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BBEJEHHUE

Metoanyeckue yka3aHus MpeJHazHaueHbl Ui CTyIeHTOB | Kypca ouyHOH (hopMbl 00yde-
HUS, KOTOPBIMU OHU MOTYT TOJIb30BaThCS MPH MOATOTOBKE K MPAKTUUECKUM 3aHATUAM. [IpakTu-
YeCKHe 3aHATUS 1TO IUIaHMpyeMas ydeOHas, yueOHO-HCCle[oBaTeNbCKas, a TaKKe Hay4yHo-
uccienoBaTenbckas paboTa CTyACHTOB, KOTOpasi BBIIOJIIHAETCS B ay/IUTOPHOE BpeMs MOJ PYKO-
BOJACTBOM IIpenojaBaTens. B cocraBe METOAMUYECKHX YKa3aHUM K NPAKTHUYECKUM 3aHATHIM
MIPEeyCMOTPEHBI PEKOMEHAAINN 0 MOATOTOBKE K MPAaKTHUECKOMY 3aHATHIO. [Ipu BbIOTHEHUN
paboThI CTYIEHTHI MOTYT MCIIOJIb30BaTh HE TOJIBKO METOAMYECKHE YKa3aHHsI 110 PEIICHUI0 3a1a4,
HO U JpyTHe MaTepuaibl yueOHO-METOJUUECKOr0 KOMIUIEKCA.

Hucnumnimza «THOCTpaHHBIH S13BIK B cepe NpodecCnoHaNbHON KOMMYHUKAITUID)
OpUEHTHpOBaHA HA:

* pa3BUTHE HABBIKOB IOHUMAaHHUs YCTHOM peuu oOlIel U JeJI0BOM TeMaTHKH, BKIIIOYas OHUMA-
HUE peyr HOCUTEeNEeH S3bIKa U BOCIIPUATHE PEUU C MEINA-UCTOYHUKOB,;

* moHUMaHue 0cOOEHHOCTEH cTuiel OOIIeHUs B paMKax JEJOBbIX CUTyallMid U CUTyalHid oBce-
JIHEBHOT'O OOIIEHUS;

* Ipeo10IeHNE S3BIKOBOTO 0apbepa U yIIydlleHHEe HABBIKOB pa3rOBOPHOTO AHTJIIMHCKOTO SI3BIKA;
* TIOBBIIIEHNWE TPAMOTHOCTH YCTHOW U MUCbMEHHOMN peyu;

* pacupeHre aKTHBHOTO CJIOBAapHOIO 3araca Mo TeMaTHKe OoO0Lero M npodeccHOHaIbHOTO
AHTJIMICKOTO SI3bIKa MO MPOQUIIO TIOJTOTOBKH;

* MOBBILIIEHHE OOIIEr0 YPOBHS BIIAJICHUS S3BIKOM.

[Ipouecc u3yueHus: AMCUUIUIMHBI HanpaBiieH Ha popmupoBaHue komrnereHun Y K-4

B pesynbraTe 0OCBOCHUS AUCIUIIMHBI 00YYaIOLINics JOIKEH

3HATH :

- HUCTOPHIO M KYJIbTYPY CTPaHbl H3y4a€MOI'0 MHOCTPAHHOI'O A3bIKa, IIpaBUJIa pEUYCBOI'0 OTUKETA,

-TpaMMAaTHKy | JICKCHKY, B 00bEME, HEOOXOIMMOM JJIsl YCTAaHOBJICHHS TPO(ECCHOHATBHBIX
KOHTaKTOB C NHOCTPAHHBIMU KOJJIETaMH;

- TpeboBaHUSA K O(QOPMIICHHIO JTOKyMEHTAllUW, MPHUHSITHIE B NMpoQeccruoHalIbHOM
KOMMYHHKaIWH;

- (hyHKUIMOHANIbHBIE OCOOCHHOCTH YCTHBIX U MHCbMEHHBIX MPO¢deCcCHOHaTbHO— OPUEHTH -
POBaHHBIX TEKCTOB, CTHJIMCTMYECKHE XapaKTEPUCTHKU M CIEHU(PHUKY OpraHM3allui ayTeHTUY-
HOT'O MUCbMEHHOTO M YCTHOT'O TEKCTa HA MHOCTPAHHOM SI3bIKe B MMPOQeCcCHOHAIBHOM cdepe.

YMETh:

- OCYIIECTBJISATh YCTHYIO U NMHCbMEHHYI0 KOMMYHHKAIMIO B Pa3IMYHBIX (opMax
(MOHOJIOT, AMAJIOT) C LIENbI0 MPO(HECCHOHATEHOTO OOIICHUS;

- apryMeHTHpOBaTh, 00001IaTh, JeJIaTh BbIBOJIbI, U3JIaraTh CBOIO TOUYKY 3pEHUS IO MpO-
(beccroHanbHOM MpobiieMe Ha MHOCTPAHHOM SI3bIKE C COOJIIOJJICHUEM HOPM PEUEBOIO ITUKETA;

- 4YWTaTh U MEPEBOJUTH TEKCTHI MPOPECCHOHAIBHON HAIMIPABICHHOCTH HA HHOCTPAHHOM
A3BIKE;

- COCTaBJIATH JIEJIOBYIO JOKYMEHTALUIO.

BJIQJIETh!

- OCHOBaMHU JCJIOBBIX KOMMyHI/IKaHI/Iﬁ M PCYCBOI'0 OTUKETA M3y4aCMOI'0 MHOCTPAHHOI'O A3bIKA,

- paboThl C OCHOBHBIMU THUIIAMH CIIPABOYHOW M y4eOHO-CIIPaBOYHOM JTUTEpaTypshl (ClI0-
BapH, SHIUKJIONEINYECKHE CIPaBOYHUKH, Y4eOHO-CIpPAaBOYHbIE H3MAHUA) U Pa3HOOOpa3HOM
MH(POPMALIMOHHO-CIIPABOYHOM JUTEepaTypoil (Bkitovast (aiiiasl MHTepHETa M 3JEKTPOHHO-CIIpa-
BOYHYIO JIUTEPATYPY).

- IpUeMaMH CaMOCTOSITETIbHOM paboThI ¢ S3BIKOBBIM MaTEpUaNoM (JIEKCHUKOIA,
rpaMMaTHKOM, (POHETHKOI) ¢ UCTIOIB30BAaHUEM CIIPABOYHOM U yUeOHOU JUTEpaTyphl;
- HE0OXOIMMBIMU HAaBBIKaMH NMPO(HECCHOHATLHOTO OOIIEHUS! HA HHOCTPAHHOM SI3bIKE;
- crocob6aMM MOTOHEHUs Mpo¢decCUOHATbHBIX 3HAHUN Ha OCHOBE HCIIOJIb30BAHUS
OPUTMHAJIbHBIX HMCTOYHMKOB Ha MHOCTPAHHOM S3bIKe, M3 pa3HBIX oOnacteil obOmed u
pohecCuoHaTBbHON KYJIbTYPbI;



- HaBBIKaMU PabOTHI C HCTOYHUKAMU UH()OPMAIIUY HA HHOCTPAHHOM SI3BIKE;
- HaBBIKAMU HAITMCAHUS KPATKUX COOOIICHUIA, aHHOTAITUH, PE3IOME.



Coaepxkanue NPaKTHYECKUX 3aHATHH

Pasznea 1: What is “Management”? / Uro Takoe “meneqxmenT”?IIpakTHyeckoe 3ansiTue
1.

IIpakTnyeckoe 3ansitue 1.
Ilpakmuka peyu: Management, its nature and purpose / Onpenesnenne NOHATHS MEHeI K-
MEHT, ero XapakTep u Lejb.
Hean: opMupoBaHre KOMMYHHUKATHBHBIX KOMIIETCHIIUN, OBJIaJICHHE JICKCUKON M TPaMMaTHKOMN
B pe3yabTate ocBoeHHE TeMBbI CTYAEHT A0JIKEH
3HaTh: 0a30BbIC HOPMBI YIIOTPEOJICHUS JIEKCUKH, POHETHKH U TPAMMATHKU
YMeTh: YUTaTh, MIEPEBOIUTh U MEPECKAa3bIBATh TEKCTHl HA MHOCTPAHHOM SI3bIKE C HCIIOJIb30Ba-
HUEM CIPABOYHOW M Y4eOHOW JIMTEPaTyphl; OCYIICCTBIATh KOMMYHHUKAIIMIO Ha WHOCTPAHHOM
SI3BIKE
AKTYaJILHOCTH TeMbI: 00yCIIOBJICHAa HEOOXOAMMOCThIO OBJIaficHneM Y K-4.

Teopernyeckasi 4acThb:

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 in-
dustries.

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 con-
siderably 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 log-
ical 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 de-
sired 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 should-
strive to accomplish as much as possible with available resources.

Jlekcuyeckue eTUHMIBI 110 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
approach endeavour job application form  require
as much as possible enforce maintain self-achieving

Bonpocs u 3aganus:
1. Fill in the gaps using one of the adjectives managed, managerial, manageable, controlled
from the Topical Vocabulary.
. The new rule keeps your work toa  size.
. The new role will be a more administrative and ___ one.
. The division of __ responsibilities should be discussed.
. The task is easily .
. He has excellent  skills.
. The airflow is by a fan.
. Trade is ___ in most countries.
. 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.
Management is 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 is themanagement that helps to direct the vari-
ous 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 re-
sponsibility 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 avail-
ability 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 is 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.

yIpaBjIeHUuE / HANpPaBIATh Pa3pO3HEHHbIE yCWIMA / MyCcKaeT B paldOTy pa3luyuHbIe (aKTOPHI
MPOM3BOCTBA / yCIOBHS, OjaronpusaTcTByiomue 3hGeKTUBHON padoTe / 00ecneunTh JOCTYII-
HOCTB CBIpbs / CPOPMYIIUPOBATH CBOJI IMPABHI U HOPMATHBHBIX aKTOB / TUNIAHMPOBAHUS, OPTaHHU-
3allii, MOTUBAIIUH U KOHTPOJISI

1. Management helps towards a definite purpose.

2. Management

3. It is the responsibility of management to create

4. It is the managers’ job , to determine wages and salaries,

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.
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[Ipennonaraer MOCTaHOBKY OOIIMX IieNiell OpraHu3aliy; NPUHATH PEUICHUE MO0 MOBOAY
JOJDKHOCTEH; ONpEeNeuTh COOTBETCTBYIOUIME OOS3aHHOCTh U c(epy OTBETCTBEHHOCTH;
KOHTPOJIb HaJ JCATENIbHOCTBIO COTPYAHUKOB; peain30BaTh CBOM CIIOCOOHOCTH; IEJIM, ITOCTaB-
JICHHBIE Ha 3Tare MIaHUPOBaHUs, MEPbI, HAallpaBJIEHHbIE HA MUHUMU3ALIMIO PUCKA.

IIpakTH4eckoe 3ansaTHE Ne 2.
IIpakTnyeckoe 3ansiTue 2.
IIpaxmuxa peuu: Functions of management/ ®yHkuus ynpasjeHHs.
Heab: PopMupoBaHNE KOMMYHUKATUBHBIX KOMIIETCHIIMM, OBJIAJICHUE JIEKCUKOW U IPAMMaTUKON
B pe3yabTate ocBOeHHE TeMbI CTYAEHT A0JIKEH
3HaTh: 0a30BbIC HOPMBI YIIOTPEOICHUS JIEKCUKH, (OHETHKH U TPAMMATHKH
yMeTh: YUTaTh, IEPEBOUTh U MEPECKa3bIBaTh TEKCThl HA MHOCTPAHHOM SI3bIKE C HCIOJIb30Ba-
HUEM CIPAaBOYHOW W y4eOHOW JHMTEpaTyphl; OCYIIECTBIATh KOMMYHHUKAIMIO Ha WHOCTPAHHOM
A3bIKE
AKTYyaJIbHOCTBh TeMbI: 00yCJIOBJIEHa HEOOX0IMMOCThIO OBNafieHneM YK-4.

Teopernyeckasi 4acThb:

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 de-
partments.

Daily activities require a third level of planning, Plans must also be generated for ; spe-
cial 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 turn, you should
allow your employees to contribute to plans that affect their jobs.

*You should be flexible when planning. You should recognize 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 peo-
ple and organizational levels.

General organizing principles and responsibilities include the following:

*Authority should flow in an unbroken line from the top to the bottom of the organiza-
tion.

*Each employee should have only one supervisor.

*Relationships between departments in the organization must be considered when man-
agers 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 opera-
tions, 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, training, and evaluation programs should be developed and imple-
mented.

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, com-
plexity 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.

*Delegation — the act of giving formal organizational authority to an employee — is a
directing technique.

*Directing includes motivating your employees.

Keep in mind that your attitude affects employee attitudes and performances,

*Don't relate to all employees the same way.

Your leadership style should vary according to employee needs.

«[t's important to gain employee cooperation. You should treat them fairly and honestly.

*Solicit employee ideas 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 be-
gins 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 important 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:

*Time to evaluate must be set aside regularly.

Input from guests and others outside the property is useful in the evaluation process.

JlekcHyeckue eTUHMIBI 10 TeMe:

approaches - moaxomapl

run - yrpaBJsiTh

goals - ienu

pursue - mpecie0BaTh

provide - obecrieunBaTh

manufacture - IpOU3BOJCTBO

deliver - pactipocTpaHsTh

achievee - mocTUTraTh



execute - BBIITOJIHATD

elaborate paspabaTsiBaTh

organizational charts - opraHH3aIMOHHBIE CXEMBI
designate -Ha3HA4aThH

reside - HAaXOAUTHCA

allocation - pacnpeneneHue

accomplish - BEIOTHSTH

establish - ycranaBimBath

performance standards - craHzapThl MPOU3BOACTBA
objectives - menu

measure - Mepa

encourage - OOMIPSATH

consume - HOTpedIIATh

compelling - yoeauTenbHbIf

empower- yIoJHOMOYUBATh

leveraging - a3 pexTHBHOE UCTIOTH30BAHNE
coaches - HacTaBHUK, TpEHEP

counselor - coBeTHHK

watchdogs - cTopokeBbIe IChI

executioner - manay

retribution - Bo3me3aue

accelerate — yckopsITh

Bonpoce! u 3axanus:
1. 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.
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.  Vnpasnenue m0060i opraHuzanyeil BKIOYAET: MJIAHUPOBAHUE JIEATEIBHOCTH U ONpesie-
JIeHWe IIeJiel, OpraHu3aIio padodero mpoiecca, Moa0op U o0ydeHHe TepcoHajia, MPUHSITHE
peleHid, KOOPIUHUPOBAHUE JIEATEILHOCTH U pacIpeesieHre OroKeTa.

2. TocynmapcTBEHHBIE OpraHU3AIMU HAXOMATCS B OOJIBIIEH 3aBUCHUMOCTH OT (pHHAHCOBOM
MOJIEP)KKHM TPaBUTEIBCTBA, 0OJiee OrpaHMUYEHBbl CTPOTMMH paMKaMM 3aKOHa M OOJbIle IMOJ-
BEP>KEHBI TIOJIUTUICCKAM BIIMSHUSIM, YeM OM3HEC OpraHU3aIliH.
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3. Meron uccieaoBaHUs KOHKPETHBIX CIyyaeB ObUI MPEIMHUCHIBAIOIIMM, T.K. OH 00ydain
CTYZICHTOB TOMY, 4TO CIIEAYEeT M HE CIIEAYET JIeaTh B OCOOBIX CHTYalUsIX YIPABICHHS TOCyaap -
CTBEHHBIMHU YUPEKICHUSIMH.

4. B 1880-x romax Obuiu pa3paboTaHbl Hay4YHbIE MPHUHIMIIBI YIpaBieHUs OU3HECOM, a
MO3K€ 3TU MPUHIIMITEI OBLIIM UCTIOIB30BAHBI B TOCYJAPCTBEHHOM YIPABJICHUH.

5. Tlozxe ydeHble MOKa3ald, YTO aIMHHHUCTPUPOBAHHE — ITO TMPOIECC, MPOUCXOSIINI B
Pa3IUYHBIX OPraHU3aLUAX, HE3aBUCUMO OT TOTO, SBJISIOTCA JIU 3TU OPraHU3alluu rOCyJapCTBEH-
HBIMH WK 9acTHBIMH. COOTBETCTBEHHO, OHU CJIIEJaIM pa3rpaHHuEHIE MEXITy aIMUHHCTPUPOBA-
HUEM OM3HECOM M TOCYJapCTBEHHBIM aIMUHUCTPUPOBAHHEM.

4. Additional activities

1. Interview a supervisor or manager (if possible) to find out how much time is spent perform-
ing 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 an-
swers of the worker and the supervisor.

IIpakTnyeckoe 3ansaTue Ne 3.
Ipaxmuxa peuu: Definition "manager'"/ Ilonsitue "Menemxep'.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIINM, OBJIAICHUE JIEKCUKOM U TPaMMAaTHKON
B pe3yabTate ocBOeHHE TeMbI CTYAEHT A0JIKEH
3HaTh: 0a30BbIC HOPMBI YIIOTPEOICHUS JIEKCUKH, (OHETHKH U TPAMMATHKH
yMeTh: YUTaTh, IEPEBOUTh U MEPECKa3bIBaTh TEKCThl HA MHOCTPAHHOM SI3bIKE C HCIOJIb30Ba-
HUEM CIPAaBOYHOW W y4eOHOW JHMTEpaTyphl; OCYIIECTBIATh KOMMYHHUKAIMIO Ha WHOCTPAHHOM
A3bIKE
AKTYyaJIbHOCTh TeMbI: 00yCJIOBJIEeHa HEOOX0IMMOCThIO OBNafieHneM YK-4.

Teopernyeckasi 4acThb:

A number of different terms are often used instead of the term "manager", including "di-
rector”, "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 them, who are called subordinates. To do this successfully, they must use their au-
thority, which is the right to take decisions and give orders. Managers often delegate authority.
This means that employees at lower levels in the company hierarchy can use their initiative that
is make decisions without asking their manager.

Jlekcuyeckune eqUHMIBI 110 TeMe:

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, merci-
ful, impartial, just, patient, forbearing, sympathetic, respectable, cordial, broad-minded, witty, in-
telligent, dignified, capable, benevolent, philanthropic, scrupulous, consistent, easy-going, affec-
tionate, devoted, loyal, courageous, persevering, industrious, hard-working, sweet, gentle, proud.

Bonpocs! 1 3axanus:
1. Show the hierarchy of managers
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2. Fill in the table “What do managers do?”

Planning Organizing Leading Controlling

What should
managers do

Examples of ac-
tivity

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 class-
mates.

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 an-
swers 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?

4.Do you posses them?

5.What professional skills/abilities are essential in a good manager?

6.What approach to people should a good manager have?

7.What is your own definition of a manager?

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

9.In your opinion, what is the single most important aspect of the definition of management?
Why?

~N N RN
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10.Think of a person or operation that you have seen recently that didn’t achieve a workable bal-
ance between effectiveness and efficiency. What could have been done to balance the two? (If 1
were 1'd.)

IIpakTH4eckoe 3ansaTHE Ne 4.
I'pammamuxa: Complex Object / O0bexkTHBIII HHPUHUTUBHBIH 000POT.
Hean: opMupoBaHre KOMMYHUKAaTUBHBIX KOMIIETCHIIUN, OBJIa/ICHHE JIEKCUKON M TpPaMMaTHKON
B pe3yabrate ocBoeHHE TEMBI CTYAEHT A0JIKEH
3HaTh: 0a30BbIe HOPMBI YIIOTPEOICHUS JIGKCUKHU, (POHETUKU U TPAMMATHKH
yMeTh: YHTaTh, TICPEBOTUTH M TIEPECKA3bIBATh TEKCTHl Ha MHOCTPAHHOM SI3bIKE C WCIIOJIb30Ba-
HUEM CIPAaBOYHOW M y4eOHOW JMTEpaTyphl; OCYIIECTBIATh KOMMYHHKAIMIO Ha MHOCTPAHHOM
SI3BIKE
AKTYaJIbHOCTB TeMbI: 00yCIIOBJIeHa HEOOXOAMMOCTBIO OBNazieHneM YK-4.

Teopernyeckast 4acThb:

O0beKkTHBI MHPUHUTHBHBIA 000POT — 3TO COUYETAHUE JIOMOJHEHHS (CYIIECTBUTEIb-
HOE B 00IlleM HJIM MECTOUMEHHE B O0BEKTHOM MaJieke) U UHPUHUTHBA.
OO0beKkTHBII MHPUHUTHBHBIA 000POT CTOWUT IIOCJIE CKa3yeMOI'O TIJIABHOTO IIPEIIOKEHMS,
BBIPQ)KEHHOT'O TJIarojiaMu:
a) ¢pusnueckoro BocpusaTus (e.g.: to see, to hear, to watch, to notice, to feel)
0) xenanus (e.g.: to want, to wish, to expect, should/would like)
B) YMCTBEHHOT0 BocripusTHs (e.g.: to consider, to find)
I') IPUHY>KJCHUS, pa3pelieHus, npockOsl (e.g.: to order, to advise, to tell, to make (3acTaBusTh),
to have ( 3actaBmnsTh), to allow, to let)
IIpumeyanue:
1) nocne riarosnoB (GU3MYECKOTO BOCIPUATHS, a TAKXKE Mociie riiarojos to make, to let, to have
MHOUHUTUB yrioTpeOisercs: 6e3 4acTulpl “to”;
2) mocne rinarona to help HHQUHUTHB MOXKET YIIOTPEO-IATHCS O€3 WU C YacTUIIeH “t0”.
IlepeBoa: MpUIATOYHBIM MPEITIOKEHUEM C COIO3AMH «4TOOBDY, UTO0», KKAK».
IIpumep: I want you to translate this text at home.
51 Xxo4y, 4TOOBI BbI NepeBeJIH 3TOT TEKCT J0Ma.
for + unpunuTUB

NnpunutuB MOXeT uMeTh coOcTBeHHOe mnoanexamiee c¢ mnpeaigorom «for» («for -
construction»), ecnu nojanexaiiee UHQUHUTHBA HE SBISETCS MOAJEKAIIUM BCETO MpeIoxkKe-
HUSL.
OTa KOHCTPYKIMS NEpPEeBOAMTCS MPHUIATOYHBIM TMPEAJIOKEHUEM C COIO30M «YTOOBID» WU
MHQUHUTUBOM, €CIIH OHA CTOUT TOCIIE OE3TMYHOTO MPEI0KECHUSI.

Bonpocs! u 3aganus:
1. Ilepesedoume npeodnosrcenus Ha pPyccKuil A3blK, 00pawias GHUMAHUE HA O00LEKMHbLI
UHDUHUMUBHBLIL 000PON, 8bIOETIEHHBLI HCUPHBIM UWIPUDMOM.
. I want my family to be united.
. I never expected you to help me so much.
. We don’t really expect you to pass the exam.
. Would you like to go now?
. She didn’t allow us to smoke in the room.
. Everybody considered her to be very reliable.
. We found them to have gone.
. The doctor advised me to take a course of antibiotics.
. I never heard her sing.
10. We saw the child take a step then fall.
11. I’ll have you do that.

O 00 1IN DN B W —
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12. The chief told his secretary to type the letter at once.

13. Can you help me carry the case?

2. 3amenume memooom noodopa uacmu npPeonOHCEHUs HA PYCCKOM A3bIKE COOMEEHNICMEY-
OWUMU YACMAMU HA AH2TIUIICKOM A3bIKe, OAHHBIMU NOO OyKeamu a-f.
Oébpazeuy: 6- f (1’d like you to feel comfortable.)

1. We expected (uro Tom omo3naer).

2. Would you like me (4to6s! st momen) here ?

3. He doesn’t want (4T00OBI KTO-HHOYAH 3HAM).

4. Do you want (4T00bI MBI TO1LTH) With you ?

5. I want (uToOsI ThI cka3zain) the truth.

6. I’d like (uto6b1 BBl uyBcTBOBaNM ce0s1) 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. Boibepume npasunvuwlii eapuanm.

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

I saw the boy cross the road.

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

. Have you ever heard her sing/to sing?

. I saw the boy to 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.

. Ilepeseoume npeonoxcenusn Ha pyccKuii A3vlK.

. 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 is difficult for me to keep up a friendship.

. It was better for his family to change the place of living.

. We sent a special invitation for her to come to the party.

. That was for him to find out.

. He waited for her to speak.

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

10. That is a very good book for you to read.

5. Ilepeseoume npeonorcenun Ha AHIUNCKULI AZLIK ¢ 00bEKMHLIM UHOUHUMUBHBIM 000-
pomom.

1. YTo0b1 ObITH TAM BO BpeMsi, Mbl JOJKHBI IOTOPOIIUTHCS.

. OH OBLJT CITUIIKOM YCTAaBIIUM, YTOOBI IOMOYb HAM.

. Y Bac ecTb yTO-HUOY/Ib, YTO HY?KHO BHOCHTb B JeKJapanuio?
. OTO XOpOUIHNH 10M, KOTOPBIi MOKHO KYIIUTh.

. 51 monpocui Moero Apyra nOMo4b MHe.

. OH xopomuii Apyr, KOTOPOro MOKHO NPUIJIACUTD.

. OH ObLT IEpBHIM, KTO MPHIIIE .

. On yiiner nocjaeanum. (to leave)

. 51 xo4y, 4TOOBI ThI 3ANIOMHMJL.

10. A xouy, 4TO0BI TEOS 3aIIOMHUIIH

11. 5 Buzen, Kak OH BBIHYJ PYYKY M3 KapMaHa.

12. 4 yyBCTBOBAJI, UTO OH KYPHT.

O 0 I NN WNRFRL ROV RAWND—
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13. OH 4uyBCTBOBaN, YTO OHH CKOPO BEPHYTCS.

14. OHu 1yMaroT, 4TO OH XOPOLIMH BOAUTE/Ib.

15. OH npukasai, 4T00bI NPHHECJH ele OAHY OYTBIJIKY BHHA.
16. 13BecTHO, YTO OH MpHIET 3aBTPA.

17. 'oBopuiny, 4TO OHA MPHIET 3aBTPA.

18. Emy Benenu moMo4b MaTepu.

19. 'oBopuiyn, 4TO OH MOMOTraeT MaTepH.

20. KaxeTcs1, YTO OH 3HAET DTOTI'0 YeIOBEKA.

IIpakTnueckoe 3ansitue Ne 5.

IIpaxmuxa peuu: Management levels / YpoBHu ynpasieHus.

Heab: ®opMupoBaHe KOMMYHHUKAaTUBHBIX KOMIIETEHLIUH, OBJa/IeHHE JICKCUKOW U IrpaMMaTu-
KOU
B pe3yabTate ocBOeHHE TeMbI CTYAEHT A0JIKEH

3HaTh: 0A30BbIC HOPMBI YITOTPEOICHUS JICKCUKH, (JOHETUKU U TPAaMMATHKHU
yMeTh: YUTaTh, IEPEBOUTh U MEPECKa3bIBaTh TEKCThl HA MHOCTPAHHOM S3bIKE C HCIOJIb30Ba-
HUEM CIPAaBOYHON U Y4YEOHOH JINTEpaTypbl; OCYLIECTBISATh KOMMYHHMKAI[MIO HAa MHOCTPAHHOM
A3bIKE
AKTYaJIbHOCTB TeMbl: 00yCJIOBJIEHAa HEOOXO0AUMOCTBIO OoByIafieHueM Y K-4.

Teopernyeckasi 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 author-
ity 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 prof-
itability and success of the business. Job titles of executives include chief executive officer, pres-
ident, 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 oper-
ations. Examples ofmid-managementjobs are marketing manager, information technology man-
ager, 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 busi-
ness. 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. Man-
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agers are responsible for the work of others and have authority over those employees. Without
that authority and responsibility, the work of an employee is 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 author-
ity 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 re-
port 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 man-
agement activities. Both of those situations are an effective way for employees to have experi-
ence with several management activities.

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

Jlekcuyeckune eqUHMIBI 110 TeMe:

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

Bonpocsl u 3aganus:

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 with-
stand ... (scrutinize)

2. Bureaucracies are generally defined as organizations that provide each ... with a clearly de-

fined role. (employ)

. They ... employees on the bases of their skills and training. (promotion)

4. The dilemma both public and private organizations have is the need for ... and change. (sta-
ble)

5. Future ..., food, shelter, etc. are fundamental needs individuals bring to organizations. (se-
cure)

6. Bureaucracy, whether in business or government organization is thought to be a ... form of
organization. (dominate)

7. Most work in organizations is a mix of ... and ... . (collaborate, depend)

8. Common interests have a profound ... on people’s work and are as important as formal as-
signments. (effective)

[98)

9. Public administration has a number of ..., such as the ..., the ... , the courts, and organized
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. Kaxnplil COTpyAHUK OpPraHU3aliy UMEET ONPEAECICHHYIO POJIb U OTBETCTBEHHOCTbD.
2. Pemienue o npoJBMKEHUH COTPYIHHKA 3aBUCUT OT paboTOaTesl.
3. Besikast opranu3anus Hy>KIaeTcsl B CTaOUIBHOCTH.
4. YneHpl opraHu3ald HE TOJBKO COTPYIHHYAIOT Ha paboTe, HO M 4acTO OOBEIUHSIOTCS B
HeopMabHBIE TPYIIBI BHE PaOOTHI.
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5. PaGoronaTenu MOHKHBI IPHHUMATH BO BHUMaHHE HE TOJIBKO MaTepHalIbHbIC, HO H TyXOBHBIC
MOTPEOHOCTH JINYHOCTH.

6. Teopus rocy1apcTBEHHOTO YIIPAaBICHHUS B HACTOSAIIEEe BpeMs OBICTPO Pa3BUBACTCS M 3aBUCUT
OT TOTO, YTO MBI 3HAEM O YEIIOBEUECKOW JTMIYHOCTH, MOTHBAX €€ MIOBEJICHUS 1 MOTPEOHOCTSIX.

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"

IIpakTnyeckoe 3ansaTue Ne 6.
I'pammamuxa: Complex Subject / Cy0ObekTHbINH HHPUHUTUBHBINA 000POT.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIINM, OBJIAICHUE JIEKCUKON U TPaMMAaTHKON
B pesyabTate ocBOeHHE TeMbI CTYAEHT J0JIAKEH
3HaTh: 0a30BbI€ HOPMBI YIIOTPEOICHUS JIEKCUKH, (OHETUKU U TPAaMMaTHKU
yMeTb: YUTaTh, NIEPEBOJUTH U MEPECKa3bIBaTh TEKCTHl Ha MHOCTPAHHOM SI3bIKE C MCIOJIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JHUTEpaTypbl; OCYHIECTBIATh KOMMYHHKAIMIO HA MHOCTPAHHOM
A3BIKE
AKTYyaJIbHOCTh TeMbI: 00yCJIOBJIEHa HEOOX0IMMOCThIO OBNaficHneM YK-4.

Teopernyeckasi 4acThb:
Cy0bexTHbIH HHPUHUTHBHBINA 000POT — ITO COUETAHHE MOANESKAIIETO U HHPUHUTHBA.
Cka3zyemoe MeK1y HUMH 00bIYHO:
1 - B maccuBHoM 3aiore (Passive Voice)
e.g: is said (roopsr), is known (u3BecTHO), is believed (cumraror, momna-raroT), is expected
(oxuaarT, oxxugaercs), is reported (cooOIIarOT, cO00-1IaeTCs).
2 - BpIpakeHO riaroiamu: seem (kaxercs), happened (ciayuwnoch Tak, 4TO), appeared
(okazanocs, uto), proved (okazanocsk, uto), is likely (BepostHo), is unlikely (Bpsig mu).
IlepeBona:
1 cnoco0 - Haunnaercs co ckazyemoro. Ero yaie nepeBogsT B 3 jiMiie MHOXKECTBEHHOT'O YHCIIA.
Bce ocranmpHOE TIEpEBOIAT NMPUIATOYHBIM MPEI-IIOKEHUEM C COIO30M «UTO».
(He is said to ... - ['oBOpAT, 4TO OH...)
2 coco6 - Bee npeyioskeHue nepeBoIAT NPOCTHIM MPETI0KEHUEM C BBOJHBIM CJIOBOM.
(He is said to ... - OH, ToBOpHT...)
IIpumep: He is said to be the best student in the group.
1) T'oBOpAT, 4TO OH ABJISIETCH TYYIINM CTYyJICHTOM B TPYIITIE.
2) OH, roBOpAT, ABJISAETCS JTYYLIUM CTYJICHTOM B IPYIIIIE.

Bonpocs! u 3axanus:
1. Ilepeseoume npeonosricenus Ha pPycCcKuil A3bIK, 00pawias GHUMAHUE HA CYObLEKMHbLI
UH@UHUMUBHBLIL 000POM, 8b10EICHHBLI HCUPHBIM UIPUDMOM.
1. This old man is said to be 100 years old.
2. She is said to work long hours every day.
3. The strike is expected to end soon.
4. The man is believed to be wearing a black sweater and blue jeans.
5. Three people are reported to have been injured in the accident.
6. The Moscow State University is known to be the oldest one in the country.
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7. The plane is supposed to arrive at 9.30.
8. The students were supposed to translate all the text.
9. He is sure to be the best student in the group.
10. The thieves are likely to have got in through the window.
11. You are unlikely to meet them at the conference.
12. I seem to have lost the tickets.
13. Our new flat appeared to be rather large and comfortable.
14. This project proved to be completed on schedule.
2. Ilepesedume uacmu npeonoHceHus ¢ HOMOUbI0 CyoObLeKmHo20 UHPUHUMUBHO20 000poma.
1. CuuraloT, 4To OHAa the best singer.
. I3BecTHO, 4TO OH the best writer.
. Buzeau, kak on BomeJ the house.
. IlpeanonaraJiock, 4YTo 1 BeTpeuy him.
. F'oBopsiT, OH BepHyJicH at last.
. Coo011a10T, YTO OH NMHUIIET a new novel.
. OH, TOBOPAT, MUIIET pOEMS.
. Okupaercsi, 4To KopadJb npudyaeT in two days.
. Ilepenuwmume npeonoscenusn, noouepknume ungunumue. Ilepesedoume npeonosrcenus
Ha pYyCCKUl A3bIK.
Example: To solve the problem is very important. Peruts 3Ty npo6ieMy — oueHb BaXkHO.
1. The problems to be solved are of great importance.
2. To make this experiment you should use the new device.
3. They seem to have made a mistake in their measurements.
4. To study this phenomenon requires much knowledge.
4. Ilepeghpazupyiime cnedyoujue npeodnoxcenus, ynompeoue cyobeKmmvlilt UHQUHUMUGHBLIL
ooopom. Hanuwiume ux u nepeseoume nHa pycckuii A3vlK.
Example: It is expected that the experiment will be over soon. — The experiment is expected
to be over soon. — [Ipeamonararor, 9To YKCIEPUMEHT CKOPO 3aKOHUHTCS.
1. It is reported that the research has been carried out successfully.
2. It 1s said that optical technology is cost-effective and versatile.
3. It was thought that the chemicals convey important information to the brain.
4. It 1s expected that the new method will appear in future.

W oo N L B W

5. Ilepegeoume npeonosricenusn ,6 KOMOPwIX cyObEeKMHbLIL UHGUHUMUEHDLIL 000POM ynompeo-
nsemcesa:

A) THE VERBS to see / hear / notice / think / consider / believe / expect / suppose / know /
say / report / announce IN THE PASSIVE:

1. He was thought to be an honest man. 2. Moscow is known to be on of the largest cities in the
world. 3. The performance is expected to be a great success. 4. He is supposed to have finished
the translation. 5. He is known to be working at a new project. 6. She is known to be a talented
mathematician. 7. She is supposed to be engaged to him. 8. He is believed to be a great scientist.
9. He is thought to live in Moscow. 10. This experiment is said to have been completed. 11. She
is said to have written a good article. 12. The expedition is thought to have reached the Nile. 13.
The state of his health is considered to be normal. 14. This fruit is known to be grown in Africa.
15. The student is known to have been studying English for three years.

B) THE VERBS to seem / appear / prove / turn out /happen IN THE ACTIVE:

1. Many tourists appeared to know English. 2. This task turned out to be very difficult. 3. Every-
body seems to like him. 4. The boy seemed to be sleeping. 5. The student appear to this subject
well. 6. he didn’t prove to be a good student. 7. He happened to know her cousin. 8. I happened
to be there. 9. She doesn’t seem to know the rule. 10. They seem to be tired. 11. he seems to have
been translating something for two hours. 12. She seemed to be speaking to herself. 13. She ap-

17



peared to be a good teacher. 14. Nobody appears to have mentioned his name. 15. Her house
turned out to be in the center of the city.
C) THE WORD GROUPS to be likely / unlikely / certain / sure:

1. She is unlikely to improve the situation. 2. The article is likely to be published in August. 3.
These books are sure to be useful. 4. This problem is sure to be decided soon. 5. They are likely
to have accepted her offer. 6. Ann is sure to come tomorrow. 7. This woman is sure to be very ill.
8. He is certain to agree with you. 9. She is unlikely to explain her behavior. 10. Jane is sure to
return soon. 11. He is certain to call me in the evening. 12. The question is likely to be discussed
today. 13. They are sure to bring all necessary books. 14. I am likely to miss the train. He is un-
likely to have hidden my things.

6. Ilepedenaiime cnoscHvle NPEONONHCEHUA 8 RPEONIONHCEHUA C CYOBEKMHBIM UHOUHUMUBHBIM
obopomom:

Example : It is said that she has gone away.

She is said to have gone away.

A) 1. It is said that the actors have arrived. 2. It is supposed that the experiment was completed
last week. 3. It is expected that they have been working for a month. 4. It is considered that he is
the best student in the group. 5. It is believed that the situation will change. 6. It is reported that
she is returning on Monday. 7. It is thought that she has written a good report. 8. It is believed
that he is making new experiments. 9. It is supposed that she is a woman of forty. 10. It is known
that he wants to leave the city. 11. It is heard, that she is a famous actress. 12. It is announced
that everybody has agreed to come. 13. It is supposed that children are at school. 14. It is known
that this article is written by an expert. 15. It is expected that everybody will get a 5.

B) 1. It seemed that he understood the question. 2. It appeared that Tom was talking to her. 3. It
doesn’t seem that you understand the problem. 4. It happened that he was at the conference. 5. It
seems that you don’t believe me. 6. It happened that she was at home. 7. It turned out that the
work was not easy. 8. It appears that they know everything. 9. It turned out that the weather fore-
cast was correct. 10. It seemed that he didn’t recognize me. 11. It seemed that she was speaking
to herself. 12. It happened that his parent had come. 13. It turned out that he lived far away. 14. It
proves that he is a good person. 15. It seems that you are sleeping.

C) 1. It is sure that he will come. 2. It is unlikely that they will get married. 3. Certainly, she will
get a 5. 4. It is likely that they are here. 5. I am sure that I have been here before. 6. It is unlikely
that he will agree. 7. It is sure that he will help you. 8. Certainly, they have seen us there. 9. It is
unlikely that he noticed me. 10. It is certain that he is a real friend. 11. It is likely that she is an
actress. 12. It is sure that he lives here. 13. Certainly, he is a rich man. 14. Surely, he studies with
us. 15. I am sure that I have never seen that person ever before.

7. Ilepesedume cnosa 6 ckookax:

1. He 1s thought (6pu1) a very good student. 2. They are expected (mpumuttor) a reply today. 3.
The new instrument is supposed (momosker) scientists solve many problems. 4. The results of the
experiments are believed (0bumn) very good. 5. She is known (uHTEepecoBanacs) in the subject. 6.
He seemed (mpumien) in time for the lecture. 7. She proved (3akonumna) her article last month. 8.
It seems (men moxxnp) all the day. 9. They turned out (;xwm) there. 10. He happened (Bctpeuai)
her several times. 11. You are sure (mosnyuunms) a good mark. 12. They are unlikely (cnanyr) the
exam. 13. She is certain (moc&erut) you. 14. I am likely (cmenaro) everything in time. 15. The
goods are unlikely ( OynyT mocraBneHsl).

8. Ilepeseoume c pycckozo Ha anziuiicKuil:

A) 1. T'oBopsT, 4TO OH 3aKOHYMJI HOBBI pomaH. 2. [Ipearmonaraercsi, 4T0 3T0 OTKPHITHE OYCHb
BakHO. 3. CunTaercs, 4to oH Jy4mui crnenuanuct. 4. CooOuiatot, uro norudsno 10 yenosexk. 5.
W3BecTHO, 4TO OH KpYMHHBIH MarteMatuk. 6. Oxumaercs, 4to goroBop Oyxer moamucal. 7. Co-
OOIIArOT, YTO IKCIEAWIHS yXe BepHysach. 8. He okumamu, 94To CHEr BBIMANCT B HOSOpe. 9.
I'oBopsT, uto on B Mockge. 10. [Ipeanonaranock, uro Mel BctpetuMmes B 7. 11. Cuurtaercs, 4To
ceiiyac xopormasi moroja /st ypoxkas. 12. M3Bectno, uyto Kuraii - oueHp Hacesn < eHHasl cTpaHa.
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13. dymanu, uto 370 oH chenan. 14. OXuIaroT, 4To caMmolieT mpudyaer BeuepoMm. 15. BumaHo
ObLI0, KaK OHU CKPBUIKCH.

B) 1. Kaxercs, on MHOTO 3HaeT. 2. Oka3anoch, 4To OH 0OJBIION cneruanuct. 3. Oka3anoch, 4TO
oH nipaB. 4. Kaxxercs, 1ok1p HaunHaeTcs. 5. OKa3anock, 4YTO OHH KUBYT psaoM. 6. OH, KaxeTcs,
oueHb N0OpHIK yenoBek. 7. OHA oka3amach OIHOW U3 cambIX crocoOHbIX. 8. Kakercs, KTO-TO
unet. 9. Onu, okaspiBaeTcs, yxe Obutn 37ech. 10. Okazanock, 4To BefEe MOaydniIu ITEPKU.

C)1 . BepositHo, 3Ty mpobnemy OyayT obcyxnats. 2. HaBepHoe, Mbl BcTpeTuM uX TaM. 3. OH He-
MIPEMEHHO MOJIYYUT MpeMuto. 4. DTOT Bompoc Bpsl Ju Oyner uHTepeceH. 5. [loxoxe, oHa He
npuzaer. 6. S TouHo yBuxky Tebs 3aBTpa. 7. ToBapbl, BEposITHO, OyIyT JOCTaBJIEHBI B CPOK. 8.
ManoBeposTHO, YTO OHHM 3aKOHYAT CBOIO padory. 9. Bpsix nu oH mpumer ydacTue B KOH(e-
peruuu. 10. OH, mo-BuauMomy, ycrain. 11. S, ckopee Bcero, Oyay n1oma B 310 BpeMs. 12. DTOT
OTIBIT, HaBepHOe, OyaeT ycnemHbiM. 13. S TouHo Hudero He Bujen. 14. Ckopee Bcero JaHHBIN
7I0M ObLT MOCTPOEH HenaBHo. 15. EMy HaBepHsKa MOHPAaBUTCS HOBas paboTa.

D) 1. T'oBopsT, 4T0 SKCHenuIus codpana UHTEpeCHbIH MaTepuai. 2. Bpsaa nu o caenan 3to. 3.
[Tomaratot, 4to 3TO M300peTeHne MOXKEeT momMoub HaMm. 4. OHa OKa3ajsach OMBITHBIM IPETO/a-
BareneM. 5. S ciywaiiHo Berpetun ee Ha yiune. 6. OH, kaxercd, yexan Ha tor. 7. Kak co-
obmaror, koH(pepenuus Oyaer 3aBTpa. 8. Kak M3BeCTHO, 3TO BEIIECTBO IMOIJIONIAET CBETOBBIC
ayuu. 9. OHa, HaBepHoOe, He MoOUT My3bIKy. 10. IIpennonaraercs, 4ro B HalleM ropoje mo-
CTpOST HOBBIN A0M. 11. Oxkugaercs, 4To B 3TOM roAy 3uMa HacTynut paHo. 12. CTyneHTbl, Ha-
BepHoOe, nmonyuyniu crunenauto. 13. Bee, kazanoce, Obtu yausneHsl. 14. M3BecTHO, 4To y Hee
Jpyroe MHEHHUE.

IIpakTH4yeckoe 3ansaTue Ne 7.
IIpaxmuxa peuu: Forms of business organization / ®opmsbl oprannzanuu On3Heca.
Heab: PopMupoBaHNE KOMMYHUKATUBHBIX KOMIIETCHIIMM, OBJIAJICHUE JIEKCUKOW U IPAMMaTUKON
B pesysabTate 0cBOeHHE TeMbI CTYAEHT J0JIAKEH
3HaTh: 0a30BbI€ HOPMbI YIIOTPEOIECHUS JIEKCUKH, (OHETUKU U TPaMMaTHKU
yMeTb: YUTaTh, NIEPEBOJUTH U MEPECKA3bIBaTh TEKCTHI Ha MHOCTPAHHOM SI3bIKE C HCIIOJIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JIUTEpaTypbl; OCYLIECTBIIATh KOMMYHHKAIMIO HAa MHOCTPAHHOM
A3BIKE
AKTYyaJIbHOCTBh TeMbI: 00yCJIOBJIEHa HEOOX0IMMOCThIO OBNIafieHneM YK-4.

Teopernyeckasi 4acThb:

There are three principal forms of business organization: the Sole Proprietorship, the
Partnership, and the Corporation.

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 pro-
prietorship. 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 propri-
etorships, 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, dis-
putes 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.
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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 share-
holders. 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 effec-
tive 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.
Jlekcuyeckune eqUHMIBI 110 TeMe:

appoint ,complain,treat,supere , to help ,to deal with ,to give someone job as... to grum-
initiate ,assist ,interfere ignore, ble because something is wrong ,to start something go-
bottom, 7 flexible,top, » demand, v  ing ,to watch over work, to see that it is well done

Bonpocel u 3axanus:
1. Fill in the table “Forms of business organization”

Sole Proprietor- | Partnership Corporation Board of Direc-
ship tors

Definition

Owner of an or-

ganization

What is needed
to start an orga-
nization

+

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.

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

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

Q -~ Ci

~— Production management

its components Q\»
: 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 (in-
cluding demand forecasting, production scheduling and the ordering of material).

During the production stage the responsibilities of the production manager include pro-
duction control (the sequencing of jobs, updating time schedules, etc), stock control, quality con-
trol and the maintenance and replacement of production equipment. Production managers are
also concerned with product design and purchasing.

> .
Responsibilities of \
Production Manager
>

D

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

Functions of Q
Production Manager \
—

5. Fill in the table “Responsibilities of production manager at different production stages”.

Pre-production stage Production stage
1. 1.
2. a)
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b)
3 2.
4, 3
5 4.
6. 5

6.

7.

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 is 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 per-
sonnel 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?
8. Using the instructions how to write job analysis and job description, write your own exam-
ples of them. Work in pairs/groups.
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IIpakTnyeckoe 3ansaTue Ne 8.
I'pammamuxa: Infinitive / UnpuHUTHB.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIIUM, OBJIAICHUE JIEKCUKON U TPaMMAaTHKON
B pe3yabTate ocBoeHHE TeMbI CTYAEHT J0JIAKEH
3HaTh: 0a30BbI€ HOPMBI YIIOTPEOIECHUS JIEKCUKH, (OHETUKU U TPaMMaTHKU
YMeTh: YUTaTh, IEPEBOIUTh U MEPECKA3bIBaTh TEKCThl HA MHOCTPAHHOM SI3bIKE C HCIIOJIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JHUTEpaTypbl; OCYHIECTBIATh KOMMYHHKAI[MIO HAa MHOCTPAHHOM
SI3BIKE
AKTYyaJIbHOCTh TeMbI: 00yCJIOBJIEHa HEOOX0IMMOCTHIO OBNafieHneM YK-4.
Teopernyeckast 4acThb:
Nudunutus (the Infinitive) — »To HenuuHas ¢opma riarosia, KoTopas Ha3bIBaeT JEH-
ctBue. npunutHB siBisieTcss ocHOBHOM (mu I) gopmoii rimarona u mpencTaBisieT riaroi B
cnoBape. [Ipu3nakom napuHUTHBA siBsieTcst yacTtuia to: to help — momorars, to read — yu-
TaTh. UHQUHUTUB ynoTpebasieTcst 6e3 yacTUllbl to B CICAYIOIMNX CIydasx:
1) ITocne rmaromoB shall, will. He will write to his parents tomorrow. 3aBTpa on
HaIUAIIET CBOUM POJUTESIM.
2) [locne MmomanpHBIX raaroioB (kpome riaroia ought). She can ski and skate. Ona
yMEET KaTaTbCsid Ha KOHbKAX M Ha JIbDKAX.
3) Ilocne rnaronoB uyBcTBeHHOTO Bocmpusatus feel, see, hear, watch u n1p. We saw
him enter. MbI Buienu, Kak OH BBIIIEN.

4) Ilocne rimaronos let (pa3pemats), have, make (3actaBnsate). What makes you think
so ? Uro 3actaBnser Te0s Tak Aymath ? Let me take this book, please. Iloxanyiicta, pa3-
pelmTe MHE B3SITh 3TY KHHTY.

5) [Mocne Beipaxenuii had better (;yumie), would rather (myuime 651). You had better
g0 now. Jlyume yiinu / uau ceituac. I must see you at once. MHe Haj0 ceifyac e BCTPETHU-
ThCSI ¢ TOOOH.

B coBpeMEeHHOM aHIIMICKOM $3bIKE HHOUHUTUB UMEET CIeAYIOUINE (OPMBI.

Active Passive
Indefinite to write to be written
Continuous to be writing --
Perfect to have written to have been written
Perfect Continuous to have been writing --

NudpunutuB B popme nelCTBUTEIBHOTO 3aj0ra 0003Ha4YaeT AeiiCTBHIE, MPOU3BEAEHHOE
JIMIIOM, BBIPQ)KEHHBIM B IPEJIOKEHUH MOJJICKAIIUM, a B CTPAIaTEILHOM 3aJI0Te — JICUCTBHE,
HarpaBieHHoe Ha 3To Ju1o. I like to help. S nmro6iro momorats. I like to be helped. f nr06-
JI0, KOTJJa MHE [TIOMOTaloT.

Nudunutus B Indefinite Active 0003HauaeT neficTBre, HE YTOUHSS XapaKTep €ro mpo-
tekauud. Mudunutue B Continuous Active mogu€pkuBaer muTeNnbHOCTH AeiicTBus. She
likes to write letters. Ona Morua nucate nucbmo. She must be still writing. Ona, gomKHO
OBITh, BCE €IIIE IUIIIET.

HenepdhexTHblii HHGUHUTUB BBIpAXKAET JCHCTBUE, OJTHOBPEMEHHOE C JCHCTBUEM
[J1aroJia-cKa3zyemoro (Wid CIeAYIOIIee 3a HUM).

[lepdexTHbi MHOUHUTUB BbIpa)KaeT NEHCTBHUE, MPEAIIECTBYIONIEE ACHUCTBUIO,
BBIp@KEHHOMY TiarosioM-ckazyembsiM. I am glad to study at the University. 5 pax, uro
yuych B yHuBepcutere. I am glad to have studied at the University. f pan, yro yuwics B
YHUBEPCUTETE.

Dyukyuu unpuuumuea:

B npennoxxennn HHQUHUTHB MOXKET OBITh:

a) [Homnexxamum. To walk in the garden was very pleasant. ['yiate B camy ObL10
oueHb npusAtHO. To read a lot is to know much. MHoro unraTe — MHOTO 3HaTh.
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6) OGctosaTenscTBoM 1ienu. To read the book I went to the reading-hall. YtoGnt
IIPOYUTATE Ty KHUTY, 5 NOWIET B YUTAIBHBIN 3aJI.

B) OmnpenenenneM. MHQUHUTHB B QyHKIIUH ONpe/IeeHUs IEPEBOAUTCS HA PYCCKUM
S3BIK TPEMsI crioco0amu:

1. IlpunaTo4yHbIM OOpeIeaUTENbHBIM MPEUIOKEHUEM C MOJAIbHBIM ckazyeMbiM. He is
going to take part in the conference to be held in Moscow. On cobupaercs MpUHATH

ydacTue B KOH(PEPEHIIUHU, KOTOpas TOJKHA COCTOAThCA B MOCKBe.
2. Heonpenenénnoii popmoii rnarona. I have nothing to sky. MHe Heuero ckazatb.
3. JInuHoit dhopMoii rarona, €Ciu OnpeaeeHHe OTHOCUTCS K TOPSAKOBOMY YHCIIHU-
tenbHOMY. She was the first to come. Ona npuiuia nepBoi.
r) JonmonnenneM. He was glad to have been given a new job. O Ob11 paj, 4To eMy
Ianu HoByto paboty. I decided to read this book. S pemnin npounTaTh 3Ty KHUTY.
1) YacTeio ckazyemoro (4acTo MOAansHOr0). You may come in. Bel MoxkeTe BOWTH.
We ought to leave early in the morning. Mb1 go/kHEI yexatb paHo yrpom. My wish is to
read much. Mo¢ xenaHnve — MHOTO YHTATh.

Bonpocs! u 3aganus:
1. Ilepeseoume cnedyrouiue npeonoxcenus, oopauias 6HUMaAHUe HA UHGUHUMUG 8 PYHKYUU
nooaexcauiezo.
1. Today it’s common to see terminals that include telephones, PCs and larger computers. 2. To
know a foreign language is necessary for the computer specialist 3. It is important to realize that
video RAM (VRAM) must meet higher performance specifications than regular RAM. 4. It is
necessary to define the tasks of this program. 5. To help our comrades is our duty. 6. To solve
this problem is extremely important. 7. It is important to remember that disk drives are mechani-
cal devices. 8. To introduce a microprocessor that is not downwardly compatible with previous
models is very risky. 9. To study this program requires much knowledge. 10. New computer sys-
tems have such good audio systems that it is possible to listen to music while you work, have the
computer tell you when the printer needs paper, play games that include sound, or compose mu-
sic on the computer.
2. Haitoume 6 cnedyrougux npeonoxcenusax ununumue ¢ oynkuyuu cxkazyemoczo. Ilepeseou-
me npeonodcenusl.
1. The purpose of the computer is to transform data into information. 2. Using computers has
both positive and negative effects on our lives. Our goal is to take advantage of the positives and
either reduce the negatives or deal with their results in the best way for you. 3. The biggest chal -
lenge in making a workgroup effective is to ensure that its members can communicate more eas-
ily among themselves. 4. One important task performed by the operating system is to control the
execution (running) of programs. 5. Information must be relevant, timely, accurate, concise and
complete in order to be useful. 6. Procedures are the steps that you must follow to accomplish a
specific computer-related task. 7. Computers may displace workers by automating tasks that peo-
ple used to perform or by enabling fewer workers to perform tasks more efficiently. 8. You can
use software to instruct computer hardware to do a variety of tasks that involve processing data.
9. The transistor was to change the way computers were built. 10. The first step in developing a
program is to define the program.
3. Haiioume u nepesedoume npeoioyceHus, 6 KOMopovix UHGUHUMUE bicmynaem 6 (yHKyuu
00nonHenus.
1. You need to understand some fundamental concepts about how computer systems are set up
and how they work. 2. Computers consist of hardware, the physical parts of the computer, and
software, the programs that tell the computer what to do. 3. You must transfer the information to
a storage device, such a disk drive, if you want to keep the information permanently. 4. Comput-
ers also ease your daily activities by brewing your coffee, printing your newspaper, and helping
you write your letters and pay your bills. 5. Only in the 1950s it became business to produce and
consume computer languages. 6. When a modem attempts to establish a connection, it automati-
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cally negotiates the modem on the other end. 7. Windows and the graphical user interface made
it possible to create value-added files — spreadsheets with charts, word processing files that used
different fonts and sophisticated formatting. 8. Most users want to use applications with which
they are already familiar, and there is no reason not to do so in a networked computing environ-
ment.

4. Ilepeseoume npeonorcenusn, oopauias 6HUMAHUe HA OCOOEHHOCHMU hepesooa UHpuUHU-
muea 6 hynKyuu onpeoeenus.

1. The capability to process data can be used in a variety of ways. 2. A useful model to describe
the relationship between data and information is called the systems model. 3. Efforts to pack
more transistors on one chip have led to such a development as Intel’s Pentium Pro microproces-
sor. 4. Multiprogramming is the capability of a computer to switch between programs requested
by different users and to execute the programs concurrently. 5. The instructions to start the com-
puter are stored in read-only memory chips, which are not volatile. 6. When an organization
wants to offer communications services to others, it submits a tariff to the government. The tariff
is a list of services and charges for the services to be offered.

7. Bandwidth refers to the capacity of a communications channel to carry data or information.

IIpakTnyeckoe 3ansaTue Ne 9.
IIpaxmuxa peuu: Energizing employees / AKTHBH3a1Usi COTPY/IHUKOB.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIINM, OBJIAICHUE JIEKCUKOM U TPaMMAaTHKON
B pe3yabTate ocBOeHHE TeMbI CTYAEHT A0JIKEH
3HaTh: 0a30BbIC HOPMBI YIIOTPEOICHUS JIEKCUKH, (OHETHKH U TPAMMATHKH
yMeTh: YUTaTh, IEPEBOUTh U MEPECKa3bIBaTh TEKCThl HA MHOCTPAHHOM SI3bIKE C HCIOJIb30Ba-
HUEM CIPAaBOYHOW W y4eOHOW JHMTEpaTyphl; OCYIIECTBIATh KOMMYHHUKAIMIO Ha WHOCTPAHHOM
A3bIKE
AKTYyaJIbHOCTh TeMbI: 00yCJIOBJIEeHa HEOOX0IMMOCThIO OBNafieHneM YK-4.

Teopernyeckasi 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 it 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 pas-
sion 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 communi-
cate 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 in 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’ ideas 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 is con-
ducive to your employees doing their best work.

What are you doing to energize your employees? Do you really know what your employ-
ees 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? Remem-
ber, employees are your most important resource—a resource that is much more productive
when it is energized.
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Now let’s have a look at the Japanese management style. Briefly, the core of what is
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 employ-
ees but to lead them by consensus. In general, Japanese managers encourage their employees to
make suggestions for improvement and to participate in an organization’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 employ-
ment (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.
Jlekcuyeckune eqUHMIBI 110 TeMe:
mandating - 00s13aTeTbHBII
pep rally - pannu
coercion - MPUHYXACHNE
unleashing - pa3Bs3bIBaHNe
turf - Topd
sugarcoat - IpUYKpacHuTh
engage - 3aHUMaThCs
implement - ocymiecTBIATH
put them on the back burner — moI0XUTH B JOIATHIA SIIHK
buy-in — BBIKYIT COOCTBEHHBIX aKITHIA
favor - OnaronpusTCTBOBATH
short-term gain - KpaTkocpouHasi MpUObLITL
evaluation - orieHka
implicit - HesIBHBII
holistic concern - 03a604€HHOCTh

Bonpocs! 1 3axanus:
1. Find in the text the following words and word combinations:
XPaHUTHCS TIyOOKO BHYTPHU
noHecTH (MH(POPMAIIHIO) IO KOTO — JIN00
3aKIIFOUECHHBIN
BJIOXHOBUTH
CMATYUTD yJap
aBaTh OO€IaHue
CclIep’KaTh CJIOBO
BOBJICKATh
MpeUIoKEHUE
yOeuThCs
qyBCTBUTEIbHBIHI
yITydIIeHUE
NPUHUMATh y4acTHe
MOYKU3HEHHAS 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 in-
spire them.
2) The secret to making this happen is energizing your employees—unleashing the ..... and tal-
ent that resides deep within them.
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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 ideas and suggestions.

6) Ensure that the work environment is ..... to your employees doing their best work.

3.Translate the sentences into English

1) Bbl MOXeTe MONy4YuTh caMoe JydIliee OT BallliX COTPYAHUKOB KaXK/IbI IEHb HEICITH.

2) Ybenurech, 4TO BBl HE JaeTe OOCIIAHHM, KOTOPhIE HE MOXKETE BBIMOIHUTH. OHU TpaTIT HE-
KOTOpOE BpeMsi, YTOOBI CO3/aTh 3aMHTEPECOBAHHOCTh, KOTOpAs MO3BOJIIET UM BHEIPUTH pellie-
HUS Topas3io ObIcTpee, TOCIe TOro, KaK OHO MPHHSTO.

3) ¥V HUX npoCHeXHUBaeTCs TEHACHIUS CIIOCOOCTBOBATH PA3BUTHIO JOJITOCPOYHBIX OTHOIICHUH U
CTpaTerwii BMECTO U3BJICUCHHS KPATKOCPOYHOM BBITO/IBI.

4) He OyzabTe 3aK/IIOYEHHBIM B BalleM KaOMHETE; 00s3aTENIbHO PEryssspHO IMOCEIalTe JTojieH,
KOTOpBIe paboTaloT AJIs Bac, Ha X TEPPUTOPHUH, a TAKKE MOOIIPSIATE M BIOXHOBIISITE UX.

5) CekpeToM OCYIIECTBICHUS JaHHON LIEIH SBJISIETCS aKTUBU3AIUS BALIMX COTPYIHHKOB — pac-
KPBITHE CTPACTH U TAJIAHTA, KOTOPHIC CIPSATAHBI B TITyOHHE MX JINYHOCTH.

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 is 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 is made.

5. Write a summary of the text above.

IIpakTu4yeckoe 3ansaTue Ne 10.
Ilpaxmuxa peuu: What is Public Administration? / Uro Takoe rocyiapcTBeHHOe yIpasJie-
Hue?
Hean: opMupoBaHre KOMMYHUKAaTUBHBIX KOMIIETCHIIUN, OBJIa/ICHHE JIEKCUKON M TpPaMMaTHKON
B pe3yabTrate ocBoeHHE TEMBI CTYA€HT A0JKEH
3HaTh: 0a30BbIe HOPMBI YIIOTPEOICHUS JIEKCUKHU, (POHETUKU U TPAMMATHKH
yMeTh: YHTaTh, TICPEBOUTH M TIEPECKA3bIBATh TEKCTHl Ha MHOCTPAHHOM SI3bIKE C WCIIOJIB30Ba-
HUEM CIPAaBOYHOW M y4eOHOW JMTEpaTyphl; OCYIIECTBIATh KOMMYHHKAIMIO Ha MHOCTPAHHOM
SI3BIKE
AKTYaJlbHOCTB TeMbI: 00yCIIOBJIeHa HEOOXOAMMOCTBIO OBNazieHneM YK-4.

Teopernyeckasi 4acThb:

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 gov-
erning possible; it generally gives them little thought unless it is to criticize “government bureau-
crats.”

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 exten-
sive 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, special-
ized governmental agencies (micro-administration). Some of them are mostly involved with pol-
icy formulation, for example, the Parliament or Congress.
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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 peo-
ple who are not accountable to citizens. Many fear that these so-called faceless bureaucrats sub-
vert 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 adminis-
trators are policy makers. They are the translators and tailors of government. If the elected offi-
cials 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 colo-
nial 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 adminis-
trative 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 peti-
tions, 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 ar-
rangements 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 is based on objective norms (such as laws, rules and regu-
lations) rather than on favoritism It is 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 qualifica-
tion rather than for their personal connections with powerful persons. When vacancies occur by
death, resignation, or for other reasons, new qualified persons are selected according to clearly
defined rules. Bureaucracy does not die when its members die.

Jlekcuyeckue eIMHMIBI 110 TeMe:

policy-making (activity); policy formulation; to be close to the centres of power; street
level; bureaucrat; to raise fears; administered society; to be based on personal preferment; to be
(not) showy.

Bonpocs! u 3axanus:
1. Read the text again for understanding its main points and answer the 10 "What'-questions
given below:
1. What is public administration?
2. What institutions and agencies are involved in public administration?
3. What institutions are involved with policy formulation?
4. What public figures are visible to the public — elected or anonymous ones?

28



5. What are public administrators?

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

8. What changes could a change of emperor lead to in a system based on personal prefer-

ment?
9. What are modern administrative systems based on?
10. 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:
1. We are in contact with ... almost from the moment of birth.
Public administration is said to be not ... .
Public administrators are the anonymous specialists, who ... .
Whether in the negative or positive sense, public administration is ... .
The ancient and recent colonial empires ... .
The emperor carried an enormous work load ... .
Modern administrative system is based on ... .
When vacancies occur by death, resignation, or for other reasons, new qualified persons

PN R WD

3. Answer the following questions:
1. Why may our society be labeled as the "administered society"?
2. Why is public administration said to be not as showy as other kinds of politics?
3. Why was the system of the ancient empires called "the system of favouritism and patron-
age™
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?
8. 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. The anonymity of much public administration raises fears that government policies are
made by people who are not accountable to citizens.
2. Members of the bureaucracy are chosen for their qualification rather than for their per-
sonal connections with powerful persons.
3. When vacancies occur, new qualified persons are selected according to clearly de-
fined rules.
4. Our experiences with public administrators have become so extensive that our society
may be labeled the “administered society”.
5. Public administration is a political process involving the authoritative implementation of
legitimated policy choices.
6. Many fear that these so-called faceless bureaucrats subvert the intensions of elected offi-
cials.
7. The ancient and recent colonial empires organized and maintained political rule over
wide areas and large populations.
5. Insert prepositions where necessary:
1. We are accountable ... our parents for our actions.
2. We cannot dispose ... our earthly remains without final administrative certification.
3. Everything depended ... the emperor, who in turn had to rely ... the personal loyalty of
his subordinates.
4. Various institutions are involved ... public administration, but large, specialized govern-
mental agencies are given responsibility ... most public administration.

Now e
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5. The Parliament or Congress are involved ... policy formation, and the Department or
Ministry of Defense are mainly involved ... policy implementation.

6. The emperor carried an enormous work load reading or listening ... petitions, judicial
claims, appeals ... favour, and the like.

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:

1. AHOHUMHOCTh TOCYIAPCTBCHHOTO YIPABJICHHS BBI3BIBACT Y MHOTHUX OIACEHUsI, 4TO
TOCY/IapCTBEHHAs CTpaTerus Oy/aeT BhIpaOaThIBATHCS JIOJIBMH, HE MOJOTYCTHBIMH TPaXK-
TaHaM.

2. Ilpu cMeHe uMIepaTopa, pa3pymaics BeCh rOCYAapCTBEHHBIH MEXaHU3M, H JIOJHU, KOTO-
pble ObUTH B IOYETE, MOTJIM OKA3aThCsl B HEMHJIOCTH.

3. Ilpu coBpeMeHHO# crcTeMe roCyJapCTBEHHOTO YIPABJICHUS TOCYIAPCTBEHHBIE CITyKallie
HA3HAYAIOTCS COTJIACHO MX KBaJTM(UKAIMK, a HE TI0 JMYHBIM CBSI3SIM C BIUSATEIBHBIMU
JFOJTBMH.

4. T'ocyaapCTBEHHOE TIpaBIICHUE 3aBUCEII0 OT UMIIEpPaTopa, KOTOPOMY, B CBOIO O4epeib, pH-
XOJIMJIOCH TIOJIaraThCsl Ha MPEAaHHOCTh MO JYNHEHHBIX.

5. VMmiepaTop BBITIOIHSUT OTPOMHYIO pabOTy — YHTANl ¥ CIyIIal XOJaTalicTBa, pa3doupan cy-
1eOHbIE UCKH U TIPOCHOBI O TOMUJIOBAHUH.

7. 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. 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. This idea is good but ... of such a scheme will be difficult. (implement)

They challenge the very ... of the government. (legitimate)
They need to spend less on ... . (administrative)
I 'am not ... to approve payments. (authorize)
Lloyd George was threatening to ... . (resignation)
Many civil servants are sure that they can ... better than the politicians. (government)
There is a lot of ... involved in getting an import license. (bureaucrat)
This public corporation is fully ... to Parliament. (accountability)
9. Sheisa ... in Eastern European affairs. (special)
10. It is the Prime Minister's ... residence. (officer)
9. Give your own definitions of 'micro-administration’', 'macro-administration’ and 'bureau-
cracy’.

XN R WD

Pasznen 2: Business management and public administration / Ynpasiienne O0u3necoM u
rocyJ1apcTBeHHoOe ynpaBJieHHe.

IIpakTu4yeckoe 3ansaTue Ne 11.
Ilpaxmuxa peuyu: City managers and their responsibilities /AxMuHHCTpanusi TOPOIOB U ee
00s13aHHOCTH.
Heab: PopMupoBaHre KOMMYHUKAaTUBHBIX KOMIIETEHINI, OBJIa/ICHUE JIEKCUKOW U TPaMMaTHKOU
B pe3ysbTate ocBoeHUE TeMbI CTYAEHT J0JIKeH
3HaTh: 0a30BbIe HOPMBI YIIOTPEOICHUS JIGKCUKHU, (POHETUKH U TPAMMATHKH
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yMeThb: YUTaTh, MEPEBOJIUTh U TEPECKa3bIBaTh TEKCTHl Ha MHOCTPAHHOM SI3BIKE C UCIOIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JHUTEpaTypbl; OCYHIECTBIATh KOMMYHHKAIMIO HA MHOCTPAHHOM
SI3BIKE

AKTYaJIbHOCTh TeMbI: 00yCIIOBJIEHA HEOOX0IUMOCTRIO oBNaieHneM Y K-4.

Teopernyeckasi 4acThb:

A city manager is an official appointed as the administrative manager of a city in a coun-
cil-manager form of city government. Local officials holding this post are sometimes referred to
as the chief executive officer (CEO) or chief administrative officer (CAQO) in some municipali-
ties. However, in a technical sense, the term "city manager" as opposed to CAO implies more
discretion and independent authority that is set forth in a charter or some other body of law, as
opposed to duties being assigned on a varying basis by a single superior such as a mayor.

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 govern-
ment 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.
Jlekcuyeckune eqUHMIBI 110 TeMe:

formal authority — odunnansHbIe TOTHOMOYHS

inspire [In'spaio] — BHyIIaTh, BIOXHOBIISATh

trait [trert] — xapakTepHas 4epTa, 0COOEHHOCTh

interaction [ mtor'ek(o)n] — B3aumoieiicTBUE

vision ['vi3(9)n] — mpoHUIIATEILHOCTH, OPEIBUICHNUE, TATHHOBHUIHOCTD
value ['velju:] — BaXXHOCTb, IEHHOCTh, TIOJIE3HOCTh

charisma [ko'rizmo] — nuanHoe obasiHUE, Xapu3Ma

ongoing ['on, gauln| — IPOUCXOASIINI B HACTOSIIEE BPEMs, IPOI0II-
YKAIOIIUICS, HENPEPBIBHBIN, MOCTOSHHBII

explore [1k'splo:] — uccnenoBare, paccMaTpuBaTh, U3y4aTh, AHATU3HPO-
BaTh

recognition [ rekog'nif(o)n] — oco3nanue, moHNMaHKE, IPEICTABICHNIE
attribute ['etribju:t] — oTmMUYMTENBEHAS YepPTa, XapaKTEPHOE CBOHCTBO
evidence ['evid(o)n(t)s] — ¢akTel, JaHHBIE; T0KA3aTEILCTBO, MOITBEP-
KJIEHUE; CBUICTEIHCTBO

intelligence [m'telid3(a)n(t)s] — unTEMIEKT, PaCCYI0K, pasyM; yM-
CTBEHHbIE CLIOCOOHOCTH

Bonpocsl u 3aganus:
1. Match Russian definitions with English terms:

1) chief executive officer a) (opma opraHuzani MECTHOTO CaMo-
yTIpaBJICHUS, IPH KOTOPOI BHIOOPHBII TO-
POJCKOM COBET MpUIJIalaeT Ha JOJKHOCTb
PYKOBOJIUTENSI MyHHUIUITATHTETa Mpodec-
CHOHAJILHOTO YIIPABJIAIOLIETO, Pa-
0oTarouero MojIHbIN padouuil 1eHb; MEHe-
JDKEp CaMOCTOSATENIbHO HaOUpaeT MmTaT Jyis
yTIpaBJICHUS TOPOJICKUM XO3SIHICTBOM;

2) council-manager form b) MeHemKep, OCYIIECTBISIOMUN Pacopsi-
AUTCIIBCKYIO NCATCIILHOCTL B paM-
Kax CTPATETWYCCKUX PEIICHUH, MPUHSATHIX
PYKOBOJICTBOM;
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3) administrative manager C) PYKOBOAMTEIb, KOTOPBII OTBEYAET 3a
OCHOBHYIO 4acCTbh TEKYyIIEil esTeTbHOCTH
KOPIIOpAIMH U MCTIOJIHEHUE PELICHU COBe-
Ta JMPEKTOPOB, TIPH 3TOM YacTO 3aHHUMAET
TaKXKe MOCT MpeAceaTeNsl COBETa JUPEKTO-
POB, TIPE3UICHTA, 3aMECTUTEINS Ipeice-
JaTens CoBeTa u T. II.

2. Complete the following sentences using the text.

1. A city manager is an administrative manager of a city in ... .

2. A city manager, as opposed to CAO, has more discretion and ... .

3. The duties of chief executive officer (CEO) or chief administrative officer are assigned by a
single ... .

4. The first cities to employ a manager were ... .

5. The reason to create a post of city manager was to place management into the hands ... .

3. Read and remember the cliches for writing a summary.

The headline of the article is ... CraThs Ha3bIBACTCH ...

The primary task of the published OcHoBHas 3a/1a4a MyOJIMKYeMOn
article is ... CTaThH ...

The article starts with ... CraThsi HQUUHALTCH C ...

In the first part of the paper effort B nepBoii yacTu cTaThu Aenaercs
is undertaken to analyse ... MOMNBITKA TPOAHATIUZUPOBATD ...

The article under consideration also points out ~ PaccmarpuBaemasi CTaThs BBIACISET ...

In the next (last) section emphasis B TpeTtbeii yacTu mouepKUBaETCS
is given to ... Ba)XXHOCTS ...
In conclusion the article reads ... B 3aknirodeHuu B CTaThe TOBOPUTHCS ...

4. Complete the following sentences using the text.

1. Leadership is organizing a group of ... .

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

3. Leadership is rooted in the characteristics that ... .

4. The idea that leadership is based on individual attributes is 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 is 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.

IIpakTyeckoe 3ansaTue Ne 12.
Ilpakmuxa peuu: Public Administration Personnel / Ilepconan rocynapcrBeHHoii agMu-
HHUCTPAIUH.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIIUM, OBJIAICHUE JIEKCUKOM U TPaMMAaTHKON
B pesyibTare 0cBOeHHE TEMBbI CTYACHT J0/IKEH
3HaTh: 0a30BbI€ HOPMBI YIIOTPEOICHUS JIEKCUKH, (OHETUKU U TPaMMaTHKU
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yMeThb: YUTaTh, MEPEBOJIUTh U TEPECKa3bIBaTh TEKCTHl Ha MHOCTPAHHOM SI3BIKE C UCIOIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JHUTEpaTypbl; OCYHIECTBIATh KOMMYHHKAIMIO HA MHOCTPAHHOM
SI3BIKE

AKTYaJIbHOCTh TeMbI: 00yCIIOBJIEHA HEOOX0IUMOCTRIO oBNaieHneM Y K-4.

Teopernyeckasi 4acThb:

Large organizations employ many individuals. Charismatic leaders, caring supervisors, in-
novative program directors, and numerous street-level employees lend individuality to the col-
lective 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 sur-
rounding government. But unique contributions of individuals do not obscure their general pat-
terns of behavior, or roles.
A role is 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 is 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 ap-
pointment to care for a sick child or the professor who neglects his students to fulfill administra-
tive obligations is experiencing a role conflict.

Viewing organization as a system of roles helps to identify rights and obligations of each em-
ployee. Roles provide the consistency that holds an organization together. An organization that
falls apart when individuals leave has not built an adequate structure of roles.

Although public organizations contain many specific roles, five role-types — the political execu-
tive, 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 administra-
tor.

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 fop-level administrators. It is 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 ex-
ecutives 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 po-
litical executives. They are middle managers and closely fit the general description of a bureau-
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crat. 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 commu-
nity. This vow followed years of training and some certification that the acquired knowledge and
appropriate norms of behavior justified an individual’s initiation.

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 ap-
plying their general knowledge to the specific case and requires considerable autonomy and flex-
ibility.

An important difference between professional and non-professional work is who evalu-
ates performance. Nonprofessionals are evaluated by their immediate supervisors. Professionals
assert their independence from supervisors. Their work is evaluated by peer review of their col-
leagues and that has flaws: fellow professionals are sometimes more willing to overlook the mis-
takes of colleagues for different reasons.

Street-level bureaucrats

Street-level bureaucrats (social workers, police officers, public school teachers, public
health nurses, job and drug-counselors, etc.) are at the bottom or near the bottom of public orga-
nizations. Their authority does not come from rank, since they are at the bottom of hierarchy, but
from the discretionary 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 ev-
eryone happy. Street-level administrator must use judgment to apply rules and laws to unique sit-
uations, 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 super-
visors 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 satisfy supervisors while maintaining their own autonomy.

Street-level bureaucrats are also policy-makers. They often decide what policies to imple-
ment, 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
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The policy entrepreneur is 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.

Jlekcuueckue eIMHUIBI M0 TeMe:

role-type, role conflict, desktop administrator, to require leadership, to be given limited re-
sources, consensus, charismatic leader, to step into a role, source of stress, to balance expecta-
tions

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

1. appoint 1. tohelp

2. complain 2. to deal with

3. treat 3. to give someone job as...

4. supervise 4. to grumble because something is wrong
5. initiate 5. to start something going

6. assist 6. to watch over work, to see that it is well done
7. interfere 7. not to notice (on purpose)

8. ignore 8. to meddle, to get involved

9. bottom, n 9. to ask insistently for something

10. flexible 10. highest point

11. top, n 11. lowest point

12. demand, v 12. adaptable

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

4. Translate into English:

1. IlpaBa 1 003aHHOCTH COTPYAHUKOB OpraHU3alMU BCErJa YETKO OINPEIEIIEHBI.

2. D dhexkTUBHOCTh PabOTHl OPraHU3alliy, B TIEPBYIO OYEPE/lb, 3aBUCUT OT MIEPCOHAJIA, €ro MpPo-
(deccuoHann3mMa U rTHOKOCTH.

3. Kak npaBuio, Kax/ablii COTpYAHMK BBITIOJIHSET HE OJIHY, @ HECKOJIBKO pOJIel B OpraHU3alIiH.

4. OpraHuzanusi NpeacTaBiseT coboil mepapxuro, Ha KOTOPOM pacroiaratoTcs oIpeesieHHbIe
JOJKHOCTHBIE JIMIIA U COTPYJHUKH.

5. YacTo Jrou JKaNyrTcs, 4TO OIOpOKpaThl B TOCYAAPCTBEHHBIX OpraHU3alUAX HE MPUHUMAIOT
BO BHUMaHHE UX MPOOJIEMBI M 00CTOATENbCTBA.

6. IOpucTt MOXKET OTKa3aTbCsl B TAKOM CUTYyallMH, KOTJAa €My MPHUIETCS OTMEHUTh Ha3HAYCHHYIO
BCTpeYy C KIIMEHTOM M3-3a 00JIe3HH peOeHKa.
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5. Give your own definitions of 'public administration personnel’, 'role-types' and 'role con-
flicts'.
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 com-
mon of which are ...
3. The role 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 expecta-
tions.
4. The lawyer who must ... to care for a sick child is experiencing a ... .
5. The most common five role -typesare ..., ..., ..., ..., and ...
6.... occupy the top of public organlsatlons in most cases they are .
7.. .. have responsibility for major decisions; however, the ultimate authority rests with ... .
8.... protects civil servants from losing their jobs.
9. The work of professionals requires ... and ...
10. Street-level bureaucrats often de01de what p011c1es 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 fun-
damentally from ...
5. Street-level bureaucrats are at the bottom of public organizations and ...

IIpakTu4yeckoe 3ansaTue Ne 13.
I'pammamuxa: Participle / Ilpnuacrtue.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIINM, OBJIAICHUE JIEKCUKOM U TPaMMAaTHKON
B pesyabTare ocBoeHHE TeMbI CTYAEHT J0JIAKEH
3HaTh: 0a30BbI€ HOPMBI YIIOTPEOICHUS JIEKCUKH, (OHETUKU U TPAaMMaTHKU
yMeThb: YUTaTh, NIEPEBOJUTH U MEPECKa3bIBaTh TEKCTHI Ha MHOCTPAHHOM SI3bIKE C MCIOJIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JHUTEpaTypbl; OCYHIECTBIATh KOMMYHHKAI[MIO HAa MHOCTPAHHOM
A3BIKE
AKTYyaJIbHOCTh TeMbI: 00yCJIOBJIEeHa HEOOX0IMMOCThIO OBNafieHneM YK-4.

Teopernyeckasi 4acThb:

[Mpuuactue 1 (Participle I) — Hennunas ¢opma rmarona, oGnajgaromias CBOMCTBaMHU
riaroja, npuiaraTelbHOTO U Hapeuus. COOTBETCTByeT (popmaM MpuYacTvs M JACCNpPUYacTUs B
PYCCKOM SI3BIKE.

@opMBI IPUYACTHSA

active passive
Indefinite asking being asked
Perfect having asked having been asked

Participle I Indefinite oGo3nauaer neiicTBue, OJZHOBpPEMEHHOE C JEHCTBHEM TIJjaroja-cKa-
syemoro. While translating difficult texts we use a dictionary. [lepeBoas TpyaHbIE TEKCTHI,
MBI T10JIb3YE€MCsI CIIOBAPEM.
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Participle I Perfect o0o3Hauaer neiicTBue, npemIeCTBYIOIIEE I€HCTBHIO, BRIPA)KEHHOMY TJIaro-
noM-ckazyeMmbiM. Having read the book I returned it to the library. [IpountaB kuury, s Bep-
HyJ €€ B OUOINOTEKY.

@ynxyuu npuyacmus |

B npemnoxxenun npuuactue I (Participle I) moxer ObITb:

1. Onpenenenuem. B stoli pynkuuu ynorpebnsierca Ttoasko Participle I Indefinite, xotopoe
COOTBETCTBYET PYCCKOMY MPUYACTHIO HACTOSIIETO BpeMeHH B TOH ke QpyHKiuu. A smiling girl.
Yaeibatomascs neouka. A swimming man. [IneBymwmii yenoBek. The men building our
house with me are my friends. JIroqu, crposduue Ham JOM BMECTE CO MHOM, -- MOM JIpY3bsl.
The house being built in our street is a new building of school. [lom, cTposiuiics Ha Haen
YJIALE -- 3TO HOBOE 3JJaHHE LIKOJIBI.

2. O6crosrenscTBOM. B aT0i1 pynkiuu Participle I Indefinite Active gamie Bcero ctout B Haua-
J€ TPENJIOKEHUSI U NEPEBOAUTCS HA PYCCKUM A3BIK JEENPUYACTHEM HECOBEPIIEHHOTO BHJA.
Translating the article he consulted the dictionary. [lepeBoss cTaTbhio, OH MOJIB30BAJICS CIIO-
BApEM.

[lepen TakuMm nmpuyacTHeM B (YHKIMH OOCTOATENBCTBA YacTO CTOST coro3bl when miu while.
Takue cioBocoueTaHusi NEPEBOJATCS TUOO0 JEeNPUUACTHBIM 000POTOM (WM JeenpUuyacTueM) ¢
OIyIICHWEM COI03a, JIMOO MPUIATOYHBIM MPEAJIOKEHHEM, KOTOPOE€ HAUYMHAETCS C COI030B
"korzma", "B To Bpems kak". While translating the article the student consulted the dictionary.
IlepeBoas cTaThlo, CTYJEHT MOJb30Bayicsa cioBapéM. / Korna cTyIeHT mepeBOIMs CTaThio, OH
I10JIB30BAJICS CIIOBAPEM.

Participle I Indefinite Passive nepeBonuTcsi Ha pycCKHil sI3bIK OOCTOSATENBCTBEHHBIM NPUIATOY-
HbIM npeanoxeHueM. Being built of wood the bridge could not carry heavy loads. Tak kax
MOCT ObLI IOCTPOEH M3 JIEPEBA, OH HE MOT BBIJEPKaTh OOJIBIINX HAIPY30K.

Participle I Perfect Active nepeBonutcs neenpuuactuem cosepuieHHoro Buaa. Having built a
house he began building a greenhouse. [IocTpouB 10M, OH HaYajad CTPOUTH APHUK.

Participle I Indefinite Passive B pyHkiun o0cTosiTenscTBa (BpeMeHH, MPUUNHBI) IEPEBOAUTCS
00CTOATEILCTBEHHBIM NMPUAATOUYHBIM MpeaoxkeHueM. [1pu 3Tom B kauecTBe MOJUIEkKAIIErO pyc-
CKOT'O TPHUAATOYHOTO MPEATIOKEHUsT YIOTPeOIseTcs MmoyIekKallee aHTIMICKOro MpeIokKeHus.
Having been built of concrete, the house was cold in winter. Tak kak 70M ObUT IOCTPOEH U3
OcToHa, 3MMOM B HEM OBLIO XOJIOJIHO.

3. Yacteio ckazyemoro. Participle I Indefinite Active moxet ObITh yacTbio ckazyemoro. They
are playing chess. OHU UTPAIOT B IIaxXMarThl.

IpuyacTue II

[Ipuuactue 11 (Participle II) — Henmuunas ¢opma rinarona (111 ocHoBHas dopma riarona),
UMeeT OJIHYy Heu3MeHseMylo (opMy CO CTpajaTelbHbIM 3HaYC€HHEM U 0003HavaeT JIeHCTBUE,
KOTOPOE MCIBIThIBAET Ha cebe U0 win npeaMer. OHO COOTBETCTBYET B PYCCKOM SI3BIKE IMPHU-
YacTHIO CTPaaTeIbHOIO 3aJI0Ta.

[Tpuuactue 11 npaBUIIBHBIX I71arojoB UMeeT Ty ke ¢opmy, uto u Past Indefinite, 1 o6pa-
3yercs mpu nomMoiu npudasnenus cyhdukca —ed xk ocHoBe rimarona to ask — asked, to help —
helped.

[Tono6no mpuuactuto I, npuyactue 11 obnagaer cBoiicTBaMU Iiaroia, NpuiiaraTeIbHOTO U Hape-
yus. Kak u riarosn, oHo o6o3Havaer aeiictBue. Bpems neiictus, o6o3Hauaemoe npuyactuem I,
OIpENENsAeTCS BPEMEHEM JIEUCTBUS Tiarojia-ckasyemoro uinm kontekcroM. The book discussed
yesterday was interesting. Knura, o6cysxnapmasicsi Buepa, 6buta nuatepecHoil. The books dis-
cussed at the lessons are always interesting. Kuuru, oGcyxkaemple Ha ypokax, BCerja HH-
TEPECHBI.

@ynxyuu npuyacmus 11

B npemnoxxenun npuuactue 11 MoxeT ObITh:

a) OnpeneneHuemM. Last time is never found again. [lorepsHHOe Bpemsi HUKOTJja HE BEpHENIb
(mocnoBHO — He HailiTu). A written letter lay on the table. Hanucannoe nucbmo sexano Ha
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crone. They are reconstructing the house built in the 18" century. Onu pecraBpupyror 371a-
HHUE, IOCTPOEHHOE B 18 Beke.

6) Ob6crosarensctBoM. Ilepen npuuactuem Il B GyHKIMH OOCTOSATENBCTBA MOTYT CTOSTH COO3bBI
if, unless, when. B takoM cnyuyae aHrnumiickoe mpuyacThe MepeBOAUTCS O0OCTOSTEIbCTBEHHBIM
IIPUIATOYHBIM MPEIJIOKEHUEM, B KOTOPOM MOJJIEKAIIEE TO JKE, YTO U B IVIABHOM IIPEIJIOKEHHUH.
If built of the local stone, the road will serve for years. Ecau nocrpouts gopory (Eciu nopora
IIOCTPOEHA) U3 MECTHOTO KaMHsl, OHa OYJET CIIy>KUTh JTOJITHUE TO/bI.

Bonpocs! 1 3axanus:
1. Oépasyiime Participle I unu Participle Il om 2nazonoe ¢ ckookax.

1. Why have you got that ... (worry) expression on your face? Are you in trouble?
2. The teacher was ... (disappoint) with the test results.

3. Jack’s answer was ... (disappoint).

4. 1 went to the exhibition of French art last week and I was very much ... (impress).
5. Wesaw a lot of ... (fascinate) paintings.

6. Iwasso ... (excite) that I couldn’t say a word.

7. The trip to the mountains was so ... (excite) — we enjoyed every minute of it.

8. I'm ... (bore) — I have nothing to do.

9. The lecture was so ... (bore) that a few listeners fell asleep.

10. We liked the Room of Horrors but some of the tricks were rather ... (frighten).
11. It was raining so heavily that the little puppy got ... (frighten) and hid under the bed.
12. Little John’s questions were ... (surprise).
13. We were ... (surprise) at the news.
14. The boy ... (translate) the story is the best pupil in our class.
15. The girl ... (wash) the window is my sister.
16. ... (do) his homework Tom looked through the window several times.
17. The work ... (do) was very interesting.
18. Everything ... (write) on the blackboard is correct.
19. ... (write) the letter Olga thought about her summer holidays.
2. Ilepenuwiume npeonosricenue, UCROIb3IYA RPUUACHIUE 6MECIO NPUOAMOUHO20 NPEONOIHCce-
Hus.
I[MTPUMEP
The old castle which was built five hundred years ago belongs to the university. Crapslit
3aMOK, Komopbiii Obl1 nocmpoer 500 nem Hazao, TPUHAICKUT YHUBEPCUTETY .
= The old castle, built five hundreds ago, belongs to the university. Crapslii 3aMOK, nocmpoer-
notti 500 1em nazao, NPUHAAIICKUT YHUBEPCUTETY.
The holidaymakers who were wearing light clothes walked along the beach.
The lands that were discovered by Columbus were rich in gold.
The children who were excited by the news shouted “Hoorah” three times.
The hedges that divided the fields were getting yellow.
The young lady who was standing at the door looked very attractive.
The two banks which were connected by a bridge were high and looked dangerous.
Betty Smith heard the noise of a child who was crying.
8. He entered the yard and smelt something that was burning.
3. Illepeseoume npeonoxncenun c npuuacmuem. Hazoeume npuuacmue Present Participle I,
Perfect Participle 1, Past Participle.
1. The girl riding the horse is my sister.
She hurt herself (while) riding a bicycle.
Going to the club, I met some of my friends.
Leaving the house, I noticed someone in the garden.
Arriving at the station, we hurried to the information bureau.
The pictures exhibited there are very expensive.
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7. Not knowing what to do, I turned to Jack for advice.
8. I often think of my friends living in Paris.
9. I went to bed, not being able to work.
10. The story written by him is rather thrilling.
4. Ilepeghpazupyiime npeodnoiicenus 0OHUM U3 O8YX CROCOH08.
IMPUMEP 1
Holding up a picture, the teacher asked us if we recognized the man. = The teacher held up a pic-
ture and asked us if we recognized the man.
Jlep:ka KapTHHY B pyKe, YUUTENIsl COPOCHI HAC, Y3HAeM JIM MBI TOTO YelOBeKa. = YUHUTelb
Jep>kKajl KapTHHY B pyKe M CITPOCHII HAaC, Y3HAEM JIM MBI 3TOTO YeJIOBEKa.
IMPUMEP 2
Opening the door, Mike found the room full of people. = When Mike opened the door, he
found the room full of people.
OTkpsbIB ABepb, Maiik yBrIENd, 4TO B KOMHaTE MOJIHO roAeil. = Korga Maiik oTKpbLI ABEPH, OH
YBHJIEJI, UTO B KOMHATE TOJIHO JIIOJCH.
1. Walking in the forest, the children suddenly saw a wolf.
People stood on the bridge, watching the boats on the river.
The pupils remained silent for a minute or two, thinking about the teacher’s question.
Looking for his ticket in all his pockets, Tom discovered that he had lost it.
The crowd moved slowly forward, forcing the soldiers back.
Taking the dictionary, he looked up the unknown word.
Seeing clouds of smoke over the building, the girl cried, «Fire! Fire!»
8. Crossing the wide field, the frightened animal escaped into the forest.
5. Ilepegppazupyiime npeonoxcenusn c oeiicmeumenvhvim npuuacmuem Perfect Participle I,
noouepxueasn npeouiecmeue.
IMPUMEP. Having come home, he remembered her warning. = After he had come home, he
remembered her warning.
1. Having gone there twice, I didn’t want to go there again.
2. Having left the house, I suddenly remembered that I had left behind the umbrella.
3. Having shown us his new picture, he left.
4. He knew the city very well, having lived in Paris for a long time.
5. Having written the book, he could relax.
6. Ilepesedoume cnedyroujue npeonoIHceHus Ha AHIUNCKUIL A3bIK.
JIuto, HapucoBanHoe Ha 6ymare, moxoxe (look like) Ha TeOs.
Ero He Buzenu Buepa B IIKOJIE.
Emy crieyeT no3BOHUTS.
UYenosek, CUISIIMT B KPECIE, MO OTell.
[Tucemo OBLTO OTITPaBICHO BUEpA.
Masnp4uKy, UAyIue B IIKOTY, MO JIPY3b4.
Manpuuky UOyT B MIKOJY.
YenoBek, MOCITaHHBIN TOOOH, TOJIBKO YTO MPHIIIE.
BocxurieHnslii neizaxem, s CTOsT Ha 6epery o3epa.

Nownbkwd
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IIpakTH4yeckoe 3ansaTue Ne 14.
IIpaxmuxa peuu: Personnel administration: staffing and trainin. / YnpasJienune nepco-
HAJIOM: OA00P U o0yueHue.
Heab: @opMupoBaHre KOMMYHUKAaTUBHBIX KOMIIETEHINI, OBJIa/IEHUE JIEKCUKOW U TPaMMaTHKOU
B pe3ysbTate ocBoeHUE TeMbI CTYAEHT J0JIKeH
3HaTh: 0a30BbIe HOPMBI YIIOTPEOICHUS JIGKCUKHU, (POHETUKU U TPAMMATHKH
yMeTb: YUTaTh, IEPEBOJUTh U MEPECKa3bIBaTh TEKCThl HA MHOCTPAHHOM SI3bIKE C MCIOJIb30Ba-
HUEM CIPAaBOYHOW M y4eOHOW JMTEpaTyphl; OCYIIECTBIATh KOMMYHHKAIMIO Ha MHOCTPAHHOM
SI3BIKE
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AKTYaJIbHOCTB TeMbI: 00yCIIOBJIeHa HEOOXOAMMOCTBIO OBIazicHneM YK-4.

Teopernyeckasi 4acThb:

An important task in the management of any enterprise, private or public, is the recruit-
ing, selecting, promoting, and terminating of personnel and employee training.
Recruiting

Once jobs have been created, the recruitment starts, i.e. finding people to fill those jobs.

Public administration in the United States has come a long way from the time of Andrew
Jackson, when, in the popular view, government jobs could be performed by any individuals (or
at least any men) with normal intelligence. Under Jackson and his successors, frequent rotation
on office was encouraged; 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 ex-
cluded 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 examina-
tion. 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 appli-
cation 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 perfor-
mance examination. Some jobs call for an oral examination, particularly those for which com-
munication skills are especially important.

One examination of special importance is the Professional and Administrative Career
Examination (PACE). PACE is intended to select candidates for federal government ca-
reers 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. Con-
siderable 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 pos-
sible, 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.
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Many universities, in cooperation with government agencies, have developed special pro-
grams for public employees, and the courses typically lasting for a week, may be conducted ei-
ther 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.

Jlekcuyeckue eTUHUIBI TI0 TeMe:
prior experience, to judge performance, performance examination, competitive wages, on-the-job
training, in-house training, racial background.

Bonpocs! u 3axanus:
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)
They made an attempt to ... her from the General Council. (removal)
We are confident that the case will ... with two words “Not guilty!” (termination)
The University has funds for ... awards in special cases. (discretion)
The school receives up to 3,300 ... each year. (apply)
He has been ... to captain. (promotion)
A fake call from some local phone box was not ... . (exclusion)
Crop ... will help to minimize diseases and weeds. (rotate)
Nationalist leaders demanded the ... of democratic rights. (extend)
0. He joined the firm as a young ... more than thirty 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?
What was the time of Andrew Jackson characterized by?
What attempts did the government make to attract especially competent applicants?
What kinds of examinations were mentioned in the text?
What is a "performance examination"?
What examination is considered to be of special importance?
What process is the evaluation of employee performance?
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, i.e. finding people to fill those jobs.
2. ... were designed for the most part to keep out ..., not to attract ... .
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9.

Active efforts were made to attract individuals who, in earlier times, would have been ex-
cluded from public employment because of ... .

Once applications have been received, the next step is ... .

Some judgements are made on the basis of ..., and some jobs, especially requiring partic-
ular skills, call for ... .

... 1s intended to select candidates for federal government careers rather than for particu-
lar jobs.

The new employee is likely to serve ..., often six months, during which removal is rela-
tively easy.

In order to make an evaluation of employee performance, where possible, objective mea-
sures ... . In jobs where this is not possible ... .

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.

2.

P w

9.

An important task ... the management of any enterprise is the recruiting, selecting, pro-
moting, and terminating ... personnel and employee training.

Active efforts were made to attract individuals who, in earlier times, would have been ex-
cluded ... public employment because of their ethnic or racial backgrounds.

The term examination does not refer only ... a pencil-and-paper test.

Some judgements are made ... the basis of an unassembled examination.

Some jobs call ... an oral examination, particularly those ... which communication skills
are especially important.

By supplying a continuing record ... performance, such evaluation can protect employees
... capricious actions.

This involvement may range ... relatively simple, in-house training sessions — even on-
the-job training — ... the financing of undergraduate or graduate education.

Many universities, ... cooperation ... government agencies, have developed special pro-
grams ... public employees.

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.

Korga nosBisroTCsl BakaHCHH B KaKOW-TMOO OpraHu3aIiiy, HAYMHACTCS TTOUCK KaHIH/a-
TOB. AIMUHHUCTpAIUsl BCETJa cTapaercs MpHBICYh HAa PabOTy CaMbIX KOMIETEHTHBIX
CITy KaIuX.

Korga Bakancuu ornaiieHbl, HAHOCSTCS BU3UTBI B KOJUJICAKM U YHUBEPCUTETHI C LIEJIbIO
MOMCKA KaH/JUIaTOB Ha ATH JOHKHOCTH.

Ot6op Hambosee MOAXOAIIETO KaHIUAAaTa OCYIIECTBISETCS HA OCHOBE YCTHOTO cole-
cefoBaHMs, OCOOCHHO B T€X CIydasx, IJe HEOOXOAMMBI KOMMYHHUKATHBHBIE CITOCOOHO-
CTH, WIM HAa OCHOBE aHKETHI, BKJIIOYaroIIeld nHpopMaiuio o6 ombiTe paboThl, 00pa3oBa-
HUU U PEKOMEHIAITIH.

Hogelii cimykamuii, Kak IpaBuiio, MPOXOAUT UCIBITATEIbHBIN CPOK B TEUEHHE 6 MECSIIEB.
HavanpHuk oTaena kaapoB paccMaTpHUBAET ATOT CPOK KaK MPOJIOJDKEHUE MPOBEPKU, HO
JIUIIbL HEMHOTHUX CIIYXaIUX YBOJBHSIOT B TEUEHUE ITOTO CPOKA.

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

1.

el

The text under discussion draws our attention to ...

The recruiting pattern changed ...

Selecting of candidates is made on the basis of ...

The evaluation of employee performance ...

Government provides the following opportunities for the further education ...
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IIpakTyeckoe 3ansaTue Ne 15.
Ilpakxmuxa peuu: Administrative decision-making / [Ipunsitue aIMUHNCTPATHBHBIX pelle-
HHMH.
eanb: opMrpoBaHUE KOMMYHUKATUBHBIX KOMIIETEHIIUM, OBJIAICHUE JIEKCUKON U TPaMMAaTHKON
B pe3yabTate ocBoeHHE TeMbI CTYAEHT J0JIAKEH
3HaTh: 0a30BbI€ HOPMBI YIIOTPEOIECHUS JIEKCUKH, (OHETUKU U TPaMMaTHKU
yMeThb: YUTaTh, NIEPEBOJUTH U MEPECKa3bIBaTh TEKCTHI Ha MHOCTPAHHOM SI3bIKE C MCIOJIb30Ba-
HUEM CIPAaBOYHON U Y4YeOHOH JHUTEpaTypbl; OCYHIECTBIATh KOMMYHHKAI[MIO HAa MHOCTPAHHOM
A3BIKE
AKTYyaJIbHOCTh TeMbI: 00yCJIOBJIEHa HEOOX0IMMOCTHIO OBNafieHneM YK-4.

TeopeTnyeckasi 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 conse-
quences 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 in-
volves four major elements: problem definition, information search, choice, and evalua-
tion. 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 individuals discharged from mental institutions, the un-
employed whose benefits had expired, and families unable to afford decent home. And we
started seeing “the homeless™ as people in desperate situations. This change in our perception al-
tered the decision process. Homelessness is now a focus of policy debate.

Information search

When we are only vaguely aware that a problem exists, our first step is often to learn
more about it, and this learning is an important step in the decision-making. Acid rain is 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 ac-
tive 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 schol-
ars 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 so-
cial policy in ways unanticipated by scientists or their government sponsors.

Choice
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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 evalu-
ating 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 is 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 com-
mon 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 re-
sults 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 ex-
perimental surgery is 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 com-
plex 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 nonra-
tional 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-neu-
tral social science. Values enter rational decision models only in the form of preferences, but
they are generally defined in terms of self-interest. An emerging view of decision-making places
a stronger emphasis on decisions as value statements.

Jlekcuyeckue eIMHMIBI 110 TeMe:

impulsive decision, to make a snap judgment, ongoing choices, problem in the back-
ground, to take a closer look, to be vaguely aware, to establish the criteria, multiple goals.

Bonpocs! 1 3axanus:
1. Complete each sentence using a word derivationally related to the word given in brackets:
1. Sometimes we make snap ... that in retrospect seem wise. (judge)
2. We may be ... by fate even if we carefully ... the pros and cons. (betrayal, weight)
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8.

The homeless have no decent homes and are in ... 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 problems and outcomes has been examined. (emer-
gence)

Reducing acid rains requires costly ... in ... created from dying trees. (reduce, pollute.

2. Look at the heading of the text and predict the contents of it.
3. Read the text for understanding its main points and answer the following questions:

1.

e A T

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.

kW

~

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 involves ... 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 — if things turn ... well we feel we made the
right 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.

6.

Yacro omnpeneauTh MpodIeMy Tak ke TPYIHO, KaK U HAaHTH €€ pelleHue.

PykoBonuTenb He UMEET MpaBa JAeWCTBOBATh O€30TBETCTBEHHO.

B nporecce noncka nadopmaruu 06 HHTEPECYIOMIEH HAC MPOOIeMe MBI MOYKEM CTOJIK-
HYTbCS C APYTUMHU TIpoOieMaMu, TPEOYIOIUMU PEICHHSL.

Teppopusm ctan camoii HacyIHOU pobaemMoit coBpemeHHocTu. Kak pemmts ee? Kak
obecrnednTs 0e30MacHOCTh JTOIsIM?

CremyeT 1 BECTH IEPETOBOPHI ¢ TEPPOPUCTAMHU? Y MEHBIIUT JIX 3TO OMACHOCTh, CTOSI-
IIYI0 Mepe]l TUIOM O€33alIUTHBIX KEHIIWH U 1eTei?

TimaTenbHO UCCIeays TPOOIeMY 3arpsA3HSHUS OKPYIKAIOIICH CPE/Ibl M €T0 BIUSHUS Ha
3JI0pOBBE JIIO/ICH, YUCHBIC IPUBIICKAIOT K HEWi BHUMaHUE OOIIECTBEHHOCTH.

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

1.
2.

The text under discussion deals with the problem of ...

The four major elements: ..., ..., ... and ... which decision-making involves are not se-
quential.

Problem definition and information search are the first steps in decision-making process.
They mean recognizing that a problem exists and ... .

Choices emerge when problems are defined and ... .

The most difficult aspect of evaluating choices is ... .
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IIpakTyeckoe 3ansaTue Ne 16.
I'pammamuxa: Gerund / I'epynauii.
Lean: opMupoBaHre KOMMYHUKAaTUBHBIX KOMIIETCHIIUN, OBJIa/ICHHE JIEKCUKON M TPaMMaTHKON
B pe3yabTrate ocBoeHHE TEMBI CTYAEHT A0JIKEH
3HaTh: 0a30BbIe HOPMBI YIIOTPEOICHUS JIEKCUKHU, (POHETUKH U TPAMMAaTHKH
yMeTh: YHTaTh, TICPEBOUTHh M TIEPECKA3bIBATh TEKCTHl Ha MHOCTPAHHOM SI3bIKE C WCIIOJIb30Ba-
HUEM CIPAaBOYHOW M y4yeOHOW JMTEpaTyphl; OCYIIECTBIATh KOMMYHHKAIMIO Ha MHOCTPAHHOM
SI3BIKE
AKTYaJIbHOCTB TeMbI: 00yCIIOBJIeHa HEOOXOAMMOCTBIO OBNazicHneM YK-4.

Teopernyeckast 4acThb:

['epyHuii umeeT cBOWCTBA KaK IJIaroia, Tak U CymecTBUTeNbHOro. [logqo0Hoi HennaHOM
¢dopMbl B pyccKoM si3blke HeT. Kak CyIecTBUTENIbHOE OH MOXKET BBINOJHATH B MPEIJIOKEHUH
GYHKIUM TOAJNIEKAIET0, JOMOJHEHHUs, OIpeleieHus u obcrosTenbeTBa ¢ mpenigoroM. Kak
IJIaroJl MOKET MMETh Mocje cels mpsMoe JIOMOJIHEHHE M ONpEeAeTATbCS HapeuyhueM, HUMETh
nepPexTHyo GpopMy, KaTErOpHIO 3aJI0ra, a TAK)Ke BbIPa)KaTh JEUCTBHE KaK MPOIIECC.

I'epynauii oOpasyeTcst OT OCHOBBI IJ1arojia ¢ momouisio cygpgukca —ing. To translate —
translating, to read — reading.

active passive
Indefi- writing being written
nite having writ- having been
Perfect ten written

®dopwmel repysaus copnaaaroT ¢ hopmamu Participle I u Perfect Participle. Onnaxo, 3To
pasHbie GOpMBI TIIaroja, OTIMYAIONIMECS W 110 3HAYCHHIO M 1O CHHTAKCUYECKUM (YHKIIHSIM.
®opwmbl Indefinite Gerund o6o3HaualT nEHCTBHS, OAHOBPEMEHHBIC C JICMCTBHEM, BBIPAXKEH-
HBIM TJIaroJIOM-CKa3yeMbIM.

He likes inviting friends to his place. On m00uT npuraamare apy3ei k cede.

He likes being invited to his friends. On mo0uT, KOrna ero mpuriamawT K cede ero
TPY3bsL.

[Mepdexrunie hopmer repyuaus (Perfect Gerund) 0603Ha4aroT 1EeHCTBUS, TPEIIICCTBY-
IOLIUE JIEUCTBUIO, BEIPAXKEHHOMY TIJ1aroJIoM-CKa3yeMbIM.

He is proud of having invited this man to his place. Ox ropaurcs TeMm, 4To IpUrIacun
3TOrO YelloBeKa K cebe.

He was proud of having been invited to the party. On ropauwics Tem, 4To €ro npuria-
CHJIU Ha Beuep.

DyHKINU repyHIUs

B npeonosxcenuu cepynouii moxcem ovimo:

a) [Mognexxamum. Smoking is not allowed here. Kyputs (Kypenue ) 3aech He paspernia-

eTcsl.

0) Onpenencuuem. There are different ways of obtaining this substance. CymectByrot
pas3yIn4Hble CrIOCOObI OJIyUYEHHs] 3TOrO BEIECTBaA.

B) MmenHo# vacteio ckazyemoro. His hobby is driving a car. Ero xo60u — BoxxaeHue
(BoaMTH) MamuHy (bl).

r) IIpsimbiM nononHenueM. The car needs repairing. Mamuna HyXaaeTcs B DEMOHTE
(MamuHy HY’KHO PEMOHTHPOBATh).

B BhimenpuBenéHHBIX (YHKUUSAX TEPYHAUNH TEPEBOAMTCS CYIICCTBUTEIBHBIM WU
WH)UHUTHBOM.

n) IlpennoxusiM nononHenueM. They spoke about their travelling. Onu roBopuiu o
CBOEM IIyTELIECTBUHU (TOM, KAK OHU ITyTEIIECTBOBAIIN).
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B naHHOW (YHKIMU TepyHIUH MEpEeBOAUTCS CYLIIECTBUTENBHBIM MM TMPHIATOYHBIM
MIPEI0KEHUEM.

e) O6crositenbcTBoM. Learning rules without examples is of little use. M3yuenue mpa-
BUJI (M3YyYaTh NpaBuia) 6e3 MpUMepoB MPUHOCUT MAaJIO MOJb3BI.

I like reading. 51 mo6ito uTeHHe (YUTATH).

Think before answering. [Toxymaii npexxae 4em OTBETUTB.

By doing that you'll save a lot of time. [{enas 370, Tbl COKOHOMHUIIIL MHOT'O BPEMEHH.

I am tired of waiting. 5 yctan ot oxxunanus (ycrai xaath).

The floor of the room needs painting. Ilon 3Toil KOMHAaThl HYXJaeTcsi B MOKPACKE
(Hy>HO IOKPACHUTB).

Everybody laughed on hearing his answer. Bce paccMmesnuch, ycablmap (kKoraa
YCIBIIIATIN) €TO OTBET.

Thank you for coming. Ciacu60 3a T0, YTO BbI IPUIILIH.

He is proud of having won in the tournament. Ox ropaurcs Tem, 4To HOOEIUI B Typ-

HUDE.
She is sorry for being late. Ona coxaneer, 4To ono3aana.
He ran without stopping. On Oexan, He OCTaHABINBASICH.
Before going to bed, she locked the door. [Ipex/e yem Jieyb criaTh, OHa 3amepiia IBepb.
B nanHO# (QyHKIMU TepyHIMH MEePeBOJUTCS CYLIECTBUTENBHBIM C MPEJIOroM, Jeenpu-
YaCTHUEM, TPUIATOYHBIM IIPEATIOKCHUEM.

Bonpocse! u 3axanus:
1. Ilpouumaitme u nepegedume npeodNOHceHUA, 6 KOMOPHIX 2ePYHOUIl ynompeodasemcs 6
ponu:

1) noanexamero:

1. Computer-aided testing is determined by the aims of educational procedure. 2. Learn-
ing rules without examples is 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 view-
points is vital. 9. Carrying out experiments is a must with every scientist. 10. Measuring resis-
tance is necessary in many experiments. 11. Programming a computer involves analyzing the
problem to be solved and a plan to solve it.

2) IMEHHOM YaCTH COCTABHOI'0 CKA3yeMoro:

1. Our aim is studying information science. 2. We started improving the device. 3. Com-
puter-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 can-
not 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 is handling the informa-
tion. 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) npsAMOro J0MOJTHEHHS

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 re-
members 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 know-
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ing which key to press. 15. Very few people who have tried word processing would consider go-
ing back to a paper-and-pencil method.

4) 1ONOJIHEHUS C MPeIJIOrOM:

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 technolo-
gies. 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) onpenenenus:

1. The idea of using symbols instead of words was very helpful. 2. Output devices are de-
vices for giving information back to human beings. 3. Every teacher must study the language of
educational computing. 4. In Middle Ages multiplication and division were both performed by
the method of successive doubling numbers. 5. The device has the merit of being suitable for
many purposes. 6. Memory is the process of selective forgetting. 7. He had early opportunity of
becoming well acquainted with experimental work. 8. There is no necessity of making any cor-
rections. 9. There is some reason for questioning this assumption. 10. Having a source code is a
way of achieving independence.

6) o0cToRITEILCTBA:

1. Without knowing the result we can’t draw a conclusion. 2. In considering the develop-
ment of computers we must point out the oldest forms of mechanical devices for calculation. 3.
After writing an equation the next step is to find the values of unknowns. 4. In designing com-
puters experts have developed new techniques. 5. In CAL (Computer Assisted Learning) pro-
grams 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 be-
came 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 npeodnosxncenus, oopauias 6HUMAHUE HA POJIb 2EPYHOUSA 8 NPEOSIOHCCHUU:

1. Upon switching off the current the pressure dropped. 2. We have modified the network
while retaining the SFS 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 opportu-
nities 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 is
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. Ilepeseoume npeonorcenus, onpeoenas, KAKou 4aAcmbvlo pedu Aeasaemcsa —ing gopma
(npuuacmue I, zepynouii, omenazonvnoe cyuwiecmeuneibhnoe).

1. In solving these equations you must be very careful with the signs. 2. Everything must
have a beginning. 3. Swalow all your learning 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. Ilepeseoume npeonosricenus, onpeoenasn pa3iudue mexcoy 3a6UCUMbIMU U HE3ABUCUMBIMU
2epyHouanvHvimu obopomamu. Oopawaiime ocoboe eHuUManue Ha npeoozu, 6600Auue 2e-
PYHOUabHBIE 000pPOMBL.
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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 in different spheres of our life is
shown in the table above. 4. | know of Pascal’s having built an adding machine at the age of 19.
5. Your having graphed the flowchart helped you to show the structure of the program. 6. Pride
is therefore pleasure arising 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 re-
liable information on dealing with this type of error. 10. This is a result of our not having speci-
fied input or output variables for the network.

5. Ykascume 6 Kaxcoom u3 cnedyrouiux npeonoicenull me nPpu3HaKu, O KOMOPbvIM 6bl HA-
xooume 2epynouii. Ilepeseoume npeonoicenus.

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 ac-
tivity. 8. There is 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.
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