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Business Management

Part 1

I. Read and remember words and word combinations:

1. to accomplish — BEIIONHATE, TOOMBATHCS;
to accomplish the goals — noOUBaTHCS 1I€NIECH, BBITIOIHATD 1IETTH.

2. business —

- JIeJI0, 3aHSTHE, CIICIIMATLHOCTD;

- pabota, Ou3Hec;

- TOPTOBJIsI, KOMMEpUYECKas ACATSIBHOCTD;

- CIIeJIKa;

- KOMIIaHUs, TPEIPHUSITHE.
. to identify — ycTaHaBIUBATh, ONPEICIATD.
to be responsible (for) — ObITb OTBETCTBEHHBIM (32).
. to manage — pyKOBOJUTH, YIIPABISATh, CIPABISTHCS, 3aBEAOBATh.

to manage for success — yCHEIIHO PYKOBOIUTb.

6. manager — MEHEIKEpP, YHPABISIONINN, PYKOBOJUTETh, aJIMHUHHCTPATOP,
JUPEKTOP, 3aBEAYIOIINM.

7. management — yIpaBJ€HUE, PYKOBOJICTBO, aMUHUCTpALINS, TUPEKIIUS,
3aBEI0BAHME.
business management — pykoBojcTBa (ympaBjieHUE) KOoMMaHUEeH

(npennpusiTueM, OU3HECOM, KOMMEPUYECKON JEATENBHOCTBIO).
8. employee (amep.) = employe (aHr.) — cilyXalui, padoTarolui M0 HAWMY,
pabouuii.
to employ — HaHMMAaTh Ha PadoTYy.
9. to fit in (with) — coBnaaath (C), COOTBETCTBOBATH qemy-Jn0o0.
10. departmentalization — noapasaeneHue Ha OTACIHI.
to departmentalize — moapa3aeisaTh Ha OTICIBI.
11. research and development department — OIBITHO-KOHCTPYKTOPCKHI OT/IEN.
12. sales department — oTEN MO COBITY.
13. shipping department — 0TAEN NEPEBO3KU (TOCTABKH) TOBAPOB.
14. organization chart — OpraHu3alMOHHBIN I1JIaH.
15. to fan out — pacxoAUTHCS BEEPOM.
16. formal organization — oduuManbHas opraHu3anys MO YCTAHOBJICHHOU
dbopwme.
17. responsibility — 0OTBETCTBEHHOCTb, 005I3aHHOCTh, 00S3aTEJIbCTBO.
18. to assign —



- Ha3HayaTh Ha TOCT, Ha JIOJDKHOCTb, OTIPEACTIATH YTO-IU00
KOMY-JT100;

- aCCUTHOBATH;

- IepeIaBaTh.

to assign resources and responsibilities — pacnpenensaTh pecypchl U

00S13aHHOCTH.
19. specific unit — onpeneneHHas rpymnma.
20. customer — 3aKa3uuK, NOKYIAaTEb.
21. flexible structure — TmOKas CTpyKTypa.
22. to hire — nanuMatb (pabounx), OpaTh Ha MIPOKAT (BEIIIb).
23. to find out — BBISICHUTB, OOHAPYKUBATb.

I1. Read the following international words and define their meanings:

-business- -activity- -manager-
-plan- -problem- -department-
-form- -person- -resource-
-formal- -type- -specific-
-informal- -company- -coordination-
-formally- -group- -function-
-organization- -structure- -product-
-coordinate- -centralization- -geographic-
-coordination- -focus- -local-
-president- -national- -location-

II1. Read and translate the following word combinations:

successful business; unsuccessful business; the president's authority; the activity
of the workers; to coordinate the activities of the workers; to focus authority in
one place; business management; the national sales manager; centralized
organization; flexible plan, the same kind of work; to replace each other; to hire
workers; regardless of the structure; all forms of business organization; formal
organization; geographic location; research and development department; sales
department; shipping department; organization chart; to assign resources and
responsibilities.



IV. Choose the correct translation of Russian words:

1. komnanus a) advantage, b) crowd, c¢) business;

2. onpedensims a) to increase, b) to identify,  c) to assemble;

3. pykosooumw a) to manage, b) to extend, c) to rise;

4. cayacawuil a) a scientist, b) a worker, c)an employe;

5. ympasnenue a) structure, b) management,  c) region;

6. omeemcmsennocms a) responsibility, b) research, c)
development;

7. muasnauams a) to test, b) to maintain, c) to assign;

8. nepesoska a) experience, b) shipping, c) railway;

9. 3akazuux a) escalator, b) accident, c) customer;

10. nanumams a) to hire, b) to research, ¢) to follow;

11. opuyuanvneiii a) advanced, b) formal,  c¢) expensive;

12. omoen a) platform, b) influence, C)
department

Text 1

Organizing for Management

A successful business knows what it wants to accomplish and has a plan for
meeting its goals. Such a business has some form of organization that identifies
who is responsible for which tasks. Usually, a manager or managers direct and
coordinate the activities of the workers and deal with any problems that arise.

Any business that employs more than one person needs some type of
organization that lets employees know what their jobs are and how they fit in
with company goals. Businesses usually have an organization that establishes
which person or group has authority over other persons or groups. These
businesses often show their structure on an organizational chart. The following
scheme illustrates how one company is organized.

The organization shown on this chart is centralized. Centralization focuses
authority in one place. In this company that place is the president. The president
has authority over the national sales manager. From there authority fans out to
the other parts of the organization.

Centralized Organization.
President
National Sales Manager



Eastern Southern Midwestern Western
Region Region Region Region
Manager Manager Manager Manager

Formal organizations are usually departmentalized. Departmentalization is a
way of organizing a company that involves assigning resources and
responsibilities to a specific unit, or department in an organization. The manager
has the responsibility for coordinating the department's assigned resources. The
departments are organized in three ways: by function, by product or by
geographic location.

The research and development department finds out what kinds of products
need to be made. The production department makes the products. The sales
department finds customers for the products. The shipping department gets the
products to the customers. Finally, departments may be organized by their
location or the areas they serve.

Smaller businesses may be organized in a less formal way. Companies
organized informally usually have a flexible structure. People in this kind of
business do not always do the same kind of work. They may replace each other
and even hire outside people to help.

Regardless of the structure, however, all forms of business organization
depend on good managers within the business.

V. Insert suitable words into sentences:

manager, managers, business, shipping, departments, sales, production, the
national sales manager, centralization

[E—

. The .... department finds customers for the products.

The ... are organized in three ways: by function, by product or by
geographic location.

The...department makes the products.

The...department gets the products to the customers.

All forms of business organization depend on ....

The .... has the responsibility for coordinating the department's assigned
resources.
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7. Any .... that employs more than one person needs some type of organization
that lets employees know what their jobs are and how they fit in with
company goals.

8. ....focuses authority in one place.

9. The president has authority over....

VI. Answer the following questions to the text:

. What is a successful business ?

. What is the responsibility of a manager ?

. Why does any business need some type of organization ?

. What organization do businesses usually have ?

. What does centralization in a business organization mean ?

. What does departmentalization in a business organization mean ?

. How are the departments of businesses organized?

. What is the function of the research and development department ?
. What is the function of the production department?

10. What is the function of the sales department ?

11. What is the function of the shipping department?

12. What can you say about structure of smaller businesses organized in a less

formal way?
13. What do all forms of business organization depend on?

O 00 9 O B W

VII. Give a short summary of the text in English

VIII. You are going to start your own business. How are you going to
organize your business management?

As for me, I’d like to ....

Here are a few words about ....

I have no idea (oHATHS HE UMEIO) ...
Iwantto....

Ican....

Besides ....

First ....

Then ....

After that ....



Finally ....
Oh, I haven’t mentioned (He ynmoMsiHyJI, yIyCTHN) ....
I must confess I don’t know (110Jk€H mpU3HATHCS YTO 5 HE 3HAIO) ....

I.

1.

N B~ W

15.
16.
17.
18.
19.

20.

21.

Part 11

Levels and functions of management.

Read and remember words and word combinations.

to meet the goals (requirements, needs)
- OTBEYaTh 3ajja4aM (TpeOOBaHUAM, HYKIaM);
- ToOUBATKLCS LIEJIEH.

. to guide — HanpaBIATh, pyKOBOAUTb.

. top — level manager - TTIaBHBIN yIIPaBJISIOIINN.

. middle — level manager — pyKoBoIUTEIIb CPETHETO 3BEHA.
. national sales manager

- KOMMEPYECKHUI TUPEKTOD;
- HaYaJILHUK OT/elIa cObITA.

. SUPErvisor — HHCTIEKTOP, KOHTPOJIEP.

. to draw up the programs — cocTaBisSTh MIaHbI, TPadUKH.

. to differ — oTiinuaTecs, pazauyaThCs.

. to make decisions — npuHUMAaTh pEIICHHUS.

. to follow the same decision making process — ciea0BaTb OJHOMY U TOMY

K€ MOPSAKY MIPUHATHS PELLICHMUS.

. to set objectives — onpenensTb, CTABUTH LIEIIH.
. setting standards — yTBep>kJiIeHHE CTaHAAPTOB.
. setting a realistic goal — onpeesieHre pealbHOM 1IEIIH.

to set up new shipping procedures — oOmNpeaeNsATh HOBBIE CIIOCOOBI

JIOCTABKH.

to spell out the basic steps — onpenensaT OCHOBHBIC IIIary.

flexible plan — ruOkwuit mas.

long — term strategy - TOATOCpPOYHAS CTpATETHsI.

short — term strategy — kpaTKocpo4YHasi CTpaTerusi.

accessories — akceccyaphbl (IIpeAMEThI KEHCKOTO WM MYKCKOTO TyaserTa:
MepYaTK, CYMOYKa, TAJICTYK, PEMEHb U IpoUee).

to discover the current trends — onpeznensaTb COBpeMEHHbIE HaIlpaBJICHUS,
TEHICHITUH.

analyzing the market study — ananu3 uzyueHust ppIHOYHOTO CITpOca.

10



II.

I11.

IV.

22. directing — pyKOBOJICTBO, yNpaBJICHUE.

23. to evaluate — oIleHuBaTh, OIpEACIATh KauyeCTBO, YCTaHABIWBATh
CTOMMOCTb.

24. evaluating performance — orieHka paboTHhI.

Translate into Russian:

to meet the goals; to draw up the programs; to follow the same decision
making process; to spell out the basic steps; to discover the current trends; and
analyzing the market study; to set up new shipping procedures; managers’
responsibilities differ according to their management level; the greatest
responsibility for planning, organizing, directing and controlling a company's
resources .

Translate into English:

[JIABHBIM YIIPABJISIOLMNA, PYKOBOJMUTENL CPEIHETO 3BEHA; KOMMEPUYECKUU
OUPEKTOpP;  KOHTPOJIEp; NPHUHUMATh  PELICHUS; ONPEAEHATh  LEIH;
OTIPEJICIICHNE PEATbHOW IIeJIM; THOKWW TUIaH;, JOJTOCPOYHAs CTPATETHs;
KpaTKOCPOYHAsl CTPATETHsI; PyKOBOJICTBO; OIIEHKA paOOTHI.

Choose synonyms in the second column:

1. to spell out the basic steps 1. to determine aims

2. to discover the current trends 2. commercial director

3. to set objectives 3. to define the main stages

4. national sales manager 4. business management

5. supervisor 5. to find out the modern tendencies
6. business directing 6. inspector

V. Choose antonyms in the second column:

. long-term strategy 1. inflexible plan
. flexible plan 2. informal structure
3. top-level manager 3. short-term strategy

N | —
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4. formal structure 4. long-term goals
5. short-term goals 5. supervisor

VI. Complete sentences

. ...... has to teach a new employee the same kind of job he is doing.
2. The process of reaching a business’s goals through the use of its human and
material resources is...

3. ... atall levels perform the same kinds of functions.

4. ... ... think far into the company’s future and set the goals and objectives of
the company.

5. ... carry out the decisions of top-level management.

6. ... directly assign work duties and oversee workers on the job.

7. A small group of workers who do not have much experience has to be
overseen by a...

8. The plan indicates ... and ... strategies for using company resources to meet
the goal.

9. Controlling involves ... ... for work ... performance and solving problems
that prevent the completion of a required task.

Text 2

Levels and Functions of Management.

Management is the process of reaching a business’s goals through the use of
its human and material resources. Most businesses have three basic levels of
managers:

1. Top-level managers,
2. Middle-level managers,
3. Supervisor.
Managers at all levels perform the same kinds of functions. However,
managers’ responsibilities differ according to their management level.

People with the greatest responsibility for planning, organizing, directing and

controlling a company’s resources are the top-level managers. They think far
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into the company’s future and set the goals and objectives of the company. To
meet these goals and objectives, top-level managers guide managers on lower
levels while allowing them the freedom to do the best job they can.

Those who carry out the decision of top-level management are known as
middle-level managers. If you took a job in middle management, you would
serve as the link with lower levels of management. That is you would take the
long-range goals of top-level manager and would draw up the programs for
SUpervisors.

Those who directly assign work duties and oversee workers on the job are
supervisors. They carry out the decisions of their managers and teach a new
employee the same kind of job he is doing himself. A supervisor has to oversee
a small group of workers who do not have much experience.

Management Functions. Managers at all three levels carry out four types of
functions. They are planning, organizing, directing, controlling. All these
management functions involve making decision: Managers at every level follow
the same decision-making process.

Planning. A business must set objectives and make plans for meeting them.
Good planning involves setting a realistic goal. The plan for meeting that goal
spells out the basic steps to be followed. At the same time, the plan is flexible
and allows for change. The plan indicates long-term and short- term strategies
for using company resources to meet the goal.

13



Suppose a company that produces accessories has decided that it should
expand. As a long-term goal, the firm decides to produce clothing as well. The
firm will need to study the market to discover the current trends in clothing.

Then the company will have to develop a marketing strategy to introduce the
new line of clothing to the people who already buy the company's products. The
firms management will ask what resources are needed to accomplish these goals.

Short-term goals of the company include analyzing the market study and
hiring new employees.

Organizing involves obtaining and coordinating resources so that a
business’s objectives can be met. If the resources are not available, the manager
finds out where the resources can be obtained.

Directing means influencing and guiding people under one’s management to
carry out their assigned tasks.

Controlling involves setting standards for work, evaluating performance and
solving problems that prevent the completion of a required task.

VII. Answer the following questions:
1. What is management?
What levels of managers do most businesses have?
Do managers’ functions at all levels differ?
What are the top-level managers?
What are the middle-level managers?
What are supervisors?
What management functions do managers at all three levels carry out?
What decision-making process do managers at every level follow?
9. What is good planning for a business?
10.What does a long-term strategy mean?
11.What does a short-term strategy mean?
12.What is organizing for a business?
13.What does directing mean for a business?
14.What does controlling involve in a business?

XN BN

VIII. Describe three levels of management.

IX. Identify and give examples of four functions of management.

Part 111

14



What does it take to be a manager?

I. Read and remember words and word combinations:
1. to promote — IpoABUTATH MO CIIyKOE;
promoter — TOKPOBUTEIb, TATPOH.

2.  to gain experience — IpuoOpeTaTh OTIBIT.

3. to be aware of others’ feelings and concerns — 3HaTb O YyBCTBax W
HHTepecax (3a00Tax) Apyrux.

4. to work under pressure — paboTaTh HANPSDKEHHO; OBITH YPE3MEPHO
3arpy>Ke€HHbIM PabOTOM.

5. ability — cnocoOHOCTb, YMEHHE.

6. skimming industry publications — TPOCMOTP  IPOMBIILIEHHBIX
My OJIMKAIIAM.

7. effective communication — 3ppeKTuBHOE 00IIIEHNE, KOMMYHUKAIIHS.

8. interpersonal skills — WCKYyCCTBO TOJJIEPKUBATh MEXKIUYHOCTHBIC
OTHOUICHUSI.

9.  human relations — MEXJIMYHOCTHBIE OTHOIICHUSI.

10. concern — 6ecrioKOMCTBO, TpEeBOTa, 3a00TA.

11. to share an office — nenuth ogHO TMoMelieHue oduca (T.e. paboTath B
OJIHOM TIOMEIIIEHNH, KOMHATe o(uca).

12. noise level — ypoBeHb 11yma.

13. to solve — pemiatsb.

solution - perieHue

14. to resolve conflicts — pa3pemniatb KOHMIUKTHI.

15.to rearrange the office space — peoprann3oBarh IUIOMIA/b (TIOMEIICHUE)
oduca.

16.privacy — yenuHeHUE, YeTUHEHHOCTh, HHTUMHOCTb.

I1. Translate into Russian:

To work under pressure; to gain experience; human relations; interpersonal
skills; to share an office; noise level; effective communication; to be aware of
others’ feelings and concerns; to resolve conflicts; to rearrange the office
space.

III. Translate into English:

[Tponsurate mo ciyxo0e; pa3pemarb KOH(IUKTBI, YPOBEHb IIyMa; JEIUTh
OJIHO TOMEUICHUE WM KOMHATy B oO(uce; MEXKIMYHOCTHBIE OTHOIICHUS;
UCKYCCTBO TOJJIEPKUBATh MEKJIMYHOCTHBIE OTHOLICHUS; 3PPEKTUBHOE
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oO1eHue; ObITh YpE3MEPHO 3arpy>KEHHbIM pabOTOi; 3HATh O CAMOYYBCTBUU U
3a00Tax  JApYyrux; MNpuoOpeTaTh  OMNBIT, MPOCMOTP  MPOMBIIIJIEHHBIX
myOJTuKaIHii.

IV. Choose synonyms in the second column:

1. to solve 1. to obtain

2. concern 2. to visit

3. to be aware of smth 3. to settle

4. to gain 4. to know smth
5. to arrange 5. trouble

6. to perform 6. to work hard

7. to attend 7. to organize

8. interacting 8. to carry out

9. to gather 9. communication
10. to work under pressure 10. to collect

Text 3
What does it take to be a manager?

Most managers begin their careers as company employees who are
promoted after they have gained experience and have shown certain qualities.

Ability to perform varied activities. Managers usually have many tasks to
perform at one time. Managers have to plan their time and decide which tasks
are the most important at any one time.

Ability to work under pressure. A manager often has to solve many small
problems in a fairly short time. For example, a supervisor may have to organize
next week's work schedule, solve a production problem, and train two new
employees — all in the same work day. Also included might be attending one
meeting, writing seven letters, and skimming four industry publications.

Effective communication. Every manager has to communicate well.
Communicating might be done on the telephone, through electronic mail, in
individual or group meetings, or in a written report or a letter. Listening is also
an important part of communication. Most of a manager’s day is spent
interacting with other people. Managers should like working with others and
must be aware of others’ feelings and concerns.

Interpersonal skills. Managers work with people and need human relations
skills, or skills in dealing with people. For example, a manager may be asked to
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resolve employees conflicts. If two employees who share an office have a
conflict over noise levels, the manager may help them communicate their
concerns to each other and, as a solution, may rearrange the office space so each
employee has more privacy.

Ability to gather and use information. Managers must be aware of the
events and forces that affect their business. They must share this information
with others. For example, some managers read the local newspaper and a
national newspaper and a national newspaper daily. They also read several
magazines that report on news relating to their company’s markets or products.
When managers find information that could be useful to other people in the
company, they pass it along. Managers may also use the information to plan for
the future.

V. Complete sentences choosing suitable words

1. Company employees ... ... after they have gained experience and have
shown certain qualities. (are promoted, are appointed, left).

2. Managers usually have many tasks ... ... at one time. (to carry out, to
perform, to do).

3. Every manager has ... ... well. (to live, to communicate, to sleep).

4. Managers must ... ... of others’ feelings and concerns. (be interested in, to
be glad, be aware).

5. A manager may be asked to resolve ... .... (employees conflicts,
international problems, noise level).

6. Most managers begin their careers as ... .... (top-level managers, company
employees, middle-level managers).

7. A manager often has ... ... many problems in ashort time. (to solve, to

include, to increase).

VII. Answer the following questions to the text.

What personal qualities are necessary to be a good manager?
When are employees promoted as company managers?

How do managers manage to perform varied activities at one time?
What does it mean for a manager to work under pressure?

What are the ways of managers’ effective communication?

What is important for managers in interacting with other people?
How do managers gather and use information?

Nk LD =

VII. List qualities that are essential for all managers.
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VIII. Describe the advantages and disadvantages of being a manager.
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