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  UNIT 1. WHAT IS “MANAGEMENT”?


  TEXT 1. Traditional Interpretation
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  TEXT 2. What is a manager?
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  TEXT 3. Managers
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  TEXT 4. What is “supervision”?
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  TEXT 5. Strategic Management Thinking
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  UNIT 2. WHAT YOU NEED TO BECOME A SUCCESSFUL LEADER


  TEXT 1. Key Traits of Successful Leaders
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  TEXT 2. What is the Difference between Leadership AND Management?
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  TEXT 2. How To Motivate Your Employees?
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  UNIT 3. FORMS OF BUSINESS ORGANIZATION


  TEXT 1. Sole proprietorship
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  TEXT 2. Partnership
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  TEXT 3. Corporation
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  TEXT 4. Board of Directors
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  TEXT 5. Limited Liability Company (LLC)
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  UNIT 4. PRODUCTION MANAGEMENT


  TEXT 1. What is production management?
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  TEXT 2. The “five M's” in production management
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  TEXT 3. Summary Table of Production Control
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  UNIT 5. PERSONNEL MANAGEMENT


  TEXT 1. What is Personnel Management?
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  TEXT 2. Developing a Personnel System
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  TEXT 3. Hiring of employees
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  TEXT 4. Firing Employees
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  UNIT 6. THE RECRUITMENT PROCESS


  TEXT 1. Hiring new employees
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TEXT 2. How to Select the “Right” Person
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[NNNN UNITS. Personnel Management

personality urmbe cnojictaa 1 ocobenmocti
XAPAKTEP, OIPEACIAIOIUIC 0TS

honesty ['onist] wectnoet

checking ~ conocrans pant

employee handbook

pay rates
fringe benefits =

cnpasostik padoriniica
cranit 3apaboTHoii riath

tonomiTes

OILANCHIBIE OTIYCKA H T. 1L

compensation - Bosnarpazenie

incentive plan ~ CHTENA TOOUPHTEABHIX. BO3IA-
rpamacnii

payroll IAATeRIAA BEAOMOCTS

benefits TBIOTB

profitability perabie:

Assignment. Answer the questions:

1. What information is necessary to determine whether the appli-
cant is suited to the position he/she wants?

2. What an interview with the applicant should be?

3. What techniques of conducting an interview help to select the
right applicant for the job?

4. What topics should an employee handbook cover?

5. What are the two forms of compensation for work? Describe

them.

Assignment. Write a short essay on:

1. The tasks of personnel management.
he responsibilities of a personnel manager.
he process of selecting applicants for a position.
4. The instruments in recruiting and hiring proc

L= FIRING EMPLOYEES

1. You should consider firing the employee only if you have
made the following steps:

a) given the employee clear indication of what you originally ex-
pected from him or her (via a written job description previously pro-
vided to the him or her);
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‘TEXT 5. Strategic Management Thinking

2. Observation. When you are
looking down at the world from
an airplane, you can see much
more than when you are on the
ground. Strategic thinking is
much the same in that it allows
you to see things from “higher
up.” By increasing your powers of
observation, you will begin to be-
come more aware of what moti-
vates people, how to solve prob-
lems more effectively, and how to
distinguish between alternatives.

3. Views. Views are simply differ-
ent ways of thinking about some-
thing. In strategic thinking, there
are four viewpoints to take into
consideration when forming your
business strategy: the environ-
mental view; the marketplace
view; the project view; and the
measurement view. Views can be
used as tools to help you think
about outcomes, identify critical
elements and adjust your actions
to achieve your ideal position.

2. Ha6mozene. Korta nbi cyior-
PITe Ha MHp CBEpXY, H3 OKita ca
MOJCTA, BB BUANTE TOPA3I0
Goabue, uen xoraa cromte na
aesune. Crpateriuecioe Mbiie-
e - 510 B 3uAITEBIO/ CTErIC-
it 70 ke casoe. B Tom cicie,
4TO OHO TI03BOTACT YBILACTD BEIIUT
“coepxy”. Baarozapst sy no-
BLILICHHbIM  HAGIIOAATEABHLIN
BOSMOKNOCTAM,  BU  HauneTe
AyMIIe MOMIMATE MOTIHBb He:10-
BEUCCKOTO HOBeACHILA, CMOKeTE
pewars npoGacysi Goaee ad-
(eKTUBIO 1 HAXOAITH OTAMNIL
MEAKAY QLTCPUATHBILINI BapI-
anta.

3. Towsu spemusi. Touiin 3pe-
WA~ 9T0 HpOCTO pastube
Bab 1A uTo-Go. B erpaterit-
HECKOM MBIILICHHI cymecTByIoT
“eThipe TouKI peni, KoTophie
caeayer Gparb B pacuer npi op-
MUPOBAII  PCApHIINATE -
CKoii CTpATErHHII, @ HMEHHO: TOuKa
3peHits OKpyKalOIedi cpes; To-
Ka 3peIilA PHUIKa; TOUKA 3penit
HPOCKTA H TOUKA 3peHil BaKHO-
i Moventa. But mosere e-
H0:130BATS HX B KAUECTBE HHCT-

PYMENTOB,  HOMOTAIONUIX  BaM
B npolecce JOCTHKEHNS 1eAn
NPEACTABUTL  BOIMOKHbIE  pe-

3YILTATB, ONDEACNTS KpHTHUE-
CKIE 2ICMEHTH H TIATEIIBHO Bbi-
BepHTD Bee Bau AeficTBIs A
JIOCTHIKEHNS  W1eaTbHOll  T03H-
.
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‘TEXT 1. What is production management? IS

In a small firm production manager makes many of the decisions
himself, but in a larger organization there are plannet
duction engineers and production supervisors who assist him. Ina very
large firm senior production manager plays a more strategic role esti-
mating future capacity, coordinating the work of planners and supervi-
sors and working with buyers, sales and engineering staff.

In progressive firms the production manager's role is tending to be
more closely integrated with other functions, such as marketing and fi-
nance.

Typical work activities of factory (or operations) manager
Much of the work involves full operational control over what hap-
pens at the plant/works including engineering, output, personnel and
often logistics and other commercial activity (sales and marketing).
Typical work activities of factory manager are:
= to review and approve plans for the control of planned output,
budget spending, material efficiency, engineering effectiveness,
and human resources;
= to supervise employees;
= to establish strong working relations with other functional man-

agers;
= to report regularly to the production manager.
Typical work act 's of production supervisor

A production supervisor is sometimes known as a shift manager or
team leader. He reports to the production manager or plant manager
and is responsible for achieving immediate and short-term objectives
laid down by the production manager, for example output, quality,
waste, yield, safety and overtime costs. In particular, the supervi
have a significant effect on how effectively their production staff pe
form as a team. Much of the work requires the ability to make immedi-
ate decisions.

Typical activities of production supervisor include:

« "at the beginning of each shift, checking on absences (eg through

sickness);

« reallocating tasks or rescheduling production, where necessary;

Supervisors are responsible for production plant or equipment, too.
The responsibility they carry again varies with the situation. In some
cases they may have to take technical decisions on a regular basis,
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‘TEXT 1. Sole proprietorship  IESS—

2. Sole proprietors may be at a disadvantage in raising funds and
are often limited to using funds from personal savings.

3. Sole proprietors may have a hard time attracting high-caliber
employees, or those that are motivated by the opportunity to own
a part of the business.
Features of a Sole Proprietorshij
(+) Easy to organize
(+) Owner has complete control
ives all income
s unlimited liability
(~) Benefits are not business deductions

VOCABULARY

feature ~ ocobennoctn

sole proprietorship [prapraiatafip]  — eamonoe BrACHIC GisHCCoN
owner [auna] ~ Baaeser; cobcTBenHIK, XO3sIN
unlimited liability [ Jaiatbilit ] ~ HEOTpANICHIAA OTBCTCTEEIIOCTS
income ~ 10X0A, H0XO

benefit Bhroa, npnGuan

deductions ~ orumcaenis

proprietor [prapraiata] ~ XOWAMH, BABACC HPEATPIATIS

profit ~ npnGhan, 100

advantage ~ mpeIMyIeCTBO

disadvantage - Heynoberso

to run a business ~ BeCTi Ae0, YIpaRIATS npCApI-
smnent

within the law ~ b pavkax saxoma

assets [‘wsets] cpeactna, o, anyaph, usiyiiie-
crio

liabilities [Jarsbiliiz] ~ Aoarm, aenekibie ofsa

debt [det] ~ aoar

breach of contract ~ Hapymenie KorTpakTa

to start out. ~ HauHHATE TPOGIECCHONATBIYIO Aesi-
TenbiocTs

legal requirements - aax

inventory [in'ventari] — NATEDIHATBHO-TIPOIIBOACTCH
na

bie orpateHis
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‘TEXT 1. Key Traits of Successful Leaders  IES_—_

can't build trust. And without
trust, you will never be able to
get the best effort from your em-
ployees.

14. Charisma. People usually
perceive leaders as special people.
Charisma plays a large part in this
perception. Leaders who have
charisma are able to arouse strong
emotions in their employees. Such
leaders motivate employees to
reach toward a future goal by ty-
ing the goal to substantial per-
sonal rewards and values.

Overall, leaders are larger than life in
many ways. Personal traits play a ma-
jor role in determining who will and
who will not be able to lead others.

However, it's important to remember
learning and

Leaders are rarely (if ever) born.
Circumstances and persistence
are major components in the de-
velopmental process of any leader.
So if your goal is to become
aleader, work on developing

yMeete  conepexipath, BH e
CvoxReTe A0GUTHCT  BRAMNIOTO
10BepIA. A Ge3 0BepIA B KO-
A He 0BbeTeCh MaKCHMATHIHOI
camootau 1a paboe ot Batiero
nepeorara.

14. Xapuama (oGasmie, ymenie
CTaTL MACPOM, CHICKATS TIONY-
anprocts). Oxpyskaiotie oBbii-
1O BOCHPIUHIMAIOT AICPOB KaK
ozeii ocolenmuix. B atom noc-
pIITIN BoAbIYIO PO HEpACT
Jmunoe oastiie (XapuaMa) Jn-
aepa. Pyosourem, o6aaaio-
e TaKity oGasHIeM, C10COGHB
BLISBIBATD Y CBOIX HOAMIMICHIbIX
cbbie avowi. Takne pyko-
OITEIIN HAXOLIT HYKIE MO -
THBUPOBKI 4151 PABOTHIKOB pIt
AOCTIDRENII HOCTABICHHBIX Lie-
Jeil, HCnOAB3YS Kak  cHETeMY
BosHarpaxACIIL, TaK 1 ane-
POBAHIIe K IPAKANCKOMY AOATY.
B ueow, naeput — mout 0coBo-
ro cioraza. T b e kavie-
CTBA ONIPEACISIOT, CMOPKCT LI e
Cxosker N Yerosex yere-
10 pyKoBouTs Apyrinv. Tew ne
Metee, He cieiyer 3aBbiBaT, \To
O B TeNeHIC RI3HIL CnocoBib
OByUATHCS 11 H3MeSITB.

Jlizepayin peko  poAAIOTCS.
BAaronpusITibIc 06CTOSTCbCTR
M HACTOHYMBOCTH — BOT OCHOB-
HbIC COCTABIAIOILIE BOCHITaIist
moGoro miepa. CaenoaTebio,
ot pauma uerh — BHOHTHCA
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I orastopa

TocoGie paccunrano ma 280-320 wacon ayautopiofi padorst
(B SABHCHMOCTIE OT YPOBIIS! IOATOTOBKI YHAIUIXCS), 1t CONCPARIT He-
ALAITHPOBANITbE TCKCTBI, B3STHIC 13 COBPCMEHIbIX ANTMMIICKITX
1 AMCPHKANCKITX HCTOMHHKOR 110 AQHHOI} CIICLUTABHOCTIL

VueSioe HocoBiie cOCTONT 13 ceAyIONUIX acTeil:

1. Ocnosoii Kype. B 5ToM pasic/ie peACTaBeHbI OCHOBIbIC
Tinb oprarzawtii B GisHece, YIPABICHIIC IPONIBOACTEOM, CTpaTerii-
secKoe manmpoBaie, paGoTa ¢ KaApaIH, yipasenie (inancat,
Gyxrarepckoe ¢0. JLAI0TCsH COBCTH KaK BCCTiH AC0BbIC GeCeiubl 10
TetedhOry, KaK IICATS 1t OJOPMISATS ACOBBIC MHCHMA, PE3IOME 1 Fasin-
JICHIS LIS TIpHeMa 1A PaGOTY, PHBOJIATCS OCHOBHBIC BB GAHKOD-
CKOii AOKYMCHTALUIII 1 CC OGPASILBL, OCHOBHbIC 11010 CHILS! KOHTPAKTa.

2. Kparkuit nosropireabisiii kype rpayatin (Grammar
Revision Course) /uisi Tex, KTo NPOAGIAACT H3UeHiie IPAMMATIIiI
AHTNCKOTO S3HIKA, € FAKPOILISIONUNI YIPKHCHIAMIL

3. Texcts s gonoamiresioro uters (Texts for Additional
Reading) pacuimpsit smartist i 06.1aCTi TCOItH yTIpaBCHits, 103HaK0-
MSIT ¢ Bonpocami Mapketitiira B Hirephere. [peacranaens, cimy
LU, BOSHHKAIOLUIE TP HCTIOMNEHI KONTPAKTA, BONPOCH! COaIs
KOMMEPHCCKIIX CailTOB AU peKIavbl 1t MapKeTiira b Mnteprere.

4. Tlpimaraercs ¢oBaph COKpaleIIi 1t TePMIHOB, HacTo -
H10.1b3YCMBIX B C/10BBIX JOKYMEHTAX, TOIKOBb| C/10Baph CORpatetitii
1 epwiiion & MirTepiiete, a Takske TO/IKOBbi ¢;10Baph COKpauteritii
MERAYHAPOHBIX TEPMITIOR A1 YCIIOBIHii 11ePeBOIKIL 1 A0CTABKIL i1~
MCHSCMBIX B KOHTPAKTAX.

VueBioe mocodie ieeT MPAKTIIECKyIo Hanpaseriiocts. Kposie
HABDIKA TIONITMANILS 1 YMeHISE TEPCBOAIT CIICIABITYIO MITCPATYPY,
COCTABISITS JC710BIC OKYMEITH, OCHOBHOI] LCIIbI0 SIBASCTCS PasBii-
Tite HaBbIKOB YCTHO pedit. MaTepian opieHTHpOBAI Ha AKTHBHBIC
1 HHTCHCHBIBIC MCTOAL! OBy CIHIIS! HHOCTPAHHBIM S3BIKAM.

GOOD LUCK!
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‘TEXT 1. What is production management? NS

production stage cTama npousBoACTRCHIIONO. MO~
uecea

updating KoppeTIpoBKa

stock control ~ KOHTPOIIb HAL COCTOAIIEM TOBaP-
ubix 3anacon

‘maintenance ~ coepiKaiiite H TexHItecKoe 06ciy-
manie

to be concerned with ~ SANMMATHCS YN

product design ~ npoextuposae

production engineer ~ Texnonor

purchasing Geniie

production supervisor ~ KONTPOJIEp NPOH3BOACTBA (MACTEp)

engineering staff UKCHEIO-TEXIIHHECKIE Kb

factory manager ~ pyKOBOMTE, TpEIPHATIS, A~
PeKTOp eI

output ~ ofvex npomssoncTEa

logisties ~ NATEpHABIO-TeXHIECKOC  0cc
neweie

‘material efficiency iberrimrocTs  HCnOMB3ORANI
arepiaion

to report to oTuTBIBATHCS

tolay down ~ yeTaUABTBATY, yTBOPAATE

shift manager ~ exermmii Macrep

waste ~ 0w, oTxomH

yield ~ pagsiep BupadoTKH, BHXOL

safety and overtime costs ~ aatparsi 1a Gesonaciocts 1
Ypounsie padors

to reallocate nepepacnpecants
to reschedule -

Bepx-

eperannposarh

Assignment. Answer the questions:
1. What is the aim of production management?

2. What is production manager responsible for
3. What kinds of production systems there exist?

4. What are typical work activities of production manager?

5. What are the responsibilities of a production manager at the

pre-production stage?
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managers of large organizations, etc. In large organizations, executives
often have different forms of compensation or pay, e.g., they receive
portions of the company's stock, etc. Chief executives usually pay
strong attention to strategic plans and organizational performance
measured financially. Many people think of the Chief Executive Offi-
cer (CEO) as heading up large, for-profit corporations. This is not en-
tirely true. The majority of businesses in the United States are small
businesses, whether for-profit or nonprofit. Their top executives could
be also called Chief Executive Officers.

‘TEXT 5. Strategic Management Thinking

L= STRATEGIC MANAGEMENT THINKING

To be effective as a leader, you
must develop skills in strategic
thinking, Strategic thinking is
a process whereby you learn how
to make your business vision a re-
ality by developing your abilities
in team work, problem solving,
and critical thinking. It is also
a tool to help you confront
change, plan for and make transi-
tions, and envision new possibili-
ties and opportunities.

Strategic thinking is like making
a movie. Every movie has a con-
text (or story), which it uses to
get you to experience a certain
outcome (an emotion, in this
case) at the end of the movie.
Strategic thinking is much the
same in that it requires you

JL5 T0r0 uT0BH CTATH MACPOM,
B AOIKIb BOCITATS Y ce63 Ha-
BLIKH CTPATETINECKOTO. MBllILIC-
s, CTpaterieckoe  Mbliiiie-
Hite — 9T0 Mpoticce, MocpeCTEOM
KOTOPOTO Bb yuiiTech Borio-
WATH Ballle KONMEpCCKOe Bie-
Wie B WD, pasBNBAA Y ccO
crocoBHOCTII K KoAICKTHBIIOI pa-
GoTe, petieriiio MpoBAey 1 KpirTiL-
seckomy Mbimenio, Ko peesry,
9T0 el W MHCTPYMENT, MOMO-
TaIoNUiT BaM 1IPOTHBOCTOATD 1.
MeHoIEA 06CTORTeALCTRAM,
ILIIIDOBATS HEOGXOMIMBIC Tpe-
oGpagoBariA,  MpOBOMITL 11X
B I3, A TAKIK NCABIACT Ho-
BIIC HATIPABICHIIA 1 BOIMOKIO-
cri.

Crpatermecioe MbuIelHte cpo;
1t coaaniio kimodiba. Y K2
JKAOT0 (DHIBMA UMCCTCsI COTep-
JKaime (CIOKeET), ¢ HOMOIIBIO KO-
TOPOFO OH MOBOMIT BAC B KOIIE
K ONpCACICHNOMY  peayabT

(B JAHHOM CJTyuae — Bbi HCIBITHI-
nacte avoin). CTpareriieckoe
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‘TEXT 1. Key Traits of Successful Leaders  IES_—_—

ethical qualities and work to build
integrity in their organi

The traits of an effective leader
include the following:

1. Emotional stability. Good
leaders must be able to tolerate
frustration and stress. Overall,
they must be well-adjusted and
have the psychological maturity
to deal with any arising problem.

2. Dominance. Leaders are often
times competitive and decisive
and usually enjoy overcoming ob-
stacles. Overall, they are assertive
in their thinking style as well as
their attitude in dealing with oth-
ers.

3. Enthusiasm. Leaders are usu-
ally seen as active, expressive, and
energetic. They are often very op-
timistic and open to change.
Overall, they are generally quick
and alert and tend to be uninhib-
ited

4. Conscientiousness. Leaders
arcoften dominated by asense of

nponitsL. Ottt oH0BpeNEIIO
1 yuerki, 1 yaneas. Onit crio-
COBHBI IPCABILACTS BaKitbie H3e-
Hent B oGiecTRe, 06AAAIOT B~
CORIIMI MOPAIBIbIAI KaCCTBA-
MII It CTApAIOTCA NPUBITS CBOIM
OprammIAN  AYX  HeCTHOCTH
W nopsotmocTIH.

K uepram, npueyuun yenemmo-
MY PYKOBOMWTEMO OTHOCSTCS
caenyioune:

1. Vpasnonemeniocrs. Xopo-
ule  pyKoBOMNTEN  AOLRIL
CHpaRIsTLCS © UyBCTBAMI pa:
ouaposaris 1t crpeccayit. B ue-
IOM O JOKIbL YMETD XOOILIO
npiciiocabanBaThes 1t Gbih 10c-
TATOUNO HCHXOIOINCCK 3peibi-
Mit, WTOGbI CHpaBirTBes ¢ m0Goii
BosiKaloLeii npoG:1eMofi.

2. Tpeobrananme. Jiepsi —
B GOJIBIIHICTRE CBOCM IO pe-
UITeBITbIe, oI OGST ocTan-
JISTh CONEPHITKOB 03I 1 T1pe-
oozesats npensterpis. B ue-
JOM OHI MBICIAT NOSHTHBHO
1 Tk Ke OTHOCATCS! K OKpYKaI0-
o

3. Duryanasm. Jlieps obbriio
AKTHBHBL IMOIIONABHEL 1t SHICp-
ririts, acTo orti iepecyp orrii-
MICTIHIb 1t e GOTCS Nepeseit
B 1e/10M 011t GhICTpbi, MPOBOpITBI
1 CTPRNATCS! K HeOrparie ot
cpobose.

4. JloBpoconecriocts. V e
POB  OGMHO ovdeHs  pasBiTO
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NSNS UNITS. Personnel Management

Alist of questions helps assess the applicant’s qualifications that meet
the specifications for the job.

Interviewing makes the selection process more personal and gives
the interviewer an overall idea of whether the applicant is appropriate
for the job. The following list of techniques will help you select the
right applicant for the job:

1. Review the job description before the interview
Establish a friendly atmosphere.

Develop an interview time plan.

Don’t form an opinion too early

Give the candidate time to tell his or her stor;

much.

Present a truthful picture of the company and the job.

Listen carefully and take notes.

Avoid detailed discussion of salary too early in the interview.

. Be courteous.

0. Discuss with the candidate the next step in the hiring process
and the timing.

Other screening techniques include employment tests and physical
examinations. Some employment tests measure aptitude, achieve-
ments, intelligence, personality and honesty. A physical examination
determines if the applicant meets the health standards and physical de-
mands of the job.

EENEIN

don't talk too

se®Ne

Selecting and Hiring

If the screening process is thorough, selecting the best appli-
cants for the job is easy. However, before making the final sele
tion, one last step should be taken: the top candidate’s references
should be checked for accuracy. You should be aware of the ten-
dency of references to give a rose-colored picture of applicant’s
character and ability. A careful check with former employers and
other references can be most constructive. Checking can determine
whether or not the applicant was truthful about his or her employ-
ment history.

Orienting New Employees

An employee handbook gives important information about the
company to the employee. The handbook should cover topics such as
pay rates, working conditions and fringe benefits.
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‘TEXT 2. What is the Difference between Leadership and Management? IS

develop leaders. Why? Because business community knows little
about leadership and the technology of leading,

What is Leadership?

Basically, leadership is making people to follow you. The impor-
tance of good leadership cannot be overestimated. Leaders understand
what has to happen with things in the company, and tell people what is.
needed for the desired results. However, leadership is more than plan-
ning a business strategy so that others followed it.

Sometimes the most skilled leaders ask themselves, “What can I say
ordo, in order to make my employees do what I want them to do?” But
people do what their minds and emotions tell them to do, not necessar-
ily what the leader says to do. No leader can motivate others. The em-
ployees have to motivate themselves. In short, the leaders know the
ways to optimize the work of employees and achieve organization's
success.

Since leading s basically a psychological process and skill, leaders
who learn and practice in leadership technology will be much more ef-
fective in their work.

And leadership skills, like management skills, can be learned and
improved. Releasing the energy and motivation of your employees
opens new opportunities and inevitably results in bottom line im-
provements.

Managing Leadership

If leadership can be taught (and it can), it can also be managed.
The most progressive and successful companies are managing lead-
ers and leadership systematically. There are certain principles and
models that help to develop a strong leadership system. Some com-
panies have to manage leadership to get a significant change in their
bottom-line.

Three Leadership Rules to Remember

Rule 1: You must have or develop the skill, and take the time to
find out what is in the employee's mind. A good leader knows and
consistently uses some of the many techniques for learning em-
ployee’s needs and assessing how they experience their environ-
ment. Leaders need to create and manage a system of feedback that
keeps them in permanent touch with employee mindset so they lead
professionally.
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VOCABULARY

objectives ~ e

cconomic policy ~ SKOHOMIECKAs! HOMITHKA

chief executive [1g2zekjutrv] ~ cnomTe I peKTOp

to ensure [infua] ~ ofecnieunnars,
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Assignment. Answer the questions:
1. What are the responsibilities of a board of directors in a corpo-
ration? Name them.
2. What are major duties of a Board of Director:
3. What can we call an effective board of directors?

LIMITED LIABILITY COMPANY (LLC)

The LLC is a relatively new type of hybrid business structure that
is now permissible in US. It is designed to provide the limited liability
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‘TEXT 4. What is “supervision”?

Training new employees.

> o

6. Management of employces performance (setting goals, observ-
ing and giving feedback, performance issues, firing employees,

etc.).

7. Conforming to personnel policies and other internal regula-

tions.

VOCABULARY

supervisor [supavaiza] -

supervision

to supervise -

entry-level employees -
chief executive -
delegation =

feedback -
responsibility -

hiring
training

firing =
employee performance management

performance issues

to conform .
personnel policies =

internal regulations -

Assignment. Answer the questions:

cynepsaitsep (HazaHpaTenh, Koii-
TposIEp, CMOTPHTED)

a130p, 3ABEAOBANIE, KOITOID
MoTpeT, HaboRaTD (32 eM-1L);
HATSHPATY; 3ABCIOBAT

paboTHIKH Hava

1070 ypobis
TOANITE BT APEKTOD.

Aenernposa
Mownii

e, nepesatia no:

obpatiias cuaan
obszamocTs

pite 1 paory
obyucine
yoawnentie ¢ padors

DyKOBOZCTRO BHIOMCHIEN PadoT,
oBsmatiocteii, dynkutii 1 7. 1. pa-
Gotimkon

8O
e

poci nomsmcin
1ocTi Tpyia
coracoBathest (to/with - ¢ ve )
cooTpereTsonas (to/vith — sexy-1.)
Kaaponan oIk,
B OTHOWCII KaAPOB

ponsso-

noATHKa

BHYTPEIHIC NPABILIA W HHCTPYK-
win

1. Why supervision is regarded a management activity?
2. Whom do we call a supervisor?





OEBPS/Images/P-37.png
‘TEXT 4. Board of Directors  IN_——

The most effective board of directors will be a group of profession-
als who bringa breadth of skills, experience and dive
As the company grows and changes, the governing board also will
change to meet changing needs and circumstances.

What are Major Duties of Board of Directors?

1. Select and appoint a chief executive to whom responsibil-
ity for the administration of the organization is delegated, includ-
ing;

« to review and evaluate his/her performance regularly on the basis
ofaspecific job description, including exccutive relations with the
board, leadership in the organization, in program planning and im-
plementation, and in management of the organization and its per-
sonnel

* to offer administrative guidance and determine whether to re-
tain or dismiss the executive

2. Govern the organization by broad policies and objectives,
formulated and agreed upon by the chicf exccutive and employees, in-
cluding to assign priorities and ensure the organization’s capacity to
carry out programs by continually reviewing its work.

3. Acquire sufficient resources for the organization's operations
and to finance the products and services adequately

4. Account to the public for the products and services of the or-
ganization and expenditures of its funds, including:

~ to approve the budget, and formulate policies related to con-
tracts from public or private resources

~ toaccept responsibility for all conditions and policies in new, in-
novative, or experimental programs.

Major Responsibilities of Board of Directors
Determine the Organization’s Mission and Purpose
Select the Executive
Support the Executive and Review His or Her Performance
Ensure Effective Organizational Planning
Ensure Adequate Resourc
Manage Resources Effectively
Determine and Monitor the Organization's Programs and Ser-
vices
Enhance the Organization’s Public Image
Assess Organization's Performance

G =

e

©»
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WS UNIT 5. Personnel Management

* Education requirements.

= Mental and physical requirements.

= Manual dexterity required.

* Working conditions (inside, outside, hot, cold, dry, wet, noisy,

dirty, etc.).
Job Description

The job analysis is used to generate a job description, which defines
the duties of each task, and other responsibilities of the position. The
description covers the various task requirements, such as mental or
physical activities; working conditions and job hazards. The approxi-
mate percentage of time the employee should spend on each activity is
also specified. Job descriptions focus on the what, why, where and
how of the job.

The best way to develop job descriptions is to ask employees them-
selves to describe their jobs. A good employee may know more about
the job than anyone else.

Job Specification
The job specification describes the person expected to fill a job, It
details the knowledsge, education, qualities, skills and abilities needed
to perform the job satisfactorily. The job specification provides a stan-
dard to measure how well the worker matches a job. The job spec
tion should be used as the basis for recruiting,

VOCABULARY
assessing onena
explicit [1ks'plisit] — scuwii,  noApoGH nopoGio
paspaGoranmii
well-proven ~ xopouo orpaGoTari
expediency [1ks] LECCO06PAIIOCTY; BHIOANOCTS.
job analysi anams npousmozcTaCH

nyTen pasbuenis i

MeHTH; crite. TpyA0BbIX ©
panutii

job title ~ HasBanie J0KHOCTI

job description ~ ROTKHOCTIAs HHCTpYKIUIA

‘mental requirements ~ nemrCekie orpancii
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THE RECRUITMENT PROCESS

HIRING NEW EMPLOYEES

Interviews are a central part of the recruitment process for most or-
ganizations. Usually applicants are interviewed after sending in an ap-
plication form or CV for a particular position. The purpose of an
interview is to give the selector a chance to assess the applicant, and for
the applicant to demonstrate abilities and personality. It is also an op-
portunity for the applicants to make sure that the organization and the
position are what they want.

The recruitment process for most organizations is standard — appli-
ations are received, either via an online application form, or a postal
form or CV. Candidates are shortlisted and invited for interview. The
interview format and number of interviews can vary considerably.
Some companies are satisfied after just one interview whereas others
make a further shortlist of candidates for one or more interviews. If the
applicants are successful at the interview stage then they will receive
an official letter offering them the job.

Interviewing Job Applicants

The objective of the job interview is to find out as much informa-
tion as possible about the applicant's work background, especially
work habits and skills. The major task is to get the applicants to talk
about themselves and about their work habits. The best way to do this
is to ask each applicant specific questions:

What did you do on your last job?

How did you do it?

Why was it done?

The applicants’ replies are evaluated and when the interview
over, the applicant is asked to check back later, if that applicant suits
forajob. The decision is not made until all the applicants have been in-
terviewed.

Next, the obtained information is verified. A previous employer
usually the best source. Sometimes, a previous employer will give out
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inevitably nenabexio

‘motivation ~ nobyzene, MoTHBas

deliberate [drlib(a)rit] ~ xopouo obayvanusii

to fit — NOAXOANTH, ObiTh  HOAXOMANIM
anst (uero-. COOTBETCTBOBATD
(esry-n.)

to experience [1ksprarians] — JCTBITLBATY, SyBCTROBATH

Assignment. Answer the questions:
1. What do managers manage?

2. Must all managers be also good leaders?

3. Must a good leader both lead and manage well?

4. What personal traits are necessary to be a good leader?

5. What helps the leaders to lead professionally?

6. What do good leaders have to do to create an effective leader-

ship?

Assignment. Translate into English:

1. OpramsaIutI HyKI@IOTCS 1 B YIPABACHILIL, 1 B TILCPCTRC.

2. Miorie pyKOBOITe:1i 0teith KBaHHILPOBAb B yiIpaBic-
HHI AHICTPATHEHBIH 1 IDAKTHNCCKITNH ACTICKTAMI CBO-
ux opramisauii

3. Xopouii Juiep AomKeit Kak Bectit 3a coGoil, Tak 1t xopoiio
yupanasts,

4. BaknocTs MEPCTRA HE MOKeT GBiTh Hepeolieriena.

JliAepeTno — 510 Gobie HeM ITaRIpOBalIe AeT0BO CTpaTe-

U 1 MOTHBALUTS COTPYAUIKOB.

6. JIiiepb, KOTOPBIC H3YHAIOT H OCY ICCTRASIOT Ha IPAKTIIKE Tex-
HoONMI MiAepeTBa, GYAYT Haoro Gonee sdextipiib
» cRoeit padore.

HOW TO MOTIVATE YOUR EMPLOYEES?

Successful managers know how to motivate their employees. Al-
though everyone is motivated by different needs, most people will tell
you that two of the most important things they look for in a company
‘are mutual respect and personal involvement. When workers feel good
about themselves, the work they do, and the company they work for, it
is much easier to gain their cooperation.
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WSS UNIT 4. Production management

6. What is the role of a senior production manager in a large firm?
7. What are typical work activities of factory manager?

8. What are typical work activities of production supervisor?

THE “FIVE M'S” IN PRODUCTION MANAGEMENT

Production management's responsibilities are summarized by the
“five M's": men, machines, methods, materials, and money.

“Men" refers to the human element in operating systems. Since the
majority of manufacturing personnel work in the physical production
of goods, “people management” is one of the production manager's
most important responsibilitie:

Production managers must also choose the machines and methods
of the company, fi electing the equipment and technology to be
used in the manufacture of the product or service and then planning
and controlling the methods and procedures for their use. The flexibil-
ity of the production process and the ability of workers to adapt to
equipment and schedules are important issues in this phase of produc-
tion management.

The production manager's responsibility for materials includes the
management of flow processes—both physical (raw materials) and in-
formation (paperwork). The smoothness of resource movement and
data flow is determined largely by the fundamental choices made in the
design of the product and in the process to be used.

The manager's concern for money is explained by the importance of
financing and asset utilization to most manufacturing organizations.
A manager who allows excessive inventories to build up or who
achieves production level and steady operation by sacrificing good cus-
tomer service and timely delivery runs the risk that overinvestment or
high current costs will wipe out any temporary competitive advantage
that might have been obtained.

Planning and control

The production manager must plan and control the process of pro-
duction so that it moves smoothly at the required level of output while
meeting cost and quality objectives. Process control has two purposes:

1. to ensure that operations are performed according to plan, and

2. to continuously monitor and evaluate the production plan to
see if modifications can be made to better meet cost, quality, delivery,
flexibility, or other objectives.
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WNNNNNNN UNIT 1. What is “Management”?
LIZUEN MANAGERS

There is a classic definition that “Leaders do the right thing and
managers do things right.” A more standard definition is usually some-
thing like “managers work toward the organization’s goals using its re-
sources in an effective and efficient manner.” In a traditional sense,
large organizations may have different levels of managers, including
top managers, middle managers and first-line managers,

Top (or executive) managers are responsible for overseeing the
whole organization and typically engage in more strategic and concep-
tual matters, with less attention to day-to-day detail. Top managers
have middle managers working for them and who are in charge of a ma-
jor function or department. Middle managers may have first-line man-
agers working for them and who are responsible to manage the
day-to-day activities of a group of workers.

Note that there are different types of managers across the same levels
in the organization. A project manager is in charge of developinga cer-
tain project, e.g, development of a new building. A functional manager
isin charge of a major function, such as a department in the organization,
g, marketing, sales, engineering, finance, etc. A product manager is in
charge of a product or service. Similarly, a product line manager is in
charge of a group of closely related products. General managers are in
charge of numerous functions within an organization or department.

What Do Managers Do?

There are four major functions of managers: planning, organizing,
leading and coordinating. What managers do is the following:

1) Planning,

including identifying goals, objectives, methods, resources needed
to carry out methods, responsibilities and dates for completion of tasks.
Examples of planning are strategic planning, business planning, project
planning staffing planning, advertising and promotions planning, ctc.

2) Organizing resources

to achieve the goals in an optimum fashion. Examples are organiz-
ing new departments, human resources, office and file systems, re-orga-
nizing businesses, etc

3) Leading,

including to set direction for the organization, groups and individ-
uals and also influence people to follow that direction. Examples are e
tablishing strategic direction (vision, values, and goals) and using
methods to pursue that direction.
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WHAT YOU NEED TO BECOME A SUCCESSFUL
LEADER

KEY TRAITS OF SUCCESSFUL LEADERS

The most important contribution
that psychology has made to the
field of business over the past
years has been in determining the
key traits of acknowledged lead-
ers. Psychological tests have been
used to determine what charac-
teristics are most _commonly
noted among successful leades
This list of characteristics can be
used for developmental purposes
to help managers gain insight and
develop their leadership skills.

The increasing rate of change in
the business environment is a ma-
jor factor in this new emphasis on
leadership. Whereas in the past,
managers were expected to main-
tain the status quo in order to
move ahead, new forces in the
marketplace have made it neces-
sary to expand this narrow focus.
The new leaders of tomorrow are
visionaries. They are both learn-
ers and teachers. Not only do the;
foresee important changes in soci-
ety, but they also have high

Bakrciimnii i, caeranmii
HCHxOT0rIMCCKoli HayKoii 1 0ftac-
TH NPCATPHRNMATEBCTEA B 110~
G TOAb, COCTOR B BHIAR

W KTIOUCBBIX HCPT XapAKTEDA
NIPHSHANHEIX Aepon. Bhunit mpo-
BEACHbI TICHXOIOHHCCKIE TecT

 ILEABIO BBISACHITS, Kakite
o Kaueerna nainGosee
BCTPENAIOTCS Y YCIICHINBIX PYKO-
womrrezeii. Tlepesern omix Ka
4ECTB MOACT GbITH BIAT Melieue-
pasit 1 noopykertite, Ol TI0MO-
KT WM DA3BHTL  HHTYHIOUO
1 BHIPAGOTATH OprANI3ATOPCKHE
criocobHocT.

Yacro Menstionuecs o6eTosTe -
CTBA, TIPH KOTOPBIX OCYIIECTRIIS-
eTes IpePHIIMATEbCKAs! esi-
TeABHOCTD, — TIABHAS NIPHUMITA
TIOBHIIICHHOTO BIIMAIIS K PO
pyKoBOAITeseli B THale Bpeyst
Ec/m B npomion ;u1s Toro, wroGet
(pMa TpONBETATA, OT PYKOBO-
JICTBA TPEGOBAIOCH I TIOUep-
SKHBATD CYULCCTRY IO NOPSZIOK
Bemeii (CTatye-Kpo), To ceroms
HOBHIE TN Ha PhiITKe U1k~
Tyior Gosee mmpokiii  BarsA
12 Benut. Byayuuie miepsi — o10
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WNNNNNN UNIT 4. Production management
The importance of models and methods in solving production
management problems

Typical production operations are very complex. There are al-
most an infinite number of changes that can be made and the alter-
natives that can be pursued during production cycle. To solve
production management problems a body (cooxymiocts) of
quantitative methods has been developed. Most of these tech-
niques have emerged from the fields of industrial engincering, op-
erations research, and systems engineering. Specialists in these
fields are increasingly using computers and information processing
to solve production problems. These problems involve the masses
ofdald associated with large numbers of workers, massive invento-
and huge quantities of work in process that characterize most
of today’s production operations. Now many mass production op-
erations could not run without the support of these industrial engi-
neers and technical speciali

SUMMARY TABLE OF PRODUCTION CONTROL

The important aspects of production control are summarized in the
following table.

Processes | Inventory | Inspection | Costs
Measuring out-|Recording —|Inspecting ma-|Collecting
|Observation [Pt rate; record-{stock levels terials  and|cost data
ing idle time parts
(downtime)

Comparing Analyzing  de-|
Analysis  [progress  with|mand for stocks
the plan

(Computing
sts in rela

Expediting & produc-[Initiating _full|Adjusting

Corrective tion and_ pro-{lnspection: ac-felling. prce|

action curement.  or-fjusting  pro-|of product
ders lcesses

ating pro-|Drawing up re-|Re & of Evaluating
_ |duction capac-{plenishment [specifications; [production
Evaluation ity and mainte- policics and in-[improving pro-|economic
nance schedules [ventory  sys-|cesses and pro-improving

tems cedures data
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‘TEXT 3. Corporation IS

Advantages of a Corporation

1. Sharcholders have limited liability for the corporation’s debts
or judgments against the corporations.

2. Generally, shareholders can only be held accountable for their
investment in stock of the company. (Note however, that offi-
cers can be held personally liable for their actions, such as the
failure to withhold and pay employment taxes.)

3. Corporations can raise additional funds through the
stock.

Disadvantages of a Corporation

1. The process of incorporation requires more time and money
than other forms of organization.

2. Corporations are monitored by federal, state and some local
agencies, and as a result may have more paperwork to comply
with regulations.

3. Incorporating may result in higher overall taxes. Dividends
paid to shareholders are not deductible form business income,
thus this income can be taxed twice.

Main features a Corporatior

(+) Shareholders have limited liabilit;

(+) Can raise funds through sale of stock

(+) Life of business is unlimited (continuity of life)

() To incorporate a firm takes time and money

(=) May result in higher overall taxes

ale of

VOCABULARY

incorporation ~ 1) ofvenmenie, kopropaiis;
2) perctpawis Kopriopaius

unique [junik] ~ yunanbibii

entity — oprammsaits

headquarters ~ rasioe npasaenie (GupMb)

to be sued ~ npecieosatses B cyieli
pike

sharcholders ~ akuoneps, naiing tebin
axwii

stock ~ axim

contractual agreement ~ KOHTPaKT, 10roBop
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In other words, reasoning and
logic will not get you through all
situations. In fact, more and more
leaders are using their intuition
and trusting it when making deci-
sions.

11. Maturity. To be a good
leader, personal power and recog-
nition must be secondary to the
development of your employees.
In other words, maturity is based
on recognizing that more can be
accomplished by empowering
others than can be by ruling oth-
ers.

12. Team orientation. Business
leaders today put a strong empha-
sis on team work. Instead of pro-
moting an adult/child relation-
ship with their employees, leaders
create an adult/adult relation-
ship, which fosters team cohesive-
ness.

13. Empathy. Being able to “put
yourself in the other person's
shoes” is a key trait of leaders to-
day. Without empathy, you

UNIT 2. What you need to become a successful leader

He JIAI0T BO3MOKHOCTH “3HATH”
petiTeabio nee. Jlpyrisi cio-
BaMH, OJHOIl TOJIBLKO paccyan-
TCALHOCTIL 1 OTHKH  MOKCT
OKAGATHCA HEAOCTATOUNO, WTO-
601 HaiiTi BLIXOA U3 CHTYAMI.
Hpinve Bee Goabuee yncao au-
Aepos mpuGeraioT K miTyII
1 HOAaraIOTCs Ha Nee npit npH-
WATHI pertenitii.

11. 3penocts. JLis Toro, urobu
CTaTh XOPOUIIM PYKOBOMUTEIICN,
cleayer  nounMath, uto  paua
Jminast Bracts 1 eeobiee npi-
3MaNIe A01KIb GbITD 1a BTOPO
Mecre, a nopbienite Kpatpika-
L Bamero nepeoaa — 1a nep-
BoM. JLpy FINH C:1OBaMI, 3peAOCTD
ocnoBaia Ha HOMMMANI TOrO,
4TO MOKIO 100iTBEs GoABIIErO,
ccan oTKazaTHCsH 0T Geapazacin-
HOTO IIpaBCIISI HOHCH -
MIL It BMECTO 9TOFO HAXENTD 11X
T

12. Opuentawns na Komauzy.
B HacTosiniee Bpests npeAnpiiii-
MATCH NPILIATAIOT MIOTO YCiI-
il K TOMY, WTOGH KOIeKTIB
paGora kak cxumas kovarta, OT-
HOILICHISIM € HOIHCHHbIM B CTi-
e “Bapocaii-pebero”  zepbi
HPE/UIOUHTAIOT OTHOMIENIS “B3POC
bi-B3POCIBI", 4TO CTHMYTHPY-
CT CILTOMeHIE KOLICKTIBA.

13. Comepesupanue. Ve
“HoCTaBIITH CeBst 1a MecTo Apyro-
: [0 TraBIAs YepTa coBpe-
Meribix muepos. Ecam phi e
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development
to develop
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employee benefits

employee (personnel) policy
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policy
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UNIT 5. Personnel Management
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Assignment. Answer the questions:
1. What are the responsibilities of a personnel manager? Name

them.

2. What difficult situations concerning the employees may be en-
countered by personnel managers?

3. What are the responsibilities of personnel department?

4. What are the three functions of personnel management?
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SN UNIT 5

PERSONNEL MANAGEMENT

REI=SEM WHAT IS PERSONNEL MANAGEMENT?

Personnel management is concerned with the effective use of the
skills of people. They may be salespeople in a store, clerks in an office, op-
crators in a factory, or technicians in a research laboratory. In a business,
personnel management starts with the recruiting and hiring of qualified
people and continues with directing and encouraging their growth as
they encounter problems that arise in working toward established goals,

In addition to recruiting and hiring, some of the responsibilities of
a personnel manager are:

1. To classify jobs and prepare wage and salary scales.

2. To counsel employees.

3. To deal with disciplinary problems.

4. To develop safety standards and to put them into practice.

5. To manage fringe benefit programs, such as group insurance,

health, and retirement plans,

6. To provide for periodic reviews of the performance of each indi-
vidual employee, and for recognition of his or her strengths and
needs for further development.

7. To assist individuals in their effort
more advanced joby

8. To plan and supervise training programs.

9. Tobe informed of developments in personnel management

Personnel managers often deal with the following difficult situa-

tions concerning the employees

« The firm's employees — especially the most qualified ones — can

get better jobs with other employers.

= When a firm has not enough supervisory and specialized per-

sonnel with adequate experience and job capabilities, it has to

train and develop its own people. This can be time consuming
and expensive.

= The cost of hiring and training employees at all levels is incre
ing, for instance, several thousand dollars for a person. A mistake
in hiring or in slow and inefficient methods of training can be
costly.

s to develop and qualify for
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Assignment. Answer the questions:
1. What is the recruitment process for most organizations?
2. What is the purpose of an interview with applicants?
3. What kind of questions can the applicant be asked during the
interview?
4. What information from previous employers can tell that the ap-
plicant suits for a job?

HOW TO SELECT THE “RIGHT” PERSON

How to select the right person for the job? There is no perfect an-
swer, but the interview process can be of great help if it is used effec-
tively. Interviewing candidates for a position in a company is one of the
final steps in the hiring process. Below is a list of the steps involved in
the hiring proc

The key steps to finding the right person to fill a position include:

» Determining the need to hire a new employee. Are the skills
and talents of current employees properly utilized? Can your
business growth support a new employee?

« Conducting a thorough job analysis. What are the job's essen-
tial functions and key performance criteria?

+ Writingajob description and job specification for the position
based on the job analysis.

» Determining the salary for the po: lary compara-
ble and proportional with the s responsibilities of
other positions inside your company as well as similar positions
out in the marketplace?

* Deciding where and how to find qualified applicants. What are
the recruitment techniques to be used? What is the time frame
for conducting your search? Remember, advertising is not the
only, or necessarily the best, way to recruit.

« Collecting and reviewing a fair amount of applications and re-
sumes and then selecting the most qualified candidates for fur
ther consideration.

* Interviewing the most qualified candidates for the position,
based on the job's description and specification.

» Checking references.
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duty and tend to be very exacting
in character. They usually have
avery high standard of excellence
and an inward desire to do one's
best. They also have a need for or
der and tend to be very self-disci-
plined.

5. Social boldness. Leaders tend
to be spontaneous risk-takers.
They are usually socially aggres-
sive and generally thick-skinned.
Nevertheless, they are responsive
toothersand have high emotional
stamina.

6. Practicality. Good leaders are
practical, logical, and to-the-
point. They tend to be low in sen-
timental attachments, and com-
fortable with criticism. They are

usually insensitive to hardship
and are very poised.
7. Self-assurance.  Sclf-confi-

dence and resilience are common
traitsamong leaders. They tend to
be firee of guilt and have little or
no need for approval. They are
generally secure and free from
guilt and are usually unaffected
by prior mistakes or failures.

8. Prudence. Leaders were found
to be controlled and very precise

UNIT 2. What you need to become a successful leader

uyBCTBO f0Ara W HoBBMICHIAA
TPEBOBATETLIOCTS K OKpYKaio-
un, OGbIaIO 11X KpiTepiI Co-
BEPIICHCTE OWeItD, BHCOKH, To-
aToMy oI ouymaoT BiyTpei-
W00 MOTpeGHOCT AeTaTh Bee
WAy 06pason. Ot io-
6am nopAIOK 1 mpHyuaioT cetn
K cavocIIe.

5. OGweernenas axTuHOCTS.
PlicK 3a7103Kell y AIACPOB B KPO-
Bt OGbIUIO ORI COWABIO ar-
PECCHBIIb 11 MOIONATBIO HHe-
npoSusacist. Test ne eree, onit
oTaBuMBL N0 OTHOWeNHO
K APYTHM I HACIOT BLICOKYI0 9MO-
WHONABILYIO BULACPIKKY.

6. Tpakrunocts. Xopoiite it~
Jepbl MPAKTHYHBL,  JIOMHYHBE
W KomKperHbL. My cerri-
MeHTalblias  NPHBS3ANHOCTS,
Wi te GosiTest KpuTiKis, OGbit-
10 Ol PABHOAYIIEI K TPYIO-
TSN I HMEIOT OTAITNHOE CaNO006-
e,

7. Veepemocts B ceGe. Vpe-
peRiocTs B cede I rHoKoCTs — Tit-
IHaNbie YepTH iiepop. On
CTpCMATES He KyABTHBHPOBATH
B CCBC MYBCTBO BIHBL I HE HYRa-
10TCst (WIIH TIONTH He HyJKAaIoTCst)
B unes-160 o06penit. OBbr-
10 Ot JICPAKATCS! YBEDEHHO 1 He
HCIBITHBAIOT yrpR3Citii coBec-
rit. Kak npaitio, na mitx e oka-
3HBAIOT  BAWAHIGI  TPOULTHIC
omnGKI 1 Hey .

8. Tpeayevompiremiocts (-
HoBwmOCTS). Kax BhisciiLiocs,
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MNNNNNNN UNIT 1. Whatis “Management”?

leadership pyKonoacTao

skills ~ nanbiin

vision ~ BIeHIe, TpeACTABCHIC

to assert [35a1] ~ yTRepKAATS, 3aABAATY

employee [ emplar'] paborinn, cayxan

executive [1gizekjutrv] Tpatop, pyKoBOAITE D

efforts y

nonprofit organization [gonarzeifon]  — HeKovepHecias opraisals

to refer to e OTHOMeR I, OTHOCHTBCS;
Kacathes

board ~ npanses

executive director ~ AupexTop-pacniops

program director

PYKOBOJHTEID IPOFPANMMEL

L= WHAT IS A MANAGER?

A number of different terms are often used instead of the term
“manager”, including “director”, “administrator” and “president”.
The term “manager” is used more frequently in profit-making orga
nizations, while the others are used more widely in government and
non-profit organizations such as universities, hospitals and social
work agencies

So, whom do we call a “manager™?

Inits broad meaning the term “managers” applies to the people who
are responsible for making and carrying out decisions within a certain
system. A personnel manager directly supervises people in an organi
ation. Financial manager is a person who is responsible for finance.
Sales manager is responsible for selling of goods. A marketing man-
ager is responsible for promotion of products on the market.

Almost everything a manager does involves decision-making,
When a problem exists a manager has to make a decision to solve it. In
decision-making there is always some uncertainty and risk.

Management is a variety of specific activities. Management is
afunction of planning, organizing, coordinating, directing and control-
ling. Any managerial system, at any managerial level, is characterized
in terms of these general functions.

Managingis a responsible and hard job. There is a lot to be done and
relatively little time to do it. In all types of organizations managerial ef-






OEBPS/Images/P-46.png
[N UNIT 4. Production management

ment depends on each machine's suitability to its specific task, the
degree of its utilization, the extent to which it is kept in optimum

running condition.

to summarize
flow process
paperwork
data flow

build up

timely delivery
overinvestment
current costs
competitive advantage
process control

fluctuating demand
Market Share

industrial engineering
operations research
inventory control
raw material
component parts
work in process
finished goods
general supplies
beyond

carry anitem

hold responsible

inventory management

item
obsolete

VOCABULARY
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TEXT 2. Partnership  I—

2. Profits must be shared with others.

3. Since decisions are shared, disagreemen

4. The partnership may have a limited life; it may end upon the

withdrawal or death of a partner.

There exist different types of Partnerships:

1. General Partnership

Partners divide responsibility for management and liability, as well
as the shares of profit or loss according to their internal agreement.
Equal shares are assumed unless there is a written agreement that
states differently.

2. Limited Partnership and Partnership with limited liability

“Limited” means that most of the partners have limited liability
(to the extent of their investment) as well as limited management
decisions, which generally encourages investors for short term pro-
jects, or for investing in capital assets. This form of ownership is not
often used for operating retail or service businesses. Forming a lim-
ited partnership is more complex and formal than that of a general
partnership.

3. Joint Venture

Joint Venture acts like a general partnership, but it is formed for
alimited period of time or a single project. If the partners in a joint ven-
ture repeat the activity, they will be recognized as a continuing part-
nership and  distribute accumulated partnership assets upon
dissolution of the entity.

Main Features of a Partnershi

(+) Easy to organize, but needs agreement

(+) Partners receive all income

(—) Partners have unlimited li

() Partners may disagree

(=) Life of business may be limited

-an oceur.

bility

VOCABULARY

partnership ~ TOBAPHILECTRO, NAPTHEPCTRO
KopropHpOBalias (HPMA, KOTO-
Poil BIAEIOT 1 KOTOPOIi YipaBisi-
07 Jwa ia wan Gosiee)

general partnership

BETCTBENNOCTBIO
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‘TEXT 3. How To Motivate Your Employees? IS

performance 1) somommenie,
2) npor TeABLHOCTD WN
TeHCHBHOCT TPy

business policy ~ nenowas nonTItKa; popMyIHPOB-
Ka tezcii PNt BHGOp CpeACTE
A5t X A0CTIGR IS

nozenne;

approachable (available) ~ aoctynmuii

caring attitude ~ BHINATebHOE OTHOMICHIIC

to involve BOBJICKATD.

to train ~ obyuars

to develop - paasiars,

to counsel coneroas, peroNeioBaTY

to guide ~ HANARIISTY, YIDARITD, PYKOROUITE

to communicate ~ rosoputh,  cooluath  Kowy-1
1. O6aThC

personal attacks AN, peaKas KpHTHKa

to put into effect - BOATH B i

eI, TPOBOITD B I3
thoughtful ~ sabormbii, wyTiaii, piaTeb T
considerate - aTeAbHbII

to recognize e, p
Ii); OTAABATE

to outline ~ oBpitcomaTs, HraveTirTh B oS ep-
rax

job responsibilities ~ aomKiocTIIE OBAANHOCTH

tomake certain ~ yeaumien B uen-

business community ~ aeonsie Kpyr

performance standard ~ ypoberh miTCHCHBHOCTIH WA o
eKTHBIOCTIN TPYAG; HOPAA TIPOIN3-
Bow BhpaGoTIH

morale [mo'ral] - MopatuHoe coctosine; Goenofi ayx

self-confidence ~ yBepentiocts 5 cefe

Assignment. Write a short essay on:
1. The difference between leadership and management.
2. What to do to manage successfully and improve the perfor-
‘mance of employees.
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‘TEXT 4. Firing Employees  INS_—

b) have clearly written personnel policies which specify condi-
tions and directions about firing employees and the employee has
signed a copy of the policy handbook to verify that he or she had read
the policies

¢) warned the employee in successive and dated memos which
clearly described degrading performance over a specified time despite
your specific and recorded offers of assistance and any training (the
number of memos depends on the nature of the problem, but should be
no more than three or four); and

d) you clearly observe the employee still having the performance
problem. (Note that if the employee is being fired within a probation-
ary period specified in your personnel policies, you may not have to
meet all of the above conditions.)

2. Take a day or so to consider what you are going do. Consult
with members of your board (in the case of corporations).

3. If you still decide to fire the employee, do so promptly both
for your credibility with other employees and so as not begin procrasti-
nating about this rather painful event.

4. Write aletter of termination of employment to the employee.
As with the previous letters of warning, be clear about the observed be-
haviors, when you saw them, earlier warnings and their consequences,
what you did in response, and the consequences that must now follow
according to your polici

5. Tell the computer system administrator to change the em-
ployee’s password

and make sure that this action should be done promptly and in
complete confidence.

6. Meet with the employce. Provide them the letter. Explain
how the termination will occur, including when, what they must do,
what you request from them and when. Ask for any keys. Give them
ahalf hour or so to remove personal items (you may choose to monitor
them during this removal, depending on the nature of the grounds for
dismissal). Consider changing the door locks to the facilities. Change

the passwords on phone systems.

VOCABULARY
firing ~ yombieiie
originally ~ neproAtAILHO

personnel policies ~ Kaaposast HoATHK
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4. Driving Forces. What are the
driving forces that will make your
ideal outcome a reality? What is
your company’s vision and mis-
Sion? Driving forces usually lay
the foundation for what you want
people to focus on in your busi-
ness (i.e., what you will use to mo-
tivate others to perform).

Examples of driving forces might
include: individual and organiza-
tional incentives; empowerment
and alignment; qualitative factors
such as a defined vision, values,
and goals; productive factors like
a mission or function; quantita-
tive factors such as results or ex-
perience; and others such as com-
mitment, coherent action, effec-
tiveness, productivity, and value.

5. Ideal Position. After working
through the first four phases of
the strategic thinking process,
you should be able to define your
ideal position. Your ideal position
outline should include:

UNIT 1. What is “Management”?

4. Jlswkymwe cwsi. Kaxossi
ABIDKYIUIC CILTb, KOTOpbIC. BO-
1LA0TAT Banr BOOGpaKACMBITi pe-
yabTaT B peabiiocts? Kakono
BUACHIe 1 37a4a Baeii KoMa-
Hii? OBbIIHO ABKYILIE CHLL
ACKAT B OCHOBE TOFO, UeMy, Ha
Bam prasia, paboTHIKI Bauero
NPEANPHATIES JOKHB YACHSTH
ocoBoe BimaIe (HHbIMII C0Ba-
MIL, 370 CPEACTEA, KOTOpbIC Bbi iC-
nobayeTe, 4ToGb OGYANTS Y-
1HX Al0zeli Xopollo. BunoATY
cBon KoL 06s3aI-
Hoctin).

K paspsity JBIGKYILUX CHUT MOK-
1o OTHECTH HNAMBIAYATbHBIC
1 KOLICKTHBHBIC CTHMYJIb, e~
JoCTaBIeHE  TOAHOMONI

PACCTAHOBKY, KauccTBeribic
(copsymponarioe Biserie,
HEHHOCTIH I Il ), NPOH3BOACT-
Bennble (3aaa WM Ha3HAue-
H11€) It KoeCTBerHbIe paKTo-
b (Pe3yIbTaThi WA ONBIT pa-
G0Th), A TaKKe MPEAANHOCTD
Jeny, cornacopaiibie AciicT-
Bitst, 5DEKTHBHOCTS, TPON3BO-
JUTEBHOCTL TPYAQ H CTOM-
MOCTb.

5. Mneanias moammus. Tpoii-
4t epBBie ueThipe hass 1po-
LieCca CTPATErINECKOro MbiliLie-
HI13, BAM CICAYeT HaYHHTHCS! Ol
PEACIATE  CBOIO  HACATbIYIO
nosumo. XapakTepicTika pa-
el Waea RO MO A0k~
Ha BTIONATS:
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WNNNNNN UNIT 3. Forms of Business organization

pemasonutii co:

charter [tfato] JoKywenT, pa
e Kovman

permit [‘pamit] paspentcie

toraise funds ~ npunexats onAb, MOGIL
wam, cpenc

employee [emplo'i]
personal tax return

ii o Haity

Kcrapais

Assignment. Answer the questions:

1. What are the three principal forms of business organization?

2. What is a sole proprictorship?

3. What are the advantages and disadvantages of sole proprietor-
ship?

L=SFA PARTNERSHIP

In a Partnership, two or more people share ownership of a single
business. Like proprictorships, the law does not distinguish between
the business and its owners. The Partners should have a legal agre
ment that sets forth how decisions will be made, profits will be shared,
disputes will be resolved, how future partners will be admitted to the
partnership, how partners can be bought out, or what steps will be
taken to dissolve the partnership when needed.

Many partnerships split up at crisis times. They also must decide up
front how much time and capital each will contribute, etc.

Advantages of a Partnership

1. Partnerships are relatively easy to establish; however partners

should develop the partnership agreement.

2. With more than one owner, the ability to r

creased.

3. The profits from the business flow directly through to the part-

ners’ personal tax returns.

4. Prospective employees may beattracted to the business f given

the incentive to become a partner.

5. The business usually will benefit from partners who have com-

plementary work skills.

Disadvantages of a Partnership

1. Partnersare jointly and individually liable for the actions of the

other partnel

e funds m

ybein-
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WNNNNNN UNIT 2. What you need to become a successful leader

those areas of your personality i amtep, passusaiire e cpoi Ka-

that you feel are not up to * leader  wecrna, kotopuie, 1a vam Bz,

standard”. eltie e COTBETCTBYIOT “CTaitTap-
Ty mpepa”.

Assignment. Give definitions to the following personal traits
of successful leaders (in written):

Emotional stability. Sclf-assurance.
Dominance. Pruden
Enthusiasm. High encrgy,
Conscientiousness. Intuitiveness.
Social boldness. Maturity.

Practicality. Charisma.

WHAT IS THE DIFFERENCE BETWEEN LEADERSHIP
AND MANAGEMENT?

Business writers, speakers and consultants have thoroughly ana-
lyzed the difference between leaders and managers. Many of these com-
parisons present leaders as more creative and valuable to an
organization than managers. However, thinking about leaders and
managers in such a categorical way doesn't serve us well. There are or-
ganizations with too many leaders that failed from their inability to
manage and implement day-to-day business issues. And there are com-
panies with excellent managers that fail because they did not innovate,
motivate change nor keep their eye on the strategic threats. An organi-
zation needs both management and leadership. Managing is a subset of
leadership. A good leader must both lead and manage well.

So, just what is the difference between leading and managing?
Managers manage things, but lead people. They manage financial ra-
tios, inventory, process flow, cash, information systems and leadership
development. At the same time they lead people, their perceptions,
mindset and motivation. Most executives are bright managers and
businessmen. Many are very skilled in managing the administrative
and operational aspects of their businesses.

There are often situations when a manager or
denly promoted to a position of directional leadership. The transition
from manager to leader is a difficult one, as is the attempt to train and
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WHAT IS “MANAGEMENT”?

LI=SEM TRADITIONAL INTERPRETATION

There are a variety of views about this term ditionally, the term
“management” refers to the set of activities, and often to the group of
people, involved in four general functions, including planning, organi
ing, leading and coordinating activities. All these four functions are
highly integrated and interrelated.

Another Interpretation

Some writers, teachers and practitioners say that the above view is
rather out-of-date and that management needs to focus more on leader-
ship skills, e.g, establishing vision and goals, communicating the vision
and goals, and guiding others to accomplish them. They also say that
leadership must be more facilitating, participative and empowering in
how visions and goals are established and carried out. Some people say
that this really isn't a change in the management functions but a new
look at certain aspects of management.

Another common view is that “management” is getting things done
through others. Yet another view, quite apart from the traditional
view, asserts that the job of management is to support employee's ef-
forts to be fully productive members of the organizations.

To most employees, the term “management” probably means the
group of people (executives and other managers) who are primarily re
sponsible for making decisions in the organization. In nonprofit organi-
zations, the term “management” might refer to all or any of the
activities of the board, executive director and /or program directors.

VOCABULARY

practitioner [praekiufna)] ~ npascink, npocbecenona

facilitating [fosilitertin] ~ eniun, ynpanenis, ocuoammbit
1a CTpENICHINI IONOYh

participative [pa‘tsipativ] crimn ynpannenis, ocnosanmuiii
WA yaCTII B N1

empowering [1m'pauay

~ AQIOUT BO3MOKHOCTS M NpaBo
uT0-1. Cte:
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OTABTOPA

B noczeaiiee Bpesst oab10¢ HMatie 1a paky-IsTeTax Meneak-
MeHTa yAe/sieTes! HHOCTPAHHBI si3biiaM. CerOAIs! ICHHOCTh ClIeIlta-
JCTOB B OGAACTII YIPAWICHIT BO MHOTOM ONPEAC/ACTCs! CHIOCO0HO-
CTHIO CBOGO/UII0 OBMATHES 1 BECTIH ACTOBIC TEPEroBOpHI C MPEACTABI-
TEIIMH APYIIIX CTPAI, @ TAKKE UNTATH CHCWMATLHYIO AUTCPATYP)
TI09TOMY B Y9eGHbIX ILIAIAX (HaKyIBTETOB MCHEUKMEIITA IPEAYCMAT-
PHBACTCH H3yHeIIe ANTAICKOrO A3bKa B OGLENE I 110 MCTOAMKAM,
H03BOAONUIM AOCTIFb COOTROTCTRYIOLIETO YPOBIIS

Jaunoe yueBioe ocoSie cooTBeTCTBYCT TPEGOBAIIS NPOTPAMMBL
10 HHOCTPAIILI AZBIKAM A1 HEAZBIKOBLIX BY3OB 1l NIPEASHANCHO
AU YHAIUIXCS CTADILIX KYPCOB BY3OB, HIYNAIOUUIX MCHEUKMCHT
1 MAPKCTITHT, SKOHOMITKY It GHBIHICC 110 CIICLHAILHOCTSIM “DKOHOMIKA
W ynpasenie”, “Meneaxyent opramsauii’, “Crpaterueckitii ye-
néprvent”, “Mapkerinr’, “Vipaniciie 4eI0BCICeKINI pecypea-
wir”, “Jlorneriia’, “Hliipopyaionibie Texiozoritit b ynpasciiu’.

TlocoBite, B MACTHOCTIE, MOAKET HCTIONIbA0BATECS A1 OBy CHIIS 1
KOHOMITCCKIX (aKYIBTCTAX, TIC H3YNAIOTCS TaKie AUCUIINIb,
Kak “OGuutii Meneaxyent”, “Teopis Opramaiui’ 1 cneuyabHLe
(YHKIIOIATbIO-OpHENTHPOBAHITbIE IPHICTAIbIC AUCLHILAIb (Me-
HEUKEPHALIbIC 1t OPFAI3ALIONHBIC HAYKI 1l TEXHOOTHI), 10330~
ASIOILHE CTYACHTAN TI0:1YMIITS HABLIKIL 1 YMCHIIA U151 paGoTsi b Che-
Pe CTPATETIICCKONO MHCIURMEITa, MAPKETHITA, JOTHCTIIKIL I YIIpaB-
CHIIS MEIOBENCCKITNIL PeCYpCaNH, HIOPMAILIOILIX TEXHOOTILiE
T —

Tocodiie Taioke MOAKET GITh PEKOMEILAOBANO OGYHAIOULINCS
B UIKOGX MeHEIUKCpOB, GHIieca, B CIeLa I HPOBAIBIX KOIICIUKaN,
e et 0By NeHIIs S3BIKY — IPHOGPCTITIe HABBIKOB YCTHOI 1 1Ch-
MerHoii et B chepe Jei0Boro (KoMyepieckoro) obmerits, ia da
KYJIBTETax It B UHCTHTYTAX NOBBIICHIA KBTI IKALUII, AHLaN, Ve
BIALCIONUIM AHTTICKITM S3HIKOM, HO KOTOPIM HCOBXOAIIMO Yeonep-
LICHCTBOBATD €70 110 CTICIIATHHOCTIT MEHE/URMEHT, 3 TAGKe AHILaM,
MOCTOSITEBIO 13 HAIONUIM BONPOCH Git3tieca. MOseT HCTIOAb30RaTh-
51 U151 CAMOCTOSITCIIHOTO H3YICHHS UM H, CBAZANIbIMH € PAGOTOli
B OBIACTIL KOMMEPUCCKOft JCATEHOCTIL
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‘TEXT 3. Summary Table of Production Control IS
VOCABULARY
production control ~ Kowtpob sa mpoayKIeil (Koit-

TPOIIh 32 BHTOTHCHION ILIAHOB 10
HPOH3BOACTRY HPORYKIUIH)

corrective action Bneeie nonpanok
output rate ~ 1) nopwa spaGoTiar; 2) mpois-
BoMTeABHOCTS

idle time (avep. downtime)
to expedite

pocro, nepepuis b padote

L cobeTBoBaTh

production capacity

maintenance schedule ~ rpadiic Texyiiero §
stock level - yposen saracon
procurement order ~ opitep ia 3aKyNKy

reassessing specifications ~ nepecyoTp Textcckit Tpedona-

i (sanani)
estimates ~ CMETHBI
replenishment policy

penonoKe
15 HOBLIMIE

inventory system -

Tema mmBerTapusatunt (nepe-

yuera Tosap

procurement ~ 1) nonyuenie, npuoGpererine; sa-
Kyma; 2) nocranka, ciaGkenie
(oGopyosaiiis 1 . 1)

Assignment. Write a short essay on:
1. Goals and objectives of production management.
2. Typical work activities of production manager, factory man-
ager, production supervisor.
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N UNIT 2

PRODUCTION MANAGEMENT

EI=SEM WHAT IS PRODUCTION MANAGEMENT?

Production management is also called operations management.
It includes planning, co-ordination and control of industrial pro-
cesses. The aim of production management is to ensure that goods
are produced efficiently to the satisfaction of the customer at the
right price, of the right quality, in the right quantity, at the right
cost and on time.

In manufacturing production manager is responsible for product
and process design, planning and control issues involving capacity and
quality, and organization and supervision of the workforce.

“The scope of the job of production manager depends on the nature
of the production system: jobbing production; mass production; pro-
cess production; and batch production. Many companies have several
types of production, so the job of production manager becomes more
complex.

Typical work activities of production manager

Depending on the size of the organization the functions of produc-
tion manager are:

= todraw up a production schedule;

* to work out the needed resources;

= toestimate how long ajob will take, to estimate the cost of it, and

to set the quality standards;

« to monitor the production processes and adjust schedules as

needed,

At the pre-production stage the production manager has responsi:
bility for the selection and design of equipment, the plant layout and
materials handling, and production planning (including demand fore
casting, production scheduling and the ordering of material ).

During the production stage the responsibilities of the produc-
tion manager include production control (the sequencing of jobs,
updating time schedules, etc), stock control, quality control and
the maintenance and replacement of production equipment. Pro-
duction managers are also concerned with product design and pur-
chasing
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to envision what you want your
ideal outcome to be for your busi
ness and then works backwards
by focusing on the story of HOW
you will be able to reach your vi-
sion.

As you develop a strategic vision
for your business, there are five
different criteria that you should
be guided by. They will help you
define your ideal outcome. In ad-
dition, they will help you deter-
mine the steps necessary to make
your business vision a reality.

The following is a list of these five
criteria:

1. Organization. The organiza-
tion of your business involves the
people you will have working for
you, the organizational structure
of your business, and the re-
sources necessary to make it all
work. What will your organiza-
tion look like? What type of
structure will support your vi-
sion? How will you combine peo-
ple, resources, and structure to-
gether to achieve your ideal out-
come?

UNIT 1. What is “Management”?

Mbtttenie B paueii pagote ofia-
JACT BO MHOTOM CXOKIIM MeXa-
HIIMOM, NOCKOABKY Tpebyer or
Bac prasate npeactapits, YTO
UMEHIO B XOTUTE mOAYMNTD
B wteate or Bameil npeATpIII-
MATeIbCKOl ACSTEABHOCTIH, 3 3a-
TeM — BepHYTHCS! HAIAL 1 COAATD,
cuerapuii, KAK st esosete Bo-

WOt cron  npescTan e
pniray
PaspaGarsas  crpatereckoe

MBILILICHIE LI51 CBOCTO Npepit-
ATISL, BB AOKHBL PYKOBOACTEO-
BATLCS NSTHIO PRI LI KI1-
Tepsivit, Ol TOMOFYT Bay HCTKO
oGpicoBas Baur BoOGpaKacHBili
peayasrat. BioGanok, ot 10xo-
IYT BaM ONIPEACIHTD KOCCTBO
STailoB, HCOBXOMMMbIX IS Tipe-
BPALICHITS BAILICTO KOMAMEPHECKO-
1O BILACHIIE B PCaBHOCTD.

Hicke  npusomures  nepeseis
9TuIX 1T KpUTEpIICE:

1. Opramsawns. Opramzaiis
Baumero  mpeanpisTIS  ~ 970
U0AH, KOTOpbiE GYAYT Ha Bac pa-
GoTah, OpramzALIONHAs CTPYK-
Typa Bameii KOMIAHNN 1 pecyp-
Ch, 1COBXOAINIC 113 TOTO, WTO-
601 3acranirTy Bee 1o XoICTRO
Qynumonmposars.  Kax - Gyer
BUIIAICT Ballia OpramiGals?
Crpykrypa Kakoro Tima 6yse
NOUIEPKUBATL  Ballle  BUeHIe?
Kaisi 0Bpasost sbi ofeummire
ByeCTe mI07CH, pecypehl, cTpyK-
TYPY H A0GHCTECH KEAACNOTO pe-
syabrara?
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‘TEXT 3. Hiring of employees  IE—_

When an individual is hired, he or she should receive a comprehen-
sive orientation on the specific nature of the job. Rules should be ex-
plained in detail, and any questions answered before the new employee
begins work. New employees should be introduced to other employees
and made to feel welcome.

Compensation Issues

Compensation takes two forms: (1) direct compensation (wages
and salaries) and (2) indirect compensation (fringe benefits).

Direct Compensation ~ Wages and salaries are the compensation
people receive on a regular basis (monthly, biweekly or weekly).
Workers are paid on the basis of time (by the hour, day, week or
month) or on the basis of output (an incentive plan).

Indirect Compensation — Fringe benefits are an important part of
the overall compensation in most small businesses. Employee benefits
now account for about 40 percent of payroll costs. The profitability of
the small firm is one of the primary factors of benefits offered by the
firm.

VOCABULARY
job applicant upetenzent na pao
overqualified person ~ crepxKBAIHIIPORANILTT
nexc

KeTa nocTynaio
sasin)

application form - ero a padory;

exitst

Y

background ~ Guorpagicexate xarie (sce, wro
eBaM0 ¢ AIUBHBIO, BpaoBaIIEN
T, 1L uesoBeka)

to meet requirements ~ vaoweTsopATs TpeGoBanAM

reference ~ 1) pexoveraus; 2) nopyuiT
(J1aro11ee PEKOMCHAILIIO JHI0)

personal interview ~ munast nerpena, Geceta

courteous ['katjos] ~ wemmil, aoGesibit

physical examination ~ wpascBumit/Meaumexnii ocxorp
aptitude ~ enocoGnocTi

achievements — JOCTIKEHMST

intelligence ~ wnreekt
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Rule 2: To be a powerful leader, you must show your “leader-
ship” to others. Good leaders have the leadership behavior called
for by the situation. They fit the leader role rather than make the
role fit them.

Rule 3: Remember, if people aren't following, you're not leading,
To create an effective leadership, you must develop your leadership

UNIT 2. What you need to become a successful leader

Kill
ship development

that they are deliberate and profes

onal. Manage your leader-

VOCABULARY

to fail

to keep eye on smb., smth.
threat [Oret]
to implement

day-to-day
business issue
subset
financial ratios
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to achieve

operational aspects

perceptions

bottom-of-the-line (bottom-line)
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feedback
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mind

techniques [teKniks]
mindset
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UNIT 5. Personnel Management

policy handbook

memo ['mimau] corp. om memoran-

dum

degrading performance -

probationary period

promptly -
credibility -
to procrastinate -
termination of employment -
consequences -
confidence -

grounds for dismissal -

Assignment. Answer the questions:

nocpescTsoM
uero-i.

0-1, ¢ TONOIbIO
(CTPYKILI O paBiiax. paciio-
paka

cayebias sanicka,
sannexa

weniie paGoTs

nbrTaTe

——

Guictpo, cpas

Josepie
otk

BaTh, OTCPOUIBATY
cpoka c.
cenCTBI

oKoHYaNKE yKObI

cexperiiocts,  Kordueruan
nocr

TPIHHbL OCHOBAHII YBOTIBHEH IS

1. What are the steps in firing the employee?

2. What may be the main reasons of firing the employee’
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‘TEXT 5. Limited Liability Company (LLC)  IS—

features of a corporation and the tax efficiency and operational flexibil-
ity of a partnership. Formation of LLC is more complex and formal
than that of a general partnership.

‘The owners are members, and the duration of the LLC is usually de-
termined when the organization papers are filed. The time limit can be
continued if desired by a vote of the members at expiry date (the time
of expiration). LLC's must not have more than two of the four charac-
teristics that define corporations

1. Limited liability to the extent of assets;

2. Continuity of life;

3. Centralization of management; and

4. Free transferability of ownership interests.

VOCABULARY

permissible ~ noswoncnnii

featureo ~ colenmocrs, npuatar, croiicTao

tax efficiency ~ wanorowas adppexrimnocTs

operational flexibility ~ rurocrs oneparutit

formation ~ obpasomanite, cosaniie

duration - cporc i

to file papers ~ MOZABATH AOKYNEHTH 1A perneTpa-
wio

vote ~ rozocomane

expiry date ~ naTa oKoHdaIs

transferability ~ nepeata (ymmectsa, npasa

Assignment. Write a short essay on:

Sole Proprictorships, their advantages and disadvantages.
Partnerships, their types, their advantages and disadvantage
Corporations, their advantages and disadvantages.
The purpose of a Board of Directors in a Corporation.
Major duties of a Board of Directors in a Corporation.

BN
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RSN UNIT 3

FORMS OF BUSINESS ORGANIZATION

LI=SEM SOLE PROPRIETORSHIP

There are three principal forms of business organization:
1. the Sole Proprietorship,

2. the Partnership, and

3. the Corporation.

The simplest form of business organization is the sole proprietor-
ship, which is owned by one person. Many small businesses start out as
sole proprictorships. The owner has relatively unlimited control over
the business and keeps all the profits. These firms are usually owned by
one person who has day-to-day responsibility for running the business.
Sole proprietors own all the assets of the business and the profits gene
ated by it. They also have complete responsibility for any of its liabili-
ties or debts. In case of breach of contract the business property and
personal assets of the owner may be taken to pay judgments for dam-
ages awarded by courts.
Sole proprietorships are the most numerous form of business orga-
nization. No charter and permit are needed and there are no particular
legal requirements for organizing or conducting a sole proprictorship.
‘When started, many sole proprietorships are conducted out of the
owner's home, garage, or van and inventory may be limited and may of-
ten be purchased on credit
Advantages of a Sole Proprietorship
iest and least expensive form of ownership to organize.
2. Sole proprietors are in complete control of business, and within
the law, may make any decisions.
3. Sole proprietors receive all income from the business to keep or
reinvest.
4. Profits from the business flow-through directly to the owner's
personal tax return.
5. The business is easy to dissolve, if desired
Disadvantages of a Sole Proprietorship
1. Sole proprietors have unlimited liability and are legally respon-
sible for all debts against the business. Their business and personal as
sets are at risk.
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‘TEXT 3. Hiring of employees I

physical requirements uanaccie orpamici

‘manual dexterity ~ zomkocTs;  GuCTpoTa,  CHOpOBKa,
1pOROpCTEO Py

hazard [hezad] ~ puck

job specification ~ kBamidmkaonbe  TpeCosans
K HenoaIITeNI0 padoTh

Assignment. Answer the questions:

1. What are the most important principles of a firm's personnel
policies?

2. What is a job analysis? What information is contained in a job.
analysis?

3. What is a job description? What information is contained in
a job description?

4. What is a job specification? What information is contained in
ajob specification?

LZGEN HIRING OF EMPLOYEES

Screening of Job Applicants

The screening process provides information about an individual’s
skills and knowledge enabling a potential employer to determine
whether that person is suited to, and qualified for, the position. Experi-
ence has shown that hiringan overqualified person can be as harmful as
hiring an under qualified person.

The application form can be used to begin screening candidates
for a job. It provides information on the person's background and
training and is the first means of comparing the applicant with the job
description. This will ensure that you don't waste time on applicants
who clearly do not meet the minimum requirements for the job.

Generally, the following information is asked on an employment
application form: name, address, telephone number, kind of work de-
sired, work experience, education and references.

‘The personal interview is the second step in the screening process.
During the interview, the manager learns more about the applicant.
The interview should be guided, but not dominated, by the manager, as
it isimportant to let the candidate speak freely. Whenever possible, the
interviewer should ask questions that are dircetly related to the job.
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MNNNNNNN UNIT 1. Whatis “Management”?

3. What are the main responsibilities carried out by supervisors?
Describe them.

Assignment. Translate into English:

1. BOAbIlIe OPramIISALUII MOTYT HMCTh MCHEUKCPOB P3O0
YPOBIIS,, BKIIONast TON MCHEUKEPOR, MEHCIKEPOB. CPEiero
3BEHA 1 MCHEIUKEPOB HI3LICTO 3BCiia.

2. TOI MeHEUKEPBI OTBCTCTRCHIB 32 BCIO OPFaHI3ALIO 1f 06biti-
10 YHACTBYIOT B PEUICHHI CTPATETIHCCKIX I KOHIICITTYAAbIbIX
BONpOCOB.

3. ToI MeHC/UKepb PYKOBOUIT MCHE/UKCpAMIT CPCAUEro 3Beia,
KOTOPBIE OTBETCTREIITbI 32 FaBHYI0 YKL H1i OTAC.

4. MeHe/Kepb CPEAEro 3neiia pyKOBOAST MCHEUKCpaMI it
WIETO 3BeHa, OTBETCTREHHBIMIN 32 YIABICHHE CRCCHHBIMIT

eficTrisNI TPy paGouiX.

VIMeIoTes PAsIMIBIC THIIB MEHEIUKepOB 1a OAIIX 1 TeX e

YPOBHSIX B OpraHiAIIH.

6. DyHKIIOHATbHEL MCHCUKCp OTBEUACT 32 LaBHYI0 YHKILIIO,
HaTIDHMED: MAPKETHHT, NPOaKH, (pHHANCH, 11 T. 4.

7. Tenepaibiisic AUIPEKTOpa OTBEUAIOT 32 MHOTOMHCICHHbIC
(YHKLUII B PEACIAX OPFANNBAILIH I OTACIA.

8. TIpiMepsl ILIAHIpOBAIIS — CTPATETICCKO ITaNKpoBatIe,
ILIaNKpOBatiHe GH3eca, IIARNPOBAIIE NPOCKT, ITAHIPO-
Baliie KaJPOBOTO 00CCTIEHCHIs, ILIAHPOBAHIE PEKIAMHPO-
BANIS 1 POABIGKITHS TOBAPOB.

9. Vupaiciite - otRercTReNHAs 1 TPy s padota. Bo nees
X opramizaiii opranuzatopexas adeKTHBHOCTD FaBHCHT
OT NIPAMBIX TIEPCONAIBIbIX OTHOMICHIT MeTEUKEpa.

10. Merezukepni Hacto feernpyiot moosouits. Jleernposarie
O3HAMACT, UTO CyIKALLIE HHa G0/iee HIBKIIX YPOBHSX B Hepap-
XHI KOMITAHITI MOTYT HCTIOTH30BATH CBOIO HILMIIATHBY 1t 1P~
HIHMATD PEINeHIIS, He CHpANIBAsT Y MeHEukepa.

@

Assignment. Translate into Russian:
What are Chief Executives?

Usually, this term generally applies to those people or specific posi-
tionsin top levels of management, e.g., chief executive officers, chief op-
crating officers, chief financial officers, vice presidents, general
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WSS UNIT 4. Production management

whereas in others they may call upon maintenance or other technical

staff for backup when necessary.

VOCABULARY

production management
to ensure

goods

manufacturing

issue

capacity
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batch production
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production schedule
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TEXT3. Managers I

4) Controlling, or coordinating,

the organization's systems, processes and structures to reach effec-
tively and efficiently goals and objectives. This includes constant mon-
itoring and adjustment of systems, processes and structures
accordingly. Examples include use of financial controls, policies and
procedures, performance management processes, measures to avoid
risks etc.

VOCABULARY
top (executive) manager Bl nenommTenbi pyro-
BouTe
top management ~ BHICIICe HCTIOIITEAbOE PYKOBO-
CTBO, BhCAS AMIHHCTp AU
‘middle managers ~ PYKOBOITEH Cpeiero aneita
first-line managers ~ pYKOBOATEH HIBIICro 3B
project manager ~ PYKOBOUTEIb IPOCKTA
functional manager ~ yiKutona bl pyKoRo
product manager ~ PYKOBOJITE I, OTBETCTBENH)

KorcTpympona
it peamtzatutio e s
product line manager - yupanasionuii
HpeaverHo-po)
cnemmzaeii

apojicTBentofi

general manager renepanbii ynpanmonuii; -
pexcrop npeanpua

staffing planning ~ wanHpoBalHe KaApOROro ofccrie-
weHis (YKOMILICKTOBAHIS T1Epeo-

Hanom)
promotions planning

Tanposa
AyKTa na pi

e npojus
oK

Kers

po-

project planning ~ WwranmpoBaNIe npocKTa

financial controls ~ (umancomsie cpeactea ynpanic-
st

human resources [risosiz] ~ TpyaoBbie pecypen

to pursue [pasiuc] ~ nobumarbca

objective - uenn
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UNIT 6. The recruitment process

information over the telephone. But it is usually best to request infor-
mation in writing and get a written reply.

To help insure a prompt reply, previous employer
bout the applicant which can be a

afew specific questior

hould be asked
swered by

ayes or no, or with a very short answer.

For example:

1. How long did the employce work for you?

2. Was his or her work poor , average

?

, or excellent

3. Why did the employee leave your employment?

After the information on all applicants s verified, the selection

can be made. The re:

ult of this s

lection is the “Right” employee.

The right employee can help make money. The wrong employee

will cost much was
customers.

ed time, materials

, and may even drive away

VOCABULARY

recruitment.
to shortlist

online application form

selector
applicant

CV (Curriculum Vitae
[Ka'mkjulom itar] - record of life)

shortlist

personality

work background
work habits and skills
to check back

to verify

prompt reply
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cox
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WNNNNNN. UNIT 2. What you need to become a successful leader

Tomanage successfully and improve the performance of employees:

Involve employees in decision-making process. Give employees
ashare in decision-making, If not deciding what is to be done, then how
it is to be done, or when or in what way and by whom.

Keep employees informed. Keep employees informed about
changes that can directly affect them such as business policy changes,
procedure or rule changes, product information changes, and perfor
mance standard changes.

Be aware of the morale level of your employees. Be sensitive to
changes in morale. Know when and why it goes up or down.

Maintain an open-door policy. Be approachable, available, and in-
ted, not distant.

Develop a caring attitude. A good manager trains, develops, coun-
sels, guides, and supports employees

Be sure to listen. Always listen to and try to understand what em-
ployees are communicating.

‘Always treat your employees with respect. Be thoughtful and
considerate of the person you are dealing with

Ask for suggestions. Be sure to invite suggestions and new ideas
from employees concerning work. Be willing to put good ideas into ef-
fect by making changes.

Give “constructive” criticism. An effective manager give
structive criticism and never makes personal attacks

Recognize your employees. Give appropriate praise and recogni-
tion for a job well done.

Outline job responsibilities. Make certain employees know ex-
actly what is expected of them and how their performance will be eval-
uated.

Maintain high standards. By involving employees in establishing
high standards of performance, you will build their pride and self-confi-
dence.

ter

con-

VOCABULARY
‘mutual respect B3AMIHOC yRAKeHIIC
personal involvement urmoe yuacie (5 en-.)
motivate — MOTHBHPOBATS, HOGYKAATD, 1pI-
nyKTD
procedure ~ 1) mpoteaypa; 2) MerouKa npos

e ———
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‘TEXT 2. The “five M's” in production management IS

For example, when demand for a product is high enough to justify
continuous production, the production level might need to be adjusted
from time to time to address fluctuating demand or changes in a com-
pany's market share. When more than one product is involved, com-
plex industrial engineering or operations research procedures are
necessary.

Inventory control is another important phase of production man-
agement. Inventories include raw materials, component parts; work in
process, finished goods, packing and packaging materials, and general
supplies. Although the effective use of financial resources is generally
regarded as beyond the responsibility of production management,
many manufacturing firms with large inventories (more than 50 pe
cent of total assets) usually hold production managers responsible for
inventories. Successful inventory management, which involves the
solution of the problem of which items to carry in inventory in various
locations is critical to a company's competitive success. Not carrying
an item can result in delays in getting needed parts or supplies, but
carrying every item at every location can tie up huge amounts of capi-
tal and result in an accumulation of obsolete, unusable stock. Man-
agers generally rely on mathematical models and computer systems
developed by industrial engineers to handle the problems of inven-
tory control.

To control labour costs, managers must first measure the amount
and type of work required to produce a product and then specify
well-designed, efficient methods for accomplishing the necessary
manufacturing tasks. In new operations particularly, it is important
toanticipate human resource requirements and to translate them into
recruiting and training programs so that a nucleus of appropriately
killed operators is available as production machinery and equipment
are installed. Specialized groups responsible for support activities
(such as equipment maintenance, plant services and production
scheduling, and control activities) also need to be hired, trained, and
properly equipped. This type of careful personnel planning reduces
the chance that expensive capital equipment will stand idle and that
effort, time, and materials will be wasted during start-up and regular
operations.

The effective use and control of materials often involves investi-
gations of the causes of scrap and waste; this, in turn, can lead to al-
ternative materials and handling methods to improve the
production process. The effective control of machinery and equip-
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[N UNIT 3. Forms of Business organization

board of directors npasseHie MpexTopos (Ko~
HEPHOTO OfILeCTBA), COBET IPEK-
Topon

to oversee ~ waGozas, cres

to be held liable Heern oTBeTeTRCHIOCTS

to be accountable ~ Heern oTBeTeTBEIIOCTS

employment taxes wazor wa hona aapaboTiofi iat

continuity of life ~ HenpepupitocTs ¢
overall taxes ap

ecTBo!

anist

to incorporate a firm ~ oopwims topueckiii - craryc
upy Kak KopIOpatH

to comply with regulations BLnOATY NpeACais (1pa

@)

Assignment. Answer the questions:

1. What is a corporation?
Who are the owners of a corporation?
‘What is necessary to form a corporation?
Who oversees the major policies and deci
‘What are the advantages and disadvantages of corporations?

(RS

BOARD OF DIRECTORS

What is the Purpose of a Board of Directors?

A company's board of directors helps management develop busi
ness plans, economic policy objectives, and business strategy. A board
of directors often selects the chief executive of the business, supports
him, reviews his performance, and may dismiss him.

Through regular meetings, the board helps ensure effective or-
ganizational planning and sees that company resources are man-
aged effectively. The board of directors also sees that the company
meets regulatory requirements that apply to that business. The
board of directors also must assess overall performance of the cor-
poration.

Directors monitor a company's financial performance and the suc-
cess of its products, services and strategy. Directors are expected to fol-
low developments that affect the business. They must set aside any
potential conflict between their personal or individual business inter-
ests to support the well-being of the business which they serve.
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W UNIT 1. What is “Management”?

goal aatana

completion ~ sancperie

to oversee ~ HAIBHpATD, CACMTH,  CMOTPETH
(3awes-1)

to avoid waberars,

performance management - yupazemie  npo
o

file system ~ cHeTena pericTpat i xpareiis

(A0KyNCITTOB) B KaKoN-1. ortpeic-
Jenion nopke

Assignment. Answer the questions:

1. What are the four major functions of managers?
What is planning? What are the kinds of planning?
‘What are the examples of organizing the resources?
What is “leading™?

‘What is the function of “controlling™?

EENEIN

LZSA WHAT IS “SUPERVISION”?

There are several interpretations of the term “supervision”, but
typically supervision is the activity carried out by supervisors to
oversee the productivity and progress of employees who report di-
rectly to the supervisors. For example, first-level supervisors su-
pervise entry-level employees. Depending on the size of the
organization, middle-managers supervise first-level supervisors,
chief executives supervise middle-managers, etc. Supervision is
a management activity and supervisors have a management role in
the organization.

What Do Supervisors Do?

Supervision of a group of employees often includes the following
responsibilities:

1. Using basic management skills (deci
ing, planning and delegation).
Organizing their department and teams.
3. Noticing the need for and designing new job roles in the group.
4. Hiring new employees.

on making, problem solv-

>
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‘TEXT 2. Developing a Personnel System  I—
LIZ3F N DEVELOPING A PERSONNEL SYSTEM

Assessing Personnel Needs

The firm's personnel policies should base on explicit, well-proven
principles. Firms that follow these principles have higher performance
and growth rates than those that do not follow them. The most impor-
tant of these principles are:

= All positions should be filled with people who are both willing

and able to do the job.

= Anwritten job description and definition are necessary.

= Employees chosen on the basis of the best person available are

more effective than those chosen on the basis of friendship or ex-
pediency.

= Employee training results in higher performance.

The process of selecting a competent person for cach position is
best accomplished through a systematic definition of the require-
ments for each job, including the skills, knowledge and other qualifi-
cations that employees must possess to perform each task. To
guarantee that personnel needs are adequately specified personnel
manager has to:

1. conduct a job analysis,

2. develop a written job description, and

3. prepare a job specification.

Job Analysis

Job analysis is a systematic investigation that collects all informa-
tion related to each task performed by an employee. From this analysis,
you identify the skills, knowledge and abilities required of that em-
ployee, and determine the duties, responsibilities and requirements of
cach job. Job analysis should provide information such as

= Jobtitle.

* Department.

» Supervision required.

= Job description — major and implied duties and responsibilitie:
Characteristics of the job including location.
Types of material used.
Types of equipment used.
Qualifications.
= Experience requirements.
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TEXT 1. What is Personnel Management? IS

* Most employees want better direct compensation, employee
benefits, and working conditions that the firm cannot afford, but
other employers can. So, all employee policies and operating pro-
cedures should be developed with great care.

The personnel department has the responsibility to define and im-
plement policies, procedures and programs for recruitment, selection,
training, placement, safety, employee benefits, compensation, labor
lations, organization planning, and employee development.

Effective human resource management develops the abilities of job
candidates and employees to meet the needs of the firm. Human re-
source (HR) management is a balancing act. At one extreme, you hire
only qualified people who are well suited to the firm’s needs. At the
other extreme, you train and develop employees to meet the firm's
needs. Most expanding businesses fall between the two extremes i.c.,
they hire the best people they can find and afford, and they also recog-
nize the need to train and develop both current and new employees as
the firm grows.

Functions of Personnel Management

One function of personnel management is to hire and train the right
people. The effective personnel system is:

« Assessing personnel need

= Recruiting personnel.

* Screening personnel.

« Selecting and hiring personnel.

* Orienting new employees to the business.

* Deciding compensation issues.

The second function of human resource management is the training
and development of employees.

A third function is raising employee trust and productivity. These
three functions stress the importance of a good human resource man-
agement climate and provide specific guidelines for creating such a ¢
mate.

VOCABULARY

personnel [ pasanel] management
recruiting [riknutip]

hiring [harorin]

to encourage =

PYKOBOACTBO Kazpan
BepGonk:
Haex (corpyzui
1oompaTS

abop, wacx

o)
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‘TEXT 1. Key Traits of Successful Leaders  INE_—_-

in their social interactions. Over-
all, they are very protective of
their integrity and reputation and
consequently tend to be aware of
what happens. They are careful
and abundant in foresight. They
make decisions and come to spe-
cific actions only after consider-
ing everything.

Beyond aforesaid basic traits,
leaders of today have to be able to
motivate others and lead them in
new directions. Leaders of the fu-
ture must be able to envision the
future and convince others that
their vision is worth following, To
do this, they must have the fol-
lowing personality trai

9. High energy. Long hours and
some travel are usually a prerequi-
site for leadership positions, espe-
cially as your company grows. Re-
maining alert and staying focused
are two of the greatest obstacles
you will have to face as a leader.

10. Intuitiveness. Rapid changes
in the world today combined with
information overload result in an
inability to “know” everything.

JULACPb TIOABEPAKCHb  HyKOMY
AN 1 OYeHb WENeTIABIL
B obuemn ¢ oKpyKawUINIL
B ueioy o ouen saborses
0 cBOEii YecTH 1 penyTaiu, 1o~
TOMY CTpeMsITCA BCCrAa ObiTh
B kypee nponexozpiiero. Ot oc-
TOPOKIIbI I IPEYCNOTPHTCBIL
Ot npuIMAIOT pewernta i nie-
PEXOIAT K KONKPETHBIM AcHiCTBI-
AM L T0CAe TOTO, Kak Bee

Banecsr.
TIOMIMO BHICH3IOKCHIbIX OC-
HOBHBIX KateceTs, coBpeseHitbie
ANACPb JOMKIb TAIGKE YMCTH
YOeRIATS ApYTIIX 0ACiH 1 GHITH
CnocoGubIMI MOBCCTI 1X 32 co-
Goii b nonow nanpasict. Ji-
JePBI 10IUKIbE YMETh NPE/BICTD.
Gyayitee i yGeurTs Apyrix B ToM,
\TO 11X NPOIH03 3aci1ykHBaCT 10~
Bepis. JList 510r0 M eeayet o6-
HQAATS CACAYIONUIMI  epTaN
xaparTepa:

9. Bueprimmocts. Heropyipo-
sanibiii paGounii ens 1t wacTsie
HOC3AI BXOAAT B OGAZANIHOCTIE
PYKOBOANTES, 0COBEINO KOt
KoMMaits pacumpsiercst. Beera
GbiTh GANTEBIBIN 1 COCPEAOTO-
HEIHBIN ~ BOT ABe caMbie Gotb-
llite TPYAHOCTI, KOTOPBIM  Bayt
NDIACTCA CTONIKIYTHCS 1 PYKO-
BOAAILCM THOCTY.

10. Murymusi. Crpesurreniibie
HMEHCHIIS, IPONCXOJLIC B CO-
BPEMCHION Mipe, B coueTaiil
¢ unopvauonHoii neperpy3Koii





OEBPS/Images/P-34.png
NN UNIT 3. Forms of Business organization

limited partnership ToBapiIeCTRO ¢ OrpaIICIHOI 07T~
BeTCTRCHNOCTHIO
to distinguish ~ PAIHNAT, NPOBOATS pasIIIC

to set forth ~ wanararh, popyypoath

legal agreement -

complementary

capital assets ~ 1) oconusie donan (vau,
anamis, coopy s, 0GopyAona
mie i T.1.); 2) ofoporiie cpea-
cma

retail ~ posmias npozaKa

to the extent of ~ 110 pasyepa, B npejiesax

share ~ o, YACTE; KBOT; KIS

incentive

withdrawal

limited liability [ larobilit] ~ orpaeHHas OTBETCTENOCTS

joint venture ~ COBMECTHOE IPEAPUATHE

to dissolve the partnership ~ awyMpOBATE, pacTOpraTh NApT-
Hepetso

dissolution of the entity KBRS SKoHOMITICCKOTO
obmex

Assignment. Answer the questions:
1. What is a partnership?
2. What are the limited partnership and general partnership?
3. What are the advantages and disadvantages of partnership?
4. Whatis a joint venture?

[I=SEN CORPORATION

A corporation is chartered by the state in which it has headqua
ters. It is considered by law to be a unique entity, separate and apart
from those who own it. A corporation can be taxed; it can be sued; it can
enter into contractual agreements. The owners of a corporation are its
shareholders. The shareholders elect a board of directors to oversee the
major policies and decisions. The corporation has a life of its own and
dos not dissolve when ownership changes.
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‘TEXT 2. The “five M's” in production management IS

Tomayesbiii sanac

industrial engineer ~ WIGKeHeD 10 OpramAIINI PO
Bozeaa

to handle ~ obpaniathes; ynpanasThes, cipan-
IATHEA € Ke

labour costs ~ pacxoast Ha sapna

to specify ~ onpeneAsTh, yeTananaBaTY,
HHCHBATE ACTABHO It

to accomplish concpiats, BLmOAATY

to anticipate upezwizeTs

equipment maintenance ~ conepiKatiite 1 TexHItecKoe 06c:
iBaniie o6opy Aoats

production scheduling ~ NpOMIBOKCTREINOE  KaTCIIAPIOE
wranpoBanIe

capital equipment ~ xamransioc oGopyosarie

‘machinery ~ Mamnmmioe oSopyosae; ar

"

stand idle e padorarn

start-up ~ BBOJL B AKCILIYATALIIO (32BOA)

running condition ~ paGouce cocromme

systems engincering ~ cnereoe npoekTHpoBatIe

Assignment. Answer the questions:
1.

EETENON

‘What are the main responsibilities of production manager?
Name them.

‘What does “five M's” mean?

‘What are the purposes of process control?

‘What is inventory control?

‘What is considered to be a successful inventory management?
‘What does labour costs control deal with?

What does control of machinery and equipment depend on?

Assignment. Read the text below to answer the questions:

1.
2.

What methods have been developed to solve production man-
agement problems?

What problems characterize most of today's production opera-
tions?
What

s necessary to run many mass production operations?
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TEXT 2. What is a manager? I

ficiency depends on manager's direct personal relationships, hard work
on avariety of activities and preference for active tasks.

The characteristics of management often vary according to na-
tional culture, which can determine how managers are trained, how
they lead people and how they approach their jobs.

The amount of responsibility of any individual in a company de-
pends on the position that he or she occupies in its hierarchy. Man-
agers, for example, are responsible for leading the people directly under
them, who are called subordinates. To do this successfully, they must
use their authority, which is the right to take decisions and give orders.
Managers often delegate authority. This means that employees at
lower levels in the company hierarchy can use their initiative, that is
make decisions without asking their manager.

VOCABULARY
personnel manager [ pasanel] HASIIK OTACTA KaAPOB
financial manager ~ Quanconii Meekep
sales manager aaneayiomit OTAC10M NpORaK, 3a-
Beayouwii otaeaom couira

‘marketing manager -

ienesep

o

apkeTiny

to supervise ~ HaGmOATS (30 eN-1L.); WAHpaTY;
saneovath
profit-making organization ~ KoMMepHCCKaA opranIALA

‘managerial [ mzena'dziaral] -
hierarchy [‘harararki] -

ynpassenyeckuit

papxis

subordinate [sobxdnit] ~ noxsmmen i
authority [>'0ont] ~ BIACTD, TOAHOMONII
to delegate authority HepeAaRaT HOHOMON s

Assignment. Answer the questions:

1. What is manager’s role in an organization?

2. What concrete activities a production manager (financial man-
ager, personnel manager, marketing manager) is responsible for?

3. What is the difference between sales management and market-
ing management?

4. What means to delegate authority?





OEBPS/Images/P-17.png
‘TEXT 5. Strategic Management Thinking

1) the conditions you have found
to be necessary if your business
to be productive;

2) the niche in the marketplace
that your business will fill;

3) any opportunities that may
exist either currently or in the fu-
ture for your business;

4) the core competencies or skills
required in your busines

5) the strategies and tactics you
will use to pull it all together.

By working through these five ar-
eas, you will begin to get a cleares
picture of exactly how your busi-
ness vision can be accomplished.
As your vision becomes more fo-
cused, your ideas will appear
stronger and more credible. Not
only will it be easier to convince
others that your idea is a good
one, but it will also be easier to
maintain your own conviction
and motivation when you reach
any obstacles on the road.

1) yeroms, oropsic, ma paus
BILIIA, HCOBXOMUIMbI JU51 TOTO, HTO-
b Bama npeTpHIATCILCK

JesressioCTs Ghuta adupexTiBiol;

2) 1y phmownyio iy, Koto-
pyio 3ano:mrt pai Giaiec;

3) moBic BoaMosKHOCTI A1t Ba-
LICTO npeAnpISITILS, CylICCTBYIO-
e Ha JAHHBIT MOMEHT H CIo-
coBibie BOHIKIYTH B GyyIeN;
4) ocHoBHbIE 3HanMA M A0CTa-
TouNYI0 KBATHMKAILTO, KOTO-
PhiC HeOBXOUIMB /LIS yerIeNHoro
BesenA patero Giaieca;

5) crpaternueckie 1 Taxrie-
CKe HanpaBICHIIA, KOTOPHIC 10-
MOFYT OGLEANINTS BaM Bee 9T
B eantoe ieioc.

Tuarexsio npopabotan nee omit
HTH KpHTEpHe, Db TOpA30 OTHeT-
JMBee YBILIITE NYTh BOSMOKHOI
PEAIHGALII CBOIIX KOMMEPUECKITX
sambicaton, [To Mepe Toro, Kak paitie
BiLzeIe Gy ieT CraoBITLC Bee 6o-
Jtee chOKyCHPOBAHITLIM, AL 1eH
GyayT Buirasers Bee Goee aiaun-
TEILHLIM 1 3aCYRIBAOLUINIL
nosepust. Baw ne ok craner
Jertie yGeA AT APYIIX B TOM, 410
Bama e xopouia, 1o u Gyer
Jerie noaepiBaTh cobcTRei-
Y10 YGERACHHOCTS 1 MOTIBAIUIIO,
KOIAA Ha. BAlleM 1T BOTpeTSTCH
nperTCTBI

Assignment. Write a short essay on:

1. The role of CEO in an organization.
2. Theimportance of strategic thinking for the success of business.





