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ABTOpP-COCTaBHUTENb KaHAUIAT (DUITOJIOTHYECKUX HayK, Jo1eHT kad. AT O
K.C. Pamynkuna

[Tocobue mpeaHa3HAYCHO B KAaYeCTBE OCHOBHOTO (WMJIM JOIOJHUTEIBHOTO)
MaTepuajga 1Mo JOMAIIHEeMy YTCHHUIO JUIS CTYJISHTOB T'YMaHUTapHBIX (aKyJIbTETOB.
[lenpro JTaHHOTO TTOCOOMS SIBJISICTCS BBEJCHUE HA aHTJMHCKOM SI3BIKE OCHOB
MEHE/DKMEHTa, O3HAKOMJICHHE C OCHOBHBIMH TEpMHHaMH | ToHsATHIMH HR
MEHEDKMEHTa, 3JIEMEHTAMH MEKKYJIbTYPHOH KOMMYHHKAIIMM B JCIIOBOW cpeje,
pacCMOTpeHHE  BONpPOCOB  mMukenorud. Ilocobme  Bkmrowaer B ceds
npodecCHOHaNbHBIE TEKCTHl U TMpodeccHoHaNbHYI0 JeKcuKy. [logbop TekcToB u
YIPAXHCHUH K HUM TIPEJHA3HAYCHBI JIJIS PA3BUTHS HABBIKOB YTCHHS U YCTHOUW pedn
cTyneHToB. llenp mocoOusi — pacmmpeHue 3amaca NpoPecCHOHATBHON JIGKCHKH,
YCOBEPIICHCTBOBAHUE HABBIKOB YTCHHUS, TOHMMaHHUS W IIEPeBOJla TEKCTOB IIO
CHCIMAILHOCTH, a Tak)Ke YMEHHWE BECTH IHAIOTH 10 JaHHOW Temartuke. s
YCICIIHOTO  OBJAJICHUS  MaTepHalioM  Ipejlaralorcs — yIpaXHCHHs — Ha
CJIOBOOOpA30BaHKME, 3HAHUEC WHTCPHANMOHAIBHON JICKCUKH, a TaKXe BOIPOCHI,
CTUMYJIMPYIOIIME BBICKA3bIBAaHHE M CIIOCOOCTBYIOIIME PAa3BUTHIO KPUTHUESCKOTO
MBIIIJICHUST CTYACHTOB. JlaHHAas XpecToMaTHs co3JaHa Ha MarepHalie ydeOHOro
nocoous N.I1. Arabeksna «English for managers», a Takxe qomoiHeHa MaTepraioMm,
B3STOM U3 KHHUT: «METOaUYecKre pPEeKOMEHJAUA 110 aHTJIMHCKOMY  SI3BIKY.
Management and managers (part 1), HR Management (part 1), Management in use
(part Il)» mnon aeropctBom ['ybanosoit WM.B. m UYamuuour JI.K. IlocodOue
NpeIHa3HAYCHO KakK Ui ayAUTOPHOW pabOThl, TaK M CAMOCTOSTCILHOW PabOTHI
CTYJICHTOB.

Ilevamaemcs no pewenuio Kagheopvl UHOCMPAHHBIX S3bIKOE 2YMAHUMAPHBIX
Gaxyrememos (npomokon Nel om 29.08.2016e.)
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Pekomeudauuu no pa60me C mekcmamu.

[TocoOue cCOCTOUT M3 TPEX YaCTeu:

1) Managers and management
2) Clothes and appearance
3) Personnel management.

Kaxnaplii u3 mnpennaraeMbplX TEKCTOB OCHAIIEH BOKaOYyJIspoM (aKTHUBHOM
JEKCUKOHN), a Takxke cepueil ynpaxHeHuil. CHavama pEKOMEHAYETCS H3Y4MTb
AKTUBHYIO JIEKCUKY Ka)KJIOTO TEKCTa, NMopadoTaTh HaJ MPOU3HOIICHHEM, U3y4YUTh
nepeBoa. [Ipy HEoOXOIMMOCTH MOXXHO OOpaTUThCA K JIFOOOMY MEYaTHOMY WM
JIEKTPOHHOMY CJIOBAPIO.

[ToToM ciemyeT NpUCTYNUTh K MPOAEIIBIBAHUIO MTPEATEKCTOBBIX YIIPAKHEHUI
(paznmen «nepeo umenuem mexcma»). Ilociie YTeHHsT M YCTHOrO IEPEBOAA TEKCTA,
clleyeT IUIAHOMEPHO NEPEUTH K PA3NEIy «VHPAdiCHEeHUs 6 npoyecce YmeHus» |
3aBEPIIUTH CBOK padOTYy, BBIMOJHSAS CEPUI0 MOCIETEKCTOBBIX YIpaXHEHUH (pa3zieln
«nocie npoumeHusi MeKcmay).

Kenaem ydaqu 6 OC60€HUU HOB020 U UHNEPECHO20 Mamepuaﬂa!



PART I

MANAGEMENT AND MANAGERS

AKTHBHas JeKkcuka (TekcT Nel)

variety - pa3HOOOpa3ue, MHOKECTBO

to manage - pykoBOIUT, 3aBEI0OBATh, YIIPABJIATH
common View - oOriasi Touka 3peHHs

to be responsible for - ObITE OTBETCTBEHHBIM 3a
to make decisions - mpuHUMAaTH peIIeHUs

to derive from - nporcxoauTh OT

to influence - BausaThH Ha

authority - moaHoMoOune, BIaCcTh, BIUSHKE
subordinate - mogYnHEHHBII

to mean - 3HaYUTH

Ilepeo umenuem mexkcma Nel.

1. IIpounTaiiTe TOJBLKO 3arojioBOK. HazoBure 5 1ekcuveckux eIUHUIL, KOTOPbIE
MOTYT ObITh YIIOMSAHYTBI B TEKCTE.

2. berJio npocMOTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MEKIYHAPOIHBIE CJI0BA:

Management, manager, plan, organize, control, group, organization,
Industrial Revolution, professional manager, military authority, strategy, mission,
technique, basis.

4. Ctpoenne cjioB. IlepeBenure Ha pyCcCKUil A3BIK:

To manage — management — manager — managerial; to plan — planning;
to control — controlling; to direct — director — directing; to lead - leader —
leading; to organize — organizer — organization; industry — industrial; responsible —
responsibility.

IIpounraiite u nepeseaurte Texker Nel.

Texct Nel

WHAT IS “MANAGEMENT”?
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What is "management"? There are a variety of views about this term.
Traditionally, the term ‘“management” refers to planning, organizing, leading
(directing) and controlling (coordinating) activities and to the group of people,
involved in them.

Another common view is that “management” is getting things done
through other people. But to most employees the term “management” probably
means the group of people (executives or other) who are responsible for
making decisions in the organization.

It is interesting to know that... .

The verb "manage" comes from the Italian "maneggiare" (that is "to handle" -
especially a horse), which in turn derives from the Latin "manus” (that is "hand").
The French word "mesnagement" (later "mAnagement") influenced the
development in the meaning of the English word "management"” in the 17th and
18th centuries.

The Industrial Revolution began in the eighteenth century and
transformed the job of a manager from owner-manager to professional, salaried
manager. It is interesting to note that many of the management terms and
techniques used today have their basis in military authority (for example: "superior”,
"subordinate”, "strategy", "mission").

B npouecce UumeHuUA

1. Kak Bbl JqymaeTre, aBTOp TEKCTa MbITAETCS YOEIUTh YHUTATENsd B YEM-TO HIIU
MPOUH(POPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIE [T Bac CJI0BA W (pasbl.

3. OzarmnaBbTe KaXKablii Taparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXI0ro ad3aria.

Hocne npoumenua mexkcma

1. 3anumuTe B 0JHOM MNPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What is management?
2) What is the origin of the verb “manage”?

3. KpuTtnueckasi peakuusi. You MHTEpPECHI OTpa)KaeT JaHHBINA TEKCT ?

4. OTMeTbhTE Balll HHTEPEC K IAHHOMY TEKCTY M POKOMMEHTHUPYIITE €ro:

1) oueHb CKyuHBId, 2) CKy4yHbIH, 3) MOJE3HBIM, 4) HUHTEPECHbIA, S5) OYECHD
WHTEPECHBIN.

5. Kakue ¢parMeHTbl TEKCTAa BBI3BAJM Yy BaC TPYAHOCTH B NOHMMAHUU H
nouemy?



AKTHBHAaA JIeKCHKA (TEeKCT Ne2)

instead - BMecTO

profit-making - kommepueckuit

non-profit - HekoMMepuecKHii

to apply to - otHOCHTBCS K

to supervise - cMOTpeTh, HaA3UpaTh, PYKOBOIUTH
to solve a problem - pemats npodaemy

to involve - 3aTparuBaTh, BOBJIECKaTh, KacaThCs

to depend on - 3aBuceTh OT

subordinate - moYMHEHHBIH

personal relationships - mu4HbIC OTHOIIEHUS
personnel manager - HayaabHUK OT/ENa KaJpOB
financial manager - ¢puHaHCOBBIN MEHEKEP
sales manager - 3aBeyIONIHil OTACIOM IPOIaXK
marketing manager - MeHemKep 1o MapKETHHTY
managerial - ynpaBnenueckuii

hierarchy - nepapxus

Ilepeo umenuem mexcma Ne2.

1. IIpounTaiiTe TOJBLKO 3arojioBOK. HazoBure 5 1ekcuveckux eIUHUI, KOTOPbIE
MOTYT ObITh YIIOMSAHYTHI B TEKCTE.

2. berJio npocMOTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA !

Director, administrator, administration, manager, organization, university,
hospital, social, agency, system, finance,  marketing, product,  position,
characteristics, type, personal, risk.

4. Ctpoenue ciioB. IlepeBenure Ha pycCKUil A3bIK:

To govern — government — governor; active — activity, person — personal,
success — successful — successfully.

IIpounraiite u nepeBeaurte Teket Ne2.
Texcer Ne2

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 organizations, 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"? In its 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 organization. A financial manager is a person who is responsible for
finance. A sales manager is responsible for selling of goods. A marketing
manager 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. The amount of responsibility of any individual in a
company depends on the position that he or she occupies in its hierarchy. Managers,
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.

Managing is a responsible and hard job. There is a lot to be done and there is
relatively little time to do it. In all types of organizations managerial efficiency
depends on manager's direct personal relationships, hard work on a variety of
activities and preference for active tasks. The characteristics of management often
vary according to national culture, which can determine how managers are
trained, how they lead people and how they approach their jobs.

B npouecce umeHuAn

1. Kak BblI nymaeTre, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B 4YEM-TO HIIU
pouH(OPMUPOBATH O YEM-TO?

2. Beienure HOBBIC JIJ1s1 BaC CJIOBA WIIA (Ppa3kbl.

3. OzarnaBbTe KaxIplil maparpad Tekcra.

4. ChopmynupyiTe TJIaBHYIO HJICIO KaXI0ro ad3aria.

Ilocne npoumenusa mexkcma

1. 3anumuTe B 0AHOM NpeNJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) Whom do we call a manager?
2) What kinds of managers can you point out from the text?

3. Kputnueckas peakuusi. UYsu HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

7



4. OTMeTbTE Balll HHTEPEC K JAHHOMY TEKCTY U MPOKOMMEHTHPYIiTe ero:

1) oueHb CKy4HBIM, 2) CKy4yHBbIH, 3) TMOJe3HbIM, 4) HUHTEPECHBIH, 5) OUYCHB
VHTEPECHBIM.

5. Kakmue ¢parmeHTHl TeKCTa BBI3BAJIM Y BAC TPYJAHOCTH B NOHUMAHHUU U
noyemy?

AKTHBHAaA JIeKCHKA (TeKcT Ned)

SUpervisor - cymepsaiizep (KOHTPOJIEP, CMOTPHUTEIID)

top manager - BbICIINI UCIIOTHUTEIbHBIA PYKOBOAUTED

to be accountable for - orBeuars 3a uTo-TO

middle manager - pykoBoauTe b CPEIHETO 3BEHA

first-line manager - pykoBoauTeIb HU3IIETO 3BEHA

to be in charge of - otBeuars 3a, 3aBe10BaTh

functional manager - pyHKIHOHATBHBIN PYKOBOJIUTEIb

project manager - pyKoBOJIUTE/b MPOCKTA

product manager - pyKoBOAHWTE b, OTBETCTBCHHBIH 32 KOHCTPYHPOBAHUE,
MPOM3BOICTBO U PEATU3AIMIO U3CITHSI

product line manager - ynpasisromuii mpeAMeTHO-ITPONU3BOICTBEHHON
crieuai3anuen

general manager - reHepanbHBIA YIPABISIOMIUN, TUPEKTOP TPEATIPHUSITHS
level - ypoBenn

to engage in - BoBI€KaTh BO YTO-TO

employee - ciykaiuii, paboTarOIIU M0 HalMYy

employer - pa6otoaarenb

Ilepeo umenuem mexcma Ne3.

1. IIpounTaiiTe TOJBLKO 3arojioBOK. HazoBure 5 1ekcuveckux eIUHUI, KOTOPbIE
MOTYT ObITh YIIOMSAHYTBI B TEKCTE.

2. bersio npocMoTpuTe TEKCT M ¢POPMYJIHUPYHTE ITIABHYIO H/I€I0 TEKCTA.
3. IIpouuTaiiTe U MepeBegUTE HEKOTOPbIE MEXKTYHAPOAHbIE CJI0BA:
Function, contrast, mission, conceptual, actual, service, product.
4. Ctpoenue cjioB. IlepeBenure Ha pycCKUil A3bIK:
To supervise — supervisor — supervision; to employ — employer — employee —

employment — unemployment; function — functional; to relate — related — relation —
relationship.



IIpounraiite u nepeBeante Teket Ne3.
Texer Ne3

LEVELS OF MANAGEMENT

Supervisors are managers whose major functions are directing and
controlling the work of employees in order to achieve the team goals. They
are the only level of management managing non-managers.

Thus, most of the supervisor's time is allocated to the functions of
directing and controlling. In contrast, top managers spend most of their time on
the functions of planning and organizing. The top manager determines the mission
and sets the goals for the organization. His or her primary function is long-range
planning. Top management is accountable for the overall management of the
organization. They engage in more strategic and conceptual matters.

Top managers have middle managers working for them and who are
in charge of a major function or department. Middle management is responsible
for carrying out the decisions made by top-level management. Middle managers
may have first-line managers (or supervisors) working for them and who are
responsible to manage the day-to-day activities of a group of workers.
Supervisors direct the actual work of the organization at the operating level.

Note that there are different types of managers across the same levels in the
organization. At the middle level a functional manager is in charge of a major
function, such as a department in the organization, e.g., marketing, sales,
engineering, finance, etc. A project manager is in charge of developing a
certain project, e.g., development of a new building. 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.

B npouecce UmeHuA

1. Kak Bbl nymaeTre, aBTOp TEKCTa MbITAETCS YOEIUTh YHUTATENlsi B YEM-TO WIIU
npouH(pOPMUPOBATH O YEM-TO?

2. Boienute HOBbIE /1JIs Bac CJIOBA WM (Ppasbl.

3. O3arnaBbTe Kaxpli naparpad Tekcra.

4. ChopmynupyiiTe riaaBHYIO HACI0 Kaxao0ro adb3aia.

Hocne npoumenusa mexkcma

1. 3anumuTe B 0JHOM MNPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:



1) What are functions of supervisors?
2) What levels of management are possible?

3. Kputnueckas peakuus. Uo1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTe Balll HHTEPEC K JAHHOMY TEKCTY U MPOKOMMEHTHPYIITE ero:

1) oueHb CKy4HBIM, 2) CKy4yHBbIH, 3) TMOJe3HbIM, 4) HWHTEPECHBIA, 5) OUYCHb
VHTEPECHBIN.

5. Kakue ¢parmMeHThl TEeKCTa BbI3BAJM Y BaCc TPYJAHOCTH B TNOHUMAHMHU U
nouemy?

AKTHBHas JeKcHKa (TekcT Ned)

environment - BHyTpeHHSS cpefia, BHYTPEHHUE YCAOBHS
internal - BHyTpeHHwMI

efficiently - a¢dextusHO

to include - BkmouaTh, comepkath B cede

interrelated - B3anMocCBsI3aHHBII

to accomplish - coBepiate, BBIMOIHATD, JOCTUTATh
goal - nenp, 3a1ava, 3aJaHHBIA YPOBCHB

objective - 3agava, reHepaibHas JTHHUS, 1E)Tb

to achieve - nocturars

to advertise - pexiamupoBath

Ilepeo umenuem mexkcma Ne4.

1. IIpounTaiiTe TOJBLKO 3arojioBOK. HazoBure 5 1ekcuveckux eIUHHUI, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. berJio npocMoTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICI0 TEKCTA.
3. [IpounTaiiTe 1 NepeBeAUTE HEKOTOPbIE MEKITYHAPOIHbIE CJI0BA:
Position, technology, controlling, materials, information, dynamic, methods,

resources, office systems, re-organize businesses, plan, recruit, select, train,
elements, adapt, specific.

4. Ctpoenue ciioB. [lepeBeaure Ha pyCCKHUil S3bIK:

10



To call — called — calling; to equip — equipment; efficient — efficiently; related
— interrelated; to advertise — advertising — advertisement — advertiser; organize — re-
organize — re-organization; to accomplish — accomplishment.
IIpounraiite u nepeBeaurte Tekct Ned.

TexerNed

WHAT DO MANAGERS DQO?

Managers create and maintain an internal environment, commonly called
the organization, so that others can work efficiently in it. A manager's job consists of
planning, organizing, directing, and controlling the resources of the organization.
These resources include people, jobs or positions, technology, facilities and
equipment, materials and supplies, information, and money. Managers work in a
dynamic environment and must anticipate and adapt to challenges.

The functions of a manager (planning, organizing, directing, and
controlling) are goal-directed, interrelated and interdependent. Planning involves
identifying goals, objectives, methods, planning, project planning, promotions
planning, advertising and staffing planning. When the plan is ready, the manager
can follow it.

Organizing: To achieve the goals a manager often needs to organize
new departments, office systems or re-organize businesses according to the
plan, recruit, select and train employees. Assigning work and granting authority
to employees are two important elements of organizing. A manager in a large
organization often works with the company's human resources department to
accomplish this goal.

Directing/Leading: Managers must also lead. They set direction for the
organization, groups of people or individuals and influence people to follow
that direction to achieve organizational goals. Directing/Leading involves
motivating, communicating, guiding, and encouraging employees.

Controlling includes constant monitoring and adjustment of systems,
processes and structures and taking any corrective actions if necessary.

All managers at all levels of every organization perform these functions,
but the amount of time a manager spends on each one depends on both the
level of management and the specific organization.

The extent to which managers perform the functions of management -
planning, organizing, directing, and controlling - varies by level in the management
hierarchy. The term supervisor could be applied at all management levels of the
organization to those who direct the work of others. But in common usage,
however, the title tends to be used only in the first level of the management
hierarchy. If an organization is divided into top, middle, and lower managerial
levels, the term generally applies to the lower level.

11



B npouecce UumeHuA

1. Kak BBl Iymaere, aBTOp TEKCTa MBITACTCA YOCAWUTh YWTATENs B YEM-TO HIIU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIC JUTS Bac CI0Ba WK (Ppasbl.

3. O3arnaBbTe Kaxpli maparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Hocne npoumenusa mexkcma

1. 3anumuTe B 0JHOM TPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.

2. OrBerbTe Ha Bompoc: What does a manager’s job consist of? Describe each
function.

3. Kputnueckas peakuus. Ys1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTE Balll HHTEPEC K JAHHOMY TEKCTY U MPOKOMMEHTHPYIiTe ero:

1) odeHb CKy4YHbBIH, 2) CKy4HBId, 3) TOJNE3HBIN, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

5. Kakmne ¢parmMeHTHl TeKCTa BbBI3BAJM Yy BAC TPYJAHOCTH B NOHUMAHMU U
noiemy?

6. Ilepecka:kure TEKCT.

AKTHBHaf JieKcHKa (TekceT NeS)

skill — maBwIK

t0 assume — npeamnosnararh, JOIYCKAaTh
multiple — MmHOrOUMCIIEHHBII

thus — tak, rakum o6pazom

to concern — kacartbcs, 3aTparuBaTh

to determine — onpeaensTh, yCTaHABIUBATH
as a whole — B nienom

ability - coco6HOCTB

to modify — mensThH

to evaluate — ouenuBath

ambiguous — 1ByCMbICICHHBIN, HEOAHO3HAYHBIN
proficiency — oneITHOCTh, YMEHHE, CHOPOBKA

Ilepeo umenuem mexkcma No5.

1. IlpouuraiiTe To/1bKO 3aro10BoK. HazoBure 5 jleKcH4eCKHUX eIUHUI, KOTOPbIE
MOI'YT ObITh YIIOMSAIHYThI B TEKCTe.
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2. bBersio mpocMoTpuTe TEKCT M c(POpMYIHPYIiTe IIABHYIO HIEI0 TEKCTA.
3. IIpouuTaiiTe U NMepeBeaUTE HEKOTOPbIE MEKIYHAPOAHbIE CJI0BA:

Technical, human, conceptual, process, specific, cooperate, abstract.
4. Ctpoenue cjioB. [lepeBeaure HA PyCCKHUil SI3bIK:

Skill —skilled; relation — relationship; character — characteristic — characterize;
able — ability ; realistic — realistically; person — personal — personally; to impress —
Impression — impressive — impressively; stress — stressful.

IIpouuraiite u nepeseaurTe Teker NeS.
Texer NeS
SKILLS

In order to perform the functions of management and to assume multiple
roles, managers must be skilled. Robert Katz identified three managerial skills that
are essential to successful management: technical, human, and conceptual.

Technical skill involves process or technique knowledge and proficiency.
Managers use the processes, techniques and tools of a specific area.

Human skill involves the ability to cooperate and interact effectively with
people.

Conceptual skill involves the formulation of ideas. Managers understand
abstract relationships, develop ideas, and solve problems creatively. Thus,
technical skill deals with things, human skill concerns people, and conceptual
skill concerns ideas A manager's level in the organization determines the relative
importance of possessing technical, human, and conceptual skills. Top level
managers need conceptual skills in order to view the organization as a whole.
Conceptual skills are used in planning and dealing with ideas and abstractions.
Supervisors need technical skills to manage their area of specialty. All levels of
management need human skills in order to interact and communicate with other
people successfully.

The following are some skills and personal characteristics that are
important for managers:

Leadership - ability to influence others to perform tasks

Self-objectivity - ability to evaluate yourself realistically

Analytic thinking - ability to interpret and explain information

Behavioral flexibility - ability to modify personal behavior to react
objectively rather than subjectively to accomplish organizational goals

Oral communication - ability to express ideas clearly in words

Written communication - ability to express clearly ideas in writing

Personal impact - ability to create a good impression and instill
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confidence
Resistance to stress - ability to perform under stressful condition
Tolerance for uncertainty - ability to perform in ambiguous
situations.

B npouecce UmeHus

1. Kak BBl nymaere, aBTOp TEKCTa MbITaeTCAd YOEAWUTh UYWTATENs B 4YEM-TO WIIU
pornH(OPMUPOBATH O UEM-TO?

2. BeienuTe HOBBIE [T Bac CJI0Ba WM (Ppasbl.

3. OzarnaBbTe KaXKblii maparpad Tekcra.

4. ChopmynupyiitTe rIaBHYIO UACIO Kaxa0ro ad3aiia.

Ilocne npoimenua mexkcma

1. 3anumuTe B 0AHOM MPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) Which skills are important at each managerial level?
2) What are the most common managers' personal characteristics?

3. Kputnyeckas peaxuusi. Ysu HHTEpECH OTpaXKaeT JaHHBIA TEKCT ?

4. OTMeTbTe Balll MHTEPEC K JAHHOMY TEKCTY U POKOMMEHTHPYIiTe ero:

1) oveHb CKy4YHbBIH, 2) CKy4HbId, 3) TMOJNE3HBIM, 4) HHTEPECHbI, 5) OYEeHb
UHTEPECHBIN.

5. Kakue ¢parMeHTBl TEeKCTa BbI3BAJIH y BaC TPYAHOCTHM B NOHMMAHMH W
noiemy?

6. [lepeckakure TEKCT.

AKTHBHaf JieKcHKa (TekceT Ne6)

valuable — uennsIit

to make certain — yoeauThcst B 4eM-ar00

to aid — cmocob¢eTBOBATH, IOMOTaTh

to reinforce — ycunuBarth

a sense of teamwork — 4yBcTBO COBMECTHOM PabOTHI
essential — cyiecTBeHHBIH, BaXKHBIH

contribution — Bxiaz, comeiicTBre

vital — BayxHbIi, JKU3HEHHBINA

regardless of — HezaBrcuMO OT
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award — Harpaja, BO3HarpaxJacHue
management style — ctunp yrpaBieHus
recognition — mpu3HaHue

to fail — morepmers Heymauy, IPOBATUTHCS
hierarchy — uepapxus

to rely on — monararbcst Ha

to make decisions — npuHUMaTh peIICHHUS
responsive — OTKIMKAIOIIHICS

to solicit - mpocuts

Ileped umenuem mexcma Ne6.

1. IIpounTaiiTe TOJBLKO 3arojioBoK. HazoBure 5 1ekcuveckux eJUHUIL, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTe.

2. BerJio npocMOTpUTE TEKCT U CPOPMYJIHMPYHTE IIABHYIO HICI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA:

Chance, resources, methods, role, company mission, part, company president,
corporate culture, management style, communicate, competence, initiative.
4. Ctpoenne ciioB. [lepeBennre Ha pyccKkuii A3bIK:

To value — valuable; essence — essential; to contribute — contribution —
contributor; to achieve — achievement; private — privately; important — importance —
unimportant — unimportance; fair — fairness — unfair; to recognize — recognition; to
educate — educational — educated — educator.

IIpouuraiite u nepeseauTe TeKeT Ne6.

Teker Ne6

MANAGEMENT STYLE

Managing people is very important to be left to chance. Your
employees are one of your valuable resources; you must make certain you are not
wasting your human resources. But most managers define their jobs in terms of the
tasks to be done rather than the methods to be used. They see their role as making
things, rather than motivating and aiding those who make them. Thus, their
management styles are usually just extensions of their personal styles. Your
management style should reinforce your corporate culture and company mission.
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For most companies, especially smaller companies building a sense of
teamwork is essential. Help your employees feel they are an important part of the
organization and that their contribution matters.

Communication is a vital ingredient in team building; if employees know
what's going on in the company, they feel a part of a business.

Recognize achievement both privately and publicly. Regardless of your
management style, remember that everyone, whether mailroom clerk or company
president, wants to feel important.

Reward initiative with both monetary and nonmonetary awards.
Acknowledge jobs well done. Solicit suggestions, and be responsive to concerns.
Here are the five most important elements of your management style:

1. Clear Policies

2. Communication

3. Fairness

4. Employee Recognition

5. Employee’s Ability to Affect Change

Managers often delegate authority. By definition, managers cannot do
everything themselves (although some try and fail).They have to rely on other
people. This means that employees at lower levels in the company hierarchy can use
their initiative that is make decisions in the company hierarchy can use their initiative
that is make decisions without asking their manager.

Symptoms of poor delegators:

- Working longer hours than your workers.

- Taking work home almost every day.

- Having no time for a social life and educational or professional
activities.

What Managers Have to Do about People? When it comes to
dealing with people, managers:

- organize and allocate work

- get the right people to the work

- ensure that these people know what to do, and are capable of doing it

- develop skills and capabilities (competence)

- reward people, using both financial and non-financial methods

- involve people and communicate with them

- handle people issues and problems as they arise.

B npouecce umeHuA

1. Kak BBl Iymaere, aBTOp TEKCTa MbITaeTCA YOCAWTh UWTATENs B YEM-TO WIIU
MPOUH(POPMUPOBATH O YEM-TO?

2. Beimenute HOBBIE /JI Bac CJIOBA WM (pasbl.

3. OzarnaBbTe KaXblii maparpad Tekcra.

4. ChopmynupyiTe riaBHyIO U0 KaKI0ro ab3ara.

16



Hocne npoumenusa mexkcma

1. 3anumuTe B 0AHOM NpeNJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) Is it important to build in your employees a sense of teamwork? Why?

2) In which way publicly or privately should a manager recognize
achievements of employees?

3) Should a manager reward employees for jobs well done?

4) What does "to delegate authority” mean?

5) What are symptoms of poor delegators?

6) What does a manager have to do about people? Sum up their duties.

3. Kputnueckas peakuus. Ys1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTe Balll HHTEPEC K JAHHOMY TEKCTY U POKOMMEHTHPYIITe ero:

1) odeHb CKy4dHBIH, 2) CKy4HBIA, 3) TOJNE3HBIN, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

5. Kakmue ¢parmeHTHl TeKCTa BbI3BAJM Y BAC TPYJAHOCTH B MOHUMAHHUHU U
noiemy?

6. [lepecka:kure TEKCT.

AKTHBHAaf JIeKcHKa (TekeT Ne7)

desire — sxenanue

willpower — cuna Bosn

to acquire — npuoOperath

to rest on the laurels — mounBaTh Ha aBpax

to gain — nobuBaThcs

to convey — uzo6paxkathb

seek self-improvement — uckatb caMOCOBEPIIICHCTBOBAHUS
solid — kpenkwid, COMUIHBIN

reflection - pasmelnieHue, 00 1yMbIBaHHE

Ilepeo umenuem mexcma No7.

1. IIpounTaiiTe TOJBLKO 3arojioBoK. HazoBure 5 1excuveckux eJUHUIL, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. Beruio npocMoTpuTe TeKCT M CHOPMYJIHPYHTE IIIABHYIO HCI0 TEKCTA.

3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MEKIYHAPOIHbIE CI0BA:
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Effective, training, person, character, service, principles, analyze, situation,
formal classes, to communicate, department, professional, group, identical.

4. Ctpoenue cjioB. [lepeBeaure HA pyCCKHUii SI3bIK:

To train — training —trainer — trainee; to continue — continuation — continually;
to lead — leader — leadership; to guide — guiding —guided — guidance; to improve —
improvement.

IIpouyuraiite u nepeseaurTe Teker Ne7.

Tekcr Ne7

LEADERSHIP AND MANAGEMENT

"Managers are people who do things
right, while leaders are people who do
the right thing."

Warren Bennis, Ph.D.

"On Becoming a Leader"

The English word "leader" means "a person who guides or directs
others". Good leaders are made not born. If you have the desire and willpower, you
can become an effective leader. Good leaders develop through a never ending
process of self-study, education, training, and experience. This text will help you
through that process.

To inspire your workers into higher levels of teamwork, there are
certain things you must be, know, and, do. These do not come naturally, but
are acquired through continual work and study. Good leaders are continually
working and studying to improve their leadership skills; they are NOT resting on
their laurels. The basis of good leadership is honorable character and selfless
service to your organization. In your employees' eyes, your leadership is
everything you do that effects the organization's objectives and their well-being.

What makes a person want to follow a leader? People want to be guided by
those they respect and who have a clear sense of direction. To gain respect, they must
be ethical. A sense of direction is achieved by conveying a strong vision of the future.

Principles of Leadership
To help you be, know, and do follow these eleven principles of leadership:
Know yourself and seek self-improvement - In order to know yourself,

you have to understand your be, know, and do, attributes. This can be
accomplished through self-study, formal classes, reflection.
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Be technically proficient - As a leader, you must know your job and have a
solid familiarity with your employees' tasks. Seek responsibility and take
responsibility for your actions - Search for ways to guide your organization to new
heights. And when things go wrong, they always do sooner or later do not blame
others. Analyze the situation, take corrective action, and move on to the next
challenge.

Make sound and timely decisions - Use good problem solving, decision
making, and planning tools.

Set the example - Be a good role model for your employees. They must
not only hear what they are expected to do, but also see.

Keep your workers informed - Know how to communicate with not
only them, but also seniors and other key people.

Develop a sense of responsibility in your workers - Help to develop
good character traits that will help them carry out their professional
responsibilities.

Ensure that tasks are understood, supervised, and accomplished -
Communication is the key to this responsibility.

Train as a team - Although many so called leaders call their
organization, department, section, etc. a team; they are not really teams... they
are just a group of people doing their jobs.

Know your people and look out for their well-being - Know human
nature and the importance of sincerely caring for your workers.

Use the full capabilities of your organization - by developing a team spirit,
you will be able to employ your organization, department, section, etc. to its fullest
capabilities.

Leadership and management are not identical. What is the difference
between leading and managing? Managers manage things, but lead people.

B npouecce UmeHuA

1. Kak BblI nymaeTre, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B 4YEM-TO HIIU
pouH(OPMUPOBATH O YEM-TO?

2. Beienure HOBBIC 7151 BaC CJIOBA WIIA (Pppa3kbl.

3. OzarmnaBbTe KaXKablii Taparpad Tekcra.

4. ChopmynupyiiTe raaBHYIO HACI0 Kaxa0ro ad3aia.

Ilocne npoumenusa mexkcma

1. 3anumuTe B 0JHOM NPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What does the English word "leader” mean?
2) What is the difference between leadership and management?
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Enumerate some principles of leadership.

3.

OCoOoO~NO OIS WN -

17.
18.
19.

20

4.
S.

1)

JlonoJIHATE NMpeasiokeHne ceonM BapuanTom: A leader is a person who:

. Shows enthusiasm

. Supports other people

. Recognizes individual effort

. Listens to individuals' ideas and problems
. Provides direction

. Demonstrates personal integrity

. Practices what he/she preaches

. Encourages teamwork

. Actively encourages feedback

. Develops other people

. Promotes other people's self-esteem (camoyBakenue)
. Seeks to understand before making judgments

. Treats mistakes as learning opportunities

. Gives people doing the work the power to make decisions
. Encourages new ways of doing things

. Promotes understanding of the key issues

Looks at possible future challenges

Agrees targets

Takes decisions

. Minimizes anxiety.

Kputuyeckas peakuusi. Ysu HHTEpECH OTpaxkaeT JaHHBIA TEKCT ?
OTtMeTbTe Balll HHTepeC K JAHHOMY TEKCTY U POKOMMEHTHPYIiTe ero:
OYEHb CKYYHBIM, 2) CKy4HbIH, 3) TOJIe3HBINH, 4) HHTEPECHBI, S5) OYECHBb

UHTEPECHBIN.

6.

Kakue ¢parmeHThl TeKCTa BBI3BAJIH Y Bac TPYJAHOCTH B NMOHMMAHUM H

noiemy?

to

AKTHBHAA JIeKCHKA (TeKcT Ne§)

bark out orders — BEIKpHKHBATH KOMaHIbI

associates - COr3HUKH
slaves — paOsr

be
su

neficial — mosie3HbIH, BBITOIHBII
bordinates — noqunHenHbIE

flexible — ycrymuuBsrii

co
to
to

nsiderate — BHUMATEJIBHBINA K JPYyTUM
make for — ciocoOcTBOBATH
put in — KCITONHATD
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discreet — ocTopoKHBII

to resent — HerogoBaTh
commitment — camoornaua
morale — MopanbHOE COCTOSIHHE
tough — xécTkuit

digression — orcryruieHue

Ilepeo umenuem mexcma Nes.

1. HpoanaﬁTe TOJIbLKO 3arojioBok. HazoBure 5 jiekcuyeckux €INHUIL, KOTOPbIC
MOTYyT ObITh YIIOMAHYTHBI B TEKCTE.

2. berJio npocMOTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HCI0 TEKCTA.
3. [IpounTaiiTe  nNepeBeAUTEe HEKOTOPbIE MEKIYHAPOIHbIE CJI0BA:

Boss, authoritarian, instructions, status, formal, disciplinary system,
permanent, consultants, secretary.

4. Ctpoenne ciioB. [lepeBennre Ha pyccKkuii A3bIK:

To produce — productive — productively — production; benefit — beneficial; to
relax — relaxed — relaxing — relaxation; frequent — frequently; to execute — executives
— executor; to observe — observation — observer; late — lateness — lately; absent —

absentee — absenteeism; to judge — judgement; to retire — retiring — retired —
retirement — retiree.

IIpouuraiite u nepeseaurte Teker Ne§.
Texker Ne8

HOW TO EFFECTIVELY MANAGE PEOPLE?

1. A good manager is a leader, not a boss. A boss gives orders, and workers
obey because they have to, but that’s all they do. Workers in boring jobs do better
under a flexible, considerate boss. But those doing more complex jobs often
function better under an authoritarian. Theory: when work is stressful,
employees welcome orders and structure. A smiling boss makes for a happy and
more productive employee. Research from the Journal of Applied Psychology
suggests that a boss who gives instructions with a smile gets more results than
one who barks out orders. Caution: smiles without specific instructions will
only result in relaxed but confused workers.

2. Respect the people who answer to you. No executives stay on top for
long without the loyalty of their employees. Remember that people work with you,
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not for you. They like to be treated as associates, not as slaves. Criticize, if you
must, only in private - and do it objectively. Never criticize anyone in public or in
anger. Don't make personal attacks. Keep your promises, both important and less
important. Don’t order, ask and be polite. You should say “Good morning” when
you come in and “Please” and “Thank you” at every opportunity.

3. Occasional (not frequent) socializing with employees is beneficial. It
allows the owners to reveal their human side - or to provide special
recognition. Business owners who frequently join in after-hours socializing with
employees can put themselves into a no-win situation. Subordinates observe what
owners do and what is said. Employees lose respect for the superior’s status.

4. Be discreet when you’re leaving the office for personal reasons. You may
put in 14-hourdays, but if you need a few hours for a personal or family matter, you
don’t have to ask anyone’s permission. The reason: employees may resent that
they can’t do the same, and might question your commitment to the business.
The result could be a drop in employee morale and increase problems with
excessive absences and lateness.

5. Golden rule of discipline: 95% of employees pose no significant
discipline problems. Deal with the problem 5% firmly, but fairly. Common fear: that
setting up a formal disciplinary system will cause an uproar among employees.
Reality: the trouble-free 95% usually welcome it.

6. Don’t go into business with friends. It can negatively affect personal
relationships.

7. Never hire your in-laws. They aren’t relatives and they aren’t employees.

8. Hire older workers. They have less absenteeism, display sounder
judgment, are more loyal and reliable and on average are more satisfied with
their jobs than younger employees. Use this vast resource by hiring older
employees as permanent part-timers and company’s retirees as consultants.

9. Less painful firing. Tell employees they are good at what they do,
but those skills don’t match the company’s current needs. Be brief and fair. End by
offering support in the job search.

10. New clothes and shiny shoes on employees who normally dress more
casually often show that they are job-hunting. Another sign: someone who lacks
clerical duties begins to write letters and use the office copier, especially during lunch
hour.

11. Ask for facts. When you have got a tough decision to make, don’t
just ask for opinions. When you have all the facts, many decisions become automatic.

12. Secretaries can be most useful when they know where to reach you,
even during short absences, who your contacts are.

13. Schedule a meeting with your employees, plan to keep it brief by
scheduling it for the hour or half-hour before lunch. There will be fewer
digressions from the topic if staff members are eager to get out for a meal.

B npouecce umeHuA
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1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENs B YEM-TO WIIU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIC JUTS Bac CJI0Ba WM (Ppasbl.

3. O3arnaBbTe Kaxkplil maparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Hocne npoumenusa mexkcma

1. 3anuiuTe B OAHOM NpPeIJIOKeHUH, YTO Bbl Y3HAJIM U3 TEKCTA.

2. OTBernTe Ha Bompoc: What are the rules for effective management?

3. Kputnyeckas peakuusi. Ysu HHTEpECHl OTpaxaeT JaHHBIA TEKCT ?

4. OTMeTbTe Balll HHTEPEC K JAHHOMY TEKCTY U POKOMMEHTHPYIiTe ero:

1) odeHb CKy4HbBIH, 2) CKy4HBId, 3) TOJNE3HBIN, 4) HHTEPECHbIH, 5) OuYeHb
UHTEPECHBIN.

5. Kakue ¢parMeHTBl TEKCTa BBI3BAJIH y BaC TPYAHOCTHM B NOHMMAHMH W
noiemy?

AKTHBHasI JiekcuKa (Tekct Ne9)

to recognize -mpu3HaBaTh 3aCIyTH

to affect — Bo3gelicTBOBaTh, BIUATE

sensitive — 9yBCTBUTENBHBINA, BOCTPHUMYHBBIN
approachable — noctymHbrit

appropriate — moaXoasAIIHiA, TPUCYIIHIA
praise — noxsaja

to maintain - moaaepxuBaTh

Ilepeo umenuem mexcma Ne9.

1. IIpounTaiiTe TOJBLKO 3arojioBoOK. HazoBure 5 1ekcu4ecknx eJUHUIL, KOTOPbIE
MOTYT ObITh YIIOMSAHYTBI B TEKCTE.

2. bersio mpocMoTpuTe TEKCT M CPOPMYJIUPYHTE ITIABHYIO HIEI0 TEKCTA.
3. IIpouuTaiiTe U MepeBegUTE HEKOTOPbIE MEXKTYHAPOAHbIE CJI0BA:
Business policy, constructive, cooperation, attacks, standards.
4. Ctpoenne ciioB. [lepeBeaure Ha pyCCKHUil SI3bIK:
To decide — decisive — decision; success — successful — successfully; to

motivate — motivation; direct — directly — direction — director; to approach —
approachable; to concern — concerning — concerned.
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IIpounraiite u nepeBeaurte TekcT Ne9.
Texer Ne9

HOW TO MOTIVATE YOUR EMPLOYEES?

Successful managers know how to motivate their employees. When
workers feel good about themselves, the work they do, the company they work
for, it is much easier to get their cooperation.

Involve employees in decision-making process. 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 about changes that can directly affect them
such as business policy changes, product information changes, etc.

Be aware of morale level of your employees. Be sensitive to changes in
morale.

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

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

Be sure to listen. Always listen and try to understand what workers are
communicating.

Recognize your employees. Give appropriate praise for work well done.

Give “constructive” criticism and never make personal attacks.

Ask for suggestions. Be sure to invite new suggestions and ideas from
employees concerning work. Put good ideas into effect by making changes.

Maintain high standards of performance. You will build the pride and
self-confidence.

B npouecce UmeHuA

1. Kak BblI nymaeTre, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B 4YEM-TO HIIU
pouH(OPMUPOBATH O YEM-TO?

2. Beienure HOBBIC 7151 BaC CJIOBA WIIA (Pppa3kbl.

3. OzarmnaBbTe KaXKablii Taparpad Tekcra.

4. ChopmynupyiiTe raaBHYIO HACI0 Kaxa0ro ad3aia.

Ilocne npoumenusa mexkcma
1. 3anumuTe B OTHOM NPECAI0KCHUU, YTO Bbl Y3HAJIMN U3 TCKCTA.
2. OTBeTnTe Ha Bompoc: What are the best steps for motivation of employees?

3. Kputnueckas peakuusi. Ysu HHTEPECHI OTPAKAET JAHHBIN TEKCT ?
4. OTMeThTE Balll HHTEPEC K TAaHHOMY TEKCTY M POKOMMEHTHPYIITE ero:
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1) oueHb CKyuHbBId, 2) CKy4yHbIH, 3) MOJe3HbIM, 4) HUHTEPECHbIA, S5) OYECHD
VHTEPECHBIM.

5. Kakmne ¢parmeHTHI TeKCTa BbI3BAJM Yy BAC TPYJAHOCTH B NOHUMAHHUHU U
noyemy?

AKTHBHas jJekcnka (TekcT Nel()

frustration — paszouapoBanue

peer — paBHbIU

to waste time — 3pst TpaTUTh BpeMs

lack — orcyTcTBHE, HETOCTATOK

deadline — kpaitauii cpox

urgent — cpounsIit

time management — ynpaBneHrne BpeMeHEM
career advancement — mpoBIDKEHHUE MO CITyKOe
10 occur — ciryyaTtbcs, IPOUCXOAUTD

agenda — nmoBecTKa JAHS

Ilepeo umenuem mexkcma Nel().

1. IIpounTaiiTe TOJBKO 3arojioBOK. HazoBure 5 1ekcuvecKkux eIUHUIL, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. berJio npocMoTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HCI0 TEKCTA.
3. [IpounTaiiTe u NepeBeAUTE HEKOTOPbIE MEKITYHAPOIHbIE CJI0BA:

Stop, tendencies, interesting, effectiveness, delegate, political, clients,
correspondence.

4. Ctpoenne ciioB. IlepeBennte Ha pycCKuii A3bIK:

To create — creative — creator — creativity — creation; to advance —
advancement — advanced; to interrupt — interruption — interrupting — interrupted; to
load — loading — loaded — overloaded; to delegate — delegation — delegating —
delegated; to reduce — reduction.

IIpouuraiite u nepeseaure Teker Nel0.

Teker Nel(
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TIME MANAGEMENT

Time is constant. No matter what position a person has in a company,
he cannot stop time, he cannot slow it down, and he cannot speed it up. Time must
be managed well if a person wants to be creative. Time is wasted when it is
used for things that are less important. A person with a clear set of objectives
and priorities can identify important activities and plan the best way to use the time.

Sources of Problems in Time Management

A number of normal human tendencies make it more difficult to manage time
well because of:
- Lack of clear objectives and priorities.
- People prefer to do things that are interesting and pleasant before doing things
that are hard and unpleasant.
- People prefer to do easy things before doing extremely difficult things.
- People tend to wait until before a deadline to do a task.
- People tend to do things that are urgent before doing things that are not, because
urgent things are usually initiated by others than by ourselves.

There are even some paradoxes:

- People who are very busy cannot find time for planning that would save more
time than it takes.

- People who are able to find time to do things for others are likely to be asked
to do even more things.

- People who tend to leave things out on their desk so they will not be lost or
forgotten create such clutter that things are lost or forgotten.

Improving time management has a variety of benefits. Time management
allows you to concentrate on the activities that are most important and in this way
increase Yyour effectiveness. Greater effectiveness is likely to increase work
satisfaction and chances for career advancement and also reduces the frustration
and stress resulting from being overloaded with work.

Common Time Wasters for managers are:

1) Telephone Interruptions The telephone is an important medium of
communication and it can save time. But it can become a major form of interruption
if not controlled:

- If you have a lot of calls, your secretary should screen them. For example,
give the secretary a list of people who should be put through immediately or your
secretary should inquire about the nature of their business.

- Delegate responsibility for answering some questions to your secretary or
subordinates

- Set aside some periods each week when people know they can call you.
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- Have materials and information ready for calls that you expect to receive.

2) Drop-in Visitors The managerial work requires many brief contacts with
people, including subordinates, peers, superior, clients, and other outsiders.
There are some possible ways out of this problem:

- let your secretary screen your visitors

- make yourself inaccessible during particular times of the week. Use a "Do Not
Disturb” sign outside your door.

- prepare polite excuses to shorten visits (such as “I have to leave for a meeting”,
“I’m expecting an important call” and “Can I meet with you later?”

- meet with people in their offices instead of yours.

- set up regular meetings each week with members of your work unit

- have open office periods each week when you are available without an appointment
for anybody who needs to see you for a few minutes.

- use non-verbal methods to signal that you are busy (for example, don’t give
eye contact to people who pass by, look frequently at your watch to show that a
meeting is running too long, hold a telephone in your hand as someone comes in).

3) Cluttered Office

- Set priorities on incoming correspondence and paperwork. Sort your mail into
categories including "read now", "handle now" and "read later". Read your mail
at the same time each day.

- Have a person to screen and sort out your correspondence

- Delegate responsibilities to your subordinates to answer routine types of
correspondence.

- Reduce the amount of required reports and memos from clients, subordinates,
etc.

- Have a place for everything and put everything in its place.

4) Unnecessary Tasks The reasons are:

- Lack of clear objectives and priorities.

- Delegate less important tasks to the subordinates and your secretary.

- Inability to say “no” to requests. You should prepare tactful ways to say "no" to
them and in case of a request by your boss you can ask a boss to decide which task is
more important to him or her.

- Use political power to get some tasks transferred to someone else or to another unit
in the organization.

- Best suggestion for saving time - schedule 10 minutes to do nothing.

That time can be used to just sit and clear your mind

5) Unnecessary or over-long meetings

Unproductive meetings occur due to some causes, such as lack of clear
purpose, absence of key people, late participants, unprepared participants,
unnecessary socializing, interruptions, lack of skilled leadership, and deviation
from the agenda. You should:

- prepare a clear agenda

- inform people about what they need to do to prepare for a meeting, and make sure
they receive necessary information
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- start meeting on time

B npouecce UmeHuA

1. Kak Bbl JIymaere, aBTOp TEKCTa MbITACTCS yOEIUTh YHUTATeNss B 4YEM-TO WIIU
pouH(OPMUPOBATH O YEM-TO?

2. Boiienute HOBBIE /1JIs Bac CJIOBa WM (pasbl.

3. O3arnaBpTe KakIblii maparpad TekcTa.

4. Chopmynupyiite rmaBHYIO UACIO Kaxa0ro ad3aiia.

Hocne npoumenusa mexkcma

1. 3anumuTe B 0JJHOM TPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What are the sources of problems time management?
2) What are common time wasters for managers?

3. IlepeBeauTe HA AHTJIMHCKHUI SI3BIK:

1)
2)
3)
4)
5)
6)

7)
8)

Ecnu meHemxep Xo4eT paboTaTh TBOPUECKHU, OH JTOJKEH YIPABIIATh

BPEMEHEM.

Bpemst Tpatutcs 3psi, €Clid OHO MCHOJIb3YETCS Ha YTO-TO HEHYKHOE WM HE
OYEHb BAXKHOE.

Hcrounrkom npo0iieM B yIPABICHUH BPEMEHEM SIBJIIETCSI OTCYTCTBUE SICHBIX
LeJed U TPUOPUTETOB.

Kpowme Toro, 110111 CKIOHHBI %AATh J0 MOCIEAHETO (ITOKa HE HACTYIIUT
KpalHUN CpPOK), 4TOOBI HAYATh BBHITIOHSITH 3aJJaHUE.

CylecTBYIOT pa3Hble MOXKUpAaTeId BpPEMEHU. OITO JIOJTHEe coOpaHus,
CllydailHble IOCETUTENM, MPUOCTAHOBKAa paboOThl H3-3a  Telle(hOHHBIX
pa3roBOpoB, Oecropsiiok B oduce, HEBaXXHbIE 3a/1aHUS.

MeHekepy clleyeT IeJerupoBaTb CBOM MOJHOMOYMS IOJYMHEHHBIM.
Menemxepy cieayer TIIAaTeIbHO TOTOBUTH U MTPOBOJAUTH COOpaHUSI.
Menemxepy ciaeayeT YeTKO ONpPENessaTh LU U MPUOPUTETHI U MJIAHUPOBAThH
CBOIO JIEATEIBHOCTD.

4. Kputuyeckasi peakuusi. Y1 HHTEPECHI OTPaKaeT TaHHbBIN TEKCT ?

5. OT™MeThTE Balll HHTEPEC K JAHHOMY TE€KCTY M IPOKOMMEHTHUPYHTE ero:

1) odeHb CKyuYHbIH, 2) CKy4HbId, 3) TMOJNE3HBbIM, 4) HHTEPECHbIH, 5) OuYeHb
WHTEPECHBIN.

6. Kakue ¢parMeHTBHI TeKCTa BBI3BAJIM y BAaC TPYAHOCTH B NOHMMAHMH H
noyemy

28



PART II

CLOTHES AND APPEARANCE

AKTHBHas JeKkcuka (TekcT Nel)

according to — coriacHo (4eMy-T0), B COOTBETCTBHH ¢ (U-T100)
appearance — BHEITHHUIA BH/I, HAPY>KHOCTh
attire — oxmesinue, o0aucHUE; HAPS

outfit — mOJHBIN KOMILIEKT OJIEXKIbI

confidence — yBepeHHOCTD, T0BEpHE

dress suit — My»CKO# BEUSpPHHI KOCTIOM
Impact — cubHOE BO3ICHCTBHUE, BIMSHHE

00K — BEITIISIIETE, Ka3aThCS; BHEITHOCTD, OOJIMK
to make sure — yoeautbcs

to matter — nmeTs 3HaUEeHHE; 3HAYUTH

neat — onpsATHBIN

pant suit — OPrOYHBII KOCTIOM

pattern — pucyHok, y3o0p (Ha TkaHH); oOpasel|
skirt — roOka

tend — uMeTh TEHAEHIUIO, CKIOHATHCA K (4eMy-11100)
wardrobe — rapaepo0, oaexaa

to wear (wore, worn) — HocuTh (0JICKTY)

to warm up — ObITh pacroI0KEHHBIM

to inspire — BHyMmIATH

to sneak a look at — mocmoTpets He3amMeTHO
pizzazz - ctuib, MK

to opt for — BeIOMpaTH

rust — peKeBaThI

subtle - enpa 3ameTHBI#

to slouch - rop6uthcs

Ilepeo umenuem mexkcma Nel.

1. IIpounTaiiTe TOJBLKO 3arojioBoK. HazoBure S 1ekcuveckux eJUHUI, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. BerJio npocMOTpUTE TEKCT U CHPOPMYJIMPYHTE IVIABHYIO HIEI0 TEKCTA.
3. IIpouuTaiiTe U MepeBegUTE HEKOTOPbIE MEXKTYHAPOAHbIE CJI0BA:

Professional, comfortable, business presentations, investors, proportions,
shocking, audience.
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4. Crpoenmne cioB. IlepeBennre Ha pycCKuil A3bIK:

To inspire — inspiration; to invest — investor — investment; conservative —
conservatively; to behave — behaviour; to repair — repairment; to present —
presentation;

IIpounraiite u nepeseaurte Teker Nel.
Texker Nel

DRESSING FOR BUSINESS — DRESSING FOR SUCCESS

1. Appearance Matters

According to studies, people will warm up easily to speakers who look
very professional and comfortable in what they wear. According to experts, those
who look uncomfortable in their clothes do not really inspire much confidence
from his or her audience.

When doing business presentations to investors, your looks are just as
important as your ideas. Whether you like it or not, appearance matters when
meeting with investors so you need to look your best. Note that dressing well
will make you look more intelligent and respectable. Always remember that you
are selling yourself and your company during these meetings so make sure that
you look good enough to demand a good price.

2. Choosing the Right Type of Clothes

Buying a suit can be an important investment when you are trying to improve
your look for business. Before you go on a business presentation, you should
first know who your audience would be. If your audience tends to be formal and
conservative, dress conservatively. A nice dress suit will do nicely for men while a
skirt conservatively. A nice dress suit will do nicely for men while a skirt or a
pantsuit and jacket will look great on women.

3. Some Things to Consider:

a. When dressing for a business presentation, you should make sure that your
clothes are neat and clean. Clean your shoes and keep them in good condition.
Although most of the people will be looking at your face as you speak, some of
them will sneak a look at your feet too so make sure that your shoes are not at
your feet too so make sure that your shoes are not soiled. Make sure your shoes
are in good repair and complement your outfit. Give your business outfit more
pizzazz by wearing scarves with different patterns and colors.

Take into consideration your size, your body proportions and the features
you are trying to accent .

b. When it comes to colours of the clothes, forget about those shocking colors
and opt for those dark blue or grey ones.

The lesser colors you have on your clothes, the better. Always
remember that you are going to a business presentation meeting with investors not a
holiday in the Caribbean. So don't choose the colorful shirts please and behave and
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dress accordingly. Spice a gray or black suit up with such colors as burgundy,
blue, violet, rust, green etc.

c. Your hair should be neatly styled when you make a presentation. For women
with long hair, a neatly pulled back hairstyle would do nicely when doing a
presentation for a conservative audience. For men, a clean look is very desirable
too.

d. As for make-up and jewelries, wear less of both. Women should wear very
subtle make up when making presentations to investors.

e. Make sure that you buy items for your business wardrobe that coordinate
well with each other, saving you money and time.

f. Above all, mind your posture and your manners when meeting with your
investors. Do not slouch. Even if you are nicely dressed, slouching will destroy the
Impact of the nice attire.

B npouecce UmeHuA

1. Kak Bbl JIymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENs B 4YEM-TO WIIU
pouH(pOPMUPOBATH O YEM-TO?

2. Boiienute HOBBIE J1JI Bac CJIOBA WM (Ppasbl.

3. O3arnaBbTe KaxIblii maparpad Tekcra.

4. ChopmynupyiitTe rIaBHYIO UACIO Kaxa0ro ad3aiia.

Ilocne npoumenua mexkcma

1. 3anummuTe B OTHOM IPEAJTOKECHUHN, YTO Bbl Y3HAJIN U3 TCKCTA.

2. OTBerbTe Ha Bonpoc: What is important in successful dressing for business?

3. OT™MeTbTe Te acNeKThl, KOTOPbIe KaxKyTcsi BaM BasKHbIMY 11 TOW MJIM HHOM
npogeccun:

a) architect

b) bank manager

¢) personnel manager
d) designer

e) doctor

f) clerk

g) insurance salesman (ctpaxoBoii areHT)
h) salesman

1) driver

J) researcher

k) school teacher

1) public administrator

4. Kputnueckasi peakuusi. Y1 MHTEpPECHI OTPAKAET TAHHBIA TEKCT ?
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5. OT™MeThTE Balll HHTEPEC K JAHHOMY TEKCTY M IPOKOMMEHTHUPYITE ero:

1) oueHb CKy4HBIM, 2) CKy4yHBbIH, 3) TMOJe3HbIM, 4) HWHTEPECHBIA, 5) OUYCHD
VHTEPECHBIM.

6. Kakue ¢parmMeHTbl TeKCTa BBI3BAJIH Yy Bac TPYAHOCTH B NOHMMAHUM M
noyemy?

AKTHBHas JeKcuKa (TekcT Nel)

underlying - nexaruuii B OCHOBE

to accept — npuHuMaTh; coryiamaTbCs
acceptable — npuemiemblii; 1OMYyCTHUMBIN;
advertising agency — pekjiaMHOE areHTCTBO
1o except — uckiro4aTh; KPOMe, 3a UCKIIOUEHUEM
to expect — x1aTh, 0KHUIATH

possibly — BO3MO0HO; MOXKET OBIThH

quite — BIOJIHE, COBEPIIICHHO; MOJIHOCTBIO; BCEIIETIO
to suit — moaxoauTh, ycTpanBaTh

{00 — cruIIKOM, U3HUIITHE, Yepecayp
Impact — Bo3aeiicTBHE, BIUSHUEC
self-confident — camoyBepeHHBI#t

reliable — sagexupiit

to overcome — npeononeBarb

at variance — B mpoTUBOPEYHNH C

frilly — BeraypubIii

g0-00 — TMHAMHWYHAS

suede — 3ammia

eyesore — 6eJbMO Ha riazy

string of pearls — autka >xemuyra

purpose — nens

"mantle of authority" — manTus, ocobas oxexna
unconsciously — 6ecco3HaTeIbHO

VEIrsUS — IpoTUB

pant suit — OproYHBIH KOCTIOM

as long as — nockonbKy

appropriate — coOTBETCTBYIOIIHIT
pinstripes — ToHkas CBeTas MoJIOCKa
awkward — HeyKITrOKHit

skin — xosxa

plaid — moTnanaka

to be counteracted — ypaBHOBeIINBAThH
blending — coucranue

to keep up — ObITH HapaBHE

inferiority — Hu3Koe MosI0XKEeHNE
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artificiality — uckyccrBeHHOCTB

mod fashions — mocneaHu#i KpUK MOIBI

navy Knits — TpukoTaxKHbIe U31ETUsI TEMHO-CHHETO I[BETa
headachy — npuunHsroIIHii roJ0BHYIO 00JIb

hairdo — »xenckas npuuécka

garish — oucHb sIpKHii

sloppy — HepsAIUIMBBII

Ilepeo umenuem mexkcma Ne2.

1. HpoanaﬁTe TOJILKO 3arojioBok. HazoBure 5 jiekcuuyeckux €INHUIL, KOTOPbIC
MOTYyT ObITh YIIOMAHYTHBI B TEKCTE.

2. BerJio npocMOTpUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICH0 TEKCTA.
3. [IpoumTaiiTe U MepeBeAUTEe HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA:

Costume, message, competent, colleagues, conservative, career, uniform,
symbolism, absolute, urban businessmen.

4. Crpoenne cioB. IlepeBennre Ha pyccKkuil A3bIK:

To come — to overcome; to consider — consideration; conscious — consciously
— unconscious — unconsciously — consciousness — subconscious; to appear —
appearance; to execute — executive — executor — execution; to correspond -
correspondence — corresponding — correspondingly — correspondent.
IIpounraiite u nepeBeautTe TeKeT Ne2.

Texer Ne2

DRESSING FOR SUCCESS - FEMALE STYLE

a. Underlying Symbolism. The most important consideration for women is the
underlying symbolism of clothing. In business you are not dressing to express your
personal taste; you are dressing in a costume which should be designed to have
an impact . If your clothes do not send the that you are, able, ambitious, self-
confident, reliable, and authoritative, nothing you say or do, will overcome the
negative signals coming from your clothes.

b. Be Aware of the Uniform Concept. A lot of women dress wholly at variance with
their male colleagues. Your first step is to study the attire of men in your
department. If the important men wear dark, conservative suits with ties, you
should not wear extravagant hats, frilly blouses or mod fashions. You may be a
genius at that business but probably you will never make a career. On the other
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hand, if you work for a go-go company where male executives have high-style
Italian jeans, expensive leather boots and suede jackets as a uniform you are an
eyesore if you wear navy knits with simple shoes and a simple string of pearls.

c. Dresses Versus Suits. When you think in terms of symbolism, it seems
obvious that a man's jacket is his "mantle of authority”. The first thing a man
does when preparing for a business meeting or visiting his boss is to put on his suit
jacket. Many women unconsciously adopt this idea. Some wear dress costumes
with a matching or contrast jacket; others wear sleeveless tunic, which seem to
serve the same purpose. At any rate, a separate jacket or shoulder mantle of
some nature gives a feeling of strength and control to women's appearance. A
woman in business must avoid any kind of dresses which portray her as weak or
indecisive.

d. Skirt Suits Versus Pant Suits. There is not any difference whether a woman
chooses skirts or pants with her jacketed costume as long as the skirt is appropriate
for her daily activities. Before buying your skirt, walk around in it to make sure
you can get into a car, mount the bus, climb the stairs without looking awkward. Test
it in a mirror. If your skirt distracts attention from business, it is not a work
uniform. Once a woman starts wearing pant suits she finds it very difficult to go back
to skirts and dresses. They give absolute freedom of motion. But pant suits must fit
perfectly and you should feel comfortable in them as in a second skin.

e. Colours Are Important. Most businessmen find that dark Dblues, greys,
pinstripes, and subtle plaids convey the symbol of authority most effectively.
However, businesswomen can make a stronger impression with their colours. No
man could wear a red suit, for example, but a woman dressed in the red
colour has a definite air of confidence. Any such powerful colours must be
counteracted with blending and softening blouses and scarves.

f. Wear Shoes You Can Walk in. A serious business cannot be delayed just
because an executive's feet hurt. Urban businessmen do a lot of walking around,
and women executives must be ready to join them and keep up with them.

g. Buy Clothes with Pockets and Dump your Handbag.

Women need handbags to carry keys, money, cheque books, glasses, make-up, credit
cards, note-books between home and office. The typical male outfit has an
average of nine pockets, while women's clothes usually have none. Your
clothes should have functional pockets. Slip your money, papers, comb and lipstick
in your pocket. No pocket is an inferiority symbol.

h. Other Accessories. Jewellery. There is one cardinal rule: don't wear anything that
jingles or glitters. Men don't have many expensive decorations. SO women
should select with care what they put on.

Perfume. Whether cheap or expensive, perfume is headachy in a small office
or a closed conference room. Try to use light, subtle fragrances.

Make up and Hair Style. Remember that your make-up and hairdo must
correspond to a business day. It goes without saying that touch-ups, including
lipstick, must be done in private. Naturalness, as opposed to painted artificiality,
Is the aim.

34



B npouecce umeHuA

1. Kak BBl Iymaere, aBTOp TEKCTa MBITACTCA YOCAWUTh UYWTATENs B YEM-TO WU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeiienuTe HOBBIC JUTS Bac CJI0Ba WM (Ppasbl.

3. O3arnaBbTe Kaxpli maparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Hocne npoumenusa mexkcma

|

. 3anummure B OJHOM NPEAJTOKCHUHN, YTO Bbl Y3HAJIHN U3 TECKCTA.
. OTBeTBHTE HA BOIIPOCHI.

N

. What are the factors that influence the clothing habits of women/men?
. Are dresses and skirts more appropriate for businesswomen?
. What colours should a businesswoman/businessman wear?
. What is the function of the handbag, women's favourite accessory?
. Businesswoman's clothes mustn't be sexy, must they?

. What kind of perfume, jewelry, make-up and hairstyle suits a
usinesswoman best?

SO wWNPE

3. OT™MeTbTE HCTHHHBIE HJIH JIOKHBIE NMPEAJI0KCHUS

1. You should be aware of the underlying symbolism of your clothing.
2. In business you dress to express personal taste.

3. It is provocative for female staff to wear trousers at work.

4. Women should always wear feminine attire.

5. Women should avoid garish colours like red.

6. Always choose high heels to show the shape of your legs.

7. The bigger your handbag the better.

8. Have a great variety of jewelry to call attention to yourself.

9. Always wear your boss' favourite perfume.

10. Your make-up should be natural.

4. Coriacurech WJIHM He COIVIACUTECH CO CJIEAYIOIIMMH yTBEPKICHUSIMU:

1. The way people dress at work usually indicates how competent they are at their
jobs.

2. People should be allowed to wear exactly what they want at work.

3. Firms who want employees to wear particular clothes should pay for those clothes.
4. In most firms, the way you dress will affect your chances of promotion.

5. People work best in the clothes they feel most comfortable in.
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6. People wearing unusual clothes to work give a bad impression to clients.

7. People who wear inappropriate clothes are likely to be unsuitable for responsible
positions.

8. People who wear unusual clothes to work are generally more imaginative.

9. As long as a person is good at his / her job, it shouldn't matter what she / he wears.
10. It is old fashioned to expect people to wear certain clothes to work.

11. You are against senior female staff wearing trousers.

12. You are against junior female staff wearing trousers.

13. Sloppy clothes mean sloppy work.

14. You wouldn't trust a businessperson who wears jeans to work.

15. Men shouldn't be allowed to take off their jackets at work even in summer.

16. Bosses should always be smartly dressed.

17. Female bank managers should wear extravagant low neck blouses as a
uniform.

18. Business style does not differ from everyday style.

19. A businesswoman's handbag should not be big and very bright.

20. The outfit may be great but if it does not accentuate your positive features
or is not of the right colour, you will not look well.

21. Perfume is a necessary accessory for female staff.

5. Kputnueckas peakuus. Ub1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

6. OTMeTbTe Balll HHTEpeC K TIAHHOMY TEKCTY U IPOKOMMEHTHPYIiTe ero:

1) odeHb CKy4YHbBIH, 2) CKy4HbId, 3) TMOJNE3HBbIM, 4) HHTEPECHbIH, 5) OYEeHb
MHTEPECHBIN.

7. Kakue ¢parMeHTBI TEeKCTa BbI3BAJIHM y BaC TPYAHOCTHM B NOHMMAHMH M
noiemy?

AKTHBHAaA JIeKCHKA (TeKcT Ne3)

to be engaged in smth — 3anumatbscs yem-1100
brain — mo3r

creativity — TBOpueCTBO, KPEAaTHBHOCTh

to enable — mo3BossATH, HOMyCKATH

to foster — BocnuThIBaTH, 00yUYaThH

1Q — xod(ppurMeHT yMCTBEHHOTO pa3BUTHUS
to offer / suggest — npennarats

research — HayuHOe HCCIIeIOBaHHE

study — uccienoBanue, U3y4eHUE

to support — noguepxuBaTh

hoopla — mymuxa, kyreppma

mode — crmoco6
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Innate — BpoXAEHHBIH

intelligence — ymcTBeHHBIE CITOCOOHOCTH
overlap — yactu4HO coBNaicHUE
cross-cultural — MexxKyIbTYpHBIH

to lack — HemocTaBaTh, OTCYTCTBOBATh
counterparts — cBepCTHUKHU
exploration — nccienoBanue

10 Stress — nmoauepkuBaTh, A€j1aTh AKLEHT
the only — eguHCTBEHHBIH

divine gift — 6oxwuit nap

to stifle — momaBnsATH

detrimental — nmaryOusbrit

to drop out of school — 6pocats nkoiry
threshold — mopor

inspiration — BIOXHOBEHHE

renowned — rpocaBIeHHbIHI
masterpiece — menesp

craftspeople — ymenbIibl

persistent — HacTOWYMBBIN

iconoclast — Bo3MyTHTENb CIOKOHCTBHS
strain — HanPsHKEHHOCTh

gadabout — Hemoceaa

aloof — HeoOMmUTEILHBIH

stepping stones — TpamruinH

to get along with — naguTs

Ilepeo umenuem mexkcma No3.

1.I/I3yane onpeacjacHusi KKpeaTHBHOCTH)» U KMHTYHIUN» , KOTOPbIC NIpeajiaraer
Longman Dictionary of Contemporary English.

«Creativity (creativeness) —the ability to produce new and original

ideas and things; imagination and inventiveness»
«Intuition — the power of knowing something without reasoning»

2. [IpouuTaiite T01bKO 3arojioBok. HazoBure 5 jiekcuyeckux eUHUI, KOTOpPbIe
MOI'YT ObITh YIIOMSAAHYTBI B TEKCTe.
3. beriio npocMoTpuTe TeKCT U cHOPMYJIHPYITE IJIABHYIO HAEI TEKCTA.

4. IIpouyuTaiiTe U NepeBeAUTE HEKOTOPbIEe MEKIYHAPOJAHbIE CJI0BA:
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Universities, medical, potential, innovation, characteristics, typical period,
social, standards.

5. Crpoenue ciaoB. IlepeBenure Ha pycckmii fi3bIK, o0paliasi BHUMaHHe Ha
CJI0BOOOpa3oBaTeibHbIE CYy(PPUKCHI:

To create — creative — creativity; art — artist; busy — business; active —
activity; able — ability; to differ — different; free —freedom; America — American;
Japan — Japanese; to explore — exploration; to exist — existing — existence; to provide
— provision.

IIpouuraiite u nepeseaurte Teker Ne3d.

Texer Ne3

WHY ALL THIS HOOPLA ABOUT CREATIVITY?

Some people say that creativity is a privilege of artists and has
certainly no role to play in business. Right? Wrong! Several universities,
including Stanford, Syracuse and Harvard, offer creativity courses to business
students. Creativity consultants help companies to explore.

Medical research that enables scientists to see the activity in the brain shows
that both sides of the brain work when a person is engaged in creative thought.
Studies support the theory that creativity is the ability to use different modes
of thought (analytical, intuitive, verbal and emotional).

Some people have more innate potential to be creative than others but
experts insist it is a skill that can —and should — be fostered.

Creativity and Innovation

Creativity and innovation are related but different phenomena. Creativity
is an individual’s ability to generate new ideas. Innovation is a managed effort to
create new products or services or new uses for existing products and services.

Characteristics of Creative People. Everyone wants to be considered
intelligent and hardworking. People like to feel they are creative. Unfortunately,
not everyone is. Researchers have investigated relationship between intelligence
and creativity and there appears to be little overlap between
them. There is no difference in creativity between males and females.

On the other hand, there is an age effect. The typical period of greatest
creativity for most people seems to be between ages of 30 and 40. Creative people
also tend to be less sensitive to social influence than less creative people.

And there are cross-cultural differences. For example, though Japanese
schools provide their children with more pure knowledge than do American
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schools, Japanese children feel such strong pressure to meet high learning
standards that they lack creativity. In contrast American children sometimes don’t
learn as much in school as their Japanese counterparts, but freedom of expression
and exploration that they experience at school, provides more opportunities for
creativity.

B npouecce umeHuUA

1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOCIUTh YHUTATENsS B YEM-TO WIIA
poruH(OPMUPOBATH O UEM-TO?

2. Beinenute HOBBIE JI Bac CJIOBA WM (pa3bl.

3. OzarnaBbTe KaKIblii aparpad Tekcra.

4. ChopMmynupyiTe riaBHYIO HACIO KaXa0ro ad3ara.

Ilocne npoimenusa mexkcma

|

. 3anuumuTe B OTHOM MPeIJI0KEHNUH, YTO Bbl Y3HAJM U3 TEKCTA.
. OTBeTHhTE HA BONPOCHI:

N

. What is "creativity"?

. Is the term "innovation" similar to the term "creativity" or different from it?
. Are all people really creative?

. Who is more creative males or females?

. What is the age of peak creativity?

. Japanese children have better academic knowledge, don't they?

. Are American or Japanese children more creative?

. Why do Japanese children lack creativity?

. Can we say that intelligent people are always creative people?

O©Coo~NoOoOolThs, WN -

3. Coryiacurech WJIM He COTJIACUTECH CO CJIeAYIOIMMU YTBEPKICHUSIMM:

1) Modern education, which stresses logic, fosters creativity.

2) To be a creative thinker, a high 1Q is more important than values and personality.
3) In most fields, creative inspiration works best after years of hard work.
4) One should follow the rules instead of wasting time questioning

them.

5) Being practical leads to greatest efficiency.

6) Trying to find the ONLY right answer may stifle your creative impulses.

7) Creativity is a combination of thinking: analytical, logical, verbal, intuitive and
emotional.

8) Creativity is a divine gift that cannot be explained, and therefore cannot be
learnt.
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4. laiiTe CBOM KOMMEHTAPHH CJIeAyoleMy:

1) School doesn't necessarily help creativity. In fact, modern education,
which stresses logic, seems to ruin creativity. Tests show that a child's
creativity decreases 90 % between ages 5 and 7. And by the age of 40 most
adults are about 2 % as creative as they were at 5. Some college education —
two years, say — may foster creativity, but some experts believe that graduate
school may be detrimental in some fields because it teaches old modes of
thinking. Many innovators, in fact, dropped out of school altogether.

2) Studies show that a very high 1Q is not required: the threshold
for creativity is about 130. After that, 1Q doesn't make much difference — such
nonintellectual traits as values and personality become more important.

3) There may be such a thing as creative inspiration but it is not much help
without years of hard work in most fields of knowledge. Nearly all people
renowned for creativity spent years mastering their field. It took most
great musicians and painters 10 years of hard work before they produced a
masterpiece.

4) Some experts say that there are things interfering with creativity. They are:
"Follow the Rules”, "Be Practical”, and "Always Find a Right Answer".
5) Creativity seems to be a combination of different types of thinking — analytical,
verbal, intuitive and emotional — each controlled by a separate region of
the brain. Few individuals have equal capacity for each type of thinking. One
solution of this problem is so-called idea teams. The Other companies
are setting up innovation centres: artists, craftspeople, se bring together
groups of about seven people from different disciplines. technicians, and

scientists under one roof.

4. BbIcKasKHTe CBOE€ MHEHHE 10 CJICAYIOIUM MOMEHTaM:

1. Creative types are generally highly motivated, independent and persistent
people. They are also great risk-takers, great sceptics, iconoclasts but have a
strong sense of humour.

2. Creative people are often hard to get along with.

3. Intuition, instincts, and emotions play big roles in their decision making.

4. Creative people usually don't have a dull, predictable childhood. Instead,
childhood was marked by diversity.

5. Parents show greater-than-average cultural and intellectual interests and grant
their children unusual freedom in exploring and making decisions.

6. Strains in family life — financial ups and downs or divorces — are common.
Experts believe these hardships give children the ability to see issues and problems
from different points of view.

7. Forget the old stereotype of the creative genius as a loner. The most gifted creators
are real gadabouts.
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8. They constantly exchange ideas and news with colleagues. Studies have shown
that experts who talk most with their peers hold more patents, publish more
papers, and produce more innovative work than their more aloof colleagues.

9. Creative problem solving is based on knowledge, logic, imagination and
intuition and it gives the ability to see connections and distinctions between
ideas and things.

10. It is advisable to ask "what if" questions. They make you use your imagination
while solving a problem. The provocative responses can be stepping stones to
developing new ideas.

5. Kputnueckas peakuus. Yo1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

6. OT™MeThTe Balll HHTEPeC K JAHHOMY TEKCTY M IPOKOMMEHTHUPYHTE ero:

1) odeHb CKy4dHBIH, 2) CKy4HBIA, 3) TOJE3HBIN, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

7. Kakue ¢parmMeHTbl TeKCTa BbI3BAJIH Yy Bac TPYAHOCTH B NOHMMAHUM H
noiemy?

AKTHBHas JeKkcuKa (TekcT Ned)

approach — moxaxon

to benefit — mpuHOCHTH TOJIB3Y, BBITOTY
cross-cultural — oTHOCSIIIIUICS K KYIBType pa3HbIX HAPOIOB
negotiations — meperoBopsl

proposal — komMepueckoe npeIoKeHIe
team — xomanna, 6purana

the Middle East — Biimxnuii Boctok
touch — npukocHOBeHHE; KacaThCsl

to undertake — npeanpuHEMaTh

through — u3-3a, BcneacTBue (4ero-amoo)
however — ognako, TeM He MeHee

by — npeytor, yka3pIBaroIuii Ha XapakTep ACHCTBUS; TOCPEICTBOM
due to — u3-3a; BcimeacTBHE (4Er0-IH00)
to tailor — moarousTe

rival — conepauk

sincerity — HICKpeHHOCTh

firm — kpemnkoe

small talk — cBetrckas Gecena

insult — ockopOiteHne

to avoid — m30erathb

leather — koxa

to gain concessions — JoCTHYb YCTYIOK
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to impose a deadline — HaBsi3aTh cpok
to close a deal — 3akmouaTh creaKy

Ilepeo umenuem mexkcma Ned.

1. HpoanaﬁTe TOJILKO 3arojioBok. Ha3zoBuTe 5 jiIeKCHUECKHUX €INHUIL, KOTOPbIC
MOTYyT ObITh YIIOMAHYTHBI B TEKCTE.

2. berJio npocMoTpHuTe TEKCT U chOpMYTUPYIiTe IIABHYIO HIEI0 TEKCTA.
3. [IpounTaiiTe u nepeBeAUTE HEKOTOPbIE MEKITYHAPOIHbIE CJI0BA:

Culture, cultural; presentation; person, personal, personnel; international;
businessperson; business protocol; potential client; identical; to ignore; to train,
training; etiquette; contact; Europe; America; distance; punctual, punctuality;
sense; aggressive; address, to address; statistics; information and statistics; fact;
graph; style; figure; concession; to analyze; negative.

4. Crpoenue cjoB. IlepeBequre Ha pycckuil fA3bIK, o0Opamasi BHUMAHHE Ha
cJI0BOOOpa3oBaTebHbIe Cy(PPUKCHI:

To negotiate — negotiator — negotiation; to train — training — trainer; to decide
— decision; to understand — misunderstand — understanding — misunderstanding; to
compete — competition — competitor; effective — effectively; to agree — disagree —
agreement — disagreement; to communicate — communication.
IIpounraiite u nepeBeaunte TekcT Ned.

Texer Ned

CROSS - CULTURAL NEGOTIATIONS

The way in which people approach negotiations differs across cultures.
Through cross cultural negotiation training, business personnel are given the
knowledge that can help them prepare their presentations effectively. By
tailoring their behaviour they will succeed in doing business.

Let us look at an example of how cross-cultural negotiation training
can benefit the international businessperson.

There are two negotiators dealing with the same potential client in the Middle
East. Both have identical proposals. One ignores the importance of cross-
cultural negotiation training believing the proposal will speak for itself. The
other undertakes some cross- cultural training. He/she learns about the culture,
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values, beliefs, etiquette and approaches to business, meetings and negotiations. Nine
times out of ten, the latter will succeed over the rival.

Topics Covered in Cross-Cultural Negotiation Training

1. Eye Contact: In the US, UK and much of northern Europe, strong, direct eye
contact means confidence and sincerity. However, in some cultures such as the
Japanese, prolonged eye contact is considered rude.

2. Personal Space & Touch: In Europe and North America, business people will
usually leave a certain amount of distance between themselves when speaking.
In South America or the Middle East, business people like to come up close.
In Japan or China, people usually leave a distance of four feet when speaking.
Touching only takes place between close friends and family members.

3. Meeting & Greeting: most international business people meet with a handshake.
However, some people may view a weak handshake as a sign of weakness whereas
others would consider a firm handshake as aggressive. How should people be
addressed? Is it by first name, surname or title? Is small talk necessary or not?

4. Time: In Western countries "Time is money" and punctuality is very
important. This is also the case in countries such as Japan or China where
being late would be taken as an insult. However, in South America, southern
Europe and the Middle East being on time for a meeting does not carry the same
sense of urgency.

5. Information at Negotiations: Western businesspersons prefer clear and rationally
argued business proposals using statistics and facts. Other business cultures such
as the South Americans rely on similar information but with differences. They
may prefer information presented through speech or using maps, graphs and charts.
6. Gift Giving: In the US or UK, gifts giving has negative meaning. Unlike them, it
Is very important in Japan and it usually happens at the end of a visit. Pens are a
good idea or something not available in Japan. If you give flowers, avoid giving four
or nine flowers as these are unlucky numbers.

Chinese people will probably refuse your gift several times, but it is polite to
continue offering it to them. Do not give clocks to Chinese people as the Chinese
word for "clock" is similar to the word "death™. In the Middle East give gifts of
higher quality leather, silver, or crystal. Remember to avoid alcohol and leather
from pigs. Gift-giving is less formal in South America but still an important part of a
culture. Avoid leather as many of the world's best leather products come from South
America.

In Australia, Canada and Europe gift-giving is informal and not always
expected. However, it is polite to bring someone flowers, chocolates or wine
when visiting their house. But in some European countries you should avoid red
flowers because they are associated with romance.

7. Negotiation Styles: The Japanese will negotiate in teams and decisions will
be based upon consensual agreement. In Asia, decisions are usually made by the
most senior figure or head of a family. In China, negotiators are highly trained in

43



the art of gaining concessions. In Germany, decisions can take a long time due to the
need to analyze information and statistics in great depth. In the UK, pressure
tactics and imposing deadlines are ways of closing deals.

All the above in one way or another will influence cross-cultural
negotiation and can be learnt only through cross cultural training. Remember
that doing or saying the wrong thing at the wrong time, poor communication
and cross-cultural misunderstandings can all have negative effect.

B npouecce umeHun

1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOCIUTh YHUTATENsd B YEM-TO WIIA
npornH(OPMUPOBATH O YEM-TO?

2. Beinenute HOBBIE JI Bac CJIOBA WM (pa3bl.

3. O3arnaBbTe KaxkIpli maparpad Tekcra.

4. ChopMmynupyiTe riaaBHYIO HACIO KaXa0ro ad3ala.

Ilocne npoimenusa mexkcma

1. 3anumuTe B OTHOM IIPEAJIOK€CHHUH, YTO Bbl Y3HAJIHN U3 TCKCTA.

2. OTBerbTe Ha Bompoc: What are the topics covered at cross-cultural negotiation
training?

3. I[ai/iTe AHIJIMHMCKHE HKBHBAaJEHTDLI CIeaAyrommuM PpyCcCKUM CJIoBaM M
CJIOBOCOYCTAHUSAM:

OOydeHne BEJICHUIO TIEPErOBOPOB C YYETOM KYJIBTYPhl Pa3HbIX HAPOJIOB;
NepCoHal MPENNPUATHS; CTUIUM TEPEroBOpPOB; JAapE€HUE MOJAPKOB; JUYHOE
IPOCTPAHCTBO; MPUKOCHOBEHHUE; KOHTAKT B3TJISZIOM; CBETCKasl Oecesa; MoArOTOBUTD
IPE3CHTAIMI0; TIOBEJACHUE, TPEYCIEeTh B Ou3Hece; OM3HECTIepCOHa;
noTeHUMaNbHbId mapTHep; EBpoma; CeBepHas Awmepuka; IOxnas Awmepuka;
bmwxauit Bocrok; Snonust; smonckuii; Kuraii; kuradickuii; ['epmanus; OMu3Kuid
JIpyT; YJ€H CEMbH; TJlaBa CEMbU; JEJI0BOC MPEAJIOKEHUE, TojaraThCsl Ha,
NpeanovYnuTaTh; BCTpeYa; OOydYEeHHE TeperoBopamM; cjiaboe WIH CHIBHOE
pykomoxatue; uMms; (daMuwinis; HENpaBUIbLHOE IMOHMMAaHUE;, OTPUIATEIbHBIN
3¢ dekT; 3HaUeHue.

4. Kputuyeckas peakuusi. Y1 HHTEPECHI OTPAXKAET JAHHBIN TEKCT ?

5. OT™MeThTE Balll HHTEPEC K JAHHOMY TE€KCTY M IPOKOMMEHTHUPYHTE ero:

1) odeHb CKyuYHbIH, 2) CKy4HbId, 3) TMOJNE3HBbIM, 4) HHTEPECHbIH, 5) OuYeHb
WHTEPECHBIN.

6. Kakue pparMeHThl TeKCTa BBI3BAIM Y BAaC TPYAHOCTH B TOHUMAaHUU U TOYeMy?

7. IlepeckaskurTe TEKCT, HCIOJIB3YS CACAYOINNA IJIAH:

1. The importance of cross-cultural negotiation training.
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2. The main topics covered at cross-cultural negotiation training:
a) eye contact;

b) personal space & touch;

c) time;

d) meeting & greeting;

e) information at negotiation;

f) negotiation styles;

g) gift-giving

AKTHBHAA JIeKCHKA (TeKCT Ne5)

flesh — toth

alert — 6quTenbHBIN, BHUMATEILHBIN

"jet lag" — caBur BpeMeHH

shift work — paboTa B cmeHy

to tire — ycraBath

policyholder — nepxarens cTpaxoBoro mojmca

Ilepeo umenuem mexkcma No5.

1. O6cyauTe ciaeayioniee:

1. Do you have good days and bad days?

2. Have you ever made a terrible decision and wondered a few days later why you
ever made it?

2. IlpounTaiiTe TOJLKO 3aro10Bok. HazoBure 5 JiekcuuecKkux eUHNUI, KOTOpPbIe
MOT'YT ObITh YIIOMSIHYThI B TEKCTe.

3. bersio npocMoTpuTe TEKCT M cPOPMYJIHPYIiTE IIABHYIO HI€I0 TEKCTA.
4. IlpounTaiiTe U NepeBeUTE HEKOTOPbIE MEKIYHAPOAHbIE CJI0BA:

To demonstrate, energies, biorhythms, airplane, zones, identification, surprise,
physical, performance, cycle, coordinated, human, individual.

5. Crpoenue cjoB. IlepeBenqure Ha pycckuil sI3bIK, O0Opalasi BHHMAaHHEe HA
cJI0BOOOpa3oBaTebHbIe CyPPUKCHI:

To surprise — surprising — surprised; to identify — identifying — identified —
identification; to please — pleasant — pleasing — pleased — unpleasant — pleasure — to
displease — displeased — displeasure; ill — illness; energy — energetic — energetically;
intellect — intellectual; to follow — following — followed — follower.
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IIpounTaiiTe u nepeBeauTe TeKCT Ned.
Texker NeS

BIORHYTHMS

At the beginning of this century, medical scientists made a surprising
discovery: that we are built not just of flesh and blood but also of time. They were
able to demonstrate that we all have an internal "body clock" which regulates
the rise and fall of our body energies, making us different from one day to
the next. These forces became known as biorhythms.

The idea of an internal "body clock" should not be too surprising, since
the lives of most living things are dominated by the 24-hour night-and-day
cycle. The most obvious feature of this cycle is the way we feel tired and fall
asleep at night and become awake and alert during the day. If the 24-hour rhythm
Is interrupted, most people experience unpleasant side effects. For example,
international airplane travellers often experience "jet lag" when traveling across
time zones. People who are not used to shift work can find that lack of sleep affects
their work performance.

As well as the daily rhythm of sleeping and waking, we also have
other rhythms which last longer than one day and which influence wide areas
of our lives. Most of us would agree that we feel good on some days and not so good
on others.

Scientists have identified the following three biorhythmic cycles:
physical, emotional and intellectual. Each cycle lasts approximately 28 days and
each is divided into a high energy period and a low energy period of equal
length. During the high energy period of a physical biorhythm we are more
resistant to illness, better coordinated and more energetic; during the low energy
period we are less resistant to illness, less well coordinated and tire more easily.

The ‘critical' or weakest time is the time of changeover from the high energy
period to the low energy period, or vice versa. This "critical” time usually lasts a day.
On the critical day of a physical biorhythm, there is a greater chance of accident and
ilIness.

Human experience is always individual and we each have our own
biorhythmic experiences. Some people experience such enormous physical
turbulence on their 'physically critical' days that they have to go to bed. Accidents
appear to happen so frequently during turbulent biorhythms that some car insurance
companies in Japan have issued biorhythm forecasts to policyholders in order to
cut down the number of costly incidents.

B npouecce umeHuA
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1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENs B YEM-TO WIIU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIC JUTS Bac CJI0Ba WM (Ppasbl.

3. O3arnaBbTe Kaxplil maparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Ilocne npoimenusa mexkcma

1. 3anumuTe B OTHOM NPENJI0KEHNUH, YTO BbI Y3HAJIMN U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1. What problems can people have if their 24-hour rhythm is interrupted?

2. What three biorhythmic cycles have scientists identified?

3. How long does each cycle last?

4. How many high energy days and how many low energy days are there in one
cycle?

5. Which is the weakest part of a cycle?

6. How would you explain to someone who asked: "why do | feel clumsy on
some days and not on the others?"

7. What do you think happens when an artist or a writer has a "dry spell" ?
8. What sort of things would be unwise or waste of time to do when you are having:
a) physically critical day? b) emotionally critical day? c) an intellectually critical
day?

9. Can you think of any disadvantages of calculating your body clock and knowing
your critical days?

3. Kputnueckas peakuus. Ys1 MHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OTMeTbTe Balll HHTEPEC K JAHHOMY TeKCTY U MPOKOMMEHTHPYIiTe ero:

1) odeHb CKy4HBIH, 2) CKy4HBIH, 3) TOJNE3HBIM, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

5. Kakue ¢parmeHTHl TeKCTa BbI3BAJM Yy BAC TPYJAHOCTH B NMOHUMAHHUHU U
noiemy?
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PART III

PERSONNEL MANAGEMENT

AKTHBHas JeKkcuka (TekcT Nel)

activity — nesTeIbHOCTb

applicant — npeTeHICHT, KOTOPBIH JKeJIAeT MOJIYUUTh TOJIKHOCTD

to attract — npuBnekarp

be accountable to — ObITh HOAOTUYETHBIM

business — ¢pupma

eXPenses — pacxo/ibl, 3aTPaThl

CEO (Chief Executive Officer) — rnaBHBIA HCHOJHUTEIBHBIA
TPEIIPUATHS

creative — TBopueckuit

effective workforce — BrICOKOTIPON3BOIUTENEHBIC PAOOTHUKHU
employee — paboTHHK; paboTarOIIUii 110 HAUMY

to hire — vanumaTh Ha paboTy, N HaeM Ha paboTy

human resource department — oraen xaxpos

human resource management — ynpagsyieHue KaJpOBBIMH pecypcaMu
Immediate superior — HermocpeACTBEHHBIN HauaTbHUK

In terms of — ¢ Touku 3peHus

interview — cobecemoBanue

line managers — OTBETCTBEHHBIN CIELHUATKCT, PYKOBOIAMTEIH

TUPEKTOP

JIMHEWHOTO

MOpa3iesICHUs, PYKOBOAUTEIb CPEIHETO 3B€HA, HETIOCPEACTBEHHBIN HadyaJlbHUK

layoff — yBonbHEHUE M3-32 OTCYTCTBHS PaOOTHI

morale — MmopanbpHOE COCTOSIHHE, O0EBOI JTyX

participation — yuactue

to pay attention to — oOpaTuTh BHUMaHUE Ha

to pay — v nmnatuth, N oruiara

poor planning — HecoBepIIeHHOE MJITAHUPOBAHUE

per — Ha

to perform — KCMONHATH, BBHITIOIHSTH

performance — ucnonHeHue, paboTta

personnel — nepconas, Kaapel, mITaT

to recruit — v npuHrMath Ha paboTy; N HEAABHO MPHHATHIA Ha paboTy
relation — otHomeHUs

responsibility — oTBeTcTBEeHHOCTH

to result in — mpuBOAUTH K, OBJICYH 3a COOOM

to share — momenuThCs, pacnpeaeaTh

skills — mpakTudeckue HaBBIKH, TPO(HECCUOHANBHBIC 3HAHHS, YMEHUS
SUCCESS — ycriex

SUpervision — KOHTPOJIb, HAOIIOACHHE

team — 6puraga, pabouas rpymnmna
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to train (syn. to coach) — roroBuTh, 00y4aTh

unemployment compensation (American English) — moco6ue o 6e3padoTuiie
to maintain — coxpaHsTh, yaep:KUBaTh

SpU res — HEOKNJAHHOC ITOBBIINICHUC

haphazard — 6eccrucremubIii

screening — orces

to oversee — HaOIIOIATH

Impact — BusiHuE

Ilepeo umenuem mexkcma NeS.

1. HpoanaﬁTe TOJILKO 3arojioBok. Ha3zoBuTe 5 jieKCHUYECKHUX €INHUIL, KOTOPbIC
MOTYyT ObITh YIIOMAHYTHBI B TEKCTE.

2. beryio mpocMoOTpHTE TEKCT U C(POPMYJIHUPYIiTE IIABHYIO 110 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTEe HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA:

Organizational activities, vice president, to motivate, candidates, final
selection, dramatically.

4. Crpoenue caoB. M3yuure wuHpopmamuw o0 cyppuxcax u
CJIOBOOOpa3oBaTe/bHbIC MOJECIH, MepeBeAUTe HAa PYCCKUHM HA3BIK [JaHHbIE
NnpUMepbI:

Cyddukchl cymecTBUTEIbHbIX !

1) nesitens (-er/-or; -ant/-ent)

2) TOT, KTO TIOZIBEpraeTcs IeHCTBHIO (-ee)

3) mporiecc, COCTOsHUE, 00IIIee MOHITHE, PE3YIbTAT

(-ness; -ty/ity; -ment; -ion/-tion/-ation/-sion; -ing; -ance/-ence)

Models:

to employ (manumats) — employer (nanumarens) — employee
(pabotHuk); employment — 3ansitocth, padboTa

to study (yuuthcs) — student (cTyaeHr)

to build (ctpouts) — building (ctpoutenscTBo; 3naHKE)
happy (cuactiuBbIit) — happiness (cuactbe)

safe (0e3omacHsIit) — Safety (Ge3omacHOCTS)

to act (meiicTBoBaTh) — action (mocTyrmok, AeHCTBHE)

to form (hopmuposats) — formation (dpopmupoBanue)

to assist (momorate) — assistance (rmomoriip)

49



To manage — manager - management; to depend — dependent; to pay — payer
— payee — payment; to hire — hiring; to train — training — trainer — trainee; to pick —
picking; to learn — learning; to participate — participation; to tax - taxation;
organization; discrimination; attention; to relate — relation; to apply — applicant; to
perform — performance; importance; compensation; to develop — development;
recruitment; responsibility; activity; to present — presenter — presentee.

IIpouuraiite u nepeseaurte Teker Nel.
Texker Nel

HUMAN RESOURCE MANAGEMENT

Human resource management (HRM) (or personnel management) is the
set of organizational activities directed at attracting, developing, and maintaining
an effective workforce for the organization. It had once a second-class status but now
its importance has grown dramatically.

Indeed, managers today realize that the effectiveness of their human
resource function has a substantial impact on the performance of the firm. Poor
human resource planning can result in spurts of hiring followed by layoffs — costly
in terms of unemployment compensation payments, training expenses, and
morale. Haphazard compensation systems do not attract, keep, and motivate good
employees.

The chief human resource executive of most large businesses is a vice
president directly accountable to the CEO (Chief Executive Officer), and more
and more firms are developing strategic human resource plans and are
integrating those plans with other strategic planning activities.

Even organizations with as few as 200 employees usually have a human
resource manager and a human resource department charged with overseeing
these activities.

However, responsibility for human resource activities is shared between the
human resource department and line managers. The human resource department
may recruit and do the initial screening of candidates, but the final selection is
usually made by managers in the department where the new employee will work.
The actual evaluating and training of employees is done by their immediate
superiors.

B npouecce umeHuA

1. Kak BbI mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B YEM-TO WIIU
MPOUH(POPMUPOBATH O YEM-TO?

2. Beiienure HOBBIE 17151 BaC CJIOBA MIIH (Ppa3kbl.

3. OzarnaBpTe KaXkIplii maparpad Tekcra.

50



4. ChopmynupyiTe TIIaBHYIO HICIO KaXI0T0 ad3ara.

Ilocne npoimenusa mexkcma

1. 3anumuTe B 0AHOM NPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What is another name for "human resource management" (HRM)?
2) What are the activities of HRM directed at?

3) What does poor human resource management result in?

4) Who is the chief human resource manager accountable to?

5) Do all organizations have human resource departments?

6) Who do HR managers share the work of recruiting and hiring with?

3. Kputnueckas peakuus. Usu HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTe Balll HHTEPEC K JAaHHOMY TEKCTY U POKOMMEHTHPYIiTe ero:

1) odeHb CKy4dHbBIH, 2) CKy4HBId, 3) TOJNE3HBIN, 4) HHTEPECHbIH, 5) OuYeHb
UHTEPECHBIN.

5. Kakmue ¢parmeHTHI TeKCTa BbI3BAJM Yy BAaC TPYJAHOCTH B NOHUMAHMHU U
noyemy?

AKTHBHas JeKcuKa (TekcT Nel)

assembly — c6opka
participation — mpuyacTHOCTb
to mimic — uMUTHPOBATH
to be subjected — noaBeprarbes
assembly-line — xongeiiep
Ilepeo umenuem mexkcma No2.

1. IlpouuraiiTe TOIbKO 3aro10BoK. HazoBure 5 jiekcn4ecKuX eIMHUIL, KOTOPbIe
MOT'YT ObITh YIIOMSAIHYThI B TEKCTe.

2. berJio npocMoTpHUTE TEKCT U chopMYTUpYIiTe IVIABHYIO H/IEI0 TEKCTA.
3. [IpoumTaiiTe U MepeBeAUTE HEKOTOPbIE MEKIYHAPOIHbIE CI0BA:
Training, interpersonal, psychological tests, recruits, technical, creative.

4. Ctpoenne cioB. IlepeBennre Ha pycCKuii A3BIK:
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To hire — hiring; to stress — stresses — stressful; personal — interpersonal; to
participate — participation; immediate — immediately; to supervise — supervision.
IIpounraiite u nepeBeaurte TekeT Ne2.

Texer Ne2

MAZDA (MANAGEMENT IN PRACTICE)

Mazda cares about the people it hires. Its managers believe that the
company's future success is dependent upon its employees, and they also feel
that picking the right employee is a difficult task. That's why Mazda spent $40
million ($13,000 per employee) in hiring and training workers for its assembly
plant in Flat Rock, Michigan. And the company is just as particular about whom it
hires today.

Mazda stresses interpersonal skills, motivation, an aptitude for learning,
and an interest in teamwork and participation. Applicants perform tasks that
mimic jobs in the plant. They are subjected to some personality and
psychological tests and must go through some interviews with several other
workers and managers.

Once hired, recruits aren't put to work immediately. First they go through
three weeks of skill-building training programs with a group of other new hires.
These programs help them develop their abilities to work as part of a team, better
understand interpersonal relations, and be more creative. Assembly-line workers then
go through five to seven weeks of technical training and then practice three to
four more weeks under direct supervision. Then, and only then, are they a part
of the Mazda team.

B npouecce umenus
1. Kak BbI nymaeTre, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENsd B 4YEM-TO HIIU
pouH(OPMUPOBATH O YEM-TO?
2. Beinenute HOBBIE JIS Bac CJIOBA WM (ppa3bl.
3. O3arnaBbTe Kaxpli naparpad Tekcra.
4. ChopmynupyiiTe raaBHYIO HACI0 Kaxa0ro ad3aia.

Ilocne npoumenusa mexkcma

1. 3anumuTe B 0JHOM MNPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:
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1) How much money does Mazda spend on hiring and training employees?
And why?

2) What stages of selection do applicants have to go through to be employed?

3) ) What stages of training do employees have to go through to become "a
part of Mazda team™?

3. Kputnueckas peakuus. You HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTe Balll MHTEPEC K JAHHOMY TEKCTY U IPOKOMMEHTHPYIiTe ero:

1) oueHb CKyuHBId, 2) CKy4yHbIH, 3) mMOJie3HBIM, 4) HHTEPECHBIA, 5) OUYCHD
MHTEPECHBIN.

5. Kakue ¢parMeHTbl TEKCTAa BBI3BAJM y BaCc TPYAHOCTH B NMOHMMAHHUU H
nouemy?

AKTHBHasI JiekcnKa (Tekct Ne3)

aCCess — 0CTyT

to advance — mpoaBuratbes Bepé, MOBBIIIATHCS
area — o61acTh, 30Ha

benefit — moompenus, TbroTel, HEICHEKHBIC BHITLIATHI
career opportunity — Bo3MOXHOCTh Kapbephbl
compensation — 3apaboTHas I1aTa, BO3HATPAXKICHHE
to demand — tpeboBatb, moTpebOBaTH

discharge — yBosnbHEeHHE

employment opportunity — npenioxeHne BakaHTHBIX JOJDKHOCTEH
to encourage — moompsATh, COJICMCTBOBATh

t0 enjoy — moyIb30BaThCS; HACTAKIATHCS
environment — npaBoBas cpeza

equal — paBHbIH, OTMHAKOBBIN

female — xenmmna, U0 YKEHCKOTO T10J1a

to forbid — 3anpemars

health — 3mopoBbe

illegal — He3akoHHBIH, TPOTUBO3aKOHHBIIH

to improve — yay4marh, yCOBEPIICHCTBOBATh

IN eXCESS — BBIIIE Yero-Iu00, B U30BITKE

in recent years — B IOC/I€HIE TOBI, 3@ MTOCIEIHNAE TOIbI
law — 3akoH, ipaBo

level — ypoBens

to lose (lost, lost) — TepsTh

male — My>4rHa, JTUI0 MY>KCKOTO IoJjia

maternity leave — otmyck mo 6epeMeHHOCTH U PoaaM
national minorities — HanroHaIbHBIC MEHBITUHCTBA
occupational safety — texunka 6e30macHOCTH
overtime pay — cBepxypou4Has oIuiaTa

53



position — 1OIKHOCTH

to prefer — npeanounTaTh

promotion — mpoIBMKEHUE TI0 CITYKOE

to provide — npegocTaBisTh, JaBaTh

to quit — 6pocuTh, OCTaBUTh

to rank — 3aHMMaTh KaKoe-JIM00 MECTO, TPHUUYHUCIIATH
relations — Tpy1oBbie OTHOIICHHMS

to require — TpeOOBaTh, HYXKIaTHCS B 4EM-TTHOO
responsibility — 00s3aHHOCTH, OTBETCTBEHHOCTD
various — pa3Ju4HbIA, Pa3HOOOPA3HEIH

wage — 3apriaTa pabounx

working conditions — ycioBust paboThI

to include — Bxirouath

job title — na3zBanue npodeccun

to circumvent — oboliTu

carcinogenic —KaHIepOTreHHbIN

Ilepeo umenuem mexkcma No3.

1. IlpouuraiiTe TObKO 3aro10BoK. HazoBure 5 jleKcu4eCKUX eIUHUI, KOTOPbIe
MOTYT ObITh YIIOMSAHYTBI B TEKCTE.

2. berJio npocMoTpHUTE TEKCT U chopMYTUpYiiTe IIABHYIO HIEI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA !

To regulate, compensation, discrimination, sex, race, color, religion,
discipline, status, machinery, carcinogenic chemicals.

4. Ctpoenne ciaoB. U3yuurte ciaoBooOpa3oBaTebHble Moaean C cydpduxcamu
orpunarejbHoro 3uadenus (dis, in, im, il, ir, non, un, de). IlepeBenure Ha
PYCCKHIi SI3bIK JaAHHbIE PUMEPHI:

Model:  unhappy — wnecuacTimBbeiii;  disqualification — nuckBamupukamnms;
demobilization — nemoOwnmm3anmsa; non-metal — memeraswt, inaccurate — HETOYHBI;
immoral — amopanenbii; illiberal — HempocBemEnHbIM, Man000pa30BaHHbIN,

irresponsible — 6e30TBETCTBEHHBIIA.

Unfortunate, uncountable, uncertain, unprofitable, inefficient, impossible,
illegal, irregular, disagree, discount, dishonest, distance, decrease, decentralize,
nonsense, non-payment, non-resident, non-manager, non-managerial, non-
standard, non-profit-making, non-stop, illogical, imbalance, immaterial, immature,
irrational, irreparable.
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5. IlepeBeauTe HA PYCCKMi SI3BIK CJIOBOCOYETAHMS, NIPEACTABIAIOIIHNE CO00I
CcOYeTaHHE HMEH CyLIeCTBUTENbHbIX. U3yunTe Moaeb:
Model: pocket money — kapmaHHbIE TeHBIH

Recruitment process; human resource activity; employee-employer
relations; labor relations; employment relationship; overtime pay; head-of-
household status; office manager; chemistry teacher; unemployment compensation
payment; training expenses (3atpartsi).

IIpouuraiite u nepesBeauTe TeKCT Ne3.

Teker Ne3

THE LEGAL ENVIRONMENT OF HUMAN RESOURCE
MANAGEMENT (HRM)

There must be a number of laws to regulate various aspects of employee-
employer relations, especially in the areas of equal employment opportunity,
compensation and benefits, labor relations, and occupational safety and health.
They must forbid discrimination on the basis of sex, race, color, religion or national
origin in all areas of the employment relationship, including hiring, layoff,
discharge, discipline, compensation, training and promotion. They must set a
minimum wage and require overtime pay for work in excess of forty hours per week.

The laws must require that men and women be paid the same amount
for the same jobs if the jobs demand equal skill, effort, and responsibility and
are performed under the same working conditions. For instance, it is illegal to pay
male chemistry teachers more than female chemistry teachers merely because of
sex or head-of- household status. Attempts to circumvent the law by having
different job titles and pay rates for males and females who perform the same work
(she is the "head secretary”, he is the "office manager") are also illegal.

Employers must provide safe working conditions to prevent accidents
(such as being injured by a moving piece of machinery); to prevent occupational
disease (due to long-term exposure to hazards such as excessive noise,
carcinogenic chemicals). For example, there are standards that limit the concentration
of cotton dust in the air, because it has been associated with lung disease in
textile workers.

B npouecce umeHuA

1. Kak BbI mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B YEM-TO WIIU
MPOUH(POPMUPOBATH O YEM-TO?
2. Beiienure HOBBIE 17151 BaC CJIOBA MIIH (Ppa3kbl.
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3. OzarnaBbTe KaKIblii maparpad Tekcra.
4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Ilocne npoimenua mexkcma

1. 3anummMTe B OAHOM NPEIJI0KEHUH, YTO BbI Y3HAJM U3 TEKCTA.
2. OTBeTHTE HA BONPOCHI:

1) What must there be to regulate various aspects of employee-employer relations?
2) What must these laws require?
3) What must employers provide?

3. JaiiTe aHIIMiicKHe JKBUBAJIEHTHI CJIeAYIOIINM PYCCKHM CJIOBOCOYETAHUIM:

[TpaBoBast cpena; psii 3aKOHOB; OTHOUICHHS MeEXIy paOOTHUKOM H
paboTojaTeneM; paBHbBIE MPEAJIOKEHUS BAaKAaHTHBIX JIOJDKHOCTEH; 3apIuiata H
JBTOTHI; TPYJAOBBIE OTHOIICHHSA; HaéM Ha paboTy; 3alpeTUTh PacoBYIO
OUCKPUMMHALIMIO,  JUCKPUMHUHAIMS 10 HAlMOHAJIbHOM  IPUHAJUIEKHOCTH;
YBOJBHEHHE U3-32 IPUOCTAHOBKU IIPOU3BOJICTBA; YBOJIbHEHHE; OOy4YE€HHE U
MPOJIBIJKEHHE TIO0 CiIyX0e; MUHUMaibHas 3apruiata; TpeOoBaTh OIUIAThl 32
CBEepXypouHyto padoty; 40 yacoB B HeNENIO; OJMHAKOBas padoTa / cymma; Mpu
OJIMHAKOBBIX YCJIOBUSX pabOThl, O€30MacHble YCIOBUS PabOThI; MPEAYNPEIUThH
3a00seBaHue; U3-3a; IIIyM; XUMUYECKHE BEIIECTBA.

4. Kputuyeckasi peakuusi. Y1 HHTEPECHI OTPAKaeT TaHHbBIN TEKCT ?

5. OT™MeThTE Balll HHTEPeEC K JaHHOMY TeKCTY U POKOMMEHTHPYITe ero:

1) odeHb CKy4dHBIH, 2) CKy4HBIA, 3) TONE3HBIN, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

6. Kakme ¢parMeHTBI TeKCTa BbI3BAJIH y BaC TPYAHOCTHM B NOHMMAHMH H
noiemy?

AKTHBHas JeKkcuKa (TekcT Ned)

abilities — ciocoOHOCTB, yMEHHE, TaJTaHT

availability — nanmuune

to consist of — coctosTs 3

demand — cripoc

duty — ciyxeOHbIe 003aHHOCTH, JIOJIT

equipment — MamHBI ¥ 000PYIOBaHHE

forecasting — nporuo3

internal (external) supply of labor — BuyTpennss (BHemHss1) 0OecreueHHOCTh
paboueit cuon
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job analysis — m3ydenne ocodbeHHOCTEl pabOTHI; aHATM3 TOJKHOCTHBIX (DyHKITHIA
job description — 1oKHOCTHAS HHCTPYKIIMS; OITMCAaHUE pad0dero 3aaaHusl
job requirements — 10JDKHOCTHBIE TPEOOBAHUS

job specification — kBanudukaoHHbIE TPEOOBAHUS K UCIIOJHUTEITIO
job title — ma3zBanue npodeccun

laying off — BpemenHOe yBOJIBHEHHE

to predict — mpencka3biBaTh

to quit — yBOJIBHATBCS ¢ pabOTHI

rates — rapud, pacienka

to record — 3anmuchIBaTh, PETUCTPUPOBATH

recruiting — vabop mrara

to rely on — monaratecs Ha, HaACATHCA Ha

to retire — BBIXOIUTH Ha MEHCHUIO

shortfalls — nexBatka, neduuur

short-range planning — kpaTkocpoYHOE TUIAHUPOBAHHE

skills —ipodeccronabHbIC 3HAHUS, HABBIKA

staff — cimy»eOHbIl IepCOHa, Kaphl

supply — npeanoxxenue

temporary worker (temp) — BpeMeHHbIi pabouuii

tool — uHCTpYMEHT, CTaHOK

working conditions — ycioBust paboThI

manual dexterity — cHopoBka

equitable — cipaBeyTUBEIIA, COpa3MEepHBIT

to tempt — npusiiekarsb

Ilepeo umenuem mexkcma No4.

1. IlpouuraiiTe TObKO 3aro10BoK. HazoBuTe 5 jleKcHYeCKUX eIUHUI], KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. beryiio mpocMoTpuUTE TEKCT U C(POPMYJIHUPYIiTE IIABHYIO HIEI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MEKIYHAPOIHbIE CJI0BA:

Information, procedure, collect, collection, analysis, material, specification,
condition, manual, college, chauffeur, license, method, form, computer, human,
resource, compensation, plan, recruit, organization, activity, systematic, result,
effectiveness, manager, management, process, option, extra, business, standard,
system, specification.

4. Ctpoenue cjoB. U3yuure cyppukcol n npedukcsl. U3yyure npuBereHHbIe
cjioBooOpa3oBaTenbHbie Mojenau. IlepeBennre Ha PpyccKkHid S3bIK TaHHbIE
MpUMepbI:
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Cydduxcel raaroga: aeciicteue (-ize; -ate)

IIpucraBku:

1) Hemo- , HepocTaTOYHOE KotruecTBo (Under-)
2) cBepX- , M30BITOK Yero-bo (Over-)

3) noBTOpeHue AcicTBus (re-)

4) B3aumo- ; uHTEp- (inter-)

Cyddukcel npuiaraTejbHbIX: UMEIONINN PU3HAK, KadecTBo (-ive; -al; -ic)

Models:

staffing (ykommiektoBanue  mepconanoMm) — understaffing (Hemocrarounoe
YKOMIUICKTOBaHHE TepcoHaaoM); overstaffing — (usnumiasis padodas cuiia);

to read (uurarp) — 10 reread (mepeuynTaTh; MPOYECTH 3aHOBO)

crystal (kpuctamn) — crystallize (kpucrammmsupoBatsb)

coordinate — (KOOpIUHHPOBATB)

to act (meiictBoBaTh) — active (akTHBHBIM, JAedTeNbHBIN); Interactive —
MHTEPAKTUBHBIN

hero (repoii) — heroic (reponueckmuii)

nation (mamwst) — national (HanMOHATEHBINH)

To effect (Bemmonuste) — effective — effectiveness; to organize —
organization — organizational; to realize — realization; to recognize — recognition;
strategy — strategic; executive; expensive; person — personal — interpersonal —
personality; to motivate — motivation; to employ — unemployment; to produce —
producer — production — reproduction — overproduction — underproduction; to
create — creative; to place — to replace; to nationalize — denationalization; to make —
to remake; to calculate — calculation — calculator.

IIpounraiite u nepeBeantTe TeKcT Ned.
Texer Ned

JOB ANALYSIS AND HUMAN RESOURCE PLANNING

Job analysis is a systematized procedure for collecting and recording
information about jobs, such as job title, department, job description (major
duties and responsibilities) and job specification.

The job description lists the duties of a job, its working conditions
(inside, outside, hot, cold, dry, wet, noisy, dirty, etc.), qualifications, and the
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tools, materials, and equipment used to perform it. Job descriptions focus on the
what, why, where and how of the job.

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

The job specification details the knowledge, education (a college degree,
a chauffeur's license, etc.), qualities skills (such as typing, etc.) and abilities,
such as manual dexterity needed to perform the job. The job specification should be
used as the basis for recruiting.

Job analysis information is used in many human resource activities. For
Instance, it is necessary to know about job content and job requirements to develop
and to set equitable compensation rates across jobs. Job analysis information is
used in the development of training programs and also in human resource planning.

Human resource planning consists of forecasting future needs for
employees in different jobs, forecasting the availability of such employees, and
then taking steps to match supply and demand. Short- range planning (one to two
years) to guide immediate recruiting needs is most common, but mid- and long-range
planning (up to ten years) can also be helpful. More and more organizations are
increasing their human resource planning activities. Systematic planning of this
type results in improved efficiency and effectiveness throughout the
organization.

Forecasting Human Resource Demand and Supply. Managers need a
great deal of information to accurately forecast the organization's demand for
employees. The manager needs to know trends in past human resource usage,
future organizational plans, and general economic trends.

Matching the supply and demand for labor is always a tricky process.
If you hire too many people then costs are high; if you hire too few people then
important work may not be done. After comparing future demand and future
internal supply of labor, managers can make plans to deal with predicted
shortfalls or overstaffing.

If a shortfall is predicted, new employees can be hired from outside,
present employees can be retrained and transferred into the understaffed area,
individuals approaching retirement can be tempted by additional benefits to stay
on, or labor-saving systems can be installed. If hiring will be needed, the forecast of
the external supply of labor helps managers plan how to recruit.

If overstaffing is expected, the main options are transferring the extra
employees, not replacing individuals who quit, encouraging early retirement,
and laying people off. Many businesses today are relying on temporary workers
to help smooth fluctuations in the demand for and supply of human resources.

B npouecce umeHuA
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1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENs B YEM-TO WIIU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIC JUTS Bac CJI0Ba WM (Ppasbl.

3. O3arnaBbTe Kaxkpli naparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Hocne npoumenusa mexkcma

1. 3anuiuTe B OAHOM NpPeIJIOKeHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeTHhTE HA BONPOCHI:

1) What is job analysis and why is it central to so many human resource activities?
2) How is job analysis related to human resource planning?

3. JaiiTe aHIIMiicKHe JKBUBAJIEHTHI CJIeAYIOIINM PYCCKHM CJIOBOCOYETAHUIAM:

[Iporpammbl  oOyueHus;  paboTa C KaJpaMu;  COBMECTUTb CHpPOC U
PEAJIOKEHHUE; HaHITh CIMIIKOM MHOIO WM CIHIIKOM MaJlo JIFOACH;
MPOTHO3UPOBATh HAJIMYME TAaKUX PAOOTHHUKOB; H30OBITOK KaJpoOB; CpelHE- U
JOJICOCPOYHOE IJITAHUPOBAHUE; 3aMEHSTH JIFO/IEH, KOTOPBIE YBOJIBHSIOTCA C pabOThI;
MEePEBOJIUTh JIMITHUX pPabouux; MOOLIPSATh PAaHHUN BBIXOJ HA TEHCHUIO; MHOTHE
MPEANPUSATHS MOJIararTcs Ha.

4. Kputuyeckasi peakuusi. Y1 HHTEPECHI OTPAKaeT TaHHbBIN TEKCT ?

5. OT™MeThTE Balll HHTEPEC K JAHHOMY TEKCTY M IPOKOMMEHTHUPYITE ero:

1) odeHb CKy4dHBIH, 2) CKy4HBIA, 3) TONE3HBIN, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

6. Kakue ¢parMeHTBI TEeKCTAa BBI3BAJIH y BAC TPYAHOCTH B TOHHUMAHHH H
noiemy?

/. Hamumure 10JoKHOCTHYI0 HHCTPYKIMIO M KBAJTM(PUKANIMOHHbIE TPeOOBaHUSA
K NpeacTaBUTEIsIM ciaeaylommux npodeccuii: office worker, salesperson,

checkout clerk (kxaccup B mMarasumne camooOciyxuBanus), lifeguard u T.1.

AKTHBHAf JIeKCHKA (TeKcT Neb)

continental — KOHTHHEHTATLHBIH
flexibility — manéspeHHOCTD, THOKOCTH
to add — no6aBuTh

temps — BpeMeHHBbIC paOOTHUKHU

to handle — umers nemno

to cover — paboraTh BMECTO

feasible — onpasnanHebIit
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Ilepeo umenuem mexcma Ne§.

1. IIpouuTaiiTe TOJBKO 3aro;10BoK. HazoBure S iekcHUeCKMX eJUHMI, KOTOPbIE
MOTYT OBbITh YIIOMSAHYTBI B TEKCTE.

2. bersio npocMoTpuTe TEKCT M CPOPMYJIHUPYHTE IIABHYIO HIEI0 TEKCTA.

3. HpoanaﬁTe H NMEPEBEAUTE HEKOTOPLIC MECKIYHAPOAHBIC CcJIOBa:
Continental, balance, special projects, contract, permanent, programs.

4. Crpoenne cioB. IlepeBennre Ha pyccKkuil A3bIK:
Time — overtime; flexible — flexibility; current — currently; side — inside —

outside; economic — economically.

IIpouuTaiiTe u nepeBeanTe TeKCT NeS.

Tekcer Ne5

CONTINENTAL CORPORATION (MANAGEMENT IN PRACTICE)

Continental Corporation uses part-time and temporary workers to keep
things in balance. Ed Bonk is a project manager at Continental. His group
consists largely of computer science students from Drexel University and the
University of Pennsylvania. Bonk's group writes programs for various special
projects undertaken by the company. By using students, Bonk has tremendous
flexibility to add workers when demand is high and cut back when things are
slow.

Temporary, part-time, and contract workers, better known as temps,
currently make up approximately one-third of the U.S. work force and number
in the tens of millions. Companies hire such "outside" workers to handle
special projects, cover for workers on vacation or leave, and do jobs when it is not
economically feasible to hire permanent employees.

B npouecce umeHuA

1. Kak BBl nymaere, aBTOp TEKCTa MbITaeTCs YOENUTh YUTATENs B YEM-TO WIIU
npouH(pOPMUPOBATH O YEM-TO?

2. Boigenute HOBBIE /1JIs Bac CJIOBA WM (Ppasbl.

3. O3arnaBbTe Kaxpli naparpad Tekcra.

4. ChopmynupyiiTe riaaBHYIO HACI0 Kaxao0ro adb3aia.
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Hocne npoumenusa mexkcma

1. 3anumuTe B 0AHOM NpPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) Who constitutes the main workforce in Ed Bonk's group and why?
2) What role do temps play in the U.S. workforce? What do they do?

3. JlomoJIHUTE NpeIIo:KeHUsI HY?KHBIM BAPHAHTOM

1. A listing of job duties, working conditions, and tools and equipment used on a job
constitutes (cocraBisTth) a ...

a. job description.

b. job specification.

c. human resource plan.
d. job evaluation.

2. The process of attracting individuals from outside the organization to apply for
positions within a firm is ...

a. employee selection.

b. internal recruiting.

c. external recruiting.

d. matching supply and demand.

3. A list of skills, abilities, and other credentials needed to perform the duties of a job
constitute ...

a. a job description.

b. human resource plans.
c. a job evaluation.

d. job specifications

4. Internal recruiting involves ...

a. considering present employees as candidates for job openings.
b. hiring former employees for job openings.

c. hiring employees through employment agencies referrals.

d. considering applicants from employment agencies for job
openings.

4. Kputnueckasi peakuusi. Y1 MHTEpPECHI OTPAKAET TAHHBIA TEKCT ?
5. OT™MeTBhTE Balll HHTEPEC K JAHHOMY TEKCTY M IPOKOMMEHTHUPYITE ero:
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1) oueHb CKyuHbBId, 2) CKy4yHbIH, 3) MOJe3HbIM, 4) HUHTEPECHbIA, S5) OYECHD
VHTEPECHBIM.

6. Kakue ¢parmMeHTbl TeKCTa BBI3BAJIM Yy Bac TPYAHOCTH B NOHMMAHUM H
noyemy?

AKTHBHas JeKkcuKa (TekcT Neb)

job applicant — npeTereHT Ha pabodyee MecTo
overqualified person — cBepxkBanupUIMPOBAHHBIN YEIOBEK
application form — ankera mocrymnatoniero Ha padoTy
background — 6uorpaduueckue naHHbIC

to meet the requirements — y1oBieTBOpsITH TPeOOBAHUSIM
the personal interview — nuunas BcTpeya, Oecena

physical examinations — BpaueOHbINH/MEAUIIMHCKUH OCMOTP
reference — pekoMeHIaIMs, TOPYIUTEITH

aptitude — crmocobHOCTH

achievements — noctwxeHus

intelligence — uaTemwIeKT

Ilepeo umenuem mexcma Ne6.

1. IIpounTaiiTe T0JLKO 3arojioBOK. HazoBure S 1ekcuveckux eAUHUL, KOTOpPbIE
MOI'YT OBITh YIIOMSIHYThI B TEKCTE.

2. BerJio npocMOTpUTE TEKCT U CPOPMYJIHMPYHTE IIABHYIO HIEH0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MEKIYHAPOIHbIE CJI0BA:

Information, individual, position, minimum, be dominated, selection process,
personal, techniques, tests, physical examinations.

4. Ctpoenne cioB. IlepeBennre Ha pycCKuUii A3BIK:

To screen — screening; to enable — enabling; to qualify — qualified; to compare
— comparing — compared — comparable — comparison; to describe — describing —
described — description; to require — requiring — required — requirement; to assess —
assessing — assessed — assessor — assessment.

IIpouuraiite u nepeBeantTe TeKCT Ne6.

Tekcer Ne6
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SCREENING OF JOB APPLICANTS

The screening process provides information about an individual skills and
knowledge enabling a potential employer to determine whether that person is suited
to, and qualified for, the position. Experience has shown that hiring an overqualified
person can be as harmful as 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 desired, 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 is important to let the candidates
speak freely. Whenever possible, the interviewer should ask questions that are
directly related to the job. A list of questions helps to 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 whether the applicant is appropriate for the job.

Besides interviewing screening techniques also include tests and physical
examinations. Some employment tests measure aptitude, achievements, intelligence,
personality and honesty.

If the screening process is thorough, selecting the best applicant for the job is
easy. However, before making the final selection, one last step should be taken: the
top candidate’s references should be checked for accuracy. Checking can determine
whether or not the applicant was truthful about his or her employment history.

B npouecce umenusn
1. Kak BBl nymaere, aBTOp TEKCTa MbITaeTCsd YOEAWUTh YUTATENs B YEM-TO WIIU
MPOUH(POPMHUPOBATH O YEM-TO?
2. Boigenute HOBBIE /1JIs Bac CJIOBA WM (Ppasbl.
3. O3arnaBbTe Kaxpli naparpad Tekcra.
4. ChopmynupyiiTe riaaBHYIO HACI0 Kaxao0ro adb3aia.

Hocne npoumenusa mexkcma

1. 3anumuTe B 0JHOM NPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:
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1) What does the screening process provide?

2) What is the first step in the screening process?

3) What is the second step in the screening process?

4) What other screening techniques are also possible besides interviewing?

3. Kputnueckas peakuus. Yo1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OTMeTbTe BAalll HHTEPEC K JaAHHOMY TEKCTY U POKOMMEHTHPYIITE ero:

1) odYeHb CKy4HBIH, 2) CKY4YHBIA, 3) MOJE3HBIA, 4) HWHTEPECHBIA, 5) OYCHD
MHTEPECHBIN.

5. Kakue ¢parMeHTHl TEeKCTa BbI3BAJIH y BaC TPYAHOCTH B NOHMMAHMH H
nouemy?

AKTHBHas JeKkcuKa (TekcT Ne7)

to utilize — ucnonp3oBaTh
criterion (criteria) — kputepuii (kpuTepHUM)
comparable — cpaBHUMBII

Ilepeo umenuem mexkcma Ne/.

1. IIpounTaiiTe TOJBLKO 3arojioBoK. HazoBure 5 1ekcuveckux eJUHUIL, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTe.

2. berJio npocMoTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MEKIYHAPOIHbIE CJI0BA:

Interview process, effectively, determining, talents, functions, criteria,
proportional, analysis, collecting, based.

4. Ctpoenne cjioB. [lepeBenure HA pyCcCKUil A3BIK:

To select — selecting — selected — selector — selection; effective — effectively;
to base — basing — based; to grow — growing — grown — growth; to conduct —
conducting — conducted — conductor; to consider — considering — considered —
consideration; to specify — specifying — specified — specification.

IIpouuraiite u nepeseaurte Teker Ne7.

Teker Ne7

HOW TO SELECT THE “RIGHT” PERSON
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How to select the right person for the job? There is no perfect answer, but the

interview process can be of great help if it is used effectively.

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

1) 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?

2) Conducting a thorough analysis. What are the job’s essential functions
and key performance criteria?

3) Writing a job description and job specification for the position based
on the job analysis.

4) Determining the salary for the position. Is the salary comparable and
proportional with the salaries and responsibilities of other positions inside
your company as well as similar positions out in the marketplace?

5) 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.

6) Collecting and reviewing a fair amount of applications and resumes
and then selecting the most qualified candidates for further consideration.

7) Interviewing the most qualified candidates for the position, based on
the job’s description and specification.

8) Checking references.

9) Hiring the best person for the job.

B npouecce umeHuA

1. Kak BbI nymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B 4YEM-TO HIIU
pouH(OPMUPOBATH O YEM-TO?

2. Beienure HOBBIE 7151 BaC CJIOBA WIIA (Ppa3kbl.

3. OzarnaBbTe KaxIpli maparpad Tekcra.

4. ChopmynupyiTe TJIaBHYIO HJICI0 KaXI0ro ad3ara.

Iocne npoumenusa mexkcma

1. 3anumuTe B OTHOM NMPeIJI0KEeHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeTHbTE HA BONPOCHI:

1) What are the steps in finding the right person to fill a position?
2) What are the techniques of interviewing the applicant?

3. Kputnueckas peakuusi. UYsu HHTEPECHI OTPAKAET JAHHBIN TEKCT ?
4. OTMeThTE Balll HHTEPEC K TaHHOMY TEKCTY M POKOMMEHTHPYIITE ero:
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1) oueHb CKy4HBId, 2) CKy4yHbIH, 3) mMOJIe3HBIM, 4) HHTEPECHBIA, S5) OYECHD
VHTEPECHBIM.

5. Kakmne ¢parmeHTHI TeKCTa BbI3BAJM Yy BAC TPYJAHOCTH B NOHUMAHHUHU U
noyemy?

AKTHBHas jJekcuKa (TekcT Ne§)

ad (advertisement) — pekiama

to advertise — pexiaMHUpoBaTh

application blanks — ankera mocrynarorero Ha padoTy, OJaHK 3asBICHHUS
approximately — npuOau3uTeNbHO, IPUMEPHO

to attract — npusnekarh

blue-collar workers — pa6ounii (roayOble BOPOTHHUKH)
check — mpoBepka

executive — yrpaBJieHel, OTBETCTBEHHBIN COTPYTHUK
executive search firms — ¢upma o mogdopy KaHAUIATYP HA PYKOBOISIIHE
JOJDKHOCTH

external — BaenHMIA

to fire — yBOJBHSTH ¢ pabOTHI

goal - mean

to increase — yBenmnuuBaTh

internal — BHyTpeHHMI

opening — BakaHCHsI

selective — pa3bopumnBbIii

"ripple effect" — BonHOBOM 3 ekt

incumbent — nmuo, 3aHUMAaroIEe JOMKHOCTD
"walk-ins" — ciyvaitabie 011

teller — kaccup

referral — nanpasnenue

Ilepeo umenuem mexkcma No§.

1. IlpouuraiiTe TO/IbKO 3aro10BoK. HazoBuTe 5 jieKcHYeCKUX eIUHUI], KOTOPbIe
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. beryiio mpocMoTpuTE TEKCT U C(POPMYJIHUPYIiTE IIABHYIO HIEI0 TEKCTA.
3. IIpouuTaiiTe U MepeBegUTE HEKOTOPbIE MEXKTYHAPOAHbIE CJI0BA:
Recruiting, process, individuals, selective, candidates, policy, system, to

recommend, organization, public, private, agencies, specialize, talent, methods,
analyses, bank, effective.
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4. MU3yumte (Ppa3bl, KOTOpble OOBIYHO BBHI3BIBAIOT TPYIHOCTH B IepeBoje.
N3yuurte npumepsl. O6paTuTe BHUMAHNE HA IYHKTYALHIO.

although — xots

for example/ for instance — manpumep
however — OJHAKO, TEM HC MCHEC

t00 — CIIMIIIKOM, TOXKE

on the one hand — ¢ oHO¥ CTOPOHBI;
on the other hand — ¢ npyroii croponsr

1) Too many candidates; too few candidates; too little work; too much
work; 2) These recruits are evaluated by line managers too. 3) Menemxkep 1o
paboTe C KaJpamu, HaNpUMep, CUYUTAET, UYTO KBaIM(UKAIMOHHBIE TPeOOBAHUS K
paboueMy 3aJjaHUIO SBJISIOTCST OCHOBOM Ipu Habope ITaTta. 4)  Anamus
JOJIZKHOCTHBIX (I)YHKHHﬁ, HaIIpuMeEp, HMCIOJB3YCTCA A TOro, YTOOBI YCTaHOBHUTD
3apriaty. 5) AHanu3 JOJKHOCTHBIX (PDYHKIUH, HANPUMeP, UCTIOJIb3YEeTCs MPU

pa3zpabotke oOyuaromux mnporpamm. 6) Tem He MeHee, OTBETCTBEHHOCTb JEIHUTCS
MEXTY MEHeKepaMHU-KaApOBUKaAMU U PYKOBOJUTEISIMU  JIMHEHMHOTO
nojpasneneHusi. 7) XoTsl CylIeCTBYyeT HECKOJIbKO METOJIOB Habopa KajpoB ... . 8)
C oaHOM CTOpPOHBI, CYIIECTBYET HECKOJBKO METOJ0OB Habopa KaJIpoB, HO €
JAPYrO# CTOPOHBI, CAMBIMU TOMYJISIPHBIMU SIBIISIFOTCA ... .

5. HaiiguTe aHTOHMMBI M NlepeBeIUTe UX HA PYCCKHUI SI3bIK:

(A) advantage, internal, outside, too many, expensive, permanent, hire,
inexperienced

(B) experienced, external, experienced, inexpensive, inside, too few, temporary,
disadvantage, fire / discharge

IIpounraiite u nepeBeaute TekcT Ne§.
Texker Ne8

RECRUITING

Recruiting is the process of attracting individuals to apply for the jobs
that are open. The goal is to attract qualified candidates. Attracting too few
candidates is a problem, because those who are hiring either will not be very
selective or will have to leave openings unfilled. On the other hand, attracting far
too many candidates is also undesirable, because evaluating candidates is a
costly and time consuming procedure, particularly when interviews or individual
testing are used.

Sources for Recruiting. Where do recruits come from? Some recruits are
found internally; others come from the outside.
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Internal Recruiting. Internal recruiting means considering present
employees as candidates for openings. Such a policy of promotion from within
can help to build morale and keep high-quality employees from leaving the firm.
For higher-level positions, a skills inventory system may be used to identify internal
candidates, or superiors may be asked to recommend individuals who should
be considered. One disadvantage of internal recruiting is its "ripple effect".
When a current employee moves to a different post, someone else must be
found to take her or his old job. In one organization, 454 job movements were
necessary as a result of filling 195 initial openings! Although internal recruiting
gives many employees a chance to move up, it also increases training costs
and other problems associated with inexperienced incumbents.

External Recruiting. External recruiting involves attracting individuals
outside the organization to apply for jobs. A number of methods and sources
are available, including advertising, public or private employment agencies or
executive search firms, referrals by present employees, and hiring "walk-ins". It is
important to select the most appropriate methods. For instance, one would
probably not go to the local state employment service office to find a nuclear
physicist, but the state office could be used to find blue-collar workers. Private
employment agencies can be a good source of clerical and technical employees,
and executive search firms specialize in locating top-management talent. Newspaper
ads are often used because they reach a wide audience. In selecting a recruiting
method, both costs and results must be considered. Newspaper ads are quite
inexpensive compared with executive search firms. Different methods also differ in
terms of the quality or quantity of applicants generated.

A bank in New York City, for example, studied the quality of tellers hired
through each of seven recruiting methods. Managers found that three of the
methods (newspaper advertising, major private employment agency, and other
agencies) produced tellers who were more likely to quit than those hired by the
other recruiting methods (rehiring former employees, acting on referrals from
high schools or present employees, and hiring walk-ins). Analyses showed that
the bank could save over $ 50,000 per year in hiring and training costs by using only
the four most effective recruiting methods. Recent estimates suggest that hiring
the "wrong" operating employee — one who either quits or must be fired — generally
costs the organization $ 5,000 in lost productivity and training. For a manager, the
costs skyrocket to as much as $ 75,000.

Once the recruiting process has attracted applicants, the next step is to
select whom to hire. The aim of the selection process is to gather from applicants
information that will predict their job success and then to hire the candidates
predicted to be most successful. Information about candidates can be collected
in many ways, including application blanks, tests, interviews, and reference checks.

B npouecce umeHuA
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1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENs B YEM-TO WIIU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIC JUTS Bac CJI0Ba WM (Ppasbl.

3. O3arnaBbTe Kaxkplil maparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HICI0 KaXoro ad3ara.

Hocne npoumenusa mexkcma

1. 3anuiuTe B OAHOM NpPeIJIOKeHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeTHhTE HA BONPOCHI:

1) What is recruiting? What is the goal of recruiting?
2) What are the sources for recruiting?
3) Characterize internal recruiting and external recruiting.

3. Kputnueckas peakuus. Ys1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTe Balll HHTEPEC K JAaHHOMY TEKCTY U MPOKOMMEHTHPYIITe ero:

1) odeHb CKy4YHBIH, 2) CKy4HBId, 3) TOJNE3HBIN, 4) HHTEPECHbIH, 5) OueHb
UHTEPECHBIN.

5. Kakune ¢parMeHTHI TEeKCTa BBI3BAJM Yy BAC TPYJAHOCTH B NOHUMAHHUHU U
noyemy?

AKTHBHAaA JIeKCHKA (TeKCcT Ne9)

Human Resource department — otaen mo padbote ¢ Kajapamu

position — padoTa, JOIKHOCTh

to apply for — moxaBats 3asBICHKE Ha. ..

letter of application=covering letter — 3asBacHMEe 0 prUeMe

curriculum vitae (CV) — aBroouorpadus

resume — kpatkue ouorpaduyeckue JaHHbIE

experience — omeIT

application form — 3asBnenue o mpueMe Ha paboTy

motivation — noOykaeHue, IBUXKYIIAs CHia, MOTHBAIUS

recruitment agency (amep.search firm) — areHTcTBO 1O TPYAOYCTPOMCTBY

Ilepeo umenuem mexkcma Ne9.

1. IIpounTaiiTe TOJBLKO 3arojioBOK. HazoBure 5 1ekcuveckux eJUHUI, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. Beruio npocMoTpuTe TeKCT M CHOPMYIHPYHTE IIIABHYIO HECI0 TEKCTA.
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3. [IpounTaiiTe u nepeBeAUTE HEKOTOPbIE MEKITYHAPOIHbIE CJI0BA:

Company, section, details, services, recruitment agency, demonstrates,
interesting, presentable, initiative, statistics, graphs.

4. Ctpoenue cjioB. [lepeBeaure Ha pycCKuUii sI3bIK:

To advertise — advertising — advertised — advertiser — advertisement; to
interest — interesting — interested; to invite — inviting — invited — invitation; to present
— presenting — presented — presentation — presentable — presenter; to demonstrate —
demonstrated — demonstration — demonstrative — demonstrator; to object — objecting
— objected — objection — objective — objectivity — objector; to establish — establishing
— established — establishment.

IIpounraiite u nepeBeaute TekcT Ne9.
Texker Ne9

LOOKING FOR A JOB

When a company company needs to recruit or employ new people, it may
decide to advertise the job or position in the “NEED HELP” section of a newspaper.
People who are interested can then apply for the job by sending in a letter of
application or covering letter (US cover letter) and a curriculum vitae or CV (in US —
resume) containing details of their education and experience.

A company may also ask candidates to complete a standard application form.
The company’s Human Resources department will then select the most suitable
applications and prepare a shortlist of candidates or applicants, who are invited to
attend an interview. Another way for a company to hire is by using the services of a
recruitment agency (in US — search firm), which provides a list of suitable
candidates.

What should a CV be?

The CV (Curriculum Vitae — lit. record of life) is presenting your
qualifications, skills and attributes to the employer. CV demonstrates the suitability
of an applicant for the job. As well as providing an insight into the previous
qualification and experience, it should show the employer the skills and qualities the
applicant has, that will match the position being applied for. In compiling CV the
applicant has one objective only — to get an interview in order to get the job.

A CV must be accurate, interesting and up-to-date. It must be presentable so
that it makes the best impression possible and gets noticed. It should be relevant —
targeted to the needs of each particular position.

How to compile a CVV?
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You need to bring together :

Details of your qualification — education;
Details of the job itself — job description;
Details of the qualifications and skills required — person specification;
Evidence from your personal profile that matches the employer’s
criteria. This information will help you to prioritize (ymensats
nepBocrencHHoe BHuManue) the detail that should be included in your
CV.

Style and layout

The CV must be accurate, brief and clear. Describe your skills and
achievements as positively as possible. Applicants’ skills and qualities that are most
often sought by employers are listed below:

Communication. Ability to communicate orally, in writing or via
computer/electronic means.

Team work. Working well with others in order to achieve a common
objective.

Leadership. Being able to motivate and encourage others, whilst
taking the lead.

Initiative. Ability to see opportunities and to set and achieve goals.
Problem solving. Thinking things through in a logical way in order to
determine key issues. Creative thinking is useful.
Flexibility/adaptability. Ability to handle change and adapt to new
situations.

Self-awareness. Knowing your strengths and skills and having the
confidence to put these across.

Commitment/motivation. Having energy and enthusiasm in pursuing
projects.

Interpersonal skills. Ability to relate well to the others and to establish
good working relationships.

Numeracy. Competence and understanding of numerical data, statistics
and graphs.

B npouecce UumeHuA

1. Kak BBl nymaere, aBTOp TEKCTa MbITaeTCs YOEIUTh UYUTATENs B YEM-TO WIIU
MPOUH(POPMUPOBATH O YEM-TO?

2. Boienute HOBBIE /1JI Bac CJIOBA WM (Ppasbl.

3. O3arnaBbTe Kaxapli naparpad Tekcra.

4. ChopmynupyiiTe riaaBHYIO HACI0 Kaxao0ro adb3aia.

Hocne npoumenusa mexkcma
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1. 3anumuTe B 0JHOM MNPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What is a CV (resume)?

2) What should be mentioned in a good resume?

3) What are the applicants’ skills and qualities that are most often sought by
employers?

3. Kputnyeckas peakuusi. Ysu HHTEpECHl OTpaxaeT JaHHBIA TEKCT ?

4. OT™MeTbTe Balll MHTEPEC K JAHHOMY TEKCTY U IPOKOMMEHTHPYIiTe ero:

1) oueHb CKyuHBId, 2) CKy4yHbIH, 3) MOJE3HBIM, 4) HUHTEPECHBIA, 5) OUYECHB
MHTEPECHBIN.

5. Kakme ¢parmeHTBl TeKCTa BbI3BAJM Y BAaC TPYIAHOCTH B NOHUMAHHMH U
noyemy?

6. Hanumure pe3rome 1S MOJTy4eHHS JOIKHOCTH:

1) Salesperson in a big department store
2) Sales manager in a firm selling personal computers
3) Accountant in a big production plant

AKTHBHas Jekcnka (TekcT Nel()

sequential — mocnemoBaTeabHBIH

panel — komuccus

OVerseas — 3a rpaHuien

hypothetical — npeamnoaoxuTeabHbIH, THITOTETUYCCKHIA

Ilepeo umenuem mexcma NelO0.

1. IIpounTaiiTe TOJBLKO 3arojioBoOK. HazoBure 5 1ekcu4ecknx eJUHUIL, KOTOPbIE
MOTYT ObITh YIIOMSAHYTBI B TEKCTE.

2. berJio npocMoTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICI0 TEKCTA.
3. [IpoumTaiiTe U MepeBeAUTEe HEKOTOPbIE MEKAYHAPOIHbIE CJI0BA:

To co-ordinate, method, integral, traditional interviews, specific, technical,
initial.
4. Ctpoenne ciioB. [lepeBeaure Ha pycCKuii sI3bIK:

To coordinate — coordinating — coordinated — coordination; to increase —

increasing — increasingly; to treat — treating — treated — treatment; to inform —
informed — informer — informative — information.
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IIpouuTajite n nepeseaurte Tekct Nell.

Texer Nel0

TYPES OF INTERVIEWS: FACE-TO-FACE INTERVIEWS

One-to-one interviews. This is a meeting between the candidate and one
interviewer. Try to develop understanding between yourself and the interviewer.

Sequential interviews. In this case you have several interviews in turn with
different interviewers. Usually each interviewer asks questions to test different sets of
competencies. However, this is not always the case. You may find yourself answering
the same questions over and over. If this does happen make sure you answer each one
as fully as the time before.

Panel interviews. In this type of interview several people sitting on a panel
question you. The actual number of interviewers can vary, but there is usually a
chairperson to co-ordinate the questions, a specialist who knows about the job in
detail and a personnel manager.

Telephone interviews. Companies increasingly use telephone interviews as
an integral part of the recruitment process. Most commonly they are used as a method
of initial screening. The majority of companies inform in advance and usually pre-
arrange the time of interview.

Video interviews. Video interviews are rare and are used particularly if a
person has applied for a position overseas. As far as possible, you should treat them
as traditional interviews; dress as you would for a conventional interview, address
your answers to the interviewer (i.e. to the camera rather than the display screen) and
listen carefully to the questions and instructions, asking the interviewer to repeat
anything that you don’t understand.

Chronological interviews. As the name suggests, these interviews take you
chronologically through your life to date, and are likely to be based on CV or
completed application form.

Competency-based interviews. The question asked at these interviews are
structured to reflect the competencies sought by an employer for a particular job,
often detailed in the recruitment information.

Technical interviews. If you have applied for a job, which requires specific
technical knowledge (e.g. engineering or IT), it is likely that at some stage in the
selection process you will be asked technical questions or have a separate technical
interview to test what you know. Questions may focus on real or hypothetical
technical problems.

B npouecce umeHuA
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1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENs B YEM-TO WIIU
IpouHGOPMHUPOBATH O YEM-TO?

2. BeienuTe HOBBIC JUTS Bac CJI0Ba WM (Ppasbl.

3. O3arnaBbTe Kaxkplil maparpad Tekcra.

4. ChopmynupyiTe TIIaBHYIO HJICI0 KaXA0ro ad3aria.

Hocne npoumenusa mexkcma

1. 3anuiuTe B OAHOM NpPeIJIOKeHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeTHhTE HA BONPOCHI:

1) What are the types of interviews? Describe them in brief.
2) What are competency-based interviews?
3) What are technical interviews?

3. Kputnueckas peakuus. Ys1 HHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OT™MeTbTe Balll HHTEPEC K JAaHHOMY TEKCTY U MPOKOMMEHTHPYIITe ero:

1) oueHb CKYYHBIH, 2) CKYYHBIH, 3) TMOJE3HbIH, 4) HHTEPECHBIH, 5) OYCHb
UHTEPECHBIN.

5. Kakune ¢parMeHTHI TEeKCTa BBI3BAJM Yy BAC TPYJAHOCTH B NOHUMAHHUHU U
noyemy?

AKTHBHas jJekcnka (TekcTt Nell)

annually — exxeroaso

to be in charge of — ObITh OTBETCTBEHHBIM 32

to set the objective — craBuTh 3a1a4y, BHIIOJHATH TPeOOBaHUE

to rely on — monararscs Ha

training and development — moaroToBka U yCOBEPIICHCTBOBAHHE
aging — Crapetoriee

to remedy — ucnpaBiATh, BO3MEIIATh

prior to — oo

Ilepeo umenuem mexkcma Nell.

1. IIpounTaiiTe TOJBLKO 3arojioBOK. HazoBure 5 1ekcuveckux eJUHUIL, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTE.

2. BerJio npocMOTpUTE TEKCT U CHPOPMYJIMPYHTE IVIABHYIO HIEI0 TEKCTA.

3. IIpouuTaiiTe U MepeBegUTE HEKOTOPbIE MEKTYHAPOAHbIE CJI0BA:
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Individual, form of training, operational, technical, million, vice president,
training plan, modified, effective.

4. Ctpoenue cjioB. [lepeBeaure HA pyCCKHUii SI3bIK:

To refer — reference — referred; to participate — participating — participated —
participation — participator; to define — defining — defined — definition; to include —
including — inclusive — inclusion; to remedy — remedied; to evaluate — evaluated —
evaluating — evaluation.

IIpouyuraiite u nepeseaurte Texcr Nell.

Texer Nell

TRAINING AND DEVELOPMENT

After an individual is chosen for hiring or promotion, the next step is
often some form of training. In human resource management, training usually refers
to teaching operational or technical employees how to do the job for which they were
hired. As we noted previously, Mazda relies heavily on training, especially for its
new employees.

Development refers to teaching managers and professionals the skills needed
for both present and future jobs. Most organizations provide regular training and
development programs for managers and employees. For example, IBM spends $
750 million annually on programs and has a vice president in charge of
employee education. American business spends $ 30 billion each year on formal
training and development programs. This figure doesn't include wages and
benefits paid to employees while they are participating in such programs.

Assessing Training Needs. The first step in developing a training plan
is to determine what needs exist. For instance, if employees do not know how to
operate machinery required to do their jobs, a training program on how to operate
the machinery is clearly needed. On the other hand, when a group of office
workers is performing poorly, training may or may not be the answer. The
problem could be motivation, aging equipment, poor supervision, or a deficiency
of skills and knowledge. Only the last could be remedied by training.

The manager should assess the present level of skill and knowledge and
then define the desired level of skill and knowledge in concrete form. For example, a
manager might set the following objective for a training program in word processing:
"Trainees will be able to type from handwritten copy at 60 words per minute with no
more than one error per page." After the training is completed, trainee performance
can be assessed against the objectives that were set prior to training. Training

76



programs should always be evaluated; they are costly and should be modified or
discontinued if they are not effective.

B npouecce UmeHus

1. Kak Bbl IymaeTre, aBTOp TEKCTa MbITACTCS YyOEIUTh YHUTATeNsi B 4YEM-TO WIIU
npornH(OPMUPOBATH O YEM-TO?

2. BeienuTe HOBBIE JUIS Bac CI0Ba WM (Ppasbl.

3. OzarnaBbTe KaXKIblii aparpad Tekcra.

4. Chopmynupyiite rIaBHYIO UACIO Kaxa0ro ad3aiia.

Ilocne npoimenua mexkcma

1. 3anumuTe B 0AHOM MPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What does the training in human resource management usually refer to?
2) How much money does IBM annually spend on programs?

3) What is the first step in developing a training plan?

4) What should the manager assess?

3. JlonmosHuTe NMpeNioKeHusI HYKHOI1 JJekcuKkoii. BbiOepuTe BepHbIil BApHAHT:

1. The process of teaching operational or technical employees how to do their present
jobs is ...

a. training.

b. performance appraisal.
C. job analysis.

d. development.

2. The process of training managers and professionals how to do their present and
future jobs is ...

a. training.

b. performance appraisal.
C. job analysis.

d. development.

4. Kputnueckasi peakuusi. Y1 MHTEpPECHI OTPAKAET TAHHBIA TEKCT ?
5. OT™MeTBhTE Balll HHTEPEC K JAHHOMY TEKCTY U IPOKOMMEHTHUPYIITE ero:
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1) oueHb CKyuHbBId, 2) CKy4yHbIH, 3) MOJe3HbIM, 4) HUHTEPECHbIA, S5) OYECHD
VHTEPECHBIM.

6. Kakue ¢parmMeHTbl TeKCTa BBI3BAJIM Yy Bac TPYAHOCTH B NOHMMAHUM H
nouemy?

AKTHBHas jJekcnka (TekcTt Nel2)

amount — cymma

average — cpeHss BEIMYMHA

point method — ToueunsIit MeTOA

raises — npudaBka

benefits — BeimIaTe!, mocoOus

cash — HanmuHble NEHBIU

compensation — 3apaboTHas 1I1aTa, BO3HATPAKICHHE
dependent — wxauBeHel

differential — pa3numa B orurare Tpyaa

disability — verpymocmocoOHOCTB

to earn — 3apabartbiBaTh

employee services — yciyru paboTaromiemy mepcoHary
experienced — OnbITHBIN

income - moxox

insurance benefit — moco6ue mo connaaIbHOMY CTPAaXOBAHUIO
measure — Mepa

medical care — neuenue

mental demands — ncuxuyeckue TpeGoBaHUs

payroll — ¢ponx 3apaboTHO¥ TUTATHI

physical demands — ¢pusnueckue TpedoBaHMs

to retain — ynepxuBartb

retirement benefits — mocodue no BeIX0y Ha MTEHCUIO
salary — 3apruiara ciy>kamux, okjas

seniority — Tpy1oBo# cTax

sick leave benefits — nenesxxHoe mocodue Mo 6OIe3HH
standard of living — ypoBeHs xu3Hu

survey data — maTepuabl 00cIeI0BaHHS

the former ... the latter — nepBbIit ... TOCHeqHMIA U3 HA3BAHHBIX

vacation — oTmyck

value — uena, onenka

wage grade / rate — tapudHbIi pa3psi

wage structure — ctpykTypa 3apabOTHOM IJIaThI
working conditions — ycioBust paboThI
remuneration — Bo3HarpaxicHue
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reasonable — o6ocroBaHHSII

commitment — 06s3aTeIBCTBO

to seek — uckatp

plentiful — ¢ u30bITKOM

to rank jobs — pacnonarate B onpecIeHHOM MOPSIIKE
janitor — yoopInuk, ABOPHHUK, BaxTép

‘compensable factors' — kommeHncupyemslii pakTop
hazards — pucku

scarce — HeJOCTaTOYHbIN

sophisticated — cioxHBII

Ilepeo umenuem mexcma Nel?.

1. IIpounTaiiTe TOJBKO 3arojioBOK. HazoBure 5 1ekcuveckux eIUHUIL, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTe.

2. BerJio npocMOTpUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO H/IEI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTEe HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA:

Critical, financial, compensation, to design, standard, geographic, industry,
maximum,  minimum, administrators, the president, "compensable factors",
practical.

4. Ctpoenne cioB. IlepeBennre Ha pyccKkuil A3bIK:

To compensate — compensated — compensating — compensation; to relate —
relating — related — relational — relation — relationship; to seek — seeking — sought; to
attract — attracting — attracted — attractive — attraction; to determine — determined —
determiner; to affect — affecting — affected — affection — affective; to assign —
assigned — assignation — assignee — assignment.

IIpouuraiite u nepeseaurte Teker Nel2.

Teker Nel2

COMPENSATION AND BENEFITS

(1) Another critical part of human resource management is compensation
and benefits. Compensation is the financial remuneration given by the
organization to its employees in exchange for their work. Benefits are other
things of value provided by the organization to its workers.

79



(2) The Role of Compensation. Compensation is an important and
complex part of the organization-employee relationship. Basic levels of
compensation are necessary to provide employees with the means to maintain a
reasonable standard of living. Beyond this, however, compensation is a measure of
the value of the individual to the organization. If employees do not earn enough to
meet their basic economic goals, they will seek employment elsewhere.
Likewise, if they feel their contributions are undervalued by morale, and little
commitment to the organization. Thus, it is clearly in the organization's best
interests to design an effective compensation system.

A good compensation system can help to attract qualified applicants,
retain present employees, and stimulate high performance at a cost that is reasonable
for one's industry and geographic area. To set up a successful system, decisions must
be made about wage levels, the wage structure, and the individual wage
determination system.

(3) Wage-Level Decision. The wage-level decision is a management
policy decision about whether the firm wants to pay above, at, or below the
going rate for labor in the industry or the geographic area. Most firms choose
to pay near the average. Large, successful firms may like to cultivate the
image of being "wage leaders™" by paying more than average and thus attracting and
keeping high-quality employees. IBM, for example, pays top dollar to get the new
employees it wants. The level of unemployment in the labor force also affects wage
levels. Pay declines when labor is plentiful (high unemployment) and increases
when labor is scarce (low unemployment).

Once the wage-level decision is made, outside information is needed to
help to set actual wage rates. Administrators need to know what the maximum,
minimum, and average wages are for particular jobs in the appropriate labor
market. This information is collected by means of a wage survey. Survey data,
however, do not provide enough information for making all wage decisions.

A common situation creating internal inequity arises when production
workers earn as much as or more than their supervisors. This can happen when
the former do a lot of overtime and the latter are on fixed salaries. The setting of pay
differentials among different jobs within an organization is called the wage
structure.

(4) Wage-Structure Decision. Wage structures are usually set up through
job evaluation to assess the worth of each job relative to other jobs. Job evaluation is
usually done by a committee made up of several managers and a few non-managerial
employees. The simplest method is to rank jobs from those that should be paid the
most (for example, the president) to those that should be paid the least (for
example, a mail clerk or a janitor). In a small firm with few jobs, this method
Is quick and practical, but medium-size and large firms with many job titles require a
more sophisticated approach. The most popular is known as the point method. To
use this method, the committee first selects "compensable factors".

Examples of compensable factors might include the amount of formal
education required, physical demands, working conditions and hazards,
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responsibility, and skill. Jobs requiring more education would be assigned more
points on the education factor than jobs requiring less education. Jobs performed
under unpleasant or dangerous working conditions would be assigned more points
on this factor than safe, comfortable jobs. Each job is carefully studied and
evaluated on each factor, and then all the points are added up.

B npouecce UmeHus

1. Kak BBl nymaere, aBTOp TEKCTa MbITaeTCAd YOEAWUTh UYWTATENs B YEM-TO WIIU
pornH(OPMUPOBATH O UEM-TO?

2. BeienuTe HOBBIE [T Bac CJI0Ba WM (Ppasbl.

3. OzarnaBbTe KaXKblii maparpad Tekcra.

4. ChopmynupyiitTe rIaBHYIO UACIO Kaxa0ro ad3aiia.

Ilocne npoimenusa mexkcma

1. 3anumuTe B 0JHOM NPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1) What is the compensation? What is its role?

2) What is the help of a good compensation system?

3) Characterize the wage-level decision.

4) How are wage structures usually set up? What is the simplest way of job
evaluation?

5) What are "compensable factors"?

3. Kputnueckas peakuus. Ysu MHTEPECHI OTPAKAET JAHHBIN TEKCT ?

4. OTMeTbTe Balll HHTEPEC K JAHHOMY TeKCTY U MPOKOMMEHTHPYIiTe ero:

1) odeHb CKy4YHBIH, 2) CKy4HBIA, 3) TMONE3HBIN, 4) HHTEPECHbIH, 5) oOueHb
UHTEPECHBIN.

5. Kakue ¢parmeHTHl TeKCTa BbI3BAJM Yy BAC TPYJAHOCTH B NMOHUMAHHUHU U
nouemy?

AKTHBHAaf JeKkcnKa (Teker Nel3)

financial planning — ynpaenenue ¢punancamu

to assign — Ha3HaYaTh, IPUITHUCHIBATH, OIPEAEIIAThH

sufficient — nocTarouHbIi

to estimate — oreHuBaTh

to incur — moaBeprath

cash budget — 6romxeT B BuIe HATMYHBIX JEHET

zero-base budgetting — cuctema 6roKETHPOBAHHUS Ha HYJICBOW OCHOBE
sales revenue — 10xo/1 OT MPOIaXK

equity capital — co6cTBeHHBIH (aKIIMOHEPHBIHN, YCTABHBIN) KalTUTal
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debt capital — npuBnevyeHHbII KanUTAI (3a€MHBIIA)
sale of assets — mpoaaka akTHBOB

Ilepeo umenuem mexkcma Nel3.

1. IIpouuTaiiTe TOJBLKO 3aro;10BoK. HazoBure S iekcHYeCKMX eIUHNMI, KOTOPbIE
MOTYT ObITh YIIOMSAAHYThI B TEKCTE.

2. bersio npocMoTpuTe TEKCT M ¢POPMYJIHUPYUTE ITIABHYIO HEI0 TEKCTA.
3. [IpounTaiiTe U MepeBeAUTE HEKOTOPbIE MeKIYHAPOIHbIE CJI0BA:

Financial, determine, finally, process, realistic, budget, construction,
individual, production, human resources, administration, departmental budgets,
managers, monitor, firms, traditional, manipulation, dramatically, business opera-
tions.

4. Ctpoenne ciioB. [lepeBennre Ha pyccKkuii A3bIK:

To identify — identifying — identified — identification; to translate — translating
— translated — translator — translation; to proceed — proceeding — proceeded; to
estimate — estimating — estimated — estimator — estimation — overestimated —
overestimation — underestimated — underestimation; to construct — constructing —
constructed — constructor — constructive — construction; to combine — combining —
combined — combination; to reflect — reflecting — reflected — reflection — reflective —
reflector; to reduce — reducing — reduced — reduction.

IIpouuraiite u nepeBeaurte Tekcr Nel3.
Teker Nel3

FINANCIAL PLANNING

Financial planning (like all planning) begins with the establishment of goals
and objectives. Next, planners must assign costs to these goals and objectives. That
IS, they must determine how much money is needed to accomplish each one. Finally,
financial planners must identify available sources of financing and decide which to
use. In the process, they must make sure that financing needs are realistic and that
sufficient funding is available to meet those needs.

THREE STEPS OF FINANCIAL PLANNING
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1. Establishing Organizational Goals and Objectives. Establishing goals and
objectives is an important management task. A goal is an end state that the
organization wants to achieve. Objectives are specific statements detailing what the
organization intends to accomplish within a certain period of time. If goals and
objectives are not specific and measurable, they cannot be translated into costs, and
financial planning cannot proceed. They must also be realistic. Otherwise, it may be
impossible to finance or achieve them.

2. Budgeting for Financial Needs. A budgetis a financial statement that projects
income and/or expenditures over a specified future period of time. Once planners
know what the firm's goals and objectives are for a specific period of time - say, the
next calendar year- they can estimate the various costs the firm will incur and the
revenues it will receive. By combining these items into a companywide budget,
financial planners can determine whether they must seek additional funding from
sources outside the firm.

Usually the budgeting process begins with the construction of individual
budgets for sales and for each of the various types of expenses: production, human
resources, promotion, administration, and so on. Budgeting accuracy is improved
when budgets are first constructed for individual departments and for shorter periods
of time. These budgets can easily be combined into a companywide cash budget. In
addition, departmental budgets can help managers to monitor and evaluate financial
performance throughout the period covered by the overall cash budget.

Most firms today use one of two approaches to budgeting. In the traditional
approach, each new budget is based on the dollar amounts contained in the budget for
the preceding year. These amounts are modified to reflect any revised goals, and
managers must justify only new expenditures. The problem with this approach is that
it leaves room for the manipulation of budget items to protect the (sometimes selfish)
interests of the budgeter or his or her department.

This problem is essentially eliminated through zero-base budgeting.

Zero-base budgeting is a budgeting approach in which every expense must be
justified in every budget. It can dramatically reduce unnecessary spending. However,
some managers feel that zero-base budgeting requires too much time-consuming
paperwork.

3. Identifying Sources of Funds. The four primary sources of funds are sales
revenue, equity capital, debt capital, and the sale of assets. Future sales generally
provide the greatest part of a firm's financing.

Sales revenue is the first type of funding.

The second type of funding is equity capital, which is money received from
the sale of shares of ownership in the business. Equity capital is used almost
exclusively for long-term financing. Thus it might be used to start a business and to
fund expansions or mergers. It would not be considered for short-term financing
needs.
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The third type of funding is debt capital, which is money obtained through
loans. Debt capital may be borrowed for either short- or long-term use.

The fourth type of funding is the sale of assets. A firm generally acquires
assets because it needs them for its business operations. Therefore, selling assets is a
drastic step. However, it may be a reasonable last resort when neither equity capital
nor debt capital can be found. Assets may also be sold when they are no longer
needed.

MONITORING AND EVALUATING FINANCIAL PERFORMANCE

It is important to ensure that financial plans are being implemented and to
catch minor problems before they become major problems. Accordingly, the financial
manager should establish a means of monitoring and evaluating financial
performance. Interim budgets (weekly, monthly, or quarterly) may be prepared for
comparison purposes. These comparisons point up areas that require additional or
revised planning.

B npouecce UmeHuA

1. Kak BBl nymaere, aBTOp TEKCTa MbITAETCA YOEAUTb 4YWTATENl B YEM-TO WIIU
npouH(GOPMUPOBATH O YEM-TO?

2. BeienuTe HOBBIE JUIsl Bac CI0Ba WK (Ppasbl.

3. OzarnaBbTe KaXKIblii aparpad Tekcra.

4. ChopmynupyiitTe rIaBHYIO UACIO Kaxa0ro ad3aiia.

Ilocne npoumenusa mexkcma

|

. 3anuumuTe B OTHOM MPeEIJI0KEHUH, YTO Bbl Y3HAJIN U3 TEKCTA.
. OTBeTHhTE HA BONPOCHI:

N

. What is a plan?

. What is a financial plan?

. What does financial planning begin with?

. State the difference between goals and objectives.

. List the three steps involved in financial planning.

. In what case financial planning cannot proceed?

. State the meaning of the word "budget".

. Give the examples of various types of expenses which must be considered in
budgeting process?

9. How can budgeting accuracy be improved?

10. What is the peculiarity (ocobennocts) of the traditional approach to budgeting?
11. What is the problem with this approach?

12. What is the difference between the traditional budgeting approach and zero-base
budgeting?

co~NOoO OIS WN -
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13. What is the problem with zero-base budgeting?

14. List the four primary sources of funding.

15. For what purpose is equity capital used?

16. Is selling assets a normal step?

17. In what case selling assets may be a reasonable last resort?
18. For what purpose may interim budgets be prepared?

3. [lepeBeauTe c10Ba U CJI0BOCOYETAHUA HA PYCCKMIl A3BIK:

Basis of financial management; goal; objective; sources of financing; funding;
step; important; task; financial performance; budgeting; expenditure; revenue; sales
revenue; equity capital; debt capital; specific period; profit; assets; short-term
borrowing; long-term borrowing; merger; companywide budget; cash budget; zero-
base budgeting; income; source; share of ownership; to assign a cost; justify; to meet
needs; to obtain; to implement; to modify; to establish; to reduce; to determine; to
evaluate.

4, JlaliTe aHIJMACKHE HSKBUBAJEHTHI CJEIYHOIIHUM PYCCKHM CJ0BaM H
CJIOBOCOYECTAHMSAM:

duHaHCOBBINA IIIaH; OIOJKET; COCTaBJICHHE OIOJKETa; HaJTWYHBIA OFOKET;
OI0JKET BCEM KOMIIAHHMM; IMPOMEXKYTOUHBIH OIOJKET; 10X0J (T0J0BOM); JOXOI;
JIOXOJI OT MPOJAXK; 3a€MHBIN KanmuTai; padota PUpMbI, aKTUBBI, OOPKETHASL CTAThS;
pacxoj; WCTOYHHUK JIEHEKHBIX CPEACTB; J0Js1 COOCTBEHHOCTH; aKIMOHEPHBIN
KamuTaja, CpeACTBO; TOCJIEAHEE CHAcUTEIbHOE CPEACTBO; pPaJAUKAIbHBIM IIIar;
dbuHaHCOBasE JEATEILHOCTh;, OMNPEACNSATh CTOMMOCTH, pellaTh, OIICHUBATD;
OTIPaB/BIBATH;, OCYIIECTBIISATh; YAOBJICTBOPATh MMOTPEOHOCTH; HECTH W3JECPKKH;
¢buHaHCHpOBaTh; 3aHUMATh (OpaTh B JIOJT).
5. lonoiHuTe Mpodebl He0OX0AMMOM JIeKCUKO U3 TeKCTAa:

1. Financial planning begins with the establishment of ... and

2. A budget is a financial statement that projects ... and/or ... over a specified future
period of time.

3. Usually the budgeting process begins with the construction of individual budgets
for each of the various types of ... .

4. Budgeting accuracy is improved when budgets are first constructed for individual
... for shorter periods of time.

5. Departmental budgets can help managers .. . and financial performance
throughout the period covered by the overall cash budget.

6. In the traditional approach, each new budget is based on the ... contained in the
budget for the ... year.

7. This approach leaves room for the manipulation of ... ...

to protect the interests of separate departments.

8. Zero-base budgeting is a budgeting approach in which every ... must be justified in
every budget.
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9.... ... arethe first type of funding.

10. The second type of funding is .......

11. The third type of funding is .......

12. The fourth type of funding is the ... of ....

13. Selling assets is a

14. The financial manager should establish a ... of monitoring and ... financial
performance.

6. IlepeBeauTe ¢ pyccKOro si3bIka HA AaHTJIHICKHIA:

1. ®uHaHCOBBIN TJIaH — 3TO IUJIaH MOJYYECHUS U UCIIOIL30BaHUs JIEHET, HEOOXOUMBIX
JUTSL OCYILIECTBIICHHUSI LI€JIEl OpraHU3alHH.

2. duHAHCOBOE IJIAHUPOBAHHE HAYMHACTCS C YCTAHOBJICHUS KOHEYHBIX IIEJied H
MOATAIHBIX IIEJICH.

3. BrokeT npeycMaTpuBaeT H0XO0 U PACXO/Ibl 38 KOHKPETHBINM IMEPHUO]I BPEMEHH.

4. TIpomnecc cocrapnenus OropkeTa (budgeting) HauMHAETCS C COCTABIICHUS
OTJIETLHBIX OIO/IKETOB MO MPOJIaXkaM U TI0 KaXKJIOMY BUY PacXoI0B.

5. DTu GIOJKETHI JIETKO O0BEAUHSIOTCSA B HATMYHBINA OI0JIKET BCEH KOMITAHUU.

6. MHorue pupMbI UCTIOJIB3YIOT OJIUH U3 JBYX MOJXO0B K TOCTPOEHUIO OIO/IKETOB.
7. 1lpn TpaaMLIMOHHOM NOJAXOJE HOBBIM OIO/UKET OCHOBBIBAE€TCA Ha OOJKETE 3a
MPEALIAYIIUNA TO/T U PYKOBOJUTENIN 0OOCHOBBIBAIOT TOJIBKO HOBBIE PACXO/IBI.

8. DTO OCTaBIISIET MECTO JJI1 MAHUITYJISIITUU OIOJPKETHBIMU CTAThsIMHU.

9. Ota npobsieMa B OCHOBHOM JIMKBUIUPYETCS Yepe3 OrIKETUPOBAHHUE HYJISL.

10. YeThlpbMsi OCHOBHBIMU UCTOYHUKAMU (DMHAHCUPOBAHUSI SIBJIIFOTCA: I0XOJI OT
PO, aKIIMOHEPHBIN KanmuTa, 3a€MHbBIN KaruTall U PoJia’ka aKTUBOB.

11. IIponaxka akTHBOB — 3TO MOCJEAHEE CIACUTEIBHOE CPEJCTRO.

12. ®uHaHCOBBIN PYKOBOJUTEINb AOJDKEH obecnieunTh (establish) cpemcTBo KoHTpoOIIS
U OILICHKU (DMHAHCOBOU JESITEIIbHOCTH.

7. Kputnueckas peaxkumsi. Usu uHTEpECH OTpaXKaeT JaHHBIA TEKCT ?

8. OT™MeTbTe Balll MHTEPEC K JAHHOMY TEKCTY H IPOKOMMEHTHPYIiTE ero:

1) odeHb CKy4YHBIH, 2) CKy4HBIH, 3) TOJNE3HBIN, 4) HHTEPECHbIH, 5) OueHb
MHTEPECHBIN.

9. Kakue d¢parMeHTbl TEeKCTa BbI3BAJIM Yy BAaC TPYJAHOCTH B TMOHUMAHUM U
noyemy?

AKTHBHas Jekcnka (TekcT Neld)

accounting — Oyxranrepckuii y4et

to rely on — mosaratbcst Ha, ONUPATHCS

the balance sheet — 6anancoBeblii oTueT, OanaHc

the income statement — oruer o Koxomax, AeKIapamnus O J0X0Jax
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transaction — cueinka, coryiamieHue

bookkeeping — 6yxranTepus, C4€TOBOICTBO

revenues — 10X0/Ibl, JOXO/HbIC CTaThH

COStS — 3aTpathl, pacxo;Ibl

accounts receivables — nebuTopckas 3a10KEHHOCTh

amounts borrowed and owed — cymMMbI 1103aIMCTBOBAaHHBIC M 00SI3aHHBIC
profit — npuosLIL

return on investment — 10xo1 0T MHBECTHUINI, OKYTTAEMOCTh BIIOKEHUI
stockholders — akmuonepsbr

soundness of investments — 3¢ G eKTHBHOCTh HHBECTHUIIHIA

to confirm payroll deductions — moxTBepkaaThk BBIYET U3 3apILIATHI
assets — akTuBBI

liabilities — maccuBbI (IeHEKHBIE 005A3aTEILCTBA)

owner's equity — coOCTBCHHBIH KaluTal BIaJIeIblia

Ilepeo umenuem mexkcma Nel4.

1. IIpounTaiiTe TOJBLKO 3arojioBoK. HazoBure 5 1ekcuvecKkux eJUHHUI, KOTOPbIE
MOT'YT OBITh YIIOMSIHYThI B TEKCTe.

2. berJio npocMOTpHUTE TEKCT U CPOPMYJIMPYHTE IVIABHYIO HICI0 TEKCTA.
3. [IpounTaiiTe u nepeBeAUTE HEKOTOPbIE MEKITYHAPOIHbIE CJI0BA:

A business operation, information, results, collecting systematically, financial,
organization, industry, credit risks, department, algebraically.

4. Ctpoenne ciioB. [lepeBennre Ha pycCcKuii A3bIK:

To represent — representation — representative; to confirm — confirming —
confirmed — confirmation; to refer — referring — referred — reference; to cover —
covering — covered — coverage; to obtain — obtaining — obtained — obtainable; to
control — controlling — controlled — controllable — controller.

IIpouuraiite u nepeseaurte Teker Nel4.

Tekcer Neld

ACCOUNTING

1. GENERAL DEFINITION OF ACCOUNTING

Today, it is impossible to manage without accurate and timely accounting
information. Managers and employees, lenders, suppliers, stockholders, and
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government agencies all rely on the information contained in two financial state-
ments. These two reports — the balance sheet and the income statement — are
summaries of a firm's activities during a specific time period. They represent the
results of perhaps tens of thousands of transactions that have occurred during the
accounting period.

Accounting is the process of systematically collecting, analyzing, and
reporting financial information. The basic product that an accounting firm sells is
information needed for the clients.

Many people confuse accounting with bookkeeping. Bookkeeping is a
necessary part of accounting. Bookkeepers are responsible for recording (or keeping)
the financial data that the accounting system processes.

The primary users of accounting information are managers. The firm's
accounting system provides the information dealing with revenues, costs, accounts
receivables, amounts borrowed and owed, profits, return on investment, and the like.
This information can be compiled for the entire firm; for each product; for each sales
territory, store, or individual salesperson; for each division or department; and
generally in any way that will help those who manage the organization. Accounting
information helps managers plan and set goals, organize, motivate, and control.
Lenders and suppliers need this accounting information to evaluate credit risks.
Stockholders and potential investors need the information to evaluate soundness of
investments, and government agencies need it to confirm tax liabilities, confirm
payroll deductions, and approve new issues of stocks and bonds. The firm's
accounting system must be able to provide all this information, in the required form.

2. THE BASIS FOR THE ACCOUNTING PROCESS

The basis for the accounting process is the accounting equation. It shows the
relationship among the firm's assets, liabilities, and owner's equity.

Assets are the items of value that a firm owns — cash, inventories, land,
equipment, buildings, patents, and the like.

Liabilities are the firm's debts and obligations — what it owes to others.

Owner’s equity is the difference between a firm's assets and its liabilities —
what would be left over for the firm's owners if its assets were used to pay off its
liabilities.

The relationship among these three terms is the following:

Owners' equity = assets - liabilities
(The owners' equity is equal to the assets minus the liabilities)

For a sole proprietorship or partnership, the owners' equity is shown as the
difference between assets and liabilities. In a partnership, each partner's share of the
ownership is reported separately by each owner's name. For a corporation, the
owners' equity is usually referred to as stockholders' equity or shareholders' equity. It
is shown as the total value of its stock, plus retained earnings that have accumulated
to date.
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By moving the above three terms algebraically, we obtain the standard form
of the accounting equation:
Assets = liabilities + owners' equity
(The assets are equal to the liabilities plus the owners' equity)

3. ABALANCE SHEET

A balance sheet (or statement of financial position), is a summary of a
firm's assets, liabilities, and owners’ equity accounts at a particular time, showing
the various money amounts that enter into the accounting equation. The balance sheet
must demonstrate that the accounting equation does indeed balance. That is, it must
show that the firm's assets are equal to its liabilities plus its owners' equity. The
balance sheet is prepared at least once a year. Most firms also have balance sheets
prepared semi-annually, quarterly, or monthly.

4. AN INCOME STATEMENT

An income statement is a summary of a firm's revenues and expenses
during a specified accounting period. The income statement is sometimes called
the statement of income and expenses. It may be prepared monthly, quarterly,
semiannually, or annually. An income statement covering the previous year must be
included in a corporation's annual report to its stockholders.

5. THE IMPORTANCE OF THE ABOVE TWO STATEMENTS

The information contained in these two financial statements becomes more
important when it is compared with corresponding information for previous years, for
competitors, and for the industry in which the firm operates. A number of financial
ratios can also be computed from this information. These ratios provide a picture of
the firm's profitability, its short-term financial position, its activity in the area of
accounts receivables and inventory, and its long-term debt financing. Like the
information on the firm's financial statements, the ratios can and should be compared
with those of past accounting periods, those of competitors, and those representing
the average of the industry as a whole.

B npouecce umeHuA

1. Kak BBl mymaeTe, aBTOp TEKCTa MBITACTCS YOEIUTh YHUTATENss B YEM-TO HIIU
MPOUH(POPMUPOBATH O YEM-TO?

2. Beienure HOBBIE JIJ1s1 BaC CJIOBA MUIH (ppa3kbl.

3. OzarnaBpTe KaXkIplii maparpad Tekcra.

4. ChopmynupyiTe TJIaBHYIO HJICI0 KaXI0ro ad3ara.
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Hocne npoumenusa mexkcma

1. 3anumuTe B 0AHOM NPeIJI0KEHUH, YTO Bbl Y3HAJIM U3 TEKCTA.
2. OTBeThTE HA BONPOCHI:

1. What is accounting? Give a short definition.

2. Is it possible to manage a business operation without accurate and timely
accounting information?

3. Who needs accounting information? Explain why.

4. What is the basis for accounting process?

5. State (uznoorcume) the standard form of the accounting equation.

6. What is a balance sheet? Give a short definition.

7. What must a balance sheet show?

8. What is an income statement?

9. What can be computed from the information contained in a balance sheet and an
Income statement?

10. Do the ratios computed from this information provide a picture of a firm's
profitability and its financial position?

11. Is this information for competitors?

3. IlepeBeanTe cjI0Ba M CJIOBOCOYETAHHUS HA PYCCKHUM A3BIK:

Accounting; bookkeeping; accounting information; lender; stock; stockholder;
financial statement; balance sheet; income statement; assets; liabilities; owners'
equity; bond; debt; annual report; profitability; accounting period; return on
investment; soundness of investment; issue of stocks and bonds; revenue; profit;
account receivable; transaction; amount; own; owner; relay on; report; borrow; deal
with; confirm; approve; provide; compare.

4, JlaliTe aHIJMACKHE HSKBUBAJEHTHI CJEIYHIIUM PYCCKHM CJOBaM H
CJIOBOCOYCTAHMSAM:

byxrantepckuii y4er (6yxyuem); TouHas U CBOEBpEMEHHas WHOOpMAIuS;
aKIIMOHEP; KPEIUTOP; BEIOMCTBO (a2eHmMCmMa0); OTUET (00K1ad); 0amaHCOBBINA OTYET;
OTYET O JO0XO0Jax; OTYETHBIM MEPHUOJ; CUETOBOJCTBO (Oyxeanmepusi), (hUHAHCOBAS
uHopMaius; npudkLTb (00X00), BHITOJA (npubbLib); 1eOUTOPCKas 3a0JKEHHOCTH;
00s13aTE€NIbCTBO;  JICHEXKHOE  00s3aTeNIbCTBO(naccus), TaTekHasi — BEJOMOCTD;
aKUUs (YenHas Oymaea); akTUBBI, JOJIT; CUET MPUOBLICH (U yObIMKOS); €KEroHbIN
OTYET; JOXOJHOCTH, COOCTBEHHBIN aKIIMOHEPHBIA KalHMTAIL, OA00PATh; CPaBHUBATH;,
MTOATBEPXKIAATh; 3aHUMATh (Opamb 83atimbl); 00pabaThIBATh (UHGOpMayuUro).

5. lonoaHuTe Npodeibl HEOOXOAUMOM JIEKCUKOM U3 TEKCTA:
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1. Managers, lenders, suppliers and government agencies relay on the information
contained in two ....

2. These two reports — the balance sheet and ... — are summaries of a firm's activities
during a specific time period.

3. The basis for the accounting process is ....

4. Assets are the ... that a firm owns.

5. Liabilities are the firm's debts and ....

6. Owners' equity is the difference between a firm's ... and its liabilities.

7. A balance sheet is ... of a firm's assets, liabilities, and owners' equity accounts at a
particular time.

8. A balance sheet must demonstrate that the accounting ... does indeed balance.

9. An income statement is a summary of a firm's revenues and ... during a specific
accounting period.

10. The information in these two financial statements becomes more important when
it is... with corresponding information for previous years or past... periods.

6. [lepeBeauTe ¢ PycCKOro si3bIKa HA AHTJIMACKUIA:

1. Byxrantepckuil y4yeT 3TO MpPOLECC CHCTEMAaTHYECKOro cOopa M COOOIIECHHUS
(puHAHCOBO MH(POPMALIHH.

2. banaHCOBBIM OTYET M OTUET O JOXOJaX SIBJISIOTCS OCHOBOM mpoliecca Oyxyuera.

3. banaHcoBbIl OTUeT (WK OTYET O (PUHAHCOBOM IOJIOKEHUHU) — 3TO O0OOOIICHHBIH
oT4eT 00 akThBax (PUPMBbI, TACCUBAX U COOCTBEHHOM aKI[MOHEPHOM KamuTalIe.

4. OTyer 0 AOX0JIax — 3TO OOOOUIEHHBIM OTYET O J0XOoAax M pacxogax 3a (during)
KOHKPETHBIN OTYETHBINA MTEPUO.

5. OcHOBOI1 mporiecca OyXTalTepCKOro yuera sBIseTcs OyXy4eTHOE ypaBHEHUE.

6. Cormacio (according to) OyxydeTHOMY ypaBHEHHIO AaKTHUBBI PaBHbBI
MIACCUBAM (OeHeJCHbIM — 00s3amenbcmeam) TUII0C  COOCTBEHHBINM  aKIIMOHEPHBIH
Karural.

7. CoOCTBEHHBIM AaKIIMOHEPHBIM KalMUTal — 3TO Pa3HOCTh MEXAY AaKTUBAMH U
[1aCCUBAMU.

8. bamaHCOBBIM OTYET JOJKEH TMOKa3blBaTh, YTO OyXydeTHOE YypaBHEHUE
OanaHcupyercs.

9. Pesynbrathl (results) 6amaHcoBOro otuera I0KHBI cpaBHUBATHCA (be compared) ¢
pe3ynbTaTamu 3a (for) mponuibiii OTYETHBIN MEPUO.

10. DOrta wuHpopMauus naeT KapTUHY JOXOAHOCTH (upMbl, ee (UHAHCOBOIO
MOJIOKEHUSI U €€ JESITEIBbHOCTH B oOjlacTu (area) NeOUTOPCKOM 330 KEHHOCTH,
TOBAPHBIX 3aM1aCOB M JOJTOBOTO (DMHAHCUPOBAHUSI.

/. Kputnueckas peakuusi. Y1 HHTEPECHI OTPAXKAET JAHHBIN TEKCT ?
8. OTmMeTbTe Balll HHTEPEC K JAHHOMY TEKCTY M IPOKOMMEHTHUPYITE ero:
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1) oueHb CKyuHbBId, 2) CKy4yHbIH, 3) MOJe3HbIM, 4) HUHTEPECHbIA, S5) OYECHD

VHTEPECHBIM.
9. Kakue ¢parmMeHTbl TeKCTa BBI3BAJIH Yy Bac TPYAHOCTH B NOHMMAHUM H

noyemy?
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Appendix A
Texts for additional reading

What is a business plan? (Text Mel) (brief version)

A business planis a document used to detail plans for a start-up or
existing business. This document is used to describe business goals and strategies, as
well as provide a blueprint of financing and marketing plans. Essentially, it provides
detailed information about where a company is going and how it will get there. Many
experts consider such a plan critical to the success of a business.

Often, a business plan is required when seeking a business loan or investment
capital. Investors and loan officials need to know what a business owner hopes to
accomplish and the steps he or she plans to take to meet goals. Business plans help
those in the position to loan money determine whether or not a business is likely to
succeed, based on information provided by the owner or owners. A company backed
by a well-thought-out business plan is a better loan or investment risk than one with a
thrown together or incomplete plan.

A business planis not just useful for obtaining financing. A carefully
considered plan can serve as a veritable road map to success for the business owner
and company employees. It can help all involved stay on task while striving to
achieve goals. Furthermore, this type of plan may be reviewed and revised when
necessary, allowing those operating a businessto keep the strategies that work,
eliminate those that don't, and change objectives as the business evolves.

Six Steps To A Great Business Plan

Start-up entrepreneurs often have difficulty writing out business plans. This
discipline is going to help you in many ways so don't skip this planning tool! To
make it easier, here are six steps that will produce a worthwhile plan:

« Write out your basic business concept.

« Gather all the data you can on the feasibility and the specifics of your business
concept.

« Focus and refine your concept based on the data you have compiled.

« Outline the specifics of your business. Using a "what, where, why, how"
approach might be useful.

« Put your plan into a compelling form so that it will not only give you insights
and focus but, at the same time, will become a valuable tool in dealing with
business relationships that will be very important to you.

« Review the sample plans we furnish and download the blank format to a MS
Word document.
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What is a business plan? (Text Ne?2) (extended version)

A business plan is a written description of your business's future. That's all
there is to it - a document that desribes what you plan to do and how you plan to do it.
If you jot down a paragraph on the back of an envelope describing your business
strategy, you've written a plan, or at least the germ of a plan.

Business plans can help to perform a number of tasks for those who write and
read them. They're used by investment-seeking entrepreneurs to convey their vision
to potential investors. They may also be used by firms that are trying to attract key
employees, prospect for new business, deal with suppliers or simply to understand
how to manage their companies better.

So what's included in a business plan, and how do you put one together?
Simply stated, a business plan conveys your business goals, the strategies you'll use
to meet them, potential problems that may confront your business and ways to solve
them, the organizational structure of your business (including titles and
responsibilities), and finally, the amount of capital required to finance your venture
and keep it going until it breaks even.

Sound impressive? It can be, if put together properly. A good business plan
follows generally accepted guidelines for both form and content.

There are three primary parts to a business plan:

« The first is the business concept, where you discuss the industry, your business
structure, your particular product or service, and how you plan to make your
business a success.

. The second is the marketplace section, in which you describe and analyze
potential customers: who and where they are, what makes them buy and so on.
Here, you also describe the competition and how you'll position yourself to beat it.

. Finally, the financial section contains your income and cash flow statement,
balance sheet and other financial ratios, such as break-even analyses. This part may
require help from your accountant and a good spreadsheet software program.

Breaking these three major sections down even further, a business plan
consists of seven key components:

Executive summary

Business description

Market strategies

Comepetitive analysis

Design and development plan
Operations and management plan
Financial factors

NogokowdPE
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In addition to these sections, a business plan should also have a cover, title
page and table of contents.

How Long Should Your Business Plan Be?

Depending on what you're using it for, a useful business plan can be any
length, from a scrawl on the back of an envelope to, in the case of an especially
detailed plan describing a complex enterprise, more than 100 pages. A typical
business plan runs 15 to 20 pages, but there's room for wide variation from that norm.

Much will depend on the nature of your business. If you have a simple
concept, you may be able to express it in very few words. On the other hand, if you're
proposing a new kind of business or even a new industry, it may require quite a bit of
explanation to get the message across.

The purpose of your plan also determines its length. If you want to use your
plan to seek millions of dollars in seed capital to start a risky venture, you may have
to do a lot of explaining and convincing. If you're just going to use your plan for
internal purposes to manage an ongoing business, a much more abbreviated version
should be fine.

Who Needs a Business Plan?

About the only person who doesn't need a business plan is one who's not
going into business. You don't need a plan to start a hobby or to moonlight from your
regular job. But anybody beginning or extending a venture that will consume
significant resources of money, energy or time, and that is expected to return a profit,
should take the time to draft some kind of plan.

Startups. The classic business plan writer is an entrepreneur seeking funds to
help start a new venture. Many, many great companies had their starts on paper, in
the form of a plan that was used to convince investors to put up the capital necessary
to get them under way.

Most books on business planning seem to be aimed at these startup business
owners. There's one good reason for that: As the least experienced of the potential
plan writers, they're probably most appreciative of the guidance. However, it's a
mistake to think that only cash-starved startups need business plans. Business owners
find plans useful at all stages of their companies' existence, whether they're seeking
financing or trying to figure out how to invest a surplus.

Established firms seeking help. Not all business plans are written by starry-
eyed entrepreneurs. Many are written by and for companies that are long past the
startup stage. WalkerGroup/Designs, for instance, was already well-established as a
designer of stores for major retailers when founder Ken Walker got the idea of
trademarking and licensing to apparel makers and others the symbols 01-01-00 as a
sort of numeric shorthand for the approaching millennium. Before beginning the
arduous and costly task of trademarking it worldwide, Walker used a business plan
complete with sales forecasts to convince big retailers it would be a good idea to
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promise to carry the 01-01-00 goods. It helped make the new venture a winner long
before the big day arrived. "As a result of the retail support up front,” Walker says,
"we had over 45 licensees running the gamut of product lines almost from the
beginning."

These middle-stage enterprises may draft plans to help them find funding for
growth just as the startups do, although the amounts they seek may be larger and the
investors more willing. They may feel the need for a written plan to help manage an
already rapidly growing business. Or a plan may be seen as a valuable tool to be used
to convey the mission and prospects of the business to customers, suppliers or others.

Plan an Updating Checklist

Here are seven reasons to think about updating your business plan. If even
just one applies to you, it's time for an update.

1. A new financial period is about to begin. You may update your plan annually,
quarterly or even monthly if your industry is a fast-changing one.

2. You need financing, or additional financing. Lenders and other financiers need an
updated plan to help them make financing decisions.

3. There's been a significant market change. Shifting client tastes, consolidation
trends among customers and altered regulatory climates can trigger a need for plan
updates.

4. Your firm develops or is about to develop a new product, technology, service or
skill. If your business has changed a lot since you wrote your plan the first time
around, it's time for an update.

5. You have had a change in management. New managers should get fresh
information about your business and your goals.

6. Your company has crossed a threshold, such as moving out of your home office,
crossing the $1 million sales mark oremploying your 100th employee.

7. Your old plan doesn't seem to reflect reality any more. Maybe you did a poor job
last time; maybe things have just changed faster than you expected. But if your
plan seems irrelevant, redo it.

Finding the Right Plan for You

Business plans tend to have a lot of elements in common, like cash flow
projections and marketing plans. And many of them share certain objectives as well,
such as raising money or persuading a partner to join the firm. But business plans are
not all the same any more than all businesses are.

Depending on your business and what you intend to use your plan for, you
may need a very different type of business plan from another entrepreneur. Plans
differ widely in their length, their appearance, the detail of their contents, and the
varying emphases they place on different aspects of the business.
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The reason that plan selection is so important is that it has a powerful effect

on the overall impact of your plan. You want your plan to present you and your
business in the best, most accurate light. That's true no matter what you intend to use
your plan for, whether it's destined for presentation at a venture capital conference, or
will never leave your own office or be seen outside internal strategy sessions.
When you select clothing for an important occasion, odds are you try to pick items
that will play up your best features. Think about your plan the same way. You want
to reveal any positives that your business may have and make sure they receive due
consideration.

Types of Plans

Business plans can be divided roughly into four separate types. There are
very short plans, or miniplans. There are working plans, presentation plans and even
electronic plans. They require very different amounts of labor and not always with
proportionately different results. That is to say, a more elaborate plan is not
guaranteed to be superior to an abbreviated one, depending on what you want to use
it for.

« The Miniplan. A miniplan may consist of one to 10 pages and should include at
least cursory attention to such key matters as business concept, financing needs,
marketing plan and financial statements, especially cash flow, income projection
and balance sheet. It's a great way to quickly test a business concept or measure the
interest of a potential partner or minor investor. It can also serve as a valuable
prelude to a full-length plan later on.

Be careful about misusing a miniplan. It's not intended to substitute for a full-
length plan. If you send a miniplan to an investor who's looking for a comprehensive
one, you're only going to look foolish.

. The Working Plan. A working plan is a tool to be used to operate your business. It
has to be long on detail but may be short on presentation. As with a miniplan, you
can probably afford a somewhat higher degree of candor and informality when
preparing a working plan.

A plan intended strictly for internal use may also omit some elements that
would be important in one aimed at someone outside the firm. You probably don't
need to include an appendix with resumes of key executives, for example. Nor would
a working plan especially benefit from, say, product photos.

Fit and finish are liable to be quite different in a working plan. It's not
essential that a working plan be printed on high-quality paper and enclosed in a fancy
binder. An old three-ring binder with "Plan™ scrawled across it with a felt-tip marker
will serve quite well.

Internal consistency of facts and figures is just as crucial with a working plan
as with one aimed at outsiders. You don't have to be as careful, however, about such
things as typos in the text, perfectly conforming to business style, being consistent
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with date formats and so on. This document is like an old pair of khakis you wear
into the office on Saturdays or that one ancient delivery truck that never seems to
break down. It's there to be used, not admired.

« The Presentation Plan. If you take a working plan, with its low stress on
cosmetics and impression, and twist the knob to boost the amount of attention paid
to its looks, you'll wind up with a presentation plan. This plan is suitable for
showing to bankers, investors and others outside the company.

Almost all the information in a presentation plan is going to be the same as
your working plan, although it may be styled somewhat differently. For instance, you
should use standard business vocabulary, omitting the informal jargon, slang and
shorthand that's so useful in the workplace and is appropriate in a working plan.
Remember, these readers won't be familiar with your operation. Unlike the working
plan, this plan isn't being used as a reminder but as an introduction.

You'll also have to include some added elements. Among investors'
requirements for due diligence is information on all competitive threats and risks.
Even if you consider some of only peripheral significance, you need to address these
concerns by providing the information.

The big difference between the presentation and working plans is in the
details of appearance and polish. A working plan may be run off on the office printer
and stapled together at one corner. A presentation plan should be printed by a high-
quality printer, probably using color. It must be bound expertly into a booklet that is
durable and easy to read. It should include graphics such as charts, graphs, tables and
illustrations.

It's essential that a presentation plan be accurate and internally consistent. A
mistake here could be construed as a misrepresentation by an unsympathetic outsider.
At best, it will make you look less than careful. If the plan's summary describes a
need for $40,000 in financing, but the cash flow projection shows $50,000 in
financing coming in during the first year, you might think, "Oops! Forgot to update
that summary to show the new numbers.” The investor you're asking to pony up the
cash, however, is unlikely to be so charitable.

« The Electronic Plan. The majority of business plans are composed on a computer
of some kind, then printed out and presented in hard copy. But more and more
business information that once was transferred between parties only on paper is
now sent electronically. So you may find it appropriate to have an electronic
version of your plan available. An electronic plan can be handy for presentations to
a group using a computer-driven overhead projector, for example, or for satisfying
the demands of a discriminating investor who wants to be able to delve deeply into
the underpinnings of complex spreadsheets.

(Source: The Small Business Encyclopedia, Business Plans Made Easy, Start Your
Own Business and Entrepreneur magazine).
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What is a business letter?

It is used for various purposes like introducing a business, offering a business
deal to other organization, accepting an offer, denying an offer, introducing new
schemes for customers, extending business contracts, canceling a deal, correcting
mistakes in invoices, returning goods, offering help, giving good and bad news,
apologizing, etc.

It should be concise yet detailed. Being concise does not mean you must use
several numbers of short sentences. It will sound unprofessional and would become
difficult to compile them and understand the context. Unless you are conveying clear
and complete message, the readers would not be able to fathom the matter. Also
Important is that the letter should not have any typographical and grammatical error.

Take a look at the following points that will help you in drafting a business

letter:

Make sure that the letter is typed even if have the best handwriting. Use
MS word for typing so that you can correct spelling mistakes while
typing and even spell check it after finishing. More importantly, select a
readable font such as Arial, Verdana, Times New Roman.

Print the letter on a letter head bearing company logo, name and address.
If you don't have a letter head, then type your name, designation and
address at the top of the page. For authenticity, you must stamp it.

- Mentioning the date in a letter is a must as it serves the purpose of
reference in further letter regarding the same topic.

After the date, you need to write full name, designation and full address
of the recipient.

Insert greeting to the person whom the letter is written. You have to use
formal language even though the recipient is your fast-friend. This
formal salutation is accepted in business communication - Dear Mr.
Brown followed by a colon or a comma.

Now, you can actually begin to write the main message of the letter. In
the first paragraph, you have to introduce yourself if the receiver does
not know you. You could begin with a sentence like "We had recently
met in a conference”, or "l had purchased a SIP from your company two
months back."

After that you have to clearly mention the purpose of the letter. Suppose
you are writing the letter for complaining about a product you recently
purchased. Mentioned the product name and model, date of purchase,
and the warranty it carries. Including complete details will create a
ground for carrying the communication forward.

Mention the reason of complaining or the types of problems the product
Is giving you in the next paragraph. Whether the problem is one or more
than one, include them all either with number or a bullet for each.
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- Next, specify how you intend to get rid of the problem. If the problem is
due to any manufacturing defect and the product is still under warranty,
ask for a replacement. If the warranty period of over, request them to
send a service man immediately to rectify the problem.

- End the letter with a complimentary close such as sincerely, thanking
you, regards, etc.

- The last thing is you need to type your name and sign the letter.

Let's hope that we have made the definition of a business letter clear. Also the
extra information about drafting the letter would help you accomplish your goal.

Types of Business Letters

Business letter is an old form of official correspondence. A business letter is
written by an individual to an organization or an organization to another organization
or to their clients. It is written for diverse reasons. One writes a letter to inquire
information, apply for a job, acknowledge someone's work, and appreciate one's job
done, etc.

As the motive of writing the letter is different, the style of the letter changes
and you get different types of business letters. No matter what is the motive of
writing the letter, accuracy is essential. If you are able to achieve it, you can surely
receive a timely response from the people the letter is sent to.

Let's have a look at the most common types of business letters:

Acknowledgement Letter: This type of letter is written when you want to
acknowledge someone for his or her help or support. It can be used to express your
gratitude towards someone for being with you in the time of trouble, or the financial,
emotional and moral support you received from them.

Apology Letter: An apology letter is written for a failure in delivering the
desired results, and any mistake that has caused trouble for others. With the letter,
you can confess your wrong doings and put your stand in a firmer manner on
rectifying them.

Appreciation Letter: An appreciation letter is written to appreciate some one's
work in the organization. This type of letter is written by a superior to his junior. An
organization can also write it to other organization, thanking the client for doing
business with them.

Complaint Letter: A complaint letter is written to express you displeasure
against some product or service delivered to you by others. You can also use it to
show that you are not happy for the price charged to you on the invoice, or the
service quality.

Inquiry Letter: It is clear from the title itself that the letter of inquiry is written
to make an inquiry. The inquiry could be about a product or service, renting an office
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or a residential place, business terms, etc. If you have ordered a product and yet not
received it then you can write a letter to inquire when you will be receiving it.

Order Letter: This letter as the name suggests is used for ordering products
and services. It should contain correct information about the thing you are ordering
with the desired quantity and expected price. It is used as a legal document to
guarantee the transaction between customers and businesses.

Letter of Recommendation: This type of letter is written to recommend a
person for a job position. It states positive aspects of the applicant's personality and
how he/she would be an asset for the organization. It is also used for promoting a
person in the organization, recommending a supplier, vendor or a contractor to a
company.

These are the common types of a business letter. The number may even
increase since there are several reason a company or an individual would need to
write it.

Sections of a Business Letter

Business letter has to be organized logically so that it is clear, complete and
cohesive. Its holds a great importance in the business world and is used as a legal
document to present a proof for any kind of disputes in the future. It serves as a
representation of the company and its business ethics and professionalism. It should
look simple yet elegant, and exude the feeling as if written by a professional.

To make it sound professional and appear cohesive, it is necessary to
understand the sections of a business letter. All the parts have to be neatly drafted so
that the letter appears organized.

Take a look at the following points about various sections of the letter:

Heading: Business letter should always be written on a letterhead. The
letterhead should be printed with company name, logo, address and contact details.
The heading of the letter gives the receiver an idea about who has sent the letter. If
there is no letterhead, type the heading.

Date: The date has to written exactly below the letter head. The date is
important part of a letter and can be used as a reference. The date has to be written in
full with day, month and year. Take a look at this example: 20 October 2005 or
October 20, 2005 Reference: While the need to use the reference part would depend
on the writing purpose, you can use it to refer to the invoice number, complain
number in case you are writing it for a second time.

Addressee: The next important part is the receiver's address. You need to
include the name of the receiver, his designation and complete address. The inside
address and the address on the envelope should always be the same.

Salutation: This is the opening line of the letter. It should begin with a
greeting. In a formal business letter, you need to write dear followed by Mr./Ms. with
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his or her last name. You should never include only the first name of the person. It
looks unprofessional.

Body: In the first line of the opening paragraph, clearly mention the message
of your letter. The letter should be able to convey your message directly to the reader.
It has to be concise but informative stating the reason for writing. The message you
intend to forward must be received easily by the addressee.

In the next two paragraphs, discuss each point separately. Suppose the
opening paragraph reads about ordering a product for home use, explain how you
intend to make payment and where you want it to be delivered. The last paragraph
should sum up the letter and ask the receiver to take an action based on your letter.

Complimentary Closure: In the end of the letter you have to use
complimentary close. You can use words like "Yours Faithfully”, or "Yours
Sincerely"”. Comma has to be included after the close. You have to insert your full
name at the end leaving few spaces to sign the letter.

After this is done, you can include the enclosures. Make sure that you
proofread the letter before printing it finally.

(Source: www.bestsampleresume.com/letters/)
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