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INTRODUCTION

These educational materials are designed fostilsents of the 1st course
of speciality “Management” to develop their knowgedand skills in English
language according to their profession.

The manual is based on the authentic texts comgpmourism. It also has
the tasks for reading, translating, lexical andmgrar tasks, texts for self-study. It
has 10 units. Each unit contains:

- activities on vocabulary;
- activities on gramma.

The manual can be also recommended for studerntstady. It is expected
to teach students working at English texts on tb&in, to increase the level of
their knowledge and to form foreign communicatieenpetence.
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UNIT 1
WHAT IS A MANAGER?
1. Read and memorize the following words and wordambinations:
manager MeHeKep
personnel managersayanbHUK BiAILTY KaapiB
financial manager éinancoBuii MeHeKED
sales managersasigyBau BiJIiJIoM 30yTy
marketing manager meHeKep 3 MAPKETHHTY
responsible BiamosigaapHU
decision —pimeHHs
to supervise 3aBigyBaTu
managerial -ynpaBiaiHCbKUI
efficiency —edexruBHicTh
training —HaB4aHHs
hierarchy —epapxis
authority —moBHOBa)KeHHs
initiative —inimiatusa
employee -fpamiBHUK
2. Read and translate the text:
What is a manager?

A number of different terms are often used instefthe term “manager”,
Including “director”, “administrator” and “presidén The term “manager” is used
more frequently in profit-making organizations, lehthe others are used more
widely in government and non-profit organizationgls as universities, hospitals
and social work agencies.

So, whom do we call a “manager”?

In its broad meaning, the term “managers” appleshe people who are
responsible for making and carrying out decisionthiw a certain system. A
personnel manager directly supervises people inoaganization. Financial
manager is a person who is responsible for finaBaées manager is responsible



for selling of goods. A marketing manager is reguale for promotion of products
on the market.

Almost everything a manager does involves decisiaking. When a
problem exists a manger has to make a decisiowlt@ st. In decision-making
there is always some uncertainty and risk.

Management is a variety of specific activities. lgement is a function of
planning, organizing, coordinating, directing andntrolling. Any managerial
system, at any managerial level, is characterizederms of these general
functions.

Managing is a responsible and hard job. There Istdo be done and
relatively little time to do it. In all types of ganizations managerial efficiency
depends on manager’s direct personal relationshigs] work on a variety of
activities and preference for active tasks.

The characteristics of management often vary aaogrid national culture,
which can determine how managers are trained, @y kad people and how
they approach their jobs.

The amount of responsibility of any individual icampany depends on the
position that he or she occupies in its hierardd@anagers, for example, are
responsible for leading the people directly undeent, who are called
subordinates. To do this successfully, they musttbeir authority, which is the
right to take decisions and give orders. Manag&enadelegate authority. This
means that employees at lower levels in the comgaesarchy can use their
initiative that is make decisions without askingithmanager.

3. Find in the text answers to these questions:
1. When do we use the term “manager”?
2. Whom do we call a “manager”?

3. What concrete activities a production manageaficial manager, personnel
manager, marketing manager) is responsible for?

4. Explain the definition of “management”.
5. What factors does managerial efficiency inygkss of organizations depend on?
6. What work are managers responsible for?

7. What means to delegate authority?



4. Fill in the blanks with appropriate words:

employee leadership manager initiative training responsible managerial
hierarchy efficiency decision-making

1. Good know how to use the skills ofpeple who work under them.
2. He has a unique style.

3. Good students expect to have @usitn industry as soon as
they graduate.

4. Management excluded the union from

5. The company needs strong to trebitgh this difficult phase.

6. In addition to a competitive salary, the compaiffers attractive
benefits.

7. 1 was impressed by the speed and wihibh my order was
processed.
8. Several leading companies took the establish an independent

business school.
9. She is quite high up in the management

10. New employees do a month’s intensive before starting.

5. Match the words from the left-side column with heir definitions from the
right-side column:

1. manager a. the different levels at which people
things are organized, depending on how
much authority, responsibility or
importance they have

2. responsible b. the process of deciding about sth
important, especially in a group pf
people or in an organization

3. decision-making c. connected with the work afanager

4. leadership d. the ability to do sth well with |no
waste of time or money

5. managerial e. a person who is in charge of ngha
business, a shop, a department of| an
organization, a project, etc.

6. efficiency f. the state or position of beingeader

7. training g. the power or opportunity to act and

gain an advantage before other people
do
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8. hierarchy h. having the job or duty of dealinighw
sb/sth, so that it is your fault if sth gges

wrong
9. initiative I. a person who is paid to work fdr s
10. employee j. the process of learning the skiiést

you need to do a job

6. Fill in the gaps with the words and expressiornsom the text:

1. A number of different terms are often used adtef the term “manager”,
including

2. In its broad meaning, the term “managers” apple the people who are
responsible for

3. Almost everything a manager does

4. Management is a function of

5. The characteristics of management often varyraatg to national culture,
which can determine

6. Managers, for example, are responsible for

7. Find pairs of words as they occur in the text:

1. profit-making a. work agencies
2. social b. a decision

3. personnel C. system

4. to make d. authority

5. specific e. organizations
6. managerial f. orders

7. personal g. manager

8. national h. activities

9. to give I. relationships
10. to delegate J. culture

8. Word building:

NOUN VERB ADJECTIVE

manager

to be responsible

promaotion

to supervise

decisive




9. Grammar .Underline the correct tense:

1. The plandeaves/has leftat four o’clock. We must be at the airport by two
o’clock.

2. It getsl/is gettingcolder and colder every day.

3. Have you seen Linda?hhave been looking/am lookingfor her for almost an
hour.

4. Sam is a very interesting person. Kl®ws/has knownall kinds of unusual
facts.

5. First, youare heating/heatthe oven to a temperature of 180 C.

6. Have you heard the news? THegve just elected/have been electing new
club chairman!

7. Marthais finding/has founda new job. She is starting next week.
8. The teachednas been correcting/has correctedssays for three hours.

9. Michael's car broke down last week, souses/is usinghis father’s for the time
being.

10. It rarelygets/is gettingvery hot in Britain.

10. Say it in English:

1. Opranizanis — 1e rpyna Jojed, MO0 MpamoTh Pa3oM s JOCATHEHHS
3arajibHOl METH.

2. YrpapiiHHA — 1€ Npoliec TUIaHyBaHHs, opraHizaliii, madopy KajapiB i KOHTPOJIIO
IUIS TOTO, MO0 TOCSATTH METH OpTaHi3alii 3a JOMOMOIO0 JIFO/ICH, 10 MPAIIOI0ThH B
HIH.

3. YpaBiiHHS CTOCYEThCS K KOMEPUIHHUX, TaK 1 HENPUOYTKOBUX OpraHi3allii.

4. MeHeKepHy HaJllJIeHI TOBHOBAKEHHSIMH 1 BIAMOBIAANIBHICTIO POOUTH KPOKH, SIKI
CHPUSAIOTH 3A1MCHEHHIO LIJIeH opraHizaiii.

5. Bcei ocobwu, 110 mpaiiorTh pa3oM, MparHyTh BHECTH CBiM BIAYYTHUM BKJIAJ J10
JOCSITHCHHSI IT1JICH.

6. MeHemkepr MOXKYTh IOCSTTH T00pPHX Pe3yibTaTiB, SKIIO CTBOPSATH B KOJIEKTUBI
CHPUATINBUI MOPAIbHO-TICUXOJIOTTYHHUH KJIIMAT.

7. KepiBHUKHM BHIIOI JIAHKM BIATMOBINAIOTH 3a IJIaHYBAaHHS 1 OpraHizaifito Bciel
poOOTH B LILJIOMY.

8. TloBHOBa)XKeHHSI KEPIBHUKIB HHUXYOi JaHKM 3HAYHO BapilOIOThCA B PI3HUX
oprasizaisx.

9. OmnepariiiiHi KepiBHUKH 311HCHIOIOTH 0€3M0CEPeTHE KEPIBHUIITBO PECYPCAMHU.
10. KepiBHUKK 3alMarOThCS IIMUPOKUM CIEKTPOM MpoOsieM, aje OJHUM 3

HaBOXJIWBIMUX 11X 3aBIaHb € CTBOPEHHS CIPHUSTIMBOTO BHYTPIIIHHOTO
CepeIoBUIIA.



UNIT 2

MANAGERS
1. Read and memorize the following words and wordambinations:
top manager Bunuii BAKOHaBUMM KEePiBHUK
top management puima agMiHiCTpaIis
resource pecypc
middle manager #epiBHUK cepeHbOT JaHKH
first-line manager «epiBHUK HHUKYOT JTAHKH
project manager ¥epiBHUK IPOCKTY
functional manager ¢yHkmioHaIEHUIT KEPIBHUK
product manager kepiBHHK, BiAMOBIIaJIbHHIA 32 KOHCTPYIOBaHHS
general manager spekTop miAnprueMCTBA
staffing planning -fnanyBanHs KaJapoBoro 3a0e3neueHHs
goal —inp
performance managemenympasiiHHs POOOTOIO
file system -encrema peecrparlii JOKyMEHTIB
2. Read and translate the text:

Managers

There is a classic definition that “Leaders doright thing and managers do
things right.” A more standard definition is usyabmething like “managers work
toward the organization’s goals using its resounoean effective and efficient
manner.” In a traditional sense, large organizatioray have different levels of
managers, including top managers, middle manager$irst-line managers.

Top (or executive) managers are responsible forseeeng the whole
organization and typically engage in more strategid conceptual matters, with
less attention to day-to-day detail. Top managavemiddle mangers working for
them and who are in charge of a major function epasitment. Middle managers
may have first-line managers working for them arb\are responsible to manage
the day-to-day activities of a group of workers.

Note that there are different types of managerssacthe same levels in the
organization. A project manager is in charge ofedlging a certain project, e.g.,
development of anew building. A functional managenn charge of a major
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function, such as a department in the organizatiem,., marketing, sales,
engineering, finance, etc. A product manager isharge of a product or service.
Similarly, a product line manager is in charge ofymup of closely related
products. General managers are in charge of numefouoctions within an

organization or department.

What do managers do?

There are four functions of managers: planningaoigng, leading and
coordinating. What managers do is the following:

1. Planning,

including identifying goals, objectives, methodssaurces needed to carry
out methods, responsibilities and dates for conyieatf tasks. Examples of
planning are strategic planning, business planmpngject planning, staffing
planning, advertising and promotions planning, etc.

2. Organizing resources

to achieve the goals in an optimum fashion. Exampl® organizing new
departments, human resources, office and file systere-organizing
businesses, etc.

3. Leading,

including to set direction for the organizationpgps and individuals and
also influence people to follow that direction. Bxgles are establishing
strategic direction (vision, values, and goals) asthg methods to pursue
that direction.

4. Controlling, or coordinating,

the organization’s system, processes and structaresach effectively and
efficiently goals and objectives. This includes st@amt monitoring and
adjustment of systems, processes and structuremrdangly. Examples
include use of financial controls, policies and qadures, performance
management processes, measures to avoid risks etc.

3. Find in the text answers to these questions:

1. What are the four major functions of managers?
2. What is planning? What are the kinds of planfing
3. What are the examples of organizing the ress@rce

4. What is “leading”?
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5. What is the function of “controlling”?

4. Fill in the blanks with appropriate words:

leader goal executive resource effective completion planning organization

department project
1.Our
. Promotions can be
. Several top

. The keys will be handed over on
. Do people outside your

. The company is a world in

. Organizing a conference requires a

© 00 N o 0o b~ W N

10. We need to allocate available

5. Match the words from the left-side
right-side column:

IS to increase market share this year.
in attracting new costs.

have left the company.

ask you to belprojects?

electricaldgoo

. He's the president of a large international

lot of cdrefu

. The company has invested a lot in the water :

moexevely.

column with heir definitions from the

1. goal a. producing the result that is wants or
intended

2. effective b. a supply of sth such as money,uaho
etc. that an organization or a person has
and can use

3. executive C. a company, a thing, a person tledt
is the best, or in first place in a business,
etc.

4. completion d. a section of a large organizatstore
or government

5. department e. something that you hope to achieve

6. leader f. a planned piece of work, often
involving many people, that is designed
to produce sth new

7. organization g. a person who has an importangag
a manager of a company or @an
organization

8. planning h. the process of making plans for sth

9. project I. a group of people who form a business
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or other group together in order |to
achieve a particular aim

10. resource J. the formal act of completing thke

2
QO

of property

6. Fill in the gaps with the words and expressionsom the text:

1. There is a classic definition that “Leaders i@ tight thing and

2. In a traditional sense, large organizations heaye different levels of managers,

including

3. Top managers have middle managers working foemthand who

4. A project manager is in charge of developing extain project, e.g.,

5. There are four functions of managers:

6. Examples are organizing new departments, humagsources,
, etc.

7. Find pairs of words as they occur in the text:

1. organization’s a. manager

2. effective b. matter

3. top C. resources

4. conceptual d. monitoring

5. day-to-day e. goal

6. major f. fashion

7. strategic g. manner

8. organizing h. detalil

9. optimum I. function

10. constant J. planning

8. Word building:

NOUN VERB ADJECTIVE

work

to include

development

to coordinate

effective

13



9. Grammar. Put the verbs in brackets into thepresent smple or the present

continuous:
1. A: Why (you/smell) the soap?
B: It (smdll) lovely. It's like roses!
2. A: Why (you/taste) the soup?
B: Toseeifit ___ (taste) good. | think it needs more salt.
3. Al (feel) very tired.
B: You should go to bed early.
4. A: (see) Andy this evening.
B: 1 (see). So, you don’t want to come to the cinema with dee,
you?
5. A: How much (the bag of apples/weigh)?
B: I don’t know yet. The man (weigh) the bag now.
6. A:l (think) about buying a new car soon.
B: Why? | (think) your car is fine. You don’t need a new one.
7. A: What (you/look) at?
B: The sky. It (look) as if it's going to rain.
8. A: Why (you/feel) the radiator?
B: It (feel) cold in here. Is the heating on?
9. A: Chris (be) a sensible person, isn’'t he?
B: Yes, but in this case he (be) rather foolish.

10. A: My back (hurt).
B: Why don’t you lie down for a while?

10. Say it in English:

1. HHaHYBaHHH € OJHHMM 3 OCHOBHHX €JICMCHTIB MCHC/’KMCHTY.

2. [1nanyBanHs nependadae BUOIp IJIEH 1 A1H 3 1X TOCATHEHHS.

3. YxBasieHHs pillIeHHS - 11e BUOIp HanmpsMy AISUTbHOCTI 3 PI3HUX aJbTEPHATHB.
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4. IlnanyBaHHs miepen0adae HE JIMIIE BBEACHHS HOBOTO, ajieé TAaKOX PO3YMHE 1
[IPAKTUYHE KOr'0 BKUBAHHA.

5. {00 mparniBHUKH J0Ope BUKOHYBAJIM CBOI 0OOB'A3KH, MOTPIOHO CTBOPUTH TaKy
atMocdepy, sfKa crpusiyia O BAKOHAHHIO 1X 3aBJJaHb.

6. 3aBmaHHS MEHEIKepa IOJsITrae B TOMY, MO0 JaBaTh BKa3iBKW, HEOOXIAHI IS
BUKOHAHHS 3arajabHUX 3aBIaHb.

7. IlpaniBHUKMA MOBHHHI 3HATH, SIKUM YUHOM iX poOOTa BNHMCYETHCS B 3YCHIUIS
BCHOT'O KOJIEKTUBY.

8. Opranizaiiis poOdOTH MOJATAE B CTBOPEHHI TaKO1 CTPYKTYPHU POJICH, KA CIpHUsIE
BUKOHAHHIO 3araJIbHUX IIUIEH.

9. OnHa 3 oCHOBHUX (DYHKI[IM KEPIBHUKA - II€ YXBAJICHHS 3BAKEHUX PIIICHb.

10 KepiBHMKHN HIXKYOT JJAHKH CJTIITYIOTh BKa3iBKaM iX 0e3rnocepeHiX HadyalbHUKIB.
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UNIT 3

THE PURPOSE OF A BOARD DIRECTORS
1. Read and memorize the following words and wordambinations:
objective —iinb
economic policy -ekoHOMIYHA MOJIITHKA
chief executive -BukoHaBumii TUPEKTOP
to ensure sabe3neuyBaTu
to dismiss -3BinbHIOBaTH
regulatory requirementsakoHHa BUMOra
to monitor —koHTpoIIOBATH
diversity —pi3HOMaHITHICTh
innovative —4HHoBaliiiHUI
to acquire -eTpumyBatu
expenditures Burparu
t0 assess eiliHIOBaTH
to enhance 30iabiryBaTu
2. Read and translate the text:

What is the purpose of a board of directors?

A company’s board of directors helps managemeneldevbusiness plans,
economic policy objectives, and business stratégyoard of directors often
selects the chief executive of the business, stppam, reviews his performance,
and may dismiss him.

Through regular meetings, the board helps ensdeetefe organizational
planning and sees that company resources are ntheéigetively. The board of
directors also sees that the company meets regulsgquirements that apply to
that business. The board of directors also mussassverall performance of the
corporation.

Directors monitor a company’s financial performamcel the success of its
products, services and strategy. Directors areategdo follow developments that
affect the business. They must set aside any paketnflict between their
personal or individual business interests to supih@r well-being of the business
which they serve.
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The most effective board of directors will be augmf professionals who
bring a breadth of skills, experience and diversita company.

What are major duties of a board of directors?

1. Select and appoint a chief executive to whomspansible person for the
administration of the organization is delegatedluding:

- to review and evaluate his/her performance rebulan the basis of a
specific job description, including executive redas with the board, leadership in
the organization, in program planning and impleragon, and in management of
the organization and its personnel;

- to offer administrative guidance and determinethbr to retain or dismiss
the executive.

2. Govern the organization by broad policies angdailves, formulated and
agreed upon by the chief executive and employeet)ding assigning priorities
and ensuring the organization’s capacity to taragy programs by continually
reviewing its work.

3. Acquire sufficient resources for the organizaisooperations and to
finance the products and services adequately.

4. Account to the public for the products and sssiof the organization
and expenditures of its funds, including:

- to approve the budget, and formulate policiestesl to contracts from
public or private resources;

- to accept responsibility for all conditions analipies in new, innovative,
or experimental programs.

Major responsibilities of a board of directors:

. Determine the organization’s mission and purpose

. Select the executive.

. Support the executive and review his or hergoerénce.

. Ensure effective organizational planning.

. Ensure adequate resources.

. Manage resources effectively.

. Determine and monitor the organization’s programd services.

. Enhance the organization’s public image.

© 00 N oo o B~ W N P

. Assess organization’s performance.
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3. Find in the text answers to these questions:

1. What are the responsibilities of a board of @does in a corporation? Name
them.

2. What are the major duties of a board of dires&tor
3. What can we call an effective board of direcors
4. Fill in the blanks with appropriate words:

company board business executive requirement financial to monitor
diversity expenditure to dismiss

1. Valuing and managing in an organizateads to more satisfied
employees.

2. He was for breach of contract.

3. Our are judged on how well they manegpple and look after the

company'’s reputation.

4. The group has been aggressive in cutting

5. She hasaseatonthe

6. She has set up in as a hairdresser.

7. This is a simpler system that requires feweireregs it.

8. They are a large insurance and investment

9. There is no legal to provide nutraioinformation on food
packaging.
10. They offer independent advice otypéls of mortgages.

5. Match the words from the left-side column with heir definitions from the
right-side column:

1. company a. used in the name of some
organizations

2. board b. the quality or fact of including| a
range of many people or things

3. business c. something that is needed or asked fo
by an authority

4. executive d. to officially remove an employee
from their job

5. requirement e. a business organization selloadg
or services, especially one that has been
officially created in a particular country

18



and is owned by shareholders

6. financial f. the activity of making, buying, beg
or supplying goods or services for
money

7. to monitor g. the act of spending or using money

8. diversity h. a person who has an important @b a
a manager of a company

9. expenditure I. to watch and check a process aver

period of time in order to see how| it
develops and make any necessary
changes

10. to dismiss J. connected with money and finance

6. Fill in the gaps with the words and expressionsom the text:

1. A company’'s board of directors helps managenamvelop business plans,

2. Through regular meetings, the board helps enstliective organizational
planning

3. Directors monitor a company’'s financial perfono@a and

4. Directors are expected to follow developments

5. The most effective board of directors will beg@up of professionals who

6. One of the major duties of a board of direcier® select and appoint a chief
executive

7. Find pairs of words as they occur in the text:

1. board a. requirement
2. economic policy b. resources
3. regulatory c. of directors
4. overall d. executive

5. organizational e. duties

6. company f. guidance

7. chief g. objectives
8. potential h. performance
9. major I. planning

10. administrative J. conflict
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8. Word building:

NOUN VERB ADJECTIVE

administration

to help

SUCCESS

to approve

regulatory

9. Grammar. Put the verbs in brackets into the corect present from:
1. A: Linda (learn) to drive at the moment.
B: I know. She told me last week.
2. A: Has Alan got a job?
B: Oh yes. He (be) the manager of a leisure centre.
3. A: Do you want to have a break now?
B: Not yet. | (write) a report for tomorrow’s meeting.
4. A: Is Jeff still in the garden?
B: Yes. He (plant) flowers all afternoon.
5. A: That author is very well-known, isn’'t she?

B: Yes. She (write) twenty novels so far.

6. A: You look very happy today.
B:lam. | (just/hear) some good news.

7. A: What time (the play/start) tonight?

B: Seven o’clock, I think.
8. A: Are you new to this company?

B: Not really. In fact, | (work) here for almost two years.

9. A: Are you ready for the concert?

B: Yes. | (practice) for weeks.

10. A: Do you do any exercise at all?

B: Yes. Actually, | (go) swimming three times a week.
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10. Say it in English:

1. VYnopaBniHHA BIUIMBa€ HA TOBEOIHKY JIOAeH 1 crpusie iX eQeKTHUBHOMY
BHUKOHAHHIO CBOTX 00OB'A3KIB.

2. YmpaBuiHHS Ma€ Ha yBa3l MOTHBAIlIO JIOJEH, OCKIJIBKHA JIOIUA CXHWIbHI
CJIITyBaTH 32 TUMH, XTO 3IaTHHUI 3aJJ0BOJBHUTH iX TOTPEOH.

3. KonTpoub - 11e mporiec 3a0e3neueHHs TOCATHEHHs OpraHi3alli€lo CBOIX IiIeH.

4. KOHTpOJIb CKJIAIAa€TbCsl 3 YCTAaHOBKU CTaHAAPTIB, BHUMIPIB (HaKTUIHO
JOCATHYTUX PE3YJIbTATiB Ta MPOBEICHHS KOPEKTYBaHb B TOMY BHIIAJKY, SIKIIO €
HEraTUBHI BIAXWICHHS.

5. Ilman HampaBisie MEHEIKEpIB y BUKOPUCTaHHI PeCypcCiB, aje MOTIM iX poboTa
TIOBHHHA MEPEBIPSTUCS IS TOTO, OO BU3HAYUTH, UM BIAMOBITA€ BOHA TUIAHY .

6. [1lo6 ckopekTyBaTH BiIXWJICHHS, MOTPIOHO BU3HAYUTHU JIFOJCH, BIAMOBINATEHAX
3a pe3ynbTaT, 1 MOTIM MPUHHATH HEOOX1THI 3aXO0/IH.

7. CiBpoOITHUKY TIOBHHHI 3HATH, YOTO Bi/I HUX YEKAIOTh.

8. Mera Oyap-sikoi oprasizailii - CTBOPUTH BHYTPIIIHIO aTMocdepy, sKa CIpuse
e(heKTHBHOMY BUKOHAHHIO BCIMa CITIBPOOITHUKAMH CBOIX CITY’KOOBUX 0OOB'SI3KIB.

9. MeHnepkepy 3BUKAIOTHCS MIPAIIOBATH B CTPECOBUX CUTYaLlIsIX.

10. Opna 3 ocHOBHUX (YHKIIIN KEpIBHUKA - 11€ YXBAJICHHS 3BaKEHUX pillleHb. Bin
CTaBUTh METYy, pO3MOILIsie O0O0O0B'SI3KM, 3IMCHIOE 3arajbHe KEpIBHHUIITBO,
KOOPAMHYE poOOTY, HaiMaE 1 3BUIbHSIE JTFOJIEH.
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UNIT 4.
WHAT IS PRODUCTION MANAGEMENT?
1. Read and memorize the following words and wordambinations:
updating —xopexTyBaHHs;
stock control «oHTposb Ha/ CTAHOM TOBapHUX 3aIaciB
maintenance BMmict i TexHiYHe 00CITyTOBYBaHHS
product design #poekTyBaHHS BUPOOY
production engineer sexxoJor
purchasing -HocTayaHHs
production supervisor koHTpoJiep BUPOOHUIITBA
engineering staff #okeHepHO-TEXHIUHI KaIpH
output —oOcsir BUpOOHHUIITBA
workforce —po6oua cuia
COSt —BapTiCTh
shift manager sMinnuii maiictep
logistics —morictrka
waste -Bigxoau
yield —po3mip BupoOIeHHs
2. Read and translate the text:
What is production management?

Production management is also called operationsaganent. It includes
planning, coordination and control of industriabpesses. The aim of production
management is to ensure that goods are producectefly to the satisfaction of
the customer at the right price, of the right dqyain the right quantity, at the right
cost and on time.

In manufacturing production manager is respondiigoroduct and process
design, planning and control issues involving cépaand quality, and
organization and supervision of the workforce.

The scope of the job of production manager depemdthe nature of the
production system: jobbing production, mass pradactprocess production and
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batch production. Many companies have several tgpbgsoduction, so the job of
production manager becomes more complex.

Typical work activities of a production manager:

Depending on the size of the organization the fonst of a production
manager are:

- to draw up a production schedule;

- to work out the needed resources;

- to estimate how long a job will take, to estimdte tost of it, and to set
the quality standards;

- to monitor the production processes and to adgistdules as needed.

At the pre-production stage the production managsrresponsibility for

the selection and design of equipment, the plamutand materials handling, and
production planning (including demand forecastpigduction scheduling and the
ordering of material).

During the production stage the responsibilitiedsh& production manager
include production control (the sequencing of jalgsgating time schedules, etc),
stock control, quality control and the maintenaaod replacement of production
equipment. Production managers are also concerntéd psoduct design and
purchasing.

In a small firm the production manager makes manh® decisions, but in
a larger organization there are planners, contsllproduction engineers and
production supervisors who assist him. In a vemrgdafirm senior production
manager plays a more strategic role estimatingréut@apacity, coordinating the
work of planners and supervisors and working witlydys, sales and engineering
staff.

In progressive firms the production manager’s risléending to be more
closely integrated with other functions, such asketng and finance.

3. Find in the text answers to these questions:

1. What is the aim of a production manager?

2. What is a production manager responsible for?

3. What kinds of production systems there exist?

4. What are typical work activities of a productimanager?
4. Fill in the blanks with appropriate words:

to update control maintenance product purchasing supervisor logistics
workforce cost to waste
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10. We need new to sell.

.Wedon'twantto _ money on equipment tr@twen’t use much.
. If you need to leave work early, speak to your _ first.

. We are responsible for the cleaning and of the building.

A firm was hired to organize deliverie

. The factory will have to lose half of its 1000esg

. It's about time we our logo.

. The airport was builtata ___ of $5.3 hillion.

. She has taken over responsibility for worldwide.

. The family has sold most of its shares and lagé of the company.

5. Match the words from the left-side column with heir definitions from the

right-side column:

it

1. to update a. the act of keeping sth in good
condition by checking or repairing
regularly

2. control b. the amount of money that you nee

order to buy, make or do sth

d in

3. maintenance

c. to use more of sth than is nacees
useful

4. product

d. all the people who work for
particular company

a

5. purchasing

e. the power to make decisions 4
how an organization, an area, a coun
etc. is run

bout
try,

6. supervisor

f. the activity of buying things tha
company needs, such as materials, p
equipment, services, etc.

[
arts,

7. logistics

g. a thing that is manufactur
developed, produced or grown, usua
for sale

ed,
lly

8. workforce

h. the work of planning and organiz
the supply of materials, goods and stg

ing
\ff

9. cost

I. to make sth more modern by add
new parts, etc.

ling

10. to waste

]. a person who is in charge of sk
and makes sure that everything is d

)/sth
bne

correctly
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6. Fill in the gaps with the words and expressiornsom the text:

1. Production management is also called

2. In  manufacturing  production  manager is respad@asib for

3. The scope of the job of production manager degpenon

4. Depending on the size of the organization tmetions of a production manager
are etc.

5. During the production stage the responsibilittdsthe production manager
include

6. In a very large firm senior production manager

7. Find pairs of words as they occur in the text:

1. production a. production
2. industrial b. schedules
3. process c. handling
4. jobbing d. process

5. to adjust e. control

6. plant f. management
7. materials g. manager
8. stock h. design

9. engineering I. layout

10. shift j. staff

8. Word building:

NOUN VERB ADJECTIVE
production
to operate
industry
to qualify
selective

9. Grammar. Choose the correct answer.
1. ‘Were you expecting James and Paul to stayifored?’
‘No, but | a lot of food, so it didn’'t maitt

A had prepared B was preparing C had been preparing
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2. ‘Tony has been singing for years, hasn’'t he?’
‘Yes. He _ hisfirst record when he was$esRr.’
A made B was making C had made
3. ‘There was a power cut last night.’
‘I know. | some paperwork when the lightnt out.’
A had been doing B was doing C had done
4. ‘Did you see Paul Simon in concert?’
‘No, | was hoping to get tickets, butthey "
A had sold out B sold out C were selling out
5. ‘The restaurant was packed last night.’
‘Yes. Luckily, | atable in advance.’
A was booking B had booked C had been booking
6. ‘Did you watch the film yesterday?’
‘No. It by the time we got home.’
A finished B was finishing C had finished
7. ‘Did you stay up late last night?’
‘No.l  allday, so | went to bed early.’
A had been working B worked C was working
8. ‘Did you enjoy your holiday?’
‘Yes. We _ most of our time on the beach.’
A had spent B were spending C spent
9. ‘Kim looked tired this morning.’
‘I know. She __ all night long.’
A studied B had studied C had been studying
10. ‘So what happened?’
‘We _ through the woods when we heardresigot.’
A had walked B walked C were walking

10. Say it in English:
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1. JIns ycmimmHOrO BUKOHAHHS CBOiX (YHKIIH MEHEIXep MOBHHEH BOJIOHITH
OCHOBHMMH YTIPAaBIIHCBKUMHU HAaBUKAMM. TEXHIYHMMH, KOHLENTYaJIbHUMH, a
TaKO’X HaBUKaMH CITIIKYBAaHHS 3 JIIOJIEMHU.

2. OxpiM HaBHKiB, MEHE/DKEp MOBHUHEH BOJIOAITH 1 0a30BUMH 3HAHHSMHU B Tii
o0xacrti, e BiH mpaitoe. L1 3HaHHS BKITIOYaIOTh 1H(QOPMAIIIIO PO TEXHOJIOTI1, PO
KOMITaH110 1 PO JIIOJICH, 110 MPAIIOOTh B 1111 KOMITaHii.

3. TexHiuHI HaBUKMA O3HAYAIOTh 3HAHHS TEXHOJOTIYHUX MPOLECIB 1 yMIHHS iX
BUKOPUCTOBYBaTH  HailepexTuBHime. HaBuku  CHiIKyBaHHS 3 JIIOJBMHU
J0TIOMaraloTh MEHEXKEPOB1 YCHIIIHO B3a€EMOMISTH 3 JIOABMH, PO3YMITH iX 1
MOTHUBYBATHU iX POOOTY 3 METOIO JOCATHEHHS MOCTABJICHUX IIiJIEH.

4. KonnenrtyaiapbHi HaBUKH MArOTh BITHOIICHHS IO 1€H 1 3MaTHOCTI YIPaBIIHIIA
0aunTH OpraHi3aIliio K €IUHE IILJIe.

5. YnpaBniHieBl HEOOXiJHO MaTH KOHLENTYyadbHI HABUKHU JIJISl TOTO, 00 YSBUTH,
SIK OKpEeM1 YaCTUHH OpTraHi3allii B3aEMOIIIOTh 1 3aJI€KaTh OJAWH BiJ] OJTHOTO.

6. OxpiM 11bOr0, KOHIENTYalbHI HAaBUKH JIOTIOMAaraloTh MEHEKEPOBI 3PO3yMITH
IHTerpaIlio 1 KOOpAUHAIII0 BCIX MPOIIECIB 1 CUCTEM yCepeAuHl OpraHi3alii 1 mo3a
HEIO.

7. PoboTa MeHeIKepa OLIHIOETHCS 3 TOYKU 30PY JBOX MapaMeTpiB. e(EKTUBHOCTI 1
POAYKTUBHOCTI.

8. EdexTuBHICTE pOOOTH MEHEIKEepa OIUHIOETHCA 3 TOUKH 30pYy MPaBUIBLHO
BUOpaHUX IIJIeH Ta iX 3/1IMCHEHHS.

9. IIpoAyKTUBHICTh O3HA4Ya€ MiHIMaJIbHI BUTpaTH 3acO0iB 1 4acy Ha BUKOHAHHS
MOCTaBJICHUX 3aBJIaHb.

10.V poboTi MeHemKepa BaKIUBI OOHIBI 1 CKJIa/I0BI.
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UNIT 5
“FIVE M’'S” IN PRODUCTION MANAGEMENT
1. Read and memorize the following words and wordambinations:
responsibility -BianoBigaabHICTh
method —saci6
personnel -aepconan
equipment -ycraTkyBaHHs
technology —rexuooris
flexibility — rayukictsb
to adapt -amantyBaTH
raw materials -eupi matepianu
data flow —oTik manux
asset -akTuB
utilization —yrtwumizaris
inventory —iHBeHTapH3allis
to evaluate -euinroBatu
demand -omut
labour costs Bapricts pobotn
2. Read and translate the text:
“Five M’s” in production management

Production management’'s responsibilities are sumedrby the “five
M’s”: men, machines, methods, materials and money.

“Men” refers to the human element in operating @yst. Since the majority
of manufacturing personnel work in the physicalduation of goods, “people
management” is one of the production manger’s nmygortant responsibilities.

Production managers must also choose the machiderethods of the
company, first selecting the equipment and techmolto be used in the
manufacture of the product or service and then rmahgnand controlling the
methods and procedures for their use. The flekyhilf the production process and
the ability of workers to adapt to equipment ankesitiles are important issues in
this phase of production management.
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The production manager’'s responsibility for materiancludes the
management of flow processes-both physical (rawenazd¢) and information
(paperwork). The smoothness of resource movemeahtata flow is determined
largely by the fundamental choices made in thegtest the product and in the
process to be used.

The manager's concern for money is explained by ithportance of
financing and asset utilization to most manufaarorganizations. A manager
who allows excessive inventories to build up or valebieves production level and
steady operation by sacrificing good customer serand timely delivery runs the
risk that overinvestment or high current costs wilipe out any temporary
competitive advantage that might have been obtained

Planning and control

The production manager must plan and control tbegss of production so
that it moves smoothly at the required level ofpotitwhile meeting cost and
guality objectives. Process control has two purpose

1. to ensure that operations are performed acaptdiplan;

2. to continuously monitor and evaluate the produactplan to see if
modifications can be made to better meet costjtgudklivery, flexibility or other
objectives.

For example, when demand for a product is high ghoto justify
constitutions production, the production level mighed to be adjusted.

From time to time to address fluctuating demandhanges in a company’s
market share. When more than one product is indohamplex industrial
engineering or operations research procedurescaessary.

Inventory control is another important phase of production managémen
Inventories include raw materials, component paaisg work in processes,
finished goods, packing and packaging materials gerteral supplies. Although
the effective use of financial resources is geherdetermined beyond the
responsibility of production management, many mactfring firms with large
inventories (more than 50 percent of total assetsally hold production managers
responsible for inventories. Successful inventognagement, which involves the
solution of the problem of which items to carryimrentory in various locations is
critical to a company’s competitive success. Natyag and item can result in
delays in getting needed parts or supplies, buyicay every item at every location
can tie huge amounts of capital and result in @malation of obsolete, unusable
stock. Mangers generally rely on mathematical nodeid computer systems
developed by industrial engineers to handle thelpros of inventory control.

To control labour costs, managers must first meagwe amount and type of
work required to produce a product and then spewi@f-designed, efficient
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methods for accomplishing the necessary manufacfueasks. In new operations
particularly, it is important to anticipate humaesource requirements and to
translate them into recruiting and training progsarso that a nucleus of
appropriately skilled operators is available agdpation machinery and equipment
are installed. Specialized groups responsible dppert activities also need to be
hired, trained and properly equipped. This typecafeful personnel planning

reduces the chance that expensive capital equipwi#rgtand idle and that effort,

time and materials will be wasted during start-nd segular operations.

3. Find in the text answers to these questions:
. What are the main responsibilities of productiemager? Name them.
. What does “five M’'s” mean?

. What are the purposes of process control?

1

2

3

4. What is inventory control?

5. What is considered to be a successful invent@ayagement?
6. What does labour costs control deal with?

4. Fill in the blanks with appropriate words:

responsibility method personnel equipment flexible raw material asset
utilization inventory to evaluate

1. The vehicle is recorded as an in the casnpacounts.
2. They supply for the food industry.
3. We use written tests and interviews b candidates.

4. The new sales manager will have hioEuropean market.

5. Industrial production fell 0.2 percent and catyac fell to 75.4
percent.

6. We devised a new for measuring unemgay.

7. We will carry a large of candy.

8. Our plans need to be enough to caténdaeeds of everyone.
9. We have had problems with the supply of to the factory.

10. The group is trying to cut costddarmargin products.
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5. Match the words from the left-side
right-side column:

column with heir definitions from the

1. responsibility a. the machines, tools, etc. tha¢
needed for a particular purpose |or
activity

2. method b. a natural or basic substance that is
used to make sth in an industrial process

3. personnel c. the goods that a business haser s
at a particular time

4. equipment d. the duty of being in charge of a
particular activity, area, department, etc.

5. flexible e. a thing of value that a person ar a
company owns, such as money |or
property or the right to receive payment
of a debt

6. raw material f. the relationship between the @amo
that a factory, etc. produces and the
amount that it is designed to produce

7. asset g. a particular way of doing sth

8. utilization h. to study all the available infaation
about sb/sth and then form an opinjon
about them/it

9. inventory I. the people who work for an

organization

10. to evaluate

J. able to change or be changeslitc
new conditions or situations

6. Fill in the gaps with the words and expressionsom the text:

1. Production management’'s

responsibilities

are nsanzed by

the

2. The flexibility of the production process ane tability of workers to adapt to

equipment and schedules

3. The production manager’s

responsibility for mate

. Inventory control is
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7. Find pairs of words as they occur in the text:

1. production a. materials
2. operating b. utilization
3. personnel c. flow

4. raw d. service

5. data e. demand
6. asset f. management
7. excessive g. control

8. customer h. system

9. process I. work

10. fluctuating J. inventories

8. Word building:

NOUN VERB ADJECTIVE
equipment
to control
flexibility
to move
evaluative

9. Grammar. Choose the correct answer.
1. ‘Sharon looks different now, doesn’t she?’
‘Yes. She __ to have long dark hair, didn&3&h
A isused B used C would
2. ' | have never driven an automatic car before.’
‘You willsoon __ toit’
A getused B beused C used
3. ‘How is Sarah?’
‘She’s fine. She __ to life in the countrgsid
A gotused B used C usedto be
4. ‘Have you always worked as a nurse?’
‘No. | achild minder.’

A was used to being B used to be C am used to being
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5. ‘Do you remember when we were little?’
‘Yes. Dad _ always read us a bedtime story.’

A was usedto B would C gotusedto

6. ‘Aren’t you tired?’
‘No. | to walking long distances.’

A amused B gotused C used

7. ‘Jane had trouble with her job at first.’
‘Yes. She _ to working on her own.’

A used B gotused C wasn't used

8. ‘Did you find your degree course difficult?’
‘Yes, butlsoon  toit’

A used B gotused C was used

9. ‘Do you remember Uncle Danny?’
‘Yes. He _ always bring us presents.’

A would B wasused C used

10. ‘Have you ever lived in a flat before?’

‘No, but Iwill _ toit’
A beused B getused Cused
10. Say it in English:

1. PoGoTa meHemkepa ay’Ke CkiiajaHa 1 6ararorpaHHa.

2. Bona mae Ha yBasi JJEpCTBO, BIaAy 1 BIUIMB, IKI TIOBHHHI TPYHTYBAaTHCS B

MepITy Yepry Ha MOIIaH1 MiJIeTIHX.

3. JItoau cXuibHI CliTyBaTH 32 TUMH, XTO MPOMOHYE M 3acid AJs 3a10BOJICHHS iX
HACYITHUX TOTped, TOMYy MEHEKepH IMOBUHHI T0Ope YCBIJOMIIIOBATH PYILIiHHI

MOTHBH CBOIX HIJIETIINX.

4. IcHYIOTh Pi3HI MAXOIH JI0 ACTIEKTIB pOOOTH MEHEIKEPIB.

5. Ognl 3 HUX J0JAl0Th OCOOJIMBY yBary HiANPUEMHMIITBY B YNpaBiIiHHI, 1HIII
KOHIICHTPYIOTh YBary Ha MOBEIHIII MEHE/HKEPIB B PI3HUX CUTYaIlisX.
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6. Ane He AMBISYMCH HA BIAMIHHOCTI, MIAXOAW IO TMPUPOAH YHPABIIHCHKUX
3aBJlaHb MOXKYTh OyTH 3B€JICH1 JI0 IT'SITH OCHOBHUX TPYII.

7. praBJ'IlHCBKa pob6ora Hepez[6aqae CTpeCOBl cmyaun TOMY Ti, XTO XO4Ye
3alfHATU KEePIBHUHN MOCT, MOBUHHI OI[IHUTH BC1 MepEeBaru 1 HEAOMIKH I1i€l poOOTH.

8. He icHye MeBHOro CHiBBIJHOLIECHHS MK KUIBKICTIO THX, IO YNPaBJISAIOTH 1
MPAITIOI0Th, MPOTE, CTPYKTypa Oynb-aKoi opranizaiii Moxe OyTu momudikoBaHa
TakK, 10 KUTbKICTh YIPABIIHIIIB MOKE 301JbIIUTUCS a00 CTaTU MEHIIIE.

9. IloTpeba B ynpaBMHIISLX 3aJI€KUATH BiJl 0araThOX YAHHHKIB, TAKUX K CKJIQIHICTh
CTPYKTYpH OpraHizariii, ii po3mipu, NepCrneKTUBHU ii pO3BUTKY 1 0OYMOBJIEHI HUMHU
TEMITU 3MIHIOBAaHOCT! YIPaBIIHCHKOT JIAHKH.

10. HaGop xepiBHUX KaJipiB MOKe OyTH Ha OCHOBI SIK 30BHIIIHIX, TaK 1 BHYTPIIIHIX
TOKeped.
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UNIT 6

THE CONCEPT OF STRATEGIC MANAGEMENT
1. Read and memorize the following words and wordambinations:
concept «KoHIenIis
strategic managementspareriune KepiBHUITBO
large-scale action BenukoMacmTabHa axiis
environment -A0BKiLIA
strategic goals erpareriuni i
competitive situation xoukypyroda o6cTaHOBKA
external environment 3eBHiIIHE OTOYEHHS
strategy implementationsaiiicienns crparerii
competition —koHKypeHIIis
competitor KoHKypeHT
product line -acoprumeHT
compatibility —cymicuicTs
overall strategy 3araibHa cTpareris
achievement rocsraenns
approach -miaxin
MIiSSion —3aBaaHHs
2. Read and translate the text:

The concept of strategic management

Most well-run organizations attempt to develop &ilbw strategies, large-
scale action plans for interacting with the envinemt in order to achieve long-
term goals. A comprehensive statement of an org#aoizs strategies, along with
its mission and goals, constitutes an organizatistrategic plan. To learn where
such strategies originate and how they are put actecon, we need to examine
carefully an aspect of the planning function calléitegic management. Strategic
management is a process through which managersulmenand implement
strategies geared to optimizing strategic goal eadment, given available
environmental and internal conditions. This defamt recognizes that strategic
management is oriented toward reaching long-termalsgoweighs important
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environmental elements, considers major internalaratteristics of the
organization, and involves developing specifictsgees.

The strategic management process

The strategic management process is made up afedenajor components.
The process begins with identifying the organizaanission and strategic goals.
The process also includes analyzing the compesituation, taking into
consideration both the external environment anelveeit organizational factors.
Once the situation has been carefully analyzed agens can begin to develop, or
formulate various strategies that can be usedachretrategic goals. The part of
the strategic management process that includesifWleg the mission and
strategic goals, conducting competitive analysisl, @eveloping specific strategies
Is often referred to as strategy formulation. Intcast, the part of the strategic
management process that focuses on carrying @aegic plans and maintaining
control over how those plans are carried out islknas strategy implementation.
Strategy implementation is increasingly highlighésda distinct part of the
strategic management process because even thémfigsttly formulated
strategies must be implemented effectively in otdeeach strategic goals.

3. Find in the text answers to these questions:
1. What is a strategic management?

2. What do we need to learn where such strategigimiate and how they are put
into action?

3. What does this definition recognize?

4. Name the components of the strategic managegonecess.
5. What does this process include?

6. What is strategic implementation?

4. Fill in the blanks with appropriate words:

concept strategy environment competitive strategy to implement competition
competitor product line achievement mission

1. We need to win market share from our

2. To keep within the budget was a great

3. Our IS to become the country’s leaduppber of business software.
4. He has experience in bringing high-tech equigrfrem to market.

5. The company is trying to widen its

6. He really wants the job, but he will be facirniff s
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7. We need to develop a global marketing

8. The banks have agreed to

information.

9. We need to respond quickly to the changing lassin

measuneptove customer

10. Research and development is a key elemenenf th

5. Match the words from the left-side column with heir definitions from the
right-side column:

1. concept a. a plan that is intended to gain and
advantage for a company over its
competitors

2. strategy b. a particular purpose or aim that a
company or an organization has

3. environment c. an idea for a new product ordip h

sell a product

. competitive strategy

d. a business, person,uyatopétc. that
competes against others

. to implement

e. a thing that sb has done suftdlss
especially using their own effort and
skill

6. competition f. a plan that is intended to achiav
particular purpose

7. competitor g. a set of products of a partictype
that are made or sold by a company

8. product line h. a situation in which people or
organizations compete with each othe
fro sth that not everyone can have

9. achievement I. to make sth that has been dfficia

decided start to happen or be used

10. mission

J. the conditions that affect the betwav

and development of sb/sth

6. Fill in the gaps with the words and expressionsom the text:

1. Most well-run organizations attempt to develog &llow strategies, large-

scale action plans

2. Strategic management is a process through whastagers formulate and

3. The strategic management process is made up
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4. The process begins with identifying the orgatnrés mission

5. The process also includes analyzing the conngesttuation,

6. The part of the strategic management procesaitiades

7. Find pairs of words as they occur in the text:

1. strategic a. strategy

2. large-scale b. goals

3. long-term c. conditions

4. internal d. implementation
5. competitive e. management
6. external f. line

7. strategy g. situation

8. product h. action

9. overall I. packaging

10. outdating J. environment

8. Word building:

NOUN VERB ADJECTIVE

process

to attempt

maintenance

to formulate

specific

9. Grammar. Put the verbs in brackets into the corect tense.

1. A: What (you/do) at ten o’clock this morning?

B: I (read) some important documents in my office.
2. A: Why are you so disappointed?

B: Because | (hope)that | would pass the test, but | didn't.
3. A: Have you found your bag yet?

B: No, but | (report) it stolen to the police yesterday.
4. A: Did you enjoy the play last night?

B: No, even though | (read) good reviews of it before | bought the
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tickets.
5. A: Have you written your report yet?
B: 1 (just/start) when you came in, actually.
6. A: Sorry, I'm late.
B: Where have you been? | (expect)you an hour ago.
7. A: We (go) to an antigue market yesterday.
B: (you/buy) anything?

8. A: Were you surprised that the factory closedm®
B: Not really. In fact, | (know) it was going to happen.
9. A: Julia did well in the test, didn’t she?
B: Yes. She (study) very hard for it.
10. Say it in English:
1. KepiBHMK IOBHHEH BCTAHOBUTH XOPOIIll CTOCYHKH 31 CBOIMU 3aCTYyITHUKAMHU.

2. BiH NOBHHEH YCBIJOMJIIOBATH BaXKJIMBICTb TAaKUX CTOCYHKIB JJiIi CTBOPEHHS
CIPHUSATIMBOTO BHYTPEHHBHOTO CEPEAOBHINA B OPTaHi3allii.

3. Pobota 3acTynmHuka 6arato B YoMy aHajoriyia podoTi KepiBHHUKA.
4. BiH TakoX 3HaXOAUTHLCSA ITi1 THCKOM 3HHU3Y 1 3BEPXY.

5. KepiBHHK MOBUHEH MOBIIOMIISITH 3aCTYIMHUKOBI Ty 1HQOpMAIIilO, iKa HEOO0X11HA
JUISl CTIIIITHOTO BUKOHAHHS pOOOTH.

6. Kpame nmoBimomutu Ounpiie iHpopMallii, YuM 1aTU HEJOCTATHIO 1H(POpMAIlio, 1
KEpIBHUKOBI TMOTPIOHO BHU3HAUYMTH, fKa caMme 1H(opmaiis HeoOXigHa #oro
3aCTYITHUKOBI.

7.3acTymHUK MOBUHEH BIUYyBaTH, 110 KEPIBHUK HOMY IMOBHICTIO TOBIpSIE.

8. Lle n103BOJIUTH HOMY OOTOBOPIOBATH BCi aCHEKTH POOOTH, BHCIIOBIIOBATH CBOIO
TYMKY 1 iepeadavaTv Xij Mo .

9. Jlesxi KepiBHUKM HE BU3HAIOTh BAXJIMBOCTI Iepenayl HeoOxigHoi iHdopMmarrii 1
HaMararThCs MABUIIUTH CB1il aBTOPUTET, OTOUYIOUU ce0e CEeKPETHICTIO.

10. Tak abo iHakIe, SKIIO KEPIBHUK 3aIliKaBJICHUN B MPOAYKTHUBHINH poOOTIi, BiH
MIOBUHEH IIPArHyTH J0 B3a€EMOPO3YMiHHS, BiH IOBHHEH MPAarHyTH 0OrOBOPIOBATH 31
CBOIM 3aCTYITHUKOM BC€, III0 HAJIC)KUTh 3pOOHTH B IIEBHUH TIEPioJ yacy.
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UNIT 7

DEFINING OPERATIONS MANAGEMENT
1. Read and memorize the following words and wordambinations:
operations managemenyspasiiHHSI BUPOOHHUIITBAMU
to convert sieperBoproBaTu
goods -roBapu
Services —focayru
function —dynxkiis
assurance rapaHTis
line supervisor +cnexTop miHii
corporate level «kopnopaTiBHHiT piBEeHb
vice president Bire-pe3uaeHT
facility — 3aci0
beverage Hamiit
ratio —CriBBiJHOLLIEHHS
progress -aporpec
productivity —mpoxyKTHBHICTB
industry —ingycTpist
association acomiaris
2. Read and translate the text:

Defining operation management

Operations management is the management of theigiree processes that
convert input into goods and services. Becausetfcliose association with
manufacturing, operations management is sometimisdcproduction-operations
management. Recently, though, the term “productie”’increasingly being
dropped in favor of simply “operations managemeatterm that has less of a
manufacturing connotation. The operations managefoantion is that part of the
organization directly involved in producing therpary goods and services.

In the case of a manufacturing organization suckrasic, the operations
management function would include plan managers ahthe other managers
who work in the factories (e.g., production managerventory control managers,
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guality assurance managers, and line supervisthran organization’s structure
had corporate level, operations would also encommasy manufacturing or
operations vice presidents that exist as the catpolevel, as well as related
corporate operations staff (such as those primamgcerned with production,
inventory, quality, facilities, and equipment).

In a services industry such as the hotel busitkespperations management
function would include hotel managers and the werimanagers who work in the
hotels (e.g., housekeeping managers, food and dgeenanagers, and convention
managers). Again, if there were a corporate lemgération would also comprise
managers and staff at the corporate level who aeetty involved in actually
running the hotels (as opposed to managers whanaodved in other related
functions, such as marketing and finance). Regssdé whether an organization
produces a service, a product, or both, operatmasagers need to be acutely
concerned about productivity.

The productivity-operations management linkage

Productivity is an efficiency concept that gaudes tatio of outputs relative
to input into a productive process. Effectiveneslates to the extent to which
performance reaches organizational goals. In cemntefficiency addresses the
resource usage (inputs) involved in achieving aute® (outputs). Productivity is
aimed at assessing the efficiency aspect of orgharmal performance — the ratio
of outputs relative to inputs. As such, producyivtan be a useful tool for
managers because it helps them track progress dotlvarmore efficient use of
resources in producing goods and services.

. Find in the text answers to these questions:

. What is operations management?

. What is the operations management function?

. What does the operations management includsenvece industry?

. What is productivity?

a A~ W N P W

. What is the aim of productivity?
4. Fill in the blanks with appropriate words:

goods service function to assure line supervisor corporate vice president
facilities industry productivity

1. The president resigned and handed control to his

2. You can your life for 10, 15 or 20 gear

3. Customers feel more confident about buying on the Internet.
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4. They raised import duties to protect local

5. Wage rates depend on levels of
6. How much does the basic phone

7. Does the hotel have conference

8.

9. | have regular one-to-one meetings with my

10.

Your

cost?

?

IS to run your department efhdy.

profits have grown less than anaggiected.

5. Match the words from the left-side column with heir definitions from the

right-side column:

1. goods a. to insure sb/sth, so that money will be
paid out

2. service b. a special activity or purpose of a
person or thing

3. function c. the production of goods from raw
materials, especially in factories

4. to assure d. a business whose work invalves
doing sth for customers but not
producing goods

5. line supervisor e. physical things that are poed to
be sold, including things that are
manufactured or prepared and raw
materials

6. corporate f. a person in charge of a particpéat
of a company

7. vice president g. connected with a companygnoap,

or with business in general

. facilities

h. the rate at which a worker, a camp
or a country produces goods, and
amount produced, compared with h
much time, work and money is neeg
to produce them

the
OW
ed

. industry

I. buildings, services, equipment,
that are provided for a particul
purpose

PtC.
ar

10. productivity

J. a person who has a number
employees working under them and w
is responsible for giving them work a

of
ho
nd

checking how they develop
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6. Fill in the gaps with the words and expressiornsom the text:

1. Operations management IS the management

2. Recently, though, the term “production” is iresegly being dropped in favor
of simply “operations management”,

3. The operations management function is that pdrtthe organization

4. In a services industry such as the hotel busjntb® operations management
function would include

5. Regardless of whether an organization producsgsnace, a product, or both,

6. Productivity is an efficiency concept that gasigthe ratio of outputs

7. Find pairs of words as they occur in the text:

1. operations a. supervisor
2. manufacturing b. president
3. plan C. management
4. line d. industry

5. corporate e. goals

6. vice f. connotation
7. service g. managers
8. hotel h. level

9. productive I. business
10. organizational J. process

8. Word building:

NOUN VERB ADJECTIVE

connotation

to manage

association

to exist

productive

9. Grammar. Put the verbs in brackets into the corect tense:

A When Simonl) (arrive) at the cinema, dozens of peogle
(queue) outside. Theyd) (wait) to see the same film as Simon. Simon,
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however4) (buy) a ticket in advance, so 5 (walk) straight
to the front of the queue ar&) (enter) the cinema. H&) (feel)
relieved that he didn’'t have to queue. 8 (reach) his seat just as the
lights 9) (go down)for the start of the film.

B Last weekend Cath{) (hire) a car and?) (drive) to the
seaside. When sig) (arrive) the wind4) (blow) and the skyb)
(be) cloudy. Sheb) (get out) of the car and) (take) a
walk along the seafront. Then sBe (decide)to go for fish and chips at
a nearby restaurant that she (see)earlier and liked the look of. By the
time shelO) (leave)the restaurant, it1) (already/grow) dark.
As shel2)  (walk) to her caritl3)  (begin) to rain. However,
Cathyl14) (not/mind) because shib) (have)a wonderful day.

10. Say it in English:

1. Ilo6 ycmimHO BUKOHYBaTH CBOi (DYHKIIi, MEHEKEp MOBUHEH BHUCTYIIATH B
pi3HUX possix. Pommo, y TakoMy pasi, € OAMH 3 THIIB TOBEIIHKH B TEBHIM
cuTyarii.

2. Hampukman, Homy JOBOAUTHCS 3aliMaTvCs BiABIAyBauyaMH, PO3MOALIATH
pecypcu, 3anaroKyBaTi KOH(JIIKTH 1 3pMBU Ha poOOTIi, HAJIArOIXKYBaTH 3B'SA3KH 3
IHIIMMHA TIAPO3ALTIAMU 1 TMapTHEpaMH, BUCTYNaTH B POJi MIANPUEMIIS, BECTU
MEepPEroBOPH 1 TaK Jai.

3. YV KoxHIM CBOiil poil MeHemKep MOBUHEH BIAMOBIAATH YEKAHHSIM CBOIX
HAaYaIbHUKIB, MIErmuX 1 Kojer. Moro moBemiHKa MOBHHHA BIAIIOBIAATH HOTO
CTaTyCy 1 OCAIOBUM 1HCTPYKIIISIM.

4. Buctymnaioouu B poJii MPEACTaBHUKA CBOEI KOMAaHAM 1 OpraHizailii, MEHeIXep
cnpuse GOpMyBaHHIO TPOMAJICEKOI AYMKH 1 00pa3y CBO€i KOMIaHii.

5. Bin mnoBimomisie iHpopMario Mpo JoAed 1 iX poOOTy He JHIle CBOEMY
KEpPIBHUIITBY, ajie 1 TPOMaJICbKOCTI.

6. OCKUJIbKU KOXKE€H KEPIBHUK Ma€ OyTH JIiJIEpOM B CBOEMY KOJICKTHBI, BIH IOBUHEH
CTBOPIOBATH BIAMOBIAHUN poOOUYNI KiTiMaT.

7. B poni mijgepa MEHeIKep IMparHe CTUMYJIOBATH CBOIX Mi/UIETJIMX IpaIfoBaTH
Kpaie, 3a0e3rmeuyroyd iX BCIM HEOOXITHUM 1 3HHXKYIOYH BIPOTIAHICTH
KOH(IIKTHUX CUTYalliil.

8. B pa3i BUHHKHEHHS SKHMX-HEOyIb 300iB B poOOTI, MEHEIKEp MOBHHEH iX
BpETYJIIOBATH.

9. I/IOMy qacTO AOBOAUTHLCA BCCTHU IICPCTOBOPHU AK 3 HICHAMH CBOI'0 KOJICKTHUBY,
Tak 1 13 30BHINIHIMHU NnNapTHCpamM, IOCTAaYaJIbHUKAMHU, [MPCACTABHUKAMU
FpOMaI[CBKOCTl.

10. [ns BemeHHs TEPEroBOPIB  MEHEMKEpP  HAMUICHHM  HEOOX1THUMH
MOBHOBAXEHHSMH 1 BOJIOJII€ TOTPiIOHOIO 1H(OpMAITI€O.
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UNIT 8

STRATEGIC HUMAN RESOURCE MANAGEMENT
1. Read and memorize the following words and wordambinations:
innovation —HHOBAIlis
human resource soacekuii pecype
trend —rennenuis
crucial —kpuTnuHmi
to participate -6paru yuacthb
aspect -acriekr
need —otpeba
ability —3marHicTh
effort —3ycumis
evaluation -eminka
to motivate -mortuByBaTu
store —marasuH
reputation -penyrartis

utilization —BukopucTanus

2. Read and translate the text:
Strategic human resource management

At 3M, a company famous for fostering employee watmn, human
resource issues are increasingly an integral patrategic management. Thus 3M
is at the forefront of a trend toward recognizingman resources as a crucial
element in the strategic success of organizationsa growing number of
organizations, such as 3M and CARE, high-level mgara within the human
resource management function participate direatlystrategy implementation.
They also help coordinate human resource aspedsaiégy implementation. In
this section, we review major aspects of the humeapnurce management process
before exploring in grater depth the main reasonghe growing strategic role of
human resource management.
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The HRM Process: An Overview

Human resource management encompasses a humbgyartant activities.
One critical aspect of the process, human resapiasaning, assesses the human
resource needs associated with strategic manageanenhelps identify staffing
needs. The staffing component of the process iesluattracting and selecting
individuals for appropriate positions. Once indiwds become part of the
organization, their ability to contribute effectiyes usually enhanced by various
development and evaluation efforts, such as trgirand periodic performance
evaluations. Compensating employees for their &ffier another important factor
in the HRM process, because adequate rewards iioalcnot only to attracting
but also to motivating and retaining valuable ergps. Finally, managers must
respond to various issues that influence workf@eeceptions of the organization
and its treatment of employees.

In order to explore human resource management ior@erly fashion, the
various activities that make up the HRM processdeseussed sequentially in this
part. The components, though, are actually highigrrelated. For example, when
a group of British financiers took over the Britiahm of F. W. Woolworth form its
American parent in 1982, the chain of 1000 stoi@s & tarnished image and 30
thousand employees with a reputation for poor servinvestigation revealed
many interrelated problems, such as poor employmégrtviewing practices, little
training for both sales staff managers, and compisnef the HRM process
collectively reinforced the service problems.

Human resource professionals operating within hureaaurce departments
typically play a major role in designing the vasoelements in the HRM process
and in supporting their use by line managers. Nbedss, line managers
ultimately are responsible for the effective uaibn of human resources within
their units and, thus, carry out many aspects efHRM process, particularly as
they relate to implementing strategic plans.

3. Find in the text answers to these questions:

1. What are human resource issues?

2. Where do high-level managers in a number ofroegéions participate in?

3. Name the critical aspect of the process of HRM.

4. What does the staffing component of the procedsde?

5. Name the problems of the chain of 1000 storéserican company in 1982.
4. Fill in the blanks with appropriate words:

human resources trend strategy to participate to implement stage need
accountable evaluation to motivate
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1. The manager is an important emplayé®ei company.

2. Ongoing training and of employees shbald priority.

3. The banks have agreed measures tovenpustomer information.
4. We need to balance the of investorstwake of the company.

5. Thereisagrowing __ towards shorter cotdrac

6. Sheisverygoodat  her staff.

7. Employees are encouraged in thengiohthe company.

8. We need to develop a global marketing

9. This technology is still in its early

10. | am directly to management for tbekvaof my team.

5. Match the words from the left-side column with heir definitions from the
right-side column:

1. human resource a. to make sth that has beeriadifi
decided start to happen or be used

2. trend b. to make sb want to do sth, especially
to work hard or try hard

3. strategy C. to take part in sth

4. to participate d. a plan that is intended toiaah a
particular purpose

5. to implement e. the things that sb requiresrdento

live in a comfortable way or achieve
what they want

6. stage f. the process of studying all the
available information about sb/sth and
forming an opinion about them/it

7. need g. the people who work for a particular
organization

8. accountable h. a general direction in which a
situation is changing or developing

9. evaluation I. expected to explain your decisions
actions

10. to motivate j. a period or state that sth passe

through as it develops
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6. Fill in the gaps with the words and expressiornsom the text:

1. At 3M, a company famous for fostering employeanovation,

2. High-level managers within the human resourcenagament function

3. Human resource management encompasses

4. The staffing component of the process includes

5. Finally, managers must respond to various issubat influence

6. Nevertheless, line managers ultimately are mesiple
7. Find pairs of words as they occur in the text:

1. human resource a. part

2. employee b. effort

3. integral C. success

4. crucial d. implementation
5. strategic e. perception

6. high-level f. management
/. strategy g. aspect

8. critical h. element

9. evaluation I. innovation

10. workforce J. manager

8. Word building:

NOUN VERB ADJECTIVE

strategy

to motivate

implementation

to evaluate

attracting

9. Grammar. Underline the correct tense:
1. Lynnewas singing/had sungs she was cleaning the windows.

2. Mr. Toddwas teaching/had been teachinfpr thirty years when he retired.
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. I phoned Jack becausednted/had wantedto ask him a question.
. Theyhad walked/had been walkingfor hours when they stopped for a rest.

. The shoghad been selling/had soldhe table by the time | got there.

3
4
5
6. Joe was happy. Heas winning/had wonfirst prize in the competition.
7. Itwas raining/had rainedwhile they were playing the football match.
8. Robwas opening/openedhe box and looked inside.

9. Peoplaused to work/were workingvery long hours in those days.

10. I was running whendlipped/was slippingon the ice.

10. Say it in English:

1. HeoOxiHO pO3pi3HATH TEPMiHU "TiAepCTBO" 1 "KEpIBHUILITBO .

2. Jlinepu Ai10Th 1 B HEOPraHI30BaHUX I'PYIax, a KEPIBHUKW OyBarOTh JIUIIE TaM, Je
€ OpraHizaiiiiHi CTPyKTYpH.

3. JlimepcTBO 1 KEpIBHUIITBO B3a€EMO3B'SI3aHI. 37aTHICTb BECTU 3a COOOIO €
OCHOBHOIO SIKICTFO XOPOIIIOTO KEePiBHUKA.

4. BukoHaHHS yIpaBIiHCHKOI pOOOTH BHUMAarae BiJl KepIBHHUKA YMIHHS BECTH 3a
co0010.

5. KepiBHUKM MOBHHHI BOJOAITH TaKOIO MIpOIO aBTOPUTETY, siKa 3a0e3meuye HUM
MIATPUMKY X JTIH.

6. CyTb mifepcTBa NoJsirae B MPUXUILHOCTI TPUOIIHUKIB.

7. JIroqu ciniayoTh 3a TUMH, XTO PO3yMi€ iX Oa)kKaHHS 1 TOTpeOH 1 JoromMarae iM B
1X 3Q1MCHEHHI.

8. ToMy J1iIepCTBO TICHO MOB'sSI3aHE 3 MOTHUBAIIIEIO.

9. JIume po3ymitoun MOTUBH JIHOJICH, JIiIEp MOXE Kpallle 3p03yMiTH, YOMY BOHHU
IIIOTH TakK, a HE 1HAKIIIE.

10.Jlizepu mOBUHHI BIATYKYBaTUCS Ha 3aIIUTH JIOJCH.
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UNIT 9.
HOW LEADERS INFLUENCE OTHERS
1. Read and memorize the following words and wordambinations:
leader power «epiBHa Biaga
legitimate power 3akoHoaBYa BiIaja
reward power 3aoxodyBajbHa BiIajia
coercive power HpuMycoBa Bliaja
expert power -excriepTHa Biiaja
information power +adopmariiiina Biiaga
referent power Brnaga eranony
promotion —ipocyBaHHs
to train —BuuTH
to gain —orpumyBaTH
deterioration -moriprieHHs
revenue -piyHui 10Xija
2. Read and translate the text:
How leaders influence others

Why do people accept the influence of a leader? @a@r reason is that
leaders have power. In this section, we examinaria@r sources of power and
the ways that leaders can effectively use the pohesr potentially have available.

Sources of Leader Power

Power is the capacity to affect the behavior of othekgaders in
organizations typically rely on some or all six orajypes of power: legitimate,
reward, coercive, expert, information, and referent

Legitimate Power. Legitimate powerstems from a position’s placement in
the managerial hierarchy and the authority vestettie position. When we accept
a job with an organization, we usually are awarat thve will be receiving
directions related to our work from our immediats$ and others in the hierarchy.
Normally, we accept such directions as legitimageause these persons hold
positions of authority. Hence legitimate power tesato the position, rather than to
the person per se.
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Reward Power. Reward poweris based on the capacity to control and
provide valued rewards to others. Most organizatioffer an array of rewards,
including pay raises, bonuses, interesting projertsmotion recommendations, a
better office, support for training programs, aseignts with high visibility in the
organization, recognition, positive feedback, antetoff. The greater a manager’s
control over valued rewards, the greater that marsgeward power.

Coercive Power. Coercive powedepends on the ability to punish others
when they do not engage in desired behaviors. Fofne®ercion or punishment
include criticisms, terminations, reprimands, susp@ns, warning letters that go
into an individual's personnel file, negative penfiance appraisals, demotions,
and withheld pay raises. The greater the freedomutash others, the greater a
manager’'s coercive power.

Expert Power. Expert poweris based on the possession of expertise that is
valued by others. Managers often have considefatbeviedge, technical skills,
and experience that can be critical to subordihat@éscess. To the extent that a
leader possesses expertise and information thededed or desired by others, the
leader has expert power.

Information Power. Information power results from access to and control
over the distribution of important information albarganizational operations and
future plans. Managers usually have better acaessu¢h information than do
subordinates and have some discretion over how nadisseminated to work-
unit members. The greater the control over impénaiormation, the greater the
information power.

Referent Power. Referent powerresults from being admired, personally
identified with, or liked by others. When we admireople, want to be like them,
or feel friendship toward them, we more willinglglibw their directions and
exhibit loyalty toward them. Some observers argo@t tLee lacocca’s initial
success in turning around the Chrysler Corporatiaa based partially on the fact
that he possessed referent power in relation tombwdx force. The more that a
leader is able to cultivate the liking, identificat, and admiration of others, the
greater the referent power.

3. Find in the text answers to these questions:
1. What are the sources of leader power?

2. What does legitimate power stem from?

3. What is reward power based on?

4. What does coercive power depend on?

5. What is expert power based on?
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4.

Fill in the blanks with appropriate words:

bonus to train slowdown assignment promotion appraisal to gain competitive
power revenue

© ® N o o A W N P

. The staff is fully to handle almost aiuation.

.Ihave _ alot of experience in the job.

. The report said that banks had too much __ ver small businesses.
. Her to sales manager took everyonerpyise.

. Productivity are paid to staff meetaggeed targets.

. A sharp consumer may hit new car saldsei UK.

. We have a wide range of electrical goods at prices.

from local advertisers fell by 6 %.

. The company introduced its staff schiemeears ago.

10. The project started out as a fairly routine

5. Match the words from the left-side column with heir definitions from the

right-side column:

1. to train a. a move to a more important job in a
company or organization

2. to gain b. as good as or better than others

3. power C. an extra amount of money that is
added to a payment, especially to sb’s
wages as a reward

4. promotion d. to teach a person the skills far a
particular job or activity

5. bonus e. a meeting between an employee and
their manager to discuss the quality| of
the employee’s work and to plan future
tasks

6. slowdown f. a piece of work that sb is giverdtg
usually as part of their job

7. competitive g. a reduction in speed or activity

8. revenue h. to gradually get more of sth

9. appraisal I. the money that is received by a
business usually from selling goods|or
services

10. assignment J. the ability to control or infleen
people things, events, etc.
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6. Fill in the gaps with the words and expressiornsom the text:

1. One major reason is that

2. Power is the capacity to

3. Legitimate power stems from a position’s placeime
4. Reward power is based on the capacity

5. Coercive power depends on the ability to punisbthers

6. Referent power results from being admired,
7. Find pairs of words as they occur in the text:

1. leader a. power

2. legitimate b. sources

3. reward c. hierarchy

4. coercive d. power

5. expert €. power

6. major f. power

7. managerial g. knowledge

8. promotion h. operations

9. considerable I. recommendations
10. organizational J. power

8. Word building:

NOUN VERB ADJECTIVE
power
to train
promotion
to gain
competitive

9. Grammar. Choose the correct answer.

1. He wentto bed __ he had brushed his teeth.
A before B after C while

2. | was watching television _ the doorbeigra

A when B as soon as C while
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3.She __ hadn't finished the washing-up wherguests arrived.
A yet B just C sitill

4. We had been walking for hours _ we reachedampsite.
A since B for C before

5. John was repairingthecar __ Steve wamgdihe garage.
A while B before C after

6. We went to Spain on holiday

A tomorrow B nextyear C lastyear

7. 1fell asleep | closed my eyes.

A just B assoonas C already

8. did Jane and Ted get married?

A Howlong B Howlong ago C While

9. She hasn'tseenJim __ she left school.

A for B just Csince

10. He won’t go home __ he has finished his work.

A howlong B until C yet

10. Say it in English:

1. MeTa KOXXHOTO KEpiBHHKA IMOJSTa€ B CTBOPEHHI YMOB Ui pOOOTH JIOAEH 3
MOBHOIO B1J1a4€lO0.

2. Jlnst 1bOro BiH MMOBUHEH YMITH MalCTEpPHO KepyBaTH. MaiicTepHICTh KEpIBHUKA
CKIIQZIAETHCS 3 YOTUPHOX OCHOBHUX KOMIIOHEHTIB.

3. KoxeH eeMeHT B MUCTEITBI KEPIBHUIITBA BXXJIMBUU caMm 1O €001, 1 BC1 BOHU
TICHO B3a€EMO3B's13aHI.

4. 31aTHICTh HAJUXHYTH CBOIX MPUOIYHUKIB HAa POOOTY 3 TMOBHOK BIIIa4eio €
KJIFOYOBUM B MHUCTEITB1 KEPIBHHUIITBA.

5. KepiBHUK MOBUMHEH BOJIOAITH MPUBAOIMBICTIO 1 YMIHHSM pO3TAIIOBYBAaTH JO
ceOe Jroaei.

6. L1 sxocTi OyIaTh B JIFOASIX BIPHICTH, BIATAHICTH 1 OaKaHHS JOCATHYTH TOTO, JI0
YOro npar{e BUOpaHUl HUMH JIAEp.

7. Jlinep moBUHEH y>Xe J0Ope PO3yMITH JIOACH, K1 HIYTh 32 HUM.
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8. Momy HeAOCTaTHHO pO3YMITH TEOpil0 MOTHBALii, BIH TOBUHEH YMITH
3aCTOCYBAaTH 3HAHHA OCHOBHHUX TIOJOXEHb Ii€i Teopii M0 KOHKPETHHX JIoAeH i
CUTYaIlIN.

9. KepiBHHUK MOBHUHEH YCBIJOMIIIOBATH MPUPOY 1 CUITY JIIOACHKUX MOTPEO 1 yMITH
BU3HAUUTH IIJISXH iX 3a70BOJICHHS.

10. BaxnuBUM KOMIIOHEHTOM KEpIBHMIITBA € Biaga 1 Te, SK KEpIBHUK
KOPHUCTYETHCS IIE€I0 BIAI0I0, BIUIMBAE HA KIIIMAT B KOJICKTHBI.
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UNIT 10
CONTROL AS A MANAGEMENT PROCESS
1. Read and memorize the following words and wordambinations:
counterpart «onera
to regulate perymoBatu
goal —inp
to ensure sabe3neuyBaTu
human behavior s#oseninka nronei
to gear -HanpaBsATH 110 ICBHOMY TUIaHY
training —cTaxxyBaHHs
trainee —ctaxxucr
franchisee spumau ninensii
outlet —puHOK 30yTY
to monitor —koHTpoIIOBATH
shortage -#emomix
profit margin —mesxa npuOyTKOBOCTI
inflation —iadmsis
to expend Butpauaru
2. Read and translate the text:
Control as a management process

Like their McDonald’s counterparts, managers ineotbrganizations also
face important issues related to the function ofitadling. Controlling is the
process of regulating organizational activitiedlsat actual performance conforms
to expected organizational standards and goals.th&s definition suggests,
controlling means that managers develop appropsiaedards, compare ongoing
performance against those standards, and take stepssure that corrective
actions are taken when necessary. Since most aspleotganizations ultimately
depend on human behavior, controlling is largelprgd toward ensuring that
organization members behave in ways that facilitédbeir reaching of
organizational goals. Thus controls both highlighteded behaviors and
discourage unwanted behaviors. For instance, dtineig 2-year training program,
management trainees preparing to become McDonfafdishisees work their way
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through a thick guide that spells out various atgpet what to do and not do in
properly running a McDonald’s outlet.

Significance of the control process

As you might expect, the controlling function i®stly allied to the other,
three major functions of management: planning, mzyag, and leading. It builds
most directly on the planning function by providitige means for monitoring and
making adjustments in performance so that plansearealized. Still, controlling
also supports the organizing and leading functipnielping ensure that resources
are channeled toward organizational objectives. é&ample, feedback from the
control process might signal the need to reorganirevide more training to
workers, clarify communications, increase leadg@rsbrganizing and leading
functions. For instance, after detecting a shortaigerorkers who could assume
some supervisory responsibilities, six McDonalastaurants in Fairfax Virginia,
have been experimenting with a training prograrteéeh English to workers who
have management potential but speak little English.

As part of the control process, managers set upralosystems. A control
system is a set of mechanisms that are designadctease the probability of
meeting organizational standards and goals. Cosystems can be developed to
regulate any area that a manager considers imposiach as quantity produced,
resources expended, profit margins, quality of pobsl or services, client
satisfaction, timeless of deliveries, or specifitiaties that are performed in
producing a product or service.

For example, McDonald’s has a 19-step procedurevibekers have rigidly
to follow when they are cooking and bagging Frefads. Local managers are
expected to ensure that employees prepare andrbaghHries in accordance with
these steps to that the French fries will confoorivicDonald’s standards. This
procedure also is one of the operations that catpoevaluation teams check
during their unannounced inspections of outletsusTkhe local mangers, the
corporate evaluation teams, and the standards eetbwdthe procedure from part
of a control system aimed at achieving consistegtyd French fries at all
McDonald’s outlets.

3. Find in the text answers to these questions:

. What is controlling?

. What does the controlling mean from the managempeint of view?
. How are controls related to behaviors?

. What are the major functions controlling is ellgsallied to?

. What is control system used for?

O O B~ W N BB

. What is the role of controls?
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4.

Fill in the blanks with appropriate words:

to run inflation counterpart franchise outlet client goal trainee margin to

gear

1. Our engineering teams called their t IBll to help resolve the

problem.

2. The company has set itself some long-term orgdéional

3. The magazine is towards women over 35.

4. They have plans to recruit up to 800 new

5. The restaurant chain has 257 across &urop

6. He has no idea how a business.

7. The business has 34 retail in this siatee.

8. They make an 18% on the sale of eaahepho

9. She advises on their investments.

10. rose again this year.

5. Match the words from the left-side column with heir definitions from the

right-side column:

1. counterpart a. to make, change or prepare dtaso
it is suitable for a particular purpose|or
for particular people

2. goal b. a person who is being taught how to
do a particular job

3. to gear c. to be in charge of a business, etc

4. trainee d. the difference between the cost of
buying or producing sth and the price
that it is sold for, calculated as|a
percentage of the selling price

5. franchise e. a shop or an organization thas sell
goods made by a particular company

6. to run f. a person or thing that has a similar
position or function in a different
country or organization

7. outlet g. a person who uses the services or
advice of a professional person |or
organization

8. margin h. a rise in the general prices of goods
and services in a particular country oyer
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a period of time, resulting in a fall in the
value of money

9. client I. a business or service run under
franchise
10. inflation J. something that you hope to achieve

6. Fill in the gaps with the words and expressionsom the text:

1. Like their McDonald’s counterparts, managersother organizations also

2. As the definition suggests, controlling mearst thanagers develop appropriate
standards,

3. Thus controls both highlight needed behavios an

4. As you might expect, the controlling function desely allied to the other,

5. As part of the control process,

6. For example, McDonald’'s has a 19-step procedtinat workers
7. Find pairs of words as they occur in the text:

1. important a. goals

2. organizational b. adjustment
3. to conform c. responsibility
4. human d. margin

5. training e. computer

6. to make f. issues

/.10 assume d. program

8. portable h. behavior

9. client I. standards

10. profit J. satisfaction

8. Word building:

NOUN VERB ADJECTIVE
control
to regulate
satisfaction
to monitor
corporate
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. Grammar. Complete the sentences using any approgte past forms:

. While Joanne her hair, Carl was olgahe house.

. I have no idea where | my wallet.

. He his leg when he fell off ketasboard.

. We in the classroom for ten minutésrbehe teacher arrived.

. She to the theatre last night.

. My tooth for a week before | wertheodentist’s.

. She cried when she her driving test.

. What when the alarm went off?
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. They got into the car and away.

10. | could tell she the competitioralise she couldn’t stop smiling.

10. Say it in English:
1. Ctunp KepiBHULITBA OaraTo B YOMY BU3HA4Ya€ aTMOC(EPY B KOJIEKTHUBI.

2. IcHye Tpu OCHOBHI CTWJI KEpIBHULITBA: JUKTATOPCHKUM, AEMOKPAaTUYHHUN 1
HE3AJIC)KHUMN.

3. KokeH 3 1mMX CTWIIB Ma€ CBOi MepeBard 1 HEAOJIKH, aje BHOIp CTHIIIO
KEpIBHULITBA 3aJICKUTh OUIBIIO0 MIPOIO BiJl 0COOU KEpIBHUKA.

4. Jlesiki KepIBHUKM BUKOPUCTOBYIOTh CBOIO BJIQY JJISl TOTO, 1100 JaBaTH BKAa31BKU
1 CTPOTO KOHTPOJIFOBATH X BUKOHAHHS.

5. Cucrtema 3a0X0UY€HHS 1 MOKapaHHs IIPU TaKOMY CTHJI KEPIBHUIITBA HalllJIeHa Ha
JIOCATHEHHS TIOBHOTO MiAMOPSIIKYBaHHS OakaHHSAM KEepiBHUKA.

6. JlemokparnuHuii  KEpIBHHK, HABNAKW, CTUMYJIOE aKTHUBHY  y4acTh
HIATOPSAKOBAHUX B IPUHHATTI PIILICHb.

7. Bin paguThCcs 3 mMpamiBHUKAMH Teped THM, SIK 3poOUTH AKi-HEOyab KPOKH 1
YeKa€ B1J CBOIX MiJJIETINX PO3YMIHHS 1 HIATPUMKHU.

8. ButbHumiA TUIT yIpaBmiHHS niependavdae MoBHY HE3aIEKHICTh AiH MMiIJIeTIIHX.

9. Ponb kepiBHHMKA 3BOAMTHCA 10 TOTO, IO BiH € CHOJYYHOI JIAHKOK MIXK
KOJIEKTUBOM 1 30BHIIITHIM CBITOM, 1 TIOCTaBJIS€ BCIO HEOOX1AHY 1H(OpMAILIiTO.

10. Ilpu TakoMy CTWII KEpiBHMIITBA, KEPIBHUK Yy BEJIHWUYE3HIA MIpl 3QJICKUTH BiJ
BIJITAaHOCTI 1 BIJMOBIIAJILHOCTI JIFOJIEH, 1110 TTPAIIOIOTh Ha HHOTO.
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Supplementary texts for reading and discussion
Text # 1. Definition of management. Its nature angburpose

We define management as the process of designidgnantaining an
environment in which individuals working togethen igroups, accomplish
efficiently selected aims. This basic definitioreds to be expanded.

1. As managers, people carry out the manageriattiums of planning,
organizing, staffing, leading and controlling.

2. Management applies to any kind of organization.

3. It applies to managers at all organizationa¢levManagement applies to
small and large organizations, to profit and noofipr enterprises, to
manufacturing as well as service industries.

The term “enterprise” refers to business, goverrinagencies, hospitals,
universities, and other organizations. Effectivenaging is the concern of the
corporation president, the hospital administratdre government first line
supervisor and the like.

Managers are charged with responsibility of talkaetons that will make it
possible for individuals to make their best conttibns to group objectives.

The scope of authority held may vary and the tygfesroblems dealt with
may be considerably different. But all managersaimbtesults by establishing an
environment for effective group endeavour. Top-lemanagers spend more time
on planning and organizing than lower-level manager

Leading takes a great deal of time for first-linpervisors.
The aim of all managers.

In a very real sense, in all kinds of organizatjomhether business or
nonbusiness, the logical and most desirable ainalloimanagers should be a
surplus — managers must establish an environmemhich people can accomplish
group goals with the least amount of time, monewgtemals and personal
dissatisfaction, or where they can achieve as nascpossible of a desired goal
with available resources. In a nonbusiness ent&psuch as a police department
or hospital, that are not responsible for totalitess profits, managers still have
goals and should strive to accomplish as much ssilple with available resources.

Text # 2. The purpose of an organization

It always tickles me when the managers of an omgdioin describe its
purpose. They are correct, of course, when thag #t@ obvious contribution that
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it makes. But they miss the point — that is why tmmganizations are not well
managed as they could be.

The point is that the purpose of organization iketp people have lives.

Lives come from the challenges and support thapleederive from being
responsible, being supplied or being cared for.

There are an incredible number of organizationsuinlives: some we work
for, others we belong to, and most of them do shimgtfor us.

Our employer involves us with several groups tmatsagnificant: insurance
companies, pension fund, industry associationshéle to deal with a few more
in order to help manage the material aspects ofliges: banks, life insurance
companies, plumbers, garbage collectors, etc...

There are dozens of organizations that affect s paobably no two people
have identical lists.

The difference between a well-managed organizadiod one that just
bumps along is multidimensional leadership. Sucigegsbe result of usefulness
which comes from an understanding of what in nesgs® make things happen.

The useful organization can be constructed and geha an atmosphere
of joy and satisfaction.

The first part of causing success is to remembat the purpose of an
organization is to help people have lives.

People band together to accomplish something: thatvhy we have
families, nations, companies, and such.

Often the purpose of that banding is forgottenraftee basic needs are
achieved.

“Giving people lives” refers to a great many ch&eastics. Lives are the
result of education, support, work and relationshipeadership provides the
definition and opportunities for the members. Itldes not do that, the members
get off on the wrong track and the organizationopegs inoperative.

Text # 3. Planning and organizing

The main functions are planning, organizing, staffi leading and
controlling.

Planning involves selecting objectives and theoastito achieve them, it
requires decision making.
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Decision making is choosing future courses of actitom many
alternatives. No real plan exists until a decidias been made. Before a decision
Is made, all we have is a planning study, an arslgs a proposal, but not a real
plan.

Planning bridges a gap from where we are to whezemant to be in a
desired future. It strongly implies not only théraduction of new things but also
sensible and workable implementation.

There is no more important and basic element imnabéishing an
environment for performance than enabling peopl&rtow their purposes and
objectives, the tasks to be performed, and the efjues to be followed in
performing them. If group effort is to be effectiy@ople must know what they are
expected to accomplish.

Organizing. People working together in groups thi@ate some goals must
have roles to play, much like the parts actorsrfih drama.

The concept of a “role” implies that what peoplehds a definite purpose or
objective; they know how their job objective fits#o group effort, and they have
the necessary authority, tools and informationcanplish the task.

Organizing is the part of managing that involveslgisshing an intentional
structure of roles for people to fill in an orgaatinn. It is intentional in the sense
of making sure that all the tasks necessary tompbsh goals are assigned to
people who can do them best. The purpose of amizajeon structure is to help in
creating an environment for human performance.

To design an effective organization structure isamoeasy managerial task.
Many problems are involved in making structuressftuations, including both
defining the kind of jobs that must be done andifig the people to do them.

Text # 4. Staffing, leading and controlling

Staffing involves filling and keeping the positioms the organization
structure.

This is done by defining workforce requirementsjeimtorying the people
available, recruiting, selecting, placing, promagtinplanning the career,
compensating and training.

Leading is influencing people so that they will ttdyute to organization and
group goals; it has to do with the interpersonpkasof managing.

All managers would agree that their most imporgardblems arise from
people — their desires and attitudes, their behhs\as individuals and in groups.
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Effective managers also need to be effective lesader

Since leadership implies followership and peoptelte® follow those who
offer a means of satisfying their own needs, wisleexl desires, it is
understandable that leading involves motivatioadé&rship styles and approaches,
and communication.

Controlling is the measuring and correcting of\atés of subordinates to
ensure that events conform to plans.

It measures performance against goals and plamsyssivhere negative
deviations exist and by correcting deviations hedmsure accomplishment of
plans.

Although planning must precede controlling, plane aot self-achieving.
The plan guides managers in the use of resourasctimplish specific goals.

Then activities are checked to determine whethey donform to plans.

Control activities generally relate to the measwaenof achievement. Each
means of controlling shows whether plans are workiut.

If deviations persist correction is indicated. Bdtat is corrected?

Nothing can be done unless one knows who is reggensor these
functions. Making events to conform to plans meanating the persons who are
responsible for results that differ from planneticacand then taking the necessary
steps to improve performance. Thus, outcomes argatied by controlling what
people do.

Text # 5. Key management skills

Management is the process of achieving organizaltiggoals through
engaging in the major functions of planning, orgarg, leading and controlling.

Although these functions form the basis of the nganial process, several
other elements contribute to an understanding wfimanagers actually operate.

For managers to develop work agendas, act out rafeb engage in
planning, organizing, leading and controlling, tladyo need a knowledge base and
key management skills.

A knowledge base can include information about adustry and its
technology, company policies and practices, comggmals and plans, company
culture, the personalities of key organization merapand important suppliers and
customers. In addition to having a knowledge bammagers need three key types
of skills to carry out the various functions of mgement.
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A skill is the ability to engage in a set of belwaws that are functionally
related to one another and that lead to a desgddimance level in a given area.

For managers, the three skill types are techriicathan and conceptual.

Technical skills are skills that reflect both andarstanding of and a
proficiency in a specialized field.

Foe example, a manager may have technical skilecaounting, finance,
engineering, manufacturing or computer science.

Human skills are skills associated with a manageisty to work well with
others both as a member of group and as a leadergets things done through
others.

Managers with effective human skills are very gab@¢ommunicating with
others and motivating them to develop themselvekspanform well in pursuit of
organizational goals.

Conceptual skills are skills related to the abitdyvisualize the organization
as a whole and understand how the organizationntitcsthe wider context of the
industry, community and world. Mangers need to geize these various elements
and understand the complex relationships among #tetnat they can take actions
that advance the goals of the organization.

Conceptual skills, coupled with technical skillsunan skills, and a
knowledge base, are important ingredients in oggdiainal performance.

Text # 6. Performance
Performance is made up of two dimensions: effentgs and efficiency.

Effectiveness is the ability to choose approprgals and achieve them. In
contrast, efficiency is the ability to make thethesed of available resources in the
process of achieving goals.

In essence, organizations need to exhibit botlcefeness (doing the right
things) and efficiency (doing things right) in orde be good performers.

Effectiveness means that a manager has the rebpityngor selecting the
right goal and the appropriate means for achietirgg goal. Thus, a manager
needs to be able to select the right decision fnamong all alternatives and then to
select the right method from many methods for imm@eting that decision.
Efficiency is measuring the cost of attaining aegigoal. Efficiency is concerned
with how resources (money, time, equipment, pershnare used to get the
desired results. If the minimum cost is pent taaobthe desired goal, the manager
Is being efficient.
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Evaluation of management performance

The manager’s responsibilities require that shbeobe both effective and
efficient.

From an evaluation viewpoint, efficiency is impartadut effectiveness is
vital. A manager who does the wrong things (ingff@mness) with minimum use
of resources (efficiency) is not helping the orgation.

On the other hand, the manager who makes the clghites but may not
have a completely smooth operation is assistingotiganization, despite partial
inefficiency.

Text # 7. The managerial job

There are many aspects to the job of a managethand is no complete
agreement as to what exactly constitutes the j@bro&nager.

Some focus on the entrepreneurial aspects of nmagaand their main
concern is innovation, risk taking and similar eities.

Others emphasize decision making, especially timel kif decisions that
cannot be easily programmed.

An additional view of the managerial job draws iatiten to leadership with
an emphasis on particular traits and manageridéstyClosely related to this
approach is the discussion about power and infleletiat is, the leader’s control
of the environment and subordinates.

Others focus their attention on the behavior ofiéea by examining the
content of the manager’s job.

But despite different approaches to the nature afiagerial tasks, the key
tasks of managers can be organized into the fimetions of planning, organizing,
staffing, leading and controlling which constitutee framework of managerial
activities. Managers are different: they have déf¢ needs, desires and motives.

Managing offers rewards but also involves stress.

An individual aspiring to a managerial position glibevaluate both the
advantages and the disadvantages of managing hftseing this career.

Text # 8. Delegating authority

The manager must depend, to a greater or lessemtexin one or more of
the staff to take supervisory roles, and oversee dfy-to-day working of the
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section.

Clearly, there must be very good relationships betwthe manger and
supervisor. This can be an excellent opportunitgremate and maintain effective
environment, but there are sometimes problems. Jupervisor is sometimes
known as an assistant manager, or junior-managed, l@as an area of
responsibility which in many ways parallels thatloé manager. Like the manager
ha or she is often under pressure form above amd below, and has to keep
contact with other supervisors, perhaps | otheradegents, and thus has a
‘sideways’ pressure also. More than anything dlse supervisor has to have such
information as will enable him to carry out the idateffectively. He needs to feel
that he is in the manager’s confidence, and thdtasebeen given all the relevant
information, together with an opportunity to disswsspects of the work with the
manager. In addition to the delegation of dutibs, thanager has the problem of
having to assess just how much of the informatierpbssesses should be passed
on to the supervisor.

There are managers who fail to recognize fully tingportance of
information sharing. Some managers do not alwake the trouble to explain
fully what is required of the supervisor.

Others try to bolster up their own position by arsey which they suppose
adds to their status.

Also there are managers who rely on a telephongersation, or at best a
memo, which they naively believe will be fully undod. It is not always easy
for the manager to decide what information is esleto the supervisor; on the
whole it may be better to give too much informatiban too little.

But the manager also has to ensure that what segasn is understood:
Somehow or other, the manager must try to find@odunity to discuss with the
supervisors just what is required for a particalay or week. Some organizations
have set up a daily or weekly ‘briefing sessioniyidg which up-to-the-minute
information can be given as it affects the supervi$he supervisor also has the
opportunity to question or comment, so that the agen has a better idea of the
difficulties which any individual may feel or anpate.

Text # 9.Management roles

All managers, regardless of level in the organtrator job title — vice-
president of marketing, director of accounting 8%, machine shop foreman, or
supervisor of clerical support, perform the majardtions of planning, organizing,
staffing, directing and controlling.

Now we need to know: What does the manager do toy caut these
functions? The answer is that she or he mustdilious roles.
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A role is any one of several behaviours a mangsplays as he of she
functions in the organization. As a manager attemptperform the management
job, he or she must “wear different hats” in inté#i@ns with various members of
the organization. These role requirements areenfied by a manager’s formal job
description and also arise from the values and &@a&pens of the manager’'s
superiors, subordinates and peers.

1. Figurehead Role.

A manager is the head of his or her unit — divisagpartment, section.

A manager is the head of his or her unit — divisidapartment, section.
Because of this “lead person” position, the managest routinely perform certain
ceremonial duties. For example, the manager magdpgred to entertain visitors,
attend a subordinate’s wedding, or participate gnaap luncheon.

2. Leadership Role.

The manager is the environment creator. She or lags phis role by
working to improve employees’ performance, reduciognflict, providing
feedback on performances, and encouraging growth.

3. Liaison Role.

Managers interact with others besides superiorssabdrdinates; they work
with peer level managers in other departmentsf specialists, other departments’
employees, and outside contacts (suppliers, c)ietristhis role the manager is
building contacts through which to gather inforroati

4. Monitor Role.

The manager is constantly monitoring the environmemetermine what is
going on. This information is collected directlyy kasking questions, and
indirectly, through unsolicited information.

5. Spokesperson or Representative Role.

The manager is the person who speaks for his omwbek unit to people
outside the work unit.

One part of this role is to keep superiors welbinied and a second aspect
IS to communicate outside the organization.

6. Entrepreneur Role.

As the manager is exposed to new ideas or methhadgrtay improve the
work unit’s operations, she or he assumes the @etneur role. In this role the
manager initiates activities that will allow andcearage the work unit to use the
ideas or methods most advantageously.
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7. Disturbance Handler Role.

What happens when parts of the work environmerthedules, equipment,
contracts get out of control?

The manager must handle these crises as they gevelo

8. Resource Allocator Role.

The manager is responsible for determining whaha work unit gets the
resources, and how much each person gets.

Theses resources include money, facilities, equipmend access to the
manager’s time.

9. Negotiator Role.

Managers are required to spend a good portionenf time in the negotiator
role. Negotiating may be required on contracts wippliers or simply on trading
off resources inside the organization. The managest play this role because he
or she is the only one in the work unit with bolfe tinformation and authority
negotiators need to have. These multiple roleswdr& managers actually do as
they are completing their managerial functions.

Text # 10. Factors influencing work agendas

Job demands are the activities a manager must dojal. For example,
managers usually have responsibilities relatedhéontajor goals and plans of the
organization that are difficult to ignore.

Job constraints are the factors, both inside ansidrithe organization that
limit what a manager holding a certain job can do.

Constraints include such variable as resource dtioits, legal restrictions,
union contract provisions, technological limitatoand the degree to which the
work of a manager’s unit is defined.

Job choices are work activities that the managgiddolder can do but does
not have to do.

Even given the demands and constraints imposed tipgm, managers
usually have at least some choices.

For one thing, managers often have some latitudegard to how the work
is done.

For another, they usually have at least some optadrout which work is
done.
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For example, a manager may be able to emphasize garts of the job and
downplay others, delegate some parts of the jaulbmrdinates, take on additional
work in new areas of responsibility, volunteer fmmmittees or participate in
public activities on behalf of the organization.ushin some cases there is at least
some latitude in setting one’s work agenda. Ondigajon is that work agendas
tend to reflect to some extent the personal preta® and career objectives of
individual managers, as well as the demands ansti@nts of the job.
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