Oil mpucyaka: omHovacHi Il mil uu oxHa mepenye inmii (Indefinite Gerund vs.
Perfect Gerund). I'epyHnaiii mepexiTHUX TIECITIB MOXE MaTH MpsIMull 000AmoKx;,
TePYH/IIN MOXKE BXKUBATHUCH 3 NPUCTIBHUKAMU.
e.g. My task is examining (what?) this contract (how?) carefully. — Moe 3aBganus -
V8adCcHo BUBUMTH yeli KOHMPAKM.

Assignment 15. Make up 7 sentences from each table.

I looked forward to his coming back in time.
You agreed to taking advantage of the situation.
He insisted on showing a low concern for the task.
She thanked for avoiding conflicts in work settings.
It thought of using various styles of leadership.
We objected to granting various kinds of rewards.
They dreamt of joining your company next month.
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I can’t make him work completing the project.
You will get a reward by showing a positive example.
He will increase withou encouraging his employees.
She | productivity t graduating the institute.

It can earn money after elaborating a good plan.
We can’t succeed in a before achieving the company’s
The | project on | goals.
y rewarded workers meeting the partners.

will help us

Assignment 16. a) Give all forms of Gerund as in example:

Active Passive
Indefinite writing being written
Perfect having written having been written

to define, to use, to act, to exert, to create, to describe, to expect, to encourage
b) Make up 8 sentences with different forms.

Assignment 17. Write the Indefinite Active form of Gerund of the following
verbs and fill the blanks with appropriate words.
1. spend, 2. enthuse, 3. issue, 4. withhold, 5. grant, 6. travel, 7. succeed, 8.
reward
1. ... money on travelling is useful for health as well as for mind. 2. ...
broadens your horizons. 3. ... orders to employees is not always a very easy task. 4.
.. salaries can reduce the willingness of employees to work. 5. ... in business
requires a lot of work and effort. 6. ... industrious and creative people encourages
them to pursue duties harder. 7. ... bonuses is the strategy of our company. 8. ...
requires capabilities to understand other people.

®opmu repynais — Forms of Gerund

* The Indefinite Gerund (Active, Passive) BKHBaeTbCs TSI BUPAXKCHHS i,
sKa BIIOYBA€THCS 1)0IHOYACHO 3 Ti€I0 MPUCYAKA:

e.g. Ann enjoys working for their company. — AHHI nodobaemvcs
NpamnBaTH B iX KOMMaHii.

2) 0e3BiIHOCHO /10 IKOTOCh MEBHOI0 Yacy ( TOOTO OyAb-KOJIH):

e.g. Seeing is believing. — IMo6aunTn 03Havae moBipuTn (Biputn BiacHuMm
odam).

The Perfect Gerund (Active, Passive) BkuBa€eTbCs I BUPAKEHHS [ii, siKa
nepeayBaia Aii NpucyaKa:

e.g. John denied having made this mistake. — />xoH 3anepeuysas, mo BiH
NPUIYCTHBCS 1i€1 TOMUJIKH.

Ipore, the Indefinite Gerund Ttakox Moke mNO3HAYATH Jil0, IO
nepeayBajia ail mpucyaka, 3okpema 3 micisa giecniB to thank (for), to forget
(about), to remember, to excuse (for), to apologize (for), a Takox micis
npuiiMeHHHKIB ON, after:
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e.g. Thank you for helping me. — Jsxyio 3a Te, mo BU MeHi AomoMorJm (3a
BaIlly JOTIOMOTY).
On coming home we started planning our holidays. - ITpmiimoBm
J0JIOMY, MU noyYaiu TUTAaHYBaTH BIAMYCTKY.

Assignment 18. Fill in the correct form of the Gerunds and translate into
Ukrainian.

Indefinite Active — Perfect Active

1. Excuse me for ... you, but I must go. Excuse me for ... you yesterday
without a single word. (to leave) 2. I am proud of ... for your company. I am proud
of ... for your company for so many years before | resigned in 1999. (to work) 3.
He was completely surprised at their ... the question so loudly and emotionally. He
was completely surprised at their ... the problem without his help. (to solve) 4. The
manager is sure of your ... a new project right now. The manager is sure of you ...
that successful project. (to create)

Indefinite Active — Indefinite Passive

1. Do you mind my ... the plan? Do you mind the plan ... ? (to prepare) 2. He
has no power without ... to this position. He can’t make his subordinate fulfill all
duties without ... him a deputy of CEO. (to appoint) 3. He likes ... people around
many different things. He likes ... by his friends about his success. (to ask) 4. We
never thought of ... that man to our company. We never thought of ... to their party,
because we knew they didn’t like us. (to invite)

Assignment 19. Use the right form of the Gerund of the verbs in brackets.

1. We insist on (do) the work right now. The customers insist on the work (do)
at once. We are pleased with their (do) the task before being asked. 2. | enjoy (go)
to her parties. But | dislike (take) there by my colleagues. 3. Stop (talk) about it.
The incident isn't worth (mention). Excuse me for (make) so much trouble
previously. 4. Have you finished (correct) the composition? — No, it still needs
(brush up). 5. Sue admitted (tell) a lie. And she didn't mind (reprimand) for it. 6. He
is very secretive. He avoids (ask) any personal questions or (ask) any even by his
closest friends. 7. They suspected the inspector of (get) some more evidence and
were afraid of (call) to the police station. 8. She cannot forgive him (betray) their
corporation.

Assignment 20. Translate into English using Gerund.

1. KepyBaHHSI KOMIIaHI€I0 O3HA4Ya€ BUKOPHUCTAHHS OJHOTO 3 II'SITU THUIIB
BIQJM: TPAAWIIAHOI BIAAW, BIaAW 3a0XOYCHHS, BJIaIWd TPUMYCY, EKCIEPTHOTO
BIUIMBY YW BJIaJu €TaloHYy. 2. BiH 3ailMaeThCcsl MiaHyBaHHSM B Taily3l HOBITHIX
TexHOJIOT1H. 3. BoHM BIEBHEHI, III0 MU BUKOHAEMO MOTrpo3u. 4. BiH HamomnsraB Ha
TOMY, 1110 HOBITHI TEXHOJIOT1] BIUIMBY Ha MOBEIHKY OyJIH MPOJEeMOHCTpOBaHi. 5. Bu
MOBUHHI JT00pe OOMIpKYBaTH Tepea TUM, SK 3aCTOCOBYBATH BJaay HpuUMycCy. 6.
Hamomy kepiBHUKY MOJ00a€ThCS PO3MOAUISTH BIAMOBIJANBHICTh 32 MPUUHSTTS
pitmeHs Mix mpariBHukamu. 7. {10 iHGopMalliro BapTo 3rajatv, HE 3a3HAYAr04H il
mxepena. 8. Ile 3anexuTh Bl TOTO, YU BiH MPOJEMOHCTPYE 1HTEPEC IO CIpPABH 1
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pesynpTaTiB. 9. He MoxHa npocsartu rapMmoHii 0e3 BHpIMIEHHS KOH(DIIKTIB y
koJjiekTuBi. 10. IIpoGaute, 1m0 s yrpuMaB iHpOpMaIlito 1 BYaCHO HE MOBIJIOMHB Bac.
11. Bin oTpumaB 3HaYyHWUN JIOCBiJi BUKOHYIOUM BKa3iBKM CBOTO KoJierd. 12.
BubauTe, 1110 5 BiJiJaB HaKa3u, HE JOUYEKABIIKMCH Baoro npuizay. 13. 3amicTs Toro,
00 TPUIHATH PIllIEHHS CAMOCTIHHO, JIEMOKPAaTUYHUUN JiJiep KOHCYJIbTYETHCS 3
nigaeruMu. 14, ABTropuTapHuil KepIBHUK HAIOJISATAaE HA TOMY, 100 BCi MPoOIeMH
BUpIIITYBaB BiH caM. 15. 3HAWIIOBIIM BUKOHABIIIB, J1OEpabHUN KEPIBHUK Iepeaae
BC1 CIIPABH M1 JIJICTIINM.

Assignment 21. Make up a dialogue between

a) a CEO who is a laissez-faire leader but represents legitimate power in a
company;

b) a Human Resource Manager who is an autocratic leader and has access to
reward and coercive power;

and c) a Production Manager who is a democratic leader and embodies expert
and reference power.

Discuss the possibility of maximizing productivity and each one suggests
his/her solutions according to their type of leadership and power. Try to find one
solution that would satisfy everyone.

Discussion of the text.

1. Speak about authority and power in any organization.

2. Speak about the main styles of leadership, their advantages and
disadvantages.

Unit 17 Text: Employee Motivation
Grammar: Gerund
Functions of Gerund

Assignment 1. Read and learn the following words and phrases:

to reinforce — 30inbIyBaTH, MiACHIIOBATH;

willingness — roroBHicTh;

to exert efforts — noknmagarTu 3ycuisb;

concept — nOHATTS;

drive — cTumyi1, iMITyJIbC;

to initiate — mounHaTH, MOKJIACTH MTOYATOK;

to allocate rewards — npusHavaTu Haropou;

Impact — Bruus,;

to have access to — MaTu 10CTYyII JI0;

content theories — 3micToBHI Teopii MOTHBALLIT;

belongingness needs — noTpedu y coriaibHUX CTOCYHKAX;

peer — piBHUM, KoJIera,

esteem needs — norpeOu y BU3HAHHI;

self-actualization needs — motpedu y camopearizariii;

to expand — 36inbi1yBaTH;

framework — pamku, cucrema,;
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to be in on — 6yt BraemMaMUYEHNM,;

sympathetic — ciBuyTIUBHI;

process theories — npormecyaibHi (CUTYyalliiiH1) Te€Opil MOTHBAILIIT;
reinforcement theories — migkpirmior4i Teopii MOTHBALIIT;
patterns of behaviour — Mozaens OBEIIHKH;

positive reinforcement — mo3uTUBHE MiAKPIIICHHS;
avoidance — yHUKHEHHS,

extinction — npunuHEeHHS;

punishment — mokapanHs;

to elude — ynukary;

reward — BuHaropoja,

base pay — ocHoBHa 3apo0iTHa IJ1aTa;

benefits — xopucTs, BUTOA;

incentives — ctumyiu;

reprimands — gorana;

fine — mrpad;

frame of reference — komnereniis, chepa AiSILHOCTI;
exertion — 3ycuuis.

Assignment 2. Read and translate the following text:

Employee Motivation

A major part of any manager’s role is to reinforce the willingness of people to
exert work efforts to help accomplish organizational objectives. It can be done
through the concept of motivation, a term defined as the set of processes
determining the choices employees make about their behaviour. Motivated
employees are needed in the rapidly changing workplaces because they are more
productive and help organizations survive.

To understand motivation one must understand human nature itself. The
process of motivation begins with needs — drives or forces that initiate behaviour.
Allocating rewards successfully and achieving maximum motivation impact
demand understanding of employees’ needs and knowledge of how to distribute
rewards to satisfy them. To become proficient in this managers have access to a
number of theories offering insights into these objectives: content, process, and
reinforcement theories.

Content theories of motivation use individual needs to explain the behaviour
and attitudes of people at work. According to Maslow’s hierarchy of needs there are
five basic groups of needs: physiological needs (food, clothes, home), security
needs (safe physical and emotional environment), belongingness needs (desire for
love and acceptance by peers), esteem needs (needs for recognition and respect),
and self-actualization needs (desire to develop and expand one’s capabilities).
Satisfaction of each group leads to desire to satisfy the next one and it presents a
convenient framework for the motivation process.

The ranked order of motivating factors recognized by the majority of scientists
is: (a) interesting work, (b) good wages or salaries, (c) full appreciation of work
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done, (d) job security, (e) good working conditions, (f) promotions and growth in
the organization, (g) feeling of being in on things, (h) personal loyalty to
employees, (i) tactful discipline, and (j) sympathetic help with personal problems.

Although an understanding of basic human needs is necessary for
strengthening motivation, managers should also apply process theories which help
to explain why different people have different needs and why individual’s needs
change.

And finally, reinforcement theories examine how employees learn patterns
of behaviour based on reinforcement. There are four basic kinds of reinforcement:
positive reinforcement, avoidance, extinction, and punishment. The first two
kinds aim at repeating the desirable behaviour of an employee, but avoidance allows
for eluding an unpleasant situation as a result of good performance, while positive
reinforcement presupposes a reward or a desirable outcome. A reward is anything
the organization provides in exchange for services: base pay, benefits, holidays,
promotions, incentives and others. Employees can have access to such benefits as
training, profit sharing, health insurance, bonus, gym membership, etc. Extinction
is used to weaken behaviour and punishment is used to change behaviour by means
of reprimands, discipline, and fines.

Within this frame of reference a manager can choose any approach to
motivation in order to provide a work environment within which individual needs
become satisfied through exertions of effort that also serve organizational
objectives.

Assignment 3. Answer the following questions.

1. What is motivation?

2. What is the starting point of motivation?

3. Can a manager achieve maximum motivation impact without knowledge of
employees’ basic needs?

4. Are esteem needs or self-actualization needs more important?

5. What are the basic theories of motivation?

6. Who suggested a hierarchy of needs?

7. How many types of human needs do you know?

8. How do you understand the meaning of “hierarchy of needs”?

9. What is the difference between avoidance and positive reinforcement?

10. What is a reward?

11. In what case should punishment be applied?

12. What is the main function of a manager’s motivation activity?

Assignment 4. Give Ukrainian equivalents of the following words and word
combinations:

motivation, to exert work efforts, needs, drives, forces, set of processes,
content theories, process theories, reinforcement theories, Maslow’s hierarchy of
needs, physiological needs, security needs, belongingness needs, esteem needs, self-
actualization needs, convenient, positive reinforcement, avoidance, to elude, to
weaken behaviour, extinction, punishment, reward, within this frame of reference
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Assignment 5. Give English equivalents of the following words and word
combinations:

301JIBIITYBaTH, TOTOBHICTh, TOM, IO IIBUIKO 3MIHIOETHCS, MOHATTS, IMITYJIbC,
NPOAYKTUBHHMA, TMPHUPOAA JIOJWHU, TPU3HAYATH HATOPOAM, PO3yMIiHHS, BHCOKa
OIliHKa, 3a0e3MeueHicTh poO0TO0, OyTH BTAEMHHYECHHUM, 1€papXisi, piIBHUH, paMKH,
BU3HAHWN, OUTBIIICTh, MOJENb TOBEHAIHKH, YHUKHEHHS, MPHUIIMHEHHS, OCHOBHA
3apo0iTHA IJ1aTa, CTUMYJ, mTpad, chepa AiSIbHOCTI

Assignment 6. Substitute synonyms from the text for italicized words:

1. People usually work to earn the appreciation of their equals. 2. He wanted
to avoid a disagreeable situation. 3. A major part of any manager’s role is tO
reinforce the efforts of his employees. 4. To become skilful in this managers have
access to a number of theories offering an understanding of these objectives:
content, process, and reinforcement theories. 5. The devotion of employees to their
company is always rewarded.

Assignment 7. Match the antonyms:
1. sympathetic, reward, to expand, peer, willingness, safe, to strengthen
2. to weaken, superior, reluctance, risky, punishment, selfish, to decrease

Assignment 8. Find words from the text to match these definitions:

1. — is the set of processes determining the choices employees make
about their behaviour.

2. — is a strong organized effort to accomplish a purpose.

3. — is that which belongs to society; that which pertains to people.

4, — is the process of developing or achieving one's full potential.

5. — is a stimulus that weakens the behavior that produced it.

6 — iIs the process of changing behaviour by means of reprimands,

disciplline, and fines.

Assignment 9. Fill in the gaps with words from the text:

1. My sister works at a bank and her ... is approximately $3,000 per month. 2.
In this job, the ... are $ 24 per hour. 3. Food, clothes, and home belong to ... needs,
... needs are a safe physical and emotional environment, ... needs include the desire
for love and acceptance by ..., ... needs are needs for ... and respect, and ... needs
mean desire to develop and expand one’s capabilities. 4. You need to ... the first
level of needs to get the desire to ... the next level. 5. A ... includes base pay,
benefits, holidays, promotions, incentives and others. 6. ... is used to weaken
behaviour and ... is used to change behaviour by means of r...s, discipline, and
f...s. 7. Within the ... of ... a manager can apply different ... to motivate his
employees.

Assignment 10. This is a list of some motivating factors. Decide to which level
of Maslow’s Hierarchy of Needs each factor belongs and add at least two more
factors for each level:
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ereasonable working conditions
ewvages

ejob security

einsurance

emaking friends

ebeing a part of a working team
espacious office

ejob titles

elearning new skills

etaking on increasingly important tasks

FACL

Social (Belonging)

Assignment 11. Translate into English:

1. VYcnimHuil po3noaiyl BUHArOpo Ta JOCSITHEHHS MaKCUMallbHOI MOTHUBAIlli
BHMAarae po3yMiHHs MOTpeO MpaniBHUKIB. 2. 3riAHO 13 mipaMiioro Macioy € n’sathb
piBHIB 11OTpeO: (i3i0a0riuH1 (MOTpeOU y KUTI, K1), moTpedu y Oe3ner (Oe3neune
OTOYEHHS), MOTPEOH y COLIANBHUX CTOCYHKax, MOTPEOH y BU3HAHHI 1 MOTpeOU y
camopeainzaiii. 3. BrnopsakoBanuii mopsaoK MOTHBYHOUMX (DAKTOPIB HACTYIHHIA:
nikaBa po0OoTa, rapHa 3apoOiTHA IUlaTa, BHUCOKAa OIIIHKA BUKOHAHOI pPOOOTH,
3a0€3Me4YeHICTh poO0TOI0, Kap’€pHE 3pOCTaHHS B oOpradizamii Ta iHmi. 4.
[Tigkpimmorodi Teopli MOTHBAIll BUBYAIOTH SK MPAI[iIBHUKH 3aCBOIOIOTH MOJIETI
MOBEMIIHKM, IO OCHOBYIOTBCS Ha IIJIKpIIUIeHHI. 5. BugamMu MO3UTHBHOTO
MIIKPIMIJICHHST € BHHArOpoJa Ta YHUKHEHHs, a HETaTUBHUMHU — TIOKapaHHA 1
npunuHeHHs. 6. BuHaropoma — me Oyb-1110, IO OpraHi3ailii HajJae B OOMIH Ha
MOCJIYTH: CTpaxyBaHHS, JIOAATKOBI BWIUIATH, TEHCIi, CIyk00B1 aBTO, TOIIO. 7.
[ToxapaHHsl BKJIIOYAIOTh TOAATKOBY poOOTY, mtpadu Ta noranu. 8. s Toro, mob
3pO3yMITH MPOLEC MOTHUBALIlI, HOTPIOHO PO3YMITH MPUPOAY JtoAuHU. 9. B Mexax
CBO€i KOMIMETEHIII MEHEIKEep MOXe oOpaTh pi3HI METoau Uil TOro, Moo
BMOTHBYBATH MPaIiBHUKIB JI0 301JIbIIIEHHS 3yCUJIb B JOCATHEHHI IIJICH opraHizarii.

Assignment 12. Read the quotes from two people talking about their jobs.

Marie, accountant

| work in the finance department of a large company. There are a
lot of benefits. For example, if the company makes a profit, all the
employees get a bonus. There’s also profit sharing, but that’s only for
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managers. | have a company car and | can travel abroad quite a lot. We also get a
pension and private health insurance. The company pays its staff to go to training
courses. And we also get free membership in the local gym. As punishment the
company usually uses fines and extra duties, but I don’t want to discuss this.

In general I must say that it’s hard work but I get a lot of satisfaction from it.

- Tom, physiotherapist

L= | work for the health service. There are a lot of rewards: the main
f\‘\/ﬁ“: one is the job satisfaction. | get a real sense of achievement when
I someone says ‘Thank you’. You know you are doing a worthwhile job.
If you work hard, there are opportunities for promotion. There are
some benefits. We don’t get bonuses or anything like that, but there’s a very good
pension. The health service pays for us to go to training courses, and people with
children get help paying for childcare. If | visit patients at home, | get a travel
allowance, but it’s not very much.

Look at the list of things that motivate people and decide which of them were
mentioned. Choose 5 things that are of importance to you, explain your choice.
e pension
training
profit share
expenses
company car
health insurance
bonus
travel allowance
child care
job satisfaction
promotion
responsibility
gym membership
e doing something worthwhile
Which benefits are used in our country? Which benefits would you like to give
to your employees?

Grammar: Functions of Gerund

* TloniOHO O IMEHHHMKA, TePYH/II MOXE BKUBATHUCh B PEYCHHI B HACTYITHUX
GyHKIISIX:

1. migmer:

e.g. Signing the contract is very important. — IliTnucanHsi KOHTPAKTY AyXKe
BaXKJIuBeE. /

ITixmucaTH KOHTPAKT Ty’Ke BAKIIUBO.
2. IpeINKATHUB:
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e.g. Our task is signing the contract. — Hamre 3aBmaHHs — migmucaTH
KOHTPAKT.

3. mopaTokK ( MpsIMUIA a00 MPUHMEHHUKOBHIA)'

e.g. He enjoys signing contracts — this means that his business is expanding. —
oMy mono6aeThcsi MiAMMCYBATH KOHTPAaKTH — Ii¢ O3HAYae, MO HOro Oi3Hec
PO3IIUPIOETHCS.

He insisted on signing this contract. — Bin HamossraB Ha HigmUcaHHi
IIOTO KOHTPAKTY.

4. o3HaveHHs (10 a0O0 TICIIsT 03HAYYBAHOTO CJIOBA):

e.g. The ceremony of signing the contract took little time. The signing
ceremony took little time. — IlepeMoHis migmMHCaAaHHA KOHTPAKTy 3aiHsIa Majo
qacy.

5. o0ctaBuHa ( 3 TPUIIMEHHUKOM):

e.g. On signing the contract the parties left the office. — IMinmucaBmm
KOHTPAKT, CTOPOHH MOKUHYJHU odic.

Assignment 13. State the Gerunds and their functions in the sentences:

1. Giving rewards is one of the most pleasant things we do. 2. Answering the
seemingly simple question is very difficult. 3. You had better not rely on her.
There's no predicting her mood. 4. Driving a car and talking on the car phone at the
same time demand care. 5. Having coffee together has become a daily ritual with all
our employees. 6. Motivation is determining the choices employees make about
their behaviour. 7. We intend on giving all workers bonuses and allowing an
additional day-off. 8. John could not help admiring her capabilities. 9. She simply
enjoyed performing her duties. 10. The time is good for exerting work efforts. 11.
Unfortunately we didn’t succeed in punishing him. 12. Do you mind my helping
with the problem? 13. He strengthened his efforts for improving the situation. 14.
He has a gift of choosing correct decisions. 15. After discussing the new plan, they
went on making comments for the next meeting. 16. Upon completing the list of
candidates, she called the manager.

*V dyHKIiii 00cTABUHN TepyHAiH 3aBXKIM BXXKUBAETHCS 3 MPUHMEHHUKOM: K
odcraBMHA yacy — 3 npuitmenHukamu after, before, on; sk o6cTaBuHa cnmocody
mii — 3 npuiimennukamu by, without, instead of, besides.

Assignment 14. Translate the following sentences.

1. On seeing the results of the marketing research, they decided to launch this
product immediately. 2. After meeting with the partners, we discussed our
marketing strategy in this region. 3. Before setting up a joint venture, they studied
all the necessary financial documents. 4. We learned a lot about our competitors by
studying the results of their activities, published in the press release. 5. You can’t
enter a foreign market without having a thoroughly-developed strategy. 6. They
focused their attention on the head office instead of controlling the activities of their
affiliates. 7. Besides learning international management, he takes courses in
business English and public relations.
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Assignment 15. 1. Consult your dictionary to check whether you know the
prepositions that go with the verbs in italics. 2.Complete the sentences. Add the
necessary preposition.

. My friend is good ... (to analyze) data.

. She complains ... (to punish) wrongly.

. They are afraid ... (to lose) money.

. She doesn't feel ... (to work) on the computer.

. We are looking ... ... (to go out) at the weekend.

. Laura dreams ... (to get) a company car.

. Andrew apologized ... (to be) late.

. Do you agree ... (to apply) this punishment?

. The managers insisted ... (to give) him extra-duties.

10. Edward thinks ... (to develop) his skills.

11. They were accused ... (to cause) delay at their working place.
12. The worker is blamed ... (to break) the machine.

13. He is not sure how to cope ... (to choose) an approach to motivation.
14. How can | prevent her ... working in this shop?

15. The firm specialized ... (to manufacture) sport equipment.

O©CooO~NO OIS, WN K-

Assignment 16. Translate into English:

1. Bin 3acrocoByBaB mpolecyalbHI Teopii MOTHBALi, HE YCBIJIOMIIIOIOYH
nporo. 2. BupimeHHss npoOieM 3 MOTHBALIE€I0 MPAIIBHUKIB — HaWCKIIAHIIIA
yacTMHa OOOB’S3KIB MeHeIkepa Oyab-skoro piBHsA. 3. lleit aBTOMOOUIBL Oyze
BUKOPHUCTAHO AJi1 BUHAropo u. 4. Bona nouana ckiagaTi Nepesik OpaiBHUKIB 1JIs
aupekTopa. 5. Meni nmpocTto monobaerbest TyT mnpamroBaTd. 6. IloctynuBmm B
IHCTUTYT, BIH OJIpa3y * IOYaB BIJIBIAYyBaTH JIEKIi 3 TcuxoJjorii. 7. Po3noaineHHs
HAropoji JOMOMOXE JOCATTH BUCOKOTO piBHA MoOTuBauli. 8. €auHe, 10 HaM
MOTPiIOHO JJIsi MOKPAIIEHHS MPOAYKTUBHOCTI — MMiJIBUIIEHHS MOTHUBaiii. 9. Bin OyB
3BUHYBA4Ye€HHUI y mopyiieHHi ymoB mpari. 10. Bin 3BUKHYB IpaifoBaTu B BaKKUX
ymoBax. 11. Mu nymanu npo JAOCSTHEHHS Iiiei opradizamii. 12. Mu nHanonsramu
Ha OTPUMaHHI CTpaxoBKU. 13. VY 11i€l KoMMmaHii HE Mae >KOJAHOTO IIAHCY Ha Te, 100
nocsrtu yemixy. 14. Komu s moBepHYBCS 3 BIAMYCTKH, 5 MOYyBaB ceOe 3HAYHO
Kparie.

* Complexes with Gerund.

3 repyHjiieM MoOXe BXUBAaTUCh iIMEHHMK (Y Ha3UBHOMY a00 NMpHUCBiiHOMY
BiIMiHKY) a00 mpucBiiiHui 3aliMeHHUK. Taki CJIOBOCHIOIYYEHHS HA3UBAIOTHCS
3BopoTamMm 3 repyHaiem (complexes with gerund). CwmucinoBuit 3B’S30K Mix
IMEHHUKOM/3aiMEHHUKOM Ta TePyHAIEM MOJIOHUNA A0 3B’SI3Ky MDK IIJIMETOM Ta
OPUCYAKOM, TOMY Taki 3BOPOTH MEPEKIANAIOThCA MIAPSIHUM PEUEHHSIM, B SIKOMY
IMEHHUK/3alIMEHHHUK € MIMETOM, a TePYHA1N — IPUCYAKOM.

3BOPOT 3 TEPYH/IIEM MOXKE BUCTYNaTH B PEUCHHI fIK:

1. migmer:

e.g. Her avoiding conflicts is appreciated by everybody. — Bci 1inytoTs Te, 1110
BOHA YHHKA€ KOH(DJIIIKTIB.
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2. 101aTOK:

e.g. He appreciated her avoiding conflicts. — Bin 1inyBas, 1o BoHa YHHKA€
KOH(JTIKTIB.

3. 03HAYEHHS:

e.g. They didn’t know the reason for her missing the conference. — Bouu He
3HAIM NPUYUHU, YOM) BOHA MPOMYCTHIIA KOHDEPEHIIIIo.

4. o0cTaBHHA:

e.g. They were joking without her even noticing it.- Bonu mryrkyBaim Tax, 1o
BOHA HABITH HEe MOMiYaJia OboOro.

Assignment 17. Read and translate the sentences. Find complexes with the
Gerund and define their functions

1. I wouldn't mind his talking all the time with other employees, if he were
doing well. 2. And what about our changing roles for once? Would you mind
performing my duties? 3. I insist on your showing me your work today, otherwise
you will be punished. 4. My having failed made me try again. 6. Your advertising
your company was rather successful, I must say. 7. There is no doubt of his having
mastered English thoroughly. 8. His colleagues' disrespecting him filled him with
pain. 9. The fear of their taking advantage of him never crossed his mind. 10. After
his breaking our engagement, | have nothing to do with him. 11. I don't want to run
the risk of my firm being robbed.

Assignment 18. Use a Gerund instead of the subordinate clause and state the
function of the Gerund:

1. He wrote that he would come back at the end of the war. 2. | remember that
| met her at the conference. 3. | am sorry that | kept you waiting. 4. They have given
up all hope that they will ever get promotions. 5. He remembered that he had seen
the girl several times at the entrance exams. 6. She didn’t feel as if she would ever
forgive him. 7. You will get nothing from him if you reproach him all the time. 8.
Brian kept silent for fear that he might be misunderstood. 9. It was good luck that |
was there and then. 10. He came into the room very angry and didn't even greet us.
11. Barbara felt much better after she had given him a piece of her mind. 12. She
escaped danger as she listened to her intuition.

Discussion of the text.

1. Speak about the process of motivation.
2. What is the hierarchy of needs?

3. What are basic kinds of reinforcement?

Unit 18
Text: Group Management
Grammar: Gerund versus Infinitive; Gerund versus Participle

Assignment 1. Read and learn the following words and phrases:
formal group — popmanbna/odirriitna rpymna;
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permanent — nocTiiHUN, TOBrOYaCHUH;

task force — rpyma crerianicTiB 1o BUPILICHHIO TIEBHOT 3a/1a4i;
regardless — He Oepyuu 70 yBaru; He3BaXKarO4u Ha; IMOTIPH;
forming — crazist cTBOpeHHS;

to get acquainted — 3HaliloOMHUTHCH;

acceptable — npuitHaTHUI;

storming — crazis 30ypeHHs, CTais ITOPMY;

to pull apart — pospusary;

NOrming — crajist BperyJItOBaHHS;

resolution of conflict — pimrenns/po3s's3anns npobiaemu;
undertaking — cripagsa;

specification — crienudikaris; gerarizaris;

t0 merge — 3nuBarucs;

shaper — yknanau;

impetus — pymriitHa cuia;

plant — reneparop inei;

devil's advocate — kpuTHK, OJIEMICT;

to perceive — po3yMiTH, YCBIIOMITIOBATH;

insensitive — HeuyTIUBUIA, 1030aBICHUN Yy TIUBOCTI;
rigorous — peTesbHui, CKPYIyIbO3HHIA;

assumption — npurnyieHHs,

completer — 3aBepmryBau;

punctilious — neganTUYHMIA,

implementer — opranizaTop po6oTH;

resource investigator — qociiHUK pecypcis;
connecting-link — crioyryuHa jaHka,

team worker — opranizaTop rpyimu;

chairman — rososa,

command — Hakas3.

Assignment 2. Read and translate the following text:

Group Management

To manage any business activity successfully means not only ability to work
and lead an individual but also to control the work of a group. A group is two or
more people who interact regularly to accomplish a common goal. In organizations
groups can be formal (permanent like departments, divisions; temporary, such as
committees and task forces) and informal (created by its members for a purpose
that may or may not be related to the organization).

Regardless of the reason that people join groups, the groups themselves
typically go through a period of evolution. The four stages of development are:
forming (members get acquainted and choose an acceptable behaviour pattern),
storming (members begin to pull apart as they have different views on what
should be done), norming (characterized by the resolution of conflict and the
development of roles), and finally, performing (moving toward accomplishing its
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goals). Each stage must be closely scrutinized and controlled by a manager, so that
he can provide clear directions to each member of the team either directly or
indirectly, maintain efficient communication within the group, and evaluate
everyone’s performance. He must also have access to incentives and punishment
measures.

Large, complex undertakings, which require the participation of many people
throughout the development process, demand both high-level and detailed
guidelines to assist in channeling individual results into an integrated final product.
As each person focuses on his or her part of the system, a clearly defined set of
standards and specifications must exist to insure that the final result will merge
with the results being produced by others. In order for a group to function
effectively eight roles should be filled within it.

eShaper — The shaper provides vision and impetus to the team.

ePlant — The plant is a creative source of ideas.

eEvaluator — The evaluator is the devil's advocate of the group.
Skeptically questioning everything, evaluators may be perceived as
insensitive but without their rigorous testing of assumptions the group may
be taking decisions and actions based on false assumptions.

eCompleter — The completer is the punctilious person within the group
who makes others finish everything on time.

eCompany Worker/Implementer — The implementer is the practical
thinker who can create systems and processes that will produce what the team
wants.

eResource Investigator — The resource investigator is the connecting-
link for the group with the outer world.

eTeam Worker — The team worker is concerned to ensure that
interpersonal relationships within the group are maintained.

eChairman — The chairman ensures that all members of the team are
able to contribute to discussions and decisions of the team.

Working in a group creates a sense of collective responsibility, everyone works
together, learns from mistakes, and gets more job satisfaction. But to get this
successful result a manager must take into consideration setting of goals, role
allocation, harmonizing personality types, and training in how to work together. The
skills essential to the modern manager thus include the ability to work with other
functional talents in teams — and to lead, not by command, but by expertise.

Assignment 3. Answer the following questions.

1. What is a group?

2. What types of groups do you know?

3. How many stages of development are there in the process of group
evolution? What are they?

4. Who must be capable of providing clear directions to each member of the
team and of estimating everyone’s performance?

5. How many roles are there to be filled in a group?

145



6. Why does an evaluator play an important role in a group?

7. What is the duty of a resource investigator?

8. What is the difference between shaper and chairman?

9. What should a manager take into consideration to get a successful result?
10. What demands should a modern manager meet?

Assignment 4. Give Ukrainian equivalents of the following words and word
combinations:

formal group, task force, to interact, temporary, purpose, typically, to have
different views on, performing, to scrutinize, incentive, high-level, integrated,
vision, impetus, source of ideas, assumption, punctilious, to ensure, role allocation,
to harmonize, command, rigorous, period of evolution, completer, company
worker/implementer, resource investigator, team worker

Assignment 5. Give English equivalents of the following words and word
combinations:

HedopMmasibHa/HeoDiliiHA Tpymna, TMOCTIMHUN, HE3BaXKAOYM Ha, CTaisd
CTBOPEHHSI, CTajlii BPETYJIOBaHHS, BUPIIMICHHS KOH(IIKTY, CTBOPEHHS pOJEH,
CKENITUYHO, 3]TUBATUCA, PYIIiiiHA CHJIa, MI)XOCOOUCTICHI CTOCYHKH, T€HEpaTOp 1/1eH,
YCBIJJOMJIIOBATH, CIIOJIy4HA JIaHKa, Opra”izatop poOOTH, pPO3MOJLT POJEH,
3aJI0BOJICHHS, KOMIICTEHTHICTD

Assignment 6. Substitute underlined words with synonyms from the text:

1. A disagreement between two members of the team can break up the whole
group. 2. The boss is very strict about arriving on time. 3. Some examples of
demeanour patterns are initiative, flexibility and commitment to continuous
learning. 4. A manager must take into account role distribution and leading by the

competence.

Assignment 7. Fill in the missing words:

resolution, impetus, authority, estimate, roles, performance, channelled,
access, order

1. Most of our income is ... into research and development. 2. Top
management tried to find the necessary ... to retain team workers. 3. Someone
gained unauthorized ... to the personnel files. 4. The new management techniques
aim to improve the ... of each member of the group and ... it correctly. 5. When
such problems appear it might be difficult to reach a ... that is acceptable to
everyone. 6. Only the manager has the ... to allocate ... and responsibilities. 7. The
... required them to finish everything in time.

Assignment 8. Give the definitions of the following words:

1. group; 2. forming stage; 3. norming stage; 4. storming stage; 5. performing
stage
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Assignment 9. Translate into English:

1. YcnimHuiA MEHEHKMEHT BUMAara€ KEpiBHHUIITBO TPYIIOI ISl AOCATHCHHS
cnibHOT MeTu. 2. IIpormec cTaHOBICHHS TpYINU BinOyBaeTbes B 4 eTamu: CTalis
CTBOpPEHHS, CTajis INTOPMY, CTalis BpETYyJIIOBaHHA Ta (QYHKI[IOHYBaHHA. 3.
MeHemkep peTelnbHO TiepeBipse poOOTy TpynH, Hajmae Oe3mocepeani abo
OIMOCEPEIKOBaHI BKA3iBKM KOXXHOMY IPAIiBHUKY Ta Ma€ JOCTYIM JO 3a0XOUYeHb Ta
nokapanb. 4. YKiiagad Ta reHepaTop ifel 3a0e3neqyroTh i/1ei Ta € pyIIiiHHOI0 CHIIO0
rpynu. 5. MeHemkep € CIONy4YHOI0 JIAHKOI MK KEPIBHHIITBOM Ta YJCHAMH
o(imiitHoi rpynu. 6. be3 omiHioBaya iAei rpyna Moxke NpUHHATH PIICHHS 1 T0YaTh
JSITH OCHOBYIOYHMCH Ha HETIPAaBUJIBHOMY MPHITyIIEHI. 7. [[js ycminHOro iCHyBaHHS
rpyn MmoTpiOHO, MO0 YWIEHH OTPUMYBAJIM 3aJO0BOJICHHSA BiJl CHUIBHOI mpari. 8.
Menemkep Kepye pI3HUMH TaJaHOBUTHUMH OCOOHMCTOCTSIMH, CaM€ TOMY BCi
YCBIIOMITIOIOTh BaXKJIMBICTh BHCOKOI KBamiikaiii camoro MeHemkepa. 9. Marouun
PI3HI HOMJISAM HA T€, AKI I CTOSATH Mepe] TPYIoro, BCl MPaIliBHUKU HE MOTJIHU
oOpatu BipHy Mojenb noBeainku. 10. KepiBuuursoM ipmu Oyiia cTBOpeHa rpyma
CHEIATICTIB JJIsl BUPIIICHHS 3a/1a41 MOKPAIICHHS Pe3yJIbTaTUBHOCTI MpaIll.

Assignment 10. Choose qualities that each team member must possess:

Shaper | Plant | Evaluator | Completer | Company | Resource Team Chairman
Worker Investigator | Worker

diligent, energetic, demanding, creative, punctilious, amiable, talented,
persistent, hard-working, candid, adventurous, practical, bossy, self-assured,
competitive, dedicated, dominant, critical, meticulous, patient

1. Which of the following qualities do you possess?

2. Which role can you perform better?

3. Assess your friend’s traits. What role can he or she play in a
group?

Assignment 11. What is your working style?

Have you ever thought about your working style? Are you a team worker, a
finisher, a supporter or a leader? This questionnaire will help you to find out.

Read the 30 statements and tick (¥) the ones you agree with.

1. I usually meet up with my colleagues socially.

2. | often find it difficult to advise people on what to do about their problems.

3. Bonuses at work are a good idea.

4. | can never remember staff birthdays.

5. 1 am an extrovert most of the time.

6. My boss is hardly ever interested in my opinion.

7. 1 do my work only to get results.

8. | often feel that people do their jobs better than me.

9. I wish I was somebody else from time to time.

10. I would only work for an employer who treated men and women equally.

11. I have always recognized my strengths.
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12. 1 frequently work overtime and I don’t mind doing this.

13. I can usually help people with their personal problems.

14. I usually know all the office gossip.

15. I don’t find jokes about minority groups funny.

16. I think that problems at home can sometimes become problems at work.
17. | recognize my faults.

18. I hardly ever take part in gossiping during work hours.

19. I don’t often enjoy doing nothing.

20. When people criticize me, | sometimes get depressed.

21. 1 usually get on well with my colleagues.

22. | always enjoy meeting new people.

23. | often take work home with me.

24. | daydream a lot.

25. | like working with computers.

26. | always enjoy job interviews.

27. My colleagues usually enjoy my company.

28. Promotion should always be based on length of service in a company.
29. Taking important decisions hardly ever worries me.

30. The job will still be there tomorrow.

Work out your score. Circle the answers you ticked, and then add up how

many As, Bs, Cs and Ds you have. Now read the analysis below.
1A2A 3A 4B 5D 6C 7B 8C 9C 10A 11D 12B 13B
14A15A16 A17C 18B 19B 20C 21D 22D 23B 24C 25B 26D
27D 28C 29D 30A

Mostly A’s: You are a Team Worker. Your relationship with your
colleagues is important to you and many may also be friends. You are good at
working with others to solve problems. You are a good listener. You understand
others’ points of view and have a lot of respect for people. You are usually a
popular member of the team.

Mostly B’s: You are a Finisher. You are always very task-centered and
committed to getting the job done. You identify strongly with your organization and
often hide your true feelings. Sometimes your colleagues find you a little difficult to
get to know.

Mostly C’s: You are a Supporter. You usually think of others in a more
positive light than yourself. You occasionally lack confidence and depend too much
on other people. However, as you put others’ needs before your own, you are often
highly valued in an organization.

Mostly D’s: You are a Leader. You are usually confident and clear about
what you want and how to get it. You show a lot of respect for others. Good
listening skills come naturally to you as you frequently like to understand others’
opinions before making a decision.
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Assignment 12. Speak on the following quotations:

1. "Talent wins games, but teamwork and intelligence wins championships." --
Michael Jordan

2. "Individual commitment to a group effort - that is what makes a team work,
a company work, a society work, a civilization work." --Vince Lombardi

3. "Teamwork is the ability to work together toward a common vision. The
ability to direct individual accomplishments toward organizational objectives. It is
the fuel that allows common people to attain uncommon results." --Andrew
Carnegie

Grammar: Gerund versus Infinitive; Gerund versus Participle
CuiBcTaB/ieHHs TepyH/if 3 iHIIMMHA Heoco00BUMH (JOpMaMHU Ai€C/I0BA.

* T'epynaiii aoo indinitus? (Gerund vs. Infinitive)

CkiagHICTh aHTJIHACHKOI MOBH IIOJISITA€ B TOMY, IO ITICJS JIIECIIOBA MOXKE
B)KMBATHUChH 1HINA AieciTiBHA (opMa, TOOTO MICIsA MPUCYAKA BKUBAETHCS A0JATOK
BUpaXeHUN repyHaieM a6o iHdiniTuBom. Ilicis neskux Ti€CTIB BXHUBAETHCS
JUIIE TePYHINH, MICIS MEBHUX MIECTIB — JuIile 1H()IHITHB, a B JCIKUX BHIAIKaX
MOXXYTh BXXMBATUCh SK 1H(IHITUB, TaK 1 TEPYHIINA, IPUIOMY 3MICT PEUCHHS MOXKE
OyTH pi3HUI B 3aJIEKHOCTI B1J BXUTOI popMu. [lopiBHskTE:

Stop talking! — ITepecranbre po3mosisaTu.(talking — gerund)

We stopped to talk about our impressions of the exhibition. — Mu
3yMUHWINCH, MO0 TOTOBOPUTH IMPO Hamm BpaxxeHHs Bix BuctaBku. (to talk —
infinitive)

Ipsimuii 1ogaToK.

1. JIumie repyHaii BxuBaeThcs micasi giecaiB: to avoid — yaukatwu; to dislike
— He mobutH; to delay — Bigkmamatu; to deny —samepeuyBatu; tO enjoy —
3aXOIUTIOBATHCh; t0 excuse — Bubavaru; t0 need — matu motpedy; t0 mind — Oytu
npoTH, cynepeunty; to finish — 3akinuysaru; to forgive — BuGauaru; to practice —
npakTtukyBaTH; to prefer - nagaBatu nepesary; to risk — pusukysaru; to postpone -
BigkiaamaTh; t0 suggest — mpomonyBaTH; to understand — po3ymiTh, Ta AESIKHX
IHIINX.

e.g. Excuse my interrupting you. — Bubaure, 1o s Bac nepeOuBaro.

His plan needs considering. — Horo mian notpe6ye 06roBopeHH:s.

2. Bunaaku BXuBaHHS SIK TrepyHAisi, Ta 1 iH¢iHiTHBa (Pi3HI 3HAYeHHA
peyYeHb).

1) TIlicns miecniB  advise-pamutu, allow/permit -go3somsatu, forbid-
3abopousimu, recommend-peKOMEHIyBaTH BHKOPUCTOBYEThCS iH(IHITHB, SKIIIO
BKa3aHUil ajpecar — TOH, KOMYy MIOCh 3a00pOHEHO YM JO3BOJICHO; TOM, XTO
OTPUMYE  TIOpaIy/pPEeKOMEHIAITIIO. Akmio aapecar He BKa3yeTbesl —
BUKOPUCTOBYEThCS repyHii. [TopiBusiite:

e.g. We don’t permit people to smoke here.(people — agpecar nii, orxe
BxkrBaeMo iH(piHiTHB t0 SMoke)
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We don’t permit smoking here (agpecar nmii He BKa3aHWH, OTXKE BXHBAEMO
repyHii Smoking)

2) Ilicns miecniB to remember — mam’sitath, 3ragyBaty; to forget — 3adysatu +
iH(iHiTUB peueHHsa HaOyBa€ 3MICTY ,,llaM’TaTW/HE 3a0yTH BUKOHATH 3aIlJIAHOBAHY
b1§1 L0
e.g. Don’t forget to lock the door. — He 3a6y0s 3a4uHATH ABEDI.

To remember/to forget+ repymaiit o3nauae ,, mam’sTaTu/He 3a0yTH [Ii10, SKa
Oyna 3po0ieHa B MUHYJIOMY

e.g. | will always remember working with you. — S 3aBxmu nav smamumy,
1110 S MPalI0BAB 3 BAMH.

3) HiecmoBo to regret+ iHgiHITUB BUKOPUCTOBYETHCS, KOJIU MOBILAOMIISIOTH
MOTaHI HOBUHH:

e.g. | regret to say that the company sustained losses. — Ha sicans, s noBHHEH
CKAa3aTH, 1110 KOMITaHisl OHeca 30UTKU.

To regret + repynmaiii mepenae 3MICT , KalIKyBaTH, IO SKach JHis Oyna
3po0JieHa B MUHYJIOMY:

e.g. | regret saying this to you. — MeHi orcane, 1110 s cKa3aB BaM Ii¢.

4) Hiecnoso to stop+ in¢iHiTUB 03HAYAE ,,3yTUHUTHUCH, 1100 BUKOHATHU Ji10”:

e.g. He stopped to read the advertisement. — Bin 3ynuH#uBCS, 11100 MPOYUTATH
peKiiamy.

To stop + repyHnaiii o3Hayae ,, HPUINUHUTH IKYCh JI110:

e.g. He stopped reading advertisements. — Bin nepecmas YaTaTi peKiIaMy.

5) Iicns miecme to deserve — 3aciyroByBaTtv, tO require — BumaraTH, tO
want/to need - morpeOyBaTH BXKHMBalOThCS SIK iH(DIHITUB, Tak i repyH#ii. [Ipore,
TepYH/Iil BKUBAETHCS B aKTUBHOMY CTaHI 3 TaCUBHUM 3Ha4YeHHsIM. Ha ykpaiHChKy
MOBY MEPEKIAIA€ThCA SK ,,IOTPIOHO+ 1H(IHITUB /IMEHHUK :

e.g. This procedure needs improving. — Iljo mnpouenypy nompioHo
BIOCKOHAJMTH./ 115 IPOLICAYPA UMAae BAOCKOHAJIEHHSI.

3. B Garatbox BUMagkax BKUBaHHS sIK 1H(IHITHBA, TaK 1 TEPYH/IISI HE 3MIHIOE
3MICT pEUEHHS:

e.g. We continue to work/working at this project. — Mu npoaoBKyEMO
NPaNBATH HAJ] ITUM TIPOEKTOM.

Assignment 13. Fill in the correct form of the verb in brackets (Gerund or
Infinitive), explain your choice:

1. | require you ... the meeting. (to attend) The problem requires ... without
any delay. (to solve)

2. She deserved ... the position of a manager in our company. (to hold) The
team deserves ... for perfect performance. (to praise)

3. I want ... a way out of the situation. (to find) The company wants ... . (t0
renew)

4. My colleague needs ... English. (to learn) The interpersonal relationships
need ... . (to improve)
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5. I will never forget ... London. (to visit) I forgot ... everything in time. (to
finish)

6. She suggested me ... the role of Plant. (to fulfil) She suggested ... their
offer. (to accept)

7. They don't allow us ... here. (to park) They don't allow ... here. (to park)

8. I am sorry ... you. (to disturb) I am sorry for ... you. (to disturb)

Assignment 14. Explain the difference between pairs of sentences:

1. | regret to say that you are fired. — | regret saying that you are fired.

2. The manager forgot to inform the staff when the next meeting would be. —
The manager forgot informing the staff when the next meeting would be.

3. The evaluator remembers to express his opinion on that issue. — The
evaluator remembers expressing his opinion on that issue.

4. Mary stopped to pay for her coffee at the counter. — Mary stopped paying
her rent several months ago.

*[IpuiiMmenHuxkoBuii nogatok. I'epyHaiii — 11e enuna BigmiecniBHa (opma,
0 MOXE BXHBAaTUCA 3 TpUAMEHHUKOM. ToMmy repyHmidn y QyHKIi
NPUiMEHHUKOBOTI'0 10IATKY BXXKUBA€ThHCS:

1. Micns nmieciniB, 1O BUMAararTh MpuiiMeHHKK: {0 accuse of — 3BuHyBauyBaTH
y YoMych; t0 agree with — moroxyBatuch 3; to believe in —Bipurtu y; to blame for —
3BHHYBauyBaTh y 4omych;t0 complain about- ckapxwutuce Ha; to depend on —
3aj1e’KaTH BiJl 4oroch; t0 ook forward to — 3 HeTepminHIM yekaT 4orock; to rely on
- TIOKJIaJaTHCs Ha Iock/Korock; to thank for — gskyBaTtu 3a mock;to object to —
3arepedyBaTH MPOTH YOTOCh Ta JACSIKUX 1HIIHX:

e.g. They apologized for being late. — Bonu Bubaunnuch 3a 3ami3HCHHS.

2. ITicna mactynuux (pas: to be afraid of; to be engaged in; to be interested
in; to be famous for; to be fond of; to be responsible for; to be tired of; to be proud
of; to be worth ma oesaxux inwux.

e.g. This book is worth reading. — L{to KkHUTY 6apmo MPOYUTATH.

3. IMicnsa cxknamuux npuiiMeHHuKiB: because of, on account of, thanks to, due
to, owing to, instead of, in spite of, for the purpose of, with a view of, of (no) use:

e.g. The team works efficiently due to the manager’s providing clear
directions. — Komanaa mpamroe eeKTHBHO 3a80sKuU momy, 10 MEHEIKep Haaae€
YITKI BKa31BKH.

Assignment 15. Fill in the correct form of the verb in brackets (Gerund or
Infinitive), explain your choice:

1. You still have a lot (learn) in English. 2. You don't need (ask) him every
time you want to contribute to discussions and decisions of the team. 3. Would you
like (come) with me to the restaurant? 4. Why do you keep (look) at me? 5. We got
tired of (wait) for rewards. 6. The police accused him of (steal) the money from the
firm. 7. Most people prefer (spend) their money to saving it. 8. I'm very sorry for
(be) late. 9. I didn't feel like (work) so | phoned my boss. 10. He expects you (go)
with him. 11. Do you remember (post) the letter? Are you sure you've posted it? 12.
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She apologized for (be) late. 13. | wish (be) a manager. 14. | suggest (leave) him
here. 15. | don't like (get) bills. 16. He offered (lend) me money. 17. He made me
(do) the same things. 18. He hates (be) kept waiting.

Assignment 16. Complete this letter by putting the verbs in brackets into the
correct form, -ing or to+ infinitive.

Dear Audio World

| am writing to complain about the poor service that | received when | was in
your store last week. Recently you decided (1) ....(remove) listening facilities in
your stores, and your sales staff encouraged customers (2)... (take) home their
choice of CDs without (3) ... (hear) them first. You invited us (4)... (return) any
CDs that we did not like, as long as we kept the receipt as proof of purchase. In my
opinion this was an excellent policy as it allowed customers (5)... (risk) (6)... (buy)
things that were a little different.

A consequence of your policy is that customers will buy more CDs, and this
means (7)...(return) more that they don’t like. In fact last week I brought back eight
CDs, from fourteen | had bought on the previous visit. Your salesman refused
(8)...(accept) such a large number, and accused me of (9)... (take) the CDs home
just (10)... (copy) them. I strongly objected to (11)...(be) treated like this as I had
remembered (12)... (bring) the receipts with me and my actions were within the
terms of your guarantee.

I can’t help (13)...(think) that you will lose a lot of business if your staff go on
(14)...(behave) in this way, and I advise you (15)...(train) your staff (16)...(deal)
with customers in a more polite manner.

Yours sincerely

lan Carr

Assignment 17. Make sentences from the given words using either Infinitive or
Gerund.

Model: like, visit — I like to visit my friends.

enjoy, speak on the phone — She enjoys speaking on the phone.

1. plan, go 2. consider, study 3. enjoy, look 4. intend, get up 5. seem, be 6. put
off, pay 7. forget, call 8. can't afford, lose 9. try, learn 10. need, think 11. would
love, meet 12. finish, learn 13. would mind, support 14. hope, go 15. think about, go
16. quit, drink 17. stop, eat 18. postpone, go 19. continue, think 20. keep, try,
improve.

*Tepynaiii a6o piempuxkmernuk? (Gerund versus Participle)

Tepynniii y popmi Indefinite Active cmiBmanae 3 Present Participle Active
HE TUIbKHU 330BHI, ajie i 3a (YHKII€I0 — BOHU 00M]IBa MOXKYTh OyTH O3HAYEHHSAMM
710 IMEHHHKIB, TPUUIOMY OOHMBA MOXKYTh CTOSATH Mepea iMeHHUKOM (31iBa). Jlyxe
BKJIMBO BIAPI3HATH TEPYHIN B JIEMPUKMETHUKA, OCKITBKH BiJl I[HOTO 3aJICKUTh
npaBuUbHE po3yMiHHSA 3MmicTy. Present Participle Bupaxae nairo, Ky BHKOHYE
ocoba abo mpeaMeT, O3HAYEHUH IMEHHUKOM, 1 BiamoBigae Ha nutands What is the
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object doing? toni sk Gerund Bupakae MpU3HAYEHHS MPEAMETa , TO3HAYCHOTO
IMECHHHMKOM, 1 BinoBigae Ha nutanHs What is the object used for? Ilopisusiite:

a writing man — a man who is writing — 4JonoBik, Mo nume (Writing —
Present Participle);

a writing table — a table for writing — crtin a1 nucbMa, MUCHBMOBHH CTiII
(writing —Indefinite Gerund).

Assignment 18. Analyze the following word combinations and explain what
part of speech the —ing forms are - Present Participle or Gerund. Use 5 of them in
sentences of your own.

A forming stage, a connecting link, a planning process, a conflicting issue,
punishing measures, a relating activity, a demanding situation, a practicing doctor, a
leading function, a leading team worker, an existing dilemma, a training
programme.

Assignment 19. Translate into English:

1. Bu He Morium O MNPUINUHUTA TOBOPUTHM HA XBWIMHY, S HE MOXY
30cepeauTUCh. 2. T Moel crpoOyBaTu BUPIITUTH KOHQIIIKT, MMOKH S HaMararoch
JIOTIOMOT'TH MeHepkepy. 3. MeHemkep 3a00poHs€ BperyIbOBYBAaTH MI)KOCOOUCTICH1
BIJIHOCHHU B poOoumii uyac. 4. Kpariiit croci® 3a0XOTUTH MpaIiBHUKIB — M1JBULITUTH
iMm mmatHio. 5. S Xouy KOHTposroBaTH poOoTy Trpynu. [pyma mnotpiOHO
KoHTpoJroBaTu. 6. He 3a0yBaiiTe BUUTHCH 3 CBOIX MOMMJIOK. S HIKOJIM HE 3a0yny,
AK KapaB Horo. 7. IlepenuHu JOKOpATH MEHI, aJK€ MU 3YNUHWIUCH, 100
noroBoputH. 8. I qymaB npo Te, o0 NOMPOCUTH WOT0o MIAHATH MEHI 3apIuiaty. 9.
Panimre s 6arato nIpykyBaB Ha YKpaiHCBKIM MOBI, 1 TeNep MeHI MOTpiOeH yac, mob
3BUKHYTHU APYKYBATH aHTJIIHCHKOIO MOBOIO.

Discussion of the text.

1. What is a group?

2. Speak about the four stages of group development.

3. What roles should be filled within a group for it to function effectively?

Module 7 Controlling
Unit 19 Text: Controlling
Grammar: Conditional Sentences
Conditionals Zero and First

Assignment 1. Read and learn the following words and phrases:

monitoring — MOHITOpPHUHT, HarsAg (CIIOCTEPSIKEHHsI, CTEKCHHsS) 3a
BUPOOHUYOIO 1 (DIHAHCOBOIO ISUTHHICTIO MIAIIPUEMCTBA,

adjusting — perymoBaHHs, KOPUT'YBaHHSI, TTOMPABKa,;

attainment — nocsirueHus, HaOyTTS;

planning-control link — nanka, mo NMoB’si3ye MIaHyBaHHS 13 KOHTPOJIEM,;

to ensure — 3abe3nevyBaTu, CTpaxyBaTH, FrapaHTyBaTH,

performance conforms to plans — BukoHaHHs BiAIOBigae IIaHAM;
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steering control — mHactanoBYWMii (CIIPSMOBYIOUHIA KOHTPOJIIb) KOHTPOJIb 32
SKICTIO Ta KUIBKICTIO PI3HUX PECYPCiB 10 BUKOPHUCTAHHS Y CUCTEMI;

concurrent control — iHTepaKTHBHHI KOHTPOJb, IO 3MIHCHIOETHCS I
yac TpaHchopMallii BUTpaT y BUITYCK MPOIYKITIT;

postaction control — ocraTounuii/3aBepIagbHUN KOHTPOJIb 3a SKICTIO Ta
KUTBKICTIO BUITYCKY MPOJIYKIII;

inputs — BuTpaTH;

Outputs — MpoAyKTHUBHICTb, BUITYCK MPOAYKIIii, BADOOHUIITBO;

t0 assess — OIiHIOBATH,

pertinent — To¥, mo Mae BiTHOMICHHS (110 CIIPaBH);

available — nmpuaatHuii, TOCTYITHUI; TOM, 1110 € B PO3MOPSHKCHHI;

rigidly — >xopcTko, HE THYUKO;

encourage — 3a0xo4yBaru,

acceptance — npuiHATTS, BA3HAHHS, aKIICHTYBaHHS;

to establish collaborative goals — BcranoBmoBaTH MeTy IO
CHiBPOOITHUIITBY;

to enhance — 30iIbIyBaTH, TOCHITIOBATH,

a built-in provision — nonepeaHbo nepeadaUCHI TOJIOKESHHS/YMOBH;

discrepancy — npotupiudsi, pO3X0KCHHS;

to occur — TparIsSTUCh, BITOYBATHUCH;

ultimate responsibility — moBHa BiamoBIJaNBHICTS;

to share — moxinsTu, Opatu y4acTs;

a line manager — miHIHUNA MEHEKEpP, MEHEKEepP BCIX JIAHOK
KEpIBHUIITBA;

to assist — monmomararw.

Assignment 2. Read and translate the following text using vocabulary given
above.

Controlling

Controlling is the process of monitoring and adjusting organizational
activities toward goal attainment. Most organizations have controls to deal with
four areas: financial resources, physical resources, human resources, and
information resources.

The planning-control link means that control is the other side of the planning
coin; it helps management to ensure that performance conforms to plans.

There are three basic approaches to control: steering control, concurrent
control, and postaction control. Steering control monitors the quality and/or
quantity of various types of resources before they enter the system. Concurrent
control focuses on activities that occur as inputs are being transformed into
outputs. These approaches to control are usually used together as multiple controls.

There are four basic steps to establishing a control system: setting standards,
assessing performance, comparing performance with standards, and evaluating and
adjusting.

Effective control has five attributes: it is integrated, objective, accurate, timely,
and flexible. Integration means that the control system must fit into the overall
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organizational system. Objectivity means that everyone who is affected by the
control system must be able to understand it. Accuracy means that the control
system must be reporting correct information that is pertinent to the company’s
goals. Timeliness means that the information provided by the control system must
be available when it can be used. Information that arrives too late is of no value.
Finally, flexibility means that the control system must be able to accommodate
adjustments and change and should not be applied too rigidly.

Managing control also involves dealing with resistance to control. There are
four basic things a manager can do to overcome such resistance. First, he should
make sure that the control system is properly designed and has the characteristics of
effective control. Second, he should encourage participation, which tends to
increase acceptance. Third, he can use management by objectives to establish
collaborative goals and to enhance acceptance of controls. Finally, he should
ensure that the control system has a built-in provision for checks and balances, so
that discrepancies do not occur but are corrected if they do.

The ultimate responsibility for control must be shared by everyone in the
organization. In more practical terms, the responsibility is shared by line managers
and specialized managers called controllers. All managers contribute to the planning
process and so also share the responsibility for control. However, control is the
specific responsibility of one or more managers who have the title of controller. The
controller’s job is to assist line managers with their control activities, coordinate the
overall control system, and gather relevant information and report it to all managers.

Assignment 3. Answer the following questions.
. What is controlling?
. To deal with what four areas do most organizations have controls?
. How does the planning-control link help management?
. What are the three basic approaches to control?
. What is steering control?
. What is concurrent control?
. What is postaction control?
. What are four basic steps to establishing a control system?
. The five attributes of effective control are integration, objectivity, accuracy,
timeliness, and flexibility, aren’t they? Speak about each.
10. Does managing control involve dealing with resistance to control or to
manage?
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Assignment 4. Give English equivalents of the following words and word
combinations:

MpolleC MOHITOPUHTY, (IHAHCOBI pPECypCH, BUKOHAHHS BIAMOBIJA€ IUIAHY,
OCHOBHHMM MIIX1Jl, KOHTPOJIh 3 OOKYy KEpIBHMIITBA, HACTAHOBUYMIA/CIPSIMOBYIOUNI
KOHTpPOJIb; 1HTEPAKTUBHUM KOHTPOJIb, IO 3IHCHIOETHCS IMiJl Yac TpaHchopMmaiii
BUTPAT y BHITYCK MPOIYKIIi; OCTATOYHHWI/3aBEPIIAIbHUA KOHTPOJIb 3a SIKICTIO Ta
KUIBKICTIO BUITYCKY TMPOMAYKIIi; OIlIHIOBAaTH BUKOHAHHS, TOYHICTh, THYYKICTb,
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y3roJIKYyBaTH, 3a0X0UyBaTH y4acCTh, TPOTUPIYYSI, BUTIPABJISITH, IOBHA/0e3MOCEepETHS
BIJIMOBIAQIBHICTh, POOUTH BHECOK, BIAMOBIIHA 1HPOpMAITis

Assignment 5. Give Ukrainian equivalents of the following words and word
combinations:

adjusting, planning-control link, to ensure, a built-in provision, discrepancy,
pertinent, integration, input, collaborative goals, responsibility, concurrent,
evaluate, rigidly, output, flexible, acceptance, encourage, properly designed, to
make sure

Assignment 6. Find corresponding words for the following definitions using
the text:

1) ... monitors the quality and/or quantity of various kinds of resources before
they enter the system;

2) ... focuses on activities that occur as inputs are being transformed into
outputs;

3) ... deals with the quality and/or quantity of an organization’s outputs;

4) ... means that the control system must fit into the overall organization
system;

5) ... means that everyone who is affected by the control system must be able
to understand it;

6) ... means that the control system must be reporting correct information that
IS pertinent to the company’s goals.

Assignment 7. Match appropriate explanation in the right column with the
word, connected with control, in the left one.

1. Control A process that helps an organization to determine
whether or not its objectives are being achieved.

2. Control accounts In the USA, the chief accounting executive of an
organization.

3. Control chart A graphical representation of the statistically

derived performance limits (normally + 2 standard
deviations), which is used in statistical process
control.

4, Controller Accounts in which the balances are designed to
equal the aggregate of the balances on a
substantial number of subsidiary accounts.

5. Controlling interest The ability to direct the financial and operating
policies of another undertaking with a view of
gaining economic benefits from its activities.

6. Controlling process An interest in a company that gives a person
control of it.

Assignment 8. Translate the words in brackets to complete the following
sentences:
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1. (KonTpomroBauus — 11e mporiec) of monitoring and adjusting organizational
activities toward goal attainment. 2. Most organizations have controls to deal with
four areas: (¢inancoBi pecypcH, Gi3uuHi pecypcH, KaapoBi pecypcH, iHdhopMaliiiHi
pecypcn). 3. (IcHye Tpu OCHOBHI BHIM KOHTpOJItO :) Steering control, concurrent
control, and postaction control. 4. There are four basic steps to establishing a
control system: (BcTaHOBJIEHHS CTaHJAPTIB, OLIIHIOBAHHS BHUKOHAHHS, IOPIBHSHHS
BUKOHAHHS 13 CTaHgapTaMu, OIlliHIOBaHHS 1 kKopuryBaHHs). 5. (EdexTuBHmit
KOHTpOJIb MOBHMHEH OyTH) integrated, objective, accurate, timely, and flexible. 6.
There are four basic things (sixi moBuHEH 3poOUTH MEHEKEP, MO0 MOJA0TATH TAKUI
omip). 7. (IToBHa BiAMOBITAIbHICTB 32 KOHTPOJIL) Must be shared by everyone in the
organization.

Assignment 9. Read the text and translate it into Ukrainian. Compose 10
written questions on it and ask your group-mates to explain the controller’s
responsibilities.

The Controller

In most organizations, control is also the specific responsibility of one or more
managers who have the title of controller. A large organization may have a
corporate controller as well as other controllers in each division. The controller’s
job is to help line managers with their control activities, to coordinate the overall
control system within the organization, and to gather relevant information and
report it to all managers.

Controllers are particularly involved in the control of financial resources. This
Is consistent with the pervasiveness of financial concerns in control. Because of the
increased importance of the control function in recent years, the position of
controller has taken on added stature in many organizations.

Assignment 10. Complete the dialogue below with suitable words from the
box. Practice it with your group-mates.
The Control Process

action alterations communication  constant  feedback  flowchart
goals goal-setting measure monitoring  objectives outcomes
performance process setting

Student: So, we’ve looked at different areas of management control. How
actually does a manager carry out the control function in his or her job?

Trainer: Good question! Well, control is a (1)

Student: Of course.

Trainer: Management is dynamic, change is a constant. So control is also a (2)

. Management control is a process of (3) and (4)
organizational activities to meet organizational (5) . This process involves
constant (6) at all levels, so (7) IS very important.

Student: Is it possible to construct a (8) to illustrate the process?
Trainer: Yes, | think we can. First we have the desired (9) . These
are part of agreed (10) . The manager then establishes (11)

plans, and ways to monitor (12)
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Student: And so we (13) performance.
Trainer: Correct. And the next step?
Student: We compare performance with targets and make any necessary (14)
. We may also change aspects of the work.
Trainer: Yes. We can complete a loop here, through feedback. This forms the
basis for future action and (15)

Assignment 11. Choose a situation to speak on:

a) Interview several local managers to determine which approach to control
they seem to use most — steering, concurrent, postaction, or multiple. Share your
results with class.

b) Imagine yourself to be a top-manager of a firm. You are to present the
control process of your organization to the administrative staff. Use the scheme.

The Control Process

Established desired outcomes/Ag@\goals

Action plans

onitor performance

=

d/leasure performance/outcomes

Q:> Compare outcomes with targets

Am%greed targets/Alter methods/proc

% Feedback

New goal-setting/Communicatio

Grammar

Grammar: Conditional Sentences (p.)

*CkaaagHomiapsiane peyennsi ymou (Conditional sentence) ckiamaernscs 3
JBOX 4YacTHH: miApsaHe pedyenHs (Subordinate clause) Bupaxae ymoBy
(condition), ronoBHe peuenns (principle clause) Bupaxkae pesyabtat (result).
[HOmiI mimpsimHI pedeHHS yMOBM HasuBaroTh if-clauses dyepe3 Te. mo BOHH
nounHaroThes 31 cnonydynuka If — skmo. Konm migpsimHe pedeHHs CTOITh mepe
TOJIOBHUM, BOHO BIJJOKPEMITIOETHCS KOMOK. Komu mepimm i71e TOJI0BHE PEUYCHHS,
KOMa HE BXHUBaeThCsA. CKIAMHOMIAPSIHI peYeHHSsI YMOBH B 3aJIC)KHOCTI BIJ
BIJIHOIIICHHSI YMOBHU /IO PEabHOCTI MOAISIIOTHCA HA HACTYNHI THIH: pedeHHS
speanbHoi” ymoBu (Zero Conditional), peuyenns ,,iimoBipHoi” ymoBu (First
Conditional), peuennsi ,manoiimoBipHoi” ymoBu (Second Conditional),
peueHHs ,,HepeaabHoi” ymosu (Third Conditional).
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*Peuenns ,,peajbHoi” ymoBu - Zero Conditional (p.)
Komu mu roBopumo 1mpo 3arajbHOBiIoMi ¢pakTh abo peanbHi ymoBHu (true
facts),B 000X yacTHHAX peUEHHsS BXKUBAIOTHCS TenmepilHi yacu — Present tenses.

If-clause (condition)
If/when + present tenses

Principal clause (result)
Present Simple

If sales increase (present simple),
Slkmo mpomax 3pocrae

we make more profit.
MU OTPUMYEMO OLTBITIE TPUOYTKY.

If interest rates are rising (present
continuous),
SKI0 BiZICOTKOBA CTaBKa 3POCTAE,

bank loans become more expensive.
OaHKIBCHKI MMO3UKH CTAIOTh JTOPOKIUMHU.

When you have finished the
programme (present perfect),

Komu Bu 3aBepinyere nporpamy,

you get a certificate.

BH OTPUMYETC HOCBi,ZILIeHHSI.

Mu MoXeMO BXKHBAaTH CIIOJIYYHHUKH abo |f, abo When, SKIIO BOHHU IICPCOAIOTH

3HAYCHHS «II0Pa3y, KOJW» - every time:

e.g. If/when/every time the price of a product falls, demand for it usually
rises. — ll{opasy, ko 1iHa Ha TOBAp Majae, MOMUT Ha HHOTO 3a3BUYAM 3pPOCTaE.

Assignment 14. Complete the first part of the sentence in column A with the

right endings in column B.
A

. Every time Peter chairs a meeting

. If you send someone an email,
. If inflation rises,
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. | always fly Club Class

when | go on a long haul flight.
it normally arrives in seconds.

| usually look after them.

if they give aid.

it always goes on for a long time.

—mSQ@ o o0 TR W

. People are usually more productive

. Governments expect something in return

. When you have a high staff turnover,
. If employees from our Hamburg office visit,
. We spend a great deal on promotion

whenever we launch a new model.

if they work in pleasant surroundings.
the value of people's savings decreases.
something is wrong with the management.

*Peuennst ,iimoBipHoi” ymoBu — First Conditional (p.)
Kosm mu roBopumo mpo iimMoBipHuii pe3yiabrar B MaiioyrHbomy (likely
future), B 000X yacTHHAX pEUYEHHS 3aCTOCOBYIOTHCS HACTYITHI YacH:
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If-clause (condition)
If + present tenses

Future Simple

Principal clause (result)

If you give me an extra holiday,
Skmo BM jgacTe MeEHI J0JaTKOBY
BIJITYCTKY,

| shall work this weekend.
s IPAIFOBATUMY B 111 BUX1JIHI.

If you are meeting them at three,
SIKI10 BM 3yCTpiUaTUMETECh 3 HUMU O
TPETIi,

YETBEPTIH.

he will join you later at four.
BiH TPUEIHAETHCA JO Bac IMi3HIIIE O

If you have placed the order,
HKHIO BHU pOBMiCTI/ITe 3aMOBJICHHA,

the goods will arrive in ten days.
TOBapu NMpuoOyayTh 3a 10 1IHIB.

Bapiamii.

3amicte Future Simple mMu MokeMO BXUBaTH B TOJIOBHOMY pPCUCHHI
Haka3oBuii cnocio (Imperative Mood) uu monmanbHi gieciaoBa can, may:
e.g. If you hear from Susan today, tell her to ring me.(tell — imperative

mood)

If we sign the contract today, we can start production at the end of the next

month.
(can - modal verb)

Assignment 15. Fill in the blanks with if or when.
1. Idon't think you'll have any problems, but call me ... you do.
2. Mrs Barton is coming this afternoon. Could you send her up ... she

arrives?

3. We won't be able to compete ... we don't adopt a better Internet strategy.
4.  Put that on my bill please, and I'll pay ... I check out.

5. I'll be disappointed ... I'm not promoted this year.

6. Sales are low this spring, but they will improve ... summer starts.

Assignment 16. Look at the notes about each situation. Then write ‘first’

conditionals as in the example.
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1. a) motorway may be very busy - we/miss the flight
If the motorway is very busy, we Il miss the flight.
b) traffic may be OK - we/get to the airport on time

Assignment 17. Complete the sentences.

If I have time this week, .....................o.ol. .

If I go on holiday this year, ......................... :

If I can affordit, .........coooi .

If | carry on learning English, ...................... .

If [ stay in my present job, ..............ccoeenne.e .

If I feel tired this evening, .................coovvini. :

If I finish work early, ... .

If | move to another house at some stage in future, .............. .

NGk owbdE

*If ...not vs. unless/except if

Unless/except if osnagarors if ...not — sAkmo...ne. [Tamsraiite, 110 peUeHHs 3
unless/except if micTsATh MpHCYI0K B CTBepIKYBajbHiil ¢opmi, Xo4ya MaroTh
3anepevHe 3HavyeHHs1. [lopiBHsiiiTe:

If he does not arrive soon, he will miss the presentation.

Unless he arrives soon, he will miss the presentation.

Except if he arrives soon, he will miss the presentation.

Assignment 18. Rewrite the following sentences using unless/except if instead
of if...not.

1. This information will be of no value if it does not arrive in due time. 2. The
control system will be inefficient if it does not fit into the overall organizational
system. 3. The head manager will deal with resistance to control if he does not
encourage participation. 4. We shall suffer considerable losses if we do not start
controlling our financial resources. 5. The controller’s job will be ineffective if he
does not help line managers with their control activity.

* Provided that, as long as, etc.

Mu BHKOpHCTOBYEMO citoBocmoyueHns provided that/providing, as long as ta
S0 long as, siki MarOTh 3HAYEHHSI «SKIIO 1 TUIBKH 3a YMOBH SIKII0», KOJH HEOOXIIHO
H1IKPECIUTH YMOBY.

161



I will sign this contract provided that you guarantee me a commission rate of
15%. (I will not sign it if you do not give me this guarantee).

The strike will be successful as long as we all stay together. (It will only
succeed if we all stay together.)

Providing Ta so long as o3nauaiots TO came, o i provided that ta as long as,
ajic BOHU He Taki (opMabHI.

Assignment 19. Study the difference between provided that, as long as.
Underline the best option from the words in italics, explain your choice.

1. We'll sign the contract today provided that/unless there aren't any last
minute problems.

2. The banks will support us unless/as long as the company is profitable.

3. I won't call you unless/providing | have a problem I can't deal with.

4, So long as/unless we continue to order in bulk, they will go on giving
us free delivery.

5. Unless/Provided that we solve the problem now, the situation is going
to get worse.

6. We will be able to start this project in two months as long as/unless the

board think it is a good idea.

Assignment 20. Match the first part of each sentence with the right endings in
column B.

There’s going to be a train strike tomorrow
The union won't go on strike

She will accept the job

She won't accept the job

Unless sales improve dramatically

If sales improve dramatically

Unless we pay them immediately

If we pay them immediately

unless we give her the salary she wants.
we will not have a loss this year.
we will have a loss this year.
they will not take legal action.
unless we agree to their demands.
if we agree to their demands.
they will take legal action.
if we give her the salary she wants.

PP o0 T Y mONOOOrWNED

* [Ticns cmis if, in case, so that BxuBaroThCs Tenepimmi yacwu.

If — ,,AKI10” BBOJUTH PEUCHHS YMOBH.

In case — ,Ha TOH BHUNAAOK, HAKIMO” (IIOCH MOXKE TPaNUTUCh Y
MalOyTHBOMY).
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So that — ,,aas Toro, mo6” (mpo Mety 1ii).

Assignment 21. Finish each sentence in three ways, using if, in case, and so

that.
1. Iam going to leave early ...
a ... if my boss lets me.
b ... in case the traffic is bad.
c ... so that I get to the airport on time.
2. T’ll take some local currency with me ...
a..if.....
b...incase......
c...sothat ......
3. I’ll take my address book with me ...
a...if......

b...incase......

C...sothat ......

4. They haven’t paid the invoice yet. I’ll send them a reminder ...

a..if......

b...incase......

C...sothat ......

5. You’d better take your driving licence with you ...

a..if......

b...incase......

c...sothat ......

Discussion of the text.

1. Speak about the notion of control.

2. What are three basic approaches to control?

3. What are four basic steps to establishing a control system?
4. What does effective control include?

Unit 20. Text: Control Techniques and Methods
Grammar: Conditional Sentences
Conditionals Second and Third
Assignment 1. Read and learn the following words and phrases:
to enhance organizational effectiveness — migBuinyBatu e()EeKTUBHICTb
oprasizariii;
to provide objective indicators — naBati 00’ €KTHBHI O3HAKH;
to road maps for action — mnanyBatu (MaitOyTHi) 1ii, poOOTY;
rigid — >xopcTKuil, HErHYUKHI;
subject to misuse — 00’€eKT 3710BKUBAHHS;
to transmit — nepegaBaTH, MOCUIATH;
budget requests — OromKeTHI BUMOTH;
financial budget — ginancoBwuit 6101KeET;
cash flow budget — roriBxoBuii OromKeT;
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capital expenditure budget — Oromker kamiTaIOBKIIaICHb,
balance sheet budget — 6anancoBuii 0romKeT;

operations budget — Troprosuii Or0KeT;

revenue budget — npuOyTkoBHIi OIOKET;

expense budget — OroKeT BUTpAT;

profit budget — 6rokeT MepCIeKTUBHUX MTPUOYTKIB;
nonmonetary budget — HerpomioBuii (0e3BaIIOTHHIT) OI0KET;
output budget — 6romxet o0csaTY BUpOOHUIITBA, BUITYCKY MPOIYKIIIi;
labor budget — GropkeT TpyAOBHX BUTPAT;

space budget — 6roxeT mpocTopy;

fixed costs — ¢ikcoBaHi BUTpaTH; MOCTilHA IiHA, BAPTICTh, BUIAATKH;
variable costs — 3miHHI BHIATKH, BUTPATH;

ratio analysis — anani3 koedimi€eHTiB;

balance sheet — 6amancoBwii 3BiT;

assets — aktuBwm (0anancy); kamitai, GOHIU, MaHO, BIIACHICTb;
Income statement — 3Bit po NpUOYTKH;

to incur — 3a3HaBaTH, MiAMAIATH;

regardless — He nuBIAYUCH Ha,

to reward inefficiency — BigmkoayBati Hee()eKTHBHICTB;
controversy — cyrnepeuka, TUCKyCis;

reference — nocunanHs, repenaya Ha po3rJyIs y 1HIINY 1HCTAHIIIIO;
audit — nepeBipka, peBi3is;

external audit — 30BHiIIHS peBi3i;

internal audit — BayTpinHS peBi3is.

Assignment 2. Read and translate the following text:

Control Techniques and Methods

Control techniques are the tools that managers use to enhance organizational
effectiveness in general, and organizational control in particular. The major
strengths of control techniques are that they provide objective indicators of how
the organization is doing and road maps for actions. The weaknesses are that they
can be rigid and uncompromising and also subject to misuse.

Although the particulars of the budget process are unique for every
organization, the process usually starts at the top of the organization with a call for
budgets, which is then transmitted downward throughout the whole organization.
Working from the lowest levels upward, budget requests are then developed and
moved up through the organization. After one or more attempts, the final budgets
are sent back down.

There are three basic types of budgets: financial, operations, and non-
monetary. Financial budgets include cash flow budgets, capital expenditure
budgets, and balance sheet budgets. Operations budgets include revenue budgets,
expense budgets, and profit budgets. Nonmonetary budgets include output
budgets, labor budgets, and space budgets.
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Budgeting involves fixed, variable, and semivariable costs. Fixed costs are
those incurred regardless of the level of operations. Variable costs are those that
vary relatively directly with the level of operations. Semivariable costs also vary
with the level of operations, but not in a direct fashion. The weaknesses of
budgeting are that it can be used too rigidly, can be very time consuming, can limit
innovation, and can be used to reward inefficiency. Its strengths are that it makes
planning, coordination, and control easier and also provides documentation in case
of controversy and for future reference.

Financial analysis refers to techniques and methods used to understand and
control the monetary aspects of an organization. The most important types are ratio
analysis and audits. Ratio analysis involves calculating and evaluating any number
of ratios of figures obtained from an organization’s balance sheet and income
statement. Audits are independent appraisals of the company’s accounting,
financial, and operational systems. External audits are performed by experts who
do not work directly for the organization. Internal audits are conducted by those
who do.

Control techniques have been developed for every area of organizational
performance, not just financial and operational performance. Two of the more
important areas are human resource control and marketing control. Human resource
control focuses on the members of the organization. Marketing refers to those
activities that get consumers to want the goods and services of the company.

Computers are used in control because of their ability to handle enormous
amounts of information in fractions of a second. Because they are fast and accurate,
and have large storage capacities, they are invaluable control aids. However, they
can be expensive and difficult to use, and some managers overrely on computer
data.

Assignment 3. Answer the following questions.

. For what do managers use control techniques?

. What are the major strengths of control techniques?

. What does the budget process usually start with?

. How many basic types of budgets do you know?

. What do operations budgets and nhonmonetary budgets include?
. What do financial budgets include?

. Budgeting involves fixed, variable, and semivariable costs, doesn’t it?
. What are advantages and disadvantages of budgeting?

. How are monetary aspects of an organization controlled?

10. What are the most important types of financial analysis?

11. How can you explain ratio analysis?

12. What do you know about audits?

13. What does human resource control focus on?

14. What does marketing refer to?

15. Why are computers used in control?
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Assignment 4. Give Ukrainian equivalents of the following words and word
combinations:

financial budget, balance sheet budget, revenue budget, output budget, fixed
costs, variable costs, semivariable costs, ratio analysis, assets, liabilities, owners’
equity, liquidity ratio, current ratio, debt ratio, to reward inefficiency, audit, external
audit, internal audit, turnover, share-market, market share, profit margin

Assignment 5. Give English equivalents of the following words and word
combinations:

MiIBUIIATH €(PEeKTUBHICTh OpraHizaiii, TUTaHyBaTH MauOyTHI 1ii, OromKeT
KaliTaJOBKJIa/eHb, TOProBUil OMOXKET, MpHOYTKOBUI OIOKET, Oe3BaTOTHUMN
Oromker, OamaHCOBMI 3BIT, 3BIT MpO MPHOYTKM Ta BUTPATH, 30BHIIIHS pEBi3if,
BHYTPIIIHS PEBI3isA, CylNepeyka, aKTUBH, MacHB OallaHCy, aKIIOHEPHMH KarmiTal,
TOTIBKOBUU OIOJIKET, OF0JIKET MEPCIEKTUBHUX MPUOYTKIB, PUHOK aKI[ii

Assignment 6. Match appropriate explanation in the right column with the
concept in the left column.

1. Control techniques refers to techniques and methods used to
understand and control the monetary aspects of an
organization.

2. Variable costs are independent appraisals of the company’s
accounting, financial and operational systems.

3. Financial analysis include revenue budgets, expense budgets, and
profit budgets.

4. Audits are those costs that vary relatively directly with the
level of operations.

5. Operations budgets involves calculating and evaluating any number of

ratios of figures obtained from an organization’s
balance sheet and income statement.

6. Budgeting involves fixed, variable, and semivariable costs.

7. Ratio analysis the tools that managers use to enhance
organizational effectiveness in general, and
organizational control in particular.

Assignment 7. Translate the words in brackets to complete the following
sentences.

1. Control techniques are the tools (siki BUKOPHCTOBYIOTH MEHEIDKEPH IS
HiABUILIEHHS e()EKTUBHOCTI OpraHi3allii).

2. (OcHOBHI TIepeBaru METO/IiB KOHTPOJIIO B TOMY, 1110 BOHH) pProvide objective
indicators of how the organization is doing and road maps for actions.

3. The weakness are that they can be (Heray4ukumu ta 6€3KOMIPOMICHUMH, A,
TaK0X, 00’€KTOM 3JIOB)KUBAHb).

4. There are three basic types of budgets: (¢pinancoBuii, TOTIBKOBHI Ta
Oe3BaIFOTHUH).
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5. (dinancosi OromkeTn BKiodaroTh) cash flow budget, capital expenditure
budget, and balance sheet budget.

6. Operations budgets include: (mpuOyTkoBuii OromkeT, OMOKET BHTpAT,
OXO/KET MEPCICKTUBHUX MPUOYTKIB).

7. The strengths of budgeting are that it makes planning, coordination and
control easier (a TakoXx HaJa€e TOKYMEHTAIIO Y pa3i BHHUKHCHHS CYIIEPEYOK Ta JIJIs
nepeavl Ha po3rJIsl B 1HIY 1IHCTAHIIO).

Assignment 8. Read the paragraph and put the terms in the box into the
correct place.

income statement auditors balance sheet liabilities accounting
standards results assets control

Public Limited Companies (PLCs) are required by law to publish end-of-year
financial statements. This report on the financial performance, or ... of the company
must include at least an ... and a ..., so that shareholders can asses the performance
of the company. ... check the accuracy of the accounts and often apply national or
internationally recognized ... . The balance sheet shows the firm’s ... and ... ,
while the income statement tells shareholders what kind of return to expect on their
investment. Companies often publish half-year or interim results as a tool and
method of ... .

Assignment 9. Read the following information and answer the questions.

- money in the bank, investments that can
be easily turned into money, money that
customers owe, stocks of goods that are going to

current assets

fixed assets

- equipment, machinery, buildings, and
land;

- things which you cannot see. For
example, goodwill (company’s good reputation
with customers) and brands (brands that have
power to earn money.)

intangible
assets

1. What kind of assets is each of the following?

2. Which three are not assets?

a) Vans which a delivery company owns and uses to deliver goods.

b) Vans for sale in a showroom.

c) A showroom owned by a company that sells vans.

d) A showroom rented by a company that sells cars.

e) Money which customers owe, that will definitely be paid in the next 60
days.
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f) Money which a bankrupt customer owes, that will certainly never be paid.

g) The client list of a successful training company, with names of clients, all of
whom are successful businessmen.

h) The client list of a training company, with names of clients, that have all
gone bankrupt.

Assignment 10. Read the following headlines that can be published, answer
the questions and write ten sentences about one of

ABC announces about possible

ABC achieves higher profit margin trans_fer of some activities to
Mexico
ABC’s mark-up are too high \‘\/

ABC announces increased turnover
and high manufacturing costs

ABC’s income statement
details its unprofitable
activities

1. Which story is likely to tell you that the company has increased its revenue
this year?

2. Which story is likely to tell you that gross profit has fallen?

3. Which story is likely to tell you that the company is going to have a branch
in another country?

4. Which story is likely to tell you that consumers are unhappy with ABC’s
prices?

5. Which story is likely to tell you that profits can be expected soon?

Grammar: Conditional Sentences (p.)

*Jlns TOo3HAaYeHHs MAaJoWMOBIpHMX CHUTyawiii B TenepiliHbomMy a0o0
MaiioyraboMy 4aci (imaginary future) BHKOPHUCTOBYIOTHCS — pedYeHHS
L,MmasoiimoBipnoi” ymoBu — Second Conditional.Crionyunuk if mepexianaerscs
CIIOJIYYHHKOM ,,IKOM”’. B TOJIOBHOMY pedeHH1 MPUCYIOK MEePEeKIaIa€ThC YMOBHUM
crocoOoM (JacTka 6/6m).

If-clause (condition) Principal clause (result)
If + Past Simple/Past Continuous Would + Indefinite infinitive
If I lost my job tomorrow, I would move to London to find another
SkOu 51 BTpaTUB pOOOTY 3aBTpa, one.
S nmepeixaB 6u no Jlongona, mo0 3HaMTH
HIITY.

B peuennsix 3 Second Conditional miecioBo be BxuBaeThes nuie y Gpopmi
were:
e.g. If Anna were here, she would help us.
Bapiamii
MoskMBe BUKOPUCTaHHS MOJaIbHUX AieciiB Might ado could 3amicts would:
e.g. If we had the financing, we could expand much more rapidly.
If the terms of the contract were different, we might accept it.
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Assignment 11. Complete the sentences with the correct form of verbs in the
box.

change be think speak apply
be earn be get produce

1. | think I might ... that job in Paris if I ... for it, but I'm not interested in it.

2.If1... you, I'd ... very carefully before investing.

3. It's a pity you've refused to talk to him. He might ...  his mind if you ... to
him personally.

4. It's a pity the circulation of our magazine is so low. If it ... higher, we could
... a lot more from advertising.

5. If our labour costs ... lower, we could ... cheaper goods.

Assignment 12. Read through the following sentences. Decide whether the
events are likely or imaginary, and put the verbs in brackets into the right tense.

1. If everyone ... (contribute) 20% of their salaries to charity, there would ...
(be) no poverty.

2. I am confident that we ... (meet) our targets if we ... (maintain)
our current level of sales.
3.If1... (be) inyour position, | ... (insist) on having more staff in

the department.
4. Please have a seat. If you ... (wait) a couple of minutes, I ...
(give) you a lift.

5. I'm expecting a call from Grayson's. If they ... (ring) today, please
... (let) me know at once.
6. | ... (apply) for the job if I ... ~ (have) an MBA, but unfortunately I
haven't.

7.1... (be) back at 8.30 if the traffic ... (not/be) too bad.
8. What laws ... (you/change) if you ... (be) the Prime Minister?

Assignment 13. Questionnaire

Read the questionnaire and for each question write a number from 1-5 to show
how often you would act in this way. (I=never, 2=rarely, 3=sometimes, 4=often,
5=always). Then turn the page to work out what your score means.

What is your management style?

1. 1f my team had to make a decision, | would encourage everyone to
participate and | would try to implement their ideas and suggestions.

2. If I had to teach people new tasks and procedures, | would enjoy it.

3. If I were in charge of an important project, 1 would closely monitor the
schedule to make sure it was completed in time,

4. | were faced with a very challenging task, | would really enjoy it.

5. If 1 found a good idea in a book on training, leadership, and psychology, |
would try to put it into action.

6. If | had to correct an employee's mistake, | wouldn't mind upsetting him or
her.
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7. If I had to manage a complex task through to completion, | would supervise
every detail.

8. If I were in charge of a complex task or project, | would enjoy explaining
the details to my employees.

9. If I had to complete a complex project, | would naturally break it up into
small manageable tasks.

10. I would achieve my goals, even if it meant upsetting some people.

11. If I were in charge of a project, | would concentrate on building a great
team.

12. | would enjoy analyzing problems, if | was put in charge of a very
complex project.

13. It would be easy for me to give employees advice on how to improve
their performance or behaviour.

14. If | had to carry out several complicated tasks at the same time, it would
be possible for me.

Questionnaire result

Task questions: 3

4
7
9
10
12
14
Total:
People questions: 1
2
5
6
8
11
13
Total:
35
0| Country Team ~ Add up your scores and put them on the
Ciub Leader diagram. Draw a vertical line on the task axis
25 and a horizontal line on the people axis. The
PEOPLE 20 point where the lines cross shows your
leadership style.
15
Impoverished Authoritarian
* What the four styles mean:
5

5 10 15 2025 30 35
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Country Club leaders want everyone to like them, and are keen not to upset
people. If you are a 'Country Club' leader you need to be more forceful with your
employees.

Impoverished leaders are afraid of upsetting others and are not very capable
of getting things done. If you are one of these, you need to re-evaluate your
management style because at the moment you are not pleasing anyone or getting
results.

Authoritarian leaders care very little about what people think of them. If you
are one of these, you get results, but you should realize that they would be even
better if you learned to deal with people more effectively.

Team leaders are the best type of leaders. If you are a team leader, you are
good at managing people and at achieving results.

Assignment 14. Write down the advice you would give in the following
situations. Begin each answer with If | were you ....

What would you say to ...

1. ... an 18 year old who wanted to join your company instead of taking
up a place at a well-known university?
.. a colleague who had not heard about the result of an interview?
... a friend who asked you what kind of car he should buy?
... someone who was looking for a job with your company?
.. a visitor to your town who asked which restaurants were good?

b wn

*]J1J1s1 TO3HAUYCHHSI HepeaJbHOI il B MUHYJI0OMY ( 1I0Ch OakaHE HE CTaJoCh
a00 HaBMaKW, CTAJOCh MIOCh HeOakane) (imaginary past) BHKOPHCTOBYIOTHCS
peyeHHsi ,HepeaabHoi’ ymoBH — Third Conditionals. Cnonyunuk if
MEPEKIIAIA€ThCS  CIOJIYYHHKOM  ,KOM”. IIpHCyOK TOJOBHOIO  pEUYCHHS
NIePEKIIAIA€ThC YMOBHUM CITOCOOOM (YacTka 06/0m).

If-clause (condition) Principal clause (result)

If + Past Perfect Would + Perfect Infinitive

If we had offered a lower price,
AxOn MM 3anpONOHYBAJIM HUXKUIY

We would have got the contract.
MU OTpUMad O KOHTpakT (ane

IiHY, 1[OTO HE CTAJIOCh).
If we hadn’t offered a lower price, We would have lost the contract.
AxOn MM He 3ampomnoHyBajlu MU BTpaTWiId O KOHTpakT (ane
HUKUY 1IHY, LIOTO HE CTAJIOCH).
Bapianii

3amicth WOUld MOXyTh BXKMBAaTUCh MOJIANIBHI JliecioBa could a6o might:

e.g. If he had coped with the task, he might have been promoted.- SIxou Bin
CIIPaBUBCS 3 3aBJIaHHAM, HOTO, MOKJIMBO, NiABMIUIHN 0.(I[poro HE cTasioch).

If she had come earlier, she could have met our new partner. — SIkOu BoHa
NpUiiliia paHilie, BOHA MOrJa 0 3ycTpitu Hamoro HoBoro naptHepa. (Llporo He

CTajoCh).
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Assignment 15. Put the verbs in brackets into the correct form: past perfect or
would + perfect infinitive.

1. If we ... (know) that the company had such huge debts, we wouldn't have
invested in it.

2. We would have won that contract if we ... (make) a better offer.

3. They ... (go) out of business years ago if they hadn't invested in new
technology.

4. Would sales have been higher if the price ... (be) lower?

5. Ifwe ... (wait) a few more months, we'd have saved a great deal of money
on the IT system.

6. The company ... (move) earlier if it had found suitable premises.

7. ...you ... (accept) the new job if they'd offered it to you?

8. If the flight had been delayed, | ... (stay) at the airport hotel.

Assignment 16. Transform the following First Conditionals into 1) Second
Conditionals, 2) Third Conditionals as in the model. Translate the sentences.
Model: If I meet him, | shall tell him the news. (First Conditional)
If I met him, | would tell him the news. (Second Conditional)
If I had met him, | would have told him the news. (Third Conditional)
1. If he misses the train, he will be late for his interview. 2. If all departments
send us their budgets, we shall distribute our finances properly. 3. If we hire
experienced accountants, they will perform an internal audit. 4. If she prepares the
balance sheet, we shall send it to the CEO. 5. If we do not install this computer
programme, our control system will be unreliable.

Assignment 17. Rewrite the sentences using mixed conditionals.

1. We didn't order the parts at the end of June. They aren't here now.

2. We felt we could trust each other. Now we are partners.

3. He lost his driving license. Now he has to take taxis everywhere.

4. You didn't go on the course. You don't know how to operate the new
equipment.

5. I went to school in France. Now | am bilingual.

Assignment 18. Case Study

Small manufacturers in the USA are learning about quality control from the
Japanese. Consider the case of Metalloy, a metal-casting company. In the late
1980s, Metalloy signed a contract to make engine-seal castings for NOK, a leading
Japanese manufacturer of automotive parts. NOK sent rubber rings to Metalloy to
be inserted into round metal parts, which Metalloy then shipped to Japan.

In the first shipment of 5,000 parts, NOK reported finding 15 defective ones.
NOK requested a meeting with Metalloy and expressed dissatisfaction with number
of defective parts. The president of Metalloy, David Berlin, countered by having his
staff inspect the thousands of rubber rings that NOK had supplied them to calculate
the percentage that were defective. When his staff reported to him that there were
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no defective rings in the thousands, he began to understand what quality really
means.

Metalloy asked NOK officials to help it learn how to improve quality control.
Now carefully developed instructions about quality are posted at each work station,
and each operator inspects his or her own work as it is finished. The result is that
Metalloy’s defect rate is fifteen times better. The challenge is for companies like
Metalloy to be able to reduce costs by increasing quality.

1. What was the problem with Metalloy quality?

2. How did they learn how to improve the quality of production?
3. Do you agree with the solution provided by Japanese officials?
4. What else can be done to improve quality control?

Discussion of the text:

1. What are the control techniques?

2. What types of budgets do you know?
3. Where are control techniques used?

Module 8 International Management
Unit 21 Text: Planning for International Business
Grammar: Types of Clauses

Assignment 1. Read and learn the following words and word combinations.
world-wide economy — cBiTOBa €eKOHOMIKa,;

to engage (in) — 3aiiMaTHCh, 3aay4aTHCh (10);

to acquire — naOyBaTH, OTPUMYBATH;

revenue — HaaXxoKEHHS, MPUOYTOK;

to expand — po3mpsATHCH, 301IBIITYBATHCH;

entry method — meToa BXOmKeHHS;

Overseas — 3aKOpJ0H,

licensing — nmineH3yBaHHs;

joint venture — criyibHe MiAMPUEMCTRO;

direct investment — mpsima iHBECTHIIIS;

whatever — sxuii Ou He;

to conduct — npoBoauTH, BeCTH (CIpaBH, TOIIO);

transnational corporation (TNC) — tpancharmionansaa kopropartis (THK);
affiliate — ¢inis1, ovipHe MIAIPHEMCTRO;

division design — mozesb miapo3ainy;

matrix design — Mozenb MaTpHili;

pool- crineHuit Goua, 00’ €aHAHI pe3epBU /KaAPH;

global strategy — rmo6ansHa crpaTeris;

standardized — crangapTi3oBaHui, yHI(pIKOBaHHUI;

product and marketing strategy — crpaterisi BApOOHHUIITBA Ta MAPKETHHTY;
multinational strategy — 6araToHarioHanbHa cTpaTeris;

buying habit — xymiBensHa 3BHUKa;
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thus — TakuM YHHOM, OTIKE;
to secure — rapaHTyBaTH, 3a0e3MeUyBaTH

Assignment 2. Read and translate the following text.

Planning for International Business

International business is business activity that takes place across national
boundaries. International business is one of the most important features of the
modern world-wide economy. A company that engages in international business is
usually based in a single country but acquires some part of its resources or
revenues from other countries.

Companies may decide to expand internationally for a number of reasons
which may include a) receiving orders from foreign customers, b) the decision to
open new markets, c) the decision to stop foreign companies from entering specific
foreign markets and eventually becoming competitors, and d) offering a unique
product and value. Companies planning to become international must consider four
factors: market factors, production factors, competition, and government.

Once the decision to go international has been made, several entry methods
are available: exporting (selling overseas), importing (buying from overseas),
licensing, establishing joint ventures, and direct investment in foreign operations.
Whatever the reason and method that the company has chosen to become
international it must learn how to conduct business abroad and operate in a global
economy.

International management is the process of planning, organizing, leading and
controlling in organizations engaged in international business. Such organizations
vary in size from small to midsize to multinational businesses. A considerable
amount of international business is conducted by transnational corporations. A
transnational corporation (TNC) is typically an organization that engages in
production or service activities through its affiliates in several countries, controls
the policies of those affiliates and runs its global operations with a coordinated
strategy.

As TNCs are generally rather large their organization structure might be
arranged according to the international division design or the international matrix
design. TNCs have a large pool of managerial personnel who choose either a global
or multinational strategy in conducting their operations.

A global strategy uses a standardized product and marketing strategy
world-wide, that is, the same product is sold in essentially the same manner
throughout the world. The example of a corporation that applies a global strategy is
MacDonald’s, which operates a world-wide network of restaurants, selling the same
products and offering the same services.

If a company chooses a multinational strategy, then product and marketing
strategies differ according to the customs, tastes and buying habits of a particular
national market. Consider the Ford Corporation, one of the biggest producers of
cars. Ford cars are designed, produced and sold for individual markets. Thus cars
made for European customers are never seen in the United States.
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Whatever the strategy, the principal goal of international management is to
expand and secure the company’s position in the global market.

Assignment 3. Answer the following questions.

1. What is a characteristic feature of a company engaged in international
business?

2. What reasons make companies expand internationally?

3. What factors must companies planning to become international consider?

4. Through what methods can a company enter foreign markets?

5. What is called ‘international management’?

6. How is a transnational corporation defined?

7. What letters stand for a ‘transnational corporation’?

8. What divisions are included in the organization structure of a transnational
corporation?

9. What are the two strategies for running an international business?

10. What is the essence of a global strategy? Provide an example.

11. What is the essence of a multinational strategy? Provide an example.

12. How can you define the principal goal of international management?

Assignment 4. Translate into English.

BaxxnuBa puca; okpeMa KpaiHa; MepenKoIKaTi KOMYCh BCTYIIHTH Ha PHHOK;
IPOMOHYBATH YHIKAJIbHUI MPOAYKT; TOUIPHA KOMIIAaHis, IO 3HAXOAUTHCS y MOBHIM
BJIACHOCTI; KOMIIAHII CEPEJHBOTO pPO3MIPY; CBITOBA MEpEkKa PECTOPAHIB;
BIJIPI3HATUCS B 3QJICKHOCTI BiJ] (UOTOCH).

Assignment 5. Translate into Ukrainian.

World-wide economy; to acquire resources or revenues; to expand
internationally; to establish a joint venture; whatever the reason and method,;
typically; to control the policy of an affiliate; a standardized strategy; in essentially
the same manner; a particular national market.

Assignment 6. Match and learn the synonyms.

A: conduct, to vary, revenue, to acquire, subsidiary, division, to expand, to
offer, eventually, to operate, habit;

B: affiliate, finally, custom, income, to run, to get, to differ, to propose, control,
group, to grow.

Assignment 7. Substitute the words in italics with their synonyms.

1. The company operates two subsidiaries in Eastern Europe.

2. Where do you get your income from?

3. He controls the work of the product group in our affiliate.

4. Before making a decision to expand he studied the buying customs in this
particular country.

5. Eventually she proposed to establish a joint venture with the local producer.
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6. The company has grown in recent years and finally has become a leader in
the market of household goods.

Assignment 8. Match and learn the opposites.
A: revenue, receive, enter, wholly, different, expand;
B: leave, partially, expenses, contract, the same, send.

Assignment 9. Complete the sentences with the words from Assignment 8 in
proper form (the first letter is given).

1. As we have 30% of the shares we control this business only p... .

2. R... is money that comes from the sale of products or services.

3. A company that wants to e... internationally can choose one of the four main
methods to e... the foreign markets.

4. You have to control your e¢..., otherwise you’ll go bankrupt.

5. Under the global strategy customers throughout the world r... the s...
products and services.

Assignment 10. Insert the proper preposition from the list below.
in (3) for (1) from (4) of (1) through (1) to (2) with (1)

1. This company is engaged ... international business ... its affiliates ... Eastern
Europe. 2. Where shall we acquire financial resources ...? 3. ...a number of reasons
they decided to buy raw materials ... the local extracting company. 4. This firm runs
the global operations ... its subdivisions ... a coordinated strategy. 5. How can you
stop your competitor ... entering this particular market? 6. International companies
vary ... size ... small ... midsize ... big.

Assignment 11. Recognize 7 familiar words, match them with their
explanation, and use them to translate the phrases below.

Venturevenuexpandivisionationalicensinglobal

1) income-

2) of a particular nation —

3) world-wide —

4) make or become larger —

5) undertaking in which there is risk —

6) one of the parts into which something is divided —

7) giving a license —

d) 3acHyBaTH CIJIbHE MiANpHEMCTBO; D) oTpumyBatm mnpubyTku; C)
PO3IIUPIOBATH MIDKHAPOAHY MisUTbHICTh; () BHPOOHMYME MiAPO3AUT; €) TCBHHM
HallloHaNbHUH puHOK; T) MeTo nineH3yBaHHs; () ri1o0anbHa CTpaTeris.

Assignment 12. Use the phrases translated in the previous assignment to
complete the sentences.

1. Our company is planning ... with the local producer. 2. Many TNCs apply
... by offering a standardized product and marketing strategy world-wide. 3.
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International companies ... from their affiliates abroad. 4. ... is often used by
companies that have decided to go international. 5. They are competing with their
rivals to enter this... 6. Due to tough competition within the country they chose ...
7. ... of the company are scattered across the globe.

Assignment 13. Make up questions to the words in bold type.

1. Organizations have several basic options to expand internationally. 2. A
TNC operates through its affiliates in several countries. 3. A standardized
marketing strategy means that the product is sold in essentially the same manner
throughout the world. 4. The principal goal of the international management is to
expand and secure the company’s position in the global market. 5. Organizations
engaged in international business vary in size.

Assignment 14. Translate into English.

1. OctaHHIM YacoM MM OTPUMYEMO Oarato 3aMOBJICHb 3 3aKOpJOHY. 2.
MoX/MBO, BOHM BIAKPUIOTH JeKUIbka (UIA y TIBACHHOMY perioHi. 3.
MixHapoaHUN MEHEKMEHT — BaXXJIMBA CKJIaJ0Ba/4aCTHHA MIKHAPOJIHOTO Oi3HECY.
4. TpaucHaIllOHAJIBHI KOpIOpAIlii pO3MIIIYIOTh CBOi BHPOOHWYI MIAPO3IILIN IO
BCbOMY CBITY. 5. YIpaBIIHCHKUM MEPCOHAT MIKHAPOAHUX KOMIIAHIM i€ 3TiTHO 3
robanbHOI0 abo OaraToHAI[IOHATIBHOIO cTpareriaMu. 6. KymiBelnbHI 3BUYKH
KJIIEHTIB BIAPI3HAIOTBCS y PI3HUX KpaiHax. 7. Mwu npogaemo yHI(IKOBaHY
MPOIYKITII0 Yepe3 MepeKy Hammx MaraswHiB. 8. OCHOBHa MeTa MEHEIKMCHTY —
30€perTH Mo3UIIiK0 HAlOi KOMIIaHil Ha CBITOBOMY PUHKY.

Grammar: Types of Clauses.

I. Subject clauses are introduced by that, whether, if, who, what, which
(whoever, whatever, whichever), where, when, why, how, which are translated as:

that — e, 1o where — te, 7ic; MUTaHHSA B TOMY, 1€

what — Te, 110 when — Te, KoJu; MUTaHHS B TOMY, KOJIH

if, whether — un Why — Te, 4oMy; MUTaHHS B TOMY, YOMY

Who — Toii, XTO; XTO how — Te, sIK; MUTaHHS B TOMY, SIK

which — xTo 3, koTpwii 3; how + adjective — HackiTbkH + PUKMETHHK; T€,
SIK + IIPUKMETHUK

whatever — Bce, 1m10; 110 6 He

Assignment 15. Read and analyze the following sentences, translate them.

1. Whatever he started was a success. 2. That international business is one of
the important features of the modern global economy seems obvious. 3. What is
typical of transnational corporations is their global operations. 4. How difficult it
was to reach the agreement is seen from the protocol of the talks. 5. Whatever
method they choose, the company must expand its international activities. 6.
Whether our decision is timely will be seen in the near future. 7. Why they have
changed their marketing strategy is difficult to say. 8. When both companies will
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establish a joint venture remains unclear. 9. Which of the international subdivisions
Is more profitable can be seen from the annual financial report. 10. How well the
company’s products are received by the public the sales figures will show.

I1. Object clauses are introduced by the same words as the subject clauses.

Assignment 16. Read and analyze the following sentences, translate them.

1. He confirmed what we already knew about the transfer of the operations to
the eastern region. 2. It is not clear whether we should enter this particular market.
3. These latest data give us a better understanding of how our new affiliate in this
country is operating. 4. What is still not certain is whether the method we have
chosen is correct. 5. The question now is from where to acquire raw materials. 6.
These figures explain why our subsidiary is less efficient than we expected. 7. The
problem now is whether the top management is able to start an expansion project for
the company 8. He wanted to know when the standardized product will be launched.
9. They could not agree on how long the restructuring of the company should last.

I11. Predicative clauses are introduced by the same words as subject and object
clauses. The verb to be which is used before the clause is often translated as nonszac
6 MOoMYy, W0; A6TIAE CO00I0 me, Wi0; ue me wo...

Assignment 17. Read and analyze the following sentences, translate them.

1. An important characteristic of a TNC is that it operates through its affiliates
in several countries. 2. The problem is whether we should apply a global strategy or
a multinational strategy in our overseas operations. 3. This book is what is often
referred to as a classical textbook on management. 4. What they aimed at was how
to change the marketing strategy according to the buying habits of that particular
national market. 5. Most important is how they have achieved such fantastic results
in their first year of operating abroad. 6. What | mean is that companies of any size
may be engaged in international business. 7. The question is how well the policies
of our affiliates are controlled. 8. The problem is how to secure our leading position
in the global market. 9. What seems most urgent is where to open our new
subsidiary. 10. What proved most successful was that the company managed to
attract this very talented person to work on our new project.

IV. Among adverbial clauses we distinguish those of manner (how’), time
(when?), place (where?), reason (why?), purpose (with what purpose?), condition (on
what condition?).

Assignment 18. Study the following sentences, define the kind of adverbial
clauses and translate the sentences.

1. The company achieved the leading position in this market sooner than we had
expected. 2. We shall face a huge problem concerning the distribution of our
products unless we receive orders from our foreign customers. 3. This company will
eventually become our competitor unless we stop it from entering the local market.
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4. He is working hard so that revenues will increase. 5. The company stopped
exporting its product to this country because they decided to establish a joint venture
with a local enterprise. 6. We shall open a wholly owned subsidiary in this region on
condition the tax regulations become more favourable. 7. They will give us the
license provided we meet their standards. 8. The local authorities allowed us to build
a new plant in the district where we previously had planned the construction. 9.
What are they going to produce after they install this equipment? 10. Our company
is @ monopolist in the market as it offers a unique product.

Assignment 19. Translate into English.

1. Te, mo mu mnanyemo, OyJie NOCIATHYTO 4epe3 Tpu poku. 2. Korpuii 3
METO/IIB BXO/PKCHHsI 00paTH, 3aJIe)KUTh Bl KepIBHUIITBA KOoMITaHii. 3. BiH moscHus,
YoMy ISl CTpaTeris He € epeKTUBHOI 3a naHux obcraBuH. 4. KommaHis MycuTh
3HATH, K BECTU O13HEC 3aKop/ioHOM. 5. OpraHizaliiiiHa CTpyKTypa KOMIIaHIi SBJIsIE
co00I0 Te, IO HAa3MBaIOTh MDKHAPOIAHOI MaTpUuHOIO Mozemwto. 6. Kommnanii
YTBOPATH CIIUIBHE MiJMPUEMCTBO, SIKIIO BOHU JOMOBJIATHCS TMOPIBHY MOAUINTH
PHU3HKHU.

Case study.
Assignment 20. Read and translate the following article.
Nestlé Conquers the World

Two American brothers, Charles and George Page, started the Anglo-Swiss
Condensed Milk Company in Cham, Switzerland, in 1866. The very next year,
Henri Nestlé, a German chemist, started a business to make artificial milk for babies
in Vevey, Switzerland. The two firms were bitter rivals for years but eventually
merged in 1905 to form the Nestlé Corporation.

In many ways, Nestlé was one of the world’s first companies t0 use an
international strategy. Managers saw very quickly that, given the relatively small
population in Switzerland, they had to pursue larger markets if they wanted to grow.

Rather than expand their domestic business into foreign markets, however,
Nestlé executives have usually chosen to buy foreign firms and then have modified
them to fit the Nestlé way of doing business. A recent acquisition, for example, was
the Carnation milk company in the United States.

Today, Nestlé has around two hundred separate operating units scattered
around the globe. Each unit operates with a relatively high level of autonomy, and
each contributes significantly to Nestlé’s bottom line. For example, Nestlé gets
around 43 percent of its revenues in Europe, 29 percent in North America, 13
percent in Asia, 10 percent in Latin America, 3 percent in Africa, and the rest in
Oceania.

Nestlé does have a few international brands. Most notable from this list are
Nescafé instant coffee and Nestlé candies. More common, however, are brands that
are specific to local markets. For example, Nestlé sells Stouffer’s frozen foods only
in the United States, Maggi chili powder only in Asia, Chambourcy yogurt only in
Europe, and Milo malt-flavoured beverages only in Africa.
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Nestl¢ follows a few simple principles in its strategy. First of all, managers
stress the long term. Quarterly profits are scanned, but little emphasis is placed on
short-term results. Indeed, managers are given an unusually long time period in
which to demonstrate results.

Another facet of Nestlé’s strategy is to adapt food products to meet local
cultural norms. For example, even though Nescafé coffee is sold world-wide, its
formula varies to meet local tastes. Thus, the coffee is dark and rich in Latin
America, lighter in the United States, and stronger in Europe.

The final prong of Nestlé’s strategy is to build market share. Thus, the firm is
willing to sustain losses for a long time while it is enhancing market share. Its
reasoning is that once it dominates a market, profits can be increased over the long
term.

Nestlé uses a decentralized organization design to manage its operations. Even
though the firm has over 160,000 employees worldwide, only about 7,000 of them
are based in Switzerland. Each operating unit is managed like an independent small
company. Managers submit one-page progress reports each quarter and provide
more detailed financial data only on an annual basis.

The company uses a fairly complex financial structure for its operations. It tries
to finance acquisitions from local investors, but it maintains all liquid assets back in
Switzerland. Nestlé also tries to use local managers whenever possible.

Because of its rich international heritage, Nestlé prides itself on how it
develops new managers for international assignments. Candidates for these
positions are selected on the basis of their interest, leadership skills, language
fluency, and interpersonal mannerisms. They subsequently go through an intense
training regimen designed to allow them to function in almost any situation
anywhere in the world.

Nestlé today is the largest food company in the world. However, managers are
not resting on their laurels. Indeed, they are in the midst of a new and very
aggressive growth programme aimed at acquiring new firms around the globe. Thus,
there is no end in sight for the little milk company from Switzerland.

Assignment 21. Get ready to speak about 1) the history of Nestlé; 2) Nestlé’s
principles in strategy; 3) Nestlé’s organization design; 4) Nestlé’s ways of
preparing managers for international assignments; 5) Nestlé'’s activities in Ukraine.

Discussion of the text.

1. Speak about the reasons and methods for entering international markets.

2. Give your definition of ‘international business’ and characterize the
companies engaged in international economic activity.

3. Speak about two strategies applied in international business activity.
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Unit 22. Text: Management in the Future
Grammar: Complex Sentence. Attributive Clauses

Assignment 1. Read and learn the following words and phrases.

downsizing — ckopoueHHsI ITaTy KOMIaHIi 32 PaxXyHOK BHJIYYCHHS OKPEMHUX
PIBHIB YIIpaBIIiHHS;

advance — nporpec, ycrix; MOKpaIieHHs, BIOCKOHAJICHHS;

effect — pesysnbrar, HaCiIOK;

to Show Up — nposBIAATHCH, BUIBIIATUCH, ICKPABO BU3HAYATHCH;

to affect — BrummBatu;

uncertainty — HeBU3HAYEHICTh, MIHJIUBICTb;

organizational governance — ynpaBJliHHSI OpTraHi3aIli€ro;

global interdependence — cBiToBa B3a€M03aJICKHICTb;

boundary — mexa, kopoH;

blurred — neuiTkui, po3IINBYATHIA;

distinction — BigAMIHHICTb, PI3HHIIS,;

mail — morroBe BigIpaBICHHS;

dynamics — quHaMika; pyIniiHi CHIIH;

to become aware of (something) — ycBimomitoBatu, 3HaTH (110CH);

to bring about — Buknukatu, OyTH TPUIHHOIO;

inevitable — nemuHyUNi;

flexible — rayukwmii;

tolerant — TonepaHTHUH, TEPIIUMUN;

to join — BcTymaTu, craBaTH WieHOM (OpraHi3aiii, mapTii, TOIIO);

to participate — 6patu y4yacTb;

to keep up to date — OyTu B Kypci (crpaB, MOIiH, TOIIIO)

Assignment 2. Read and translate the text.

Management in the Future

The role of management is changing for many reasons. Among the more
important are downsizing, advances in computers and related technology, the rapid
growth and the changing composition of the service sector, and the increased
importance of small businesses and entrepreneurship. The effects of these changes
show up in two general ways: through an increasing rate of change in organizations
and their environments, and through an increase in the complexity of managers’
roles. These two in turn increase the uncertainty associated with the management
of organizations so that management in the future will be more challenging than it
has been in the past.

Four general issues affect organizations today. Organizational governance
refers to the rights and privileges of organizations and the individuals within those
organizations. Global interdependence means that the boundaries between
domestic and international companies are becoming increasingly blurred, so that
the distinction between domestic and foreign trade is less clear than it used to be.
Information technology is developing at an increasing rate; some employees can
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work at home with computers, and communication, including mail, can be handled
electronically. Finally, the rapid rate of change in organizational dynamics suggests
that simple rules, procedures, and processes will be replaced with complex ones.

To be prepared for the future, managers must become aware of the forces and
Issues that are bringing about change. They must realize that change is inevitable
and perhaps even necessary if companies are to compete effectively. They should
also recognize that their training and education do not stop with formal graduation
from school. What this means is that managers must learn to adapt; they must learn
to be flexible and tolerant. Managers must also take a professional view of their
work. They might join and participate in professional associations which help
managers to keep up to date through publications and programmes.

Assignment 3. Answer the following questions.

1. What are the reasons for changes in the role of management?

2. How do the effects of these changes show up?

3. Why will management in the future be more challenging than it has been in
the past?

4. What four general issues affect organizations today?

5. What does organizational governance refer to?

6. What does global interdependence mean?

7. How does information technology affect the work of employees?

8. What does the rapid rate of change in organizational dynamics suggest?

9. In what ways must managers be prepared for the future?

10. How do professional associations help managers in their work?

Assignment 4. Translate into English.

BrnockonaneHHss KOMI'IOTEpiB Ta TOB’S3aHOI (3 HUMH) TEXHOJOTIi, Maiui
0i3HeC Ta MIAMPUEMHUIITBO; OpraHizailii Ta iX OTOYEHHS; B CBOIO Yepry; CTPIMKO
3pOCTaTH; HEBU3HAUEHICTh, TMOB’S3aHA 3 YIPABIIHHSAM OpraHizaiisiMu; YOTHUPH
OCHOBHHX MPOOJIeMH; MeXa MK HAI[IOHATbHUMH Ta MDKHAPOJIHUMH KOMIIAHISIMH,
JUBUTUCH Ha poOOTYy 3 mpodeciiiHOi TOYKK 30py; 3MIHIOBAaHHSA € HEMUHYYHM 1
HaBITh HEOOX1THUM; CTaTH YICHOM IMpoQeciiHOo1 acomiarlii.

Assignment 5. Translate into Ukrainian.

The changing composition of the service sector; the complexity of managers’
roles; management will be more challenging; domestic companies; distinction
between domestic and foreign trade; communication can be handled electronically;
the rapid rate of change; formal graduation from school; to compete effectively.

Assignment 6. Match and learn the synonyms. Use any 5 words in sentences of
your own.

A: advance, to affect, to bring about; effect; rapid; rate; to be aware of;
environment; to help;

B: quick; surroundings; to assist; result; to cause; speed; to influence; to
realize; progress.
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Assignment 7. Paraphrase the following sentences substituting the italicized
words with their synonyms.

1. Rapid progress in information technologies influences the organization’s
environment. 2. The result of these changes shows up in different ways. 3. Managers
must realize issues that cause the increasing complexity of managerial roles. 4.
What advance have you made in your professional career? 5. Professional
associations assist managers in their post-graduate education.

Assignment 8. Find in the text the opposites to the following words.
Clear, certainty, simple, foreign, inflexible, unnecessary, slow, intolerant,
outside.

Assignment 9. Choose the best word from those given in brackets to complete
the sentences.

1. This (simple, complex) procedure should be replaced with a more (simple,
complex) one if you want to achieve a better result. 2. (Domestic, Foreign)
companies are those that operate within national borders. 3. Changes in
organizations and their environments as well as the increasing complexity of
managers’ roles lead to (certainty, uncertainty) associated with the management of
organizations. 4. Managers must learn to be (flexible, inflexible) if they want to find
the best solution to the problems they face. 5. It is (necessary, unnecessary) that you
join the association of managers if you need to be aware of the current trends in
modern management. 6. Changes occur at such a (rapid, slow) rate that the
profession of a manager becomes increasingly complex.

Assignment 10. Translate the words in brackets to complete the sentences
below.

1. Our company is planning to (po3mupsaTH MiKHAPOIHY MisTIBHICTB). 2.
Aimed at entering this particular (namionansauii puHOK) they (3acHyBanu CIijbHE
nianpuemctBo). 3. (Merton nminensyBanns) IS often used by companies that have
decided to go international. 4. Many TNCs apply (rnmo6amsHy crparteriio) by
offering a standardized product and marketing strategy world-wide. 5. International
companies (orpumyrots npuOyTku) from their affiliates abroad. 6. (BupoOuuui
niaposainm) of this company are scattered around the globe.

Assignment 11. Use the text to explain the meaning of the following terms.
Organizational governance, global interdependence, information technology,
organizational dynamics.

Grammar: Complex sentence. Attributive clauses.

*Attributive clauses (also called relative clauses) describe people or things and
begin with relative pronouns who, whom (for people instead of he/she/they), that
(for people and things instead of he/she/it/they), which (for things instead of
it/they), and whose (instead of his/her/its/theirs).

e.g. The person who/that proposed this plan is the head of our French affiliate.
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The instruments that/which | ordered last week have arrived.

Assignment 12. Join the following sentences into a complex one using the
proper relative pronoun. Remember that the attributive clause goes immediately
after the word it modifies.

1. A) We must be aware of the changes. B) They make management of
organizations more challenging.

2. A) He works for ALFA. B) ALFA is our main competitor in this particular
market.

3. A) They represent the company. B) Its activities are mainly concerned with
domestic trade.

4. A) She is speaking to the manager. B) He is responsible for selecting
employees for this training programme.

5. A) We work in the field of computer technology. B) This field is developing
very rapidly.

6. A) He is a sales manager. B) His team received the highest revenues last
month.

7. A) We have to replace this procedure with a more complex one. B) This
procedure is rather ineffective.

8. A) At the conference | met a colleague and we had a thorough discussion. B)
She is interested in the same problem.

Assignment 13. Choose the proper ending, make it into an attributive clause
using relative pronouns who, that or which to complete the sentences.
He works in the field of technology | He pioneered the idea of work
specialization

Managers join professional | She is the best in this field

associations

They promoted the sales manager They will define the rights and
privileges of the personnel

We invited the expert It is related to computers

Charles Babbage was the man They deal with the financial

resources of the company

The top management plans to| They are bringing about the change
introduce new rules
Financial managers are people He achieved the best results in the
sales campaign

Managers must be aware of the| They help them to keep up to date
forces through publications and
programmes

*There are two types of attributive clauses: defining clauses and non-defining
clauses. Defining clauses identify exactly which person or thing we mean.
e.g. The company which is our main competitor is Victory.
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Non-defining clauses give additional information about a person or thing and
are separated by commas. In non-defining clauses we never use the relative pronoun
that.

e.g. The manager, who looked very friendly, explained the procedure in
detail.

Assignment 14. Decide whether the words in italics are defining or non-
defining clauses. Put commas to separate a non-defining clause.

1. Companies which adopted a global strategy in their foreign operations sell
their standardized products throughout the world. 2. A company whose managers
speak local languages employs local staff for its affiliates. 3. This procedure which
seems very simple when applied gave fantastic results. 4. Downsizing which is the
process of flattening the managerial hierarchy results in changing the managers’
roles. 5. Changes which are inevitable and perhaps even necessary are brought
about by the forces and issues that the managers must be aware of. 6. Uncertainty
which is associated with the management of organizations will make the job of a
manager more challenging. 7. The general director who returned from his business
trip only yesterday spoke at the press conference on a new training programme for
the personnel. 8. Information technology that is increasingly developing allows
employees to work at home with computers and send their results by e-mail.

* In a defining clause we can leave out the relative pronoun if it is followed
immediately by a noun or a pronoun.
e.g. The person (who) | consulted with is my supervisor.
The idea (that) they proposed seems very interesting.
We must keep the relative pronoun if it is followed by a verb.
e.g. The person who consulted me is my supervisor.
They proposed the idea that seems very interesting.
In a non-defining clause we always keep the relative pronoun.

Assignment 15. Put the relative pronoun in brackets if it can be left out.

1. Global interdependence that makes the distinction between domestic and
foreign trade less clear is developing at an increasing rate. 2. Global
interdependence that the book is focused on is developing at an increasing rate. 3.
Managers whom the local distributors are working with are aware of the buying
habits of the local population. 4. Managers who work with the local distributors are
aware of the buying habits of the local population. 5. The company introduced the
training programme which was recommended by the professional association for
implementation. 6. The company introduced the training programme which the
professional association recommended for implementation. 7. The environment that
they work in is very uncertain. 8. The position of manager that he is training for will
be more challenging in the future. 9. Entrepreneurs who were gathered in the
conference hall work in different areas of the service sector. 10. Managers whom
they are attracting for this very important project take a professional view of their
work.

185



* Relative pronouns “what” and “that”.
The relative pronoun what means “the things that”; it introduces object
clauses. The relative pronoun that is used to introduce attributive clauses.
e.g. Have you heard what he said?( object clause)
Have you heard the words that he said? (attributive clause)

Assignment 16. Identify the type of clause in the following sentences. Write O
for object clause and A for attributive clause. Leave out the relative pronoun in the
attributive clause if possible.

1. Explain the strategy that you have developed. 2. We don’t agree with what
you want to change in this plan. 3. They cannot accept the plan that you are
suggesting. 4. Downsizing will show what the company can achieve with less
managerial staff. 5. Organizational dynamics that is changing at a rapid rate affects
organizations today. 6. Reorganization that the company is undergoing at the
moment will show up in the operation of its subdivisions.

* Sometimes clauses (other than attributive) are introduced by that which in
this case is just a conjunction (cromyunuk) with no real meaning.
e.g. Managers must realize that the change is inevitable (object clause).
What this means is that managers must learn to adapt (predicative
clause).

Assignment 17. Look through the text and pick out complex sentences where
that is used 1) as a conjunction(C); 2) as a relative pronoun (RP).

*Some conjunctions are made up of two or more words including that: so that,
provided that, providing that, in order that, now that, given that.

Assignment 18. In the following sentences define whether that is a relative
pronoun (RP) or a conjunction (C).

1. The problem that the head manager has raised in his report deserves serious
attention. 2. He joined the professional association so that he could participate in
this post-graduate educational programme. 3. At the meeting they analyzed the main
issues that affected the activities of their organization in the past. 4. Given that
downsizing is a must they started the reorganization of the company. 5. Global
interdependence that blurs the distinctions between domestic and international
companies determines the pattern of international trade. 6. We shall accept your
report provided that you recheck all the data. 7. Managers should recognize that
their job will become more complex in the near future. 8. Now that communication
can be handled electronically many employees can work at home.

Assignment 19. Translate into English.

1. BiH Bu3HaB, MO BaXXJIUBICTH Majoro OI3HECY Ta MiANMPUEMHHUIITBA CTPIMKO
3poctae. 2. OpraHizaifiiiHe ympaBiiHHS, SK€ CTOCYEThCS TpaB Ta TMPUBLIEIB
oprasizailiii, BIUTMBaE Ha opraHizarlii Tta ix otoueHHs. 3. [Iporpec iHbopmariitHuX
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TEXHOJIOTIM TPOSBISETRCA B TOMY, IO TMPAIIBHUKA MOXYTh TMpAIIOBATH 3
KOMIT'toTepaMu Baoma. 4. MeHelkepy MOBUHHI YCBIJIOMJIIOBATH, I1I0 iX OCBITa HE
3aBEPIIYEThCS 3 HAJCKHUM ((pOpMabHUM) 3aKIHYEHHSM BHILOTO HABYAJIBHOTO
3aknany. 5. Kommanii, siki XouyTh €(pEKTHBHO KOHKYpPYBAaTH Ha PUHKY, MOBUHHI
HABYUTHUCH JaNTyBaTUCh 1 OYTHU THYYKUMH.

Case study.
Assignment 20. Read the following article and answer after-text questions.
Cypress: A Model Company For The Future

Cypress Semiconductor Corporation was founded in 1983 by Thurman John
Rodgers when he was thirty-five years old. Since 1984, Cypress has been
consistently profitable, even in the industry that has been characterized by extreme
fluctuations in sales and profits during the same period of time. One reason for
Cypress’s success has been the technology it has developed to produce its products
— chips, central processing units (CPUs), and other forms of processors. These
products are of very high quality and among the fastest in the industry, operating at
speeds of up to 33 MHz (megahertz) as of 1989. But technological innovation isn’t
everything. The other major reason for Cypress’s success is the quality of its
management.

Rodgers believes strongly that, as an organization grows, the control
mechanisms that must be put into place inevitably bring about a bureaucratic inertia
that stifles creativity and innovation. To avoid this situation, Rodgers uses a
flattened, highly decentralized form of organization. Therefore, whenever new
products are developed at Cypress, he creates a new, separate start-up company
under the Cypress “umbrella”. His approach ensures that the new company will be
small, non-bureaucratic, and, hopefully, aggressively innovative. Four such units
currently exist. Three of them have developed new semiconductors, and another one
IS a chip company that acts as a supplier to both units of Cypress as well as to
outsiders; this organizational scheme keeps it competitive with outside suppliers.

Each of these start-up companies is headed by a president who has more
authority than the typical division manager. Each president can change product
design, issue stock, make major investment decisions such as whether to build a
factory, raise money, change wages, and make personnel decisions such as hiring
and firing. All the presidents meet with Rodgers once a week to see if Rodgers and
the Cypress organization can do anything to help them reach their objectives.
Although the presidents have enormous power, at least 81 percent of the stock is
owned by Cypress, so Rodgers can replace a president if that person does not seem
able to do the job, and he has occasionally done so.

In addition to this unique organization structure, Cypress has a detailed goal-
setting and planning system known as a “Turbo MBO”. The Turbo MBO is a
computerized management-by-objectives (MBO) system that was developed by
Rodgers. Thousands of goals for several hundred employees are set each week and
then monitored to ensure their successful and timely completion. Although it in no
way prevents mistakes from occurring, the system can quickly identify mistakes
early so that their impact can be greatly lessened.
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The first thing each Monday morning, project groups meet and plan everything
that has to be completed during that week. They then enter that information into the
computer system and begin their work. On Tuesdays, managers (the next-higher
level in the organization) use their computers to review the goals of their
subordinates and adjust them to ensure equity in workloads. On Wednesdays, the
presidents and vice-presidents review the status of all goals within their units. If a
manager is behind in several of them, a vice-president will work with him or her to
bring the performance up to standard; if the vice-president is unable to do so, the
president investigates the problem to seek a more permanent solution, which might
involve the allocation of more resources (such as personnel or equipment).

This process occurs every week, and, although it involves an enormous number
of goals (over 3,500 in 1987, for instance), it takes only about six hours of any given
manager’s or vice-president’s time. Using this system has cut in half the time it used
to take for Cypress to develop and deliver a new product. Cypress, then, can start
earning money more quickly and can use that advantage to continually keep ahead
of competitors. Moreover, the system does not require highly complex hardware or
software.

1. In what way does Rodgers fight bureaucratic inertia typical for big
organizations?

2. What unique organization structure is applied at new start-up companies?

3. How does the Turbo MBO system, developed by Rodgers, work?

Assignment 22. Summarize the article to say what enables Cypress to keep
ahead of the competitors.

Discussion of the text.

1. Speak about the reasons and issues that will bring about change in the role of
management in the future.
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I'pamaTuynmii 1OBiTHUK

Onuc Tenepimuboi xii — Present Action

|. Tenepimuiii npoctuii/Heo3naucHuii yac -the Present Simple/Indefinite tense
BUKOPHUCTOBYETHCS JUISI [IO3HAYCHHS:

1) moBTOpIOBAHOI, 3BUYHO1, OCTINHOT Aii:

e.g. Managers plan, direct, organize and control business activities.

2) nii abo craHy, sKi BiI0yBarOTHCS 3aBXKIM — KOHCTATaIlis (DaKkTy

e.g. Computers perform calculations instantly.

TenepimmHiit yac ------------------ D ->

X* - mocriliHa abo oHOpa3oBa Jis, haxkT

Il. Tenepimmiit TpuBanwmii yac - the Present Continuous tense BUKOPHCTOBYETHCS
JJIA ITIO3HAYCHHA:
1)nmpouecy, skuii BiqOyBa€TbCSA B MOMEHT MOBJICHHS:
e.g. Don’t bother him; he is talking to our partners at the moment.
2)uporiecy, SKHH BiIOyBaeTbCsl B TICBHHMH IEpiof TEMEPINIHBOrO dYacy 1 He
OB’ I3aHUI 3 MOMEHTOM MOBJICHHS .
e.g. Nowadays we are expanding our sales department.
3)OBTOPIOBAHOTO MPOIECY JJIS MiKPECIACHHS HOTO TPUBAIOCTI:
e.g. Oil prices are constantly increasing.

MIEBHUH TEep10] Yacy
Tenepimmnii gac ----- XXXXXXXX | XKXXKXKKXKKKH > mmmmmmmmmmm oo oo >

MOMCHT MOBJICHHS

XXX* - TpuBaia aisi, Ipoliec
IT Jlesxi miecioBa ONMUCYIOTh HE MIFO(AISUTBHICTH), @ CTaH, 1 TOMY HE BXKUBAIOTHCA Y
TpuBajoMy 4aci. J{iecioBa onucyroTh HACTYITHI CTAHU:
¢biznune BiquyTTs: appear, hear, look like, see, seem, smell, sound, taste;
nouytts: dislike, fear, hate, like, love, prefer, want, wish;
mucieHHs: agree, believe, doubt, forget, imagine, know, realize, recognize, suppose,
suspect, think(=believe), understand;
BosoninHs: belong to, contain, have(=possess), include, own, possess;
icuyBanHs: be, consist of, exist;
i giecnosa: cost, depend on, fit, involve, matter, mean, need, satisfy, surprise,
weigh

1. Tenepimmniii nepdexruuii/3aBepmenni yac — the Present Perfect tense
BUKOPUCTOBYETLCA JIS IMO3HAYCHHS:

1) TenepimHbOi cUTyaIlli, 10 MOYAIACh Y MUHYJIOMY:

e.g. | have worked for this company for about 5 years now.

2)HasIBHOTO, TEIEPILTHHOTO Pe3yJAbTATY 3aBEPIICHOI MUHYJIOT JIii

e.g. He has just finished his report — here it is.

IV.Tenepimniit nepdexrHo-TpuBanuii yac- the Present Perfect Continuous tense
BUKOPUCTOBYETHCA JJIA IIO3HAYCHHA.

189



1) mpouecy, siKuii pO3MIOYABCSl B MHHYJIOMY 1 TPHBA€E AOTENEP:
e.g. Trade between these two countries has been increasing since 1970s.
2)IiAKpeCIeHHs] TPUBAJIOCTI 3aBEPIICHOI0 PE3yIbTaATHBHOIO IPOIIECY:
e.g. He has been writing this report all morning. Now you can read it.
I O6uaBi nepdextHi GopMu NOB’A3y10TH MUHY.JIE 3 TeNePilIHIM.
| have worked (have been working)
Munynuii yac----------------- XXXXXXXXXXX | XXXXX  >=mmmnmmmmmee —> TenepimHiii yac
«for about 5 years now—

Onuc munyJoi aii — Past Action
|. Munynuit npoctuii vac — the Past Simple/Indefinite tense BukopucToBy€eThCS
JUIA TIO3HAa4YeHHS okpemoi aii (abo craHy), 1m0 BiOynach B MEBHHUM 3a3HAYCHHM
MOMEHT Y MUHYJIOMY:
e.g. Scientific approach to management grew out of the industrial revolution in the
early 1800s.
Scientific approach to management grew out
MUHYJIUAN YaC¢— ----==---=====-mm=mmmmmmmm- ) > | --TeTePilIHIN Jac
in the early 1800s
Il. Munynuii TpuBanuii yac - the Past Continuous tense BUKOPHCTOBYETHCS IS
MO3HAYCHHS:
1) mporecy, sikuit BinOyBaBcsl y IEBHUI MPOMIXKOK 4acy B MUHYJIOMY:
e.g. | was developing this project for more than three months.
2) (HOHOBOTO TPWBAJIOrO MPOIECY, HA T SKOTO BigOyBaJach iHIA MHUHYJA Jis
(TpuBaya abo0 OJJTHOMOMEHTHA):
e.g. While he was studying the structure of this company he proposed some
important improvements.
he proposed(X,) some important improvements
MUHYJIUN Yac«— -<------- X1 X1-Xq1===Xo===X1-X1=Xq~================- > | -TeNePiITHii yac
«—While he was studying(x;) the structure of this company—

I1l. Munynuit nepdexrauii yac - the Past Perfect tense BukopucToByeThCS IS
TOTO, 100 YITKO BIJIOKPEMUTH OJHY MHUHYJY JiI0 BiJ 1HIIOI MHHYJOI mii,
MIJIKPECIUTH TepeayBaHHs oaHiel mil iHmmii. JIjist mo3HadeHHs [ii, mo Bia0yJach
paHiiire, BUKOpucToByeThest Past Perfect.

e.g. They set up a new division just six months after they had started their
business.

they had started(x,) their business they set up(x,) a new division

MHUHYJIUNA YAC—==--X]============m=mmmmmmmmmmmee o Xg===mmmemmmm—=—mce—- | -TeNepilIHIi yac
«— sixmonths —

V. Munymuii nepdextHo-TpuBaiuii yac - the Past Perfect Continuous tense

BHUKOPUCTOBYETHCA JIsI OIMMCY ITPOHCCY, IO BiI[6yBaBC$I J0 IIE€BHOI'O 3a3HAYCHOI'O

MOMEHTY B MuHyJIoMy. lls dwacoBa ¢opma BXKUBAETHCA IS TIKPECICHHS

TPUBAJIOCTI MPOIIECY.

e.g. Before he left this company he had been working on this project for six years.
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he had been working(x;) he left(x,) this company
MUHYJIUHN dac«—---<-X3X1X1X1X1 X1 X1 X1 X1 >===========--~ Xgm=mmmmmmmnn- | -TeTEepilIHINA yac
«—for six years—

V. Used to/would + infinitive

Bupa3 used to+ infinitive onucye 3Bu4HYy, MOBTOPIOBaHY 0 ab0 CTaH, 110 OyiIH
XapaKTepHI JUIIE Y MUHYJIOMY 1 O1IbIIIe HE 1CHYIOTb:

e.g. He used to work in management (= but now he works in another area). —
Pamnime BiH mpaifioBaB y cepi MEHEIKMEHTY (a Terep — Hi).

Our company used to be really successful (=but now it is not). — Panimre mara
KOMIMaHis Oyya yCmimHoIo (a Tenep — Hi).

Bupas would+ infinitive BukopucToByeThCs B 1IbOMY K 3HAYCHHI JIWIIE JJIS1 OTIHCY
nii (a HE cTaHy).

e.g. In the old days he would consult his partners on all problems (=but he doesn’t
consult them now).

V1. Was/were going to+ infinitive
Bupas was/were going t0 BUKOpUCTOBYETHCS ISl OMKCY Jiii, 110 Oyia 3ariaHoBaHa
y MUHYJIOMY, ajie He BiJ0yiach:
e.g. He was going to visit you one of these days but he was unexpectedly sent on
business to Poltava.- Bin 30upaBcs BigBigaTH Bac Ha JHSX, ajie HOTO HECITOIiBaAHO
BiJIicTaM 1o crpaBax 1o [lonrasu.
Onuc MaiidyTHBOI aii. — Future Action
Jlnst onucy Aii B MailOyTHbOMY BUKOPUCTOBYIOTBCS 4acoBl (POPMHU SIK MailOyTHBOTO,
TaK 1 TEMEPIIIHBOTO Yacy.
|.MaiiGyTHiit mpoctuii yac - the Future Simple tense onmcye
1) dakr, 110 cTOCYEThCS MaOyTHHOTO:
e.g. In June we’ll launch two new models.
2) TyMKy a0o0 pillleHHs, IPUAHSATI B MOMEHT MOBJICHHS:
e.g. | see you are busy — I’ll call you tomorrow.
Il. MaiiOytHiii TpuBanuii yac - the Future Continuous tense onucye TpuBay airo
abo mpotiec, 110 BiI0yBaTUMETHCA Y MaOYTHbOMY:
e.g. He’ll be writing this report for a few days.
I11. MaiiOyTHiii nepdekTHuii yac Ta MaiOyTHIN mepdekTHO-TpuBanmii 4ac - the
Future Perfect and the Future Perfect Continuous tense omucyoTh
OJITHOMOMEHTHY a00 TpuBaldy JIil0, SKa 3aKIHYUTHCS JI0 TIEBHOTO MOMEHTY B
MaiOyTHHOMY:
e.g. He‘ll have finished his report by next Friday and then we’ll discuss it.

I’ have been working in financial management for 10 years this spring.
Present — Future  3B’A30K MikK TenepilHiM Ta Maii0y THIM
IVV. Bupas am/is/are + going to + infinitive omucye
1) pitreHHs Ha MaOyTHE, MPUHHSATI 10 MOMEHTY MOBJICHHS:
e.g. We’re going to open a new subsidiary in this region.
2) mepenbaveHHsI, 110 0a3yIOThCS Ha HAsBHUX (haKTax:
e.g. Look at these figures. We’re going to have a loss.
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V.TenepimHiii TpuBanmii yac - the Present Continuous tense ommcye 1uianu ta
JTOMOBJICHOCTI, SIKIIIO BKa3aHUH yac abo miciie MaOyTHBOI ii.
e.g. I’m leaving on Friday morning. He’s meeting them at ten in his office.
V1. Tenepimiit mpoctuii yac - the Present Simple tense BUKOPUCTOBYEThCS
1) y po3kianax (3aHsTh, TPAHCIIOPTY, MOPAAKY JCHHOMY, TOIIO):
e.g. The meeting starts at 11 tomorrow. The coach leaves at 10 AM next Friday.
2) y HAPSIHUX PEUCHHSIX CTOCOBHO MaMOyTHBHOTO INCHIS CIOJYyYHHKIB 4Yacy Ta
npuunau (When, as soon as, if, provided, unless, etc.):
e.g. They‘ll explain everything at the meeting unless it iS held on Monday: they’ll
be very busy on that day.
Past — Future 3B’A30k Mik MUHYJIUM Ta MAHOYTHIM
[HOM1, TOBOpSTYM TIPO MUHYJIE, MU 3ralyeMO MO0, sIkKa B TOM Yac BIJHOCUIIACH JI0
MalOyTHBOTO (BigHOCHE MaitOyTHE - Future-in-the-Past). Jlns omucy Takoi aii mu
BUKOPUCTOBYEMO 3TajlyBaHl BHIlle TpamatuyHi cTpykTypu (aus.l-VI), mpore
3MIHIOEMO (OPMY JTI€CIIOBA HACTYITHUM YHUHOM:
shall — should; will >would ( of the respective tense-form);
am/is/are going to —was/were going to;
Present Continuous —Past Continuous;
Present Simple — Past Simple.
e.g. Last time | saw him he was going to start a new job.

They said that they would explain everything at the meeting unless it was held
on Monday: they would be very busy on Monday.
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BinmintoBanus miecioBa to ShOw y Bcix gacoBux popmMax akKTHBHOI'O CTaHy

Active voice

Tense / Form

Indefinite/Simple
(dakT, moBTOprOBaHA

JTisT)

Continuous
(mis1, 10 Bi1OYBa€ETHCS B
IIEBHUII MOMEHT)

Perfect

(mepemyBaHHS ICBHOMY
MOMEHTY,
3aBEPIICHICTH i)

Perfect Continuous
(mist, 110 Moyvaack y
IIEBHUII MOMEHT 1
TPHUBAE JI0 1HIIOTO
MIEBHOTO MOMEHTY,
4aCcTO BKJIIOYAIOUH

1oro)
Present | show | am | have | have been
He shows Heis } showing He has  }shown He has been }showing
We show We are We have We have been
Typical time always, often, usually, | now/right now, at the ever, never, already, all day, for months/ages
expressions rarely,from time to time | moment, nowadays just, recently, so far lately, since, for
Past I | }was I I
He }showed He }showing He }had shown He }had been showing
We We were We We
Time expressions last week,yesterday,ago | when while, as after, once, already, by | meanwhile, never
Future | shall/will** | shall/will | shall/will I shall/will
He will }show | He will }be showing | He will }have shown | He will }have been
We shall/will** We shall/will We shall/will We shall/will showing*
Time expressions tomorrow, next Friday... | all next week (month)... | by (definite time) by (definite time)

Future in the Past

| should/would
He would
We should/would

}show

| should/would
He would }be showing
We should/would

| should/would
He would }have shown
We should/would

| should/would
He would  }have been
We should  showing*

P.S. *®opmu Future Perfect Continuous ta Future in the Past Perfect Continuous BUKOPHCTOBYIOTBCS JTyKe PiJIKO.
** 3 mepiioro 0co000 OJHUHM Ta MHOXKHHHU B CydacHIN po3MOBHIN MOBI niepeBaxkHO BkuBaroThes Will/would.
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BinMmintoBanus miecioBa to ShOw y Beix yacoBux (opmax MaCMBHOTO CTaHY

Passive voice

Tense / Form Indefinite/Simple Continuous Perfect
Present I am I am | have
Heis }shown Heis  }being shown He has  }been shown
We are We are We have
Past I I I
He } was } shown He} was }being shown He  }had been shown
We were We were We
Future | shall/will I shall/will
He will }be shown * He will }have been shown
We shall/will | e We shall/will
Future in the Past | should/would | should/would
He would }be shown | * He would }have been shown

We should/would

We should/would

P.S. * ®opmu Future Continuous Ta Future in the Past Continuous He BUKOPHCTOBYIOTHCS B ITACUBHOMY cTaHi. Dopmu
Perfect Continuous Passive B macMBHOMY CTaHi BiJICyTHi.
Il ®opMu MaCMBHOTO CTaHY BUKOPUCTOBYIOTHCS MIEPEBAKHO JIJISI OIUCY CHCTEM, TIPOIIECIB Ta MPOLEAYP, P SIKOMY

I IKPECITIOETHCS JTisl, 110 B1IOYBa€ThCs, 00 MpeaIMeT, Ha SKUH 11 J1is cpsaMoBaHa. BukoHaBelpb i 4acTo He BKa3y€eThCH,
OCKUJIbKH BiH € 1) HECyTTEBUM, 2) HEBIIOMUM, 200 3) OYEBUIHUM 3 KOHTEKCTY cutyalli. [Ipu Bka3iBili HA BUKOHABIIA
BXXHBA€ETHCS MPUAMEHHHUK DY, Tpy BKa3iBIll HA 3HAPSUIS i1 — npuiiMeHHHUK With.
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THE SEQUENCE OF TENSES. REPORTED SPEECH.

Y3I'OJKEHHS YACIB. HEITPSMA MOBA.

Yac Yac miapsiiHOr0 peYyeHHs IMpuxiaan
roJIOBHOIo
peueHHs
Any form of The predicate is used in any tense-form according | | believe that he'll come soon.
Present or to the type of action We admit that we have made a mistake.
Future He says that he saw Mary yesterday.
He knows that this had been accomplished long
before they arrived.
Past Simple/ | The predicate changes into respective past tense He said,”l know it”— He said that he knew it.
Indefinite or Present Indefinite — Past Indefinite “What are you doing?” - mother asked me. — Mother
Past Present Continuous — Past Continuous asked me what | was doing.
Continuous Present Perfect — Past Perfect He said, ”We have completed the task”.— He said that

Present Perfect Continuous — Past Perfect
Continuous

they had completed the task.

The predicate takes one step into the past

Past Indefinite — Past Perfect

Past Continuous — Past Perfect Continuous

Past Perfect — Past Perfect

Past Perfect Continuous — Past Perfect Continuous

He said, 7T knew it”.— He said that he had known it.
He said,” They were developing the project for three
years”. —He said that they had been developing the
project for three years.

Future Indefinite —Future Indefinite-in-the-Past
Future Continuous — Future Continuous-in-the-Past
Future Perfect— Future Perfect-in-the-Past

Future Perfect Continuous — Future Perfect
Continuous-in-the-Past

will — would (‘11 —’d)

I said, "He 'll come”.— 1 said that he 'd come.

He asked Mary, “Will you be there?” — He asked
Mary if she would be there.
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IlepeTBOpeHHs PI3HUX THIIIB PeYeHb Y HENPAMild MOBI

Type of sentence in Direct Speech

Reported Speech

Declarative sentence-

PO3MOBi/IHE peYeHHsA

reporting verbs: say, tell, admit,
mention, advise, refuse, report, inform,
remind, reply, explain

Example of Direct Speech
He says,” I major in management”.
She said,” We were checking the
documents all the morning”.
Tom said, ”I’ll be waiting for you
outside”.

He says that he majors in management.
She said that they had been checking the
documents all the morning.

Tom said that he would be waiting for me
outside.

Interrogative sentence —

NMUTAJbHEC PECYCHHSA

reporting verbs: ask, inquire, wonder,
want to know

General question

I asked him, “Do you major in
management?”

Special question

He asked me,” What have you seen?”
He said,” Where are you going?”

| asked him if/whether he majored in
management.

He asked me what | had seen.
He wanted to know where | was going.

Imperative sentence —

HaKa30B€ PCYCHHA

reporting verbs: tell, suggest, order,
ask, request, propose, warn

She said,” Bring me the papers, please”.

He said,” Let’s have a party”.
She warned,” Don’t do it again”.

She asked me to bring the papers.
He proposed to have a party.
She warned us not to do it again.

Lexical changes

This

these

here

now

today

yesterday

tomorrow

the day after tomorrow
last week (month, year...)
next week (month, year)

that

those

there

then, at that time

that day

the day before, the previous day
the next day, the following day
two days later

the week (month, year) before
the week (month, year) after

[TpaBwiio y3rokeHHS 4aciB HE 3aCTOCOBYETHCS, SAKIIO MU NIEPEAAEMO 3arajabHOBIIOMI (PAKTH Ta BIYHI ICTUHH.
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MODAL VERBS MOJAJIBHI AIECJIOBA
JliecioBo B:xuBanusa Ilepexanaj Ipuxiaan
Can 1.®i3nyHa 9u po3yMoOBa 374aTHICTE / | MOXKy 1. | can /cannot answer this question.
HE3JIaTHICTh, BMIHHS /HEBMIHHS BMIIO
ExBiBanenTu: 2.J1o3Bin MO’KHA 2.'You can go there if you want.
be able (to) 3.IIpoxaHHs 103BOITY MO>KHA? 3. Can | borrow your book?

manage (to)

4.1loguB, HenOBIpa (MUTATbHA
dopma)

5. HeMOX/1HBICTh, HEIMOBIPHICTh
(3amepeuna ¢opma)

HE MOXe OyTH,
110;
HE MOXe OyTH,
1o,

4. Can it be Pete who said it?

5. He cannot be working yet.
6. You cannot stay here alone.

6. 3abopoHa (3anepeyna ¢popma) HaBPSIT YU
HE MOXHA
Could 1.di3ugnHa abo po3yMoBa MIT, BMiB 1. When | was younger, | could /couldn’t do it
3/IaTHICTH/HE3IATHICH, myself.
BMIHHS/HEBMIHHS Y MUHYJIOMY
2.BBiunnBe npoxaHHs (TUTabHA MOJKHA? 2. Could you lend me your pen?
dbopma) Yu ne...?
3. MIMOBipHiCTh, MOXKIHBICTH MOYKJIUBO 3. This information could be reliable.
(menme 50%)
May 1.JTo3Bia MosxHa 1. You may take your place.
ExBiBanenTu: 2.ITpoxaHHS 103BOITY MosxHa? 2. May I call him tomorrow?
be allowed (to) 3.JIMOBIpHiCTb, MOXIIMBICTH MO>KJIBO | may see Mr. Parker tonight.
be permitted (6imbrze 50%)
(to)
Might 1.JT03B1JI B MUHYJIOMY Mir 1. He said I might borrow his notebook.
2. MOXJIUBICTh, UMOBIp- MOKJIBO 2. She might get lost if she doesn’t know
HicTh(MeHII HiXK 50%) the address.
Must 1.HeoOxiaHiCTh, [ToBuHEH 1. We must answer this letter immediately.
000B 130K MYIITY
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eKBiBaJIeHTH 2. Bnernenicth(~100%) HaTIeBHO 2. She is absent. She must be away on business.
have (to) 3. Hakas TIOBHHCH 3. You must leave at once.
be (to) 4. 3abopona ( 3amepedna hopma) HE MOXHa 4. You mustn't argue with your boss.
Will 1. Hamip 000B’SI3KOBO 1. 1 will meet you at the office.
2. [IpoxaHHS , TPOTIO3UITis 9u He...? 2. Will you please sign the papers?
(mutanpHa Qopma)
Would 1. [TpoxaHHs 103BOITY Bu e pomy, siimo...? | 1. Would you mind if | invite the manager?
2. Hamanus nepeBaru CKopiIe 2. | would rather discuss the terms of the
contract.
3. [TpoxanHs 3. Would you look for these files, please?
Shall 1. Haka3 (oco61mBo B o(imiifHUX [ToBuHEH 1. All company workers shall be present at the
JOKYMEHTaX ) party.
2. IlpononyBaHHs, HAMIp qu He...? 2. Shall I start analyzing the data?
Should 1. [Topana, iHCTPYKIIis Kpariie, CJIi 1. You should check everything yourself.
peKoMeHaaIlis BApTO
2. Jloxip, mopikaHHS 2. 'You should not rely on him.
Ought to [Topana, pexoMeHaItis Kpariie, CJIi
Need 1. [Torpeba B 4OMYCh, TIOBUHCH, 1. We need consult the lawyer.
HEOOX1HICTh MOTP1OHO
2. BigcyTHicTh IOTpeOH uu HE BapTO, 2. We needn’t worry — everything will be

HEOOX1IHOCTI

HE TOTPIOHO

O.K.

198




Indinitus — Infinitive
®opmu iHpiniTHBA:

Active Passive
1 Indefinite to write to be written
2 Continuous to be writing -
3 Perfect to have written to have been written
4 Perfect Continuous to have been writing -
CrBepakyBajgbHa popma 3anepeuna ¢popma
to be Not to be
to be read Not to be read
to have built Not to have built

Infinitive Complexes — InginiruBHi 3B0poTH

The Objective Infinitive Complex — CxkiaaHuii 101aToK

3BOPOT BKUBAETHCS MICIS AIECIIB, 110 BUPAKAIOTH:

1. crnpuiiMaHHs 3a JOMOMOrow opra”iB uyrtta. [licns mux aieciiB iHQIHITUB
B)KMBA€ETHCSI 0€3 yacTkH 10.

MIIMET ‘ MIPUCYTOK ‘ JIOJaTOK
see
I notice him enter the room.
watch the employees work.
observe
hear her cry.
feel my heart beat.
2. 0 BUPAKAIOTH OA)KaHHA 1 HaMIp:
MIMET PUCYIOK JIOJTATOK
wish/desire
I like him to visit us.
hate the employees to work.
intend
3. 110 BUPAXKAIOTh MPUITYIICHHS 1 CIIOJIIBAaHHS:
MIMET MIPUCYIOK Honatox
consider
I believe him to be the best manager.
think the partner to be willing to sign a contract.
find
4. 1110 BUpKAIOTh MTPOXAHHS, HAKa3 1 MOpaay:
MIMET MPUCYAOK Homatoxk
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order

I ask him to join us.

request my friend to apply for that job.
allow
permit
force

make him do it.
let

[Ticas miecniB to make (mpumytryBaTh), to let (1o3BossiTH) 1HQIHITHB BKUBAETHCS
6e3 vacTku t0.

The Subjective Infinitive Complex — Ckiaaaauii migmer

Kommieke BXXUBa€ThCsI MICHs JIECTIB, IO CTOSITh Y TACUBHOMY CTaHI 1 BUPAKaIOTh:
1. cipuiiMaHHA 3a JOTIOMOTOI0 OPTaHiB YYyTTS:

CKJIAJHUU ITIIMET MIPUCYTOK CKJIAJHUU ITIIMET
IMEHHUK/3aiMEHHHK 1H(DIHITUB
was seen
was noticed to be writing a letter.
I was watched to enter the room.
was observed
was hear to call him.

2. 110 BUPAKAIOTH MPUITYIICHHS 1 CIIO/IIBAaHHS:

CKJIQHUU IMIIMET MPUCYIOK CKJIQJHUH IMIMET
IMEHHUK/3aiMEHHUK 1H(DIHITUB

am considered
I was believed | to have gone.
was thought to meet him at the airport.

3. 110 BUPAXKAIOTh MPOXAHHS, HAKa3 1 TOPajy:

CKJIAJHUU ITIIMET MPUCYIOK CKJIAJHUU ITIIMET
IMEHHUK/3aIMEHHUK 1H(DIHITUB
was ordered
I am asked to join them.
was requested | to leave the meeting.
am allowed
was made
shall be forced
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4. 13 cnoBamu 10 say, to report:

CKJIQTHUU IT1IIMET MIPUCYIOK CKJIQTHUU ITIMET
IMEHHHK/3aiMEHHUK 1H(]1HITHUB
was said to have left the country.
I am reported to be hired by them.

Nienpuxkmernuk - Participle

@opMHu liENPUKMETHHKA:

Active Passive
1 Present Writing being written
2 Past - written
3 Perfect having written having been written

Participle Complexes — /lienpukMeTHUKOBI 3BOPOTH
The Objective Participle Complex — Ckiagnuii 101aTOK

KomMriieke BXXUBAETHCS MICIS IIE€CTIB, 110 BUPAKAIOTh:

1. cnpuiiMaHHs 3a IOMOMOTOI0 OPTaHiB UyTTs (3 1H()IHITUBOM II€H KOMILJIEKC JIUIIIE
KOHCTaTye (akT, a 13 JMIENPUKMETHHUKOM MIAKPECIIoe mpolec). BxuBaroThcs abo
Present Participle, abo Past Participle.

HiI[MGT IMPpUCYJOK J0JaTOK
see
notice him entering the room.
I watch the employees working.
observe
hear the window broken.
feel my heart beating.

2. 1110 BUpaXKkaroTh OaxkaHHs 1 iporiecu muciacHHs/ BykuBaetbes Past Participle.

M1JIMET MIPUCYJIOK JIOJATOK
wish/desire him changed his mind.
I consider the employees motivated.

3. micas ciB to have, to get mienpuKMETHHK BHpaXka€ JIifo, IO BUKOHYBaJIach HE
migMeToM, a Juis miaMeTa abo Haa HuM / BokuBaetses Past Participle.

MIMET MPUCYAOK Homatox
had my picture taken.
I got my hair cut.

The Subjective Participle Complex — Cknaannii miamer

3BOPOT BAKHUBAETHCS MICIS AIECIIB, 110 CTOATh Y TACUBHOMY CTaHI 1 BUPAXKAIOTh:

1. copuiimMaHHs 32 IOMOMOror0 opraHiB uyTTsi/ BikuBaerbest 3me0uibmioro Present
Participle
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CKJIAJHUHA ITIIMET [Ipucynok CKJIAJHUH ITIIMET
IMCHHHK/3aiMEHHUK 1H(}1HITHB
was seen
was noticed writing a letter.
I was watched entering the room.
was observed
was hear calling him.

2. 3 nmiecaioBamu to consider, to believe, to find (BBaxkatm, BH3HABATH).
ByxuBaetncs Past Participle.

CKJIQTHAHN TTiAMET IPUCYIO0K CKJIQIHUAHN TTiAMET
IMCHHUK/3aiMEHHUK 1H(}1HITHUB

am considered
I was believed | changed.
The plan was found improved.

The Absolute Participle Complex — He3aJie:knuii 1ienpuKMeTHUKOBHIA 3BOPOT

Jl1enMpUKMETHUKOBUN 3BOPOT

All the money having been spent, we started looking for work.

With smoke pouring out of the back a car drove past.

With all the family travelling in | The house seems very empty.
America,

Gerund — I'epywniii

dopMu repyHais:

Active Passive
1 Indefinite Writing being written
2 Perfect having written having been written

Conditional Sentences (YmoBHi peueHHsI)
HyaboBwuii THI yMOBHUX peueHsb - Zero Conditional

Subordinate Clause Principle Clause
Present Tense Present Tense
If the price of a product falls, Demand for it usually rises.

IMepmumii THN yMoBHHUX peveHb - First Conditional

Subordinate Clause Principle Clause

Present Tense Future Tense, Modal Verb, Imperative
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If you give me an extra holiday,
If Mr Duval comes in,
If the traffic is bad,

I'll work this weekend.
get him to sign that contract.
I may get home late.

Jpyruii Tun yMmoBHHX pedeHb - Second Conditional

Subordinate Clause

Principle Clause

Past Indefinite Tense

would + Infinitive, Modal Verb

If trains were more reliable,
If we had the finance,

more people would use them.
we could expand much more rapidly.

Tperiii THn ymoBHEX peuensb - Third Conditional

Subordinate Clause

Principle Clause

Past Perfect Tense

would + Perfect Infinitive

If he had not gone to the casino,

he would not have lost all his money.
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TecTn
Test 1
To be performed after studying units 1, 2, 3
I. Review questions.
1. What is management?
2. Why do managers constitute the core of every organization?
3. What professional and personal qualities must a manager possess?
4. What were the major contributions to the evolution of management thought
in ancient times?
5. What main management ideas were developed in the pre-classical period?
6. What major schools of management do you know?
7. What are the major components of contemporary management theory?
8. How does systems theory treat organizations?
9. How does contingency theory treat every situation?
10. What do theory X, theory Y, and theory Z focus on?

I1. Match the term with its definition.

Management | A job for which you need special training and a high level of
education (such as being a manager or a doctor)

Profession A management approach that recognizes that workers enjoy
work and are naturally industrious

Behavioural | A management theory that advises managers to carefully analyze
management | the unique characteristics of situation and choose responses that
school best work in each circumstance

Theory Y A set of activities directed at the efficient and effective use of
resources in attaining the goal of the organization.

Contingency | Management school that concentrates on the importance of
theory individual and group behaviour in organizations.

I11. Choose the correct grammar form.

1. Generally managers ... a large number of different activities.

a) perform Db) are performing c) are performed d) will perform

2. They ... their plan yet.

a) did not improve b) do not improve c) have not improved d) are not
improving

3. We shall send them this information as soon as we ... their new address.

a) shall receive b)receive c) are receiving d) would receive

4. Venetians ... legal framework for commerce as early as the 14" century.

a) were establishing b) have established c) established d) had established

5. We learned that Tom ...already... that very challenging problem.

a) had solved b) had been solving c) was solved d) was solving

6. He thought that they... quantitative techniques in making that decision.

a) apply b) are applying c) would apply d) have been applying

7. They focused their attention on how the company ... such a success in the
previous year.
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a) achieved b) was achieving c) had achieved d) would achieve
8. This time next month the plant ... into operation.

a) is put b) was put c) will be put d) will be putted

9. He ... them whether they had placed his order in time.

a) ask Db) asked c)asks d) was asking

10. The head manager will see you after the meeting ...

a) will be finished b) is finished c) finishes d) is finishing

Test 2

To be performed after studying units 4, 5, 6

I. Review questions.

CO~NO OIS WN -

Give your example.

. What is an organization?

. What are the three ingredients of an organization? Define them.

. What are the three levels of management in an organization?

. What job titles are common for each level of management?

. What three general categories are managers usually classified into?

. What is the principal difference between administrators and managers?

. What is the distinction between line managers and staff managers?

. What is the difference between general managers and functional managers?

9. What four basic functions do managers perform? Define them.
10. Which of the functions do managers at each level focus on more?

I1. Match the term with its definition.

Organization

Arranging work positions in order of increasing formal
authority.

Chain of command

Determining the organization’s goals and deciding how
best to achieve them.

Hierarchy of

The unbroken line of authority that links each individual

authority with the top organizational position through a managerial
position at each successive layer in between.

Planning and The process of monitoring performance, comparing

decision making results with goals, and taking corrective action.

Controlling A collection of people working together in a division of

labour to achieve a common goal.

I11. Choose the correct grammar form.

1. He ...to settle this conflict provided we help him.

a) was able b) could c) will be able d) can

2. Now I ... understand the nature of the conflict better.

a) am able b) was able c) manage d) can

3. She ... to allocate financial resources efficiently.

a) could b) can c) managed d) manage

4. Attention! All employees ... be present at the staff meeting on Friday.
a) can b) may c) must d) are allowed
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5. They ... to change anything in the plan.

a) could not b) must not ¢) may not d) were not allowed

6. You ... help him — he understands the problem well.

a) cannot b) must not ¢) needn’t d) don’t have

7. Their mistake is your fault. You ... everything in detail.

a) must explain b) should explain c) should have explained d) need explain
8. She ... to go on business tomorrow.

a) must b) need c) can d) will have

9. They ... concentrate on their work otherwise they will get poor results.
a) ought b) should c) can d) have

10. The result of their work is very inefficient. You ... them this important

assignment.

a) should give b) should not give c) should have given d) should not have

given

Test 3

To be performed after studying units 7, 8, 9

I. Review questions.

. What three general categories do management roles fall into?

. What interpersonal roles do managers perform? Explain their essence.
. What informational roles do managers perform? Explain their essence.
. What decisional roles do managers perform? Explain their essence.

. How do managers apply interpersonal skills in different situations?

. Why are verbal skills a necessity for a successful manager?

. In what way do managers acquire technical skills?

. What do conceptual skills enable managers to do?

. What do we define as ‘managerial ethics’?
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10. What are the three most common ethical contexts in which management

activities occur?

11. What are the critical elements of ethical corporate behaviour?

I1. Match the term with its definition.

Human skills

Key management skills that reflect both an
understanding of and a proficiency in a specialized field

Technical skills

Standards of conduct and moral judgment used by
managers of organizations in carrying out their business

Organizational culture

A person who organizes, manages, and assumes the
risks of a firm, taking a new idea or a new product and
turning it into a successful business.

Managerial ethics

A system of shared values, assumptions, beliefs, and
norms that unite the members of an organization

Entrepreneur

Key management skills associated with a manager’s
ability to work well with others both as a member of a
group and as a leader who gets things done through
others.
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I11. Choose the correct translation.

1. HameBHO, BiH pO3B’s3aB 1€l KOH(ITIKT.

a) He might have resolved this conflict. b) He must have resolved this
conflict.

c) He may have resolved this conflict. d) He must resolve this conflict.

2. HaBpsin yu BOHM 3aM104aTKyIOTh HOBUH TIPOEKT.

a) They must initiate a new project. b) They may initiate a new project.

¢) They might initiate a new project. d) They might have initiated a new
project.

3. Byap nacka, MiANUIIITE 1€ PO3MOPSKEHHS.

a) Sign this instruction. b) You can sign this instruction.

¢) Could you sign this instruction? d) You must sign this instruction, please.

4. Slkmo MokHa, BIIIMUTITH IO iH(GOPMAITIIO Y BC1 BITLIH.

a) You must send this information to all departments.

b) Send this information to all departments.

¢) Would you mind sending this information to all departments?

d) If you can, send this information to all departments.

5. He moxe OyTH, 1110 BOHH 3pOOHIIH 3asBY JUIsI IPECH.

a) They cannot make the statement for the press.

b) They couldn’t make the statement to the press.

c) They can’t have made the statement to the press.

d) They might have made the statement to the press.

6. Shall I explain the new procedure to you?

a) Uu MosICHIO 51 BaM 110 Mpoeaypy?

b) {l moBMHEH MOSICHUTH BaM HOBY MPOLIEAYPY, UM HE Tak?

C) 51 Mym1y OSICHUTH BaM HOBY TPOLICYPY.

d) Bam nosicHuTH HOBY TIPOLIEAYPY?

7. Would you like to see our new office?

a) Uu BaM 1mo100a€eThesl AMBUTHCH HA HAIll HOBH ogic?

b) Uu He OaxkaeTe OrJITHYTH HAIl HOBUi odic?

C) JlaBaiiTe TMBUTKHCH Ha HAIIl HOBHI Odic.

d) Bam moka3atu Haiil HOBH# odic?

8. They should have sent us these documents in due time.

a) Bonu Morim HaficiaTH HaM Il JOKYMEHTH BYaCHO.

b) Im crix 6ym0 HajmicnaTH 1i JOKyMEHTH BYACHO.

C) BoHu MOxyTh Ha/IicTIaTH 11i JOKYMEHTH BYACHO.

d) BoHu HaaCHITalOTh HaM I1i JOKYMEHTH BYACHO.

9. He needn’t have cancelled the meeting.

a) Momy He ciip 6yI10 cCKacoByBaTH 3yCTpiu.

b) Mlomy He m0TPiGHO GYII0 CKACOBYBATH 3yCTpiu.

C) Bin He ckacyBaB 3ycTpiy.

d) Bin He Mir ckacyBaTH 3yCTpiu.

10. Would you mind explaining this idea? — Taxk, oxoue.

a) Yes, | would. b) Yes, of course. c¢) No, I wouldn’t. d) No, of course not.
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Test 4

To be performed after studying units 10, 11, 12
. Revision questions.
What is planning?
What types of plans can be applied by management?
How many steps are there in the planning process?
Can you describe what types of plans each level of management is
responsible for?
What are the levels of strategic planning?
What are the basic steps in a strategic planning process?
How many types of functional strategies do you know?
What steps does the process of decision making involve?
What is the PMI?
0. What is a decision tree?
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I1. Match the term with its definition.

planning a systematic plan for the expenditure of a usually fixed
resource, such as money, during a given period.

a decision tree Is the fundamental function of management concerned
with the future impact of today's decisions.

budget something that somebody chooses or makes up his or
her mind about, after considering it and other
alternatives.

strategic planning a diagram set out like the branches of a tree that shows
the consequences of a decision, each decision entailing
a course of action that requires various other decisions.

decision Is a process through which strategies are formulated,
implemented, and evaluated.

I11. Choose the correct variant.

1. Mr. Jackson is pleased to .... your scenario because it helped the firm to
survive.

a) to accept b) to be accepted c) to have accepted d) to have been accepted

2. This task has ... by all our employees urgently and efficiently.

a) to be performed b) to have been performed c) be performed  d) have
been performed

3. He looks tired. He seems ... over the way out of the tight corner for several
days.

a) to have thought b) have thought c) to have been thinking d) have been
thinking

4.1 consider their firm ... profitable.

a)be b)tobe c)was d)will be

5. The company is likely ..., now they are more efficient.

a) to restructure b) to be restructured c) to have restructured d) to have
been restructured
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6. The decision is too hard for the managers ... it sponteniously.

a) tobe made b)bemade c)tomake  d) make

7. She is considered ... Economics that year.

a) to teach b) teach c) to have taught d) have taught

8. When my friend came into the room, I pretended ... the documents.

a) to read b) read C) to be reading d) be reading

9. Can I ...a hand with the plan implementation? I am afraid I would not
manage to fulfill it myself.

a) give  b) be given c) have given  d) have been given

10. We believe our partners ... many problems with new production lines

recently.

a) to have b) have ¢) have had d) to have had

Test5
To be performed after studying units 13, 14, 15

I. Revision questions.

1.
2.
3.

What are the basic concepts and components in organizing?

What types of span of control do you know?

What is the difference between authority and responsibility in an
organization?

4. Can you enumerate the main forms of organization design?
5. What are the types of positions in an organization?

6. What does job designing mean?

7.
8
9.
1

What is the difference between centralization and decentralization?

. What are the main types of departmentalization?

What are the factors influencing larger span of management?

0.Why can human resource managers encourage organizations to adopt

different strategies for their structures?

I1. Match the term with its definition.

span of control a way of organizing a company or a project in which

people from different departments work together and so
each employee has two or more managers in different
departments.

authority Is separation and distribution of authority and resources

to lower levels of organization.

responsibility is the power to make decisions about how an

organization, an area, a country, etc. is run.

decentralization | is the duty of being in charge of a particular activity, area,

department, etc.

matrix

the ratio expressing the number of workers that one
manager is considered to be able to supervise effectively

I11. Choose the correct variant.
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1. The question ... at the previous meeting 1is critical to success for any
enterprise.

a) being discussed b) having discussed c) having been discussed
d) discussing

2. Organizing function ... properly enabled the enterprise to get the utmost.

a) performing b) being performed ¢) having performed
d) having been performed

3. They are said ... a new budget.

a) planning  b) having planned c) plan d) to plan

4. With their minds ... on the documents, managers were discussing the way

out.

a) concentrate b) concentrated  c) having concentrated d) have
concentrated

5. ... some specific routine duty, a worker can get the utmost out of it.

a) Assigning b) Being assigned c) Depriving d)

Being deprived
6. The strategy was considered ... .

a) achieved b) achieving c) being achieved d) having been
achieved

7. We heard the manager ... the questions of the Board.

a) to answer b) answering ¢) having answered d) to have
answered

8. I want the company ... this year.

a) downsizing b) having downsized C) being downsized

d) downsized
9. ... twenty years ago the hotel no longer corresponds to the requirements of
safety and hygiene.

a) Building b) Being built c) Having built d)  Having
been built

10. We have the plan of reconstruction ... by their firm.

a) composing b) composed ¢) being composed d) having

been composed

Test 6
To be performed after studying units 16, 17, 18

I. Revision questions.

What is leadership?

How many stages are there in group development? What are they?
What roles should be filled within a group for it to function effectively?
What is the difference between basic leadership styles?

What are the main approaches to employees’ motivation?

How does leadership differ from management?

What is motivation?

How many types of human needs do you know?
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9. What is the difference between two groups of power types?
10.What types of groups do you know?
11.What is the main function of a manager’s motivation activity?

I1. Match the term with its definition.

Democratic leader Is two or more people who interact regularly to
accomplish a common goal.

Extinction Is the ability to obtain compliance through fear of
punishment.

Group Is the set of processes determining the choices
employees make about their behaviour.

Motivation Is a stimulus that weakens the behavior that produced it.

Coercive power Is a leader who makes the final decision, but invites other
members of the team to contribute to the decision-
making process.

I11. Choose the correct variant.

1. He can’t make his subordinate fulfill all duties without ... him a deputy of
CEO.

a) appointing b) being appointed ¢) having appointed
d) having been appointed

2. He was completely surprised ... their working for his competitors.

a) with b)by c)- d)at

3. The problem requires ... without any delay.

a) solving  b) solve c) be solved d) being solved

4. He never thought of ... for a job in his condition.

a) apply b) applying c) applied d) having applied

5. Jane stopped ... her duties several months ago.

a) to perform b) perform c) performing d) having
performed

6. Democratic leaders allow ... decisions and accept other ideas.

a) making b) make c) to make d) being made

7. She recommends her colleagues ... in all stages of production.

a) participating b) participate C) to participate  d) having
participate

8. Ann specializes ... making the longest and most boring reports for share-
holders’ meetings.

a) on b) in c) with d) for

9. On ... back from lunch, we found new tasks to be completed at the spot.

a) having come b) coming c¢) come d) came

10. The manager is sure of a new project ... by now.

a) solving  b) being solved  c¢) having solved d) having been solved
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Test 7
To be performed after studying units 19, 20

I. Revision questions.

What are three basic approaches to control?

What are four basic steps to establishing a control system?
What are the control techniques?

Where are control techniques used?

What does effective control include?

What four areas do most organizations have controls to deal
with?

How many basic types of budgets do you know?

8. What are the most important types of financial analysis?
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I1. Match the term with its definition.

audits Is a process that helps an organization to determine
whether or not its objectives are being achieved.

control accounts are independent appraisals of the company’s
accounting, financial and operational systems.

controlling process Is calculating and evaluating any number of ratios of

figures obtained from an organization’s balance sheet
and income statement.

ratio analysis are the tools that managers use to enhance
organizational effectiveness in general, and
organizational control in particular.

control techniques are accounts in which the balances are designed to
equal the aggregate of the balances on a substantial
number of subsidiary accounts.

I11. Choose the correct variant.

1. If you ... the position of CEO you must bear all responsibility for success
of failure of your company.

a) held b) hold c¢) will hold d) would hold
2. If the business ... properly, we would have earned a fortune.
a) sold b) was sold c) were sold d) had been sold

3. If he ... to our offer, tomorrow we shall sign an agreement between our
firms.

a) agree b) agreed ) will agree d) agrees

4. If I stay in my present job, I ... the quality of my work.

a) improve b) improved c) shall improve d) should improve

5. If we had known that this company had gone bankrupt, we ... it.

a) shall not buy b) hadn’t bought ¢) would not buy d) wouldn’t
have bought

6. When you ... your work, we can make plans for the next week.
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a) finish b) would finish  c) would have finished d) finished

7.1fI ... you I would send him an invitation.

a) am b) was C) were d) had been

8. We would have concluded that agreement if you ... not so uncertain all the
time.

a) are b) were C) was d) had been

9. If you ... that plan, you might earn a lot of money.

a) buy b) bought c¢) had bought d) have bought

10. The strike will be successful ... we all stay together.

a) when b) unless  c) as long as d) so long as

Test 8

To be performed after studying units 21,22

I. Revision questions.

1. What business activity is considered to be international?
2. Why do companies decide to expand internationally?
3. What are the basic factors that must be considered in making the decision

to go international?

4. What entry methods are available for companies that have chosen to

become international?

5. What kind of a company is a transnational corporation?

6. How is a global strategy applied?

7. How is a multinational strategy applied?

8. What are the major forces bringing about change in management and

organizations?

9. What are the four general issues surrounding the future of management?
10. How should managers prepare themselves and their organizations for the

future?

I1. Match the term with its definition.

International business

A strategy aimed at developing relatively
standardized products with global appeal, as well as
at rationalizing operations throughout the world.

Transnational
corporation

The process of organizing, leading, and
controlling in organizations engaged in
international business.

Globalization

Rights and privileges of organizations and the
individuals within those organizations.

International
management

An organization that engages in production or
service activities through its affiliates in several
countries, controls the policies of those affiliates
and runs its global operations with a coordinated
strategy.
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Organizational Profit-related activities conducted across
governance national boundaries.

I11. Choose the correct variant.

1. They examined the structure of the companies ... are engaged in
international business.

a) who b) which c¢)what d)when

2. The nearest future will show ... our goal is attainable.

a) which b) what c) whatever d) whether

3. We all know ... this company is our main competitor.

a) what Db)if c)how d) that

4. The graph shows ... profits have recently increased.

a) what b) how c¢)how much d) which

5. That is ... all the staff praise him.

a) when b)why c)as d) what

6. We asked him ...he was leaving on business trip.

a) that b) how well c¢) when d) as soon as

7. The next question is ... to solve this problem.

a) where b) whenever c) how d) what

8. They have achieved everything ... they aimed at.

a) what b)- c) because d)where

9. You will not understand it ... you read more about it.

a) what Db)unless c) inorderto d) that

10. The strategy ... we use today guarantees our future success.

a)what Db)- c¢)whose d)whom
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