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UNIT 1  What is Management?

Section 1

I.  Read the text.
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Management in business and organizations is an art that coordinates the efforts of people to accomplish goals and objectives using available resources efficiently and effectively. 
    Abraham Maslow

Useful Vocabulary

	1. 
	accomplish objectives
	достигать целей

	2. 
	goods
	товары

	3. 
	maximize productivity
	увеличить производительность

	4. 
	bring down costs
	снижать расходы

	5. 
	increase profitability
	повысить рентабельность

	6. 
	bully [bulı]
	запугивать

	7. 
	supervise
	наблюдать (за осуществлением какой-л. работы)

	8. 
	develop
	разрабатывать

	9. 
	pioneer
	положить начало

	10. 
	implement
	осуществить

	11. 
	hierarchical [haıəra:kıkəl]
	иерархический

	12. 
	apparent     [ə'pærənt]
	очевидный

	13. 
	human  interaction
	 человеческое взаимодействие 


The idea of management is not new. Early forms of management concepts have been applied throughout history. The Industrial Revolution as well as the growth of factories and mass production created a need for strong management. Better and more efficient ways of manufacturing goods were needed in order to maximize productivity, bring down costs, and increase profitability. 
As a result, since the late 1800’s, theorists have developed a wide range of methods for improving management practices.  

 Frederick Winslow Taylor was an early pioneer of management theory. Taylor was the founder of the Scientific Approach to management. Taylor’s Scientific Approach to management changed the purpose and scope of factory employees. His practices changed the role of managers from one of bullying workers to complete their jobs and turned them into skilled employees who could supervise an individual aspect of production with the goal of efficiently increasing production. 

Within the Scientific Approach to management are two other sub-theories: the Administrative Approach and the Bureaucratic Approach. The Administrative Approach was pioneered by Henri Fayol who developed his management theory in 1916. Fayol believed that

management was part of all aspects of our lives and society including home, work, and government. He believed that all of the tasks required to conduct our lives could be categorized into one of five functions: planning, organizing, commanding, coordinating, and controlling. He believed that individuals could become good managers if they understood and implemented proper management principles. 

The Bureaucratic Approach was proposed by Max Weber, a sociologist from Germany. His approach focused on hierarchical structure, which provided clear designations of authority, giving managers a type of legal control over their employees. 

In the early 1920’s, Elton Mayo the Human Relations Approach developer, was a professor at Harvard who pointed out the importance of human interaction and personal relationships in the work place.

As the Human Relations Approach to management continued to progress through the early 20th century, it became more and more apparent that one’s employment was not only for making money and being able to support a family. In fact, people had social needs that were also being met in the workplace. In 1943, Abraham Maslow presented his Hierarchy of Needs Theory, which was all about motivation and personal development.

II. Mark the sentences T (true) or F (false).

1. Management came to life as a challenge to the world industrial development.  _____
2. In Scientific Approach managers are close to employees in achieving ultimate goals. _____
3. Henri Fayol introduced five management functions to keep control over workers. _____
4. Under the Bureaucratic Approach staff lost its legal rights for different abuses. _____
5. Elton Mayo underlined partnership ties between employers and employees. _____

       6.  Abraham Maslow’s Hierarchy of Needs is about how to earn a living by all means. ____  
III. Word search

Find a word in the text by the initial letter that has a similar meaning.

	1
	at  hand
a…………

	2
	produce

m…………

	3
	get better
i ………….

	4
	proficient
s…………

	5
	lawful

l…………

	6
	help

s…………


IV. Write the opposite word. The prompts are in the brackets.
1. growth
The rouble suffered its biggest one-day _______ since 1998 as oil prices continued to fall on Monday (d…..e)
     2.  employment
      In the European Union, youth _______ hit 23% in August 2012, and in Spain and   Greece most young people are now out of work. (u……….t)
    3.  develop 

     The Dominican Republic economy continues to ________due to high fuel prices and low sugar prices.  (d………e)
    4.  progress
     UK house prices expected to _______ by 0.8% in 2015.  (f..l) 

    5.  clear
Three largest Westminster parties have been accused of being _______ about how they would reduce borrowing by closing the gap between tax revenues and spending. (u.....r)
  6. continue 

 If you require more information, please don't ______ to contact me. (s..p)

V.  Common mistakes.

      Correct the errors in theses sentences.

1. Scientific management theory developed in the early 20th century by Frederick W. Taylor.
2. Leading involve motivating, communicating, guiding and encouraging.
3. When Henri Fayol was 19 years old  he began working like an engineer at a large mining company in France.
4. Your job as a manager is to get things did.
5. More companies are monitoring their employees electronical.
6. The most simplest way to make your team more productive is to motivate them.
VI.  Sentence rearrangement

The words in the following sentences are in the wrong order. Rewrite them in the correct order.

1. / is / build your team   / you have to do  / one of the first things /as a manager /to /

2. /need / business/ is / sooner or later / your / more money// going to/
3. / to manage / remember / within the company / is / /a specific function / your job / that /
4. / the significant / in hiring / one of / the interview / is / factors /
5. / reasons / many / employees / that / fire / companies / there are /
 6. / you / unemployment compensation / /if / have lost / to receive / your job / may be eligible / you /
Section 2

Read the dialogue and check your understanding with the multiple choice comprehension test. 

Key Vocabulary 

delay / задержка  
supplier / поставщик
to get back on schedule / вернуться к графику
timeline / информация о сроках
delivery / поставка
shipment / перевозка товаров
to cut back / урезать 
to make excuses / оправдывать
increased / reduced production / увеличенное/сокращенное производство
package / груз
bottleneck / помеха
distribution point / распределительный  пункт
bottom line / итоговые показатели
to cut into / врезаться
Deliveries and Suppliers
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Susan: Doug, can I talk with you for a moment?
Doug: What can I do for you Susan? 

Susan: I'm concerned about the delays we're experiencing with some of our suppliers. 
Doug: We're doing everything to get back on schedule. 

Susan: Could you give me an approximate timeline?
Doug: A number of deliveries are arriving tomorrow. Unfortunately, this time of year is often troublesome. 

Susan: That's not good. We can't make excuses to our clients. Are all shipments affected? 
Doug: No, but it is summer and some companies are cutting back until September. 

Susan: Where are most of our suppliers located?
Doug: Well, most of them are in China, but there are a few in California. 

Susan: How does that affect deliveries?
Doug: Well, there are weather delays and shipment delays due to reduced production. Sometimes, larger packages are delayed because of a bottleneck at the distribution point. 

Susan: Is there any way around these delays?
Doug: Well, we often work with delivery services such as UPS, Fed ex or DHL for our most urgent shipping. They guarantee door-to-door deliveries within 48 hours. 

Susan: Are they expensive?
Doug: Yes, they're very expensive at that cuts into our bottom line. 

__________________
Multiple choice comprehension test. 

1. Why is Susan concerned?
A. They're delaying shipments to suppliers.
B. They're experiencing delays from suppliers. 

C. They're back on schedule.
2. What are they doing?

A. Trying to get back on schedule. 

B. Not worrying about the problem. 

C. Taking legal action against the suppliers.

3. Which excuse does Doug give?
A. That the suppliers are unreliable. 

B. That the time is year is often troublesome. 
C. That they changed suppliers..

4. Where are most of the suppliers located?
A. In California. 

B. In Japan.
C. In China. 

5. Which is NOT a reason given for the delays?
A. Weather delays. 

B. Reduced production.
C. Payment difficulties. 

6. How do they sometimes resolve these problems?

A. They change suppliers.. 

B. They use delivery services. 
C. They manufacture their own products. 

Section 3   Job Interview 
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This exercise is designed to teach you some of the common words, terms, and expressions used during a job interview. Hopefully it will help you get the job that you always wanted.
QUESTIONS: 
(Choose the best response for each one) 

1. I had a good working relationship with my ____________________ (= boss). 

A. supervisor. 

B. superior.

C. superintendent.
2. During an interview, you might be asked to describe how you ___________________ ( = resolved) a difficult situation.

A. dealt
B. dealt with 
C. went through
3. We need someone who can work under minimum ____________________.
A.   supervision. 

B.   supervisor.

C.   superior.
4. Instead of using the word "difficult" to describe something, you should use a more positive word like:
A.   really hard.

B.   challenging. 

C.   awful.
5. Is there an ___________________ of which you are particularly proud?
A.   action.

B.   atonement.

C.   achievement. 

6. An interviewer will ask you about your strengths, but he/she might also ask about your __________________.
A.  challenges .

B.   weak.

C.   weaknesses. 

7. I was ___________________ for developing the company's intranet.
A.  responsible. 

B.  made.

C.  responsive. 

8. Some of my ___________________ included helping customers, filing complaints, and dealing with emergency situations.
A. jobs. 

B. duties/ responsibilities. 

C. activities. 

9. When someone asks you to "outline your experience" they want you to:
A. forget about your experience. 

B. brag about your experience.

C. talk about your experience. 

10.  Things/activities done on your free time (hobbies, etc) are known as " ___________________ activities".
A. extracurricular. 

B. extra.

C. extraneous. 

__________________

Section 4    Business Profile   
                                         Nikolai Alexandrovich Bugrov

(1837-1911)
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	Съ биржи. Вчера въ нижней залъ нижегородской биржи, была совершена, в присутствiа довольно многочисленныхъ собравшихся, панихида по покойномъ Н.А.Бугровъ. Въ концъ богослуженiя о.Цветаевымъ было сказано краткое, прочувствованное слово, посвященное почившему, какъ большому благотворителю и доброму человеку не отказывавшему въ подачи помощи. “Да  будет ему въчная память”, - этим словомъ закончил священникъ свою речъ, послъ чего хоръ исполнилъ 

“ Въчную память …”

(НИЖЕГОРОДСКИЙ  ЛИСТОКЪ. № 103 – Вторникъ,

19 апреля, 1911г. стр.2)




Fill in the gaps with the words and phrases from the box.

	distributed; qualities; tribute to; healthcare facilities; distributed; accommodations; merchant; wages;  


The working day at Bugrov’s mills was the shortest in the country. The eight-hour working day was introduced by the Provisional Government only in February 1917 while Bugrov’s workers had been working eight hours a day since the end of 19th century. A job at the Bugrov's company was rather prestigious.  Good _______ paid on time were also accompanied by considerable benefits. All seasonal workers enjoyed free _______. All mills were provided by necessary _______ and qualified medical staff. The workers’ children attended elementary schools. Any holiday Bugrov _______  presents to his workers. Ordinary workers got flour, corn. The employees were given boots, suits or other things.

 Bugrov paid a special _______ his long-time family workers. The gifts they received exceeded threefold their monthly wages. Bugrov led a very simple life. He was off wine and smocking. The famous _______ had no ambitions to hold any public post and but he was often elected for them posts because of his high moral and business _______.
UNIT 2  Management Functions

Section 1

I.  Read the text.
Useful Vocabulary

	1.
	map out
	наметить

	2. 
	purchase
	закупать

	3. 
	rep = representative
	представитель

	4. 
	ensure
	обеспечивать

	5. 
	assign [ə'saın]
	поручить

	6. 
	delegate authority
	делегировать полномочия

	7. 
	carry out
	выполнять

	8. 
	take actions
	предпринять действия


Four Functions of Management: Planning, Organizing, Leading & Controlling
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The Four Functions of Managers

	Management involves far more than just telling others what to do. Before any of you decide that you think you can do your boss's job, let's take a look into more of what a manager does. A person who holds a management position inside an organization is required to think strategically and conceptually in order to achieve organizational goals. 

The major functions that a manager completes can be categorized into four different functions known as planning, organizing, leading, and controlling. 

	


Now, before you think your boss is different, you should also know that the four functions of management are standard across industries whether that is in a manufacturing plant, a home office, a grocery store, a retail store, a restaurant, a hotel, or even an amusement park. Effective managers understand how planning, organizing, leading, and controlling are used to achieve organizational success. Learning about the four functions of management will help to identify what steps your ineffective manager needs to take to become an effective one.  
Managers must first plan, then organize according to that plan, lead others to work towards the plan, and finally evaluate the effectiveness of the plan. These four functions must be performed properly and, when done well, become the reason for organizational success. 

Planning

The first of the managerial functions is planning. In this step the manager will create a detailed action plan aimed at some organizational goal. For example, let's say Melissa the marketing manager has a goal of increasing sales during the month of February. First Melissa needs to spend time mapping out the necessary steps she and her team of sales representatives must take so that they can increase sales numbers. These steps might include things like increasing advertisements in a particular region, placing some items on sale, increasing the amount of required customer-to-sales rep contact, or contacting prior customers to see if they are interested in purchasing additional products. The steps are then organized into a logical pattern so that Melissa and her team can follow them. Planning is an ongoing step and can be highly specialized based on organizational goals, division goals, departmental goals, and team goals. It is up to the manager to recognize which goals need to be planned within his or her individual area. 

Organizing

The second of the managerial functions is organizing. This step requires Melissa to determine how she will distribute resources and organize her employees according to the plan. Melissa will need to identify different roles and ensure that she assigns the right amount of employees to carry out her plan. She will also need to delegate authority, assign work, and provide direction so that her team of sales representatives can work towards higher sales numbers without having barriers in their way. 

Leading

The third function of management is leading. In this step, Melissa spends time connecting with her employees on an interpersonal level. This goes beyond simply managing tasks; rather, it involves communicating, motivating, inspiring, and encouraging employees towards a higher level of productivity. Not all managers are leaders. An employee will follow the directions of a manager because they have to, but an employee will voluntarily follow the directions of a leader because they believe in who he or she is as a person, what he or she stands for, and for the manner in which they are inspired by the leader. 

Controlling

Controlling is the final function of management. Once a plan has been carried out the manager evaluates the results against the goals. If a goal is not being met, the manager must also take any necessary corrective actions to continue to work towards that goal. 

II. Mark the sentences T (true) or F (false).

1. A manager just can do without planning in market economy system.  _____
2. Following four functions of management is obligatory for any manager. _____
3. To organize the staff a manager gives straight orders with no comments. _____

4. A company success depends on how effective management functions are performed. _____
5. A good manager steps aside and changes a goal if it crashes. _____ 

     III. Find a word in the text by the initial letter that has a similar meaning.
	1
	to bring to a successful conclusion 

a……..

	2
	the sale of goods individually or in small quantities to consumers
r……..

	3
	assess
e……..

	4
	to divide and give out in shares

d……..

	5
	to stimulate by guidance, approval, etc.
e……..

	6
	paid notice or announcement in newspapers or magazines, on radio or television, etc

a……..


IV. Write the opposite word. The prompts are in the brackets.
1. plan

      Three men have been charged after "Black Friday" sales resulted in ______ at seven Tesco stores in Greater Manchester.  (d……r)
2. amusement 

      Do people still suffer from periods of ______even with computers, smartphones and tablets to occupy them endlessly?  (b.....m)

3. effective

Almost half of public managers believe superiors are ______. (i.........e)

      4.  purchase
Social media giant Facebook is planning to ______ stock in the company beginning sometime later this month.  (s..l)

 

5. connect

 Thieves ______ hundreds of home phone lines in a Northamptonshire village by stealing underground cables. (d……..t )
6. different
Male bosses' bonuses are double those of female colleagues in ______ jobs. (i…….l)
V.  Common mistakes.

      Correct the errors in theses sentences.

1. Planning is a process consisting in several steps.

2. Male managers' earnings are rising faster then women's.

3. To become effective at leading, managers must first to understand their subordinates' personalities, values, attitudes and emotions. 

4.  A person who holds a management position inside an organization requires to   
think    strategically and conceptually.

5. Management must actively adapt organizations meet various challenges,

     6. Decision making is more than making your mind. 

VI. Sentence rearrangement

The words in the following sentences are in the wrong order. Rewrite them in the correct order.

1. / is / into action / organizing / a mechanism / to put plans / to create /
 2. /liaison/ and / an effective communicator / needs / a manager/ between / employees and customers / to be /
 3. /competent / organizations with / personnel managers / productive workforce / provide / and /

 4. / to act as / needs to be able / between /a good manager / workers / a mediator /

 5. /a person / all the important / is  / a financial manger / of an organization / takes care of  / who / financial functions /
       6. / to / and the subordinates / in a job / how manage the task  / the boss / you must know / the boss /  
Section 2

Read the and check your understanding with the multiple choice comprehension test. 

Key Vocabulary 

unit / комплект
to place an order / размещать заказ
warehouse / товарный склад 
to purchase / закупать
to be available / доступный
supply / запасы;
in stock / в наличии
showroom / демонстрационный зал
to be on hand / имеющийся в продаже
estimate / подсчёт
door-to-door shipping / доставка “до двери” (это поставка товара от склада отправителя до склада получателя с включенным комплексом таможенных услуг и полным документальным сопровождением.


Placing an Order
                           on the telephone
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Jane Tegal: Hello, this is Jane Tegal from Excellerator Co. calling. May I speak to Mr. Mitchell?
Arthur Mitchell: Hello Ms Tegal, this is Arthur Mitchell. 

Jane Tegal: Hello, I'd like to place an order for a number of your Millennium desk units.
Arthur Mitchell: Certainly. How many were you interested in ordering for purchase? 

Jane Tegal: Quite a few. Do you have many available in the warehouse?
Arthur Mitchell: We keep a large supply in stock. There's also a showroom with quite a few on hand. It shouldn't be a problem. 

Jane Tegal: Well then. I'd like 75 units by the end of the month. Could I get an estimate before place an order?
Arthur Mitchell: Certainly, I'll have it for you by the end of the day. 

Jane Tegal: What does the estimate include?
Arthur Mitchell: Estimates include merchandise, packaging and shipping, duty if required, any taxes and insurance. 

Jane Tegal: Do you ship door-to-door? 
Arthur Mitchell: Certainly, all shipments are door-to-door. Delivery dates depend on your location, but we can usually deliver within 14 business days

Jane Tegal: Thank you for your help.
Arthur Mitchell: My pleasure. You can expect an e-mail by 5 this afternoon. 

__________________
Multiple choice comprehension test. 

1. What is Jane calling about?

A. To make a complaint.

B. To place an order. 

C. To replace some stock.
2. Which type of merchandise is she interested in ordering?

A. Desk units. 

B. Computers. 

C. Paper.
 3.  Does Arthur think there will be a problem filling the order?

A. Yes, they don't have many units on hand. 

B. No, they keep a large supply in stock. 

C. Yes, they keep a small supply in stock.

4.  What would Jane like before placing the order?

A. Delivery dates. 

B. An estimate. 

C. A sample desk unit.

5.  What type of shipments do they provide?

A. Air. 

B. Door-to-door. 

C. Overland.

6.  How long does it usually take to deliver?

A. More than 14 days. 

B. Within 14 business days. 

C. No more than 14 days.

________________________

Section 3    

QUESTIONS: 
(Choose the best response for each one) 

1. This new CRM (Computer Resources Management ) system will hopefully increase our __________________________ . 

A. productivity 

B. inclination
C. propensity
2. This new software will provide us with the __________________________ we need to help customers quickly.

A. tolls
B. tools 
C. tails
3. By __________________________ certain processes ( = not doing them manually), we save a lot of time.

A. automating 
B. automation
C. automatic
4. Our organization is one of the main _____________________ in this initiative program. 

A. holders
B. takers
C. stakeholders 

5. It's not economically _____________________ ( = profitable/worthwhile) for us to pursue this.
A. fast
B. worthy
C. feasible 

6. The manager didn't see any _____________________ ( = real) benefits to his approach.

A. tangy
B. tangible 
C. tinged
7.  I have a terrible boss! He never gives me any positive ____________________ on the work I do. 

A. feed
B. feedback  
C. opinions
8.  What's on the __________________________ today? ( = What's the plan for today?/ What do we have to do today?)
A. agenda 
B. board
C. notebook
9.  P1: When did John start working here? 

     P2:  He was ___________________ about two months ago.
A. hire
B. taken
C. hired  

10.  Do you have a dress ___________________ at your company?
A. requirement
B. code 
C. law
Section 4    Business Profile   
Mitrofan  Mokhailovich Rukavishnickov

(1864-1911)

	


	«За свою жизнь Митрофан Рукавишников сделал много хорошего для города и его жителей. Он преподал нам, современным бизнесменам, хороший урок. Если вы успешны, если вы состоялись в жизни, твердо стоите на ногах, не забывайте о своих земляках, о своем родном городе».

Телекомпаниия

 HYPERLINK "http://gorodn.tv/telekompaniya-tk-volga.html" 
 Волга.

Программа "Меценаты Нижнего". Рукавишниковы.




Fill in the gaps with the words and phrases from the box.

	amenities; destroyed; research;  surgical; enterprise; dormitory;  chairman;    


He was a _______ of the Kirillo-Mefodiyevsky Brotherhood and financed the construction of its building between Alekseyevskaya and Osharskaya streets and _______ hospital. It’s the gerontological center now. 

He was also an honorable member of "Red Cross" and donated on the construction of the _______ for poor pupils on Gruzinskaya street. It still empresses with its beautiful design. The building had central heating, pure running water, gym, concert hall and other _______ that Mitrofan Rukavishnikov personally financed. There was a chapel attached to the dormitory later _______. Today it’s the _______ embryology institute. 

Together with his brothers and sisters he contributed to the construction of the workhouse (dom trudolubiya) on Varvarskaya street. Nowadays it’s the building of "Nizhpoligraf"_______.
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