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BBenenue

JlaHHble METOAMYECKHE yKa3aHWs NpeJHa3HAa4YeHbl JJIsi OOy4YeHUs! aHTIMICKOMY
S3bIKY CTYINEHTOB (haKyJbTeTa JKOHOMUKM U yrpaBieHus. OHHM TOCTPOEHBI B
COOTBETCTBUM C TPEOOBAHUSMHU JCHCTBYIOIIEH MPOrpaMMbl MO AHTIUHCKOMY S3BIKY
JUTS HESI3BIKOBBIX CHEIUAIbHOCTEH BBICIIMX YUYEOHBIX 3aBECHUA.

[lenp METONMYECKHX YKa3aHWM — HAYYUThb CTYJIEHTOB YHUTAaTh W IOHUMAaTh
AHTJIOSI3BIYHYI0 OPUTHHAIIBHYIO JIUTEPATYpPY, Pa3BUBATh HABBIKU MPO(ECCHOHAIBHO —
OpPUEHTUPOBAHHOW PEYH.

Mertoauueckue ykazaHusi COCTOST M3 6 ypokoB. Bepyiiee MecTto B ypoke
3aHUMAIOT TEKCTbI, OTBEUYAIOIIIE BCEM TPEOOBAHUSAM U COJIEpIKAIUE B ceOE JICKCUKY
10 COOTBETCTBYIOIICH TEMATHUKE.

VYropaxkHeHus: TPEACTAaBISAIOT CcO0OM CHUCTEeMy 3aJaHWii, HANpaBICHHBIX Ha
pacUIMpEeHHe CIIOBAPHOTO  3amaca, KOPPEKTUPOBKY HABBIKOB  pAacCIIO3HABAHUS
JEKCUYECKUX EAUHMI] MO0 MX (OpPMaJbHBIM MpU3HAKaM. P 3amaHuil TpeHupyeT
S3BIKOBYIO JOTAJKY .

Jlexcuueckue ynpaKHEHHs U TIOSICHEHUSI K TEKCTaM CHUMAIOT TPYAHOCTU IIPU UX
yrenud. EpaunHas oOmias Temarthyeckass HaIpaBICHHOCTb TEKCTOB IO3BOJISIET
o0ecrieunTh Ha BCEM TMPOTSHKEHUHM Kypca OOYYEeHHsI BBICOKYIO E€CTECTBEHHYIO
IIOBTOPSIEMOCTD JIEKCUYECKHX SIBJICHUM.



1Unit 1. How to be a great manager

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

1) characteristic;
2) morale;

3) effective;

4) real,

5) criticize;

6) personal;

7) discrimination;
8) really;

9) optimist;

10) situation;
11) select;

12) position;
13) comment;
14) idea;

15) action;

16) fatal;

17) information

1.2 Memorize the following words and word-groups from the text “How to
be a great manager”

1) enormous - OrpOMHBIIf;

2) pride - ropaOCTS;

3) cheerful - xxu3HEpagOCTHBIH;

4) to keep up - moIepKUBATH;

5) morale - MOpaTbHOE COCTOSTHUE;

6) setback - mpensTcTBUE, MOPAKEHUE;

7) to promise - 00eIIaTh;

8) to arrive - mpuObIBATH;

9) to excel - MPeBOCXOUTH, BBIICIATHCS,

10) blame - OTBETCTBEHHOCTb;

11) to express - BhIpaXkaTh;

12) displeasure - HEJOBOJILCTBO;

13) to be aware of - oTgaBaTh cebe OTYET B 4eM-TTMOO, CO3HABAT;
14) error - ommuoKa;

15) praise - moxsaia;

16) to reprimand - 0OBSBISATH BBITOBOP;

17) poor performance - moxas pabora;

18) straightforward - yecTHBIN, OTKPOBEHHBIH, IPSMOIA;
19) to anticipate - npeABUAETh, NPEAYIPEXKIATH;



20) to distinguish - oTin4aTecs;

21) to annoy - HaJOEAATh, pa3APaXkKaTh;
22) to divorce - OTEeNsATh, pa3beAUHSITh;
23) suspicion - MOAO3PEHHUE;

24) to exploit - ©cTIOIL30BATS;

25) to revel - HacHaxxaATHCS, BECETUTHCS;
26) to remedy - BbIJICUUBATD, UCTIPABIISITH;
27) drastic - penmMTeIIbHBIN;

28) perpetually - Be4HO, TOCTOSIHHO.

1.3 Read and translate the text
How to be a great manager

At the most general level, successful managers tend to have four characteristics:

- they take enormous pleasure and pride in the growth of their people;

- they are basically cheerful optimists - someone has to keep up morale when
setbacks occur;

- they don't promise more than they can deliver;

- when they move on from a job, they always leave the situation a little better
than it was when they arrived.

The following is a list of some essential tasks at which a manager must excel to
be truly effective.

Great managers accept blame: When the big wheel from head office visits and
expresses displeasure, the great manager immediately accepts full responsibility. In
everyday working life, the best managers are constantly aware that they selected and
should have developed their people. Errors made by team members are in a very real
sense their responsibility.

Great managers give praise: Praise is probably the most under-used management
tool. Great managers are forever trying to catch their people doing something right,
and congratulating them on it. And when praise comes from outside, they are swift
not merely to publicise the fact, but to make clear who has earned it. Managers who
regularly give praise are in a much stronger position to criticise or reprimand poor
performance. If you simply comment when you are dissatisfied with performance, it
is all too common for your words to be taken as a straightforward expression of
personal dislike.

Great managers make blue sky: Very few people are comfortable with the idea
that they will be doing exactly what they are doing today in 10 years time. Great
managers anticipate people's dissatisfaction.

Great managers put themselves about: Most managers now accept the need to
find out not merely what their team is thinking, but what the rest of the world,
including their customers, is saying. So MBWA (management by walking about) is
an excellent thing, though it has to be distinguished from MBWAWP (management
by walking about - without purpose), where senior management wander aimlessly,
annoying customers, worrying staff and generally making a nuisance of themselves.
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Great managers judge on merit: A great deal is more difficult than it sounds. It's
virtually impossible to divorce your feelings about someone - whether you like or
dislike them - from how you view their actions. But suspicions of discrimination or
favouritism are fatal to the smooth running of any team, so the great manager accepts
this as an aspect of the game that really needs to be worked on.

Great managers exploit strength, not weaknesses in themselves and in their
people: Weak managers feel threatened by other people's strength. They also revel in
the discovery of weakness and regard it as something to be exploited rather than
remedied. Great managers have no truck with this destructive thinking. They see
strengths, in themselves as well as in other people, as things to be built on and
weakness as something to be accommodated, worked around and, if possible
eliminated. Great managers make things happen: The old-fashioned approach to
management was rather like the old-fashioned approach to child - learning. Go and
see what the children are doing and tell them to stop it. Great managers have
confidence that their people will be working in their interests and do everything they
can, to create an environment in which people feel free to express themselves.

Great managers make themselves redundant. Not as drastic as it sounds! What
great managers do is learn new skills and acquire useful information from the outside
world, and then immediately pass them on, to ensure that if they were to be run down
by bus, the team would still have the benefit of the new information. No one in an
organization should be doing work that could be accomplished equally effectively by
someone less well paid than themselves. So great managers are perpetually on the
look-out for higher-level activities to occupy their own time while constantly passing
on tasks that they have already mastered.

1.4 Suggest the Russian equivalents

1) successful managers;

2) enormous pleasure;

3) basically cheerful;

4) setbacks occur;

5) to move on from a job;

6) to leave the situation a little better;
7) truly effective;

8) to express displeasure;

9) full responsibility;

10) personal dislike;

11) people’s dissatisfaction;
12) the rest of the world,

13) old — fashioned approach;
14) to create an environment;
15) to pass on tasks;

16) to give praise;

17) in a much stronger position



1.5 Find English equivalents in the text “How to be a great manager”

1) He obemrait 60JbIIIE, YEM MOXKEITH CASIATh;

2) BakHBIE 3a]a4H;

3) IpUHUMATH MTOJIHYIO OTBETCTBEHHOCTb;
4) npu3HaBaTh BUHY;

5) HEeyIOBJIETBOPEHHBIN PabOTO;

6) oBia/eBaTh, BIAJICTh;

7) mnaBHas paboTa;

8) HaCTOpOXKE;

9) OBITH YBEpPEHHBIM;

10) co3nmath OOCTaHOBKY;

11) momyuaTh mone3Hyr HHPOpPMAIIHIO;
12) mpeumyiecTBa U HEIOCTATKU;

13) BeIpa3uth ceods.

1.6 Finish the list of adverbs. Then, using each adverb once only, complete

the sentences that follow

Adjective Adverb

basic -basically

common -

constant -

full -

true -

virtual -

1 There are........... no women in top positions at our company.

2 s a good manager is someone who knows how to handle staff well.

3Itis...oo.ee.e. believed that leaders are born not made.

4 In business, you need to be............ aware of what your competitors are
doing.

5 We have quite a reputation for our innovative approach to product design - we
.......... on the lookout for new ideas.

6 lam.......... delighted to hear of your promotion - it is well deserved.

1.7 Read and translate the following dialogue. Learn it by heart

What makes a good manager?

Reporter: One hears over and over again that what a modern enterprise needs is a

good manager. What do you think of the problem?

Manager: The importance of a good manager can't be overestimated.

Reporter:  What do you think makes a good manager?
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Manager: First of all high standards of professional knowledge and personal
conduct.

Reporter:  What personal traits must a good manager have?

Manager: A good manager must be flexible, must have confidence in himself and
others, and keep a sense of proportion. Besides, he must have leading ability.

Reporter: I see, and what professional skills should managers have?

Manager: Managers must know how to set goals and how to achieve them, how
to divide work and how to coordinate the activities of individuals. They must know how
to take corrective action if the organization is not progressing towards its goals.

Reporter: Management is often called the art of getting things done through
people. What's your point of view on the essence of management?

Manager: The essence of management is to create an environment where
individuals, working together, can perform effectively and efficiently. Nowadays
managers must be more skilled in handling people.

Reporter: Yes, managers must understand that human resources are a very
important part of any business. The manager's job is very interesting, isn't it?

Manager: Yes, and given the opportunity I would choose the same career again.

1.8 Do you have what it takes to be a top boss? Complete the sentences.
Choose the option (a, b or ¢) you most agree with

1 As the boss, do you believe that...

a) you can arrive and leave work at any time?

b) you should work the same hours as everybody else?
c) you should be the first to arrive and the last to leave?

2 If you see someone with a problem, do you ...
a) watch to see if he/she can resolve the problem?
b) resolve the problem for him/her?

c) give hints or tips in resolving the problem?

3 After an argument with someone, do you...

a) apologise, admitting you were both at fault?

b) wait for him/her to apologise - you're the boss?

c¢) wait until the employee cools down and then try to resolve the situation?

4 An employee is clearly being distracted at work with personal problems. Do
you ...
a) tell him/her to keep their home issues out of the office?

b) talk to his/her closest co-workers to see if there is anything you or the
company can do to help?

c) offer to spend extra time with him/her on a personal level to discuss the
problems?

5 When you take on a new employee, do you ...



a) meet with him/her at least once a week for the first two months to make sure

everything is OK?

you ..

b) aim to learn his/her name within a week or so?
c) take him/her out to lunch and give an overview of the company?

6 One of your employees requests a day off with little advance notice. Do you ...
a) allow it as a personal favour?

b) tell him/her it's impossible and remind him/her of company policy?

c) allow the day off if there's a good reason, but ask for more notice next time?

7 An assistant is late in submitting a report for the second time this week. Do

a) tell him/her you are more upset about the lack of communication than the

uncompleted work?

b) tell him/her to have it ready by the end of the day?
c) arrange for him/her to be transferred to another department?

8 When faced with a difficult problem, do you ...
a) try your best to solve the problem?

b) seek help and advice from others?

c) pass the problem on to someone else?

9 There is a party for a junior member of staff who is leaving. Do you ...
a) shake his/her hand at the end of their last day and wish him/her luck?
b) spend the evening with the group and pay for the drinks?

c) make an appearance at the party but don't stay too long?

10 What is the main driving force in your life?
a) being liked and respected

b) principles and ethics

c¢) fame and money

1.9 Work out your score. Then read the analysis. Do you agree with it?

la3
2a3
3Jal
4a3
5a2
6al
7al
8a?2
9a3
10 a

b2 cl Over 25 points: Dictators don't last long. You should
b1l c2 think about changing your approach. You may be in
b3 c2 danger of abusing your position. You need to learn to feel
b2 cl comfortable with a certain level of familiarity with your
b3 cl employees. If not, you will be seen as uncaring.
b3 c2 15 to 25 points: You lead by example and tend to deal
b2 c3 with problems on a case-by-case basis. Your approach is
bl c3 similar to that of a schoolteacher or coach - you are both
bl c2 leader and nurturer. You should continue striving to find
1 |b2 c3 the right balance of keeping employees happy, motivated
and focused. You are a top boss in the making.
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Under 15 points: You probably feel uncomfortable telling
others what to do. You need to realize that to gain your
employees' respect you will sometimes have to be firm and
make unpopular decisions. One of the biggest dilemmas
for a boss i1s balancing being friendly and carrying out
your duties as the decision maker. It's a task which requires
great skill.

2 Unit 2. The Manager’s Role

2.1 Read and translate the following words into Russian without using a

dictionary

manager;
role;
organisation;
company;
department;
hospital;

title;
resources;
effectively;
economically;
activity;
industrialist;
classic;
definition;
command;
coordinate;
control;

motivate;
director;
policy;
strategy;
operation;
interesting;
modern;
classify;
select;
communicate;
productive;
standard;
social;
analytical,
genius;
character;
popular.

2.2 Memorize the following words and word-groups from the text of the

Unit 11

1) the like - mogobHOE;

2) common - OOIIHiA;

3) to define - onpenenuTh, 1aBaTh OMPEICIICHNUE;
4) definition - onpeneneHue;
5) to forecast - mpencka3bIBaTh;

6) decision - pereHue;

7) to make decision - IpUHUMATH PEIICHUE;
8) aim, goal, target, objective - 11eIb;
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9) to direct, to lead - ympaBrsiTh, pyKOBOIHTS;

10)to involve in - BOBIICKATE B;

11) to supply - npemnarars;

12) work as a team - paboTath KaK 0JiHa KOMaH/Ia;
13) measurement - OIICHKA,;

14) performance - ucrioHeHue, padboTa;

15) tomeasure - OLICHUBATH;

16) in relation to - OTHOCUTEBHO K;

17) to succeed - uMeTh ycnex, MpeycreBaTh B YEM-JIHOO;
18) analytical abilities - anamuTHUYeCKHEe CIOCOOHOCTH;
19) character - xapakrep;

20) integrity - IETBHOCTh, YECTHOCTH;

21) skill - ymenue;

22) keen - cTpacTHO >KeNaroLI;

23) to admire - BOCXMILIATHCSL.

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

The Manager’s Role

Our society is made up of all kinds of organisations, such as companies,
government departments, unions, hospitals, schools, libraries, and the like. In all these
organisations, there are people carrying out the work of a manager although they do
not have that title. The main duty of the head of any organisation is to use the
resources of the organisation effectively and economically to achieve its objectives.

Are there certain activities common to all managers? Can we define the task of a
manager? A French industrialist, Henry Fayol, wrote in 1916 a classic definition of
the manager's role. He said that to manage is "to forecast and plan, to organise, to
command, to coordinate and to control". This definition is useful today, though some
people disagree with Henry Fayol's definition of the role of management. They think
that a manager should motivate or direct and lead instead of commanding.

However, in most companies, the activities of a manager depend on the level at
which he/she is working. Top managers, such as the chairmen and directors, are more
involved in planning, policy-making and company strategy. On the other hand,
middle managers and supervisors are more involved in the day-to-day decisions
affecting the daily operation of their organisations.

An interesting modern view on managers is supplied by an American writer, Mr.
Peter Drucker. In his opinion, managers perform five basic operations. Firstly,
managers set objectives. They decide what these should be and how the organisation
can achieve them. Secondly, managers organise! They must decide how the resources
of the company are to be used, how the work is to be classified and divided.
Furthermore, they must select people for the jobs to be done. Their third task is to
motivate and communicate effectively. They must be able to get people to work as a
team, and to be as productive as possible. The fourth activity is measurement. Having
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set targets and standards, managers have to measure the performance of the
organisation, and of its staff, in relation to those targets. Finally, managers develop
people including themselves. They "help people to grow and become bigger and
richer persons". To succeed in these tasks, managers need social skills, analytical
abilities, understanding of human beings.

In Peter Drucker's opinion, good managers need not be geniuses but must bring
character to the job. They are people of integrity, who will look for that quality in
others.

2.4 Answer the following questions

1 What is the main duty of the head of any organisation?

2 Who wrote a classic definition of the manager's role?

3 Why do some people disagree with Henry Fayol's definition of the role of
management?

4 In what ways are the functions of a company director, for example,
different from those of a middle manager?

5 In Peter Drucker's opinion, what basic operations do managers perform?

6 What skills and abilities do the managers need to succeed in these tasks?

7 In Peter Drucker's opinion, which of the following things should a manager
be?

a) exceptionally intelligent;

b) keen to improve people's lives;
c¢) interested in other people;

d) popular;

e) able to give clear orders;

f) honest;

g) admired by others.

2.5 Memorize the phrases expressing agreements and disagreements

A 1) I suppose (I guess) ... - Sl monararo ...
2) Ithink ... - 5 nymaro (cumraro, mojararo) ...
3) As far as [ remember ... - HackonpKko st IOMHIO ...
4) As far as [ know ... - Hackonbko 4 3HalO ...
5) If I'm not mistaken ... - Ecnu me ommbatoch ...
6) If my memory doesn't fail me - Ecnu mamsite MHE HE U3MEHSIET ...
B 1) You are right - Bol nipaBel
2) Right you are - Bol nipaBel
3) That's right - Bepno
4) Quite so - CoBepIlIeHHO BEpHO
5) Quite agree with you - COBEpILIEHHO COTJIaCEeH C BaMU
6) I think so - Cyuraro, 4TO TaK
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7) I'm of the same opinion - U 4 TOrO 7X€ MHEHUS, CUMTAIO TAK JKE
C 1) You are wrong
2) You are mistaken
3) That's not so
4) 1 don't think so
5) I don't agree with you
5) Far from it
6) Nothing of the kind
7) (It is) far from true
8) (It is) that is not true

- Bbl He nipaBel
- Br1 ommbaerecs
- 9TO HE TaK
- He nymaro
- He cornacen ¢ Bamu
- OTHIOAB HET, HUYYTh
- Huuero nmomo0OHOTO
- Jlajeko He Tak
OTO HE npaBaa

2.6 Say whether the following statements are true or false

1 The vice-chancellor of a university, the president of the students' union or a
chief librarian are all managers.
Henry Fayol wrote a classic definition of the manager's role in 1920.
Everybody agrees with Henry Fayol definition of the manager's role.
The functions of top managers are similar to those of middle managers.
To succeed in their work, managers need only analytical abilities.
Good managers need be geniuses.

7 A manager should be keen to improve people's lives, interested in other
people, able to give clear orders, honest, admired by others; and able to examine
carefully and make judgments.

NN KWW

2.7 Find the Russian equivalents

1) intelligent;
2) to improve;
3) to agree;

4) to succeed;

1) ynyuwars;
2) 3KOHOMHBIN;

3) 3KOHOMHYECKHIA,
4) yMHBIN;
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5) to achieve an objective;
6) to set an objective;

7) economical;

8) economic;

9) company strategy;

10) company policy.

2.8 Match the synonyms

1) the like

2) duty

3) touse

4) in one's opinion

5) mpeycreBarb B 4eM-JIM00;
6) corjamarbcs;

7) MOJIUTHKA KOMIIAHUY;

8) CTaBUTH 1IEJIb;

9) nocturath LENH;
10)cTpaTerust KOMIaHUH.

1) to be a great success
2) to apply

3) soon

4) responsibility



5) objective 5) to search

6) to measure 6) to evaluate

7) to look for 7) target

8) to work 8) to lead

9) to direct 9) to operate
10)to succeed 10) in one's view

2.9 Retell the text “The Manager’s Role”
2.10 Read and translate the text

What is a Manager?

A number of different terms are used for "manager", including "director",
"administrator" and "president". The term "manager" is used more frequently in profit-
making organisations, while the others are used more widely in government and non-
profit organisations such as universities, hospitals and social work agencies.

What, then, is a manager?

When used collectively the term "management" refers to those people who
are responsible for making and carrying out decisions within the system.

An individual manager is a person who directly supervises people in an
organisation.

Some basic characteristics seem to apply to managers in all types of
organisations; they include hard work on a variety of activities, preference for active
tasks, direct personal relationships.

Almost everything a manager does involve decisions.

The reason for making a decision is that a problem exists. In decision-
making there is always some uncertainty and risk.

Managing is a hard work. There is a lot to be done and relatively little time to do
it. The engineer can finish a design on a particular day, and the lawyer can win or
lose a case at a certain time. But the manager's job like «Old Man River» - it just
keeps going.

Notes:

1) collectively - B cobuparenbHOM 3HaYE€HUM
2) preference - mpeanoyuTeHue

3) uncertainty - HEOTIPEICIIEHHOCTh

4) lawyer - anBokat

5) case - 31. A€N0

6) "Old Man River" - the name of a song

2.11 Choose the sentence expressing the main point of the text

1 The text is about different words, which mean "manager".
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2 The text gives the meanings of the words "management" and "manager".
3 The text reflects characteristic features common to all managers.
4 The text says about the job of a manager.

2.12 Retell the text “What is a Manager?”

3 Unit 3. Management Functions
3.1 Read and translate the following words into Russian without using a dictionary

1) management;
2) company;

3) business;

4) specific;

5) basic;

6) function;

7) motivate;

8) communication;
9) structure;
10) plan;

11) organize;
12) situation;
13) control;
14) action;

15) alternative;
16) process;
17) resources;
18) phase;

19) person;
20) potential;
21) problem;
22) technical;
23) combination.

3.2 Check if you remember the meaning of the following words

1) to compose of;
2) to include;

3) to operate;

4) to perform,;

5) to direct;

6) to depend on;
7) to guide;

8) to complete;



9) to recognize;
10) to determine;
11) to achieve;
12) to evaluate;
13) to choose;
14) to establish;
15) to involve;
16) to reach;

17) to replan;
18) to redirect.

3.3 Find the words close in meaning

1) objective; 1) to finish;

2) to operate; 2) goal;

3) to direct; 3) to guide;

4) to evaluate; 4) to attain;

5) to achieve; 5) responsibility;
6) to complete; 6) to work;

7) duty; 7) to measure.

3.4 Read and translate the following text in written form. Give Russian
equivalents to the underlined words and word combinations

Management functions

Management plays a vital role in any business or organized activity.
Management is composed of a team of managers who have charge of the
organization at all levels. Their duties include making sure company objectives are
met and seeing that the business operates efficiently. Regardless of the specific job,
most managers perform four basic functions. These management functions are
planning, organising, directing, and controlling.

Planning involves determining overall company objectives and deciding how
these goals can best be achieved. Managers evaluate alternative plans before
choosing a specific course of action and then check to see that the chosen plan fits
into the objectives established at higher organizational levels. Planning is listed as
the first management function because the others depend on it. However, even as
managers move on to perform other managerial functions, planning continues as
goals and alternatives are further evaluated and revised.

Organizing, the second management function, is the process of putting the plan
into action. This involves allocating resources, especially human resources, so that
the overall objectives can be attained. In this phase managers decide on the positions
to be created and determine the associated duties and responsibilities. Staffing,
choosing the right person for the right job, may also be included as part of the
organizing function.
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Third is the day-to-day direction and supervision of employees. In directing,
managers guide, teach, and motivate workers so that they reach their potential
abilities and at the same time achieve the company goals that were established in the
planning process. Effective direction, or supervision, by managers requires ongoing
communication with employees.

In the last management function, controlling, managers evaluate how well
company objectives are being met. In order to complete this evaluation, managers
must look at the objectives established in the planning phase and at how well the
tasks assigned in the directing phase are being completed. If major problems exist
and goals are not being achieved, then changes need to be made in the company's
organizational or managerial structure. In making changes, managers might have to
go back and replan, reorganize, and redirect.

In order to adequately and efficiently perform these management functions,
managers need interpersonal, organizational and technical skills. Although all four
functions are managerial duties, the importance of each may vary depending on the
situation. Effective managers meet the objectives of the company through a
successful combination of planning, organizing, directing, and controlling.

3.5 Answer the following questions

1 What role does management play in any business?

2 How many functions do most managers perform?

3 What are they?

4 Why planning is listed as the first management function?

5 What does organizing involve?

6 What does effective direction by managers require?

7 What skills and abilities do managers need to succeed in their tasks?

3.6 Retell the text “Management Functions”

3.7 Read and translate the text
Decision making

One of the most important tasks, a manager performs is decision making. This
may be defined as the process of choosing a course of action (when alternatives are
available) to solve a problem. The steps listed below provide a simplified framework
of the ideal decision-making process.

The ability to implement the decision-making process is often determined by
environmental factors rather than the steps in some 'ideal' model. Decisions are
frequently influenced more by the environment and structure of the organization than
by the method itself. The process of decision making may, therefore, be examined in
light of environmental factors.

A number of factors may change the ideal decision-making process. The amount
of flexibility within an organization and the available resources are often limiting
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factors. Another organizational factor is the importance of the decision being made in
relation to other problems and responsibilities of management.

Three other factors also influence the decision-making process. They are: time,
creativity, and risk. The amount of time available to make a decision for a given
problem is often determined by the environment, not the management. The risk
associated with a particular course of action may be lessened by use of a group rather
than an individual. As a rule, groups make better solutions than individuals.

3.8 Say whether the following statements are true or false

1) One of the most important tasks, a manager performs is director controlling.

2) As arule, groups make better solutions than individuals.

3) Time, creativity, and risk are the three factors that influence the decision-
making process.

4) The process of decision making may, therefore, be examined in light of
environmental factors.

5) The risk associated with a particular course of action may be lessened by use
of an individual.

3.9 Find the synonyms

1) to supply 1) to determine
2) duty 2) to perform

3) to test 3) solution

4) amount 4) to provide

5) to define 5) to examine
6) decision 6) number

7) to fulfil 7) responsibility

3.10 Complete the sentences according to the text “Decision making”

1) The amount of time available to make a decision for a given problem is often
determined by...

2) The ability to implement the decision-making process is often determined by
environmental factors rather than...

3) The steps listed below provide a simplified framework of...

4) Another organizational factor is the importance of the decision being made in
relation to...

5) Decision making may be defined as the process of...
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4 Unit 4. Management and Human Resources Development

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

1) motivation; 9) stimulus;

2) factor; 10) organizational;
3) morale; 11) material,

4) technical, 12) result;

5) realization; 13) professional;
6) effectively; 14) individual;

7) aspect; 15) personal;

8) component; 16) fundamental.

4.2 Check if you remember the meaning of the following verbs

1) to relate; 8) to be aware of;
2) to refer to; 9) to result;

3) to respond; 10) to increase;
4) to adopt; 11) to assume;

5) to check; 12) to assemble;
6) to improve; 13) to direct;

7) to satisfy; 14) to provide.

4.3 Put five types of questions to each sentence (general, special, alternative,
disjunctive, to the subject of the sentence)

Managers perform various functions.

Managers must be aware of the workers’ needs in order to motivate them.
These needs include a good salary, safe working conditions, and job security.
Job enlargement increases the number of tasks workers perform.

Managers attempt to direct the behavior of workers toward the company goals.

4.4 Memorize the following words and word — groups from the text below

1) least understood - HauMeHee TOHATHBIN;

2) utilization - uCTIOJIb30BaHUE;

3) to reveal - moka3pIBaTh, OOHAPYKUBATH;

4) closely - TecHo, 6:1M3KO;

5) behavior - noBenenue;

6) to be aware of - co3HaBarb;

7) to satisfy - y1oBI€TBOPSITH;

8) survival - BEDKUBaHKE;

9) to result in - KoHUaTbCA YeM-THO00, UMETH PE3YIHTATOM;
10) to occur - ciyyaThCsi, IPOUCXOJIUTH;
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11) to meet the needs - y10BI€TBOPATH 3aIPOCHI;
12) consequently - ciegoBaTensHO, TOITOMY;
13) to appeal - oOpaiatbcs, MpUBJICKATh;

14) to assume - O6path Ha ce0si OTBETCTBEHHOCTH;
15) deadline - kpaiinuii cpok;

16) to assemble - cobuparh, MOHTUPOBATH;

17) responsibility - OTBETCTBEHHOCTb;

18) to improve - yiay4miaTh.

4.5 Read and discuss the text

Management and human resources development

Managers perform various functions, but one of the most important and least
understood aspects of their job is proper utilization of people. Research reveals that
worker performance is closely related to motivation; thus keeping employees
motivated is an essential component of good management. In a business context,
motivation refers to the stimulus that directs the behavior of workers toward the
company goals. In order to motivate workers to achieve company goals, managers
must be aware of their needs.

Many managers believe workers will be motivated to achieve organizational
goals by satisfying their fundamental needs for material survival. These needs
include a good salary, safe working conditions, and job security. While absence of
these factors results in poor morale and dissatisfaction, studies have shown that their
presence results only in maintenance of existing attitudes and work performance.
Although important, salary, working conditions, and job security do not provide the
primary motivation for many workers in highly industrialized societies, especially at
the professional or technical levels.

Increased motivation is more likely to occur when work meets the needs of
individuals for learning, self-realization, and personal growth. By responding to
personal needs - the desire for responsibility, recognition, growth, promotion, and
more interesting work managers have altered conditions in the workplace and,
consequently, many employees are motivated to perform more effectively.

In an attempt to appeal to both the fundamental and personal needs of workers,
innovative management approaches, such as job enrichment and job enlargement,
have been adopted in many organizations. Job enrichment gives workers more
authority in making decisions related to planning and doing their work. A worker
might assume responsibility for scheduling work-flow, checking quality of work
produced, or making sure deadlines are met. Job enlargement increases the number
of tasks workers perform by allowing them to rotate positions or by giving them
responsibility for doing several jobs. Rather than assembling just one component of
an automobile, factory workers might be grouped together and given responsibility
for assembling the entire fuel system. By improving the quality of work life through
satisfaction of fundamental and personal employee needs, managers attempt to direct
the behavior of workers toward the company goals.
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4.6 Answer the following questions

What is the most important and least understood function of the manager?

What are workers’ fundamental needs?

What are workers’ personal needs?

Innovate management approaches, such as job enrichment and job enlargement
have been adopted in many organisations, haven’t they?

4.7 Read the following dialogue. Give Russian equivalents to the underlined
word combinations. Learn the dialogue by heart

Sam: Hi, Anne. How are you getting on?

Anne: Fine, as usual, thanks, Sam. What about you?

Sam: I'm O. K. It's nice to see you.

Anne: Me too. I'm glad you are not in a hurry and we have time to talk today.

Sam:  Sure.

Anne: Can you give me a piece of advice?

Sam: Well, I'll try if I can.

Anne: You know I've been always good at cooking. I am thinking of starting my
own business-cafe.

Sam: It might be a good 1dea.

Anne: I guess I must learn about the responsibilities of going into business. Are you

Sam: going into this business by yourself?

Anne: Exactly. I'd like to have a cafe with my name on it where I make the decisions
and where I control the profits.

Sam: You seem to be resolute so I'll try to help you. If you go into business alone, it
is called a sole proprietorship. In such case you needn't consult a lawyer to
form the business. You can start or you can stop your business whenever you

Anne: like.

Sam: It sounds encouraging. What else can you tell me?

There is no need to consult partners or a board of directors. So you can put
your policies into effect quickly. You decide on your vacation, hours, salary,

Anne: hiring and firing.

Sam: Well, that's not bad.

Anne: Wait a moment. I believe I have to tell you about the risk involved.

Sam: What do you mean?

First of all, the most important risk is that you have unlimited liability. It

Anne: means that you are responsible for all your business debts.

Sam: So if the business fails, I have to declare personal bankruptcy, don't I?

Anne: That's what [ mean. You can lose your personal assets.

Sam:  Well, it's rather disappointing. What other things should I know?

Anne: You won't get tax benefits which partnerships or corporations can get.

Sam: I know about it. By the way do you know of a good accountant to do my
taxes?

Anne: Of course. You'll also have to hire a good bookkeeper if you can't do your
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books yourself.

Sam: [ can't say anything definite about that. I have to think it over. What else,
Sam?

Anne: Well, I am a bit hungry, why don't we have a snack together and discuss the
things in the cafe.
You are right as usual. Let's go.

4.8 Translate the text “Business men and Managers” in written form using a
dictionary

Business men and managers

The difference between the salaried” managers and the individual capitalist who
owns the company of which he is chairman is clear enough. The distinction is
between men who understand the strategy of business and those who are only
concerned with their own functions. The salaried company official in middle
management, whose highest ambition is to be head of his department and retire on the
firm's pension scheme just like his suburban neighbour, a civil servant, will not think
of himself as a business man as he thinks of one of his directors as a business man, or
the tough owners of firms with whom he deals, or the proprietors of the garage that
services his car. Plenty of men in middle management have, of course, business
strategy in the blood, and are determined to rise, whether in their own company or
another, to a position where they will have scope to make business decisions. These
are, in our sense, potential business men.

It is significant that some people would like to drop the word «business many
altogether. Young men who do not care to admit that they are going into business can
nowadays say that they are going into management. Some directors like to speak of
their companies as «organizations» serving the public rather than as businesses
making profits, and refer to themselves as simply senior members of the management
team. Many businessmen prefer to be described as directors, industrialists,
executives, etc. But directors do not as a rule like to be called managers. On the
contrary, there are directors of small firms who have refused better-paid jobs in larger
firms because they would there lose the status and title of «directory.

The frontier between business men and managers is thus for many reasons hard
to define.

Notes: Salaried: paid salary, usually monthly; not owning shares in farm.
Workmen are usually paid a weekly wage (weekly wages).

4.9 Read and act out the dialogue. Discuss the problem raised in the
dialogue. Make a story on the basis of the dialogue paying special attention to
the Reported Speech

- Good afternoon, Mr. Smith. My name is Susan Brown, "Economics"
magazine. [ would like to ask you some questions.

23



- Good afternoon, Miss Brown.

- Mr. Smith, you are the president of "New Equipment Corporation" producing
computer equipment. Your company is on the top nowadays, though it appeared on
the market not so long ago. Please, tell our readers how you started.

- You know, it was not easy. The thing is that our company has a form of
corporation, and organizing a corporation is more complicated and costly than other
forms of business. So, my partners and I prepared all the necessary documents and,
having got the permission of authorities, started to run the business. Of course, the
beginning was difficult because of high competition. Yes, we took some risk. But
you know, running a corporation has some advantages.

- What are they?

- First of all, corporation combines funds of more than one person for a start up
or expansion, and it can continue operations indefinitely.

- Isee, but I suppose that there are some disadvantages, aren't they?

Yes, of course, there are, and the main is double taxation.

What does it mean?

It means that corporations pay income tax and corporate tax.

But in spite of all these difficulties you started your business. I think that you
put your creativity to work into the corporation. And what qualities should a person
possess to start and develop business?

- He or she should be creative, get on with other people well, to be a leader and
motivate other people.

- Thank you very much for the interview, Mr. Smith. I hope we'll meet soon.
Good bye.

- Good bye, Miss Brown.

Notes:

permission of authorities — pa3pemienue Biaacten

double taxation - ABOMiHOE HaIOTOOOI0KEHNE

Income tax - MOJOXOIHBIA HAJIOT

corporate tax- KOpnoOpaTUBHBIN HAJIOT

4.10 Have you got what it takes to run the business? Use your answers to the
following questions as the guiding lines when speaking about entrepreneurship

1 Are you a self — starter?

2 How do you get on with other people?
3 Can you lead and motivate others?
4 Can you take responsibility?

5 Are you a good organiser?

6 How good a worker are you?

7 Can you make decisions?

8 Do you enjoy taking risks?

9 Can you stay the course?

10 Are you motivated by money?

11 How do you react to criticism?
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12 Can people believe what you say?

13 Do you delegate?

14 Can you cope with stress?

15 How do you view your chances of a success?

16 If the business was not making profit after 5 years what would you do?

5 Unit 5. Directors and managers
5.1 Memorize the following words and word — groups from the text below

1) upper — BepxHHUii;

2) upper limit - BepxHUl nipeae;

3) to head — BO3r1aBIISITH;

4) board - coBer, mpaBieHHUE;

5) board of directors - coBeT TUPEKTOPOB;

6) to appoint — Ha3HAYATh;

7) to be in charge of smth - 3aBegoBaTh ueM-1100, OTBEYAThH 32 YTO-TNOO;
8) to run the company - ynpaBisiTh KOMIIaHUEH;

9) to assist — momorarsb;

10) deputy - 3amecTuTenb;

11) deputy director - 3amecTUTENbh TUPEKTOPA;

12) deputy minister - 3aMecTUTEIb MUHUCTPA;

13) affair - nemno;

14) to be subject to smth - moamnanaTe Mo AelcTBUE Y€Tr0-JIM00;
15) restriction - orpaHlUYEHHUE;

16) responsible - OTBETCTBEHHBIII;

17) to be responsible to - ObITh OTBETCTBEHHBIM TIEpPE KEM-ITH00;
18) for smth - 3a uyTo-1U160;

19) responsibity - OTBETCTBEHHOCTB;

20) sale / sales — mponaka / mpomaxu;

21) seller - mponaserr;

22) personnel - nepcoHai;

23) buyer - nokymnaress;

24) representative - peCTaBUTEb;

25) business card - BU3UTHasi KApTOUKa;

26) drive - mpoesn, gopora;

27) managing director - TUPEKTOP-PacCIOPSIAUTENb;

28) finance - puHAHCHI;

29) financial - ¢uHAHCOBBII;

30) financier - (hpuHAHCHUCT.
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5.2 Read and translate the text
Directors and managers

As arule a private company has only one director.

A public company must have at least two directors. Usually there is no
upper limit on the number of directors a public company may have. The
company’s note-paper must list either all or none of the names of its directors.

A limited liability company or a corporation is headed by the board of
directors elected by shareholders. The directors appoint one of their number to
the position of managing director to be in charge of the day-to-day running of
the company. In large organizations the managing director is often assisted by
a general manager. Some companies also have assistant general managers.
Many directors have deputies who are named deputy directors.

Directors need not be shareholders. They are responsible for the
management of a company's affairs. They are not subject to any residence or
nationality restrictions.

Big companies have many managers heading departments. They are all

responsible to the managing director. Among various departmental

managers (directors) the following can be mentioned:

- sales manager

- personnel manager

- chief manager

- district manager

- sales and marketing manager

- industrial engineering manager etc.

5.3 Find the answers to the following questions in the text:

1) How many directors can a private company have? And what about a public
company?

2) Who heads a limited liability company?

3) How is a managing director appointed? What are his duties?

4) Who is a general manager?

5) What is the status of a director?

6) What managers do many companies have?

7) Whose business cards were quoted? What information did they give?

5.4 Complete the sentences with the following words:

Shareholders, directors, management, nationality restrictions, board, assistant,
public company

1) The company’s note-paper must list either all or none of the names of its...
2) Directors need not be ...
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3) They are responsible for the ... of a company’s affairs.
4) They are not subject to any residence or ...

5) A... must have at least two directors.

6) The shareholders are to elect...of directors.

7) Some companies also have... general managers.

5.5 Sum up what the text says about:

directors of private companies

directors of public companies

directors of limited liability companies, their assistants and deputies
managers

5.6 Retell the text in short

5.7 Have a look at the chart showing some qualities making a good
manager:

- Being decisive: able to make quick decisions;

- Being friendly and sociable;

- Being able to communicate with people;

- Being authoritative: able to give orders;

- Being persuasive: able to convince people to do things;

- Being efficient: doing things quickly, not leaving tasks unfinished;

- Being logical, rational and analytical,

- Being able to motivate, inspire and lead people;

- Being competent: knowing his job perfectly as well as the work of his
subordinates;

- Having good ideas.

Say:

which of these qualities seem most important to you
which of these qualities can be taught

where they can be taught, to your mind.
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5.8 Remember the following titles

Managers, executives and directors

Non-executive directors

Senior executives

chairman/ chairwoman

chief executive/ managing director

\

Top executives chief financial marketing human IT research
: officer/finance director resources director director
Executive . .
. director director

Directors /
Middle managers

accounts sales customer

department manager services
manager manager
Line manager (in travel agency branches)

5.9 Job descriptions. Match the jobs with their descriptions

1

2

6

Managing Director
Secretary

Finance Director

Chief Accountant

Human Resources

Purchasing Manager

7 Assistant General
Manager

8

Director of Research

and Development

9

Production Manager

10 Marketing Director
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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 balance sheets.

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 L. He looks after the company's money.
Manager

5.10 Guess what responsibilities each person may have

Nick:

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.

James:

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.

Peter:

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.

Amanda:

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.

Bill:

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.

Kate:

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.

Sam:

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.

6 Unit 6. Scientific Management

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

1) influence - BnusiHUE;
2) to influence - oka3bIBaTh BIUSHUE, BIUATH;
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3) manager - ynpaBJstonuii, MEHEIKED;

4) to manage - pyKOBOJHTb, YIIPABIIATE;

5) to set a pattern for - pazpaboTaTh MOJEIb;

6) to follow - cnegoBaTh, UATH 3a, IPUACPKUBATHCS;

7) approach - moaxon;

8) to criticize - KPUTUKOBATb;

9) criticism - KpUTHKa,

10) to be of practical importance - UMETh TPAKTHUYECKOE 3HAUCHHUE;
11) scientific Management - Hay4HbIM MEHEPKMEHT;

12) to argue - ciopuTh, yOexknaTh, T0Ka3bIBaTh, 00CYKIaTh;
13) argument - CIIOp, JUCKYCCHSI, ApTYMEHT;

14) to analyse - aHaIM3UPOBATS;

15) analysis - ananmus;

16) analyses - ananu3 (MH. 1)

17) to arrange in a logical - pacmmonoXuTh B IOTHYECKON MOCIIEIOBATEIHFHOCTH,
18) sequence - Bo3pacTaTh, yBEIMUUBATHCS;

19) to increase - pocT, yBeIU4YEHUE, BO3PACTAHUE;

20) increase - yMeHbIIIATH (CA);

21) ant.- decrease - yMEHbIIICHHUE;

22) wages syn. Salary - 3apaboTHas 1jaTa;

23) output Syn. productivity - MpoU3BOIUTEIHHOCT;

24) to be in full swing - OBITH B TOJIHOM pa3rape;

25) heavy investment - KpyTIHbIE HHBECTULINY;

26) machinery - MaImvHbI, arperarsl,

27) efficiency - 23 peKTUBHOCTD;

28) to adopt a new approach - npuHUMATH HOBBIH MOAXOT;

29) amount of work - 06bem pabor;

30) to make a lasting contribution to - cenats 60IBIION BKIIAT;
31) to focus - cocpenoTouMBaTH BHUMAHUE;

32) de-skilling - nekBanudukanms;

33) to conduct (to do) an experiment - IPOBOAUTH OMBIT (IKCIIEPUMEHT);
34) solution to a problem - pemienue MpooOIEMBI.

6.2 Read and translate the following words:

Superintendent, effectiveness, efficiency, sequence, method, guesswork,
practice, machinery, labour, consultant, company, operation, solution, experience,
experiment, effort, procedure, colleagues, productivity, contribution, weakness,
standards, scientific, industrial, systematically, plentiful, annual, revolutionary,
necessary, repetitive, to determine, to prescribe, to collect, to analyse, to emphasize,
to simplify, to introduce.
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6.3 Read and translate the text
Scientific Management

No one has had more influence on managers in the twentieth century than
Frederick W. Taylor, an American engineer. He set a pattern for industrial work
which many others have followed, and although his approach to management has
been criticized, his ideas are still of practical importance.

Taylor founded the school of Scientific Management just before the 1914 - 18
war. He argued that work should be studied and analyzed systematically. The
operations required to perform a particular job could be identified, then arranged in a
logical sequence. After this was done, a worker's productivity would increase and so
would his wages. The new method was scientific. The way of doing a job would no
longer be determined by guesswork. Instead, management would work out
scientifically the method for producing the best results. If the worker followed the
prescribed approach his output would increase.

When Taylor started work the industrial revolution was in full swing. Factories
were being set up all over the USA. There was heavy investment in plant and
machinery. He worked for twenty years with the Midvale Steel Company, first as a
laborer, then as a Shop Superintendent. After that, he was a consultant with the
Bethlehem Steel Company. Taylor studied how to improve the efficiency of workers.
He conducted many experiments to find out how to improve their productivity. His
solution to these problems was therefore based on his own experience.

When Taylor was with Bethlehem Steel, he criticized management and workers.
He wanted both groups to adopt a new approach which would change their thinking
completely.

Observing, analyzing, measuring, specifying the work method, organizing and
choosing the right person for the job these were the tasks of management.

Taylor made a lasting contribution to management thinking. His main insight
that work can be systematically studied in order to improve working methods and
productivity was revolutionary.

The weakness of his approach was that it focused on the system of work rather
than on the worker. With this system the worker becomes a tool in the hands of
management. It is assumed that he will do the same boring, repetitive job hour after
hour while maintaining a high level of productivity. Another criticism is that it leads
to de-skilling. Because the tasks are simplified workers become frustrated. Finally,
some people think that it is wrong to separate doing from planning. The two tasks can
and should be done by the same person. A worker will be more productive if he is
engaged in planning, decision-making, controlling and organizing. For all these
reasons, a reaction has set in against the ideas of Frederick W. Taylor.

6.4 Answer the following questions

1 Who made the largest contribution to management thinking in the XX-th
century?
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What is the essence of Taylor's approach?
What economic environment did Taylor start his scientific work in?
Why did Taylor use to criticize management and workers with Bethlehem

N W N

Steel?

5 What were the tasks of management according to Taylor?
6 How did Taylor's approach influence productivity?
7 Why has a reaction against the ideas of Frederick Taylor set in?

6.5 Complete the sentences according to the text

1 When Taylor was with Bethlehem Steel ...............
2 The weakness of his approachwas .....................
3 He conducted many experiments ........................
4 A worker will be more productive if ...................
5 He set a pattern for industrial work ....................
6 He wanted both groups ..............ccoooviiiiiiinn. .o

6.6 Say whether the following statements are true or false

1 Frederick Taylor is famous for having founded the school of Scientific

Management.

2 Taylor worked out his approach just on the eve of industrial revolution.
3 Taylor was against separating doing and planning.
4 Taylor's approach was focused on the system of work rather than on the

worker.

5 Taylor's solutions were based on his own experience.
6 The economic environment for the implementation of Taylor's ideas was

rather unfriendly.

7 The simplification of tasks according to Taylor frustrated workers.

6.7 Find the equivalents

1) repetitive

2) to improve

3) to argue

4) to set pattern

5) economic

6) deficiency

7) to increase

8) machinery

9) practical importance
10) to follow a model
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1) pa3paboTaTh MO/IEIH

2) IpaKTHUYECKOE 3HAUECHUE

3) SKOHOMUYECKHU I

4) Bo3pacraTh

5) obopynoBanue

6) NIpUACPKUBATHCS, CIICOBATH MOJICTH
7) TOBTOPSIOLUICS

8) ymyumaTh (cs1)

9) cioputh, TOKA3bIBATH
10)HenocTaTox, 1eQUIUT.



6.8 Match the synonyms

1) work 1) routine

2) wages 2) to go after

3) equipment 3) output

4) influence 4) to be a success
5) to follow 5) succession

6) productivity 6) machinery

7) to succeed 7) salaries

8) efficiency 8) impact

9) sequence 9) job

10) repetitive 10) effectiveness

6.9 Retell the text “Scientific Management”

Cnucok ucnoJab30BaAaHHBIX HCTOYHHKOB

1 denoroBa, O.JI. busnec na anrimiickom s3eike / O.Jl. demoroBa. — M. :
H3narenscTBo «OK3ameny, 2003. — 160 c.

2 Aradeksn, W.II. Aarnuiickuii s3bIK JJIs MEHEIKEPOB: yueOHOoe mocodue /
W.I1. ArabeksH. — M.: TK Benou, U3a-Bo IIpocnekt, 2008. — 352 c.

3 borarckuii, U.C. busnec-kypc aHTIIMICKOTO SI3bIKA: CIIOBAPh-CIPABOYHUK /
N.C. borarckuii, H.M. JltokanoBa. — 5-¢ uzn., uctp. — Kues : OOO «UII Jloroc-M»,
2007.—-352 c.

4 David, Cotton Keys to Management / Cotton David. - England: Longman,
1996. — 224 c.
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