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JlaHHbIE ~ METOAMYECKHE  yKa3aHWUs [peJHa3HAYeHbl [JIsl  CTYJICHTOB,
oOyvaroruxcst 1o crnenuanbHocTH 062100 “Ympasnenne mnepconamom”. OHu
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['pamMmarrueckue ympaKHEHUs HAMpaBlIeHbl Ha pPACIIUPEHUE CIOBAPHOTO
3amaca, KOppeKTUPOBKY HABBIKOB PACIO3HABAHUS I'PAMMATUYECKUX U JIEKCUYECKUX
eAUHUI] MO0 WX (opMaNbHBIM TpHU3HAKAM. Psn 3agaHuii TPEHUPYIOT S3BIKOBYIO
JOTaJKy.

Jlekcuka M MOSICHEHUSI K TEKCTaM CHUMAIOT TPYAHOCTH MpHU UX uTeHuu. Equnas
oOass TeMaTH4ecKass HAlpaBICHHOCTb TEKCTOB I103BOJIAET OOECIEYUTh HAa BCEM
OPOTSKEHUU Kypca 00y4eHHs BBICOKYIO €CTECTBEHHYIO IIOBTOPSEMOCTh KaK JIEKCUKU
TaK ¥ TpPaMMaTUYECKUX SIBJICHUU.



1 Business Structure

1.1 Read and translate the following words into Russian without using a
dictionary

- company; - function;

- business; - technical,

- structure; - aspect;

- department; - personnel;

- corporation; - communication;
- nature; - Interview;

- service; - vacancy;

- manager; - position;

- activity; - technique;

- policy; - qualification;

- operation; - professional;

- organization; - characteristics;
- effective; - candidate;

- combination; - resume;

- situation; - career.

1.2 Check up if you remember the meaning of the following verbs

- to depend on; - to perform; - to consider;
- to provide; - to vary; - to choose;

- to head; - to cope; - to include;

- to involve; - to recruit; - to expect;

- to spend; - to possess; - to evaluate;

- to communicate; - to chair; - to adhere;

- to coordinate; - to conduct; - to process;

- to effect; - to refer; - to specialize;
- to organize; - to use; - to list.

- to control;

1.3 Find the words close in meaning

1 company; 1 commodities;
2 goods; 2 target;

3 to head; 3 subordinate;
4 objective; 4 to hire;

5 utilization; 5 to waste;

6 employeer; 6 to measure;

7 to recruit; 7 to change;



8 evaluate; 8 application;
9 to vary; 9 to lead;
10 to spend. 10 business.

1.4 Complete the following sentences using suitable words or phrases from
the box below

director superior employee
middle manager subordinate work-force
junior executive colleague

supervisor staff

1 The group of executives working below the top managers are generally called

2 Laura is an important person in our company. She is a member of the Board of

3 Peter has been with the firm for a year. He is at present a ... and is being
trained for a managerial position.

4 Their ... is expanding rapidly. They now have over 5.000 employees.

5 At least 50% of our ... have been with the company over ten years.

6 We are a small group in the Research and Development Department.
Fortunately, I get on well with all my ... .

7 Our telephone operators work under the direction of a ......

8 I work under Mr. Brown. He is my ....

9 Sheila and Tom work under my authority. I am their boss and they are my .....

10 I am responsible for .... training and development.

1.5 Complete the following chart

Person Noun Verb Adjective
manager management manage managerial
or managing
training ———
performer —
planning —_—
depend
make ———
— —— decide
communicate
employee ——
—— variety
operating




1.6 Memorize the following words and word-groups from the text

to have much in common — uMeThr MHOTO OOIIIETO

to depend on the level (position) — 3aBHCETH OT 1OTKHOCTH

to spend a great deal of time — TpaTuTh MHOTO BpeMeHU

to meet (to perform) objectives — mocTurath 1eau

successful — ycrenniit

interpersonal skills — MeXJIMUHOCTBIE HABBIKU

least understood — HamMeHee MO THBIH

personnel department — oTen kaapos

to recruit (to hire) — mpuHUMAaTH HA PabOTY

training courses — MOATOTOBUTEIHHBIC KYPCHI

to possess — 00J1a/1aTh, BIIAJICTh

to chair a meeting — ObITh TIpeICEATEIEM COOpaHUS (3aceaHmsl, COBEIIIAHMS )

to post a list of vacancies — BbIBEIIIMBAaTh CIMCOK BaKaHCHI

notice board — nocka oObsSIBICHUN

to be referred for a position — ObITh Ha3HAYEHHBIM Ha JIOJKHOCTh

advertising (ad) — pexinama

technique — 31.TaKkTHKa

a set of qualifications — mepedyeHb kauecTB

experience — OTbIT

standard application form — ctangapTHbIN O6J1aHK

one-to-one interview — MHTEPBBIO ““OJIMH HA OJIUH"

panel interview — HHTEpPBbIO C HECKOJIBKUMH MPETEHACHTaAMHU

“deep” end interview — WHTEPBBIO, BO BPEMsi KOTOPOTO MPETEHACHT 00s3aH
MOKa3aTh HATJISHO BIIAJICHUE CIIEITUATLHOCTHIO

to cope with — cripaBisIThCA ¢ UeM-THUO0

to be aware of — oco3HaTh

organization culture — B3aMOOTHOILIEHHS B OpraHU3aluu

accounting — Oyxyuer

data processing — 00paboTKa JaHHBIX

1.7 Read the text, try to understand it to be able to do the assignments that
follow

Business Structure

Each company has its business structure. Many companies have much in
common in their structures. The number of departments in corporation depends on the
size of the company and on the nature of the goods and services it provides. All
departments are headed by managers.

In most companies the activity of a manager depends on the level at which
he/she is working. Top managers are involved in long range planning, policy making,
and the relations of the company with the outside world. Middle management and
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supervisors make day-to-day decisions. Managers at this level spend a great deal of
time communicating, coordinating and making decisions affecting the daily operation
of their organization.

Effective managers meet their company's objectives through a successful
combination of planning, organizing, directing, and controlling. In order to perform
these management functions, managers need not only organizational and technical
but also interpersonal skills. Managers perform various functions, but one of the most
important and least understood aspects of their job is proper utilization of people.

A corporation with many employees may need a personnel department.
Personnel department recruits new employees and organizes training courses. A
qualified personnel manager should possess good communication skills. He/she
should be able to chair a meeting, to conduct an interview with job applicants. There
are many ways in which an organization can recruit personnel. Posting a list of
vacancies on the company notice board is fairly common. A subordinate may be
referred for a position by his/her superior. Advertising is a commonly used technique
for recruiting people from outside. The personnel manager has two sets of
qualifications to consider if he wants to choose from among the applicants. He/she
must consider both professional qualifications and personal characteristics. A
candidate's education, experience and skills are included in his/her professional
qualifications. These can be listed on a'resume (American English) or CV (Curriculum
Vitae - British English). Many companies expect all personal information to be
entered on a standard application form. Personal characteristics must be evaluated
through interviews. There are different kinds of interviews: traditional one-to-one
interviews, panel interviews where one or more candidates are interviewed by a panel
of interviewers and even 'deep-end' interviews where applicants have to demonstrate
how they can cope in actual business situations. The atmosphere of an interview may
vary from the informal to the formal ones.

A good manager should be aware of the type of organization culture his/her
corporation adheres to. There are now five broad fields of business that offer exciting
careers: management, marketing, accounting, finance, and data processing. Within
each of these fields there are specific jobs in which one can specialize. For example,
within the field of management you can specialize as a general manager, a production
manager or a personnel manager.

1.8 Say whether the following statements are true or false

a) Many companies have little in common in their structure.

b) Top managers are involved in long range planning, policy making and the
relations of the company with the outside world.

c) Lower-level managers make day-to-day decisions.

d) In order to perform their management functions, managers need only
organizational and technical skills.

e) A corporation with many employees may need a personnel department.

f) An organization can recruit personnel only by means of advertising.



g) Many companies expect all personal information to be entered on a standard
application form.

h) There are a lot of kinds of interviews.

1) A good manager should be aware of the type of organization culture.

j) There are now seven broad fields of business that offer exciting careers.

1.9 Answer the following questions

— What does the number of departments in corporation depend on?

— Who heads the departments?

— What decisions are top managers involved in?

— What are the main duties of middle management?

— The most important function of managers is proper utilization of people,
isn’t it?

— Are there many ways of recruiting personnel?

— What are the duties of the personnel manager?

— What kinds of interviews are there?

— Should a good manager be aware of the type of organization culture?

1.10 Make up sentences based on the text with the following phrases

— business structure;

— the activity of a manager;
— top managers;

— middle management;

— successful combination;
— apersonnel department;
— a company notice board;
— personal characteristics;
— one-to-one interview;

— organization structure.

1.11 Retell the text in detail

1.12 What are the advantages and disadvantages of the following
recruitment sources?

publishing vacancies in the company magazine;
keeping a data base/files;

advertising in speciality publications;
advertising in the national or regional press;
radio and television advertising;

employment agencies (public and private).



1.13 Look at the advertisement. What do you think the job might involve?
What kind of person would be suitable?

Receptionist/
General assistant

for busy 3 star hotel in Jersey.
Applicants must be mature and out-
going, with a minimum of one year’s
experience. An excellent salary, a
uniform and your own bedroom will
be provided.
Please supply a recent photograph
and C.V. to:
Alan Chalmers
Trinity Hotel, Jersey
Tel.: 0534 199388

1.14 Read Penny Wright’s letter of application. How suitable do you think
she is for the job?

Ferns Hotel

6 Arundel Place
Brighton
England

14 January, 1998
Dear Mr Chalmers,

I am writing to apply for the job of Receptionist/General Assistant, which you
advertised recently in Hotel & Cafering Magazine.

1 am 25 years old. [ have 5'O' level passes, including French and Mathematics. |
also have the Pitman Secretarial Diploma. Since leaving college I have had several
years' experience doing secretarial and general office work in London, including
several months as receptionist for a large company.

At the moment I am working as a receptionist at the Ferns Hotel, a small private
hotel in Brighton. I have been employed there for the past six months.

I am interested in working as a receptionist in your hotel as I enjoy hotel work
and now I would like to broaden my experience.

I enclose a photograph and a full curriculum vitae, and I would be happy to send
any further details you may require.

Yours sincerely
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Penny Wright

1.15 Image that you are the member of the local council. You are to select
somebody for the vacant post. Discuss the four applicants and rank them
according to their suitability

WANTED EXPERIENCED SOCIAL WORKER

Preferably full-time, to work in Fairview Estate. Needs car. Some evening and
weekend work.

Council flat available.

Salary £ 7.000 p.a.

Apply to Lindon Borough Council.

Fairview Council Estate

built 1968-72, many high-rise flats;

large number of one-parent families;

no youth club; widespread vandalism; large promotion of old-age pensioners;

one pub; secondary modern school, two primary schools.

Applicants

Freda Hastings, 35

Divorced; 2 children aged 8 and 6; trained as a social worker 10 years ago; no
employment in the last eight years; no car; would like half-time job; cannot work
evenings or weekends; bad health; cheerful personality, likes children; needs a bigger

flat.
Harold Winter, 23

Single; just finished training as a social worker; some experience in running a
youth club; has a motor-bike; not many friends; spends more than he earns; insecure
personality; likes working evenings; wants £ 7.200 p.a.

Sue and Mike Darrell, 28 and 32

Married; 3 children aged 6, 4 and 1; both trained social workers; went to work
in Africa for six years after training; would like to share the job because of the
children; will not accept any job for less than £ 4.000 each p.a.; no car; would like a
house; very interested in political work; no experience in working with old people; do
not want to work weekends.

Robert Ludlow

49 Married; no children; has a car; worked as lorry driver; barman and nigh
watchman before training as a social worker 10 years ago; has had five jobs in the
last four years; suffered from alcoholism, now cured after therapy; marriage
problems; a bit short-tempered; wants to make a new start; gets on well with older
people; very strict with children and youngsters.

1.16 Remember the following Job Titles

manager — | pyKOBOJIUTENb, YIPABISIOUUN MEHEDKEP, AUPEKTOP
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2 3aBeyIONIUH, aIMUHUCTPATOP
Personal Staff Manager
} — HA4aJIbHUK OTJeNa KaJapoB
Labour Manager
Employment Management — 3aBetytoluii oT1€J0M Haiima
Administrative Manager — 1 pyKoBOAMTEb; YIPaBISIOLIUN
2 aIMUHUCTPATOP
General Manager — 1 riaBHBbIN yripaBistomuni
2 reHepaabHbIN AUPEKTOP
Operating Manager
} — IMPEKTOP-PaACIOPSAUTEID
Operations (Am.)
Sales Manager — 1 koMMepYeCcKuii TUPEKTOP
2 HavyaJIbHUK OT/eJa cObITa
Commercial Manager — KOMMepUeCKH TUPEKTOP
Chief Manager — renepaJibHbI JUPEKTOP
Business Manager — KoMMep4eCKUl TUPEKTOP
Branch Manager — 1 pykoBoaurens ¢unuana
2 pyKOBOJAMTEIb OTAEIEHUS
3 HayaJlbHUK y4dacTKa
Deputy Manager — 3aMecTUTENb YIPaBIAIOLIETO

Advertising Manager
Promotion Manager — 3aBEAYIOLINN OTAEIIOM PEKIIaMBbI
Publicity Manager

2 Classification of Organization Cultures
2.1 Types of Organization Cultures. Read the text and answer the questions

a) How many types of organization cultures are there?
b) What is the difference between Power Cultures and Role Cultures?
c) How do Task Cultures differ from Individual Cultures?

Organization Cultures

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations among the manager and employees.
Manager's success is related to his/her charisma and influence, rather than to his/her
knowledge and experience. The style of the chief executive is the model for other
managers. In organizations of this type managers shall be tough-minded and
aggressive.

Role Cultures. In these cultures manager's role is completely related to his/her
place within a centralized system. His/her success depends on how well this manager
adheres to rules, procedures, and precedents. Individualism and aggression are not
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valued in these cultures. Employees in these organizations should not get out of the
limits of their role.

Task Cultures. In organization of this type they value everything that makes it
possible "to get the work done." The main concern in these organizations is with
successful fulfillment of their projects. Manager's success is related to his/her
knowledge and experience required to achieve tasks, rather than to meet the
requirements of his/her role.

Individual Cultures. In organizations of this type the most possible freedom of
expression is valued. Effectiveness of any activity in these organizations is rated by
how much the activity satisfies the staff, rather than by how well it conforms with
business plans. Independence, creativity and experiment are also valued in these
organizations.

Notes to the text:

power culture — CUIOBOM TUIT B3aUMOOTHOIIIEHU

self-reliant — yBepeHnHslii B cebe

highly-competitive — BBICOKO KOHKYPEHTHBI

charisma — xapusma

tough-minded — ynpsiMbIii, HECTOBOPUYUBBIN

role-cultures — poseBoil TUIT B3aMMOOTHOIIEHUH

to adhere — mpuaep>xuBaThCs

precedent — nmpeneeHT

task cultures — Tun B3aMMOOTHOILIEHUH, HAalIEJICHHBIN Ha BBIIIOJIHEHUE 3a/1a4
successful fulfillment — ycnemHnoe BeimoaHEHNE

individual cultures — B3auMOOTHOIIIEHHE WHANBUAYATBHOCTEH
to satisfy — ynoBneTBopsTh

to conform — COOTBETCTBOBATH, MOAUYUHATHCSA

creativity — KpeaTUBHOCTb

to value — 1ieHuTH

2.2 Complete the sentences according to the text

In power cultures manager’s success is related to ...

The style of the chief executive is...

In role cultures manager’s succses depends on ...

Individualism and aggression ...

In task cultures manager’s succses is ...

The main concern of the organization is ...

In organizations of individual cultures the most possible freedom ...
Independence, creativity, and experiment ...

2.3 Work in pairs. (Explain to your fellow student the difference between
organization cultures. What advantages and disadvantages does each of them
have? Find the information in the text to prove your point of view.)
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2.4 Retell the text in short.

3 Senior, Middle and Junior Managers

3.1 Translate the following text in the written form

Senior, Middle and Junior Managers

Senior managers are involved with the running of the company as a whole. They
are busy with such global concepts as the principles of management, the organization
of the company and its rationale, decision-making procedures, long-term planning,
and defining the company image. They also have special areas of responsibility such
as finance, human resources, or marketing.

In terms of job skills senior managers need chairing meetings, participating in
meetings, negotiating, giving formal presentations and socializing - especially
entertaining.

Many of the 'comments on senior managers, above, apply to middle and junior
managers, who may after all be the same people at the earlier stage of their careers.
There are, however, some differences. Middle and junior managers work within a
more closely defined area than senior managers: they are not concerned with the
running of the company as a whole, but with a particular department or production
area. They normally deal with very practical everyday matters such as procedures for
dealing with problems, budgets, targets, and staff relations.

In terms of job skills, middle and junior managers also need meetings skills but
they are less likely to need to chair meetings. They need presentation skills, but may
not need to make very formal presentations. They are more likely to need telephoning
and report-writing skills, as they will probably not have support from highly qualified
executive secretaries. When dealing with people from outside the company, they will
probably be more informal. Other skills requirements will depend on the job.

A good manager should be aware of the type of organization culture his/her
corporation adheres to.

3.2 Match the two parts of the sentences

1 Senior managers are|... such global concepts as the principles of
involved with management, the organization of the company.

2 They are busy with ... very practical everyday matters.

3 Middle and junior managers | ... meetings skills, presentation skills
work within telephoning skills, report-writing skills.

4 They normally deal with ... the type of organization culture.

5 Middle and junior managers | ... a more closely defined area.
also need

6 A good manager should be | ... the running of the company as a whole.
aware of
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3.3 Remember the following titles

Managers, executives and directors

1. Manager and executives: UK
Fun and Sun Holidays management organigram

Non-executive directors

Senior
executives/
Top
executives/
Executive
directors

Middle
managers

chief executive/managing director

chairman/ chairwoman

[\

chief financial marketing human IT research
officer/finance director resources director director
director director
accounts Sales Customer
department manager services
manager manager

Line manager (in travel agency branches)

3.4 Job descriptions. Match the jobs with their descriptions

1 Managing Director

2 Secretary

3 Finance Director

4 Chief Accountant
5 Human Resources

6 Purchasing Manager

7 Assistant General Manager

& Director

Development

9 Production Manager

of Research and

A. He makes the product which the
company sells.

B. He buys all the things that the company
needs.

C. His job is to make sure that the company
has a good image.

D. His job is to find and test new products.
E. He is responsible for everything when
the boss or Director is away.

F. She types letters, files papers, makes
appointments for the boss.

G. He has general responsibility for the
whole company.

H. His job is to make sure that the company
produces the goods which people want to
buy.

I. He does the books and prepares the
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balance sheets.

10 Marketing Director J. He is the company’s people manager.

11 Sales Director K. He is in charge of people who sell the
products.

12 Public Relations Manager L. He looks after the company’s money.

3.5 Guess what responsibilities each person may have
TAPESCRIPT:

Speaker 1:

Every six months we produce a report showing how, the company is doing. This
past week, we’ve been busy with our accountants preparing the results that will be
included in our next report.

Speaker 2:

I’m a member of a team of engineers and we’ve just finalised the design of our
new portable computer. This model will be more powerful and more adaptable than
our previous one. We’re constantly looking for new ideas and experimenting with
new products.

Speaker 3:

Before selling our latest product, our department must decide in which regions it
will be the most successful and what types of consumer we want to reach.

Speaker 4.

Communication is key aspect of my department’s work. We answer enquiries
made by our customers and are also in contact with the press to inform them of our
new products and changes within the company.

Speaker 5:

We’ve been having problems with the quality of certain electronic parts made in
our factories. So several members of the department have got together to talk about
ways of improving some of our manufacturing techniques.

Speaker 6:

Our company is going through a difficult period and we have to reduce the
number of employees in several departments and review salaries throughout the
organisation.

Speaker 7:

In today’s changing work environment, computer systems play an essential role
in how the company is run. In our department we not only ensure that all systems are
working properly but we also design and develop new applications to make it easier
for our employees to exchange and share information.

KEY:

1 e Finance 5 f Production

2 g Research and Development or 6 d Personnel or Human Resources
R&D 7 ¢ Information Technology or IT

3 a Marketing
4 b Public Relations or PR
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4 Cultures and Culture
4.1 Read and translate the text
Cultures and Culture

Alexandra Adler is an expert in doing business across cultures. She is talking to a
group of British businesspeople.

Culture 1s the “way we do thing here”. “Here” may be a country, an area, a social
class or an organization such as a company or school. You often talk about:

- company or corporate culture: the way a particular company works, and the
things it believes are important.

- canteen culture: the way that people in an organization such as the police think
and talk, not approved by the leaders of the organization.

- long-hours culture: where people are expected to work for a long time each
day.

- macho culture: i1deas typically associated with men: physical strength,
aggressiveness, etc.

But you must be careful of stereotypes, fixed ideas that may not be true.

Distance and familiarity

Distance between managers and the people who work under them varies in
different cultures.

4.2 Look at these two companies

In Country A, managers are usually easy | In Country B, managers are usually more
to talk to - accessible and approachable - | distant and remote. Employees may feel
and there is a tradition of employees being | quite distant from their managers and
involved in decision-making as part of a [have a lot of deference for them:
team of equals. accepting decisions but not participating
in them.

This company is not Ve ierarchca Companie ntry B tend to be more
with only three management layers hierarchical than those in Country A, with
more management layers.
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Deference and distance may be shown in language. Some languages have many
forms of address that you use to indicate how familiar you are with someone. English
only has one form, 'you', but distance may be shown in other ways, for example, in
whether first names or surnames are used.

4.3 Read the new words according to the transcription; mind their
pronunciation and meaning

1 corporate culture — B3aMMOOTHOIIIEHHSI OCHOBaHHBIE HA OOIIKX IIEJISIX
2 canteen culture — B3aMMOOTHOIIEHUS, OTIIUYHBIE OT OPUITHATBHBIX
3 macho culture — B3aUMOOTHOIIICHUS, TTPEITOIATAFOIIUE HACUITHE

4 to associate — CBsI3bIBaTh, COCIUHATD

5 accessible — mocTymnHbII

6 approachable — TOCTHKUMBIIA, OXOTHO UAYIIUNA HA BCTPEUY

7 team — komMaHa, Opuramaa

8 hierachical — npucyTcTBYyeT UnHOHavYanMe

9 distant — oTeeHHBIN, XOJOAHBIN (ClIepKAHHBIN )

10 remote — oTHaJICHHBIN

11 to accept — mpuHUMATH, 1OITyCKaTh, IPU3HABATH

12 to participate in — yqyacTBOBaTh B

13 familiar — 6GM3KkuUi, XOPOIIIO 3HAIOIIUMA

4.4 Read and translate the following words without using a dictionary

- culture - typically

- expert - physical

- business - aggressiveness
- social - stereotype

- organization - distance

- company - tradition

- police - address

- ideas

4.5 Read this information about two very different companies and answer
the questions

The Associated Box Company (ABC) and the Superior Box Corporation (SBC)
both make cardboard boxes.

At ABC there are three levels of management between the CEO and the people
who actually make the boxes. At SBC, there is only one level.

Managers at ABC are very distant. They rarely leave their offices, they have
their own executive restaurant and the employees hardly ever see them. Employees
are never consulted in decision-making. At SBC, managers share the same canteen
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with employees. Managers have long meetings with employees before taking
important decisions.

Managers and the*CEO of SBC have an open-door policy where employees
can come to see them about any complaint they might have. At ABC, employees
must sort out problems with the manager immediately above them.

At ABC, employees call their managers 'sir'. At SBC, everyone uses first
names.

1 Which company:
a) is more hierarchical?
b) is more informal in the way people talk to each other?

2 In which company are managers:

a) more approachable?

b) more remote?

3 In which company are employees:

a) more deferential?

b) on more equal terms with their bosses?

4.6 Answer the following questions basing your answers on the text

1 Which type of company would you prefer to work?
2 What are the advantages and disadvantages of each type of company?
3 Is your organization more like ABC or SBC above?

4.7 Practice the reading of the following words and try to guess their
meaning

recruit, selection, process, company, agency, specialist, organization, situation,
vacant, service, engineer, national, person, position, formal, method, qualification,
candidate, group, discussion, individual, interview, personality.

4.8 Give the translation of the following nouns formed from the verbs

to recruit (Habupatp) P recruitment

to apply (mpumensts)—p> application

to persuade (yoexnars) ¥ persuader

to complete (3aBepiats) ~— P completion

to build (ctpouts) —pp builder

to select (orOupats) — selection

to qualify (kBanu¢urposats)— qualification
to employ (ucnomnb3oBats) — P employer

to appoint (Ha3Ha4aTh) —p appointment
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4.9 Read the following vocabulary. Try to remember words and word
combinations

to recruit
to hire }— HaHUMAaThb Ha paboTy
to employ
recruitment agency
} - OIOPO MO TPYA0YCTPOUCTBY

employment agency

directly - mpsiMo, HeTTOCpeICTBEHHO

to headhunt — mepemanuBaTh COTPYAHUKOB JIpyrux (upmM, rpeanaras um Oosee
BBICOKYIO OTLIIaTy

to persuade — yoexxaaTh

situation

post JOJDKHOCTD
position

curricular vitae (CV) — aBroonorpadusi, aHKeTHbIE TaHHbIE

application form
} - 3asIBJIEHUE O MpUeMe Ha paboTy

letter of application

handwriting — HanmKCaHHOE OT PYKH 3asBJICHUE

to accept — coryamarbCs

psychometric test — ICHXOMETPUYECKUA TECT

intelligence — ym, UHTENEKT

to assess — OICHUBATH

personality — ocoOeHHOCTh XapakTepa, HHAUBUIYaTbHOCTh

to shortlist — cBOUTH CIMCOK K MUHUMYMY

to check — mpoBepsTh

references — pexkoMeH1alu

referees — maromue peKoMeHAAINN

to offer a job — mpeyarars padboty

5 Recruitment and Selection

5.1 Read the text and try to understand it to be able to do the assignments
that follow

A. Recruitment

The process of finding people for particular jobs is recruitment or, especially in
American English, hiring. Someone who has been recruited is a recruit or, in
American English, a hire. The company employs or hires them; they join the
company. A company may recruit employees directly or use outside recruiters,
recruitment agencies or employment agencies. Outside specialists called headhunters

20



may be called on to headhunt people for very important jobs, persuading them to
leave the organizations they already work for. This process is called headhunting.

B. Applying for a job

Fred 1s a van driver, but he was fed up with long trips. He looked in the
situations vacant pages of his local newspaper, where a local supermarket was
advertising for van drivers for a new delivery service. He applied for the job by
completing an application form and sending it in.

Harry 1s a building engineer. He saw a job in the appointments pages of one of
the national papers. He made an application, sending in his CV (curriculum vitae -the
'story’ of his working life) and a covering letter explaining why he wanted the job and
why he was the right person for it.

Note: Situation, post and position are BrE: CV; AmE: résumé or resume
formal words often used in job BrE : covering letter ; AmE : cover letter
advertisements and applications.

C. Selection procedures

Dagmar Schmidt is the head of recruitment at a German telecommunications
company. She talks about the selection process, the methods that the company uses to
recruit people:

We advertise in national newspapers. We look at the backgrounds of applicants:
their experience of different jobs and their educational qualifications. We don't ask
for handwritten letters of application as people usually apply by email; handwriting
analysis belongs to the 19th century.

We invite the most interesting candidates to a group discussion. Then we have
individual interviews with each candidate. We also ask the candidates to do written
psychometric tests to assess their intelligence and personality.

After this, we shortlist three or four candidates. We check their references by
writing to their referees: previous employers or teachers that candidates have named
in their applications. If the references are OK, we ask the candidates to come back for
more interviews. Finally, we offer the job to someone, and if they turn it down we
have to think again. If they accept it, we hire them. We only appoint someone if we
find the right person.'

5.2 Replace the underlined phrases with forms of words and expressions
form A, B and C opposite

Fred had already (1) refused two job offers when he went for (2) a discussion to
see if he was suitable for the job. They looked at his driving licence and contracted
(3) previous employers Fred had mentioned in his application. A few days later, the
supermarket (4) asked him if he would like the job and Fred (5) said yes.

Harry didn’t hear anything for six weeks, so he phoned the company. They told
him that they had received a lot of (6) requests for the job. After looking at the (7) life

stories of the (8) people asking for the job and looking at (9) what exams they had
passed during their education, the company (10) had chosen six people to interview,
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done tests on their personality and intelligence and they had then given someone the
job.

5.3 Answer the questions

If you work...

1 How did you get your job?

2 Was it advertised?

3 Were you interviewed for it ?

4 Was the selection process very long?

If you don’t work...

1 Have you applied for any jobs?

2 Were you interviewed?

3 How did it go?

4 What’s the usual process for getting your first job in your country?

5.4 Careers advice

Hard work?
Interests? Money?
Present .
. Work with
occupation?
your hands?
Qualifications? Work with other
people?
Leisure
activities? Indoors?
Out of doors?
Experiences?
Travel?
Student A Students B,C and D

You are note sure what career You work at the Careers Advice Centre.
would be best for you? So you go Interview Student A, and advise him/her
the Careers Advice Centre for an what career to take up.

interview. Answer their questions.
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This is a free role-play activity, in which students advise each other on what
career to pursue.

5.2 Look at the words and phrases in the captions, and establish what
questions a careers advice officer might ask, e.g.

Have you ever... before?

What do you do in your free time?

What qualifications do you have? Do you have a degree?
What do you do? What job do you have now?
What are your main interests?

Do you like hard work?

Do you want to earn a lot of money?

Are you good at working with your hands?
Do you enjoy working with other people?

10 Do you like working indoors or out of doors?
11 Do you like travelling?

O 001N DN K~ W —

5.3 Here is some advice about how to do well in job interviews. Do you
think it is all good advice? Would you add anything else?

Before the interview

Find out - everything you can about the firm. If you're interested in them, they'll
be more interested in you.

Think - about the job. What qualities does it require? And what makes you
the right person to get it?

Be prepared - to talk about yourself: your qualifications, your qualities,
your interests. You'll probably be nervous during the interview, so think about
what you'll say beforehand.

The interview itself

Be early - 1f you're late, the interviewer will think you're not very interested.
People who arrive late for interviews arrive late for work too. So allow for heavy
traffic, and getting lost*

Wear - reasonable clothes. Be comfortable, but smart.

Be polite - as you would when you meet any stranger.

Listen - What is the interviewer asking you? What does he/she want to know? If
you don't understand the question, say so!

Talk - clearly, at your usual speed. Don't mumble.

Answer - Don't always use just 'yes' or 'no'. Try to get a conversation
going.

Look - the interviewer in the eye. Don't look down at your shoes or out of
the window.

Be honest - If you don't know the answer to a question, don't be afraid to say so.
If you lie, the interviewer will probably catch you out.
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Sell yourself - The interview is a chance to advertise yourself, so get your good
points across.

Ask - questions yourself. About the job; about pay and conditions; about when
they will decide.

At the end of the interview, say thank you and leave; don't hang about.

Afterwards...

Try to decide how well you did. Think about what you were asked and how you
responded - it's one way of learning for yourself about coping with interviews.

5.4 Read four parts of Penny Wright’s interview for the job in the hotel.
How well did she do?

Applying for a job

Part 1

A I'm terribly sorry I'm late, I had rather an awkward time finding, finding your
office.

B That's quite all right. Please sit down. (Thank you, thank you.) Perhaps, now
I could start by asking you what kind of work you've been doing at the hotel in
Brighton?

A Well, er, for the past six months I've been working as a receptionist there,
which means that I've been answering the telephone, and generally working at the
reception desk, yes.

Part 2

B Now in this hotel we use the Receptel system, which I expect you know is a
computerised booking system. Are you familiar with that - would you know how to
use it?

A I don't think I would know straight off how to use it. I never have come
across that particular kind of booking system. Bur I have done office work previously
and used word processors and various office computers, so I'm, quite er quite
confident that 1 could probably learn quite quickly.

Part 3

B Now perhaps you could tell me why you want to leave your present job and
join us here?

A Well, I don't, I don't feel that a small private hotel in Brighton really um is
what I'm looking for. The hours are very very long and I don't really get paid very
much.

B You say the hours are very long. You mean you don't like working long
hours?

A Oh no, no, it's not that, it's not that I'm afraid of hard work or anything like
that, no. it's, it's very repetitive-work, and I don't feel that my qualifications are being
properly used.

Part 4

B Now, could I end by asking if you have any questions to ask me?

A Er, yes. Could you be more specific about what general assistant actually
involves?
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B It means roughly what it says, really. It's helping out with any day-to-day
problems that turn up, not just booking people in and welcoming guests but being if
you like part of junior management, helping us out day-today. We'd expect that.

A 1 see. And um I'd have holidays, would 1?

B You would have holidays, but perhaps we should leave that until you have the
job ... Well, thank you very much for coming along today, and we'll be in touch.

A Thank you, thank you.

5.5 Then discuss together how well Penny Wright did in the Interview.
Possible comments...

Part I: She arrives late and starts off feeling rather nervous. She doesn't
describe her work very well - she only mentions obvious things.

Part 2: A good response - honest but also positive and confident.

Part 3: Her first reply isn't very good - it gives the impression she's lazy and
only cares about money. She tries to correct herself, but not very successfully.

Part 4: Her first question 1s good (the advertisement is vaque about this), but the
interviewer doesn't answer it, so she should have tried to tie him down. Her second
question again gives the impression she doesn't like hard work, but the interviewer
should be willing to answer her question about holidays!

5.6 Dealing with questions

Business people often have to answer questions. You may have to respond to
questions during a meeting or after you have given a presentation. The language you
use becomes very important. It can give you certain helpful tactics to use in different
situations. Look at these useful phrases:

GIVING OPINIONS.

1 It seems to me that ...

2 I'd like to say that ...

3 As far as this ... is concerned ...

4 As far as | know (as far as we can see ...) ...

Reactions to questions.
SEEKING CLARIFICATION. (YTouHeHue Bonpoca)
1 Would you mind rephrasing the question? 1 didn't quite understand it.

2 Have I understood you correctly?
3 What do you mean by saying...?
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GIVING REASSURANCE. (BbipaxkeHue noiiep>KKH, YCIIOKOSHUS] )

I’d like to reassure you about this.

There is no need for concern on this point,
You need have no worries on that front.

I can understand your concern, but ...

AW N~

GIVING YOURSELF TIME TO THINK.

1 I'm glad you asked that question.
2 That's a very interesting question.

AVOIDANCE. (Yk/i0oHeHHE OT OTBETA).

1 I’'m afraid I can't give you an answer to that question at the moment.
2 I'd prefer not to comment on that at the moment.

3 Perhaps I could answer that question later.

4 Well, that would depend on various factors.

5.7 Read the following extracts from letters of application of four people talking about
their approach to applying for a job. Which speaker(s) do you agree with? What approach
did you use to get your present job? Does the approach you use depend on the job?

Applying for a job

1 I am very keen to work for your company because of its excellent reputation. I do
not have the specific qualifications or experience referred to-in your advertisement.
However, I am applying because I feel I am able to make up for this through hard work
and willingness to learn.

2 If you believe in the pursuit of excellence, then I am interested in joining your
company. I set high standards for" myself and expect them from others, especially the
organisations that I work for. I look forward to an opportunity to add to the list of
already outstanding achievements, which are outlined in my CV.

3 From my CV, you will see that five years at a chemicals multinational have given
me a solid business background. I am responsible for my department's logistical
planning, which has developed my organisational skills. However, I am now looking for
opportunities for further development and responsibility, which my present employer
cannot offer.

4 As a commercially aware and linguistically trained university graduate, I have a
broad range of employment experience at blue-chip companies in both the USA and
Europe. I am dynamic and creative, with a strong team spirit and leadership qualities. I
have a proven_record of working with individuals at all levels through highly developed
interpersonal and communication skills.
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5.8 Read the extracts again. There are certain formal phrases people use in
letters of application to talk about their qualities and achievements. Underline
phrases which mean the following:

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

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

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

d) I've worked with many different, important companies.

e) I've shown I can work with all kinds of people and get on with everyone.

6 Vocabulary for the World of Work

6.1 Idioms and Sayings

To work your fingers to the bone. To work really hard. She kept the family
together by working her fingers to the bone.

By the sweat of one's brow. To work really hard. She managed to keep the
company going by the sweat of her brow.

To sweat blood. To work very hard. She sweated blood to finish the project on
time.

To be snowed under. To be very busy. She wasn't able to finish the report as
she was snowed under with other work.

A close shave. When you come extremely close to a dangerous or unpleasant
situation or only just manage to avoid it. I nearly crashed the car this morning, it
was a close shave.

To get the sack. To be dismissed from your job. He was always coming late, so
eventually they sacked him.

To be fired. To be dismissed from your job. He was always coming late, so
eventually they fired him.

A golden handshake. To receive a large payment on leaving a company. She
won't have to find a job very quickly because she got a huge golden handshake from
her last job.

A dead end job. A job that has no chance of promotion or advancement. She
left the company because she was very ambitious but in a dead end job.

To crack the whip. To make someone work harder by threatening them. We
finished the project on time, but only because I really cracked the whip.

To cold call. To call potential customers without an appointment or previous
contact. The sales rep cold called customers from the business directory.

A big cheese. An important person, a leader (usually about business). Anita
Roddick is a big cheese in Body Shop.

A cash cow. A product or service that makes a lot of money for a company.
The new product has proved to be a real cash cow.

To break even. When expenses equal profits. The company broke even after
wo years.
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7 Keys answers

1.4

1 - middle manages;
2 - directors;

3 - junior executives;
4 - work-force;

5 - staff/employees;
6 - colleagues;

7 - supervisor;

8 - superior;

9 - subordinates;

10 - staff.

1.8
- False: a; d; f; h; j.
3.2

1 — the running of the company as a whole;

2 —such global concepts as the principles of management;

3 —a more closely defined area;

4 — very practical everyday matters;

5 —meting skills, presentation skills, telephoning skills, report-writing skill;
6 — the type of organization culture.
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1-G;
2-F;
3-L;
4-1;
5-1;
6 - B;
7 -E;
8-D;
9-A;
10 - H;
11 -K;
12 - C.



Cnucok ucCnoJb30BAHHbIX HCTOYHUKOB

1 David Cotton. Keys to Management-Logman / David Cotton. — Edinburgh:

[6.1.], 1998. — 224p.

2 AntonoB, O.WU. Aunrmmiickuii s3bIK Il OW3HECMeHa: y4eb. mocobue /
O."N.AntoHOB. — M.: <MHOOPMIIEUYATDbY, 1991. — 112c.

3 Boaoakosuu, H.B. English for Students of Economics / H.B. Bonoakosu4 [u
ap.]. — M.: [6.1.], 1990. - 115c.

4 ®enopoBa, JI.M. JlenoBoil aHTIMHCKUI s3bIK: yueO. mocobue: B 2 4. /
JIL.M.®enoposa. - M.: DxoHOMHUEcKOe 0003penue, 1995 - Y.2. — 8lc.

5 Muxeascon, T.H. COopHMK ynpa)KHEHHM 10 OCHOBHBIM pa3zjiejam
rpamMMatuky aHnrauickoro s3eika / T.H. Muxenscon, H.B. Ycnenckas. — JI.: Hayxka.
Jlenurpaackoe otaenenue, 1978. — 194c.

29



	Введение
	1 Business Structure
	2 Classification of Organization Cultures
	3 Senior, Middle and Junior Managers
	4 Cultures and Culture
	5 Recruitment and Selection 
	6 Vocabulary for the World of Work
	7 Keys answers
	Список использованных источников

