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BBEJIEHHE

MeTOqHUECKHE YKa3aHHA IIpeJHA3HAYeHbl UIA CTYAEHTOB 1 Kypca ouHOH (opMbl 00y4YeHH,
KOTOPEIMH OHH MOTYT IIONBL30BAThECA IIPH TOATOTOBKE K IIPaKTHUECKHM 3aHATHAM. I[IpaKTHUYecKHe
3AHATHA 3TO - ITIaHHpyeMad yuyeOHad, yueOHO-HCCIIeIOBaTENbCKad, a TaKAKe HAyUHO-HCCIETOBaTENbCKaAd
paboTra CTYAeHTOB, KOTOpasd BHIIIONHAETCA B AyIHTOPHOE BpeMd IIOJ PYKOBOJICTBOM IIPeIojaBareid. B
COCTaBe METOMHUECKHX YKa3aHIil K IPAKTHUECKHM 3aHATHAM IIpeJyCMOTPEHEI PEKOMEHTAIHH II0
MTOATOTOBKE K IIPAKTHUECKOMY 3aHATHIO. [IpH BEIMTOMHEHHH PadOoTHl CTYAEHTHI MOT'YT HCIIONIL30BATh HE
TOJILKO MeTOIHUYECKHE YKa3aHHA II0 PEIlEHHI0 3aJay, HO H OPYTHEe MATepHAThl YueOHO-METO/IIYeECKOr O
KOMILIEKCA.

OCHOBHOH I[eJIb}0 METOMHUYECKHX VKA3aHMI 110 BHIMOMHEHHIO ITPAKTHUECKHX PadoT ABIIeTCH
IIOBBIIIEHHE HCXOJHOI'O YPOBHA BIAJeHHS HHOCTPAHHBIM S3BIKOM, JOCTHTHYTOI'O HA IIpeJpIAyILel
CTyIIleHH o0Opa3oBaHHd, H OBIAJeHHe CTYJeHTaMH HeOOXOOHMBIM H JOCTAaTOUHBIM VPOBHEM
KOMMYHHKATHEHOH KOMIIETEHITHH A PeIIeHHA 3aJad MeXTHUHOCTHOTO H  MeXKKYILTYPHOTO
B3aHMOJIEHCTBH.

e 3aKmroyaeTcd B OPMHPOBAHHH Y CTYIEHTOB HABBIKOB IIOHHMAHH A, H3BIeUeHH A, 00paboTKH
H BOCIIPOH3BEJEHH HH(OPMAIHH.

CTPYKTypa BKIFOYAET TEKCTHI Pa3HUHOH HAIIPABIEHHOCTH, YIIPaXHEHHI H ITPAKTHUE CKIE
3aJTAHHA KOMIDIEKCHOI O XapaKTepa I 3aKpeIUIeHHI OCHOBHEIX 3HAHMHIL 110 TeMATHKE COOTBETCTBYIOIIIETO
3AHATH A, UTO IIPeIIoIaraeT pPeai3alfii0 ClIe IyFOIIHX IIeIeH:

- TTOBBIIIEHHE YPOBHA YUeOHOH aBTOHOMHH H CIIOCOOHOCTH K caMo00pa30BaHHIo;

- Pa3sBHTHE KOTHHTHBHEIX H HCCIEOBATEIhCKHX YMEHHIT,

- Pa3sBHTHE HABEIKOB UTEHIL, IIOHMMAHHA H IIEPEBO/IA C AHTIIHIICKOTO S3BIKA HA PYCCKHIL,

- Pa3sBHTHE HABEIKOB YCTHOM peuH HA aHTIHIICKOM ST3LIKE;

- 3aKpeIUIeHHEe JTeKCHUECKOr0 H IPaMMATHYECKOrO MaTepHala IIPH IIOMOINH PAa3THUHBIX
YIIpaKHEHHI.

[Tpomecc wM3yueHHA MUCHIIUIMHEI <« HOCTpaHHBOI A3BIK B cdepe MPodecCHOHATHHOI
KOMMYHHKAI[HID? HallpaBlleH Ha (opMIpoBaHme KomiteTeHIHi YK-4 (cItocoOHOCTE K OCYIIECTBIEHHEO
IEeI0BOIl KOMMYHHKAI[HH B YCTHOII H ITHCBMEHHOI (popMax Ha TOCYIapCTBEHHOM S3BIKE POCCHIICKOI
DemepaliHH H HHOCTPAaHHOM(BIX) S3BIKe(ax)).
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COJEPKAHUE IMTPAKTUYECKHX 3AHATHI

Paznen 1: What is “Management”? / YTo Takoe “MeHekMeHT”? IIpakTHUeckoe 3aHATHe 1.

ITpakTHYeckoe 3ausaTHE 1.
Ipaxmuxa peuu: Management, its nature and purpose / OnpeeeHHe NOHATHSA MeHeKMEHT, ero
XapakTep H LeJb.
IHeab: QopMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIHH, OBJIAJIeHIE JIEKCHKOH H I'PaMMAaTHKOH
B pe3yiibTaTe OCBOEHHE TeMbI CTYJEHT J0JKeH
3HaTh: 0A30BbIE HOPMEI YIIOTPeOIeHd TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. UHTaTh, TEPEBOJHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM SBBIKE C HCIIONb30BAHIEM
CIIPABOUYHOH H yueOHOI IHTepaTypPHL, OCYILECTBIATH KOMMYHHKAI[HEIO HA HHOCTPAHHOM A3BIKE
AKTYalIbHOCTh TeMbl: 00YCIOBIIeHA HEOOXOMIMOCTEIO OBIAeHHeM YK-4.

TeopeTHueckas 4acTh:

We define management as the process of designing and maintaining an environment in which
individuals working together in groups,accomplish efficiently selected aims. This basic definition needs
to be expanded.

1. As managers, people carry out the managerial functions of planning, organizing, staffing, leading
and controlling.

2. Management applies to any kind of organization.

3. It applies to managers at all organizational levels. Management applies to small and large
organisations, to profit andnot-for-profitenterprises, to manufacturing as well as service industries.

The term —enterprisel refers to business, government agencies, hospitals, universities, and other
organizations. Effective managing is the concern of the corporation president, the hospital administrator,
the government first line supervisor and the like.

Managers are charged with responsibility of taking actions that will make it possible for
individualsto make their best contributions to group objectives.

The scope of authority held may vary and the types of problems dealt with may be considerably
different. But all managers obtain results byestablishing an environment for effective group
endeavour.Top-levelmanagers spend more time on planning and organising than lower-levelmanagers,

Leading takes a great deal of time for first-linesupervisors.

The aim of all managers.

In a very real sense, in all kinds of organizations, whether business or nonbusiness, the logical and
most desirable aim of all managers should be asurplus — managers must establish an environment in
which people can accomplish group goa Iswith the least amount of time, money, materials and personal
dissatisfactionl, or where they can achieve as much as possible of a desired goal with available
resources. In a nonbusiness enterprise, such as a police department or hospital, that are not responsible
for total business profits, managers still have goals and shouldstrive to accomplish as much as possible
with available resources.

JlekcHuecKkHe eJHHHIbI 10 TeMe:

accomplish definite in practice rarely
actual desirable in turn recognize
adequately determine incorporate record
affect/influence deviation input recruit/hire
although diverse intentional refer to
apply to either... or interrelated reference check
appreciation eliminate involve reliant
annraach IOKYMEHT 110 nﬁHEEHn job application form require
SNEKTPOHHOWM NOANUCHIO maintain self-achieving
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1. Fill in the gaps using one of the adjectives managed, managerial, manageable, controlled from the
Topical Vocabulary.

1. The new rule keeps your work toa ___ size.

2. The new role will be a more administrative and ____ one.

3. The division of ___ responsibilities should be discussed.

4. The task 1s easily ___ .

5. He has excellent  skills.

6. The airflow 1s ____ by a fan.

7. Trade 1s ___ 1n most countries.

8. The exchange rate of this currency is ___.

9. The employees in this department are ___ difficult.

10. The possession of ___ drugs is illegal.

2. Read the Ist part of the text and complete the summary explaining the notion management.
Managementis ____ that ____ . Managers can be _____and ____. There are____

Management is a universal phenomenon. All organizations — business,political, cultural or social
are involved in management because it i1s themanagement that helps to direct the various efforts towards a
definite purpose.Management involves creating an internal environment: it is the managementwhich puts
into use the various factors of production. Therefore, it is the responsibility of management to create such
conditions which are conduciveto maximum efforts so that people are able to perform their task
efficiently andeffectively. It includes ensuring availability of raw materials, determination ofwages and
salaries, formulation of rules & regulations. Therefore, we can say that good management includes both
being effective and efficient. Being effective means doing the appropriate task. Being efficientmeans
doing the task correctly at least possible cost with minimum wastage ofresources.

As a process, management refers to a series of interrelated functions.According to George R.
Terry, “Management 1s a distinct process consisting of planning, organizing, actuating and controlling,
performed to determine andaccomplish stated objectives by the use of human beings and other resources.”
3. Provide English equivalents for the Russian phrases consulting the text and then fill in the gaps.
yIIpABIeHHE / HAIIPAaBIATh PA3pO3HEHHBIE YCHIHA / ITYCKAeT B paboTy pa3liyHble JaKTOPHI IIPOH3BOJICTBA
/  ychmoBmd, OmaronmpHATCTBYIOIHE 3S(deKTHBHON padore / oOeclmeuynTs HOOCTYIIHOCTh CHIPBA /
copMyIIHpPOBAaTE CBOJ, ITPABIII H HOPMATHBHBIX AKTOB / IUIAHHPOBAHIA, OPTaHH3aAI[HH, MOTHBAI[MH H
KOHTPOI A
1. Management helps towards a definite purpose.

2. Management

3. It is the responsibility of management to create

4. It 1s the managers’ job , to determmne wages and salarnes,
5. is a distinct process consisting of

4. Find the synonyms for the following words consulting the text.

Motivating, diverse, a set goal, relevant, leading to, recognizable, obtainability.

5. Work in pairs. Discuss situations and spheres of life where management exists.

Do you think management should be professional? Does everyone act as a manager in his / her life?
Reason your opinion.

6. Provide English equivalents for the Russian phrases below consulting the text.

IIpemmonaraer IIOCTAHOBKY OOIIMMX IeJeH OpraHH3al(ii, IIPHHATh PeIleHHe II0 IIOBOXY
IOIKHOCTEI, OITpeJIelIHTh COOTBETCTBYIOIHE OOA3aHHOCTh H C(epy OTBETCTBEHHOCTH, KOHTPOIb HaJ
NEATEIFHOCTBI0 COTPYAHHKOB, pealH30BaTh CBOH CIIOCOOHOCTH, I[EIH, ITOCTAaBIEHHBIE Ha 3Talle
IIAHHPOBAHHA, MEPEI, HAIPABIEHHBIE Ha MITHIMI3AIII0 PHCKA.

IIpakTHUYecKoOe 3aHATHEe Ne 2,
IIpakTHYecKOe 3aHATHE 2.
Ipaxmuxa peuu: Functions of management / ®yYHKIHA yIIpaBJIeHHA.
IHeas: @opMHpOBAaHHE KOMMYHHKATHBHEIX KOMIIETEHIHI, OBJIAJIeHIE JIeKCHKOH H IPaMMATHK O
B pesyjbTaTe OCBO€HHE TEMbI CTYAEHT J0KeH
O NOKYMEHT NMOOMNUCAH e THKH H I'paMMAaTHKH
IMNEKTPOHHOM MOANUCHIO KCThI HAa HHOCTPAHHOM S3bIKE C HCIIOIb30BAHHEM

(B:epmﬁpmar; 'LIUEDSEE!DZAETBBEBD‘I fﬁDdEﬁFEEDDDEGGGGE}EAE KOMMYHHKAITHIO HA HHOCTPAHHOM S3EIKE
napeneu; €b3yxoBa laTkaHa AneKcaHaposHa BI0 OBIageHHeM YK-4.
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The basic management components are planning, organizing, coordinating, staffing,
directing, controlling, and evaluating. Each component defines what a manager must be able to do. In
practice, the components are interrelated.

Planning

The planning process begins with top managers, who must create broad organizational goals to
help managers and employees focus on what the property is trying to accomplish. Top and middle
managers then create specific objectives that become the responsibility of various departments.

Daily activities require a third level of planning, Plans must also be generated for ; special events,
new training programs, and other activities. Supervisors are responsible for much of this type of planning.

Effective planning incorporates the following principles:

*Goals must be established before plans can be developed.

*You must regularly set aside time to plan.

*You should be allowed to contribute to plans that affect your work. In twn, you should allow
your employees to contribute to plans that affect their jobs.

*You should be flexible when planmng. You should recognmze that situations change and that
other plans must be considered.

*Plans must be implemented.

Organizing

Organizing involves establishing the flow of authority and communication between people and
organizational levels.

General organizing principles and responsibilities include the following:

* Authomnty should flow in an unbroken line from the top to the bottom of the orgamzation.

*Each employee should have only one supervisor.

*Relationships between departments in the organization must be considered when managers
organize.

Coordinating

You must be able to coordinate the efforts of your employees through good planning and
effective organization. Principles of coordinating include the following:

*Supervisors must have the authority to enforce assignments, commands, and decisions.

*Not only must you coordinate your resources and employees to complete your assigned tasks,
you must also do your part to help coordinate the efforts of the organization as a whole.

Staffing

Staffing involves recruiting applicants and hiring those best qualified. In small operations, a
manager or supervisor might recruit and hire applicants. In large properties, recruiting is frequently
performed by a human resources (personnel) department, al-thoughline managers still are involved in
interviewing and make the hiring decisions. All properties use basic principles of staffing such as the
following:

*Personal qualities needed to adequately perform job tasks must be considered. These are
recorded in job specifications.

«Job application forms should be used to collect information about applicants. Tests can be used
to assess the abilities of applicants. Preliminary interviews and reference checks will also help eliminate
unqualified applicants.

*Employee orientation, traming, and evaluation programs should be developed and implemented.

Directing

Directing includes all the activities necessary to oversee, motivate, train, evaluate, and discipline
employees. Directing incorporates the following principles.

*The number of employees each supervisor directs should be carefully determined. There is no
formula for calculating the optimum number of employees for each supervisor. The right number of
employees depends on many variables, including the supervisor's experience, complexity of the work, and
frequency with which problems are likely to occur. No supervisor should be given more people than
he/she can handle.

*Employees must know what they are expected to do.

U NOKYMEHT MOOMMUCAH ' " nizational authority to an employee — is a directing

SNEKTPOHHOW NOAMUCLIO
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Y our leadership style should vary according to employee needs.

*It's important to gain employee cooperation. You should treat them fairly and honestly.

*Solicit employee 1deas and, whenever possible, use them.

*Show your appreciation to employees who perform their jobs well.

Controlling

Controlling helps to ensure that you are attaining your objectives. The control process begins with
establishing performance standards, continues with assessing actual performance, and then involves
making a comparison between performance standards and actual performance to determine whether —
and to what extent — corrective action is necessary. Control is based on several principles:

* Operating budgets are the most unportant control tools.

*Preventive controls are more effective than controls imposed after things go wrong.

Evaluating

Evaluating means looking at how well you and your employees achieved your objectives.
Evaluating principles include the following:

*T1me to evaluate must be set aside regularly.

*Input from guests and others outside the propeity 1s useful in the evaluation process.

JlekcHuecKHe eJUHHIIbI 10 TeMe:

approaches - IMOAX0pI

run - yIpaBIIATh

goals - e

pursue - IPecieIoBaTh

provide - o0ecIieuBaTh

manufacture - IIPOM3BOICTBO

deliver - pacIpocTpaHATh

achievee - JOCTHTATh

execute - BEOIOIHAT

elaborate pazpabaTeBaTh

organizational charts - opraHm3aIHOHHEIE CXEeMBbI

designate -Ha3HAYATh

reside - HAXOOHTLCA

allocation - pacipeaeneHIe

accomplish - BEOTOTHATE

establish - ycTaHaRIHBATE

performance standards - cTaHZapTHI ITPOH3BOJICTBA

objectives - 1eTH

measure - Mepa

gncourage - IOOIIPATH

consume - IIOTPeOIIATE

compelling - y0e IHTeIs HBIT

empower- YIIOJTHOMOUHBAaTh

leveraging - 3yeKTHRHOE HCITOb30BAHIE

coaches - HaCTaBHHK, TpeHEP

counselor - COBeTHHK

watchdogs - cTOpoKeBbIE IICH

executioner - Imanau

retribution - BO3Me3IHE

accelerate — yCKOpPATEH

Bonpocsl 4 3aJaHuA:
1. Answer the following questions about management functions. Some questions cannot be answered
directly from the text.
1. What did the duties of managers include?
T T OKYMERT NOAMMUCAH

ANEKTPOHHOW NOANMUCHIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6
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7. What do managers evaluate in the controlling function? Why 1s evaluation essential at this phase of the
project?

8. What types of problems could a manager discover in performing the controlling function?

9. Which skills do managers need to perform effectively? Why is each important?

10. Give examples of the qualities of an effective manager. Classify these as either interpersonal,
organizational, or technical skills.

2. Discuss the following questions with a partner. Giving your answers, try to use the new terms.

1. During which management phase are overall organizational objectives established?

2. What personal qualities do you think good managers should have?

3. Which of the four management functions do you think is the most important? Why?

4. Why are interpersonal skills essential for effective management?

5. Why is staffing considered an ongoing managerial duty?

3. Translate into English:

1. VYmpaeimenme moOoil opraHm3aipeil BKIOYAET: IUIAHHPOBAHHE [EATENRHOCTH M
OIlpeJielIeHHe I[elIei, opraHm3alir padodero Ipomecca, IOAO0OP H OO0ydeHHe IlePCOHANa,
IIPHHATHE PeIIeHIil, KOOPIHHHPOBAHIE JIEATEIbHOCTH H pacIipeeleHHe OrpKeTa.

2. TocynmapcTBeHHbIE OpraHH3AI[MH HaxoMATCA B OONBINEH 3aBHCHMOCTH OT (PHHAHCOBOI
MONAEPAKKH IIPAaBHTENbCTBA, OoOJee OrpaHHYeHbl CTPOTHMH paMKaMH 3aKOHAa H OOJbIIe
TIO/IBEPAKEHBI ITOHTHYECKIM BIOIUTHILIM, YeM OH3HEC OpraHH3aIHi.

3. Mertox HccleTOBaHHA KOHKPETHBIX CIyuyaeB OBLI IIPeJIIMCBHIBAIOINHM, T.K. OH oOyual
CTYIEHTOB TOMY, UTO CIEIyeT H He CcleAyeT Ielarh B OCOOBIX CHTYaIlHAX VIIPABIeHHA
T OCYIAPCTBEHHBIMI YUPEK TeHILIMH.

4, B 1880-x romax OputH pa3paboTaHBl HAyUHBIe IIPHHIIHIEI VIIPaBIeHHS OH3HECOM, a
IIO3K€e 3TH IIPHHIMUIEI OBIIIH HCIIOIbh30BAHEL B TOCYAAPCTBEHHOM VITPaBIIE HITH.

5. [Tlo3xke ydyeHBIe JOKa3alH, UTO aJMHHHCTPHPOBAHHE — 3TO IIPOIECC, ITPOHCXOJAIIIIT B
Pa3IHUHBIX OpraHM3aIMAX, He3aBHCHMO OT TOro, MABIAKOTCA JH STH  OpraHH3al[iH
TOCYJITAPCTBEHHBIMH IIH YacTHBIMH. COOTBETCTBEHHO, OHH CIelalH pa3rpaHHueHHe MeXKITY
aIMIHH CTPHPOBAHHEM OH3HECOM H I'OCYIAPCTBEHHBIM aMHHICTPHPOBAHHEM.

4. Additional activities

1. Interview a supervisor or manager (if possible) to find out how much time is spent performing each
of the basic management functions. Compare the results of the interview with your classmates.

2. Ask a worker and a supervisor what kinds of skills they think an effective manager should have.
Classify the responses as interpersonal, organizational, or technical skills. Compare the answers of the
worker and the supervisor.

IIpakTHYeCcKoOe 3aHATHe Ne 3.
Ipaxmuxa peuyu: Definition "manager''/ IloHsATHe ''MeHeTKep" .
IHens: @opMHpPOBaHHE KOMMYHHKATHBHEIX KOMIIETEHINI, OBIAJEHIE TeKCHKOH H I'PaMMaTHKOM
B pe3yibTaTe OCBOEHHE TeMbl CTYJEHT J0KeH
3HATh: 0A30BBIE HOPMEI YIIOTPeOIeHNA TeKCHKH, (DOHEe THKH H T'PaMMaTHKH
yMeTh. UHTaTh, IIEPEBOJHThL H IlePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YUeOHOI IHTePaTyPHL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYaJIbHOCTBh TeMbI: 00YCIOBIIeHA HEOOXOMIMOCTEE0 OBIAaZeHHeM YK-4.
TeopeTHueckas 4acTh:

A number of different terms are often used instead of the term "manager”, including "director”,
"administrator” and "president”.

In its broad meaning the term "managers"” applies to the people who are responsible for making
and carrying out decisions within a certain system.

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

The amount of responsibility of any individual in a company depends on the position that he or
she occupies in its hierarchy. Managers, for example, are responsible for leading the people directly under

NOKYMEHT [lb,ur'il;lCAH hi 2sstully, they must use their authority, which 1s the

QNEKTPOHHOW MNOANMUCHIO ren delegate authority. This means that employees at

Ceprudmkar. . 12000002A633E3D113AD425FBS0002000002A6 initiative that is make decisions without Elf-;kil‘lg their
Bnapeneu; lebayxoea TateAHa AnekcaHapoBHa

Nencreutenen: ¢ 20.08.2021 no 20.08.2022



Virtuous (good) characteristics: affable, amiable, good-natured, good-humoured, kind, kind-hearted,
communicative, sociable, friendly, modest, discreet, generous, considerate, attentive, thoughtful, earnest,
sincere, enthusiastic, calm, quiet, composed, self-possessed, honest, merciful, impartial, just, patient,
forbearing, sympathetic, respectable, cordial, broad-minded, witty, intelligent, dignified, capable,
benevolent, philanthropic, scrupulous, consistent, easy-going, affectionate, devoted, loyal, courageous,
persevering, industrious, hard-working, sweet, gentle, proud.

Bonpochl 4 3aJaHHA:
1. Show the hierarchy of managers

2. Fill in the table “What do managers do?”

Planning Organizing Leading Controlling

What should
managers do

Examples of
activity

3. Answer the following questions about management functions. Some questions cannot be answered
directly from the text.

. What did the duties of managers include?

. What does planning involve?

. Why is planning the first management function?

. What do managers do in the organizing phase?

. Can staffing be considered as part of the organizing function? Why or why not?

. Why is ongoing communication necessary for effective direction?

. What do managers evaluate in the controlling function? Why is evaluation essential at this phase of the
project?

8. What types of problems could a manager discover in performing the controlling function?

9. Which skills do managers need to perform effectively? Why is each important?

10. Give examples of the qualities of an effective manager. Classify these as either interpersonal,
organizational, or technical skills.

4. Discuss the following questions with a partner. Giving your answers, try to use the new terms.

1. During which management phase are overall organizational objectives established?

2. What personal qualities do you think good managers should have?

3. Which of the four management functions do you think is the most important? Why?

4, Why are interpersonal skills essential for effective management?

5. Why is staffing considered an ongoing managerial duty?

5. Additional activities

1. Interview a supervisor or manager (if possible) to find out how much time is spent performing each of
the basic management functions. Compare the results of the interview with your classmates.

2. Ask a worker and a supervisor what kinds of skills they think an effective manager should have.
Classify the responses as interpersonal, organizational, or technical skills. Compare the answers of the
worker and the supervisor.

6. What do you think?

1.What personal qualities are absolutely necessary for every manager?

2.Which of them are inborn and which ones can be acquired?

3.Which are of primary importance?

-1 O n e L D —

AOKYMEHT I:ID,QI'I MCAH
INEKTPOHHOW NOANMUChLIO rood manager?
Ceptuchukat: 12000002A633E3D113AD425FBS0002000002A6 [ 9
we!
Bnapeneu: lLeBayxoea TaTbAHa AnekcaHOpoBHa

HNeincreutened: ¢ 20.08.2021 no 20.08.2022



8.Drawing on your own experience can you recall any specific examples of effective management and
mismanagement?

9.In your opinion, what is the single most important aspect of the definition of management? Why?
10.Think of a person or operation that you have seen recently that didn’t aclueve a workable balance
between effectiveness and efficiency. What could have been done to balance the two? (If I were I'd.)

IIpakTHUYecKoe 3aHATHE Ne 4,
I'pammamuxa: Complex Object / O0beKTHBIA HHPUHHUTHBHBIA 000pOT.
IHenb: ©opMIHpORaHHE KOMMYHHKATHEHEIX KOMIIETEHIII, OBIIAJEHIHE JIE KCHKOHM H IPaMMAaTHKOM
B pesyJjbTaTe OCBO€HHE T€MbI CTYIEHT J0JI2KeH
3HATh: 0a30BbEIe HOPMEI YIIOTPeOIeH A 1€ KCHKH, (JOHEe THKH H T paMMAaTHKH
YMeTh. UHTaTh, IIEPEBOJTHTL H IIEPECKa3bIBATh TEKCTHI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHHEM
CIIPABOYHOI H YueOHOM THTepaTypsl, OCYILECTRIIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM A3BIKE
AKTYaAJIbHOCTb TeéMbl: 00YCIOBIEHA HEOOXOHMMOCTRIO OBIaJleHHeM YK-4,

TeopeTHueckas 4acThb:
OO0beKkTHbII HH(PHHUTHBHBIA 000pPOT — 3TO COUETAaHHE JOIOMHEHHS (CYIIECTBHTEILHOE B
oOIIleM I MeCTOHMeHHE B 00BeKTHOM ITaj[eke) H HH(PIHHUTHRA.
OO0BbeKTHbI HH(PUHHTHBHBIHA 000pOT CTOHT ITOCIIE CKA3YEMOI'O IIABHOTO ITPE FIOKEHH, BEIPAKEHHOTO
IJIar OJAMH:
a) (pr3HYecCKOro BOCIIPHATHA (e.2.: to see, to hear, to watch, to notice, to feel)
0) xemaHHA (e.g.: to want, to wish, to expect, should/would like)
B) YMCTBEHHOTO BOCIIPHATHA (e.g.: to consider, to find)
T') IPHHYKIEHI, pa3pelleHnd, IpockOrI (e.g.: to order, to advise, to tell, to make (3acTaBIATh), to have (
3aCTaBILATh), to allow, to let)
IIpumeuanue:
1) mocme rmaroiloB (H3NUECKOTO BOCIIPHATHA, a TakkKe Iociue riaaroiloB to make, to let, to have
HHQHHHTHB yrioTpebndeTcd 6e3 YacTHIBI “to”;
2) mocine riaarona to help HHQMHUTHB MOKeT YIIOTpeO-1IAThcA Oe3 HIH ¢ YacTHIlel “to”.
ITepeBoj: IPHAATOUHBIM IIPENIOKEHHEM C COF3aMH «4TOOBD», «UTO», KKAK.
ITpumep: I want you to translate this text at home.
51 Xxouy, 4TOOBI BbI EepeBeH 3TOT TEKCT OMA.
for + HH(PHHHTHB
NHQHHHTHE MOXKET HMeThb CcOOCTBeHHOe Ilofiexkainee ¢ ImpemroroM «for» («for -
construction»), eci mmoprexare e HHPHHATHBA He ABIAETCA IOJIE KAIIHM BCETO ITPE IO K EHIIA.
DTa KOHCTPYKI[HA IIePEBOIHTCA IMPHIATOUYHEIM ITPEIIOKEHHEM C COI30M «UTO00bD» HIIM HHOHHHTHRBOM,
eCJIM OHA CTOHT TTocie Oe3IHUHOT O ITPeIjIOKEHIA.

Bonpochl 4 3aJaHUA:
1. Ilepecedume npedaoxceHua HaA PYCCKUIL A3bIK, o0pamaa eHuUMAHIE HA o0bvexkmHbll
HH(UHUMILEHBLIL 000pOmM, 6bL0eNEeHHbLIL HCUPHHIM HIPI{mOM.
1. I want my family to be united.
2. I never expected you to help me so much.
3. We don’t really expect you to pass the exam.
4. Would you like to go now?
5. She didn’t allow us to smoke in the room.
6. Everybody considered her to be very reliable.
7. We found them to have gone.
8. The doctor advised me to take a course of antibiotics.
9. I never heard her sing.
10. We saw the child take a step then fall.
11. T'll have you do that.
TS U NOKYMEHT MOAMNVICAH | he'l nce.

ANEKTPOHHOW NOANUCHIO
Ceptudukat: 12000002A633E3D113AD425FB50002000002A6

HCEHHA HA PYCCKOM A3BIKE CcoOmMeeMcmsyroniimMil
Bnapeneu; lebayxoea TateAHa AnekcaHapoBHa

ceamu a-f.
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1. We expected (uro ToMm o1mo3maer).

2. Would you like me (uro0#r1 1 moiren) here ?

3. He doesn’t want (UToOB KTO-HHOY/Ib 3HAI).

4. Do you want (4To05I MEI ITo1um ) with you ?

5. I want (uToO=rI THI cKkazan) the truth.

6. I'd like (uroOnI BEI uyBcTBOBANH ce0A) comfortable.

a you to tell

b me to go 32

¢ anybody to know

d Tom to be late

e us to come

f you to feel

3. Boloepume npasuioHslil 6APULAHM.

Oobpaseu: 1 saw the boy to cross/cross the road.

[ saw the boy cross the road.

. The customs officer made the woman fo open/open her case.
. Stuffy weather makes me feel/fo feel tired.

. Have you ever heard her sing/to sing?

. I saw the boy fo cross/cross the road.

. Let me introduce/to introduce you to the team.

. Let me to carry/carry your bag for you.

. I have never seen you to ride/ride a bike.

. Ilepesedume npednoxcena Ha pyccKiil A3bIK.

. For evil to succeed it is only necessary for the good to do nothing.
. We bought a cage for John to keep his hamster in.

. Their task is for the team to win.

. It 1s difficult for me to keep up a friendship.

. It was better for his family to change the place of living.
6. We sent a special invitation for her to come to the party.
7. That was for him to find out.

8. He waited for her to speak.

9. The best thing for you to do is to leave.

10. That 1s a very good book for you to read.

5. Ilepeseoume npednoxceHua Ha AH2ZANUCKUIL A3BIK C 00D eKIMHLIM UHOUHUMILEHLIM 000D 0MmMoM.
1. YUT00BI OBITH TAM BO BpeMsl, MBI JIOJKHBI IIOTOPOITHTEC.
2. OH OBLT CIHMIIIKOM YCTABIIHM, YTOObI IOMOYEb HAM.

3. ¥V Bac ecTh UTo-HHOY b, YTO HYKHO BHOCHTH B JIeKJIapamuio?
4. 5T0 XOPOIIMIl JOM, KOTOPBLIA MOKHO KYIIHTh.

S. 51 oIpoCHI MOETo Apyra MOMO4b MHE.

6. OH XOPOIIIHIi PYT, KOTOPOT0 MOKHO NPHTJIACHTh.

7. OH OBLI IIEPBEIM, KTO NPHIIIET .

8. OH yiiaeT mocjieqHuM. (to leave)

9. 51 Xouy, YTOOBI ThI 3alIOMHH.IL.

10. 5 xouy, 4yT00OBI TEOSA 3AaNOMHUIH

11. 51 BHAEN, Kak OH BBIHYJI PYUKY H3 KapMaHa.

12. 51 UyBCTBOBAI, UTO OH KYPHT.

13. OH YyBCTBOBAI, YTO OHH CKOPO BepPHYTCH.

14. OHH IyMarOT, YTO OH XOPOIIHI BOJUTEb.

15. OH npHKa3ai, 4To0bl NPHHECIH elle 0JHY OYThLIKY BHHA.
16. 3BeCTHO, 4TO OH MPH/AET 3aBTpa.

17. T'oBOpHIIH, YTO OHA MPHJET 3aBTPpA.

18. EMy Bellel moMo4b MaTepH.

AOKYMEHT TOANMNMACAH

INEKTPOHHOW MOANMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: lLlebayxoea TateAHa AnekcaHapoBHa
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IHeab: ©opMHPOBAHHE KOMMYHHKATHBHBIX KOMIIETEHITHI, OBIIAJIEHHE JIEKCHKOH H I'PaMMATHKOMH

B pe3yibTaTe 0CBOE€HHE TEMBI CTYJEHT JOIXKEH
3HATh: 0a30BEIe HOPMEI YIIOTpeOIeH A e KCHKH, (JOHE THKH H T paMMATHKH
YMETh. UHTATh, IEPEBOJTHTE H TIEPEeCKa3BIBATh TEKCTEI HA HHOCTPAHHOM SM3BIKE C HCIIONB30BaHHEM
CIIPABOYHOIH H YUeOHOI THTePaTypPhl, OCYIIECTBIATF KOMMYHHKAI[HIO HA HHOCTPAHHOM S3BIKE
AKTYalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaeHHeM YK-4.

TeopeTHueckas 4acThb:

Unless a business is very small, there will be several managers with responsibilities for leading
the business. Every manager completes all of the management functions and has authority over other
people and their work. Not every manager gives the same amount of attention and time to each of the
functions. Most organizations have three levels of managers: executives, mid-managers,and supervisors.
Top Management

Executives aretop-levelmanagers with responsibilities for the direction and success of the entire
business. They setlong-termdirection and plans. They are held accountable for the profitability and
success of the business. Job titles of executives include chief executive officer, president, chief operating
officer, and vice president.

Executives spend most of their time on planning and controlling activities. They study the
economy and competition. They are responsible for all major business communications. All other
managers report to executives.

Mid-Management

Mid-managers are specialists with responsibilities for specific parts of a company's operations.
Examples ofmid-managementjobs are marketing manager, information technology manager, customer
service manager; operations manager, and human resources manager. They take the business plans
developed by executives and prepare specific plans for their part of the business. They must coordinate
their work with other managers. Much of their time is devoted to the organizing, staffing, and
implementing functions.

Supervisors

Supervisors are the first level of management in a business. They are responsible for the work of
a group of employees. Supervisors often havenon-managementduties in addition to their management
work. They plan theday-to-daywork of the employees they supervise. They make sure that needed
resources are available and used wisely. Supervisors often evaluate the work of their employees and solve
problems that occur in their area. Supervisors spend most of their time implementing the plans of
executives andmid-managers.

Management by Others

Employees who are not managers complete work that seems to be a part of one of the
management functions. Employees plan and organize their work. They might take part in hiring and
training new employees. They may evaluate the quality of the work they complete. Managers are
responsible for the work of others and have authority over those employees. Without that authority and
responsibility, the work of an employee i1s not considered part of management. Some experienced
employees are asked to serve as leaders for their work group. They may be asked to lead a particular
project or supervise the work of a new employee.

Many companies are now organizing work teams. They are giving the teams both authority and
responsibility for much of their work. The team meets to make plans, determine how work will be
completed, and divide the work among the team members. The team is responsible for meeting objectives
and may even have some control over their budget. The team will still report to a manager and can ask for
that person's assistance when needed.

Both work group leaders and employee teams are completing a limited number of management
activities. Both of those situations are an effective way for employees to have experience with several
management activities.

They can develop the skills needed by managers and decide whether they are interested in a
management career.

NOKYMEHT FOAMNMUCAH
AINEKTPOHHOM MOANUCHIO . . . +
Ceprucpukar: ' 12000002A633E3D113AD425FB50002000002A6 with ,to give someone job as... to grumble
Bnaperel: ' leB3yxosa TatbaHa AneKcaHaposHa ning 1s wrong ,to start something going ,to watch

ee that 1t 1s well done
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Bonpochl H 3aJaHHA:
1. Answer the following questions.
1.What levels of management do most organizations have?
2.Who are executives? What is their main function?
3.What job titles of executives do you know?
4. Who are mid-managers?What are they responsible for?
5.What is the first level of management? What is their function?
6.How can managers organize the work of their employees?
2. Complete each sentence using a word derivationally related to the word given in brackets:
1. Perceptions that public organizations are wasteful and private ones are efficient do not withstand ...
(scrufinize)
2. Bureaucracies are generally defined as orgamzations that provide each ... with a clearly defined
role. (employ)
. They ... employees on the bases of their skills and training. (promotion)
. The dilemma both public and private organizations have 1s the need for ... and change. (stable)
. Future ..., food, shelter, etc. are fundamental needs individuals bring to organizations. (secure)
6. Bureaucracy, whether in business or govemment organization is thought to be a ... form of
organization. (dominate)
7. Most work 1n organizationsisamix of ... and ... . (collaborate, depend)
8. Common interests have a profound ... on people’s work and are as important as formal
assignments. (effective)
9. Public adminmistration has anumber of ..., such asthe ..., the ... , the couts, and orgamzed
groups. (participate, execute, legislative )
10.In case a public administrator ... any of his or her numerous duties that leads to the ... of the entire
program. (neglect, jeopardize)
3. Translate into English:
1. Kax IpIil COTPYIHHK OpraHI3al[HH HMMEET OIPeIeIEHHYIO POIIb H OTBETCTBEHHOCTE.
2. PeltlieHHe O IIPOJABHAKEHHH COTPYIHIKA 3aBHCHT OT paboTOMATEeIL .
3. Bcakad opraHm3aiia Hy KJaeTcd B CTaOHIbHOCTH.
4. YleHbl OpraHU3alii He TOIBKO COTPYIHHYAKT Ha paboTe, HO H YacTO OOBETHHAKTCA B
HedopMaTbHEIE TPYINIEI BHE PabOTHI.
5. PaGorojaTemH [OMAHLI IIPHHHMATL BO BHHMAHHE He TOIBKO MaTepHAIbHBIE, HO H IYXOBHEIE
IOTPeOHOCTH JIIYHOCTH.
6. TeopHa roCyJapCTBEHHOTO VITPABIEHHA B HACTOAIIee BpeMd OBICTPO Pa3BHBAETCA M 3aBHCHT OT TOTO,
YTO MBI 3HAaeM O UeJIOBEeYEeCKOH JIHMYHOCTH, MOTHBAX €€ IOBeJAeHH H IOTPeOHOCTAX.
4. Discussion questions
1. Can you imagine a company performing successfully without management?
2. What is management? Is it an art or science?
3. Do you agree that a manager is a continualproblem-solver, decision-maker,and innovator?
4. Do you share the opinion that "Poorly considered solution will be costly in dollars, happiness, or both?
5. What qualities, from your point of view, is a person supposed to be born with or to acquire to become
an effective manager?
6. Comment on the following: "Excellence costs, ... but in the long run mediocrity costs far more"

n = o

IIpakTHYecKoe 3aHATHE Ne 6.
Ipaxmuxa peyu: Forms of business organization / ®opmMbl oprannzanui OH3Heca.
IHeab: ©opMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJIEHHE JIE KCHKOH H I'PaMMAaTHKOH
B pe3yibTaTe 0CBOE€HHE TEMBI CTYAEHT JOIKEH
3HATh: 0a30BEIe HOPMEI YIIOTpeOIeH A e KCHKH, (JOHE THKH H T paMMATHKH
YMETh. UHTATh, IEPEBOJTHTL H IIEPECKA3BIBaTh TEKCTHl HA HHOCTPAHHOM SM3BIKE C HCIIONB30BAHHEM
CIIPABOYHOI H YueOHOM THTepaTypsl, OCYILECTRIIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM A3BIKE
AKTYalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaeHHeM YK-4.

NOKYMEHT I:IDﬂI'IHCAH
SNEKTPOHHOW NOANMChHIO Kaf JacTh.
Ceptudbukat: 12000002A633E3D113AD425FB50002000002A6 :*gani:-_f.aliﬂn: the Sole Pmpriemrship, the
Bnapeneu: lWebayxoea TateAHa AnekcaHapoBHa
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The simplest form of business organization is the sole proprietorship, which is owned by one

person. Many small businesses start out as sole proprietorships. The owner has relatively unlimited
control over the business and keeps all the profits. These firms are usually owned by one person who has
day-to-day responsibility for running the business. Sole proprietors own all the assets of the business and
the profits generated by it. They also have complete responsibility for any of its liabilities or debts. In
case of breach of contract the business property and personal assets of the owner may be taken to pay
judgments for damages awarded by courts.
Sole proprietorships are the most numerous form of business organization. No charter and permit are
needed and there are no particular legal requirements for organizing or conducting a sole proprietorship.
When started, many sole proprietorships are conducted out of the owner's home, garage, or van and
inventory may be limited and may often be purchased on credit.

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

A corporation is chartered by the state in which it has headquarters. It is considered by law to be
a unique entity, separate and apart from those who own it. A corporation can be taxed; it can be sued; it
can enter into contractual agreements. The owners of a corporation are its shareholders. The shareholders
elect a board of directors to oversee the major policies and decisions. The corporation has a life of its own
and does not dissolve when ownership changes.

A company's board of directors helps management develop business plans, economic policy
objectives, and business strategy. Through regular meetings, the board helps ensure effective
organizational planning and sees that company resources are managed effectively. The board of directors
also sees that the company meets regulatory requirements that apply to that business. The board of
directors also must assess overall performance of the corporation.

Directors monitor a company’s financial performance and the success of its products, services and
strategy. Directors are expected to follow developments that affect the business.
JlekcHuecKkHe eJHHHIIbI 110 TeMe:

appoint ,complain,treat,supere , to help ,to deal with ,to give someone job as... to grumble
initiate ,assist ,interfere ignore, because something is wrong ,to start something going ,to watch
bottom, n flexible,top, n demand, v  over work, to see that it is well done

Bonpocel H 3aJaHuA:
1. Fill in the table “Forms ﬂf business oreanization”

Sole Partnership Corporation Board of
Proprietorship Directors

Definition

Owner of an
Drgani zation

What is needed to
start an

Drgani zation

+

2. Read the text and fill in the word web “Production Management”.

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

AOKYMEHT NOANUCAH onsible for product and process design, planning and
SNIEKTPOHHOW NOANUCBIO -anization and supervision of the workforce.

Ceptuchmkar: 12000002A633E3D113AD425FBS0002000002A6 L dependﬁ on the nature of the pmductiﬂn system:
Bnapeneu: llle6ayxoea TatbAHa AnekcaHgpoBHa : : .
iction; and batch production. Many companies have

NeiicTenteneH: ¢ 20.08.2021 no ' 20.08.2022 manager becomes more complex.
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— Production management T
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its components
its aims

_
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3. Read the text and fill in the word web “Responsibilities of Production Manager”.
Depending on the size of the organization the functions of production manager are:
- to draw up a production schedule;
- to work out the needed resources;
- to estimate how long a job will take, to estimate the cost of it, and to set the quality standards;
- to monitor the production processes and adjust schedules as needed.

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

During the production stage the responsibilities of the production manager include production
control (the sequencing of jobs, updating time schedules, etc), stock control, quality control and the

maintenance and replacement of production equipment. Production managers are also concerned with
product design and purchasing.

el >

>

Responsibilities of

Production Manager
< > @ ( )
>

4. Fill in the word web “Functions of Production Manager”.

Functions of \
Production Manager <
i —>
— T~
AOKYMEHT NMoArnicAH ©
SNEKTPOHHOW NMOAMNMUCHIO

Ceptudhikat: - 12000002A633E3D113AD426FB50002000002A6
Bnapeneu: Webayxora TaTeAHa AnekcaHOpoBHAa

D

-
<

\anager at different production stages”.
Production stage
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2 a)
b)
3 2.
4, 3
B 4.
6. 5.
6.
1.

6. Read the text and fill in the table “What is personnel management?”

Personnel management is concerned with the effective use of the skills of people. Some of the

responsibilities of a personnel manager are:

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

2. To counsel employees.

3. To deal with disciplinary problems.

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

5. To manage fringe benefit programs, such as group insurance, health, and retirement plans.
6. To provide for periodic reviews of the performance of each individual employee, and for recognition of
his or her strengths and needs for further development.

7. To assist individuals in their efforts to develop and qualify for more advanced jobs.

8. To plan and supervise training programs.

9. To be informed of developments in personnel management.

One function of personnel management i1s to hire and train the right people. The effective

personnel system is:

- Assessing personnel needs.

- Recruiting personnel.

- Screening personnel.

- Selecting and hiring personnel.

- Orienting new employees to the business.
- Deciding compensation issues.

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

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

Definition
Where can one work?
Responsibilities of
personnel manager
Functions of personnel
manager
7. Answer the question:
What will you do if :
- one of the most qualified firm’s employee get better job with other employers?
- you make a mistake in hiring?

AOKYMEHT [OANMUCAH v and job description, write your own examples of
SMNEKTPOHHOW NOAMNMCBIO

Ceptuchukar: 12000002A633E3D113AD425FBS0002000002A6
Bnapeneu: lLlebGayxoea TateAHa AnekcaHapoBHa
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IHpaxmuxa peyu: Energizing employees / AKTHBH3AIHA COTPYIHHKOB.
IHenb: ©opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJEHIE JIE KCHKOM H IPaMMAaTHKOM
B pe3yJiibTaTe OCBOEHHE TeMbI CTYJEHT JO/IKeH
3HaTh: 0A30BBIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H TPaMMAaTHKH
YMeThb. UHTaTh, IIEPEBOJHTL H IIePeCKa3BIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YUeOHOI IHTePaTyPHL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTyallbHOCTh TeMbI: 00YCIOBIIEHA HEOOXOMIMOCTEE0 OBIaZieHHeM YK-4.
TeopeTHueckas 4acThb:

Wouldn’t it be great if you could get the very best from your employees each and every day?
Well, we have some good news for you: You can get the very best from your employees every day of the
week. But you can’t do 1t by mandating that your employees give their very best from this day forward,
with the occasional peprally or morale-building meeting, or by threats or coercion. The secret to making
this happen is energizing your employees—unleashing the passion and talent that resides deep within
them.What can managers do to help unleash the passion and talent in their employees, in short, to
energize them? Here are some suggestions:

*Develop a clear vision for where you want the organization to go, and then be sure to communicate the
vision widely and often.

*Don’t be a prisoner to your office; be sure to regularly visit the people who work for you on their turf
and to encourage and inspire them.

*Be honest and truthful with your employees at all times; don’t sugarcoat the truth 1in an attempt to soften
the blow of difficult news.

*When you make a promise, be sure to keep it. At the same time, be sure that you don’t make promises
that you can’t keep.

* Ask for and listen to your employees’ 1deas and suggestions, and, whenever possible, engage them in
the process of implementing those ideas and suggestions.

* Be sensitive to your employees’ needs at work, and ensure that the work environment 1s conducive to
your employees doing their best work.

What are you doing to energize your employees? Do you really know what your employees want?
Are you responding to your employees’ needs, or are you putting them on the back burner—either
deferring these decisions until later or hoping they go away altogether? Remember, employees are your
most important resource—a resource that is much more productive when it is energized.

Now let’s have a look at the Japanese management style. Briefly, the core of what 1s known as the
Japanese style of management comes from an emphasis in Japanese society on building consensus in
group decision making. In Japanese business (as in Japanese society), the group comes before the
individual. Managers are, therefore, expected not to command employees but to lead them by consensus.
In general, Japanese managers encourage their employees to make suggestions for improvement and to
participate 1n an orgamzation’s decision-making process—much more than in most American
organizations. They take time to create buy-in, which then allows them to implement decisions much
faster after a decision is made.They also tend to favor the development of long-term relationships and
strategies over short-term gain. In his book, Theory Z: How American Business Can Meet the Japanese
Management Challenge William Ouchi noted the following characteristics of Japanese organizations:
lifetime employment (this has become difficult for many Japanese companies in recent years), slow
employee evaluation and promotion, non-specialized career paths, implicit control mechanisms, collective
decision making, collective responsibility, and holistic concern for the employee as a person.
JlekcHueckHe eJHHHIbI 110 TeMe:
mandating - o643aTelbHEIIT
pep rally - pammn
coercion - IIPHHY K AeHHE
unleashing - pa3BA3bIBaHHE
turf - Topd
sugarcoat - IpHYKPacHTh
engage - 3aHHMATHCA

AOKYMEHT NOANMWCAH
SNEKTPOHHOM NOAMCHLIO IHK
Ceptudbikar: | 12000002A633E3D113AD425FBS0002000002A6
Bnapeneu. llebayxoea TateAHa AnekcaHapoBHa
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evaluation - oIleHKa
implicit - HeABHELT
holistic concern - 03a004YeHHOCTB
Bonpochl H 3aJaHHA
1. Find in the text the following words and word combinations:
XPaHHUTECA IITYOOKO BHYTPH
TOHECTH (HMH(OPMAINI0) A0 KOIro — IH00
3AKITFOUEHHBII
BJOXHOBHTE
CMATYHTE YHAP
naBaTh oDellfaHHe
CIIepaTh CIIOBO
BOBIIEKATH
TIpeII0KEHHE
yOe I TECA
UYBCTBHTEIBHEBIH
VIIyUIlleHHE
MIPHHHMATh YYacTHE
MTOKH3HEHHAS 3aHATOCTh
2. Fill in the gaps with the following words:
turf passion resource command implementing conducive
1) Be sure to regularly visit the people who work for you on their .... and to encourage and inspire them.
2) The secret to making this happen is energizing your employees—unleashing the ..... and talent that
resides deep within them.
3) Employees are your most important ....—a resource that is much more productive when it is energized.
4) Managers are, therefore, expected not to ..... employees but to lead them by consensus.
5) Engage them in the process of ..... those 1deas and suggestions.
6) Ensure that the work environment 1s ..... to your employees doing their best woik.
3.Translate the sentences into English
1) BB MOKETe ITONYUHTE CaMOE IyYIliee OT BAIlHX COTPYAHHKOR KAk bl JIeHb HEJIEeIIH.
2) YOemiTech, YTO BRI He JaeTe OOeINAHIiI, KOTOPhIE He MOMKETe BBIIIOMHHTH. OHH TPaTAT HEKOTOpPOe
BpeMd, UTOOBI CO37aTh 3aHHTEPECOBAHHOCTh, KOTOpasd ITO3BONSAET MM BHEIOPHTH PEIIeHHA Topaso
OBICTpeE, II0CIIEe TOT'O, KaK OHO IIPHHATO.
3) YV HHX IPOCIEKHBAETCA TEHIEHIMHMA CIIOCOOCTBOBATh PA3BHTHIO [JOITOCPOYHBIX OTHOIIEHHII H
CTpaTer il BMeCTO H3BJIEUeHHI KPaTKOC POYHOI BBITOJIBI.
4) He OympTe 3aKrOUEHHBIM B BallleM KalOHHeTe, 00g3aTelbHO PEeryJLIpHO IOCEIaiiTe JFo/Iei, KOTOphIe
paboTaroT 1A Bac, Ha HX TEPPHTOPHH, a TaK&Ke IMOOIIPAITe H BAOXHOBILIITE HX.
5) CeKpeTOoM OCYILECTBIEHNA JAHHON I[eIH ABIAeTCA AKTHBH3ALA BallHX COTPYTHHKOB — PACKPHITHE
CTPacTH H TAIaHTAa, KOTOPhIE CIIPATAHLI B ITyOHHE HX JIHUHOCTH.
4. Say if the statement is true or false. If it is false give the right variant.
1) Be sure to communicate the vision widely and often.
2) Don’t sugarcoat the truth in an attempt to soften the blow of pleasant news.
3) Employees are your most important resource—a resource that 1s much less productive when it is
energized.
4) Managers encourage their employees to make suggestions for improvement and to participate in an
organization’s decision-making process.
6) They take time to create buy-in, which then allows them to implement decisions much slower after a
decision 1s made.
5. Write a summary of the text above.

IIpakTHYeCcKoe 3aHATHe Ne 8.
IHpaxmuxa peyu: What is Public Administration? / YUTo Takoe rocyJjapcTBeHHoOe yhpabJieHHe?

AOKYMEHT NoarMcaH HI[IOL, OBJIAEHIE JIE KCHKOM H I'PaMMAaTHKOI

SNEKTPOHHOW MOAMMCHLIO
Ceptudmkar: . 12000002A633E3D113AD425FB50002000002A6

1€ THEH H I'PaMMATHEH
Bnapeneu; lebayxoea TateAHa AnekcaHapoBHa

KCTEI HA HHOCTPAHHOM S3BIKE C HCIIOIL30BAHIEM
NeiicTentenen: ¢ 20.08.2021 no 20.08.2022 KOMMYHHKAIHIO Ha HHOCTPAHHOM A3LIKE



AKTYalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaeHHeM YK-4.

TeopeTnueckas 4acTh:

When people think about government, they think of elected officials. The attentive public knows
these officials who live in the spotlight but not the public administrators who make governing possible; it
generally gives them little thought unless it 1s to criticize “government bureaucrats.”

Yet we are in contact with public administration almost from the moment of birth, when
registration requirements are met, and our earthly remains cannot be disposed of without final
administrative certification. Our experiences with public administrators have become so extensive that
our society may be labeled the “administered society™.

Various institutions are involved in public administration.

Much of the policy-making activities of public administration is done by large, specialized
governmental agencies (micro-administration). Some of them are mostly involved with policy
formulation, for example, the Parliament or Congress.

But to implement their decisions public administration also requires numerous profit and
nonprofit agencies, banks and hospitals, district and city governments (macro-administration).

Thus, public administration may be defined as a complex political process involving the
authoritative implementation of legitimated policy choices.

Public administration is not as showy as other kinds of politics. Much of its work is quiet, small
scale, and specialized. Part of the administrative process is even kept secret. The anonymity of much
public administration raises fears that government policies are made by people who are not accountable to
citizens. Many fear that these so-called faceless bureaucrats subvert the intensions of elected officials.
Others see administrators as mere cogs in the machinery of government.

But whether in the negative or positive sense, public administration is policy making. And
whether close to the centers of power or at the street level in local agencies, public administrators are
policy makers. They are the translators and tailors of government. If the elected officials are visible to the
public, public administrators are the anonymous specialists. But without their knowledge, diligence, and
creativity, government would be ineffective and inefficient.

HISTORICAL OVERVIEW OF PUBLIC ADMINISTRATION

Large-scale administrative organization has existed from early times. The ancient empires of
Egypt, Persia, Greece, Rome, China, and later the Holy Roman Empire as well as recent colonial empires
of Britain, Spain, Russia, Portugal, and France — they all organized and maintained political rule over
wide areas and large populations by the use of quite a sophisticated administrative apparatus and more or
less skilled administrative functionaries.

The personal nature of that rule was very great. Everything depended on the emperor. The
emperor in turn had to rely on the personal loyalty of his subordinates, who maintained themselves by the
personal support from their underlings, down to rank-and file personnel on the fringes of the empire. The
emperor carried an enormous work load reading or listening to petitions, policy arguments, judicial
claims, appeals for favors, and the like in an attempt to keep the vast imperial machine functioning. It was
a system of favoritism and patronage.

In a system based on personal preferment, a change of emperor disrupted the entire arrangements
of government. Those who had been in favor might now be out of favor. Weak rulers followed strong
rulers, foolish monarchs succeeded wise monarchs — but all were dependent on the army, which supplied
the continuity that enabled the empire to endure so long. In the absence of institutional, bureaucratic
procedures, government moved from stability to near anarchy and back again.

Modern administrative system 1s based on objective norms (such as laws, rules and regulations)
rather than on favoritism It 1s a system of offices rather than officers. Loyalty is owed first of all to the
state and the administrative organization. Members of the bureaucracy, or large, formal, complex
organizations that appeared in the recent times, are chosen for their qualification rather than for their
personal connections with powerful persons. When vacancies occur by death, resignation, or for other

OOKYMEHT NOOMWUCAH " " lg to clearly defined rules. Bureaucracy does not die

IANEKTPOHHOW NOANMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnageneu; lLleBayxoea TateaHa AnekcaHapoBHa
AAnes y i 1; to be close to the centres of power; street level;

[eiicTauterien: ¢ 20,08 2021 o 20.08.2022 based on personal preferment; to be (not) showy.



BDH[)DELI H 3aJJaHHA:

1. Read the text again for understanding its main points and answer the 10 "What'-questions given

below:

What is public administration?

What institutions and agencies are involved in public administration?

What institutions are involved with policy formulation?

What public figures are visible to the public — elected or anonymous ones?

What are public administrators?

What maintained political rule over wide areas and large populations in ancient empires?
What is the difference between macro-administration and micro-administration?

. What changes could a change of emperor lead to in a system based on personal preferment?

. What are modern administrative systems based on?

1{) What is the difference between the administrative system based on objective norms and the one
based on favouritism?
2. Now read the text for detailed information to complete the following sentences and develop the idea:

We are in contact with ... almost from the moment of birth.

Public administration 1s said to be not ... .

Public administrators are the anonymous specialists, who ... .
Whether in the negative or positive sense, public administration 1s ... .
The ancient and recent colonial empires ... .

The emperor carried an enormous work load ... .

Modem administrative system 1s based on ... .

. When vacancies occur by death, resignation, or for other reasons, new qualified persons ...

3. Answer the following questions:

Why may our society be labeled as the "administered society™?

Why is public administration said to be not as showy as other kinds of politics?

Why was the system of the ancient empires called "the system of favouritism and patronage'!
Why is bureaucracy thought to be immortal ?

What specialists are called "rank-and-file personnel’!

Why did ancient empires often move from stability to near anarchy and back again?

What objective norms are modern administrative systems based on?

Why do people think of elected officials when they think about government?

4. Give synonyms to the words given below in italics or briefly explain their meaning:

1.

2.

had

6.

The anonymity of much public administration raises fears that government policies are made by
people who are not accountable to citizens.

Members of the bureaucracy are chosen for their qualification rather than for their personal
connections with powerful persons.

When vacancies occur, new qualified persons are selected according to clearly defined rules.

Our experiences with public administrators have become so extensive that our society may be
labeled the “admimstered society”.

Public administration is a political process involving the authoritative implementation of
legitimated policy choices.

Many fear that these so-called faceless bureaucrats subvert the intensions of elected officials.

The ancient and recent colonial empires organized and maintained political rule over wide areas
and large populations.

5. Insert prepositions where necessary:

1.
2.
3.

4.

CepTtudumkar:
Bnageneu;

Lebayxoea TateAHa AnekcaHapoBHa

We are accountable ... our parents for our actions.
We cannot dispose ... our earthly remains without final administrative certification.
Everything depended ... the emperor, who in turn had to rely ... the personal loyalty of his
subordinates.
Various institutions are uwulved .. public admimstration, but large, specialized governmental
NOKYMEHT FID,D,I'IHGAH ] ~1blic admimstration.
SNEKTPOHHOW NOAMUCHLIO policy formation, and the Department or Ministry of
12000002A633E3D113AD425FB50002000002A6 mentation.

1d reading or listening ... petitions, judicial claims,
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7. In a system based ... personal preferment, those who had been ... favour might now be ... ...
favour.

8. Weak rulers followed strong rulers, foolish monarchs succeeded ... wise monarchs — but all were
dependent ... the army, which supplied the continuity.

6. Translate into English:
|. AHOHIMMHOCTF TOCYAAPCTBEHHOIO VIIPABIEHHA BBI3BIBAET VY MHOTHX OIIACEHHA, UTO
rOCyJIapCcTBeHHAd cTparerid OyieT BRIpaOaThIBAThC A JIFOIbMH, HE ITOJ0TYE THHIMH I'PakaHaM.
2. Ilpu cMeHe HMITepaTopa, pPa3pyIlaIcad Bech TOCYJaPCTBEHHEBNIT MeXaHI3M, H I/, KOTOpbIe OBLII
B IIOYETE, MOITH OKAa3aThCA B HEMIUIOCTH.
3. IIpH cOBpeMEHHOIl CHCTeMe TOCYIAPCTBEHHOIO VIIPABIEHHA TOCYJAPCTBEHHBIE CIIYKAaIllHe
HAa3HAYAKOTCA COrIACHO HX KBATH(HKAINI, a HE IT0 IHUHBIM CBA3AM C BIHATEIbHBIMH JIFOIbMH.
4. T ocymapcTBeHHOE ITpaBIeHNe 3aBHCEIIO OT HMITepaTopa, KOTOPOMY, B CBOIO OUepe b, IIPHXOIIIIOCH
IIoJararhCs Ha IpeJaHHOCTh TTOUHHEHHBIX.
5. Mmieparop BEIIONHAI OTPOMHYI0 padoTy — UHTAl H COYINAJI XOJATaiicTBa, pa3bupan cyaeOHBIE
HCKH H ITPOChOBI O TIOMHJIOBAHHH.
7. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1. The text under discussion draws our attentionto ... .
2. Public administration is said to be not as showy as ... .
3. Public administrators are. ..
4. The ancient empires organized and maintained political rule by ...
5. Modern administrative system is based on ...
8. Complete each sentence using a word derivationally related to the word given in brackets:
1. Thisidea1s good but ... of such a scheme will be difficult. (implement)
2. They challenge the very ... of the government. (legitimate)
3. Theyneedto spendless on ... . (administrative)
4, Tamnot ... to approve payments. (authorize)
5. Lloyd George was threatening to ... . (resignation)
6. Many civil servants are sure that they can ... better than the politicians. (government)
7. There1salot of ... involved in getting an impoit license. (bureaucrat)
8. This public corporation is fully ... to Partliament. (accountability)
9. Sheisa ... in Eastern European affairs. (special)
10. It 1s the Prime Mimster's ... residence. (officer)
9. Give your own definitions of 'micro-administration’, 'macro-administration’' and 'bureaucracy’.

Pazgen 2: Business management and public administration/ VYnpasiaeHne OH3HecoM H
rocyJapCcTBeHHOe YIIPaBJIeHHe.

IIpakTHUuecKoe 3aHATHE No 9.
IIpakmuxa peyw: City managers and their responsibilities /AgJMHHHCTpanua TOpoaoB H ee
0053aHHOCTH.
IHenb: ©opMIHpPORAHHE KOMMYHHKATHBHELX KOMIIETEHI[III, OBJIAJEHIE JIE KCHKOM H I'PaMMAaTHKOI
B pesyjbTaTe OCBO€HHE TEMbI CTYAEHT J0KeH
3HATh: 0A30BbIE HOPMEI VIIOTPEOIEHHA TeKCHKH, (DOHE THKH H T PaMMATHKH
YMeTh. UHTaTh, IIEPEBOTHThL H I€peCKa3pIBaTh TEKCTHI HA HHOCTPAHHOM M3BIKE C HCIIOIb30BAHIEM
CIIPABOYHOI H YUeOHOM THTepaTypsl;, OCYILECTRIIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM A3BIKE
AKTYaJlbHOCTb TeMbl: O0YCIIOBI€HA HEOOXOMMMOCTRIO OBIaeHHeM YK-4.,

TeopeTnueckas 4acThb:
A city manager is an official appointed as the administrative manager of a city in a council-
manager form of city government. Local officials holding this post are sometimes referred to as the chief

NOKYMEHT MOAMWCAH “icer (CAO) in some municipalities. However, in a

SNEKTPOHHOW MOAMUCHIO d to CAO implies more discretion and independent

Ceprudmkar:  12000002A633E3D113AD425FB50002000002A6 Dd}f of lﬂw, a8 DppDSEd to duties I}Eil‘lg ElSSigl‘lEd on a
Bnapeneu; lWebayxoea TateAHa AnekcaHapoBHa
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Most sources trace the first city manager to Staunton, Virginia in 1908. Some of the other cities
that were among the first to employ a manager were Sumter, South Carolina (1912) and Dayton, Ohio
(1914). The city manager, operating under the council-manager government form, was created in part to
remove city government from the power of the political parties, and place management of the city into the
hands of an outside expert who was usually a business manager or engineer, with the hope that the city
manager would remain neutral to city politics.

JIeKCcHYecKHe eJHHHILI 110 TeMe:

formal authority — oQHIfHaTbHbIE TTIOTHOMOYH I

inspire [In'spala | — BHYIIATh, BJOXHOBIATE

trait [trelt] — xapaxTepHasd yepTa, 0COOEHHOCTh

interaction | Intar'zK[(s)n] — B3amMoIeficTBHE

vision ['vi3(2)n] — IIpOHHIIATEEHOCTE, ITpe ABHIEHHE, TATEHOBH/IHOCTE
value ['vaelju:] — BaKHOCTS, I[eHHOCTS, II0JIE3HOCTh

charisma [ka'rizma] — miuHOe obafAHIe, XapH3Ma

ongoing ['on gaull)| — IIPOHCXOAIIIIL B HACTOAIEe BpeMH,

TIPO IO AFOIIIIICA, HETIPEPERIBHEI, ITOCTOIHHEIH

explore [1k'spla:| — mccmemoraTh, paccMaTpHBATE, H3VUATh, aHATH3HPOBATE
recognition [ rekag'nif(a)n] — oco3HaHHe, ITOHIMAaHHE, ITPeICTaBICHHE
attribute ['ztrtbju:t] — oTIHUHTEEHAA YepTa, XapaKTepHOe CBOHCTBO
evidence ['evid(a)n(t)s] — aKTEl, JaHHEIE, JOKa3aTelkCTRO,
MTOATBEPAIeHIIE, CBHIETEhCTBO

intelligence [In'telidg(2)n(t)s] — HHTEIIEKT, pacCyIOK, pa3yM, VMCTBEHHBIE
CII0OCOOHOCTH

Bonpochl H 3aJaHHA:
1. Match Russian definitions with English terms:

1) chief executive officer a)  (opma opraHm3aIH MeCTHOIO CaMO-
VIIPaBIeHHA, IIPH KOTOPOI BEIOOPHEII
T OPOJICKOH COBET ITPHIIAIIEAEeT Ha JAOIKHOCTh
PYKOBOJIMTE A MYHII[HITA-
IHTeTa IIPodeCcCHOHATBHOT O VITPABIIIOIIET O,
paboTaroIero IOHEIH pabourii JIeHE,
MeHeKep CaMOCTOATEeIbHO HaOHpaeT IIITaT
LA VIIPABIIEHHA TOPOIACKHM XO3SICTBOM,

2) council-manager form b) MeHemT&Kep, OCYIIECTBILIFOIIII pPacIop-
ITHTEILCKYIO JeATeIbHOCTh B paM-
KaxX CTpaTeTHYeCKHX PelleHH, IIPHHATHIX
PYKOBOJCTBOM,

3) administrative manager C)  PYKOBOJHUTEIH, KOTOPHII OTBEYAET 3a
OCHOBHYIO YACTh TeKVIIEH JieATeTbHOCTH
KOPILOpAI[HH H HCIIOIHEHHE PellleHHIT coBeTa
IIPEKTOPOB, TIPH 3TOM YACTO 3aHHMAET TaKKe
IIOCT TIpeJiceTaTels COBeTa AMPeKTOPOR,
IIpe3nIeHTa, 3aMeCTHTENA IIpeJiceIaTels Co-
BeTa H T. II.

2. Complete the following sentences using the text.
1. A city manager is an administrative manager of a city in ... .
2. A citv manager. as opposed to CAQO. has more discretion and ... .

AOKYMEHT MNOANNCAH :f administrative officer are assigned by a single ... .
AINEKTPOHHOW NoAanunchebio

Ceprudhmkar:.  12000002A633E3D113AD425FB50002000002A6 _

Bnapenew; - leBayxopa TaTbsaHa AnekcaHgposta place management into the hands ... .
mary.
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The headline of the article is ... CTaThd HAZBIBAETCA ...

The primary task of the published OcCHOBHAaA 3aaya Iy OITHKY eMOit
article 1s ... CTaThH ...

The article starts with ... CTarhd HAUMHAETCAC ...

In the first part of the paper effort B 1eproii YaCTH CTaThH JlelTaeTCA
1s undertaken to analyse ... ITOIBITKA ITPOAH A 3HPOBATH ...

The article under consideration also points out ... PaccMaTpHBaeMas CTaThd BEIJEIIAET ...
In the next (last) section emphasis B TpeThell YacTH IIOTUepPKHBAETCA

is given to ... BaKHOCTD ...

In conclusion the article reads ... B 3aKIFOYEHHH B CTAThe TOBOPHTHCA ...
4. Complete the following sentences using the text.

1. Leadership 1s organizing a group of ... .

2. The search for the characteristics of leaders ... .

3. Leadership 1s rooted 1n the charactenstics that ... .

4. The 1dea that leadership 1s based on individual attributes 1s known as ... .

5. Using early research techniques, researchers conducted over a hundred studies to distinguish ... .
6. In the middle of the 20th century researchers took a different view of ... .

7. It 18 posited that individuals can be effective in certain .

5. Read the text and be ready to answer the questions.
6. Write a summary of the text above.

IIpakTH4yeckoe 3anaTHe Ne 10.
Ipaxmuxa peyu: Public Administration Personnel / IlepcoHas rocyqapcTBeHHO#l agMHHHCTPALHH.
IHenb: ©opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJEHIE JIE KCHKOM H IPaMMAaTHKOM
B pesyJbkTaTe OCBOE€HHE TEeMEI CTYIEHT J0KeH
3HATh: 0A30BbIE HOPMEI YIIOTPeOIeH A TeKCHKH, (DOHE THKH H I'PaMMAaTHKH
YMETh. UHNTATh, IIEPEBOJHTL H II€PEeCKA3BIBATh TEKCTEI HA HHOCTPAHHOM S3BIKE C HCIIONB30BAHIEM
CIIPABOYHOH H YUeOHOI IHTEePaTyPhL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYalbHOCTb Te€MbI: O0YCIIOBIEHA HEOOXOMHMOCTHIO OBIAeHHEM YK-4.

TeopeTHueckas 4acTh:

Large organizations employ many individuals. Charismatic leaders, caring supervisors, innovative
program directors, and numerous street-level employees lend individuality to the collective and character
to the whole organization. One should also remember that higher moral and ethical standards are expected
of public employees than of private employees, and that public managers work within very strict limits of
legislation, executive orders, and regulations surrounding government. But unique contributions of
individuals do  not  obscure their general patterns of  behavior, or roles.
A role 1s a predictable set of expectations and behaviors associated with an office or position. Like an
actor assigned a part, cabinet secretaries, police officers, and policy analysts step into roles that are
already largely defined.

A person usually performs several roles and it may become a source of stress and overload. Role
overload 1s more than just too much work, or overwork. Role overload exists when the demands of
various roles overwhelm an individual’s ability to balance expectations, when the demands of one role
make it difficult to fulfill the demands of others. The lawyer who must cancel an appointment to care for
a sick child or the professor who neglects his students to fulfill administrative obligations 1s experiencing

a rala annflin

AJOKYMEHT NoanncAH

SHEKTPOHHOM NOANACKIO entify rights and obligations of each employee. Roles
Ceptudpmkar:  12000002A633E3D113ADA425FB50002000002A6 n together. An organization that falls apart when
Bnapeneu: leBayxoea TateaHa AnekcasapoBHa f roles.
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Although public organizations contain many specific roles, five role-types — the political executive,
desktop administrator, professional, street-level bureaucrat, and policy entrepreneur — are the most
common.

Political executives

Political executives (the secretary of a State Department, the city manager, or the county
administrator) occupy the top of public organizations. Although their jobs and responsibilities are
different, they all perform the functions of a political aide, policy maker, and top administrator.

In most cases, political executives are political appointees — elected officials give them their jobs. That is
why, their position, their tenure, and their influence while in office derive from the authority of elected
officials. The official who wins the election most commonly appoints loyal supporters. They
are advisors for selected officials.

Elected officials cannot do everything. They can do little more than point the general direction and
scrutinize the final result. That is why political executives appointed by them are also policy makers. The
political executive initiates, shapes, promotes, and oversees policy changes. They may also have
responsibility for major decisions. The ultimate authority, however, rests with the elected official.
Political executives are also top-level administrators. It 1s a difficult role. Public executives are legally
responsible for implementing policy They must cut through the red tape, resistance of change, intra-
organizational conflict to assure that the public is served well.. Those political executives who fail to
reach down and get the support and enthusiasm of their agency personnel will effect little change in
policy. But if they completely disregard the preferences, knowledge, and experience of their agencies,
stalemate ensues. If they uncritically adopt the views of their elected officials or their agencies, they may
lose influence with elected officials.

Desktop administrators

Desktop administrators are career civil servants down the hierarchy a few steps from political
executives. They are middle managers and closely fit the general description of a bureaucrat. Whether a
social worker supervisor or the director of a major government program, the desktop administrator spends
days filled with memoranda and meetings.

The desktop administrators are torn between the promises and practicality of governing. Desk
administrators guide policy intentions into policy actions that actually change, for better or worse,
people’s life.

If there is, for example, a public and political consensus that the government should assist poor
blind people, the definition worked out by a desktop administrator to answer the question who is poor and
who is blind, has a dramatic influence to the nature of the program.

Desktop administrators differ fundamentally from political executives in that most of them are
career civil servants. After a short probation period, most earn job tenure, and usually are not fired.
Tenure insulates the civil service from direct political interference in the day-to-day working of
government. Job tenure protects civil servants from losing their jobs, but they may be reassigned to less
important jobs of equal rank if they lose favor with political executives.

Professionals

Professionals make up the third major role-type in public organizations. The original meaning
of the term profession was a ceremonial vow made when joining a religious community. This vow
followed years of training and some certification that the acquired knowledge and appropriate norms of
behavior justified an individual’ s 1mtiation.

Modern professionals receive standard specific training that ends with certification. They also
learn values and norms of behavior.

Increasingly the work of public organizations depends on professionals and more and more
professionals are involved in public administration. The work of professionals involves applying their
general knowledge to the specific case and requires considerable autonomy and flexibility.

An important difference between professional and non-professional work is who evaluates
performance. Nonprofessionals are evaluated by their immediate supervisors. Professionals assert their
independence from supervisors. Their work is evaluated by peer review of their colleagues and that has
flaws: fellow professionals are sometimes more willing to overlook the mistakes of colleagues for
NOKYMEHT MOAMWUCAH

INEKTPOHHOW NOANMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

lice officers, public school teachers, public health
Bnapeneu: LLleGayxoea TateAHa AnekcaHapoBHa

om or near the bottom of public organizations. Their
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nature of their work. They deal with people and people are complex and unpredictable, they are not the
same and require individual attention. A common complaint about public bureaucrats is that they treat
everyone like a number; they ignore unique problems and circumstances. But there are only general
guidelines how to deal with people (an abusive parent, an arrested, poor, old or sick person), and it is
impossible to write better guidelines to make everyone happy. Street-level administrator must use
judgment to apply rules and laws to unique situations, and judgment requires discretion.

Given limited resources, public organizations want fewer, not more clients, and this is an
important difference between public and private organizations, which attract more clients to earn more
profit. And dependence of clients on street-level bureaucrats often create conflicts.

Street-level bureaucrats work in situations that defy direct supervision. Even when supervisors are
nearby, much work with clients is done privately. Most paperwork and computerized information systems
attempt to control street-level bureaucrats, who in turn become skilled in filling out forms to satisfty
supervisors while maintaining their own autonomy.

Street-level bureaucrats are also policy-makers. They often decide what policies to implement,
their beliefs can affect their work with clients, they may interpret the policy to benefit clients and vice
versa, and thus they may change the policy while implementing it.

Policy entrepreneurs

The policy entrepreneuris generally considered to be the charismatic person at the top, though
they can exist at all levels of an organization. They are strongly committed to specific programs and are
strong managers. They are skilled in gathering support and guiding an idea into reality. The role requires
conceptual leadership, strategic planning, and political activism. This role is both necessary and
dangerous. They take risks and push limits, which is necessary for a dynamic government, but they also
bend rules and sometimes lead policy astray.

JlekcHuecKkHe eJHHHI[BI I10 TeMe:
role-type, role conflict, desktop administrator, to require leadership, to be given limited resources,
consensus, charismatic leader, to step into a role, source of stress, to balance expectations

Bonpocsl 4 3aJaHHA:
1. Complete the following sentences using a word derivationally related to the word given in brackets:
Any organisation 1s a system of roles 1n which rights and obligations of each employee are clearly ...
(identification).
Political executives are political ... in most cases. (appointment).
Thas 1s the political executive who ... , shapes, promotes, and oversees policy changes. (initiative).
The work of professionals ... considerable autonomy and ... . (requirement, flexible)
Nonprofessionals are evaluated by their immediate ... , while the work of professionals 1s evaluated by
peer review of their colleagues. (supervision).
People often ... that public bureaucrats ... them like a number and ... unique problems and
circumstances. (complaint, treatment, ignorance.)
Street-level bureaucrats ... can affect their work with clients. (believe).
The role of policy entrepreneurs ... strategic planning, political activism, and conceptual ... (requirement,
lead.) .
2. Match the words to their definitions:

1. appoint 1. tohelp
2. complain 2. to deal with
3. treat 3. togive someone job as...
4. supervise 4. to grumble because something is wrong
5. 1initiate 5. to start something going
6. assist 6. to watch over work, to see that 1t 1s well done
7. interfere 7. not to notice (on purpose)
8. 1gnore 8. to meddle, to get involved
9. bottom, n 9. to ask insistently for something
10. flexible 10. highest point
AOKYMEHT NOANMCAH ywest point
SNEKTPOHHOW NOAMMACBIO daptable
Ceptudmkar: —~12000002A633E3D113AD425FB50002000002A6
Bnapeneu: lleGayxoea TatkaHa AnekcaHapoBHa ntents ﬂf it.
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1. IIpara H O0SA3aHHOCTH COTPYIHHKOB OPraHH3allI BCEr1a YeTKO OITpeeIeHEl.
2. D¢ ¢eKTHBHOCT, PaldOTH OpraHH3aIii, B IIEPBYK OUEPeIb, 3ABHCHT OT IIEpCcOHANa, Eero
Ipod)eCCHOHATH3MA H THOKOCTH.
3. Kax mpaBmio, Kak eIl COTPY/IHHK BROIOTHAET HE OJHY, a HECKOIIBKO POJIE B OPraHI3aIlHH.
4. OpraHHzainusg IpeAcTaBadeT coO0O0i HepapxXHio, Ha KOTOPOH pPacIloNararoTcsa OIIpejielle HHEIE
IO HOCTHBIE JIHI[A H COTPYIHHKH.
5. YacTo JHOOH XKaAIVIOTCHA, YTO OHPOKPATHI B TOCYJAPCTBEHHBIX OPraHH3aIiAX He IIPHHHMAKT BO
BHIMAaHHEe HX ITPo0IeMBl H 00CTOATEILCTRA.
6. IOpHCT MOKET OTKa3aThCA B TAKOIl CHTYAI[HI, KOT/la eMy IIPH/IETCA OTMEHHTH Ha3HAUEHHYIO BCTPEUY
C KJIHEHTOM H3-3a 00Je3HH pedeHKa.
5. Give your own definitions of 'public administration personnel’, 'role-types' and 'role conflicts'.
6. Read the text for general information to complete the following statements:
1. The text deals with the problem of ...
2. The text views a public organization as a system of specific roles, role-types, the most common of
which are ...
3. Therole of a policy entrepreneur requires ...
7. Now read the text for detailed information to complete the following sentences:
1. Large organisations employ many individuals: charismatic ..., caring ..., innovative ..., and
numerous ... who lend individuality to ... .
2. Cabinet secretaries and policy analysts like actors step ... that are already largely defined.
3.... exists when the demand of various roles ... an individual's ability to balance expectations.
4. The lawyer who must ... to care for a sick childis expenencing a ... .
5. The most common five role-typesare ..., ..., ..., ..., and ... .
6.... occupy the top of public organisations; in most cases they are ... .
7.... have responsibility for major decisions; however, the ultimate anthornity rests with ... .
8.... protects civil servants from losing their jobs.
9. The work of professionals requires ... and ...
10. Street-level bureaucrats often dEleE what pD]lClES to implement, their ... can ... their work
with ... .
8. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1 The text under discussion draws our attention to ...
2. There are five most common role types in public organizations. They are...
3. Political executives are political appointees, that's why ...
4. Desktop administrators closely fit the general description of a bureaucrat, they differ
fundamentally from ...
5. Street-level bureaucrats are at the bottom of public organizations and ...

IIpakTHUeckoe 3anaTHe Ne 11.
Ipaxmuxa peuu: Personnel administration: staffing and trainin. / YipaBJjieHHe nepCcoHAaI0M:
noadop H o0yueHHe.
IHeab: ©opMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJIEHHE JIE KCHKOH H I'PaMMAaTHKOH
B pesyibTaTe OCBO€HHE TEMEI CTYJEHT J0.I2KeH
3HATh: 0A30BbIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. UHTATh, IIEPEBOTHTL H IEpecKa3pIBaTh TEKCTEI HAa HHOCTPAHHOM S3BIKE C HCIIONB30BAHIEM
CIIPABOYHOH H YueOHOI IHTePaTyPHL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYalIbHOCTh TeMbl: 00YCIOBIIEHA HEOOXOMIMOCTEIO OBIAeHHeM YK-4.

TeopeTHueckas 4acThb:
An important task in the management of any enterprise, private or public, is the recruiting,
selecting, promoting, and terminating of personnel and employee training.
Recruiting
1 NOKYMEHT MOAMUCAH - ' starts, 1.e. finding people to fill those jobs.
SNEKTPOHHOM NMOANMUCHIO s come a long way from the time of Andrew Jackson,

Ceprudimkar.. 12000002A633E3D113AD425FBS0002000002A6 a pEl‘fDl‘I‘ﬂEd b}f any individuals (Dl‘ at least any }"?‘IE"H)
Bragenel 1 nofR TS i e A g e FaAReg ! cessors, frequent rotation on office was encouraged;
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no particular prior training or experience was necessary for most jobs. Merit systems were designed for
the most part to keep out the grossly incompetent, not to attract the highly qualified.

Gradually, the pattern changed. The government began attracting especially competent applicants.
Openings were more highly publicized, recruiting visits were made to college and university campuses,
and wages were made more nearly competitive with those in the private sector. Active efforts were made
to attract individuals who, in earlier times, would have been excluded from public employment because of
their ethnic or racial backgrounds or because they were women.

Examining and selecting

Once applications have been received, the next step in the personnel process is examination. The
term examination does not refer only to a pencil-and-paper test.

Some judgments are made on the basis of an unassembled examination. That is, the application
form itself may require sufficient information to permit the assignment of a score based on reported
experience and education and on references.

Another possibility, especially important for jobs requiring particular skills, is performance
examination. Some jobs call for an oral examination, particularly those for which communication skills
are especially important.

One examination of special 1mportance 1is the Professional and Administrative Career
Examination (PACE). PACE is intended to select candidates for federal government careers rather than
for particular jobs.

The personnel agency (e.g. Civil Service Commission) considers the list with the names of the individuals
with the highest examination scores from which it chooses the new employee. Considerable discretion is
allowed in making the final choice.

Following selection, the new employee is likely to serve a probationary period, often six months,
during which removal is relatively easy. Personnel managers encourage supervisors to see this as an
extension of the testing procedure, but few employees are, in fact, dismissed during this period.
Evaluation

The evaluation of employee performance is a further personnel function. Recently, the trend has
been to formalize rating schemes and to regularize feedback to employees. Where possible, objective
measures of the work completed are employed. In jobs where this is not possible, supervisors are
encouraged to judge performance as accurately as possible using impressionistic techniques.

By supplying a continuing record of performance, such evaluation can protect employees from
capricious actions of a subjective supervisor.

Continuing education in the public service

Government is deeply involved with the further education and training of the employees. This
involvement may range from relatively simple, in-house training sessions — even on-the-job training — to
the financing of undergraduate or graduate education.

Many universities, in cooperation with government agencies, have developed special programs
for public employees, and the courses typically lasting for a week, may be conducted either at a university
campus or at an agency site.

The Federal Executive Institute in Charlottesville, Virginia, established in 1968, operated by the
Civil Service Commission, provides managerial training for high-level federal executives. The
commission also has regional training centers located throughout the country.

Public personnel are also often given leaves for a semester or a year by their agency to pursue a
degree at the doctoral level (the Doctor of Public Administration) or to fulfill a master’s program.
JlekcHueckHe eJHHHIBI I10 TeMe:
prior experience, to judge performance, performance examination, competitive wages, on-the-job
training, in-house training, racial background.

Bonpochl 4 3aJaHHA:
1. Complete each sentence using a word derivationally related to the word given in brackets:
1. She kept calling him up to ... some new task to him. (assignment)
2. They made an attempt to ... her from the General Council. (removal)

NOKYMEHT MOAMUCAH 7 vo words “Not guilty!” (termination)
SNEKTPOHHOW MOANMACKIO ecial cases. (discretion)
Ceptudhmkar: - 12000002A633E3D113AD425FBS0002000002A6 (a / )
, . (appty
Bnapeneu: Lebayxoea, TateAHa AnekcaHapoBHa

Neiicteutenex: ¢ 20.08.2021 no 20.08.2022 ot ... . (exclusion)



8. Crop ... will help to minimize diseases and weeds. (rotate)
9. Nationalist leaders demanded the ... of democratic rights. (extend)
10.He joined the firm as a young ... more than thiity years ago. (recruitment)
2. Answer the following questions:
1. What are the functions of personnel administration?
2. What attempts are made by the government to attract competent individuals to jobs?
3. Why is the evaluation of employee performance important?
4. How are new employees examined and selected?
5. Is the further education and training of the employees important? Why?
3. Read the text for general information to complete the following statements:
1. The text deals with the problem of ... .
2. There are some steps in the personnel process. They are ... .
3. The text views personnel administration as ... .
4. Read the text again for understanding its main points and answer the 10 '"What'-questions given
below:
1. What is the first step that the management has to undertake when new jobs have been created?
2. What was the time of Andrew Jackson characterized by?
3. What attempts did the government make to attract especially competent applicants?
4. What kinds of examinations were mentioned in the text?
5. What is a "performance examination"?
6. What examination is considered to be of special importance?
7. What process is the evaluation of employee performance?
8.  What programs have many universities developed for public employees?
9. What training does the Federal Executive Institute provide?
10. What time is given to public personnel to pursue a degree at the doctoral level?
5. Now read the text for detailed information to complete the following sentences and develop the idea:
1. Once jobs have been created, ... starts, 1.e. finding people to fill those jobs.
2. ... were designed for the most part to keep out ..., not to attract ... .
3. Active efforts were made to attract individuals who, in earlier times, would have been excluded
from public employment because of ... .
4. Once applications have been received, the next stepis ... .

5. Some judgements are made on the basis of ..., and some jobs, especially requiring particular
skills, call for ... .

6. ... 1s1intended to select candidates for federal government careers rather than for particular jobs.

7. The new employee 1s likely to serve ..., often six months, duning which removal 1s relatively
gasy.

8. In order to make an evaluation of employee performance, where possible, objective measures ... .
In jobs where this 1s not possible ... .

9. The involvement of government with the further education and training of the employees may
range from ... to ... .

10. ... provides managerial training for high-level federal executives.

6. Insert prepositions where necessary:

1. An immportant task ... the management of any enterprise is the recruiting, selecting, promoting,
and terminating ... personnel and employee training,.

2. Active efforts were made to attract individuals who, in earlier times, would have been excluded

. public employment because of their ethnic or racial backgrounds.

3. The term examination does not refer only ... a pencil-and-paper test.
4. Some judgements are made ... the basis of an unassembled examination.
5. Some jobs call ... an oral examination, particularly those ... which communication skills are

especially important.
6. By supplying a continuing record ... performance, such evaluation can protect employees ...
Lﬂpl icious actions.

7 NOKYMEHT nn,qnncAH 107 1mple, in-house training sessions — even on-the-job
SNEKTPOHHOM NOAMMUCHIO or graduate education.
Ceptuchmkars 12000002A633E3D113AD425FBS0002000002A6 iment agencies have dEVEleEd special programs ...
Bnapeneu: Llebayxoea TateAHa AnekcaHapoBHa ’
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9. The personnel agency considers the list ... the names ... the individuals ... the highest
examination scores ... which it chooses the new employee.

10. Wages were made more nearly competitive ... those in private sector.

7. Translate into English:

1. Korjma mosBiIfr0TCA BAaKAaHCHH B KaKOH-THOO OpraHm3alii, HAYHHAeTCAd ITOHCK KaHIHAATOB.
AIMIHHCTPAIHA BCeria cTapaeTcs IIPHBIeYs Ha padoTy caMbIX KOMIIE TEHTHBIX CITY KAIIfHX.

2. Korpa pakaHCHH OITIallleHbl, HAHOCATCSA BH3HUTHL B KOILIE/KH H YHHBEPCHTETHL C IIEIIBH0 IIOMCKA
KaHHIaTOB Ha 3TH JOIIKHOCTH.

3. Ot06op HanboIee IMOIXOMAIET0 KaHIHIATa OCYIIECTRIAETCI HA OCHOBE YCTHOIO co0eceTOBaHMH A,
0CO0OEHHO B TeX CIy4Yadx, I'7le HeOOXOIHMBI KOMMYHHKATHBHEIE CIIOCOOHOCTH, HIIH HAa OCHOBE
aHKeTHI, BKITIOYAroITeil HHQopMalii o0 oIbIiTe padboThl, 00pa30oBaHHH H peKOMEHTAIIH.

4. Horpoi ciuyxanpmi, KaK IIPAaBHIO, IIPOXOJHUT HCIBITATEIRHELII CPOK B TeUeHHE 6 MecCHIlEB.
HauvampHHK OTZena KaJpoB pacCMaTpHBaeT 3TOT CPOK KaK IIPOAONAKEHHE ITPOBEPKH, HO IIHIIh
HEMHOTHX CITYKAI[HX YBOIBHAIOT B TeUeHHEe 3TOTO CPOKa.

8. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
The text under discussion draws our attention to ...

The recruiting pattern changed ...

Selecting of candidates 1s made on the basis of ...

The evaluation of employee performance ...

Government provides the following opportumties for the fuuther education ...

odlE b ol o

IIpakTHUeckoe 3aHaTHe Ne 12.
Ipaxmuxa peyu: Administrative decision-making / IIpuHsaTHe aAMHHHCTPATHBHLIX pellleH Hii.
IHeab: ©opMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJIEHHE JIE KCHKOH H I'PaMMAaTHKOH
B pe3yibTaTe 0CBOE€HHE TEMBI CTYAEHT JOIKEH
3HATh: 0a30BEIe HOPMEI YIIOTpeOIeH A e KCHKH, (JOHE THKH H T paMMATHKH
YMETh. UHTATh, IEPEBOJTHTE H TIEPEeCKa3BIBATh TEKCTEI HA HHOCTPAHHOM SM3BIKE C HCIIONB30BaHHEM
CIIPABOYHOI H YueOHOM THTepaTypsl, OCYILECTRIIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM A3BIKE
AKTYalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaeHHeM YK-4.

TeopeTHueckas 4acThb:

Elements and models of a Decision-making Process. We all make decisions all the time. Some are
small; some will have ramifications throughout our lives. Sometimes we make snap judgments that in
retrospect seem wise. Other times we carefully weigh the pros and cons but are betrayed by fate. Often
the most important decisions are nondecisions: we put things off, choose to ignore problems, or to avoid
situations or people and later discover that inaction has consequences just as important as those resulting
from action.

Four processes of decision-making

Whether small or large, short- or long-term, studied or impulsive, decision-making involves four
major elements: problem definition, information search, choice, and evaluation. They are not sequential,
they occur simultaneously. And it is often difficult to identify when a decision process begins and ends as
most important choices are ongoing.

Problem definition

The first step in defining a problem is recognizing that it exists.

Then, problems are plentiful; attention is scare. Selecting a problem for attention and placing it on
the policy agenda is the most important element in policy making. When a problem is given attention, it
gains focus and takes shape.

How a problem is defined affects how it is addressed. The problem of the homeless is a good
example. The people without home have always been with us. Most often they have been seen as people
who because of their own weaknesses could not find work and afford homes. They were dismissed as
drunks and drifters. So defined, the homeless remained a problem in the background — a problem for the
Salvation Army, not the government. But as their number grew, we began to take a closer look. We saw

NOKYMEHT MOAMWUCAH ~inemployed whose benefits had expired, and families

QNMEKTPOHHOW MOANUCHIO 1g “the homeless” as people 1n desperate situations.

Ceprudmkar: 12000002A633E3D113AD425FBS0002000002A6 reess. Homelessness is now a focus of pﬂli{:}’ debate.
Bnapeneu: LLlebayxoea TateAHa AneKkcaHapoBHa
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When we are only vaguely aware that a problem exists, our first step 1s often to learn more about
it, and this learning i1s an important step in the decision-making. Acid rain 1s a good example. First in
Europe and then in North America, people noticed that trees were dying, and a few scientists began to ask
why. Pollution and changes in climate were explored. Out of this active search for information the
problem gained definition: air pollution is killing trees. Then, the solutions were considered. Reducing
acid rains requires costly reduction in pollution created in regions often at great distance from the dying
trees. Thus, the information defined the nature of the policy-making.

Information has always been central to governing, and governments are primary sponsors of
research both in the sciences and humanities. Such research is driven by the interests of scholars and may
not have immediate relevance to policy debate. But it may have important policy implications. For
example, advances in lasers and genetic engineering influence defense and social policy in ways
unanticipated by scientists or their government sponsors.

Choice

As problems are defined and information about problems and outcomes is examined, choices
emerge. Weighing options and selecting are the most visible decision-making processes.

Sometimes choices are difficult and taking decisions is very hard, especially when choices are not
clear and their results are unpredictable. Should we negotiate with terrorists? Do we want to save the lives
of hostages, as family members prefer, or do we want to eliminate any incentive for future terrorism?

The selection process does not necessarily require reasoned judgments; the compromises of group
decision-making often produce results that only few individuals prefer; satisfying single interests often
means ignoring the interests of others.

Evaluation

Decisions do not end with choices among alternatives. Decision-making involves evaluating the
effects and actions. Evaluation may be formal (an official study of the results produced by a new
government program) or informal (scanning the news, talking to colleagues).

Whether formal or informal, evaluation 1s another form of information gathering after the choice.

The distinction between information search and evaluation is arbitrary. Before decision makers
reach conclusions, most try to anticipate outcomes.

The most difficult aspect of evaluating choices is establishing the criteria. The most common
criterion is the result — if things turn out well we feel that we made the right choice. But in this case we
may confuse good luck with good decision-making (consider the decision to have a surgery: all surgery
involves risk, and if a person chooses to take the very slight risk to remove a small tumor and dies during
surgery, was the decision wrong?). Results are not universal criteria for the quality of a decision. The
evaluation of any decision-making must involve looking at results and processes as well as the situation
faced by decision makers.

Models of decision-making

There is no right or wrong way to make decisions. Sometimes cautious deliberation is the best
path; at other times risks are required. But scholars speak about two broad categories of models of
decision-making: rational and nonrational models.

Rational decisions are choices based on judgment of preferences and outcomes. They are not
always turn out best and they do not eliminate the possibility of failure. Sometimes the goal is so
important that it is rational to choose an option with little promise of payoff. Opting for experimental
surgery 1s a rational choice over a life of pain.

In nonrational models choices do not result from the deliberate balancing of pros and cons.
These models share the assumption that the mix of rules and participants shape choices, and that decisions
result from the varying (though not necessarily accidental) mix of ingredients. Most of governmental
decisions are within these models. The decision process there is too complex to take into account multiple
goals, alternatives and impacts of every alternative; the time required to take a decision is too short; the
finances are too thin to provide long researches.

Taken to extremes, rational models reduce human judgment to computation, and nonrational
models portray decision outcomes as the result of forces beyond individual control.

Both rational and nonrational models of the decision process are products of value-neutral social

" IOKYMEHT NOAMUCAH ' "~ in the form of preferences, but they are generally
SNEKTPOHHOW MOANUCHIO - of decision-making places a stronger emphasis on
Ceptudbmkar: . 12000002A633E3D113AD425FB50002000002A6
Bnapeneu: llebayxoea TateAHa AnekcaHapoBHa
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impulsive decision, to make a snap judgment, ongoing choices, problem in the background, to

take a closer look, to be vaguely aware, to establish the criteria, multiple goals.

BDHpDCLI H3aJaHHHA .

1. Complete each sentence using a word derivationally related to the word given in brackets:

Sometimes we make snap ... that in retrospect seem wise. (judge)

We may be ... by fate even i1f we carefully ... the pros and cons. (betrayal, weight)

The homeless have no decent homes and are 1n ... situations. (despair)

Sometimes choices are not clear and their results are ... . (predict)

Before ... makers reach conclusions, they try to ... outcomes. (decide, anticipation)

If we want to save the lives of hostages, should be ... with terrorists. (negotiations)
Choices ... after information about prc:-blems and outcomes has been examined. (emergence)
Reducmg ElCld rains requires costly .. . created from dying trees. (reduce, pollute.

2. Lﬂﬂk at the heading of the text and pred:ct tke contents of it.
3. Read the text for understanding its main points and answer the following questions:

1.
2.
3.
4
5.
6.

1.
8.

9.

Some decisions we make have ramifications throughout our lives, don’t they? Why?
What four major elements does decision-making involve?

When does a problem gain focus and take shape?

Can information define the nature of policy-making? How?

What are the most visible decision-making processes?

What is the difference between formal and informal evaluation of a problem?

What do decision makers usually anticipate before they reach conclusions?

What is the most difficult aspect of evaluating choices? Why?

What are the two broad categories of decision-making models?

10. Within which models are most of governmental decisions? Why?
4. Insert prepositions where necessary:

1.

2.

bl i

-~

Often the most important decisions are non-decisions: we choose to ignore ... problems, to avoid

situations, to put things ... .

The most important element in policy making is selecting a problem ... attention and placing it
. the policy agenda.

Decision-making mvolves ... evaluating the effects and actions.

The distinction ... information search and evaluation is arbitrary.

Decision makers try to anticipate ... outcomes ... they reach conclusions.

The result is the most common criterion — 1f things turn ... well we feel we made the 1ight

choice.

Rational decisions are choices based ... judgment of preferences and outcomes.

An emerging view of decision-making places a stronger emphasis ... decisions as value

statements.

5. Translate into English:

1.
2.
3.

4,

0.

YacTo oIpeieHTh IIPodIeMY TaK Ke TPYTHO, KaK H HAHTH ee PelleHIe.

PyKoBOIHTENb HE HMEET IIpaRa JAeiiCTBOBATh 0e30TBETCTBEHHO.

B mporiecce momcka HH(popMAaIHi o0 HHTePeCYIoIeil Hac IpodieMe Mbl MOKEM CTOIKHYTHCA C
IPYTHMH IIpo0ieMaMH, TPeOYIOIHMH PeIeHN .

T eppopH3M cTan camMoil HacyIIHOI Impo0aeMoii coBpeMeHHOCTH. Kak perrmts ee? Kak

00e cIIeurTs: 0e30IIaCHOCTE IO TAM?

CHexyeT IIH BeCTH IEPETOBOPEI ¢ TEPPOPHCTAMHI? Y MEHBIIHT JIH 3TO OIIACHOCTE, CTOAIIYIO IIEpe]T
JTHI[OM Oe33alHTHRIX KEHIITHH H JeTeil?

T1maremHO Hecexys ITpodaeMy 3arpsA3HeHI OKPYKAFOILE cpeIpl H eI 0 BIILAHIA Ha 3J0POBEE
TIOJIEl, YUeHEbIe IPHBIEKAT K Hell BHHMAaHHe 00IIeCTBEHHOCTH.

6. Retell the text finishing the following sentences and adding 4-5 phrases of your own:

1.

2

CepTtudhumkar:
Bnageneu;

Lebayxoea TateAHa AnekcaHapoBHa

The text under discussion deals with the problem of ...
The four 11133 or elements: ..., ..., ... and ... which decision-making involves are not sequential.
U IOKYMEHT HD,EI,HHCAH : e the first steps in decision-making process. They
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IIpakTHUecKoe 3aHaTHe Ne 13.
I'pammanmuxa: Gerund / I'epyHauii.
IHeas: ©opMHpPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIHI, OBJIAJIeHIE JIE KCHKOH H IPaMMAaTHKOM
B pe3yJbTaTe OCBOCHHE Te€MbI CTYAEHT JOJI2KEeH
3HATh: 0A30BbIe HOPMEI VIIOTPEeOIeHHA TeKCHKH, (DOHEe THKI H I'PaMMATHKH
YMeTh: UHTaTh, IIEPEBOJHTL H ITIEPEeCKa3BIBATh TEKCTEI HA HHOCTPAHHOM SM3BIKE C HCIIONIB30BaHIEM
CIIPAaBOYHOIH H YUeOHOI THTePaTyPhl, OCYIIECTBIATF KOMMYHHKAI[HIO HA HHOCTPAHHOM S3BIKE
AKTyalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaieHHeM YK-4.,

TeopeTnyeckasi 4acCThb:

["epyH/IHIT HMEET CBOIICTRA KaK IIaroiia, Tak H CYIHEeCTBHTEIRHOr 0. [10/100H0IT HETHUHOI ()OpMEL
B PYCCKOM A3bIKe HeT. Kak CYINeCTBHTEIRHOE OH MOMKET BBEIIIONHATHE B IIpeIOKEHHH ()YHKI[II
TTOMJIe;KAIIET O, MOIMOMHEHHI, OIpPeIelIeHHd H OOCTOATENhCTBA C IpemIoroM. Kak riarol MOKET HMETh
nmocie cedOd IMpAMOe AOIIONHEHHE H OIPedeldrbcd HapeuHeM, HMeTh IepPeKTHYH (OopMYy, KaTeTOPHEO
3aJI0Ta, 4 TAK/KE BRIPakarh AeHCTBHE KaK IIPOIECC.

['epyHmiil oOpa3yeTca OT OCHOBHL Illaroia c IoMmoIek cyddurca —ing. To translate —
translating, to read — reading,

active passive
Indefinite writing being written
Perfect having having been
written written

DopMmel repyHHA cortagaroT ¢ popmani Participle I u Perfect Participle. OmHako, 3T0 pa3Hblie
(pOpPMBEI I71aroia, OTIHYAROIIHECA H 10 3HAYEHHI0 H 10 CHHTaKcHYeCKHM QyHKIAM. @opmel Indefinite
Gerund o003HAUYAOT IefICTBHA, OJTHOBPEMEHHEIE C JeHCTBHEM, BEIPAKEHHBIM IIIar0JI0M-CKa3yeMBIM.

He likes inviting friends to his place. OH 1r00HT IIpHTIAIIATE ApY3ei K cede.

He likes being invited to his friends. OH mro0HT, KOI'[a ero IIPHTIAIIAKT K ce0e ero Ipy3ni.

ITepdexturie ¢opmel repyHma (Perfect Gerund) o0Go3HauaroT MeiiCTBHA, IIpeiIec TBYIOIIHE
e CTBHIO, BEIPAKEHHOMY ITIAr0JI0M-CKa3yeMBIM.

He is proud of having invited this man to his place. OH ropaurca TeM, UTO IPHIIACHI 3TOrO
yelIoBeKa K cede.

He was proud of having been invited to the party. OH ropmuica TeM, UTO ero IIPHIIIACIUIN Ha

BEYED.

DYHKIHH TePYHHIT

B npednoxcenun 2epyHoui modcem 0otmo.

a) ITomnexannpm. Smoking is not allowed here. Kyputs (KypeHie ) 37eck He pa3pelaeTc.

6) OmpenenenneM. There are different ways of obtaining this substance. CyIinecTByOT
Pa3IHUHEIE CITOCOOHI ITONYUEHHI 3TOTO BEI[eCTRA.

B) IMmeHHOI yacTeio ckazyeMoro. His hobby is driving a car. Ero xo00H — BOXKIeHIE (BOIHTE)
MaIIHHY (BI).

r) [IpsvemM mononHeHHeM. The car needs repairing. Marnmia HykJaeTcd B peMoHTe (Marmmy
HY/XHO PEMOHTHPOBATE).

B  BHINENpHBEAEHHBIX (DYHKIHAX TEPYHIHI  ITIEPEeBOMHTICA  CYINECTBHTEIBHBIM  FUIH
HH(QHHIITHBOM.

) IIpemmoxuem momonHeHHeM. They spoke about their travelling. OHH TOBOPIULIH O CBOEM
IIYTEIEeCTBHH (TOM, KaK OHH ITYTEIeCTBOBAIIH).

B pmaHHONi (YHKIMH TepyHMOI IEePEBOMUTCA CVYINECTBHTEIBHEIM IUIM  ITPHIATOYHBIM
TTPeIIOKEHHEM.

e) ObctosTenmscTBOM. Learning rules without examples is of little use. H3yueHne ITpaBHiI
(H3y4aTh IpaBHiIa) Oe3 IIPHMEPOB IIPHHOCHT MAJIO I10Th 35

NOKYMEHT NOoONMCAH
SNIEKTPOHHOU MNOANMUCHIO yeM OTBEeTHTE.
Ceptucbukar: 12000002A633E3D113AD425FBS0002000002A6 ad 3TO, THI C3KOHOMHIIb MHOTO BPEMEH.
Bnapeneu: lebayxoea TateAHa AnekcaHapoBHa
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The floor of the room needs painting. ITom 3Toil KOMHAaTEI HYXJaeTcAd B IOKpacke (HYAKHO

MMOKPACHTE ).
Everybody laughed on_hearing his answer. Bce paccMesmich, YCIBOIAB (KOTIA VCIBIIIIATI)
ero OTBET.

Thank you for coming. Crracn0o 3a To, UTO BEI ITPHILITH.

He is proud of having won in the tournament. OH TopiTCca TeM, YTO IIOOE I B TYPHHPE.

She is sorry for being late. OHa coxaneeT, UTO OIIO3IANA.

He ran without stopping. O Gexal, He OCTAHABIIHBAACE.

Before going to bed, she locked the door. IIpexae yueM Ieus CIIaTh, OHA 3aIepiia IBePsb.

B maHHON (YHKUHH TepYHIIIL IIePeBOTHTCA CYIUECTBHTEILHBIM C IIPEITIOTOM, AEEIPHUACTHEM,
TTPHAATOUYHBIM IIPE IO E HHEM.

Bonpocsl 4 3aJaHHA:
1. Ilpounmaiime u nepeegedume npedaoNceHa, 6 KOMOPoIX 2epyHOuil yrompediaemca 6 poil:

1) nomiexcalero:

1. Computer-aided testing is determined by the aims of educational procedure. 2. Learning rules
without examples 1s of little use. 3. Knowing English is helpful for any programmer. 4. Learning to use a
computer is important for every educated person. 5. Manipulating this matrix requires about 80 million
separate multiplications. 6. Reading is to the mind what exercise is to the body. (R. Steel). 7. Defining
problems precisely requires patience. 8. Getting several viewpoints 1s vital. 9. Carrying out experiments is
a must with every scientist. 10. Measuring resistance is necessary in many experiments. 11. Programming
a computer involves analyzing the problem to be solved and a plan to solve it.

2) HMeHHOii YaCTH COCTABHOI 0 CKA3yeMOro:

1. Our aim is studying information science. 2. We started improving the device. 3. Computer-
managed learning is processing and storing students’ exam results, registering and timetabling. 4. The
main requirement is observing the rules. 5. The main point of a transformer is providing the change of
voltage. 6. It is worth (while) discussing this phenomenon. 7. The world is a fine place and worth fighting
for. 8. It is no use considering these writings. 9. Today we cannot help witnessing a tendency in science to
direct the collective efforts of a research team at the achievement of a common goal. 10. The primary
function of the office i1s handling the information. 11. Programmers begin solving a problem by
developing an algorithm. 12. Businesses first began using computer systems and setting up computer
departments in the 1950s.

3) npsAMoOro J0mo.JIHeHHus :

1. We expected being given further assistance. 2. They discussed improving the program. 3. I like
using BASIC and Pascal. 4. The device needed retesting before the experiment. 5. He remembers being
shown this project. 6. He who likes borrowing dislikes paying. 7. The scientists’ names deserve
mentioning. 8. Computer teaching programs often involve breaking a learning task down into a series of
subtasks. 9. He preferred changing the course of actions. 10. It is no good arguing about this issue. 11.
Would you mind answering one more question. 12. Avoid mixing these two substances. 13. Simulating an
expedition, a discovery, an exploration involves making decision and cooperation. 14. For many people,
computer literacy means simply knowing which key to press. 15. Very few people who have tried word
processing would consider going back to a paper-and-pencil method.

4) N1OMOJHEHHA C NPeJIOroM:

1. He insisted on adopting a new plan. 2. They succeeded in solving the problem. 3. I am sure of
having debugged the program. 4. Computers are used to assist in teaching and learning. 5. Some people
might object to making sacrifices now in order to satisfy demands of others in future. 6. They insisted on
postponing the discussion. 7. I think of trying another approach. 8. The book aims at acquainting the
readers with modern achievements in information technologies. 9. Silicon resembles carbon in forming a
series of volatile hydrates. 10. Up to the present time, several writers have succeeded in finding exact
solution of the fundamental differential equation in certain particular cases.

5) onpeneieHus:

1. The idea of using symbols instead of words was very helpful. 2. Output devices are devices for

T NOKYMEHT NOANWUCAH = ~ 1y teacher must study the language of educational

SNEKTPOHHOW NOAMUCKIO division were both performed by the method of
Ceptudmkar: . 12000002A633E3D113AD425FB50002000002A6 the merit of being suitable for many purposes. 6.
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with experimental work. 8. There is no necessity of making any corrections. 9. There is some reason for
questioning this assumption. 10. Having a source code is a way of achieving independence.

6) oOcTOATENILCTRA:

1. Without knowing the result we can’t draw a conclusion. 2. In considering the development of
computers we must point out the oldest forms of mechanical devices for calculation. 3. After writing an
equation the next step i1s to find the values of unknowns. 4. In designing computers experts have
developed new techniques. 5. In CAL (Computer Assisted Learning) programs are designed to encourage
knowledge by finding out and learning rather than by drill and practice. 6. After being discussed at the
seminar many problems of educational computers became clear to us. 7. He can’t solve this problem
without being given this program. 8. The ability of the device to place max poles while preserving others
is clearly attractive.

2. Ilepesedume nped.iodcena, o0paniaa 6HUMAHILE HA PONb 2ePYHOUA € NP EONOMCEHUIL:

1. Upon switching off the current the pressure dropped. 2. We have modified the network while
retaining the SES property. 3. Besides being useful in general interpolation technique, the procedure can
be effectively used to approximate the first coefficients of F. 4. The new opportunities may make life on
this planet much more worth living. 5. They were against postponing the meeting and for going on with
the discussion of this problem. 6. The purpose of the method i1s determining system stability. 7. We
succeeded in building a flexible system. 8. He preferred changing the course of actions. 9. The main
requirement is observing the rules.

3. Ilepeceoume npedodceHun, onpeodenan, KAaKol dacmoro pedu Aeudemca —ing (popma
(npugacmue I, zepyHouil, om2aazobroe cyuiecmeumeibmoe).

1. In solving these equations you must be very careful with the signs. 2. Everything must have a
beginning. 3. Swalow all your leaming in the morning, but digest it in company in the evening (Ph.
Chesterfield). 4. Submitting to one wrong brings to another. 5. We obtained these values in terms of the
following formula. 6. This procedure is finding increasing use. 7. A man should be viewed as a free,
rational being possessing a free will. 8. The problem, however, is in not dividing the structure finely
enough. 9. Fortran has become a widely accepted programming language of the coding of mathematical
applications. 10. Two results obtained using the protocol showed an interesting effect worth presenting
and discussing here. 11. A system analyst spends much of a working day interviewing people.

4. Ilepeceoume npediodceHuA, Onpederan pasaudue Mexcoy 3A6UCUMBIMI U HE3ASUCUMbIMU
2EPYHOUANBHOIMIL  oDopomamu. Obpawiaiime ocoboe 6HUMAHNE HA RpPedaoH, 6600AMILE
2EePYHOUANbHBLE 00 0P ONbL.

1. Lobachevsky’s having created a new geometry different from that of Euclid was a new stage in
the development of mathematical science. 2. His having proved the advantages of the new system is very
important. 3. The computer’s being used i1n different spheres of our life 1s shown in the table above. 4. I
know of Pascal’s having built an adding machine at the age of 19. 5. Your having graphed the flowchart
helped vou to show the structure of the program. 6. Pride i1s therefore pleasure arsing from a man’s
thinking too highly of himself. (B. Spinoza). 7. There is only one corner of the universe you can be
certain of improving, and that’s you own self. (A. Huxley). 8. I knew nothing of having completed the
experiment. 9. They succeeded in getting reliable information on dealing with this type of error. 10. This
is a result of our not having specified input or output variables for the network.

5. ¥rkancume 6 xadxcoom u3s ciedyromiiux npeodiodcenHuil me npusHaKu, no Komopovim 6sl HAX00ume
zepyHouil. Ilepesedume npeoioxceHuA.

1. We account for the incompleteness of a reaction by its being reversible. 2. Einstein’s being
awarded the Nobel prize in physics soon became widely known. 3. Adding more turns makes the
magnetic field stronger. 4. To a large extent the skilled analyst’s productivity may be attributed to his
having acquired, through many repetitions, the necessary technique. 5. There are several precautions to be
observed in making such experiments. 6. The explosion resulted from the substance being volatile. 7. We
know of computers” being used in many fields of human activity. 8. There 1s no hope of our getting a
complete analysis of the measurements within 8 days. 9. He is responsible for the program not having
been corrected in time. 10. The mistake resulted from the device not having been mended before the test.

NOKYMEHT NOONUCAH 3anaTHe Ne 14,

SNEKTPOHHOM NMOAMMUCHIO AHHE KOPIMOPATHBHOM KYJbTYPbI KOJJIEKTHBA.
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YMeTh. UHTaTh, IIEPEBOTHThL H I€peCKa3pIBaTh TEKCTHI HA HHOCTPAHHOM S3BIKE C HCIIOIb30BAHIEM
CIIPAaBOYHOIH H YUeOHOI THTePaTyPhl, OCYIIECTBIATF KOMMYHHKAI[HIO HA HHOCTPAHHOM S3BIKE
AKTYalbHOCTb TeMbl: O0YCIIOBIeHA HEOOXOMHMOCTRIO OBIaeHHeM YK-4.

TeopeTnueckas 4acTh:

Once you decide to create a team to address some organizational opportunity or problem, you're
faced with a decision: What kind of team should you set up? There are three major categories of teams,
including: formal, informal, and self-managed.

Formal Teams

A formal team 1s a team that 1s chartered by an organization’s management and tasked to address
specific issues or to achieve specific goals. Types of formal teams include:

» Task forces: These are formal teams assembled on a temporary basis to address specific

problems or issues. A task force could, for example, be created by managementto get to the
bottom of recent customer complaints about product quality. Task forces most often are given deadlines
for addressing their problems or issues and reporting their findings back to management.

 Committees: Comimittees are long-term or permanent teams designed to perform an ongoing,
specific organizational task. Examples include safety committees required by company liability insurance
policies and employee morale committees designed to make the workplace more fun for workers.

« Command teams: Command teams combine some aspects of a regular hierarchy with teams
because they are comprised of a manager or supervisor and all the employees who report directly to him
or her. While employee input and suggestions are often solicited, there is no question that the manager or
supervisor is in charge and that he or she will ulimately make important team decisions. Some common
examples of command teams include disaster operations teams, company sales teams, and management
teams.

As integral parts of the official structures of the organization in which they function, formal teams
play an important role, both in facilitating communications between the different levels of the
organization, and in organizing people to get things done.

Informal Teams

Casual associations of employees that spontaneously develop within an orgamzation’s formal
structure are known as informal teams and some observers consider them to be more important in how
work gets done than their formal team siblings. Informal teams can form and disband anytime, anyplace,
and they may arise for a wide variety of reasons.

An organization might, for example, have an informal team of employees who like to play
softball after work, or who have banded together to address problems with indoor air pollution at a
manufacturing facility, or who have decided to organize a company trip to Las Vegas.

Informal teams are important to organizations for the following reasons:

*They foster communication among employees in different parts and at different levels of the
organization. Because informal teams are not chartered by management,they are safe for employees to
speak freely and without fear of negative repercussions.

* They provide a way for employees who might not usually be tapped by management to lead
formal teams to practice leadership roles. While the mailroom clerk might not, for example, be
management’s leading candidate to lead the site selection committee for a new factory, he might very
well make a bang-up captain of the company bowling team.

Self-Managed Teams

The new kid on the team block, self-managed teams hold much promise for organizations by
combining the best attributes of both formal and informal teams.

While self-managed teams are most often created by a manager, when given sufficient authority
and autonomy, they quickly take on many of the roles that would normally be served by the
organization’s managers mcluding making decisions, hiring and firing employees, creating and managing
budgets, and much more.

The most effective self-managing teams are:

*Made up of people from different parts of the organization.

NOKYMEHT t]gﬂn UCAH ‘cation problems.
SNEKTPOHHOW NMOAMMCHIO ase referring decisions back up the line wastes time
Ceptudumkar, 12000002A633E30113AD425FBS0002000002A6
Bnapeneu: leb3yxoea TateAHa AnekcaHapoBHa
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JlekcHYecKHe eJHHHUIIbI 110 TeMe:
charter - ycTae

iSSue - BOIIPOC

temporary - BpeMe HHBIT

deadline - KpallHHIi CpOK

ONgoing - IMOCTOAHHBLT

liability - OTBETCTBEHHOCTE

solicit - XxomaraiicTBOBATH
facilitate - crtocoOCTBOBATH

casual - cyualiHeOl

sibling - pomHoii Gpat

disband - pacgopMITpOBEIBATE
repercussion - IMoCIeICTBHA

tap - KpaH

a bang-up captain — IIepBOKIACCHELI KallMTaH
essential - CYII[eCTBEeHHBIT
foremost - mepBooUepe THOI

Bonpochl H 3aJaHUA:
1. Find in the text the following words and word combinations:
CTOIKHYTHCA C Pelle HHeM
moOparseA 10 Iy OHHEL
Pe3yIbTaThI PaccileI0BaHILA
JOJIT OBPEMEHHEBIH
OBRITH OTBETCTBEHHBIM 3a UTO-THOO
HEeOTheMIIeMAad YacTh
MHOT0(PYHKI[HOHATbHBIT
BHTHMBII
2. Fill in the gaps with the following words:
freely hierarchy deadlines insurance attributes
1)Task forces most often are given.... for addressing their problems or 1ssues and reporting their findings
back to management.
2) Because informal teams are not chartered by management, they are safe for employees to speak..... and
without fear of negative repercussions.
3) The new kid on the team block, self-managed teams hold much promise for organizations
by combining the best.....of both formal and informal teams.
4) Command teams combine some aspects of a regular..... with teams because they are comprised of a
manager or supervisor and all the employees who report directly to him or her.
5) Examples include safety committees required by company liability... ... policies and employee morale
committees designed to make the workplace more fun for workers.
3. Look at the heading of the text and predict the contents of it.
4. Answer the questions:
1) What 1s a task force?
2) What types of committees are there?
3) Who is in charge for a command team?
4) Why are informal teams necessary?
5) What are the features of a good self-managed team?
5. Match the teams and their features.
Team Team characteristics
Task forces supervisor is in charge
Committees form anytime, anyplace
Command teams on a temporary basis

NOKYMEHT MOANUCAH anization
SNEKTPOHHOM NOAMMCHIO 1al task
Ceptudbmkar: . 12000002A633E3D113AD425FBS0002000002A6
Bnapeneu: lLlebayxoea TateAHa AnekcaHapoBHa
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Ipaxnuixka peyu: The Impact of Downsizing / IlocieqCTBHSA COKpallleHHA IITATOB.

IHenb: ©opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJEHIE JIE KCHKOM H IPaMMAaTHKOM

B pe3syJibTaTe OCBO€HHE TeMbI CTYAEHT J0JI2KeH

3HATh: 0A30BbIE HOPMEI VIIOTPEOIEHHA TeKCHKH, (DOHE THKH H T PaMMATHKH

YMETh. UHTATh, IIEPEBOOHTE H IIE€pPeCKA3BIBaTh TEKCTBI HA HHOCTPAHHOM A3BIKE C HCIIOIH30BAHIEM
CIIPABOYHOI H YUeOHOM THTepaTypsl;, OCYILECTRIIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM A3BIKE
AKTYaJIbHOCTb TeMbl: 00YCIOBRIE€HA HEOOXOHMMOCTRIO OBIaJleHHeM YK-4.,

TeopeTHueckas 4acTh:

Interestingly enough, when times get tough for organizations and they are forced to cut costs and
lay off employees, managers are often among the first to go.

Why? Because, it can be argued, they don’t really produce anything of value. Sure,they are
responsible for creating budgets, and controlling costs, and writing procedures,and designing and
organizing departments and procedures; very few managers actually produce products or deliver services
to customers.

Some of you may recall the business-reengineering craze of the early 1990s when large
corporations such as IBM, AT&T, General Motors, and others laid off hundreds of thousands of
employees—all in the name of improving business efficiency and lowering costs. As it turns out, many of
these people were managers who—top executives realized—would barely be missed when they were
gone. As the supervisors and managers who filled the middle ranks of organizational hierarchies were
disposed of, the hierarchies collapsed, leaving flat organizations with only a layer or two between top
executives and frontline workers. Besides saving money,

this outcome had the added benefit of breaking apart deep-seated, rigid hierarchies and leaving
much faster and more flexible organizations in their wake.

While this was not a happy time for the people who lost their jobs (many of whom took early
retirement, started their own businesses, or learned new job skills and found work elsewhere), this was a
happy time for their newly trimmed down and responsive organizations. In fact, these retooled
organizations saw improvements in a variety of different areas, including:

* Decision making: The decision-making process was a bad joke in many organizations—

particularly large organizations—where bureaucracy, turf battles, and corporate politics reigned
supreme.

Decisions that should have taken minutes or hours at most instead took weeks or even months.
But, as layers of middle managers were shown the door and hierarchies flattened, decisions were once
again put on the fast track.

* Communicating: As layers of middle managers disappeared so did a lot of organizational

friction, allowing communication to flow much more freely and much more quickly—from top to
bottom and across departmental boundaries.

* Responsiveness: With fewer levels 1in the orgamzation, employees can be empowered to be
more responsive to customer needs as well as encouraged to take greater initiative in their jobs.

* Bottom-line benefits: Organizations that rid themselves of droves of middle managers—

and their expensive pay and benefits packages—suddenly found themselves with a lot less cost
and a lot more profit.

* Movement of authority and power: With the loss of many of their management and supervisory
ranks, frontline employees were forced to take on more of the roles formerly reserved for management,
including decision making, making hiring and firing decisions, drafting and controlling budgets, and
much more. The result is that much authority and power in many organizations have migrated to where
the action is—among their frontline employees.

* Greater utilization of technology: To keep current and connected, organizations are coming to
rely more heavily on technology to better commumnicate and implement the organization’s service.
JlekcHueckHe eJHHHIbI 110 TeMe:
get tough - CTAaHOBHTCA KeCTKOH
lay off - YBOTBHATE

I [IOKYMEHT NOAMUCAH

INEKTPOHHOW NOAMUCHIO
Ceptudukart: | 12000002A633E3D113AD425FB50002000002A6
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reign supreme - 0e3pa3IelIbHO BIACTBOBATh
friction - TpeHuHe
droves - TOIIIEI

Bonpocsl 1 3aJaHHA:
1. Find in the text the following words and word combinations:
OKa3BIBaTh YCIIYTH
VBOJUTE

PYXHYTb
KOCHBII

rTyOOKO CHJIATLIT

OropOKpaTHA

YCKOPHTH

OCBOOOTHTECA OT

IIOIararh 1

2. Fill in the gaps with the following words:

authority retirement costs trimmed initiative

1) They are responsible for creating budgets, and controlling... .., and writing procedures

2) With fewer levels in the organization, employees can be empowered to be more responsive to customer
needs as well as encouraged to take greater..... in their jobs.

3) The result 1s that much..... and power in many organizations have migrated to where the action is

4) This was a happy time for their newly... ... down and responsive organizations.
5) Many of them took early... .., started their own businesses, or learned new job skills and found work
elsewhere

3. Look at the heading of the text and predict the contents of it.

4. Answer the questions:

1) Why are the managers the first to be laid off in time of crisis?

2) What are managers responsible for?

3) What happened when the hierarchies collapsed?

4) Why was the decision making process slow before the business-reengineering

craze of the early 1990s/

5) Why did employees become more responsive?

6) What was the reason of greater utilization of technologies?

5. Say if the statement is true or false. If it is false give the right variant.

1) Very few managers actually produce products or deliver services to customers.

2) As it turns out, many of these people were frontline employees who—top executives realized—would
barely be missed when they were gone.

3) Besides saving money, this outcome had the added benefit of breaking apart deepseated,

rigid hierarchies and leaving much slower and less flexible organizations in their wake.

4) In fact, these retooled organizations saw improvements in a variety of different areas.

5) But, as layers of middle managers were shown the door and hierarchies flattened,decisions were once
again put on the slow track.

6. Write a summary of the text above.

IIpakTHUeckoe 3aHaTHe Ne 16.
I pammamuxa: CTpaaaTeJbHBIA 34JI0T.
IHeab: ©opMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJIEHHE JIE KCHKOH H I'PaMMAaTHKOH
B pe3yibTaTe 0CBOE€HHE TEMBI CTYAEHT JOIKEH
3HATh: HOPMBI YIIOTPeOIIeHHA TeKCHKH aHTIHICKOr o S3bIKa B IpodecCHOHATRHOI cdepe
YMeTh. UHTAaTh H IEPEBOJHTH CIIEIHATBHVEIO THTEPATYPV 1A IMOMOIHEHHA IPO(deCcCHOHAThHBIX 3HAHIIIL,
OCYIIECTRIATh IpoeCcCHOHATFHYH KOMMYHHKAI[IEO B YCTHON H ITHCBMEHHOI (hopMax Ha aHTIIIICKOM

A3EIKE.
' [IOKYMEHT MOONWUCAH D BEO OBIAJEHHEM YK-4,
SNEKTPOHHOM NOAMUCHIO Kaf JYacTh.
Ceptucbmkar: 12000002A633E3D113AD425FBS0002000002A6 CHBIH 32710T
Bnapeneu: lebayxoea TaTeAHa AnekcaHapoBHa
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['maron B [efiCTBHTEIBHOM 3alloTe IIOKA3bIBAaeT, UTO JeHCTBHE BBITIONHIETCA, COBEPIIAETCA
THIIOM IUTH ITpeIMETOM, 0003HAUEHHBIM ITOJIIIE K ATITIM.

['maron, B CcTpajaTellbHOM 3alloTe ITOKA3hkIBaeT, UYTO JHI[0 HIH IIpeaMeT, 0003HAYeHHBIIT
MTOJIJIE/KAII[IM, HCIBITRIBAET BO3JIEHCTBHE MM HAXOIHUTCSA B OIPeelIeHHOM COCTOSHHH B pe3yibTaTe
KaKOI'0-TO BO3JeiiCTBHA. DYHKINI CTpafgaTelbHOIO 3a7I0ra B aHITMIICKOM S3BIKE TOpa3fo IIHpe, YeM B
PYCCKOM S3BIKE.

OO0Opa3oraHHe cTrpajaTelbHOro 3ajora. CTpajaTelbHBIH 3alor o0pa3yeTcid B AHTIHIICKOM SA3BIKE C
ITOMOII[BI0 BCIIOMOTATEIbHOTO Iiaroia to be m dgopmel nmpiyactHd II ¢cMBICTIOBOTrO IITaroiia. 3TO MOAKHO
MIpeICTaBHTh QOPMYIION:

to be + Participle 11

dopma mpuyacTHA I HHKOrAa He H3MeHAETCA, a IToKa3areleM JIHI[A, YHCIIa H BpeMeHH SBILIETCS
BCIIOMOT aTellb HEII Tiaromn to be.

I"1ar o1 fo show B CTpajaTe/IbHOM 3aJ10T € BpeMeH rpynnkl Indefinite.

1 mHIo eJl. UlClIa HACTOSIIETO BpeMeHH am
3 1m0 eJ. UICIIa HACTOAIIETO BpeMeHH is
MH. UHCIIO HACTOAIIET O BpeMeHH are
eJl. UICIIO IIPOMIEIIIer0 BpeMeHH was shown
MH. YHCIIO IIPOIIIeIIer0 BpeMeHH were
1 mro OyAyIIero BpeMeHH shall be
OpYyTrHe THIifa OyIyInero BpeMeH! will be

OTpuuarensHad (opma cTpajaTelbHOro 3aimora obpa3yeTcd IIPH ITOMOIIH OTPHI[ATEIbHOI
YACTHIEL NOt, KOTOPasA CTABHTCA IOCIIE TIEPBOTO BCIIOMOTaTeIbHOr O TIaroia:
[ am not shownMHe He IIOKa3bIBAIOT
He is not shown EMY He ITOKa3EIBA0T
We are not shown HaMm He ITOKa3EIBAaroT
She was not shown  Eii He IToka3bIBalIH (He ITOKa3al )
They were not shown M He ImoKa3bsIBaIH (He ITOKA3aIH)
[ shall not be shown  MHe He ITOKaxyT
[t will not be shown  Ewmy (peOeHKY) He IIOKaKYT
BompocutenmsHad ¢opMa CTpajaTellbHOTO 3amora oOpa3yeTcsd IIOCTAHOBKOH MepBOro
BCIIOMOTaTeJs HOI'O IT1aroJa Iepe I ITOIe KAIFIM:

Am [ shown? MHe ITOKAa3EIBAIOT?
Is he shown? EMYy ITOKa3BIBar0T?
Are we shown? Ham noka3sBaroT?
Was she shown? Ei moka3zsmamn’

Were they shown? 1M mmoka3eBann?
Shall I be shown? MHe ImoKaxKyT?
Will it be shown? Emy (peOeHKY) IOKaXKyT?

YrorpedieHne cTpaaaTeJIbHOr o 3ajiora. B aHTTHIICKOM A3BIKe BCe OOBEKTHBIE IIIAr Okl MOT'YT
VIIOTPeOIAThCA B CTPAaTEIbHOM 3aJI0Te, TOrAa KaK B PYCCKOM A3bIKE B CTPaJaTeIbHOM 3a7I0re MOTL'YT
YVIIOTPeOIATECA TONBKO IEPEXOMHBIE ITIAroikl. B aHTIMIICKOM A3BIKE YIIOTpeOlleHHe CTPagaTeIbHOTO
3aJI0ra TOpa3/o IIHpe, YeM B PYCCKOM 3BIKE, TaK KaK KaTeropHA OOBEKTHBIX ITIaroiIoB (IIPHHIMAFOIIHX
Tr000e JIOIONHEHNHE) 3HAUHTEIRHO IIMHPE KaTerOpHH IIePEXOHBIX TIAaroioB (IMPHHIMAOIIHX TOIBKO
MPAMOE JOIIOIHEHHE — JAOIOIHEHHE B BHHITEILHOM TIajie’ke Oe3 IIpejyiora).

[Tommexaree IpeqIOKEHHI B CTpaJaTellbHOM 3alore B PYCCKOM fA3bIKE ABILIETCSA BCET/a
IMIPAMBIM, HEIIOCPEJCTBEHHBIM OOBEKTOM [efCTBHA, T.6. II0 3HAUEHHIIO COOTBETCTBYET IIPAMOMY
IOTIOTHEHHIO ITPE IO EHIA B JeHCTBHTE b HOM 3alI0Te.

[Tommexaree IpeIOKEHII B CTPaJaTelIbHOM 3aJ0Té B AHTIIIICKOM S3BIKE MOKET TaKKe
0003HAYATh IIPAMOIT HEIIOCPEeACTBEHHENT O0BeKT AeHCTBIA, HAIPHMED:

Houses are built very quickly now. JToMma ceifuac CTpoATCA OUeHb OBICTPO.
This house was built last year. 3TOT 10M ObLI MOCTPOEH B IIPOIIUIOM TOY.

NOKYMEHT NMNOoAanncAH
SNEKTPOHHOWM NOANUCHLIO I3aJaHHA:
Ceprudmkar:,  12000002A633E30 113AD425FB50002000002A6 ) LI cnqm()mne.abuﬂm 341024 2142014, 0AHHO20 6
Bnapeneu; Webayxopa TaTeAHa AnekcaHapoBHa
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1. He must (to remind, to be reminded) that we’ll have a meeting tomorrow. 2. Their lesson must (not to
interrupt, not to be interrupted). 3. He (to tell, to be told) to take care of the wounded man. 4. It was
difficult for them (to find out, to be found out) his address. 5. Many guests (to invite, to be invited) to my
brother’s birthday party yesterday.

CIIICOK PEKOMEHJIYEMOI1 JINTEPATYPHI

OcHOBHas JHTepaTypa
|. 'mmmarymmmnaa J[.P. English for Public Administration (Central, Regional and Municipal

Administration) = [AHIIIICKHIT 1A TOCYIApCTBEHHOIO VIIPaBIeHHA (I[EHTPaThbHOE, PEeTHOHATBHOE H
MVHHI[HIIAIbHOE VIIpaBleHHe )| [SIeKTpoHHEIN pecypc|: yued. mocobme / I P.@acxyrauHora, KazaH.
HAaIl. HccIea. TeXHol. VH-T, J.P. I'mauarymwinHa. — Kaszans: KHHTY, 2013. — 103 c¢. — PexxuMm goctyma:
http://www biblioclub.ru — 5bC « YHHBepcHTeTCKas OHOIMOTeKa OHIIAH»

Jlonmo/THHTe Ib HASL JIHTepaTy pa

1. AHTIIIOICKIGT A3BIK UIA JeTOBOTO OOIeHHd: |[yueOHuK]: B 2 T. / I'. A Jlymxima, M.B. I1aBioga,
3. Peiiugp., T. 1 (gact 1, 2, 3). — 9-e w31, ucp. — M.: ®umomatrc, 2012. — 688 c.

2. HecarkoBa, T.M. AHTTIHIICKIIT A3bIK I MeHeKepoB: yued. mocobme / T.M./JecarkoBa, JLE.
Masypura, M K. Bepermarmxa. — M. : Omera-JI, 2013. — 481 c.

HHTepHeT-pecypChl:
1. http://www .bbc.co.uk - pecypcs 1 MaTepransl BBC
2. http://www .s-english.ru — pecypcsl g H3y4eHHA aHIIHIICKOr0 S3EIKa
3. http://www.engvid.com - pecypcHl JI1 H3YUEeHI aHTIHIICKOTr O S3BIKa
4. http://www .english-globe.ru - pecypcsI I H3YVUEHI A aHTTHIICKOT O A3BIKA
5. https://www.englex.ru - IuatgopMa Jid HHTePaKTHRHOT O H3YUeHH I aHT IHIICKOr O A3bIKa
6. http://www.biblioclub.ru - YHHBepcuTeTcKass BHOIMIOTeKa OHIAiH

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: lLlebayxoea TateAHa AnekcaHapoBHa
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«THOCTpaHHEIH S3BIK B c(hepe IpodecCHOHATEH O KOMMYHITKAI[HIL)

2. IImaH-TpadHK BEIIIOIHEHH I CAMOCTOSATEIILHOMH Pab0ThI

3. KOHTpOIEHEIE TOUKH H BH/IBI OTUETHOCTH I10 HHM
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BBEJIEHHE

OCHOBHOI1 IETBI0 CAMOCTOATEIBHOII pabOTHl CTYIeHTOB ABISAETCS ITOBRIIIEHHE HCXOJMHOT O YPOBHA
BIAJeHI HHOCTPAHHBIM fA3BIKOM, JOCTHTHYTOI'O Ha IIPeIbIAYINeil CTYIIeHH oOpa30BaHHA, H OBIAJIeHIE
CTYAeHTaMH HeOOXOIHMBIMH JOCTAaTOYHBIM YPOBHEM KOMMYHHKATHBHOH KOMIIETEHI[HH I pPeIleHHI
3a/]a4 MeKIHYHOCTHOTO H MeKKYIBTYPHOTO B3aHMOJIeHCTBHA. H3ydyeHIe HHOCTPaHHOTO S3bIKa B cepe
podecCHOHATFHON KOMITETEHI[HH ITPH3BAHO TaKke 00eCIIeUHTh:

- IIOBHIIIIEHHE YPORHA yueOHOI ABTOHOMIH H CITOCOOHOCTH K caM0o00pa30BaHHIo;
- pa3BHTHE KOTHHTHBHBIX H HCCJIeJOBATEIbCKIX YMeHIT,

- Pa3BHTHE HH(POPMAIHOHHON KYIIbTYPHL,

- paclHpeHHe KPyro30pa H IOBBIIIEHHe O0IIeH KYIIbTYPHI CTY€HTOB.

CamocTosTenbHad paboTa CTYAeHTOB 3aHMMAaeT BakHOe MeCTO B Yy4yeOHOH HaydHO-
HCCIIeJOBaTeNlhCKOI JIeITeTbHOCTH CTYJIeHTOB. be3 camocToATelsHOH paOOTEI HEBO3MOKHO He TOIBKO
OBIajieHHe JF0 00 BY30BCKOI MHCIIHIUIHHOMN, HO H (JOPMHpOBaHHe CIEeI[HAIHCTa Kak ImpodeccrHoHana. B
IMHPOKOM CMBICIIE IIOJ, CAaMOCTOATENBHOH paboToil cleAyeT IIOHHMATh COBOKYIIHOCTE BCell
CaMOCTOATENBHOI JIe ITETBHOCTH CTYJIEHTOB, KaKk B yueOHOI ayJHTOPHH, TaK H B Hee, B KOHTAKTe C
IIpeltojiapaTeIeM H B €70 OTCYTCTBHE.

YCcHIeHHe POTH CaMOCTOATENBbHOIl padOTEI CTYJeHTOB O3HAUAeT IPHHIHITHAIBHEIL IepecMOTp
OpraHH3alHH y4eOHO-BOCIIHTATEIFHOTO IIpollecca B By3e, KOTOPBIH JONMEEH CTPOHThCA TaK, YTOOBI
Pa3BHBaTh YMEHHE YUHThCH, (JOPMHPOBATh Y CTyJeHTa CIIOCOOHOCTH K CaMOPa3BHTHIO, TBOPUECKOMY
IIPHMEHEHHI0 IIOMYYEHHBIX 3HAHIIL, crocob0aM aJanTaiii K IIpodecCHOHAIbHOH AeATeIbHOCTH B
COBpPeEMEHHOM MHpE.

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: lLlebayxoea TateAHa AnekcaHapoBHa
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1. OBIIASI XAPAKTEPUCTHKA CAMOCTOSTEJBHOI PAEOTEI OBYYAROIIETOCSI
ITPH U3VYEHUH TUCHUILJINHEI « HHOCTPAHHEIN SI3BIK B CPEPE
[TIPOPECCUOHAJILHON KOMMYHUKAITUH»

Ilomg camocTtosTentHOil padoroil cTyaeHTOoB (CPC) MmOHHMAaeTcd COBOKVIIHOCTE BCeil
CAMOCTOSATEIBHON AeATeIIbHOCTH CTYIAEHTOB, Kak B yueOHON ayIUTOpPHH, Tak H 3a ee IIpejlellaMiH, B
KOHTAKTe C ITPEIOJaBaTeIeM H B €T0 OTCYTICTBHE.

ITems caMOCTOATEIRHOM paboThI CTYIeHTAa — HAYUHThCA OCMBICTIEHHO H CaMOCTOATEeIbHO paboTaTh
C yueOHRIM MaTepHaloM H Hay4yHOIl HH(OpPMAIHE, OBIANETh (YHIAMEHTATFHEIMH 3HAHILIMI,
VMEHIAMH H HaBRIKaMH B cdepax axajeMIrdeckKoil, IIpodecCHOHATBHON H COILHAIbHO-T'YMAaHHTAPHOIT
NeATeIbHOCTH, C(OpPMIPOBaTh OCHOBHI CAMOOPTAHH3AIHH H CAMOBOCIIHTAHHA C TeM, YTOOBI IIPHBHTH
YMEHHE B JAlIFHEHINEM HEIIPEPHIBHO IIOBBIIIATE CBOXO IMTPO(eCCHOHAIBH VI KBATH(HKAI[IO.

3amauamMi CPC SpIIroTCS:
— CHCTeMAaTH3aI[HA H 3aKpeIUIeHHe TTOMYUeHHBIX TeOPETHYE CKHX 3HAHHH H IIPAKTHYECKHX YMEHHI,
— yriyOleHHe H paclHpeHHe TeOope THUeCKIX 3HaHIIT,
— (popMITpOBAaHHE YMEHHIT HCIIOBb30BaTh YUeOHO-CIIPABOUHYEO TTHTEPATYPY:
— Pa3BHTHE ITO3HABATENBHEIX CIIOCOOHOCTEN H AaKTHBHOCTH CTYIEHTOR: TBOPUYECKOH HHII[HATHBEL,
CAMOCTOATEIBHOCTH, OTBETCTBEHHOCTH H OPTraHH30BAHHOCTH,
—(popMIPOBaHIE CAMOCTOAT €Ib HOCTH MBIIUIEHI, CITOCOOHOCTEH K caMOPa3BHTHIO,
CaMOCOBEPIIIE HCTBOBAHHIO H CaMOpealli3alliIL,
— Ppa3sBHTHE HCCIIEOBATEIhCKHUX YMEHIHIT,
— HCIIONBh30BAHHE MaTepHana, COOpPaHHOTO H IIOIVUEHHOTO B XOJI¢ CAMOCTOSATEIHBIX 3aHATHIT HA
MTpaKTHUe CKHX 3aHATHAX, N1A 3 eKTHBHOI IIOAr OTOBKH K 3ayeTaM H 3K3aMeHaM.
OCHOBHBIMH BHAAMH CaMOCTOATEIBHON padOTHI CTYAEHTOB SABIIAIOTCA:

- CAMOCTOATENBHOE H3YUEHHE JTHTEPATYPHI,
ITens: caMOCTOATEIFHO JIeTAThHO H3YUHTh T€MBI, IIPe ICTaBIeHHEIe B pabouell ImporpamMme.

3amaur: mpHOOpeTeHHe HaBbIKA paboThl ¢ HCTOUHHKAMI H IIHTEPaTYpPOil, YMEHISI I'PAaMOTHO COCTABIIAThH
KOHCITEKTHI H IIONIh30BAaThCA MMM, BEIABIATH Pa3lHUHbIe TOUKH 3peHHdI Ha IpodlleMy H CTelleHb ee
pa3paboTaHHOCTH B JIHTepaType.

- TIOJIrOTOBKA K IIPAKTHUECKHM 3aHATHAM (BBOIONHEHIE AOMAIIHHX 3aJ[aHIii) H K co0eceJOBAHHIO II0
HHIHBHTYAIbHBIM 3aJaHH AM,
[ems: yrayOneHie 3HaHH A yue OHOr 0 MaTepHala.

3agaur. OCBOHTH OTJEIBbHBIE BOIPOCEI B paMKax H3ydaeMOil JHCHMIUIMHEL, IPaMOTHOCTE,
IIOCTIETOBATEILHOCTh H  PAIHOHAIBPHOCTh H3TOKEHHA IIOJLOTOBIEHHOTO MAaTepHala BO BpeMd
ITPAKTHYE CKOT O 3AHATHA

-COCTaBIIEHHE ITIOCCAPHA IO TEKCTY.
I{emsb: cocTaBHTE 06a3y HOBBIX IEKCHUECKHX €JIIHILII,

3aIaum;

* CAMOCTOSTeIIbHAL Io3TaHad 0oTpadoTKa YUeOHBIX 371eMEHTOB;

* PA3BHTHE IIPAKTHYECKHX YMEHHII,

* (popmIipoBRaHHEe YMeHIIT HCIIONB30BaTh HH()OPMAIHOHHEIE HCTOUYHHKH. CITPABOUHYIO H CIIEIHATBHYVIO

IHTEPAaTypPYy.

[IpucTymmads K CaMOCTOSTEIbHOMY H3YYeHHI) JHTepaTypbl 10 Y4eOHOH IHCIIHIUIHHE
«HOCTpaHHBIH S3BIK B cdepe mMpodecCHOHATLHON KOMMYHHKAITHIDY, HEeOOXOHMO: O3HAKOMHTBLCI C
paboueil IporpamMMmoii; B3ATk B OHOIHMOTEKe peKOMEHIOBaHHEIE YUeOHHKH H Yy4yeOHBEIe IIOCOOHST,
MMONYUHTh V BeOYIIero IIpellofaBaTelld B SIeKTPOHHOM BHJIe MeTOMIUYeCKHe pPeKOMeHIAlHH K
MPaKTHYeCKHM H CaMOCTOATEIBHBIM paldoTaM, 3aBecTH HOBYH TeTpagp A KOHCIIEKTHPOBAHHA
TeOPEeTHYECKOr 0 MaTepHala H BBIIOIHEeHH IPaKTHUeCKHX 3aJaH .

JImd H3yUeHHA [ICIMILIMHEL IIpejjIaraeTcs CITHCOK OCHOBHOH H JAOIOMHHTETBHON JTHTePaTYPHL.
OcCHOBHag JmMTepaTypa IpedHa3HaueHa 14 00g3aTellbHOTO H3YYeHHd, IOIMOIHHTENhbHAd — ITOMOKET
Oolee TIIyOOKO OCBOHTE OT/EIbHBIE BOIPOCHL B paMKaxX H3yUaeMOil JHCIIIUIHHEI.

OOKYMEHT NOANWCAH I 3aHATHAM CTYJeHT O0Os3aH  OCYIIECTBIAThH
SNEKTPOHHOW MOANMUCKIO BHHMAaHHeE, o0palnasd Ha TeopHro, ()OPMYIHPOBKH,

Ceptudoukar:  12000002A633E3D113AD425FB50002000002A6 MMATHUECKHX H S3BIKOBBIX IIOHSATHII. B paGoumx
Brianeney, .. &yePayxona IaTkAta ANeKcaHAPORHA BIX CIeayeT JelaThk IIOMeTKH, JOIOIHATh MaTepHal
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CamocTodTensHad padoTa CTYHEHTOB HAJ MarepHalioM Y4yeOHOH [MICIFOUIHHBI SBIIETCH
HEOThEMIIEMOI YacThH Y4eOHOTO Ipolecca M JOIKHA IIpe [Iolarars YriyOleHHe 3HaHHA y4eOHOro
MaTepHalla, H371araeMoro Ha ayJIHTOPHBIX 3aHATHAX, H IpHOOpeTeHHe MOIONHHTEIBHBIX 3HAHHI II0
OT/eThHBIM BOIIPOCAM CaMOCTOSATETBHO.

KoHCIIEKT TeMbl — IMNCBMEHHEBII TEKCT, B KOTOPOM KpaTKO H IIOCIEJOBAaTEIbHO H3IIOKEHO
COIep&KaHHe OCHOBHOTO HCTOUHHKA HH(OpMAIHH. KOHCIIEKTHPOBATh — 3HAYHT IIPHBOJNTE K HEKOEMY
TOPAIKY CBEJIEHH A, IIOUEPITHYTEIE H3 OPHTHHAIA. B OCHOBe IIpollecca JIeKHT CHCTeMaTH3alia
MTPOYHTAHHOTO MJIH YCIBIIIAHHOTO. 3allHCH MOTYT JIeJIaThCA KaK B BHJIe TOUHBIX BBIZEPAKEK, I[HTAT, TaK I
B (popmMe CBOOOIHOIT ITOauH CMBICIIA.

HuauBuayaJbHble 3aJaHHsA IIPH3BAHBI PacIIHPHTh KPYro30p CTYHAEHTOB, YITyOHTh HX 3HAHHA H
Pa3BHTh YMEHHA HCCIIE IOBATeIh CKOH JeATEIbHOCTH, IIPOSBHTD 3IIEMEHTHI TBOPYECTRA.

CobecemoBaHmne — CPeJICTBO KOHTPOI A, OPraHH30BaHHOE KaK CIlel[HalbHad OeceJa IIperogaBaTeis
CO CTYJIEHTOM Ha TeMbI, CBA3aHHbIE C H3y4aeMOH THCI[HIUIHHOM, H pacCYHTAHHOE Ha BEIACHEHHEe 00heMa
3HAHIIT 00YYAaroIIerocs 1o OIIpe Ie IEHHOMY pa3eny, TeMe, IpodiaemMe | T.1I.

I"1occapuii - cIoBaph, KOTOPHII IIOMOTAeT OCBAHBATh HOBBEIE JIEKCHUECKHE eJHHHIEI II0 TeMe. B
raoccapmii HeoOXOmHMO MTOOABIATh CIEIHATBHYI0 TEPMHHOIOTHE0, a00peBHATYPEI H COKpAallleHH T,
(pazeoIOrHuecKHe € HHUIEL H IIp.

K ax ap1il BH [ caMOCTOATENBHOI paboThl HMeeT OIpe/Iele HHbIe (JOPMBI OTUETHOCTH.

B XoIe BBIOIONHEHHSA CAMOCTOATENbHOH PabOTHI CTYIEHT [OIKEH IIPOJEMOHCTPHPOBATH
C(popMHPOBAHHOCTH KOMIIETEHIIHH:

Kox OOpPMYIHPOBKA:

YK-4 CIIOCOOHOCTE K OCVILECTBIEHHIO [elIOBOH KOMMYHHKAI[HH B VCTHOH H
IHCHEMEHHOI (hopMax Ha TOCYAAapCTBEHHOM A3bIKe Poccriickoil @enepaipi u
HHOCTPaHHOM(BIX) S3BIKe(ax)

2. IINIAH-TPA®HK BHIIIOJJHEHHSA CAMOCTOSTEJIBHOI PABEOTHI

Komer CpeacTBa H O0TeM UACOB, B TOM UHCIE
peam3yeMBIX TEXHOIOTHH OIleHEKH | CPC KoHTtakTHafs | Bcero
. | Bug megremsHOCTH
KOMITIE TEHITHIT, paborta c
CTYJIEHTOB
HHIHKATOpa IIperoiaBarTe
(oB) IeM
2 ceMecTp
YK-4 CaMOCTOATEIILHOE Cobecemoranme 22.68 2,52 25,2
nJ-1 H3yUeHHE
NI-2 THTepaTyPsI 10
NJI-3 TeMaM 1-16
YK-4 [loaroToBKA K 4,32 0.48 4.8
nJI-1 IIPAKTHYECKHM
NII-2 3AHATHAM II0 TeMaM HHTBITya s HbIe
173 116 TBOPUECKHE 3aJTaHILA
HToro 3a 2 cemecTp 27 3 30
HToro 27 3 30

3. KOHTPOJIBHEBIE TOYKHM 1 BUJIBI OTHETHOCTH 110 HUM

B PaMEax pEf[TIH—]I‘DBDf[ CHCTEMEBI VYCIICEBAEMOCTE Dﬁ}“IEIDI[H[}{CH II0 KakJOoH IHCIHIUIHHE
OIIEHHEACTCA B XOJIE TEKVYIIETO KOHTPOIIA H HPDME}I{}’I‘Dlﬂ{Dﬁ dTTECTAaIlHIL.
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No Buja 1eATeJIbHOCTH CTY/IEHTOR Cpokn KolndecTBO
I/ BBINOJTHEeHHA 0aJl.I0B
2 ceMecTp
1. |[Cobecengoranue 1mo TemMam 1-4 5 Hemend 15
2. |Cobecemgoranme 1mo TeMaM 5-10 O Hemend 20
3. |Cobecenoranmne 1mo TeMaM 11-16 14 Hemema 20
HToro 3a 2 cemecTp 33

3. METOOUYECKHE PEKOMEHIAIINHA I1O U3VYEHHIO TEOPETHYECKOI'O
MATEPHAJIA

M3yueHHe n1r000ro pasgena ciefyeT HAUHHATh ¢ O3HAKOMIIEHI C BOIIPOCAMH IUIAHA H3YUEHIA TeMBI.
[IpH H3YUYeHHH TeOPeTHYECKOro MarepHala HeoOXOIMO HCIIONB30BaTh PeKOMEHYyEeMYH OCHOBHYIO H
JIOTIONTHITE I HYF0 JTUTEePaTypPy LA JIYUIIero YCBOeHHA MaTepHaia.

OcBanBaTh TEOPHIO CIeIyeT B COOTBETCTBHH C TOH IIOCIIEe0BATeIbHOCTHI0, KOTOPAd IIpe/ICTaBIeHA B
TIIIIaHEe CAMOCTOATEIBHBIX H IMIPAKTIHYECKHX 3aHATHIL.

JUIS  YCIIEIMHOTO OCBOEHHA MICHUIUIMHBIL, HeOOXOOHMO CaMOCTOATENBHO MJeTaIbHO H3YUHTH
IIpe/iCTaBIeHHbIE TEMEI II0 PeKOMeHIyeMbIM HCTOUHHKAM HH()OPMAIHH:

Ne | BHOBRI caMOCTOATEIRH O PexoMeHyeMBle HCTOUYHHKH HH()OpMAIHH
IUTT | pabOTEI (Noe HCTOUHIKA)
OCHOBHAA J1OTIOMHHTE I HAA Metomiueckada | HHTepHeT-
pecypcE
1 CaMOCTOITENLHOE 1 1-2 1,2 1-6

H3yUeHHe JHTepaTyphl 110
TemMan: 1-16

2 IloaroToBKA K 1 1-2 1,2 1-6
IPAKTHYeCKOHM 3aHATHAM
II0 TeMaM: 2-16

MeTtomuka paldoTEl ¢ JHTepaTypoH IpedyCMaTpHBAET BeJEeHHE 3allHCH ITPOYHTAHHOIO B BH]IE
IIIAHA-KOHCIIEKTa, OIIOPHOTO KOHCIEKTa H T.J. OTO IIO3BOMHT CJenaTh 3HAHHA CHCTEMHBIMII,
3a(PHKCHPOBATH M 3aKPEITHTh HX B ITAMATH.

KoOHCHEeKT — CIOKHBOI CIOCO0 H3IOKEHHA COJepKaHHA KHHTH HIH CTaTbH B IIOTHYECKOIT
IOCIIEJOBATENFHOCTH. KOHCIIEKT aKKyMyIHpyeT B cede IIpeIpIAylliie BHABI 3aIlHCH, ITO3BOJLIET
BCECTOPOHHE OXBAaTHThL COAEPkKAaHHEe KHWUIH, CTAaThH, TEKCTAa, IpaMMaTHUeCKOro MarepHana. lloaTomy
YVMEHHE COCTABIATE IUIAH, TE3HCEI, JelaTh BEITDICKH H JPYTHE 3allHCH OIIPeJleNndeT H TeXHOIOTHIO
COCTABRIEHH I KOHCIIEKTA.

MeToaHuecKkHe YKa3aHHA 0 COCTABRJIEHHIO KOHCIEKTa
1. BHHMATENTFHO TTPOUHTAHTE TEKCT. Y TOUHHTE B CIIPABOUHOIN JIHTepaType IIH CIOBApe HEIOHATHERIE
cinora. ITpu 3amucH He 3a0yIbTe BEIHECTH CIIPAaBOYHEIE JAHHBIE HA IO KOHCIIEKTA,
2. BeIgemmiTe TTABHOE, COCTABhTE IUIAH,
3. Kpatko cpopMyIHpYiiTe OCHOBHEIE IIOIOKeHHA TEKCTA;
4. 3aKOHCHIEKTHPYHTEe MaTepHal, YeTKO CIeAyd IIYHKTaM IDiaHa. [IpH KOHCIIEKTHPOBAHHH CTapaHTECh
BBIPA3UTh MEICTTh CBOHMH CIIOBAMH. 3aIICH CIETYET BECTH UETKO, ACHO.
5. ] paMOTHO 3aICHIBANTE IHTATHL. [[HTHPYS, YVUHTHIBAHTE TaKOHHYHOCTE, 3HAUHMOCTEH MBICITH.

B TekcTe KOHCIIEKTA JKEIATEFHO IIPHBOAHTE HE TOIBKO TE3HCHBIE IIONOKEHHT, HO H HX
HoKazaTrelbCTBA. IIpH oQopMIeHHH KOHCIIEKTa HeOOXOQHMO CTPEMHTIbCA K €MKOCTH KaxkJoTo
MpeqIoKeHHa. MEBICIH aBTOpa KHHTH CIeAYyeT H3JIararb KpaTko, 3a00TACh O CTHIE H BRIPA3HTEILHOCTH
HaIHCaHHOTO. J[714 YTOUHEHH I H JOIMOIHEHHA HEOOXOMO OCTABIATH ITOJA.

ITporemypa MpoBepKH KOHCIIEKTA BKIIFOYAET B ce0d ImepeueHs BOIPOCOR 0A30BOr0 H IIOBBIIIEHHOTO
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ABIIETCSA OCVYINECTBIEHHEe TEeKVIIer0 KOHTPONSI 3HAHMII 1o TeMe. B 3amaun coOeceqOBaHHA BXOIHT
IpHOOpeTeHHe HaBBIKAa PadOTHl C MHCTOYHHKAMH H JIHTepaTypoi, YMEHHA I'PaMOTHO COCTARIATH
KOHCITEKTHI H IIONIh30BAaThCSA HMH, BBIABIATH Pa3HUHble TOUKH 3PeHHA Ha IpodiieMy H CTelleHb ee
pa3paboTaHHOCTH B THTEPaTYPE.

CoOeceoBaHHe IIpe/ronaraeT 00Aa3aTeIbHOe KOHCIIEKTHPORAHHE TeKCTa IWIH I PaMMaTHYeCKOr O
MaTepHaia, a TaKke IIpopaboTKyY BCel IMpeIoKeHHOI IIMTepaTyPhl 110 TEME.

Borpocs! 1 cobeceIoBaHI A H KPHTEPHH OLleHIBAaHHA IIpHBe AeHEl B @OC JaHHOH THCI[HILTHHEL.

5. METOJJUYECKHUE YKA3AHHS 110 BUIAM PABOT, IIPEAYCMOTPEHHEBIX PABOYEH
I[TPOTPAMMOM JHUCIIUILINHBI

S.1. llogroroBka K NpakTHYeCKHM 3aHATHAM
Memoou4deckue yKazanua no nOO20MoeKe K NPaKmiide cKUM 3aHANUAM.
K caMocToATembHOi paboTeé OTHOCHTCSH ITOATOTOBKA K IIPAKTHUYECKOMY 3aHATHIO H BEIOIONHEHHE

ITOMAIIHET O 3aJaHH .

JloMariHee 3aJaHHe COCTOHT H3 HHJHBHIYAIRHBIX 3aJaHIbI, IIPOIeaypa IPOBEPKH KOTOPEIX
BKIIFOUAET B Ce0 IepeueHs IIPaKTHUE CKIX VIIPAaKHEHIIT H BOIIPOCOR 1A cOOEeCeOBAHIA.
W TOroBbIii NPOAYKT CAMOCTOATE/IbHOH padoThl: HHBHIyallbHOE 3a/aHHe.
Cpeacrea H TeXHOJIOTHH OlleHKH: co0eceJOBaHIE.

5.2. MeroauuyecKHe YKA3aHHUA M0 COCTABJIEHHIO IJI0CCAPHA MO TEKCTY
[TomoOHO mroOOMY CIOBapl TIJOCCAPIil COCTOHT M3 ABTOHOMHBIX JEKCHUECKHX €JIIHHIII,
PAaCIIONOKEHHBIX:
- TI0 an(aBHUTY,
- 10 Mepe TIOABIIEHH A TEPMITHOB B TEKCTE IJIH 33 [aHIH;
- B COOTBETCTBHH C TEMOH H3Y4aeMOTr0 pa3femna JH CIIHILUIHHEI.

Jd cocTaBIeHHA TIoccapHA II0 3aJaHHOH TeMe HYXKHO HaHTH HH@OpPMAI[HI0 C Pa3HBIX
HCTOYHHKOR (ceTh Internet, SHIMHIIIONETHH, ITPaKTHYeCKHe ITOco0nd, yueOHAd THTeparypa), H3YUHTh ee I
COCTABHTH B PYKOIIHCHOM BApPHAHTE HIIH II0IH3YACH TEKCTOBBIM IIPOIECC OPOM.

Pabora momxHa OBITEH IIpejicTaRIeHa Ha Oymare dopmara A4 B IeyaTHOM (KOMITBFOTEPHOM) I
PYKOIMCHOM BapHAHTE.

Kaxmas meKcHyecKas e ITHHI[A 3aICHBAETCSI Ha OTHEIBHOIN CTPOUKe. B cocTaB ee XapaKTePHCTHKH
IOIIKHEI BXOJHTh He TOIBKO KPaTKoe TOIKOBAHHE, HO H KOMMEHTAPHH, IIPHMEPEL, IIOACHAIOLIHE IHTATEL,
CCBUIKH Ha MHTePaTypy. | TaBHBEIM OTIHYHEM TIIOCCApHA OT OOBIUHBIX CIOBapeil ABIAeTCI (pOPMIHpPOBAHHE
ero B KayecTBe EIHHOIO KOMIUIEKCAa HH(OpMAIHH B COOTBETCTBHH C HCCIEHOBATENhCKOH HIIH
IIPaKTHUe CKOH 3aJaueH.

PekoMeHJAIHH M0 COCTABJIEHHIO I'IOCCAPHA:
* '1aBHOE MpaBHJIO IJI0CCapus — JOCTOBEPHOCTSD. II0jACHeHI e HOIKHO HanOoIee TOUHO OTPaxkarh CyTh
TEeKCHYECKOIT € THHHIIEL.
* JloascHeHHe JO/DKHO ObITh KOPPeKTHBIM H NOHATHBIM. Helb3d HCIIONB30BaTh OTKPOBEHHEIE
AKAPTOHM3MEBI, HO H CIHIIKOM CIOAKHBII HAYYHBII TEKCT MOKET TOIBKO 3aIlyTaTh IOIb30BATEI.
* YUHTBIBATh BCe BAPHAHTHI. ECIH OJHH H TOT ke TePMHH MOKET HMETh HECKOIBKO PAaBHO3HAYHBIX
3HAUYEHHIT, HYKHO YUHTEIBATh BCE BApPHAHTHL, H HAa KOHKPETHBIX IIPHMepax IIPHBOAHTE 3HAUeHHE TepMHHA
B TOM HJIH HHOM KOHTEKCTE.
HUToOroBblil MPOAYKT CAMOCTOATE/IbLHOMH padOThI: CIOBapHAd CTAThA.
Cpeacrea H TeXHOJIOTHH OLeHKH: co0ece/I0BaHHE.

CIINCOK PEKOMEHJIYEMOM JINTEPAT VPHI

OcHOBHas JUTepaTypa:
1. I'mmmarymmHa J1.P. English for Public Administration (Central, Regional and Municipal

NOKYMEHT NOANVUCAH OrO yITpaBiIeHHA (I[eHTpaTbHOe, PeTHOHATLHOE H
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JlonoTHHTE/IbHASA JIHTEpaTypa:

1. AHTTOOICKIN A3BIK IS AeloBoro odmennd: [yueOHuk]: B 2 T. / I'. A Jlyaxmma, M.B. ITaBnora, 3.I". Peit
nap., T.1 (gactm 1, 2, 3). — 9-e m31., ucmp. — M.: @mromatuc, 2012. — 688 c.

2. Hecsartkora, T.M. AHTIIOICKIOT A3bIK I MeHeTKepoB: yued. mocodme / T.M.Jecarkora, JLE.
Masypura, M.K. Bepermarmxa. — M. : Omera-JI, 2013. — 481 c.

HHTEepHeT-pecypchl:

1. http://www.bbc.co.uk - pecypcs H MaTepransl BBC

2. http://www .s-english.ru — pecypcsl g H3yUeHHA aHTIHIICKOrO 3BIKa

3. http://www.engvid.com - pecypcHl JI1 H3YVUEHHI aHTIIHIICKOr O sS3bIKa

4. http://www .english-globe.ru - pecypcs I H3YUeHH I aHT THIICKOT O A3bIKa

5. https://www.englex.ru - ImrargopmMa id HHTePAKTHBHOI O H3YYeHH A aHT THICKOT O A3bIKA
6. http://www.biblioclub.ru - YHuBepcurerckas BHOIIOTeKa OHIAiTH
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