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IpeauciioBue

Yueonoe nocooue «English for specialists in business, economics
and management (AHIJIMHCKHIA A3BIK IS CHENUAJIHCTOB B chepe
OM3Heca, DKOHOMHKH W MEHEIKMEHTAa)» pa3padoTaHO MO JUCIHUILINHE
«HOCTpaHHBIN SI3BIKY» U MPEJHA3HAYEHO JIJISI CTYJICHTOB CIIEIIMATIbHOCTH
38.05.01 «DxoHOoMMUECKass O€30MACHOCTh». Y4YeOHOE IMOCOOUE MOKET
HCIIOJIb30BAThCS 151 00yJaIOIIMXCsl BCEX HaNpaBJICHUN U YPOBHEH IOJI-
TOTOBKM MO JucUUILIMHAM «MHOCTpaHHBIN S3BIKY», «/]€10BOM MHOCTpaH-
HBIN S3bIK», a TAKXKE B KQUECTBE METOJUYECKOTro oOecredeHust sl J10-
MOJIHUTENIbHBIX MPOrpamMM SI3BIKOBOTO OOY4YEHHMs, a TaKKe B KaueCTBE
ydeOHOro marepuana s ciymarenei [Ipe3smaeHTCKoW mporpaMMbl
MOATOTOBKU YIIPABJICHUYECKUX KAJPOB MO MOAYJHO «HOCTpaHHBIN SI3bIK
(AaHTTIHICKUI ).

Heabio ydeOHOro mocoOus sBisieTca OOy4eHHE MPAKTUYECKOMY
UCIIOJIL30BAHUIO AHTJIMMCKOTO si3bIKa B cpepe padboThl (OyayIiero) cre-
uagucTa. Y4eOHbli MmaTepuan nocoous GopMupyeT y 00ydarommxcs He
TOJIBKO TPEJICTABIICHHE O pabOTe COBPEMEHHOTrO creluainucTa B cdepe
Ou3Heca, DKOHOMUKHU M MEHE/PKMEHTA, HO U Pa3BUBAET YCTOMUYMBBIN UH-
TepeC K JUYHOCTHOMY M MPOGECCUOHATEHOMY PA3BUTHIO ISl YCIICITHOM
Kapbepbl. MHOs3bIYHAsT KOMMYHMKATHBHAs KOMIICTEHIIUS PEaIu3yeTCs
BO BCEX BHUJAX PEUEBOU JEATEIHLHOCTU: Ye€pe3 KOMMYHUKATUBHOE U TMPO-
(heccuOoHaTbHO-OPUEHTUPOBAHHOE YTEHUE, B MOHOJIOTMYECKON U AUaJIo-
TUYECKOM peuH, B MUCbMEHHON KOMMYHUKALIMU U 4Yepe3 Pa3BUTHUE yMe-
HUW BOCTIPUSATHUS Ha CIyX.

Temarrka yuyeOHOTO MOCOOMSI MPEICTaBICHA aKTyalIbHBIMU y4eO-
HBIMU pa3fielaMH, KOTOPbIE TOTOBIT 00y4aromuxcsl K TpyJ0yCTPOUCTBY,
MOMOTal0T pa3padoTaTh MEPCOHAIBbHBIE KOMIUIEKThI JOKYMEHTOB, arpo-
OupoBaTh peajbHble KOMMYHHUKATUBHBIE CUTyaluil. Meroguueckas op-
raHu3amus y4eOHOTO MocoOus MO3BOJISET MpemnojaBaTessM U o0ydaro-
mumMcs 3PGHEKTUBHO MOJIETUPOBATh MOCIEI0BATEILHOCTh pabOThI Ha 3a-
HATUSX U TJIAHUPOBATh CaMOCTOSITEIBHYIO M JOMAIIHIO padoty. Kowm-
IJIEKC YIPaXXHEHUN BKIIIOYAET ayTEHTUYHBIC MaTepUalibl U aBTOPCKUE
pa3pabOTKH, KOTOPhIE MHTETPUPYIOT TPATUIIMOHHBIE U WHTEPAKTUBHBIC
dbopmbl 00yuenus. IlocnenoBaTebHOCTh U JIOTMKA 3aJlaHUN COOTBET-
CTBYIOT TpeOoBaHUsIM IuDPEpPeHIMPOBAHHOIO MOJAX0/1a K OOYUYEHHUIO,
y4eOHBIN MaTepuan pacupeaessieTCs MO MPUHIIUAITY TMOBBIMICHUS CIIOXK-
HOCTH, HO TIPU 3TOM KaXJbIM pa3fiei sIBISETCS COAEPKATEIbHO U METO-
JTUYECKU aBTOHOMHBIM.



MODULE I. BUSINESS AND COMMUNICATION

Unit 1. Conversation gambits
Gambits /'geembats, ‘'gaembits/ — e e e
are short phrases that make a con- 7 yeu spaten zeund more nawa ana contaent
versation nicer.

Task 1. Read the article below.
- How to start a conversation

The ability to establish contacts and
network is critical in business. Good
communication skills protect an im-
age of confidence and intelligence.

Although these are natural to some extent, they can be acquired by
practice and preparation. Sometimes it is useful to develop a strategy for
when you want to start a conversation with someone you don't know.
1. Start with 'hello’ and then simply tell the other person your name and
ask them theirs. Then offer your hand to shake.
2. Look around and see if you there is anything unusual to point out.
(Talking about the weather is probably not a good idea unless there is
something very unusual about it — a storm, snow, tornado, etc.) 'Have
you seen that picture over there?' "This is an interesting building — I won-
der how old it is?'
3. If you can, offer a compliment about something, but only if it is sin-
cere and not too personal. For example, 'That's a great tie, where did you
get it?' or 'l saw you using an iPhone 7 earlier — looks very nice. Are you
happy with it?’
4. Ask questions which will make the other person feel that they are in-
teresting. People like talking about themselves but don't make the ques-
tions too personal. Ask for their opinions about things and their possible
experience of current issues and situations. 'What did you think of the
presentation?' 'Have you been affected by this postal strike?' It's not a
bad idea to mentally prepare a list of possible topics before you begin the
conversation. Avoid politics and religion because they are sensitive sub-
jects for some people.
5. Instead of worrying about what you are going to say next, listen care-
fully to what the other person is saying and take up any conversation op-




portunities they offer you. Agree, disagree, ask follow-up questions and
offer opinions to show that you are interested.

6. Look the other person in the eye, but don't stare or get too close. Occa-
sionally smile, but avoid using a fixed grin like a lunatic.

All the strategies above are really just tricks to get going. Once you
have broken ice, hopefully the ongoing conversation will be relaxed and
enjoyable. If things don't go well and the rapport really isn't there, it's
better to give up and back off gracefully.

Task 2. Think about the following questions. Then discuss them with
your teacher or a partner.

1. Do you have any strategies like the one in the article for starting con-
versations with people you don't know?

2. Do you think it's possible to learn the skills the article describes?

3. Which of the strategies do you think are valid?

Task 3. Introducing yourself. You are at a conference and you don't
know anybody. What can you say to start a conversation with some-
one? Read / listen to and complete the four conversations below.

Conversation 1

A EXxcuse me, the a) Do you know
ITM conference? where to register?

B Yes, that's right. b) Let's go and regis-

A Me too. : ter

B I think it's over there. c) by the way

A Oh, yes. Right, I'm Leo, d) are you here for

B Hello, Leo, I'm Amelia.

Conversation 2

A Phew! : a) Pleased to meet
B Yes, they always seem to have the heating you
on full. b) Isitme, orisit
A So, it's not : boiling in here?
B No, it's my fourth time here. c) you're an old hand
A Oh, right, so .I'm d) vyour first time
Boris.

David.

o




Conversation 3

A s it , or is there a) hangon
some problem with coverage here? b) Can | lend you

B Oh, . No, mine mine
seems okay. c) My name's

A Typical, flat batteries and nowhere to d) Is it my mobile
charge up. phone

B ? e) to be working

A Oh, , but I was f) that'svery kind
expecting a call on this number.

B |see.

A Helen, by the

way. From Xanadu Electronics.
B Pleased to meet you, I'm Miko.

Conversation 4

A Excuse me, ? a) | can't find my
B No, I'msorry, | don't. programme notes.
A : b) do you know any-
B Oh, here. : thing about this
A Thanks. By the way, I'm Bill Smart from speaker

Silicon Technologies. c) Borrow mine
B Right, ? d) how do you do

I'm Kazuo Yamada from Lexico.

Task 4. Read the text. Make a list of some more questions that need
special care and share it with the students in the group.
When is a question not a question?

The answer to this could be the: 'When it's a greeting'. Take 'How
do you do?', for example. Although this ends in a question mark, it is not
a guestion but a greeting. The correct response is to repeat the same
'question’: '"How do you do?'

If a friend, stops you in the street and asks: 'How are you?' remem-
ber that it's not a true question. It would be extremely inappropriate to
give a long description of your state of health. A simple 'Fine, thanks', is
all they wish to hear, even though you may be wrapped in bandages as
you speak.



Task 5. Learn how to greet people.

Questions ANswers
How are you (these days)? I'm fine, thank you.
How are you getting on? I'm getting on nicely.
How are you doing? | can't complain.
How are you keeping? | couldn't feel better.
How are the things with you? It could be worse.
How are you feeling? I'm well.
How's life? Life goes its usual way.
How's life been treating you? Fine, as usual.

Task 6. Make a conversation with you partner. Create a friendly
atmosphere. Enjoy the conversation and let your partners enjoy it,
too. Use some of the expression below.

Useful language

Feel at home. / Make yourself comfortable.

It's good to see you here again.

Do you want to take off your coat? / May | take your coat?
Do sit down. / Have a seat.

Can | offer you a drink?

Would you like an aperitif?

Help yourself to some more.

Indirect compliments

| have heard a lot about your stamp collection.

My colleague has told me a lot about you.

| must say you certainly know what is what.

Ice-breakers

We haven't seen each other for ages.

How are your wife and children?

| hope you had a good journey.

| appreciate that you are sacrificing your valuable time.
Let's forget the formalities.

Showing interest

Hmm, | see. / Tell me more.

Would you believe it!

Do you really mean that?

That's most interesting.

I'd never have believed it.



Task 7. Work with a partner. You meet some business people at a
conference for the first time. Which of the following topics are: in-
teresting, safe, conversation killers, a bit risky, taboo?

books / sport your country the city you're in

clothes your health your holiday plans

family the news the hotel you're staying at
weather gadgets how work's going

jewellery religion people you both know
movies food & drink money and personal finance
music business personal life

politics art the opposite sex

Task 8. Some people are socializing at a conference. What are they
talking about? Do they get on with each other?

A A

Topics of conversation Do the speakers get on?

A

Conversation 1

A
B
A

o

W>W>W>

Is this your first visit to Russia?

Yes, it is, actually. Fascinating place.

Yes, isn't it? | come here quite a lot. What do you do, by the way? |
see you work for Glaxo.

How did you know? ... Oh, yeah, my badge. Yeah, I'm in R&D.
molecular modelling to be precise.

Really? We should talk. Can | get you a drink?

Er, no thanks. I'm fine.

Sure?

Well, just a top-up, then. Thanks.

What are you drinking? The Chardonnay, isn't it?

Erm, yeah. So, what line of business are you in?



Conversation 2

>m >W>wWr

>W>W

Hi, Fiona Hunt. SunMicrosystems. Mind if | join you?

Erm, no. Er, Michael, Steele.

Pleased to meet you, Mike. Try one of these — they're delicious.

Er, thanks, but seafood doesn't agree with me.

Oh, then try the cheese dips instead. They're good too. Have we met
somewhere before? Oslo, perhaps?

| don't think so.

Mm. | was sure | recognized you ... You're an Aquarius, aren't
you? | can tell.

Well, | don't know. I'm not really into horoscopes, I'm afraid.
When's your birthday?

Oh, February the 2nd.

| knew it! A typical Aquarius.

Yes, (the, addresses to a colleague of him) Geez, is that the time?
If you'll excuse me, | have to make a phone call. It's been nice talk-
ing to you.

Conversation 3

A
B
A

>

>

o >

| really enjoyed your talk this morning.

Oh, thanks. Yeah, it went quite well, I think.

You had some very interesting things to say. I'm Amy Cooper, by
the way. Yes, I'd like to talk to you about some of your ideas. My
company may be interested in your product.

Where are you staying?

At the Regency.

I'm at the Hyatt. Why don't we fix up a time to chat over a drink?
Here's my card.

Oh, thanks. I've got mine here ... somewhere.

Don't worry. | know who you are. So, how are you enjoying the
conference?

Well, it's been good so far. More people than ever this year. But, er,
isn't this weather awful? Half a metre of snow this morning,
| heard.

Yeah, it gets pretty cold here in Moscow, that's for sure.

Erm, would you excuse me a moment? I'll be right back.



Conversation 4

W>W>W > W >

o >

So, how's business?

Fine. This merger's meant quite a lot of work for us, but, fine.

Hm. Well, mergers are often difficult. So, er, what do you think
about the Middle-East situation?

I'm sorry?

The crisis in the Middle East. It was in the news again this morning.
Er, well, I, er ...

| mean, it must affect a company like yours — you being in oil.

Er, no, I think you've made a mistake. I'm not in oil. | work for
Audi.

Audi? Oh, sorry. Thought you were someone else.

That's OK. Er, if you'll excuse me, | must just go and say hello to
someone.

Conversation 5

W>T>W>

> >

>

| like your watch. An Omega, isn't it?

Er. Well, to be honest, don't tell anyone, but it's a fake.

No! Well, it looks real to me. Where did you get it?

Turkey. It cost me twenty-five dollars.

Amazing! So, do you know many people here?

No, not really. It's the first time I've been to one of these confer-
ences.

Me too. So, what's your hotel like?

Hm, pretty comfortable. Nothing special, but it's OK, | suppose.
Yeah, you're at the Sheraton, aren't you? Last year they held this
thing in Mexico. The Hilton Cancun. Fabulous hotel, they say.
Cancun! A bit warmer than here, then!

Oh, yeah, | went there on holiday once. Beautiful place. Can | get
you anything from the buffet?

Oh, that's all right. I'll come with you. I'd like some more of that
Beluga caviar before it all goes!

Task 9. Keeping the conversation going. The expressions below were
In the conversations you've just read. Write in the first three words
of each expression. Contractions (it's, you'll, I'm, etc.) count as one
word. If necessary, read again and check.

1.

first visit to Russia?

10



2. do, by the way?

3. you a drink?

4, business are you in?

5. these — they're delicious.

6. somewhere before?

7. me, | have to make a phone call.
8. talking to you.

Q. your talk this morning.

10. enjoying the conference?

11. awful? Half a metre of snow!
12. me a moment? I'll be right back.
13. go and say hello to someone.
14. many people here?

15. you anything from the buffet?

Task 10. Look at the expressions above and answer the questions.
1. Which would be good ways of opening a conversation?

2. Which would help you to keep a conversation going?

3. Which could you use to politely end a conversation?

Activity: At a conference party

Task 1. Work as a class to keep the
conversation going at a conference
drinks party at Disneyland, Paris.

The conference theme is "Web
2.0: Business in the connected econo-
my".
1. Invent a fantasy business card for
yourself.
2. Include the following information:
- name (you could change nationality);
- company (you could choose a company you've always wanted to work
for);
- brief contact details (mobile phone, e-mail).

11



Task 2. Complete the questions below. Think of possible answers for
each and make notes in the space provided.

Q So, who / work for? Q first time / Paris?
A A
Q And what / do there? Q How / enjoying / conference?
A A
Q Where / based? Q giving / presentation?
A A
Q How / business? Q know may people here?
A A
Q Can/ get/ drink? Q So, where / staying?
A A
Q Where / from originally? Q Can / get / anything / buffet?
A A

Task 3. When everyone is ready,
- mingle with the people in the class;
- introduce yourself to as many people as possible and show interest in
what they tell you;
- use the questions above to try to keep the conversation going. (Remem-
ber that you can talk about other people in the room as well as yourself.);
- exchange business cards you can collect!

EXCHANGING OF THE BUSINESS CARD>S

G || Ve |5 Ga

ﬁ L'Dm"’”‘:\ acomik . com
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Assessment: Vocabulary self-check

Task 1. Translate the phrases from Unit 1 into Russian. Then learn
them by heart for the dictation.
1. make a conversation

establish contacts

develop a strategy

listen carefully

. learn the skills

feel at home

make a mistake

help yourself

. keep the conversation going
10. exchange business cards

© 0 NOOAWN

Task 2. Translate the sentences from Unit 1 into Russian. Then learn
them by heart for the dictation.
1. Bl BepBbie B Poccun?

2. Kak Bamm nena?

3. I'me Byl octanoBMINCE?

4. Kakoii y Bac orens?

5. Bel MHOTHX 37€Ch 3HaeTe?

6. MBI HEe BCTpeYaauch paHb-
me?

7. Ilpunectu Bam uto-HUOY b
u3 Oydera?

8. Bbl HE IPOTHB, €CIU S PH-
COEIUHIOCH K Bam?

9. KeM Br1 pabortaete?

10. Kakum 0uznecoMm Brl 3a-
HUMAaETECh?

13



Unit 2. Speaking about your work
Task 1. Learn how to describe your work. Match 1-5 to a-e to make
complete sentences.

1. My job involves ... a) ... of taking orders from customers.
2.1deal ... b) ... in training new staff.

3. My job consists ... ) ... part in an interesting new project.
4. I'm involved ... d) ... working very long hours.

5. I'm taking ... ¢) ... with a lot of customer problems.
Task 2. Choose the correct word in bold.

1. He's involves / involved in two or three big research projects.

2. | want to deal / take part with my email before | leave.

3. Her job consists / involves travelling all round the world.

4. He can't involve / take part in this morning's meeting — he's too busy.
5. His work consists / involves of finding new customers.

Task 3. Complete the sentences with the present continuous form of
the verbs in brackets.

1. (we / develop) a new range of products for South
America.

2. (he / stay) at the Intercontinental
Hotel?

3. (you / not / listen) to me. What did |
say?

4. (1 / leave) now. See you tomorrow.
5. Why (those German engineers / visit) the
company?

Task 4. Match questions 1-6 to answers a-f.
1. What is she doing? a) She's a teacher.

2. What does she do? b) Yes, but only four days.

3. Are you working this c) A Master's in Business Studies.
week?

4. Do you work at week- d) We had a very long meeting.
ends?

5. Why do you leave the of- e) My boss always asks to see me
fice so late? at about 7.00 p.m.

6. Why are you leaving the
office so late?

f) No, never.

14



Task 5. Read these descriptions of some companies.

1. This company provides many different Internet services.
2. This company produces tyres for cars and other vehicles.
3. It is based in France.

4. It has more than 1000 employees.

5. It specializes in low-price products.

6. It's a subsidiary of...

7. It's main competitor is ...

Task 6. Complete these sentences with the words in bold in Task 5.

1. Some companies make or goods.
2. Other companies or offer services.
3. If you In a particular product or service, it's

your main activity.

4. If you work for a company, you are an

5. If your head office is in a particular city, your company
there.

6. If you work in a , your company is part of

a bigger group.

7. If another company operates in the same market as you, it's your

Task 7. Talk about your company, using some of these phrases.

It's a(n) company/organisation.
It's a subsidiary of
It makes/produces
It has employees.
It is based in

Its main competitors are
Its head office is
It provides/offers
9. It operates in
10. It specializes in
Add some more specific information about your company:

Nk wWNE

15



Task 8. Make questions to ask the partner about his/her company.
1. how old/company?
2. what products/company/specialize in?
3. where/its head office?

4. how many factories (subsidiaries)/have?
5. how many people/employ?
6
7
8
9.
1

. what/offer to/its employees?
. how/protect the environment?
. what/you/do?

what /you/work on/this week?
0. what/you/do/ at the moment?

Task 9. Choose the correct word in bold to complete the task.

1. My company produces / products specialized software for the film
industry.

2. Our head / based office is near San Francisco, but we also specialize /
operate in Europe and the Far East where we have two services / sub-
sidiaries.

3. There are 450 employs / employees in the company. We sell / sales
our produce / goods to companies which provide / make animated
movies.

4. Our technology is very new, so we don't have many competitors /
companies.

Task 10. Complete the sentences with a verb from the list.

start work specialize have IS
starts works specializes  has are
1. The company three subsidiaries in the Far East.
2. She in Manchester today.
3. We in the advertising of children's toys.
4. The meeting always at 2.30 p.m.
5. She for an engineering company.
6. They usually work at about 7.00 a.m.
7.1 one office in Paris and another in Buenos
Aires.
8. He's a lawyer. He in company law.
9. Most of our competitors in Europe.

10. | in sales.

16



Task 11. Choose the correct words or phrases in bold, then match
the questions to answers 1-10 in Task 10.

1. What do /does you specialize in?
2. What do / does your wife work for?

3. Have you / Do you have an office in Paris?

4. What do / does you do?
5. Who do be / are your competitors?

6. Where has / does the company have subsidiaries?
7

8

9

1

. When do they start / starts work?
. What time do / does the meeting start?
. What is / does he do?
0. Where be / is she?

Task 12. Write the questions about the job for the answers given.
Then reply to the questions with the answers that are true for you.

1. What/you/do?
I'm a graphic designer. | help customers with corporate branding.

2. Who/you/work for?
Greentrees Graphics Ltd.

3. Your office/be/near your home?
Yes, it is. It only takes me 15 minutes to walk to work.

4. How many offices/your company/have?
Three. Our main office is in London and the others are in Brighton and
Bristol.

5. Where/you/work?
| usually work in Bristol but go to the London office once or twice a
month.

6. You/like/your job?
| love it, especially designing logos and other aspects of corporate
identity.

7. How often/you/travel?
| don't travel very much these days, maybe two or three times a year.
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8. How many days' holiday/you/get?
Eighteen, excluding bank holidays.

Task 13. Write questions using the verbs in the present continuous
(be+Ving). Write the answers that are true for you.
1. (you/enjoy) Are you enjoying your job at the moment?

2. (What projects/you/work) on at the moment?
3. (you/hope) to get promoted soon?
4. (your colleagues/learn) English too?
5. (anyone in your department/look) for a new job?
6. (How/your company/do) this year?
7. (it achieve) its goals?
8. (What/your company/invest) in?
9. (your boss/make) any major changes this year?

10. (he or she/run) your department well?

Task 14. Read the texts and complete the table.

Which person or people ... Sara |Benjamin| Heidi

work(s) on problems of communica-
tion?

work(s) with people outside the
company?

work(s) with products?

works with companies, but not for a
company?
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1. Sara — Retail Buyer

| work for a supermarket chain. My job involves buying prepared
salads and vegetables from local and national suppliers. | also take part
in different logistics projects. For example, at the moment we're working
with an external consultant. He's looking for ways to get our salads and
vegetables to the supermarket shelves more quickly.
2. Benjamin — Public Relations Officer

| work for the police, but I'm not a policeman. A lot of my work
consists of answering questions from journalists when the police are in
the news. I'm also involved in a new project to attract new people to the
police force. For this, I'm working with senior police officers and with
outside employment agencies.
3. Heidi — Occupational Psychologist

I'm self-employed. Basically, | deal with problems of relations be-
tween staff. At the moment, for example, I'm doing a study on virtual
teamwork for one of my industrial customers. They work with many
subcontractors all over the world, and their managers want to communi-
cate better with their colleagues abroad. | work a lot with training organ-
izations which provide the courses my customers need.

Task 15. Match the words in italics in the texts to definitions a-h.
a) companies which sell their products to you

b) organizations which find new employees for you
c) companies which do work for you which you
can't do yourself

d) people who work in the same company as you

e) organizations which offer courses to company
employees

f) a person from outside a company who gives ex-
pert advice

g) companies which buy your products

h) all the people who work for a company

Task 16. Work with a partner. Tell your partner about your job.
What is similar to your partner's job, and what is different?
Main job
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Other tasks (projects, etc.)

Typical problems

People you work with inside and outside the company

Task 17. Read the texts below and write the similar description.

1. I'm a freelance graphic designer, a freelancer. That means | work for
myself — I'm self-employed. To use the official term, I'm a sole-trader.

2. We have set up our own architecture partnership. There are no share-
holders in the organization apart from us, the partners. A lot of profes-
sional people like lawyers, accountants and so on, work in partnerships.
3. I'm the managing director and main shareholder of a small electronics
company in Scotland called Advanced Components Ltd. 'Ltd' means lim-
ited company. The other shareholders and | have limited liability: we do
not have to use our personal property, such as a house or car, to pay the
company's debts.

4. I'm the chief executive of a British company called Megaco PLC.
'PLC' means public limited company, so anybody can buy and sell shares
in Megaco on the stock market.

5. I'm the CEO of Bigbucks Inc. 'Inc' stands for Incorporated. This shows
that we are a corporation, a term used especially in the US for companies
with limited liability.

Task 18. Remember how to describe your work.

1. I work for ... (a company).
2. 1 work in a bank / an office / Kemerovo.
3. My job involves ...
4. I'm in charge of / responsible for accounts ... (Ving).
5.1deal with ...
6. My roleis to ...
7. | have a post as head of marketing / in the marketing.
8. I have ... (five years experience in sales).

9. We are based in ...

10. Our headquarters are in ...
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Task 19. Now let's talk about the skills of good communicators.
complete this talk by a communication expert with the verbs below.

avoid interrupt clarify

listen explain confuse

digress engage ramble
'‘Good communicators really 1) listen to people
and take in what is said. They maintain eye contact and have a relaxed
body language, but they seldom 2) and stop people
talking. If they don't understand and want to 3) some-

thing they wait for a suitable opportunity.

When speaking, effective communicators are good at giving infor-
mation. They do not 4) their listener. They make
their points clearly. They will 5) technical terms, ab-
breviations or jargon.

If they need to use unfamiliar terminology they 6)
by giving an easy to understand example. Furthermore, although they
may 7) and leave the main point to give additional
information and details where appropriate, they will not 8)
and lose the sight of their main message. Really effective communicators
who have the ability to 9) with colleagues, employees,
customers and suppliers are a valuable asset for any business.'

Task 20. Complete the sentences with the correct form of a word be-
low. Some verbs are not used in the sentences.

avoid interrupt clarify
listen explain confuse
digress engage ramble
1. The presenter a little to give the audience some

background information.

2. Despite your explanations, I'm not sure | understand, so | hope you
your position soon.

3. Good communicators avoid complicated terminology and jargon so as

not to their listeners.

4. Practical examples, illustrations and graphs can all be more useful than
words when you are trying to something complex.

5. The speaker tended to a lot, so that many in the

audience forgot what the main topic was or stopped
altogether.
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Activity: Speaking about a new job
Task 1. Two friends meet and talk about someone’s new job. Com-
plete the dialogue using the questions below.

Does it involve long hours? Does she enjoy it?
Does it mean a lot of travelling? What does it involve?
Does she have to work weekends? What's she doing?

How much holiday does she get?

A Hi, Eddie. How are you?

B Oh, hello, Jennie. I'm fine. And you?

A Fine, thanks. How's Fiona?

B Oh, she's okay. She's got a new job.

A Really, that's good.

B Well, yes. | suppose so, but I'm worried she's working too hard.

A Oh, dear. a)

B Officially 40 hours, but she often works late. We don't see her at
home much.

A b)

B It's the same company — you know — educational software — but she's
now Regional Marketing Manager for western Europe.

A Sounds impressive. C)

B Apart from being in charge of the sales reps, she's also involved in
new product development and the whole marketing strategy of the
company.

A d)

B It seems to. At least a couple of trips a month.

A |see.

B Idon't mind that. It's the weekends that cause problems.

A e)

B Not every weekend, but we can never make plans.

A Oh, dear. f)

B It's not bad. Three weeks a year. But that's a long way off.

A You're being a bit negative. g)

B It's hard work, but I think she enjoys the challenge.

A But you're not very happy.

B I'm happy for her. The money's good, and it's great for her career,

but there is a downside.
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A Well, it's always difficult at the beginning. Anyway, give her my re-
gards. Why don't we go for a drink sometime?

B Okay, | will, and yes, I'd like that.

Task 2. Work with a partner. Ask questions like the ones in Task 1
to complete your chart. Your partner has the missing information.

Speaker A You Your partner

Job title Director of Retail
Sales.

Type of company Chain  of clothing
stores.

Working hours 45

Responsibilities

Leading a team of 25.
Accounts and stock
control.  Maintaining
inventory in stores.

Weekend / Late even-
ing work

One evening and one
weekend day a week.
Sometimes ‘on call' in
case of emergencies.

Most enjoys

Satisfying internal cli-
ents. People she works
with.

Travel Not often. Trips to dif-
ferent stores. 3 trade
fairs a year.

Holidays 2 weeks. 3 weeks after

5 year's service.

Ratio of women to
men in position / field

60 % male, 40 % fe-
male.

23




Speaker B You Your partner
Job title Production Manager.
Type of company Software company.

Working hours

Normally 40-50 hours
but can be up to 75.

Responsibilities

Managing website. Li-
aising with interna-
tional offices.

Weekend / Late even-
ing work

Not in her present po-
sition.

Most enjoys

Doing something that
makes a real difference
to the company.

Travel Occasional trips to
other offices.

Holidays 3 weeks.

Ratio of women to|Half the department

men in position / field |are women but only
two have technical
skills.

My  JOBI

Task 3. Ask your partner similar questions about their job or the job

of someone they know.

Questions

Your partner

Someone they know
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Assessment: Grammar review
(Present Simple, Present Continuous)

Task 1. Complete the sentences using the verbs in the correct form —
Present Simple or Present Continuous. Use each verb twice.
Do get live sell think work

1. Normally, I am in the office in the afternoon, but this month |

a course.
2. In the winter, the reps more than in
the summer.
3. Our most important market is the Far East. We
business with several companies there.

4. Our new product line very well this
year.

5. Our boss very long hours.

6. He of changing his job because he's
not very happy.

7.'What's your address?" 'l in a hotel
until we find a nice flat.'

8. In June, the weather hot there, so take
some cool clothes.

9. He his job is really interesting.

10. It hotter. We need to get some air
conditioning for this office.

11. At present, we on new products and
services for the future.

12. During the week, he in his city flat

and at the weekend he goes to the country.

Task 2. Write questions about the information which is missing.
1. Our business is expanding because ... / Why ...

2. They are setting up a business in ... / Where ...

3. Their unique selling point is ... / What ...

4. My company employs ... people. / How many ...

5. The manager of the company is ... / Who ...

6. He has previous experience in the ... business.
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MODULE Il. JOB APPLICATIONS AND INTERVIEWS

{(%

PERSONNEL

Unit 1. Applying for a job
Task 1. Read the quotation
below. Say what you think
about hiring and firing.
'Hiring or firing an employee
is a challenging, emotional
e - experience and a pathway to
“Doyou "You bet! — I've  possiple lawsuits. The deci-

have any applied for . .
experience?" dozens of jobs!" sion to employ or terminate

someone will influence you, that individual, his or her family, your team,
your customers, and your stakeholders.'

Task 2. Read the texts. Four people are talking about approach to
applying for a job. Match the speakers to the summaries below.
Which speaker(s) do you agree with?

1. I'm looking for a chance to develop and demonstrate my true potential.
2. My qualifications and experience speak for themselves.

3. I'm so brilliant at whatever | do, they would be lucky to have me
working in their company.

4. There may be people with better qualifications and experience, but no
one is more enthusiastic or hard working than me.

Speaker 1

| think that these days you have to really sell yourself. Certainly this is
what employers expect. You should show them how great and self-
confident you are. Modesty isn't going to get you anywhere and no one is
their going to mind if you exaggerate a bit and dress things up to sound
more impressive. Make the potential employer feel that, although this is
the job you always wanted and of course you are the ideal person for it,
if they don't snap you up, someone else will. So, they had better hire you
before they lose the chance.

Speaker 2

It's not often that qualifications and experience totally match up to an ad-
vertised post, so it's preferable to emphasize other qualities like your
willingness to learn and the fact that you work hard. In fact, you should
be careful not to give the impression you are overqualified for the job. |
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think that employers are often more interested in things like loyalty and
ability to fit in. A high-flier who knows too much can create a bad work-
ing atmosphere and break a team. Personally, | want the employer to
think that | am going to be easy to work with and won't create too many
waves.

Speaker 3

No one likes a 'big head' but, on the other hand, don't be falsely modest
either. Basically, your qualifications and experience tell their own story
S0 you're not going to impress anyone by adding a lot of adjectives like
‘excellent’ and 'outstanding' to your CV. Usually this will make an expe-
rienced recruitment officer suspicious. It doesn't hurt to acknowledge one
or two weaknesses either — areas that you would like to improve and you
want a chance to develop. Above all, be honest, because if you exagger-
ate or lie, in the end someone is going to catch you out and you'll end up
looking stupid.

Speaker 4

People's motivations interest employers. If you want to work for a specif-
ic company, tell them why, especially if you are changing jobs. Valid
reasons would be that you are frustrated by the limitations of your pre-
sent post, or that you can't fulfill the potential of your background and
education. Don't whine, though, and don't blame your current employers:
you've learnt a lot with them, but it's time to move on. Tell potential em-
ployers that you have a lot to offer, and all you need is an opportunity to
show it. If someone gives you a break, they won't be disappointed.

Task 3. Read the following extracts from letters of application.
Match them to the summaries in Task 2.

| am very keen to work for your company because of its excel-

lent reputation. | do not have the specific qualifications or expe-
rience referred to your advertisement. However, | am applying
because | feel I am able to make up for this through hard work
and willingness to learn.

If you believe in the pursuit of excellence, then | am interested

in joining your company. | set high standards for myself and ex-
pect them from others, especially the organizations that | work
for. I look forward to an opportunity to add to the list of already
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outstanding achievements, which are outlined in my CV.

From my CV, you will see that five years at a chemicals multi-

national have given me a solid business background. I am re-
sponsible for my department's logistical planning, which has de-
veloped my organizational skills. However, I am now looking
for opportunities for further development and responsibility,
which my present employer cannot offer.

As a commercially aware and linguistically trained university

graduate, | have a broad range of employment experience at
blue-chip companies in both the USA and Europe. | am Dynam-
ic and creative, with a strong team spirit and leadership quali-
ties. | have a proven record of working with individuals at all
levels through highly developed interpersonal and communica-
tion skills.

Task 4. Reading between the lines. Read the extracts in Task 3
again. There are certain formal phrases people use in letters of ap-
plication to talk about their qualities and achievements. Underline
phrases which mean the following statements below.

1. I'd really like to work for you because you're such a great company.

2. If you think doing things well is important, I'd like to work for you.

3. I don't really have the profile of the ideal candidate.

4. I've worked with many different, important candidates.

5. I've shown | can work with all kinds of people and get on with every-
one.

6. | look after the practical day-to-day aspects of department organiza-
tion.

7. 1 want a new job because my company probably won't be able to pro-
mote me.

8. | have five years of international business experience working for a
chemicals company.

Task 5. Work in groups. Discuss these questions.
1. What makes a good CV?

2. How long should it be?

3. What should it contain?
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Task 6. Read what a human resources manager says about CVs and
compare your ideas in Task 5.

There's lots of advice on CVs and a lot of it differs so it's hard to
say exactly what the perfect CV is. I'd say a good CV should cover no
more than two sides of A4 paper and be divided into clear headings. The
first section should include personal details: name, address, telephone
number, email and things. Some employers like to see a photo, too. You
can always phone the company and find out.

Next comes education and qualifications starting with the most re-
cent things. The third section deals with work experience — again starting
with the most recent job. I think it's important here to be brief so use bul-
let points and. You don't need to use complete sentences as long as it's
very clear what you've done.

Following this is the section on professional skills. Show the em-
ployer your abilities, including your ability to use IT and foreign lan-
guages.

Finally, detail your interests. An employer likes to know what kind
of person you are and things like team sports, for example, show this.

Perhaps the most important thing is to show how you meet the cri-
teria in the job advertisement. Make it easy for the employer to ask you
to an interview.

Presentation is also important. Good quality paper and a clear type-
face make a difference. And once you've written your CV check your
grammar and spelling carefully.

Task 7. Read the text again. Are these statements true or false? Cor-
rect any false statements. How is this advice different to CVs in your
country?

A CV should be no longer than two pages.

You should always include a photograph.

You put the most recent experience first.

You should write in full sentences.

An employer is not interested in your hobbies and interests.

You should adapt your CV to the job description.

You should use good quality stationary.

You should make sure there are no grammar and spelling mistakes.

NG wNE
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Task 8. Use action verbs to describe your experience. They attract
attention and demonstrate that you are an 'action' person. What are
these typical action verbs in your language?

achieve

introduce

co-ordinate

manage

create

organise

develop

plan

direct

research

establish

set up

implement

supervise

Task 9. Read the CV. Which internships can the applicant apply

for?

- an administrative assistant with a multinational oil company

- a logistics administrator with an international cosmetics manufacturer
- a technician in a civil engineering company

- a trainee analyst with the London Stock Exchange

Date of birth:
Nationality:
Address:

Education
2015-2019

Work history
September 2018 —
June 2018

July—August 2017

November 2016 —
June 2016

BEN BROWN
3 September, 1991
British
4 Green Street, Coventry

University of Warwick:
Bsc, International Business

Work placement, L'Oreal, Paris
| was responsible for conducting an
online market survey.

Holiday job, Car-Glazer, Prague
| worked as a technician.
| repaired and replaced car windows.

Volunteer, University Counseling Service
| volunteered as a telephone counselor,
listening to students' problems.
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Positions of
Responsibility
2012-2013

Skills

President of University Salsa Society

| managed a team of volunteers.

We organized monthly dances and a salsa
competition.

My skills include good spoken and written French and basic Czech.
I have a working knowledge of Microsoft office.
I hold a clean driving licence.

References available on request.

Task 10. Prepare your own CV using the sample form below.

Name
Address
Telephone

Education
2019 — present

Work experience
June—August 1999

Date of birth
Nationality
Sex

T.F. Gorbachev Kuzbass state technical
university, Kemerovo

The Institute of Economics and Management
Specialization: Economic Security

Core subjects: Economics, Jurisprudence

Merrill Lynch: Private Banking Intern
Duties and responsibilities:

e working in a team
writing reports
working to deadlines
supervising others
working with figures

e liaisoning with clients
Skills gained:

e writing reports

e dealing with complaints

e managing time
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Activities and interests

...... — eeeens Cellist in school and college orchestra
Skills gained:

performing in public
interacting and socialising

e working under pressure
........ — ceesccee Pub||c|ty officer,
College Geographical Society
Skills gained:

managing a budget

e working to tight deadlines

Summer 2018 e managing a team
Travel round Eastern Europe
Skills gained:
e planning and organizing
e decision-making and problem-solving
e cross-cultural communication
Additional skills e clean driving licence
e conversational French
e computer literate, Microsoft Office,
Excel and Word
References
Prof. N. Smart Mr T. Davis
Kings Charles College  Merrill Lynch
London WCIZ 9ZZ London EC3T 2NB
(Tutor) (Employer)

Task 11. Show your CV to a partner / your teacher. Ask him or her
to evaluate it using these check points.

1. Does it look good?

2. Does it list experience starting from the present?

3. Is it too long / too short?

4. |Is the contact information clear?
5. Does it provide a good basis for an interview?
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Activity: Cover letters. Writing skills
Task 1. The following phrases are useful when writing cover letters.
e  Say where you saw the advertisement.
[ am writing in reply to your advertisement in the ...
e  Say what job you are interested in.
| would like to apply to the position of (job title).
) Emphasize what makes you the right person for the job.
| have experience in (types of duties and responsibilities).
| am a (positive adjective to describe you).
e  Say when you can attend an interview.
| am available for interview (days and times).
e  Write a concluding sentence.
| look forward to hearing from you.

Sample Cover Letter
Charles Piper
41, Sefton Road
Manchester
15th April, 2013
Dear Sir / Madam,
| am writing to your advertisement in the Manchester Evening
Times on Wednesday 12 April. | would like to apply for the position of
Assistant Purser with Royal Mediterranean International.
| am an outgoing and motivated person and | also have strong
communication and organizational skills. I have not worked on board a
cruise ship before but | have experience as a hotel receptionist and | have
the GNVQ Diploma in Leisure and Tourism.
Please find enclosed a copy of my CV. | am available for interview
at any time.
Yours faithfully,
Charles Piper

Task 2. Use these phrases to complete the cover letter below.
I am confident please find enclosed

| am available I am writing with reference to
| have experience of I look forward to hearing
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Alex lvanov
5 Levin Street
Kemerovo
Russia
alex_iv@mail.ru
6th September

The Human Resources Officer

Global Netorks

89 Campbell Street

London WC2 9AN

Dear Sir or Madam,

..................................... ! the position of Sales Manager as
advertised on The Job.Search.com. Of 11 August.

..................................... 2 a copy of my CV outlining my
background and qualifications for your consideration. As an Sales Assis-
tant Manager of a small trading company
..................................... * managing budget and dealing with cus-
tomers.

| also have practical experience of increasing sales and producing
financial statistics. If given the opportunity
..................................... “that | could make a valuable contribu-
tion to the developing sales statistics.

..................................... > for interview at a time and place of
your convenience. | can be reached at above postal and email addresses
or on 8964456789. | appreciate your time and consideration and
..................................... ® from you soon.

Yours faithfully,

Aex Vvanon

Alex Ivanov

Enclosures: CV and Photograph

Task 3. Write a cover letter for your job. Follow the structure.
- sender address / receiver address

- salutation phrase

- introduction

- main body

- acknowledgements

- final phrase and signature
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Assessment: Vocabulary for self-description
Task 1. Refresh the vocabulary: the way successful people describe
themselves. Translate or explain the words and phrases in English
and check it with the class.
a) personal qualities

creative methodical
dynamic perceptive
efficient responsible
energetic well-organized

b) skills / activities

communication skills - initiating
interpersonal skills - liasing
organizational ability - monitoring
| was responsible for: - negotiating
- co-ordinating - organizing
- developing - reviewing
- implementing - setting up

c) useful phrases

| can work / perform well under pressure.
| am willing to take the initiative.

I have the proven track record in ...

| have extensive knowledge of ...

I have extensive experience in / of ...

[ am able to delegate ...

[ am fluent in ...

I have a good knowledge of ...

Task 2. Complete the letter below using suitable words and phrases
from the Task 1 above. The letter in brackets indicates which col-
umn you should check to find the correct word or phrase.

Dear Ms Walker,

| am writing to apply for the position of Managing Director which
you advertised in the International Herald Tribune, dated 22 April.

| am currently employed as Marketing Director in a medium-sized
cosmetics company. However | am seeking a position which will offer a
greater challenge and more responsibility.
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In my last job, | was responsible for (b) a
sales strategy for the firm and for (b) the work of
the advertising, sales and marketing personnel. | was also involved in
(b) contracts with overseas agents and distribu-
tors, setting their sales targets and (b) their per-
formance. In the last six months, | have been engaged in
(b) franchising networks in Eastern Europe.

| have | in cosmetics industry, having
worked for three companies dealing in health and beauty products. |
think that I work well | as | have organized sev-
eral product launches when | had to meet tight deadlines. Although I
never avoid responsibility, | am able to | authori-
ty when necessary.

As for my personal qualities, | am a (@)
person, with many ideas for exciting new products which would interest
your company. Most people say that | am very
(a) , with the ability to motivate staff and get results. | consider myself to
be extremely (a) because I always make the most
of the resources available to me.

Since you are an international company, it may interest you to
know that I am | in English and Spanish, and |
have a working knowledge of Portuguese.

| would welcome the opportunity to meet you to discuss my appli-
cation at greater length.

Yours sincerely,

GaGerrd

(Ms) Gabrielle Gerard

b 4 Fatal Job Search Mistakes a

IT'S ALL ABOUT QUALITY AND NOT QUANTITY

You waste You don't keep You don't You don't
time applying track of your customize follow up on
for jobs you applications JEEW S your job

are definitely and send for each job - applications -

: duplicate generic job focus on
'}g,t, 9::22%3 applications - applications imizi
the right fit this makes you
seem sloppy
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Unit 2. A job interview

Task 1. Human Resources Manager is talking about recruitment in-
terviewing. Read the first part of the talk and answer the questions.
1. According to the HR-manager, which of the following is the most im-
portant when trying to impress an interviewer:
a) qualifications d) preparation
b) character e) enthusiasm
C) appearance
2. What mistake did he make?

How can a candidate impress an interviewer?

Well, | feel it's basically all down to good preparation. First of all
find out about the job. You could ring up the Press Officer or the Market-
ing Department and get the latest press releases or perhaps an annual re-
port. The annual report, for example, will say where the company oper-
ates and the products it sells.

Then, when you get there, you perhaps could congratulate the in-
terviewer on a recent success the company has had. In a nutshell, find out
about that company. Show that you've taken an interest in the company,
and show enthusiasm for the job because, after all, that's what they're
looking for in the candidate. They want somebody not only who's quali-
fied for the job but will want to do the job, and will be interested and en-
thusiastic about the job.

Secondly, you could go to the company maybe a few days before
the interview, talk to the receptionist, get a company newspaper — you
can always pick up literature on the products maybe you'll be involved
in. A very good tip — find out what the dress code is. You need to fit in
and you need to make a good impression. Finally, your CV. Make sure
it's easy to read, it's well written, but it's concise — don't ramble.

| must say that | have done all of this, I've prepared my CV, it was
really good. I left it behind — I didn't get the job!
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Task 2. Read the interview once again and complete the 'advice
sheet’ for candidates below.

Find out about the job At the interview

- Ring up the Press Officer - Compliment the interviewer at a
recent success

Visit the company CV

- Talk to the receptionist - Make sure it's easy to read

Task 3. Now read the second part of the interview and answer the
questions.
1. What four questions do interviewers usually ask candidates?
2. What examples does the HR-manager give of candidate's likes and
dislikes?
Are there any questions that you
regularly use when interviewing candidates?

Yes, there are and it's almost a ritual with me. Following the CV
tells you about the person and their qualifications. What you also want to
know is their personality. So the key question | ask — what do they like
most and what do they like least about their present job? They might say
that they like travelling and they like meeting new people. These are
standard answers. | think more interestingly perhaps are what they don't
like about the company. They might not like working weekends at their
current company. You might have the same problems with yours; work-
ing weekends might be something essential for the job. Also, ask them
what their weaknesses are. They're usually, generally | would say, quite
honest when they're giving their weaknesses. And ask them what their
strengths are. It gives you an in-depth, if you like, feeling about their
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personality rather than just the straightforward qualifications that they
have on their CV. Do they fit in? That's what you're really looking for.

Task 4. At an interview it is important to 'sell' yourself to the com-
pany. Read what each candidate says to 'sell* him / herself.

1. Well, I enjoy working with people as part of a team. | think the
beast results come from working together. I've found that's true in all the
projects I've worked on.

2. | applied for the job because | think I've got a lot to offer. I'm
competitive and | like to win. | know a few people think I'm difficult to
work with. Maybe that's true, but | get a result, that's the main thing.

3. I've got a lot of experience, and I've always been successful
wherever I've worked, especially during the past year. | think I could
lead a team well, I'm the head of our local business club, and I like or-
ganizing people and telling them what to do. I'm a very fast learner. I'd
enjoy going on a training course to help me do the job better.

4. 1 think I have the ability and experience to do this job. I'm a 'safe
pair of hands', as they say. People respect me because | have good judg-
ment.

5. | like doing lots of different things and | find time for them all
because | am just very active. | try to organize my studies and my other
interests so | can do as many things as possible. | think it's good to meet
lots of different people and have lots of different experience.

6. | want to work in this area because | think marketing's a really
interesting area. I've enjoyed doing my marketing course and it's con-
vinced me that this is the right area.

Task 5. Use the ideas below to describe yourself during the inter-
view. What else can you add to the list?

I'd like to apply for the position of ...

I've got a degree in ....

| have ... years experience working as...

I know how to operate the computer.... /I am computer literate...

I am cooperative and dependable... / I have some leadership skills. ..
| think I am punctual, accurate...

| think I have enough experience to do the job.

They gave me very good references when | left my last job.

I've got very good references.
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Task 6. Read the CV and job advert below. Why do you think Sara

applied for the job?

CURRICULUM VITAE

Name Sara Verkade
Nationality Dutch

Telephone Tel: 353 865 344872
E-Mail sara.verkade@gmz.net

Date/Place Of Birth  23.7.98, Maassluis, The Netherlands
Address 58, Stoppard Drive, London SW16

Marital Status Single

Qualifications
September 2016 — July 2019

Employment history
September 2019 — present

June 2018 — June 2019

Languages
IT skills

BComm, Marketing Management,
Haagse Hogeschool, The Hague

Management Team Coordinator,
Helena Rubinstein, L'Oreal
Organizing meetings, events and
conferences. Analyzing sales

figures and producing relevant reports
and charts. Customer relations and
responding to complaints and queries.

SPC Professional, Sales Productivity
Centre, IBM Sales team support
Research, pricing and proposal-writing
on million-dollar bids.

Dutch, English, German, Spanish
Proficient user of Microsoft Office suite
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Multinational Food Packaging Equipment Manufacturer
seeks International Sales Manager
to call on Europe and Latin America.

- (
Base $80K and commission, ig s!i*\:»«d-‘r’ T
full benefits and expenses. “y \C} s
Prefers: # o >

fluency in one or more foreign languages.
Send CV with cover letter indicating citizenship and salary requirements.

Task 7. Sara was interviewed for the job. Read the text of the inter-
view. Which of the questions below does the interviewer ask? Note,
that the interviewer does not use the same words.
. Why did you apply for this job?
Why should we employ you?
When are you free to start?
Does your present employer know that you want to leave?
Have you ever done anything like this before?
How do you feel about travelling?
How good are your computer skills?
What are your language skills like?
Do you have any questions?
Job interview
Right, shall we make a start? My name is Philip Rickett. | work in
the Human Resources Department and I'm responsible for recruit-
ment.
Right, pleased to meet you.
Did you find us all right?
Yes, the map you sent me was very clear.
Good. This is just preliminary interview to check out some details.
If you're successful, you'll go on to a more in-depth interview this
afternoon. Is that all right?
S  Yes, | don't have to be back at work until tomorrow morning so as
long as | have time to drive back this evening, that's fine.
Do your present employers know where you are?
S No, | asked for a day's unpaid leave for personal reasons. | didn't
say why.
What don't you like about your present position?
S  Actually, there are a lot of things | do like about it, but no job is
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perfect. | think | am ready for more responsibility and when | saw
your advert, | thought I should apply.

You know this job is a managerial position. How much managerial
experience do you have? It's not clear from your CV.

Well, in my present job I'm a management team coordinator.

Yes. Does that mean you're the leader of the team?

Not exactly. | assist the General Manager in running the depart-
ment.

Oh, I see. Are you a kind of Personal Assistant?

No, I think 1t's a bit more than that ...

But are you a manager?

| suppose not.

It says in your CV that in your previous position you were 'an SDC
professional’. What exactly does that mean? Is Sales Productivity
Centre basically a sales department?

Yes, we provided backup for twenty salesmen from different sec-
tors of the company.

Are you saying you were directly involved in sales?

No, it was more about providing support to help drive sales and in-
crease productivity.

| see. So, what sort of work did the job involve?

I'd say it was a position that required a lot of time management
skills and prioritizing of tasks. It gave me a lot of insight into the
sales process.

Can you be a bit more specific please?

Well, to be honest, some of the work was secretarial but I am apply-
ing for your post because I'm capable of doing far more. I'd like
more responsibility and to be able to use my studies and my lan-
guages.

Yes, your English is obviously excellent and you speak Spanish. Is
your Spanish as good as your English?

No, it's not bad.

Could you tell me about your degree course ... in Spanish?

I'm sorry? Oh, I beg your pardon ... Well, I need a little time to
think ... Let's see ...

Task 8. Do you think the interviewer was fair in the interview? Do
you think Sara got the job?
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Task 9. Jessica is a candidate for a job as a management trainee with
Facebook. Read part one of her interview and answer the questions.

1. Which five adjectives describe her character’>

ambitious .S loyal

demanding F =1, % =% _ . pessimistic
. o 1\‘& ¥ y/’ /_7

flexible \?’. A S AP "/’%/ tolerant

71’4"’ / -.;-'-;és

VY

. mt '3
hard-working w“\“\\\ ;

S
3

il
&F

2. What opinion does Jessica disagree with?
3. What two opinions does Jessica partially agree with?

Part 1

|  This is just a short, first contact so that we can get to know you a
little better. Ok, so tell me, Jessica, why did you apply for this job?

J  Well, I really do think social media can make the world a better

place, and | want to be part of that.

Some people say that Facebook is already finished.

J I'm sorry, | can't agree with that. Of course, the world is always

changing, so Facebook needs to change too. I'd like to help the

company to develop.

OK. How do you feel about working abroad?

J  No problem. I'm ready to go anywhere in the world.

I  Anywhere? That sounds very ambitious. Some places are very dif-
ficult for a young woman.

J | agree with you up to a point, but I'm a very flexible and tolerant
person.

| Uh-huh. How do you see your future in, say, five year's time?

J | hope to gain business experience and develop my management

skills. In five year's time, | intend to be in my first management po-

sition.

Five years is not very long to become a manager.

J  Well, perhaps you're right, but, as | said, I'm ambitious, but I'm also
very loyal and very hard-working.

Task 10. Read the second part of Jessica's interview. Complete the
sentences.
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Part 2

I Jessica, what are your strengths and weaknesses?

J  That's always a difficult question! I'm quite good at managing my
work. My friends say I'm never stressed. | think that's just because
I'm a very organized person. | don't enjoy doing things at the last
minute!

|  And do you have any weaknesses you'd like to work on?

J  Well, I'm usually calm and easygoing, but I know I'm sometimes
impatient when things aren't going well. But I'm working on it!

I  And how good are your communication skills?

J | really enjoy working with people, and people say I'm very good
on the telephone. Um, | don't enjoy presentations, because I'm not
very good at public speaking. But | took a presentations course last
month, and I'm improving!

I Good. So, Jessica, do you have any questions you would like to

ask?
1. Jessica's strength is her . She's a very
person.
2. Her weaknesses are that she sometimes and she's not

very good at
3. Jessica doesn't enjoy doing things

4. She enjoys
5. The interviewer finishes by inviting Jessica to

Task 11. With a partner, find suitable words to complete the useful
expressions for the interview.

Part 1. Discussing objectives
Why do you want to work for Facebook?

Why did you for this job?
I to be the part of that.
I'd to help the company to develop.

I to gain business experience.
I to be in my first management position.
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Part 2. Discussing skills and qualities

What are your and weaknesses?

I'm quite good managing my work.

My friends I'm never stressed.

| don't enjoy things at the last minute.

Do you have any weaknesses you'd like to ?
How are your communication skills?

| really enjoy with people.

I'm not good at public speaking.

Task 12. Tell your partner about your skills in these areas.
computing ‘ problem-solving

languages project management
leadership time management
negotiating decision-making
presenting

I'm quite good at languages. | speak English, Spanish and a little Chi-
nese. I'm not (very) good at writing in foreign languages, though.

| enjoy speaking languages because I like travelling and meeting people.
| don't enjoy writing them because it's more difficult for me.

Task 13. Answer the questions in writing to prepare yourself for a
job interview.
An interviewer An applicant
1. Can you tell me about
yourself?
2.  What are your strong /
weak points?
3. Why do you want to work
in the sphere?
4,  Why did you choose to
study economics?
5. How did you find out
about the job?
6. Why do you want to work
for us?
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7. Where would you like to
work?

8. Do you have any previous
work experience?

9. What kind of job are you
looking for?

10. What languages can you
speak?

11. Which language do you
speak the best?

12. How long have you stud-
ied English?

13.  What was your last job?

14. What do / did you like
least about your previous job?
15.  Why should we hire you?

16. What do you think you are
good at?

17. What essential skills do
you have?

18. Why do you think you are
the right person for this job?

19. Did you send a letter ap-
plying for the job?

20. What additional qualifica-
tions do you have for the job?
21. Could you tell me about
your personal background?

22. What do you see yourself
doing five years from now?

23. What kind of salary are
you looking for?

24. What was your salary
when you left your last job?

25.  When would you be will-
ing to start?
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Task 14. Look at the information below and prepare to interview
candidates for the job.

Interviewing procedure for the interviewer:

o read the candidates CV and cover letter before the interview.
welcome the candidate and put him / her at ease.

start with some small talk about a subject of interest to you both.
give the candidate some brief information about your company.
ask the candidate questions about experience and qualifications.
find out about the candidate's strengths / weaknesses / motivations.
allow opportunities for the candidate to ask you questions.

thank the candidate and say when you will contact him / her.

Task 15. You have applied for a job and been asked to attend an in-
terview. Submit your CV and cover letter. Use the following advice
to help you prepare for your interview.

Interviewing procedure for the interviewee:

e sit comfortably; do not lean forward, or back or cross your knees;

e  be positive;

e  pause before you reply to show that you are thinking clearly about
the question;

e ask questions about the company and the requirements of the job;

e find examples from your experience to back up your answers.

Task 16. During an interview it is appreciated when an applicant
asks his / her questions to show his interaction with a interviewer,
his / her interest in the job. Here are some possible questions. What
other questions can you add to the list below?

What are the promotion prospects?

What time would | have to start? How much is the starting salary?

What benefits are there?

When will you let me know the results of the interview?

Are there any chances of promotion / salary rise here?

How soon will you let me know? / When will | be able to start?

How often would I have to travel abroad?

How many people would I be working with?
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Activity: The right job. Reading and vocabulary
Task 1. Read the article below. Mark the statements T (true) or
F (false).
It isn't important if your first job is not very exciting.

It's best to contact as many employers as possible.

Interviewers are only interested in skills and qualifications, not
in how you look.
It's best just to answer the interviewer's questions.

How to find the right job

At the beginning of your career, the most
important thing is to find a job, any job
where you can gain experience and de-
velop your skills. Not many entry-level
jobs are really interesting, but they all allow you to take the first step on
your career path to promotion and management positions.

Don't just send your CV to every company in your region. Read the
job ads in newspapers, magazines and online. Visit job fairs to see what
sort of jobs employers are offering and what kind of people they are
looking to hire. And tell everyone you know that you're looking for work
— a personal recommendation can really help.

An interview is the opportunity for the company to get to know
you, and for you to make a good impression. Always dress smartly when
you attend an interview.

Almost every interviewer will ask about your strengths and weak-
nesses, so be prepared to talk about what you're good at and what you
can improve. Prepare some questions, too: the employer is interviewing
you, but you are also interviewing the company!

Task 2. In each set of five below, match the words 1-10 with a-j to
make collocations. Then check your answers in the text.

1. job a) experience 6. attend f) weaknesses
2. gain b) a good impression 7. get g) an interview
3. career c)to hire 8. job h) jobs

4. make  d) path 9. entry-level 1) ads

5. look e) fairs 10. strengths and j) to know
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Task 3. Complete the sentences with the collocations from Task 2.

1. | read all the in the newspapers and visited three
, but I didn't find a job.

2. Many companies new graduates with the potential to

follow a to management.

3. Almost any will allow you to and

be promoted to a better position.

4. As soon as | was asked to , | started to prepare for

questions about my :

5. The first interview is to the candidates; if they

, they get a second interview.

Task 4. Answer some general interview questions in writing.
What makes people successful at work?

How ambitious are you?

Where do you want to be in one / two / three years' time?

What has been your greatest achievement?

What are the key skills for your job?

What are your strengths and weaknesses?

What do you want from work?

What kind of people do you like to work with?

. What qualities and skills does a person need to be a good manager?
10. What are the advantages and disadvantages of being a manager?
11. What can companies do to encourage new ideas?

12. What makes a good manager?

13. When did you start learning English?

14. Why do you need English?

15. What are your secrets of upgrading language skills?

©CoNar~wDE

Task 5. In small groups, discuss these subjects. Take turns to 'play
devil's advocate' (disagree with everything the others say).

1. How to find your dream job. 3. How to have a successful career.
2. How to make a good first im- 4. How to get rich quickly.
pression.

| (completely) agree (with you). I'm sorry, | agree with that.
| agree with you up to a . I'm afraid | don't completely agree.
Perhaps you're , but ...
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Interactive task: Role-plays
Task 1. Work in pairs, and role-play this job interview at a soft
drinks company.
Student A. You work for a soft drinks company and want to recruit
some energetic, youthful people to your marketing department. Experi-
ence is not essential but enthusiasm and the desire to lean is. Read Stu-
dent B's Curriculum Vitae, then prepare to interview him / her. Make
sure the interview is well-structured, and that you have a list of questions
about the interviewee's CV ready.
Student B. You have applied to a soft drinks company. It wants to re-
cruit some energetic, youthful people to its marketing department. You
are very keen on the job, and think you have a chance because they say
that experience is not essential, but enthusiasm and the desire to learn is.
Give Student A your CV to read, then prepare to be interviewed by him /
her. Plan how to 'sell’ yourself at the interview.

Task 2. With a partner, role-play these interviews using the flow
chart below. Take turns to interview and be interviewed.

1. an interview for a job with Twitter

2. an interview for a job in a customer care

3. an interview for an internship in a manufacturing company

4. an interview for an internship with an international NGO (non-
governmental organization)

Student A: interviewer Student B: interviewee
Explain the objective of the

interview. —» Explain your objectives.
Ask about B's professional

objectives. /

Give a negative opinion. X, Disagree politely.

Agree partially. / Describe your strengths and

Ask about B's strengths and ———_ weaknesses.

weaknesses. /
Ask about B's communi- Talk about your skills.

cation / language / computer —

/ management skills.
Thank B and close the inter-
view.
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Assessment: Employment.
Vocabulary and Grammar
Task 1. Match the pairs of words or phrases that have a similar

meaning.
1. abroad a) ready to support someone
2. career path b) apprentice
3. CV c) difficult to please
4. degree d) in another country
5. demanding e) knowledge and skills
6. entry-level f) low-level
7. experience g) resume
8. grewup h) spend your childhood
9. internship 1) stages of your working life
10. loyal J)  strong points
11. strengths K) university qualification
12. trainee [)  work placement

Task 2. Complete the text with words 1-12 from Task 1. Use each
word once.

I (1) in London but | went to university in Scotland. |
did a (2) in business administration at Heriot-Watt
University. As part of my university studies, | did an (3)
in the US. It was a very good way to gain (4)
. at first, | couldn't find a job in the UK, so | worked

(5) for a year to earn money and improve the ‘work ex-
perience' section of my (6) . When | returned to the
UK, | found an (7) job as a management (8)

. This job was difficult because my boss was very (9)
, but this helped me to discover my real (10)
and weaknesses. After a few months, | left that com-
pany because things weren't going well. I know | wasn't (11)
but | couldn't see a (12) for me if |

stayed there.

apprenticeship
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Task 3. Complete the exchanges with the correct past simple form of
the words in brackets (positive, negative or question form).

1. A (she / get) her job thanks to family connections?
B No, (she / just / get) lucky.
2. A (she / make) a good impression in her interview?
B  Yes, (she / make) a very good impression.
3. A (she / take) a risk by emailing the inter-
viewer directly?
B  Yes, (she / take) a risk, but
(she / want) to get his attention.
4. A (she / do) any phone interviews?
B  Yes, and (they / go) very well.
Task 4. Match the beginnings and endings of the interview questions.
1. Why did you apply a) and weaknesses?
2. How do you feel about b) you would like to ask?
3. How do you see your future c) communication skills?
4. What are your strengths d) in five years' time?
5. How good are you e) for this job?
6. Do you have any questions ) working abroad?

Task 5. Match the beginnings and endings of the replies to interview
guestions.

1. I'd like to help a) to be in the management position.
2. In five years' time, | intend b) the company to develop.

3. | agree with you C) at managing my work.

4. Well, perhaps you're d) up to a point, but ...

5. I'm quite good e) things at the last minute!

6. | don't enjoy doing f) right, but ...

Task 6. Cover Tasks 4 and 5. Now complete these sentences with the
missing prepositions.

1. Why did you apply this job?

2. How do you feel working abroad?

3. How do you see your future five years' time?
4. 1 intend to be a management position.

5. I agree with you to a point, but ...

6. I'm quite good managing my work.
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MODULE Ill. CAREERS AND DEVELOPMENT

Unit 1. Career choices
Task 1. Mark your position on the scales below. With a partner, dis-
cuss, explain and justify your choices.

| have noideahowmy <« |1 |haveaclearidea of
career will develop. my career path.
li expect to work for «—}F—}——+— | expect to work for
one company all my several different com-
life. panies in my life,
Money, status and a «—}+—}+——+—» Job satisfaction, varie-
comfortable lifestyle ty and being useful to
are my priorities. society are my priori-
ties

Task 2. You are going to read about how to choose a career. In part
one a popular career coach talks about two things you shouldn’t do,
and two things you have to do. Before you read, try to predict what
those things might be. Then read and check your predictions.

Career choices (Part 1)

Basically there are just five things you need to know about choos-
ing a career. Two of those are things you really shouldn't do; two of them
are things you absolutely have to do, and then the last thing is something
only you can do.

OK, let's start with the two things you really shouldn't do. The first
sounds very simple, but can actually be very difficult to avoid: you
shouldn't let other people decide. Don't choose a career just because your
parents, or your teachers, or your friends want you to do it, or think you'd
be good at it. Choosing the right career is one of the biggest decisions
you'll ever have to make, so don't choose for other people, choose for
yourself. You'll have lots of opportunities to make other people happy,
but this one is for you; this is maybe the one time in your life when you
need to be totally selfish and choose what feels right for you.

Secondly, you shouldn't choose a career just because it's something
you're good at. Now don't get me wrong; if you are good at something,
and you genuinely love doing it, well that's great, so go for it. But all too
often | meet people who choose a career in science, for example, just be-

cause they were good at science at school. And although they're still
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good at it, actually they hate it. So please, don't choose something that
you are good at but that isn't going to make you happy.

Now, what about the two things you really have to do? Well the
first one sounds like something from a Kung Fu movie, but it's true: be-
fore you can choose a career, you need to know yourself. Now, you can
go to the Himalayas and spend a couple of years learning martial arts if
you like, but there are also a lot of simple, very practical personality tests
you can use at home. Tests like Myers Briggs or Keirsey are not a hun-
dred per cent reliable, but they really can help you identify what sort of
person you are. You'll find lots of tests online, or you can ask your career
advisor for help.

The second thing you have to do is to find out what sort of work is
available, and what it involves. Your personality test results will guide
you towards the kind of careers that should suit your profile; then, you
need to find out as much as you can about them, preferably from people
who are already working in the sector. Social media sites like Facebook
and Google + are a great way to contact people who can share their expe-
rience.

Task 3. Mark these statements T (true) or F (false).

1. Shumann says you should choose something you love doing
and that feels right for you.

2. She recommends going to the Himalayas to learn martial arts.

3. You don't need to research a lot of careers, only those that suit
your personality profile.

4. Facebook and Google+ are a great place to read about poten-
tial career choices.

Task 4. Read the second part of the interview, answer the questions.
1. According to Shumann, which of these factors are more likely to make

el [ | money [ 1 recognition
B, [ ] variety [ ] team spirit

g [ ] fame [ 1 job security
SATISFACTION [ ] autonomy [ ] responsibility

[ ] beauty [ 1 helping people

OB
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Career choices (Part 2)

That brings us to the last thing, the thing only you can do: under-
standing what makes you happy. Now, you're probably thinking, that's
easy; money — the more, the better. Well, actually there's a great deal of
research that shows that, although having enough money is very im-
portant, having more money doesn't actually make you any happier. In
fact, people who believe that happiness depends on being rich, famous
and beautiful are more likely to suffer from depression that the rest of us.

What does seem to make most people happy is surprisingly simple;
things like contact with other people, variety, autonomy and recognition.
Working with people you like and respect, having a wide range of differ-
ent activities, and being able to decide what you do and when you do it
are major sources of satisfaction. The feeling that you're doing some-
thing useful, that you're making the world a better place is also a big mo-
tivator. It's interesting that people who run their own business, or who
work in small companies where they feel they are in control are usually
happier that average, even though they probably earn lower salaries and
have less job security than they would in a larger organization.

Now, just before | finish, let me ask you this: do you ever get so in-
volved in what you're doing that you just forget everything else, and time
just flies? It's a feeling you often get when you do things like team
sports, playing or listening to music, writing, painting, repairing or in-
venting things. These are times when most people say they are happiest,
and they're called 'flow" activities. If you know what makes you happy,
and if you can identify jobs that let you experience that ‘flow', then you
have almost certainly found the key to choosing your ideal career.

Task 5. In small groups, discuss your reactions to these statements
from the talk. Use the phrases below.
Agreeing and disagreeing

| (completely) agree (with you). I'm sorry, | agree with that.
| agree with you up to a . I'm afraid | don't completely agree.
Perhaps you're ,but ...

1. "'This i1s maybe the one time in your life when you need to be totally
selfish',
2. 'Having more money doesn't actually make you any happier'.
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Task 6. In each set of five below, match a verb 1-10 with a noun a-j
to make collocations for describing skills and qualities.

1. take a) a commitment
make\>b) Initiative

S 2.
= 21st 3. be ¢) good working relations
Century 4 work d) a good listener
Skills 5. build e) to strict deadlines
; 6. work f) a busy workload
< 7 7. make g) ownership
/ﬁmm 8. manage  h) closely with
= """ 9.possess i) a valuable contribution to
10. take on ) strong negotiating skills

Task 7. Use eight of the collocations from Task 6 to complete the sen-
tences below. Change the verb form if necessary.

1. | enjoy taking initiative, and keep my promises; when |
to a project, | always deliver.

2. | have a lot of experience in both prod-
uct development and sales teams, and can adapt to their different work-
ing styles.

3. | have excellent organisational skills, and | hate being late — so | have
no problem with

4. | liaise  with  government officials:  fortunately, |
5. I'm used to ; I'm good at multitasking,
and coping with pressure is no problem.

6. | often of projects with multi-million
dollar budgets.

7. | believe | can any work group.

8. 1 , SO | build good working relationships

with colleagues.

Task 8. Which two answers in Task 7 could you give to each of these
guestions.
1. Are you able to take responsibility?

2. Are you a good communicator?
3. Are you a good time manager?
4. Are you a good team-worker?

)
)
)
)
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Task 9. This is the extract from a Human Resources review meeting.
Read the dialogue and mark these employees as high-

flyers (+) or as concerns (-).Take notes on the problem,

causes and possible solutions for Rachel, Michael and Shane.

Rachel Ratcliff Pause Stevens  Michael Diegel Shane Garney

Rachel Michael Shane

problem

Ccauses

possible solutions

A

B

o >

> W

All right. So that brings us to Rachel Ratcliff. You've flagged her
as a high-flier. She's certainly very committed to her work.
Absolutely. Rachel is doing a terrific job for us. She's an excellent
team-player, and she really enjoys taking initiative. The problem is
that she's ambitious and we don't have any ways to satisfy her am-
bition for the moment. We planned to make her a department
manager in a couple of years' time, but there are no openings right
now. She's obviously had other offers, perhaps from a head-hunter,
and she's thinking about resigning.

Hmm... It would be a shame to lose her. Solutions?

Well, we could offer her a two-year assignment in Germany. |
know there's a vacancy over there for someone with her profile,
and she'd certainly be able to make a valuable contribution. But |
don't know whether she'd agree. She has a fiancé, so it may be dif-
ficult. Another possibility would be to send her on an MBA
course, and start preparing her for senior management.

You really think she's that good? A potential MBA? Well, let me
think about that one. I'll come back to you in a couple of days.

OK.

By the way, how is young Paul Stevens getting on? | believe he
had a problem with his manager?

Yes, that's right. He was working to very strict deadlines, and just
needed a break. I'm working closely with him now, and every-
thing's fine. He's back on the high-fliers' list. He has strong negoti-
ating skills, and I think he'll be an excellent engineer.

Good. OK, then, let's move on to Michael Diegel. He's a new hire
too, isn't he?

Yes, Michael's been with us almost a year now, and we've marked
him as a concern because he's not really delivering the goods. He

57



o >

>

arrived with a fantastic resumé, lots of skills and some good expe-
rience, but he's consistently underperformed, he just isn't able to
manage the workload.

Hmm... Any idea why?

Well, I'm not too sure. Some people in the department feel that it's
a problem of motivation; he doesn't like Seattle, and he wants to
move east. But others of us feel that perhaps he just doesn't have
the strengths that his resumé claimed. At the moment he seems to
have more weaknesses than strengths.

So, what do we do, give him an official warning? Tell him we'll
fire him if he doesn't deliver?

Maybe. But we've already invested too much time and money to
just dismiss him. How about offering him an easier position in
Chicago? Something that won't be so difficult. If he realizes that
the job here in Seattle is too much for him, perhaps he'd be more
motivated to perform at his real level. Moving to Chicago would
be a good way to save face.

Yes, that's not a bad idea. Could you liaise with his manager, and
see what's available in Chicago or Boston, then come back to me?
OK.

Good. Now then, we come to our old friend Shane Garney, Mr
Wannabe himself. Is he still on the high-fliers' list?

Not really. He's more of a concern now. He certainly has the skills,
but he's getting greedy. We gave him a big raise six months ago
when he was promoted, but now he says it's not enough. He says
he's had a much better offer from the competition.

Well, I think it's time we had a serious talk with Mr Garney. He
needs to understand that, although we appreciate ambition, our
corporate policy is to reward achievement, not potential.

Hm. The problem is, of course, that he's very well-connected. You
remember that his father's a senator. Wouldn't it be easier to give
Shane a small raise to keep him happy?

Yes, I'm fully aware of that, and I'm aware that government con-
tacts are very important to this company. But if Shane is only in-
terested in money, he should join his father in Washington. The
answer is 'no'. If he thinks he can get a better deal somewhere else,
then fine, he can resign. We have a lot of good people like Rachel
Ratcliff who would be happy to take his place.
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Task 10. Discussion. In small groups, decide what you would do
about Rachel, Michael and Shane.

Interactive task: Dialogue and game
Task 1. You and your partner work for an international recruitment
agency. Your clients are looking for:
1. a Spanish-speaking science graduate
2. an undergraduate with marketing experience
3. a graduate accountant, to be a future finance director
4. a French-speaking graduate in business
5. an arts undergraduate with experience in the Far East
6. a Portuguese-speaking graduate with experience in sales
You have each interviewed and tested five candidates. Exchange infor-
mation with your partner and decide together which candidates are most

suitable for each request.

Student A
Candidate Graduation Work Management
experience potential skills
Mr Salmon Next summer, Pullover sales
Chemistry in Mexico
Ms Bianco A+
Mrs Grey Next June, Nurse in New
Marketing York
Miss Rose A
Mr Da Silva Last December, | Own business
MBA in Brazil
Mr Green B+
Mr Schwartz Last October, Banks in Gene-
accountancy va, Monaco,
Portugal
Miss Plum B
Ms Violeta Next spring, Holiday club
History in Thailand
Mr Broun C-




Student B

Candidate Graduation Work Management
experience potential skills
Mr Salmon
Ms Bianco Last October, Car sales A+
Maths in Argentina
and Brazil
Mrs Grey
Miss Rose Next summer, Marketing A
Languages in Australia
and Japan
Mr Da Silva
Mr Green Last November | Call centres B+
Physics in California
and Florida
Mr Schwartz
Miss Plum Last September | Financial ser- B
Business vices in Mexico
and Quebec
Ms Violeta
Mr Broun Last September, | Computing C-
Finance and accounts
in China

Task 2. The bluffing game. Complete the sentences below with in-
formation about yourself that other students don't know. Use the
present simple, present continuous, present perfect simple and pre-
sent perfect continuous. Four of your sentences should be true; the
other four should be untrue.

1.1 often ...

2.1don't usually ...
3. At the moment, I'm ...
4. Right now, I'm not ...

5. I've never ...
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6. I've already ...
7. Recently, I've been ...
8. For some time now, I haven't been ...




Activity: Creating a career. Scan reading and summarizing
Task 1. Read the article and find which two tips can be summarized
as:

1. Move towards your long-term goal in small, easy stages.
2. Make sure that preconceived ideas about success and failure are not
preventing you from reaching your goals.

Ten tips for Creating a Career that LIGHTS YOUR FIRE
Have you ever found
yourself so excited
about something that
the energy it generates
just seems to pull you
along?

Begin exploring your passions and discovering ways, big or small, to in-
corporate them into your life.

Imagine feeling that
every day in the work
you do. It's possible!

1. GET TO KNOW YOUR-
SELF. Before you start off in
pursuit of a career that really
lights your fire take some time to
do some serious self-exploration.

Make a list of all the things in your life that you have really enjoyed. It
could be work or play, an event, a period of time in your life, etc. Pick
one and star digging into the reasons why. Get beyond what you love do-
ing, and break it down into the underlying characteristics. Think of it as
identifying your passion's building blocks.

2. BRAINSTORM. Once you have a picture of the things that light
your fire, brainstorm ways you could incorporate them into your life.
Write them down alone or with friends, in one session or on a small pad
of paper you carry with you. Above all, be creative. You never know
what crazy idea is going to spark the Big One.

3. EXPLORE. Ask, ask, ask! Once you have identified some
things you think you might be interested in, identify people who are
knowledgeable in those areas and contact them. Explain that you are ex-
ploring your options and ask if you can pick their brains. You'll get some
fantastic insights if you make this a habit, not to mention making some
great contacts along the way.
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4. BABY STEPS. The fear of jJumping in | ssy s cous oc ona s you e
the deep end of the passion pool keeps many ::,':,,,3,:;;';1:f::,g;zt;::::,g:ﬁ;:‘,':p:,'
people from swimming at all. Remember | =™
there's a shallow end too, so you can still enjoy
splashing in the water. Look for baby steps you =l
can take that will bring your passion into your life and keep you movmg
towards your long-term goal.

5. IDENTIFY YOUR OBSTACLES. What things are getting in
your way? Make a list. Maybe they're real financial obstacles, or perhaps
the need for more training. Maybe they are internal. What's stopping
you? Fear? Self-doubt? Simple inertia? We all have voices in our heads
that are always telling us "You can't do that', "You're not good enough’,
'‘What will they think?", etc. identifying and acknowledging those voices
is the first step in taking their power away.

6. CREATE A PASSION POSSE. In the interviews with people
who have followed their dream, the most commonly mentioned success
factor has been the support of the people around them. Friends, family
and colleagues can all be a great source of support and inspiration. It can
be an informal support network, or a regularly scheduled meeting to ex-
change ideas and brainstorm solutions to challenge.

7. RE-EXAMINE YOUR DEFINITIONS

DT S aas i OF SUCCESS AND FAILURE. What is

we learn from it your definition of success? Is it getting in the
3 | way? Our culture places a lot of emphasis on
material accomplishments, status, etc.

Unfortunately, that gets in the way of real happiness for a lot of
people, who choose to stay on the treadmill in pursuit of that version of
success. Perhaps you're not at a point where you can or want to change
that definition of success. That's OK; don't. Instead, try identifying one
or two less common ways of identifying 'success' — ones that come from
the heart — and try to move towards them as well.

Our definition of failure, which tends to be all or nothing, also gets
in the way. If you try something and it doesn't pan out, how do you see
that? Is it a failure? Or is it an opportunity to learn? If you 'fail' in an ef-
fort to move toward your passion, it's not really failure. Think of it as a
step in the right direction. Taking a longer term view can help with this.

8. MAKE A PLAN. Whether it's a high level overview or a step-
by-step action plan, it is up to you — you know how you work best. Cre-
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ating a plan will force you to think things through and add some com-
fortable structure to something that can seem very up in the air and unde-
fined.

9. ACT! TODAY! The fact is, the time will never be right. Some-
thing is always going to be less that optimum. Don't wait! Do something
right now that will move you toward your passion. What two things can
you do right away that will start the ball rolling? They don't need to be
earth-shattering, they just need to happen.

10. COMMIT TO MAKING IT HAPPEN. Let it out of your
brain and into the open. Say, 'l am going to do this'. Say it out loud to
yourself. Say it to a friend. Put it in writing and put it where you can see
it. Once it's out in the open it will have room to grow. And that's exactly
what you want!

Task 2. Summarize each of the eight remaining tips in one sentence.
In small groups, compare your sentences with other people and
choose the best summary for each tip.

Task 3. Read the text again and summarize it using the following
phrases and linking words.

The title of the text is ... .

The main idea of this text is ... .

The text discusses ... .

The text deals with ... .

The text begins with ...

At first the author describes ... .

The next paragraph deals with ... .

In this part it is said that ... .

The text also describes ... .

After discussing ... the author turns to ... .

It should be noted that ... .

The final paragraph states / describes / ends with ... .

The conclusion is that ... .

In my opinion the paper is interesting / not interesting / is of (no, little,
much) importance / valuable / useful ... .

Linking words: firstly, secondly, thirdly, then, after that, besides, howev-
er, although, consequently, as a result, finally, as well (as), moreover.
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Assessment: Grammar review
(Present Simple, Present Continuous, Present Perfect, Past Simple)

Task 1. Put each verb into the correct form: present simple, present
continuous, present perfect, past simple. Each form is used twice.

'I'm really busy this morning — | (1) (interview) three
candidates for that sales job — the second one is outside now. Yesterday
was even worse. | (2) (interview) five candidates in
two hours, and none of them were any good. Let me see, over the last ten
days I think | (3) (interview) 16 candidates. Just imag-
ine! And every time | (4) (interview) someone there's a
CV to read, questions to prepare, records to keep. It just never ends.
Right now, | (5) (need) a break. (6)
(anyone / see) that travel brochure about holidays in the Seychelles? |
know | (7) (put) it somewhere. Wait a minute. There's
no-one here. | (8) (talk) to myself.'

Task 2. Complete the text by using each of these forms once: present
simple, present continuous, present perfect, past simple.

'l really (1) (want) that job I (2)
(apply) for a few weeks ago. | (3) (wait) for ages — |
wonder if they (4) (decide) anything? 1 (5)

(sleep) so badly at the moment.’

Task 3. Put each verb into the correct form: present simple, present
perfect or past simple.

1.1 (work) for Johnson & Johnson for two years.
It's a good company, but now I think it's time for a change.

2. After university | (work) for Johnson & Johnson
for two years. Then | was invited to join Novartis.

3.1 (work) for Johnson & Johnson. There's a great
atmosphere in my department.

Task 4. Underline the correct words in bold.

1. I've been a student at this university for / since | was 19.

2. I've been a student at this university for / since three years.

3. I had a great time for / during my university days.

4. | was a student at this university since many years / many years ago.
5. We've yet / already received so many applications for that job.
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Unit 2. Career development
Task 1. Discuss these questions. Use the prompts to answer them.
1. How ambitious are you?
to set goals; to achieve aims; to determine objectives; to make your
dreams come true, to get high results, a high-achiever, a high-flier
2. Do you have a career plan?
to graduate (from), to get a well-paid job, to get experience, to be moti-
vated, to get satisfaction, to get promotion, to become successful

Task 2. Read the article and choose the three tips for yourself.
Ten ways to improve your career

A leading staffing and recruiting services firm offers the following
tips for getting ahead in your career.

1. Make a list of your priorities and outline your tasks for the day.
Write down your short- and long-term goals, evaluate your progress fre-
quently and stay focused.

2. Are you really present? You may physically be at work, but are
you there mentally?

3. Learn how to work through others. Delegating tasks is an im-
portant skill to master at any level.

4. Always look for opportunities to broaden your skills. For exam-
ple, you can attend professional development seminars.

5. Socialize with colleagues. This will help you learn about what's
happening in other departments.

6. Create your own goals. Determine where you want to be profes-
sionally and what skills you need to reach that goal.

7. Be comfortable with being uncomfortable. Accept challenges
that force you to try something new.

8. Be clear about what you want. If you believe you deserve a pro-
motion, ask for one.

9. Take time off and relax. Attending to your personal life and do-
ing things that make you happy will help your performance at work.

10. Seek satisfaction. If you're disappointed by your current career,
look for ways to transform your job into more of what you want. If this
does not solve the problem, maybe it's time to look for a new position.

If you follow this advice, you will significantly increase your op-
portunities to earn more money, get promoted sooner and move ahead
faster.
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Task 3. Decide which tip each of the following sentences could be
added to.

a) These are also a great way to network with influential people. (2, 3, 4)
b) Each day, take a small step that brings you closer to the target.

(5,6,7)

c) If your boss refuses, ask him or her what you need to achieve in order
to qualify for one. (6, 7, 8)

d) It will also establish you as a team player within the company.

(5, 9, 10)

e) Pay attention to every single task that you do. (1, 2, 3)

f) You may discover a secret talent or a hidden passion. (2, 7, 8)

Task 4. Read how two people discuss Ten Ways to Improve Your
Career.

Complete the table with the number

of the three tips they consider the

most helpful.

Tip Debbie Nickola

1.

2.

3.

N Oh, lots of helpful advice here. Debbie, what do you think?

D Just a sec. Right. Well, I'd say the most useful tip from this list
was the one about creating your own goals. I've always believed
that if you don't know where you want to go, well, you'll never

get anywhere.
N You'll be stuck.
D Exactly. Stuck in the same old job for the rest of your life!

Right. Next, 'Be comfortable with being uncomfortable’. Oh,
sorry, no. That's my third point, actually. What I've chosen is
'make a list of your priorities'.

N And outline tasks for the day?

D Yep, that's the one. It's logical, isn't it? First you need to set your
objectives, and once you've done that, you need to prioritize
them. And if you want to move ahead in your career, you also
need to evaluate your progress regularly, as it says here. If you
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do that, you get a better idea of what you're good at, and also of
the areas that you need to work on.

It's all connected with feedback, isn't it? And what's your last
point then?

Well, as | said a minute ago, 'be comfortable with being uncom-
fortable'.

| wasn't too sure how to interpret that one.

Well, my understanding of this is that when a challenge presents
itself, you have to take it on. | mean, if you play it safe all the
time, if you just settle into a routine, you'll never move ahead in
your career.

That reminds me of a quote | read recently.

Yeah?

It said ' If you always do what you've always done, you'll only
get what you've already got'.

| really like that. It's so true, isn't it? You can't make progress if
you don't take risks, sometimes. Now, Nik, your turn. Which of
these ten tips do you think are the most useful?

Hard to believe, but my first one is the same as yours!

Really, that's so interesting. A meeting of minds!

For me, this was the easiest to decide on. I believe that once
you've established your own goals, in many ways all the rest fol-
lows. Anyway, the second piece of advice | chose is 'always
look for opportunities to broaden your skills'. Some companies —
like mine, for instance — look after their employees' professional
development really well, but others don't, and in that case it's
your personal responsibility to look for suitable opportunities.
And finally, my third point was 'Are you really present?', be-
cause | believe it's critical to be 100 % focused on whatever task
you are engaged in. but now, after talking with you, I think I'd
change it. | like what you said about being uncomfortable. We
really have to try something new. If we don't, we'll never have to
try something new. If we don't, we'll never grow professionally
or even personally.

So, if we compare our final ranking, our number one and num-
ber three are the same. We just differ on the second point.

That's right, yes. | quite enjoyed discussing this article with you.
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Task 5. Now compare the tips from Task 4 with the ones you chose
in Task 2. Use the ideas below to prove your point.
Careers: some helpful advice and useful tips

1. It's important to:

e create your own goals, because if you don't know where you want
to go, you'll never get anywhere;
establish your own goals;
set your objectives and prioritize them;
make a list of your priorities;
outline your tasks for the day;
be 100 % focused on whatever task you're engaged in.
2.'You need to:

e evaluate your progress regularly.

e look for opportunities to broaden your skills.
3. If you evaluate your progress,

e you get a better idea of what you're good at, and also of the areas

that you need to work on.

e you get feedback about your skills.
4. If you always do what you've always done, you'll only get what you've
already got.
5. If we don't try anything new, we'll never grow professionally or even
personally.

Task 6. What should you do to get ahead in your career? Choose the
four most important tips from the list below. Compare your ideas in
a group and try to agree on a final choice.

1. Study for extra qualifications in your free time.

2. Find an experienced person to give you help and advice.

3. Attend all meetings.

4. Go to your company's social functions.

5. Be energetic and enthusiastic all the times.

6. Be the last to leave work every day.

Task 7. How would you answer the following interview questions?

1. Where do you see yourself in five year's time?

2. How do you motivate people to do their best?

3. Can you give an example of a situation you found stressful, and how
you coped with the stress.
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Task 8. Read extracts from four job interviews A-D. Which candi-
date(s):

1. give(s) concrete examples from their experience?

2. ask(s) questions to make sure they answer the interviewer's
question?

3. structure(s) the answer in two parts?

4. turn(s) a question about a negative point into an opportunity
to emphasize a positive quality?

J U

Job interview A

Interviewer: Where do you see yourself in five year's time?

Applicant A: Well, that's a difficult question to answer; let's just say that
| see myself as a top performing employee in a leading company, like
this one. | plan to gain experience and learn new skills. Hopefully, in five
year's time, | would be ready to move up to a position with more respon-
sibility.

Job interview B

Interviewer: How do you motivate people to do their best?

Applicant B: Well, I think there are two important aspects to this ques-
tion. The first is to create a positive atmosphere. If people feel happy
about what they're doing, they're much more motivated to work towards
a common goal. So making sure they understand the objectives and the
process, and that the atmosphere is pleasant and relaxed — those are real-
ly important. The second thing is to give feedback, especially when
somebody does a good job, not just when they get something wrong.
When | worked in a restaurant a couple of years ago, | realized that
knowing how well you're doing is essential to staying motivated.

Job interview C

Interviewer: What are your weaknesses?

Applicant C: Well, of course, I'm aware that there are areas that | can
improve on, but | have to say, as far as this job is concerned, | don't feel
that | have any significant weaknesses. And if | do identify a problem, |
take action to resolve it. Take time management, for instance. A couple
of years ago, | realized | wasn't the most organized person in the world,
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so | followed a time management course. | applied what | learned, and
now | would say that organization is one of my strengths.

Job interview D

Interviewer: Can you give an example of a situation you found stressful,
and how you coped with the stress?

Applicant D: Yes. Last term, for example, | was on a work placement
where my supervisor had to go off sick for three weeks, so the company
asked me to take over responsibility for the project. It meant a huge
workload, which was pretty stressful. Anyway, | sat down and planned
out exactly what | had to do each day for those three weeks. | also
planned an hour each evening in the gym. That really helped to ease the
stress. | managed to finish the project on time, and in much better shape
than when | started! Does that answer your question?

Task 9. Complete the checklist of useful expressions from Task 9 for
answering job interview questions.
Useful expressions: answering interview questions
Asking for clarification or reformulating
I'm sorry, could you expand on what you mean by ... ?
Do you yaen ?
Structuring your answer
I'd like to answer that in two ways: firstly, ... secondly, ...
I think there are two important to this question ...
Talking about yourself
I what | learned.

| see as a top performing employee in a leading com-
pany.

| plan to experience and learn new skills.

| would be ready to up to a position with more re-
sponsibility.

| realized that knowing how well you're Is essential to
staying motivated.

I'm that there are areas that | can improve on.

| don't feel that | have weaknesses.

| would say that organisation is the one of my
I to finish the project on time.
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Playing for time

That's a very interesting question. I would say ...

That's a difficult question to ; let's that ...
Giving concrete examples

Let me give you an example of what | mean.

Take ..., for

Validating your answer.

Is that what you wanted to know?

Does that your question?

Task 10. The candidates A-D used these expressions. Put the words
in bold in the correct order.

1. I applied what learned I.

2. I'm able being unpopular with to cope.

3. | see myself performing as top an employee company in leading.

4. | plan experience to gain new and skills learn.

5. I would be ready more a move to position up with to responsibility.
6. | realized that knowing well you're how motivated essential doing is
to staying.

7. I'm aware there that on that areas are can | improve.

8. I don't feel weaknesses I any have that significant.

9. I would say my organisation is that one of strengths.

10. I managed on finish to the time project.

Task 11. Read the quotation and mark the interview questions as
type | or type Il questions.

"‘The good news is that there are only two interview questions. That is,
regardless of what you're asked, the employer really only wants to know:
I. What value can you add to my enterprise as an employee (and can
you prove it)?

1. Why do you want this job?

1. What is your greatest achievement?

2. How do you make sure things get done?

3. Why do you want to leave your present job?

4. What sort of environment would you prefer not to work in?

5. What are the most difficult kinds of decisions for you to make?

6. Why do you want to work for us?
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Activity: Successful business people.
Reading and tests
Task 1. Read the article on the characteristics of successful business
people. Consider the statements and mark them C (correct), I (in-
correct) or DS (if the article doesn't say).

You've got the knowledge, good qualifications and work experi-
ence — this should guarantee success at your interview for a management
position, surely? Perhaps, but your character and personality come into
the picture, too. A number of particular personal characteristics are found
in successful managers in all fields and these aspects of their character
are closely linked with their success in the workplace. These characteris-
tics are so important that in the long term they can even be more benefi-
cial than considerations such as good contacts and financial backing.

Ambition is high on the list of essential characteristics, with suc-
cessful people being driven by a very strong desire to achieve. Success-
ful people are also organized, hard-working and have a positive attitude.
Honesty is another important characteristic, this means openness and in-
tegrity towards those you deal with as well as the ability to recognize
your own strengths and weaknesses. Self-confidence and being flexible
are also helpful personality traits, both in terms of the image you project
to others and your ability to succeed when you encounter problems.

Although you may believe you were born with a particular person-
ality that is fixed, it is possible to make changes to some of your personal
characteristics by changing your habits and behaviour. Setting targets
and regularly measuring your own performance, for example, is a practi-
cal step associated with being ambitious. Putting your goals on paper can
lead to a more dedicated approach to your business. Writing down two
positive achievements or experiences at the end of each working day can
help build self-confidence and a positive attitude, it's therefore worth pe-
riodically taking a close look at your own business habits and behaviour
to see what changes you can make to bring your personal characteristics
closer to those commonly found in successful business managers.

1. Skills, a positive attitude and knowing your career path are
all you need to achieve business success.

2. Most people who are successful in management have similar
characteristics.

3. Most successful business people are optimistic and honest as
well as ambitious.
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4. Many business leaders who are successful today started out
working very hard for little money.

5. It's important to be honest with yourself as well as with the
people around you.

6. People who are flexible and self-confident find it difficult
when they meet problems.

7. Unfortunately, it is impossible to change your behaviour or
your character.

8. It's a good idea to write down your future plans.

9. Reflecting on your past achievements can make you feel
more optimistic.

10. You should examine your own business habits and behav-
jour every six months.

Task 2. Make nouns from the adjectives and verbs below.
strong (adj)
weak (ad))
responsible (adj)
perform (v)
commit (v)
achieve (v)

ook wh e

Task 3. Use each noun from Task 2 to complete these questions from
a job interview. Some have a plural form.

1. What are your main functions and duties in your present job? What are
your ?

2. How does the company know you are doing a good job? How do they

measure your ?

3. What are the positive things you can bring to the team? What are your
?

4. And what would you say are your ? Come

on, be honest now.

5. What is the one thing you are most proud of in your present job? What
IS your greatest ?

6. If we offer you this job, what kind of
will you have to the company? Will you be looking for another job after
a year or two?
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Task 4. Skim the article from a business magazine and match head-
ings a-e to paragraphs 1-5.

a) Hiring a business coach

b) Leisure-time activity

c) Reading a self-help manual

d) Taking a course

e) An introduction to personal development

Personal Development

1. The term 'personal development' means different things to differ-
ent people. The term can refer to developing your skills in the workplace,
realizing your dreams, reading self-help books, or developing personal
learning plans. It can refer to attempts to improve your quality of life and
performance by starting a new diet or taking up a new sport. It can also
involve searching for a good work-life balance. | have tried to identify
my own weaknesses and turn them into strengths. Three things that real-
ly changed my life and helped me to develop personally are the follow-

ing.

JUUUL

2. First, there was that electrifying moment when | discovered Ste-
phen R. Covey's book 'The seven Habits of Highly Effective People'. |
didn't read further than the first habit! The author inspires us to take ini-
tiative in life, by being proactive. Covey's idea of taking responsibility
for your own choices really did change my life. It's so easy to blame our
own misfortunes on external factors, such as the recession, when we can
change our situation by being proactive.

3. Second, | went on a time-management course. | was surprised by
how easy the tips were: Keep your desk tidy! Prioritize! However, it was
very difficult for me to translate this knowledge into action. Some people
on the course were very good at separating their home life and their work
life. 1 don't agree with that. I have one life and | think it's better to inte-
grate all aspects of it, and to work when | want to, even if that's on a
Sunday morning!

4. Third, although I've never been great at sports, last year | decid-
ed to try yoga. To my amazement, I'm now hooked! One benefit of yoga
is that it builds up your strength and flexibility. As a result, | feel more
confident. And this means that | perform better at work. I look forward to
my yoga sessions, and | think that by taking up a new leisure activity, |
actually have a better work-life balance.
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5. Despite my enthusiasm for Covey's book, it's true that a lot of
money is wasted on buying self-help books, or on paying to see a busi-
ness coach. | once paid for a session with a business coach, who told me
to do this and do that, but she never actually took her own advice! For
me, the best way to develop personally is: take responsibility, understand
time and do something you love!

Task 5. Read the article again and mark these sentences T (true) or
F (false).

1. The term 'personal development' has more than three
meanings. )
2. One of Covey's key suggestions is to react quickly to (———— )
external factors.

3. It's easy to put information from a time management —— )
course into practice. NE
4. The author claims that yoga improves energy. )

5. The author believes that paying to see a business coach ——
IS a good idea.

Task 6. Answer the question. Discuss your answers with a partner.

1. What would you include in your personal development plan?

2. What has influenced your personal development?

3. Have you read any good self-help books? If so, which one(s)?

4. Do you think that paying to see a business coach is a good idea? Why?
Why not?

5. Do you think that your home life and work life should be completely
separate?

Task 7. Write the similar self-description.

'l can describe myself as a self-starter: | can work independently
and use my own initiative when making decisions. I'm also a self-
motivated person who sets clear goals in life and works single-mindedly
towards them. My colleagues say that I'm a high-achiever and a high-
flyer. I want to get ahead and | do my best to get what | want, to improve
performance and to get good results. I monitor my progress and if neces-
sary master new skills needed for my job. I'm a fast-learner. I'm able to
cope with difficulties and I enjoy dealing with new challenges."'
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Assessment: Careers and employment
Task 1. Put the events in Josef Gutkind's career in logical order.
Part 1
Before graduating, Josef applied for jobs in 20 companies.

Wilson Brothers offered Josef a position as a management
trainee.

His first interview was successful and he was short-listed for a
second interview.

When Wilson's got into difficulties, Josef was made redundant.

Two years later he was appointed Logistics Manager.

He was invited for an interview at Wilson Brothers.

JUUUU U
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In his early fifties he took a sabbatical to write a book.

Josef quickly found a new job, but was dismissed after arguing
with his boss.

The book was a best-seller, and Josef resigned from the firm.

While he was unemployed Josef resigned from the firm.

He retired from business and now lives in the south of France.

JUUuud

Thanks to the masters on his CV, Josef was hired by a firm of
consultants.

Task 2. Use appropriate expressions in bold from Task 1 above to
complete these job interview questions. Change the form as neces-

sary.
1. Could you tell me why you from OQP?

2. After the factory closed, was it difficult to ?
3. Have you jobs in other companies in th
area?

4. How would you feel if we you as a

product manager?
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MODULE IV. COMPANIES AND BUSINESSES

Unit 1. Company types and departments
Task 1. Match the business activities to the pictures.

advertising manufacturing
agriculture mining
transport health care
software civil engineering
construction oil and gas

1 T3 Gfice y A

o So0e

Task 2. Put the activities in Task 1 into the correct sector. Then read
the text and check your answers.
Primary sector

(extracting raw materials)
Secondary sector

(manufacturing)

Tertiary sector

(commercial services)

We can divide all business activities into

three sectors. In the primary sector, we

find activities that extract raw materials from the earth or from the
oceans. These are businesses like agriculture, mining, and oil and gas.
The secondary sector covers activities like manufacturing, construction
and civil engineering — building roads and bridges, for example. Finally,
in the tertiary sector, we have commercial services such as advertising,
health care, software and transport.

Task 3. Read the descriptions of different types of business organiza-
tion. Match them with the photos.

1. One person owns and controls the business.

2. Two or more people own and manage the business.

77



3. Several people called shareholders each own a part — or share — of the
business. The shareholders are sometimes family and friends.

4. This is a large company. Anyone can buy or sell its shares on the stock
market.

5. This is a joint venture between a local entrepreneur and a well-
established business.

[ ] [ ] [ ] [ ]

asole trader a franchise a public lim- a private limited g partnershlp

ited company company (Ltd) [ )
(plc) ~

t— ! I-J.__ cFil )F’ rtaxl in

Task 4. With a partner, decide what type of business organization
these businesses usually have. Use the information in Task 1 to help
you.

1. doctors, lawyers and architects

2. independent shops, garages, hotels and restaurants
3. opticians, car rentals and sandwich shops

4. plumbers, photographers and electricians

5. multinationals, manufacturers and hotel chains

Task 5. Which department (Customer Service, Sales, Marketing,
Research & Development, Technical Support) usually:

1. sells the products?
2. looks for new markets for new or existing products?
3. creates new products?
4. answers technical questions from customers?
5. answers all other questions from customers?

Task 6. Complete the sentences with the best word from the list.
finds buys checks arranges maintains deals organizes

1. The Logistics Department the transport of goods.
2. The Training Department courses.

3. The Purchasing Department from suppliers.
4. The Human Resources Department new staff.
5. The IT Department the computer system.

6. The Finance Department with all the money.
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Task 7. Big companies employing a large workforce have complex
internal structures, with separate specialist departments in charge
of different functions. Match each function with the department

responsible for it.

Transport Purchasing Personnel
- t L%

Accounts - % ?’ g Legal
T . i s DEPARTMEN;“

Production Sales & Marketing R&D

1. carries out market research.

2. advises on corporate regula-
tions.

3. orders all supplies needed by
the firm.

4. draws up contracts.

5. operates the firm's lorries,
vans and cars.

6. works to improve the firm's
product range.

7. is responsible for recruitment
and selection.

8. pays wages and salaries.

9. is in charge of the welfare of
employees.

10. works with the factory unit.

11. arranges delivery of goods to
customers.

12. organizes the activities of the
sales representatives.

13. creates new products.

14. organizes quality control to
maintain product standards.

15. brings the firm's goods and ser-
vices to the attention of potential
customers.

16. keeps a record of all payments
made and received.

17. organizes training courses.

18. includes data processing ser-
Vices.

Task 8. Read the text about non-profit organizations. Explain the
words: Charity, Volunteers, Donate.

Organization's with 'social' aims such as helping those who are sick
or poor, or encouraging artistic activity, are non-profit organizations
(Brg) or non-for-profit organizations (AmE). They are also called chari-
ties, and form the voluntary sector, as they rely heavily on volunteers
(unpaid workers). They are usually managed by paid professionals, and
they put a lot of effort into fund-raising, getting people to donate money
to the organization in the form of donations.
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Task 9. Corporate culture. With a partner, discuss what you would
do in each situation and explain why.

You've just started working for a new company. Do you:

a) try to look as smart and professional as possible?

b) wear jeans and a T-shirt like all the other employees?

Why?
a) stop work at five o'clock like everyone else?
b) stay longer to finish your work?

Why?
a) share your ideas and opinions at staff meetings immediately?
b) say nothing like most of your colleagues?

Why?

Task 10. Scan the article to find:

a) what the monkey experiment demonstrated.

b) seven examples of unwritten rules.

c) what new staff learn about work culture and how they learn it.
Monkey business?

Scientists put a group of five mon-
keys in a cage. At the top of a ladder, they
hung a banana. As soon as a monkey
climbed the ladder, he was showered with
cold water; the group soon gave up trying
to reach the banana.

Next, the scientists disconnected the cold water and replaced one of
the five monkeys. When the new monkey tried to climb the ladder, the
others immediately pulled him down and gave him a good beating. The
new monkey learned quickly, and enthusiastically joined in beating the
next new recruit. One by one, the five original monkeys were replaced.
Although none of the new group knew why, no monkey was ever al-
lowed to climb the ladder.

Like the monkeys in the experiment, every culture and organization
has its unwritten rules. These rules are probably the single most influen-
tial factor on the work environment and employee happiness. Though
many work cultures embrace positive values, such as loyalty, solidarity,
efficiency, quality, personal development and customer service, all too
often they reinforce negative attitudes.
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In many businesses, an unwritten rule states that working long
hours is more important than achieving results. In one medium-sized
company, the boss never leaves the office until it is dark. Outside in the
car park, he checks to see who is still working and whose office windows
are dark. Staff who risk leaving earlier now leave their office lights on all
night.

Other common unwritten rules state that the boss is always right,
even when he's wrong; if you're not at your desk, you're not working;
nobody complains, because nothing ever changes; women, ethnic mi-
norities and the over 50-s are not promoted; the customer is king, but
don't tell anyone, because management are more interested in profitabil-
ity.

Often nobody really knows where these unwritten rules came from,
but unlike the new monkeys, new recruits pick them up very quickly, de-
spite the best intentions of induction and orientation programmes. The
way staff speak to management, to customers and to each other gives
subtle but strategic clues to an organization's culture, as do the differ-
ences between what is said, decided or promised, and what actually gets
done.

New staff quickly learn when their ideas and opinions are listened
to and valued, and when it's better to keep them to themselves. They
learn which assignments and aspects of their performance will be
checked and evaluated, and whose objectives and instructions they can
safely ignore. Monkeys may be more direct, but work culture is every bit
as effective at enforcing unwritten rules as a good beating.

Task 11. In small groups, discuss the questions.
1. What do you think organizations and companies can do to avoid nega-
tive unwritten rules?

2. What unwritten rules do you imagine you might encounter in your
country as an intern in:
e a government department?
e asmall public relations firm?
Think about:
e office etiquette, e.g. dress code, punctuality, personal calls, coffee
and lunch breaks;
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e relationships with colleagues, management and clients / business
partners;
e autonomy and initiative.
3. Which work culture above would you prefer to work in?

Which would be the most difficult to adapt to? Why?

Task 12. Read the article about company culture and translate it.

The structure of the company is often closely connected to its cul-
ture. In a small company it's easier to be dynamic and innovative, where-
as in a large company things are often slow-moving and bureaucratic.

Similarly, if the company is hierarchical (many levels), then people
at the bottom aren't allowed to take initiatives without permission from
their seniors; decision-making and communication are top-down. If the
structure is flat (few levels), then the flow of information can be more
bottom-up.

In all cases you hope that the company culture is honest, open and
transparent (not trying to keep things secret).

Task 13. Read the texts about work culture and placements and an-
swer the questions:

1. What problems did Sandra and David have?

2. What were the misunderstandings that caused these problems?

3. What mistakes did the students and the superiors make in each case?

Sandra, an American business student

| got my first placement in a PR firm in Paris. Our teachers had told
us to be careful about dress code, being on time, and so on. But | had a
problem | really wasn't expecting.

The first day, | arrived at eight thirty and | was a bit surprised be-
cause | had to wait an hour and a half for my supervisor to arrive. In fact
most people came in at about eleven o'clock. But everybody was very
friendly. They gave me a project to work on and I thought, great, | can
really do a good job here and, you know, make a good impression.

Well, for the first two weeks | worked from nine in the morning to
about seven in the evening. | didn't really have a social life because | on-
ly got home about eight, but, like | said, | wanted to make a good im-
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pression, but then gradually, people became less friendly, and stopped
talking to me. | couldn't understand why they were giving me these fun-
ny looks, especially when | went home in the evening.

Anyway, in the end, | went and asked my supervisor what I'd done
wrong. And in fact the problem was that most people didn't go home un-
til 9 or 10 p.m. So because | left at about seven, | was breaking the un-
written rules. They all thought | was lazy! | mean, | knew | was the first
to leave, but I arrived at 9 a.m., and | was working really hard, you
know?! But as far as they were concerned, you couldn't do any real work
before eleven, so arriving at nine in the morning didn't count!

David, a British civil service manager

I'm a department manager in the civil service. The department's ac-
tually very informal and friendly — we're all quite young and everyone's
on first name terms. We all have lunch together in the canteen and we of-
ten go to the pub for a drink after work. We have one or two interns per
year. We try to make them feel at home and part of the team, and usually
it's fine.

But, a year or two ago, | had a problem with an intern | was super-
vising. At first, everything was fine. Monica was very bright and friend-
ly, and got on well with everybody. But then one day we had a crisis in
the office. My manager needed one of Monica's files for an important
meeting at 10 a.m. We couldn't find it, and unfortunately Monica wasn't
in the office; she wasn't answering her phone, and she didn't arrive until
ten fifteen! In fact, she'd been to the dentist's, but she hadn't told me that
she'd be late. Well, as you can imagine, | was stressed out and | made it
very clear that this was unacceptable. And Monica just burst into tears,
so | had to tell her that, you know, that was unprofessional too.

Anyway, after that, things were never the same. She stopped social-
izing with the rest of the team; she wouldn't say anything in meetings
and she didn't even eat in the canteen with us anymore. I tried to explain
that it was my job to tell her when there was a problem, and that it wasn't
personal. But she couldn't accept that. For her, a boss was a boss, and a
friend was a friend, and you couldn't be a boss and a friend.

83



Task 14. Read what a person says about company culture at his pre-
vious company and his current company. The text has eight wrong
words. Find them and correct them.

In my last job | worked for a large telecommunications company. It
used to be the estate-owned monopoly, but they privatized it in the nine-
ties. Unfortunately, the cultural there hasn't really changed. Decision-
making is very slow-moving and bureaucracy — everything has to be
agreed all the way up the chain before action can be taken.

| didn't really like working there, and | moved to a smaller competi-
tor two years ago. It's much better now — | have more responsible be-
cause my boss trusts me and he relegates a lot of interesting projects to
me. Everybody knows what is going on and can make a contribution —
communication works well in both directions, both bottom-down and
top-up. It's a dynamic, innovation company and we're growing fast. |
hope to continue working here for several more years.

Task 15. In small groups, compare organizations where you yourself,
your friends or members of your family have worked or studied. In
what ways are their cultures different? Have these differences ever
caused problems or misunderstandings?

What do the Russians like to work with?

Do people respect the boss?

How much holiday do people have?

What's the business / office culture in Russia like?

Are Russians well organised in the office, or quite casual?

What is typical for Russian office culture compared with other countries?

Task 16. In small groups, describe the Russian Business Culture.
Think about the following aspects:

- greetings etiquette;

- meeting etiquette;

- dress codes;

- body language;

- corporate culture;

- gifts;

- dining etiquettes;

- cross-cultural communication.
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Activity: Company types. Reading and vocabulary
Task 1. Read the texts for general understanding.
I. Types of company
Here is a simplified list of the different types of legal structures for
a business.

Sole trader (BrE) This is a one person business. The person
Sole Proprietor (AmE) may describe themselves as ‘self-
employed' (e.g. the owner of a small
s shop), or as a ‘freelancer' if they are a
Yes... (”—‘  professional who works for different cli-
[am
the ) ents (e.g. a photographer).

BOSS

Partnershipﬁ A group of people who work together as
equals (e.g. a firm of lawyers or archi-

C@j tects). They share the risks and the prof-
its.

Private company The shares of the company are privately
owned, usually by a small number of
people. These shareholders typically in-
clude the founder of the company, possi-
bly some close family members, and
perhaps a few business associates who
provided money for the company.

Public company (BrE) The are large companies that are listed

CO[IO?: ation (AmE) on stock exchanges like Germany's
1|( \ﬁ’ .,-,.’q.'\ ~7 nL@l DAX, France's CAC or the UK's FTSE.
= == i f" & They are called public because anyone

5:. 'y‘;inv_ sin. «-= can buy their shares (note: do not con-

!m I ; | & fuse a state-owned enterprise with a pub-
' lic company).

I1. Departments

The list of departments below is typical for many businesses — each
one corresponds to a business function. Companies also have other de-
partments related to their own particular business activity.
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Production might also include Purchasing and Quality
Assurance (QA).
Operations refers to all the internal  Logistics.
processes of a company
and might include, for ex-
ample,
Sales might also include Business Development.
Customer might include Technical Support.
Services
Marketing might include Market Research.

Communication

refers to all promotional
activities including a
strong focus on

Public Relations (PR).

Finance has many subdivisions, Financial Control,
such as Treasury, Accounts

and Payroll (managing
salary payments).

Human are sometimes called Personnel.

Resources (HR)

Information are sometimes called Information Systems.

Technology

Research and may be represented by Innovation.

Development

(R&D)

Legal or Law.

As well as departments, an international company may also have
divisions organized according to geographical area or major product

lines.

I11. Individuals within the structure
Jobs and positions
1. The Chief Executive Officer The CFO is part of the senior

(CEO) runs the company.

Examples

management team.

The level below CEO is Chief ... Of- The CFO reports to the CEO

ficer, for example, Chief Financial

Officer (CFO), Chief Operations Of-
ficer (COO), Chief Information Of-
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ficer (CIO), Chief Digital Officer
(CDO), Chief Marketing Officer
(CMO).

2. The next level down might be
country level for a large international
organization, or departmental level.
A job title here might be Sales Direc-
tor or Head of Sales or VP (Vice
President) Sales.

3. Below this are people with job ti-
tles like Manager, Officer, Coordi-
nator, etc. The words Assistant or
Deputy may also occur at any level.

Remember that we say:

The Sales Director for Sweden
liaises closely with (talks to in
order to work better with) the
Chief Marketing Officer at Head
Office in the States.

I'm the Business Development
Officer for Sweden.

My line manager (person directly
above me / person who | report
to) is the sales Director.

The Sales Director delegates
(gives) a lot of work to me.

senior people at a high level
junior people at a lower level

Task 2. Read them again and underline the words you don't know.
Check their meaning. Check pronunciation (macmillandiction-
ary.com).

Task 3. Highlight words you know passively, but don't use actively.
Choose some to write sentences of your own.

Assessment: Company types. Vocabulary

Different Tyvpes

of

'ORGANIZATIONAL STRUCTURE
BV

1. My brother is a plumber. He's autonomous / self-employed.

2. The people who own a private company might include the founder of
the company, some family members, and perhaps a few business associ-
ates / companions.

3. In a public company anybody can buy the actions / shares.

4. A public company is listed / posted on a stock exchange.

Task 1. Underline the correct word iIn
italics.
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5. Our railways were recently privatised. | think the service was better
before, when they were a public company / state-owned enterprise.

6. The Purchasing department is responsible for buying parts and raw
materials / making the final product.

7. If you have a complaint, please contact Customer Services / Consumer
Services.

8. All recruitment and selection is done by our Human Relations / Hu-
man Resources Department.

9. Innovation is key to our success and we have recently expanded the
Research and Design / Research and Development Department.

10. In the Legal Department we have three lawyers / advocates trained in
commercial law.

11. It's the CEQ's job to control / run the company.

12. Our Business Development Officer is responsible for / the responsi-
bility for finding new business opportunities.

13. | can't take that decision. It will have to be referred to higher people /
more senior people.

14. That decision will have to be taken at a higher level / a more superior
level.

15. In the department there are six sales representatives and their line di-
rector / line manager.

16. The Sales Department has to liaise / liaison closely with Marketing.
17. She is part of / makes part of a team of designers.

18. I am the Financial Controller, and I relate directly / report directly to
the Finance Director.

Task 2. Match the job title with the job responsibilities and duties.

1. The CFO (Chief is in charge of ongoing activity.

Financial Officer)

2. The COO (Chief | monitors and controls | IS (Information Sys-

Operations Officer) tems) and Hotdesks.

3. The CIO (Chief Is concerned with all the financial side

Information Officer) of the business.

4. The CDO (Chief|deals primarily with the digitalization of the

Digital Officer) business.

5. The CMO (Chief |is responsible for marketing and market

Marketing Officer) research as well as
sales promotion.

88



Task 3. Complete each sentence with a verb below.

answers arranges checks

collects deals maintains
1. The Quality Assurance Section that the products
have no defects.
2. The Logistics Department the transport of goods
and materials.
3. Technical Support specific questions from cus-
tomers about how to use the product.
4. The Market Research Section and analyzes in-
formation about the needs of consumers.
5. The Accounts Department with invoices and
payments.
6. The IT Department the computer network.

Task 4. Complete the text with the appropriate form of a verb.

involve be in charge

deal be responsible

look make sure
1. He works for R&D. His job developing new
products and new ideas.
2. She is the receptionist. She after visitors and takes

messages.

3. He works for Administration and Personnel. He

with staff problems, as well as with recruitment and training.
4. She is our Quality Control Inspector. She
for monitoring our products and trying to improve their quality.

5. He is our new maintenance engineer. He checks all our equipment
regularly and of all repairs.

6. He is our Security Officer. He that our staff
and premises are protected against crime.

Task 5. Complete the text about operations with the words and
phrases below.

-back-office -behind the -step on one's -day-to-day
functions scene toes basis
-makes -liaise -meet their -recruit

a profit closely needs
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Everyone knows the functions of company departments such as
Marketing and Finance. Marketing is about promoting the company, and
making  sure that customers can find products that
1) . Finance is about controlling the resources of a
company to make sure that the business 2)

But what about Operations? The department name is Iess well-
known, yet many large companies are run on a 3) by
Operations Managers. Operations is about the internal processes of a
company. In a manufacturing company an Operations Manager will
make sure the production process is running smoothly. In a hotel they are
responsible for bookings, front desk, maintenance, etc. in a bank they
look after the administration of accounts and  other
4)

Operations Managers have to 5) with people
from other departments. In the factory, it is with Purchasing Managers
who 6) new staff. In the bank it is with IT Managers
who work 7) to keep everything running. So the Op-
erations Manager has to be careful not to 8) :

Task 6. Match the sectors with the descriptions.

1. Primary sector a) commercial services
2. Secondary sector b) extracting raw materials
3. Tertiary sector c) manufacturing

Task 7. Write what type of business organization these businesses
have.

1. Lawyers and architects work in a
2. Car rentals and sandwich shops work as a
3. Plumbers and electricians are

4.Plcisa

5.Ltdisa

= = vision

R = culture COTE
company = ;S lntegnty

cumpa‘ny Hl

code
‘corporate | |denlugy o

ulture-i& -+
busmess

" innovation
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Unit 2. Company structures

Task 1. Look at the organizational chart for a private limited com-

pany.
PRESIlDENT
Chief Executive Officer (CEO)
)

' ; ' ; }
Finance Human Marketing  Operations  Information
Director Resources Director Director Systems (15)

Director Director
(HR)

/)

N

Accounts
Payrall
Recruitment
Training
Marketing

Sales 4>
Research and
Development

(R&D)
Production
Supply Chain

1. Write who is in charge of:
a) money

-

Information
Technology (IT)
Helpdesk

b) long-term strategy

¢) manufacturing
d) communication

e) managing the company

f) employees

g) data management

2. Write the name of the department that:
a) invents new products

b) contacts customers

c) hires new staff
d) pays salaries

e) organizes product promotion

f) helps employees develop new skills

g) solves computer problems

h) pays suppliers

1) organizes logistics
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Task 2. Four people are talking about their jobs. Read the texts and
answer the questions for each person.

Job description Person 1 | Person 2 | Person 3 | Person 4

1. Which department
does he / she work in?

2. What does he / she
do?

3. Does he / she like
the job?

Speaker 1. Hi, I'm Michael. I'm a product

engineer. | love working in R&D. | test new

products and find solutions to technical problems. It's my dream job!
Speaker 2. Hello. My name's Jessie. My job

is hard. There's a lot of stress. | work in

purchasing — it's part of supply chain. I'm responsible for buying the ma-
terials we need for production.

Speaker 3. Hi! I'm Pete. | work in accounts,

and it's my job to check that customers pay

their bills. | receive payments and | enter the information on the comput-
er. If customers don't pay, | call them. They're usually very friendly so,
yes, it's a good job.

Speaker 4. Sorry, | don't have much time to

talk. I'm always busy! I'm Kim and | work in

sales. It's my job to call customers and sell our products. I'd really like to
work in marketing, but the money's better in sales!

Task 3. Look at the ways of classifying businesses.

Industry Primary agriculture, fishing, forestry, mining
type Secondary construction, manufacturing
(sectors) Tertiary/service | banking, tourism, entertainment
Business Sole trader The business is owned by one person who
type is responsible for any debts.
Partnership Two or more people run the business; all

partners share profits and losses.

Limited liability | The company is responsible for any losses,
(Ltd) not the owners; the company is private, i.e.
shares cannot be sold to the public.

92




*Public limited | The company is owned by shareholders
(PLC) who receive dividends and gain or lose
money if share prices go up or down.
Business B2B Business to business
model B2C Business to consumer
C2C Consumer to consumer
B2B2C Business to business to consumer

*A public limited company can also be known as a corporation
(Corp) (Inc)

Task 4. Look at the business structures.

Hierarchical structure

CEO
' v '
Sales Manager CFO R&D Manager
y - &
Sales Rep SW Developer Tester
Matrix structure
Management
research production sales finance
| | | |
- Product A - .
— Product B — —
| Product C — —
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Functional structure

Headquarters
|
Research & Production Marketing Accounting
Development & Finance

Product structure

Chief Executive
Officer (CEO)

l l l l

Toothpaste Coffee Soap Batteries

Task 5. Which business structure do you think is best for these com-
panies?

Functional structure Hierarchical structure
Matrix structure Product structure

small family business

global online retailer

multinational conglomerate

medium-sized manufacturer

Task 6. Read how five people talk about their businesses. Below note
each speaker’s job, industry type, business model, type of business
and company structure.
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Job Industry | Business | Type of | Company

type model business | structure
Speaker 1
Speaker 2
Speaker 3
Speaker 4
Speaker 5

Speaker 1. I'm a geologist with a well-known multinational

corporation — may be you even own shares in our company.

Our core business is mining — gold, silver, copper, iron and

so on. We have a complex structure, each geographical region has a local
management structure, but individual product managers also report to
different functional managers at HQ — R&D, finance, marketing, etc. It's
a huge operation, so decision-making can be very slow.

Speaker 2. I'm a freelance photographer, so | run my own

business. | do a lot of weddings, parties and so on. Because

I'm self-employed, I can do things my way, which is great; on the other
hand, it's financially risky. For example, if the business got into trouble, |
could lose my home.

Speaker 3. We make furniture for firms like lkea. I sort of

supervise production, and my sister runs the office, but in

fact my dad decides everything. He's the General Manager. It's a family
business; there are six shareholders altogether, but we can't really do
anything without Dad.

Speaker 4. | share an office and an assistant with three oth-

er lawyers. | specialize in employment law, advising

companies on HR issues. My partners each have their own specializa-
tion, and Sarah, our assistant, works for all of us. In theory, as managing
partner, I'm the boss, but in practice we each look after our own clients.
So it's a very flat structure, there's no real hierarchy.

Speaker 5. | work for a hairdressing franchise — my job is

to recruit and manage new franchises; I report directly to

the CEO. We help franchisees to set up salons, promote our products,
and ultimately, increase our shareholder value. It's good business for

them, but although they manage their own limited companies, they don't
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have any real say in how things are done; there's a procedure for every-
thing — and | mean everything.

Task 7. Work with collocations. In each set of four, match 1-8 with
a-h to make collocations for talking about business activities.

1. sell to a) a supplier 5. make e) value

2. buy from b) goods 6. face f) a profit

3. make C) services 7. develop @) competition
4. provide  d) acustomer 8. add h) a market

Task 8. Complete the text with the collocations from Task 3.
Every business needs a USP
There are many different types of business. Some (1)
, like cars or TVs; others (2)

modern  world, almost every business must (8)
. Monopolies are very unusual. A business
can sell to other companies (B2B — business to business) or to
end users (B2C — business to consumer), but it always needs a
USP to succeed.

= , like health care or education. Many busi-
& nesses work in the same way. They transform materials that
2  they (3) into something more valuable that
= they can (4) . In other words, they (5)
Q to the original materials. If they continue to
= find new customers, they can (6) . If they
‘e control their costs, they can (7) . But in the
D
|
o
wn
D

Task 9. Complete the article with the words or phrases from the box.

manufacture  operate industries

owns marketing  multinationals

subsidiaries holding complicated

Companies are involved in many activities, for example buying,

selling, 1) and production, in a range of different
2) , such as information technology, telecommu-
nications, film, and car 3) . Many well-known
companies are 4) , these are companies which
5) in a number of countries. Multinationals often

have a 6) structure. There is usually a parent or
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7) company. This company
8) other companies or parts of other companies.
The other companies are called 9)

Task 10. Read and translate the texts below about self-employed
people and partnerships.

a) I'm a freelance graphic designer, a freelancer. That means | work
for myself — I'm self-employed. To use the official term, I'm a sole-
trader. (Note: You usually describe people such as designers and journal-
ists as freelancers, and people such as builders and plumbers as self-
employed. Sole owner and sole proprietor are also used both in BrE and
AmE. Sole trader is not used in the US.)

b) We have set up our own architecture partnership. There are no
shareholders in the organization apart from us, the partners. A lot of pro-
fessional people like lawyers, accountants and so on, work in partner-
ships.

Task 11. Read and translate the texts below about Limited liability.

a) I'm the managing director and main shareholder of a small elec-
tronics company in Scotland called Advanced Components Ltd. 'Ltd’
means limited company. The other shareholders and | have limited liabil-
ity: we do not have to use our personal property, such as a house or car,
to pay the company's debts.

b) I'm the chief executive of a British company called Megaco
PLC. 'PLC' means public limited company, so anybody can buy and sell
shares in Megaco on the stock market.

c¢) I'm the CEO of Bigbucks Inc. 'Inc' stands for Incorporated. This
shows that we are a corporation, a term used especially in the US for
companies with limited liability.

Task 12. In small groups, list four important business activities in
your country, region or city. Answer the questions for each one.

1. What is the business activity?

2. Which sector does it belong to?

3. Isit B2B or B2C?

4. What competition does it face?

5. What is the USP?

6. How does it make a profit?
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Activity: Company structure. Reading and discussing
Task 1. Read the information about different types of company
structure and answer the questions which follow.

Company Structure
Businesses can be organized by:

e function N TS
e geographical area e Ay T
e product or customer | 3 ig '*_B g
- < e in
e project e
Function

Larger businesses are traditionally organized into departments according
to their role. Employees with similar jobs (functions) are grouped togeth-
er. E.g. production, financing, marketing and human resources.

Area

Some businesses organize their activity according to geographical area.
This is common in large multinational companies but it might also be
appropriate for medium-sized businesses. E.g. a small retail chain or a
fast-food chain with branches.

Product / Customer

This involves organising the business into departments which focus on
different products. Employees with different skills work in departments
according to the product they are developing. Departments can also be
organized to serve groups of customers with specific needs. E.g. a bank
may have separate departments for personal accounts and business ac-
counts.

Project Management

Project-based management is becoming increasingly popular. Employees
are grouped in two different ways, for example by function and by pro-
ject. In many cases, this is a temporary arrangement due to a special pro-
ject. Project teams have specialised employees working for them from
other departments. These employees therefore report to managers — de-
partmental and project.

Question 1. What kind of structure does your organisation have? (Or one
you know about). Why is it organized like this?

Question 2. What are the advantages and disadvantages of the different
types of company structure?

98



Task 2. Now compare your ideas with the ideas described below.
Pros and Cons of Different Structures

Advantages

Disadvantages

Functional

Functional Structure

-_i_-
| |
| |

Specialisation — each de-
partment focuses on its
own work.
Accountability — some-
one is responsible for the
section.

Clarity — employees un-
derstand theirs and oth-
ers' roles.

Closed communication
could lead to lack of fo-
Cus.

Departments can become
resistant to change.
Coordination can be dif-
ficult and may take too
long.

Gap between top and
bottom.

By Product /
Activity

=
s e e (2

Clear focus on market
segment helps meet cus-
tomers' needs.

Positive competition be-
tween divisions.

Better control as each
division can act as sepa-
rate profit.

Duplication of functions
(e.g. different sales force
for each division).
Negative effects of com-
petition.

Lack of central control
over each separate divi-
sion.

By Geographical
Area

Serve local needs better.
Positive competition.
More effective commu-
nication between firm
and local customers.

Conflict between local
and central management.
Duplication of resources
and functions e.g. a dif-
ferent sales force for
each product.

Facilitates a  multi-
disciplinary or cross-
functional way of work-
ing.

Can flatten a business'
hierarchy.

Ensures a business is or-
ganized according to its
core activities.

Makes better use of em-
ployees' skills.

Can make organizational
boundaries less clear.
Confuses lines of ac-
countability as employ-
ees may report to several
different managers.

99




Interactive task: Case study.
How to restructure a company
Task 1. You are going to take part in the meeting to decide what the
best organization for a company is. Read the background infor-
mation.

WILLIAM TRUCKER LTD is a British transport and logistics
company which was founded 20 years ago. During this time it has grown
from a small lorry transport company with 10 employees to become a
leader in the sector with a fleet of over 300 trucks.

The company has a structure based on geographical area with
branch offices / depots distributed over the UK. Each branch has a team
run by a manager who is responsible for a profit and loss account. This
structure was efficient in the early days when the company just had one
main activity. However, the company has diversified and provides many
different services. In transport, there are large loads, packet delivery and
liquid and gas transport lines. It has also developed logistics support
(movement and control of stock) for the automobile and steel industries.
These activities have very different operational needs and the company
needs to re-think its structure. The Managing Director has contracted
four consultants to advise on how to organize the company.

Task 2. Learn how to speak at meetings. Complete the gaps with the
words on the right.

Useful expressions: Meetings
Suggestions

| suggest some ideas ... brainstorming
about ... and ... ? how
Let's everything for the moment and brainstorm
see what ideas we have. having
What about L2 why not
not do something ... ? have
Why don't we o7
Interrupting
I'm to interrupt, but I'm sorry
| interrupt? may
Continuing after an interruption saying

As | was , We need a strategy.
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Clarifying

Are you you don't like ... ? saying
What | is, we ... mean
Do you L ? mean
What I'm saying is ...

Task 3. Work in groups of four. Take a role of Consultant A, B, C,
or D.

Consultant A

You think the company should centralise its administration in a head-
quarters. Departments should then be organised according to the main
functions in the company — operations, finance, HR and R&D. this will
make it easier to establish policies which will make the company more
efficient. Costs can be reduced by providing central services such as HR
and finance from a centralised headquarters. You believe the modern
technology makes it possible to do this from a distance.

Consultant B

You believe that every part of the company structure must be responsible
and accountable for its results. You are also against having a large cen-
tral administration and recommend that the company continue operating
from a small headquarters — any change would cost a lot of money. Your
solution is to maintain the present structure of branch offices. However,
certain branch managers with specialist knowledge and concentration of
a particular activity in their area will have a double role. On one hand
they will continue to run a branch office / depot, but on the other hand
they will have overall responsibility for a line or activity over the whole
company. This means they will have two 'profit and loss' accounts under
their control. This means that some middle managers may report to more
than one boss.

Consultant C

You argue in favour of a 'matrix' organization where employees report to
a 'product line' boss in the headquarters, as well as to a local branch boss.
This means that product line bosses will have to coordinate with branch
bosses to make the most efficient use of each specialist in the organiza-
tion. This will require improved communication in the company but will
help distribute the available talent and skills in the companies to meet the
needs of each branch office.
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Consultant D

Your solution is radical. Your advice is to break the present company up
Into separate companies within a group. Each separate company will op-
erate independently and concentrate on one particular activity. This will
encourage competition, clear accountability and profit responsibility. In
some cases this will mean creating new offices. You believe future
growth will be faster as a result because each company will have the or-
ganization that fits its needs. For example, the logistics support to car
factories is more concerned with stock control in warehouses than
transport.

Task 4. Reflection. Now read about a similar company in Spain. Is
its organization similar to what you discussed in Task 2?

Truck & Wheel
Truck & Wheel is a Spanish transport and lo-
gistics company which dates from 1975. It
has a small headquarters in the north of Spain
near the French border. It has 11 branch
offices and depots distributed over Spain. It also has 3 offices in Portu-
gal. It began life as a transport company and has grown over the years. It
now has a fleet of over 350 trucks but the factory is diversified. It sup-
plies logistics support for the automobile, iron and steel industries. For
example, in the Volkswagen factory in Pamplona it provides ‘just in time'
supply of parts for car production with only 90 minutes between the or-
der for each individual car and delivery on the production line.

As the company has grown the structure has been adapted. Each
branch has a manager with profit responsibility, but managers may have
overall responsibility for particular customer groups or product lines on a
national level. As such they are responsible for two profit and loss ac-
counts. For example, the manager of the Madrid office is also responsi-
ble for Portugal as a geographical area which has a customer base with
very different needs to Spanish clients. This means that middle managers
often report to two managers as in a matrix type organization. It also
means that the company has continued to operate out of a small head-
quarters because top management is spread out over different branch of-
fices. However, the company is now considering creating some separate
companies in order to promote a more aggressive commercial approach
for certain activities.
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Assessment: Company structures. Vocabulary
Task 1. . Complete the sentences with the collocations on the right.

1. When businesses transform materials into a) develop a market
something more valuable, they
2. In the modern world monopolies are very b) provide services

unusual, almost every business must

3. If companies continue to find new cus- c¢) make a profit
tomers, they can

4. If companies control their costs, they can d) add value
5. Companies are involved in many activi- e) face competition
ties, some to customers.

Task 2. Choose the correct answer from the phrases in bold.

1. The company is divided into / divides into / is divide between three
business units.

2. She's charged of / in charge of / charge for the Logistics Depart-
ment.

3. The Sales Manager is reported to / reports to / reports at the Sales
and Marketing Director.

4. The IT Manager is responsible for / of / to / developing new software
solutions.

5. We have a lot of contact to / on / with the Finance Department.

6. She deals with / dealt on / deal with the company finance.

7. Marketing carried in / out some surveys last week.

8. Company lawyers drew about / up / on a new contract a few days
ago.

Task 3. Write what type of business organization these businesses
have.

1. Lawyers and architects work in a
2. Car rentals and sandwich shops work as a
3. Plumbers and electricians are

4.Plcisa

5.Ltdisa
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Task 4. Complete the gaps with a suitable word.

appoint

CEO
At the top of the company (1)
rectors. The Board is (2)

hierarchy
departments

running
responsible

there is the Board of Di-

and for determining the company's strategy.
(3) a (4)

for (5)

(6) or functions within a company

for making policy decisions

It will usually

who has overall responsibility
the business. Senior managers head the various

Task 5. There are four main types of business ownership in the pri-
vate sector of the economy in England:
public limited company (PLC),

partnership,
sole trader ,

private limited company (Ltd.).
Put each one into the correct box to complete the table. Describe the
two types of liability.

1. 2. 3. 4,
One person Owned by two A registered A registered
provides all or more people | company with | company whose
the capital. who contribute | restricted share shares can be

the capital. transfer. bought and sold
on the Stock
Exchange.
Unlimited liability Limited liability

The personal assets of the
owner(s) can be taken to pay
any business debts.

Liability for business debts
is limited to the amount
of capital subscribed.

Task 6. Answer the questions in writing.
1. What is the difference between a freelancer and a self-employed?

2. What does B2B2C business model mean?

3. What do you think organizations and companies can do to avoid nega-
tive unwritten rules?
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Task 7. Complete the sentences with the name of department.

1. The Department deals with all the money.

2. The Department buys from suppliers.

3. The Department finds new staff.

4. The Department arranges courses.

5. The Department carries out market research.
6. The Department draws up contracts.

7.The Department invents new products.

8. The Department pays wages and salaries.

9. The Department is responsible for recruitment.
10. The Department arranges delivery of goods to
customers.

Task 8. Translate the sentences into Russian.

1.  DBOJBIIMHCTBO KOMMIAHUM COCTOUT HU3 TPEX TPYHI JIFOJAEH: aKIHUO-
HEpPBI, pYKOBOAUTEIU U paboyue.

2. T'e”epanibHBIA AUPEKTOP OMPEAEISET eI OPraHU3alud U OOIIYIO
CTpaTEruio, a TAK)KE€ OTBEYAET 3a MJIAHUPOBAHUE U MIPUHSITUE PEUICHUM.
3. CoBeT IUpPEKTOpPOB, BO3IJIABISEMbI MpeAceAaTeIeM WM Mpe3u-
J€HTOM, OTBEYAET 3a ONPEIEIICHUE CTPATETUN KOMIIaHUU.

4.  CoBeT AMPEKTOPOB Ha3HAYAET YIPABISIOMIETO TUPEKTOPA.

5.  PykoBoJuTEnM BBICHIETO 3B€HA BO3TJIABIISIIOT PAa3IMYHbIC OTIEIbI B
KOMIIaHUHU.

6. Kaxkasg ctpykTrypa ymobHee s OuzHeca: uepapxudsasi, QyHKIHO-
HaJbHAas, MaTpUYHAS WIA 1O TMPOAYKIHH, C KOTOPOM paboTaeT opraHu-
3anusa?

7.  KOpuauueckuid OTIEN COCTaBJISIET KOHTPAKTHI U OMNpEJENseT mnpa-
BUJIa pabOTHI OpraHU3aIiu.

8.  Ornen o paboTe ¢ NEPCOHATIOM MUMEET JEJI0 C HAUMOM U yBOJIbHE-
HUEM COTPYJIHUKOB, OTBEYAET 32 00YUEHNE U Pa3BUTHE.

9. ®uHaHCOBBIA TUPEKTOp, MPEXKAE BCEro, UMEET AeNO0 ¢ (PUuHAHCO-
BBIMU PECYpCaMH OpTraHU3aINH.

10. Hexommepueckue OpraHm3allid 3aHUMAIOTCS COOpPOM JeHEer Ha
0JIarOTBOPUTENILHOCTH C MIOMOIIBIO BOJIOHTEPOB.

11. HeorpanuueHHasi OTBETCTBEHHOCTh O3HAYaeT, YTO BCE UMYIIECTBO
BJIAJICTIbLIA MOKET OBITh U3BSITO B CIydyae OAHKPOTCTBA COOCTBEHHUKA.
12. B ciyuae ¢ orpaHWYE€HHOM OTBETCTBEHHOCTHIO BBl PUCKYETE TOJb-
KO BJIO)KCHHBIMU B JI€JIO J€HbraMHU.
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MODULE V. MANAGEMENT AND MANAGEMENT STYLES

Unit 1. Management in practice
Task 1. Study the key vocabulary. Verbs and verb collocations.

1. manage / run a business PYKOBOAUTH, YIPABISTH AEIOM
2. employ / hire / recruit HAaHUMAaTh Ha paboTy

3. fire / discharge / sack YBOJILHATH

4. make smbd redundant / cut COKpAIaTh

5. be in charge of BBINIOJIHATH O0SI3aHHOCTH,

be responsible for PYKOBOJIUTH

6. perform BBITOJIHATh, OCYIICCTBIIATh
7. involve BKJIIOYATh, IPE/IIOJIaraTh

8. meet / gain JIIOCTUTaTh, COOTBETCTBOBATH
9. contribute COJIENICTBOBATD, BKJIAALIBATH
10. delegate / empower HAJCIIATh TOJITHOMOYUSIMH

Task 2. Study the key vocabulary. Nouns and noun collocations

1. management ympaBJieHUuE, pyKOBOJCTBO

2. entrepreneur OM3HECMEH, IPEANPUHUMATETH

3. manager / leader PYKOBOJIUTENb, JIUIED

4. firm, company dupma, KOMIaHUS

5. employee / employer CITyXamuii, paboTHUK / paboToaaTeIb
6. team KOMaH/1a, TpyIIa

7. goal / aim / target / purpose (13

8. objective 3ajada

9. staff / personnel IITaT, IIEPCOHAN, COTPYTHUKH

10. department OT/IeJ1, MOIpa3acieHue

Task 3. Read the article and answer the questions below.
1. What's a management career?
2. What is management?
3. What's the mission of a manager?
The Concept of Management and the Mission of a Manager

Management is a very exciting and rewarding career. A career in
management offers status, interesting work, and the satisfaction of
working closely with other people.

Management includes the processes or functions of planning, or-
ganizing, leading, and controlling. Management helps businesses focus
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on setting and meeting goals efficiently and effectively so that a profit
can be made.

The word management also refers to the people who are in charge
of running a business. Managers need a thorough understanding of busi-
ness operations, which involve all the activities of a company. They de-
velop the objectives for a firm or a department and then figure out how
to meet those objectives through people, work processes, and equipment.

Today people are considered the most important resource in com-
panies. If they perform effectively, companies will succeed. When com-
panies are successful, there is better utilization of resources, less stress
among employees, less chaos in society, and a better quality of life for
all. So, management can be defined as

As we can working with and through other people to accomplish the
objectives of both the organization and its members. see, the definition of
management places greater emphasis on the human being in the compa-
ny rather than the company itself; focuses attention on the objectives and
results of the activities, rather than just the activities; points out that the
accomplishment of the members' personal objectives should be integrat-
ed with the accomplishment of the organizational objectives.

We can make a conclusion that management is both a science and
an art, and a good manager is not just a technician, following a vocation-
al field, but a person who is able (no matter at what level in a company)
to plan, organize, staff, coordinate, motivate, lead, and control.

Task 4. Complete the gaps with the words below. Then you will learn
the text by heart.

train efficiency hire
profitability coordinate resources
Managers decide what will be done, who will do it, when it will be
done, and what will  be wused. They
and new employees, and
they their departments' activities with other de-

partments. Managers are the heart of a company, the force that unites
everything in the organization to ensure optimum
and

Task 5. Now read the text below. Learn how to describe manage-
ment. Answer the questions.
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1. What are the definitions of the word management?

2. What are the Russian for 'efficient' and 'effective'?

3. Do you agree with the idea of 'successful management'?
4. Have you ever heard of the 'Golden rule of management'?

Management is the art or practice of managing a business, money,
products, and all the people employed by a company. In other words,
management is a set of activities directed at an organization's human, fi-
nancial, physical, and information resources, with the aim of achieving
organizational goals in an efficient and effective manner. In this case, 'ef-
ficient' means 'using resources wisely and without unnecessary waste'
while 'effective’ means 'doing the right things'.

Successful management is getting things done through 'others', that
Is through the manager's immediate subordinates. The golden rule of
successful management can be summed up in the following words: 'The
system works well as long as we don't have any exceptions.'

The word 'management’ is also used to denote the people who are
in charge of a company or an organization. Although large organizations
typically have a number of levels of management, the most common
view considers three basic levels: top, middle and first line managers.

Task 6. Look at the chart with management functions.

Planning and
Decision-
making

A

Controlling Self-development Organizing
and and and

d
<

Correcting Staff-pramotion Staffing

v

A 4
A

Leading
and
Motivating
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Task 7. There are the four major functions of management. Use the
words in bold to describe them.
The Four Functions of Management

Most managers carry out four different functions of management:
planning, organizing and staffing, leading, and controlling. Some man-
agers may primarily focus on one or two of them. These functions are
indicated in the order in which they occur.

1. Planning and decision making. Determining the organization's
goals and deciding how best to achieve them, delegating responsibilities
to subordinates. Planning must be completed first. Planning is the act or
process of creating goals and objectives as well as the strategies to meet
them. Planning also involves figuring out the resources that are needed
and the standards that must be met.

Key vocabulary: to make decisions, to determine, to decide, to
achieve, to delegate; to figure out, goals, objectives, subordinates

2. Organizing and Staffing. Determining how best to group activi-
ties and resources. Getting all employees to work together. Organization
allows managers to lead and control employees and activities to get
work done. Organizing is getting the resources arranged in an orderly
and functional way to accomplish goals and objectives. A manager must
organize people, work processes, and equipment so that the work is well
coordinated.

Managers also hire and train employees — and fire them when
necessary. They are responsible for making sure employees have all the
tools they need to do their jobs well.

Key vocabulary: to determine, to group, to arrange, to accomplish,
resources, employees, equipment, tools

3. Leading. Motivating the members of the organisation to work in
the best interest of the organisation. Leading involves providing guid-
ance to employees so they can fulfill their responsibilities effectively.
There is more to leading than just giving orders. Leading means provid-
ing direction and vision. You have to create a vision of the company to
inspire your employees. You need to set standards, so that your workers
know their goals. Leaders also have to delegate work, enforce policies,
oversee time management, and provide feedback on employees' work.

Resolving conflicts between workers is also a leadership task.
Good managers lead by example. This is especially important when
leading a team. Showing respect to others, honesty, loyalty, courtesy,
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and a strong work ethic can have a positive effect on employees. Man-
agers who show motivation, initiative, cooperation, and punctuality
demonstrate to employees the importance of each person's contribution.

Key vocabulary: to motivate, to provide, to fulfill, to create, to del-
egate, to inspire, to resolve, feedback, vision, initiative, contribution

4. Controlling. Monitoring and correcting ongoing activity receiv-
ing reports from subordinates and helping subordinates handle excep-
tions. Controlling involves measuring how the business performs to en-
sure that financial and operational goals are met. Controlling the opera-
tion means keeping the company on track and making sure goals are
met. Managers keep track of the budget, the schedule, and the quality of
the products or services they provide.

They also monitor their employees and review their performance
according to standards. Taking corrective action when goals are not met
Is another management task. Controlling also involves monitoring cus-
tomer satisfaction.

A challenge for many managers, especially in small businesses, is
dealing with multiple objectives, each at a different functional level.

Key vocabulary: to monitor, to correct, to handle exceptions, to
measure, to deal with, to keep track of, schedule, performance

Task 8. It's an unwritten rule but some management gurus say that
there is the fifth management function. Write two or three sentences to
describe this function like in the example.

Self-development and staff-promotion. A good manager is focused on
improving their management skills and encourages his staff to grow up.

Task 9. Fill in the prepositions where necessary and translate into
Russian.

1. Most managers carry four different functions manage-
ment: planning, organizing and staffing, leading, and controlling.

2. Some managers may primarily focus one or two them.

3. Planning involves figuring the resources.

4. Managers are responsible making sure employees have all the
tools they need do their jobs well.

5. Managers also have delegate work.
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6. A challenge many managers, especially small business-
es, Is dealing multiple objectives, each a different function-
al level.

Task 10. The text below gives a brief introduction to basic manage-
ment levels. What are they and what are their key characteristics
and responsibilities?

Levels of management

Managers can be differentiated according to their level in the or-
ganization. Although large organizations typically have a number of lev-
els of management, the most common view considers three basic levels:
top, middle, and first-line managers.

Top managers make up the relatively small group of executives
who control the organization. They establish the organization's goals,
overall strategy, and operating policies. They also officially represent the
organization by meeting with government officials, executives of other
organizations, and so forth.

The job of a top manager is likely to be complex and varied. Top
managers make decisions about such activities as acquiring other com-
panies, investing in research and development, and building new plants
and office facilities. They often work long hours and spend much of their
time in meetings and on the telephone.

Middle management is probably the largest group of managers in
most organizations. They are primarily responsible for implementing the
policies and plans developed by top management and for supervising and
coordinating the activities of lower-level managers. In recent years,
many companies have thinned the ranks of middle managers in order to
lower costs and rid themselves of excess bureaucracy.

Still, middle managers are necessary to bridge the upper and lower
levels of the organization and to implement the strategies developed at
the top. They can also be a significant source of innovation and produc-
tivity when given the autonomy to make decisions affecting their operat-
ing staff and units.

First-line managers supervise and coordinate the activities of op-
erating employees. Common titles for first-line managers are foreman,
supervisor, and office manager. These are often the first positions held
by employees who enter management from the ranks of operating per-
sonnel.
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Task 11. Match the following managerial titles with appropriate du-
ties and functions. Which level can each position be related to?

1. Chief Executive _a) Is concerned with accounting, cash man-

Officer agement, and investments; deals primarily
with an organization's financial resources.

2. General _____b) Coordinates the activities of operating

manager employees, spends a large proportion of his
time supervising the work of subordinates.

3. Financial _____¢) Coordinates the activities of lower-level

manager managers, coordinates the work of supervi-

sors within the plant, implements the strate-
gies developed at the top.

4. Personnel _____d) Is concerned with hiring and discharging

manager employees; is involved in employee re-
cruitment and selection, training and devel-
opment.

5. Foreman _____e) Establishes the organization's goals and

overall strategy; officially represents the or-
ganization; makes decisions about such ac-
tivities as acquiring other companies, invest-
Ing in research and development.

Task 12. Read the business brief below and give definitions to the ex-
isting theories of people management.
Management theories and trends

In the 1960s, Douglas McGregor, one of the key thinkers in this ar-
ea, formulated the now-famous Theory X and Theory Y. Theory X is the
idea that people instinctively dislike work and will do anything to avoid
it. Theory Y is the more enlightened view that everybody has the poten-
tial to find satisfaction in work. (Others have suggested Theory W (for
‘whiplash'), the idea that most work since the beginning of human society
has been done under conditions of total coercion, i.e. slavery).

In any case, despite so much evidence to the contrary, many man-
agers still subscribe to Theory X, believing, for example, that their sub-
ordinates need constant supervision if they are to work effectively, or
that decisions must be imposed from above without consultation. This, of
course, makes for authoritarian managers.
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Different cultures have different ways of managing people. Some
cultures are well known for the consultative nature of decision-making-
all members of the department or workgroup are asked to contribute to
this process. This is management by consensus. Many western compa-
nies have tried to imitate what they see as more consensual Asian ways
of doing things. Some commentators say that women will become more
effective managers than men because they have the power to build
consensus and common goals in a way that traditional male managers
cannot.

A recent trend has been to encourage employees to use their own
initiative, to make decisions on their own without asking managers first.
This empowerment has been part of the trend towards downsizing: re-
ducing the number of management layers in companies. After delayering
in this way, a company may be left with just a top level of senior manag-
ers and front-line managers and employees with direct contact with the
public. Empowerment takes the idea of delegation much further than has
traditionally been the case. Empowerment and delegation mean new
forms of management control to ensure that the overall business plan is
being followed and to ensure that operations become more profitable un-
der the new organization, rather than less.

Another trend is off-site or virtual management, where teams of
people linked by e-mail and the Internet work on projects from their own
premises. Project managers judge the performance of the team members
in terms of what they produce and contribute to projects rather than the
amount of time they spend on them.

Task 13. Explain the terms from the article above using a good
monolinqual dictionary if necessary.

authoritarian managers

management by consensus

empowerment and delegation

gender changes

downsizing and delayering

off-site or virtual management

three management theories

NogakowdE

Task 14. What qualities do you think a person needs in order to be a
successful manager?
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Task 15. Read an interview with Stuart Crainer, who has written
many books on business and management. What four qualities for an
ideal manager does he talk about? What additional quality does he men-
tion? Do you agree with Stuart?

Interviewer: Is there such a person as an ideal manager, and if so
what essential qualities should they have?

Stuart Crainer: | don't think there's such a thing as an ideal man-
ager in the same way as there's no such thing as an ideal chair or an ideal
piece of furniture. It's an impossible aim. The qualities managers need
are increasingly complex and many in number.

First of all they've got to be able to manage their time successfully,
because they're inevitably juggling lots of activities and projects.

Secondly, they need to be able to deal with complexity. Increasing-
ly the management task is not about simple budgeting but is about far
more complex issues.

Thirdly, they have to be able to deal with uncertainty. In the past,
management was about creating certainty. Now managers have to live
with uncertainty, the uncertainty of not knowing what will happen in the
future, how secure their jobs will be, what their organization will look
like in the future, what their organization will do in the future.

The fourth aspect of management is being able to deal with people.
Managers, for all the training they've received, are notoriously poor at
managing people and relating to people.

Added to that are other ingredients such as flexibility. Managers
have to be able to change their styles to fit the circumstances and they
have to be sensitive to these circumstances. They have to recognize when
things are different and they have to behave in different ways. They have
to change their styles to fit the moment.

So, if you put all these skills and competences together then you
would have an ideal manager. But in the real world, there aren't any ideal
managers out there.

Task 16. Make a profile of a manager (leader) you consider to be
perfect / you would like to implement in your future professional life.
Use the ideas below as prompts for your speech.

What Makes a Good Manager?
Knowing what makes a good manager allows for the effective selection
of a strong management team. There are certain skills and competencies
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that a successful manager displays regardless of industry, organization,
age or gender. These are the key competencies a manager uses to achieve
a productive and efficient workforce that accomplishes the right results.
A good manager provides clear direction:
e defines specific objectives and outcomes;
e communicates these clearly to staff;
e delegates responsibility and defines roles explicitly;
e establishes and communicates checks and controls;
o follows up to ensure staff are on track to achieve outcomes.
A good manager engages in clear communication:
e expresses ideas effectively;
e allows for frequent and open two-way communication;
e summarizes information to clarify understanding;
e listens to and acts on staff suggestions;
e provides constructive feedback to staff.
A good manager effectively develops staff:
e utilizes staff members' skills and potential through effective delega-
tion;
e develops staff through appropriate learning activities;
e empowers staff by sharing control of resources and responsibilities;
e manages staff performance continuously;
e provides support and help to maximize performance;
e recognizes staff for their efforts.
A good manager exercises good judgment:
e defines and clarifies the issue;
e gathers relevant facts;
e commits to the course of action;
e communicates and explains decision to staff;
e follows up on implementation.
A good manager plans and organizes to get results:
defines objectives;
develops set of actions to meet objectives;
determines, obtains and assigns resources;
directs and motivates staff to achieve outcomes;
evaluates and reviews progress.
A good manager solves problems effectively:
e defines the problem;
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generates possible solutions;

gathers and analyzes relevant information;
identifies cause and effect relationships;

plans, communicates and executes the best solution.

Identifying a good manager does not have to be complicated. Focus on
the basic skills that matter. As a manager use your insight to evaluate
your own skills. A clear understanding of what makes a good manager
will enable you to answer manager interview questions properly and pro-

fessionally.

Task 17. Prioritize the following cards and explain your reasons.

A good manager is able to listen
effectively.

A good manager is able to keep
calm under pressure.

A good manager is able to motivate
employees.

A good manager is able to see the
whole picture, not just the detail.

A good manager has good ideas
and vision for the company.

A good manager prioritizes equali-
ty and transparency between staff.

A good manager has good sense of
humour.

A good manager has a wealth of
experience and expertise.

A good manager has good
qualifications.

A good manager commands
respect.

A good manager is relatively
young.

A good manager is able to
prioritize and focus effectively.

A good manager is able to identify
talents in each of his / her employ-
ees, and exploit them appropriate.

A good manager delegates
effectively.

Task 18. Discuss the following question.

What personal and professional skills do you need for a successful busi-
ness career in your country, e. g. specialist training, knowledge of for-
eign languages, outgoing personality?
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Activity: Management vs. leadership

Task 1. Is there any difference be-

tween the words 'manager' and
leader*? Are leadership skills inborn Soinc e Aght thinge

or acquired? What makes a great
leader?

Write down a list of characteristics and compare your list with other stu-
dents'. Then read the text below and check your answers.

Ken Manners is an expert on leadership and management styles. He
says that the greatest leaders have charisma, an attractive quality that
makes other people admire them and want to follow them. A leader may
be described as a visionary, someone with the power to see clearly how
things are going to be in the future. People often say leaders have drive,
the desire and determination to get things done or to achieve something,
dynamism and energy. Managers very often may be sent on leadership
courses to develop their leadership skills, their ability to lead. But they
still need a basic flair, a natural ability to do something well, or talent for
leadership.

Task 2. Read what Jack Welch, Chief Executive Officer, thinks
about leadership. Do you agree with him?

'l simply dislike the traits that have come to be associated with
'managing’ — controlling, stifling people, keeping them in the dark,
wasting their time on trivia and reports. Breathing down their necks.
You can't manage self-confidence into people. You have to get out of
their way and let it grow in them by allowing them to win, and then re-
warding them when they do.

Above all else good leaders are open. They go up, down, and
around their organisations to reach people. They don't stick to estab-
lished channels. They're informal. They're straight with people. They
make a religion out of being accessible.

One of the things about leadership is that you cannot be a moderate,
balanced, thoughtful, careful articulator of policy. You've got to be on
the lunatic fringe.

The future will not belong to managers or those who can make the
numbers dance. The word will belong to passionate, driven leaders —
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people who not only have enormous amounts of energy but who can en-
ergize those whom they lead.'

Task 3. Work with some words, idioms and collocations from the ar-
ticle. Study their definitions then use them in the sample sentences or
make up your own examples.

1. stifle - if you are stifled by something, it stops
you breathing comfortably

2. keep in the dark - knowing nothing about something im-
portant, because you have not been told
about it

3. breath down smbd's -to pay very close attention to what

neck someone is doing, in a way that makes
them feel nervous or annoyed

4. stick to established - follow the existing practices

channels

5. straight with people - honest and truthful

6. make a religion out of - used when saying that something is very

something important to someone and they are ex-

tremely interested in it and spend a lot of
time doing it, watching it etc.

7. articulator of policy - a person expressing his ideas and feel-
ings concerning a way of doing something

8. lunatic fringe - people in a political group or organiza-
tion who have the most extreme opinions
or ideas

9. make the numbers - to be good with numbers

dance

10. driven leaders - trying extremely hard to achieve what
they want

Task 4. Complete the article with the words and answer the ques-
tion. What's the difference between leadership and management?
Leadership vs Management

Leadership and management are not two mutually exclusive terms and
have many similarities. However, they 1) in a num-
ber of respects though they are desirable qualities that go hand in hand.
Managers are often mistakenly talked about as leaders whereas in reality
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there is a great difference between leadership and management which
will be discussed in this article.

The biggest difference between leadership and management
2) from the way they motivate people who
work around them as this sets the tone for all other aspects of an organi-
zation. By definition, management has an aura or authority vested in it
by the company. Subordinates work under it, and largely do as they are
told. This is transactional style in that managers tell workers what to do
and workers do because they are promised a reward (salary or bonus).
Management is normally paid to get things done within the constraints of
time and money. Management tends to come from stable backgrounds
and lead relatively comfortable lives. This makes them averse to taking
risks and they seek to 3) conflict as far as possi-
ble. In terms of people, they like to run a happy ship.

Leaders on the other hand do not have 4)
They tend to have followers, and following is more of a voluntary act|V|-
ty than a forced one as in the case of subordinates. Leadership is a char-
ismatic, transformational style. Leaders do not tell people what to do as
this does not inspire them. Leadership appeals to workers and they desire
to follow leaders. Leadership can make workers walk into dangers and
situations that they normally would not consider risking. Leadership re-
quires giving credit to people and 5) them by
praising for good work. Leadership requires taking all the blame and
shielding the followers in sharp contrast to management which is always
happy to pass the buck on to the subordinates and is first to take credit
for good performance.

Though both leadership and management are work focused and

strive for Dbetter 6) , leadership motivates
and encourages workers whereas management treats them as mere
7) . While management is averse to risk,

leadership is risk seeking. Leadership happily breaks rules to get things
done whereas management sticks to rules and follows rules and regula-
tions.

1. asimilar b differ c equal d diverse

2. agetsout b increases C arises d has

3. aavoid b discuss c compromise  d consensus

4. amanagement b responsibilities ¢ authority d subordinates
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5. apunishing b motivating c upgrading d decreasing
6. atargets b progress c development  d results
7. aresources b capital C sources d monitors

Task 5. Read one more article about the difference and summarize
the main ideas using the words in bold.
Leadership and Management

What is leadership, and what is the difference between leadership
and management? In a nutshell, the difference is the following. Leader-
ship is setting a new direction or vision for a group that they follow, i.e.:
a leader is the spearhead for that new direction. Management controls or
directs people/resources in a group according to principles or values that
have already been established.

There is a lot of overlap between leadership and management. Of-
ten the two are part of the same role, because many leadership or man-
agement roles involve a combination of both — i.e. there is a continual
adjustment of the direction (leadership) and controlling resources to pur-
sue that direction (management). Personality style is important part of
both. You may have a particular leadership style that you tend to use.
There are also different personality types in the group that you manage.

Differentiating leadership and management. If the difference be-
tween leadership and management is not clear, we can illustrate it by
considering what happens when you have one without the other.

Leadership without management sets a direction or vision that oth-
ers follow, without considering too much how the new direction is going
to be achieved. Other people then have to work hard in the trail that is
left behind, picking up the pieces and making it work.

Management without leadership controls resources to maintain the
status quo or ensure things happen according to already-established
plans.

Some potential confusions. The absence of leadership should not be
confused with the type of leadership that calls for 'no action' to be taken.
For example, when Gandhi went on hunger strike and called for protests
to stop, during the negotiations for India's independence, he demonstrat-
ed great leadership — because taking no action was a new direction for
the Indian people at that time.

Also, what is often referred to as 'participative management' can be
a very effective form of leadership. In this approach, a new direction
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may seem to emerge from the group rather than the leader. However, the
leader has facilitated that new direction whilst also engendering owner-
ship within the group — i.e., it is an advanced form of leadership.

Leadership and Management Summary. Leadership is about setting
a new direction for a group; management is about directing and control-
ling according to established principles. However, someone can be a
symbolic leader if they emerge as the spearhead of a direction the group
sets for itself.

Task 6. Wondering what your style of leadership is? Then you must
take the following leadership styles quiz that would provide you with in-
sights on your leadership.

Leadership Styles Quiz
1. Do you always have the final say in decisions made within the
group?
a) Yes, after all | am the leader.
b) Sometimes
Cc) Never.
2. Do you always consider the suggestions of other group members?
a) Never. | don't waste time on such things.
b) Yes, sometimes their suggestions could be resourceful.
c) | always work according to the suggestions provided by the group
members.
3. The final decision is always taken by you?
a) Absolutely.
b) Sometimes, though | do consider other view points.
c) Never, | let my group members take the final decision.
4. Do you punish the team members for their mistakes?
a) Yes, otherwise how they will improve?
b) At times, to see the improvement in them. And | also have a reward
system for them.
c) Never, even if they repeat the same mistake several times.
5. Do you always keep a watch to see what the team members are do-
ing?
a) Yes, | always tell them what to do, when to do, how to do, and within
how much time.
b) Not really. | observe their working style and provide them with guid-
ance whenever needed.
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c) Never, because | think they know their job better than me, so | don't

interfere.

6. Do you accept inputs from group members?

a) | have better things to do.

b) Many times, especially in times of crisis.

c) Always, in fact, every action | take is guided by their inputs.

7. Do you seek advice from your group members?

a) Why should 1?

b) Sometimes, after all | am not the master of all trades.

c) Always. I never take any decision without their advice.

8. Do you involve group members in the decision making process?

a) Never, because it is impossible for several people to come to a con-

sensus.

b) Always, though | may not let them overpower or influence my deci-

sions.

c) Always, in fact, | let group members take the final decision.
Interpretation

Mostly a: If your answer to most of the above questions was 'a',
then you are an autocratic leader. It means that your style of leadership is
authoritarian. You always maintain a division between yourself as a
leader and other members as followers. You tend to take decisions inde-
pendently without considering the point of view of other people. This
kind of leadership style is suitable for a person who is simply the best at
what he or she does. For example, if a manager is more experienced and
knowledgeable, and has faith in his abilities and skills, then he can use
autocratic leadership styles in management of a particular business pro-
Cess.

Mostly b: If your answer to most of the questions was 'b', then your
style of leadership is democratic and participative. It is considered as one
of the most effective leadership styles in ideal situations. As the name
suggests, democratic leaders consider the suggestions and opinions of
group members and involve group members in the process of decision
making. But they make sure that the final decision is taken by them
while being in sync with the majority. This kind of leadership motivates
the followers and encourages the group members to participate in the
process. It ultimately improves the creativity and productivity of the
members. It is one of the ideal types of leadership styles in education
system.
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Mostly c: If your answer to most of the questions was 'c', then you
are a delegative leader, where your leadership style is known as Laissez
Faire. A delegative leader is one of the least productive leaders or in
other words he is hardly a leader. Such leaders do not take any decisions
independently and so cannot even guide their group members or subor-
dinates to take the right decision. They often trust their subordinates
blindly and let them handle every situation on their own. This kind of
leadership works well only in situations where one has a highly qualified
and highly committed workforce. For example, Laissez Faire could be an
effective leadership style in nursing or medicine, where a doctor can al-
low a professional nurse to take care of a patient using her own set of
skills and knowledge.

| hope the above leadership styles quiz helped you know your lead-
ership type. A wise and successful leader is the one who uses the right
leadership style in a given situation. His credibility, effectiveness, and
charisma depend on how aptly he chooses a leadership style and how he
executes it. Ask you friends to take up this leadership styles quiz on
Buzzle, and let them find out their style of leadership too.

Task 7. Read the text and answer the questions.
Leadership: the first experience

Taking on a leadership role for the first time is tough. There is al-
ways pressure on you to do the right things, and to be seen to be doing
them. But, unless there's something that needs sorting out urgently, your
first few months in the role will be better spent in understanding the peo-
ple and the situation. One easy mistake to make is to think that you, as
leader, the top person with the top salary, have the sole responsibility and
the know-how to solve every single problem yourself. And you can be
sure that others will encourage you to think that way, since it takes the
pressure off them, and it satisfies their natural urge to leave the solving
of problems to others. Instead try using existing resources to identify the
current position and the ways to change it for the better.

Start by consulting widely, beginning with the people who now re-
port to you direct, as these are most likely to be the people with the ex-
pertise and experience to tackle some of the problems that are identified.
A series of one-to-one meetings, though time-consuming, will be worth-
while, especially if they are structured to provide you with the infor-
mation you need to make decisions later on. Two useful questions are:
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'‘What do you see as the biggest problem facing the department now?' and
'What one change would make the most difference to our success?' From
their answers you can build up a picture of your people, as well as of the
issues. Some will consider the needs of the department as a whole, while
others may just concentrate on their own particular concerns. You will
also have had personal contact with each person and can judge who you
will work well with in the future.

Overlap in their responses is a useful pointer to the priorities need-
Ing your attention. If there is no duplication in problems or solutions, it
means that you have inherited a disunited group which will need some
team-building and restructuring. If no clear picture emerges, it means
that your people are part of the problem: you will need to make them
aware of this.

At the same time, consult with customers. Be open to criticism and
to praise. Compare the views of your department with this external
viewpoint and see where the biggest gaps are. This will help to identify
areas for action.

While you are data-gathering, have a look at the figures. Apply dif-
ferent measures from the standard ones. You probably lack knowledge
about which company products are profitable, and you recognize that
staff costs are key factor. So, ask for an analysis of profitability per em-
ployee. There will be some grumbling that the new figures involve extra
work, but the analysis will reveal how many and what kind of staff your
company really needs.

Finally, a key issue for you as a new leader is to establish priorities.
If you have done your research well, you will have identified a number
of areas for action. Bring your senior team together and tell them about
your research findings, both the problems and the suggested solutions.
Together, plot the solutions on a big graph, with one axis relating to the
amount of difference the action would make; and the other axis to the
ease of implementation. This will prompt useful discussion on the issues
and the means of resolving them. In selecting priorities, you might well
gain volunteers to tackle some of the tasks. Agree actions, assign respon-
sibilities and establish dates for completion and progress reviews.

1. Employees encourage their boss to believe that he or she should
solve problems, because they
a) really don't want to have to solve problems themselves.
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b) believe that the boss is paid to solve problems.

c) know that the boss has a lot more info about the issues than they do.

d) feel that they shouldn't have to solve problems created by other peo-
ple.

2. How should you structure your first meetings according to the
writer?

a) Explain to each member of staff the problems facing his or her de-
partment.

b) See people individually and ask each one the same questions.

c) Ask each member of staff to help in setting priorities for action.

d) Bring everyone into discussion to get an agreed plan of action.

3. Getting the same answers from different people during your re-
search tells you that

a) the people who are under you clearly do not work well together.

b) a lot of your department's problems are caused by the people them-
selves.

c) you have identified the most urgent issues needing your attention.

d) your department is working well despite a number of problems.

4. It is useful to talk to customers about the performance of your de-
partment because

a) they are likely to be more honest and open than your own staff.

b) it makes your customers feel that their opinions are important to you.
C) it gives you an opportunity to criticize or praise them.

d) you can evaluate what they say against what your own staff told you.
5. What might you learn from the kind of financial analysis that the
writer recommends?

a) That you need to employ fewer people, or people with different skills.
b) That you can increase profitability by using different measures.

c) That this kind of financial analysis involves a lot of extra work.

d) That financial data must be combined with other information to give a

full picture.
Before you are a Remember the difference
leader, success is between 3
all about rowing - - - 5
Yo raslt, %hen o boss and a leader;
become a leader, a boss saqys "Gol”

success is all
about growing
cothers.

a leader says “Lets go!”

- Jack Welch
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Interactive task: Case study. The new boss
Introduction: There are problems when a new manager takes over a
sales team. You will role play the directors of the company in their
efforts to resolve them.

Task 1. Read the Background and complete the table.

Activity

Sales Manager until
18 months ago

Present
Sales Manager

Sales targets

Sales performance

Problems

Background

Business equipment and Systems (BES), based in Birmingham,
England, sells fax machines, data projectors and slim plasma screens.
Eighteen months ago, its national Sales Manager moved to a senior man-
agement position. Her replacement, Nigel Fraser, has been told to in-
crease turnover by at least 10 % and to create a high-performing sales
team.

However, since Nigel's appointment the team has not been working
effectively and morale is low. Last year's sales were over 20 % below
target. The sales team has a mix of nationalities because BES intends to
enter other European markets in the near future. Nigel Fraser is well
aware that his sales team is not working well together. Before consider-
ing what action to take to improve its performance, he made some notes
on the team.
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Task 2. Read about ngel and then read the notes on the sales team.

Vocabulary check and notes

NIGEL FRASER

A ‘whiz kid’. Previously worked for a
business equipment chain. Ambitious
and creative with a direct, ‘no-nonsense’
approach. Task-oriented, he sees his
main objective as meeting sales targets.
Very disappointed with current sales
performance. Believes the team needs
to be controlled more tightly and is
underperforming because of bad habits
acquired under Vanessa Bryant.

Characterise the team members.
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JOHN

Fax machines Aged 42
Personality: Calm, relaxad,
reliable. A good infiuence on
the team.
Performance: Missed his
sales targets five imes last
yoar. Ranked sixth in department (value of sales).
Competition veey strong in the fax maching markst,
Steady workar.

Good/bad points: supports Nigel, good team player,
Other: Vary popular with averyone,

MARTIN
Plasma screens  Aged 35

Personality: Extrovert,
dominating, charismatic
Performance: Top salos person
last three yoars (value of sales).
Good points/bad points: Populir with customers.
Unpopular with some colleagues. Typical

comments: ‘arcogant’, ‘bossiiul’, 'doesn’t lksten”. Often
late for meatings or makes excuses and doesn’t come.

DENISE
Fax machines  Aged 35

Personality: Dynamio, moody, outspoken

Performance: Excellent. Ranked
fourth. Usually meets her sales
targets,

Good points/bad points: Gets on
wel with John and Robert. Argues a
fot with Markus in meetings. Bocomes
vory nggressive.

Other: Used to have & personal
relationship with Markus.

MARKUS
Plasma screens  Aged 30

Personality: frendly, charming,
volatde

Performance: Needs 1o improve.
Ranked fifth (value of sales).
Good points/bad points:
Talented salesman, but
inconsistent. Works hard when he's in the mood.
Popular with most colleagues, Always makes his final
call close to home {not good for the company),
Other: Disikes Deniss and shows !

ELIANA

Data projectors,

new products _Aged 25
Personality: Vory ambitious,
hard-working, croative

Performance: Excellent, Ranked
second in department (value of sales),

Good paints/bad points: Feels
demotivatad, Wants to move 1o plasma
screens,

Other: Some people are envious of her
success. They don't accept her ideas.

ANNA
Fax machines Aged 26
Personality: Reliable, quiet, hard-working

year. Ranked seventh in the
department (valus of sales).
Good points/bad points:
Some good ideas but
collsagues don't kston 1o her,
Vary helptul to hor colleagues.
Other: Martin and Markus
often "put her down’ in
meetings,

ROBERT

Data projectors,

new products  Aged 46
Parsonality: Strong, sociable, team
player

Performance: Very good. Ranked
third in the department (value of
sales),

Good points/bad points: Highly
axpetionced salesman, Enjoys meetings, a lot of ideas.
Other: Hates Martin, Thay often insult each other at
meetings. Very unhappy with the atmosphera in the
departmant. s considering leaving the company.
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Task 3. Read the transcript and listen to the meeting chaired by
Nigel Fraser. What do you learn about the team's problems?

Nigel | think we all agree that we need to work a lot better as a team.

Fraser I've got some suggestions for improving our teamwork. I'd like
to share them with you and wee how you feel about them. OK,
let's start with meetings. At the moment we meet once a
month. That's not enough. In future, I'd like us all to meet once
every two weeks. | would expect everyone to attend, and be on
time — that's not the case at the moment as you know. So Mar-
tin, what do you think?

Martin Totally against the idea, to be honest. Once a month is fine,
surely. I'm making the most money for us at the moment and |
can't go on doing that if | have to attend meetings all the time.
Anyway, when we do meet, we spend most of the time arguing
with each other. A lot of them are a waste of time. No, keep
things as they are.

Nigel Thank you, Martin. John, what do you think? Meeting once
every two weeks. Compulsory attendance.

John It's a good idea. Why not? We need to spend more time to-
gether to sort out problems, share ideas, that sort of thing. Ac-
tually, I think we should meet once a week.

Martin Rubbish!

Nigel Now martin, calm down. You've had your say. And nothing's
been decided yet. But thanks John for backing me up on this
one. Eliana, how do you feel about this.

Eliana I'll go along with whatever you say. It really won't affect me
much. My main problem, as you well know, is | want to move
from data projectors. I'd like to sell plasma screens, they're in
great demand at the moment, that's why Martin tops our sales,
it's not difficult to be the best when you have the best product
to sell.

Martin | thought we were talking about meetings, Nigel. Do we have
to listen once again to Eliana's complains?

Nigel No, we don't, Martin. You are right, we're getting off the point.
Denise, let's hear from you now.

Denise  Thanks, I'd like more meetings, once a week would be OK for
me, but | don't know if attendance should be compulsory. But
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yeah, people should turn up on time, not drift in as they do at
the moment. If we had more meetings, I'd get a chance to make
a few suggestions for improving our sales. And maybe |
wouldn't be interrupted so often by Martin and Markus. John
seems to be the only person here who listens to me.

All Come on now. Nonsense. Right. True.

Nigel Could we come to order, please? Everyone calm down.
Markus? Meetings once a week, once every two weeks, or
keep to once a month? What do you think?

Markus Keep it as it is, once a month. That's enough. When we do
have a meeting, two or three people seem to take over, and no
one else can get a word in edgeways. Frankly, Nigel, our meet-
ings are not very productive, and that's the real problem. I'd
prefer to spend the time meeting our customers and trying to
drum up more sales. That's what we're paid for.

Nigel OK, Markus, thanks very much. Let me get a few more opin-
ions ...

Task 4. Read some more facts about additional problems in the sales
team.

1. When the sales staff miss their targets or when customers complain,
the staff blame each other or other departments. No one takes responsi-
bility for mistakes.

2. Members of the team do not help each other enough, for example by
passing on information about customers. Some members dislike each
other. Staff become aggressive when Nigel criticises them for poor per-
formance.

4. Morale in the department is poor. Nigel felt happier in his previous
job, and he has heard people talking about the 'gold old days' when
Vanessa Bryant was running the department.

Task 5. The Case Study Tasks. You are the directors of BES. Work
in groups of four. Choose a role card. Director One leads the meet-
Ings.

1. Read your role cards and prepare for a meeting to resolve your com-
pany's team building problems.

2. Identify all the problems which are affecting the performance of the
sales team.
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3. Discuss how to improve the performance of the sales team.
4. Work out an action plan for the next six months.
5. If there is more than one group of directors, compare your action plan.

Case Study Role Cards

Director One: Leader of Meeting

You want to:

get rid of Nigel Fraser by asking him to resign. You do not think he
IS a suitable person to manage the sales team.

replace him with a new person from outside the company. The new
manager would have a fresh approach to the team's problems.

have more meetings and weekly sales reports.

reorganize the sales team into mini-groups, for example all plasma
sales staff working together. Commissions would be based on sales
targets set for each mini-group.

think of other suggestions for improving the performance of the
team.

Director Two

You want to:

keep Nigel Fraser as a manager — you are a close friend of Nigel.
You think he's an excellent manager of a 'difficult' team.

send Nigel on a short training course which helps managers to de-
velop team building skills.

get rid of Martin. He is rude and upsets members of staff.

have fewer reports and meetings.

pay commissions based on the performance of the whole team. The
team should be set challenging sales targets.

think of other suggestions for improving the performance of the
team.
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Director Three

You want to:

move Nigel Fraser to another department in the company.

replace him with another member of the sales team — John? Den-
ise? (you decide)

hold a meeting of the whole department every two weeks, and al-
low members to express their opinions frankly.

keep Martin in the team — you are Martin's closest friend. He is a
difficult person, but a brilliant salesman, in your opinion.

reduce the sales team from 7 members to 6 (you decide who should
go).

reorganise the teams (you decide how).

think of other suggestions for improving the performance of the
team.

Director Four

You want to:

hear the opinions of the other directors before making up your
mind. You are not sure whether to keep Nigel Fraser as manager or
not.

have Eliana as manager if the other directors think Nigel Fraser
should go. She is young, talented, an has good people management
skills.

get rid of Markus — he is lazy, selfish and unreliable.

ask Vanessa Byrant to come back and advise Nigel Fraser for the
next six months.

send staff on regular team building courses.

think of other suggestions for improving the performance of the
team.

Task 6. Writing.

Either: Or:

Write a letter to the|You are a sales manager. The behaviour of
Managing Director of | one of your salespeople is upsetting the oth-
BES outlining your solu- | ers in the team. Write a letter warning them
tion to the problems. about their conduct and indicating where im-

provements should be made.

132




Assessment: Management and leadership issues.
Vocabulary and tense review
Task 1. Complete the first gap with a verb from A and the second
gap with a preposition from B.
Six tips for managing people more successfully
A: listen, communicate, B: to, to, to,
deal, delegate, invest, respond with, with, in
1. Your staff will often have good ideas, so
what they have to say.
2. Do not do everything yourself. tasks other
people.
3. Problems may be more difficult to solve if you wait too long, so
them as soon as you can.
4. Good employees want to develop professionally, so
courses and seminars for them.
5. Clear information is very important. your
employees clearly, so that they know exactly what you expect.
6. When your employees are satisfied, they work more effectively, so
their needs without delay.

Task 2. Career advice for junior managers. Complete the text with
the best words.

Junior managers who a promotion often
face many problems when they have more authority and responsibility.

This is partly because everyone expects them to perform to ex-
tremely high . In addition, many of their
and colleagues are always ready to criticize any
serious mistake they may

What advice can we give to young managers then? First of all,

they should have in their own skills and abilities. If
they are not sure that they can succeed, they are less likely to perform
competently. They should also their progress regu-
larly.

Secondly, they should themselves ambitious
goals so that through hard work and commitment to the company they
can in fact them sooner than is expected of them.

That is how they can both personal and profes-

sional success.
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1 a) take b) get C) earn
2 a) level b) standards c) quality
3 a) superiors b) secretaries c) chefs
4 a) do b) make c) show
5 a) confidence b) belief C) strength
6 a) test b) improve c) evaluate
7 a) find b) make C) set
8 a) reach b) move c) work
9 a) achieve b) grow ¢) demand
Task 3. Complete the sentences with the words from Task 1.
flair visionary leadership

charisma drive dynamism
1. She has great faith in her own qualities.
2. He lacks — people don't even like him speak-
ing nothing of admiring him.
3. He can be described as a with clear ideas and
strong feelings about the way the company should be in the future.
4. | believe in my students — they have a for lan-
guages.
5. We all have got tremendous , determination

and energy to succed.
6. She was bursting with energy and full of new ideas — her entrepreneur-
ial contributed to success.

Task 4. Management Questions include those that investigate your
understanding and knowledge of what management means in the
context of today's changing business environment. Read the sample
answers. Propose your own answer.

1. What do you consider to be the most challenging aspect about being a
manager in business today?

There are a number of complex challenges that managers now face in-
cluding having access to fewer resources, managing more specialized
and more diverse teams and having to operate within a constantly chang-
ing and highly competitive environment. Relate your answer to the
knowledge you have of the job, the company and the industry.
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2. What are the most critical skills a manager needs to succeed in today's
business climate?

3. What is your favorite management book?

Task 5. Complete the test to check your grammar.
Active and passive forms

1. Leading a team (be) tough.

2. | (take on) a leadership role for the
first time a few months ago.

3. We couldn't wait any more. The problem (need)
sorting out urgently.

4. | think next time you (understand) the people
and the situation better.

B. leaders (get) the top salary?
Who (get) the highest salary last month?

6. He (have) the sole responsibility for the last
deal.

7. You will make a mistake if you (solve) every
single problem yourself.

8. you (recently / encour-
age) the team members?

9. The staff (encourage) to participate in
the programme.

10. Our customer care policy (not / satisfy)
the clientele, according to the last month's survey.

11. What you (usually / do) to take the

pressure off you?
12. The employee's natural urge to leave the solving of problems to oth-

ers (not / appreciate) by the company's man-
agement.
13. Nowadays the firm (use) existing re-

sources to identify the current position and the ways to change it for the
better.

14. Who you (report to)? Who
(report) to you?

15. you (have) enough expertise
to cope with the tasks?
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16. His experience (help) him to tackle some of
the problems so far.

17, you (identify) the most ur-
gent problems and (find) the best way to handle them
yet?

18. Recently some misunderstandings (ap-
pear) between the management and the staff.

19. Some serious troubles (ob-
serve) over the last few weeks.

20. The team supervisor (try) to get rid of

the negative effects of the last week's team building seminar but he
(not / succeed) yet.

21. Our manager (be in favour of) one-to-one
meetings.

22. Our last face-to-face meeting (consider) in-
effective as the consensus (not /
achieve).

23. It (be) worthwhile calculating the budget
next week.

24, you (provide) with the in-

formation you need to make decisions on the issue? If not, call the ad-
ministration department.

25. the department (face) the
biggest problem now?

26. He was supposed to be the man who (make)
the most difference to our success.

27. 1 think you (build up) a picture of your
people, as well as of the issues if you answer some simple questions.

28. You (need) to concentrate on the needs of

the department as a whole instead of your own particular concerns if you
want to fit in the team in future.

29. you (can / judge)
who you (work) well with in the fu-
ture.

30. The overlap in the guestionnaire responses

(thoroughly / study) and the conclusions
(draw) by now.
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31. The members of this disunited group
(require) to attend a team-building session next week.

32. Try to find a solution to the trouble yourself, if no clear picture
(emerge), ask your line manager for help.

33. Yesterday our boss grumbled that applying new tactic in the future
(involve) extra work.

34. After we (gather) the data, we decided
to apply different measures from the standard ones.

35. He (say) to lack knowledge about which com-
pany products are profitable.

36. you (recognize) that staff costs are
key factor?

37. you (generally / be) open to criticism and praise?

you (often / (criticize or praise)

subordinates?

38. Ask for an analysis of profitability per employee and it
(reveal) how many staff your company really

needs.

39. The new leader (establish) priorities and
(identify) a number of areas for action, the prob-
lems and suggested solutions.

40. After you (agree) actions, the team leader
(assign) responsibilities and
(establish) dates for completion and progress re-

View.

Task 6. Match the words with the definitions.

1. planning a) providing the workers for an organization

2. 0rganizing  b) monitoring the activity to analyze results

3. staffing c) the process of thinking about and deciding on a strat-
egy for achieving or making something

4. leading d) making the necessary arrangements so that an activi-

ty can happen effectively
5. controlling ) motivating staff to work effectively
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Unit 2. Management styles

[ 0¢ nurnu

agement style'. Talk about management

Task 1. Give your definition of a 'man- | ﬂ“
styles of your parents. COACHIG
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Task 2. Match these pairs of contrasting management styles.

autocratic collaborative
centralizing controlling
directive delegating
empowering democratic
hands-on people-orientated
task-orientated laissez-fair

Task 3. Which management styles have you experienced? Which do
you prefer? If you were a manager, what sort of style do you think
you would have?

Task 4. Read what a management expert says about how manage-
ment styles have changed in the last few years. Summarise the in-
formation using key words and present it to other students.

Before Now

'‘Before, leaders were distant and remote, not easy to get to know or
communicate with. Today, managers are more open and approachable:
you can talk to them easily. There is more management by consensus,
where decisions are not imposed from above in a top-down approach, but
arrived at by asking employees to contribute in a process of consultation.
And there are more women managers now, who are often more able to
build consensus than traditional military-style authoritarian male manag-
ers.

One of the characteristics of modern management style is empow-
erment, encouraging employees to use their own initiative, to take deci-
sions on their own without asking managers first. Decision-making be-
comes more decentralized and less bureaucratic, less dependent on man-
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agers and system. This is often necessary where the number of manage-
ment levels is reduced.

To empower employees, managers need the ability to delegate, to
give other people responsibility for work rather than doing it all them-
selves. Of course, with empowerment and delegation, the problem is
keeping control of your operations: a key issue of modern management.’

Task 5. Work in groups of three. Each of you read about one of the

style — Directing, Discussing or Delegating — and decide which of the

following statements are true for your style.

1. It is up to employees to keep the manager up to date on progress.

2. Managers set strict time limits.

3. Managers encourage staff to put forward their ideas.

4. Managers and employees decide together what needs to be achieved.

5. Decisions are made by managers and their staff.

6. Employees get precise instructions.

7. Managers do not want employees to avoid making decisions which

employees should make.

8. Managers have tight control of employees’ movements and work

schedules.

9. When employees are given tasks, they decide how to complete them.
The Big Three Management Styles

Management literature describes numerous management styles, in-
cluding assertive, autocratic, coaching, directing, delegating, laissez-fair,
supportive, task-oriented and team-based. Are there really that many
styles? Paul B. Thornton, the author of the article, believes there are
three basic styles — directing, discussing and delegating, the 3-Ds of
Management Style.

Directing style

Managers using this style tell people what to do, how to do it and
when to have it completed. They assign roles and responsibilities, set
standards and define expectations.

Communicating — The manager speaks, employees listen and re-
act. Managers provide detailed instructions so employees know exactly
what to do. The ability to communicate in a clear, concise and complete
fashion is critical. The only feedback managers ask for is, 'Do you under-
stand what needs to be done?'
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Goal-Setting — The manager establishes short-term goals. When
goals are specific and time bounded, employees are clear on what is ex-
pected of them. Goals and deadlines often motivate people.

Decision-Making — The manager makes most if not all decisions.
When problems arise the manager evaluates options, makes decisions
and directs employees as to what actions to take.

Monitoring Performance and Providing Feedback — Managers
establish specific control points to monitor performance. 'Get back to me
at 11:00 a.m. to brief me on what you have accomplished'. Managers
provide frequent feedback including specific instructions on how to im-
prove performance.

Discussing style

Managers using this style take time to discuss relevant business is-
sues. What happens in a good discussion? People present ideas, ask ques-
tions, listen, provide feedback, challenge certain assumptions and coach
as needed. It's important to make sure ideas are fully discussed and de-
bated. Managers often perform the role of facilitator, making sure the
discussion stays on track and everyone has a chance to contribute.

Communicating —Two-way communication is the norm. 'Let's go
around the table and give everyone a chance to discuss their ideas'. Man-
agers spend as much time asking questions and listening as they do talk-
ing and sharing their ideas. The right question focuses the discussion and
draws out people's ideas.

Goal-Setting — Goals are often established after adequate discus-
sion. Utilizing a participatory style generally helps to increase employ-
ees' commitment to achieve their goals.

Decision-Making — Decisions are made collaboratively. Both
manager and employee play an active role in defining problems, evaluat-
ing options, and making decisions.

Monitoring Performance and Providing Feedback — The man-
ager and employees monitor performance and discuss what actions need
to be taken. This works best when both parties are open and make ad-
justments as needed.

Delegating style

Managers using this style usually explain or get agreement on what
has to be accomplished and when it must be completed. The how-to-do-it
part of the equation is left up to the employee. Responsibility and author-
ity are given to employees to get the job done.
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Communicating — Regarding what has to be accomplished, com-
munications may be one-way: 'l want you to deliver a 15-minute presen-
tation on our new compensation program at Tuesday's meeting'. In other
situations it may be two-way: 'Let's discuss what needs to be accom-
plished in the marketing brochure you're designing." Additional commu-
nication takes place to review what has been accomplished and obstacles
preventing progress.

Goal-Setting — As stated above, specific goals may be established
by the manager or may evolve after a discussion between manager and
employee. Failures in delegation can often be traced back to a lack of
understanding of the desired output or deliverable.

Decision-Making — Decisions as how the task will be accom-
plished are left to the employee. Employees have the power to take ap-
propriate actions to achieve the desired goals. Managers must avoid 're-
verse delegation' when employees try to give back decisions that they
should be making.

Monitoring Performance and Providing Feedback — Managers
decide how much monitoring is necessary. The amount of monitoring
depends on the priority of the task and the person doing it. Providing
feedback is the responsibility of the employee. Keeping the manager in-
formed, especially when the plan is off track, is critical.

Task 6. Now meet as one group and summarize the main features of
the style you read about to the others in your group. Which of the
three styles would you prefer to:

a) use as a manager?

b) experience as an employee?

Task 7. The manager’s relationship with his or her employees is de-

termined by the management style. Answer the question.

Which management style have you found to be most effective?
Describe how you are able to employ different management styles

and interpersonal skills to get the best out of the situation. Give reasons

why you use a particular management style in a certain situation and why

it works. For example:
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'l find that it is not effective to use only one type of management
style, | have to adapt according to the individual I am dealing with and
the situation. For example with inexperienced employees | use a man-
agement style that involves a high level of task instruction and close su-
pervision. | find this effective because the employee needs to be secure
that they know exactly what to do and how to do it. They also require
constant support to build their confidence.

For a more experienced employee who is comfortable with the
work, | delegate the task and expect them to come to me for help if they
need it. This demonstrates my trust in their ability to do the job on their
own.'

Task 8. Does the management style of a company's boss have an ef-
fect on the organization as a whole? In what ways? Read this article
from the Financial Times by Diane Summers and compare your ide-
as with the ones in it.

Four styles of corporate leadership

1. What does it take to be a good chairman? CCG, the London-
based headhunters, has attempted to find out. It interviewed 48 chairs —
28 of whom were from the 100 biggest UK companies listed on the Lon-
don Stock Exchange — and 12 chief executives. It then sent question-
naires to more than 400 main board members of 151 large Stock Ex-
change—listed UK companies and analyzed replies from 117 individuals,
including 36 of those interviewed.

Four distinct, preferred styles of corporate leadership emerged:

2. Facilitators are hands-off, working with and through a chief ex-
ecutive. They have warm and open personal relationships with all board
members. Their style is trusting, supportive, sensitive, aware and pur-
poseful. There is a balance between head and heart, between deliberately
standing back to the wider perspective and involvement with people, is-
sues and vision. This style was the most popular, favoured by 32 per cent
of respondents.

3. Thinkers work through a chief executive but have no doubt
about their own power and are likely to get their own way on the big is-
sues. They can be a formidable combination with a chief executive, pro-
vided both agree on fundamentals. Although they are trusted, relation-
ships will be more distant and based on respect, with a recognition of
private agendas. Penetrating understanding of the issues and the people is
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likely to be accompanied by strongly held (but not always disclosed)
views. Favoured by 25 per cent.

4. Drivers are likely to dominate by force of personality. There is
variety in the importance, closeness and style of their relationships,
which are not always consistent but are not difficult to read. There is less
emphasis on sophisticated analysis, or on the communication of a vision,
and more on strategy, action and results. They require total loyalty and
commitment, both to themselves and the company. They are unquestion-
ably the boss; anyone carrying title of chief executive will be at best a
number two or a chief operating officer. Favoured by 23 per cent of re-
spondents, though not much liked by chief executives.

5. Integrators are talented at winning both hearts and minds, and
intellectually brilliant, with a flair for communication and relationships.
Their style is open, trusting, empathic and empowering. They have
strong strategic and analytical skills, and are able to see the big picture.
They are immersed in the business. They are more interested in strategy
than operations and would work best sharing leadership with a chief ex-
ecutive who complements their qualities. Preferred by 20 per cent of re-
spondents, but most popular among non-executive directors.

Task 9. Each of the statement a-d was made by someone with one of
the four management styles in the article. Match each statement with
the management style of the person who said it.

a) | believe in delegating responsibility as much as possible. | try to
be open and trusting towards the people | work with. | leave detail to my
managers and focus on longer-term strategy, rather than day-to-day op-
erations. | get on really well with non-executive directors.

b) I'm really interested in what motivates people and I try to bal-
ance emotional issues with intellectual ones. | think it's really important
to get on with other people and understand their concerns. I try and sup-
port the people | work with as much as possible.

c¢) | work very closely with the CEO and we make a great team. |
have very clear and strong views about what needs to be done, but I don't
always tell people what they are! | have respect for the people | work
with, and | expect them to respect me.

d) I need people who think about the company 25 hours a day. I'm
the boss round here. All this stuff about the chair and the CEO being
equal is nonsense! | believe in having a clear strategy and carrying it
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through. Once a strategy is decided, continual analysis of what we we're
doing is not helpful.

Task 10. True or false (paragraph 1)?

a) CCG has its headquarters in London.

b) All the board members to whom a questionnaire was sent replied.

c) All the people who were interviewed completed a questionnair.

d) The board members all come from companies whose shares are listed
on the London Stock Market.

e) More chief executives than chairs were interviewed.

Task 11. Make nouns from the adjectives that are used to describe
Facilitators (paragraph 2), translate them into Russian.

a)aware_

b) open_

c) purposeful
d) sensitiv_

e) supportiv._

Task 12. Match the expressions 1-6 with their meanings a-f, relating
to Thinkers (paragraph 3).

1. They are likely to get their a) very good knowledge of the

way on the big issues. ___ subjects

2. They can be a formidable b) The chair and chief executive

combination with a chief execu- will work very well together, as

tive, provided both agree on long as they agree about basic

fundamentals. ____ policy

3. Relationships will be more c) Directors will understand each

distant and based on respect. other's worth, without necessarily
___liking each other.

4. penetrating understanding of d) On important questions, what

the issues ____he wants to happen will happen.

5. strongly held (but not always e) opinions you really believe in,

disclosed) views but don't always discuss with
____other people

6. a recognition of private f) an understanding that other

agendas people have their own priorities
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Task 13. Find expressions in paragraph 4 that mean the following.

a) when you support your organization (7)

and do nothing to harm it

b) when you spend a lot of time under- = (13)

standing figures, facts,etc. (8)

c) when you put all your energy intothe =~ (10)

company you work for

d) when you have a clear idea of whatthe = (6)

future will be like

e) the way you relate to different people (13)

f) strenght of character (5) of
____________ (11)

Task 14. Put these characteristics into your order of importance for
a) a department manager; b) a company CEOQO. Give reasons for
the order you choose.
- has the trust of colleagues - intellectual brilliance
- Strategic sense - talented communicator
- strong analytical skills — good with figures - good with people
- awareness of what is going on at every level of the company

Task 15. Complete the point with your own idea.

Confidence

| believe in my own abilities.
I make my own decisions quickly.

Communication

I get on with people well.
| find common language with colleagues.

Discipline

e | am trustworthy and responsible
e | am punctual and well-organized.
[

N\ MANAGEMENT STYLES /«

REACTIVE PROACTIVE
Reacting to

a problem
after it arises.

Preventing problems
before they arise.
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Task 16. Render the article into Russian.
CTHniu MeHea:KMeHTa

B MeHemKMEHTE CEeroiHsI BBIACISAIOT CPpa3y HECKOJIBKO THIIOB IIO-
BEJICHUS, KaXKJIBI U3 KOTOPHIX MO-cBoeMy 3 pekTuBeH. MeToIbl U CTH-
JIA MEHEKMEHTA, MPUMEHSIEMbIE OJJHUM M TE€M K€ YEJIOBEKOM, MOTYT
MEHSITHCS, B 3aBUCHMOCTH OT TOTO, KaKHe 3aJ1adud CTaBUT Mepea co00i u
KOJUIEKTUBOM pyKoBoauTelNb. [loaToMy Ha3Bath oauH, Hauboee 3ddek-
TUBHBIN CTHJIb MEHEIKMEHTA HE MPEJCTaBIIseTCS BO3MOXXHBIM. Ha cero-
JHSIIHUN JeHb OCHOBHBIC CTHJIM MEHEPKMEHTA TaKOBBI:

JIubepasbHasi JMHMSI YNPaABJEHUS NMEPCOHAJIOM WIM MPUHIUI
HEBMEIIATEIbCTBA PYKOBOJUTENSI B JICSATEIBHOCTh MNOJYUHECHHBIX.
VYmpaneHell, NpaKTUKYIOIIUN TOM00HBIA CTHIb PaOOTHI, BEICTYIACT I10-
CPETHUKOM MEXAY COTPYAHUKAMHU WU BBIIIECTOSIIIAM HA4aJabCTBOM. JIu-
OepaJibHOE TOBEJECHUE HAYaJIbCTBA MPAKTUKYETCS B KOJUJICKTHBAX, TJIE
PaOOTHHUKHU XOPOIIIO 3HAIOT CBOE JIETIO.

ABTOPHUTAPHBIA CTHJIb YIIPABJIEHHSI B MeHeIKMeHTe. B 1aHHOM
cillydae Bce pabouue pelnieHus MPUHUMAIOTCS «B OJIHO JIUIIO». Bhicokas
TpeOOBATEIBPHOCTD, TTOCTOSSHHBIM MPECCHHT W KOHTPOJb 3a XOJOM JIEs-
TEJIbHOCTUA. ABTOPUTAPHBIA CTWJIb XOPOIIl B TEX CIAy4asX, KOrJa BO3HU-
KalOT KCTpEeMabHbIE CUTyallUH, 1 HEOOXOAMMO CPOYHO NMPUHUMATh Ka-
KHE-TO PEIICHMUS.

JleMoKkpaTHYeCKHUH CTUJIb MEHEI)KMeHTa. PykoBoaurenu, KOTo-
pbl€ TPUIACPKUBAIOTCS 3TOTO CTWJIS, MOTYT TPHUBJIEKaTh K PEIICHUIO
YIIPABJICHYECKUX 3aJ1a4 CIEHHUAIMUCTOB BCEX ypOBHEW. B KauecTBe MOTH-
BaTOPOB K pab0Te HaYaJIbHUK BHIOUPAET BOZMOKHOCTD peaIM3alliu Kax-
IBIM COTPYAHUKOM CBOMX IOTPEOHOCTEH B IUIAHE CAMOBBIPAKEHUS,
TBOPYECTBA, MPUHAJICKHOCTH K KOJUICKTUBY.

CoveTaHue HECKOJBKHUX CTHJIEH YNPABJEHUS B MEHEIKMEHTE.
Ha mpakTuke pyKOBOAMTENIO OYE€HBb CJIOKHO BBIpAOOTaTh OJWH €IWH-
CTBEHHBIM CTWJIb PYKOBOJICTBA U TPUACPKUBATHCS TOJbKO €ro. Benpb
KOJUICKTUB COCTOMUT M3 >KUBBIX JIKOJICH, U BCE OHU OYE€Hb pa3Hbie. CKIIOH-
HOCTh K OJHOM W3 MOBEJACHYECKUX JIMHUN B PYKOBOJCTBE CKJIAJbIBACTCS
13 COOCTBEHHBIX BO3MOKHOCTEH HaydallbHHKa: €ro ypoBHEM 00pa3oBa-
HUS, OMBITOM paOOTHI, ICUXWUYECKUMH KauyeCTBaMU, a TaKKe U3 Tpaau-
Ui GUPMBI M 33124, KOTOPBIE PEIIaloTCs B JaHHBIM MOMEHT.

NMamagement Styles I
]
) 1 1
Auiooratic | Democratic [l Corsutatve |
v B ™

earnmanagement2.co

IL.aisse = Faire l
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Task 17. Test your management style with this quiz.

Harvard psychologists Litwin and Stringer have identified six man-
agerial styles. These do not describe personality, but what a manager can
do in a given situation. Being aware of which style you use most helps
you to adopt a more nuanced management approach.

Choose your most likely reaction to each of the following scenari-
0s, and check your answers at the end to find out your management style.
Management style quiz
1. A flood has made the ground floor of your office block unusable.
You have deadlines to meet and meetings to attend. You assemble all

of your staff on the first floor and:

a) tell them that a cramped desk is better than no desk at all.

b) tell a subordinate to organize a desk-sharing system and concentrate
on getting the ground floor back in use.

c) pass around the biscuits and organize team-building activities.

d) outline the available options, ask your staff for suggestions, and then
hold a vote.

e) find a patch of desk-space and crack on with your work. The most im-
portant thing is to set a good example.

f) organize an impromptu training and development day.

2. You have been alerted to a staff member who spends office hours
trawling the internet for rare books to feed his bibliophilic addiction.
You call him into your office for a private chat, and he tells you that
he finishes his work early and gets bored. You:

a) force him to apologize to his colleagues and to work in your office, so
that you can keep an eye on him.

b) inform him of company policy and tell him that if he doesn't change
his behaviour he will face disciplinary action.

c) tell him it is best if he keeps his reading habit for outside office hours.
Suggest he starts a book club.

d) ask him for suggestions as to how he might improve his behaviour.

e) get him to shadow you for a day so that he can see how much you
work.

f) explain that his behaviour is demoralizing other staff. Offer him a se-
condment to a more challenging department.

3. A staff member consistently finishes her work early, and to a
higher standard than her colleagues. You ask her to help you pre-
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pare a report, but it arrives on your desk late and full of careless
mistakes. You:

a) tear up the report in front of her and tell her to do it again.

b) tell her that if she wants to be considered for promotion then she needs
to maintain her high standards. Offer her the chance to rewrite the report.
c) say nothing about the mistakes, but ask her if she feels too pressured
by the extra workload.

d) go through the report together with her, asking her to point out any
possible improvements.

e) send her a copy of the corrected report.

f) go through your suggested corrections with her, and offer to send her
on a short business-writing course.

4. It's 8 p.m. and you have been in the office since six in the morning,
trying to tie up the loose ends of project due the following day. It is
your wife's birthday, and you haven't bought her a card yet. One of
the three colleagues who have worked late with you gets up to leave.
You:

a) demand that he stays until the work is finished.

b) demand that the work be finished by the deadline on the following
day.

c) offer him a lift home.

d) ask all three if they think it is time to stop for the night.

e) tell him to run to the shops and get a card for your wife while you fin-
ish off his work.

f) go home. Book everyone on a time-management course.

5. You discover that frequency with which kettles are boiled and re-
boiled in the office contributes more to electricity costs than heating
and lighting put together. You:

a) throw away the kettles.

b) organize a rota for making drinks, so that kettles are used with less
frequency and more efficiency.

c) hold tea breaks so that staff are less inclined to boil the kettles at other
times.

d) ask the staff to keep records of when they boil kettles, so that they can
become aware of whether their behaviour is inefficient.

e) display a bottle of cold water on your desk.

f) spend a morning explaining the financial and environmental benefits
of saving electricity.
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6. A member of staff starts coming to work in jeans and trainers.
This does not affect her work, as she does not meet members of the
public or clients, but other staff members have begun to complain.
You:
a) order her to dress more smartly or resign.
b) put up posters indicating the correct dress code.
Cc) organize a casual-wear day, so that she will realize jeans are for spe-
cial occasions.
d) send around a dress code survey, asking staff to suggest improve-
ments.
e) pay more attention to your own smartness.
f) explain the impact that a smart appearance has on colleagues, clients
and employers.

Interpretations

Mostly a: You go for the coercive style: you work well in crisis
situations, and prefer to use the stick than the carrot. You demand imme-
diate obedience, and do not tolerate hangers-on.

Mostly b: The authoritative manager demands results with the
same force as does the coercive, but instead of requiring that specific
tasks be completed now, states the deadline and goal, and leaves the staff
to decide their own route there. You are an asset in times of change, and
have strong long-term vision.

Mostly c: In contrast to the coercive and authoritative managerial
types, you prefer to think more about the well-being of your people. You
are an affiliative manager. You are concerned to create harmony in the
workplace, and hold the principle that «people come first».

Mostly d: The democratic manager is also staff-aware, but instead
of focusing on building social relationships, you involve your staff in the
management of the organisation. The words most commonly on your lips
are: «What do you think?»

Mostly e: You are a pace-setter. A high-achiever and a conscien-

tious worker you demand the same from your staff. You are not afraid to
work at the same level as your staff in order to demonstrate what needs
to be done and how they should do it.
Mostly f: You are a coaching manager. You consider it important to de-
velop the long-term potential of each employee, rather than focusing on
short-term results. You organize development plans, training days and
coaching sessions.
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Task 18. Discuss the question: which would you prefer to work for?
a) a male boss; b) a female boss; c) either — you don't have a prefer-
ence.

Task 19. The text below is about the different styles that men and
women have in their workplace. Look at the descriptions below and
say which you think represent men (m) and which — women (w)?
Then read the text and see if the writer's ideas are the same as yours.
confrontational, competitive —
personal achievement comes first —
share credit for success —

forceful, challenging, direct —
self-protective —

in control —

. ..Jx e, ‘
collaborative — & i
welcome contributions — o enen
talk about personal matters — o B0 TR | S e, LR e 10 M0

hysterical —
Male and female management styles

Men and women do things differently. There are, of course, excep-
tions to every generalization, including this one. Cristina Stuart is a man-
aging director of Speakeasy Training, a consultancy that runs courses for
men and women working together. Here she describes a few key differ-
ences between the sexes in the workplace.

Working together. The male approach to business is competitive,
direct and confrontational. The end justifies the means (it doesn't matter
what methods you use; success is the only important thing). Personal
status and a focus on the individual are important. The female method is
collaborative. Collective action and responsibility are more important
than personal achievement. Lateral thinking (thinking in a creative way,
making unusual connections), as well as goodwill and the well-being of
the individual, are also of great importance.

Tackling problems. The male approach is to go to the heart of the
problem, without taking into account secondary considerations. The fe-
male preference is to look at various options.

Language and Body language. The male way of speaking does
not encourage discussion. Women tend to welcome others' opinions and
contributions more. Male body language tends to be challenging. Female
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body language tends towards self-protection. A stereotypical female pose
IS sitting cross-legged; the male sits with legs apart to give an impression
that he is in control. Male behaviour can include forceful gestures for ex-
ample banging a fist on the desk for effect. The female style does not
usually include aggressive gestures.

Conversation. Men like to talk about their personal experiences
and achievements or discuss 'masculine' topics such as cars or sport.
Women tend to talk about staff problems and personal matters.

Meetings. If a woman does not copy the male confrontational style,
she is often ignored.

Self-promotion. Men find it easy to tell others about their success-
es. Women tend to share or pass on the credit for a success.

Humour. Men's humour can be cruel — a man's joke usually has a
victim. Female humour is less hurtful. A woman often jokes against her-
self.

Caveat. Many men have a female style of working. Equally many
women have a male approach. As Ms. Stuart says many of the current
management theorems — flatter organisations (in which there are fewer
managers and people have equal status), empowerment, managing by
consensus — have a female style to them.

Task 20. According to the text, which of these phrases are typically
used by men and which by women? Use the text above.

But we need to take account of ...

You look worried. What do you think about the new plan?

| built the department from nothing.

Thanks for your kind words, but this really was a team effort.

Task 21. Work in groups and discuss the questions. Then choose a
spokesperson in the group to make a presentation to the whole class,
summarizing the opinions in the group.

1. What is the style of male and female managers in your country?

2. Are they similar to the ones outlined in the text?

3. Do you think there is a difference in style between men and women or
Is any difference usually because of personality?

4. Do you know any men who have a female style of working? Or wom-
en who have a male style of working?

5. Do you find it easier to work with men or women? Why?
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Activity: Cross-cultural management.
Reading and discussing
Task 1. Read the business brief article,
Managing across cultures

As the world gets smaller, we need to learn more about each other's
values, beliefs, habits and expectations. Culture is, in the famous phrase,
the way we do things around here. The 'here’ in question may be a country,
a region, a social class, a company, a university. Clearly, we each live in a
set of cultures and subcultures that interlock in complex ways, and, to make
a generalization, one of the most dangerous things is to generalize about
them. Stereotypes are to be handled with caution. The stereotype may rep-
resent the middle of a range of differing behaviors, it may be at one ex-
treme, or it may just not be true. And there may be more variety in behav-
lor within a culture than between one culture and another.

Neighboring countries or regions, or two companies in the same in-
dustry, tend to see themselves as very different to each other, but that dif-
ference is hard for the outsider to grasp at first glance. A few years working
in one of the two places will make it seem more apparent, as one gets 'in-
volved' in one of the cultures.

Here, in no particular order, are some cross-cultural issues, areas
where there are variations in behavior across different cultures, and some
examples of the ways they relate to the business world:

* Religion: is it expected of people or a matter of individual choice?
Does it play a role in business life?

* Roles of men and women: are women often found at the highest lev-
els of business and society?

« Hierarchy: what is the distance between managers and the people
who work for them?

» Levels of formality in language and behavior: is there an elaborate
system of levels of deference in addressing different people?

« Conversation: settings (formal and informal meetings, social situa-
tions, etc.), turn-taking, proximity, body language, contact, etc.

» Dress for different settings and occasions: is the business suit essen-
tial?

« The relation of work to private life: are spouses expected to attend
certain types of company event? Do business people invite colleagues
and contacts to their houses, or is everything done in the office and
restaurant?
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» Time: timescale of the activity / organization, planning, punctuality,
the working day / week / year, meals, recreation, holidays, etc. Do
meetings start on time? Is the summer break sacrosanct?

These are all interesting areas for discussion, bearing in mind that we
are not judging whether other ways of doing things are right or wrong, but
that we should be aware of the differences, and not see our own culture as
the 'normal’ one.

But as language trainers and teachers, we should also remember that
language is our main concern. Handing over business cards with both hands
when in Asia is something very few of our European learners will actually
have to do. But getting learners to greet people in an appropriate way, with
the correct intonation, concerns them all. Situations such as this require
very formulaic language, and one thing wrong or out of place can destroy
the whole effect. One of our jobs is to teach and practise the formulas, the
language blocks, for these situations. Of course, this can be done in simu-
lation activities where awareness of cultural issues also has its place.

Task 2. The characteristics of management often vary according to
national culture, which can determine how managers are trained,
how they lead people and how they approach their jobs.

Below you will find five brief portraits of managers in five differ-
ent countries. Using your knowledge of the United States, the United
Kingdom, France, Germany and Sweden, decide which country each
of these portraits correspond to.
Managers from this country:

e (o through an elitist educational system;
e have a strong sense of hierarchy and power;
e often have impersonal relationships at work;
e analyze problems in great detail before taking decisions;
e consider speaking skills to be particularly important;
e move easily between state and private sectors.
Managers from this country:
e receive a general education;
delegate authority;
take a practical approach to management;
have a relatively formal relationships at work;
encourage their employees to work individually;
believe it is important to continue education and training at work.
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Managers from this country:
e consider professional and technical skills to be very important;
have a strong sense of authority;
respect the different positions in the hierarchy of their companies;
clearly define how jobs should be done;
are very loyal to their companies and expect their subordinates to
obey them;
e are often older than in other countries.
Managers from this country:
e consider social qualities to be as important as education;
e encourage their employees to take an interest in their work;
e pay close attention to the quality of working life;
e do not use as much authority as in other countries;
e appreciate low-level decision-making;
e are often women.
Managers from this country:
e generally attend business schools;
e communicate easily and informally at work;
e admire the qualities of a leader;
e expect everyone to work hard,;
¢ individual performance is measured and initiative is rewarded,;
e have competitive and sometimes aggressive attitudes towards
work;
e often accept innovation and change.

Task 3. Read an interview with Stuart Crainer, who has written
many books on business and management. What, according to Stu-
art, is the key to managing globally?

Interviewer: Now business is becoming more and more interna-
tional, how would you advise managers to prepare themselves for deal-
ing with cultural difference abroad?

Stuart Crainer: Yes, management is becoming more international
and truly global. And the companies that appreciate that will be the ones
that succeed in the future. Seems to me that the key to working globally
and managing globally is the ability to reconcile difference. If you can
reconcile differences between cultures and between peoples, you will be
well-set to succeed as a global manager. Interestingly that's something
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that women are traditionally better at than men. However there aren't
many women at the higher-most echelons of international corporations.
So | think if you can prepare yourself and sensitize yourself and be able
to reconcile differences then you will succeed globally.

Task 4. Many managers are sent abroad to work; some find it diffi-
cult to adapt to local conditions. Read the article below and answer
these questions.
1. Why has the number of people working abroad increased?
2. Who did the following — the German manager in England or the
American manager in France?
a) He made the staff stay inside the building at lunchtime.
b) He gave staff targets.
c) He had meals with each member of staff.
d) He stopped staff drinking during working hours.
e) He seemed to be watching his staff.
f) He worked harder than other staff.
3. What are the differences in the way the two managers managed their
staff?
The International Manager

In recent years many companies have expanded globally. They
have done this through mergers, joint ventures and co-operation with
foreign companies. Because of this globalization trend, many more em-
ployees are working abroad in managerial positions or as part of a multi-
cultural team.

Although it is common nowadays for staff to work abroad to gain
experience, many people have difficulty adapting to the new culture. The
failure rate in US multinationals is estimated to be as high as 30 % and it
costs US business $3 billion a year.

Two typical failures have been described in the journal Manage-
ment Today. The first example concerns a German manager with IBM
who took up a position as Product manager in England. He found that at
most lunchtimes and especially on Fridays, many members of staff went
to the pub. 'l stopped that right away,' he says. 'Now they are not allowed
off the premises. It didn't make me very popular at the time but it is not
good for efficiency. There is no way we would do that in Germany. No
way'.
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The second example is about an American manager who came to
France on a management assignment. He was unable to win the trust of
his staff although he tried all kinds of ways to do so. He set clear goals,
worked longer hours than everybody, participated in all the projects, vis-
ited people's offices and even took employees out to lunch one by one.
But nothing seemed to work. This was because the staff believed strong-
ly that the management were trying to exploit them.

The German manager's mistake was that he hadn't foreseen the cul-
tural differences. IBM had a firm rule about drinking during working
hours. It was not allowed. He didn't understand that staff in other coun-
tries might be more flexible in applying the rule.

The American manager used the ways he was familiar with to gain
the staff's trust. To them, he seemed more interested in getting the job
done than in developing personal relationships. By walking around and
visiting everyone in their offices, perhaps he gave the impression that he
was 'checking up' on staff. His managerial approach strengthened their
feeling of exploitation.

When managers work in foreign countries, they may find it difficult
to understand the behavior of their employees. Moreover, they may find
that the techniques which worked at home are not effective in their new
workplace.

Task 5. Read the opinion of Thomas Aitken about the qualities and
skills of a successful international manager. Do you agree / disagree
with the author? Give some reasons to explain your opinion. Can
you learn it by heart and present in class to other students?

Ideally, it seems a global manager should have the stamina of an
Olympic runner, the mental agility of an Einstein, the conversational
skill of a professor of languages, the detachment of a judge, the tact of a
diplomat, and the perseverance of an Egyptian pyramid builder. And
that's not all. If they are going to measure up to the demands of living
and working in a foreign country, they should also have a feeling for the
culture; their moral judgment should not be too rigid; they should be able
to merge with the local environment; and they should show no signs of
prejudice.
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Interactive task: Case study. Management style

Task 1. Read the Background and complete the table.
Activity of company

Project team working on

Current approach

Structure of team

Current problems caused

by
State of staff

Risk

Current solutions

Zenova is based in Hanover, Germany. It is a multinational group
which makes health and beauty products. Four months ago, it assembled
a project team of 16 members drawn from subsidiaries in Europe, Amer-
ica, Asia, and the Middle East. The working language was English.

The team, managed by Ryan Douglas, was instructed to carry out a
major survey of job satisfaction in all the subsidiaries. This would in-
volve travelling to subsidiary companies, interviewing staff, administer-
ing surveys, analyzing results and producing a final report in 18 months'
time. The team would have to work to tight deadlines, under constant
pressure to complete the various stages of the work.

Four months later, it became clear that the project was being badly
managed. The morale of team members was low and progress on the pro-
ject had been much too slow.

The management of Zenova decided to replace Ryan Douglas, the
current Project Manager. The problem was to decide who to put in his
place. Who would have the right management style to lead this multina-
tional team?
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Task 2. Management style of Ryan Douglas.

You are directors of Zenova. You interviewed three members of the pro-
ject team about Ryan's style of management. Work in small groups. Read
/ Listen to the comments. Note down the strengths and weaknesses of his
style, using the categories below.

1. Personality

2. Communication

3. Goal-setting
4. Decision-making
5. Monitoring

performance

6. Giving feedback

TM-Team Member
TM 1. Ryan just wasn't right for the job. He was hard-working and de-

™ 2.

cisive — that was good. But | think he made decisions a little too
quickly. He didn't like people to talk back to him; in fact he hat-
ed anyone to disagree with him.

| don't think he was good at giving instructions. He told us what
to do, and if we didn't get it right, he'd say, 'Do it again'. | once
had to re-write an email five times. He never had time to tell me
what | was doing wrong, so | couldn't improve my performance.
| never got any feedback from him.

Another thing, he just didn't want to spend time with team
members. It's not that he didn't like us; he just couldn't be both-
ered to get to know anyone.

Ryan had some good points. He was a strong manager, always
decisive and direct with us. He didn't like it if people made ex-
cuses for not doing a job properly.

He gave us clear instructions, but they were a bit brief — some
people say he needed to explain things more.

In my opinion, he didn't set clear goals. If he wanted you to
write a report, he didn't tell you how long it should be and when
he needed it by. And then he would call you, and say, he wanted
it on his desk by the following week. Another time, he wanted
information about incentives to staff, but didn't tell me how |
should get the information.
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TM 3. | don't have much work experience. I'm a new employee, so |
liked certain things about Ryan's management style. He told me
exactly what to do and if | didn't get it right, he gave me an op-
portunity to do it again, and yet again if necessary.

But he wasn't a good manager. He never gave me any work to
do that was really interesting or challenging. | think he tried to
do too much himself. He didn't seem to trust me.

| like warm, friendly people. Ryan wasn't like that. He wasn't re-
ally friendly with anyone, he had no real friends in the team. Al-
so he didn't adapt to the different people and nationalities in the
group. He used the same approach with everyone. I think he had
no team building skills — that's why he had problems.

Task 3. Case Study Task.

1. Work in small groups. You are directors of Zenova. Discuss each
of the candidates' management style. Analyze their strengths and weak-
nesses.

2. Rank the management styles of the four candidates in terms of their
suitability for the position of the project manager. Number 1 would be
your choice, number 4 your least suitable candidate.

3. Working as one group, compare your decisions and choose one candi-
date to be the Project Manager.

Task 4. Replacing the Project Manager.

The directors of Zenova have talked informally to several candidates
who would be interested in taking over from Ryan Douglas. The candi-
dates were asked to note down their management style. Read the descrip-
tion of their style below.

Task 5. Writing.

As one of the directors, write a summary of the meeting you have just at-
tended. This summary will be sent to the Chief Executive of Zenova,
who was unable to attend. Your summary should contain the following.

- An analysis of each candidate's management style.

- Your choice of candidate for Project Manager, together with your rea-
sons.
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Manager 1 Elliot
NEW BUSINESS MANAGER

I'm a strong, confident person.
My job: To give instructions
and see they're carried out.
Not interested in excuses if the
work isn’t done.

Essential to give staff clear T —

Check often to make sure they're meeting
deadlines.

Don't like stoff arguing, if they do, | listen then
tell them what to do.

I'm decisive, sometimes | get it wrong. Who
doesn't? My staff ore multinational - I'm trying
to adapt my management style.

Appraisal interviews; Once a year with staff -
always friendly ond productive.

My strengths: Leadership, achieving targets.
My personality: tough, fair, loyal to staff. Bit
impatient at times.

Manager 3 Anna
TRANSPORT MANAGER

Ambitious, hardworking

and responsible.

My job: Organising people 50
that they get the work done.
I'm tough, | have to be with
my staff - truck drivers,
warehouse men.

Always set goals. Then let them get on with it.

Their job? To carry out my instructions - to the
jetter.

Like to offer them incentives, e.g. Bonuses,
prizes, free holidays.

Competition is good, it brings out the best in
staff.

Appraisal interviews: Once a year. Usuolly o
waste of time.

My strengths: Organising; mativating, getting
Jjob done.

My personality: Strong, bossy, successful.
Tough outside, soft inside!

Manager 2 Janet

MANAGER,
COMPUTER SERVICES

A people person. Qur staff
are our biggest asset.

My job: To try and make
sure everyone's happy in the department.
Enjoy meetings. Decide everything in
discussions with all staff.

Talk about our goals with them - we decide
them together.

Once I've made up my mind, | don’t change it
- very decisive.

Spend lots of time sorting out staff problems.
It's a priority.

Appraisal Interviews: Every six months,
Check each week to see if they're OK.

My strengths: Good listener; well-organised;
get the details right.

My personality: Warm, friendly;
understonding. Wonderful atmosphere in the
department.

Manager 4 Koichi
SALES DIRECTOR, EUROPE

Hordworking, democratic
and loyal.
My job: To meet the torgets

set by my superior. __\\J
Essentiol not to let the

company down.

Hold lots of meetings with staff. No time limit.
Discuss our goals with staff. Never take
decisions without consulting staff.

Do not allow arguments at wark - bad for
team morale. Discuss sales targets with each
member of staff. Set realistic torgets.

Work six doys a week, often at the weekends.
Expect staff to do the same.

Want staff to feel oshomed if they do not meet
targets.

Appraisal Interviews: Every quarter.

My strengths: Hardworking, sociable, never
get angry.

My personality: Serious; polite; professional,
Very importunt for staff to respect me.
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Assessment: Management questions for self-checks

Task 1. General questions. Discuss the answers in class.
1. What has been your greatest achievement?

2. What are your future goals?

3. What do you do in your free time?

4. What do you want from work?

5. What kind of people do you like to work with?

Task 2. Answer the questions from Block 1 (you may do it orally).
What makes people successful at work?

How ambitious are you?

Where do you want to be in one / two / three years' time?

What qualities and skills does a person need to be a good manager?
What are the advantages and disadvantages of being a manager?

What management style has impressed you most?

In what ways is planning important when you work / study?

. Which companies or products from your country / of your company
are you most proud of?

9. What can people gain from working / studying abroad?

10. What can companies do to encourage new ideas / to make people
more creative?

Nk wWDE

Task 3. Answer the questions from Block 2 in writing.

1. How would your co-workers describe you?

2. What motivates you in your job?

3. What makes a good manager?

4. What do you consider to be the most challenging aspect about being a
manager in business today?

5. What are the most critical skills a manager needs to succeed in today's
business climate?

6. What is your favorite management book?

7. Which management style have you found to be most effective?

8. What aspect of your management style would you like to change?

9. What type of people do you work with most productively?

10. What good advice could you give to people who want to do business
in your country?
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Task 4. Consider the following questions and analyze the sample
answers. Compare them with your own answers in Task 3 above.

1. How would your co-workers describe you?

Tip: Your answer should demonstrate an objective view of your
strengths and areas for improvement in terms of teamwork, communica-
tion and your interpersonal skills; describe the good points and percep-
tions but also discuss one or two areas that you are aware need attention.
Emphasize what you have done to improve on these areas. This makes
your answer both real and insightful. When you refer to the positive
characteristics, support your answer with a quote or paraphrase from one
or two of your colleagues. Use work-relevant competencies like good
communicator, reliable, decisive, resilient, energetic, team member when
answering questions like this.

Sample answers: 'l know they consider me to be hard working. In
fact, the other team members often thanked me for the extra hours | put
In.'

‘I know that | was initially considered intolerant if I felt they were
not putting in the same amount of effort as | was. | realized it was better
to encourage them to meet our deadlines by offering help where needed.
This has worked much better for all of us.’

2. What motivates you in your job?

Tip: There is no right or wrong answer. It is often difficult to ver-
balize your motivation properly without preparation. What does motivate
you will depend on your background and work experiences, but try to
make your motivation relevant to what this job can provide. For example
if the job is a fairly isolated one do not give 'working with other people'
as a motivation.

Sample answers: 'l am motivated by the challenge of difficult tasks
and projects. My previous manager gave me more and more responsibil-
ity as | proved myself, | found this very motivating.'

‘It is important for me to meet the customers' needs. I give them the
best service and when | exceed their expectations or get positive feed-
back it motivates me.’

"I like to know that | am growing as an employee. Learning and us-
ing new skills is a big motivator for me.’
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MODULE VI. ECONOMICS ISSUES AND CAREERS

Unit 1. Economics and economic security
Task 1. Tick which of these statements you think are true. Then ex-
plain to your partner why.

1. Economics is only the study of money.
2. Economics is something governments take care of.
3. An economist basically decides how money is spent.

Task 2. Match the words with the definitions. Take turns with your
partner to explain them to each other.

1. Dbudget a  the people who control a country and
make laws

2. Dbusiness b information

3. convenience c  company that sell goods or services

4. data d  easiness

5. demand e the amount of money you have for
something

6. government f how much people want something

7. inflation g  the number of people without work

8.  resources h  something such as money, workers or
minerals belonging to an organisation,
country, etc. which can be used to func-
tion properly

9. trade-off [ rising prices

10. unemployment J giving away something in exchange for

something

Task 3. Read the two articles below and match each paragraph with
the correct heading.

Paragraph 1.
Paragraph 2.
Paragraph 3.
Paragraph 4.
Paragraph 5.
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A. How economists work.
B. Making deals every day.
C. Various ideas about economics.
D. Two areas of economics.
E. Two types of economists.
The basics of economics

1. What do you think of when you hear the word ‘economics'?
Money, certainly, and perhaps more complicated things like business, in-
flation and unemployment. The science of economics studies all of these,
but many more things as well. Perhaps you think that economics is all
about the decisions that governments and business managers take. In
fact, economists study the decisions that we all take every day.

2. Very simply, economics studies the way people deal with a fact
of life: resources are limited, sometimes scares, but our demand for them
certainly is not. Resources may be material things such as food, housing
and heating. There are some resources, though, that we cannot touch.
Time, space and convenience, for example are also resources. Think of a
day. There are only 24 hours in one, and we have to choose the best way
to spend them. Our everyday lives are full of decisions like these. Every
decision we make is a trade-off. If you spend more time working, you
make more money. However, you will have less time to relax. Econo-
mists study the trade-offs people make. They study the reasons for their
decisions. They look at the effects those decisions have on our lives and
our society.

3. Economists talk about 'microeconomics' and ‘'macroeconomics'.
Microeconomics deals with people, like you and me, and private busi-
nesses. It looks at the economic decisions people make every day. It ex-
amines how families manage their household budgets. Microeconomics
also deals with companies — small or large — and how they run their
business. Macroeconomics, on the other hand, looks at the economy
of acountry — and of a whole world. Any economist will tell you,
though, that microeconomics and macroeconomics are closely related.
All of our daily microeconomic decisions have an effect on the wider
world around us.

4. Another way to look at the science of economics is to ask,
'What's it good for?" Economists don't all agree on the answer to this
question. Some practise 'positive economics'. They study economic data
and try to explain the behaviour of the economy. They also try to guess
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economic changes before they happen. Others practise 'normative' eco-
nomics. They suggest how to improve the economy. Positive economists
say, 'this is how it is'. Normative economists say, 'we should ...'.

5. So what do economists do? Mainly, they do three things: collect
data, create economic models and formulate theories. Data collection can
include facts and figures about almost anything, from birth rates to cof-
fee production. Economic models show relationships between the money
people earn and unemployment. From this information, economists try to
make theories which explain why the economy works the way it does.

Task 4. Read the articles again and answer the questions in pairs
with your partner. Then practise asking and answering questions
with the class.

1. What does economics study?

2. What are any examples of tangible and intangible resources?

3. Why does the author call decision-making 'a trade-off'?

4. What are macroeconomics and microeconomics?

5. What is the philosophy of 'positive economics'?

6. What do 'normative' economists study?

Task 5. Read the definitions below and use them to answer the ques-
tions.

1. Which of the definitions do you find the best? Why?

2. Which of the definitions do you disagree? Why?

3. What do you think economics should study?

/Economics is the A /Economics is a social science that \
study of price mak- studies human behaviour. Economics
ing and how much has a unique method for analyzing and
something is worth predicting individual behaviour in in-
compared with its stitutions such as restaurants, clubs

% wrading centers. /

Economics is the study of how individuals make decisions with lim-
ited resources as to best satisfy their wants, needs and desires.
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Most simply, economics
IS the science that explains
the best value of money.

Economics is the
study of how socie-
ties spend time and
money.

Economics is the way in which money influences whether
a plan, business etc. will work effectively.

Economics is a science that analyzes what, how,
and for whom society produces.

Task 6. Complete the text with the words from the box.
satisfy management allocate economist
comes from wants money economics

What is economics concerned with?
People often think of economics as concerned only with (1)
, business, and supply and demand. But economics
Is about much more and has been since its beginnings as a branch of phi-
losophy. The 19th century (2) Alfred Marshall said
it best when he described economics as the study of people in the busi-
ness of everyday life.

The word 'economics' (3) a Latin word for
managing a household but today it refers to much more than that. Fami-
lies and economies have a lot in common. (4) of a

household involves decisions over what tasks should be done and who
should do them, such as who raises the children, who supports the family
and who does the chores. Managing a household requires decisions about

how to (5) such resources as time and people to
achieve the best household management.
The field of (6) goes beyond the household to

the society. Societies must decide what jobs will be done, what products
to produce and who should perform what tasks. Economics studies how
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societies manage resources to (7) people's wants
and needs. This definition can apply to individuals, families, companies
and even entire nations. Resource allocation is important in economics
because resources are scarce. People have unlimited (8)
and needs, but society cannot provide every single
thing that people want. This means decisions must be made about what
to produce, who should produce it and for whom it should be produced.

Task 7. Read the text again and answer the questions.

1. What does economics study?

2. Does economics deal only with the household management?

3. What decisions must be made in order to use scarce resources effi-
ciently?

Task 8. Translate the text in writing. Use a good dictionary to help
you and check it with the class. Do not use the on-line translator.
Economics

Economics is a social science which deals with human wants and
their satisfaction. It is mainly concerned with the way in which a society
chooses to employ its scarce resources which have alternative uses, for
the production of goods for present and future consumption. The exist-
ence of human wants is the starting point of all economic activity in the
world. Unless we make efforts, we cannot satisfy wants. Hence, wants,
efforts and satisfaction form the circle of economics. We may say eco-
nomics is the science of wants. But in the real world, the means which
satisfy our wants are limited, that is, there is scarcity of the means which
satisfy our wants. Time and money are limited. Land, labour and capital
which are used in production are limited.

Economics is the science of choice. As there is scarcity of goods,
we have to pay a price for them. So, economics studies about the pricing
process. And, as prices are paid in money, we study about the part played
by money in the economic life of a society. We study how people get and
spend money, how they earn a living and how it affects their way of life
and so on. All the scarce goods which satisfy our wants are known as
wealth. So, in economics, we study about the production of wealth, ex-
change of wealth, distribution of wealth and consumption of wealth. As
wealth is produced to promote human welfare, we study the relationship
between wealth and welfare.
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Task 9. Read the article below and speak on the following points.
1. Environmental factors.

2. The elements of economic environment.

3. The changes in economic environment.
Various environmental factors such as eco-
nomic environment, socio-cultural environ-
ment, political, technological, demographic
and international, affect the business and its
working. Out of these factors economic envi-
ronment is the most important factor. )

' . EA- |

It includes system, policies and nature of an economy, trade cycles,
economic resources, level of income, distribution of income and wealth,
etc. Economic environment is very dynamic and complex in nature. It
does not remain the same. It keeps on changing from time to time with
the changes in an economy like changes in Government policies, politi-
cal situations.

Economic Environment has five main components: economic con-
ditions, economic system, economic policies, international economic en-
vironment, and economic legislations.

Task 10. Read the article and complete the gaps with the verbs and
expressions below. Check it with the class.

spending behaviours have great implications on
the purchasing power are broken down into
includes are often considered

An economic environment is the total number of economic factors
that make up the economy of the nation. Economic factors

1) two separate environments: microeconomic and
macroeconomic. The microeconomic environment
2) information relating to the economic situations

of individuals in society. The macroeconomic environment includes eco-
nomic factors relating to the aggregate economic information of business
industries, sectors or other particular groups of individuals and business-
es. A country's fiscal, monetary or economic policy can
3) the nation's entire economic environment.
An important economic factor is the inflation or deflation that alters
the purchasing power of the nation's currency. While it is impossible to
determine what really causes inflation and deflation, the business cycles
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found in a free market economy 4) the main
reason for inflation or deflation outside of political intervention. As
5) of money changes in the economic environ-
ment, consumers often change their 6) and
businesses missing invest less money in their operations. Current politi-
cal systems usually change the monetary and fiscal policy of the nation
in order to correct these changes by consumers and businesses.

Task 11. Read this article and write the summary for each type of
economic system.

1. Market economy
2. Planned economy
3. Mixed economy

Economic Systems

Economics is a science that analyses what, how, and for whom so-
ciety produces. The central economic problem is to reconcile the conflict
between people's unlimited demands with society's ability to produce
goods and services. An economic system is defined as country's plan for
its services, goods produced, and the exact way in which its economic
plan is carried out. In general, three types of economic systems exist,
each with their own drawbacks and benefits; the Market Economy, the
Planned Economy and the Mixed Economy.

Market Economy. In a market economy, national and state gov-
ernments play a minor role. Instead, consumers and their buying deci-
sions drive the economy. In this type of economic system, the assump-
tions of the market play a major role in deciding the right path for a
country's economic development. Market economies aim to reduce or
eliminate entirely subsidies for a particular industry, the pre-
determination of prices for different commodities, and the amount of
regulation controlling different industrial sectors. The absence of central
planning is one of the major features of this economic system. Market
decisions are mainly dominated by supply and demand. The role of the
government in a market economy is to simply make sure that the market
Is stable enough to carry out its economic activities properly.

Planned Economy. A planned economy is also sometimes called a
command economy. The most important aspect of this type of economy
Is that all major decisions related to the production, distribution, com-
modity and service prices, are all made by the government. The planned
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economy is government directed, and market forces have very little say
in such an economy. This type of economy lacks the kind of flexibility
that is present in a market economy, and because of this, the planned
economy reacts slower to changes in consumer needs and fluctuating
patterns of supply and demand. On the other hand, a planned economy
aims at using all available resources for developing production instead of
allotting the resources for advertising or marketing.

Mixed economy. A mixed economy combines elements of both the
planned and the market economies in one cohesive system. This means
that certain features from both market and planned economic systems are
taken to form this type of economy. This system prevails in many coun-
tries where neither the government nor the business entities control the
economic activities of that country — both sectors play an important role
in the economic decision-making of the country. In a mixed economy
there is flexibility in some areas and government control in others.
Mixed economies include both capitalist and socialist economic policies
and often arise in societies that seek to balance a wide range of political
and economic views.

Task 12. Answer the questions. Discuss the answers with the class-
mates.

a) What are the major characteristics of the three economic systems?

b) To what extent do you agree with the view that the needs of consum-
ers are more likely to be satisfied in a command than in a market econo-
my?

c) How would you explain the increasing importance of mixed econo-
mies?

d) Why is it often difficult to obtain agreement about which type of
economy is preferable?

Task 13. Read the text and mark each statement according to the
type of economic policy it describes.

It is related with overseas investment.

It influences international transactions.

It encourages industries and businesses.

It is concerned with budgetary management.

It controls import and export procedures.

SHE A I

It deals with monetary management.
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It monitors money supply and interest rate.

It regulates the movement of money from abroad.

It is a tool of economic development.

B |©| 0N

0. | It is organized and developed by authorities.

Economic Policies

Government frames economic policies. Economic Policies affect
the different business units in different ways. It may or may not have fa-
vorable effect on a business unit. The Government may grant subsidies
to one business or decrease the rates of excise or customs duty or the
government may increase the rates of customs duty and excise duty, tax
rates for another business. All the business enterprises frame their poli-
cies keeping in view the prevailing economic policies. Important eco-
nomic policies of a country are as follows.

1. Monetary Policy. The policy formulated by the central bank of a
country to control the supply and the cost of money (rate of interest) in
order to attain some specified objectives is known as Monetary Policy.

2. Fiscal Policy. It may be termed as budgetary policy. It is related
with the income and expenditure of a country. Fiscal Policy works as an
instrument in economic and social growth of a country. It is framed by
the government of a country and it deals with taxation, government ex-
penditure, borrowings, deficit financing and management of public debts
in an economy.

3. Foreign Trade Policy. It also affects the different business units
differently. E.qg., if restrictive import policy has been adopted by the gov-
ernment then it will prevent the domestic business units from foreign
competition and if the liberal import policy has been adopted by the gov-
ernment then it will affect the domestic products in other way.

4. Foreign Investment Policy. The policy related to the investment
by the foreigners in a country is known as Foreign Investment Policy. If
the government has adopted liberal investment policy then it will lead to
more inflow of foreign capital in the country which ultimately results in
more industrialization and growth in the country.

5. Industrial Policy. Industrial policy of a country promotes and
regulates the industrialization in the country. It is framed by government.
The government from time to time issues principals and guidelines under
the industrial policy of the country.

171



Task 14. Read the article below about business environment and
speak on the following points.
a) Definitions of the words 'business' and ‘environment'.
b) The definition of business environment.
c) The categories of business environment.

The term Business Environment is com- [ s
posed of two words 'business' and ‘environ-
ment'. In simple terms, the state in which a
person remains busy is known as 'business'.

The word 'business' in its economic sense means the activity of making
money by producing or buying and selling goods, or providing services.
The word 'environment' refers to the aspects of surroundings.

Business Environment may be defined as a set of conditions — so-
cial, legal, economic, political or institutional — that are uncontrollable in
nature and affect the functioning of organization. Business Environment
Is divided into two categories.

1. Internal Environment includes 5 (five) M's: Man, Material,
Money, Machinery and Management, usually within the control of busi-
ness. Business can make changes in these factors according to the change
in the functioning of enterprise.

2. External Environment. Those factors which are beyond the con-
trol of business enterprise are included in external environment. These
factors are: governmental, legal, geophysical, political, socio-cultural,
demographic, etc. It is of two types: micro / operating environment and
macro / general environment.

Task 15. Read the article below and match the headings with the
correct passage.
Competitors Suppliers Customers
Public Market intermediaries
Micro / Operating Environment

The environment which is close to business and affects its capacity
to work is known as micro or operating environment. It consists of five
aspects.

a) They are companies or people that pro-
vide a particular product, raw material and required components to the
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company. They must be reliable and business must have multiple suppli-
ers i.e. they should not depend upon only one supplier.

b) Customers, who buy goods or services
from a company, are regarded as the king of the market. Success of every
business depends upon the level of their customer's satisfaction. There
are some types of customers: wholesalers, retailers, industries, govern-
ment and other institutions, foreigners.

C) They work as a link between business
and final consumers. There are some types of them: middleman, market-
ing agencies, financial intermediaries, physical intermediaries.

d) If a company competes with another, it
tries to get people to buy its goods or services rather than those available
from another company. Every move of the competitors affects the busi-
ness. Business has to adjust itself according to the strategies of the com-
petitors.

e) Any group who has actual interest in
business enterprise is termed as public, e.g. media and local public. They
may be the users or non-users of the product.

Task 16. Read the article below and match the headings with the
correct passage.

Natural Environment Political Environment
Demographic Environment International Environment
Socio-Cultural Environment Technological Environment

Macro / General Environment

This kind of environment includes factors that create opportunities
and threats to business units. Below are the elements of Macro Environ-
ment:

1. Economic Environment. It is very complex and dynamic in na-
ture that keeps on changing with the change in policies or political situa-
tions. It has three elements:

- economic conditions of public;

- economic policies of the country;

- economic system.

Other economic factors include infrastructural facilities, banking,
insurance companies, money markets, capital markets, etc.
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2. Non-Economic Environment. The following aspects are in-
cluded in non-economic environment:

a) . It affects different business units
extensively. The following things compose it: political belief of govern-
ment, political strength of the country, relation with other countries, de-
fence and military policies, centre state relationship in the country, oppo-
sition parties.

b) . Influence exercised by social
and cultural factors, not within the control of business, is known as
. These factors include: attitude of people to
work, family system, caste system, religion, education, marriage etc.

C) . A systematic application of sci-
entific knowledge to practical task is known as technology. Everyday
there has been vast changes in products, services, lifestyles and living
conditions, these changes must be analyzed by every business unit and
should adapt to these changes.

d) . It includes natural resources,
weather, climatic conditions, port facilities, topographical factors such as
soil, sea, rivers, rainfall etc. Every business unit must explore these fac-
tors before choosing the location for their business.

e) . It is a study of perspective of
population: its size, standard of living, growth rate, age / sex composi-
tion, family size, income level (upper level, middle level and lower lev-
el), education level, etc. Every business unit must see these features of
population, recognize their various needs and produce accordingly.

f) . It is particularly important for in-
dustries directly depending on import or exports. The factors that affect
the business are: globalization, liberalization, foreign business policies,
and cultural exchange. There are some characteristics of international
environment:

- business environment is compound in nature;

- business environment is a constantly changing process;

- it has both long term and short term impact;

- it Is very uncertain;

- it has inter-related components;

- it includes both internal and external environment.
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Activity: Economic security. Writing an exam topic
Task 1. Read the text.
What is Economic Security?

According to the State strategy of economic security of the Russian
Federation, economic security is protection of the economic interests of
an individual, society and state from internal and external threats based
on the economy independence, efficiency and competitiveness.

Economic security is composed of basic social security, defined by
access to basic needs infrastructure pertaining to health, education,
dwelling, information, and social protection, as well as work-related se-
curity. The report describes seven components of work-related security.
While all seven dimensions are important, two are essential for basic se-
curity: income security and representation security. Basic security means
limiting the impact of uncertainties and risks people face daily while
providing a social environment in which people can belong to a range of
communities, have a fair opportunity to pursue a chosen occupation and
develop their capacities via what the ILO (International Labour Organi-
zation) calls decent work.

Income security denotes adequate actual, perceived and expected
income, either earned or in the form of social security and other benefits.
It encompasses the level of income, assurance of receipt, expectation of
current and future income, both during working life and in old age or
disability retirement. Classic income security protection mechanisms in-
clude a minimum wage machinery, wage indexation, comprehensive so-
cial security, and progressive taxation.

Representation security refers to individual representation and col-
lective representation. Individual representation means about individual
rights fixed in laws as well as the individuals' access to institutions. Col-
lective representation is the right of any group to be represented by a
body that can bargain on behalf and which is sufficiently independent
and competent to do so. Independent trade unions with the right to col-
lectively bargain over wages, benefits, and working conditions as well as
to monitor working practices and have been typical forms of granting
representation security.

Labour market security arises when there are opportunities for
adequate income-earning activities. Furthermore, it has a cognitive side,
as it also features expectations that opportunities are or will become ade-
quate. Policies aimed at enhancing this form of security have included
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full-employment oriented macro-economic policies, the creation of em-
ployment agencies, and other placing services.

Employment security is protection against loss of income-earning
work. For wage and salary workers, employment security exists in or-
ganizations and countries, in which there is strong protection against un-
fair or arbitrary dismissal and where workers can redress unfair dismis-
sal. For the self-employed, it means protection against sudden loss of in-
dependent work, and/or business failure.

Job security signifies the presence of niches in organizations and
across labour markets allowing the workers some control over the con-
tent of a job and the opportunity employment security refers to the op-
portunity of a worker to continue working in an enterprise, job security
refers to the worker's ability to pursue a line of work in conjunction with
his or her interests, training and skills.

Work security denotes working conditions in organizations that are
safe and promote workers' well-being. Classic «occupational health and
safety» provisions, hazards, diseases and injuries are an integral part.
Work security goes beyond this, though, in addressing the modern
scourges of stress, overwork, absenteeism, and harassment. Protection
devices for work security include provisions and insurance against acci-
dents and illness at work, and limits on working time.

Skill reproduction security denotes workers' access to basic edu-
cation as well as vocational training qualifications needed for socially
and economically valuable reproduction security. It includes policies to
generate widespread opportunities to gain and retain skills through edu-
cation, apprenticeships, and employment training.

Task 2. Give English equivalents of the words and word combina-
tions from the text and make your own sentences with them.

. COlIMaJIbHaA 3a1iuTa

3dKOHHaA BO3MOXKHOCTH

YPOBEHb 10X0/1a

CANHOJINYHOC MPCACTABUTCIILCTBO
HIpUHOCAIIAA JO0XO0A ACITCIbHOCTh
IMO3HABATEIbHBIN ACIIEKT

O10pO MO TPYJIOYCTPOMCTBY
HC3daKOHHOC YBOJIbHCHHUC
IPUIACPIKUBATHCS IIPABUII

©CoNORwWNE
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10. orpacneBoit mpodeccuoHaIbHBIN COI03
11. 6naromnonyune padbounx
12. npou3BoACTBEHHAs 0€30MaCHOCTh

Task 3. Read the text and translate the words in bold.
My specialty: economic security

Nowadays economic security issues become important for several
reasons. The first reason is that there is increased competition due to the
development of the world market. This increases the amount of infor-
mation load on people and increases the likelihood of new financial cri-
ses. All this dictates the need to ensure a safe environment for people's
lives.

Secondly, economic security is an interdisciplinary concept, many
areas of economic research being integrated here. For example, the in-
vestment attractiveness or the company's competitiveness and innova-
tive development are the factors of economic security.

The third reason of economic security importance is that it is a sys-
tem concept and involves the formation of economic policy and building
relationships between the elements of the system. For example, the eco-
nomic security of the university as a scientific organization involves the
formation of relationships with companies in the region. Training is con-
ducted according to state standards and market requirements through
the implementation of joint projects.

The fourth reason is that economic security includes questions
about 'failures' of the market and 'failures’ of the state. The challenge is
to develop an effective, mixed, controlled, civilized and fair market
economy. Government intervention should be applied where there is
no market-based instruments to work. The economic security should also
ensure a stable and balanced socio-economic development without com-
promising that of future generations.

A large role in the study of economic security and practical signifi-
cance is given to economic security indicators. Such indicators must be a
kind of guides to action. With the help of these indicators plans and pro-
grams are defined, strategies are formed, management tools are selected.
Ultimately integral indicator of economic security is the quality of life
of the population, the opportunity to meet all of their needs.

The university economists preparing managers need to take ad-
vantage of economic security research as a central theme in the various
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training courses. When analyzing quality, the costs, market demand for
the company's products, consumer product features, reliability and
appeal you can investigate the economic security of the firm failure and
even calculate the profitability threshold. When analyzing financial per-
formance the financial condition of the enterprise and the risks assess-
ment of bankruptcy can be analyzed.

Analysis of the process of personnel management will assess the
economic security of the system of motivation and its relationship to the
performance of the enterprise. In project management rating methodolo-
gy can be applied for assessing the economic security of various projects.
Investment analysis will connect concepts such as investment attractive-
ness and economic security. Risk management is directly connected
with economic security.

Task 4. Decide whether the statements are true or false.

1. One of the several reasons economic security issues become important
is global warming.

2. A stable and prosperous society is the result of high economic
security.

3. To ensure economic security it is necessary for different disciplines to
be integrated here.

4. The economic security of the university involves the formation of rela-
tionships with political bodies in the region.

5. The central theme for different training courses for future managers
must be economic security research.

6. If you want to assess financial performance of the enterprise you
should analyse its financial condition and the risks of bankruptcy.

Task 5. Summarize the text above. Use the following phrases.

The object / main idea of this text is ... .

The text discusses / deals with ... .

The paper begins with ... / At first the author describes ... .

The next paragraph deals with ... / It should be noted that ... .

After discussing ... the author turns to ... .

The final paragraph states / describes / ends with ... .

The conclusion is that ... .

In my opinion the paper is interesting / not interesting / is of (no, little,
much) importance / valuable / useful ... .
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Task 6. Learn the text about your profession by heart.
My Speciality

Let me introduce myself. My name is and | am a second-
year student of T. F. Gorbachev Kuzbass State Technical University. |
study at the Institute of Management and Economics, my future speciali-
ty is economic security. My future profession is very important and ur-
gent at present.

Economic security is the science that studies methods, mechanisms,
tools and techniques of economic system functioning. It involves identi-
fying and monitoring the factors undermining the stability of the socio-
economic system of the state.

Economic security specialists perform important functions at an en-
terprise. Their responsibilities include the economic section of structural
and building plans, calculating the economic and socio-economic indica-
tors characterizing the activity of the enterprises.

Economic security is an interdisciplinary field, so economic securi-
ty specialists must be ready to undertake a wide range of responsibilities
which depend on the field and place of their activity. Examples of their
duties are legal economic expertise, economic expertise regulations,
working out recommendations in the area of ensuring the economic secu-
rity of commercial enterprises, the assessment of possible financial risks.

Economic security specialists are quite in great demand but ensur-
ing economic security is a complex field of activity. That is why it is im-
portant for specialists to possess such qualities as analytical thinking,
perseverance and an ability to work hard.

At the university we study a lot of different subjects which will be
necessary in my future profession. Among them are information systems
in economics, electronic document flow security, mathematic simulation
in economics, economic analysis, legal expertise, accounting, credits,
banking and many others.

After graduation we will be given a diploma of Specialist in Eco-
nomic Security and will be able to find a proper job in various kinds of
organizations and enterprises where we will try to realize our abilities for
the benefit of our country.

Task 7. Answer the exam questions.
1. What is your speciality?
2. What faculty do you study at?
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3. What makes economic security highly sought?

4. What does economic security study?

5. What functions do economic security specialists perform?

6. What special subjects do you study at KuzSTU?

7.What do the responsibilities of economic security specialists
depend on?

8. Where can economic security specialists work?

Task 8. Translate into Russian in a written form.

In recent decades, coinciding with a period of deep structural
changes in the developed countries economies, largely associated with
the process of globalization, the concept of economic security has been
enlarged with such an important feature as ensuring competitiveness of
the national economy in the global market. In the West, economic securi-
ty is often treated as ensuring the survival of the national economy in
conditions of world economic crisis.

Task 9. Translate the text in writing.

DKoHOMHUYECKass OE30MaCHOCTh SIBISETCS TJIaBHBIM KOMIIOHEHTOM
CHCTEMBI HallMOHAJIBbHOW Oe3omacHocTU Poccuu. ['apanTumn skoHOMUYE-
CKOM 0€30IacCHOCTH SIBJISIOTCS. HEOOXOMMBIM YCJIIOBHEM JiJig oOecreye-
HUS CTAOMJIBHOTO PAa3BUTHS HAIIMOHATIBLHONW SKOHOMUKH.

HarmmonaneHas sxoHoMuueckas Oe3omacHOCThL PoccuM ocHOBaHa
HAa TaKUX OCHOBHBIX ITPUHIMIIAX, KAK HE3aBUCUMOCTh HAIIMOHAJIBHOU
SKOHOMHKH, CTAOMIBLHOCTH HAIMOHAIBHOM SKOHOMUKH U YCTOWYHBBIC
TEMIIbl POCTA HALIMOHAJIBHOM YKOHOMUKH.

YTpo3bl 5KOHOMUUYECKON O€30MacCHOCTH MOAPA3ICISIIOTCS HA BHYT-
peHHue U BHemHue. K BHYTpeHHUM yrpo3am SKOHOMHUYECKOH Oe3omac-
HOCTH PoccuM MOKHO OTHECTH YCHJIEHHE PACCIOEHUsI O0IIecTBa IO
YPOBHIO JTIOXOJIOB, KpUMUHAINU3AIIUIO YKOHOMUKH M OOIIECTBA U Pa3py-
ICHUE HAYYHO-TEXHUYECKOTO TTOTEHIINAJIA CTPAHBI.

B Hameil ctpaHe BONPOCH 3KOHOMHUYECKOM O€30MacHOCTH B IO-
CJICHUE TO/Ibl MPUBJIEKAIOT 3aMETHOE OOIIIECTBEHHOE BHUMAaHUE.
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Assessment: Economics vocabulary and translation

Task 1. Match the verbs with their Russian equivalents.
1. adoptinvestment policy a) mocrurars nenei
2.  affect domestic b) mnpemocraBuTh CyOCHIUN
products
3. attain objectives C) DOHHU3WUTH CTABKM HA aKI[U3bI
4.  control rate of interest d) moBBICUTH TapudbI HA TAMO-
KCHHBIC ITOIIJIMHBI
5.  deal with expenditure  €) mnpuBecTH K pocTy

6.  decrease the rates f) okaspBaTh OMIArONPHUIATHOE
of excise BO3/ICHCTBHE HA YTO-JTHOO
7. grantsubsidies g) MPOBOJHUTH MHBECTHIIMOHHYIO
HOJTUTHKY
8.  have favorable effect on h) wumers nemo ¢ pacxogamu
9. increase the rates 1) BIMATH HA OTEUECTBCHHBIC
of customs duty POTYKTEHI
10. result in growth J) KOHTPOJHMPOBATH MPOIICHTHYIO
CTaBKY

Task 2. Translate the article into English in writing.
JKOHOMUYECKAS MOJUTHKA — COBOKYITHOCTh MEp, ACUCTBUS Mpa-

BUTEIHCTBA 10 BHIOOPY U OCYIIECTBICHUIO SKOHOMUYECKHUX PEIICHUI Ha

MaKpO’KOHOMHUYECKOM YpoBHE. Peanuzanusi 5KOHOMUYECKON MOJIUTUKU

IpeJInoyiaraeT JOCTKEHNE OOIIEeCTBEHHO 3HAUMMBIX Iienei. [lenn sko-

HOMHYECKOW MOJIMTUKHU ONPEACIIIOTCS COCTOSSHUEM YKOHOMHKHU CTPaHbI

B JIaHHBI MOMEHT. Ha TOM uiin MHOM 3Tarne SKOHOMUYECKOTO pa3BUTHUS

CTpaHBI IEJIIMU SKOHOMUYECKON TTOJIUTUKH MOTYT OBITh:

1) oOecnedeHne cTaOMIIBHOT'O POCTA HAIIMOHAIBHOM SKOHOMUKH;

2) mnoxanepxkanue 3QPEKTHBHOTO pa3Mepa 3aHATOCTH;

3) craOuau3anms ypoBHs IIcH, 00pb0a ¢ HHDIIALNCH;

4) obecnieueHue cOaTaHCHPOBAHHOTO BHEITHETOPTOBOTO OaaHca.
CylIecTBYIOT pa3uyHble MOAXOAbl U KPUTEPUHU KIacCU(UKAINK B

cepe rkoHOMUYECcKOM nonuTuku. [Ipu moaxoae Ha OCHOBE OTPACIIEBbIX,

MHCTUTYLIMOHAIBHBIX KPUTEPUEB TMPHUHATO BBIACIATH CJEAYIOLINE

HaNpPAaBJICHUS: MPOMBINIICHHOE, arpapHoe, COIMaIbHOE, TPAHCIOPTHOE,

BHEITHEAKOHOMHUUYECKoe H japyrue. OCHOBBIBasICh Ha (DYHKITMOHAIBHO

OpPUEHTUPOBAHHOM MOJXO0JI€, MOKHO BBIIETUTh: PUHAHCOBOE, CTPYKTYP-
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HO€, KOHBIOHKTYpPHOE, IIEHOBOE, BaJIOTHOE U JIPYTHe HAMPaBICHUS KO-

HOMUYECKON TMONMUTUKU. (OCHOBHBIMU DJIEMEHTAMH, COCTAaBJISIONIUMHU

SKOHOMUYECKYIO MTOJIUTHUKY, SIBIISIOTCS:

o  JICHE)KHO-KpPEIUTHAS MOJIUTHUKA,

o OromKeTHas MOJIUTHUKA,

«  HajoroBas (puckanbHas) MOJUTHKA,

«  WHBECTUIMOHHAS MOJUTHUKA,;

«  TOJUTHUKA B 00JIACTH TPyJia U 3aHITOCTH, PbIHKAa paboyel Cuibl, pe-
I'yJINPOBAHUSA JI0XO/I0B;

«  BHENIHEIKOHOMHUYECKAS MOJUTHKA;

«  JIpyTHe pa3HOBUIHOCTH HAMPABICHUN SKOHOMUYECKON MOJUTUKHU.

Task 3. Translate the article into English.

B nponecce pazBuTus o0lecTBa BO3HUKAIOT SKOHOMHUYECKUE TIPO-
OJIeMbl, CBSI3aHHBIC C OTPAHUYCHHOCTHIO PECYPCOB U aJbTEPHATUBHBIMHU
U3JIEP)KKaMM, KOTOPhIE TPEOYIOT perieHusl. IKOHOMUYECKas CUCTEMA 3TO
CIoco0 OpraHu3alMKi XO3SUCTBEHHOW KU3HU OOIECTBA, IPYTMMU CIIO-
BaMHM, 3TO CIIOCOO MPUHSTHUS PEIICHU O TOM, YTO, KaK U JJisg KOro Mpo-
u3BoAuTh. Huke mpencTtaBieHbl OCHOBHBIE XapaKTEPUCTUKH HSKOHOMHU-
YECKUX CHUCTEM.

KomaHgHas: 3KOHOMHYECKHE PEIICHUS MPUHUMAIOT B OCHOBHOM
pEeACTaBUTEIN TOCYJAPCTBEHHON BJIACTH; OTCYTCTBUE Y MPOU3BOJUTE-
Jeil cB0OOIbI BBIOOpA; OTCYTCTBUE y MPOU3BOJAMUTENICH 3aMHTEPECOBAH-
HOCTH B MOBBIIIEHUU 3PHEKTUBHOCTH MPOU3BOJCTBA.

PeiHOYHas: CBOOOJHOE pEIIEHHE OCHOBHBIX AKOHOMHUYECKUX BO-
IPOCOB Ha OCHOBE PHIHOUHBIX MEXaHW3MOB PETYJINPOBAHUS; MpeodIaaa-
HUE YaCTHOW COOCTBEHHOCTH; 3KOHOMUUYECKNE CYOBEKTHI OCYIIECTBIISIIOT
NEATEeIbHOCTh B COOTBETCTBUM CO CBOMMHU JIUYHBIMU SKOHOMHUYECKUMHU
MHTEpecaMu; CBOOOJHAs KOHKYPEHIIUS; MUHUMAJIbHOE BIIUSHUE TOCY-
JIapcTBa.

CMmeliaHHasi: OJJHOBPEMEHHOE COYETaHME YacTHOTO M Tocyaap-
CTBEHHOTO CEKTOPOB IKOHOMHMKHM, PhIHKA M TOCYJAPCTBEHHOI'O PETyJIH-
POBaHUSI, KAMUTAIUCTUYECKUX TECHJICHIIMNA U COLUAIU3ALNM KU3HU; He-
JIOCTATKU PHIHOYHON SKOHOMHUKH CTJIQKUBAIOTCS TOCYJIApCTBEHHBIM pe-
IyJIMpOBaHUEM; HEIOCPEACTBEHHOE YYacTHE TOCyAapCcTBa B MPENOCTaB-
JIEHUM COLIMAIbHBIX OJIar.
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Task 4. Match the verbs below with their definitions then translate
them into Russian.

1.

11.

12,

13.

14,

15.

allot

arise
balance
control

decide

define
dominate
eliminate
exist
fluctuate
include
lack

produce

reduce

seek

to make a choice or judgment about some-
thing, especially after considering all the
possibilities or arguments

to control someone or something or to have
more importance than other people or things
when a price or amount keeps changing and
becoming higher and lower

to happen or be present in a particular situa-
tion or place

to describe something correctly and thor-
oughly, and to say what standards, limits,
qualities etc. it has that make it different
from other things

to make something smaller or less in size,
amount, or price

to make someone or something part of a
larger group or set

to be in or get into a steady position, without
falling to one side or the other, or to put
something into this position

to try to achieve or get something

to have the power to make the decisions
about how a country, place, company etc. is
organized or what it does

to not have something that you need, or not
have enough of it

to make, write etc. something to be bought,
used, or enjoyed by people

when something begins to happen

to use a particular amount of time for some-
thing, or give a particular share of money,
space etc. to someone or something

to completely get rid of something that is un-
necessary or unwanted
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Unit 2. Careers in economics
Task 1. Study the words and translate the example sentences.

1. interpret - to explain the meaning of something
e.g. Freud's attempts to interpret the meaning of
dreams.

2. predict - to say that smth will happen, before it happens

e.g. It is difficult to predict what the long-term ef-
fects of the accident will be.

3. forecast - to make a statement saying what is likely to
happen in the future (SYN predict)
e.g. The Federal Reserve Bank forecasts that the
economy will grow by 2 % this year.

4. spot - to notice someone or something, especially
when they are difficult to see or recognize
e.g. | spotted a police car behind us.

5. generate - to produce or cause something (SYN create)
e.g. Tourism generates income for local commu-
nities.

6. unemployment - the number of people in a particular country or
area who cannot get a job
e.g. Closure of the plant means 80 workers are
facing unemployment.

7. business - an organization such as a company, shop, or fac-
tory that produces or sells goods or provides a
service
e.g. They don't know how to run a business.

8. responsibility - a duty to be in charge of someone or something,

so that you make decisions and can be blamed if
something bad happens
e.g. Kelly's promotion means more money and
more responsibility.

9. profit - money that you gain by selling things or doing
business, after your costs have been paid
e.g. The shop's daily profit is usually around
$500.

10.performance - how well or badly a person, company etc. does a
particular job or activity
e.g. I was impressed by the team's performance.
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Task 2. Match the words to make the expressions from the text in
Task 3.

1. predict a. a budget

2. collect b. wise investments

3. use c. financial statements

4. make d. future trends

5. conduct e. the quality of service
6. share f. of natural resources

7. provide g. the financial position
8. prepare h. a set of duties

9. produce I. research

10. show J. data

Task 3. Read the text and say what duties and responsibilities econ-
omists perform. Underline and translate the words from Task 1.

1. Economists analyse, interpret and predict future trends in the
economy. They are especially concerned with how we spend our money
and the use of natural resources. Often they collect data through surveys,
and they try to predict when a rise or fall in the economy will occur.
They spot trends and forecast such issues as inflation and unemployment
levels. Economists study trade, markets and the financial activities of
consumers, governments and businesses. They often present data in the
form of a report with tables and charts.

2. Economists are employed in a number of fields, including aca-
demia, bank, business and government. The specific responsibilities of
economists will depend on their employer. For example, an economist
employed by an investment bank may help the bank make wise invest-
ments, while an economist employed by a university may be assigned to
conduct research. However, most economists share a similar set of du-
ties.

3. Micro-economists are responsible for individual businesses.
They help the business get the most for their profit and provide the quali-
ty of service their customers expect. Macroeconomists look at the history
of the economy and try to predict future developments, which can in-
clude a rise in the loss of jobs, inflation and growth in the economy.
They study markets overseas and the exchange rates among them.

4. Some economists, particularly budget analysts, employed by
state governments, will help the government prepare a budget. Using
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their powers of prediction and analysis, these economists will help the
government get an idea of the money that it will generate over the next
year and the effect of its expenditures. This will help the government
prepare a more effective plan for its use of funds. Other economists can
be engaged by companies as accountants or bookkeepers. In this capaci-
ty, economists produce financial statements to show the financial posi-
tion of the company and its performance over a period of time.

Task 4. Read the text again and complete the tasks about the state-
ments below.

1. Economists often advise governments, banks or businesses on ways to
cope with economic activities.

a. true b. false c. there is no information

2. Economists predict, analyse, prepare reports, conduct research, or
formulate plans of what could happen in the future.

a. true b. false c. there is no information

3. One-third of all economists is engaged in making recommendations.

a. true b. false c. there is no information

4. Economists are only employed by government.

a. true b. false c. there is no information

5. Which paragraph (1, 2, 3, 4) contains the following idea?

Economists can be engaged in various areas of economy.

6. Which paragraph (1, 2, 3, 4) contains the following idea?

Economists analyse and predict financial information to organize gov-
ernment's finances.

7. Choose the answer for the question: What are macroeconomists re-
sponsible for?

a. They collect and analyse economic forecasts and data on such issues
as unemployment, inflation and economic growth.

b. They collect and analyse data on price changes.

c. They collect economic problems.

d. They collect and process computerized data.

8. Choose the sentence which reveals the main idea of the text:

a. Economists have all chances to be employed.

b. The responsibilities of economists depend on their employers.

c. There are several types of economists, and most of them perform a
definite set of duties depending on their workplace and qualification.

d. Economists help various agencies deal with money.
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Task 5. Read these dialogues and complete them with the words:
an external auditor, a budget analyst, a tax adviser, a bookkeeper,
a financial controller.

1. A

B:

w > W

w > >

w >

~
@ >

What is your job?

I'm in a small electronics company. | am responsible
for keeping records of sales and purchases. | enter every trans-
action into a ledger. A ledger is like a book. One is for sales
and one is for purchases.

Could you tell what you do, please?

Yes, I'm :

What does that involve?

Well the company has a budget — that's a sort of financial plan
for the amount of money it wants to spend on things, things
like salaries and materials. | help set the budget and then |
monitor it. | check that the company isn't spending too much
on one thing, or too little on another.

Can you tell me what your job is, please?

I'm :

Yes, but what do you actually do?

Well, | work for an accountancy firm. | visit companies and |
check the financial statements prepared by the companies' ac-
countants.

So you don't work for the company itself?

No, | work for a firm of accountants. The company is our cli-
ent.

Could you tell me what your job is, please?

I'm . 1 work for a manufacturing company and I'm
responsible for the management of day-to-day financial activi-
ties of the company. | monitor the performance of each de-
partment and | check and analyse the financial statements that
the company's accountants produce. | keep the management in-
formed about the states of the company's finances.

What do you do?

I'm . I'm a specialist in tax regulations. | prepare
corporate tax returns for companies and income tax returns for
individuals — those are the tax statements that they have to pay
and sometimes | can show them ways to reduce the amounts of
tax they pay.
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Task 6. The verbs in italics can be used with all the noun phrases on
the right. Underline the noun phrases the verb is used with in Task 5
above.

1. check the financial the accounts the details
statements

2. set a target goals a budget

3. monitor the performance the cash flow a budget
of something

4. prepare tax returns written reports  accounts

5. keep a record track control of expenses
of something

6. manage financial financial plans  the cash flow
activities

7. analyse accounts figures performance

8. handle most of the all the accounts  data
paperwork

Task 7. Complete these sentences with suitable words or phrases
from Task 6.

1.1 keepa of all the company's income and expenses.

2. Mr. Simmons prepares his clients' and tells them how much
money to pay the government.

3. Could you these calculations for me, please? | don't think
they are correct.

4. The company is monitoring the of all its factories. Those
that make a loss will be shut down.

5. 1 manage the company's — the movement of money into
and out of the company.

6. We are going to a budget for this year. All new equipment

must come within the budget.
7. The boss won't be satisfied if we just tell her our analysis of the fig-
ures. She expected us to prepare a
8. Computers can handle huge amounts of
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Task 8. Read the text and choose the best adjectives in italics to
complete it.

I'm self-employed, so | need a good accountant, someone who is
1) efficient / ambitious and will work quickly and well. I'm not very good
at keeping records and all my financial information is in a big pile of pa-
perwork on my desk, so | need someone 2) responsible / organised who
can put everything in the correct order. | don't understand financial mat-
ters and | always have a lot of questions, so | need someone who is
3) patient / capable and who can explain things to me slowly and care-
fully. 1 want my accountant to be 4) well-informed / hardworking about
the tax regulations so that he or she can save me money on my taxes. |
also need someone 5) reliable / patient who will prepare my tax return
and submit it to the government on time.

Task 9. Read the interview with an economist Ben Wilmer and find
the following information.

1. Does Ben Wilmer say that economics is for

everyone?

2. Are there many reasons for choosing to do f« ’

postgraduate study? ‘ ”" 5

3. What skills and knowledge are needed to be 5'

an economist?

Want To Be An Economist?

Mark Today we're exploring a career path in economics by talking to a
real professional who does that kind of work. We'll be talking to
Ben Wilmer, a finance professor. Thanks for being here. Do you
really feel that all people could grasp economics?

Ben | think so.

Mark  Very interesting! Well, Ben. What is an economist in your opin-
ion?

Ben Economists are someone who use economic concepts, theories
and analytical techniques to provide advice and practical infor-
mation.

Mark  Very good. Now tell me this — when | see economists on TV,
they're always talking about our country's economic situation. Is
that what most economists do?
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Mark
Ben

Mark

Ben

Mark

Ben

Mark
Ben

No. Since economics is a very broad field, economists often
specialise in more focused areas of interest: macroeconomics,
microeconomics, accountancy, banking, taxation and others.
OK. What careers are open to economics graduates?

Oh! If you are interested in a career as an economist, a post-
graduate degree is almost essential. Job prospects should be best
for those with a master's degree or Ph.D. However, some entry-
level jobs — primarily in businesses or banks — are available for
workers with a bachelor's degree.

And | also want to talk about skills. What professional skills
should people calling themselves economists possess?

Because economic activity is measured numerically, economists
must be skilled in using statistics and mathematical analyses as
well as economic theory. They often use computerized data in
their work.

And what are the top skills that employers want their workers to
have?

| think these are critical thinking, ability to act on initiative, abil-
ity to express ideas and views clearly, confidently and concisely
in speech. Team working and problem-solving skills are also
important.

Excellent! Now let's get some advice for everybody.

Sure. So it's again: study hard maths and economics and every-
thing will be OK.

Task 10. Mark the sentences true (T) or false (F). Correct the false
sentences.

1. Economics may not be for everyone. (T / F)

2. Economists usually use economic data in the electronic form. (T / F)

3. You will have a great career as an economist even with your bache-
lor's degree. (T / F)

4. Critical thinking, communication and problem solving skills are of
great importance for economists. (T / F)

5. Economists can be seen on TV with their reports about economic situ-
ation. (T / F)

6. Economists must be skilled in theory and languages. (T / F)
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Task 11. Here are two typical work days of an economist: the work
day of an accountant who works at a bank and another who is an
academic economist. Read these scenarios and answer the questions.
1. What time does Martin start to work?
2. What duties does he perform there?
3. How does he prefer to get to work?
4. What is Isabella responsible for?
5. Does she rest at her lunch break?
6. How does she spend her time in the evenings?

Martin

| work at a bank. | come to work at 8.30. The bank opens at 9.00. |
am responsible for customers' accounts. | help customers deposit money
and withdraw money from their accounts. Sometimes | answer questions
about products and services. Other times | check balances for customers.
There is a break for lunch from 12.30 to 1.30 and there's a cafeteria on
the second floor. I have lunch there with my colleagues. | usually finish
at 5.00, but sometimes | stay late to help customers with forms and that
sort of thing. | live near the bank so I quite often walk to work, but some-
times | cycle. In the evenings | prefer to rest at home and watch TV. On
Friday evenings | often go out with my friends. We have dinner in a res-
taurant or go to the cinema.

Isabella

| am an academic economist at university. | spend my time on re-
search, teaching and writing. Every day this involves preparing and de-
signing classes, grading papers, as well as carrying out ongoing research.
| start work at 9.00. Sometimes | have two morning classes and some-
times two classes in the afternoon. I lecture for economics students. |
deal with students and any economic questions they want to know. | get
quite a long break at lunchtime from 12.00 to 2.00 and I usually spend it
with my clients. I also work as a consultant to outside institutions such as
governments, corporations and international organizations. In the eve-
nings | usually prepare reports of my research and make presentations for
conferences I'm going to take part in. | have a busy day, but that's my job
and I like it.
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Activity: An economist's job.
Preparing for exam translation and summarizing
Task 1. Read the article. Tell the class / the language instructor
about the key areas of an economist's job.

Part 1. An economist is someone who studies the production and
distribution of resources, goods, and services. What does an Economist
do? Economists apply economic analysis to issues within a variety of
fields, such as education, health, development, and the environment.
Some economists study the cost of products, healthcare, or energy.
Others examine employment levels, business cycles, or exchange rates.
Others analyze the effect of taxes, inflation, or interest rates.

Economists often study historical trends and use them to make
forecasts. They research and analyze data using a variety of software
programs, including spreadsheets, statistical analysis, and database man-
agement programs. More than half of all economists work in federal,
state, and local government. They also project spending needs and in-
form policy makers on the economic impact of laws and regulations.

Many economists work for corporations and help them understand
how the economy will affect their business. Specifically, economists may
analyze issues such as consumer demand and sales to help a company
maximize its profits. Economists also work for research firms and think
tanks, where they study and analyze a variety of economic issues. Their
analyses and forecasts are frequently published in newspapers and jour-
nal articles. Some economists work abroad for companies with major in-
ternational operations and for international organizations such as the
World Bank, International Monetary Fund, and United Nations. Many
people with an economics background become professors or teachers.

Part 2. The following are examples of common economist special-
ties.

Econometricians develop models and use mathematical analyses to
test economic relationships. They use techniques such as calculus, game
theory, and regression analysis to explain economic facts or trends in all
areas of economics.

Financial economists analyze savings, investments, and risk. They
also study financial markets and financial institutions.

Industrial organization economists study how companies within an
industry are organized and how they compete. They also examine how
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antitrust laws, which regulate attempts by companies to restrict competi-
tion, affect markets.

International economists study international trade and the impact of
globalization. They also examine global financial markets and exchange
rates.

Labor economists study the supply of workers and the demand for
labor by employers. Specifically, they research employment levels and
how wages are set. They also analyze the effects of labor-related policies
— such as minimum wage laws — and institutions, such as unions.

Macroeconomists and monetary economists examine the economy
as a whole. They may research trends related to unemployment, inflation,
and economic growth. They also study fiscal and monetary policies,
which examine the effect of the money supply and interest rates on the
economy.

Micro-economists study the supply and demand decisions of indi-
viduals and firms. For example, they may determine the quantity of
products consumers will demand at a particular price.

Public finance economists study the role of the government in the
economy. Specifically, they may analyze the effects of tax cuts, budget
deficits, and welfare policies.

Task 2. Divide the class into two groups. Group 1 translates part 1 and
group 2 translates part 2. Then exchange translations to check them.

Task 3. Refresh the summarizing vocabulary. Summarize the text
using some suitable expressions below. Check it with the class.

The main idea of the text is to (show, describe, present) ...

The text consists of / contains 2 parts (that/which are titled...)

It begins with the information on... / data on... / description of...

The first paragraph (part) deals with...

The next / the last part of the text is devoted to / considers ...

Special attention is paid to...

The author / the text pays special attention to...

Details are given of...

At the end of the text the author says

that... (noonesicawee + cxazyemoe)

| think (that) the text may be recommended to students specialising in...
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Interactive task: Working with the videos.
Preparing an exam presentation

Task 1. Make the tape script of the video talk.
Use the subtitles on the video screen to help you. Organize the text into
logical parts. Then compare the texts in class. Ask the teacher to check it.

Task 2. The teacher may ask you to learn the text by heart to pre-
pare for the exam speaking task.

According to its Greek origins, the word 'economics described the
management of a person's household. While today's economists may
study individual behaviour, or broaden their focus to communities, coun-
tries, and even global patterns the field still pursues the improvement of
conditions for people's lives.

Economists study the patterns of production, distribution, and con-
sumption of resources, goods, and services. The conduct surveys, ana-
lyze data, and communicate their findings in reports and charts to make
the data understandable to others.

Economists work in fields from education to health and the envi-
ronment. They may study the psychological and social factors of eco-
nomic decision making, analyze savings, investments and risk, study in-
ternational trade, or focus on the economic role of the government. It's
common for economists to study historical trends to forecast future pat-
terns. Math skills are essential.

Most economists work in an office, generally full-time, although a
deadline can require more than 40 hours per week until it's met. While
they mostly work independently, many economists collaborate and work
in teams with other economists and statisticians.

A master's degree or Ph.D. is required for most economist posi-
tions. A bachelor's degree in economics may qualify candidates for some
entry-level economist positions, especially with government offices or
for jobs as research assistants or analysts in business, finance, and con-
sulting.
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Task 3. Would you make a good economist? Find your perfect ca-
reer and tell the class about it.
Use some of the videos for preparation.

How | Became An Economist: Professor Joseph Hotz
https://www.youtube.com/watch?v=U4968PN7K4l

Why Become An Economist?
https://www.youtube.com/watch?v=MKHeg77iB0Q

Advice To Young Economists: Integrate Different
Turfs
https://www.youtube.com/watch?v=JsVHD85el' Yw

Use the language for presentations below.

Let me introduce myself. My name is... / I'm a student of ...
The subject of my presentation is... / Today I'm going to talk about...
The purpose / objective / aim of this presentation is to...

I'm going to divide my talk into ... parts.

Point one deals with... , point two ..., and point three...

First, I'll be looking at ..., second..., and third...

I'll begin / start off by ... . Then I'll move on to ... / I'll end with...
I'll be glad to answer any questions (at the end of my talk).
Let's start with the background.

Right, let's now move on to...

Ok, I'll now look at... / let's now take a look at...

This leads directly to my next point.

This brings us to the next question.

If you look at the graph... / slide

Could I draw your attention to the chart?

To sum up... / So to summarise...

To conclude / in conclusion, I'd like to...

OK, I think that's everything I wanted to say about...

Thanks very much. Any there questions?

And now I'll be happy to answer any questions you may have.
Well, that's all | have to say. Thanks for listening to my talk.
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Assessment: Describing economists.
Vocabulary and interview questions
Task 1. Choose one option.
A good economics student is one who ...
- needs to consider two / different viewpoints.
- makes reasoned / quite complex judgments about possible solutions.
- bases his judgments on economic analysis / his own experience only.
- undertakes numerical calculations / symbols.
- interprets data presented in diagrams only / a variety of forms.
- analyses and evaluates economic problems and solutions / abstract
economic theory.
- uses ICT / drawing skills.
- analyses the causes of pollution / unemployment.
- writes reports / stories.
- makes predictions about the economy / weather forecast.

Task 2. Translate the text in writing.
Economists typically do the following:
e research and analyze economic issues;
e  conduct surveys and collect data;
e analyze data using mathematical models and statistical techniques;
e  prepare reports, tables, and charts that present research results;
o interpret and forecast market trends;
e advise businesses, governments, and individuals on economic top-
iCS;
e  design policies or make recommendations for solving economic
problems;
e write articles for publication in newsletters and academic journals.
Economists must pay attention to details. Precise data analysis is
necessary to ensure accuracy in their findings. Economists use the prin-
ciples of statistics, calculus, and other advanced topics in mathematics in
their economic analyses. Economists must be able to explain their work
to others. They may give presentations, explain reports, or advise clients
on economic issues. They may collaborate with colleagues and some-
times must explain economic concepts to those without a background in
economics. Economists must be able to present their findings clearly.
Many economists prepare reports for colleagues or clients; others write
for publication in journals or for news media.
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Task 3. Speak on characteristics of Successful Economists. Add as
many as you can remember to make your description fuller.

Now that you have a good idea of what economists do, you need to de-
termine if your personality traits will be compatible with this career.
Having the right personality for the job is not only something employers
will look for. It is something that will ensure that you are happy in your
work. There are a variety of characteristics, which of them apply to?

. You are detail-oriented.

e  You have strong skills in mathematics.

) You understand the research process.

e You are a strong self-starter, and are able to work independently.

o You have strong problem-solving skills.

e  You think critically and outside-the-box.

o You enjoy the idea of a career that offers opportunity for growth.

Task 4. Answer the four questions and say as much as you can.
1. What field of economics do you want to specialise in?

2. What duties will you be able to perform as a future specialist?

3. What skills and personal characteristics do you need?

4. Will a good qualification give you lots of choices in your career?

Task 5. Practise these Economist Interview Questions. Think of your
answers. Then make up a dialogue with a partner and role-play the job
interview.

1. What have you done to help your subordinates to be more productive?
2. Why did you choose a career as an economist?

3. What other profession would you be doing, if you weren't an econo-
mist?

4. As an economist, are you most interested in the area of law, finance,
or politics?

5. What makes you a stand-out candidate?

6. What do you like most about being an economist?

7. What, in your opinion, is the most important quality in an economist?
8. How would you ensure that you effectively communicate economic
data to your audience?

9. Which global trends will shape the world economy in the next ten
years?

10. How can you know that people are (not) satisfied with their work?
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Task 6. Describing personality. Take the personality test to find out.

What kind of employee are you?

For each point, mark the position on the scale that best
describes your personality.

The future | optimistic 1 2 3 4 5 | pessimistic

My career | ambitious 1 2 3 4 5 | unambitious

Working flexible 1 2 3 4 5 |inflexible

time

Working tolerant 1 2 3 4 5 |intolerant

with

colleagues

As demanding | 1 2 3 4 5 |undemanding

a manager

As an loyal 1 2 3 4 5 |disloyal

employee

Productivity | hard- 1 2 3 4 5 |lazy
working

Time organized 1 2 3 4 5 |disorganized

management

Task 7. Two people are talking about the test. Which points do they
talk about? Which adjectives describe the woman?

M | How do you feel about the future? Are you optimistic or pessimis-
tic?

W | Oh, I'm always very optimistic. For example, | never carry an um-
brella!

M | Oh, right! What about your career? Are you an ambitious person?

W | Well, not really. But I'm not unambitious. I certainly don't want to
be a President or a CEO, for example, but | do want to have a sat-
isfying career with variety and challenge.

M | OK. So are you hard-working?

W | Yes, | think so. Of course, | can be lazy sometimes — | think eve-
rybody's the same. But when there's something important to do, |
think I'm quite hard-working.

M | Right. So you're also very organized, | suppose?

W | No, actually, I'm terribly disorganized. You have no idea! But I'm

working on my time management skills!
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Task 8. With a partner, compare your own answers and give exam-
ples. Model: I'm optimistic about the future. I'm rarely pessimistic — ex-
cept at exam time!
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