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MHNEPEIMOBA

HapuanpHo-meTonnunmii mocionuk “English for Management” nist ctyaeHTiB
JIEHHOT Ta 3a04HOi (pOpMM HaBYaHHS CIELIaNbHOCTI “MeHemKMEeHT” CTBOPEHO
BIIMOBITHO /10 BUMOT MpOrpamMy 3 1HO3EMHUX MOB JJIsi CTYyACHTIB 1-4 KypciB
HEMOBHHX BY3IB.

Mera, Ky CTaBWJIU IIepe]l COO0I0 aBTOPH IOCIOHMKA, ITOJISATAE B MIATOTOBII
MaiOyTHIX (axiBIiB JO YHTaHHS Ta PO3yMIHHSA (HaxOBO CIPSIMOBAHOTO
HAaBYAJIBHOTO MaTepialy aHTJIHCHKOI MOBOK. YCl TEKCTH IOCIOHHKA TEMaTHYHO
CHIBBITHOCSATHCS 3 MalOYTHBOIO IIPOQECI€r0 CTYICHTIB.

HaBuanbHO-METOMUYHMI TOCIOHMK CKJIQMAa€Tbesl 3 JIBOX TEMAaTHYHUX
po3auTiB. YChOro MOCIOHMK MICTUTH 113aHSATH, KOKHE 3 SKUX pO30MTE Ha JIBi
YAaCTUHM: OJIHA OIPAlbOBYEThCS CTYACHTaMH Tija yac ayautopHoi podotu (Class
Assignments), a uactuaa Self-study mae Ha MeTi camocTiiiHE OMpaIlfOBAaHHS
CTYJIEHTaMU MaTepiaity, BUBUCHOTO Pa30M B BUKJIJIayeM.

[Ilogo camMux TEKCTIB, TO iX MOOYIOBAaHO 3 JOTPUMAHHSIM JUJAKTUYHOTO
OPUHIIMITY HAPOCTaHHS JIEKCUKO-TpaMaTW4HUX TpyAHoutiB. Lle crocyerbcs sik
niopaHux 13 ($axoBUX IMEPIIOKEpES 1 BIAMOBIIHUM YHHOM ONPAIlbOBAHUX 1
aJIaNTOBAaHUX aHTJIINCHKUX TEKCTIB, TaK 1 CTBOPEHUX aBTOpPaMH, 3 BUKOPHCTAHHIM
TUX YU IHIIUX JKEpe. SK Ti, Tak 1 1HII TEeKCTH OMPalbOBYBAJIUCH 1 BHOCWIUCH /10
MIJPyYHUKAa 3 METOK BHUPOOUTH Yy CTYJACHTIB BMIHHA YWTATH, MEPEKIAIATH
JiTepatypy 31 CBOTO MaillOyTHBOro (Qaxy, po3yMmiTH, OpIEHTYBaTUCA B HIl 1
BU100yBaTU 3 HET HEOOX1IHY (PaxoBy 1H(pOpMAaILitO.

[Topsiz 13 OCHOBHUM 3aBJaHHSIM, 1110 MAa€ BUPIIITYBATUCH 32 JIOMIOMOTOO I[bOTO
HABYAJIbHO-METOJUYHOTO TTOCIOHNKA — HABYaHHS YUTAHHIO Ta PO3YyMIHHIO (haxOBO
OpIEHTOBAHOI JIITEPATypH, MOCIOHUK CIY>KUTh TaKOX peanizailii ¥ 1HIIO0i METH —
BUPOOJICHHS HAaBUYOK ITIJTOTOBJICHOTO 1 HEMIJATOTOBJICHOTO MOBJICHHS B MeEKax
3acBO€HOI TpodeciitHoi Tematuku. BripaBu y HaB4aIbHO-METOIUYHMY MOCIOHUKY
MOJUIAIOTHCS HA MOBHI Ta BMPAaBH JJIsi CAMOCTIHHOTO OMpPAIOBAaHHS CTYACHTOM
(Self-study). BnipaBu 115t caMOCTIHHOTO OTNpaIFOBaHHS BUKOHYIOTHCS BAOMA, JCSIKI
3aBIaHHS COPSIMOBYIOTH CTYJICHTIB JIO BIJINOBI/1 HA OYy/Ib-sIKE€ MUTaHHS 32 TEKCTOM,
psAn 3aBlIaHb BUKOHYETHCS THCHMOBO 1 HOCHTH TECTOBHMM XapakTep. MOBHI
3aBJIaHHS BUKOHYIOTHCS B ayAUTOPIi.



MODULE I
THEME 1. MANAGEMENT
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VOCABULARY
to be involved (in smth)  [0yTu npuyeTHUM (10 YOrOCH)
effort 3YCUILIS
attainment NTOCSATHEHHS, HA0YTTS
purposive IiJICCIPSIMOBAHMM; PIITYIHIMA
pre-determined 3aaHNi; 3a3aJI€Ti b BCTAHOBIECHUN
enterprise MiNIPUEMCTBO; dhipMa, KOMIaH1s
to launch MOYMHATH (J1STH), 3aII0YaTKOBYBATH, ITYCKATH B X111
to achieve TOCSTATH; JOMaraTucs; 3100yBaTu
to conduct surveys MPOBOJANUTH OIIMTYBAHHS
profit npuOYyTOK
to put into use BBOJUTHU B 00ir
conducive (to) COPHATIMBHI

to ensure 3a0e3neuyBaTh; rapaHTyBaTH

availability HasBHICTh; JOCTYITHICTh

wage 3apo0ITHA IJIATHS

salary MJIaTHS, OKJIAJ; 3ap0o0iTHA MJ1aTa CIyKOOBIIsS
regulations MI0JIO’KCHHST; IPAaBHJIA; CTATyT

appropriate BIIMOBITHUH, T1IXOISIINN; TOPSUHUN

wastage HEepallioHAJIbHE BUKOPHUCTAHHSI PECYpCiB

to execute BUKOHYBATH, 3aIIPOBA/KYBATH, 31HCHIOBATH

to provide (with) oCTavaTH; 3a0e31euyBaTh

blend CYMIIII; 3MiIlTyBaHHs

approach miaxin

employee POOITHHUK; CITY»KOOBEIIb; TOM, XTO MPAIOE TT0 HAHMY
to accept [MPUMMATH; TOTOJKYBATUCS; PEAryBaTH O3UTUBHO
to handle

MOPATUCS; YIPABISATH; KOHTPOJIOBATH; PO3NOPSIKATUCS

in this respect

B IIbOMY aCIEKTI

entire

MMOBHHMMH, 1I1JINH, BEChH

staff

IITAT; ISPCOHAJ, 0COOOBUM CKJIAJI, CIIIBPOOITHHKH




I. Complete the table with the missing parts of speech.

noun verb adjective
communication
motivate
manage
attainment
achievable
organization
effect

determined

regulate

respond

Read and translate the following sentences into Ukrainian.

1.1t is only through effective management that companies are developing and
executing their business’s policies and strategies to maximize their profits and provide with
the best of products and services.
2. It was Peter Drucker who first gave the definition of management.
3. It is a blend of both efficiency and effectiveness which makes a good management style.
4. It is in the top-down approach where the management makes the decisions, which the
employees have no choice but to accept.
5. It is the four management concepts that allow any organization to handle the tactical,
planned and set decisions.
6. It is in this respect that management is considered an art and a science as well.
7. It was at the ancient times when men started learning the art of organizing, strategizing
(during wars) and simply planning.

Il. Transform the sentences using ‘It is (was) ... who (which, that, when)..."
construction to emphasize the underlined words.
1. The foundation area of management is planning.
2. The manager must coordinate the activities of the entire system (organization) or one of
the manysubsystems (departments) within the organization.
3. Working under the directing function helps the management to control and supervise the
actions of the staff.
4. The classical approach was launched in the early 1990s. 5. A French industrialist, Henry
Fayol, wrote in 1516 a classic definition of the manager's role.
1. Look at the adjectives for describing managers. Find three of them in each list,
which appear under the wrong heading.
Good managers:
approachable, charming, committed, cruel, decisive, disciplined, encouraging, enthusiastic,
experienced, helpful, independent, insensitive, knowledgeable, motivated, optimistic,
patient, professional, reliable, responsible, timid, trustworthy
Bad managers:
arrogant, careless, confident, deceitful, dishonest, efficient, lazy, indecisive, inexperienced,
irresponsible, persistent, pessimistic, rude, unenthusiastic, unprofessional, unreliable,
untrustworthy
IV. Discuss the questions below.




1. What are the 5 best qualities for a manager to have? Why?

2. What are some specific things that good managers do? What are some specific things
that good managers avoid doing?

3. What are the 5 worst qualities for a manager to have? What are some negative things
that can happen if a manager has these qualities?

4. What are some specific things that bad managers do?

5. Why do you think bad managers are given management positions?

6. What is manaagement? An instinct or a set of skills and techniques that can be taught?
V. Read and translate the text.

DEFINITIONS OF MANAGEMENT

Management is a universal phenomenon. It is a very popular and widely used term.
All organizations - business, political, cultural or social are involved in management
because it is the management which helps and directs the various efforts towards a definite
purpose. According to Harold Koontz, “Management is an art of getting things done
through and with the people in formally organized groups. It is an art of creating an
environment in which people can perform as individuals and can co-operate towards
attainment of group goals”. According to F.W. Taylor, “Management is an art of knowing
what to do, when to do and see that it is done in the best and cheapest way”.

Management is a purposive activity. It is something that directs group efforts towards
the attainment of certain pre-determined goals. It is the process of working with and
through others to effectively achieve the goals of the organization, by efficiently using
limited resources in the changing world. Of course, these goals may vary from one
enterprise to another. E.g.: For one enterprise it may be launching of new products by
conducting market surveys and for other it may be profit maximization by minimizing cost.

Management involves creating an internal environment: - It is the management which
puts into use the various factors of production. Therefore, it is the responsibility of
management to create such conditions which are conducive to maximum efforts so that
people are able to perform their task efficiently and effectively. It includes ensuring
availability of raw materials, determination of wages and salaries, formulation of rules &
regulations etc.

Therefore, we can say that good management includes both being effective and
efficient. Being effective means doing the appropriate task i.e, fitting the square pegs in
square holes and round pegs in round holes. Being efficient means doing the task correctly,
at least possible cost with minimum wastage of resources.

NOTES

peg — KiJIOYOK, JIepeB’ SHUHIBAX
VI1I. Are these sentences true or false? Correct the false sentences:
1. Only several types of organizations are involved in management.

2. Management is an art of creating an environment in which people can work individually
and in cooperation aiming to achieve group goals.

3. Management is an intentional activity with a clear purpose.
4. The goals of management are the same in every organization.
5. Management is responsible for creating effective working environment.

6. Creating an internal environment includes ensuring availability of raw materials,
determination of wages and salaries, formulation of rules & regulations.

7. Good management includes nothing but being efficient.



8. Being effective means doing the right task, while being efficient means doing the task
right.

VI11. Choose the correct alternative:

1. All organizations - business, political, cultural or social are involved/considered in
management.

2. Management is an art of getting things done thorough/through and with the people in
formally organized groups.

3. It is an art of creating an environment/society in which people can perform as
individuals and can co-operate towards attainment of group goals.

4. Management is a purposive/ unreasonable activity.

5. Management is the result/process of working with and through others to effectively
achieve the goals of the organization.

6. An enterprise is launching new products by doing/conducting market surveys.

7. Management involves creating an internal/external environment.

8. It is the management whom/which puts into use various factors of production.

9. Management must create conditions important/conducive to maximum efforts of
people.

10. Being efficient/effective means doing the appropriate task.

IX. Fill in the blanks with appropriate words:

regulations attainment launched achieve enterprise  pre-
determined  conducive tosalary toensure  approach

1. Organization theory assumes that institutions are homogeneous and that therefore the
entire should be organized the same way.

2. They created an appropriate framework for investment and trade
sustainable development.

3. Order and discipline can be maintained by rules, , and standard operating
procedures.

4. The new product must be by January

5. Managers the desired goals through the key functions of planning,

organizing, directing, and controlling.

6. It's important to set goals both for your employees to achieve and for you to accomplish
as the owner a happy workplace.

7. Managers are ultimately responsible for the of results through the
specialized efforts of other people, whether individually, in groups, or in organizations.

8. A fitting and benefit package for judges should be considered not only a
reward for difficult and honest work, but also one measure to prevent corruption.

9. The behavioral uses the concept of psychology, sociology,
anthropology and other behavioral sciences to assist managers in understanding human
behavior in the work environment.

10. Losses are always so that | can measure my risk.
X. Match the words and their definitions.

1. wastage Aa mixture of different substances or other things
2. to provide (with) Bgive an affirmative answer to an offer; say yes

3. blend Cwith no part left out; whole



4. profit Dequip or supply someone with (something useful or necessary)

5. employee Ea financial gain, especially the difference between the amount
earned and the amount spent in buying, operating, or producing
something

6. to accept Fmanage (a situation or problem)

7.to handle Gthe action or process of losing or destroying something by using
it carelessly or extravagantly

8. to execute Hall the people employed by a particular organization

9. entire Iput (a plan, order, or course of action) into effect

10. staff Ja person employed for wages or salary, especially at non-

executive level
XI. Match the words in the right column with the words in the left column to make
word combinations.

1 universal a wastage

2 to direct b a newproduct

3 to get c groups

4 formallyorganized d efforts

5 attainment of e a task

6 to use f things done

7 to launch g phenomenon

8 conduct h limitedresources
9 perform i group goals

10  minimum J surveys

XI1. The following are typical management tasks. Key words have been scrambled.
Unscramble them.

1. mcocatmunie with staff

. remacop results with targets
. decide tyatsreg
. empower staff to take oscidensi
. ftiidyen needs
. manage seursroce
. set btivoecejs
. temivaot subordinates

coONO OTh~WN
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SELF-STUDY
1. Read the text and learn more about management tasks and their importance:

WHY STUDY MANAGEMENT

The reasons for studying management are numerous, and its importance can hardly
ever be doubted.

First and foremost management helps in achieving group goals. It arranges the
factors of production, assembles and organizes the resources, integrates the resources in
effective manner to achieve goals. It directs group efforts towards achievement of pre-
determined goals. By defining objective of organization clearly there would be no wastage
of time, money and effort. Management converts disorganized resources of men, machines,
money etc. into well-established enterprise. These resources are coordinated, directed and
controlled in such a manner that enterprise works towards attainment of goals.

The second reason is that management provides optimum utilization of resources. It
utilizes all the physical and human resources productively. This leads to efficacy in
management. Management provides maximum utilization of scarce resources by selecting
its best possible alternate use in industry from out of various uses. It makes use of experts,
their professional skills and knowledge, which leads to their proper utilization and avoids
wastage. If employees and machines are producing their maximum there is no under
employment of any resources.

Effective management also aims at reducing costs. It gets maximum results through
minimum input by proper planning and by using minimum input and getting maximum
output. Management uses physical, human and financial resources in such a manner which
results in best combination. This helps in cost reduction.

Proper Management establishes sound organization with no overlapping of efforts
(smooth and coordinated functions). To establish sound organizational structure is one of
the objectives of management which is in tune with objective of organization as a whole.
For fulfilment of this, management establishes effective authority and responsibility
relationship i.e. who is accountable to whom, who can give instructions to whom, who are
superiors and who are subordinates. Management fills up various positions with right
persons, having right skills, training and qualification. All jobs should be cleared to
everyone.

Furthermore, management establishes equilibrium. It enables the organization to
survive in changing environment. It keeps in touch with the changing environment. With
the change of external environment, the initial co-ordination of organization must be
changed. So it adapts organization to changing demand of market / changing needs of
societies. It is responsible for growth and survival of organization.

Finally, management is essential for prosperity of society as a whole. Efficient
management leads to better economical production which helps in turn to increase the
welfare of people. Good management makes a difficult task easier by avoiding wastage of
scarce resources. It improves standard of living. It increases the profit which is beneficial to
business therefore enabling society to get maximum output at minimum cost by creating
employment opportunities which generate income in hands. Organization comes with new
products and researches beneficial for society.

I11. Are these sentences true or false? Correct the false sentences:
1. The importance of studying management is disputable.

11



2. Defining clear objectives helps to save resources.

3. Effective use of resources helps in cost reduction.

4. The task of management is to fill up various positions with appropriate employees.
5. Management aims to keep the organization unchanged in a changing environment.
6. Proper management is conducive to prosperity of people.

IV. Find and write in the table below 9 verbs collocating with the word resources in

the text. The initial letters of the verbs are given

Managersc resources

V. Choose the correct variant a, b, c or d to fill in the gaps:

1. Management disorganized resources of men, machines, money etc.
into well-established enterprise.

a) helps b) converts c) promotes d) improves

2. If employees and machines are producing their there is no under
employment of any resources.

a) efforts b) goods ¢) maximum d) services

3. Effective management also at reducing costs.
a) leads b) monitors c¢) aims d) introduces
4. To sound organizational structure is one of the objectives of

management which is in tune with objective of organization as a whole.

a) compile b) estimate c) enhance d) establish

5. With the of external environment, the initial co-ordination of
organization must be changed.

a) appearance b) change c) introduction d) reduction

V1. Translate the following sentences into English using emphatic construction:
1. Came MeHEIXKMEHT BIANOBIAA€ 3a CTBOPEHHSA BHYTPIIIHBOIO CEpeIOBHUIIA,
CIIPUATIMBOTO JIUIS IOCATHECHHS ITiJICH opraHi3aiii.

2. Himo inme, sk edeKTHBHE BUKOPHCTAHHS HEIOCTaTHIX PECypcCiB, AOMOMAarae
MEHE[KepaM 3MEHIITUTH BUTPATH Ha BUPOOHHIITBO.

3. Came 4iTKe TUTAaHYBaHHS € HABaXJIMBIIIOK CKJIAJ0BOIO aIMiHICTPAaTUBHOI pOOOTH.
4. HixTo 1HmMIA, sK amepukaHChkui mMchMeHHUK Ilitep [pakep, ommcas
HaNCyTTeBIII (YHKIIIT MEHEKEPIB.

5. Knacuunuit miaxia 70 MEHEDKMEHTY OyB 3amoyaTKOBaHUM caMe Ha 1modatky 1990
POKIiB.

12



THEME 2. BASIC FUNCTIONS OF MANAGEMENT. PLANNING AND
ORGANIZING

Planning
Staffing
Organizing
Controlling

Directing

Managers achieve the desired goals through the key functions of (1) planning, (2)
organizing, (3) directing, and (4) controlling. Some would include leading as a managing
function, but for the purposes of this discussion, leading is included as a part of
directing.

These key functions of management are applied throughout an organization
regardless of whether it is a business, a government agency, or a church group. At each
level of management, the four key functions of planning, organizing, directing, and
controlling are included.

13



VOCABULARY
to assess
upcoming

to implement

to occur

to assemble
to concern
to oversee
acquire

contingency

clientele
ample

benefit
to fit into

to allow
supplier
rapidly
warehouse

inventory
interim

provisional
scope
target

to set out

to adopt

OLIIHIOBATH

MaiOyTHIH, OUiKyBaHUIH
BUKOHYBATH, 3/11IICHIOBATH;
3aMpOBaKYBaTH B )KUTTSI
TpaIuIsATUCS, BIAOYyBaTHUCS;
3yCTpidaTucs

MOHTYBAaTH, 30MpaTu

CTOCYBATHCSI, MATH BITHOIIIEHHS
3MIIACHIOBATH HATJISA; CIIOCTEPIraTu
3a

3100yBaTH; 10CATAaTH; OMAHOBYBATH
(3HAHHSAMH )

IMOBIPHICTb, MOKJIMBICTb;
HernepenadayeHa o0cTaBUHA
KJIIEHTYpAa; MOCTIHHI TOKYTII
psicHul; Oaratuii (Ha pecypcu);
(LIIJIKOM) TOCTATHIM

nepeBara, NpuBLUIeH; KOPUCTH, OJ1aro;
BUTO]1a

TOYHO IMIAXOUTH, BIUCYBaTUCSA (B
MIEBHI paMKH)

JIO3BOJISATH, TaBaTH MOKJINUBICTD
MOCTavaJIbHUK

IIBUJIKO, CTPIMKO

CKJIaJ], CKJIa/ICbKE IPUMIIICHHS;
TOBapPHUU CKJIaJ

HasiBHI TOBapH; 3arac, pe3epn
THMYaCOBH; TTONIEPEAHIN;
TPOMI>KHUN

TUMYACOBUH; TIOTIEPE/IHIN, YMOBHUHN
MmaciiTab, chepa, mose (AisUTbHOCTI)
MIIIEHB, I[1JTb; 00'€KT

(ToKJIaHO) BUKJIAAATH (HAMp., CBOT
MIPKYBaHHS)

IpUIiMaTH; 3aCBOIOBATH; BUOUPATH

I. Match management functions with their definitions

1. Planning

2. Organizing
3. Staffing

4. Leading/Directing

5. Controlling/Monitoring

a Job analyzing, recruitment, and hiring individuals for
appropriate jobs

bChecking progress against plans

cDetermining what needs to be done in a situation and
getting people to do it

dDeciding what needs to happen in the future (today,
next week, next month, next year, over the next 5
years, etc.) and generating plans for action.
eStimulating employees to work effectively and
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perform to their maximum
6. Motivating flmplementation; making optimum use of the resources

required to enable the successful carrying out of plans
I1.* All the words in the box concern planning. Match each term with the correct
definition (2-11). The answers include the word plan eight times.
action budget business contingency interim tactical
objectives strategicoperational planning provisional
1. A plan that focuses on the whole organization, internal and external factors; and
actions necessary to reach long-term goals. strategic plan
2. A process that focuses on the future of an organization and how to reach certain
targets.
3. The results or targets that management thinks are desirable.
4. A plan for a specific part of the wider organization, usually narrower in scope and
over a shorter time period.
5. A specific short-term plan to realize a narrow single objective.
6. A short term and temporary plan.
7. A trial plan, which may or may not be adopted permanently.
8. A plan which explains a new commercial activity or new company and how to start
it.
9. A plan of what to do, often indicating individual responsibilities, often short-
term.
10. A plan which sets out the forecast costs of a project or activity.
11. A reserve plan which will only be used if necessary.
I11. Find English equivalents of the following phrases in the text.
OcHoBHacdepa; HaJaHWiyac, JOPEUHAIHISIMIOBEIIHKH; BUPOOHUYEIIANPUEMCTRO;
CKJIAJaHHSAMOAYJIbHUXOYIUHKIB;,  3arajibHe(yHKLIOHYBAaHHA; O€3KIHEYHUHUIIPOLIEC;
BHYTPIIIHITA30BHIITHIYMHHUKYA;  CHJIBHITACIA0KICTOPOHH,  MOXKJIMBOCTITa3arpo3y;
BUKOHYBaTUIIPU3HAYEHI3aB/IaHHS, MIePBICHIIIAHMY; CyCIIHIWITOCTaYaIbHUK;
MOBHUN3aMacKapKacHOTOKPYTJIOTOJIICY; MIPOJIOBKUTUOY/TIBHUIITBO;
nonepeAHINIocTavyaabHUK.
IV. Discuss the questions below.
1. What is planning? Is it important to plan your activity?
2. Do you usually plan your working days/weeks or some special events? If yes, in
what way?
3. What actions and steps should organizational planning include?
V. Read and translate the text.
TEXT 1

PLANNING

No matter what you are doing, you have to plan it out first. You have to set your
goals straight and decide how you are going to achieve them. You have to decide how
much money or time you will invest and how many people you will employ. On this
step you are doing simply what the name of the step means, you are planning.

Planning is the foundation area of management. It is the base upon which all
areas of management should be built. Planning requires administration to assess where
the company is presently set, and where it would be in the upcoming. From there an
appropriate course of action is determined and implemented to attain the company’s
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goals and objectives. Planning in any organization occurs in different ways and at all
levels. A top-level manager, e.g. the manager of a manufacturing plant, plans for
different events than does a manager who supervises, say, a group of workers who are
responsible for assembling modular homes on an assembly line. The plant manager
must be concerned with the overall operations of the plant, while the assembly-line
manager or supervisor is only responsible for the line that he or she oversees. Planning
is unending course of action.

Planning could include setting organizational goals. This is usually done by
higher-level managers in an organization. As a part of the planning process, the
manager then develops strategies for achieving the goals of the organization. In order
to implement the strategies, resources will be needed and must be acquired.

The planners must also then determine the standards, or levels of quality, that

need to be met in completing the tasks.

In general, planning can be strategic planning, tactical planning, or contingency
planning. Strategic planning is long-range planning that is normally completed by top-
level managers in an organization. Examples of strategic decisions managers make are
what the customer or clientele should be, what products or services should be sold, and
where the products and services should be sold. In strategic planning, management
analyzes inside and outside factors that may affect the company and so objectives and
goals. Here they should have a study of strengths and weaknesses, opportunities and
threats. For management to do this efficiently, it has to be very practical and ample.

Short-range or tactical planning is done for the benefit of lower-level managers,
since it is the process of developing detailed strategies about what needs to be done,
who should do it, and how it should be done. To return to the previous example of
assembling modular homes, as the home is nearing construction on the floor of the
plant, plans must be made for the best way to move it through the plant so that each
worker can complete assigned tasks in the most efficient manner. These plans can best
be developed and implemented by the line managers who oversee the production
process rather than managers who sit in an office and plan for the overall operation of
the company. The tactical plans fit into the strategic plans and are necessary to
implement the strategic plans.

Contingency planning allows for alternative courses of action when the primary
plans that have been developed don't achieve the goals of the organization. In today's
economic environment, plans may need to be changed very rapidly. Continuing with
the example of building modular homes in the plant, what if the plant is using a nearby
supplier for all the lumber used in the framing of the homes and the supplier has a
major warehouse fire and loses its entire inventory of framing lumber. Contingency
plans would make it possible for the modular home builder to continue construction by
going to another supplier for the same lumber that it can no longer get from its former
supplier.

NOTES

assembly line - cknananeHuitKOHBEED
lumber— nuomaTepiany; po3NIISTHNITA00PO3KOIOTHIIIIC, KPYTIIHILTIC

V1. Are these sentences true or false? Correct the false sentences:
1. Planning requires administration to assess where the company is now, and where it
would be in the future.
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2. Planning in any organization occurs in similar ways at top levels.
3. Planning is everlasting course of action.

4.Setting organizational goals is usually done by higher-level managers in an
organization.

5. Resources will be needed and must be acquired in order to implement the strategies.

6. SWOT analysis is used in strategic planning.
7. Contingency planning is the process of developing detailed strategies about what
needs to be done, who should do it, and how it should be done.

8. The short-range plans fit into the strategic plans and are necessary to implement the
strategic plans.

VI1. Choose the correct alternative:

1. Planning requires administration/staff to assess where the company is presently
set, and where it would be in the upcoming.

2. A top-level manager plans for similar/different events than a line manager does.

3. Setting organizational goals is usually done by higher/lower-level managers in an
organization.

4. The manager organizes/develops strategies for achieving the goals of the
organization.

5. The planners must also determine the standards, or layers/levels of quality, that
need to be met in completing the tasks.

6. In strategic planning, management analyzes inside and outside factors that may
affect/conflict the company and so objectives and goals.

7. Tactical planning is done for the benefit of lower-level managers, science/since it is
the process of developing detailed strategies.

8. Clear plans must be made so that each worker can complicate/complete assigned
tasks in the most efficient manner.

9. Contingency planning allows/leads for alternative courses of action when the
primary plans that have been developed don't achieve the goals of the organization.

10. In today's economic/economical environment, plans may need to be changed very
rapidly.

VIII. Fill in the blanks with appropriate words:

overall base possible resources clientele  oversee implemented
primary  benefit opportunities

1. Planning is the upon which all areas of management should be built.

2. After assessing the company an appropriate course of action is determined and
to attain the company’s goals and objectives.

3. The plant manager must be concerned with the operations of the plant.
4. In order to implement the strategies, will be needed and must be
acquired.

5. Examples of strategic decisions managers make are what the customer or
should be, what products or services should be sold, and where.

6. Managers should have a study of strengths and weaknesses, and
threats.
7. Short-range planning is done for the of lower-level managers.
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8. Tactical plans can best be developed and implemented by the line managers who
the production process rather than managers who sit in an office and
plan for the overall operation of the company.

9. Contingency planning allows for alternative courses of action when the
plans that have been developed don't achieve the goals of the

organization.

10. Contingency plans would make it for an organization to continue

production by going to another supplier if some problems with the initial supplier

occurred.

IX. Match the words and their definitions.

1 supplier Ato happen

2 occur Ban activity undertaken based on strategic objectives
such as reduced cycle time, reduced cost, and customer
satisfaction

3 alternative Cdegree to which an activity or initiative is successful
in achieving a specified goal; degree to which activities
of a unit achieve the unit's mission or goal

4 assessment Dchoice out of two or more options

5 effectiveness Ea person or company that provides goods

6 efficiency Fany effort to gather, analyze and interpret evidence
which describes organizational effectiveness

7 goal Ga prescribed, written sequence of actions to achieve a

goal, usually ordered in phases or steps with a schedule
and measureable targets

8 improvement Ha specific intended result of a strategy; often used
interchangeably with objective.
9 model la representation of a set of components of a process,

system, or subject area, generally developed for
understanding,  analysis,  improvement,  and/or
replacement of the process

10 plan Jdegree of capability or productivity of a process, such
as the number of cases closed per year; tasks
accomplished per unit cost

X. Match the words in the right column with the words in the left column to make

word combinations.

1 an appropriate course a outside factors

2 manufacturing b plant

3 higher-level c the production process

4 in the most efficient d managers

5 fit e into

6 oversee f benefit of

7 overall g opportunities and threats
8 inside and h manner

9 for the I operation of the company
10 strengths and weaknesses, | of action
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SELF-STUDY
I. The following are the steps with the help of which a manager performs
organizing function. Key words have been scrambled. Unscramble them.
1. fntideicioatni of activities
2. artepmdallyent organizing the activities
3. classifying the tyuoraith
4. co-ordination between authority and sibrtyoniliesp
I1. Find English equivalents of the following words and phrases in the text:
y TOMY BHUNAJKY, KOJH; B OCHOBHOMY; BHYTPIIIHA aJMIHICTpaTUBHA KOH]Iryparis;
3arajbHa CXeMa; JOKJIaTHO; ONUCYBaTH; MIAPO3ILA; I0aTH Tpo I0-HEOYIb;
Y3roJPKCHHA IICPCOHATY,; BUKOHYBATH 3aBAaHHA; IICPCAaBaATH IIOBHOBAKCHHSI.
I11. Read and translate the text.

ORGANIZING

The second function of management is getting prepared, getting organized. On
this step, you have to organize yourself to achieve what you have decided to achieve in
the first step. You need to start gathering the resources, to decide who will do what (in
case when more people are involved) and basically prepare everything so you can start
working. Through this process, management will now determine the inside directorial
configuration; establish and maintain relationships, and also assign required resources.

Organizing refers to the way the organization allocates resources, assigns tasks,
and goes about accomplishing its goals. In the process of organizing, managers
arrange a framework that links all workers, tasks, and resources together so the
organizational goals can be achieved. The framework is calledorganizational structure,
which can be discussed extensively. Organizational structure is shown by an
organizational chart.

The organizational chart that depicts the structure of the organization shows positions
in the organization, usually beginning with the top-level manager (normally the
president) at the top of the chart. Other managers are shown below the president.

There are many ways to structure an organization. It is important to note that the
choice of structure is necessary for the type of organization, its clientele, and the
products or services it provides — all which influence the goals of the organization.

While determining the inside directorial configuration, management ought to
look at the different divisions or departments. They also see to the harmonization of
staff, and try to find out the best way to handle the important tasks and expenditure of
information within the company. Management determines the division of work
according to its need. It also has to decide for suitable departments to hand over
authority and responsibilities.

IV. Are these sentences true or false? Correct the false sentences:

1. Through the process of organizing, management will determine the inside
directorial configuration.

2. In the process of planning, managers arrange a framework that links all workers,
tasks, and resources together so the organizational goals can be achieved.

3. The framework that links all workers, tasks, and resources together so the
organizational goals can be achieved is called organizational structure.

4. The organizational chart shows positions in the organization, usually leaving the
top-level manager (normally the president) out of the chart.

19



5. There is a single way to structure an organization.

6. While determining the inside directorial configuration, management need to look at
the different divisions or departments.

V. Choose the correct variant a, b, ¢ or d to fill in the gaps:

1. You need to start the resources, to decide who will do what and
basically prepare everything so you can start working.

a) gather b) find c) gathering d) improving

2. Organizing to the way the organization allocates resources, assigns tasks,
and goes about accomplishing its goals.

a) refers b) means c) implies d) supposes

3. Managers arrange a framework that links all workers, tasks, and resources together

so the goals can be achieved.
a) universal b) personal ¢) minor d) organizational
4. The of structure is necessary for the type of organization, its clientele,

and the products or services it provides.

a) matter b) choice c) built d) alternative

5. Management has to decide for suitable departments to hand authority and
responsibilities.

a) out b) away c) over d) apart

V1. Translate the following sentences into English using the dictionary:

1. IlnanyBaHHs — roJioBHa (pyHKII MEHEIKMEHTY, sIKa mepeadavyae MmporHo3yBaHHS,
BU3HAUYCHHSI I[UJIEH, CTparterii, MOJITUKU 1 3aBAaHb MEBHOr0 (OPMYBaHHS; O3HAYAE
CBIJIOMUH BUOIp pIlIEHHS 110 POOOTH, SIK, KOMY 1 KOJIH.

2. Opranizauis sk (QyHKIOISE MEHEKMEHTY CHOpsSMOBaHa Ha (QopMyBaHHs
YOPABIIHCHKUX CHCTEM, a TAaKOX 3B'SI3KIB 1 BIJHOCHMH MDK HUMH, 3a0€3MeUyr0uH
YHOPSIIKOBAHICTh TEXHIYHOI, €KOHOMIYHOI, COI[1aJIbHO-TICUXOJIOTIYHOI 1 MPaBOBOi
CTOPIH JiSTTBHOCTI KOXKHOTO CY0'€KTa TOCIOAapIOBaHHS.

3. OneparuBHe MJaHyBaHHS 1 YMNPaBIIHHSI BUPOOHHIITBOM Tiependayae: po3poOKy
OTIEpaTUBHUX IUIAHIB; CKJIAJaHHs 3aBlaHb; 30i1p 1H(opMaIli Tpo BUKOHAHHS POOIT;
pO3MOAUT  MaTepiaibHUX 1 TPYAOBUX PECypCiB; KOHTPOJIb Ta PEryIlOBaHHS
BUPOOHUIITBA; PO3POOKY ONMEPATUBHUX PIIIIEHb, KOHTPOJIb 32 BUKOHAHHSAM MPUHHSITHX
pIIICHB.

4. KoxHuil opraH Ta NIAPO3Ii7 YNPABIIHHA y MeEXax CBO€I KOMIETEHIN i€
BIJIOBIJTHO IO CBOiX (DYHKIIINA YNPaBIIIHHS Ta MPOBOAUTH MEBHY POOOTY 31 30UpaHHs,
cucTeMaTu3allli, ONpamoBaHHs Ta aHali3y 1HQOpMalii, 3 MATOTOBKUA Ta MPUUHSITTS
plllIeHb, IOBEJICHHS 1X 10 KOHKPETHUX BUKOHABIIIB.

THEME 3.
PERFORMANCE  FUNCTIONS OF
MANAGEMENT

BUSINESS \PETITION 20

INNOVATION



: DIRECTING AND CONTROLLING

VOCABULARY
to supervise

to assist
to accomplish

to carry out
taskmaster
to bark out

support
sense of ownership

to take pride
performer
obvious

empowerment
provoke

to surpass
incentive

to gear

to maintain
flowchart

alteration
outcome

CIIOCTEpIraTH; HaTJISIaTH;
3aBiyBaTH; KEpyBaTH
JIOTIOMAaraTu, CIpUsITH
BUKOHYBATH; IOCSATATH (4OTO-
HeOY/Ib); 3aBEpIIyBaTH

JIOBOJIUTH JIO KiHIIS, 3aBEPITyBaTH;
BUKOHYBAaTH (IJIaH)

Opuraaup, AeCATHUK; BUKOHPOO;
JoTJIsI1aq

«BHUTaBKYBaTW», TapKaTh, Tpy0o
HaKa3yBaTu

MNIATPUMKA

BIIYYTTSI MPUYETHOCTI, OCOOUCTOT
BIJIITOBIJAJIBHOCTI

MUTIATUCS

BHKOHABEIb, IIPAIlIBHUK

SIBHUW, OYEBUIHUM; 3PO3yMIIUI;
OaHabHUIN

JOopy4eHHs; (Y)[TOBHOBa)KEHHS
30y/I5KyBaTH; CIIOHYKYBaTH
MepeBepIyBaTH; OOTaHITH
3a0X04YyBAIbHUN, CTUMYJIIOOYUN
HATPAaBIISATH 32 TIEBHUM, 3a3/aJICTib
HaMI4€HUM I1aHOM; (t0)
MIPUCTOCOBYBATH

niaTpUMyBatH, 30epiratu (y
HAJIS)KHOMY CTaHi)

O5ok-cxema, rpadik

3MiHa, mepelymoBa (Tporec)
pEe3ynbTaT, HaCIi 0K
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feedback

delay
insufficient

straightforwardly

disallow

consequence
to evaluate
ultimate

3BOPOTHUM 3B'SI30K; BIJIMIOBIIHA
peaxilis; 3B's130K BUPOOHMKA 31
CIIO’KMBA4YEM

3aTpuMKa

HEIOCTAaTHINA

psIMO, BIJIKPUTO, BiABEPTO,
0e3nocepeHbO

BIJIMOBJISITH; 3allepeUyBaTH;
3a00pOHATH; aHYJIIOBATH

HACJI 0K

OIIIHIOBATH

OCTAaTOYHHM, KIHIICBUI; OCHOBHUH,
IIEPBUHHUI

I. Match the words from two columns to make up minor management functions.
Decide to which of the four key functions they belong.

1. communicating with a) take decisions
2. comparing results b) strategy
3. deciding C) needs
4, empowering staff to d) guality standards
5. time e) staff
6. identifying f) in place
7. managing v)) objectives
8. monitoring h) with targets
9. putting systems ) supervision
10.  setting j) new staff
11.  taking on k) management
12.  team-building ) resources
Il. Study the following table with causative verbs *let,” ""make", "have,” and
“get.”
form meaning example
let + person | to allow | - John let me drive his new car.
+ verb someone to | - Will your parents let you go to the party?
do something | - | don't know if my boss will let me take the day off
make +|to force | - My teacher made me apologize for what I had said.
person + | someone to | - Did somebody make you wear that ugly hat?
verb do something | - She made her children do their homework.
have + | to give | - Please have your secretary fax me the information.
person + | someone the | - | had the mechanic check the brakes.
verb responsibility | - Dr. Smith had his nurse take the patient's temperature.
to do
something
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get + person | - to convince | - Susie got her son to take the medicine even though it
+to+verb |to do | tasted terrible.

something; - How can parents get their children to read more?

- to trick |- The government TV commercials are trying to get
someone into | people to stop smoking.

doing

something
I11. Fill in the gaps with the necessary forms of the verbs let, make, have, and get
1. Sam really wanted a dog, but his parents wouldn't __ him have a pet.
2. | can't believe she you look at her vacation pictures again last night. We

have to look at those stupid pictures every time we go to her house.
3. 1 don't know how you convince your children to clean up their rooms. | couldn't
my children to clean up their rooms if my life depended on it.

4. Professor Shpak each of her students write an essay describing their future
goals in life.

5. Professor Shpak her students use a dictionary while they were taking the
test.

6. Debbie's husband hates the opera. But after days of nagging, she finally _ him to
go see the new production of La Boheme.

7. Rebecca Smith requested a copy of that expense report, so | the courier
take one over to her last week.

8. Marcus me drive his new BMW. | couldn't believe how quickly it picked
up speed.

9. My boss me get him coffee, pick up his dry cleaning and buy presents for
his wife. He can't do anything by himself!

10. The contract was very detailed, and it was essential that the wording be absolutely

correct. Therefore, | the translator recheck his work several times to make
sure there would be no misunderstandings.
11. Cheryl didn't want to wash her car, so with a little smooth talk she her

boyfriend to wash it for her.
12. The news coverage of the recent tornado was incredibly moving. The interview
with the little boy who lost his family in the tragedy everyone cry.
IV. Discuss the questions below.
1. Think of a famous leader you know and respect in any field (education, politics, or
social life). What instruments and techniques does he/she use to guide and direct
people?
2. What is more important for directing people: being a strong, charismatic personality
or having excellent communication skills?
3. What risks might a manager face while performing the directing/leading function?
V. Read and translate the text. Pay attention to the use of causative verbs.
DIRECTING

Since you know what you want to do and since you know how you are going to
do it and you're ready to do it, let’s do it! On this step, you need to start leading
people to your goal. You need to motivate them and yourself as well, to achieve your
goal. On this step, it is very important to communicate with people who are helping
you (directly or just with information). You need to set “sub-leaders” or so called
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lower management and make sure that smaller teams under you work as ateam and
communicate with each other good enough. It is very important to set up teams
correctly, that means to put the right person into the right team.

Directing is the third function of management. Working under this function
helps the management to control and supervise the actions of the staff. It helps them to
assist the staff in achieving the company’s goals and also to accomplish their personal
or career goals which can be powered by motivation, communication, department
dynamics, and department leadership.

Directing is the process that many people would most relate to managing. It is
supervising, or leading workers to accomplish the goals of the organization. In many
organizations, directing involves making assignments, getting workers to carry out
assignments, interpreting organizational policies, and informing workers of how well
they are performing. To carry out this function, managers must have leadership skills
in order to have workers perform effectively.

Some managers direct by empowering workers. This means that the manager
doesn't stand like a taskmaster over the workers barking out orders and correcting
mistakes. Empowered workers usually work in teams and are given the authority to
make decisions about what plans will be carried out and how. Empowered workers
have the support of managers who will assist them to make sure the goals of the
organization are being met. It is generally thought that workers who are involved with
the decision-making process feel more of a sense of ownership in their work, take
more pride in their work, and are better performers on the job.

By the very nature of directing, it should be obvious that the manager must find
a way to get workers to perform their jobs. There are many different ways managers
can do this in addition to empowerment, and there are many theories about the best
way to get workers to perform effectively and efficiently.

Employees those which are highly provoked generally surpass in their job
performance and also play important role in achieving the company’s goal. And here
lies the reason why managers focus on motivating their employees. They come about
with prize and incentive programs based on job performance and geared in the
direction of the employees requirements.

It is very important to maintain a productive working environment, building
positive interpersonal relationships, and problem solving. And it can be done only with
effective communication. Understanding the communication process and working on
area that needs improvement, lets managers become more effective communicators.
The finest technique of finding the areas that require improvement is to ask themselves
and others at regular intervals, how well they are doing. It leads to better relationship
and helps the managers for better directing plans.

V1. Are these sentences true or false? Correct the false sentences:

1. Managers need to set “sub-leaders” and make sure that smaller teams under them
work as a team and communicate with each other good enough.

2. Directing helps managers to assist the staff in achieving the company’s goals and
also to accomplish their personal or career goals.

3. Planning means supervising, or leading workers to accomplish the goals of the
organization.
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4. Managers must have poor leadership skills in order to have workers perform
effectively.

5. Empowering workers means giving them authority to make decisions about what
plans will be carried out and how.

6. Empowerment is the best way to get workers to perform effectively and efficiently.
7. Employees those which are highly provoked play important role in achieving the
company’s goal.

8. Effective communication is the right way to maintain a productive working
environment, building positive interpersonal relationships, and problem solving.

VI1. Choose the correct alternative:

1. It is very important to communicate/argue with people who are helping you
(directly or just with information).

2. Directing is the process that many people would most associate/relate to managing.
3. Directing involves doing/making assignments, interpreting organizational policies,
and informing workers of their performance.

4. Some managers direct by empowerment/empowering workers.

5. Empowered workers have the support/authority of managers who will assist them
to make sure the goals of the organization are being met.

6. Workers who are involved with the decision-making process feel more of a sense of
ownership/belonging in their work.

7. There are many theories about the best way to make/get workers to perform
effectively and efficiently.

8. It is very important to maintain/sustain a productive working environment.

9. Understanding the communication process and working on area that needs
escalation/improvement, lets managers become more effective communicators.

10. Communication leads to better relationship/conversation and helps the managers
for better directing plans.

VIII. Fill in the blanks with appropriate words:

perform  technique surpass powered obvious

authority  setup taskmaster  incentive pride

1. Itis very importantto  teams correctly, that means to put the right person
into the right team.

2. Achieving the company’s goals can be by motivation, communication,

department dynamics, and department leadership.

3. To carry out directing function, managers must have leadership skills in order to
have workers effectively.

4. The manager doesn't stand like a over the workers barking out orders
and correcting mistakes.

5. Empowered workers usually work in teams and are given the to make
decisions.

6. Workers who are involved with the decision-making process take more
in their work, and are better performers on the job.
7. By the very nature of directing, it should be that the manager must find
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a way to get workers to perform their jobs.

8. Highly provoked employees generally in their job performance and
also play important role in achieving the company’s goal.

9. Managers come about with prize and programs based on job
performance and geared in the direction of the employees requirements.

10. The finest of finding the areas that require improvement is to ask
themselves and others at regular intervals, how well they are doing.

IX. Match the words and their definitions.

1 empowerment Ato help

2 directing Ba change in smth that makes it better

3 to assist Cto do and complete a task

4 team Dsupervising or leading

5 to maintain Ea group of people working together

6 improvement F smth that encourages and motivates you to do smth
7 incentive Ggiving the authority to do something

8 obvious Hworking conditions

9 environment | Easy to see or understand

10 to carry out Jto keep smth in a good condition, to preserve

X. Match the words in the right column with the words in the left column to make
word combinations.

1 finest a mistakes

2 productive b programs

3 to perform C plans

4 to carry out d working environment
5 to bark out e policies

6 sense f effectively

7 incentive g technique

8 effective h of ownership

9 organizational i orders

10 to correct j communication
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SELF-STUDY
On the final step, you need to control how people are working, and to make
sure that everyone is doing their best and also to replace them if their best is not
good enough for you. On this step, you need to check if you have planned well and if
you have managed to achieve your goals.
I. Complete the dialogue with suitable words from the box.

action alterations communication  constant feedback flowchart
goals goal-setting measure  monitoring objectives outcomes
performance process setting

Student: So, we've looked at different areas of management control. How actually
does a manager carry out the control function in his or her job?

Trainer: Good question! Well, controlisa (1) process.

Student: Of course.

Trainer: Management is dynamic, change is a constant. So control is also a

(2) . Management control is a process of (3) and
4) organizational  activities to  meet  organizational
(5) . This  process involves constant (6)

(7) IS very important.

Student: Is it possible to construct a (8) at all levels, so to illustrate the
process?

Trainer: Yes; | think we can. First we have the desired (9) .These are part
of agreed (10) . The manager then establishes (11) __ plans, and ways to
monitor (12) :

Student: And so we (13) performance.

Trainer: Correct. And the next step?

Student: We compare performance with targets and make any necessary

(14) . We may also change aspects of the work.

Trainer: Yes. We can complete a loop here, through feedback. This informs future

action and (15) :

I1. Find English equivalents of the following words and phrases in the text:
Kopurytoui Ta mnpodinakTuyHi [ii; BCTAHOBIIOBATH poOOYl CTaHIAPTH;

IpaliBHUKK, 10 CIPUYUHSAIOTH 3aTPUMKY; HEAOCTAaTHA KUIbKICTh; Oe3nepepBHUI

MpOIIeC; 3O0BHIMIHI (PAKTOPH; MPEBEHTHUBHI MIpHU 1100 HEraTUBHUX HACIIIKIB;

NOJAJBII TPOOJIEMH PO3BUTKY.

I11. Read and translate the text.

THE FINAL FUNCTION: CONTROLLING

Control, the last of four functions of management, includes establishing
performance standards which are of course based on the company’s objectives. It also
involves evaluating and reporting of actual job performance. After these points are
studied by the management and actual performance is compared to the objectives,
further corrective and preventive actions are necessary. It is the process of determining
if the company's goals and objectives are being met. This process also includes
correcting situations in which the goals and objectives are not being met. There are
several activities that are a part of the controlling function.
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Managers must first set standards of performance for workers. These standards
are levels of performance that should be met. For example, in the modular home
assembly process, the standard might be to have a home completed in eight working
days as it moves through the construction line. This is a standard that must then be
communicated to managers who are supervising workers, and then to the workers so
they know what is expected of them.

After the standards have been set and communicated, it is the manager's
responsibility to monitor performance to see that the standards are being met. If the
manager watches the homes move through the construction process and sees that it
takes ten days, something must be done about it. The standards that have been set are
not being met. In this example, it should be relatively easy for managers to determine
where the delays are occurring. Once the problems are analyzed and compared to
expectations, then something must be done to correct the results. Normally, the
managers would take corrective action by working with the employees who were
causing the delays. There could be many reasons for the delays. Perhaps it isn't the
fault of the workers but instead is due to inadequate equipment or an insufficient
number of workers. Whatever the problem, corrective action should be taken.

In an effort of solving performance problems, management should higher
standards. They should straightforwardly speak to the employee or department having
problem. On the contrary, if there are inadequate resources or other external factors
which disallow standards from being attained, management has to lower their
standards as per requirement. The controlling processes in comparison with other three
functions, is an ongoing continuous process. It helps managers in taking necessary
preventive measures against negative consequences. Management can also recognize
any further developing problems that need corrective actions.

Effective and efficient management leads to success, the success where it attains
the objectives and goals of organization. Of course for achieving the ultimate goal and
aim managers need to work creatively at problem solving in all the four functions.

IV. Are these sentences true or false? Correct the false sentences:

1. Control includes establishing performance standards which are based on the
company’s objectives.

2. Further corrective and preventive actions are necessary after actual performance is
compared to the objectives.

3. The process of organizing includes correcting situations in which the goals and
objectives are not being met.

4. It is beyond the manager's responsibility to monitor performance to see that the
standards are being met.

5. Normally, the employees would take corrective action by working with the
managers who were causing the delays.

6. If there are inadequate resources or other external factors which disallow standards
from being attained, management has to lower their standards as per requirement.

V. The verb set is a synonym of the verb organize. Match the following verbs and
nouns with the correct definitions:

1set up (v.) a postpone/delay smth.
2set-up (n.) b start and probably continue
3set back (v.) C keep for a special purpose
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4set-back (n.)
5set about (v.)
6set in (v.)
7set out (v.)

an organization arrangement

smth. that slows/impedes progress

begin a task with a particular aim

establish a business or organization

8set against (v.) write, make a record of

Oset aside (v.) oppose; compare in negative way

10set down (v.) ] begin an undertaking of some kind

V1. Complete the following sentences, using suitable verbs and nouns from the
left-hand column above:

-0;|Q —h®d® QO

1. When the Managing Director to change the management structures, no one
thought he had a chance of succeeding.

2. The strike of our shop floor workers production for at least three months.

3. It looks as if a recession is about to . No one seems to have any money at
the moment.

4. The new Marketing Manager doesn't understand the  of our department yet.

5. It is a common practice of companiesto __ certain business losses _ taxes.

6. One of our competitors has a distribution network covering the
whole country. How annoying!

7. How on earth are we going to reducing our costs?

8. Most companies a part of their profits for future investment. The
money is kept in their reserves.

9. We had a big last year when our warehouse caught fire and our stock
was destroyed.

10. If an employee has an accident at work, he or she has to what happened
in a report.

VII. Translate the following sentences into English using the dictionary:

1. KonTtpons — BakyimBa (DyHKIIISI MEHEKMEHTY, 3aCTOCYBaHHS SIKOT J1a€ KEPIBHUKY
CHIIKYBaTH 32 BUKOHAHHSM YTPABIIHCHKUX PIIIEHb 1 BHOCUTH KOPEKTUBHU.

2. OcHOBHE 3aBJIaHHSI KOHTPOJIIO — 3a0€3MEUUTH JOCITHEHHS II1JIeH 1 Micli opraHi3ariii.
3. KoHTponp B yMOBax PHUHKOBHUX BIJTHOCHH, KOJIM BHUMAra€ThCsi PO3KPUTTS BCIX
pe3epBiB MpalliBHUKA, Ma€ OyTH 1HCTPYMEHTOM YIPABIIHHS 1 MOTHBAaTOpa BUCOKOI
MPOTYKTUBHOCTI TIparii.

4. CaMOKOHTpOJIb CTUMYJIIOE Y CIIBPOOITHUKIB MOYYTTS BJIACHOI BIAMOBIIATBHOCTI 3a
pe3ynbTaTH, MOTpedye MEHIIE Yacy 1 BUTPAT, HIXK OY/b-sK1 1HII BUAU KOHTPOJIIO.
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THEME 4. MANAGERIAL SKILLS AND THE ORGANIZATIONAL HIERARCHY

Middlelevel

to possess

skill

verbal praise
complaint

to follow through
memo

recipient

to aspire (to, after, at)
concisely

vital

diversity

commonplace
meaningful

to keep up with
warehouse

to necessitate
to allocate

to prioritize

to simplify
interruption

sequence

Management Skills

Conceptual skill

Human relation
skill

Technical skill

BOJIOJIITH;, MAaTH
YMIHHS, HaBHYKa
yCHa MoxBajia
cKapra
JIOBOJMUTH JI0 KIHIIA
mam’sTKa, IIICHMOBA JIOBIJIKA, JINCT-
HaraJyBaHHS
oJIep)KyBau
IparHyTH, JIOMaraTyucs
CTHCJIO0, BUPA3HO; BIIYYHO
JKUTTEBO BAKJIMBUHN, HACYITHUHN
PO3MaiTICTh; PI3HOMAHITTS
CBOEPITHICTD
3BHUYalHA IO1s1; 3BUYAiHA pid
3HAYHUH, ICTOTHUH, 3MICTOBHUH
HE BlJCTaBaTH
CKJIaJIChKE MTPUMIIIICHHS
BUMAratu; poOuTH HEOOX1THUM
pU3HAYaTH; PO3MOIIATH;
po3MimiaTu
BiJITaBaTH TIepeBary; NpUAUISITH
MePIIOYEPTOBY YBary;
BCTAHOBJIIOBaTH a00 BU3HAYaATH
MpIOpUTETH
CIIPOIIYyBaTH, MOJIETIITYBaTH
THMYaCcOBE MPUITMHEHHS,
3aTpUMKa,
BTPY4YaHHS, TTEPEIIKO/1a
[IOCJIIIOBHICTD
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hierarchy 1epapxis

to resemble HarajyBaTH, MaTH CXOXKICTh, OyTH
TOI10HUM

respectively BIITIOBITHO; Y BKa3aHOMY TOPSAKY

headache TOJIOBHHH 01716

specifications cnernudikaris, TeXHIYHI YMOBH
(Ha MPOYKIIIIO)

shareholder aKIioOHep

competition KOHKYPEHITis

conformance B1ITOBIIHICTH; OJHAKOBICTD;
MOTOJI>KEHICTh, Y3TOJKEHICTh

to inspire HaJMXaTH

I. The following are typical skills of a manager. Key words have been scrambled.
a) Unscramble them.

1. cityrtieav

2. emotional stenthrg

3. fexilitylib

4. good coatimunmicon skills
5. knledgoweability

6. leiprshade skills

7. mtalne skills

8. senessnvesiti to others

9. sialoc skills

10. tecalnich skills

b) Give examples of situations in management activity where each of the skills
above is needed.

I1. Fill in the gaps in the text with the words from the box.

share depreciation calculate  explain
important technique fundamental consider

Valuation is a/an (1) skill that all good managers have. When they
(2) a major investment project, clear valuation is essential. They must be able
to (3) to their (4) holders how, for instance, they
(5) the (6) of fixed assets or the value of intangible assets
such as goodwill. Whatever (7) they use to value their company, it is
(8) that they are honest, because regulation is now much tighter than before.

I11. Find English equivalents of the following phrases in the text.

[To Mipi pocTy Ta PO3BUTKY TEXHOJOTIi; MOAUIATACS Ha 3arajbHi KaTeropii;
MPOBOJIUTH 3yCTpIUl Ta HApaaW; PEryasapHO; (GOpMyItOBaHHS TOJITUKH KOMIIAHIT,
NUcaTH YITKO Ta SICHO; HaOYTTA pO3YMIHHS; HE BIJICTaBaTH BiJ 3MIH; BMLIO
KOPHUCTYBATHUCSI TEXHOJIOTI€I0; CIIPUYUHATH TOJOBHUN O11b; HA BUTJISIT, MaTH CIPAaBY 3
BTpY4YaHHSIMHU.

IV. Discuss the questions below.

1. What are managerial skills? How are they different from other professional skills?
2. Do all organizations require the same set of managerial skills from their managers?
3. What management skills can be learned in the classroom and which of them can be
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best acquired through work experience?
V. Read and translate the text.
MANAGERIAL SKILLS

To be an effective manager, it is necessary to possess many skills. Not all
managers have all the skills that would make them the most effective manager. As
technology advances and grows, the skills that are needed by managers are constantly
changing. Different levels of management in the organizational structure also require
different types of management skills. Generally, however, managers need to have
communication skills, human skills, computer skills, time-management skills, and
technical skills.

Communication Skills. Communication skills fall into the broad categories of oral
and written skills, both of which managers use in many different ways. It is necessary
for a manager to orally explain processes and give direction to workers. It is also
necessary for managers to give verbal praise to workers. Managers are also expected to
conduct meetings and give talks to groups of people.

An important part of the oral communication process is listening. Managers are
expected to listen to their supervisors and to their workers. A manager must hear
recommendations and complaints on a regular basis and must be willing to follow
through on what is heard. A manager who doesn't listen is not a good communicator.
Managers are also expected to write reports, letters, memos, and policy statements. All
of these must be written in such a way that the recipient can interpret and understand
what is being said. This means that managers must write clearly and concisely. Good
writing requires good grammar and composition skills. This is something that can be
learned by those aspiring to a management position.

Human Skills. Relating to other people is vital in order to be a good manager.
Workers come in about every temperament that can be imagined. It takes a manager
with the right human skills to manage this variety of workers effectively. Diversity in
the workplace is commonplace. The manager must understand different personality
types and cultures to be able to supervise these workers. Human skills cannot be learned
in a classroom; they are best learned by working with people. Gaining an understanding
of personality types can be learned from books, but practice in dealing with diverse
groups is the most meaningful preparation.

Computer Skills. Technology changes so rapidly it is often difficult to keep up
with the changes. It is necessary for managers to have computer skills in order to keep
up with these rapid changes. Many of the processes that occur in offices, manufacturing
plants, warehouses, and other work environments depend on computers and thus
necessitate managers and workers who can skillfully use the technology. Although
computers can cause headaches, at the same time they have simplified many of the tasks
that are performed in the workplace.

Time-Management Skills. Because the typical manager is a very busy person, it is
Important that time be managed effectively. This requires an understanding of how to
allocate time to different projects and activities. A manager's time is often interrupted
by telephone calls, problems with workers, meetings, others who just want to visit, and
other seemingly uncontrollable factors. It is up to the manager to learn how to manage
time so that work can be completed most efficiently. Good time-management skills can
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be learned, but managers must be willing to prioritize activities, delegate, deal with
interruptions, organize work, and perform other acts that will make them better
managers.

Technical Skills. Different from computer skills, technical skills are more closely
related to the tasks that are performed by workers. A manager must know what the
workers who are being supervised are doing on their jobs or assistance cannot be
provided to them. For example, a manager who is supervising accountants’ needs to
know the accounting processes; a manager who is supervising a machinist must know
how to operate the equipment; and a manager who supervises the construction of a
home must know the sequence of operations and how to perform them.

V1. Are these sentences true or false? Correct the false sentences:

1. As technology advances and grows, the skills that are needed by managers stay
unchanged.

2. Different levels of management in the organizational structure also require different
types of management skills.

3. Managers use oral and written communication skills in many different ways.

4. Managers are also expected to avoid giving talks to groups of people.

5. Managers are expected to listen to their supervisors but not to their workers.

6. Reports, letters, memos, and policy statements must be written in such a way that the
recipient can interpret and understand what is being said.

7. Human skills are best learned by working with people.

8. Time-management skills require an understanding of how to allocate time to different
projects and activities.

V1I1. Choose the correct alternative:

1. Communication skills fall into the broad categories/aspects of oral and written skills,
both of which managers use in many different ways.

2. A manager must hear recommendations and complaints on a regular ground/basis
and must be willing to follow through on what is heard.

3. Good writing requires good grammar and communication/composition skills.

4. Diversity/difference in the workplace is commonplace.

5. Gaining an understanding/vision of personality types can be learned from books, but
practice in dealing with diverse groups is the most meaningful preparation.

6. It is often difficult to speed/keep up with the technological changes.

7. A manager's time is often distracted/interrupted by telephone calls, problems with
workers, meetings, others who just want to visit, and other factors.

8. Good time-management abilities/skills can be learned.

9. Technical skills are close/closely related to the tasks performed by workers.

10. A manager who is supervising a machinist must know how to guide/operate the
equipment.

VIII. Fill in the blanks with appropriate words:

accounting concisely aspiring time relating

necessary personality listen headaches busy

1. Generally, managers need to have communication skills, human skills, computer
skills, -management skills, and technical skills.

2. Itis also for managers to give verbal praise to workers.
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3. A manager who doesn't IS not a good communicator.
4. Managers must write clearly and

5. Good writing skills can be learned by those to a management
position.

6. to other people is vital in order to be a good manager.

7. The manager must understand different types and cultures to be
able to supervise these workers.

8. Although computers can cause , at the same time they have
simplified many of the tasks that are performed in the workplace.

9. Because the typical manager is a very person, it is important that

time be managed effectively.
10. A manager who is supervising accountants’ needs to know the

processes.

I X. Match the words and their definitions.

1 hierarchy A make (something) easier to do or understand

2 time-management B serious, important, or worthwhile

3 interrupt C the expression of approval or admiration for someone or
something

4 praise D the ability to use one's time effectively or productively,
especially at work

5 complaint E a person's or animal's nature, especially as it
permanently affects their behaviour

6 recipient F stop (someone speaking) by saying or doing something.

7 meaningful G a system in which members of an organization are
ranked according to relative status or authority

8 necessitate H  aperson or thing that receives or is awarded something

9 temperament I a statement that something is unsatisfactory or
unacceptable

10 simplify J make it necessary for (someone) to do something

X. Match the words in the right column with the words in the left column to make
word combinations.

1constantly a categories

2 organizational b concisely

3broad c changes

4 verbal d structure

5o0n a regular e praise

6 clearly and f types

7different personality g changing

8 prioritize h uncontrollable factors

9 rapid I activities

10 seemingly ] basis
SELF-STUDY

An organizational structure indicates the method that an organization employs
to delineate lines of communication, policies, authority and responsibilities. It
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determines the extent and nature of how leadership is disseminated throughout the
organization as well as the method by which information flows. Traditional
organizations commonly adapt hierarchical structure. A hierarchical organization
follows the layout of a pyramid. Every employee in the organization, except one,
usually the CEOQ, is subordinate to someone else within the organization. Thelayout
consists of multiple entities that descend into the base of staff level employees, who sit
at the bottom of the pyramid.

I. Match the job title with the best definition.

1.Chief Executive Officer(CEQ) a)  Manager responsible for buying.

2.Information Systems Director b) Person who designs computer
networks.

3.Purchasing Director c)  British English term for senior
manager of a company.

4.Human Resources Director d)  Manager responsible for the process
of creating goods or services for sale to
customers.

5.Systems Analyst e)  American English term for the top
manager of a company.

6.Managing Director f) Person responsible for setting up
training opportunities for employees.

7.Marketing Director g)  The person responsible for computer
operations in a company.

8.Production Director h)  Person responsible for managing

product development, promotion, customer
service, and selling.

9.Customer Service Manager ) Person responsible for markets in
other countries.

10.Staff Development Officer ), Manager responsible for personnel
Issues.

11.Finance Director k)  Person responsible for relationships
with customers.

12.Exports Manager ) Person responsible for presentation

and control of profit and loss.

I1. Find English equivalents of the following words and phrases in the text:

byTtucxoxxumuamipaminy, HMOBIpHITIOCA/IH, pazagupeKTopiB,
TCHEPATILHUUIUPEKTOP,  BIIrPaBAaTU3HAYHYPOJb,  aKIlOHEpH,  KepiBHHUK(LIIATY,
MPUCBAYYBATUOIBINIEYACY, BY3T0JKEHHI3MOMITUKOOKOMITIAHII, HaJIaBaTHKEPIBHUIITBO,
PO3pOOKaTaBIPOBAIKEHHS, CHCTEMA3a0X0YCHb.
I11. Read and translate the text.

ORGANIZATIONAL HIERARCHY
Levels of management

In organizations, there are generally three different levels of managers: first-level
managers, middle-level managers, and top-level managers. These levels of managers are
classified in a hierarchy of importance and authority, and are alsoarranged by the
different types of management tasks that each role does. In many organizations, the
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number of managers in every level resembles a pyramid, in which the first-level has
many more managers than middle-level and top-level managers, respectively. Each
management level is explained below in specifications of their different responsibilities
and likely job titles.

Top-Level Managers

Typically consist of Board of Directors, President, Vice President, Chief
Executive Officers, etc. These individuals are mainly responsible for controlling and
overseeing all the departments in the organization. They develop goals, strategic plans,
and policies for the company, as well as make many decisions on the direction of the
business. In addition, top-level managers play a significant role in the mobilization of
outside resources and are for the most part responsible for the shareholders and general
public.

According to Lawrence S. Kleiman, the understanding of how factors such as
competition, world economies, politics, and social trends influence the effectiveness of
the organization is needed at the top managerial level.

Middle-Level Managers

Typically consist of General Managers, Branch Managers, Department Managers,
etc. These individuals are mainly responsible to the top management for the functioning
of their department. They devote more time to organizational and directional functions.
Their roles can be emphasized as executing plans of the organization in conformance
with the company's policies and the objectives of the top management, they define and
discuss information and policies from top management to lower management, and most
importantly they inspire and provide guidance to lower level managers towards better
performance. Middle managers are responsible for:

- Designing and implementing effective group and intergroup work and information

systems.

- Defining and monitoring group-level performance indicators.

- Diagnosing and resolving problems within and among work groups.

- Designing and implementing reward systems that support cooperative behavior.
First-Level Managers

Typically consist of Supervisors, Section Officers, Foreman, etc. These
individuals focus more on the controlling and direction of management functions. For
instance, they assign tasks and jobs to employees, guide and supervise employees on
day-to-day activities, look after the quantity and quality of the production of the
company, make recommendations, suggestions, and communicate employee problems
to the higher level above, etc. They are responsible for:

- Basic supervision.

- Motivation.

- Career planning.

- Performance feedback.

In this level, managers are the "image builders" of the company considering they
are the only ones who have direct contact with employees.

V. Are these sentences true or false? Correct the false sentences:
1. In organizations, there are generally two different levels of managers.
2. The number of managers in every level resembles a pyramid, in which the top-level
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has many more managers than middle-level and first-level managers, respectively.

3. Top-level managers develop goals, strategic plans, and policies for the company, as

well as make many decisions on the direction of the business.

4. First-level managers are for the most part responsible for the shareholders and general

public.

5. Middle managers inspire and provide guidance to lower level managers towards

better performance.

6. First-level managers are the “image builders" of the company considering they are the

only ones who have direct contact with employees.

V. Choose the correct variant a, b, c or d to fill in the gaps:

1. Levels of managers are classified in a of importance and authority, and are

also arranged by the different types of management tasks that each role does.

a) order b) hierarchy c) line d) queue

2. Chief Executive are mainly responsible for controlling and overseeing

all the departments in the organization.

a) Managers b) Officials c) Officers d) Specialists

3. Middle managers more time to organizational and directional functions.

a) spend b) waste c) devote d) pay

4. Their roles can be emphasized as executing plans of the organization in conformance
the company's policies and the objectives of the top management.

a) to b) about c) - d) with

5. First-level managers communicate employee problems to the level above.

a) lower b) higher ¢) up d) taller

V1. Translate the following sentences into English using the dictionary:

1.

EdexTuBHICTEYIPaBATHHSATIAIPUEMCTBOMOAraTOBYOMY3JICKUTHBIIMOTOKEPIBHUKIBI(a

X1BIIIB, SIKi3araJIoMEMEHEIKEPaMH.

2. Menemkepyn TIOBMHHI MaTH CHEIiadbHI 3HAHHA 1 BOJIOJITH 3JaTHICTIO

BUKOPUCTOBYBATH iX B IIOJAEHHIN pOOOTI 3 YIIPaBIiHHA IEPCOHAIIOM.

3. 3ai0HICT, A0 BUCOKOE(PEKTUBHOTO KEPIBHUIITBA OOYMOBJIEHO HASIBHICTIO TEBHUX

0COOMCTHX IIIHHOCTEN 1 AKOCTEM.

4. Oprani3zaniiiHa CTpyKTypa yIpaBIiHHS — 1€ (hopmMa po3noAUTy YIPABIIHCHKOI Mpalll,

1[0 3aKpIIUIOE€ TEBHI (PYHKUII YNPaBIiHHA 3a CTPYKTYPHUMH MIAPO3AUIAMU amnapary

YIpaBIIHHS.

5. OpranxizaniiiHa CTpyKTypa yHpaBJiHHS MOBHHHA 3a0e3MedyBaTH JOCSTHEHHS IUIen

opraHizamii 3 HaWMEHIIMMH BUTpaTaMH TPYJAOBUX, MaTepiadbHUX, (IHAHCOBUX

pecypciB.
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d

VOCABULARY

to attempt

deadline
to attach

to impact
division

to outline

concurrently
to recognize

to contribute
superordinate
to shoot for
stand out

to neglect
fruitful
incremental
adjust
dimension
yardstick

VErsus

morale
the ranks

THEME S.
MANAGEMENTGOALS

HaMmaratucsi, TMpoOyBaTH; 3pOOUTH
cripoOy; HamaraTucs rnepedopot (1o-
HEeOYb)

TPAHUYHUN KIHIIEBUU TEPMIH

MIPUKPITUTIOBATH, MIPUETHYBATH;
3B'A3yBaTH, J0JAaBATU

BIUINBATH

PO3MOLI; TOAUL, MIAPO3AUT; BIAJILI,
O3

OKpECJIOBAaTH; BHKJIACTU  KOPOTKO,
HaMITUTH 3arajioM

OJTHOYACHO

YCBIIOMIIIOBATH; OayuTH; BHUpPAXKaTU
BU3HAHHS

pOOUTH BHECOK; CIIPUSTH

SKHI IepeBaXkae 3a KJIacoOM, CTYTIEHEM
MOJIIOBATH (3a YUM-HEOY/Ib);
HaIUTIOBaTHCS (Ha 110-HEOY/Ih)
BUJILJISATUCSA, BUCTyNaTH (HA TJ1 4Oro-
HeOY/b); BUT1THO BIAPIZHATHUCS
HEXTYBaTH (UMM-HEOY/b); HE 3BEpTaTH
yBaru (Ha Koro-HeOynb, 110-HEOY[b);
HE TIOMIYaTH; IrHOPYBaTH

LT THAN;, BUT1IHUN, KOPUCHUM

110 MIOCTYITOBO 301IBIIYETHCH,
HapOIIyE 00CATH
IPUCTOCOBYBATH; peryIoBaTH;

HACTPOIOBATH; BCTAHOBIIOBATH
BHMI; 00CST; po3Max; BaXKJIUBICTh
MIpKa, MIpUJI0, KpUTEpii

Ha BIIMIHY BiJ; y MOpPiBHSHHI 3; a0o0
(sIK apTEpHATHBA); Y IPOTUBATY
MOpPaJIbHUM CTaH, OOMOBUIN TyX

apMis; BIMCHKOBa CIIy»0a; psJIOBHM,
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Cep}KaHTCBKI/Iﬁ CKJIaz

Insurance CTpaxyBaHHSI

cost cutting 3HIKEHHS BUTPAT, EKOHOMIS KOIIITIB

stakeholders 3aIliKaBJICHa CTOPOHA

executive BHKOHABYa  BJIaJa;, BUKOHABYUI
Opras; agMiHICTpaLis

customization Moau@ikaiis y BIAMOBIIHOCTI 10
BHMOT 3aMOBHHUKA

diminish 3MEHIIIyBaTU(-Cs1), CKOpOUyBaTH(-Cs1);
MOCIa0ISITH

inertia IHEPTHICTh; 1HEPIIHI BJIACTUBOCTI;
0e3a1IsUIbHICTD

eliminate yCyBaTH, BUKIIOYATH; JIKBIIyBaTH;
ITHOpYBaTH

I. Match the words with their meanings:

1 Goal A the overall purpose of an action; something that one's efforts or
actions are intended to accomplish; is measurable as it deals with a
very specific outcome; an action plan

2 Aim B reason for some action; what you want to achieve when you do
something; the reason you do or plan something, and the thing you
want to achieve

3 Objective C  a specific material aim; the exact result that a person or
organization intends to achieve by doing something, often the
amount of money they want to get; a particular amount or total that
you want to achieve

4 Target D the object of a specific ambition; a subset of aims; is more or
less defined but lacks specific measurability; is a statement that has a
purpose and distant outcome in mind

5 Purpose E direction or intention; a broad term used to describe a future
expectation in its most vague form. It is not measurable in a direct
sense, but is meant to outline and organize intentions

I1. Fill in the gaps with one of the terms from the above table.

1. What is your in life?

2. What was the of this exercise?

3. Our Is to increase sales by half a million dollars.

4. The of our company is becoming the biggest seller of furniture in
Europe.

5. Helping people is the of my job.

III. Study these examples of rendering “for-to-infinitive” construction into

Ukrainian:

1. For me to see you is the happiest

minuteinmylife. — [To6aunTHuTete —
JUIIMEHEHANIIACTUBIIIAMUATBYKHUTTI/€UIIMEHEHA
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HIACIUBIIIOOX BUJINHOIO. ..

2. Itis not for you to make terms.  — IleneroGictaButrymoBr/HeTucraBuiryMoBHy.

3. We are waiting for the boys back from Hanoi. — MudekaemorioBepHeHHs1/
HAIMOBEPHEHHIHAIITUXXJIOMITI B3 X aHOS.

4. She had only to express a wish

for him to fulfil. — BapToOynoiiTUTBKUBUTOIOCUTHSKECH  (CBOE)
Oa’kaHHsI, BIHHETaiTHO’KBUKOHYBAaBHOTO.

5. I left something under your door for you to read it.  —
SAneno3anumumBTOOIITIIBEpUMA,
IOOTUIIOYUTAB/TOOITTIOUUTATH.

I11. Translate the sentences below into Ukrainian.

1. Achieving a fruitful relationship with your customer is an extremely important goal

for you to set as the manager.

. It seemed a good opportunity for Julia to get away.

. It would be better for us to leave him.

. There was need for him to be economical.

. It is for me to thank you.

. “The simplest thing,” said Fleur “is for him to resign at once”.

. “That 1s for me to decide, is it not?”

. He wants me to do something pleasant for him to feel better.

. Rosemary looked for a place to sit.

10. He sat there in the little hot office waiting for one of us to speak.

11. I sometimes think it is a shame for people to spend so much money this way.

12. | bought something for you to read.

13. It’s not a bad thing for you to judge others by yourself.

14. Arrangements are being made for the girl to be taken back to her own country.

15. Tactical goals outline the steps necessary for each department within the

organization to contribute to the larger strategic goals.

IV. Find English equivalents of the following phrases in the text.

OO0k, WN

YiTKOBU3HAYEHINIOMIPHI3aBIaHHS; MOBUHHIOYTHY3T O )KEHUMU;
KOHLETILISTAMICIIKOMIIaH11; TMO3ULISIHAPUHKY; TPaHUYHAIPUITYCTUMANPUOYTKOBICTH;
BMEKaXB1JIBEICHOT0YACY; yIpaBJ1HHIOPTaHi3alll€lo;

PO3MOIATUCSHAPIBHIBI I 1TIBTAITI APO3/I1ITIB,;
BH3HABATHYYaCTHOKPEMUXJIIOICUTABIIIIIIB, HAJIaroPKCHUHOI3HEC, B3aEMHAKOPHCTB;
HaIePIIOMYMICIIi; chepaoOCITyroByBaHHS; LTI THIB3a€MUHU3KIIICHTAMU,
MPU3BOIUTHA030IBIIEHHATIPOIAXK; BIACTEKYBATHIH(POPMAITIFOIIIOMICSIYHO.

V. Discuss the questions below.

1. How many goals should a manager have? How many goals are too many?

2. How do you define goal setting?

3. What features of goal setting are important, if you want to ensure they are more likely
to be successfully achieved?

4. What kinds of goals are more likely to make you motivated to achieve them?

5. Why do goals matter?

6. How do you set personal goals?

VI. Read and translate the text. Pay attention to the use of “for-to-infinitive”
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construction.
THE AIM OF ALL MANAGERS

Companies establish various management goals for company growth and
improvement.

A goal is a result one is attempting to achieve. Management goals or objectives
are a system of plans a company communicates to its employees to achieve.
Management goal types are specific and clearly defined measurable objectives, which
have a system of regulating progress, and are created to be achievable and have to be
agreed upon. The goals set need to be realistic and have a deadline attached to them.

Strategic goals are goals made to achieve and support the mission and vision of
the company. Strategic goals effect and focus on an entire company and not just a
department or work function within the company. Strategic goals include goals relating
to innovation, market standing, productivity, efficiency in utilizing company resources
in the form of workforce and finances, bottom line profit, management development and
performance, employee conduct and morale, and public, and social responsibility.
Strategic goals are set by organization leaders and apply to everyone within the
organization to work on concurrently and will often benefit both the employee as well
as the organization when goals are completed within the assigned time frame.

Operational management goals are goals set to impact the running of an
organization, where management skills, technology and resources can be utilized in the
most efficient ways possible. Operational goals are determined at the lower
management level within an organization and are specific to certain employees or a
department in the company versus the entire company.

Tactical management goals relate to the strategic goals set by the company.
Tactical goals are broken into divisions or department levels and outline the steps
necessary for each department within the organization to contribute to the larger
strategic goals. Tactical goals are usually short term goals that contribute to the long-
term company goal and can be analyzed and measured more easily.

Superordinate management goals help to motivate individuals across different
departments and are used to solve conflicts and establish relationships within the
company. Superordinate goals allow employees and managers to work together at
achieving strategic goals and recognize each person or department’s part in the overall
objective. Value is added to the employee or department when the mutual benefits of
each is recognized and praised.

Thus, when you act as your small company's owner and manager, it's important to
have another set of management goals and objectives. While you have a number of aims
to shoot for as the manager, there are a few that stand out if you want to achieve a
successful and smooth-running business:

One of your goals as a manager is to achieve high morale among the ranks.
Employee motivation should be at the top of the list when it comes to the goals for your
company to achieve success. There are organizations that talk a lot about the customer
and then completely neglect the people that deal with the customer — theemployees. It is
Important to set goals both for your employees to achieve and for you to accomplish as
the owner to ensure a happy workplace.

Making your customers happy is another key management objective. Whether
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you work directly with clients regularly in a service field or you sell products in an
online store, achieving a fruitful relationship with your customer is an extremely
important goal for you to set as the manager. Setting high standards for your customer
service not only can act as a marketing tool, but it also can lead to incremental sales. For
example, if you take the time to work through an issue with an insurance client, you
could end up selling him a bigger and better insurance package to meet your needs,
which leads to better revenues for your business.

Another ongoing goal you should have as a manager is increasing your profits in
each period, whether you track this information on a weekly, monthly, quarterly or
yearly basis. Keep in mind that maximizing profit is a matter of keeping your costs
down while increasing sales — so you have to manage two goals at once. The process of
increasing sales involves a number of tasks, including adjusting the marketing plan,
improving the sales force and even making changes to the current offering. Cost cutting
can occur on many levels, but one key way to achieve your cost-cutting goals is to
manage your projects more efficiently. All in all, project management has several
dimensions and criteria that determine the effectiveness of the manager and one of the
most important of these yardsticks is the phenomenon of cost-cutting.

VI1I. Are these sentences true or false? Correct the false sentences:

1. The goals set need to be optimistic and have no deadline attached to them.

2. Strategic goals effect and focus merely on a department or work function within the
company and not an entire company.

3. Operational goals include goals relating to innovation, market standing, productivity,
efficiency in utilizing company resources in the form of workforce and finances.

4. Tactical goals are usually short term goals that contribute to the long-term company
goal and can be analyzed and measured more easily.

5. Superordinate goals allow employees and managers to work together at achieving
strategic goals and recognize each person or department’s part in the overall objective.
6. Employee motivation should be at the bottom of the list if you want to achieve
success.

7. Achieving a fruitful relationship with your customer is an extremely important goal
for you to set as the manager.

8. Maximizing profit is a matter of keeping your costs down while increasing sales — so
you have to manage two goals at once.

VI11. Choose the correct alternative:

1. Management goals or objectives are a system of plans a company
wants/communicates to its employees to achieve.

2. The goals set need to be realistic and have a timeline/deadline attached to them.

3. Strategic goals are set/made by organization leaders and apply to everyone within the
organization.

4. Operational goals are determined at the lower management level within an
organization and are specific to certain/common employees or a department in the
company.

5. Superordinate management goals help to motivate individuals across different
departments and are used to decide/solve conflicts and establish relationships within the
company.
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6. Value is added to the employee or department when the mutual/binary benefits of
each is recognized and praised.

7. There are organizations that talk a lot about the customer and then completely
neglect/offend the people that deal with the customer — the employees.

8. Making your customers happy is another key management feature/objective.

9. Setting high standards for your customer service not only can act as a marketing tool,
but it also can lead to incredible/incremental sales.

10. The process of increasing sales involves a number of tasks, including adjusting the
marketing plan, improving the sales force and even doing/making changes to the
current offering.

I X. Fill in the blanks with appropriate words:

standing monthly efficient clearly relationships
vision employees occur outline shoot

1. Management goal types are specific and defined measurable objectives.

2. Strategic goals are goals made to achieve and support the mission and of

the company.

3. Strategic goals include goals relating to innovation, market

productivity, management development and performance, employee conduct and
morale, and public and social responsibility.

4. Operational management goals are goals set to impact the running of an organization,
where management skills, technology and resources can be utilized in the most
ways possible.

5. Tactical goals the steps necessary for each department within the
organization to contribute to the larger strategic goals.

6. Superordinate management goals help to motivate individuals across different
departments and are used to solve conflicts and establish within the
company.

7. While you have a number of aims to for as the manager, there are a few
that stand out if you want to achieve a successful and smooth-running business.

8. It is important to set goals both for your to achieve and for you to
accomplish as the owner to ensure a happy workplace.

9. Another ongoing goal you should have as a manager is increasing your profits in each

period, whether you track this information on a weekly, , quarterly or yearly
basis.
10. Cost cutting can on many levels, but one key way to achieve your

cost-cutting goals is to manage your projects more efficiently.
X. Match the words and their definitions.

1 cost cutting A relating to or denoting an increase or addition, especially
one of a series on a fixed scale

2 incremental B able to be measured

3 deadline C not pay proper attention to; disregard

4 revenue D  the latest time or date by which something should be
completed

5 neglect E the reduction of costs, especially in a business

6 contribute F income, especially when of an organization and of a
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7 motivation

8 measurable
9 concurrently
10 insurance

substantial nature

G an arrangement by which a company or the state
undertakes to provide a guarantee of compensation for
specified loss, damage, illness, or death in return for payment
of a specified premium

H  desire or willingness to do something; enthusiasm

I at the same time; simultaneously

J give (something, especially money) in order to help
achieve or provide something

XI. Match the words in the right column with the words in the left column to make

word combinations.

1 mission and
2market

3bottom

4employee conduct
5within the assigned
6mutual
7smooth-running
8at the top

Ofruitful

10 to work through

a of the list

b standing

c benefits

d line profit
e time frame
f relationship
g an issue

h and morale
I business

] vision
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SELF-STUDY
I. @) Study the list of words with well. Try to guess or look up their meaning.

well-advised well-disposed well-timed
well-done well-spoken well-bred
well-meaning well-being well-known
well-balanced well-informed well-tried

b) Complete the following sentences, using suitable words from the list above:
1. The president’s speech last night was
2. My mother always gives advice.
3. The man on the stage had a voice.
4. You would be to see the doctor about that pain.
5. While conducting these experiments we used methods.
6. You should stick to a diet.
7 The warm summer always gives me a sense of
8.ltisa gesture,
9. That girl seems to be a one.
10. He reads many newspapers and watches many TV programs every day. He is a
man.

11. I prefer to have my steak cooked :
12. All the books in his library were written by authors.
I1. Find English equivalents of the following words and phrases in the text:
MIPOJIYKTUBHICTH Tpalll; MIyTaTH 3 YUM HEOyTh; 3a/IaHUI CTaHJApT Yacy; HAIUICHUH Ha
pe3yiibTaT, CBO€YAaCHA AOCTAaBKa, B,HaTHiCTB A0 IMBHUIAKOI'O IMPUCTOCYBAHHA, CIOKHBayl
Ta TMOCTAYaJIbHUKU, TPUXUIBHICT 3allIKaBJIECHOI CTOPOHHU; MiHIMajdbHA TPAHUYHO
JIOIyCTUMA JIiHis €(PEeKTUBHOCTI; BU3HAUATH €(PEKTUBHICTh CUCTEMH; BU3HAYUTH KOPIHb
mpo0em.
I1l. Read and translate the text.

PRODUCTIVITY, EFFECTIVENESS, AND EFFICIENCY

Productivity is an overall measure of the ability to produce a good or service.
More specifically, productivity is the measure of how specified resources are managed
to accomplish timely objectives as stated in terms of quantity and quality. Productivity
may also be defined as an index that measures output (goods and services) relative to
the input (labour, materials, energy, etc., used to produce the output).

There are two major ways to increase productivity: increase the numerator
(output) or decrease the denominator (input). Of course, a similar effect would be seen
if both input and output increased, but output increased faster than input; or if input and
output decreased, but input decreased faster than output.

Organizations have many options for use of this formula, labour productivity,
machine productivity, capital productivity, energy productivity, and so on.

Productivity is often confused with efficiency. Efficiency is generally seen as the
ratio of the time needed to perform a task to some predetermined standard time.
However, doing unnecessary work efficiently is not exactly being productive. It would
be more correct to interpret productivity as a measure of effectiveness (doing the right
thing efficiently), which is outcome-oriented rather than output-oriented.

45



The words efficiency and effectiveness are often considered synonyms, along
with terms like competency, productivity, and proficiency. However, in more formal
management discussions, the words efficiency and effectiveness take on very different
meanings. Efficiency is viewed as doing things right, and effectiveness is doing the
right things. Efficiency and effectiveness can both improve speed, on-time delivery, and
various other process baselines. A travel application which has six signatures (as
opposed to two) causes the travel application process to be inefficient and ineffective.

Measures of efficiency, effectiveness, and capability for rapid adaptation are of
great interest to all stakeholders: process owners, internal and external customers and
suppliers, and executives. Inefficient processes are costly in terms of dollars, waste,
rework, delays, resource utilization, and so on. Ineffective processes are costly as well
because they are not reliable. They don't do what they are supposed to do. Processes that
are not capable of rapid adaptation (flexibility and innovation) are costly because they
are not capable of rapidly responding to customers' needs in terms of customization and
rapid decision making. The greatest risk is that stakeholder loyalty will diminish.

In order to make processes more efficient, more effective, and more capable of
rapid adaptations, people should ask themselves what, who, where, when, and how
guestions.

Perhaps the first question about a process is “why do it at all”. Many steps exist
simply because of organizational inertia (*We have always done it that way"). The
second question might be “why do we do it this way”. Then you might consider
questions like these: “What is being done?”, “What should be done?”, “What can be
done?”, “When should it happen?”, and so forth. These questions, and the concepts of
efficiency and effectiveness, apply to all processes, all jobs, all types of organizations,
all industries.

Organizations should establish baselines for efficiency, effectiveness, and
adaptability metrics. In other words, they should determine their current performance
levels. Then they should benchmark best-in-class or world-class organizations and set
aggressive goals or targets for improvement. Finally, they should determine root causes
of problems and eliminate them or minimize their impact.

V. Are these sentences true or false? Correct the false sentences:

1. Productivity is the measure of how specified resources are managed to accomplish
timely objectives as stated in terms of quantity and quality.

2. There are two major ways to decrease productivity: increase the output or decrease
the input.

3. Productivity is often confused with effectiveness.

4. In formal management discussions, the words efficiency and effectiveness are
synonyms.

5. Inefficient processes are costly in terms of dollars, waste, rework, delays, resource
utilization, and so on.

6. To establish baselines for efficiency, effectiveness, and adaptability metrics means to
determine one’s current performance levels.

V. Choose the correct variant a, b, ¢ or d to fill in the gaps:

1. Productivity may also be defined as an index that measures (goods and
services) relative to the input (labour, materials, energy, etc., used to produce the
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output).

a) outcome b) result ¢) output d) product

2. Efficiency is generally seen as the of the time needed to perform a task to
some predetermined standard time.

a) ratio b) rational c) quality d) percent

3. Efficiency is viewed as doing things right, and effectiveness is doing the

things.
a) proper b) correct c) vital d) right
4. The greatest risk is that stakeholder will diminish.
a) love b) loyalty c) interest d) friendship
5. Organizations should best-in-class or world-class organizations and set

aggressive goals or targets for improvement.

a) find b) show c) benchmark d) recognize

V1. Translate the sentences using the for-to-infinitive constructions.

1. MeHi1 nerko OyTH BIJIbHUM.

2. MeHi1 3apa3 BaxXKO OOroBOpPIOBATH L0 MPOOJEMy, TOMy IO MEHI MOTPIOHO MaTu
CBIKUI MOTJIS HA peajibHI MOXKJIMBOCTI MTEPECETICHHS.

3. Momy nocraTHbo HabpaTH 10 THCAY TOIOCIB.

4. Tomy MeH1 BayKKO BU3HAUMTH, 1110 TaKe KUIBChKa JITEpaTypa.

5. Hemae cency uekatu, abu kpainu Tperboro CBITy 3p03yMUIH, 1110 Y 3aXHCT1 TOBKLLISA
iM TOBeIEThCSI OOMEKYBATHCS MICIICBUMU JIISIMHU.

6. € manc, 1o pileHHs Oyae CXBaJeHO.

7. OnHaK € 11e 1MaHe, M0 KOPIopallisi BUKHUBE.

8. Jlyst Toro, 1100 BOHM BUMHIIIM TaK, TOTPIOHUHN TIPEIEICHT.

9. He MeHi mpo 11€ CyauTH.
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VOCABULARY
to assume roles
agile

engage in

circumstances
to enact
of ceremonial nature

to overlook

commitment
assembly
campus

to obtain information
prospective

disseminator
transmit
peer

to implement

impending

to loom
layoffs
occasionally
on behalf (of)
to lobby

appealing

disturbance handler
kiln

negotiator
unwelcome pressure

to renege
day-to-day matter

THEME 6. MANAGERIAL ROLES

npuiiMaTh, Opatu (HaceOe) podi
PYXJIMBUM, MOTOPHHM, IIBUAKHH;
KMITJIMBUI

3aiiMaTHCs (COPTOM, HayKOI0); OpaTh
y4acThb

00CTaBUHM, YMOBH, CTaH CIpPaB
3MIMCHUTH, BUNHUTU
dbopmMaIbHOTO, CTPOTO OMIIIINHOTO;
IPOTOKOJILHOTO XapakTepy
HEXTYBATH, ITHOPYBATH;
HE/I001IIHIOBATH

3000B's13aHHS

MOHTaX; 300pKa

TEPUTOPISL YHIBEPCUTETY, KOJEIKY;
LIKOJU-1HTEPHATY (BKJIIOYAIOUU MapK)
OTpUMATH 1H(POPMALIIO
MaiOyTHIH, OYIKyBaHUIH,
nependayyBaHul, MOBIPHHIA
pO3MoBCIOKYBaY (iH(popmarrii)
MOBIJIOMJIATH, TIEPEIaBaTH

PIBHS, OJTHOJIITOK

BUKOHYBATH, 3/IIMCHIOBATH;
3aMpoOBaKYBATH B JKUTTS

SIKMM HACyBAa€ThCsl, HEMUHYYU U,
3arIaHOBAaHUM

MasYuTH; TTPUHMATH 3arpO3JINBI
PO3MIpH; 3arpoKyBaTu
IPUIMHEHHS a00 MTPU3YITUHEHHS
BUPOOHHUIITBA

3piJiKa, 4acoM; 4ac BiJl 4acy, 1HO1
BiJl IMEHI (KOT0-HEOY1b)

TUCHYTH Ha IMOCaJI0BY 0CO0Y
OJiararounii; 3BOPYILUIMBHIA;
pUBAOJIUBUM, YapiBHUN
yJIaroJkyBayd KOH(IIIKTIB
IPOMUCIIOBA 1Y JIsI CYIIIHHS 200
BUTIATTY

oco0a, siKa BeJie MeperoBopH, sika oepe
y4acTh y IEPETOBOPAX; MOCEPETHUK
HeOakaHUM TUCK

3paKyBaTH CBOEMY CIIOBY
I10JICHH1 CIIpaBU
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abundance
to strive

appropriately

BEJIMKA KIIbKICTh, HAJIUIIIOK;, Oe3J114
HaMaraTucs, JOKJIaaTH 3yCUILIS;
3MaraTucs

BiJITOBITHO, BIMOBITHUM YHHOM

I. Match management terms with their definitions

1 agile manufacturing
2 best-practice benchmarking

3 cellular manufacturing

4 organizational delayering

5 downsizing

6 employee empowerment

7 measurable outcome

8 mission statement

9 performance objective
10 process engineering

11 zero defects

I1. a) Study the words in box.
each case.

decentralize

deskill

delayer

disorganized

dissatisfied

discredited

non-hierarchical non-

Aremoving one level of management from a company
Borganizing production so the work is done by groups
of workers who all have a range of skills and can do any
part of a job a cell needs to work on

Cgiving workers responsibility for the quality of their
own production

Ddescribes the purpose of a company in terms of what
its values are, who its main clients are and what
responsibilities it has to those clients

E setting up processes, tools and training that enable a
company to react quickly to a client's needs or to major
changes in the market

Fwhat is to be achieved - should be SMART in an MBO
environment

Gmanagers rethink and change the way production is
organized in order to improve the quality, cost, service
and speed of their production processes

Hcomparing the way your business operates with a
standard, set by good examples in business

I having results that can be measured in some way

Jthe aim of modern production: nothing wrong in the
finished product

Kreducing the number of staff in a company

Find the prefix and try to work out the meaning in

labour- intensive unrelated unscheduled
non-specialized unauthorized
overcentralized under-represented
overconfident undertrained
overproduction under-performing
reorganize reschedule

restructure

b) Complete each sentence with a word from the box. Sometimes more than one

answer is possible.

1. In a bureaucratic company, power is often

2. We are in the European market, so we need to open more branches in

Europe.
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3. I'm sorry, but I can't make our Friday meeting. Can we it for next

Monday?

4. In an emergency, managers will often hold meetings.

5. employees may be threatened with the sack.

6. Our company is : no one really cares about how important anybody is.

I11. Find English equivalents of the following phrases in the text:

3api3HUXO0OCTABHH,; IIPUBITAHHSBIIBITyBauiBHABX O], psIM0a000IIOCEePEIKOBAHO;
0e3mocepeTHIMKOHTAKT3IT1 IJICTIUMU; BIJIMOB1AQIBHICTH3aANIPUHHATTSPIIICHD,
HasBHITOBApH;  OTpUMaHHAIH(GOPMAIlII330BHI;  MEpPeKaMi>KOCOOUCTICHUXKOHTAKTIB,;
1HpOpMaITHUNAIICHTP3B A3KY; BUSHAYMTUMOKIMBOCTITa3arpo3u; CBITChkabeciia.

IV. Discuss the questions below.

1. What is a management role? Do all managers perform the same roles? Why or why
not?

2. Do you agree with the saying “Managerial roles are actually expectations of
managers by others”. Comment on your answer.

3. Playing what role do you feel most comfortable/ challenging as a future manager?

V. Read and translate the text.

To meet the many demands of performing their functions, managers assume
multiple roles. A role is an organized set of behaviors. The roles are divided into three
groups: interpersonal, informational, and decisional.

The informational roles link all managerial work together. The interpersonal
roles ensure that information is provided. The decisional roles make significant use of
the information.

INTERPERSONAL AND INFORMATIONAL ROLES

Three of the manager's roles come into play when the manager must engage in
interpersonal relationships. The three roles of figurehead, leader, and liaison are each
necessary under differing circumstances. Adopting one or another of the three
interpersonal roles is made easier by the formal authority the manager obtains from the
organization.

The figurehead role is enacted when activity of a ceremonial nature is required
within the organization. A baseball manager attending a minor league all-star game, the
head chef of a prominent restaurant greeting customers at the door, and the president of
a bank congratulating a new group of trainees are all examples of the figurehead role.
While the figurehead role is routine, with little seriouscommunication and no important
decision making, its importance should not be overlooked. At the interpersonal level, it
provides members and non-members alike with a sense of what the organization is
about and the type of people the organization recruits.

The second interpersonal role, the leader role, involves the coordination and
control of the work of the manager's subordinates. The leader role may be exercised in a
direct or an indirect manner. Hiring, training, and motivating may all require direct
contact with subordinates. However, establishing expectations regarding work quality,
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decision-making responsibility, or time commitments to the job are all outcomes of the
leader role that are indirectly related to subordinates.

Quite often, managers are required to obtain information or resources outside
their authority. The liaison role is enacted when managers make contact with other
individuals, who may or may not reside in the organization, in order to complete the
work performed by their departments or work units. An auto assembly plant supervisor
may telephone a tire supplier to determine the amount of inventory available for next
week; or a college professor may meet with professors in a separate department on
campus to obtain information on a prospective doctoral student. Ultimately, the liaison
role enables a manager to develop a network for obtaining external information which
can be useful for completing current and future work activities.

Monitor, disseminator, and spokesperson are the three informational roles that a
manager may assume. These informational roles are created as a result of enacting the
set of interpersonal roles already described. A network of interpersonal contacts with
both subordinates and individuals outside the work unit serves to establish the manager
as an informational nerve center of the unit, responsible for gathering, receiving, and
transmitting information that concerns members of the work unit.

A manager assumes the monitor role by continually scanning the environment for
information or activities and events that may identify opportunities or threats to the
functioning of the work unit. Much of the manager's gathering of information is
achieved through the network of contacts that has been established through the
interpersonal roles. Hearing small talk at a banquet about a competitor's planned
marketing program, learning through casual conversation at a ball game about the
negative medical evaluation of an unsigned ball player, or daily reading of a business
periodical are all examples of the kinds of information gathering involved in the
monitor role.

The information a manager gathers as a monitor must be evaluated and
transmitted as appropriate to members of the organization. The transmittal of
information by a manager activates the disseminator role. Privileged information may
be disseminated to subordinates, peers, or superiors in the organization. The manager
may inform the marketing vice-president about the specific marketing strategy a
competitor is planning to implement. A baseball manager may inform the team owner
that an impending trade should be canceled because of theunfavorable medical report on
one of the players. Or reading The Wall Street Journal may inform the manager that a
shipping strike is looming and thus enable her to inform subordinates that temporary
layoffs may occur next month.

Occasionally, a manager must assume the spokesperson role by speaking on
behalf of the work unit to people inside or outside the organization. This might involve
lobbying for critical resources or appealing to individuals who have influence on
activities that affect the work unit. A top manager asking the board of directors to keep
the work unit together during a reorganization period or a corporate president speaking
to a college audience on the role the company plays in education would both constitute
engaging in the spokesperson role.

V1. Are these sentences true or false? Correct the false sentences:
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1. The importance of figurehead role should not be overlooked.

2. The liaison role involves the coordination and control of the work of the manager's
subordinates.

3. Managers are never required to obtain information or resources outside their
authority.

4. The liaison role enables a manager to develop a network for obtaining external
information.

5. Interpersonal roles are created as a result of enacting the set of informational roles.

6. Hearing small talk at a banquet about a competitor's planned marketing program is an
example of the monitor role.

7. The transmittal of information by a manager activates the disseminator role.

8. A top manager asking the board of directors to keep the work unit together during a
reorganization period is engaged in the spokesperson role.

VI1I. Choose the correct alternative:

1. The three roles of figurehead, leader, and liaison are each necessary under differing
cases/circumstances.

2. The figurehead role is enacted when activity of a ceremonial/protocol nature is
required within the organization.

3. Hiring, training, and motivating may all require indirect/direct contact with
subordinates.

4. The liaison role is enacted when managers make contact with other individuals in
order to complicate/complete the work performed by their departments or work units.

5. Monitor, disseminator, and spokesperson are the three interpersonal/informational
roles that a manager may take upon himself.

6. Manager is responsible for gathering, receiving, and transmitting information that
deals/concerns members of the work unit.

7. Much of the manager's gathering of information is achieved through the network of
contacts that has been established/known through the interpersonal roles.

8. The information a manager gathers as a monitor must be evaluated and transmitted as
appropriate to visitors/members of the organization.

9. Privileged/irrelevant information may be disseminated to subordinates, peers, or
superiors in the organization.

10. Occasionally, a manager must assume/admit the spokesperson role by speaking on
behalf of the work unit to people inside or outside the organization.

VIII1. Fill in the blanks with appropriate words:

non-members inventory informational assume transmittal
authority lobbying  plays periodical competitor
1. The roles are divided into three groups: interpersonal, , and decisional.

2. Adopting one or another of the three interpersonal roles is made easier by the formal
the manager obtains from the organization.

3. At the interpersonal level, it provides members and alike with a sense of
what the organization is about.

4. Adopting the liaison role, an auto assembly plant supervisor may telephone a tire
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supplier to determine the amount of available for next week.

5. Monitor, disseminator, and spokesperson are the three informational roles that a
manager may :

6. Daily reading of a business is an example of information gathering
involved in the monitor role.

7. The of information by a manager activates the disseminator role.

8. The manager may inform the marketing vice-president about the specific marketing
strategy a Is planning to implement.

9. The spokesperson role might involve for critical resources or appealing
to individuals who have influence on activities that affect the work unit.

10. A corporate president speaking to a college audience on the role the company
in education would constitute engaging in the spokesperson role.

IX. Match the words and their definitions.

1 circumstance Athe interruption of a settled and peaceful condition

2 implement Bpolite conversation about unimportant matters

3 disturbance Ccause smth to pass on from one person / place to another

4 lobby Dput (a decision, plan, agreement, etc.) into effect

5 spokesperson ESeek to influence (a legislator) on an issue

6 small talk Fa person who distributes information

7 disseminator Ga condition connected with an event or action

8 subordinate Hthe action or process of changing the way in which
something is organized

9 transmit la person under the authority or control of another within an
organization

10 reorganization Jperson who makes statements on behalf of a group or
individual

X. Match the words in the right column with the words in the left column to make
word combinations.

1 of a ceremonial a directors
2 decision b of contacts
3 direct contact c commitments
4 time d making
5work e layoffs
6 to obtain f with subordinates
7 the network g nature
8 small h information
9 temporary I units
10 boardof ] talk
SELF-STUDY
I. Match the terms and definitions.
1 capital-intensive A areason for giving your best at work
2 flexible B a project needing a lot of money to succeed
3 labour-intensive C  able to change as situations change
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4 motivation D  aproject needing a lot of workers to succeed

5 run continuously E staff with special training or knowledge

6 skilled workers F to work without stopping, e.g., a production line
7 specialized G  things produced in exactly the same way

8 standardized products H having certain skills that others do not have

I1. Find English equivalents of the following words and phrases in the text:
IparHCroKpamninTy, SaCTOC}/BaHHHHOBI/IXMCTO,ﬂiB; Hp0HeCCYHIiHHHKGp&Mi‘IHOTHJIHTKH;
MOYATKIBEI[b3MIH; TOBEPHYTUCTAO1IbHICTHPBOPTaHI3alliio; 3aJaroIUTUHETIOPO3YMIHHS;
KEePIBHUKBIIITYKAJIPiB; THMYacoBeOEe3pOOITTATIPaIlIBHUKIB; bpyKTH,
IIOIIBUIKOIICYIOThCH, BYMOBaXHECTa4ipeCypciB, KOIIOBaTUAOKYMEHTH;
IIPOCYBATUCSABIOPYBIEpApXiiyHpaBIiHHS.
I11. Read and translate the text.

DECISIONAL ROLES
Both interpersonal and informational roles are really preludes to what are often
considered to be a manager's most important set of roles: the decisional roles of
entrepreneur, disturbance handler, resource allocator, and negotiator.

The entrepreneur role comes into action when the manager seeks to improve the
work unit. This can be accomplished by adapting new techniques to fit a particular
situation or modifying old techniques to improve individual or group activity. Managers
usually learn of new or innovative methods through information gathered in the monitor
role. As a result, a supervisor purchases a new kiln which will shorten the drying
process for ceramic tiles; a director of a youth club trains staff in the use of personal
computers to increase file access; or a president establishes a new pension plan to
improve employee morale.

Whereas the entrepreneur role establishes the manager as the initiator of change,
the disturbance handler role establishes the manager as a responder to change.
Organizations, unfortunately, do not run so smoothly that managers are never called
upon to respond to unwelcome pressures. In these cases, the manager is required to act
quickly to bring stability back to the organization. A law partner must settle a
disagreement among associates in the firm on who will present a case before a judge; a
personnel director must negotiate with striking employees dissatisfied with the
procedures for laying off employees; or a cannery first-line manager must respond to a
sudden shortage of cans used to package perishable fruit because the supplier has
reneged on a contract.

When a manager is placed in the position of having to decide to whom and in
what quantity resources will be dispensed, the resource allocator role is assumed.
Resources may include money, time, power, equipment, or people. During periods of
resource abundance, this role can be easily performed by a manager. In most cases,
however, organizations operate under conditions of resource scarcity; thus, decisions on
the allocation of resources can be critical for the success of the work unit, division, or
organization. As a decision maker, the manager must strive not only to appropriately
match resources with subordinates but also to ensure that the distribution of resources is
coordinated to effectively complete the task to be performed. An office manager must
provide secretaries with appropriate equipment to generate and duplicate documents. A

54



manager of a fast-food restaurant must coordinate work shifts to have the maximum
number of employees working during the lunch hour. Corporate presidents may provide
their administrative assistants with decision-making responsibility for day-to-day
matters.

In addition to decisions concerning organizational changes, disturbances, and
resources, the manager must enact a negotiator role. The process of negotiation is
possible only when an individual has the authority to commit organizational resources.
Hence, as managers move up the managerial hierarchy and obtain control over more
resources, they become more involved in the negotiator role. For example, the president
of a record company may be called in to discuss terms of a possible contract with a
major rock group; a production manager must negotiate with the personnel department
to obtain employees with specialized skills; or a college dean must negotiate with
department heads over course offerings and the number of faculty to be hired.

V. Are these sentences true or false? Correct the false sentences:

1. Managers usually learn of new or innovative methods through information gathered in
the disseminator role.

2. The disturbance handler role establishes the manager as a responder to change.

3. Organizations, fortunately, run smoothly and managers are never called upon to
respond to unwelcome pressures.

4. In cases of unwelcome pressures the manager is required to act quickly to bring
stability back to the organization.

5. As a decision maker, the manager must ensure that the distribution of resources is
coordinated to effectively complete the task to be performed.

6. The process of negotiation is possible only when an individual has the desire to commit
organizational resources.

V. Choose the correct variant a, b, ¢ or d to fill in the gaps:

1. The entrepreneur role comes into when the manager seeks to improve
the work unit.

a) performance b) result ¢) action d) production

2. Whereas the entrepreneur role establishes the manager as the of change, the
disturbance handler role establishes the manager as a responder to change.

a) innovator b) initiator c) regulator d) producer

3. During periods of resource , this role can be easily performed by a
manager.

a) abundance b) shortage c) scarcity d) allocation

4. Corporate presidents may provide their administrative assistants with decision-making
for day-to-day matters.

a) responsibility b) chance c) choice d) facility

5. In addition to decisions organizational changes, disturbances, and
resources, the manager must enact a negotiator role.

a) dealing b) having c) doing d) concerning

V1. Translatethesentences.

1. I'onoBHUI KEpIBHUK - CUMBOJIYHUHN T0JIOBa, B OOOB'SI3KH SIKOT'O BXOJIMTh BUKOHAHHS
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3BUYAIHMX 3aB/IaHb MPABOBOTO YU COLIAILHOTO XapaKTepy.

2. Jlinep BiAMOBIAANBHUM 32 MOTHBAIIIIO 1 aKTUBI3AIIIO MIJIETINX, 32 J001p, MATOTOBKY
MIPAIiBHUKIB 1 TTOB'sA3aH1 3 IIUM 00OB'SI3KH.

3. B pomi posmoBcromkyBada iH(opmalli MeHemKep Mepemae aHi, OTpuMaHi 13
30BHIIIHIX JHKEpes ad0 Bij HIIMX MiIJIETINX, YICHAM OpraHi3amii; YacTHHA IUX JaHUX
Mae CcyTo (paKTUUHHMI XapakTep, 1HIIa moTpedye iHTeprpeTallii okpeMux (akTopiB IS
(dbopMyBaHHS YCTAaHOBOK OpTraHi3arlii.

MODULE TEST

1. Match the words and their definitions.

1. wastage Aa mixture of different substances or other things

2. to provide (with) Bgive an affirmative answer to an offer; say yes

3. blend Cwith no part left out; whole

4. profit Dequip or supply someone with (something useful or necessary)

5. employee Ea financial gain, especially the difference between the amount
earned and the amount spent in buying, operating, or producing
something

6. to accept Fmanage (a situation or problem)

7. to handle Gthe action or process of losing or destroying something by
using it carelessly or extravagantly

8. to execute Hall the people employed by a particular organization

9. entire Iput (a plan, order, or course of action) into effect

10. staff Ja person employed for wages or salary, especially at non-

executive level
2. Match the words in the right column with the words in the left column to make
word combinations.

1 universal a wastage
2 to direct b a newproduct
3 to get c groups
4 formallyorganized d efforts
5 attainment of e a task
6 to use f things done
7  tolaunch g phenomenon
8 conduct h limitedresources
9 perform i group goals
10  minimum j surveys
3. Fill in the blanks with appropriate words:
standing monthly efficient clearly relationships vision
employees occur outline shoot
1. Management goal types are specific and defined measurable objectives.
2. Strategic goals are goals made to achieve and support the mission and of
the company.
3. Strategic goals include goals relating to innovation, market , productivity,
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management development and performance, employee conduct and morale, and public
and social responsibility.

4. Operational management goals are goals set to impact the running of an organization,
where management skills, technology and resources can be utilized in the most
ways possible.

5. Tactical goals the steps necessary for each department within the
organization to contribute to the larger strategic goals.

6. Superordinate management goals help to motivate individuals across different
departments and are used to solve conflicts and establish within the
company.

7. While you have a number of aims to for as the manager, there are a few
that stand out if you want to achieve a successful and smooth-running business.

8. It is important to set goals both for your to achieve and for you to
accomplish as the owner to ensure a happy workplace.

9. Another ongoing goal you should have as a manager is increasing your profits in each

period, whether you track this information on a weekly, , quarterly or yearly
basis.
10. Cost cutting can on many levels, but one key way to achieve your cost-

cutting goals is to manage your projects more efficiently.

4. Are these sentences true or false? Correct the false sentences:
1. Only several types of organizations are involved in management.

2. Management is an art of creating an environment in which people can work
individually and in cooperation aiming to achieve group goals.

3. Management is an intentional activity with a clear purpose.
4. The goals of management are the same in every organization.
5. Management is responsible for creating effective working environment.

6. Creating an internal environment includes ensuring availability of raw materials,
determination of wages and salaries, formulation of rules & regulations.

7. Good management includes nothing but being efficient.

8. Being effective means doing the right task, while being efficient means doing the task
right.

5. Choose the correct alternative:
1. All organizations - business, political, cultural or social are involved/considered in
management.

2. Management is an art of getting things done thorough/through and with the people in
formally organized groups.

3. It is an art of creating an environment/society in which people can perform as
individuals and can co-operate towards attainment of group goals.

4. Management is a purposive/ unreasonable activity.

5. Management is the result/process of working with and through others to effectively
achieve the goals of the organization.
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6. An enterprise is launching new products by doing/conducting market surveys.
7. Management involves creating an internal/external environment.
8. It is the management whom/which puts into use various factors of production.

9. Management must create conditions important/conducive to maximum efforts of
people.
10. Being efficient/effective means doing the appropriate task.

6. Match the words in the right column with the words in the left column to make
word combinations.

vision

1 mission and a of the list
2 market b standing
3 bottom C benefits
4 employee conduct d line profit
5 within the assigned e time frame
6 mutual f relationship
7 smooth-running g an issue
8 at the top h and morale
9 fruitful I business

J

10 to work through

7. Translate the sentences using the for-to-infinitive constructions.

1. MeHi1 nierko OyTH BUIBHUM.

2. MeHi 3apa3 BaXKo 0OrOBOPIOBATH I[10 TPOOIEMyY, TOMY 10 MEHI MOTPIOHO MaTu
CBDKUI MOTJISI HA peajibHI MOKIJIMBOCTI MEPECETICHHS.

3. Momy nocratabo HabpaTH 10 THCSY rOJIOCIB.

4. Tomy MEH1 Ba)XKO BU3HAUUTH, 110 TaKe KMUIBChKa JIiTepaTypa.

5. Hemae cency uekatu, abu kpainu Tpetboro CBiTy 3p03yMuIH, IO Y 3aXUCT1 JOBKIJUIS
iM TOBeIeThCSI OOMEKYBATHUCS MICIICBUMU JISIMHU.

6. € manc, 1o pieHHs Oyae cXBaJeHO.

7. OmHaK € 11e 1maHe, M0 KOPIopallis BIKHUBE.

8. ly1s1 TOrO, 11100 BOHM BUMHIIIM TaK, TOTPIOHUMN MIPEIEICHT.

9. He meH1 1po 11€ CyJIUTH.
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MODULE II
THEME 7. COMPANY’S STRUCTURE

VOCABULARY

to hold a position - 3aiimaTunocany

an employee - ciyx00BeIb

Senior - roJIOBHUM

Board of Directors — pagaaupekTopis
middle - cepenmiii

a department - Bigmin

personnel, staff - mrar, mepconan

an objective - 3agaua, 1116

culture - THIIB3a€MOBIAHOIIICHHS
tough-minded - npakTuuHuUii, MaTepiamicT
fulfillment - Buxonanus

to adhere - morpumyBaTHCS

requirement - Bumoru

to value - ouinroBatu

to conform - y3roauTH; BiJIOBIIaTH, 3a10BOJIBHITH

D l?\:‘: Orm’" hot @

}I.l' ;

I. Read and translate the following words:

overabundant, overachieve, overbalance, overcapitalisation, overdeduction, overgrow,
overpaid, overestimate

Il. Translate the following word-combinations:

an increase in real wages; to have an incentive to expand; to lay off workers; senior
management; to hire employees; to restore profitability and economic growth; the
authorized fund; to get out of the limits; a joint venture; to meet the requirements

I11. Translate the words with common roots:

employ, employer, employee, employment, employing; supply, supplied, supplying;
decide, decision, decided, deciding; relate, relation, relative, relating, related.

V. Define tense, number and voice of the predicate. Translate the sentences:

1. Your business is receiving the tax benefits. 2. The losses have been distributed
unequally. 3. Last year we invested all our money into this company. 4. Our assets
liabilities and net worth were checked by the Board of Directors. 5. Their corporation has
limited liability.

V. Define part of speech and syntactical functions of the words in bolt type.
Translate them:

1. The process of increasing sales involves a number of tasks, including adjusting the
marketing plan, improving the sales force and even making changes to the current
offering. 2. Operational management goals are goals set to impact the running of an
organization, where management skills, technology and resources can be utilized in the
most efficient ways possible. 3. This requires an understanding of how to allocate time
to different projects and activities. 4. A manager must know what the workers who are
being supervised are doing on their jobs. 5. An important part of the oral communication
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process is listening.

V1. Discuss the questions below.

1. What makes an organization structure?

2. How can most firms be classified?

3. What are main positions in a typical company structure?
4. What are the main types of organization cultures?

VII. Read and translate the text.

THE STRUCTURE OF THE COMPANY
Organization structure in business is very important. People in a company, its employees,
hold different positions. The relationships between those employees with different
positions make an organization structure. At present most firms are divided into three
major parts: capital (shareholders), management, labor. Let's take a typical company.
There is a director who is a senior manager. He is in the Board of Directors under the
authority of the President of the company. The Board of Directors decides what company
policy and expenditure must be. The chief executive officer is the link between the Board
of Directors and senior management. As for middle managers, they run departments of a
firm. They account to senior management for their area of work done. There is a
difference between executive director and non-executive one. The directors who run their
firms on day-to-day basis are called executive directors.
Those who sit on the Board of Directors and do not run the firm directly are called non-
executive directors. In modern American English they use also the term inside directors
for executive and outside directors for non-executive ones. Different firms have four
main distinctions in organization cultures.
1. Power Cultures. In these cultures self-reliant and highly competitive self-development
provides the basis of relations. Manager's success is related to his character and influence,
rather than his knowledge and experience. The style of the chief executive is the model
for other managers. In organizations of this type managers shall be tough-minded and
aggressive.
2. Role Cultures. In these cultures manager's role is completely related to his place within
a centralized system. His success depends on how well this manager adheres to rules,
procedures, and precedents. Individualism and aggression are not valued in these cultures.
Employees in these organizations should not get out of the limits of their roles.
3. Task Culture. In organizations of these types they value everything that makes it
possible “to get the work done”. The main concern in these organizations is with
successful fulfillment of their projects. Manager's success is related to his knowledge and
experience required to achieve tasks, rather than to meet the requirements of his role.
4. Individual Cultures. In organizations of this type the most possible freedom of
expression is valued. Effectiveness of any activity in these organizations is rated by how
much the activity satisfies the staff, rather than by how well it conforms to business plans.
Independence, creativity, and experiment are also valued in these organizations.

VIII. Are these sentences true or false? Correct the false sentences:
1. People in a company, its employees, hold different positions.
2. At present most firms are divided into three major parts: capital (shareholders),
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management, labor.

3. The President of the company decides what company policy and expenditure must be.
4. A director who is a senior manager is in the Board of Directors under the authority of
the President of the company.

5. The chief executive officer is the link between the Board of Directors and middle
management.

6. Senior managers run departments of a company.

7. The directors who run their firms on day-to-day basis are called executive directors.

8. The directors who sit on the Board of Directors and run the firm directly are called
non-executive directors.

9. In power cultures manager's role is completely related to his place within a centralized
system.

10. Individualism and aggression are not valued in role cultures.

IX. Choose the correct alternative:

1. The relationships between the employers/employees with different positions make
organization structure.

2. In a typical company there is a director who is a middle/senior manager.

3. The shareholders/Board of Directors decides what company policy and expenditure
must be.

4. The President/chief executive officer is the link between the Board of Directors and
senior management.

5. The middle managers/Board of Directors account to senior management for their
area of work done.

6. The directors who run their firms on day-to-day basis are called non-
executive/executive directors.

7. In power cultures self-reliant and highly competitive self-development provides the
basis of the company’s structure/relations.

8. Manager's role/success is related to his character and influence, rather than his
knowledge and experience.

9. Employees in these departments/organizations should not get out of the limits of
their roles.

10. Effectiveness of any activity in these organizations is rated by how much the activity
satisfies the chief executive officer/staff, rather than by how well it conforms to business
plans.

X. Fill in the blanks with appropriate words:

non-executive chief executive  expenditure

departments shareholders successful

authority staff executive employees

1. At present most firms are divided into three major parts: capital ( ),
management, labor.

2. The director is in the Board of Directors under the of the President of the
company.

3. The Board of Directors decides what company policy and must be.

4. As for middle managers, they run of a firm.
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5. The directors who run their firms on day-to-day basis are called directors.
6. In modern American English they use also the term inside directors for executive and
outside directors for ones.

7. The style of the Is the model for other managers.

8. In these organizations should not get out of the limits of their roles.

9. The main concern in these organizations is with fulfillment of their projects.
10. Effectiveness of any activity in these organizations is rated by how much the activity
satisfies the , rather than by how well it conforms to business plans.

XI. Put the words in the correct order to make sentences.

1. different/ hold/ employees/ a company/ its/ positions / people/ in/

2. and/ company/ decides/ Directors/ what/ policy/ must/ of/ be/ Board/ the/ expenditure/
3. executive/ between/ chief/ the/ officer/ of/ Directors/ and/ management/ the/ is/ Board/
link/ senior/ the/

4. area/ senior/ of/ they/ management/ for/ their/ work/ account/ done/ to/

5. non-executive/ there/ a/ between/ executive/ and/ one/ is/ difference/ director/

6. of/ non-executive/ sit/ the/ do/ directly/ those/ on/ the/ Directors/ and/ not/ run/ firm/
called/ directors/ who/ Board/ are/

7. in/ firms/ have/ main/ cultures/ distinctions/ organization/ different/ four/

8. competitive/ relations/ these/ cultures/ and/ highly/ self-development/ the/ basis/ in/
self-reliant/ provides/ of/

9. are/ cultures/ and/ aggression/ not/ these/ individualism/ valued/ in/

10. these/ and/ valued/ independence/ also/ experiment/ are/ organizations/ creativity/ in/

SELF-STUDY
I. Open the brackets and choose the necessary word:
1. We work eight (o'clock, hours) a day. 2. They finish the work at four (o'clock, hours)
on Friday. 3. This contract is (very, very much) profitable. 4. You’ve read this text (well,
good). 5. It is a very (well, good) bank. 6. Have they got (much, many) claretmoney for
the project?
I1. Insert prepositions where necessary:

1. Planning any organization occurs different waysand ___ all levels.

2. The role _ advertising is to inform potential users that the product or service is
available and to persuade peopletotry it pointing ___ the benefits it offers.

3. You use some products __ paying the full price ___ them.

4. Servicesareused the time they are provided.

5. The tactical plans fit the strategic plans and are necessary to implement the

strategic plans.

I11. Make up sentences corresponding to the Ukrainian ones using the words given
in brackets:

1. MeHemxepyu BCTAHOBIIOIOTH 1[I Ta BUPILIYIOTh, SIK 1X OpraHizaiis MOXKe JOCATTH iX.
(how, decide, their, can, managers, set, and, organization, achieve, objectives, them by)

2. MeHemkepy BUIINOI JaHKK TPU3HAYAIOTHCS HA TMOCAay Ta 3BUIBHSAIOTHCA PaJIOr0
AUpeKTopiB Kommaxii. (appointed, company’s, managers, and, dismissed, a, are, Board of
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Directors, by, top)
3. Anminictpatropu IBM He CcTBOpIOIOTH MPOAYKTH Ta HE MHIIYTh TNPOTPaMHE
3abe3neuenHs. (software, and, IBM, don’t, products, write, executives, design).

IV. Find the sentences in which "if" is translated as «akmo» and then — as particle
«UHn».

1. If you find the price that is “right” for the target market, your product or service will
have a better chance to be profitable. 2. It's very interesting to know if they have signed
the contract with this company today. 3. If customer care is so important, why do so
many businesses not pay enough attention to it? 4. They will investigate this case again if
the results of the experiment are not satisfactory. 5. If an economic theory has been
accepted as valid, we can use it.

V. Read the text and translate it using the dictionary.
THE FUNCTIONS OF AN EXECUTIVE IN BUSINESS

The top officers in many companies are called administrators, executives or managers.
These words are interchangeable and they really are not different in many companies.
The next highest groups are the vice presidents, the heads of major departments and
branch plant managers. The group below consists of managers. They are general
managers and foremen. So every organization has a number of positions and some people
have more authority than others. It would be interesting to know about the functions of an
executive. He makes a lot of important decisions. He sets objectives, coordinates work,
delegate authority, makes hiring, firing, evaluating and just general leading. It is evident
that making careful decision in business is the basis of good management. One more
important function of an executive is to hire a good employee. An executive as an
employer has several options to consider when he wants to hire a new employee. First of
all, he may look within his own company. But if he cannot find anybody suitable for the
position he will have to look outside the company. If there is a personnel office in the
company, he can ask them to help him to find a qualified applicant. The employer can
also use another valuable sources, for example, employment agencies, consulting firms,
placement offices and professional societies. He can advertise in a newspaper or in a
magazine and request candidates send in resumes. The employer has two sets of
qualifications to consider if he wants to choose from among the applicants. He must
consider both professional qualifications and personal characteristics. A candidate's
education, experience and skills are included in his professional qualifications. So an
executive ought to be competent, creative, enthusiastic and punctual to keep his company
In success.

V1. State which of the sentences are true and which are false:

1. The top officers in many companies are called administrators, executives or managers.
2. A foreman sets objectives, coordinates work, delegate authority, makes hiring, firing,
evaluating and just general leading.

3. It is evident that making careful decision in business is the basis of good management.
4. One more important function of an executive is to hire good general managers.

5. The employee can also use another valuable sources, for example, employment
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agencies, consulting firms, placement offices and professional societies.

V1I. Choose the correct variant a, b, ¢ or d to fill in the gaps:

1. So every organization has a number of and some people have more authority
than others.

a) duties b) functions c) positions d) requirements

2. It would be interesting to know about the of an executive,

a) responsibilities b) qualifications c) qualities d) functions

3. One more important function of an executive is to hire a good

a) subordinate b) employee c) candidate d) worker

4. An as an employer has several options to consider when he wants to hire a
new employee.

a) director b) foreman c) executive d) vice president

5. The employer has two sets of qualifications to consider if he wants to choose from
among the

a) applicants b) candidates c) professionals d) experts

VIII. Translate the following sentences into English:

1. IlpaBunbHe 311lCHEHHS (DYHKIIIT KOHTPOJIIO BUMArae JOTPUMAaHHS €IHOCTI TPbOX HOTro
CTa/lil: BCTAHOBJIEHHS (pAKTIB, iX KPUTUYHA OIL[IHKA, MPOMO3ULIS 3aXO/IB IIOJ0 BIUIUBY
Ha KepOBaHUMU 00'€KT y TOTPIOHOMY HAIMPSMI.

2. Menemxepu chepu TOTEIBHO-PECTOPAHHOTO O13HECY JIOCHUTh YacTO MOBHMHHI JIaBaTH
OCOOHUCTY OIIIHKY OTpUMaHii iH(opMallii, IHTEPHPEeTyBaTH BAXIUBICTH OTPUMAHOI
iH(opMarii ¥ BCTAaHOBIIFOBATH KOPEJISIIIIO MO0 3allJIAaHOBAHKMX 1 (PAKTHMYHO JOCATHYTHX
pE3yNbTATIB.

3. V 3B'SI3Ky 3 BUHUKHEHHSIM Yy c(epl rOTeIbHO-PECTOPAHHOTO O13HECY YKpaiHU HOBUX
GbopM BIACHOCTI B TMPOIECI KOHTPOIK BUKOPHUCTOBYIOTHCS TakKi TMOKA3HUKH, IIIO0
XapaKTEPU3yIOTh PO3BUTOK MIAIPUEMCTB 1 IEPCIEKTUBU PO3IIUPEHHS iX A1SUTBHOCTI.

4. Cheporo PpyHKIIIT KOHTPOJIIO Y MEHEIKMEHTI € Hacamriepesi 013HeCOBa MisUIbHICTh Ta
pi3HI (QopMH MIANPUEMHUITBA: BHUPOOHMYA (TIOLIMPIOETBCS B OCHOBHOMY Ha
BUPOOHMIITBO I CHOXUBAaHHSA MNPOAYKIi Ta MOCIYr), KOMepuUiiHa (0OMIH, PO3MOLI,
peanizauis), (inancoBa (O0OMIH BapTOCTi, MAISUVIBHICTE Ha (OHAOBUX Oipxkax, ¥y
KOMEpUIHHUX OAHKaX).
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THEME 8. BUSINESS STRUCTURE, STAFF OF THE ENTERPRISE

Task 1. What is the structure of a modem
business?

What positions are necessary at a
developing enterprise?

Every successful businessman knows it.
What do you know about it?

Daniel Salter
/ice President HR

Paul Keith
Vice President Finance

Albert Ceasar
Vice President Marketing

Task 2. Learn the following words and
p h rases: Staff Accounts Treasury Customer Services
joint venture CHuUIbHE MIJIPUEMCTBO Sales
run a company KepyBaTH KOMIIaHi€r0 —
be in charge of OyTu BiAmoBiganbHUM 3a
supervise CrocTepiratu, OyTd rojioBOIO, KEpyBaTH
maintain relations miATpUMYBaTH CTOCYHKH
compete KOHKYpyBaTH
competitor KOHKYpPEHT
competitive KOHKYPEHTOCIIPOMOKHUN
negotiate BeCTH MEPETOBOPU
Chief Executive kepiBHUK
Board of Directors pama nupexTopiB, IpaBlIiHHS
Chairman of the Board of Directors rosoBa paau JTUpeKTOpiB
Vice-President Bire-npe3uacHT
Supervisor iHCIIEKTOpP, KEpiBHUK
Sales Representative mnpeacTaBHUK 3 peaizalii
Chief Accountant rosioBHuii Oyxranrep
Business Information Analyst ananiTuk 613Hec-1HpopMalii
Public Relations Specialist ~ cnerianict o 3B'si3kax 3 rPOMaJCHKICTIO
Network Administrator aaMiHICTpaTOp KOMITIOTEPHOI MEpPEXKI1
Finance Department ¢inancoBuil Biaain
Sales Department BifIii TOPTiBII 1 peanizaiii
Marketing Department BiIiI MApKETUHTY
Research and Development Department BT (DIHAHCOBOTO TMPOTHO3YBAHHS Ta
PO3BUTKY
Personnel Department Bimuin kaapiB
Tax Department MmogaTKOBUI Bl
Logistics Department TpaHcHOpTHUH BiIILT

Task 3. Translate the words and phrases into Ukrainian:

Chief Accountant, Personal Assistant, be in charge of, Finance Department, Sales
Representative, Board of Directors, Vice-President, Public Relations Specialist, Tax
Department, Vice-Chairman, run a company, Logistics Department, competitor
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Merchandiser, Business Information Analyst, Network Administrator, joint venture,
Supervisor, negotiate, Research and Development Department, Board of Directors,
competitive, maintain relations, supervise.

Task 4.Translate the words and phrases into English:

KepiBHuk, mpeicTaBHMK 3 peamizaiii, pajga IUPEKTOPiB, areHT 3 HEPYXOMOCTI,
3aCTYIMHHK TOJIOBH, TOJIOBAa PaJM JAUPEKTOPIB, aHATITHK Ol3Hec-iH(opmarii, cremiamict
0 3B'A3KaX 3 IPOMACHKICTIO, 1HCIEKTOP, KOHKYPEHT, OYTH BIAMOBIAAJIBHUM 3a IIOCH,
KOHKYPEHTOCTIPOMOXXHUM, TOJOBHUM OyXraiarep,  CHEIadicT 3 TOJaTKIB, BLIALI
(hiHAHCOBOTO MPOTHO3YBAaHHS Ta PO3BUTKY, OCOOMCTUM TMOMIYHHUK, MOJATKOBUN BIIJILI,
BIIJIUT KaJpiB, BIAJLI TOPriBII 1 peanmi3aiii, Bille-IPE3UJICHT, BECTH IEPETOBOPH,
MIITPUMYBAaTH CTOCYHKH, KEpyBaTH KOMIIAHIEI0, aMIHICTPATOpP KOMI'IOTEPHOI MEpPEexi,
CIIUJIbHE MAMPUEMCTBO.

Task 5. Compound the sentences with the words and word combinations:
Report to, be in charge of, execute, forecast, regarding, satisfy (needs, requirements),
compete, negotiate, conduct negotiations, ensure, insurance.

Task 6. Read the notes and make a scheme of business structure.

Business Structure

Each company, firm, joint venture, stock-holding company, concern, bank, fund
has its own complicated business structure and the staff which is necessary for the work.
But still there are some general principles how to organize the work at the enterprise.

The Managing Director or the Chief Executive or President is the head of the
company. The company is usually run by a Board of Directors — each Director is in
charge of a department. The Chairman of the Boards is in overall control and may not be
the head of any one department.

Vice-President or Vice-Chairman is at the head of the company if the President or
the Chairman is absent or ill.

Most companies have Finance, Sales, Marketing, Production, Research and
Development, Personnel, Tax, Logistics Departments. These are the most common
departments, but some companies have others as well.

Most departments have a Manager, who is in charge of its day-to-day running, and
who reports to the Director. The Director is responsible for strategic planning and for
making decisions. Various personnel in each Department report to the Manager.

General Manager — Supervises and leads the company's employees. Maintains
relations with customers, executes sales contracts and provides problem analysis and
resolutions.

Sales Manager — Manages the sales staff of a company, supervises sales activity
including a staff of sales representatives, plans and achieves target sales revenues and
maintains a positive relationship between the company and its clients.

Finance and Administration Manager - Must have strong accounting experience
including maintenance of Internal Controls, costing, budgeting, forecasting and the
development of Management Information Systems.
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Marketing Manager — Manages marketing department. Plans, directs and
executes all marketing and related activities. Initiates and/or implements advertising
strategy and promotional programs. Training Manager — Organizes and supervises
trainers, develops and implements training courses for distributors, directors, staff, etc.
Learns the existing training practice in other countries with the aim to extract, develop
and implement the best ideas in Ukraine.

Forecast, Supply and Transport Supervisor — Makes monthly forecasts of all
products.

Provides logistics, works with suppliers concerning shipments of product to
Ukraine. Arranges shipments to Service Centers in Ukraine.

Treasury, Budget Specialist — Realizes treasury and cash flow management.
Prepares, reviews and monitors reports on all capital expenditure projects. Provides
budget cycle and management reporting. Ensures the company's costing system.

Sales Representative — Realizes coordination of commercial activities. Conducts
negotiations with customers. Is responsible on and controls the selling activities in the
frame of the regional strategy. Frequently travels to customers.

Task 7. Answer the following questions:

. Who is the head of the company?

. Who is the company run by?

. Who is at the head of the company if the President or the Chairman is absent or ill?
. What are the departments of the most companies?

. What is the director responsible for?

. What are the duties of a manager?

. Who conducts negotiations with customers?

. Who plans, directs and executes all marketing and related activities?
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Task 8. Translate the sentences into Ukrainian:

1) Our company is a big enterprise with complicated structure.

2) The Managing Director runs this firm successfully.

3) The Board of Directors at the bank consists of 17 persons.

4) Mr. Wlliams, the Chairman of the Board of Directors, is in overall control of our bank.
5) Have you met Mrs. Fox, the Vice-President of the joint venture?

6) There are 8 departments at our stock-holding company. The biggest is Sales
Department.

7) He has a great experience in developing food products that's why he's the head of the
Research and Development Department, and also one of the creators of our branded
products.

8) Who leads your company and supervises everyday activities?

9) She is the Manager of Logistics Department, don't you know?

10) Will your company participate in the next fair and maintain relations with your old
partners?

Task 9. What would you say if you took part in this dialogue? Dramatize it:
A.. 1 don't know personally the Managing Director of your company, but I've heard that

67



he is a perfect specialist with big experience. Can you tell me what his responsibilities
include now?

B.: I'm pleased to help you understand .............cccccevuveennnennne

A.: | can understand why you have so many departments: Finance, Sales, Marketing,
Production, Research and Development, Personnel. But who leads their work in the
company?

B.: It's very SIMpPIe......oooviieieeeiceeies e

A.: You are a Sales Manager at this firm. | see that every day you work since morning till
night, you travel frequently to the customers. What duties do you have at the firm? Who
Is your chief?

B.: I agree with you, it's a hard work but very interesting...

A.: Why do you have such a big Finance Department at your company? | counted 12
people there. I know who is the Chief Accountant and what are his responsibilities. But |
see you have also the Cash Accountant, the Treasurer, the Statutory Accountant, etc.
What do all the people do there?

B.: You are quite right but don't forget that..........................

Task 10. Act as an interpreter at a big enterprise.The Managing Director has a
meeting with a new partner and wants him to get acquainted with the structure of the
enterprise, and staff responsibilities:

A: Jlo6puii neub. Panumii 3yctpiui 3 Bamu. S aupexrtop nporo mianpuemMctsa. Mu uynu
O0araro cXBaJIbHMX BIATYKIB Tpo Bamy ¢ipmy gk mnocrtavanbHUKa HAWMHOBITHIIIMX
KOMIT'FOTEPHHUX TEXHOJIOTIH.

A: CroopiBaeMoch, IO TiCls 3HAHOMCTBA 3 HAIIMM MIATPUEMCTBOM Ta MOTO
mpaliBHUKamMu y Bac ckiiajeTscs BipHE YABJICHHS MPO CTWIb Hamioi pobotu. Lle Oyne
MIATOTOBKOIO JI0 MIAMUCAHHA MaWOYTHIX KOHTPAKTIB Ta YCHIIIHOTO CIIBPOOITHHUIITBA.

B: Good morning. Nice to meet you, I'm a Sales Manager at "Apple Computers, Inc." It's
a well-known English computer company with clients all over the world and good
reputation as a reliable partner. Thank you for warm reception and the possibility to get
general information about your enterprise and staff. It will be very useful for me.

A: Ha namomy mianpuemcti mnpaioe 500 poOitHukiB. Kepye HOro isiibHICTIO
MpaBJIIHHS, 10 CKJIQJA€ThCsl 3 OMUHAAIATH 0Ci0 Ha 4om 3 rosoBoro. Ha Hamomy
MIIPUEMCTBI ICHY€E JECATh BIJUIUIIB, Cepell HUX: BUPOOHUYMIA BIJILI, BIALIT peaizarlii,
(dinaHCcOBMI BIIALT, BT (PIHAHCOBOTO MPOTHO3YBAHHS Ta PO3BHUTKY, BIIILT KaJpiB,
TPaHCIIOPTHUM B1II1, BI1IUTLT MapKETHUHTY, IOPUINIHUN B1JUT1IT.

B: | see that you have a sufficient staff to work successfully at the computer market. As
we are dealing with computer technologies to achieve best results it's necessary to
organize the work of Finance, Sales, Research and Development Departments at the high
level. Could you dwell on some details of the work of these Departments at your
enterprise?
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A:
HamdinancoBuiiBinainzaitmaeTbcaBCIMaNUTAHHAMU(DIHAHCOBOTr03a0€3MeYeHHIPOOOTHITI
anpueMmctBa. Jlo WOTO CKiIamy BXONATH. TOJOBHHM OyXranTep, Kacup, CHEIlaiicT 3
(b1HAHCOBOTO MPOTHO3YBAaHHA Ta PO3BUTKY POOOTH MIAMPUEMCTBA.

101 T 0] (=] (=] A PRSPPSO

B: As | know you have excellent specialists in this sphere. They are experienced and
skillful ~ persons in the questions of finance and tax legislation.
L1 T o =] (=] PRSP

SELF-STUDY
Task 1. The successful business is not only the structure of the company, but first of
all, relations inside the company, company's spirit, excellent team work. How to
achieve it? What to do first? What are the keys to successful problem solving?
What are the keys to successful problem solving?
1. Use employees' suggestions. You may well
-------------- &GOAL believe you have a better one but keep your goal in mind.
S anaLysis strateey  YOU want to encourage risk taking as well as solving
PRQBLEM problems._ The path employees choose to reach the goal
SQL\/O NG {é may b_e different from the one you would select hc_Jweve_r,
if their method solves the problem, let them try in their
o*1AT, @ cuzfc; A UZ}L@ way. Work together to forsee the possible results if the
ay plan is put into action. Share some standards for what you
@ Z\L ﬁ consider a good plan.
aaves e 2. Insist that employees contribute their suggestions.
If your employees respond with shuffling feet, averted
eyes and a mumbled "I don't know", let them know that you really want their help. Make
them believe this is the case by not answering your own question, even if the silence gets
uncomfortable.

3. Agree on the plan. Ask your employees what they will do that will be different
next time. When employees make choices, they select the option they see as the best at
the time. Your job as coach is to help them see other alternatives.

4. Follow up the results. After employees have had time to put a solution in place,
follow up to see how it's going. You want to follow up to make sure things are going the
way you want them to go. If they are not, you need further problem solving. By noticing
that the problem has been resolved though employees' efforts, you help them keep that
change in place. Notice and say something to the effect of. I see you are working on
changing — | appreciate the effort. Keep up the good work."

Change doesn't happen in quantum leaps. It stalls small and grows as employees
get used to operating differently. Help them make the complete change by recognizing
their efforts along the way.

Task 2.Translate the sentences into Ukrainian:
1) What's your attitude towards the employees' suggestions concerning this problem?
2) She has been keeping it in her mind all the time.
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3) The manager has encouraged us today.

4) His shuffling feet and averted eyes showed that something was wrong.

5) Did you make a choice yesterday?

6) He followed up the results achieved by us.

7) Why did he change his behaviour towards you?

8) The manager appreciated the employees' efforts.

9) The productivity was increased due to the efforts of our manufacturing team.
10) It's a temporary merger to realize the new project.

Task 3. Translate the following sentences into English:

1. KoHuemniisi cUTYaTUBHOTO KEpIBHUIITBA BUKOPUCTOBYEThCA y OaraThOX KpaiHax Ta
oprasi3arisx.

2. Ins toro, mo0 MOCATHYTH HaWKpallux pe3yibTaTiB JaHa Mporpama 3abe3neuye
KEepPIBHUKIB MPAKTUYHUMHU TTOPAJTAMH.

3. IIpoaykTuBHICTH 3pocia 3aBASKH CHUIBHUM 3yCHJUISIM TMPAIIBHUKIB CIUIBHOTO
M1IITPUEMCTBA.

4. Hama ¢ipma BigoMa B yCIX KpaiHax CBITY 3aBISKH BUCOKINA SKOCTI TOBAPIB Ta XOPOIIiif
penyTariii.

5. Jlana xkomnaHisi CliBpoOITHUYA€E Maiike 3 yciMa (pipMaMH Haloi 001acTi.

6. Bin OyB HE3a/10BOJICHUI CTABJICHHIM KEPIBHHKA.

7. Y moTouyHOMY poIIi HaIIoK (PipMOr0 OyJI0 3MEHIIIEHO BiJIBAHTAXEHHS TOBaPIB.

8. 'HyuKiCTh, B3a€EMHHH, BIJIIOBIIATBHICTH — 1€ ()AKTOPH, 5K BIUTUBAIOTH HA POOOTY Y
KOJICKTHUBI.

9. 51 noMiTUB HE3aJJ0BOJICHHS MOKYIIS HAIITUM OOCITYyTrOBYBaHHSIM.

10. TumyacoBe 3MUTTS KOMIaHIN JOMOMOXKE HaM 31MCHUTH HOBHM MPOEKT.

11. SIxi yMOBH € HEOOXITHUMU ISl CTBOPEHHS YCHIIIHOI pOOOTH MepcoHaTy?

Task 4. Discuss the following topics in groups:

1) How would you organize the work of the enterprise if you were the Managing
Director?

2) What departments are necessary at every enterprise?

3) What responsibilities and duties are essential for the staff of each department?

4) Give an example of the successful business. Try to analyse its structure and staff.

5) What does "a successful business™ mean to you?

6) What role does the Manager play in everyday life of a company

7) What strategies in managing employees would you choose if you were the Managing
Director of a company.

8) Is it important to have followers or to work in a well-organized team to solve different
tasks? Why do you think so? Give your arguments.
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THEME 9. BUSINESS MEETING

Task 1. Learn the following words and word combinations:
agenda -nopsa0K IeHHUIA

apology -BubaveHHs

assume (that)- Buxoautu (3 TOTO, I110)
consultancy -koHcanTHHTOBa KOMITaHIs
controversial -cripuuii, HeOTHO3HAYHHI
clear -oueBuHMI

acilitator -Beayuuii Hapaau

follow sth. up -BukonyBaTH momanbII Iii
heading -3aromoBok

item -myHKT MOPSAAKY JEHHOTO
participant -ygacHuk

previous -momnepeaHii

purchase -xymyBaTu

time limit -oOMexeHHs y Jaci

state -Bu3HayaTu, CTBEPIKYBaTH

put pressure on -TUCHYTH

in advance -3a3gasieriab

Memo -MeMOpaHIyM, TUPSKTHBA

AOB (any other business) -pizue
brainstorming -mo3koBa araka

minutes -mpoToKoI

board room-3a 3acizanb pajau AUPEKTOPIB
OVerview -ormsn

voting -rosocyBaHHS

chairperson -ronosa

ecision-making- mpuitHITTS pimeHHs

Task 2. Fill in the words from the active vocabulary:

1. This issue was discussed at the ... meeting.

2. He ... that the project would be completed on time.

3. Let‘s move to the last item on the ... .

4. Details of the meeting were circulated well ... .

5.Hedidnot ... ... on her to take the job.

6. Mention your sources at the end, under the ... «Bibliography».
7. She ... shares in the company.

8. The prescribed ... must be strictly complied with.

Task 3. Match the definitions to each of word from the right-hand column:
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1) to state  a) a statement that tells someone that you are sorry for doing sth. wrong or
causing a problem;

2) pressure b) a company with expert knowledge about a particular subject that provides
professional help and advice to other companies;

3) apology c) to express sth. in speech or writing, especially in a definite or formal way;)
4) agenda d) the largest or smallest amount;

5) participant e) obvious and impossible to doubt;

6) limit f) someone who takes part in sth.;

7) consultancy Q) attempts to persuade, threaten or force someone to do sth.;

8) clear h) a list of things that people will discuss at a meeting.

Task 4. Give the words which correspond to the definitions:

. Notes explaining what were discussed in a meeting.

. The person who leads the discussion in a meeting.

. A process which sometimes takes a long time in meetings.

. A note which is distributed in a company to remind staff of something.

. A method of decision-making used in some meetings.

. The process of collecting ideas at the start of a meeting.

. A room where important meetings are held in a company.

. An abbreviation for the topics which are discussed at the end of a meeting.
. A brief introduction which is given at the beginning of a meeting.
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Task 5. Read and translate the text:

Organizing an effective agenda
The agenda is a key tool for successful meetings. It is especially important when the
participants come from different cultural and linguistic backgrounds, because it helps
prevent misunderstandings. A good agenda, sent out before the meeting, allows
participants to prepare themselves properly. And during the meeting, it is the main tool to
help the facilitator keep control of the meeting process.
Here are six tips on what to think about when you are preparing the agenda for your
international meeting.
List the names of those expected to attend. Include apologies for absences if already
known in advance. It is important for everyone to know who will be there. People can
then contact each other before the meeting.
Have a heading called "Action points" to follow up decisions made in any previous
meeting. It is important in regular meetings to make sure that all actions agreed upon are
carried out. It also puts some pressure on participants to actually do what they said they
would do.
Make it crystal clear what each heading on the agenda means. Sometimes we assume that
the participants know the background to everything, but this may not be the case. When
you write "New software", is it clear that you want to discuss buying new software for
sales support, for example? Or might some participants think you are looking at other
software recently bought by your team? Perhaps the heading should read: "Proposal to
purchase new software for sales support”. This is longer, but now people know what to
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prepare for.
After the heading, it is good practice to state who is responsible for introducing it, and to
say what type of item it is (information, a decision, brainstorming, a report, etc.). For
example: "3. Proposal to purchase new software for sales support. Responsible: Klaus
Jensen (Decision)".
Set a time limit for the discussion to help focus people's minds: «3. Proposal to purchase
new software for sales support. Responsible: Klaus Jensen (Decision / 30 minutes)».
Think carefully about the order of the items on the agenda. Often you will need to get a
decision on one item before you can discuss another. Then it would be silly to put them in
the wrong order. But there are other considerations besides these practical, logical ones.
You could order the items like this:
* Let people warm up their language skills in international meetings by starting with the
easy but urgent items. This creates an atmosphere of agreement.
* Then go on to the more difficult, urgent items.
* Now have a couple of easy items again to bring back the atmosphere of agreement.
* Next, deal with the really difficult, controversial items.
* End with one or two easy items on which you know there will be agreement, so you can
finish on a positive note.
Remember, the agenda is not simply a list of items to be discussed at the meeting. It is a
cross-cultural tool to help you make sure that your international meetings work even
more effectively.

(from Business Spotlight)

Task 6. Answer the questions to the text:

1) When is agenda especially important? Why?

2) Who keeps control of the meeting process?

3) Why is it important for the participants to know who will be at the meeting?
4) Do the participants always know the background to each heading?

5) What should be stated after the heading?

6) What is a time limit set for?

7) What should be the order of the items on the agenda?

Task 7. Translate the following sentences into English:

1. ITix yac Hapaau OJIMH yYaCHUK MOKE BUKOHYBATH JIEKITbKa (DYHKIIIH.

2. TpuBamicTh Hapaau 3aJICKUTH BiJI IIIJIEH Ta MOPSAIKY ACHHOTO.

3. Y Beayuyoro Hapaaud OKpIM BJIACHOI POl € M€ W JOJAaTKOBI (PYHKIIIi: CITOCTEpIraT,
3aXUIIATH CBOIO TOYKY 30py, OyIyBaTH KOHCEHCYC, 3A1MCHIOBAaTH MIATPUMKY Ta
PO3PSKATU CUTYAITIIO.

4. ToTyrounuch 10O TPOBEACHHS Hapaau OOOB‘SI3KOBO CIiJ MIATOTYBaTH 3a3daJIeTih
MOPSAIOK ACHHUM.

5. Hapangy 6e3 mopsiiKy JE€HHOTO MOXHA IMOPIBHATH 3 MOIIYKOBOI EKCIEAMINIEI0 0e3
KapTH.

6. Sxuo BM xouere 3OUIBIIMTH JIMIT 4Yacy JUisl NPUUHATTA pIIIEHHS, BU MOBHHHI
OTPUMATH 3Oy TPYIIH.

7. Tlopsimok NEeHHUW — 1€ He JIMILE CIHCOK IMYHKTIB, sIKI MalOTh OOrOBOPIOBATHCS Ha
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Hapai.

Task 8. Complete the short text below, using the following words:
voting, chairperson, brainstorming, board room, decision-making,overview, memo,
agenda, minutes, AOB

The (1).cccveiiienne, Is an essential part of any meeting. Usually a (2)........cc.c.c..... Is sent
around prior to the meeting, informing them of the date, time and location of the meeting.
Important meetings may be held inthe (3).......ccccoevevieieinnenne. During the meeting the (4)
........................ leads the discussion, which often kicks off with an (5)
................................ of the situation to be discussed or a short (6)........cccccceevvrivrennnnne.
session, to collect ideas from the team. The most difficult aspect of any meeting is the (7)
.................................. process, which can sometimes take a long time. Sometimes key
decisions are made by taking a (8) .......c..ccoene. During the meeting, notes, called the
() TP are taken of the key points in order to keep a record of the issues which
were discussed. Finally, some general topics are discussed and this part of a meeting is
referred to as (10).......cccccevvennenne. .

Task 9. Read tips (1 — 8) and match them to the headings:

A. Encourage everyone present to speak

B. Publish an orderly agenda at least a week before the meeting

C. Announce meetings well in advance of the date

D. Promote meeting information via different media

E. Attach pertinent documents, handouts, or support information to the agenda
F. Keep files for copies of the agendas and minutes

G. Start and end at odd hours

H. Arrange for someone to take minutes

Research suggests that up to half of all business meetings result in minimal productivity
and are considered by participants to be of little value. Here are a few tips that can help.

1.

Two weeks' notice may give participants enough time to work the meeting into a busy
schedule.

2.

For example, send an interoffice memorandum to each participant, followed by email
reminders a few days before the date. Larger organizations occasionally have an
administrative assistant telephone each member with a reminder.

3.

Instead of beginning the meeting at 1:30 p.m., for example, publish the time as 1:35 p.m.,
which is bound to get people's attention and make them more aware of the clock.

4,

List items to be covered in priority order, along with extra or discretionary items if time
permits. You also may want to list desirable objectives for the meeting so comers
understand in advance what you hope to accomplish and how they should prepare to
participate.
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5.

This provides comers an opportunity for reviewing key facts in anticipation of discussion
during the meeting.

6.

In some cases the chair will do this. At other times members may delegate the task.
Distribute minutes well in advance of the next meeting for revision.

7.

Shy people can share opinions by mailing list if they prefer, but all should have a voice in
the proceedings.

8.

These can be passed along to new or replacement members in the future.

Task 10. Match the pictures to meeting rooms:
1) theater style meeting room;

2) boardroom style meeting room;

3) banqueting room;

4) classroom style meeting room.

Task 11. The following is the opening of a meeting between the managers of
different departments in a large company. Many of them have not met each other
before, so the atmosphere is polite but informal. Complete the following using the
following phrases:

Would you like to start;

I'd like to hear what you all think;

let's begin; the purpose of this meeting;
start by welcoming you all;

As you'll see from the agenda;

I would like to finish by.

Right, it everyone is here ...... I'd like to ...... to this first meeting of the Bay Project
Management Group.

As you all know, ...... 1s to discuss the initial feasibility report which was completed last
week. At the end of the meeting we should have a clear idea of how to proceed, but .......
before we make any decisions. ..... , there are four items for us to discuss. In terms of
timing, | know you are all busy with other projects, too, so ......... by 3.30. OK, the first
item on the agenda is an overview of the project plan.

«Alain, ...... »

Task 12. Imagine you are managers in a new hotel and you have to decide how to
promote it before a holiday season. Plan and role-play your business meeting.

SELF-STUDY
PRESENTATIONS
Task 1. Learn the following words and phrases:
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venue -micre (mpoBeeHHs KoHpepeHIii, Mpe3eHTallii)
objective- 1iiab, MmeTa

feedback -Biaryx

AV (audiovisual) aids -ayaioBizyasibHi 3ac00H

flip chart dpmin-uapT (MexuiiHM MIakar)
whiteboard -gomka

appropriate -BiamoBIIHUI, HAJIECKHUM a

audience -ayauTopis

informative -iHpopmaTHBHHIT

structure -ctpykrypa

fail -mpoBanutu

get one‘s point across -po3M. JOHECTH CBOKO TyMKY
speech -npomoBa

keep sb°‘s attention -TpumaTu yBary

recite -nekiaMyBaTH

handout(s) -po3aaBanbHHI MaTepiai

signpost phrase —Bka3iBHil ciioBa

summarize -y3arajbHIOBaTH

conclude -3akinuayBaTu

convince -iepeKoHyBaTH

Task 2. Fill the gaps in the sentences with words and phrases from active
vocabulary:

1.1 felt really nervous, because there were over a hundred people in the ... .

2. At the start of your presentation, explain your ... , so people know why you are talking
to them.

3. Using ... will make your presentation more interesting and animated.

4. At our English classes we use not only books, the teacher also brings a lot of his own

5.While making his presentation the manager drew some charts and figures on the ...
with a marker.

6. Knowing your audience will help you choose material that is ... for their interests.
7.They ... their business project, because they didn‘t pay attention to changes on the
market.

8.If you want to know if your presentation was interesting, ask the audience for their ... .

Task 3. Match the words to their definitions:

1) flip chart a) reaction of people on the quality of a presentation;

2) whiteboard b) a person who delivers a presentation;

3) presenter c¢) a device that shows an enlarged image onto a wall above and 36 behind
the person who uses it;

4) audience d) a white surface that is used for writing on it during classes, presentations
etc.;

5) feedback e) paper materials that contain important points of a presentation or lesson
materials and are given to the audience or students;
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6) AV aids f) a place where organized meetings e.g. conferences and presentations are
held;

7) projector g) a big pad that has many sheets of paper and is attached to a stand. It is
used to present reports, data, etc.;

8) venue  h) devices that help visualize verbal information;

9) handout(s) 1) a group of listeners or spectators at a public event;

Task 4. Before reading the text discuss the following questions:
1. Do you have experience of speaking in front of a large group of people? How did you
feel?
2. What is a presentation? Why do people make presentations? List some reasons.
Presentations
A presentation is a formal talk to one or more people that «presents» ideas or information
in a clear, structured way. People are sometimes afraid of speaking in public, but if you
follow a few simple rules, giving a presentation is actually very easy.
First of all it's important to know your audience: who are these people, how many, and
what they already know. The venue is not less important. If possible, visit it before your
presentation to find out where the audience will sit and where you will stand.
While preparing your presentation, make sure your objectives are clear. A well-organized
presentation is easier to understand. Give it a beginning, middle and an end. Make notes
of the most important points and number them. This structure will help your audience to
follow what you are saying. It is important to speak to your audience and not to read.
Otherwise they will fall asleep. If you are a beginner in giving presentations and want to
see how well you have prepared, practice giving your talk out loud and check how much
time it takes. Ask a friend to listen and give you feedback.
Nowadays a good presentation is almost impossible without different kinds of AV
(audiovisual) aids. You can use a simple flip chart and whiteboard for spontaneous
writing or show prepared slides on an overhead projector. Computer software, like
Microsoft PowerPoint can make your presentation look professional. Choose AV aids
that are appropriate for your audience. And make sure you know how they work!
Unfortunately many people think that once they‘ve organized all the information they
need for a presentation, their work is over. In reality preparing is only half the work. The
real work is holding people‘s interest long enough to deliver your message to them.
You can write the greatest speech in history but if you can‘t keep your audience‘s
attention, you are likely to fail. You can greatly improve your presentations with your
body language. Are you standing in the same spot for the entire presentation? Is your
voice flat and uninteresting? Or maybe you aren‘t using any hand gestures to get your
point across. All of these things can make a presentation a little boring.
One of the keys to keeping your audience interested is making eye contact with your
entire audience, not just one or two people. This draws the audience into your
presentation and allows you to make an interpersonal connection with them. Remember
to move around! You don't have to do zigzags movements from one area of the room to
another periodically. You might also try moving forward so you‘re closer to your
audience instead of hiding out behind your podium.
Don't speak in a monotone voice as if you're reciting your speech word for word. You
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have to be enthusiastic and animated. The best speakers make you feel as if they're having
a normal conversation — not reciting a memorized speech. So before you hold a speech,
relax and think of do‘s and don‘ts concerning your presentation.

Task 5. Make a list of DO’S and DON’TS for making a good presentation. Add your
own ideas. Comment on them:
DO’s DON’Ts

Task 6. Match words to make word combinations. Make up your own sentences
using them:

A B

1. eye a. gestures

2. important b. peridically
3. hand c. attention

4. well-organized d. contact

5. fall e. point(s)

6. move f. presentation

7. keep g. asleep

Task 7. Look at Appendix A “Preparing for a Presentation” and do the suggested
exercise.

Task 8. Sell your business idea:

You want to give a presentation to potential investors who might put up the venture
capital for your new business. You need to convince them that your business will be a
good investment.

Use the information below, but feel free to add or remove any information youdd like.
Address the following points:

» Thoroughly describe your business. What will you sell? Who is your target group?
Where will your premises be? How many employees will you hire? etc.

» Explain why you will be successful. Is there a market niche for your product? How will
you reach your targe! group? Why is your business the best idea since sliced bread? What
experience do you have in this field?

* Outline your future start-up costs (equipment, materials, employees® salaries,
advertising, etc.) Give a total.

* Outline your anticipated earnings.

Give your potential lenders a detailed repayment plan. 39 Give your presentation a clear

structure and attractive visuals. Make sure to use active, dynamic language and rhetorical
style. You are selling your idea, so be persuasive!!!
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THEME 10. CONFERENCE

Task 1. Learn the following words and phrases: '
under the auspices of  -mpucnipusmHmi; [ - |
3aI11 ITPUMKHU ‘ g ‘
invite -3anporryBatu

invitation -3anporeHHs

( to - ma) takepartin -6patu y4acTh y
takeplace -nmpoxoauTu, BifOyBaTHCh TSy
representdifferentfields -[IPEICTABIISATH |\ ™
PI3HOMaHITHI rajxy3i Session- 3acigaHHs
honour- ynocroroBaTu

noted -Bigomuii

congressvenue- miciie IPOBEICHHS KOHIPECY
convenientfacilities -3py4ni 3acobu o0cTyroByBaHHs (3py4HOCTI)
organizingcommittee- opranizariitHui KOMiTEeT

chair -royora

deputychairs -3actymHuku royioBu

scientific committee -HaykoBHIKOMITET

executive -BUKOHABUMI

Secretary — General -renepanbHHiiCCEKpETAp

call for papers -BUMOTHIIO 10O JaHHSIHAYKOBUXCTATTEMH

submission -npeacTaBieHHsA OJAaHH, IEpeaada Ha pO3IIIA CTATTEH)
provide -momaBatu

abstract -pe3romMe, KOPOTKHUH OIS

deadline -kpaiiniit Tepmin

acceptancenotice -noBifOMJICHHS ITPO MPUHOM/TIPUNHHATTS CTATTI

Task 2. Translate the words and word-combinations from Ukrainian into English:

npu CNpusiHHi (3a NiOMpUMKU), 3anpoutysamu, Opamu y4acms y 4OMycsb, 3aNPOULEHHS. HA,
gi0bysamucy, 6Cec8imMHbO GU3HAYHI GUEHI, NPEOCMABIAMU PIZHOMAHIMHI  2any3i
NCUXONI02Il; 3aCIOAHHA, B3AEMHUL, YOOCMO08amu,; 6i0oMull, Micye NpPOBeOeHH s
KOHepecy, 3pY4Hi 3acobu 06Cy208y8anHs, paoo nputumamu, wupo Baw, opeanizayiinui
KoMimem, 2071084 OpP2aHi3ayiHO20 KOMImemy, HAYKOBUU KOMIimem, 6UKOHABYULL
KoMimem, 2eHepabHull cekpemap, 3ACMyNHUK 2eHEPAIbHO20 CeKPemapsl, 8UMO2U Wooo
NOOAHHsT HAYKOBUX cmammel, pe3iome (KOpOmKuil 02140);, KpauHiti mepMiH;
NOBIOOMIIEHHS NPO NPUUHAMMS CMAmmi, n00asamu Ha po327so0.

Task 3. Translate the following lexical units from English into Ukrainian:

submission; a call for; deputy; the chair of the organizing committee; invite sb to do sth;
under the auspices of sb/sth; session; psychology; deadline; interaction; abstract;
expected attendance; welcome; sincerely yours; convenient facilities; congress venue;
deputy chairs; scientific committee; Secretary General; Deputy Secretary General,;
executive committee; a call for papers; state paper; affiliation; acceptance notice;
Invitation; to take place; internationally renowned scientists; to take part in; interactive;
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the 28th International Congress of Psychology; it gives me great pleasure to invite you; a
large number of thematic oral sessions

Task 4. Match a line in A with a line in B:

A B

1 under the auspices of sb/sth b) well-known especially because of some special quality
or ability

2 invite sb to do sth C) rooms, equipment or services that are provided for a
particular purpose

3 session d) to be very glad that someone has come

4 interaction e) in a sincere way

5 attendance f) a group of people appointed to deal with a particular
matter

6 honour  g) someone who is directly below a manager in rank, and who is officially in
charge when the manager is not there

7 noted h) (act of) presenting sth for consideration, a decision, etc.

8 venue 1) to ask sb formally to go somewhere or do sth

9 facilities J) the number of people present

10 sincerely k) a short written statement of the most important ideas in
a article, etc.

11 committee ) mutual influence by two or more persons via
communication process

12 welcome m) request or demand for sth

13 deputy n) point in time by which sth must be done

14 a call for 0) helped and supported by sb/sth

15 submission p) position of the person in charge of a meeting, a
committee, etc.

16 abstract g) a place where something such as a congress, or a meeting is
arranged

17 deadline r) 1)to show publicly that someone is respected and admired; 2) to show
great respect for sb/sth.

18 psychology s) a meeting or series of meetings for discussing or
deciding sth.

Task 5. Translate the words and word-combinations in a proper tempo:

internationally renowned scientists; wmicyenposedennsikonepecyncuxonocis; honour;
nepedbauysanaxinokicmoenpucymuix; interactive; szacioanns; present different fields;
siobyeamucyw; take part in sth; zanpowennsezsmuyyacmoykonepecincuxonoziesKumar,
under the auspices of; noodasamunaposzenso; acceptance notice; deadline;
gidoMocmiu0doMicysapobomumaszaimanoinocaou, abstract;
sumozuujooonaykosuxcmameti; Deputy Secretary-General; suxonasuutixomimem; the
chair; scientific committee; zacmynnuxeonosu; sincerely yours; padonputivamu;
convenient facilities.

Task 6.Translate the text from English into Ukrainian:
80



INVITATION FROM THE PRESIDENT

Dear Colleagues and Friends

It gives me great pleasure to invite you to participate in the 28th International Congress of
Psychology (ICP2012), which will take place in Beijing August 8-13, 2012. The
Congress has invited more than 60 internationally renowned scientists as Keynote
Speakers and State of the Art Lecturers representing different fields of psychology and
related disciplines. The expected attendance is around 4,500.

Your participation is highly welcomed, either in presenting a paper or by taking part in a
poster session or to be present at the Congress. We would be honored by your
participation.

China is a fast developing country with both ancient cultural heritages and modern
achievements. Beijing is especially noted for its many historical sites such as the Great
Wall and Imperial Palace. The Congress venue is the Beijing International Convention
Center, surrounded by many good hotels with convenient facilities. We warmly welcome
colleagues from all over the world to Beijing for this important event.

Sincerely,

Qicheng Jing

CALL FOR PAPERS

1. For submission of papers please provide the following information a) Title of
presentation (state paper or poster submission) mark Topic Category List number to
which your paper belongs b) Author name(s) (first name last name) c¢) Affiliation(s) d)
Address e) An abstract no more than 100 words.

2. The language should be in English.

3. The deadline is Dec 31 2011. The Acceptance Notice will be sent to you by E mail or
post 6 weeks after receiving your submission.

4. We can not guarantee your abstract will be included in the Abstract Book if it arrives
later than the deadline date. The Abstract Book includes papers in which at least one of
the authors will register for the Congress.

TOURS INFORMATION

Local and Post-Congress Tours will be organized for participants and offering the unique
opportunity to enjoy the oriental scenery, culture and ancient civilization in China.

The Local Tours include the Great Wall, Summer Palace, Imperial Palace, and the
Temple of Heaven. Reply Form

28th International Congress of Psychology

Augusts-13, 2012 Beijing, China

Please type or write in block letters and return the form to our Website (downloadable),
or by E-mail, or Fax, before August 1, 2012

Title: Prof. Dr Mr. Mrs. Ms.

Family/Last Name:
First Name:
Institution:
Mailing Address:
City:
Zip:
State:
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Country:
Tel/Fax:
E-mail:

| am interested in:

Attending the Congress Presenting a paper entitled:

Topic Category List No.
Please return this form before August 1,2012

Task 7. Do the two-way translation:

1. Yn otpumanu Bu 3anpoiieHHs
1010 y4acTi
y 28-My MiXHapOJIHOMY KOHIpeci
TICUXOJIOT1B?

1. Yes, | have just received it.

2. Konu 1 e BigOyaeThes 1 3HaUHA
moaist?

2. The 28th International Congress of
Psychology (ICP 2012) will take place in
August, 8-13, 2012, in Beijing,

China.

3. Ilpu cnpusiHHI sIKOT OpraHizarlii
oyne

npoBeneHo  28-ii  MixHapoaHUI
KOHTpec

IICUXOJIOT1B?

3. I‘d like to mention that it will be held under
the auspices of the International Union of
Psychological Science.

4. XTO BUCTyMA€ B AKOCTI CIIOHCOPA
uporo Konrpecy?

4. This congress will be sponsored by the
Chinese Psychological Society.

5. CKUIBKH BCECBITHBO BH3HAUHUX
BUCHMX 3aMpoOIIEHO I Yy4yacTi B
BCECBITHHOMY KOHIpeci
TICUXOJIOT1B?

5. The Congress gas invited more than 60
internationally renowned scientists.

6. Sxi ramy3i TCHUXOJIOTII BOHU
OyIyTh MPEJCTABISATH?

6. These noted scientists will represent different
fields of psychology and related disciplines.

7. Illomo wmicusg  mpoBeACHHS
MIDKHApOIHOTO KOHT'pecy
IICUXO0JIOTIB, MEHE I[IKaBHTh, IIO-
nepiie, e came BIH

B1I0yBaTUMETHCS, a MO-APYTe, Yu €
B 3alpOIIEHHI BIJOMOCTI  MPO
3acobu 00CITyroByBaHHS
(3pyuHocCTi)?

7. According to the letter of invitation the
Congress venue is the Beijing International
Convention Center, surrounded by many good
hotels with convenient facilities.

8. A um € y JHCTI-3ampOILEHH]
iHopMmallis  moA0  KyJIbTYypHOI
nporpamu, mo Oynae TMpoBeAcHA Yy
pamkax  28-ro  MixHapoaHOTO
Konrpecy ncuxosorip?

8. Oh, yes. Local and Post-Congress Tours will
be organized for the participants and offering
the unique opportunity to enjoy the oriental
scenery, culture and ancient civilization in
China.

9. HampukiHmi mosicHi MeHi, OyIb

9. For submission of papers, please provide the
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Jacka, sIKi BAMOTH BUCYBAIOTHCS 0
MOJAHHS CTATTe HA KOHTpec?

following information: a) title of presentation;
mark Topic Category List number to which
your paper belongs; b) author‘s name (s) (first
name, last name); c) affiliation/s; d) address:
mailing address, E-mail, Fax; €) An abstract no
more than 100 words.

MoJIaHHA cTarein?

10. PobouamoBakourpecy— | 10. Yes. The language should be in English.
aHrIichKa?
11. A xomu «kpaiuiii Tepmin | 11. The deadline is December 31. 2011.

Task 8. Translate the following Reply Form into English:

3asBka (3pa3ok) Ha y4acTh y MI’KHAPOAHIA HAYKOBO-TIPAKTUYHIN KOHdepeHuii
“CyuacHi iHdopmauiiiHi TexXHOJIOTiI Ta IHHOBALIMHI METOAMKM HABYAHHA Yy
miarorosui paxiBuiB: MeT0/10J10Tis1, TEOPisl, AOCBi, MpodJIeMu”

(Mm.Binnnus, 13-15 tpaBus 2012p ):
[Ipi3Bumie

IMm' g

[To-0aThKOBI

Micue po6oTu

HayxkoBuii ctymninb
Opranizarris (ycTaHoBa)

Buene 3BanHg

Ilocana

Agnpeca aJisi TMCTYBaHHS

Tenedon/dpakc 1om.
E-mail

CITY k0.

[1nanyto (moTpiOHE MIAKPECIUTH)
Buctynurtu 3 nonosiamto:

Ha TUIeHapHOMY 3aciganHi (10 20xB)
Ha cekiii (1o 10xB)

Buctynutu 3 iHpopmaiii€ro (10 SXB)
B3atu yyacts sk ciayxad

Tema momoBial 200 MOBIIOMIIEHHS:

Brnacui  MeroguuHi  po3poOKu

TUTS

HaYKOBO-MeTOIH/I‘IHO.l. BUCTAaBKH, Ha3Ba

[ToTpeba B xuTi (TakK, Hi)

ITigmnuc

83



SELF-STUDY
CONFERENCES AND MEETINGS

Read and translate the textWrite a
synopsis of the text in five sentences.
Organising conferences and meetings.
Preparations for congresses, conferences and
symposia involving wide participation and
open discussion, are normally in the hands
of an Organising Committee. First an
advance notice and invitation is sent to
prospective participants including an outline
programme, details of congress fees, transport and accommodation. Those who want to
attend a scientific conference or symposium are requested by the Organising Committee
to register, usually by filling in an official application form, and if they wish to make
contributions, they are also asked to submit their abstracts in one of the international
conference languages, English, Russian, French or German. If intending participants wish
to put on a demonstration they should notify the organizers of the title, the facilities
required and a short description plus one table or figure. If they wish their abstracts to be
published they have to send them in by a fixed date.

Actual conduct of conferences and meetings. Before a conference or meeting can actually
begin a chairman (or chairperson) or a president must be elected, who then officially
opens the function. First he (or she) makes the official opening speech.

Then he reads the agenda and explains in outline the work to be done by the session. He
recalls the minutes of the last meeting, which he signs as correct if the meeting approves
them. If anyone has an objection to the order of business he can put forward a motion to
amend it, which has to be voted upon. The agenda is only amended if the motion is
carried by a majority.

The programme of a scientific conference or symposium normally follows a set pattern.
In the mornings papers are read or lectures delivered by experts. Afternoons are generally
for discussions and/or working groups, for which time limits will be set.

Social events such as welcome or farewell parties, theatre performances or concerts are
usually held in the evenings. During some conferences, excursions and ladies'
programmes are also arranged.

At the conclusion of a scientific, cultural or political conference or meeting the
participants may decide to pass a resolution or issue a statement. In this case a motion
should be put forward and voted upon.

The final duty of the chairman is to call upon a member to propose a vote of thanks to the
organisers, contributors, sponsors and participants as well as to the focal authority for
providing hospitality. After the last speech the chairman or president declares the
congress, conference or meeting closed.

Ex. 1. Lexical revision. Commonly misused words. Translate the sentences. Choose the
correct usage with the help of a dictionary if necessary.
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1. If we work together, perhaps we can end the war and achieve a truly lasting piece
/peace. In time, we will be paying an extremely high price for a piece /peace of paper.

2. Older children frequently prosecute / persecute their younger siblings. If you do not
return the stolen money, you will be prosecuted / persecuted.

3. The items written in a young girl's diary are very personnel / personal. When applying
for a job at a large company, you must go to the personnel / personal office.

4. The meaning is quite plain / plane and requires no further explanation. The plain /
plane landed smoothly. Please plain / plane the wood so that | can build a birdhouse from
it.

5. Studying computer programming is a practical / practicable plan in today's job market.
Computerizing payroll is a practical / practicable business decision.

6. A preface always precedes / proceeds the body of the book. Don't let me interrupt you;
precede / proceed with your work.

7. A school is as good as the teachers and the principal / principle. The principal /
principle actors in the play remained for a final rehearsal of the second act. The principal
/ principle upon which many simple machines are based is frequently the lever.

8. As the campers lay down for the night, quite / quiet settled over the campsite. That is
quite / quiet a strong accusation.

9. When we raise /rise the flag of the game, everyone will raise / rise.

10. The chairman requested committee members to sit / set down. The artist sit / set his
clay on the workbench and began to create a sculpture.
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THEME 11. BUSINESS COMMUNICATION

Task 1. Learn the following words and phrases: envelope -kouBept
address -agpecyBatu
intend -maTuHAMIp
otherwise -B iHmomy pasi :
prompt -CrioHykatu @
inquire -3'sicoByBaTH CO
beunable -0ytu He B 3M03i @
subsequent -nacTymHui )
polite -BBiwINBHI ‘
acceptapologies -npuitHsaTH BHOaYCHHS o
causetrouble -3aBgaBaTH KJIOIOTY

apologize -pubauatucs

takesteps -BxkuBaTH 3aXO0iB

occur (aboutthemistake) -TpamisaTucs (po MOMHIIKY)
Yoursfaithfully -Illupo Bam

Yourssincerely -Illupo Barm

owingto -3aBasKu

unfortunately -na xajpb

bedelighted -6ytu y 3axBari

regret -mkoayBaTu

takeintoaccount -Oparu 10 yBaru

MM NICION

Task 2. Translate the words and phrases into Ukrainian:Yours sincerely, accept
apologies, occur (about the mistake), cause trouble, prompt, unfortunately, envelope,
intend, Yours faithfully, subsequent, otherwise, take steps, polite, regret, be unable be
delighted, apologize, address, take into account, owing to.

Task 3. TranslatethewordsandphrasesintoEnglish:/l{upo Baw, nacmynnuii, na cans,
KOHBepm, CHOHYKAMU, 6Jcusamu 3axoodis, Oymu y 3axeami, Opamu 00 yeazu,
subauamucs, 3asoasamu KIONomy, 3'scogyeamu, mMpaniamucsi (npo  NOMUJIKY),
wxooygamu, Oymu He 8 3MO3I, 6 IHWOMY pasi, NPUUHAMU BUOAYEHHS, GBIUIUBULL
aopecysamu, Mamu HAMIp, 3a805KU.

Task 4. Learn the following tips for the business letter writing:

The lay-out of the business letter differs in some respects from that of the personal letter.
Not only the sender’s address is given (as in personal letter) but also the name and address
of the person or organization to which the letter is being sent. This is written on the left-
hand side of the page against the margin slightly lower than the date (which is on the
opposite side). It should be the same as the name and address on the envelope.

A letter written to a man should be addressed to, for example, Mr. D.Smith or to D.Smith
(Esquire). A letter to a woman, should be addressed to, for example, Mrs.C.Jones or Miss
C.Jones. If you do not know the name of the person for whom your letter is intended you
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may address it directly to the company, e.g.:

The Branded Boot Co.Ltd., 5 Rubberheel Road, Wellingborough, Northants, England.
Co. and Ltd. are the usual abbreviations for Company and Limited. However it's better to
address your letter to some individual — The Managing Director, The Personnel
Manager, The Secretary, The Branch Manager, The Export Manager — followed by the
name of the company.

If the person you are writing to is known to you, you should begin with, for example,
Dear Mr.Thompson, Dear Mrs.Warren, etc. Otherwise you should begin Dear Sir(s), Dear
Madam, or Gentlemen: (Am.).Note that Gentlemen is followed by a colon.

The body of the business letter usually includes:

a) Reference,

b) Information,

c) Purpose,

d) Conclusion.

You should begin your letter with a reference to a letter you have received, an
advertisement you have seen, or an event which has prompted the writing of your letter.
e.g.: Thank you for your letter of May 3 rd. In your letter of January 13th you inquire
about....

It was a great pleasure to receive your letter of July 1st that..... | recently called your
agent in this country to ask about .... but he was unable to help me.

It is sometimes necessary to add some detailed information related to the reference, in a
subsequent paragraph.

Purpose is the most important part of the letter, where you are expected to state clearly
and concisely what you want and answer carefully and clearly all the questions that you
have been asked.

Conclusion usually consists of some polite remark to round the letter off.

e.g.: I look (I am looking) forward to hearing from you soon.

I sincerely hope you will be able to help me in this matter.

| should greatly appreciate an early reply.

Please accept our sincere apologies for the trouble this mistake has caused you.

We apologize sincerely for the trouble caused to you, and will take all possible steps to
ensure that such a mistake does not occur.

Then usually follows the complimentaryclose. If you begin your letter with Dear Sir(s)
or Dear Madam you may end it with the words "Yours faithfully”. If you address a person
by name the words "Yours sincerely" are preferable. There is a modern tendency however
to use "Yours sincerely” even to people you have never met.

The signature: sign you name clearly, in full, as it should appear on the envelope of the
letter addressed to you.

The connectives play an outstanding role in writing a business letter. They are used for
better comprehension of the contents.

e.g.: Owing to, Unfortunately, However, We should be delighted, We do hope. It is
possible that. We should be pleased, For this reason, We regret about, Taking into
account that, Hopefully.

Summarizing all the above said it should be stressed that any business letter can be
written using the following general scheme:

87



1. Heading (writer's address, date of the letter)

2. Inside address (name and address of the person or company
receiving the letter)

3. Greeting (Dear Sir:)

4. Body of the letter (reference, information, purpose, conclusion)

5. Closing or complimentary close (saying good-bye)

6. Signature.

Task.5. You have found different parts of many letters; choose what phrases you
should use: a) at the beginning of a business letter b) in the middle c) at the end.
Complete the phrases where it is necessary: We have pleasure in informing you

Yours sincerely

In reply to your letter dated
We look forward to a visit of the

President
We wish to inform you

Further to our telephone conversation

Yours faithfully

We thank you for your letter dated 23rd March, 2012.

We have to inform you

I'm looking forward to meeting you soon
We enclose with the letter the design documents

Best regards
We highly appreciate the work you have done for us

It allows us to make a decision

Please, contact us as soon as possible

You are kindly requested to study this material and inform us about the decision at your
earliest convenience.

I look forward to hearing from you.
We are ready to assist you in this endeavor.
We have attached the payment documents to the letter.
We should like to stipulate the fact that

Task 6. Join the ideas using the connectives:

e.g. We should be delighted to take a group of your students/ Our company regulations
limit maximum numbers of groups to twenty.

We should be delighted to take a group of your students, however (please, take into
account that) our company regulations limit maximum number of groups to twenty.

» We should like visiting groups to report to our office on the date of the visit/ Do please
contact at the above address at 8 am.

» We have received your message concerning the date of the visit/ Arrange your visit for
early 1999.

* Our company makes a small visiting charge/This includes the price of lunch.

* Our company reserves the right to send off the premises any members of the group who
misbehave/ It should not happen.
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Task 7. You work at the Organizing Committee of International Finance Conference
which will take place in Kyiv, September 25-30, 2009. Write the letters of invitation to
the participant of the conference using the model given below:

A LETTER OF INVITATION

United States Department of Commerce
International Finance Conference
Washington, DC.,
20658, USA.
June 2nd, 2012

Prof. Petrov,
FinanceManager,
Zepterinc , Kyivbranch,
63, VolodymirskasStr,
Kyiv

Ukraine

DearProfessorPetrov. On behalf of the American Finance Society it is an
honour for us to welcome you and to be your host in Washington during
the International Finance Conference, May 20-27.

It is a pleasure for us not only to invite you to a conference of the highest
scientific standard but also to present Washington and, if you wish, other
exciting places in the USA.

The scientific planning of the conference has resulted in a most exciting
program with more than 40 major and assembly symposia not including
the numerous free communication sessions.

| am glad to inform you that your abstract was accepted by our
Committee, N 2256 for poster presentation.

We attach with the letter of invitation Reservation and Registration
Form. The deadline for its submission: March 15, 2012. If you have any
questions or need additional information please contact us without
hesitation.

Yours sincerely,

Jim Smith

Chairman

Task 8. Translate the following letter of invitation into English:

Neo 317 Big 06 TpaBus 2014 poky

PIBHEHCBHKUI IEPYKABHU T'YMAHITAPHU YHIBEPCUTET
VYkpaina, 33000

M.PIBHE, Byn. = Crenana banaepu 12.

Teu. (038-2) 76-42-70

®dakc (0382)

89



INAHOBHI KOJIEI'N! Illupo 3anpomyemo Bac B3atu ywacte y BceykpaiHCbKii
HAYKOBO-TIPAKTHUHIA KOoH(pepeHIli "AKTyaJbHi NpodjaeMH Jep:KaBHOI perioHaJabHOI
NOJITHKH B YMOBaxX NpPOBeJACHHS aAMiHiCTpaTUBHOI pedopmu B YkpaiHi', sxa
BinOynetscsi 16 TpaBus 2021 poxky y PIBHEHCBKOMY JIEPXKABHOMY
['YMAHITAPHOMY VHIBEPCUTETI. CniBopranizaropamu mnpoBeieHHs1 KOH(pepeHIii
BUCTYTIVIIN:

Aominicmpayin Ilpesuoenma Ykpainu, Bepxosua Paoa Yxkpainu, Kabinem Minicmpis
Ykpainu, I'onosne ynpaeninus oepoicasnoi cayacou Yxkpainu, Incmumym 3aKoHo0ascmea
Bepxosnoi Paou Ykpainu, Ykpainceka Akademisi OepicasHoco YNpaeliHHA Npu
IIpesuoenmosi Yxpainu, Pisnencvka obnacua Oepoicasna aominicmpayis, Pienencoka
obnacua pada ma Pignencoxa micoka paoa.

OCHOBHI TeMaTHYHiI HANPAMKHU KOHdepeHmii:

1. PepopMyBaHHs Iep>KaBHOTO YIPABIIHHS.

2. HoBa perioHanbHa MoJIiTHKA Ta OpraHi3allis MiCIIEeBOTO CaMOBPSITyBaHHS.

3. CTpyKkTypHi 3MiHM B EKOHOMIIll Ta MPOOJIEMH COIlaJbHO-€KOHOMIYHOTO PO3BUTKY
perioHy.

4. ®iHaHCOBO-0I0/IPKETHE 3a0€3MEUCHHS PO3BUTKY PETIOHY.

5. IlpaBoBi 3acaaud Jep>KAaBHOTO yHOpaBIiHHA Ta 3a0€3MeueHHs] aMIHICTPATUBHOI
pedopmu B YKpaiHi.

Po6ouya MoBa koHdepeHlii: ykpaincoka, pociiicoka, anzuiicokal

VY pa3i BUHUKHEHHS IOTOYHUX IUTaHb, OPTKOMITET JOTIOMOXE iX BUPIMIMTH, SKIIO Bu
3arenedonyere 3a HomepoMm: (0382) 76-57-95,

daxc (0382) 76-57-67 abo 3BepHETECH 3a CICKTPOHHOIO aJIPECOIO;

hirup@ukr.net

Task 9. Translate the following sentences into English:

1. 51 6y Ou BaMm Jayke BIASAYHUH, SKIO O BM MOIH(POPMYBadu MPO TE€ YU MOKIMBO
BI/IBIJIATH 110 KOH(EpEHIIito.

2. Mu 06 nyxe XOTLIu B3sTH ydacTh y Bamiit kondepenuii. S 3Haro, 1110 yac nonepeaHboi
peecTpallli BXXe 3aKiHYUBCS, OJIHAK, 51 CIIO1BAIOCh Ha MOKJIUBICTH 1i BiABIJIaHHS.

3. SIKu1o0 1e MOXIJIMBO, TO HAIILUIITh HAM HEOOX1AHY 1H(POpPMAIitO0 Ta AaHKETH.

4. 51 Bam qyxe Ky 3a Jir00 ‘sI3HE 3aMpOoIIeHHS Ta 13 3a/I0BOJICHHSIM IIpUiiMaro oro.

5. 1y MeHe € BEIMKOI0 YECTH0 OTPUMATH Ballle€ 3alpOLICHHS.

6. A pammit orpumatu Barre mo0's3He 3ampoIiieHHs Ta 3 BETUKUM HETEPIIHHIM YEKaro
HArofy B35TH y4acThb Y KOH(EPEHLIi.

7. Tema koH(]epeHIIiT € LIKaBOO, a TOMY 51 MPUHMAIO0 3aMPOILIEHHS B3SATH y HI y4acTh.

8. Sxmo Bam motpiOeH pykomuc MOTo BHUCTYIY, TO S HaAIIUII0 HOTO €JIEKTPOHHOIO
MOILTOIO.

9. Ha xanp, BiABiJaHHS JaHOI KOH(EPEHIIIT 1711 MEHE € HEMOKITUBUM.

10. Yepes moranuii craH MOTo 3/I0pOB ‘S 1 3MYIIEHUN BIAXWINTH Bare 3anmpoineHHsl.

11. IIpoGauTe, ogHAK, 1 HE 3MOXY B3STH ydacTb y KoHpepeHuii. BunydiTh, skio 1e
MOXJIMBO, MO€E MPI3BUIIIE 13 TPOTPAMH.

Task 10. You work at a big bank as a Computer Specialist. Let the companysupplier of
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the computers know that their terms of payment and delivery suit you, but you cannot
place an order with them as their prices are too high. Use the following words and
word combinations.

Company: Apple Computers, Inc., 32 5th Avenue, New York, USA.

Further to our diSCUSSION ........cccvvveeiiieiie e

We wish to inform you.........ccccveviiiiiiiecieee e

We highly appreciate .........cccooeiiieiiiiieceeeee e,

full contract value ..........ccoccvviii i

Make @ AECISION .....covvivieiieie e

UNFOITUNALEIY.....ooieece e

COMPELITIVE PIICES. ....viivviiieeciee et

terms Of delIVEIY ..ocvvoeee e

reduce the PriCes ......covvvvieiiee i

Yours sincerely

Task 11. You work at a food company as a Sales Manager. Inform your partners that
the prices went up and you developed the new items which would be presented at the
International Autumn Fair, November 2-10, 2012. Use the words and word
combinations given below.

Company: Thomas & Co. 25 Ashley Str., Cornwall, U.K.

We have to INTOrmM YOU .......ccccvevieiiiiiiece e

FEVISE EXPOIT PHICES. ...viiveeireeciiee e erieesreeteesre e e srae s

MAKE NECESSAIY......ccvviieieeiie et e se e sttt

increased cost of the production ..........c..cccceeviiieiieceene,

AS ATESUN.....iiieece

enclose a copy of our price-list...........ccccoveviiiiiciiennnn,

draw sb's attention to the new items............cccoceevvenenne.

exhibitat the fair ..........ccooeeeie e,

We thank you for your support in the past..............ccce..

hope to be Of SErvice to Sh......ccoevvevieiieece e

Yours faithfully

Task 12. Translate the following letter into English:

IIIanoBHI NaHi Ta NaHOBE

HitichuMm moBimomiasiemo Bam mpo Te, mo MM 3aKiHYyeEMO BHUKOHAHHS KOHTPAKTHHX
3000B‘s13aHb BIAMOBITHO O HAUIOrO KOHTPAKTY Ha OyAIBHHUIITBO TiAPOENEKTPOCTAHINT Yy
Bamiii kpaini 1 mpoBoauMO pOOOTH IIOAO IIATOTOBKHA JO BIAMPABICHHS O YKpaiHH
JacTUHU OyIBEJHHOTO OOJaJHAHHS Ta HEBUKOPHUCTAHUX MaTepialiiB, sIKi OyJI0 BBE3EHO
1o Bamioi kpaiHu Ha yMOBax TUM4YacCOBOT'O BBO3Y.

Sk Bam BilomMo, 32 OCTaHHIM Yac iCHy€ TIPAKTUKA MPOJAAXKY OYIIBETHOTO 00JIaJHAHHS Ta
HEBUKOPHUCTAHUX MaTepiaiiB y KpaiHi 3aMOBHHUKA 10 3aKIHYEHH1 pOOIT, [0 BUKOHYIOTHCS
Ha YMOBaxX «ImiJa KIIO9». MH TakoX MAeEMO HaMip TpoJaTH YaCcTUHY OOJIaJHAaHHS Ta
MarepianiB y Bamriit kpaini. Ockuibku Bu BusiBUIM Oa)kaHHsSI Ha MPaBO MEPUIOTO BOOPY
11010 KYMIBJII HAIIOTO OOJajHaHHA, HagaeMo Bam mepenik oOiaiHaHHS Ta MaTepialiB,
SIK1 MM XOT1J1M O mpojaTy y Baiiii kpaiHi.
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Bce obnagHanHs y pobodyoMy cTaHi Ta OyJe MpoAaBaTHUCh 13 KOMIUIEKTaM 3allyacTHH.
Obnagnanns Oyne peaii3oBaHEe 3a JOCTYIHUMH IIHAMHU 3 ypaxyBaHHAM aMOPTHU3aLlii
oOJaHaHHS.

[{inn He BKJIIOYAIOTH IMIIOPTHE MUTO. BOHO TNOBHHHE OYTH CIUTau€HE MOKYIEM
oOJasiHaHHS 3T1IHO 3 MUTHUMH MIPaBUJIaAMH, 110 ICHYIOTh y Bamriif kpaiHi.

Ornsig o6agHaHHs Ta MaTepialiiB MOXKHA 3M1ACHUTH Y OyAb-sIKui 3pydHuil 11t Bac yac.

310Baro

Task 13. Discuss the following topics in groups:

1) What layout should a business letter have?

2) What parts are necessary in any business letter?

3) How often do you write business letters?

4) Do you use connectives in the text of a businessletter?
5) Do you often send or receive fax messages?

SELF-STUDY
ADVERTISING
Task 1. Learn the following words and phrases:
advertisement / advert / ad -pexiiama
advertising agency -pekiaMHEareHTCTBO
advertise -pexiamyBaTH
brief -xopoTkwmii
commercial -peknama (Hapazio)
classified advertisement -TematuaHapekiama/oroJIoNICHHS
sandwich-board man -moaBiiiHuipeKTaAMHUAIINT, SKHHHACOOIHOCHUTRIIIOANHA
announcement -oroJoieHHs, TOBIJOMJICHHS
headline -3aroioBok
cartoon -Komikc
publish -myGikyBaTn
income -nipubyTOK
advantage -mepeBara
consumer -crioxxuBau
benefit -mepesara

Task 2. Which of described above ways of advertising do you think is most suitable for
these situations? 1. a travel company selling last-minute trips;

2 a car company launching a new model;

3 a bank telling customers about a new kind of bank account;

4. a local politician who wants people to vote for him/her.

Task 3. Match the words to their definitions:

1. announcement a) an ad on television or radio
2. cartoon b) the good side of something
3. slogan ¢) a short film that is made up of many drawings or pictures
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4. commercial d) an important and official statement

5. headline e) an ad that is shown over the top of a web page

6. flyer f) a short phrase that is easy to remember

7. advantage g) title of a newspaper report that is printed in large letters
8.advertising agency h) a person who acquires goods and services for his or her
own personal needs

9. consumer 1) an organization that creates advertising material, contracts for

publication space

Task 4. Match a part of each section to make a full sentence:

1. Billboards are owned a. that can be used a. of their papers.

2. An ad could try b. a lot of people b.shop windows.

3. Product placements are ads c¢. commercials c. that rent them to
advertisers.

4. Some ads use slogans d. send information d.a candidate for president.

5. Newspapers sell advertising

space e. in charge of creating e. can advertise the product best.
6. Advertisers often broadcast f. that appear f. only to a certain group
of people.

7. Some mailing lists g. by companies g.many times a day.

8. Television can reach h. to make voters choose h.very quickly.

9. Many stores have their

own department I. which type of media I. ina TV show or series.
10.1t is very important to

find out J. in all sections J. over and over again.

Task 5. Read and translate the text:

How companies advertise
Advertising informs consumers about the existence and benefits of products and services
and tries to make them buy them. The best form of advertising is probably wordof-mouth
advertising, which happens when people tell their friends about the benefits of products
or services that they have bought. But, of course, no providers of goods and services rely
on this alone, but use paid advertising instead.

Many of them use the services of large advertising agencies which have more knowledge
about all aspects of advertising and advertising media than a single company. But how
advertisers win our hearts and minds and get our money? They may do their jobs in many
different ways, even using some ‘tricks':

You can get it for free!

'Get a free camera when you subscribe to our magazine for two years'. There‘s something
about the word 'free’ that immediately attracts us — something for nothing — | want it! The
idea makes us feel clever. But that camera (which will probably break as soon as you get
it out of the box) wasn‘t a gift at all. In spite of the advert saying it was free, its price was
really included in the magazine subscription.

Buy now! You won'’t find it tomorrow! —

'"There are only a few DVDs left. And after they‘ve been sold there won‘t be any more
available'. What happens when we read or hear these words? Even though we don‘t really
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need the products, may be don‘t even like them we immediately want to be among the
lucky few who have them. Do you really think the manufacturers of that 'limited edition’
DVD couldn‘t produce a few more, if they thought they could sell them?

The TV never lies or does it?

Adverts frequently use ‘real’ people to demonstrate the amazing effects of their products
on our health or fitness. But of course the person in the advert or TV commercial is just a
model or an athlete.

Trust me | am a doctor (or a celebrity).

If a celebrity is using the product, it must be fantastic. If a doctor recommends it, it must
work. The bigger the authority, the more powerful the advertising message is. But be
careful. Although the actress is holding the product in the photo, do you really think she
uses it at home? Do the authorities mentioned really exist?

(Adapted from English File)

Task 6. Answer the following questions:

1. What is the best kind of advertising according to the text? Do you agree with it?

2. Why do most companies use advertising agencies?

3. What marketing techniques can be used by advertising agencies? Which of them might
influence you to buy the product?

4. Are there any products that you have bought recently because of the adverts?

5. Have you bought something recently which wasn‘t as good as the advertisement made
you think?

6. Think of adverts which use the following to sell a product:

e a celebrity e an authority (e.g. a doctor)

e a good song 70

e something free

e humor e

a good slogan

e a story

e animals or nature

Task 7. Do you agree or disagree with the following statements. Comment on your
opinion:

. Advertising is essential for business, especially for launching new consumer products.

. Advertising often persuades people to buy things they don't need.

. Advertising often persuades people to buy things they don't want.

. Advertising lowers the publics taste.

. One of the advantages of the advertising industry is that it creates new jobs.

. Advertising raises prices.

. Advertising does not present a true picture of products.

. Advertising has a bad influence on children.

cO~NO OIS WN -

Task 8. Fill in the blanks with words from the box:Appear, athlete, attention, broadcast,
cartoon , catchy, consumer, creative, customers, decide, develop, famous, habits,
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headlines, product, remember, repetition, services, special, status

Advertising tells people about products and and tries to make them buy a .
Ads do their jobs in many different ways. __ are words in big letters that try to get the
___of the readers. Some ads use slogans or __ phrases that are easy to :
Advertising agencies often get a famous person, like an actor or ___ , to talk about a
product. characters are often connected to a certain product and become __ with
it. One of the most important techniques of advertising is Ads are many
times a week for weeks or months. When people see them they might want the product.
Advertising is often done by  firms. First they try to get information about the
buying  oftheir - who buys a certain product and why. The age, sex and social
of a are also important. The people in the department ideas
and themes. They prepare images, photos and textand __ where the ad should

Task 9. Make the summary of the following text in English:

Pexnama Ha tenebadenni Konu Bu npuxoauTe B peKiIiaMHy areHuio, MIBUALIE 32 BCE, HE
Mae€Te YSBJICHHS MPO Te, II0 TaKe pekiama Ha TejaeOadyeHHl, K BUOpaTH MpaBWIbHI
Iporpamu, pekiaamHl OJOKH 1 K ii MpaBWJIBHO W IpaMOTHO po3paxyBaTu. Bu mpocto
npuHocuTe (QaxiBUsgM areHuii Bam OpeHn, mjo BuMarae pekjaaMHOI HIATPUMKHU Ha
TeneOadyeHHl. PeknamMHa areHuis JONMOMOXKE BUAUIMTH W OpOpaxyBaTH I[UIbOBY
ayJUTOPII0 PEKIaMOBAaHOTO TOBapy ab0 TOCIYrH, MPaBWIBHO CIUIAHY€E pEKIaMHY
KaMIIaHilo, 0 BKJIIOYA€E peKiIaMy Ha Telle0aueHHi, Ha pajiio, y mpeci i T.1.

3 AKUM pEeKJIIaMHUM OIOJKETOM BapTO WTH Ha TeneOadyeHHA? Lle 3anexxuth Bij muUIeH 1
3aBJaHHS PEKJIAMHO1 KaMIlaHii ¥ 3BuYaitHO k Bin Oromkery. Hampukian, pexiamyBaTu
KYBaJIbHY TYMKY 3 Oro/xeToM B 100 THC. y.0. MapHO, TOMY HIO 1€ MPOAYKT HIUPOKOTO
BXKMBaHHS W "miMaru" IITBROBY ayJIUTOPIIO 3a TaKy CyMy IPOCTO HEMOXJINBO. Bu
MIPOCTO HE JIOCATHETE Ti€T KUIBKOCTI KOHTAKTIB, IKMX HEOOX1HO, 00 BOHA MPOjaBaiacs.
72 Axio 11e eKCKI3UBHUM MPOIYKT, HANPUKIIA anTeHu-Tapinku —HTtB-Ilmocl, y sikux
250-300 Tucsy KOpHUCTYBaviB, TO 1€ PEaTbHO.

Otxe, Bu Bupilmiam Bce-Taku PO3MICTUTH PEKJIamMy CBOIO TOBapy Ha TeiebOadeHHi. [3
goro mouatu? CBiTOBa TpakTHKa TOKa3ye, M0 Ha PO3BHHEHWX PHHKAX KIIIE€HTH
KOPHUCTYIOThCS TTOCTyraMH PEeKJIaMHUX areHIliid. Y MpUHINII, JIOTiKa 3p03yMijia; areHIii
TUIBKM THM 1 3alMaroThCsl, 10 BUBYAKOTH pUHOK 3MI, po3poO0isitoTh MeniacTparTerti,
CTBOPIOIOTH (pitocodito OpeHy.

B arenmii memiariaHepu CKIaayTh JOMUTBHUN Tpadik Buxomy pekmamu B 3MI, 1o
BKJIFOYa€ OCHOBHI MOMEHTHU: pekjiaMy Ha TenebOaueHHi, Ha pamio ¥ T.n. [Ipodeciitai
KpeaTtopu po3poOJIsTh KOHIICMINIO PEKJIAMHOTO POJMKA M HAMUIIYTh WMOTO CIICHApIH.
3HOBY  AareHTCTBO 3 JIOCUTh ICTOTHUMHU 3HIDKKAMU KyNuTh Juisi Bamoi xommanii
edipHUi Yac y BIMOBITHOT KOMTIAHI].

Kpim TOro, cami mo co0i i mpsami pekiamu, 1 CHOHCOPCTBO, 1 product placement
Hee(DeKTUBHI, a TUTbKM B MiKCl (TOOTO B CHOJY4YEHHI 3 IHIIUMU (OPMaMHU PEKIAMHOI
MPUCYTHOCTI, 3 IHIIMMU Meqia W pi3HUMH akuisiMu). TenebayeHHS - 1Le 3aBXKIU
IIIMATOYOK BEJIUKOT KaMMaHii.

Notes:

yinvosa ayoumopis — target group

npooykmuupoxozosxcusanms — product of wide consumption
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snuorcka — discount
e@ipuutiuac — air time
axyis — special offer

Task 10. Write an advert about any product. Use pictures, slogans and text to make it
as interesting as possible. Include the following points:
e What is good about the product;
e why people should buy it;
e Why it is better than a different product;
e the price.
MODULE TEST
1 Complete job names and match them to the descriptions from 1-8.

© 5

I
|
o
|

1 1 work in an office.

2 | wear white and help people stay healthy.
3 I travel a lot in my job.

4 | entertain and/or inform people.

5 My work helps people look good.

6 | work with children.

7 1 get my hands dirty.

8 My job can be dangerous.

2 Fill in the gaps with the correct words from the list.
Advertisements  apply for CV candidate current  qualifications fill in
job centre  job interview  personal details employment work experience

How to find a job?
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Before looking for a job, make sure you have an up-to-date 1 . It should be easy

to read and include your 2 , your educational 3 and your previous 4

Visit your local 5 to see what’s available.

Check out newspapers, journals and websites for suitable job 6 :

When you find a job you want to 7 , write a letter or email explaining why you

are interested in the job and why you think you are a good 8 :

If you are in 9 , you could also mention why you want to leave your 10
job.

You should enclose a copy of your CV and you may need to 11 an application

form.

If all goes well, you’ll receive a reply inviting you to go for a 12

3 Circle the correct word in each sentence.

1 This is not a part-time / full-time job: it’s only three hours a day.

2 We can offer you a temporary / permanent contract over the Christmas period.
3 The job at the burger restaurant only pays a good salary / the minimum wage.
4 Would you like to work extra time / overtime this weekend?

5 In this job you’ll be responsible of / for looking after young children.

6 The fringe benefits / odd jobs include a company car and health insurance.

7 You should include your previous work experience / story in your CV.

8 She got good qualifications / references from her previous employer.

4 Fill in the gaps with the correct words. You are given the first letter of each word.
The rise and fall and rise of Cynthia Smith

When Cynthia left university, she found a welll p job in an investment bank.
She worked very 2 h and never complained when her boss asked her to 3
w overtime. In fact, she 4 d her job so well that soon she was 5
p to a more senior position. She got a pay 6 r andabig7hb

at the end of every year. Even though it was stressful and she had to work very long 8
h , Cynthia enjoyed her job and almost never took any 9 t off. She got
100 well with her colleagues and felt she was really 11 p of a team.
Unfortunately, the company 12 w bankrupt and Cynthia was made 13
r :

She started looking 14 f another job, but because of the economic 15
C there was high 16 u and it wasn’t easy to find work. Eventually, she
17 g a job in a factory. The career 18 p were non-existent and the 19
w conditions were terrible (only £4 20 p hour), but it was better than
being 21 o of work. One day all the workers went on 22 s for higher
wages. Their employer was furious: he 23 f everyone and closed the factory.
Cynthia was 24 u again. What could she do to earn a 25 | now? She
decided it would be better to run her own 26 b than to work for someone else,
so she became self-27 e . Now, she works from home giving financial advice on
the Internet. She doesn’t 28 ¢ as much as she did at the bank, but she’s happy
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because now she can take a day 29 o work whenever she wants to. And she
knows her employer will never 30 g her the sack.

Keys: 1 a mechanic b accountant ¢ lawyer d hairdresser e dentist f nurse g teacher h
pilot i security guard j sales rep k farmer | musician m firefighter n TV presenter o
beautician p babysitter 1 b,c2e,f3h,j4l,n5d,06g,p74a,k8i,m

2 1 CV 2 personal details 3 qualifications 4 work experience 5 job centre 6
advertisements 7 apply for 8 candidate 9 employment 10 current 11 fill in 12 job
interview

3 1 full-time 2 temporary 3 the minimum wage 4 overtime 5 for 6 fringe benefits 7
experience 8 references

4 1 paid 2 hard 3 work 4 did 5 promoted 6 rise 7 bonus 8 hours 9 time 10 on 11 part 12
went 13 redundant 14 for 15 crisis 16 unemployment 17 got 18 prospects 19 working 20
per 21 out 22 strike 23 fired 24 unemployed 25 living 26 business 27 employed 28 earn
29 off 30 give
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MODULE TEST

1. Match the words and their definitions.

1. wastage Aa mixture of different substances or other things

2. to provide (with) Bgive an affirmative answer to an offer; say yes

3. blend Cwith no part left out; whole

4. profit Dequip or supply someone with (something useful or
necessary)

5. employee Ea financial gain, especially the difference between the
amount earned and the amount spent in buying, operating, or
producing something

6. to accept Fmanage (a situation or problem)

7. to handle Gthe action or process of losing or destroying something by
using it carelessly or extravagantly

8. to execute Hall the people employed by a particular organization

9. entire Iput (a plan, order, or course of action) into effect

10. staff Ja person employed for wages or salary, especially at non-

executive level
2. Match the words in the right column with the words in the left column to make
word combinations.

1 universal a wastage

2 to direct b a newproduct

3 to get c groups

4 formallyorganized d efforts

5 attainment of e a task

6 to use f things done

7 to launch g phenomenon

8 conduct h limitedresources

9 perform [ group goals

10  minimum J surveys

3. Fill in the blanks with appropriate words:

standing monthly efficient clearly relationships
vision employees occur outline shoot

1. Management goal types are specific and defined measurable objectives.
2. Strategic goals are goals made to achieve and support the mission and of

the company.

3. Strategic goals include goals relating to innovation, market

productivity, management development and performance, employee conduct and
morale, and public and social responsibility.

4. Operational management goals are goals set to impact the running of an organization,
where management skills, technology and resources can be utilized in the most
ways possible.

5. Tactical goals the steps necessary for each department within the
organization to contribute to the larger strategic goals.
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6. Superordinate management goals help to motivate individuals across different
departments and are used to solve conflicts and establish within the
company.

7. While you have a number of aims to for as the manager, there are a few
that stand out if you want to achieve a successful and smooth-running business.

8. It is important to set goals both for your to achieve and for you to
accomplish as the owner to ensure a happy workplace.

9. Another ongoing goal you should have as a manager is increasing your profits in each

period, whether you track this information on a weekly, , quarterly or yearly
basis.
10. Cost cutting can on many levels, but one key way to achieve your

cost-cutting goals is to manage your projects more efficiently.

4. Are these sentences true or false? Correct the false sentences:
1. Only several types of organizations are involved in management.

2. Management is an art of creating an environment in which people can work
individually and in cooperation aiming to achieve group goals.

3. Management is an intentional activity with a clear purpose.
4. The goals of management are the same in every organization.
5. Management is responsible for creating effective working environment.

6. Creating an internal environment includes ensuring availability of raw materials,
determination of wages and salaries, formulation of rules & regulations.

7. Good management includes nothing but being efficient.

8. Being effective means doing the right task, while being efficient means doing the task
right.

5. Choose the correct alternative:
1. All organizations - business, political, cultural or social are involved/considered in
management.

2. Management is an art of getting things done thorough/through and with the people
in formally organized groups.

3. It is an art of creating an environment/society in which people can perform as
individuals and can co-operate towards attainment of group goals.

4. Management is a purposive/ unreasonable activity.

5. Management is the result/process of working with and through others to effectively
achieve the goals of the organization.

6. An enterprise is launching new products by doing/conducting market surveys.
7. Management involves creating an internal/external environment.
8. It is the management whom/which puts into use various factors of production.

9. Management must create conditions important/conducive to maximum efforts of
people.
10. Being efficient/effective means doing the appropriate task.
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6. Match the words in the right column with the words in the left column to make
word combinations.

9 fruitful
10 to work through

business
vision

1 mission and a of the list
2 market b standing
3 bottom c benefits
4 employee conduct d line profit
5 within the assigned e time frame
6 mutual f relationship
7 smooth-running g an issue
8 at the top h and morale
I
j

7. Translate the sentences using the for-to-infinitive constructions.

1. MeHi1 nerko OyTH BIJIbHUM.

2. MeHi 3apa3 BaXKo 0OrOBOPIOBATH I[10 TPOOIEMY, TOMY IO MEHI MOTPIOHO MaTu
CBIKUI MOTJIS HA peajibHI MOXKJIMBOCTI MTEPECETICHHS.

3. Momy nocratabo Habpatu 10 THCSY roJociB.

4. Tomy MeH1 BayKKO BU3HAUMTH, 1110 TaKe KUIBChKa JITEpaTypa.

5. Hemae cency uekatu, abu kpainu Tpetboro CBiTy 3p03yMiIH, 110 Y 3aXUCT1 JOBKULISA
iM JToBeZIeThCSl 0OMEKYBATUCS MICIICBUMU JIISIMU.

6. € manc, 1o pileHHs Oyae CXBaJeHO.

7. OnHaK € 11e 1maHe, M0 KOPIopallis BIKHUBE.

8. Jlyist Toro, 11100 BOHY BUMHIIIM TaK, TOTPIOHUI TIPEICACHT.

9. He MeHi mpo 11€ CyauTH.
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MODULE Il

GRAMMAR

EXERCISES

THE NOUN
Fill in the correct plural forms of the given words into the gaps.
singular - plural
. thief -
. fish -
. cat -
. carpet -
. turkey -
. computer -
. farmer -
. half -
. watermelon -
10. flower -
11. scarf -
12. box -
13. mountain -
14. Kiss -
15. smile -
Fill the gaps with the correct form of the nouns (singular or plural).
. They ate some (tomato) :
. 'You can put (sugar) in your tea.
. We have to buy new (furniture)
. I need to wash my (hair)
. We had lots of (fun)
. The Milfords have a lot of (money) :
. How many (people) were at the cinema with you?
. Could you give some (information) on your project?
. In this hotel, (family) are very welcome.
10. Those (man) seem to be very tired.
Write the plural of the nouns.
A clock, a boy, a leaf, a child, a dress, a tomato, a deer, a bush, a voice, a scarf, a man, a
monkey, a box, a nut, a witch, a mouse, a family, a ship, a cucumber, a brother, a toy, a
sheep, a monster, a city, a goose.
Write the nouns into two columns.
Happiness, hat, sugar, foot, palace, window, noise, money, fireplace, cake, banana,
friendship, chocolate, horse, rice, room, lemonade, butter, furniture, plate, air.

Countable Nouns Uncountable Nouns
Circle the correct item.

O©CoOoO~NO OIS, WN B

O©OooO~NO OIS WN -
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1) My hair ... clean.

a) is b) are

2) Bad news ... people happy.

a) don’t make b) doesn’t make

3) ... trousers fit me well.

a) this b) these

4) Knowledge ... power.

a) is b) are

5) Can | use your scissors? Mine ... not sharp enough.
a) is b) are

6) His advice ... very helpful.

a) was b) were

7) The pyjamas ... smart.

a) look b) looks

8) Where ... my glasses?

a) is b) are

9) The money ... in the wallet.

a) is b) are

10) His progress in learning foreign languages ... great.
a) was b) were

Complete the sentences with the words a bar, a bottle, a carton, a packet, a cup, a

jar, a loaf, a slice, a piece, a kilo.

1) We need to buy ... of tea and ... of jam for supper. 2) I’d like to have ... of ham with
my sandwich. 3) I’m thirsty. I’ll buy ... of mineral water. 4) I’ve bought ... of fresh milk
and ... of oranges. 5) He had ... of tea and ... of cake. 6) A woman gave ... of chocolate

to a little boy. 7) Don’t forget to buy ... of bread.
THE ARTICLE

Decide whether to use the definite article the or not

1. Last year we visited __ Ukraine.

2. mount Everest is the highest mountain on __ planet.
3. __river Dniper is __ biggest river in the region.

4. most children dislike it.

5. summer of 2010 was hot and dry.

6. _ smog is a problem in __ most big cities.

7. Our children go to __ school by bus.

8. apples are good for people.

9. In our country __ milk is more expensive than __ beer.

10. We had a very nice meal in that restaurant. __ food was really good.

11. They got married two years ago but _ marriage wasn't successful.
12. 1 know someone who wrote a book about __life of V. Lenin.

13. _ cycling is my favourite sport but I also like _ swimming.

14. Do you know ___ family who lives next house?

15. Are you interested in __ photography or __ drawing?
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Write the correct forms of the indefinite articles a or an

. There is __ red book on the table.

. She's reading __ old comic story.

. We've got __idea.

. She is drinking __ cup of coffee.

. Themanis _ pilot.

. Odessa has __ airport.

. Thisis __expensive car.

. Look! There's __ bird running.

.My friend is __ _honest person.

0. Jr. Moraes is _ ___good football player.

. Tatyana is __ hardworking student.
.Ishe __ smart person?

.Alianis __ animal.

.Isthat __ good book?

.GM is __ American brand.

. Isthere __ eraser?

. Segodnya is ___ popular newspaper.
. Alexander is __ fisherman.
.It's__honor for me to meet you.
10. Kirsten Dunst IS actress.

Use articles if necessary.

@GD\ICDW-&(DI\JI-‘WI-‘@OO\ICDU‘I-&(DI\)H}

1. What’s ... weather like today? - ... weather is fine. 2. ... teacher asked me many
questions at ... lesson. ... questions were difficult. 3. My brother is doing his
homework. ... homework was easy. 4. It is very dark in ... room. Turn on ... light,

please. 5. This is ...dress you wanted to buy. 6. She is ... teacher you intended to talk
to. 7. This is ... poem you have to learn for the next lesson. 8. ... diamond is ... most
precious stone. 9. ... dolphin is considered to be ... cleverest animal on ... Earth. 10. ...
light bulb was invented by Thomas Edison. 11. Bill Robins was ... very rich man. He
was ... richest man in ... village. 12. Pete is ... tallest boy in ... class. Nick is ...
shortest boy, but he is very strong. I think Nick is ... strongest boy in ... class. 13.
Which was ... most difficult exercise in ... test paper? 14. February is ... shortest
month of the year. 15. ... weather is fine today. ... sky is blue, ... sun is shining brightly
n ... blue sky. 16. ... Earth is ... planet. 17. ... President of the United States is elected
every four years. 18. ... moon goes round ... earth every 27 days. 19. ... capital of Peru

is Lima. 20. ... earth goes round ... sun. 21. ... giraffe is ... tallest of all animals. 22. ...
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whale i1s a mammal but it lives in ... sea. 23. ... ostrich is ... largest living bird. 24. ...
piano is my favourite instrument. 25. John was ... only person I talked to at the party.
26. Write your name at ... top of ... page. 27. ... beginning of ... film was not very
good. 28. My house is at ... end of ... street. 29. ... table is in ... middle of ... room. 30.
Do you drive on ... left or on ... right in your country? 31. These books are not
different. They are ... same. 32. I never listen to ... radio. 33. We don’t go to ... theatre
very much these days. In fact, in ... town where we live there isn’t ... theatre. 34.
Would you rather live in ... town or in ... country. 35. Don’t sit on ... ground! 36....
man over there is collecting money for ... blind. 37. Why doesn’t ... government do
more to help ... unemployed? 38. Robin Hood robbed ... rich and gave the money to ...
poor. 39. ... next day, when they were in ... field, he shouted at ... top of his voice. 40.
... French are famous for their food. 41. France is to ... north of Italy. 42. I am ... oldest
and my sister is ... youngest; she plays ... violin really well and wants to be ...
professional musician. 43. My mother likes to play ... piano. She often plays ... piano
in ... evening. 44. I like to read books in ... original. 45. ... more poems you learn, ...
better memory you have.

Use articles if necessary.

There is more water than land on our planet . (1)... largest and deepest ocean in (2)...
world is (3)... Pacific, then comes(4) ... Atlantic.(5) ... Indian ocean is only (6)... little
smaller. (7)... smallest ocean is (8)... Arctic.

(9)... longest river in (10)... world is (11)... Mississippi, (12)... largest sea is (13)...
Mediterranean, (14) ... deepest lake is (15)... Lake Baikal.

Large masses of land are called (16)... continents. They are (17)... Europe and (18)
...Asia, (19)... North and (20)... South America, (21)... Australia and (22)... Antarctica.

There are mountain chains in many parts of (23)... world. Some of them such as
(24)... Urals are old, others like (25)... Caucasus are much younger. (26)... highest
mountain chain, which is called(27) ... Himalayas, is situated in (28)... Asia.

THE ADJECTIVE

Write the Comparative forms of the adjectives:
0. tall - taller

1. fast
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. heavy
. dangerous
. small

. large
. light
. rare

. common
. bad
10. good
Correct the sentences

1. Cats are popularer than snakes as pets.

OO NO OIS, WN

2. Pigs are more intelligent as other animals.

3. Turtles are slow than crocodiles.

4. Elephants are heavyer than pigs.

5. Bears are more rare than snakes.

Complete the sentences

(good) pets than dogs.

(dangerous) sports.

(heavy) twenty-five elephants.
(thin) last month. Have you lost weight?

A.

1. lam (tall) my sister.

2. My mum thinks that cats are

3. Cycling is one of

4. | want to have (big) car.

5. A blue whale is

6. You look

7. Bicycles are (slow) cars.

8. She is (nice) person | know.

9. What is (good) film you've seen?

10. Computers are
11. Is your brother
12. | think Spanish is
13. Our dog is
14. Glass bottles are

15. I think Rafael Nadal is
16. Sharks are

17. This situation is

(cheap) mobile phones.

(tall) you?

(easy) Japanese.

(nice) your dog.

(good) plastic bottles.

(good) tennis player in Spain.
(dangerous) other fish.

(serious) the last one.

18. He is (smart) his brother.

19. My brother wanted (expensive) trainers in the shop.
20. Today is (good) day of the year.

21. Daniela is (funny) me.

22. My house is (larger).

23. Mount Everest is

(high) mountain in the world.
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24. The sea is (large) a lake.

25. My job is (easy) yours.

26. London is (big) city in England.
27. This car is (comfortable) yours.
28. He is (rich) man in town.

29. | am (strong) you.

30. A baby blue whale gets (big) a great white shark.
B.

1. A Mercedes is (expensive) a Fiat.

2. Maradona is (good) football player ever.
3. A swordfish is (fast) a jellyfish.

4. Julio is (friendly) Carlos.

5. Irene is (clever) Sveta .

6. Comedies are (funny) police dramas.

7. Pablo is (big) Juanma.

8. Max is (old) John.

9. Adriano is (fast) Ronaldo.

10. My hair is (long) yours.

11. A dolphin is (intelligent) a shark.

12. Elaine is (wise) her sister.

13. Tony is (happy) Max.

14. Sandra is (busy) Sam.

15. Skiing is (dangerous) football.

16. This is (narrow) of all roads in Malaga.
17. Health is (important) money.

18. Those cakes are (bad) I've ever tasted.
19. My dog is (good) dog in the world.
20. Patricia's house is (small) Linda's .

21. Acaris (fast) a bike.

22. My laptop is (fast) yours.

23. The ant is (small) insect.

24. This lamp is (bright) one in the room.
25. My house is (clean) her house.

26. Jack is (tall) boy in his class.

27. Steven Spielberg is (good) film director in the world.
28. This dress is (old) that one.

29. A sealion is (heavy) a lobster.

30. A sports car is (fast) a motorbike.
Write comparative and superlative adjectives

1. clean

2. easy

3. good

4. dirty

5. fat

6. beautiful
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7. sad
8. flat
9. active
10. comfortable
11. hot
12. happy
13. wet
14. narrow
15. big
16. busy
17. noisy
18. friendly
19. thin
20. little
21. bad
22. few
23. much
24. many
25. rich
Comparative or superlative
1. Jeremy is 10 years old. Julie is 8 years old. Jeremy is (old) Julie
2. The Alps are very high. They are (high) mountains in
Europe.
3. An ocean is (large) a sea.
4. A Rolls Royce costs a lot of money. A Twingo costs less money. A Rolls Royce is
(expensive) a Twingo.
5. William's results were bad. Fred's results were very poor. Fred's results were (bad)
William's.
6. This exercise is not difficult. It’s (easy) I expected.
7. The weather is not good today - it's raining. | hope the weather will be (good)
next week.
8. People are not friendly in big cities. They are usually (friendly)
in small towns.
9. In the government of a country, the President is (important)
person.
10. People say that Chinese is (difficult) to learn than English.

THE NUMERAL
Write the numbers.
1. The number of Dwarves Snow White lived with —

2. The Celsius freezing point —

3. Days in April —
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The number of letters in the English alphabet —

An unlucky number —

o g &

Teeth in the normal human mouth —

7. The number of years in a millennium —

8. The number of months in a year —

9. Days in December —

10.Degrees in a right angle —

11.Books in a trilogy —

12.Minutes in an hour —

13.Legs has an octopus —

14.The number of cents in a half-dollar —

15.Players in a soccer team —

16.Number of hours in a day —

17.Celsius boiling point —

Example: (2) (a man) — two men,
(3) (a woman),
(12) (a child),
(15) (an ox),
(18) (a sheep),
(32) (a tooth),
(57) (a bison),
(95) (a forget-me-not).
Choose the correct form.
1. My daughter is still a teenager. She is only fifteen/fifty.

He knew it was a painting worth $10 million/millions.
Three hundred/Three hundreds people gathered at the stadium.
In the section 2/section 2 we also suggest other topics that need to be researched.

The first battle of the American Revolution was fought in year/the year 1775.

o o~ W N

Hundred/A hundred years ago the principal means of communication was by post
and telegraph.
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7. How many children are there in the school? About three hundred/three hundreds.

8. The report has got over five hundred/five hundreds pages.

9.

It happened in the year two thousand and two/two thousand and second.

10.All International flights are from Terminal One /the Terminal One.

Fill in the blanks
1. The division of the circle into (360) parts occurred in ancient

India, as evidenced in the Rigveda

(22 200) donors from Manchester have been honoured at an
awards ceremony for donating.

The newly elected board of directors consists of (42) new members.

Chelsea won (2:0) against Marseille at Stamford Bridge.

Russia is the largest country in the world by surface area, covering more than
(1/8) of the Earth's inhabited land area, with over
(144 000 000) people at the end of March 2016.

Hundred or hundreds? Choose the correct item.

1.

o &~ W DN

8.
9.

There were hundreds of people/hundred of people at the pool today.
That dress costs hundreds of pounds/hundreds of pound.

We’ve driven a hundred miles/a hundred mile in the last two hours.

| agree with you one hundred percent/one hudreds percent.
Hundreds/hundred of people watched the football match at the i stadium.

Eight hundred/eight hundreds is not enough. Her paintings cost
thousands/thousand.

Benjamin received cards from scores/score of local people.
People are leaving the Nationalist Party by the score/by a score.

Nearly a thousand/thousands football fans were arrested.

10.There are literally thousands/thousand of people without homes.

Fill in the blanks with hundred, thousand, million, billion

1.

Over the past two years, over (million) immigrants found work,
many illegally.
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2. (thousand) of bees have been stolen from a British university.

3. Two (hundred) years after the Constitution was signed, free-
enterprise economics had produced doubtful results.

4. State prosecutors investigate more than (thousand) cases of stolen
babies in Spain.

5. According to the estimate, the world population has exceeded the number of
seven (billion) people

6. Officials issued public warnings after (hundred) of sharks were
spotted in the waters.

7. Roman Abramovich threw a party costing five (million) pounds.

8. (million) of people in West Africa must be protected from a serious
food crisis.

9. It has been found that walking ten (thousand) steps a day will help

you drop undesired pounds.

THE PRONOUN
3aMiHIThH €JIOBA B TY:KKAaX AHIJIIHCbKUMM BiANMOBIIHUKAMM:
1. (1) am ready. 2. (Tu) should do it today. 3. (Bin) lives there. 4. (Bowna) is tired. 5.
(Bomna, gamka) is on the dinner table. 6. (Mu) are not friends. 7. (Bu) know the truth. 8.
(Bonwu) can help you.
3aMiHITHCJI0BABAYKKAXAHTJIIHCbKUMUBIINOBITHUKAMMU .
1. Let (meni) see the book. 2. | saw (te6e) yesterday. 3. I'll ask (iioro) to do it. 4. Tell
(i) to come. 5. Put (ioro, moptdens) on the floor. 6. Explain it to (mam). 7. I'll meet
(Bac) at the airport. 8. Can you help (im)?
3aMiHITHLBHAIJIEHICJIOBABIAMOBIiITHUMHU3aHMEeHHUKAMH .
1. I have a book. 2. My father loves my mom. 3. Our grandparents kissed my father. 4.
My sisters and | bought a lot of new clothes. 5. I'll meet my brother at the airport. 6.
You and your boyfriend will buy a house soon. 7. My group-mates don't like this
professor. 8. | have a lot of nice and expensive clothes. 9. Where do you take the book?
IlepexkaagiTs c10BOCIOY4YeHHS (Te, IO B AY/KKAX, NEPEKJIAAATH He 000B'A3KOBO -
BOHO /ISl IOSICHEHHS CUTYaMii):
1. gyutatu 1i (kHUTY) 2. 0OHATH TeOe 3. moAsKyBaTH BaM 4. CIIUTalTe B HAc 5. B3STH
Horo (OJ0KHOT) 6. BKpacTH iX 7. MpOYHMTANTe HaM KHWUTY 8. Hamucath ToO1 ymcrta 9.
BIycTuTH ii (pyuky) 10. 3a0yTu iioro (Bipmi) 11. 3ragatu ix (cioBa micHi) 12. mobauuTn
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tebe 13. matu Bam 14. omsartu ioro (ceerpa) 15. Hocutu #oro (oxsr) 16. cmiBatu ii

(micuro) 17. BOuTH TeOe 18. mro6uTH Bac 19. cmisTrcsa Ha HAMU/3 HAC

much, many, little, few, some, any

Choose much, many, little, few, some, any to complete each sentence.

Page 1 of 2
1We haven't got petrol. We need to stop and get some.

a.much
b.many
c.little

2We had rain last autumn.

a.a lot of
b.much
c.many

3There was food in the fridge. It was nearly empty.

a.little
b.a little
c.few

4You travel a lot. Have you been to countries?

a.much
b.many
c.few

51t costs money to give your children a good education.

a.much
b.many
c.a lot of

Fill in the gaps with a lot of, much, many, how much, how many.

1There were people in the streets.
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2Are there new students this year?

cheese left in the fridge.

3There isn't
|

4 backpackers travel to the east coast every summer.

5We went to that hotel because we didn't have options.

6 milk do you want in your coffee?

7Not people know his secret.
8Was there turbulence during the flight?
9There are things that | haven't told you yet.

10 visitors does this museum have every day?

PRESENT SIMPLE TENSE

BubepitbnpaBmibHy(popMyaiec/I0Ba3M0IaHUXHUKYETAIIICTABTEHOTOyPeUYeHHS :

do(es) - cause(s) — close(s) - open(s) — wake(s) up - speak(s) — take(s) — live(s) —
play(s) — drink(s)

Mike | football very well.

| never | coffee.

The gym | at 8:00 in the morning.

it at10:00 P.M.

Bad driving can [ many accidents.

My grandparents | in a small flat.

The Olympic Games | place every four years.

They are good pupils. They always | their homework.

© 0 N o 0k~ w D E

Her students | a little French.
10.1 always early in the morning.

ITocTaBTe Aiec/ioBa B Iy:KKaX B IPaBUJILHY dopmy:

1. Mila (not/drink) | tea very often.
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2. What time (the banks/close) in USA?
3. Where (Amanda/come) from?

4. It (take) | me an hour and a half to get to work.

5. Jim (not/wake) | up early on Saturdays.

IigcraBTe AiecsioBa y peyeHns. B nesikux Bunajakax, Bam norpioHo oynae 3pooutu
3anepe4ny Gopmy y pedeHHi:

eat - rise - write — turn — tell

The earth around the Moon.

1.
2. The sun | in the west.
3. Vegetarians | fruits.
4. A liar is someone who | the truth.
5 A novelist‘ novels.
Put the verbs in the Present Simple form.
One fly (to fly) , two flies (to fly).
One qirl (to cry), four girls (to cry).
When a wolf (to see) the moon, it (to begin) to howl
(BUTH).
Wolves and sheep (to be) never friends.
Our hens (to lay [Binmkmamatu]) a lot of eggs.
Boys (to fight) and (to shout).
That boy (to try) to catch some balls.
These girls (to try) to run away from an angry turkey.
If one goose (to have) one tooth, how many teeth

(to have) thirteen geese?

BceraBte giecsioBa 3 ny:;kok y ¢opmi Present Simple. Yan is at a summer camp in
Poland. Write what he usually does in the camp. Put the verbs in bracket in the
correct form.

He (get) up at 7. He (have) his English lesson every day. He
(speak) English to his friends. He (play) board games in the

afternoon. He Sometimes (swim) in the lake. He often (go) hiking.

He sometimes (sit) by the camp fire in the evenings. He never (go)

on a trip without his friends.

Jlxepeno:  http://poradu24.com/english/present-simple-vpravi-na-vidpracyuvannya-z-

vidpovidyami-the-present-simple-tense-exercises-with-answers.html
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PASTSIMPLETENSE

Brnumnits npaBwibHy popMy Ji€CI0BA Y POMYCKM:

© 0o N o s~ L Dd -

Last month I (go) to Scotland on holiday.
It (be) awesome movie!

| (visit) | lots of museums. | (be) | with friend of mine .

In the evening we (meet) him.

In the morning | (get) | up early.
The weather (be) | fine yesterday.
It (be not) | cheap.

We (see) some beautiful rainbows.
Where (spend / she) her last holiday?

Hanmumite Mmunyiy ¢gopmy aiecioBa:

=

©| o N gl &~ WD

|
o

InginiTus Past Simple

take
drive
say
put
write
sing
be
sit

stand

IR

speak

O0epiTh “was” um “were”:

1.
2.

The teacher was/were nice.
The pupils was/were very clever.

3. But one pupil was/were in trouble.
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4. Teacher was/were sorry for him.
5. He was/were nice though.

FUTURE SIMPLE TENSE

Change the sentences according to the pattern using the Future Indefinite Tense
He went to Paris last year. — He will go to Paris next year.

1. He went to New York last week.

2. She went to Berlin last month.

3. I went to London last year.

4. We went to Rome last month.

5. They went to Geneva last year.

6. You went to Stockholm last week.

7. He went to Madrid yesterday.

Answer the questions in the negative.

Will he call on us tomorrow? — No, he won’t. He won'’t call on us tomorrow.
1. Will it snow in the morning?

2. Will he become a good engineer?

3. Will she translate this article tomorrow?

4. Will the manager answer my question on Saturday?

5. Will granny receive the letter tomorrow?

6. Shall we review these rules in some days?

7. Will this medicine do her good

Put the verbs in brackets into the Future Indefinite Tense
. I (do) my homework in the evening.

. They (tell) us about their work.

. John (see) his friend at the cinema.

. | (be) in the dining-room at eight o’clock.

5. He (cook) the breakfast for you?

6. We (see) you on Sunday.
7
8

A WD

. She (get) up early tomorrow morning.

. She (finish) her work next month?

. I (know) the result in a week.

10. You (have) time to help me tomorrow?

11. I (remember) this day all my life.

12. Jack (be) twenty years old next week.

13. She (stay) at home tomorrow.

14. Where the children (go) on the summer holiday? — They (go) to the seaside. 1
5. I hope he (remember) to buy bread.

16. Perhaps he (arrive) in time for lunch.

(e}

Add question tags
1. You’ll learn this poem. — You’ll learn this poem, won 't you?
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2. You won't translate this article. — You won't translate this article, will you?
1. You’ll wait for me in the waiting room.
2. Your friend won’t miss the train.
3. Jack will get tickets to the Opera house.
4. He’ll phone you tomorrow.
5. I’11 carry your case for you.
6. She won’t pass the exam.
7. My sister won’t fall ill.

8. Her father will arrive by the 5 o’clock train.
9. This doctor will treat you.

10. It will improve the state of affairs.

Answer the questions using the phrases in brackets

What will you do when you have spare time? (To go to the cinema). — When | have
spare time, | shall / will go to the cinema.

1. What will you do if you get a new flat? (To buy a set of furniture).

2. What will she do when she graduates from the Institute? (To work at a school).

3. Where will they live when they get married? (In Kyiv).

4. What will you do after you pass the exams? (To go to the cinema).

5. What will you do if your TV set is out of order? (To buy a new one).

6. What will she do if she doesn’t find them at home? (To ring them up later on).

Join the following sentences according to the pattern

He will live in the center of the city. He will get a new flat. (When). — He will live in the
center of the city when he gets a new flat.

1. He will come. He will return from the country. (When).

2. They will tell you everything. They will come to see you. (When).

3. These students will work in various fields of our economy. They will graduate from
the Institute. (After).

4. | shall show you the photo of my family. | shall leave. (Before).

5. She will not come. They will invite her. (Until).

6. She will look quite beautiful. She will cut her hair short. (After).

Present Continuous Tense
Change the sentences using the Present Continuous Tense
Tom plays tennis every Saturday. (Now). — Tom is playing tennis now.
1. She often sits here. (Now).
2. My father works here every morning. (Still).
3. My mother cooks dinner every day. (Now).
4. It often rains here in autumn. (Now).
5. The teacher answers his students’ questions at each lesson. (At this moment).
6. He always waits for his friend. (At present).
7. She thinks about her friend a lot. (At the moment).

Change the sentences to questions
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He is getting ready for school. — Is he getting ready for school?
1. You are staying at that hotel.

2. She is looking at the picture.

3. My father is reading a newspaper.

4. They are reviewing their homework.

5. The boys are playing football.

6. The teacher is explaining the Passive Voice.

7. We are listening to your words.

Answer the questions according to the pattern

Is your sister playing computer games? — Yes, she is. Yes, she is playing computer

games.
1. Are your brothers playing chess?
2. Is it raining?

3. Is George speaking to the dean?
4. Are they having a rest?

5. Is Mary packing her things?

6. Is the doctor examining a patient?
7. Are people walking in the street?

Give negative answers to the questions

Are you staying at the Hilton Hotel? — No, I am not. | am not staying at the Hilton

Hotel.

1. Is the sun shining?

2. Are you laughing?

3. Is she learning French at night school?
4. Are you working hard these days?

5. Is your friend helping you?

6. Is your father teaching you?

7. Are you listening to what | am saying?

Translate into English to complete the sentences. Use the Present Continuous

Tense

He never speaks, xoausinnpayioe. — He never speaks while he is working.

. My younger brother always moves his lips, xonuunrae.

. We always consult a dictionary, konumnepekiiagaeMo3aHTTIHCHKOI.
. My sister always smiles, konuraniitoe.

. He is always silent, komuBinoGinae.

. The students always listen, konusimosicHIOIOHOBHHMATEPIaT.

. Never interrupt other people, KOJTHBOHUPO3MOBIISIOTS.

. My mother never disturbs me. konusmparroro.

. My younger sister listens attentively, konusianraroii.

cO~NO OIS WN -

Fill in the blanks with the articles where necessary
1. Miss Green is going to have ... lunch with ... friends at ... canteen.
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2. What are you reading? — I’m reading ... very interesting book.

3. Do you usually have ... dinner at ... home or at ... canteen?

4. If ... weather 70 is fine, they go to ... park and spend ... day in ... open air.
5. What is ... highest mountain in ... world?

6. As arule I cook ... breakfast every ... morning except ... Sunday.

7. He gives ... lectures twice ... week: on Monday and Friday.

8. There are ... lot of ... advantages of living outside ... City.

9. There 1s not so much ... noise and hurry.

10. He has ... nice garden in ... front of... his house.

Past Continuous Tenses
Change the sentences to the Past Indefinite and the Past Continuous Tenses using
corresponding time phrases
I go to the cinema. — | went to the cinema yesterday. — | was going to the cinema when
I met you.
1. It often snows in winter.
2. George sometimes cooks himself.
3. It gets dark early now.
4. On Sundays we often go to the forest.
5. I play the piano.
6. Tom often skates not far from his house.
7. The children drink milk in the evening.
8. We usually swim in the river and bathe in the sun in summer.
9. We usually have dinner in the evening

Translate into English using either the Past Indefinite or the Past Continuous
Tense
. O uBepTh HA CbOMY BOHM BMBYAJIM AHTJIIHCHKY MOBY.
. Y4opa 3 4eTBepTO]1 A0 I’ ATOI TOAVHHU PAHKY MIIOB JOIIL.
. BiH unTaB KHUTY, KOJH Sl MPUNIIOB.
. 5 94UTaB 110 KHUTY MHHYJIOTO POKY.
. 51 n13BOHUIA oMY yUuopa, ajie ioro He OyJ0 BAOMa.
. BiH 1uBUBCS TeNeBI30p, KOJIU 3a13BOHUB TENE(POH.
. Ko Mepi rpana 3 aitemu, ii 6pat mojamMBaB KBITH.
. Konm we Oyio goiry, Mu Xoauimu A0 Jicy.
. Ko Hacrana 3uma, nekijabKa THXKHIB 111I0B CHIT.
10. JIroqu mictaBanucs 10 MICI pOOOTH 3 BETMKUMU TPYTHOIIIAMH.
11. JliTk kaTanucs Ha KOB3aHAX HEJAJIEKO B1J HAIIIOTO JIOMY.
12. MeHi ny»xe cnogo0anocs JiTo.
13. Mu yacTo XOAUIU KyNIaTUCA 1 3arOpsITH Ha PIUKY.
14. o Bu Buopa poOwin? Mwu BCTanu O ACB’SATIM TOAWHI, OCKUIBKH OyJia HEILIs,
NMOCHIAANH 1 My rynatu. [licns 06iny Mu ciiyxalid My3UKy, a yBedepi Millid B KiHO.
15. Munynoro THXHs s Ipua0aB JIBl aHIIIHCHKI KHUTH. OJIHY 3 HUX S JaB MMOYUTATH
CBOIM CecTpi, APYTY g YATAB CaM TPH JIHI.
Future Continuous Tense

O 00 1 O\ DN B W —
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Write sentences using the Future Continuous Tense
... to leave next week — I"’ll be leaving next week.

.. to watch TV when you come.

.. to play the piano at this time tomorrow.

.. to translate the story in the afternoon.

.. to take an exam in English in the morning.

.. to have a dancing class at 2 p.m. tomorrow.

.. to work in the garden

I i

Change to a) negative sentences, b) questions He’ll be dancing at 7 p.m. tomorrow.
a) He won’t be dancing at 7 o’clock. b) Will he be dancing at 7 p.m. tomorrow?

1. I’ll be working at my French at 12 o’clock tomorrow.

. She’ll be making a report at this time tomorrow.

. We’ll be watching TV tonight.

. You’ll be waiting for me at 3 p.m. tomorrow.

. My sister will be explaining this rule to me when you come.

. She’ll be playing the piano at 9 p.m. tomorrow.

. He’ll be working in the lab at the usual time tomorrow.

. She’ll be leaving for Kyiv at this time in two days.

0 3 ON 01k~ Wi

Use the Future Continuous or Future Indefinite Tense of the verbs in brackets
1. This time next month | (sit) on a beach.

2. I’ll come at three o’clock. — Good, | (wait) for you.

3. The garden (look) its best next month.

4. Don’t ring her up at 9 o’clock, she (put) the children to bed. Ring her later.
5. When | get home my dog (sit) at the door waiting for me.

6. When we reach England it (rain) probably.

7. When you next see me | (wear) my new dress.

8. If you come after eleven o’clock, I (sleep).

9. When | come back they (have) supper.

10. If I receive a letter from him, I (let) you know.

Change the sentences according to the time phrases in brackets

Ann often takes photographs. (At this time tomorrow). — Ann will be taking
photographs at this time tomorrow.

1. I’'ll read this book tomorrow. (When you ring me up).

2. He played the guitar yesterday. (From 9 to 11 tomorrow).

3. He is learning English. (At this time tomorrow).

4. She’ll have a French lesson tomorrow. (At 4 o’clock tomorrow).

5. Helen will work at the library tomorrow. (All day tomorrow).

6. The children will ski tomorrow. (At 4 o’clock).

7. The boy will play tennis tomorrow. (When you return).

Translate into English to complete the sentences. Use the Future Continuous Tense
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Bonubyoymeeeuepsmu, when you come back. — They’ll be having supper when you
come back.

1. Bu O6ynere po3mosnsta o tenedony, whenyourmothercomes.

2. BinOyneciyxarupagmio at this time tomorrow.

3. Bin Oyne npamroBatu Tyt alldaylong.

4. Mu 6ynemo oOroBoproBaTH 11e mUTaHHs at 3 p.m. tomorrow.

5. lituOynyThcHimaTtu, when you come back.

Translate into English using the Present, Past or Future Continuous Tense

1. o Tu po6uB o npyriit ronuni? — CiayxaB My3HUKY.

. 51 mocmimas Ha poOOTY, KOJIM 3yCTPIB CBOT'O JIABHHOTO JIPYTa.

. 1 6yny rpaTu Ha MmiaHiHO BECh BEYIp.

. Uu BoHa OyJe 3aiiMaTHCs aHTJIIMCHKOIO 3 JEB’ATOI 10 OMHAALITOI? — Tak.

. Mu nipuiinemo o i’ st ronudi. — JloOpe, s Oyay yekaTu Ha Bac.

. S ragato, Mu 3yCTpiHEMOCS 31 CBOIMU Apy3aMH 74 yepe3 NeKUIbKa JHIB.

. Mu noopo>xyBaiu, KOJu OTpUMaJIH JIUCTA BiJl OATHKIB.

. Bu mepexksaganu cTarTiO 4M TOTYBaJMCs A0 KOHTPOJBHOI O Apyrid roaunHi? — A
TOTYBAaBCS 10 KOHTPOJIBHOI.

9. 4 numy nucTa CBOEMyY Ipyry 3apas.

10. fIxor0 MOBOKO BOHM PO3MOBJISIIOTH 3apa3 3 BAaIIMM JAPyroM? — BOHHM PO3MOBIIAIOTH
aHTIIHCHKOIO, aJIe MiM IPYT TaKOX 3HAE HIMEIBKY.

11. Ioi3x Bimiiine 3a 0’ ATh XBUJIUH.

12. 3aBTpa y 1eit yac Mu Oy/1IeMO POBOHKATH MOTO HA BOK3aJl.

13. Mu He BUXOAWIM TOMY, 110 MIIIOB JOII.

14. 1o T11 poOuB o 11iif TOpi ydopa?

15. Bin 06mik pyKy, KOJU TOTyBaB 001/1.

0 JN Ln KW

The Present Perfect Tense
Use the right verb form
. I’ve (speak) English all my life.
. He’s (know) me for over ten years.
. She has (work) hard for ten years.
. How long have you (be) here?
. Has she (have) breakfast already?
. They’ve (go) to bed late every night for two weeks.
. You haven’t (speak) German all your life, have you?
. ’ve (get) dressed quickly this morning.
. He has (do) his work.

OO0 N0~ W~

Change the sentences to the Present Perfect Tense

| wrote the letter yesterday. — | have written the letter this morning.
1. He saw this film yesterday.

2. She wrote a new book last year.

3.He gave me the answer to my question at the last lesson.

4. Mr. Smith spoke to me about you on Monday.
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5. I heard about the play yesterday.

6. Bill studied very hard last year.

7. They went to the theatre together yesterday evening.
8. We read a play by Shakespeare last summer.

9. You left your book at home yesterday morning.

10. John gave us the tickets two days ago

Change the following sentences to questions

Jane has (never) seen this film. — Has Jane (ever) seen this film?
1. Mother has told me to answer the letter.

2. He has enjoyed the performance.

3. This painter has lived in Paris for a long time.

4. Granny has prepared the dinner.

5. He has written a letter to his parents.

6. They have seen this play.

7. 1 have never smoked.

8. It hasn’t rained for ages.

9. I have seen George recently.

10. He has phoned Mary this evening.

Answer the questions according to the pattern. Translate the answers

Has he bought a car? — Yes, he has. He has just bought a car. Tax.
Binwounoxynuemawuny. — NoO, he hasn’t. He has not bought a car yet.
Binwenexynuemawiuny.

1. Have you written the exercise?

2. Has she finished her work?

3. Has the steamer arrived?

4. Has the manager signed the letter?

5. Have you seen the film «Gone with the wind?»

6. Have you rung her up today?

7. Have we received any letters from him this week?

Change the sentences to the Present Perfect Tense using the adverb «already».
Translate the sentencesMy Dbrother is going to do the shopping.
Miubpamsdoupacmocszpooumunoxynku. — My brother has already done the shopping.
Mitibpameoice3pobusnoxkynku.

1. They are going to have dinner soon.

2. What are you going to do?

3. I’'m going to buy some food-stuffs.

4. His family is going to listen to the seven o’clock news.

5. 1 am going to clean the flat. 6. John is going to shave.
7. They are going to have a rest in the country.
8. Ann is going to switch on the light.
9. Who is going to have lunch?
10. They are going to have a cup of tea.
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Use the given words to make sentences and put the verb into the Present Perfect
Tense

Phil /find/ a new job. — Phil has found a new job. You ever /be/ to Rome? — Have you
ever been to Rome?

. Charles /go/ to Brazil.

. Jack and Jill /decide/ to get married.

. Tom /give up/ smoking.

. Ann /pass/ her driving test.

. Bill /break/ his leg.

. Mary /lose/ weight.

. Jill /wash/ her hair.

. | /pay/ the waiter.

. Chris /forget/ to phone Tome.

10. We /see/ John.

11. You /read/ any English books?

12. You /live/ in this town all your life?

13. You ever /eat/ caviar?

14. You ever /have/ a car?
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Translate into English to complete the sentences

A Bonasuaxooumscamym since two o’clock. — She has been here since two o’clock.
(«Sincey is a preposition). AHtioconebauuna Since. — I haven'’t seen him since. («Sincey
Is an adverb). fiioconebauuna since he graduated from the Institute. — 7 haven'’t seen
him since he graduated from the Institute. («Since» is a conjunction,).

1. BonaxxuBeyKuesi since 1955.

2. SloneprxanasigHporotinbkuaBamucta Since | graduated from the Institute.

3. Bin moixaB Ha IMBHIY, 1 1 He OaumIa Horo since.

4. Sznaroiioro since childhood.

5. BusycrpivanucBoixmkiasHUX Apy3iB Since you finished school?

6. lisunnaunecnasa Since the day before yesterday.

BA13naiotiozo for two years. — | have known him for two years.

1. 51 He onmepikyto Bix HBOTO JKCTiB formanyyears.

2. Moi 6areku xuByTH Yy Kuesi fortenyears.

3. Binznaemene for several years.

4. BamnaitomuitoystyT for half an hour.

5. 51 He Gauwma tioro forages.

6. Bonasxexsopie for a fortnight.

7. Bonmonpyxeni for twenty years.

Translate into English using the Present Perfect Tense
1. Bu Hanucanu nucrta cBoeMy Apyry?

2. Yu BiAMOYMBAIM BU KOJUHEOYAh HABECH1?

3. Mu uie He 0ayniIM KapTUH LbOTO XYI0KHHKA.

4. Iock TpanmuaocCh 3 IIUM XJIOTIIEM.

5. 4 Bxe Gaumna 1eit GuUIbM.
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6. Bu nmpurotryBayii 0011 Ha CbOTOJIH1?
7. Bu Bxke BIATMOBLUIN HA 1€ 3alIUTAHHS?
8. Bonu Bupimmin 6arato BaXKIUBUX MPOOIIEM.
9. Bin 6yB y ®paHniiii Tpu poku.
10. Bona xwuBe y Kuesi 3 ;x0BTHSI.
PAST PERFECT TENSE

HanuuiTh peyeHHs, CTABJIAYM i€CJI0BA y NPABUJILHY (hopMmy:

1. | lost the key that he (give) | to me.

2. She told me that she (see) the film .

3. l'went outside as | (hear) . a noise.

4. She picked out the red dress, which she (not / wear) for ages.

5. Mike (not / swim) in the beach before that day.

6. His father was angry because he (not / help) him.

7. (you/ have) dinner before you left the house?

8. (he / manage) to find a place to stay when he went to Paris?

9. Where (she / stay) before she moved to live with her boyfriend?

IHocraBTe giecsioBa y npaBwibHy popmy, BukopucrtoByruu Past Simple un Past
Perfect:

1. The storm (destroy) | the house that they had built .
2. When she went out to play, she (do / already) her homework.
3. The children (clean) the blackboard they had used to do the mathematics

exercise.
4. He took off the jacket he (put on) | before.
5. They (eat) | all of the food that she had made .

BcerasreniecioBas Past Perfect

I ... (to have) before breakfast I went to school.

He went to meet his friends after he ... (to do) his homework.

By 8 o’clock the rain ... (to stop).

Alice was late because she ... (to miss) the bus.

She went to the post-office after she ... (to write) the letter.

He ... (to work) at the factory before he entered the college.

He got a bad mark for his test because he ... (to make) a lot of mistakes in it.
I went to bed after I ... (to finish) reading the book.
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The child ... (to fall) asleep before the parents came home.
Bonu ... (to marry) before they bought this house.

BukopucraiitePastPerfect 3anpononoBaHux aieciB, 00 JOMOBHUTH PeYEHHS.

to leave, to go, to die, to see, to live, to fly

I

didn’t read the text in class because I ... my book at home.

The children didn’t want to go to the cinema because they ... already ... the film.
Kate wasn’t at home last week because she ... to visit her uncle.
Linda never knew her father because he ... before she was born.

I

was excited when the plane took off because I... never ... before.

My grandfather was always afraid of animals because he ... never in the country.

BcrasTe gicciioBa B PastPerfect.

1
2
3
4
5
6
7
8

9

. Jill was afraid she (forget) her key at home, but she found it in her handbag.

. Dad wasn’t at home when I came back. He (go) out twenty minutes before.

. I wasn’t hungry because I (just/have) breakfast.

. Peter saw an urgent message on his table. Somebody (leave) it the day before.

. I I'apologized (not/phone) her.

. He told me that he (come back) a fortnight before.

. I knew him at once though I (meet) him many years before.

. We spent the night in Klin, a town we (often/hear of) but (never/see).

. They couldn’t believe he (give up) his job in the bank. He (make) a

good living there.

10. Mr. Jackson said that he (already/buy) everything for lunch.
11. Alice asked her brother, where he (arrange) to meet his friends.
12. We had no car at that time because we (sell) our old one.

13. They (finish) painting the ceiling by two o’clock.

Busznaure, sIKy Ail0 crajgocs panime. O0’e¢qHaiiTe 1Ba peyeHHA B OJHE, He
3MiHIOKYHU YacTHHi Micusmu. Bukopucrosyiite BEFORE
Example/ Ilpuxnao

sent a telegram. Then | met my friend.

— | had sent a telegram before | met my friend.

The rain stopped. | went for a walk.

did my homework. My mother returned home.

We met in the street. We went to the park.
They packed their things. Then they started.

had dinner. | switched on the TV set.

He returned home. The guests left.
We came to the cinema. The film began.

read the book. | saw the play. .

They lived here. They moved to another place.
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We played a game of tennis. We went to my place

O0’ennaiiTeBapevYeHHsIBOAHE, BUKOpHUcTOoBYIoun before, as soon as, after.
Example/llpuxnao

They had lived in the country. They moved to the city.

— They had lived in the country before they moved to the city.

He had finished school. He went to a camp.

She had phoned her friend. She went to meet her.

| read the book. | had seen the film.

| had cleaned my room. | invited my friends home.

He entered the university. He had finished school.

He told me about his impressions. He had returned from his journey.
He was unhappy. He had got bad news.

| had finished the text. | handed in my exercise book.

JIOTOBHITH peyeHHs, BUKOPUCTOBYIO4YH PastPerfect.

I watched a new film after...

I went for a walk after...

I fell asleep after...

I began to read a book after...

I helped my mother about the house after...

Future Perfect Exercises.

Bcrasrte aiecsaoBo B yaci Future Perfect.

I a Londoner for five and a half years by next September. (be)
By Tuesday Jill these novels by o’henry. (finish)

Next year 1s and Fred Kate’10th s wedding anniversary. They happily
married for ten years. (be)

Molly thinks the film by the time she gets to Fred’s. (to start)
They the plans by then. (to finish)

Before his holiday Tom all his money. (to spend)

The train by the time the couple get to the station. (to leave)

I dinner by then. (cook)

I my chemistry homework before Jillian comes home. (finish)

Fernando his operation by August and should be much fitter. (have)
Before Lisa arrives, | dinner. (finish)

Johnny this document by 7pm o’clock this afternoon. (translate)
Helen this awesome doll by her daughter’s birthday. (make)

Steven his lesson by tomorrow. (not/learn)

This test is so arduous, that I it in a day’s time. (not/complete)
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You over half a thousand words when you finish this English book (learn).
The commission to a definite decision in a month. (come)
I won’t see Molly on the 1st of August since | to the South by that time. (go)

Jaiite Binnosiab, BukopucroByrwuu Future Perfect Tense Ta ciioBa B xysKKax.
Example: Will Jill be busy at 6pm? (finish essay)

Oh, no, Jilly will have finished her essay by that time.

Will the couple be at their hotel on Monday? (move to the old beach house)
Will be the committee discussing the project at 2 o’clock? (make a decision)
Will the pupils be writing their test at ten? (finish)

Will mike’s niece still be a pupil next autumn? (finish school)

Will Greg still remember Molly in ten years? (forget)

Will Greg be at home on Tuesday? (leave for China)

Ckaaaite npono3uuii B yaci Future Perfect.

have / Jill / she / perfected / will / from / her / by the time / Japanese / comes / Tokyo.
promotion /Melody / have / By December / will / her / received.

gets home / Helen’s / cleaned / By the time / relatives / she / will / the house / have.

to communicate / Steven / he / learned / Will / have / well / Chinese / before / enough /
flies to Beijing?

finishes / have / By the time / twenty / taken / Jillian’s father / that course / he / will /
online tests.

Translate into English using Future Perfect.

Maiiki 3aKiHYUTS 1I€H 3BIT 710 3aBTpa.

CryzaeHTH oro 10poOIsSITh 10 TPETHOI TOJUHU MO MOTY/IHI.
J1o yepBHS MU 3]1aMO CecIIO.

BbyniBenbHUKM NOOYAYIOTH IIKOIY O MOYaTKy BEPECHS.

S Hanmiry 3asBy 10 TOTO 4acy, sIK IPUIIE CEKpeTap.

[Toiza miae, moku Mu J00€peMocst 10 CTaHIIIi.

305 epeBeie 10 A0MOBIAb 10 MOHEIIIKA.

Jlo HOUl MeraH nepeBe/ie 110 IOBT'Y CTaTTIO.

CriBen Bxe noine B [Tapux, konmu Mot moBepHeThest 3 Konro.
30pa He JOYUTAE L0 1I0TCbKY KHIKKY 10 KIHLS POKY.
Bignosiai o BupaB Ha Future Perfect.
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