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BCTYII

HapyaibHO-METONUYHUM TOCIOHUK IS CaMOCTIMHOI POOOTH CTYJEHTIB
pPO3pO0JIEHO BIAMOBIIHO JIO0 Mporpamu/podouoi mnporpamu «lHO3eMHa MOBa 3a
npodeciiHuM CrlpsMyBaHHSM (aHTUICHKA)». Mema HaBYaIbHO-METOIUIHOTO
BUJIaHHA — CIPHUATH 3aCBOEHHIO TPOTpaMu/poO0O4Yoi mporpaMud B TOBHOMY
00cs31 Ta pO3BHBATHU CaMOCTIMHICTH Yy Ipoleci 3400yTTsS Ta 3aKPIIUICHHS HOBHX
3HaHb SIK OCOOMCTICHY PUCY Ta BXJIMBY MPOQECIiiHY CKIaI0BY, L0 MOJSATa€ Yy BMIHHI
MJIaHYBaTH, CHCTEMATH30BYBATH 1 KOHTPOJIFOBATH BJIACHY MISUTHHICTb.

OCHOBHHUMHU 3d80aHHAMU CAMOCTIHHOT POOOTH y MekKaX NUCITUILIIHY €:

- HaBUYATH MaWOyTHHOTO (axiBIl OPIEHTYBATHUCS B CydacHOMY iH(MOpMaIitHOMY
IIPOCTOPI 3 METOIO YAOCKOHAJICHHS 1HIIIOMOBHUX YMiHb 1 HABHUOK;

- YIOCKOHAJIIOBaTU Yy 3700yBaudiB BHIIOI OCBITH MNpodeciiiHy KOMYHIKaTHBHY
KOMIIETEHTHICTD 3 aHTJI1MChKOI MOBH;

- PpO3BUBATH BMIHHS aKTHUBHOI'O JIJOBOTO CHIJIKYBaHHS Yy PI3HUX MpodeciiiHo-
JUJIOBUX CUTYaIlIsX;

- rotyBatu ManOyTHROrO ¢axiBiUsg 10 HAyKOBOi MJISJIBHOCTI Ta (QopMyBaTH
aBTOHOMHICTH 37100yBaya BUIIOI OCBITH SIK MOBHOT OCOOMCTOCTI.

CamocrTiitHa po0OoTa cTyIeHTa 3 TUCUUIUTIHA «[HO3eMHa MOBa 3a poQeciitHuM
CIpsIMyBaHHSM (QHTJIIICHKA)» BKITIOYAE:

- ONpaIlfOBaHHS HABYAIBHOTO MaTepiany;

- BHWBYCHHS OCHOBHHMX TEPMIHIB Ta MOHATH 3a TeMaMH (OIpAaIfOBaHHS aKTUBHOTO
TEMaTHUYHOTO BOKAOYJISIPII0);

- BHUKOHAHHS TPAKTUYHUX BOpPAaB Ta 3aBlaHb, BUPIMICHHS SKUX CIPUIATHME
(GbopMyBaHHIO 3HaHb LIMPOKOTO JAiana3oHy CIOBHUKOBOro 3amacy (y T.4. (paxoBoi
TEPMIHOJIOT'11), HEOOX1THOTO B aKajeMiuHii 1 npodeciitHiii cepax; rpaMaTUIHUX
CTPYKTYp, HEOOX1THUX JJII THYYKOTO BUPAKEHHS BIIMOBITHUX OHSTH, @ TAKOXK JIJIS
PO3YMIHHSI 1HIIOMOBHUX TIOBIJIOMJIEHb 1 3JIMCHEHHS KOMYHIKAIlli y Mexax
MIMPOKOT0 KOJja TeM MPOQECiiHOrO CHpsIMyBaHHS; MPaBUJI CUHTAKCUCY 1HO3EMHO1
MOBH, II0 BUBYAETHCSA, 100 MATH MOXKIIMBICTH PO3MI3HABATH IOBIJIOMJICHHS 1
MPOMyKyBaTH KOMYHIKaIif0; MOBHUX ¢opM, BiacTuBuX oQimiiiHoMy Ta
PO3MOBHOMY pericTpaM mpodeciitHoro MOBJICHHS;

- TOCWJIEHY MIiArOTOBKY /10 TMEBHHUX 3aBllaHb, SIK OT CUMYayilHuX 6npas: 3aBIaHb,
BUPIIICHHA Ta OOTOBOPEHHS SKUX JO3BOJSTHME 3HANTH CIOCOOM BHUPIIICHHS
aKTyaJIbHUX MPOOJIEM 1 CIIOHYKaTUME CTYACHTIB JIO YITKOI apryMeHTallii BIacHOi
MO3UIIIT BITHOCHO aKTyaJIbHUX TEM CIICHIATIBHOCTI; KeliCi6: THANBIyaIbHUX 3aB/IaHb,
BUPIIICHHSA SIKUX CIpUS€ OMAaHyBaHHIO MEXaHI3MIB NPUUHATTSA pIIIEHb Ha
KOHKPETHUX TMPHUKIAJaX 3 MPaKTUKW Oi3Hecy, BIJIMpallOBaHHS THUIIOBUX CXEM
BUPILIEHHS TPOOJIEMHUX CHUTYyalllid 1 BUPOOJICHHS CaMOCTIMHOTO 1HAMBIIYaIbHOTO
MIIX0y; Oin08ux ieop, Y XOA1 TPOBEACHHS SKUX CTBOPIOIOTHCS CHPUSATIUBI
MOYJIMBOCTI TBOPYOTO Ta EMOIIMHOTO 3ay4YeHHS YYaCHUKIB J0 JIJIOBUX BIJIHOCHH,
MaKCUMaJbHO HaOMMKEHUX J0 peamid (QYHKIIOHYBaHHS MIANPUEMCTB Ta
oprasi3aiiii; npezenmayiii: 3aB1aHb, CIPIMOBAHUX Ha PO3BUTOK BMIHHSI BUCTYITaTH
3 TATOTOBJICHUMHU IHIUBIAyadbHHUMHM BHUCTYIAMH IIIOJ0 IIHPOKOTO  KOJIa
npodeciiiHuX TeMm;



- BHUKOHAHHS TBOPUYMX 3aBJIaHb: HaNUCaHHS TBOPIB, CKJIAJaHHS peE3OME Ta
KUTTEINUCY, TATOTOBKA PI3HOTO BUY A1JI0BOI KOPECTOHACHITIT;

- MOMWIyK, MiAOIp Ta OIS JITepaTypHHX JDKEpeNl Ha 3aJaHy IpoOJieMaTHKy
MOTITYKOBOTO 3aBIaHHS;

- MIATOTOBKY MO Pi3HUX (OpPM KOHTPOJIO TMOTOYHHMX 3HAHBb CTYACHTIB (YCHOTO
OTHUTYBAaHHS, TECTOBHUX 3aB/IaHb, KOHTPOJBHHUX POOIT TOIIIO);

- ONpAIfOBaHHS JOJAaTKOBOTO MaTrepiany i TOTJIHOJEHOTO BHUBYCHHS TEM 3a
npodeciitHuM CrpsMyBaHHSM, a caMe y cepi yrpaBiaiHHsI Oi13HECOM;

- CHCTEMAaTH3aIlil0 OMpPallbOBaHOTO MaTepialy Ta y3arajibHEHHs 3400yTHUX 3HAHb MiJl
4ac MiArOTOBKHU JI0 MiJICYMKOBOTO iCITUTY.

3aBIaHHs 3 CaMOCTIHHOI poOOTH HAIlJIeHI Ha BHUBYCHHSA AaKTUBHOTO
BOKAOYJISIPIO Ta TEPMIHOJIOTTYHUX OJMHUIL 1 BUKOHAHHS NMPAKTUYHMX 3aBJaHb JJIS
3aKpIIJICHHS] Ta aKTUBI3amii 3100yTHMX 3HaHb, PO3BUTKY KOMYHIKaTHUBHOI Ta
rpamMaTHYHOT KOMIIETEHTHOCTEH y Mexax TeMu. HaBuanbHuil MaTepial, nepeadadyeHui
JUTSI CAMOCTIMHOT'O BUBYEHHS, BAHOCUTBCS Ha MiJICYMKOBHI KOHTPOJIb 3HAHb.

Y KiHII HaBYAJIBHO-METOJUYHOIO TIOCIOHMKA ISl CaMOCTIHHOI pPoOOTH
MOTAE€THCSI OPIEHTOBHUM CITUCOK JTiTeparypu. [|jisi BUBUEHHS MaTepiady Ta BUKOHAHHS
3aBIaHb MOXHA BHKOPHUCTOBYBAaTU OyIb-sIKE€ JDKEPENO, B SKOMY PO3TISAAETHCS
HEOOXITHUHN JTEKCUKO-TPaMaTHYHUN MaTepia.



Unit 1. My Future Profession

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

to manage — 1) kepyBaTH, yIpaBJIsATH; 2) CIPABISATUCS, BIOPATHCh;

manager — KepiBHHK, MEHEKep;

management — 1) KepiBHUIITBO, YIIPABIiHHS; 2) JUPEKLis, aIMiHICTpallis;

3) MEHEKMEHT;

to major (in) — crierianizyBaTHCh;

opportunity — MOXJIMBICTb;

set of activities — koMmmIeKkc BUAIB iJIBHOCTI;

efficient — mieBuii, parioHansHUi;

effective — epexTuBHUI, TOMITEHNI;

to constitute — ckiiagaTH, yTBOpIOBaTH;

core — 1) cyTh; 2) cepLEeBUHA, CTPUIKEHD;

job — poborta, BUA IiSIBHOCTI;

responsible — BinmoBinansHuUiA;

decision making — npuifHSTTS pillICHHS;

profound economic education — rpyHTOBHa €KOHOMIYHA OCBITa;

personal human traits — ocobucTi pucu xapaxkrepy;

current — NOTOYHHI, Cy4YaCHUH;

trend — HanPSIMOK, TEHACHIIIS;

goal — merTa; to set a goal — BU3Hauatu MeTy;to meet/to attain a goal — nocaratu metu;

attainable — nocspkHMIA;

to predict — nepenbayaru;

to interpret — nMosICHIOBaTH, TIIYMAayUTH;

well-founded — 1o6pe oOrpyHTOBAHNI;

moreover — OlIBII TOTO;

to communicate — TOBiIOMJISITH, CIIOBIIIIATH, IEPEKA3YBATH;

to work for, with and through people — npamtroBatu 115 mro1€ei, 3 T0IbMU Ta 3a
JIOTIOMOTOr0/9epe3 JTI0CH;

challenging — BUMOrIMBHIi; TaKuid, IO KUJA€ BUKIHK;

to face the problem — ctukarucs 3 mpoGaemMor0;

occupation — mpodyecisi, 3aHATTS;

prudent — po3BaXJIMBHIA, 00AYHUIA;

persuasive - NepeKOHIUBUI

Exercise 2. Read and translate the following text.
My Future Profession

Chernivtsi Institute of Trade and Economics provides a wide range of courses in many
subjects such as accounting and auditing, finance and credit, management, marketing,
commerce, international trade, economic cybernetics, etc. Over a hundred of students attend
courses at the faculty of Economics and Management, majoring in management of organizations.
They have chosen this profession because it offers many opportunities in a professional career.
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Management can be defined as a set of activities directed at the efficient and effective use
of resources in attaining the goals of the organization. Management is complex because of the
large number of different activities that managers perform and because managers must change
activities very often.

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

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

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

Exercise 3. Answer the following questions.

1. What courses are provided at Chernivtsi Institute of Trade and Economics?
2. At what faculty do students major in the management of organizations?

3. Why have they chosen this profession?

4. How can management be defined?

5. Why is management complex?

6. What functions do managers perform in the organization?

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

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

9. Why are personal traits as important as professional qualities?

10. What personal traits must a person possess to become a successful manager?

Exercise 4. Read the following words aloud. Pronounce correctly the letters in bold type.
[1]- effective, efficient, executive, example, exhibit, except;

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

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

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

Exercise S. Translate into English.

CrnemiamizyBaTuch 3 MEHEDKMEHTY Oprafizaiii; B MOJalbIIiil mpodeciiiHiii kap’epi;
MEBHUM YUHOM; TOOTO/TaKMM YMHOM; BECTH JO YCIIiXy; YTBOPIOBATH CTPH)KEHb OpraHi3allii;
IUTAaHYBaTH, OpPraHi3yBaTH, CIPSIMOBYBATH Ta KOHTPOIIOBATH; OyTH CHPOMOXXHHUM BHU3HAYHTH

7



TOCSDKHY METY; BCl BHIM JIUTOBOI iH(OpMaIllii; BIpHO KaXyTh, I10; BAYMJIUBHMA Ta PIIIydHi;
BUMOTJIMBUIA Ta MPUSIZHUIM.

Exercise 6. Translate into Ukrainian.

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

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

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

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

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

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

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

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

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

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

Exercise 8. Insert the proper word from Exercise 7.

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

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

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

1. You cannot depend on him. He is very (6e3BiqnoBimansauii). You must find a more
(BigmoBinanpHMiA) person for this work. 2. These data are (HenoBsi). Continue your research to
(3aBepmuth) it. 3. This solution seems a bit (Heedexkrunne). Ask Mike to help you — he always
proposes (mieBi) decisions. 4. Always set up an (mocspkua) goal. If your goal is (HemocskHa), you
lose your interest very soon. 5. She is (He3matHa) to solve this problem by herself. Better find
somebody else who is (3matHmii) to manage it. 6. This person looks (aenpyxHiit). Let’s ask
somebody who is more (IpuBiTHUIA).

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



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

Exercise 12. Insert the proper word from the list below.
challenging problem, opportunity, to make...decision, majoring, interpret, skills, managers,
profession
1. In what subject are you ... in? 2. Students are given every... to specialize in the chosen
3. ...constitute the core of every organization. 4. In order... a well-founded ... you must
analyze and ... all available information. 5. The head of our department admits that we have
contributed our best ... to the solution of this very...



Unit 2. Levels of Management

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

division of labour — po3nozin npar;

common purpose — CIiijibHa MeTa; it is common — 3araJbHONPHIAHATO;
component — CKJ1aIoBa YaCTHHA, KOMIIOHEHT;

hierarchy — iepapxis, minopsaKyBaHHS;

authority — Bi1aga, NOBHOBaOXKECHHS,

formal authority — odimiiitne/hopmanbHe TOBHOBAKEHHS,

to authorize — HagaBaTH TOBHOBAXXECHHS, JIO3BOJIATH;

to assign — naBatu, mopydvaru (3aBIaHHsA, POOOTY);

to fit (together) — npucrocoByBaTu, npunacoByBaTH (OJHE 10 OJIHOTO);
coordination — y3roKeHHS, KOOPAUHAILIS;

to coordinate — y3ro/pkyBaTH, KOOPIMHYBATH;

command — Haka3; BIaja; to command — BifgaBaTH HaKa3u;

chain of command — cyGopauHartis, mianopsiAKyBaHHS,

span of control — o0GcsT MTOBHOBa)XCHB;

to arrange — po3TamoByBaTH (B MEBHIN MOCIIIIOBHOCTI);

top manager — KepiBHUK HaiBUILIO1 JIAHKH; SyN. senior manager;
middle manager — KepiBHUK CepeIHbOI JTaHKHU;

first-line manager — kepiBHUK HH)KYOI JJAHKH; Syn. junior manager;
job title — HazBa mpodecii;

officer — ciry>x00Be1b, mocagoBa ocoda; syn. official;

chief executive officer (CEQO) — ronoBHuil BUKOHaBUN AUPEKTOD;
chief operating officer (COQO) — ronoBHuii onepariiHuii TUPEKTOP;
policy — Kypc, oJIITHKA, JIIHIS TTOBEAIHKY; operating ~ MOTOYHHI KypC;
external — 30BHIIIHIN;

labour leader — kepiBHUK TipodeCiitHOT CITIIKY;

executive — KepiBHUK, aIMiHICTPATOP;

plant manager — KepiBHUK MiITPUEMCTBA;

division manager — kepiBHUK BiAIUTy/IiAMOPSAAKOBAHOTO MiANPUEMCTBA;
operating manager — 1UpEKTOP-PO3MOPSIHHUK;

to implement — BTiUTIOBaTH (TIOJIITHUKY ), 3M1MCHIOBATH, BUKOHYBATH;

to report (to) — 3BiTyBaTu (mepen);

to supervise — KOHTPOJIIOBATH, HATJIAaTH, KEPYBaTH;

supervisor — 1HCIIEKTOp, KOHTPOJIEP;

operating employee — nparliBHUK, pOOiTHUK;

unit head — xepiBHUK migpo3aiTy;

foreman — maiicrep, 6puraaup, npopa0;

direction — po3nops/KeHHsI, TUPEKTHUBA,

on a day-to-day basis — Ha TOBCSIK/IEeHHIH OCHOBI, IIOJACHHO

Exercise 2. Read and translate the following text.
Levels of Management
Managers work in organizations. But what is an organization? Formally defined, an
organization is a collection of people working together with a division of labour to achieve a
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common purpose. Organizations involve three components: a common purpose, a division of
labour, and a hierarchy of authority.

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

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

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

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

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

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

Exercise 3. Answer the following questions.

. What is a formal definition of an organization?

. What ingredients do organizations involve?

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

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

. Why must managers coordinate the division of labour?

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

. Can you explain a hierarchy of authority?

. What are the three levels of management in an organization’s hierarchy of authority?
9. What job titles are common among top managers/ middle managers/ first-line managers?
10. What are the duties and responsibilities of top managers/ middle managers/first-line

managers?

0N N LN AW N =
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Exercise 4. Read aloud and group these words according to their stress pattern: @0 (first
syllable stressed), o® (second syllable stressed).

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

Exercise 5. Translate into Ukrainian.

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

Exercise 6. Translate into English.

JIOCATTH CHiIBHOI METH; KiHLIEBUN TOBap abo MOCIIyTa; mpolec MEepeTBOPEHHS PECypCiB;
CIJTAHOBAaHU I TAKMM YUHOM, 11100 TOYHO MPHUIIACOBYBATHCH OAMH JI0 OHOTO; 3aBIAHHS U1 O/IHI€T
ocobu abo rTpymu; 3pocTarodi OQiliiHI TOBHOBAXEHHS;, BH3HAYATH METY OpraHizaiii;
MPEACTABIATH OpraHi3aliio Mepell YpPAIOBUMH CIY>KOOBISIMH, 3BITYBaTH  TeEpell BUIUM
KEPIBHUIITBOM.

Exercise 7. Match and learn the synonyms.

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

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

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

Exercise 9. Complete the sentences with the words from the text. The first letter is given.

1.Hee  management at the age of 23 and was given complete a  from the very start.
2. Middle managers r __ to top managers and ¢ first-line managers. 3. What f  authority
goes with this job t  ? 4. Top management determine s and operating p _, while lower
1  ofmanagementi  them on the day-to-dayb  .5.Inah  ofauthority the span ofc
increases from the bottom to the top of theo .

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

noun verb noun verb
authority implementation

assign divide
coordination transformation

execute collect
arrangement classification

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

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

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

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

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

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

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

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

Exercise 13. Which of the following people are likely to be on the board of directors of a

company?
a) company secretary c) CEO e) executive directors
b) non-executive directors d) managers f) members of staff

Exercise 14. Follow the model to paraphrase the word combinations given below into word
partnerships (compound nouns).

Model title concerning a job — job title

1) manager of a plant/division/department —

2) leader of the labour (union) —

3) official working for the government —

4) output in the form of service/product —

5) process of transformation of resources —

6) assigning the tasks for the group —

7) hierarchy of the positions at work —

8) coordination of the division of labour —

9) process of making decisions —

10) costs of the production of goods —

Exercise 15. On the basis of the text write definitions for the following terms.
Organization, common purpose of an organization, division of labour, hierarchy of authority

Exercise 16. Translate into English.

1. Mera Oyap-sik0i opranizarii — BUpOOJSATH TOBapyu YW mochyru. 2. Paga mupektopis
KOMITaH1i MpHU3HAYMIa HOBOTO BUKOHABYOTO MUPEKTOpa. 3. ['0JIOBHMIA BHKOHABYUN AUPEKTOP
Kepye KOMIIaHI€Io BiJ iMEHI akiioHepiB. 4. Buile KepiBHUITBO BU3HAYAa€ METY, CTPATETiiO Ta
MOTOYHY TOJIITUKY opraHizamii. 5. MeHeKkepu cepelHbOoi JJaHKK BTUTIOIOTH PILICHHS BUIIOTO
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KEpIBHUIITBA Ta KOOPAWHYIOTHh MISUTBHICTh MEHEKEpIB HUXK4Y0i JIaHku. 6. Ha mopiuamx
3araJbHUX 300pax pajaa IUPEKTOPIB 3BITYE Mepes] akiiionepamu. 7. Maiictep I0/ICHHO HarJisiiae
3a poboToro mparmiBHUKIB. 8. OdimiiiHi TOBHOBaXXEHHS — 1€ MPABO BiJJaBaTH HaKa3H IHIIUM
ocobam.
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Unit 3. Functions of Management

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

set — CYKYITHICTh, YUCJICHHICTD, PSII,

inherent — BacTuBMii, NpUTaMaHHWI;

organizing — ynopsiiKyBaHHsI, yJallITyBaHHsI; OpraHizaiis (mporiec);
leading — KepiBHHILITBO, yIIPaBIIiHHS;

to involve — Bitrouatu (B co0i), mependadaru;

to determine — BU3Ha4aTH,

goal — mera;

to allocate — po3minnyBartu;

appropriate — BiIIIOBITHHU, TOPEYHUI;

combination — ciosry4eHHs, KOMOTHAITIS;

to turn something into something — nepeTBoproOBaTH MIOCH HA IIOCH;
to define — Bu3Hauaruy;

associated with — TicHO OB’ sI3aHUH 3; TAKHIA, 110 ACOLIIOETHCH 3;

to guide — kepyBaTH, CIIpIMOBYBAaTH;

attainment — 1OCATHEHHSI, 3100y TTS;

key — KIIFO4OBHUH, BaKIIMBUM;

to motivate — MOTHBYBaTH, CIIOHYKaTH;

performance — Bukonanss; ~ feedback — 3BopoTtHa iHdopmartis mpo ~;
to interpret — TIIyMauuTH, po3’ICHIOBATH;

corrective — KOpEKTUBHHI/ BUTIPABHUI;

constructive — TBOp4Mii, KOHCTPYKTUBHHI;

to keep something in mind — nam’aratu mock;

series — psif, MOCJiTIOBHICTb;

to rest something with somebody — noxyiagatu nock Ha KOroch;

to tend to — OyTH CXWJIBHUM J10; MaTH TEHACHIIIIO;

relatively — BigHOCHO.

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

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

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

The second basic managerial function is organizing. Organizing is a process of allocating
human and material resources in appropriate combinations to implement plans. Organizing
turns plans into action by defining tasks, assigning personnel, and supporting them with
resources.
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The third basic function inherent in manager’s job is leading — the set of processes
associated with guiding and directing employees toward goal attainment. Key parts of leading
are motivating employees, managing group processes, and dealing with conflict and change.

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

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

¢ Planning — Deciding what must be done.

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

e Leading — Deciding how to make sure it gets done.

¢ Controlling — Deciding if it is or it is not getting done, and what to do if it isn’t.

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

Exercise 3. Answer the following questions.

. What general functions do managers perform?

. What activities do planning and decision making involve?

. What is the purpose of planning and decision making?

. How is organizing achieved?

. What is the function of leading associated with?

. What actions are included in controlling?

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

. How much time is spent on performing each function at each level of management?

0 9N kW~

Exercise 4. Put these words into two groups according to the pronunciation of the letters
in bold type: [o:] or [u]. Read the sentence aloud.

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

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

Exercise 5. Translate into English.

CyKynHICTh BUJIB IiSUIBHOCTI; IIO M CIiJl pOOUTH B MailOyTHHOMY; BTUIIOBATH IJIAHU;
JaBaTH 3aBJaHHS [EPCOHATY; 3aCTOCYBAaHHS BHIIPABHOTO 3aXOJy; TIYMAuHUTH 3BOPOTHY
iHpopMalil0 TPO BHUKOHAHHS; TOCTIIOBHICT pillleHb, TIOB’S3aHUX 3 3aBAAHHSMU;
BiJIMOBIAAIbHICTH TIOKJIAJIAETHCSI HA MEHEKEPIB.

Exercise 6. Translate into Ukrainian.

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

Exercise 7. Match and learn the synonyms. Use any 5 words in sentences of your own.
A: to guide, attainment, set, general, to interpret, process, goal, to implement;
B: purpose, action, to explain, achievement, to turn into action, basic, series, to direct.
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Exercise 8. Match and learn the opposites. Choose the correct word to complete the
sentences below.

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

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

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

Exercise 9. Insert the proper prepositions.

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

Exercise 10. Restore the word order. Decide what terms are defined and learn the
definitions.

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

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

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

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

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

for you.

noun verb noun verb
performance tendency
interpret combine
motivation attainment
guidance definition
1. This last information needs 1 . 2. You should d  your goals correctly before

taking any action. 3. Thereisat  to organize training courses for new employees. 4. Our market
research was conducted under his g . 5. It is important to a __ this goal in the shortest time

possible. 6. Have you already chosen the employee to p  this very important task? 7. If you
rest the responsibility for this Exercise with Peter, it will increase his m___ . 8. How will you
¢ our human and material resources to improve the performance of the organization?

Exercise 12. Transform the following phrases into word partnerships. What management
functions do they refer to?
attainment of the goal —
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monitoring of the feedback on performance —
allocation of the material resources —

management of the processes in groups —
decisions related to tasks —

programme of the reorganization of the company —
settlement of the conflict in a group —

evaluation of the results of the performance -

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

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

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

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

4. A person can have power over you only if he or she controls something you desire.

5. Salary is the most important factor of employee motivation.

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

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

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

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

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

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

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

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

management.
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Unit 4. Management Roles

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

to accompany — CynpoBO/)KyBaTH;

status — craryc, OJ0XKEHHs, CTaH;

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

interpersonal role — po:b, MoB’A3aHa 3 MiXk 0COOUCTUMH 3B’ 3KaMH;

informational role — ponb, moB’s13aHa 3 iH(OpMAIIi€O;

decisional role — posnb, OB’ s13aHa 3 MPUUHATTSM PillICHb;

figurehead — HoMiHaNBEHUI /CHMBOTIYHUH TOJIOBA (TIPEACTABHHUK ),

liaison — 3B’s130K;

monitor — crioctepirad, BiJCTIKOBYBaY;

periodical — nepioguuHe BUIAHHS,

commercial — peknama;

to watch television commercials for competitors — quBUTHCEH TelepekiIaMy 3 METOIO
BiJICIIITKOBYBaTH KOHKYPEHTIB;

disseminator — po3noBCIO/IKyBay;

to transmit — nepenaBatu;

to forward — Bincunaru, BignpaBIsATy;

memo = memorandum — 3anucka;

outsider — ctopoHHs 0co0a;

on behalf (of) — Bix iMeHi;

spokesperson — rpeICTaBHUK, BUPA3HUK (IyMKH), opaTop (BiJ rpymnu ocid);

to make a statement — poOuTH 3asBY;

entrepreneur — miAMpUEMEIIb;

to initiate — mounHaTH, IHII[IIOBATH;

crisis (pl. crises) — kpu3a;

disturbance handler — BperymtoBanpbHUK/3aMaro;kyBad KOH(IIIKTIB;

to resolve a conflict — B1agHaTH KOHITIKT;

allocator — po3noaintoBady;

negotiator — yuacHUK TIEpETOBOPIB;

to work out smth. — po3po0siT1 OCH;

agreement — yroza;

labour contract — Tpy10BHii KOHTPAKT;

purchasing contract — KOHTPaKT KymiBIi;

sales contract — KOHTpPaKT Ha MPOJIAX; KOMEPIIHHUN KOHTPAKT;

to execute — BUKOHYBATH, 3/[IHCHIOBATH

Exercise 2. Read and translate the text.

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

19



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

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

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

Each managerial role is important and must be properly executed.

Exercise 3. Answer the following questions.

1. What accompanies formal authority given to a manager?

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

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

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

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

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

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

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

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

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

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

12. Which of the management roles are of major importance?
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Exercise 4. Translate into English.

Bitatn BiABimyBauiB; MiANHCYBaTH OPUAWYHI JOKYMEHTH; Ha pETyJISpHIH OCHOBI;
BIJICHJIaTH 3BITH Ta 3alMCKU; MPOBOAUTH 3yCTpiui; mpec KoH(epeHIis ans 3aco0iB MacoBoi
iHpopMallii; CXOXKHif; CHUMBOJIIYHMIA TIPEICTaBHHUK, CTUKATUCS 3 HEOUYIKyBaHOIO KpHU30I0;
npodcminka.

Exercise 5. Translate into Ukrainian.

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

Exercise 6. Match and learn the synonyms. Use any 5 words in sentences of your own.
A: to play, to initiate, liaison, negotiations, commercial;
B: link, talks, to perform, advertisement, to start.

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

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

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

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

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

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

Figurehead Person employed to collect information and report on it.

Entrepreneur Person who takes part in negotiations.

Spokesperson Person who leads.

Allocator Person who acts as a symbolic representative.

Handler Person spreading widely ideas, information, etc.

Monitor Person who organizes and manages a commercial
undertaking.

Negotiator Person distributing something for a certain purpose.

Leader Person speaking as a representative of a group.
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Disseminator Person controlling something like behaviour, etc.

Exercise 11. Insert the proper prepositions.

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

Exercise 12. Reconstruct the word order.

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

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

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

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

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

Exercise 14. Make up questions for the words underlined.

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

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

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

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

Exercise 16. Translate the parts of the sentences in brackets.
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1. (YrpaBmiHCBKI poJTi BITHOCSTHCSA 10 TPhOX OCHOBHUX KaTeropiil): interpersonal roles,
informational roles, decisional roles. 2. In most activities (110 cTrocyroTbes miamermx), like
(miaOip mepcoHaty, miaroToBKa, Tomo) the manager acts as a leader. 3. When dealing with people
outside the organization (Ha peryispHiii ocHoOBi) the manager (BUKOHye pOib 3B’A3KY). 4.
(Menemxep BincnigkoBye iHdopMmariito) that might be relevant to the organization. 5. (Menemxep
BiJicHJIa€ 3BITH Ta 3amucku) to the appropriate people in the organization. 6. As a resource
allocator the manager determines (sik ciia HalKpalie pO3MOIIIUTH JIOACHKI Ta MaTepialibHi
pecypen) within the organization.
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Unit 5. Management SKkills

Exercise 1. Read and learn the following words and word combinations:

skill — naBu4Ka, BMiHHS,

skilled — 1. 1)mocBimueHunii, BMUIMA, BIPAaBHUM; 2) KBTI (hiKOBAHHIA;

2. TaKu#, 1110 BUMarae 3HaHb, IOCBITYy, KBaTi(iKaIrii;

verbal and written communication — ycHe Ta THCbMOBE CI1JIKYBaHHS;

conceptual vision — KoHIIETITyabHE OauCHHS;

interpersonal skills — BMiHHS TagHATH 3 JTIOIEMU;

style of leadership — cTunb kepiBHUIITBA,

autocratic — TUKTaTOPChKUM, aBTOKPATUYHU;

laissez faire — Takuii, 0 He BTpy4Ya€ThCS, Ja€ TIOBHY CBOOOIY Iiii;

sensitive — yyilHUIi, YBOXKHUH;

decisive — pinryumnii;

to conduct (a meeting) — npoBoauTH (360pH); syn. to hold a meeting;

patrons — KJIi€HTYpa;

verbal skills — HaBUYKH YCHOTO CITIJIKYBaHHS;

to express one’s thoughts — BuxiiagaTu umice 1yMKH;

internal — BHyTpilHIi; opp. external — 30BHIIIHII;

memo (memorandum) — 3amnucKa, IOBIIOMJICHHS;

confident — BrieBHEHMIA;

writing sKills — HaBHYKM MMCHMOBOTO CITIJIKYBaHHS,

brief — nakoHiUYHHUI, HEOAraTOCIIBHUM;

clear — 3po3yminuii, 4iTKHii;

records — JOKyMeHTaIlisl, 3BITHI MaTepiau, JaHi;

computer sKills — HaBUuKH/ BMiHHS/ KOPUCTYBaHHS KOMII IOTEPOM;

inseparable — HeBi’ emMHMIA,

qualified expert — kBanipikoBaHMIA CIICIIAIICT;

technical skills — ceriannai 3HaHHS;

expertise — crierianbpH1 3HaHHS, TIOCBIT;

to acquire — HaOyBaTu (3HaHHS, TOCBIN);

formal education — oimiitna ocBira;

college degree — TUIIIOM PO 3aKIHYEHHS BULIOTO HABYAJIBHOTO 3aKJIAY;

Master of Business Administration (MBA) — marictp 3 ynpasiiHHs Gi3HECOM;

the last but not the least — ocransiii, aje He MEHIII BAarOMMIi;

conceptual skills — BMiHHS OCSATHYTH 171€10/KOHIICTIIiIO;

to fit into the wider context — mpucrocoByBaTH 10 OUIBII IIMPOKOTO CEPEIOBHIIA,
CUTYaIIil;

experience — 10CBi;

efficiency — eexkTUBHICTH, KOPUCHICTb, PAIlIOHATBHICTS;

efficient — kopucHuii, kBasiikoBaHMIi;

effectiveness — epeKTUBHICTD;

effective — eexTuBHUI, Ni€BUIL;

hallmark — o3naka, kpurepii

Exercise 2. Read and translate the text.
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Management Skills

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

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

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

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

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

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

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

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

Exercise 3. Answer the following questions:
1. What do modern managers need to respond adequately to challenging and demanding
situations?
2. What skills form the basis of a creative atmosphere within the organization?
. How should managers apply different leadership styles?
. Why does a manager need to be both sensitive and decisive?
. In what way do managers use verbal skills?
. What is the ABC of business writing?
. What forms of written communication are used by managers?
. How do managers rely on their computer skills in everyday work?
10. In what way do managers acquire technical skills?
11. What are the common areas of technical expertise among top and middle-level
managers?
12. What degree do top and middle-level managers usually have?
13. What is the difference between ‘effectiveness’ and ‘efficiency’?
14. How do you understand the terms ‘hard’ and ‘soft’ skills?
15. For what do managers need conceptual skills?
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Exercise 4. Translate into Ukrainian.
A variety of ...; verbal and written communication; functional sphere; to form the basis of
..; a trusted, long-term employee; to communicate ideas; as easy as ABC; internal records;
external data of all kinds; qualified expert; the last but not the least; effectiveness combined with
efficiency.

Exercise 5. Translate into English.

Curyartis, 1110 BUMarae yBart Ta BUpIIICHHS; aJleKBaTHO pearyBaTH /BiATYKHYTHCh; Cy4acH1
KOMIT'IOT€pPHI TEXHOJIOTii; TBOpua aTMmocdepa; IOCBIMYEHUH MpaliBHUK; IO-CIPaBXHbOMY
YCHIIIHUA MEHEIKEP; 0COOHUCTO; 1O TenedoHy; 3p03yMITH; JOTPUMYBATUCH ,,30JI0TUX TPABUI;
MpaBUJILHUN, JIAKOHIYHWNA Ta 3pO3yMIJIWH; HEBIJ' €MHAa YacTHHA, YyCBIIOMIIIOBAaTH; cdepa
TSTTBHOCTI; KpUTEPi YCIIIIHOTO MEHEKMEHTY .

Exercise 6. Match the synonyms:

A: to understand, to possess, to fit into, customer, competent, clear, brief, expertise;

B: to adapt to, patron, understandable, to have, to make sense of something, short,
competence, skilled.

Exercise 7. Paraphrase the following using synonymous words.

1. Are you skilled enough to write telexes? 2. He has a talent to deal with the most
demanding customers. 3. 1 rely on your competence. 4. Let’s try to adapt this idea to the general
policy of our company. 5. Financial management is the main area of his expertise. 6. 1 cannot
understand what he tried to express. 7. He gave us a short account of his last business trip. 8. She
made her idea clear to everybody.
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Exercise 8. Match the pairs of opposites:
A: within, internal, in front of, inseparable, soft, wide, accurate, efficient;
B: behind, hard, inefficient, narrow, outside, inaccurate, external, separable.

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

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

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

highly skilled skilled semi-skilled unskilled

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

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

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

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

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

Exercise 11. Complete the sentences with the proper word (see above).

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

Exercise 12. Insert the proper preposition (some can be used more than once).

with from in as for at

‘My name is Jean Wilson and I have just started working ... a bank. I graduated ...
Edinburgh University last year with a degree ... Business and Management. Now I am going to
train ... an accountant. I think I will do well because I am good ... figures and I am skilled ...
using computers. I think that training ... a specific job will be more interesting than the general
education I got at university.’

Exercise 13. Fill in the gaps with the proper words from the list below:
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Graduate degree, to conduct, conceptual, human relations skills, communicating, business
letters

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

Exercise 14. Match the term with its definition.

Interpersonal The skills a manager needs for defining and understanding

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

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

skills seeing relationships between forces, understanding how a variety of

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

Diagnostic The skills a manager needs to work well with other people,

skills including the ability to understand someone else’s position, to present
one’s own position, to compromise, and to deal effectively with conflict.

Conceptual The skills a manager needs to perform specialized tasks within a

skills particular type of organization, such as medical, financial, and
engineering.

Exercise 15. Insert the prepositions.

by within at with in of through among on

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

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

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

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

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

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

5. Good relations among the employees depend on the effective use of different styles of
leadership.
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Unit 6. Managerial Ethics

Exercise 1. Read and learn the following words

ethics (sing.) — eTuka, BUCHHsI PO MOPaJIb, TEOPiS MOPAIBHOCTI;

ethic (pl. ethics) — npuitHsITa HOpMa MOBEAIHKH, MPABUIIO TIOPSTHOCTI;

code — KOIEKC, 3Bij 3aKOHIB;

morals — npaBuiIa/ HOPMH MOPAJIBHOT MTOBEIIHKH;

ethical — ernunuii, MopanbHuUii;

standard — cragnapt, HopMa, IPUHLUIL;

managerial ethics — npaBuiIa/HOpMHU MOBEAIHKH MEHEKEPIB;

context — KOHTEKCT; CUTYyaIlisl, CEpEIOBHUIIE, OTOUCHHS;

issue — ciipHe MUTaHHS; TPEAMET CYNIEPEUHOCTI/PO301’KHOCTI;

dilemma — nmunema, HeoOXiAHICTH BUOODPY;

to treat — cTaBUTHCH (10), TOBOAUTHCH (3);

critical point — Bu3HayajibHa CyTh, OCHOBHE;

vis-a-vis — Bi4-Ha-BIY;

secrecy — CeKpeTHICTb, BMiHHS 30epiraTu Ta€MHUIIIO;

espionage — HImioHax;

conduct — moBeinka; opp. misconduct —1) morana moBeiHKa; 2) MOCaAOBUN 3JI0YHH;

social responsibility — cycminbpHa BiAMOBiNaTBHICTD;

corporate — KOpIOpaTUBHMI; TaKWil, [0 MPUTAMAaHHUN KOpriopallii; Bia corporation —
TOBapHUCTBO, CIIKA, TpyTa JIF0AeH, 00’ €THaHUX CHIIFHUMHU MPOQeCitHUMU IHTepecaMu;

beneficial — Burignuii, kopucHuii;

to enhance — mocutoBaTH, MiAHOCUTH ( HAMP., SKICTH);

consumerism — 3axXucCT [paB CIOKUBaYa,

community — rpomaja, CIijibHOTA,

minority — MEHIITICTh; MEHIIIMHA (HAILlIOHAJIbHA);

disadvantaged people — mtonu 3 Bagamu, iHBaIIIN;

accountability — i 3BITHICTB, BIAOBIJATBHICTS;

transparency — po3opicTb;

to hide (hid, hidden) — xoBatu(cs).

Exercise 2. Read and translate the text.

Managerial Ethics

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

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

Management activities occur within an ethical context. Every time a manager is faced with
two or more conflicting ethical issues he faces what is called an ethical dilemma that requires an
ethical decision. The most common ethical contexts are: 1) relationship of the firm to the
employee; 2) relationship of the employee to the firm; 3) relationship of the firm to the
environment.
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The relationship of the firm to the employee involves the ways in which the organization
chooses to treat its employees in different situations (organizational ethical context). In such
areas as hiring and firing, wages and working conditions, and private lives of employees,
managers must take careful ethical decisions.

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

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

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

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

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

Exercise 3. Translate the following questions.

. What is ‘ethics’ by definition?

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

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

. What are the three most common ethical contexts in which management activities occur?
. How do managerial ethics differ from social responsibility?

. What are the areas of corporate social responsibility?

. What are the critical elements of ethical corporate behaviour?

. Why do organizations establish codes of ethics?
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9. What facts prove that organizations have started to pay more attention to social
responsibility?

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

o- stressed syllable, o- unstressed syllable.

Phenomenon, managerial, espionage, disadvantage, transparency, enhance, misconduct,
beneficial.
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Exercise 5. Translate into English. Give the sentences in which they are used in the text.

3aKoHU MopaJi; KepyBaTH TiSMHU Ta PIIICHHSMH, OyIb-IKUH MPOSB MOTAaHO1 MOBEIIHKH;
OTOUYIOUE CEpEeIOBHILE; SBUIIE, 1110 CTOCYETHCS PIBHA OKPEMOi 0COOH; NisUIbHICTh, KOPHCHA JIJIS
IpPOMaJIM Ta CYCIIJILCTBA B LIJIOMY.

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

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

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

A: beneficial, conduct, conflict, critical, ethics, issue, treat, vis-a-vis;

B: deal with, morals, face-to-face, useful, decisive, dispute, disagreement, behaviour.

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

Exercise 9. Complete the puzzle using the information below.

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

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

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

4. Question that arises for discussion.

5. Improper behaviour.

6. Duty, obligation, accountability.

7. Science of morals (vertical column).

Exercise 10. Restore the word order.
1. ethical, occur, management, within, context, activities. 2. managerial, at, level,
individual, the, behaviour, ethical, occurs. 3. applies, the, organizational, social, level,

responsibility, to. 4. for, group, ethics, a person, or, moral, sets, standards.

Exercise 11. Insert the proper prepositions.
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1. Organizations are completely responsible ... what they do. 2. Management activities
occur ... an ethical context. 3. A company’s activities should be beneficial ... the community ...
which it functions. 4. When we speak ... social responsibility we consider the level ... the
organization. 5. Ethical issues are involved ... relations ... the organization ... its customers.

Exercise 12. Match the ethical issue (1-10) with an example (a-j).

1. Workers’ rights. a) Agreeing to set high prices with a competitor.
2. Animal rights. b) Not giving a job to someone because they are
of different ethnic origin.

3. Corruption. c¢) Marketing a dangerous product.

4. Computer data d) Secretly giving money to a business partner
protection. to get a favour from him/her.

5. Codes of conduct. e) Putting dangerous chemicals into the river.

6. Company ‘perks’. f) Testing products on rabbits.

7. Consumer safety. g) Making staff work very long hours.

8. Discrimination. h) Stealing secrets from a computer network.

9. Environmental 1) Giving some employees special benefits.
protection.

10. Operating a cartel. ) Getting drunk at lunchtime.

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

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

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

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

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

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

1. (JIronu KepyroThcs €ETHMHUMHU HOpMaMH moBeaiHkH) both in their everyday lives and at
their workplace. 2. Equal opportunities policy (03Hauae, 1110 mpaiiBHUKIB HAKMAIOTh Ha POOOTY)
regardless of their gender or race. 3. (IliA3BITHICTH Ta MPO30PICTh — BAXKIMBI KOMIOHEHTH) Of
companies’ social responsibility. 4. (Opranizaiii HecyTb CyCHiJIbHY BiIIOBIIaIbHICTD IMEpes
rpomagamu) in which they work. 5. Many companies (po3poOJisifoTh BJIaCHI KOACKCH €TUYHOT
MOBEIIHKH). 6. (YTIpaBiIiHChKA €THKa BU3HAYAE TIOBEAIHKY MEHEKEPIB Y CTOCYHKax 3) the firm,
the staff and the environment.
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Unit 7. Strategy and Strategic Planning

Exercise 1. Read and learn the following words and phrases.
to be preoccupied with — 6ytu 3akmonoranum, OyTH 3alHATHM;
immediate — Ge3nocepeaHii, IpsIMUi;

to lose sight of — He moMiuaTH, MpOITyCKAaTH, HEJOTIICITH;
virtual necessity — nilicHa HEOOXiTHICTb;

critical directions — kpuTHYHI BKa3iBKH;

perspective — nepcnexkTuBa;

functional area — QpyHKIiOHaTBHA TalTy3b;

stability — craGinbHICTB;

growth — pict, po3BHTOK;

retrenchment — ckopodyBaHHsI (BHIAaTKIB TOIIO); EKOHOMIS;
to pursue — cTaBUTH (32 METY); TIEPECITITyBATH;

survival — BIDKMBaHHS,

to augment — 301IbITYBaTH, J0JABATH;

workloads — po6oue HaBaHTaXeHHS, 00’ €M POOOTH;

to reduce — ckopouyBary;

to streamline — parionamnizyBaru;

simultaneous — oqHOYaCHUI, CITIIBLHMIA;

adaptation model — aganrariitna Mmoxens

business opportunities — MOXTMBOCTI O613HEC-TiSITLHOCTI
to exploit — excrutyaTyBaTH, BAKOPUCTOBYBATH

deliberate — noBiTbHMIA

pace — Tem

to articulate — 4iTkO BUCTIOBIIIOBATH

mission — micis

vision — 6aueHHs

disciplined — nucuumIiHOBaHMA

smoothly — piBHO, TTaBHO, YPIBHOBAXEHO

insight — po3yminHs

to alter — mepepoOATH, BHOCUTH 3MiHU

inevitably — HemuHy4e, HEBIIBOPOTHE

set of decisions — Ha0ip pimeHp

outlined — oxpecnenuii

Exercise 2. Read and translate the following text.
Strategy and Strategic Planning

Entrepreneurs and business managers are often so preoccupied with immediate issues that

they lose sight of their ultimate objectives. That is why a business review or preparation of a strategic
plan is a virtual necessity. Strategy is a comprehensive plan that sets critical direction and guides
the allocation of resources for an organization. The process through which strategies are formulated,

implemented, and evaluated is strategic planning.

An important perspective for understanding the nature of strategic planning is an understanding

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

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

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

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

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

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

The six areas of functional strategies are marketing, financial, production, research and
development, human resource, and organization design. They constitute the lowest level of strategy
in an organization.

The basic steps in a strategic planning process are as follows:

Step one — getting ready;

Step two — articulating mission and vision;

Step three — assessing the situation;

Step four — developing strategies, goals, and objectives;

Step five — completing the written plan.

Strategic planning, though described as disciplined and uninterrupted, does not typically flow
smoothly from one step to the next. It is a creative process, and the fresh insight arrived at today
might very well alter the decision made yesterday. Inevitably the process moves forward and back
several times before arriving at the final set of decisions.

Strategic planning can be complex and challenging, but it is always defined by the basic ideas
outlined above that help to get insight into the strategic planning process.

Exercise 3. Answer the following questions:

. Why is a business review or preparation of a strategic plan a virtual necessity?

. What is strategy?

. What is the process through which strategies are formulated, implemented, and evaluated?

. What is an important perspective for understanding the nature of strategic planning?

. How many and what are the major types of strategies available to managers at the corporate
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level?
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. Why is a combination the most complex and most frequently used strategy?
7. Is the adaptation model a popular approach to business strategy?
8. How many types of functional strategies do you know?
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9. What are the basic steps in a strategic planning process?
10. Is the process of strategic planning disciplined or free and creative?

Exercise 4. Give Ukrainian equivalents of the following words:

immediate issue, ultimate objective, comprehensive plan, allocation of resources, to formulate,
to evaluate, functional area of organization, corporate level, growth, combination, in order to, risky,
fast developing industry, non-fixed expenses, simultaneous, conservative strategy, to exploit new
market opportunities, fresh insight arrived at, to move forward and back

Exercise 5. Give English equivalents of the following words:

OyTH 3aKJIIONOTaHWUM, OE3MOCEpe/Hii, He IMOMIYaTH, KPUTUYHI BKA3iBKH, BIPOBAKYBATH,
CTaOiMBHICTh,  CKOpPOYYBaHHS  (BHJIATKIB  TOIO)/€KOHOMisi,  BIDKMBaHHS,  IOKpAIllEHHS
MPOIYKTUBHOCTI, poOOYe HaBAaHTAXXCHHS, JOOPOBOJBYMI, MOXKIMBOCTI Oi3HEC-IIsITBHOCTI,
3HAXOJUTH MiClle Ha PUHKY, IOCIIKEHHS/PO3BiAKa, IOBUILHUMN, YITKO BHUCIIOBIIOBATH, PIiBHO,
HEMHHYYE, OKPECIICHHIA, 3pO3yMITH

Exercise 6. Find the word that does not belong to each line and explain why:

1. to evaluate to assess to estimate to pursue

2. directions guides decisions instructions

3. to increase to eliminate to expand to augment

4. to prospect to explore to exploit to investigate
5. strategy insight understanding comprehension
6. to address to alter to adapt to change

7. inevitably unavoidably inescapably uninterrupted

Exercise 7. Match and learn the opposites.
A: virtual, growth, retrenchment, ultimate, to augment, to eliminate
B: initial, to reduce, to set, dissipation, slowdown, anticipated

Exercise 8. Complete the sentences using the words from Exercise 7:

1. It is completely impossible to achieve ... goals without reaching first ... ones. 2. Sales
showed 0.3 per cent ... in the first quarter that unfortunately was followed by a considerable ... .3.
Sometimes it is better to ... the amount of products in order to ... the demand for them. 4. The ...
interest rates do not correspond to the ... ones that we tried to foresee at the beginning of the year. 5.
Before you ... the existing principles you should ... new guides and check whether they are valid for
the situation. 6. ... is a very clever strategy for seeking performance improvement within available
resources. The board of directors disapproved the ... of the company assets by top-management.

Exercise 9. Choose correct word to fill in the gaps in sentences:

to streamline, to reduce, to lose sight of, stability, to pursue, to exploit, to articulate, survival,
to be preoccupied, insight

1. We ... the number of workers with the introduction of more modern technology. 2. We ...
the procedure to cut the time it takes to deliver to the customer. 3. ... strategies are designed to help
the company get through the economic slowdown. 4. Our ultimate goal is to find ways to fully ... the
potential of the resources for the organization. 5. A manager can ... the final goals if he concentrates
on everyday activities. 6. He is leaving the company to ... other interests in different spheres. 7.
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Before writing down a plan you should ... all missions and visions of it. 8. He’s got a clear ... of how
our business is functioning in the current period. 9. All management levels must ... with tasks set by
new functional strategy.

Exercise 10. Find words from the text to match these definitions and learn them:

1. - is a comprehensive plan that sets critical direction and guides the allocation of
resources for an organization.

2. -isaprocess through which strategies are formulated, implemented, and evaluated.

3 - is the quality or state of being steady and not changing in any way.

4. - is the process of cutting down expenses.

5 - 1S an increase in economic activity.

Exercise 11. Give English equivalents of the following Ukrainian word combinations. Use the
given word:
strategic — strategy
CTpaTeriyHe IUJIaHyBaHHS, CTPATETiYHUN MEHEKMEHT, CTpaTeris pPO3BUTKY, CTpaTeris
€KOHOMI1, CTpaTeris cTablIbHOCTI, CTpAaTeriYHUH TUIaH, Oi13HEC cTpaTerisi, KOpIopaTUBHA CTpaTeTist
functional

(dyHKIIIOHATbHA ~ Talmy3b, (QYyHKIIOHaIbHA  CTpaTeris, (QyHKIIOHAIbHA  CTPYKTYpa,
(byHKIIOHAIbHE KePIBHUITBO, PYHKIIOHATIHHA MOJIEIIb
opportunity
CKOPUCTATUCh HAroJ010, MOJIMBOCTI Oi3HEC-IisJIbHOCTI, PUHKOBI MOXKJIMBOCTI, BTPaTHTH
Harojy, MaTH Haroay
insight
PO3yMITH, TTIMOOKE YCBIJOMJICHHSI, YITKE YCB1IOMJICHHS, TPOHUKHEHHS B CYyTh YOT'OCh

Exercise 12. Translate into English:

1. CrpareriuHe mijaHyBaHHs — 1€ (DYHKI[iSl BHILOTO KEPIBHHUIITBA, IO IOJIATa€ B CTBOPEHI
3arajlbHUX BKa31BOK JUISL MMOJAIBIIOTO PO3BUTKY OpraHizaii. 2. ICHYIOTh TpU piBHI CTpaTEriyHOro
IUTAHYBaHHA: KOpPIIOpaTHBHE, Oi3Hec Ta (yHKLIOHaJIbHE IIaHyBaHHs. 3. CTparteris po3BUTKY
BUKOPHUCTOBYETHCS B TUX TaTy3351X IPOMHUCIIOBOCTI, SIKI HIBUJAKO 3pocTatoTh. 4. CTpareris eKoHOMii
HE TaKa PU3MKOBaHA SK CTpATETis PO3BUTKY 1 mepeadavae parioHami3amio pecypciB, 301IbIICHHS
o0cary pobOTH Ta 3MEHIICHHSI BUTpaT. 5. OyHKIIOHATIBHI CTpaTerii MPeACTaBISIOTh HAWHUKIHI
pIBEHb CTpPATETiYHOTO TUTAHYBAaHHS B opraHizailii. 6. bi3Hec cTpaTerisi CTBOPIOETHCSA ISl OJTHOTO
MIIMPUEMCTBA B CepeIMHI opraHizarii. 7. ICHyIOTh I’SITh KPOKIB CTPATETIYHOTO TUIAHYBaHHS, SK1
IUIABHO TEPETIKAlOTh OJUH B IHIIMKA, XO0Ya IHKOJHM JEKUJIbKa KPOKIB MOXYTh PO3IIISIATHChH
0JHOYacHO. 8. MM MMOBHHHI JIIKBiyBaTH Il BUIW TOBAPIB 1 yOBUIBHUTH PO3BUTOK HOBOT MPOIYKIIIi.
9. Ilpomuec cTpaTerivyHOro IJIaHyBaHHS HE TUIBKU TBOpPYMH, aje i Oe3nepepBHuil. 10. Menemxkepu
OyiaM Tak 3aKJIONOTaHI MIOJCHHWMHU 3aBJAaHHSIMH, IO 30BCIM YIYCTHIM 3 BHAY KIHIEBI I
IPOTPaMHU.
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Unit 8. Decision Making

Exercise 1. Read and learn the following words and word combinations.
essential — ronoBHuI, HEBi '€ MHMI
well-considered — oOMipkoBaHUM
timely — cBoeuacHui, BUaCHUI
spectacular — 3axoruTorYun
deserved — 3aciy:xeHuit
alternative — anbTepHaTHBa
to follow — ciyBatu
gap — pi3HULA
routine — pyTHHHHI
due consideration — HanexHa yBara
to evolve — cTBOproBaTH
innovation — iHHOBaIiA
identification — po3nizHaBaHHs, Mi3HABaHHS
suitability — BiamoBigHICT
feasibility — 3acTocoBHICTb; IPUIATHICTH
to aid — nonomaraTtu
PMI (Plus/Minus/Interest) — MeTo/ iepeBar i HeJIOJIKiB
decision tree — nepeBo pinieHb
to weigh — 3BaxyBaru
pros and cons — riepeBar Ta HeJOJIIKU
expected value — ouikyBaHe 3HaUCHHS
to lay out — BUCTaBIATH, BUKJIALATH
option — BapiaHT, allbTepHATHBA, BUOIp
individual method - iHauBiAyaNbHUI METO IPUIHSTTS PillICHb
consultative method — KOHCYTbTaTUBHHI METO IPUHUHATTS PIlICHD
group method — rpymnoBuii METO TPUIUHATTS PIIICHD
final say — octanHe coBo
to have an open mind — craBUTHCH 00’ €KTUBHO
for the benefit of (somebody, something)— na kopucTtb (KOroch, 4oroch)

Exercise 2. Read and translate the following text.

Decision Making

Decision making is most closely linked with the managerial function of planning. Good
decision making is an essential skill for career success generally, and effective leadership
particularly. If you can learn to make timely and well-considered decisions, then you can often lead
your team to spectacular and deserved success. However, if you make poor decisions, your team
risks failure and your time as a leader will, most likely, be short.

Decision making is the process of choosing one alternative from among a set of alternatives.
This process involves six steps which can be changed according to the situation, but if managers
follow these stages they are more likely to make the best decision.

The first step for the manager is to recognize the need for a decision and to define it. To find a
problem means to identify gaps between actual and desired states and to determine their causes.
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Managers are expected to face many problems in their work; most can be classified as routine or
non-routine, and as expected or unexpected.

The second step of this process is to evolve alternative potential solutions. It requires due
consideration and looking at the problem in different ways and finding a perspective that you haven't
thought of before. One key element of this process is innovation, the identification of new, unusual,
and creative alternatives to problems. Solutions must respond to such main criteria: as suitability,
feasibility, and flexibility. An alternative potential solution may solve the problem, but may not work
if resources aren't available, if people won't accept it, or if it causes new problems.

Next the manager must evaluate or judge them. Numerous techniques turn out to aid managers
in this activity. Two general techniques are the PMI and decision tree. PMI stands for
'Plus/Minus/Interest'. It is a valuable improvement to the 'weighing pros and cons' technique used
for centuries (supplement 12.1).

Decision trees are graphical illustrations of alternatives available to a manager who attempts to
solve a problem. They provide a highly effective structure within which you can lay out options and
investigate the possible outcomes of choosing those options. They also help you to form a balanced
picture of the risks and rewards associated with each possible course of action (supplement 12.2).

To select the best alternative from those available is the fourth step. The actual choice of a
particular problem solution can be arrived at through individual, consultative, or group methods.
Any team member can express his opinion though usually it is a manager who has the final say.

The final steps are to implement the selected solution and to evaluate the results of the decision
and of the decision-making process.

True managerial success in making decisions will depend on the manager’s ability to identify
performance gaps, have an open mind, and find opportunities in sufficient time to resolve problems
for the benefit of the organization.

Supplement 12.1

A young professional is deciding where to live. Her question is 'Should she move to the big
city?' She draws up the PMI table below:

Plus Minus Interesting

More going on (+5) Have to sell house (-6) (+1) Easier to find new job?
Easier to see friends (+5) More pollution (-3) Meet more people? (+2)
Easier to get places (+3) Less space (-3) More difficult to get own

work done? (-4)

No countryside (-2)

More difficult to get to work? (4)
+13 -18 -1
She scores the table as 13 (Plus) - 18 (Minus) - 1 (Interesting) = - 6

For her, the comforts of a settled rural existence outweigh the call of the 'bright lights' — it would be
much better for her to live outside the city, but close enough to travel in if necessary.

Supplement 12.2

A high school graduate has to choose his career. He has several options to consider and the
most important is to get or not to get a higher education. He decides to use decision tree analysis to

select the appropriate solution:
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Exercise 3. Answer the following questions.

. What is decision making?

. How many steps does the process of decision making involve?
. What is the first step in decision making?

. Which problems do managers face?

. How can managers evaluate alternative solutions?
. What is the PMI?

. What is a decision tree?

. Who can choose the best variant of solution?

. What is the last step of decision making?

10. What will the managerial success depend on?

O 00 13 N L A W N =

Exercise 4. Give Ukrainian equivalents of the following words.

decision making, effective leadership, particularly, to lead your team to, poor decision, set of
alternatives, to define, actual state, desired state, cause, non-routine, perspective, suitability,
feasibility, numerous, valuable improvement, outcome, consultative method, sufficient time, to
identify performance gap, to the benefit of

Exercise 5. Give English equivalents of the following words:

TOJIOBHUII/HEB1I'€MHUNA, OOMIpKOBaHMM, BYUaCHUM, 3aCiIy>KeHUH yCHiX, CIiyBaTH, pyTHUHHUI,
pO3IMi3HABAaHHsI/TII3HABAHHS, IPUAATHICTh, 3BAKYBaTH, OYIKyBaHE 3HAYCHHS, BUOID, IHAUBIAYaTbHUAN
METOJ TPHUHATTS pillleHb, T'PYMOBUH METOJ TPHUHHSITTSA pIlIeHb, OCTaHHE CJIOBO, BHU3HAYATH
PI3HUIIIO, HE3BUYAKHA alTbTepPHATHBA, O3HAYATH, BAHATOPOIA, PU3HKYBATH, PH3UK

Exercise 6. Match the synonyms:
A: to consider, valuable, suitability, to aid, pros and cons, sufficient,
B: enough, fitness, to assist, advantages and disadvantages, to weigh, precious

Exercise 7. Substitute italicized words with their antonyms from the text to make them true,
translate sentences into Ukrainian:

1. Good decisions can lead your team to complete failure. 2. When you arrive at a solution
through the individual method the responsibility for it is shared by all team members and each one
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makes a contribution to the solution. 3. The causes of your decision can be either spectacular and
well-deserved success or team failure. 4. In case your performance is successful you deserve real
punishment. 5. The desired state of our firm after two months doesn’t correspond to what we were
expecting. 6. We have chosen this producer because he offers /imited items of foodstuffs.

Exercise 8. Find pairs of synonyms in the text to match the following definitions:

I.s...-r... - means to find the solution to a problem or question;

2.b... -1i... - is a reason for wanting something done; something that aids or promotes well-
being;

3.0...-a... - is one of a number of things from which only one can be chosen;

4.m... - 0... - is a personal belief or judgment that is not founded on proof or certainty.

Exercise 9. /. Choose nouns that can be used with the following verbs and make up sentences

with phrases:
mind opinion decision consideration
to express to give
to have/to hold to have an open
to form to be of the same
to make to take into
to arrive at to give some ... to
to render to be under

2. Use the following words to complete each expression. Translate the expressions into
Ukrainian.

mind say decision thought consideration

a. At first, he agreed to work with us, but now he has changed his ....
b. She said she would come, but now she’s having second ...s.

¢. The boss always has the final ... in purchases over $500.

d. I’ve given the matter a lot of ....

e. Everyone in the department backed the ... to abandon the project.
f. There are several factors to take into ....

g. There are several things that we should bear in ....

h. ’m in two ...s about whether to accept their proposal or not.

i. Time was short. We had to make a snap ....

Exercise 10. Use expressions from Exercise 9 to describe a situation in which you ...
» were in two minds about accepting an offer;

* changed your mind about something you had previously agreed to;

» felt unable to back your boss’s decision;

* dodged an issue;

* had to make a snap decision;

« gave something a lot of thought before making a decision;

* had second thoughts about something which seemed at first to be a good idea;
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* had a lot of different people’s interests to bear in mind;
* had the final say in an important decision;
* had to take many factors into consideration.

Exercise 11. Fill in the gaps with words from the text.

to evaluate, weigh, PMI, suitability, gaps, benefit, actual, cons, desired, decision tree, outcomes,
option, flexibility, decision making

1. The process of ... consists of six steps. 2. Before implementing the solution you should ...
all pros and ... . 3. Solutions must respond to such main criteria as: ..., feasibility, and ... . 4. To find
a problem means to identify ... between ... and ... states. 5. Two general techniques that aid managers
are the ... and .... 6. We must thoroughly investigate the possible ... of choosing this ... . 7. The final
step is ... the results of the decision-making process. 8. We must act only for the ... of the
organization.

Exercise 12. Translate into English:

1. IIpuifHATTS pilICHHS BUMAarae HaJe)XHOI yBard Bij yCiX WICHIB KOMaH/IH, POTE OCTATOYHE
pILIEHHS 3aJIKUTh BiJ MeHemkepa. 2. CBoe€yacH! eTanu MPUUHSTTS PIMICHHS MOXYTh NMPUBECTH
Ballly OpraHizaiiio 0 3aXOIUTioYoro ycmixy. 3. JlepeBo pilieHb MPOMOHY€E 3pYyYHY CTPYKTYpY, B
CeperHi SIKOi BM BHKJAQJAa€Te BaplaHTH Ta MOXIIMBI pe3yJbTaTH BHOpaHWUX allbTepHATUB. 4.
KitouoBuM enieMeHTOM NpUNHHATTA pIIIeHHs € 1HHOBAIlis — 3aIPOINIOHYBAaHHS HE3BUYAWHOI, TBOPYO]
aIbTepHATHBU OO0 BHXOMy 13 curyarii. 5. [lpuiiHATe pilIeHHS MOBUHHO BIANOBIIATH TaKUM
napameTpam K BiJIOBIIHICTb, IPUIATHICTh TA THYYKICTh. 6. Bu3HaueHHs mpoOieMu mossrae y
BU3HAYCHHI PI3HMLI MK Oa)XaHUM Ta peaJbHUM CTAHOM IMiANPHEMCTBA. 7. YCIIIIHE TMPUHHATTS
pIlIEHHS 3aJISKHUTh B BMIHb MEHEKEPa 3HAXOAUTH MOKIIMBOCTI BUPIIIIUTH TPOOIeMy B IOTPIOHUH
Yyac Ha KOpUCTh KoMItaHii. 8. bararo piiieHb MOXyTh HE MPUHMATUCh OTOUYIOUUMU, HE MAaTH HAasSBHUX
pecypciB il BUPIIMIEHHS YU CTBOPIOBATH HOBI MPOOJIEMHU.

Exercise 13. Which of the following principles do you follow when taking an important
decision? Suggest any other good principles which people could follow.

* Consider the best way to transmit your decision, e.g. channel of communication.

* Consider who will be affected by the decision and what the likely effect will be on them.

* Anticipate obstacles and objections.

* Think of all the possible outcomes in the longer term.

* Formulate a Plan B.

* If in doubt, postpone making a decision.

Exercise 14. Expess your opinion on the following statements:

Nothing is more difficult, and therefore more precious, than to be able to decide.
Napoleon Bonaparte
In a moment of decision, the best thing you can do is the right thing to do. The worst thing you
can do is nothing.
Theodore Roosevelt
By three methods we may learn wisdom: First, by reflection, which is noblest; Second,
imitation, which is easiest; and third by experience, which is the bitterest.
Confucius
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