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BBEJEHUE

Mertoanyeckre yKa3aHWs TpEeIHA3HAUYEHBl IS CTYIACHTOB | Kypca O4YHOW (OpPMBI
o0ydeHHus, KOTOPBIMH OHHM MOTYT TMOJb30BaThCS MPU MOATOTOBKE K MPAKTUYECKUM
3aHATUAM. [IpakTHdeckue 3aHATUS 3TO - IUIaHHpyeMas ydeOHasi, yaeOHO-UCCe10BaTeIbCKasl,
a TaKXKe Hay4yHO-HCCleloBaTesbckas padoTa  CTYAGHTOB, KOTOpas  BBINOJHSETCS B
ayIMTOPHOE BpeMs II0J PYKOBOJACTBOM Ipenojasareis. B cocTtaBe METOOMYECKUX yKa3aHUU
K  IPaKkTUYECKUM  3aHATUAM  [PEAYCMOTPEHBl  PEKOMEHJAlUuu [0 MOArOTOBKE K
[IPAKTUYECKOMY 3aHsTHIO. [Ipu BBINIOJIHEHUMU pabOThl CTYAEHThl MOTYT HCIOJIB30BAaTh HE
TOJILKO METOJMYECKHE yKa3aHus MO PEeUIeHHIO 3a/Jad, HO M Apyrue Marepuaibl ydeOHO-
METONYECKOTO KOMILJIEKCA.

OCHOBHOH 1IEbI0 METOJMWYECKUX YKa3aHWM IO BBINOJHEHUIO MPAKTHYECKUX padoT
ABJIIETCS MOBBIIIEHUE HCXOJHOTO YPOBHSI BJAJE€HUS HMHOCTPAHHBIM SI3bIKOM, JIOCTUTHYTOI'O
Ha TpeAblayleil cTynmeHn oOpa3oBaHUs, U OBJIAJAEHUE CTYJACHTaMHU HEOOXOAUMBIM U
JIOCTaTOYHBIM ~ YPOBHEM KOMMYHUKAaTMBHON  KOMIETEHLMHM  JUIsl  pelleHusl  3ajad
MEXJIMYHOCTHOTO M MEXKYJIBTYPHOTO B3aUMOJICHCTBHUS.

Lenp 3axnrovaercs B GOPMUPOBAHUU y CTYJIEHTOB HABBIKOB IOHMMAHHUS, W3BJICUCHMUS,
00paboTKH M BOCIIPOU3BEACHUS HH(OpMaIUy.

CrpykTypa BKJIIOYAeT TEKCTbl pa3jIM4YHON  HAINPaBIEHHOCTH, YINPaKHEHUS U
MPaKTUYECKHE 3aJaHusl KOMIUIEKCHOI'O XapakTepa Uil 3aKpeIUICHHUs OCHOBHBIX 3HAHMM 10
TEMaTHKE COOTBETCTBYIOILIErO 3aHATHUS, YTO MPENoaraeT pealn3aluio CIeIyOInX Hee:

- MIOBBIIICHUE YPOBHS Y4€OHOM aBTOHOMHH U CLIOCOOHOCTH K caM000pa30BaHUIO;

- pa3BUTHE KOTHUTUBHBIX U UCCIIEA0BATEIbCKUX YMEHUI;

- pa3BUTHE HABBIKOB UYTEHUS, IOHUMAHUS U NIEPEBO/IA C AaHTVIMICKOTO s13bIKa HA PYCCKU;

- pa3BUTHE HABBIKOB YCTHOW peur Ha aHIJIMICKOM SI3BIKE;

- 3aKpeIUICHHE JIEKCMYECKOrO0 M TIpaMMaTHYecKOro Marepuaja IpH  TOMOILIU
PAa3JIMYHBIX YIPAKHEHUI.

Takum oOpa3oM, LenbI0 OCBOEHHMS JUCHMIUIMHBI «MHOCTpaHHBI sA3BIK B cdepe

npoecCHOHANBbHOM KOMMYHHUKALUU» SIBIsSIETCd (OPMHUPOBAHUE Yy CTYJEHTOB KOMIIETEHLIUU
VYK-4 kak OCHOBBI MPOGECCHOHATHLHONW MOJITOTOBKM JUISl peajii3allii CBOUX CIIOCOOHOCTEH B
JIEJIOBOM  OOILIEHMM HAa MHOCTPAHHOM $3bIKE M TOTOBHOCTH MHCIOJNb30BaTh HUX B
npodecCOHATBHOMN 1A TENTbHOCTH.
[Mporiecc M3y4yeHus AUCUMILIMHBI HAallpaBieH Ha GopmupoBanue komnereHmn YK-4 (Cnocoben
OCYHIECTBJIATH JACJIOBYIO KOMMYHHUKAIIUIO B YCTHOI\/'I M TIMChbMEHHOM q)opMax Ha ToCyJapCTBECHHOM A3BIKE
Poccuiickoii ®eepanun u MHOCTPaHHOM(BIX) A3bIKE(ax))

B pe3ynbraTe ocBOEHUS NUCHUILIMHBI O0yUYaIOUIUIiCs T0JIKEH

3HATH :

- JIEKCUKY Mpo¢eCCHOHAIbHON HAIIPaBIEHHOCTH;
- HOPMBI YIIOTpeOJIeHNUs JIKCUKU aHTJIMHCKOTO sI3bIKa B MPO(ECcCHOHANBHOM cdepe;
- 0COOEHHOCTH TpaMMaTHKHU MPOo(eCcCHOHATBLHOTO aHTJIMHCKOTO S3bIKa;

YMETh:

- OCYUIECTBIIATh NMPO(PECCHOHANbHYI0O KOMMYHHKAI[MI0O B YCTHOM M NMHCbMEHHOH ¢opMax Ha
AHTJIMICKOM SI3BIKE;

- YUTaThb M TEPEBOAMTH CIEIHUAIBHYIO JHUTEpaTypy sl TOMOJHEHHS MPOo(hecCHOHAIBHBIX
3HAHUM;

BIIA/IETh:

- HaBbIKaMU IPO(eCCUOHATILHOTO O0IIIEHUSs HA AaHTJIMICKOM SI3BIKE;
- cioco0amMH  TIONIOJTHEHUS TNMPO(EeCCHOHANBHBIX 3HAHUM M3 OPUTMHAIBHBIX HCTOYHHUKOB Ha
AHTJIMNCKOM SI3BIKE.



CoaepxxaHue NpaKTHYECKUX 3aHATHH
Pazgean 1: What is “Management”? / Uro Takoe “meHeq:KMeHT”?
IIpakTHyeckoe 3ansaTue 1.
[IpakTtuka peun: Management, its nature and purpose / OmnpeneneHne MOHATHS MEHEIKMEHT,
€T0 XapaKTep 1 L CJIb.
HGJIBZ cI)OpMI/IpOBaHI/Ie KOMMYHHKAaTHBHBIX KOMHCTCHHHﬁ, OBJIAJICHUEC JIEKCUKOH U FpaMMaTHKOﬁ
B pe3ynbpTare 0CBOCHHE TEMBI CTYAEHT JOJIKEH
3HAThL: 0a30BbIE HOPMBbI y1'IOTp66J'IeHI/I${ JICKCHUKH, (bOHeTI/IKI/I H IrpaMMaTUKHU
YMCTh: quTaTtb, HNCPEBOAUTL W INCPECKA3bIBATL TCKCTBI Ha HWHOCTPAHHOM  A3BIKC C
WCITOJIb30BAaHUEM CIIPABOYHOM M y4eOHON JHMTEpaTyphl; OCYIIECTBIATh KOMMYHHUKAIIMIO Ha
HHOCTPAaHHOM A3BIKC
AKTyaJIbHOCTb TEMBI: 00YCIIOBJIEHA HEOOXOAMMOCThIO OBIaieHneM Y K-4.

TeopeTnueckas 4acTh:

We define management as the process of designing and maintaining an environment in
which individuals working together in groups, accomplish efficiently selected aims. This basic
definition needs to be expanded.
1.As managers, people carry out the managerial functions of planning, organizing, staffing,
leading and controlling.
2.Management applies to any kind of organization.

3. It applies to managers at all organizational levels. Management applies to small and large
organisations, to profitand not-for-profit enterprises, to manufacturing as well as service
industries.

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

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

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

Leading takes a great deal of time for first-line supervisors.

The aim of all managers.

In a very real sense, in all kinds of organizations, whether business or nonbusiness, the logical
and most desirable aim of all managers should be a surplus — managers must establish an
environment in which people can accomplish group goals with the least amount of time, money,
materials and personal dissatisfaction1, or where they can achieve as much as possible of a
desired goal with available resources. In a nonbusiness enterprise, such as a police department
or hospital, that are not responsible for total business profits, managers still have goals and
should strive to accomplish as much as possible with available resources.

Jlekcndueckne e TUHUITEI IO TEME:

accomplish definite in practice rarely

actual desirable  inturn recognize
adequately determine incorporate record
affect/influence deviation  input recruit/hire
although diverse intentional refer to

apply to either... or interrelated reference check
appreciate on eliminate involve reliant
approach endeavour job application form require

as much as possible enforce  maintain self-achieving

Bonpocel u 3aganus:



1. Fill in the gaps using one of the adjectives managed, managerial, manageable,
controlled from the Topical Vocabulary.

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

. 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 afan.

. Trade is __in most countries.

. The exchange rate of this currency is .

. The employees in this department are ____ difficult.

10. The possession of __ drugs is illegal.

2. Read the 1st part of the text and complete the summary explaining the notion
management.

Management is that . Managers can be and . Thereare .

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

As a process, management refers to a series of interrelated functions.According to George R.
Terry, “Management 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.

yhpaBjeHUe / HaNpaBisATh pa3pO3HEHHbIE YCWIMS / MycKaeT B paboTy paziudHble (QaKTOphl
OpoM3BOJCTBA / YycioBus, OnarompusitcTBytomue 3¢pdexkTuBHo pabore / obecrnedynuThb
JIOCTYITHOCTB CHIPhsi / COPMYITHPOBATH CBOJ IPABUJI U HOPMATHUBHBIX aKTOB / TUIAHUPOBAHUS,
OopraHu3al, MOTUBALIUN U KOHTPOJIA

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.
[Ipeamnonaraer MOCTaHOBKY OOIIMX LieNed OpraHu3aluu; MPHHITH PEIICHUE MO0 MOBOAY
JIOJDKHOCTEH; OMPENeIUTh COOTBETCTBYIONINE OOS3aHHOCTh M Cc(epy OTBETCTBEHHOCTH,
KOHTPOJIb HaA ACATCIBHOCTBIO COTPYAHUKOB, pCaiM30BaTh CBOU CHOCOGHOCTI/I; neiu,
IMOCTaBJICHHBIC Ha OTAIIC IJIaHUPOBAaHNA, MEPbI, HAIIPABJICHHBIC HA MUHUMH3allUIO pHUCKa.

OO ~NO O WN




IIpakTH4eckoe 3ansATHE 2.
IIpakTuka peun: Functions of management/ ®@yHkuus ynpaBJjeHHs .
enb: ®opMUpOBaHNE KOMMYHUKATUBHBIX KOMIIETEHIIMMI, OBIAJAECHUE JEKCUKOW U TPaMMaTUKOU
B PE3YyJIbTaTC OCBOCHHUEC TCMbI CTYACHT AOJIXKCH
3HaTh: 0a30BbIe HOPMBI YIOTPEOICHUS JIEKCUKH, (POHETUKH U TPAMMATHKH
YMETb.: 4YWTaTh, ICPEBOAUTL W IE€PECKA3bIBaTb TCKCTBI Ha HHOCTPAHHOM  A3BIKE C
UCITIOJIb30BAaHUEM CIIPABOYHOM W y4eOHOW JHMTEpaTyphl; OCYIIECTBIIATH KOMMYHHUKAIIMIO Ha
HHOCTPAHHOM A3BbIKC
AKTYaJTbHOCTB TEMBI: 00yCIIOBJICHa HEOOXOIUMOCTHIO OBNaicHueM Y K-4.
TeopeTquCKaﬂ YacCThb.

The basic management components are planning, organizing, coordinating, staffing, directing,
controlling, and evaluating. Each component defines what a manager must be able to do. In
practice, the components are interrelated.
Planning
The planning process begins with top managers, who must create broad organizational goals to
help managers and employees focus on what the property is trying to accomplish. Top and
middle managers then create specific objectives that become the responsibility of various
departments.
Daily activities require a third level of planning, Plans must also be generated for ; special
events, new training programs, and other activities. Supervisors are responsible for much of this
type of planning.
Effective planning incorporates the following principles:
*Goals must be established before plans can be developed.
*You must regularly set aside time to plan.
*You should be allowed to contribute to plans that affect your work. In 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
people 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 organization.
*Each employee should have only one supervisor.
*Relationships between departments in the organization must be considered when managers
organize.
Coordinating
You must be able to coordinate the efforts of your employees through good planning and
effective organization. Principles of coordinating include the following:
*Supervisors must have the authority to enforce assignments, commands, and decisions.
*Not only must you coordinate your resources and employees to complete your assigned tasks,
you must also do your part to help coordinate the efforts of the organization as a whole.
Staffing
Staffing involves recruiting applicants and hiring those best qualified. In small operations, a
manager or supervisor might recruit and hire applicants. In large properties, recruiting is
frequently performed by a human resources (personnel) department, al-thoughline managers still
are involved in interviewing and make the hiring decisions. All properties use basic principles of
staffing such as the following:
*Personal qualities needed to adequately perform job tasks must be considered. These are
recorded in job specifications.



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

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

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

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

*Employees must know what they are expected to do.

*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.

«It'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 begins
with establishing performance standards, continues with assessing actual performance, and then
involves making a comparison between performance standards and actual performance to
determine whether — and to what extent — corrective action is necessary. Control is based on
several principles:

* Operating budgets are the most 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.
Jlekcuueckue CAWHUIIBI 110 TEMCEC:

approaches - moaxoapl

run - ynpasJisTh

goals - tienu

pursue - Ipeciica0BaThb

provide - obecrieunBaTh

manufacture - mponsBoacTBO

deliver - pactipocTpaHsTh

achievee - nocturath

execute - BBIMOIHSTH

elaborate pazpabaTbiBaTh

organizational charts - opranu3anuoHHbBIE CXEMBI
designate -Ha3HauaTh

reside - HaxooUTHCA

allocation - pacnpenenenue

accomplish - BITIOJTHATH



establish - ycranaBnuBath

performance standards - crangapTel mpou3BOACTBA

objectives - nenu

measure - mepa

encourage - moompsATh

consume - moTpedIATh

compelling - yoeaurenbHbIi

empower- YIIOJIHOMOYHBATb

leveraging - a¢dexTHBHOE UCTIONB30BAHUE

coaches - HactaBHHK, TpeHED

counselor - coBeTHUK

watchdogs - croposkeBbIe IChI

executioner - manau

retribution - Bozmeznue

accelerate — yckopsthb

Bonpocel n 3axanns:

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

1. What did the duties of managers include?

2. What does planning involve?

3. Why is planning the first management function?

4. What do managers do in the organizing phase?

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

6. Why is ongoing communication necessary for effective direction?

7. 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. YmpaBnenue r000W OpraHU3AME BKIIOYACT: TUTAHUPOBAHHUE NEATEIHHOCTH U
ONpCACIICHUC ueneﬁ, OopraHu3anuro pa6oqer0 rnpormnecca, HO,Z[60p u 06yquI/Ie nepcoHala,
MPUHITHE PELIEHUH, KOOPIMHUPOBAHUE JACSITEILHOCTH U pacipeieleHne 010/pKeTa.

2. FOCYIlapCTBCHHLIC OpraHu3alliid HaXOIATCAd B 0O0JbIIEH 3aBUCHUMOCTH OT (bHHaHCOBOﬁ
MNOAACPIKKHU IPaBUTCIIbLCTBA, OoJtee OTrpaHU4YCHBI CTPOTrMMH paMKaMM 3aKOHa H 0oJIbIIIe
MOABCPIKCHBI MOJIUTHYCCKUM BIIUAHUAM, YCM onsHec opraHu3anuu.

3. Meroa uccrnenoBaHusl KOHKPETHBIX ClydaeB ObUI MPEINUCHIBAIOIIMM, T.K. OH oOyuain
CTYACHTOB TOMY, 4YTO CJICAYCT U HC CICAYCT ACIIATh B 0COOBIX CUTyallusaX YIpPaBJICHUSA
TOCYAApCTBEHHBIMHA YUPCIKACHUAMMU.

4. B 1880-x romax ObumM pa3paboTaHbl Hay4HbIE HMPUHIMIIBI YIpaBJIECHUS OU3HECOM, a
IMO37KEC OTU MPUHIUIIBL OBLIM UCIIOIL30BaHbI B TOCYJapCTBEHHOM YIIPABJICHUH.

5. Ilo3xke yueHble NOKa3alu, YTO aJMUHUCTPUPOBAHHE — 3TO IIPOLIECC, IIPOUCXOMASIIMNA B
Pa3IMYHBIX OpraHu3aluiax, HE3aBUCHUMO OT TOr'0, ABJIAKOTCA JIM 3TH OpraHu3alun
TOCYAapCTBCHHBIMU HJIM YaCTHBIMHU. COOTBGTCTBGHHO, OHU CACJIAIN Pa3rpaHUYCHUC MCKAY
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AIMUHHUCTPUPOBAHHUECM 6I/I3HCCOM U TOCYyAapCTBCHHBIM aAIMUHUCTPUPOBAHUCM.

4. Additional activities

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

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

IIpakTnyeckoe 3ansitue Ne 3.
IIpakTuka peun: Definition "manager'/ Ilonsitue "mMenemxep".
HGJIBZ cI)OpMI/IpOBaHI/Ie KOMMYHHKAaTHBHBIX KOMHCTCHHI/If/i, OBJIAJICHUE JIEKCUKOH U FpaMMaTHKOﬁ
B pe3ynbpTare 0CBOEHUE TEMBI CTYAEHT JOJIKEH
3HATh: 0a30BbIE HOPMBbI yTIOTpe6J'IeHI/I$I JICKCHUKH, (bOHeTI/IKI/I H IrpaMMaTUKHU
YMCTh: yuTaTrb, HNCPEBOAUTL W INCPECKA3bIBATL TCKCTBI HAa HWHOCTPAHHOM  A3BIKC C
HUCIIOJIB30BAHHUEM cnpaBquoﬁ u yqe6H0171 JIMTCPATYPBI; OCYHICCTBJIIATH KOMMYHUKAIIUIO Ha
HHOCTPAaHHOM A3BIKC
AKTYanbHOCTh TEMbI: 00yCIIOBJIE€Ha HEOOXOUMOCTHIO OBNaieHneM YK-4.

TeopeTnueckas 4acTh:

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

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

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

The amount of responsibility of any individual in a company depends on the position that
he or she occupies in its hierarchy. Managers, for example, are responsible for leading the people
directly under them, who are called subordinates. To do this successfully, they must use their
authority, 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.

Jlekcnueckue C€AUHHUIBI 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,
merciful, impartial, just, patient, forbearing, sympathetic, respectable, cordial, broad-minded,
witty, intelligent, dignified, capable, benevolent, philanthropic, scrupulous, consistent, easy-
going, affectionate, devoted, loyal, courageous, persevering, industrious, hard-working, sweet,
gentle, proud.

Bonpocel u 3apanus:

1. Show the hierarchy of managers

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

Planning Organizing Leading Controlling

What should
managers do
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Examples of
activity

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

1. What did the duties of managers include?

2. What does planning involve?

3. Why is planning the first management function?

4. What do managers do in the organizing phase?

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

6. Why is ongoing communication necessary for effective direction?

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

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

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

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

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

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

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

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

4. Why are interpersonal skills essential for effective management?

5. Why is staffing considered an ongoing managerial duty?

5.Additional activities

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

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

6.What do you think?

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

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

3.Which are of primary importance?

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
management and mismanagement?

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

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

IIpakTnyeckoe 3ansitue Ne 4.,

I'pammaruka: Complex Object / O0bekTHBINH HHGUHUTHBHBINA 000POT.

enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIIETEHIINH, OBIAJECHUE JJEKCUKOW U TPaMMaTUKOM
B PE3YIbTATC OCBOCHUC TCMbI CTYJACHT JOJI?KCH

3HaTh: 0a30BbIC HOPMBI YIIOTPEOIEHUS JEKCUKH, POHETHKH U TPAMMATHKH
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yMETh: 4YHTaTh, IMEPEBOAUTh M IMEpPECKa3blBaTh TEKCThI HAa WHOCTPAHHOM S3BIKE C
UCIIOJIb30BaHUEM CIPAaBOYHOW W y4eOHOW JMTEpaTyphl; OCYIIECTBIATH KOMMYHHKAIMIO Ha
WHOCTPAHHOM SI3bIKE
AKTYaJlbHOCTh TEMbI: 00yCIIOBJIEHa HEOOXOIUMOCThIO OBNaieHneM YK-4.
Teopernueckasi 4acThb:
Oo6bexTHBIT UHPUHUTUBHBIH OOOPOT — ATO COUYCTAHHE JIOMIOJTHEHHS (CYIIECTBUTEILHOE B
o0I11eM MJIM MECTOMMEHHUE B 0OBEKTHOM MaJIeke) U NHPUHUTHBA.
O0bexkTHBIT UHpUHUTHBHBIE O00POT CTOUT MOCIIE CKa3yeMOro TJIABHOTO MPEIJI0KEHUS,
BBIPAKEHHOI'O TJIarojaMHu:
a) ¢pusnueckoro Bocrpustus (€.9.: to see, to hear, to watch, to notice, to feel)
0) »xenanus (e.9.: to want, to wish, to expect, should/would like)
B) yMmcTBeHHOTr0 Bocmpustus (€.g.: to consider, to find)
) IpUHYXKACHUS, pa3peiieHus, npockOsl (€.g.: to order, to advise, to tell, to make (3actaBnsTh),
to have ( 3acraBnsats), to allow, to let)
IIpumeyanue:
1) mocrie riarosioB Gpu3nYEeCKOro BOCHPHUATHS, a TaKKe mocJe riaarosios to make, to let, to have
MH(UHUTHUB yroTpeodiisercs 6e3 yacTulsl “to”;
2) mociie raarona to help uaGUHUTHB MOKET ynoTpeO-aThest 6€3 UK ¢ YacTUIleH “to”.
IlepeBoa: npuAATOUHBIM NPEIJIOKEHUEM C COIO3AMH «UTOOBDY, KUTO0», KKAK».
IMpumep: | want you to translate this text at home.
51 xouy, 4TOOBI BBI NIepeBeJIM 3TOT TEKCT JIoMa.
for + uH(puHUTHB
NH(prHUTUB MOXKET UMETh COOCTBEHHOE noiexaiiee ¢ npeanorom «for («for -
construction»), eciu noanexaiee MHPUHUTUBA HE SBISETCS MOJICKAIIUM BCETO
MPEJI0OKEHUS.
OTa KOHCTPYKLHUS MEPEBOJUTCS MPUAATOYHBIM MPETIOKEHUEM C COO30M «YTOOBDY WU
MH(UHUTHUBOM, €CJIM OHA CTOUT I10CJI€ OE3TMYHOTO MPEAT0KEHUS.
Bonpocs! u 3aganus:
1. IlepeBeauTe npeasIoKeHNs] HA PYCCKUH SI3bIK, 00pamasi BHUMAaHHe HA 00beKTHBII
WH(PMHUTHBHBIN 000POT, BbI/ICJICHHBIH KHPHBIM IWIPH(TOM.
1. I want my family to be united.
2. | never expected you to help me so much.
3. We don’t really expect you to pass the exam.
4. Would you like to go now?
5. She didn’t allow us to smoke in the room.
6. Everybody considered her to be very reliable.
7. We found them to have gone.
8. The doctor advised me to take a course of antibiotics.
9. I never heard her sing.
10. We saw the child take a step then fall.
11. "1l have you do that.
12. The chief told his secretary to type the letter at once.
13. Can you help me carry the case?
2. 3ameHuTe MeTOAOM MOAOOPAa YACTHM MNPENIOKEHMS Ha PYCCKOM  si3bIKe
COOTBETCTBYIOIIUMH YACTSMH HA AHIJIMIICKOM fI3bIKe, JaHHBIMHU M0 OykBamu a-f.
Oépaszey: 6- T (I’d like you to feel comfortable.)
1. We expected (uto Tom ono3naer).
2. Would you like me (uaro0Osr1 st momien) here ?
3. He doesn’t want (4To0b1 KTO-HHOYIb 3HAM).
4. Do you want (uto6s! MbI Tiontu) With you ?
5. I want (uto06sI ThI cka3ai) the truth.
6. I’d like (uToOsI BbI yyBcTBOBaNM ceOs1) comfortable.
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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. BbiOepuTe NpaBWIbHbI BAPHAHT.

Oébpasey: | saw the boy to cross/cross the road.

| 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?

. | 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.

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

. IlepeBeanTe npeaioKeHUs: HA PYCCKUM A3BIK.

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

. Their task is for the team to win.

. It 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. IlepeBeauTe nMpeaJioKeHNs HA AHTVIMHCKHUH A3BIK € 00beKTHHIM HH(PUHUTHBHBIM
000poTOM.

1. YT00bI OBITH TAM BO BpeMsl, MbI JIOJKHBI TOTOPOIIUTHCS.
2. OH OBUT CIIMIITIKOM YCTaBIIMM, YTOOBI MOMOYb HAM.

3. Y Bac ecTb 4YTO-HUOY/b, YTO HY’KHO BHOCUTH B JIeKJIapanuio?
4. D70 XOpOoUIMi JOM, KOTOPbIii MO’KHO KYNUTb.

5. 5l monmpocun Moero pyra noMo4b MHe.

6. OH XOopomii IPyT, KOTOPOr0 MOKHO MPUTJIACUTD.

7. OH ObUT IEPBBIM, KTO NMPHIIEJT .

8. Ou yiiner mocaexuum. (to leave)

9. 4 xouy, 4TOOBI THI 3alIOMHM.I.

10. 4 xo4y, 4TOOBI TeOs1 3ATIOMHHJIU

11. 51 Buzmen, Kak OH BBIHYJI PYUYKY M3 KapMaHa.

12. 51 ayBCTBOBAJI, YTO OH KYPHT.

13. OH 4yBCTBOBA, YTO OHH CKOPO BEPHYTCSI.

14. OHu gymariot, 4T0 OH XOPOIINii BOAUTE/Ib.

15. OH npuka3zai, 4T00bI IPUHECH ellle 0HY OYTHLIKY BHHA.
16. 3BeCTHO, YTO OH MPH/ET 3aBTPA.

17. T'oBopuiiu, 4TO OHA PHIET 3aBTPAa.

18. Emy Beneny moMo4nb MaTepH.

19. T'oBopuIN, UTO OH MOMOTaeT MaTepH.

20. KaxxeTcs, 4TO OH 3HAET 3TOI'0 YEJIOBEKA.

©OCoo~NoUoITh,WNEPMANOODWNPE

IIpakTnyeckoe 3ansiTue Ne 5.
IIpakTuka peun: Management levels / YpoBHu ynpasJjienus.
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Iens: @opMHUpOBaHHE KOMMYHUKATUBHBIX KOMIICTCHIUH, OBJIAICHUE JICKCUKOW U IPaMMaTUKON
B PE3YyJIbTAaTC OCBOCHUEC TCMbI CTYACHT OOJIZKCH
3HaTh: 0a30BbIC HOPMBI YIOTPEOICHUS JIEKCUKH, (OHETUKH U TPAMMAaTHKH
YME€Tb.: 4YWTaTh, ICPEBOAUTL W IIC€PECKA3bIBaTb TCKCTBI Ha HHOCTPAaHHOM  A3BIKE C
UCTIOJIb30BAHUEM CIIPABOYHOM M y4eOHOH JIHMTEpaTyphl; OCYIIECTBIATH KOMMYHHKAIHIO Ha
HHOCTPAHHOM A3BbIKC
AKTYaJIbHOCTB TEMBI: 00yCIIOBJIICHa HEOOXOIUMOCTHIO OBNaicHneM Y K-4.

TeopeTuyeckasi 4acTh:
Unless a business is very small, there will be several managers with responsibilities for leading
the business. Every manager completes all of the management functions and has authority over
other people and their work. Not every manager gives the same amount of attention and time to
each of the functions. Most organizations have three levels of managers: executives, mid-
managers,and supervisors.
Top Management
Executives aretop-levelmanagers with responsibilities for the direction and success of the entire
business. They setlong-termdirection and plans. They are held accountable for the profitability
and success of the business. Job titles of executives include chief executive officer, president,
chief operating officer, and vice president.
Executives spend most of their time on planning and controlling activities. They study the
economy and competition. They are responsible for all major business communications. All
other managers report to executives.
Mid-Management
Mid-managers are specialists with responsibilities for specific parts of a company's operations.
Examples ofmid-managementjobs are marketing manager, information technology manager,
customer service manager; operations manager, and human resources manager. They take the
business plans developed by executives and prepare specific plans for their part of the business.
They must coordinate their work with other managers. Much of their time is devoted to the
organizing, staffing, and implementing functions.
Supervisors
Supervisors are the first level of management in a business. They are responsible for the work of
a group of employees. Supervisors often havenon-managementduties in addition to their
management work. They plan theday-to-daywork of the employees they supervise. They make
sure that needed resources are available and used wisely. Supervisors often evaluate the work of
their employees and solve problems that occur in their area. Supervisors spend most of their time
implementing the plans of executives andmid-managers.
Management by Others
Employees who are not managers complete work that seems to be a part of one of the
management functions. Employees plan and organize their work. They might take part in hiring
and training new employees. They may evaluate the quality of the work they complete.
Managers are responsible for the work of others and have authority over those employees.
Without that authority and responsibility, the work of an employee 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 authority and
responsibility for much of their work. The team meets to make plans, determine how work will
be completed, and divide the work among the team members. The team is responsible for
meeting objectives and may even have some control over their budget. The team will still report
to a manager and can ask for that person’s assistance when needed.
Both work group leaders and employee teams are completing a limited number of management
activities. Both of those situations are an effective way for employees to have experience with
several management activities.

15



They can develop the skills needed by managers and decide whether they are interested in a
management career.
Jlekcnueckue C€AUHHUIBI 110 TEME:

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

BOl'lpOCLI U 3aJaHUSA .

1.Answer the following questions.

1.What levels of management do most organizations have?
2.Who are executives? What is their main function?

3.What job titles of executives do you know?

4.Who are mid-managers?What are they responsible for?
5.What is the first level of management? What is their function?
6.How can managers organize the work of their employees?

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

1. Perceptions that public organizations are wasteful and private ones are efficient
do not withstand ... . (Scrutinize)
2. Bureaucracies are generally defined as organizations that provide each ... with a
clearly defined role. (employ)
3. 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. (stable)
5. Future ..., food, shelter, etc. are fundamental needs individuals bring to
organizations. (secure)
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 assignments. (effective)
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.Kaxxaplit COTpYJHUK OpraHU3AIMH UMEET ONPEICTICHHYIO POJIb U OTBETCTBEHHOCTb.
2.Pemienue o npoABMKEHNUN COTPYTHUKA 3aBUCUT OT pabOTOaaTEeNs.
3.Bcskas opranuzans Hy>KJ1a€Tcsl B CTAOMIBHOCTH.
4. YneHsl OpraHu3aIuy HE TOJIBKO COTPYAHUYAIOT Ha paboTe, HO M 9acTO OOBEIUHSIOTCS B
He(dopMabHbIE TPYIIHI BHE paOOTHI.
S.Pa6OTO,ZIaTeJ'II/I JAOJDKHBI IPUHUMATh BO BHUMAHWE HC TOJIBKO MAaT€PHAJIBHBIC, HO U TYXOBHBIC
MOTPEOHOCTH TNYHOCTH.
6.Teopwst TOCYyTapCTBEHHOTO YIIPABJICHHS B HACTOSIIEE BpeMsl OBICTPO Pa3BUBAETCS U 3aBUCUT
OT TOTO, YTO MBI 3HAEM O YEJIOBEUECKOH TNYHOCTH, MOTUBAX €€ MOBEICHUS U TOTPEOHOCTSIX.
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?
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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'pammartuka: Complex Subject / CyobekTHBIII HHPUHUTUBHBIIA 000pPOT.
enb: ®opMUpOBaHNE KOMMYHUKATUBHBIX KOMIIETEHIIMM, OBJIAJICHUE JICKCUKON U TPaMMaTUKOMN
B pe3ynbraTe 0cBOEHHE TeMBbI CTYAEHT JA0KEH
3HaTh: 0a30BbIe HOPMBI YIOTPEOICHUS JIEKCUKH, (OHETUKH U TPAMMATHKH
YMETb: 4YHUTaTb, TMEPEBOJAUTh M IEPEeCKa3blBaTb TEKCThl HA HWHOCTPAHHOM SI3BIKE C
UCIIOJIb30BAHUEM CIIPABOYHOM M y4eOHOH JHUTepaTyphl, OCYIIECTBISATH KOMMYHHUKAIMIO Ha
MHOCTPAaHHOM SI3bIKE
AKTYaTbHOCTB TEMBI: 00yCIIOBJICHa HEOOXOIUMOCTHIO OBNaicHueM Y K-4.
Teopernveckasi 4acTh:
CyobexTHblii UHpuHUTHBHBIIE O00POT — 3TO COYETaHUE MOAJIESKAIIETO U HHOUHUTHBA.
Cka3syemoe Mex1y HUMH 00BIMHO:
1 - B maccuBHOM 3aiiore (Passive Voice)
e.g: is said (roBopsr), is known (u3BecTHO), is believed (cuuTarot, mosa-raror), is expected
(oxumaroT, oxxugaeTcs), is reported (cooOmaroT, cO00-TIaeTCs).
2 - BeIpaXXCHO riiarojiamu: seem (kaxercsi), happened (cny4uiocs Tak, 4to), appeared
(oxazanocs, 4To0), proved (okazanocsk, uto), is likely (BeposiTHO), is unlikely (Bpsz ).
Ilepeson:
1 cmoco® - Haunnaercs co ckazyemoro. Ero yaiiie nepeBoJsT B 3 J11ile MHOKECTBEHHOT'O YUCIIA.
Bce ocranbHOE mepeBoasST NPUIATOYHBIM MIPEI-T0KEHHEM C COI030M «UYTO».
(He is said to ... - ['oBOp#T, YTO OH...)
2 cnoco0 - Bee npeanoskeHne nepeBoAsAT MPOCTHIM MPEUIOKEHUEM C BBOJAHBIM CIIOBOM.
(He is said to ... - OH, TroBOpSAT...)
ITpumep: He is said to be the best student in the group.
1) C'oBOPAT, 4TO OH SABJSIETCS JYYIIHNM CTYACHTOM B IPYIIIIE.
2) OH, roBOpAT, ABJAAETCS JTYYIINM CTYJEHTOM B IPYIIIIE.
Bonpocs! u 3a5anu:
1. IlepeBeauTe NpeAIOKeHNsI HA PYCCKUH SI3BIK, 00pamasi BHUMAaHHe Ha Cy0ObeKTHBIN
MH(UHUTUBHBINA 000pPOT, BblIeJeHHbIN KUPHBIM LIPUPTOM.
. This old man is said to be 100 years old.
. She is said to work long hours every day.
. The strike is expected to end soon.
. The man is believed to be wearing a black sweater and blue jeans.
. Three people are reported to have been injured in the accident.
. The Moscow State University is known to be the oldest one in the country.
. The plane is supposed to arrive at 9.30.
. The students were supposed to translate all the text.
. 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. 1 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. IlepeBenuTe YacTH NPEIJIOKEHHUS € IOMOIIBIO CYy0BEKTHOI0 MHGU-HUTHBHOIO 000poOTA.
1. Cunrarot, 4To oHa the best singer.
2. U3BecTHO, uTO OH the best writer.
3. Bugesn, kak on BomeJ the house.
4. Tlpenmosarajioch, 4To s BcTpeuy him.

O©OoOoO~NOoO Ul WN P
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5. 'oBopsT, OH BepHyJIcH at last.
6. Coo0miaror, 4o oH mumer a Nnew novel.
7. OH, TOBOPAT, MHUIIET POEMS.
8. Oskuaaercsi, YTO KopadJab npudyaer in two days.
3. HepennumTe NMPEeAJI0KCHUA, MIOAYCPKHUTE I/IH(])I/IHI/ITI/IB. HepeBe):mTe NMPEAJIOKCHUA HA
PYCCKH SI3BIK.
Example: To solve the problem is very important. Pemuts 3Ty npo6iieMy — 04eHb BaKHO.
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.Tlepedpa3zupyiite cieayroiiue npeajio:KeHusi, ynorpeonus cyobeKTHbII HH(PUHUTUBHbIH
o0oport. Hanummre UX U nepeBeIuTe HA PYCCKUH S3BIK.
Example: It is expected that the experiment will be over soon. — The experiment is expected
to be over soon. — [IpeamnonararoT, 9YTO SKCIEPUMEHT CKOPO 3aKOHYHTCSL.
1. It is reported that the research has been carried out successfully.
2. It is said that optical technology is cost-effective and versatile.
3. It was thought that the chemicals convey important information to the brain.
4. It is expected that the new method will appear in future.

5. IlepeBeanTe NpeasioKeHUs ,B KOTOPbIX CYObEeKTHbLIN HHPUHUTUBHBIH 000POT
ynorpeoasiercs :

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.
Everybody 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. |
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 appeared 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. | am likely to miss the train. He is
unlikely to have hidden my things.

6.I1lepenenaiiTe cJI0KHbIE MPEIJIOKEHUS B MPEIT0KEHUSA € CYObEKTHBIM HH(UHUTUBHBIM
o0opoToMm:

Example : It is said that she has gone away.

She is said to have gone away.
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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
forecast 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. Itis 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. | am sure that | 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 | have never seen that person ever before.

7. IlepeBenuTe cJjIOBa B CKOOKAX:

1. He is thought (6s11) a very good student. 2. They are expected (npurwttot) a reply today. 3.
The new instrument is supposed (omosket) scientists solve many problems. 4. The results of the
experiments are believed (6su1n) very good. 5. She is known (uaTepecoBaiacs) in the subject. 6.
He seemed (mpumen) in time for the lecture. 7. She proved (3akonuwnia) her article last month. 8.
It seems (men mosxap) all the day. 9. They turned out (xuu) there. 10. He happened (Bctpeuan)
her several times. 11. You are sure (mony4umib) @ good mark. 12. They are unlikely (cmanyr) the
exam. 13. She is certain (mocerur) you. 14. | am likely (cnenaro) everything in time. 15. The
goods are unlikely ( 6ynyt mocraBieHsi).

8. IlepeBequTe ¢ pyCCKOro HA AHTJIMIACKHIA:

A) 1. I'oBopAT, 4TO OH 3aKOHYMJI HOBBIA poMaH. 2. IIpennonaraercs, 4To 3TO OTKPHITHE OYEHB
BaxHO. 3. Cumutaercs, 4ro oH ny4iuil cnenuanuct. 4. Cooduiarot, yto noru6so 10 yenosek. 5.
W3BecTHO, 4TO OH KpYyMHBbIM MaremaTuk. 6. Oxupgaercs, 4To JOroBop OyaeT moanucaH. 7.
Coo01maroT, 4yTo IKCHEeTUIMS yKe BepHyhach. 8. He oxwunanu, 4to cHer BhImajeT B HosOpe. 9.
I'oBopsT, uto on B Mockge. 10. [Tpeanonaranocek, yto Mbl Bctpetumces B 7. 11. Cuuraercs, 4to
ceifyac xopotuas noroja juist yposxas. 12. MI3sectHo, uto Kuraii - oueHp HaceneHHas crpaHa. 13.
Hymanu, 9aro 510 oH craenan. 14. OxunaroT, 9To camolieT npudyaer Beuepom. 15. BugHo Os10,
KaK OHU CKPBUIHCH.

B) 1. Kaxercs, oH mHOTO 3HaeT. 2. Oka3anoch, 4To OH 0OJIBIION crienuamucT. 3. Oka3aaoch, 4TO
oH npaB. 4. Kaxercsd, 101 HaunHaercs. 5. Oka3anock, YTO OHU KUBYT psaAoM. 6. OH, KaxeTcs,
oueHb J00peIi yenoBek. 7. OHa okazanachk OAHOM M3 caMbIX crocoOHBIX. 8. Kaxkercs, KTo-To
uzaer. 9. Ouu, okaspiBaercs, yxe Obutn 371ech. 10. Oka3anock, 4To BCE MOIYUUIIU HATEPKHU.

O)1 . BeposiTHo, 3Ty npobiemy OyayT obcyxnaats. 2. HaBepHoe, Mbl BCTpeTUM HX TaM. 3. OH
HEMPEMEHHO TMOJyYUT IpeMuto. 4. IToT Borpoc Bpsd M Oyaer unrepeceH. 5. [Toxoxe, oHa He
npuaeT. 6. S Touno yBuxy TeOst 3aBTpa. 7. ToBapbl, BeposiTHO, OyAyT IOCTaBIEHBI B CPOK. §.
MasioBeposiTHO, YTO OHHM 3aKOHYaT CBOIO pabory. 9. Bpsng nam oH mpumer yuactue B
koH(pepenmmu. 10. On, mo-euaumomy, ycrai. 11. 5, ckopee Bcero, Oyamy moma B 3T0 Bpems. 12.
OTOT OmbIT, HaBepHOE, OyneT ycmeumHbM. 13. S Touno Huyero He Buuen. 14. Ckopee Bcero
JIAHHBIN JI0M OBLT TOCTpOEH HeAaBHO. 15. EMy HaBepHsKa MOHpaBUTCS HOBas padoTa.
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D) 1. T'oBopsrt, uto 3xcnieauIts coOpana HHTEPECHBIM MaTepuai. 2. Bpsa nmu o caeman 31o. 3.
[Tonaratror, uyTo 53TO uU300peTeHHEe MOXeT noMmoub HaMm. 4. OHa oOKa3ajgach OIBITHBIM
npenogasareneM. 5. S ciydaliHo BcTpeTni ee Ha ynuue. 6. OH, kaxercsd, yexan Ha tor. 7. Kax
coobmmaroT, KoHpepeHuus oyaer 3aBrpa. 8. Kak M3BecTHO, 3TO BEIIECTBO MOIJIOIIAET CBETOBHIE
ayuu. 9. Ona, HaBepHoe, He 0OUT My3bIKy. 10. Ilpenmosaraercs, 4yTo B HameM ropoje
MOCTPOAT HOBBIA A0M. 11. Oxupaercs, 4TO B 3TOM rojay 3UMa HAaCTynuT paHo. 12. CTyneHThl,
HaBepHoe, noyyunsid crunenauto. 13. Bee, kazanock, Obutn yausieHsl. 14. U3BecTHo, 4TO y Hee
JIpyroe MHEHHe.

IIpakTnyeckoe 3ansiTue Ne 7.
IIpakTuka peun: Forms of business organization / ®@opmsbl oprannzanuu 6M3Heca.
HCJ'IBZ cI)OpMI/IpOBaHI/Ie KOMMYHHKAaTHBHBIX KOMHeTeHHI/Iﬁ, OBJIAJICHUC JIEKCUKOH U FpaMMaTHKOﬁ
B pe3ynbpTare 0CBOEHUE TEMBI CTYAEHT JOJIKEH
3HATh: 0a30BbIE HOPMBbI y'HOTpe6J'IeHI/I$I JICKCHUKH, (bOHeTI/IKI/I H IrpaMMaTUKHU
YMCTh: yuTaTrb, HNCPEBOAUTL W INCPECKA3bIBATL TCKCTBI HAa HWHOCTPAHHOM  A3BIKEC C
HUCIIOJIB30BAHHUEM cnpaBquoﬁ u yqe6H0171 JIMTCPATYPBI; OCYHICCTBJIIATH KOMMYHUKAIIUIO Ha
HHOCTPAaHHOM A3BIKC
AKTYanbHOCTh TEMbI: 00yCIIOBJIE€Ha HEOOXOUMOCTHIO OBNaieHneM YK-4.

TeopeTuyeckas 4acTh:
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
proprietorship. When started, many sole proprietorships are conducted out of the owner's home,
garage, or van and inventory may be limited and may often be purchased on credit.

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

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

A company's board of directors helps management develop business plans, economic
policy objectives, and business strategy. Through regular meetings, the board helps ensure
effective organizational planning and sees that company resources are managed effectively. The
board of directors also sees that the company meets regulatory requirements that apply to that
business. The board of directors also must assess overall performance of the corporation.
Directors monitor a company's financial performance and the success of its products, services
and strategy. Directors are expected to follow developments that affect the business.
Jlekcnueckue C€AUHHUIBI 10 TEME.

appoint ,complain,treat,supere , to help ,to deal with ,to give someone job as... to
initiate ,assist ,interfere ignore, grumble because something is wrong ,to start something

20



bottom, n flexible,top, n demand, v going ,to watch over work, to see that it is well done

Bonpocsl n 3a1aHu:
1. Fill in the table “Forms of business organization”

Sole Partnership Corporation Board of
Proprietorship Directors

Definition

Owner of an
organization

What is needed
to start an
organization

+

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,
planning 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
system: 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.

definition

its components




3.Read the text and fill in the word web “Responsibilities of Production Manager”.

Depending on the size of the organization the functions of production manager are:

- to draw up a production schedule;

- to work out the needed resources;

- to estimate how long a job will take, to estimate the cost of it, and to set the quality
standards;

- to monitor the production processes and adjust schedules as needed.

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

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

Responsibilities
of
Production Manager

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

Functions
of
Production Manager

5. Fill in the table “Responsibilities of production manager at different production stages”.
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Pre-production stage Production stage
1. 1.
2. a)
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
personnel manager
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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
examples of them. Work in pairs/groups.

IIpakTnyeckoe 3ansiTue Ne 8.

I'pammaruka: Infinitive / UnpunuTHs.

[lens: ®opMupoBaHNEe KOMMYHUKATUBHBIX KOMIIETEHIINH, OBJIQJICHUE JIEKCUKOW U TPaMMaTHKON
B pesynbrare ocBo€HUE TEMBI CTYACHT JOJIKEH

3HaTh: 0A30BbIe HOPMbI YIOTPEOIEHUS JIEKCUKHU, (OHETUKH U TPAMMaTHKU

YMETB:

qyuTaTtb, HNCPEBOAUTL W INCPECKA3bIBATL TCKCTBI HAa HWHOCTPAHHOM  A3BIKC C

UCIIOJIb30BAaHUEM CIPABOYHONW U Yy4eOHOW JHMTEpaTyphl; OCYIIECTBIATH KOMMYHHKAIMIO Ha
WHOCTPAHHOM SI3BIKE
AKTYanbHOCTbh TEMbI: 00yCIIOBJIEHa HEOOXOUMOCThIO OBNaieHneM YK-4.

TeopeTuyeckas 4acTh:

HNudpunutus (the Infinitive) — s10 Hemmunas ¢opma riarona, KOTopas Ha3bIBaeT
neiicreue. MapuaUTHB sBisieTcs ocHOBHOM (v |) ¢popmoii riiarona u mpeacTaBiseT I1aroi
B cioBape. [IpusHakoMm mH(pUHUTHBA sBisseTcs dactuia to: to help — momorars, to read —
yntath. MHQUHUTHB yrioTpebsieTcs 6e3 yacTullbl 10 B CIIEAYIONINX CITydasix:

1) TTocne rmaronos shall, will. He will write to his parents tomorrow. 3aBrpa ox
HAIHUIIET CBOMM POTUTEISIM.

2) Tlocne MomanbHBIX TiaronoB (kpome rimarona ought). She can ski and skate. Ona
yYMEET KaTaThCsl Ha KOHbKAX U Ha JIbDKAaX.

3) IMocne rmaromoB uyBcTBeHHOTO Bocmpusitus feel, see, hear, watch u ap. We saw
him enter. MsI Buieni, Kak OH BBIIIEL.

4) Tocne raaronos let (paspemrars), have, make (3acrasiars). What makes you think
so ? Yro 3acraBnsier TeOs Tak aymath ?  Let me take this book, please. Iloxanyiicta,
pa3periuTe MHE B3SITh 3Ty KHUTY.

5) Iocne Boipaxenuit had better (sryumne), would rather (sryumre 6s1). You had better
go now. Jlyume yitgu / uam ceiivac. | must see you at once. MHe Hamo ceifuac xe
BCTPETHUTHCA C TOOOIA.

B coBpeMEeHHOM aHTJIHICKOM SI3bIKE HHOUHUTHB UMEET CIICAYIONIHE (DOPMBI.

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 --

NupunutuB B hopMe nelCTBUTENBHOIO 3a10ra 0003HavYaeT AeldcTBUE, TPOU3BEAEHHOE
JIUIIOM, BBIPAXKEHHBIM B TPE/UIOKESHUH MOJICKAIINM, a B CTPAJIATEILHOM 3aJI0re — JCHCTBHE,
HanpasieHHoe Ha 310 jumno. | like to help. S nro6mo momorats. | like to be helped. A
JF00ITI0, KOT/1a MHE TTOMOTAFOT.

Nudpunutus B Indefinite Active obo3nauaer neiicTBHE, HE YTOUYHSS XapaKTep €ro
nporekanus. Mupunutus B Continuous Active moqué€pkuBaeT JUIMTENLHOCTD neicTBus. She
likes to write letters. Ona mora mucats nmucbMo. She must be still writing. Ona, 1omkHO
OBITh, BCE €MIE MUIIIET.
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Henepdextuplii MHOUHUTHB BBIpaXKaeT [eiCTBHE, OJHOBPEMEHHOE C JIEHCTBHEM
rJ1aroyia-ckazyeMoro (WM Cciaeayroliee 3a HuM).

[lepdexTHplii WHOUHUTHB BBIpAXAeT JCWCTBUE, MPEALISCTBYIOIIEE ICHCTBUIO,
BBIpaKEHHOMY TtaroiomM-ckazyemsiM. | am glad to_study at the University. S pax, uro
yuaych B yHuBepcutere. | am glad to have studied at the University. f pax, uto yuuics B
YHUBEPCUTETE.

@VHKI/;MM qu)uHumuea:

B npennoxxennn nHPUHUTHB MOKET OBITh:

a) Homnexxammm. To walk in the garden was very pleasant. Lysiste B cany ObLio
oucHb npusTHO. 10 read a lot is to know much. MHoOro yuTath — MHOTO 3HATh.

0) O6crosarenscTBoM 1ienu. 10 read the book | went to the reading-hall. Yro6st
OpOYNTATL 3TY KHUT'Y, S MOIIIEN B YUTAJIBHBIHN 3aJl.

B) OnpenenenneM. MHGUHUTHB B QYyHKIMM ONpeeseHHs] EPEBOIUTCS HA PYCCKHMA
SA3BIK TPCM: crocobamu:

1. HDI/IIlaTOLIHI)IM OnpeaACIMTCIbHBIM MPEAJIOKCHUEM C MOAAJIBHBIM CKa3yCMbIM. He iS
going to take part in the conference to _be held in Moscow. Ou cobupaercsi IPUHATH
ydacTe B KOH(pEpEHIINU, KOTOpasi IOJDKHA COCTOAThC B MOCKBE.

2. Heonpenenéunoit popmoii rmaromna. | have nothing to sky. Mue Heuero ckasars.

3. Jluyno#t dopmoii rHarona, eciaM OINpeNeeHHE OTHOCHTCS K TOPSIIKOBOMY
yucuTeabHomy. She was the first to come. Ona npwuiiuia mepBoi.

r) Jomonuennem. He was glad to have been given a new job. Ou 6b11 pan, uro emy
nanu HoByIO paboty. | decided to read this book. S pemrin npoyntars 3Ty KHUTY.

1) YacTpio ckasyemoro (4acto MoaaibHOro). YOU may come in. Ber MokeTe BOWTH.
We ought to leave early in the morning. Mer go/kHBI yexath paHo yrpom. My wish is to
read much. Mog¢ xenanue — MHOTO YUTATh.

Bonpocs! u 3aganus:

1. IlepeBeaure cieayomue npeaaoKeHusi, 00pamasi BHUMaHue HA HHQUHUTHUB B PYHKIHHA
HOaJIeKAIETO.

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
mechanical 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 systems 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 music on the computer.

2. HaiiguTe B cjeAylOmMX Npeaio:keHus1X HHPUHUTHB B PYHKIIMU CKA3yeMoro.
IlepeBenure npeaIoKeHU .

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
challenge in making a workgroup effective is to ensure that its members can communicate more
easily 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 people 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.
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3. HaiiainTe u nepeBeanTe NMpeAIOKeHUs], B KOTOPbIX HH(PUHUTHB BbICTYNaeT B (PYHKIMH
JOINOJIHCHUS.

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.
Computers 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 automatically 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 environment.

4. IlepeBenure nmpeaJioKeHUsi, oOpamas BHUMaHHe HAa O0COOGHHOCTH IiepeBoja
HH(UHUTUBA B PYHKIMHU ONpPeaesIeHHs.

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
microprocessor. 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 computer 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.

IIpakTuyeckoe 3ansaTue Ne 9.
IIpakTuka peun: Energizing employees / AKTHBH3a1IHsA COTPYAHUKOB.
enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIETEHIINHI, OBIaJECHUE JEKCUKOW U TPaMMaTUKOU
B PE3YIbTATC OCBOCHUC TCMBI CTYJACHT JOJI?KCH
3HaTh: 0a30BbIE HOPMBI YIIOTPEOIEHUS JTIEKCUKHU, (POHETHKU U TPaMMAaTHKH
YMCThb: 4YWUTaTb, HNCPEBOAUTL W TNCPCCKA3bIBATb TCKCTbBI Ha HWHOCTPAHHOM  A3BIKE C
UCIIOJIb30BaHUEM CIPAaBOYHOM M Y4YEOHOH IJHTEpaTypbl; OCYIIECTBISATh KOMMYHMKAIMIO Ha
HHOCTPAHHOM A3BIKC
AKTyalTbHOCTBh TEMBI: 00YCIIOBJIEHA HEOOXOAMMOCThIO OBIaieHneM Y K-4.

Teoperuyeckas 4acTh:
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
passion and talent that resides deep within them.
What can managers do to help unleash the passion and talent in their employees, in short, to
energize them? Here are some suggestions:
*Develop a clear vision for where you want the organization to go, and then be sure to
communicate the vision widely and often.
*Don’t be a prisoner to your office; be sure to regularly visit the people who work for you on
their turf and to encourage and inspire them.
*Be honest and truthful with your employees at all times; don’t sugarcoat the truth 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.
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* 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
conducive to your employees doing their best work.

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

**k*

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 employees 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 employment (this
has become difficult for many Japanese companies in recent years), slow employee evaluation
and promotion, non-specialized career paths, implicit control mechanisms, collective decision
making, collective responsibility, and holistic concern for the employee as a person.
Jlekcuueckue C€AUHHUIBI 110 TEME:

mandating - o6s3aTenbHBII

pep rally - pammm

COercion - mMpUHYXICHUE

unleashing - pa3ps3biBanue

turf - Topd

sugarcoat - IpuyKpacuTh

engage - 3aHUMaThCs

implement - ocymiecTBIATh

put them on the back burner — moaouth B JOATHiA SIUK

buy-in — BBIKYI COOCTBEHHBIX aKIIHi

favor - GiaronpusiTcTBOBaTH

short-term gain - kpaTkocpouHast IpUObLIL

evaluation - orienka

implicit - HesiBHBII

holistic concern - 03a0oueHHOCTh

Bomnpocsl u 3axanus:

1. Find in the text the following words and word combinations:

XPaHUTHCA TITyOOKO BHYTPH

ToHeCTH (MH(POPMAIIUIO) 0 KOTO — IN00

3aKJIFOUYCHHBIN

BIOXHOBUTH

CMATYUTH yaap

naBaTh OO€EIaHue

CACPIKATh CIIOBO

BOBJICKAThb

[IPEUIOKEHNE

yOemuThCs
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YyBCTBUTEIIbHBIN

yIIy4lIeHUe

HNPUHUMATDH y4acTHE

IHOXXKHU3HCHHAs 3aHSATOCTh

2. Fill in the gaps with the following words:

turf passion resource command implementing conducive

1) Be sure to regularly visit the people who work for you on their .... and to encourage
and inspire them.

2) The secret to making this happen is energizing your employees—unleashing the
..... and talent that resides deep within them.

3) Employees are your most important ....—a resource that is much more productive
when it is energized.
4) Managers are, therefore, expected not to ..... employees but to lead them by consensus.

5) Engage them in the process of ..... those ideas and suggestions.

6) Ensure that the work environment is ..... to your employees doing their best work.
3.Translate the sentences into English

1)BbI MOKeTe MONyYUTh caMoe JIyulllee OT BalllUX COTPYAHUKOB KaX/Iblil IeHb HEIEIH.
2)Y0enuTech, 4TO BBl HE JIaeTe 00CIIAHUA, KOTOPBIC HE MOYKETE BBIITOTHUTD.

OHu TpaTAT HCKOTOPOC BpPCMH, 4TOOBI CO34aThb 3aUHTCPECOBAHHOCTb, KOTOpaA ITO3BOJIACT UM
BHCIAPHUTDL PCHICHHA I'OPa3ao 6LICTpeC, IIOCJIC TOI'O, KaK OHO ITPHUHATO.

3)V HuX npocnexuBaeTcs TEHAECHLUS COCOOCTBOBATh PA3BUTHIO JOJITOCPOYHBIX OTHOIICHUN U
CTpaTeFI/Iﬁ BMECTO U3BJICUCHUA KpaTKOCPO‘{HOﬁ BBIT'O1bI.

4)He OynpTe 3aKIIOYCHHBIM B BallleM KaOWHETE; 00s3aTENbHO PEryJISpHO TOCEIIAlTe JIIOJCH,
KOTOPBIC pa60Ta}0T IJIAA BaC, HA UX TCPPUTOPUHU, a TAKIKC HOOI.I.[p)IfIT cHu B,Z[OXHOBJ'IHIZTG Hux.
5)CekpeToM OCYIIECTBICHHUS JAaHHOW 1€ SBISETCS AKTHUBHM3AIMs BalllUX COTPYJAHHUKOB —
PACKpPBLITHUEC CTPACTH U TAJIAHTA, KOTOPLIC CIIPSATAHBI B FJ'Iy6PIHe UX JJMYHOCTH.

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.

IIpakTyeckoe 3ansaTue Ne 10.
IIpakTuka peun: What is Public Administration? / Uro Takoe rocygapcrBeHHoOe
ynpasJjienue?
enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIETEHIINHI, OBIaJAE€HUE JEKCUKOW U TPaMMaTUKOM
B PE3YIbTATC OCBOCHUC TCMbI CTYJACHT JOJI?KCH
3HaTh: 0a30BbIC HOPMBI YIIOTPEOIEHUS JIEKCUKH, POHETHKH U TPAaMMATHKH
YMCTb: 4YWUTaTb, HNCPCBOAUTL W TCPCCKA3bIBATH TCKCTBI Ha HWHOCTPAHHOM  A3BIKC C
UCIIOJIb30BAaHUEM CIPAaBOYHOW M Yy4yeOHOM JHUTepaTypbl; OCYHIECTBIATH KOMMYHHKAIMIO Ha
HHOCTPAaHHOM A3BIKC
AKTyaJTbHOCTh TEMBI: 00YCIIOBJIEHA HEOOXOAMMOCThIO OBIaieHneM Y K-4.

Teopernyeckas 4acTh.
When people think about government, they think of elected officials. The attentive public knows
these officials who live in the spotlight but not the public administrators who make governing
possible; it generally gives them little thought unless it is to criticize “government bureaucrats.”
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Yet we are in contact with public administration almost from the moment of birth, when
registration requirements are met, and our earthly remains cannot be disposed of without final
administrative certification. Our experiences with public administrators have become so
extensive that our society may be labeled the “administered society”.

Various institutions are involved in public administration.

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

But to implement their decisions public administration also requires numerous profit and
nonprofit agencies, banks and hospitals, district and city governments (macro-administration).
Thus, public administration may be defined as a complex political process involving the
authoritative implementation of legitimated policy choices.

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

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

HISTORICAL OVERVIEW OF PUBLIC ADMINISTRATION

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

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

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

Modern administrative system is based on objective norms (such as laws, rules and regulations)
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 qualification 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.

Jlekcnueckne C¢AIMHUIBI 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.
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Bonpocs! 1 3aganus:
1.Read the text again for understanding its main points and answer the 10 "What'-
questions given below:

NGO~ wWNE

What is public administration?

What institutions and agencies are involved in public administration?

What institutions are involved with policy formulation?

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

What are public administrators?

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

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

What are modern administrative systems based on?

. What is the difference between the administrative system based on objective norms and the

one bhased on favouritism?

2. Now read the text for detailed information to complete the following sentences and
develop the idea:

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

Public administration 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 ...

N wNE

3.Answer the following questions:

1.
2.
3.

No ok

8.

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

Why is public administration said to be not as showy as other kinds of politics?
Why was the system of the ancient empires called "the system of favouritism and
patronage"?

Why is bureaucracy thought to be immortal?

What specialists are called "rank-and-file personnel”?

Why did ancient empires often move from stability to near anarchy and back again?
What objective norms are modern administrative systems based on?

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

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

1.

2.

3.

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

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

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

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

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

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

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

5. Insert prepositions where necessary:
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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
governmental agencies are given responsibility ... most public administration.

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 TOCYIAPCTBEHHOI'O YIIPABICHHS BBI3BIBAET y MHOTUX OIIACEHUS, YTO
rOCY/JIapCTBEHHAsi CTpaTterus OyaeT BbIpadAThIBAThCS JIIOJABMH, HE IOJOTYCTHBIMH
rpaxkJIaHaM.

2. Tlpu cmeHe wummeparopa, pa3pylliajics BECh TOCYJapCTBEHHBIH MEXaHH3M, M JIIOJIH,
KOTOpbIC OBLIM B TTOYETE, MOTJIU OKa3aThCsl B HEMUJIOCTH.

3. Ilpu coBpeMEHHOW CHCTEME TOCYIapCTBEHHOTO YIPABJICHUS TOCYAapCTBEHHBIC
CIIy’Kalllue Ha3HAYalTCS COTJIAaCHO WX KBAJTU(HKAIMKA, a HE IO JIUYHBIM CBS3SIM C
BJIMSITCIBHBIMH JTFOIbMHU.

4. TocynapCTBEHHOE NpAaBICHHE 3aBHCEIO OT MMIIEPATopa, KOTOPOMY, B CBOIO O4YEpE/b,
HPUXOIUIIOCH TTOJIAraThCs Ha MPEAaHHOCTD TIOAYHHEHHBIX.

5. HMnepaTop BBIMOIHSUT OTPOMHYIO PabOTy — YMTAN M CIyIIAT XOJaTaicTBa, pa3oupan
CyneOHbIE MCKU U MPOCHOBI O TOMUIIOBAHHUH.

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 derlvatlonally related to the word given in
brackets:

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

2. They challenge the very ... of the government. (legitimate)

3. They need to spend less on ... . (administrative)

4. Tam not ... to approve payments. (authorize)

5. Lloyd George was threatening to ... . (resignation)

6. Many civil servants are sure that they can ... better than the politicians. (government)

7. Thereis alot of ... involved in getting an import license. (bureaucrat)

8. This public corporation is fully ... to Parliament. (accountability)

9. Sheis a ... in Eastern European affairs. (special)

10. It is the Pr1me Minister's ... residence. (officer)
9. Give your own defmltlons of 'micro-administration’, 'macro-administration’ and
‘bureaucracy’.

IpakTnyeckoe 3ansitue Ne 11.

IIpakTuka peun: City managers and their responsibilities /AqMuHMCcTpanusa ropoaos
U ee 00513aHHOCTH.

Iens: PopMHUpOBaHHE KOMMYHUKATUBHBIX KOMIICTCHIUH, OBJIAICHUE JICKCUKOW U IPaMMaTUKON
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B PE3YIbTATC OCBOCHUC TCMbI CTYJICHT JOJI?KCH
3HATh: 0a30BbIE HOPMBI yrIOTpe6J'IeHI/I$I JICKCUKH, (1)OHCTI/IKI/I U rpaMMaTUKHU
YMCTh: qyuTaTtb, HNCPEBOAUTL W NCPECKA3bIBATL TCKCTBI Ha HWHOCTPAHHOM  A3BIKC C
WCITOJIb30BAaHUEM CIIPABOYHOM M y4eOHOW JIMTEpaTyphl; OCYIIECTBIATh KOMMYHHKAIIMIO Ha
HHOCTPAaHHOM A3BIKC
AKTyaJIbHOCTh TEMBI: 00YCJIOBJIeHA HEOOXOAMMOCTBIO OBJIageHHEeM Y K-4,

TeopeaneCRaﬂ YacThb.
A city manager is an official appointed as the administrative manager of a city in a council-
manager form of city government. Local officials holding this post are sometimes referred to as
the chief executive officer (CEO) or chief administrative officer (CAQ) in some municipalities.
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 government form, was
created in part to remove city government from the power of the political parties, and place
management of the city into the hands of an outside expert who was usually a business manager
or engineer, with the hope that the city manager would remain neutral to city politics.
Jlekcnyeckue eIMHUIBI 110 TEMeE:

formal authority — odunmanbHbie
MOJTHOMOYHS

inspire [n'spaio] — BHyIIATH,
BJIOXHOBJISATh

trait [tre1t] — xapakTepHas

yepTa, 0COOEHHOCTh

interaction [ mtor'akf(o)n] —
B3aUMOo/IeiicTBHE

vision ['vi3(a)n] —
IPOHMLIATENILHOCTD, IPE/IBUIICHHUE,
JATbHOBHTHOCTh

value ['velju:] — BaXXHOCTb,
[IEHHOCTb, TI0JIE3HOCTh

charisma [ko'rizma] — nuunoe
oOasiHue, Xapu3Ma

ongoing ['on, gouIn| — mporcXoAiIuil B
HACTOSIIIIee BPeMsl, MPOIOKAIOIIHIACS,
HEIPEPBIBHBIN, TOCTOSHHBIN

explore [1k'splo:] — uccnenosarts,
paccMaTpuBaTh, M3y4aTh, AaHAIN3UPOBATH
recognition [, rekagnif(o)n] —
0CO3HaHME, TOHUMAaHUE,
npeICTaBICHNE

attribute ['etribju:t] — oTnuUMTETEHAS
4gepTa, XapakTepHOoe

CBOMCTBO

evidence ['evid(o)n(t)s] — pakTsI,
JTAHHBIE; TOKa3aTeIbCTBO,
MOJITBEPK/IEHUE; CBUAECTEILCTBO
intelligence [m'telidz(o)n(t)s] —
UHTEJJIEKT, PacCyJ0K, pa3yM;
YMCTBEHHBIE CIIOCOOHOCTH
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Bomnpocs! 1J11 HHTEPBBIO:

1. What is a job title of an administrative manager in a council-manager form of city
government?

. What is the other name for a city manager?

. What post implies more discretion and independent authority?

. What was the reason to create a post of a city manager?

. What major do city managers usually obtain?

. What is the definition of the term «leadership»?

. Do all leaders have formal authority?

. What kind of theories have the students of leadership produced?

. Is the search for the traits of leaders an ongoing process?

10. What famous philosophers explored the qualities of leaders?

11. What was the early assumption of leadership?

12. What are the characteristics that distinguish leaders from nonleaders?
BOl'lpOCbl U 3aJaHUSA .

1. Match Russian definitions with English terms:

OO NO O WN

1) chief executive officer a) ¢opma opraHu3alii MECTHOI'O CaMo-
yIIpaBJICHUS, IPH KOTOPOH BBIOOPHBII
TOPOJICKOM COBET MpUIJIalIaeT Ha JOI-
KHOCTb PYKOBOJUTEIS] MyHHIIHIIA-
auTeTa npodeccuoHaIbHOTO
YIPABJISIIOUIETO, paOOTAIOIIETO MOTHBIN
pabounii 1eHb; MEHEKEP CAMOCTOSITEILHO
HaOWpaeT WTaT I yIpaBICHUS
TOPOACKHM XO3SHCTBOM;

2) council-manager form b) MeHnemKep, OCYIICCTBISIONIHMIA pacmops-
JIMTENLCKYIO AEATEIBHOCTD B paM-
KaX CTpPATCIrNYCCKUX DeHIeHHfI, IMPUHATBIX
PYKOBOJICTBOM;

3) administrative manager C) PYKOBOAMTENb, KOTOPBIN OTBEYACT 3a
OCHOBHYO YaCTh TEKYIIEH IeITSIbHOCTH
KOPIIOpAIlUK U UCTIOTHEHHE pe-
[ICHUI COBETA JINPEKTOPOB, IPH 3TOM
YaCTO 3aHMMAET TAKXKE MOCT Mpe/ICeaaTels
COBETa IUPEKTOPOB, MTPE3HICHTA,
3aMeCTUTENIsI IPe/ICeIaTelIsl COBETA | T. 1.

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 (CEQO) 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 ... CraTbps Ha3pIBAETCA ...
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The primary task of the published OcHoBHas 3a/1a4a MyOJIMKYeMOi

article is ... CTaThH ...

The article starts with ... Cratbst HQUUHACTCS C ...

In the first part of the paper effort B nepBoii yactu cTaThu enaeTcs
is undertaken to analyse ... MONBITKA TIPOAHATIU3UPOBATH ...

The article under consideration also points out ~ PaccmarpuBaemast cTaThst BBIICISIET ...

In the next (last) section emphasis B TpeTheit yacTu moauepKUBaETCs
is given to ... Ba)XHOCTb ...
In conclusion the article reads ... B 3akitoueHnn 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

. In the middle of the 20th century researchers took a different view of ... .
. It is posited that individuals can be effective in certain ... .

. Read the text and be ready to answer the questions.

. Write a summary of the text above.

o 01 N O

IIpakTyeckoe 3ansaTue Ne 12.
IIpaktuka peuu: Public Administration Personnel / Ilepconan rocynapcrBeHHO#
aAMMHNMCTPALUH.
enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIIETEHIINHI, OBIaJAECHUE JEKCUKOW U TPaMMaTUKOU
B PE3YIbTATC OCBOCHUC TCMbI CTYJACHT JOJI?KCH
3HaTh: 0a30BbIE HOPMBI YIIOTPEOIEHUS JTIEKCUKHU, (POHETHKU U TPaMMAaTHKU
YMCThb: 4YWTaTb, HNCPEBOAUTL U TIICPECKA3BIBATH TCKCTBI HA HWHOCTPAHHOM S3BIKE C
UCIIOJIb30BAaHUEM CIPAaBOYHOM U Y4YEOHOH JHTEpaTypbl; OCYIIECTBISATh KOMMYHMKAIMIO Ha
HHOCTPAHHOM A3bIKC
AKTyaJTbHOCTh TEMBI: 00YCIIOBIIEHA HEOOXOAMMOCThIO OBIaieHneM Y K-4.

Teopernyeckas 4acTh.
Large organizations employ many individuals. Charismatic leaders, caring supervisors,
innovative program directors, and numerous street-level employees lend individuality to the
collective and character to the whole organization. One should also remember that higher moral
and ethical standards are expected of public employees than of private employees, and that
public managers work within very strict limits of legislation, executive orders, and regulations
surrounding government. But unique contributions of individuals do not obscure their general
patterns of behavior, or roles.
A role 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
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appointment to care for a sick child or the professor who neglects his students to fulfill
administrative obligations is experiencing a role conflict.

Viewing organization as a system of roles helps to identify rights and obligations of each
employee. 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
executive, desktop administrator, professional, street-level bureaucrat, and policy entrepreneur —
are the most common.

Political executives

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

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

Elected officials cannot do everything. They can do little more than point the general direction
and scrutinize the final result. That is why political executives appointed by them are also policy
makers. The political executive initiates, shapes, promotes, and oversees policy changes. They
may also have responsibility for major decisions. The ultimate authority, however, rests with the
elected official.

Political executives are also top-level administrators. It 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
executives who fail to reach down and get the support and enthusiasm of their agency personnel
will effect little change in policy. But if they completely disregard the preferences, knowledge,
and experience of their agencies, stalemate ensues. If they uncritically adopt the views of their
elected officials or their agencies, they may lose influence with elected officials.

Desktop administrators

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

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

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

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

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

Modern professionals receive standard specific training that ends with certification. They also
learn values and norms of behavior.
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Increasingly the work of public organizations depends on professionals and more and more
professionals are involved in public administration. The work of professionals involves applying
their general knowledge to the specific case and requires considerable autonomy and flexibility.
An important difference between professional and non-professional work is who evaluates
performance. Nonprofessionals are evaluated by their immediate supervisors. Professionals
assert their independence from supervisors. Their work is evaluated by peer review of their
colleagues and that has flaws: fellow professionals are sometimes more willing to overlook the
mistakes of colleagues for 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
organizations.

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
everyone happy. Street-level administrator must use judgment to apply rules and laws to unique
situations, and judgment requires discretion.

Given limited resources, public organizations want fewer, not more clients, and this is an
important difference between public and private organizations, which attract more clients to earn
more profit. And dependence of clients on street-level bureaucrats often create conflicts.
Street-level bureaucrats work in situations that defy direct supervision. Even when supervisors
are nearby, much work with clients is done privately. Most paperwork and computerized
information systems attempt to control street-level bureaucrats, who in turn become skilled in
filling out forms to satisfy supervisors while maintaining their own autonomy.

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

Policy entrepreneurs

The policy 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.

Jlekcnueckue C€IMHHUIILI I10 TEME:

role-type, role conflict, desktop administrator, to require leadership, to be given limited
resources, consensus, charismatic leader, to step into a role, source of stress, to balance
expectations

Bonpocsl u 3agaHus.

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. (initiative).

The work of professionals ... considerable autonomy and ... . (requirement, flexible)
Nonprofessionals are evaluated by their immediate ... , while the work of professionals is
evaluated by peer review of their colleagues. (supervision).
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People often ... that public bureaucrats ... them like a number and ... unique problems and
circumstances. (complaint, treatment, ignorance.

) Street-level bureaucrats ... can affect their work with clients. (believe).

The role of policy entrepreneurs ... strategic planning, political activism, and conceptual ...
. (requirement, lead.) .

2. Match the words to their definitions:

1. appoint 1. tohelp

2. complain 2. to deal with

3. treat 3. 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. TlpaBa u 003aHHOCTH COTPYAHUKOB OPTaHU3AIMU BCETAa YETKO OMPE/ICIICHBI.
2. DddekTuBHOCTH pabOTHI OpraHU3alliy, B IEPBYIO OYEPE/Ib, 3ABUCUT OT IIEPCOHANIA, €TO0
npodeccuoHain3Ma U THOKOCTH.
3. Kak mpaBuio, KaXIbli COTPYAHUK BBITIOJIHSAET HE OJHY, & HECKOJIBKO pOJieH B
OpraHu3aIny.
4. Opranuzanus IpeacTaBiIseT co00i nepapxuto, Ha KOTOPOIl pacroiaratoTcs
OTIpeieIeHHBIE IOJDKHOCTHBIE JIUIA U COTPYIHUKH.
5. YacTo nroau KanyrTcs, 4TO OIOPOKPATHI B TOCYAAPCTBEHHBIX OPTaHU3AIHIX HE
MPUHUMAIOT BO BHUMaHUE UX MPOOJIEMBI U 00CTOSITENBCTBA.
6. IOpuct MoxkeT 0TKa3aThCs B TAKOW CUTYallMHU, KOTJa €My IPUIETCS OTMEHUTh
Ha3HAYCHHYIO BCTPEUY C KIIMEHTOM H3-3a 00JIe3HU peOeHKa.
5. Give your own definitions of "public administration personnel’, ‘role-types’ and 'role
conflicts'.
6.Read the text for general information to complete the following statements:
1. The text deals with the problem of ...
2. The text views a public organization as a system of specific roles, role-types, the most
common of which are ...
3. 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
expectations.
4.The lawyer who must ... to care for a sick child is experiencing a ... .
5.The most common flve role-types are . vy eees osand ...
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 ... .
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10.Street-level bureaucrats often decide what policies to implement, their ... can ... their

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

1. The text under discussion draws our attention to ...

2. There are five most common role types in public organizations. They are...

3. Political executives are political appointees, that's why ...

4. Desktop administrators closely fit the general description of a bureaucrat, they differ

fundamentally from ...
5. Street-level bureaucrats are at the bottom of public organizations and ...

IIpakTyeckoe 3ansaTue Ne 13.

I'pammaruka: Participle / Ilpuvacrue.

enb: ®opMUpOBaHNE KOMMYHUKATUBHBIX KOMIIETCHIIMM, OBJIAJEHUE JIEKCUKOW U TPaMMaTUKOMN
B pe3ynbTaTe 0CBO€HHE TEMBI CTYIEHT JOJIKEH

3HaTh: 0a30BbIC HOPMBI YIOTPEOICHUS JIEKCUKH, (OHETUKH U TPAMMATHKH

YMETh: 4YHUTaTh, IMEPEBOAUTh M IME€PECKA3bIBaTh TEKCThl HAa HWHOCTPAHHOM S3BIKE C
UCIIOJIb30BAaHUEM CIPAaBOYHOW M Yy4YeOHOM JMUTEpaTypbl; OCYIIECTBISATh KOMMYHHMKAIMIO Ha
MHOCTPAHHOM SI3bIKE

AKTyallbHOCTh T€MBI: 00YCIIOBJIEHA HEOOXOAMMOCTHIO OBIaieHneM Y K-4.

Teopernveckast 4acTh:
MNPUYACTHE |

[Mpuuactue | (Participle 1) — nHenuunas ¢opma riarona, obiazaromias CBOHCTBAMH
rjaroja, mpuiaratelbHoro u Hapeuns. CooTBeTCTByeT (popmMaM NMpHYacTHs M JICCIPUYACTHs B
PYCCKOM sI3bIKE.
®opMbl NpUYaACTUSA

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

Participle 1 Indefinite o6o3Hauaer neiicTBHE, OHOBPEMEHHOE C JCWCTBHEM IJIaroa-
ckazyemoro. While translating difficult texts we use a dictionary. [lepeBoas TpyaHbIE TEKCTHI,
MBI IIOJIb3YEMCSI CIIOBApEM.

Participle | Perfect o60o3Ha4aer neiicTBue, MpeaIECTBYIONIEE ACHCTBHIIO, BRIPAKCHHOMY
rinarojioM-ckazyembiM. Having read the book I returned it to the library. [IpounTaB kHury, s
BEpHYJ €€ B OMOIUOTEKY.

Dyukyuu npuuacmus |

B nmpemnosxxenun npuuactue | (Participle 1) moxer ObITb:

1. Omnpenenenuem. B aroit pynkuuu ymorpebisiercs toabko Participle 1 Indefinite,
KOTOPO€ COOTBETCTBYET PYCCKOMY NPHYACTHIO HACTOSIIEr0 BPEMEHU B TOH ke (pyHKumu. A
smiling girl. Yaei0aromascst neBouka. A swimming man. [neBymui yenosek. The men
building our house with me are my friends. Jlroau, cTposiiiue Hain 10M BMECT€ CO MHOM, --
Mou npy3bs.  The house being built in our street is a new building of school. Jlom,
CTPOSIIUICS Ha HAIICH yIHIIe -- 9TO HOBOE 3/1aHHE IIKOJIBL.

2. O6crostenscTBoM. B atoit dynkiuu Participle 1 Indefinite Active gaie Bcero crout
B HayaJie TPEAJIOKEHHUs M TEePEeBOJUTCS HAa PYCCKHUH S3BIK JICCTIPHYACTHEM HECOBEPIICHHOTO
suaa. 1ranslating the article he consulted the dictionary. IlepeBoas craThio, OH MOIB30BATICS
CIIOBapEM.

[lepen TakuM mpuyactTHeM B (DYHKIMH OOCTOSITENBCTBA YacTO CTOSAT COKO3bI When wu
while. Takue crnoBocoueTaHuss TEPEBOMATCS JHOO JCCMPUYACTHBIM  O0OpPOTOM  (WJIH
JeeTIPUYacTHeM) C OINYIICHHWEM COI03a, JIMOO MPHIATOYHBIM MPEIJIOKECHUEM, KOTOpPOe
HauMHaeTcs ¢ cor3oB "korma", "B To Bpems kak". While translating the article the student
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consulted the dictionary. IlepeBons cTaThio, CTyJeHT MOJb30BaiCs ciioBapéM. / Korna cryaeHT
LEPEBOIMI CTAThIO, OH MOJIB30BAJICS CIOBAPEM.

Participle | Indefinite Passive mepeBoautcsi Ha PyCCKUM SI3BIK OOCTOSITEIILCTBEHHBIM
npuaaToYHbIM npetokerreM. Being built of wood the bridge could not carry heavy loads.
Tak KaK MOCT ObUI MOCTPOECH U3 JIEPEBA, OH HE MOT BBIICPXKATh OOJBIINX HATPY30K.

Participle | Perfect Active mepeBoauTcst IeenpruyacTHEM COBEpIICHHOro Buaa. Having
built a house he began building a greenhouse. [TocTpous 10M, OH Ha4ax CTPOUTH MAPHUK.

Participle | Indefinite Passive B ¢ynkuun oOCTOSATEIbCTBA (BPEMEHH, IPUYHHBI)
HIEPEBOUTCSI OOCTOSITEILCTBCHHBIM TPHUIATOYHBIM TMPEAIOKEHHEM. [Ipu 3TOM B KadecTBe
HOJJISKAIIET0  PYCCKOrO — MPHAATOYHOTO  MPEIUIOKEHHS — yIOTpPeOJsseTcs — MOJIeKaliee
aHrimiickoro npemanoxenus. Having been built of concrete, the house was cold in winter. Tak
KaK JIOM ObUI TIOCTPOEH U3 O€TOHA, 3MMOM B HEM OBLIO XOJIOIHO.

3. Hactelo cka3yemoro. Participle | Indefinite Active Moxet ObITh YacThIO CKa3yeMOTO.

They are playing chess. OHu UrparoT B IaXMaThl.
MNPUYACTHUE 11

[Mpuuactue Il (Participle 11) — nenuunas popma rimarona (111 ocHoBHas Gpopma rinarona),
UMEET OJIHY HEeU3MEHSeMYI (OpMy CO CTpajaTelIbHbIM 3HaueHHEeM W 00O03HauaeT JeicTBHUE,
KOTOpOE HCIHBITHIBAaeT Ha cebe numo wim mpeamer. OHO COOTBETCTBYET B PYCCKOM SI3BIKE
NPUYACTHUIO CTPAIATEIILHOTO 3aJI0Ta.

[Mpuyactue |l mpaBuiabHBIX TIarojoB uMmeeT Ty ke (opmy, urto u Past Indefinite, u
obpasyercst Tipu oMoty npubasieHus cypdurca —ed k ocHose riarosia to ask — asked, to
help — helped.

[Tono6Ho mpuuactuto |, mpuyactue |l o61amaer cBolicTBaMH riarosa, MpUIaraTeIbHOTO
u Hapeuns. Kak w rmaromn, oHO o0Oo3Hadaer xaelicTBue. Bpemsi neiictBus, o00o3Hauaemoe
npuuactreM |, onpenensiercss BpeMeHeM JIeHCTBHS Ti1arojia-Cka3yeMoro Mik KOHTEKCToM. The
book discussed yesterday was interesting. Kuura, o6cykaaBimascsi Buepa, Obliia HHTEPECHOM.
The books discussed at the lessons are always interesting. Kuuru, o0cysxiaeMbie Ha ypoKax,
BCET/Ia UHTEPECHBI.

Qynxyuu npuuacmus 11

B npennoxxenun npuyactue |l Moxer ObITh:

a) Ompenenenuem. Last time is never found again. IlorepsHHOE BpeMsi HHKOTIa HE
BepHEIIb (M0CIOBHO — He HaWTh). A written letter lay on the table. Hamucannoe mucbmo
nexano Ha crtole. They are reconstructing the house built in the 18" century. Onu
pecTaBpUpYIOT 37aHUe, IOCTPOeHHOE B 18 Beke.

6) O6crosrensctBoM. [lepen npuuactuem |l B pyHKINH OOCTOSATENBCTBA MOTYT CTOSIThH
coro3pl If, unless, when. B Takom ciydyae aHITIMIICKOE TIPUYACTHE TICPEBOAUTCS
00CTOSITEIbCTBEHHBIM TPUIATOYHBIM NPEATIOKEHUEM, B KOTOPOM TOJISKAIEE TO JKE, YTO U B
rnaBHoM npemnoxenun. If built of the local stone, the road will serve for years. Eciu
noctpouth nopory (Ecnu gopora moctpoeHa) U3 MECTHOTO KaMHS, OHa Oy/€T CIY)XUTh JOJITHE
TOJIBI.

Bonpocel 1 3a1aHu:

1. O6pa3syiite Participle | mau Participle Il or riiarosio B ckookax.

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

Jack’s answer was ... (disappoint).

I went to the exhibition of French art last week and I was very much ... (impress).
We saw a lot of ... (fascinate) paintings.

I was so ... (excite) that [ couldn’t say a word.

The trip to the mountains was so ... (excite) — we enjoyed every minute of it.
I’m ... (bore) — I have nothing to do.

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

lO We liked the Room of Horrors but some of the tricks were rather ... (frighten).

CoNoaR~LNE
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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. [lepenummTe  MpeAIo:KeHHe, HMCHOJb3Ys  NpPHYACTHE BMECTO  MNPHIATOYHOTO

NpPEaAJ0KCHUSA.
[TPUMEP

The old castle which was built five hundred years ago belongs to the university. Crapsrii
3aMOK, komopbiti 6611 nocmpoer 500 rem Hazao, IPUHAIIICKUT YHUBEPCUTETY.

= The old castle, built five hundreds ago, belongs to the university. Ctapsrit

3aMOK, nocmpoennwiil 500 1em nazao, IPUHAAIEKUT 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.

He entered the yard and smelt something that was burning.

3.IlepeBenute npemiokenus ¢ npuyacruem. Hazosure npuuacrue Present Participle I,
Perfect Participle I, Past Participle.

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.

Not knowing what to do, | turned to Jack for advice.

| often think of my friends living in Paris.

| went to bed, not being able to work.

10 The story written by him is rather thrilling.

4 Tlepedpa3upyiiTe npeaioxKeHUs OAHUM U3 IBYX CIIOCOOOB.
MNPUMEP 1

Holding up a picture, the teacher asked us if we recognized the man. = The teacher held up a
picture and asked us if we recognized the man.
Jepxa KapTHHY B pyKe, YUUTENS CIIPOCUIT HAC, Y3HAEM JIM MBI 3TOTO YEJIOBEKA. = Y UUTEIb

ACPIKaJI KapTUHY B PYKC U CIIPOCUJI HAC, Y3HACM JIK MbI 3TOT'0 4YCJIOBCKA.
INPUMEP 2

Opening the door, Mike found the room full of people. = When Mike opened the door, he
found the room full of people.
OTkpsIB ABepb, Maiik yBUIEN, YTO B KOMHATE MOJHO Jiroael. = Koraa Maiik oTKpbuI 1BEph, OH
YBUICI, UYTO B KOMHATC ITOJIHO Hmﬂeﬁ.
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.

Nk wNE

CoNoOAEWNE

ok owm
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7. Seeing clouds of smoke over the building, the girl cried, «Fire! Fire!»

8. Crossing the wide field, the frightened animal escaped into the forest.
S.11epedpa3upyiite npeanoxenus ¢ aeiicreutebHbIM npuiyactuem Perfect Participle 1,
No/i4epKMUBasi MpeauiecTBue.

MPUMEP. 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 | 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. [lepeBenuTe ciaeayonue MpPeaJ0KeHUsI HA AHTJIHICKUH A3bIK.
JIuno, HapucoBanHoe Ha Oymare, moxoxe (look like) Ha TeOs.
Ero He Buzenu Buepa B LIKOJIE.

Emy cienyer o3BOHUTS.

UYenoBek, CUASIIIMN B Kpecie, MOM OTell.

[TrcbMo OBLTO OTIIPABIIEHO BYEPA.

Maunbuuku, uAyIKe B HIKOIY, MOH JIPY3bsl.

Manpyuku HIyT B LIKOJTY.

Yenoek, MOCIaHHBIN TOOOU, TOJIBKO UTO MPHILIET.
Bocxurennslii neitzaxkeM, s CTosu1 Ha Gepery ozepa.

CoNoR~wWNE

IIpakTHyeckoe 3ansaTHe Ne 14.
IpakTuka peum: Personnel administration: staffing and trainin. / Ynpasienue
MePCOHAIOM: NOAOOP U 00ydeHMe.
HCJ'IBI cDOpMI/IpOBaHI/Ie KOMMYHUKATHBHBIX KOMHCTCHI_II/II\/'I, OBJIAJCHUC JIEKCUKOH U FpaMMaTHKOﬁ
B pe3synbprare 0CBOEHHE TEMBI CTYACHT JIOJKEH
3HaTh: 0a30BLIE HOPMBEI yHOTpe6J’IeHI/I$I JICKCUKH, (bOHeTI/IKI/I U TpaMMaTHKHU
YMCTh: qyuTaTtb, HNCPEBOAUTL W TNCPECKA3bIBATH TCKCTBI HAa HWHOCTPAHHOM  A3BIKE C
HUCIIOJIB30BAHHUEM cnpaBquoﬁ n yqe6H0171 JIATCPATYPBI; OCYHICCTBIATH KOMMYHHUKAIIUIO Ha
HHOCTPAaHHOM A3BIKC
AKTYanbHOCTh TEMbI: 00yCIIOBI€HAa HEOOXOIUMOCTHIO OBNaieHneM YK-4.

Teoperudeckasi 4acTh:
An important task in the management of any enterprise, private or public, is the recruiting,
selecting, promoting, and terminating of personnel and employee training.
Recruiting
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
excluded from public employment because of their ethnic or racial backgrounds or because they
were women.
Examining and selecting
Once applications have been received, the next step in the personnel process is examination. The
term examination does not refer only to a pencil-and-paper test.
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Some judgments are made on the basis of an unassembled examination. That is, the application
form itself may require sufficient information to permit the assignment of a score based on
reported experience and education and on references.

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

One examination of special importance is the Professional and Administrative Career
Examination (PACE). PACE is intended to select candidates for federal

government careers rather than for particular jobs.

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

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

Evaluation

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

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

Continuing education in the public service

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

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

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

Public personnel are also often given leaves for a semester or a year by their agency to pursue a
degree at the doctoral level (the Doctor of Public Administration) or to fulfill a master’s
program.

Jlekcuueckue eIMHUIIBI IO TeMe:

prior experience, to judge performance, performance examination, competitive wages, on-the-job
training, in-house training, racial background.

Bomnpocsl 1J11 HHTEPBBIO:

Why were merit systems designed?

In what way do organizations attract especially competent applicants?

Why did the recruiting pattern change?

What is an unassembled examination?

What examination is intended to select candidates for federal government careers?

How is the final choice in selecting an employee made?

Only few employees are dismissed during a probationary period, aren't they? Why?

. What does the evaluation of performance protect employees from?

Bonpocs! 1 3aganus:

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

PN AWM P
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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)
10. 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?
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 ... .
3. Active efforts were made to attract individuals who, in earlier times, would have been
excluded from public employment because of ... .
4. Once applications have been received, the next step is ... .
Some judgements are made on the basis of ..., and some jobs, especially requiring
particular skills, call for ... .
6. ... is intended to select candidates for federal government careers rather than for
particular jobs.
7. The new employee is likely to serve ..., often six months, during which removal is
relatively easy.
8. In order to make an evaluation of employee performance, where possible, objective
measures ... . In jobs where this is not possible ... .
9. The involvement of government with the further education and training of the employees
may range from ... to ... .
10. ... provides managerial training for high-level federal executives.
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6. Insert prepositions where necessary:

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

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

excluded ... public employment because of their ethnic or racial backgrounds.
The term examination does not refer only ... a pencil-and-paper test.
Some judgements are made ... the basis of an unassembled examination.

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

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

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

8. Many universities, ... cooperation ... government agencies, have developed special
programs ... public employees.

9. The personnel agency considers the list ... the names ... the individuals ... the highest
examination scores ... which it chooses the new employee.

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

7. Translate into English:

1. Korma mosBISIOTCS BakaHCHMM B KAaKOW-JTMOO OpraHW3allii, HAYMHACTCS IOHMCK
KaHAMJATOB. AJMHHHCTpAIlMsl BCErJa CTapaeTcsl NpUBIeYbh Ha pabdoOTy CcaMbIxX
KOMIIETEHTHBIX CITY)KaIlIHX.

2. Korpa BakaHcuyM OTJIAICHBI, HAHOCSATCS BU3HUTHI B KOJUICIKH M YHUBEPCUTETHI C LIEIBIO
MIOUCKA KaHJIUJATOB Ha 3TH JOJDKHOCTH.

3. Otbop Hamboee MOAXOIANICTO KaHIWIATa OCYHIECTBISICTCS HA OCHOBE YCTHOTO
cobeceloBaHUs, OCOOCHHO B TeX Ccly4asX, € HEeoOXOIUMbl KOMMYHHUKATHBHBIE
CIIOCOOHOCTH, WJIM Ha OCHOBE aHKETHI, BKJIIOYarOIIed MHPOpMAIMo 00 OIbITe paboThl,
00pa30BaHUM U PEKOMEHIAINH.

4. HoBblll cityxalui, Kak MpaBuiio, IPOXOAUT UCIIBITATEIbHBIN CPOK B TEUEHUE 6 MECAIIEB.
HavanbHHK OTIENna KaJpoB pacCMaTPUBAET ATOT CPOK KakK MPOJIOJDKEHHE MPOBEPKH, HO
JIMIITH HEMHOTUX CITYKAIllUX YBOJBHSIOT B TEYEHUE STOTO CPOKA.

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. The recruiting pattern changed ...

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

4. The evaluation of employee performance ...

5. Government provides the following opportunities for the further education ...

How

IIpakTuyeckoe 3ansaTue Ne 15.
IIpakTuka peun: Administrative decision-making / IlpuHsiTHe aAMHMHHCTPATHBHBIX
pelieHuni.
L[eJ'IBI q)OpMI/IpOBaHI/IC KOMMYHUKATHBHBIX KOMHCTGHLII/IfI, OBJIaJCHUC JIEKCUKOH U FpaMMaTI/IKOﬁ
B pe3ynbpTaTe 0OCBOCHHE TEMBI CTYIEHT JOJIKEH
3HaTh: 0a30BLIE HOPMBEI yHOTpe6J'ICHI/I}I JICKCUKH, (I)OHGTI/IKI/I U I'paMMaTHUKN
YMETh: qyuTaTtb, NCPEBOAUTL W TCPECKA3bIBATH TCKCTBI HAa HWHOCTPAHHOM  A3BIKE C
HUCIIOJIB30BAHHUEM cnpaBquoﬁ u yqe6H0171 JIUTCPATYPBI; OCYHICCTBJIATH KOMMYHUKAIIUIO Ha
HHOCTPaHHOM A3BIKC
AKTYaTbHOCTB TEMBI: 00yCIIOBIIEHa HEOOXOIMMOCThIO OBNageHneM Y K-4.

TeopeTuyeckasi 4acTh:
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
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betrayed by fate. Often the most important decisions are nondecisions: we put things off, choose
to ignore problems, or to avoid situations or people and later discover that inaction has
consequences just as important as those resulting from action.

Four processes of decision-making

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

Problem definition

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

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

How a problem is defined affects how it is addressed. The problem of the homeless is a good
example. The people without home have always been with us. Most often they have been seen as
people who because of their own weaknesses could not find work and afford homes. They were
dismissed as drunks and drifters. So defined, the homeless remained a problem in the
background — a problem for the Salvation Army, not the government. But as their number grew,
we began to take a closer look. We saw individuals discharged from mental institutions, the
unemployed 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
altered 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 active
search for information the problem gained definition: air pollution is killing trees. Then, the
solutions were considered. Reducing acid rains requires costly reduction in pollution created in
regions often at great distance from the dying trees. Thus, the information defined the nature of
the policy-making.

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

Choice

As problems are defined and information about problems and outcomes is examined, choices
emerge. Weighing options and selecting are the most visible decision-making processes.
Sometimes choices are difficult and taking decisions is very hard, especially when choices are
not clear and their results are unpredictable. Should we negotiate with terrorists? Do we want to
save the lives of hostages, as family members prefer, or do we want to eliminate any incentive
for future terrorism?

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

Evaluation

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

Whether formal or informal, evaluation is another form of information gathering after the choice.
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The distinction between information search and evaluation is arbitrary. Before decision makers
reach conclusions, most try to anticipate outcomes.
The most difficult aspect of evaluating choices is establishing the criteria. The most common
criterion is the result — if things turn out well we feel that we made the right choice. But in this
case we may confuse good luck with good decision-making (consider the decision to have a
surgery: all surgery involves risk, and if a person chooses to take the very slight risk to remove a
small tumor and dies during surgery, was the decision wrong?). Results are not universal criteria
for the quality of a decision. The evaluation of any decision-making must involve looking at
results and processes as well as the situation faced by decision makers.
Models of decision-making
There is no right or wrong way to make decisions. Sometimes cautious deliberation is the best
path; at other times risks are required. But scholars speak about two broad categories of models
of decision-making: rational and nonrational models.
Rational decisions are choices based on judgment of preferences and outcomes. They are not
always turn out best and they do not eliminate the possibility of failure. Sometimes the goal is so
important that it is rational to choose an option with little promise of payoff. Opting for
experimental surgery 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 complex to
take into account multiple goals, alternatives and impacts of every alternative; the time required
to take a decision is too short; the finances are too thin to provide long researches.
Taken to extremes, rational models reduce human judgment to computation, and nonrational
models portray decision outcomes as the result of forces beyond individual control.
Both rational and nonrational models of the decision process are products of value-neutral social
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.
Jlekcuueckue €IMHHUILI 110 TEME:
impulsive decision, to make a snap judgment, ongoing choices, problem in the background, to
take a closer look, to be vaguely aware, to establish the criteria, multiple goals.
BOl'lpOCbl U 3aJ1aHUA:
1. Interview questions
1. What decisions have strong impacts on our lives? Give examples of small decisions and
the most significant ones.
2. What is the difference between good decision-making and good luck? Can we always
rely on good luck? Can we be betrayed by fate?
3. What is the best way to make decisions: thinking hard or taking risks? Why?
4. What is the first step in decision-making process: problem-definition or information
search? Why?
5. Does decision-making involve evaluating the effects? What is evaluation?

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

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

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

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)

I R
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7. Choices ... after information about problems and outcomes has been
examined. (emergence)
8. Reducing acid rains requires costly ... in ... created from dying trees. (reduce, pollute.
3.Look at the heading of the text and predict the contents of it.
4. Read the text for understanding its main points and answer the following questions:
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?
5. Insert prepositions where necessary:
1. Often the most important decisions are non-decisions: we choose to ignore ... problems,
to avoid situations, to put things ... .
2. 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.
8. An emerging view of decision-making places a stronger emphasis ... decisions as value
statements.
6. Translate into English:
1. Yacro onpenenuTs NpodiemMy Tak ke TPYJHO, KaK U HalTH ee pelieHue.
2. PykoBoauTenb HE MMEET MpaBa JeicTBOBATh 0E€30TBETCTBEHHO.
3. B mporecce noucka nHpopmauu 06 HHTEpeCyIoLeld Hac MpodieMe Mbl MOKEM
CTOJIKHYTBCSI C IPYTUMHU MPOOIEeMaMu, TPEOYIOIUMH PEIICHUS.
4. TeppopusM cTai caMoi HacylHoi npobiaemoil coBpemenHocTH. Kak pemuts ee? Kak
o0ecIeYuTh 0€30MacHOCTD JTIOASIM?
5. CJ'ICI[yeT JIX1 BECTHU NICPETOBOPHI C TeppopI/ICTaMI/I? YMEHBIIUT JH 3TO OIIaCHOCTB,
CTOSIIIIYIO TIEpPE]T JIMIIOM O€33aIUTHBIX KEHIIMH U JETEH?
6. TmarenpHO UccHeays MPoOIeMy 3arps3HEHUs] OKPYXKAIOIIEH cpeibl U ero BIUSHUS Ha
3I0POBbBE JIFO/ICH, YICHBIC TPUBJIEKAIOT K HEH BHUMAaHHUE OOIIECTBEHHOCTH.
7. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1. The text under discussion deals with the problem of ...
2. The four major elements: ..., ..., ... and ... which decision-making involves are not
sequential.
3. Problem definition and information search are the first steps in decision-making process.
They mean recognizing that a problem exists and ... .
4. Choices emerge when problems are defined and ... .
5. The most difficult aspect of evaluating choices is ... .
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IpakTnyeckoe 3ansitue Ne 16.

I'pammartuka: Gerund / I'epynamii.

enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIIETEHIINHI, OBIaJCHUE JEKCUKOW U TPaMMaTUKOM
B PE3YIbTATC OCBOCHUC TCMbI CTYJACHT JOJI?KCH

47



3HaTh: 0a30BbIe HOPMBI YIOTPEOICHUS JIEKCUKU, (POHETHKH U TPAMMAaTHKU
yMETh: 4YHMTaTh, IIEPEBOJUTb M II€PECKa3blBaTh TEKCTbl HA HHOCTPAHHOM f3bIKE C
UCTIOJI30BAHUEM CIIPABOYHOM M y4yeOHOH JIHMTEpaTyphl; OCYIIECTBIATH KOMMYHHKAIMIO Ha
MHOCTPAaHHOM SI3bIKE
AKTYaJTbHOCTB TEMBI: 00yCIIOBJIICHa HEOOXOIUMOCTHIO oBNaacHreM Y K-4.

TeopeTuyeckasi 4acTh:

I'epynnuii umeeT cBoiicTBa Kak IJlaroia, Tak U cyliecTBuTenbHoro. [1onobHoi HennyHon
(GopMBbl B pycCKOM si3blke HeT. Kak cyliecTBUTENbHOE OH MOXET BBIIOJHATH B MPEII0KEHUU
(GyHKIMU TMOJIekKAINETro, JONOJHEHHUs, OMPENETCHUs U OOCTOSATENhCTBA C mpeioroM. Kax
[JIaroJl MOXKET UMETh Iociie ceOs IMpsMoe JONOJIHEHUE U OIpPENeNAThCS HapeuyueM, MMETh
nephekTHyo HopMy, KaTETOPHUIO 3aJI0Ta, a TAKXKE BBIPAXKaTh ICHCTBHE KaK MPOIECC.

Iepynauii oOpasyeTcss OT OCHOBBI IJIarojia ¢ MOMOIIbI0 cyddukca —ing. To translate —
translating, to read —reading.

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

dopmbl repynaus comagawt ¢ popmamu Participle | m Perfect Participle. Onnako,
9TO pa3Hble (OPMBI TJIAT0JIA, OTIMYAIOIIMECS U TI0 3HAYCHHIO M 110 CHHTAKCUYECKUM (D YHKITHSIM.
®opmer  Indefinite  Gerund o0o3HavaroT IEHCTBHS, OIHOBPEMEHHBIC C JICHCTBHEM,
BBIPOKEHHBIM TJ1ar0JIOM-CKa3yeMbIM.

He likes inviting friends to his place. Ou mo6ut npurnamats apysei K cede.

He likes being invited to his friends. Ou nro06uT, KOraa ero mpurianamT K cede ero
JPY3bs.

ITepdextabie  ¢opmbr  repynausi  (Perfect Gerund) o6o3navaror — jeiicTBus,
NPEIIIECTBYIONIHNE ACHCTBHUIO, BHIPAXKCHHOMY TJ1arojoM-CKa3yeMbIM.

He is proud of having invited this man to his place. Ou ropautcst Tem, 4TO IPUTITACHIT
ATOrO YesloBeKa K cede.

He was proud of having been invited to the party. On ropauics tem, 4ro ero
HPUTIACHIIN HA Beuep.
OyHKIUY TepyHIUS
B npeonostcenuu zepynouii mosricem ovimo:

a) ITommexammm. Smoking is not allowed here. Kypure (Kypenue ) 3mech He
pasperaercsi.

0) Onpenencuuem. There are different ways of obtaining this substance. Cymectsytor
pas3JInYHbIC CIIOCOOBI MOJIYYCHHS STOTO BEIECTBA.

B) MmenHoli vacTeio ckazyemoro. His hobby is driving a car. Ero xo06u — Boxxienue
(BoauTh) MammHy (bI).

r) [psmeiM nononaenueM. The car needs repairing. MammHa HyXJIaeTcsl B PEMOHTE
(MamuHy HY)KHO PEMOHTHPOBATD).

B BblmrenpuBeAEHHBIX (DYHKIHUSAX TEPYHIUN MEPEBOIUTCS CYIIECTBUTEIbHBIM WK
UH(PUHUTHUBOM.

1) Ipeanoxubiv nononaenueM. They spoke about their travelling. Ounu roBopuiu o
CBOEM IYTEIIECTBUH (TOM, KaK OHU IYTEIICCTBOBAJIN).

B nmanHOW (YHKIUH TepyHIAWH MEPEBOIUTCS CYIIECTBUTEIBHBIM WM MPUIATOYHBIM
TPE/JIOKEHUEM.

e) ObcrosrenpctBoM. Learning rules without examples is of little use. H3yuenue
npaBui1 (U3y4yaTh MpaBuiia) 6€3 MPUMEPOB MPUHOCUT MAJIO TIOJIb3BI.

I like reading. I o060 YTeHHE (YUTATH).

Think before answering. ITogymaii npex/e 4emM OTBETUTb.

By doing that you'll save a lot of time. [lenas 3710, Thl COKOHOMMIITE MHOTO BPEMEHH.
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I am tired of waiting. 51 ycran ot oxxunanus (ycran kIaTb).

The floor of the room needs painting. ITox 3Toif KOMHATBI HY)KIACTCS B IOKPAacKe
(HY>KHO TIOKPACHUTh).

Everybody laughed on _hearing his answer. Bce paccmesuuch, ycibimas (Koraa
YCJIBIIIAJIN ) €0 OTBET.

Thank you for coming. Criacu60 3a TO, YTO BbI IPHIILIH.

He is proud of having won in the tournament. On ropautcst Tem, 4To moOemus B
TYpHUPE.

She is sorry for being late. Ona coxaneer, uTo omo3ana.

He ran without stopping. Ou 6exail, He OCTaHABINBASCH.

Before going to bed, she locked the door. [Ipexe yem siedb cnath, OHA 3amepiia IBEPb.

B nmaHHOW (QYHKIMHA TEpPyHOUH TMEPEBOIUTCS CYIICCTBUTEIBHBIM C IPEIJIOTOM,
ACCIIPUIACTUCM, TPUAATOYHBIM MPCAJIOKCHUCM.
Bonpocel n 3axanns:
1. llpouuTaiiTe U NepeBeNTE NPENJI0KEHNUS, B KOTOPBIX F'epYHINiA ynoTpedJisieTcsi B POJIM:
1)noasesxamero:
1. Computer-aided testing is determined by the aims of educational procedure. 2. Learning 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 viewpoints is
vital. 9. Carrying out experiments is a must with every scientist. 10. Measuring resistance is
necessary in many experiments. 11. Programming a computer involves analyzing the problem to
be solved and a plan to solve it.
2) MMEHHOIi YaCTH COCTAaBHOI'0 CKa3yeMoro:
1. Our aim is studying information science. 2. We started improving the device. 3. Computer-
managed learning is processing and storing students’ exam results, registering and timetabling. 4.
The main requirement is observing the rules. 5. The main point of a transformer is providing the
change of voltage. 6. It is worth (while) discussing this phenomenon. 7. The world is a fine place
and worth fighting for. 8. It is no use considering these writings. 9. Today we cannot help
witnessing a tendency in science to direct the collective efforts of a research team at the
achievement of a common goal. 10. The primary function of the office is handling the
information. 11. Programmers begin solving a problem by developing an algorithm. 12.
Businesses first began using computer systems and setting up computer departments in the
1950s.
3) NpsAMOro 0MOTHEHHS :
1. We expected being given further assistance. 2. They discussed improving the program. 3. |
like using BASIC and Pascal. 4. The device needed retesting before the experiment. 5. He
remembers being shown this project. 6. He who likes borrowing dislikes paying. 7. The
scientists’ names deserve mentioning. 8. Computer teaching programs often involve breaking a
learning task down into a series of subtasks. 9. He preferred changing the course of actions. 10. It
IS no good arguing about this issue. 11. Would you mind answering one more question. 12.
Avoid mixing these two substances. 13. Simulating an expedition, a discovery, an exploration
involves making decision and cooperation. 14. For many people, computer literacy means simply
knowing which key to press. 15. Very few people who have tried word processing would
consider going back to a paper-and-pencil method.
4) NOTOJTHEHUS C PEIJIOTOM:
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. | think of trying another approach. 8. The book
aims at acquainting the readers with modern achievements in information technologies. 9.
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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) onpeneseHus:

1. The idea of using symbols instead of words was very helpful. 2. Output devices are devices
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
corrections. 9. There is some reason for questioning this assumption. 10. Having a source code is
a way of achieving independence.

6) 00CcTOATEILCTBA:

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

2. llepeBeauTe npeasioKeHusi, 00paiasi BHUMAaHUE HA POJIb FepYH/IUs B NPeAJI0KEHUM:

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
opportunities may make life on this planet much more worth living. 5. They were against
postponing the meeting and for going on with the discussion of this problem. 6. The purpose of
the method 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. IlepeBennTe MpeNIoKEeHHsI, ONMpenessisi, KAKOi 4YacThi0 pedyd sBjsiercss —iNg ¢popma
(mpuyacrtue I, repynauii, 0TIJ1aroJibHoOe CylmieCTBUTEIbHOE).

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. IlepeBenuTe NpeaioKeHHs, ONpeae/isisi pa3jiMuue MeK1y 3aBUCUMbIMH U
He3aBHCHMBIMH FepyHANATbHBIMH 00opoTamu. O0pamaiiTe 0co00e BHUMAaHHE HA
NpeaJioru, BBOAsIUE repyHInaJbHble 000POTHI.

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. I 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
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reliable information on dealing with this type of error. 10. This is a result of our not having
specified input or output variables for the network.

5. YkaxuTe B KaKIo0M U3 CJEeAYyrmmx npeu.ﬂomennifl T€ IPU3HAKHU, 10 KOTOPbLIM BbI
Haxoaurte repynauii. [lepeBeaure npeaioxeHus.

1. We account for the incompleteness of a reaction by its being reversible. 2. Einstein’s being
awarded the Nobel prize in physics soon became widely known. 3. Adding more turns makes the
magnetic field stronger. 4. To a large extent the skilled analyst’s productivity may be attributed
to his having acquired, through many repetitions, the necessary technique. 5. There are several
precautions to be observed in making such experiments. 6. The explosion resulted from the
substance being volatile. 7. We know of computers’ being used in many fields of human activity.
8. There 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.

IIpakTnyeckoe 3ansaTue Ne 17.
IIpaktuka peun: Creating a Team Culture / Co3gaHue KOPIOPATHBHOH KYJIbTYPbI
KOJIVIECKTHUBA.
I_[eJ'IBZ (DOpMI/IpOBaHI/Ie KOMMYHUKATHBHBIX KOMHeTeHHHﬁ, OBJIAJCHUC JICKCUKOH U FpaMMaTHKOﬁ
B pe3synbprare 0CBOCHUE TEMBI CTYACHT OJIKEH
3HATh: 0a30BbIE HOPMBbI yHOTpe6HeHI/I}I JICKCUKH, (I)OHGTI/IKI/I H rpaMMaTUuKHU
YMCTh: qyuTaTtb, HNCPEBOAUTL W INCPECKA3bIBATL TCKCTBI HAa HWHOCTPAHHOM  A3BIKC C
HUCIIOJIB30BAHHUEM CHpaBO‘{HOﬁ u yqe6H0171 JIMTCPATYPBI; OCYHICCTBJIIATH KOMMYHUKAIIUIO Ha
HHOCTPAaHHOM A3BIKC
AKTYanbHOCTh TEMbI: 00yCIIOBJIEHa HEOOXOIUMOCTHIO OBNaieHneM YK-4.

TeopeTuyeckas 4acTh:
Once you decide to create a team to address some organizational opportunity or problem, you’re
faced with a decision: What kind of team should you set up? There are three major categories of
teams, including: formal, informal, and self-managed.
Formal Teams
A formal team is a team that is chartered by an organization’s management and tasked to address
specific issues or to achieve specific goals. Types of formal teams include:
* Task forces: These are formal teams assembled on a temporary basis to address specific
problems or issues. A task force could, for example, be created by managementto get to the
bottom of recent customer complaints about product quality. Task forces most often are given
deadlines for addressing their problems or issues and reporting their findings back to
management.
» Committees: Committees are long-term or permanent teams designed to perform an ongoing,
specific organizational task. Examples include safety committees required by company liability
insurance policies and employee morale committees designed to make the workplace more fun
for workers.
» Command teams: Command teams combine some aspects of a regular hierarchy with teams
because they are comprised of a manager or supervisor and all the employees who report directly
to him or her. While employee input and suggestions are often solicited, there is no question that
the manager or supervisor is in charge and that he or she will ultimately make important team
decisions. Some common examples of command teams include disaster operations teams,
company sales teams, and management teams.
As integral parts of the official structures of the organization in which they function, formal
teams play an important role, both in facilitating communications between the different levels of
the organization, and in organizing people to get things done.
Informal Teams
Casual associations of employees that spontaneously develop within an organization’s formal
structure are known as informal teams and some observers consider them to be more important
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in how work gets done than their formal team siblings. Informal teams can form and disband
anytime, anyplace, and they may arise for a wide variety of reasons.

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

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

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

Self-Managed Teams

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

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

The most effective self-managing teams are:

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

*Small because large groups create communication problems.

Self-managing and empowered to act because referring decisions back up the line wastes time
and often leads to poorer decisions.

*Multifunctional because that’s the best—if not the only—way to keep the actual product and its
essential delivery system clearly visible and foremost in everyone’s mind.

Jlekcuueckue €IMHHUILI 110 TEME:

charter - ycras

issue - Bompoc

temporary - BpeMeHHbII

deadline - kpaiinuii cpok

0Ngoing - MOCTOSHHBIN

liability - oTBeTcTBEHHOCTB

solicit - xomaraiicTBOBaTh

facilitate - cmocobcTBOBaTH

casual - cryvaitHbIit

sibling - poxHoii Opar

disband - pachopmupoBbIBaTH

repercussion - mociaeaCTBHS

tap - kpan

a bang-up captain — nepBOKJIaCCHBIM KallUTaH

essential - cymecTBeHHBbIIH

foremost - mepBoouepenHoi

Bonpocel u 3apanus:

1. Find in the text the following words and word combinations:

CTOJIKHYTBCA C PCIICHUEM

0OpaThCst 10 TITyOUHBI

pe3yAbTaThI PACCIEI0BAHUA

JIOJITOBPEMEHHBIN

OBITh OTBETCTBEHHBIM 32 YTO-JTHO0

HEOThEMIIEMAA 4aCThb
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MHOTO() YHKITHOHAJIbHBIN

BUJIUMBIA

2. Fill in the gaps with the following words:

freely hierarchy deadlines insurance attributes

1)Task forces most often are given.... for addressing their problems or issues and reporting their
findings back to management.

2) Because informal teams are not chartered by management, they are safe for employees to
speak..... and without fear of negative repercussions.

3) The new kid on the team block, self-managed teams hold much promise for organizations

by combining the best.....of both formal and informal teams.

4) Command teams combine some aspects of a regular..... with teams because they are
comprised of a manager or supervisor and all the employees who report directly to him or her.

5) Examples include safety committees required by company liability...... policies and
employee morale committees designed to make the workplace more fun for workers.

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

4. Answer the questions:

1) What is a task force?

2) What types of committees are there?

3) Who is in charge for a command team?

4) Why are informal teams necessary?

5) What are the features of a good self-managed team?

5. Match the teams and their features.

Team characteristics

Task forces supervisor is in charge

Committees form anytime, anyplace

Command teams on a temporary basis

Informal teams people from different parts of the organization

Self-managed teams perform an ongoing organizational task

6.Retell the text.

IIpakTyeckoe 3ansaTue Ne 18.
IIpakTuka peun: The Impact of Downsizing / IlociencTBusi COKpameHus TATOB.
enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIIETEHIINM, OBIaJECHUE JEKCUKOW U TPaMMaTUKOU
B PE3YIbTATC OCBOCHUC TCMbI CTYJACHT JOJI?KCH
3HaTh: 0a30BbIE HOPMBI YIIOTPEOIEHUS JTEKCUKHU, (POHETHKU U TPaMMAaTHKH
YMCThb: 4YWTaTb, HNCPECBOAUTL W IICPECKA3BIBATH TCKCTBI HA HWHOCTPAHHOM A3BIKE C
UCIIOJIb30BAaHUEM CIPAaBOYHOW U Yy4eOHOM JHTEpaTypbl; OCYHIECTBIATH KOMMYHHKAIMIO Ha
HHOCTPAaHHOM A3BIKC
AKTyaJTbHOCTh TEMBI: 00YCIIOBJIEHA HEOOXOAMMOCThIO OBIaieHneM Y K-4.

Teoperuyeckas 4acTh:
Interestingly enough, when times get tough for organizations and they are forced to cut costs and
lay off employees, managers are often among the first to go.
Why? Because, it can be argued, they don’t really produce anything of value. Sure,they are
responsible for creating budgets, and controlling costs, and writing procedures,and designing and
organizing departments and procedures; very few managers actually produce products or deliver
services to customers.
Some of you may recall the business-reengineering craze of the early 1990s when large
corporations such as IBM, AT&T, General Motors, and others laid off hundreds of thousands of
employees—all in the name of improving business efficiency and lowering costs. As it turns out,
many of these people were managers who—top executives realized—would barely be missed
when they were gone. As the supervisors and managers who filled the middle ranks of
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organizational hierarchies were disposed of, the hierarchies collapsed, leaving flat organizations
with only a layer or two between top executives and frontline workers. Besides saving money,
this outcome had the added benefit of breaking apart deep-seated, rigid hierarchies and leaving
much faster and more flexible organizations in their wake.

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

* Decision making: The decision-making process was a bad joke in many organizations—
particularly large organizations—where bureaucracy, turf battles, and corporate politics reigned
supreme.

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

« Communicating: As layers of middle managers disappeared so did a lot of organizational
friction, allowing communication to flow much more freely and much more quickly—from top
to bottom and across departmental boundaries.

* Responsiveness: With fewer levels in the organization, employees can be empowered to be
more responsive to customer needs as well as encouraged to take greater initiative in their jobs.
* Bottom-line benefits: Organizations that rid themselves of droves of middle managers—

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

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

« Greater utilization of technology: To keep current and connected, organizations are coming to
rely more heavily on technology to better communicate and implement the organization’s
service.

Jlekcnueckue C€AUHHUIBI 110 TEME:

get tough - cTaHOBHTCS KeCTKOM

lay off - yBONBHATS

recall - oT3b1B

hierarchy - nepapxus

frontline workers - paboTHHKHU TepBOTO MIaHA

retooled organization - mepeo6opymoBaH opraHu3anus

turf battles - 6ops6a 3a cepsl BusHUS

reign supreme - 6e3paszenbHO BIacTBOBATH

friction - Tpenune

droves - Tomme!

Bonpocsl u 3aganus:

1. Find in the text the following words and word combinations:

OKa3bIBaTh YCIYI'U

YBOJIUTH

pYXHy"I;B

KOCHBIU

IyOOKO CUASIIIUN

OropoKpaTHs

YCKOPHUTD

0CBOOOINUTHECS OT

rmojiaraTtbCs
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2. Fill in the gaps with the following words:

authority retirement costs trimmed initiative

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

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

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

4) This was a happy time for their newly...... down and responsive organizations.

5) Many of them took early....., started their own businesses, or learned new job skills and found
work elsewhere

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

4. Answer the questions:

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

2) What are managers responsible for?

3) What happened when the hierarchies collapsed?

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

craze of the early 1990s/

5) Why did employees become more responsive?

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

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

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

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

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

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

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

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

6. Write a summary of the text above.

IIpakTyeckoe 3ansaTue Ne 19.
IIpakTuka peun: Receiving visitors / [Ipuem noceruresiei.
enb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIIETEHIINM, OBIaJECHUE JEKCUKOW U TPaMMaTUKOU
B PE3YIbTATC OCBOCHUC TCMbI CTYJACHT JOJI?KCH
3HATh: HOPMBI YIIOTPEOICHUS IEKCUKY aHTJIMICKOTO si3bIKa B IpodeccronansHoi chepe
YMCTh: YUTATh U NCPECBOAUTDH CIICHUAIIBHYIO JIMTCPATYPy IJIS IMOIOJIHCHUA HpO(I)eCCI/IOHaJ'ILHLIX
3HAHUM;
OCYHICCTBIIATDH HpO(I)eCCI/IOHaJILHYIO KOMMYHHKAIIUIO B yCTHOf/'I U MHUCbMEHHOH (I)opMax Ha
AHTJIMICKOM SI3BIKE.
AKTYanbHOCTBH TEMBI: 00yCIIOBIEHa HEOOXOIUMOCThIO OBNageHueM Y K-4
TeopeTuyeckas 4acTh:

Receiving visitors is one of a secretary's daily responsibilities. Secretaries who receive
visitors are called receptionists. In a large company, visitors may report to a reception
area and you will be advised that they have arrived. In a small company, visitors may report
directly to your desk. In any event, it is your responsibility to greet each visitor with a smile and
make each one feel welcome.

There are different tasks and procedures involved in receiving visitors with an
appointment and without an appointment. Receptionists should be notified by executives or
their secretaries of all the appointments which have been made each day. This should be
done in advance or at the beginning of each day.

Executives should report their movements (for example, going to see an important client,
going to lunch) to a receptionist throughout the day. If the receptionist has this information, she
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can receive and talk to visitors without any hesitancy when they arrive, and there will be no
appearance of inefficiency

BOl'lpOCLI U 3aJaHUSA .

1. HajituTe CHHOHMMBI K CJI0BAM;.

HOW TO REALLY LISTEN TO YOUR CUSTOMERS

Active listening, hearing what your customers really say, treating each and every one of
them as individuals no matter how much your business grows is what it’s all about.
Being sensitive to your clients’ needs is essential in some industries, and in others a very
useful way to build rapport and grow your business.

A whole industry has been built around being sensitive to customer’s needs — it’s called
Customer Relationship Management (CRM) — these computer systems are founded upon
the principals of good communication which are proven to increase sales.

Listening is one of the most important skills we have and how well we do it has a major impact
on the relationships we build. Listening also happens to be one of the things that we do
poorly — it requires that we fully concentrate, understand, respond and then remember what is
being said.

People often work in busy, noisy environments that are distracting and research suggests
that you remember less than half of what we hear, so there is some genuine evidence to suggest
we should develop our listening skills. Staying present when our customers are speaking is a
challenge — try to look at your customers when they’re speaking, keep your mind clear of
distractions and avoid preparing a response to what you’re hearing — just let your mind absorb
what they say and empathise.

There is an art to asking the right questions and to listening actively, it starts with a clear mind
and follows with a nod and smile and by mimicking the facial expressions of the speaker. Ask
questions —you can always start with the comfortable territory and slowly build up to more
personal questions.

Continuing professional development ensures you are not only competent but it gives you
and your staff the confidence to do what you do with perfection. A loyal and satisfied customer
will not only become a repeat customer, they also inherently support your business by bringing
friends and families into the fold.

2. 3ano/1HMTe NPONYCKHU B NPeIJI0KEeHUAX, HCIOJb3Ysl €CJ10Ba U3 Ta0JMIbI TOIbKO 1 pa3:

A PERFECT HANDSHAKE

symbolize straightforward introduction vertical position relations weak

pressure count strengthen decipher personality art

1. The handshake; a simple gesture offered in a greeting or farewell. It’s a meeting of palms in a
rhythmic motion to __ peace and goodwill.

2. While a handshake might seem a fairly simple and  gesture, it’s actually a highly
psycho social ritual. It’s a powerful social tool of influence and trust, comprised of swift
movement, eye contact and appropriate grip and rhythm.

3. Prepare for your __ by ensuring all objects such as briefcase, documents and cell phone are in
your left hand. If at a social or networking event, hold your cocktail in the left and ensure your
right hand is dry to the touch when the handshake is called for.

4. Enter into the handshake in a neutral stance by offering your hand in a __ with palm directly
facing recipient’s palm and ensuring there is palm to palm contact. This contact is
instrumental in sending signals of open, honest and trustworthy . Positioning your hand
on the top with palm facing down signifies dominance. In contrast, offering your hand with
palm facing up, signals submission. Know your intent and position your hand accordingly.

5. The grip of a handshake can be the most critical component of execution. The grip should be
strong and firm without being overly aggressive or forceful and never __. When in doubt, match
the grip of the individual with no more than two degrees of added __.

6. Keep the handshake to three pumps ata __ of one, two, three.
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7. In order to __ the connection, ensure you make three seconds of eye contact while
shaking hands. To perfect the timing, focus long enough to __ the color of the individual’s eyes.
8. Handshake can instantly reveal aspects of your __ and is used as a source of information for
forming impressions and judgments. Understanding the _ of the handshake is an
invaluable social skill that ensures you master your influence with each and every meeting.

IIpakTyeckoe 3ansaTue Ne 20.
I'pammaruka: Passive Voice/ CTtpagarebHblid 37101,
enb: ®opMUpOBaHNE KOMMYHUKATUBHBIX KOMIIETEHIIMHI, OBIAJAECHUE JEKCUKOW U TPaMMaTUKOU
B pe3ynbraTe 0cBOeHHE TEMBI CTYAEHT JA0KEH
3HATh: HOPMBI YIIOTPEOICHUS JIEKCUKHU aHTJIMHCKOTO S3bIKa B MPO(ecCHOHaBbHOU cdepe
YMETbh: YUTAaTh U TEPEBOAUTH CHEIUAIBHYIO JTUTEPATYPY IS MOMOJHEHHS MpodeccroHalbHbIX
3HAHUM;
OCYIIECTBIISITh MPO(PECCHOHANbHYI0O KOMMYHUKAIIMIO B YCTHOM W MUChMEHHOW ¢opMax Ha
AHTJIMHACKOM SI3BIKE.
AKTYanbHOCTh TEMbI: 00yCIIOBJIEHa HEOOXOIUMOCTHIO OBNaieHneM YK-4.
TeopeTuyeckas 4acTh:

CrtpanarenbHblii 30T

B aHrnmiickom s3bIKEe TJIarosibl MOTYT MMETh J[Ba 3ajora: JelcTBuTenbHBIA (the Active
Voice) u crpagatenbHbii (the Passive Voice).

['maron B JEHCTBUTENBHOM  3aj0re  IOKa3bIBaeT, YTO JIEWCTBHUE  BBINOJHAETCH,
CoBepIIaeTcs JUIOM WM MPEAMETOM, 0003HAUYEHHBIM MOJICKAIIUM.

['maron, B cTpajareapbHOM 3ajiore IMOKAa3bIBAET, YTO JIMLO WM MpPEAMET, 0003Hau€HHBIH
MOJJICKAITUM, HCIBITHIBAET BO3JCUCTBHE WJIM HAXOAWTCA B ONPEACICHHOM COCTOSHUU B
pe3ynbTare Kakoro-to Bo3AeicTBUS. DYHKIMM CTPaJaTelIbHOrO 3ajora B aHIVIMHCKOM SI3bIKE
ropaszo UIMpe, YeM B PYCCKOM SI3BIKE.

OO6pa3oBanue cTpanarenbHoro 3ajiora. CTpamaTenbHBIN 3aJ0r 00pa3yercs B aHTJIMMCKOM
A3bIKE€ C MOMOIIBIO BCIIOMOTaTeNbHOTO Tarona to be u ¢opmel npuyactus Il cmbicioBoro
ry1arojia. To MOKHO MPEACTaBUTH (HOPMYION:
to be + Participle Il
®opma npuuactua Il  HMKOrzma He M3MEHSETCs, a IOoKa3aTeleM JMIA, 4KMClIa U BPEMEHU
SBIISIETCSl BCIOMOTAaTeNbHBIN I1aron to be.

['maron to show B cTpagaTensHOM 3aore BpemeH rpynmsl Indefinite.

| nuio en. ynMcna HACTOSILErO BpEMEHU am

3 MO eJI. YKcia HACTOSIILEro BpEMEHH 1S

MH. YHCJIO HACTOSLIETO BPEMEHU are

€. YMCIIO MPOIIEAIIero BpeMeH was shown

MH. YHCJIO IPOLIEIIET0 BPEMEHU Were

1 muo Oynymero Bpemenu shall be

npyrue nuia oyaymiero BpemeHu will be

OtpunarenbHas Gopma cTpagaTelbHOTO 3ajora oOpa3yercs HpU MOMOIIM OTPUIATENIbHOM
4acTULBI NOt, KOTOPasi CTAaBUTCS IIOCIJIE IEPBOTO BCIIOMOTaTENILHOTO TJ1aroa:

I am not shown MHe He moka3bIBalOT

He is not shown Emy He nmokasbiBatoT

We are not shown Hawm He nokasbiBaroT

She was not shown Eii He moka3biBanu (He TOKa3aIH)

They were not shown WM He moka3siBayin (HE TTOKA3aJIH )

I shall not be shown Msue He nokaxyT

It will not be shown Ewmy (pebGenky) He mokaxyT

BonpocurenbHas gopma cTpamaTenbHOro 3aiora odpa3yercsi MOCTaHOBKOW IEpBOTO
BCIIOMOTaTeNIbHOTO IJ1aroia nepes Mo IeKaliuMm:

Am [ shown? MHe noka3bIBarOT?
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Is he shown? Ewmy nokasbiBatot?

Are we shown?Hawm moka3psiBarot?

Was she shown? Eii moka3biBanu?

Were they shown? WM nokassiBasiu?

Shall | be shown? Mue nokaxyt?

Will it be shown? Emy (pebGeHKy) mokaxyT?

YnorpebiieHne cTpagaTeabHOro 3aJI0Ta. B aHTTTUHCKOM SI3bIKE BCE OOBEKTHBIE TIaroJibl MOT'YT
YIOTPEOIATHCSI B CTPAJaTeIbHOM 3alIore, TOTAa KaK B PYCCKOM SsI3bIKE B CTPalaTeIbHOM
3aJI0T€ MOTYT YIOTPEOIATHCS TOJBKO TEPEXOJIHBbIC TJAroibl. B aHMIHIICKOM  sI3BIKE
yIOTpeOJieHHEe  CTPaJaTeIbHOr0 3ajora ropasio IIUpe, YeM B PYCCKOM SI3bIKE, TaK Kak
KaTeropusi OObEKTHBIX TJIAroJioB (MIPUHUMAIOMIMX 000 JIOMOJIHEHHE) 3HAYUTENBHO IIHpe
KaTeropuu  MEPEeXOJHBIX  IJ1arojoB  (MIPUHUMAIOIIUX  TOJBKO MPSIMOE JOMOJHCHHE —
JIOTIOTHEHNE B BUHUTEIBHOM Tajiexke 0e3 Mpeasora).

[Tomiexaiee NMPEUIOKEHUST B CTPAJATEIILHOM 3aJI0T€ B PYCCKOM SI3bIKE SIBIISICTCS BCET/a
MMpAMbIM, HCIIOCPCACTBCHHBIM 00BEKTOM HeﬁCTBHH, T.C. 110 3HAYCHUIO COOTBCTCTBYCT
NPSIMOMY JIOTIOJTHEHUIO TIPE/IJIOKCHHS B JCHCTBUTEIHLHOM 3aJI0TE.

[Toxnexaree MPEeAoKEHUS B CTPAJATEIbHOM 3aJI0T¢ B AHTIUHCKOM SI3BIKE MOXKET TaKXKe
0003HauaTh MPSIMON HEMTOCPEICTBECHHBIN OOBEKT JICHCTBUS, HAIPUMED:

Houses are built very quickly now. JToma ceituac cTposiTcst OueHb ObICTPO.

This house was built last year. DToT 10M ObLIT TOCTPOEH B MPOIILIIOM TOAY.

Bonpocs! u 3axanus:

1. VYmoorpeOute HYy)KHOE BpeMsl IEHCTBUTENBHOTO WM CTpagaTelIbHOTO 3ajiora rJaroia,
JTAHHOTO B

CKOOKax:

1. He must (to remind, to be reminded) that we’ll have a meeting tomorrow. 2. Their lesson
must (not to

interrupt, not to be interrupted). 3. He (to tell, to be told) to take care of the wounded
man. 4. It was

difficult for them (to find out, to be found out) his address. 5. Many guests (to invite, to be
invited) to my

brother’s birthday party yesterday.
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