UNIT 1
ABOUT MYSELF
1. Read and translate the text
1. About Myself. Facts from the Biography. My name is Dmytro. My patronic name is Romanovych. My surname is Vasyk. I am seventeen. I come from Pryluki region. My native village is Kurakivka. I was born on February, 13, 1996. I graduated from secondary school last year. I entered Nizhyn Agrotechnical Institute in 2015. Now I have got accommodation at its hostel. I am a freshman of Economic, Management and Logistic Faculty. I am a full-time student but I am not a monitor of our group. 
2. My Family. Appearance and Character. My parents live in my native village. We are always glad to meet at our parents’ appartment. My family consists of 4 members. My farther’s name is Roman Petrovych. He is forty-one. He is a tall black-eyed person. He is a driver by his occupation. My mother’s name is Svitlana Ihorivna. My mum is thirty- nine. She is a tender and a gentle curly woman and she is a very tidy person by nature. She is a book-keeper on the petrol station by her occupation and she has much work to do about the house and orchard. My older brother’s name is Ostap. He is twenty - five. He is a well-educated, clever and busy person. He is a mechanical engineer by his occupation. He is not married yet but he is going to have a wife and a couple of twin-children in the nearest future. As for me, as I was born under constellation of the Auquarius. I am dark-eyed, curious and admiring travelling. I am tall, my hair is brown. Everybody says I take after my dad in every way. All of us try to avoid noisy arguments and quarrels. We have several family traditions and it is up to us to help each other in every case. 
3. Students’ Life. I stepped after my relatives. My future speciality deals with economic. I chose it because like exact sciences, epecially Math and Drawing. They come easy to me and train order in the way of thinking. 

I am an open-minded person. I’d like to drive vehicles and to construct differect mechanical devices and petrol stations. I want to deal with traffic regulation too. I expect to develop my aptitudes studying at NATI and to get driving license too. I’ ll try to study properly to receive state grant. I am going to apply my knowledge and to earn some aditional salary on the upper courses. My working day starts at half past seven when the alarm clock wakes me up. I try to deal with English proverb «An early riser is sure to be in luck». I’m already used to take a cold shower as I feel cheerful after it.I do my bed, dress me up and have a breakfast. I leave hostel at quarter past eight. My periods begin at eight. We study different general and special subjects, for example, Math, Physics, Drawing, Professianal Ukrainian and English Languages, History, PhT, Culture etc. We must consult with time-table to find correct educational block to attend adequate class. Normally we have three or four classes a day. Sometimes I have a bite at our institute canteen or stay later at the reading room to prepare for seminars. When I’m back home I feel like having a rest. So I prefer to cook or warm up the dinner and to take a nap. It takes me about three hours to do my hometask properly. If I have several hours off at my disposal I try to do something useful about the hostel especially when I am on duty there.
4. Free time Activities. My hobby is not playing table tennis or computer games. I like to play chess more. Twice a week I go to the swimming pool to keep myself fit or attend additional lessons in English. I am also fond of going to disco and parties. Sometimes I try to play guitar and even make some tunes. I can not call myself a great sportsman, interpreter, dancer or musician but at the same time I enjoy these hobbies much. 

As I live at hostel I have a lot of friends here. In the evening I like to watch TV and to share the day news with my group-mates because I can’t be alone for too long. As a rule I go to bed at 11 oclock p.m to have a rest and to be able to start my students day again early in the morning.

2. Answer the following questions:

1.What Institute and Faculty do you study now ? 2. How old are you? 3.Where do you come from? 4. What is your family and what are your occupations? 5. What year student are you? 6. What proverb do you know according to working day? 7. What are your hobbies? 8. What do you do after periods? 9. When do your classes begin? 10. What are the main subjects to be studied?
	3. Fill in the table with 15 words from the text
Слово
	Транскрипція 
	Переклад

	
	
	


UNIT 2
KYIV — THE CAPITAL OF UKRAINE
1. Read and translate the text

The capital of Ukraine is Kyiv. It is the largest and the most important city of our country. It has the population of 2,6 million inhabitants and occupies an area of 790 square kilometers. Kyiv of today is the political, economic, scientific, industrial and cultural centre of Ukraine.
Kyiv is one of the largest and oldest cities in Europe. It was first mentioned in historical documents in the fifth century. It is more than 1,500 years old. According to the legend, once there were three brothers: Kiy, Shchek and Khoriv and their sister Lybid. They settled on the hills above the Dnieper and founded a city on one of the hills and called it “Kyiv” after the eldest brother. In the centre of the city you can see the remains of the Golden Gate which is about a thousand years old. Once it was the main entrance to the city, From the 9th century Kyiv was the capital of the feudal state of Kyiv Rus, a powerful state with highly developed culture and various crafts widely known throughout Europe.
As Kyiv is a very ancient city, there are a lot of places of historical interest in it. Among these places are: St. Sophia's Cathedral, Kyiv-Pechersk Lavra, St. Volodymyr's Cathedral, Church of St. Andrew, the Golden Gate, Vydubetsky Monastery, Askold's Grave and others, There are also many monuments to the great people of Ukraine such as Taras Shevchenko, Lesya Ukrainka, Bohdan Khmebiyisky, Prince Voidymyr and many others.
Kyiv is a great cultural centre, famous all over the world. There are a lot of fine museums in it: the Museum of Ukrainian Art, the Historical Museum, the Museum of Western and Oriental Art, the Taras Shevchenko Museum, the Museum of Ethnography under the open sky in Pyrogovo and many others.
Kyiv is also famous for its theatres such as the Opera House, the Ivan Franko Ukrainian Drama Theatre, the Lesya Ukrainka Russian Drama Theatre, the Puppet Theatre and others.
Kyiv is also a great scientific centre. A lot of research institutes, higher educational establishments, among which are Shevchenko State University, Politechnical University, Kyiv-Mogyla Academy, colleges, schools are located in it. It is the seat of the National Academy of Sciences of Ukraine.
As a great economic and industrial centre, Kyiv has a lot of banks, business offices and industrial enterprises. They produce things and goods which go to the various comers of our country and abroad.
Kyiv is a great transport centre and has a large railway station, several bus- stations, a big river-port and two up-to-date airports.
As the political centre of Ukraine, Kyiv is the seat of the Supreme Rada (the Verkhovna Rada), the Cabinet of Ministers and the residence of the President. Ambassadors of many countries have their offices in Kyiv, too.
Picturesque green banks and hills, wonderful beaches of the Dnieper and, of course, the Kreshchatic, one of the most beautiful streets - all these make Kyiv unforgettable. Not only Kyivites but all the citizens of Ukraine are proud of their capital.
	2. Fill in the table with 15 words from the text
Слово
	Транскрипція 
	Переклад

	
	
	


3. Ask  5 questions about the text.
UNIT 3
NIZHYN

1. Read and translate the text

Nizhyn is a small town on the Oster River and a district centre in Chernigiv region. It is not large. The population of Nizhyn is about 80 thousand people and it occupies the territory of about 42 square kilometers.

Nizhyn is an ancient town and is first mentioned as Unenizh under the year 1147 in the Chronicle. It occupied a special place among Kyiv Rus’ towns. That is why the history of the town goes back to the times of Old Rus. In 1994 we celebrated the 1000th anniversary of its foundation.

Situated at the junction of several major trade routes, Nizhyn developed into an important manufacturing and trade centre. Nowadays Nizhyn is an industrial and agricultural centre of Chernigiv region. Its plants, factories, collective farms produce various things for the national economy and different consumer goods for the people. Today Nizhyn plants produce farm machinery, household chemistry, clothes, building materials and other things. There are large plants such as the Agricultural Machine -Building Plant, the Mechanical Plant, the plant “Progress” and some small factories. So the industry of our town plays a great role in the economic development of Ukraine.

Nizhyn is an important centre of culture and education. It has several museums such as the Gogol Memorial Museum, the museum of Rare books, the museum of Regional Ethnography, the “Post Station” Museum and others. There are a lot of places of historic interest in our town. About 300 streets, 10 parks, squares, gardens, over 20 monuments, 36 churches and cathedrals are in Nizhyn.

There is a great number of educational establishments in Nizhyn among which are nurseries, 17 secondary schools, Agrotechnical Institute, Medical School and Cultural College. A special place among the educational establishments of the town belongs to the Nizhyn Gogol State University. M. Gogol studied here from 1821 till 1828.

Nizhyn is an interesting place for tourists. Many historical places attract them to our town. They can see ancient cathedrals, churches and monuments to famous people. There are monuments to famous writers T. Shevchenko and M. Gogol, to the outstanding Ukrainian statesman and military leader B. Khmelnitsky, to the Heroes of the Great Patriotic War L. Gubina and Y. Batyuk, to the famous Ukrainian theatre actor M. Zankovetska and others.

Nizhyn is a green town because it contains numerous parks and gardens. In the centre of the town there is beautiful Shevchenko park with the monument to the great Ukrainian poet and artist Taras Shevchenko in the middle of the park.

Many people visit it on days off to have a good time there.

Nizhyn is itself a large monument which over a long period of time has been erected by collective wisdom and creative efforts of many generations.

2. Fill in the table with 15 words from the text
	Слово
	Транскрипція 
	Переклад

	
	
	


3. Ask  5 questions about the text.
UNIT 4
OUR INSTITUTE
1. Read and translate the text

On the first of July, 1995 we celebrated the hundredth anniversary of Nizhyn Agrotechnical Institute. The history of our educational establishment is interesting atid varied. It was founded on the 1-st of July, 1895 as a vocational school. That School occupied a private building and V. I.Nechkin was the first inspector of it. Locksmiths, welders and other specialists were trained at that time.
It is interesting to know that in 1900 teachers and students of the vocational school participated in the exhibition in Paris and in 1907 - in Kyiv, where they presented sowing-machines, winnow-machines and other exhibits. As a result, they were awarded a gold medal. The name of our educational establishment has been changed several times and from 1930 it was known as the technical school of mechanization. From 1931 till 1941, 330 specialists have been trained. In 2000 it was transformed into Nizhyn Agrotechnical Institute.
When the Great Patriotic War began all people as one man rose to defend their Motherland. Many teachers and students of our institute fought against the fascist invaders too. For the heroism displayed by them, they were awarded the orders and medals. M. Isayenko and M. Prudkov were marked with the highest award for their feat - the title of Hero of the Soviet Union.
After the war people started rebuilding of destroyed economy and development of virgin and unused lands. And the teachers and students of our institute were among them.
The Government of Ukraine highly appreciated the achievements of our educational establishment in training specialists for agriculture and in 1971 it was awarded the Order of Honour.
Nowadays our institute is situated in the center of the town. It runs full-time and correspondence course. There are 2 departments at our institute: the Department of Engineering and Energy and Economics, Management and Logistic Department. There are many modern classrooms, well-equipped laboratories and workshops where students have their practical training.
Our library is on the first floor, it contains a lot of textbooks and fiction. There is also a large reading hall where students often do their homework.
All the students of the institute study general educational subjects. They are literature, a foreign language, sciences (Physics, Mathematics, Chemistry), and the history of Ukraine. The students also study specialized subjects. Much attention is paid to practical training. In their spare time students go in for sports. They may use their own gym and open air sports grounds. Various sports events take place in our gym every year. Many students like to take part in the work of technical hobby circles guided by experienced instructors. Some of our students live in the hostels. They are not far from our institute.
2. Fill in the table with 15 words from the text
	Слово
	Транскрипція 
	Переклад

	
	
	


3. Ask  5 questions about the text.
UNIT 5
MANAGEMENT AND MANAGER

1. Read an article about levels of management. Before reading, answer the following questions:

1. Can you define the term “management”?

2. What does the job of a manager involve?

Management means the members of administration of a business or an organization. They may be or may be not the owners of the business. But they are always selected by the owners to be responsible for different functions of the organization. A typical organization has three layers of management: the senior management, the middle management and the junior management.
Heads of major departments within the organization make the senior level. Leaders of sections make the middle management level. The junior management level provides a link with the rest of the workforce.
The word “management" has also another meaning. F. Pitt and V. Baker in "Management and Information" define it as "the making of decisions on the allocation of resources".
The common essential of all management activity is the flow of information. That is, the inward flow of data on which decisions can be based and the outward flow of the decisions.
A good definition of a manager is given by W. Brown and E. Jaques. A manager is "an individual who is accountable for more work than he/ she can do themselves and who gets some of it done through other people". This definition is related to managers who function at all levels.

The main functions of a manager are:
1) to forecast and plan (seeing into the future and drawing up plans of action);

2) to organize (to put plans into operation);

3) to command (to get the best performance from the staff);

4) to co-ordinate (to make it sure that each department's efforts harmonize with those of other departments);

5) to control (to see that everything works according to plan). Traditionally, there are the two styles of management - autocratic and democratic. Let us consider them.

Autocratic managers set objective for the group demonstrating their power and authority. They give orders and expect group members to obey them without any question. It is clear that in such situations group members do not make their own decisions.

Democratic managers, on the contrary, let group members set their own objectives. If they give orders they explain why and give reasons for their orders. Group members take part in decision making, they express different points of view. What is more, democratic managers take into consideration all their opinions before making a final decision. They also demonstrate the fact that the opinions of group members influence a final decision.
Researches show that the democratic style of management is much more effective. It leads to higher labour productivity, feelings of involvement into business and job satisfaction.

Of course, the autocratic management style can also achieve high productivity. However, researches show that such group members experience conflicts with management more often. They also show dissatisfaction with their work more often.

2. Find the words in the text to match the following definitions.
a) organized according to the principle that everyone has a right to be involved in making decisions –

b) the activity of controlling and organizing the work that a company or organization does –

c) information or facts –

d) organized according to the principle when a system of a company in which one person or group has unlimited power –

e) to make a statement saying what is likely to happen in the future, based on the information that you have now –

f) to organize an activity so that the people involved in it work well together and achieve a good result –

g) a feeling of not being satisfied –

h) all the people who work in a particular company –

3. Decide whether the following statements are true or false.
1. The members of administration of some business or organization can never be the owners of the business.

2. There are two styles of management.

3. Leaders of sections make the senior level.

4. One of the manager’s main functions is to organize an activity in such a way that a company could achieve a good result.

5. Autocratic managers let group members set their own objectives.

6. The democratic style is considered to be more effective than the autocratic one.

7. Conflicts appear oftener in companies with the autocratic style of management.

8. Group members may set their own objectives in companies with democratic style of management.

9. As a rule managers use more than one style of management.

10. Management styles vary.

4. Answer the following questions.
1. What is the meaning of the word "management"?

2. What layers of management has a typical organization?

3. All management activity is the flow of information, is not it?

4. What a definition of a manager do you know?

5. What are the five main functions of a typical manager?

6. What is the difference between autocratic and democratic managers?

7. What do modern researches show?

5. In groups, discuss the following questions.
1. What qualities and potential abilities are necessary to become a good manager?

2. Do you agree with the opinion that “true leaders are born, not made”?

UNIT 6

LEVELS OF MANAGEMENT

1. Read an article about levels of management. Before reading, answer the following.

1. What do you know about management levels? How many levels are there? What are they?

Each organization can be represented as a three-story structure or a pyramid. Each story corresponds to one of the three general levels of management: top managers, middle managers, and first-line managers. At the basic level of this pyramid there are operating employees.

A top manager is an upper-level executive who guides and controls the overall activities of the organization. Top management constitute a small group. They are generally responsible for the organization’s planning and developing its mission. They also determine the firm’s strategy and its major policies. It takes years of hard work as well as talent and good luck, to reach the ranks of top managers. They are president, vice president, chief executive officer, and member of the Board.
A middle manager is a manager who implements the strategy and major policies handed down from the top level of the organization. Middle managers develop tactical plans, policies, and standard operating procedures, and they coordinate and supervise the activities of first-line managers. Titles at the middle-management level include division manager, department head, plant manager, and operations manager.

A first-line manager is a manager who coordinates and supervises the activities of operating employees. First-line managers spend most of their time working with employees, answering questions, and solving day-to-day problems. Most first-line managers are former operating employees who, owing to their hard work and potential, were promoted into management. Many of today’s middle and top managers began their careers on this first management level. Common titles for first-line managers include office manager, supervisor, foreman and project manager.

Operating employees are not managers. They are qualified and non-qualified people working for the organization. For their labour or services they get salaries or wages. They represent the work force of the organization.

2. Explain the words from the text then use them in sentences of your own.

a) correspond –

b) basic –

c) guide –

d) overall –

e) implement –

f) supervise –

g) promote –

h) constitute –

3. Decide if the statements are true or false.

1. Not every organization can be represented as a three-story structure or a pyramid.

2. There are three general levels of management.

3. A top manager is an upper-level executive.

4. Top management constitutes a large group.

5. Top managers are to determine the firm’s strategy and its major policies.

6. The chief executive officer is a manager of the middle level management.

7. A middle manager develops the strategy and major policies of the organization.

8. The division manager is a manager of the middle level management.

9. A first-line manager supervises the activities of operating employees.

10. A project manager is a first-line manager.

4. Answer the following questions.

1. What are the levels of management?

2. What are the common titles of the top management?

3. What are they responsible for?

4. What are the common titles of the middle management?

5. What do the middle managers do?
6. What are the common titles of the first-line management?

7. What do the first-line managers do?

5. Be ready to speak about levels of management.

UNIT 7

AREAS OF MANAGEMENT

1. Read an article about areas of management. Before reading, answer the following question.
1. What are the possible areas of management?

An organizational structure can also be divided more or less horizontally into areas of management. The most common areas are finance, operations, marketing, human resources, and administration. Depending on its purpose and mission, an organization may include other areas well—research and development, for example, or risk management.

A financial manager is primarily responsible for the organization's financial resources. Accounting and investment are specialized areas within financial management. Because financing affects the operation of the entire firm, many of the presidents of the largest companies are people who got their "basic training" as financial managers.
An operations manager creates and manages the systems that convert resources into goods and services. Traditionally, operations management is equated with the production of goods. However, in recent years many of the techniques and procedures of operations management have been applied to the production of services and to a variety of nonbusiness activities. Like financial management, operations management has produced a good percentage of today's company presidents.

A marketing manager is responsible for the exchange of products between the organization and its customers or clients. Specific areas within marketing are marketing research, advertising, promotion, sales, and distribution.

A human resources manager is in charge of the organization's human resources programs. He or she engages in human resources planning, design systems for hiring, training, and appraising the performance of employees, and ensures that the organization follows government regulations concerning employment practices.

An administrative manager (also called a general manager) is not associated with any specific functional area but provides overall administrative leadership. A hospital administrator is a good example of an administrative manager. He or she does not specialize in operations, finance, marketing, or human resources management but instead coordinates the activities of specialized managers in all these areas.

2. Finish the sentences.

1. The most common areas of management are ……… .

2. A financial manager is responsible for ……… .

3. An operations manager creates …….. .

4. A marketing manager is responsible for …… .

5. A human resources manager is in charge of …….. .

6. An administrative manager is not associated with …….. .

3. Answer the following questions.

1. What are the most common areas of management?

2. What is a financial manager in charge of?

3. What does an operations manager do?

4. What is the marketing manager responsible for?

5. What does a human resources manager do?

6. What does an administrative manager coordinate?

4. Read the statements and decide if they are true or false.

1. A human resource manager is responsible for providing financial advice and support to clients and colleagues to enable them to make sound business decisions.

2. A degree in financial management will not only teach students how to work in a finance department, but also how to manage others within the department.

3. We also explained that an administrative manager determines how much money the company needs, how and where it will get the necessary funds.

4. The operations manager will be responsible for data entry, accounts payable, payroll, grant report entry, managing the organizations HR.

5. A financial manager is responsible for finding and developing customer bases for a company's products.

6. A operations manager is responsible for managing and overseeing the personnel department within a company, organization or agency.

7. Human resources managers handle personnel decisions, including hiring, position assignment, training, benefits, and compensation.

8. In addition to performing general administrative tasks such as filing, data entry, correspondence, scheduling appointments and meetings, and fielding queries, an administrative manager is typically responsible for implementing and managing a business or organization’s administrative systems.

5. Prepare a report about any area of management.

UNIT 8

COMPANY STRUCTURE

1. You will read an article about company structure. Before reading, discuss the following

1. How many different ways of organizing or structuring a company can you think of?

2. If you work for a company or organization, how would you describe the company structure?

The need for a solid structure within all business entities is 'absolutely fundamental', according to Ms Angela Tripoli, a lecturer in Business Administration at University College Dublin. Organizational structure concerns who reports to whom in the company and how different elements are grouped together. A new company cannot go forward without this and established companies must ensure their structure reflects their target15 markets, goals and available technology.

Depending on their size and needs there are several organizational structures companies can choose from. Increasingly though, in the constantly evolving busi-ness environment, many firms are opting for a kind of hybrid of all of them.

The most recognizable set up is called the functional structure where a fairly traditional chain of command (incorporating senior management, middle management and junior management) is put in place. The main benefit of this system is clear lines of communication from top to bottom but it is generally accepted that it can also be a bureaucratic set up which does not favour speedy decision-making.

More and more companies are organizing themselves along product lines where companies have separate divisions according to the product that is being worked on. In this case the focus is always on the product and how it can be improved.

The importance for multinational companies of a good geographic structure, said Ms Tripoli, could be seen when one electrical products manufacturer produced an innovative rice cooker which made perfect rice - according to western standards. When they tried to sell it on the Asian market the product flopped because there were no country managers informing them of the changes that would need to be made in order to satisfy this more demanding market.

The matrix structure first evolved during a project developed by NASA when they needed to pool together different skills from a variety of functional areas. Essentially the matrix structure organizes a business into project teams, led by project leaders, to carry out certain objectives. Training is vitally important here in order to avoid conflict between the various members of the teams.

During the 1980s a wave of restructuring went through industry around the globe. This process, known as delayering, saw a change in the traditional hierar-chical structures with layers of middle management being removed. This development was driven by new technology and by the need to reduce costs. The overall result was organizations that were less bureaucratic.

The delayering process has run its course now. Among the trends that currently influence how a company organizes itself is the move towards centralization and outsourcing. Restructuring has evolved along with a more 'customercentric' approach that can be seen to good effect in the banks. They now categorize their customers and their complex borrowing needs into groups instead of along rigid product lines.

Another development can be seen in larger companies, which are giving their employees more freedom to innovate in order to maintain a competitive edge. Ms Julia MacLauchlan, Director of Microsoft's European Product Development Centre in Dublin, said the leading software company had a very flat organizational structure. 'There would not be more than around seven levels between the average software tester and Bill Gates,' she said.

Microsoft is a good example of a company that is structured along product lines. In Ireland, where 1151,000 employees work on localization of the software for all Microsoft's markets, the company is split up into seven business units. Each unit controls the localization of their specific products while working closely with the designers in Microsoft's Seattle Headquarters.

It works, said Ms Maclauchlan, because everyone who works in the unit is 'incredibly empowered'. 'Without a huge bureaucratic infrastructure people can react a lot more quickly to any challenges and work towards the company's objectives.'

2. Match these nouns as they occur together in the text.

	1)
	product
	a) teams

	2)
	target
	b) objectives

	3)
	borrowing
	c) lines

	4)
	project
	d) units

	5) delayering
	e) company

	6)
	country
	f) process

	7)
	business
	g) markets

	8)
	software
	h) needs

	9)
	company
	i) managers


3. Use an appropriate phrase from Exercise 2 to complete each sentence.

1. Banks need to be fully aware of their customers' ……….. .

2. Many companies are now organized along....................in which each division is responsible or a group of products.

3. A matrix organization groups people into....................

4. Some companies are divided into different....................often also called profit centres.

5. A multinational company will often have a number of.................... in charge of activities in different parts of the world.

4. Match these terms with their definitions.

	1) business entities


	a) focusing on the customer rather than the product



	2) set up


	b) new, original



	3) innovative


	c) companies



	4) flopped


	d) something that makes you better than other companies



	5) outsourcing


	e) did not succeed, failed



	6) customercentric


	f) structure



	7) competitive edge


	g) getting external companies to do work for your company




5. Read the text about the different ways in which companies are organized and answer these questions.

1. Four main kinds of organizational structure are described in the article. What are they?

2. Is one kind of organizational structure more common than the others?

3. When did 'delayering' take place?

4. What were the reasons for delayering and what were the results?

5. How does Julia MacLauchlan describe Microsoft's organizational structure?

6. Match these definitions with the four organizational structures described in the text.

1. A cross-functional structure where people are organized into project teams.

2. A structure rather like the army, where each person has their place in a fixed hierachy.

3. A structure that enables a company to operate internationally, country by country.

4. A structure organized around different products.

7. Discussion.

The functional organizational structure has clear lines of communication. In contrast, where things are organized along product lines or with a matrix structure, people often report to two people at the same time their boss in the functional structure and their manager or team leader in the other structure. What, if any, problems could you imagine in the second case?

UNIT 9
ADVERTISING

1. You will read an article about advertising. Before reading, discuss the following

1. Is advertising important in modern business world?

In small business they prepare their own copy and give it to newspapers, as a rule, or they mail circulars or form letters all by themselves.

In big business, however, they employ the whole army of specialists in the field of advertising. They work out advertising programmes, provide means for advertising purposes, discuss and solve many advertising problems with the owner or management of a company. As a rule, they advertise to sell their products and services through various advertising mass media.
Today there are many types of advertising. We can classify the most popular of them:

1) television advertising;

2) radio advertising;

3) space advertising (newspapers, periodicals, house walls);

4) stores advertising (including special departments);

5) mail advertising (letters, calendars, catalogues, circulars, booklets, give-

aways);

6) position advertising (street-car, train, bus, window cards, billboards). What is an effective advertisement? It is one that attracts your attention. It is

such an advertisement which keeps an honest information about a product or a service. It often has a clever and interesting picture or drawing, skilful use of colours. It is also put in the right place.

Apart from attracting your attention a good advertisement must hold your interest. What is more, a really effective advertisement induces action. You simply go and buy this very product. In a word, a good advertisement sells the product or the service.

2. Complete each sentence with the word ‘advertise’ or a word formed from this word

1. They say that our ……….. manager has already discussed the new …….. programme with our director.

2. They say that the …….. is full of exaggerations.

3. They say that the …….. agency in Bond Street always prepares effective …….. that sell products very well.

4. They no longer ……… alcohol or cigarettes at sporting events.

5. Many companies will only …….. in the Sunday paper.

6. Both candidates are spending millions on television …….. .

7. They put an ……… in the Morning News, offering a high salary for the right person.

8. Don’t ……… the fact that you are looking for another job.

9. Only a handful of people answered the ……… .

10. The Sunday papers are full of …… for cars.

3. Complete the gaps in the text with the words from the box

	main   answer
	responsibility
	programme   select

	marketing
	company
	manager accounting

	
	
	


If you ask about the 1)…….. functions of advertising managers the 2)……. is: the function number one is directing a company’s advertising 3)…….. . The function number two is to 4)……… the proper advertising agency exactly for a given 5)……
No less important one is his 6)……… for advertising budget. An advertising 7)……. makes decisions on time and frequency of advertising as well as on an approval of copy. As you see such a person must know 8)………, finance, sociology and be good at arts to cope with his functions well and to be a good specialist in the sphere of 9)…… .

4. Answer the following questions

1. Do businesses spend much on advertising in modern times?

2. Are products and services often advertised through mass media at present?

3. Do they prepare advertisement copies for television in small business?

4. In what business do they employ a great number of specialists for advertising purposes?

5. Today there are many types of advertising, aren’t there?

6. A good advertisement sells the product, doesn’t it?

5. Discussion.

Would you like to work in the sphere of advertising?

What area of advertising do you prefer?

UNIT 10
RISK MANAGEMENT

1. You will read an article about risk management. Before reading, discuss the following

1. What in your opinion does the term risk management mean?

Risk management is the identification, assessment, and prioritization of risks (defined in ISO 31000 as the effect of uncertainty on objectives, whether positive or negative) followed by coordinated and economical application of resources to minimize, monitor, and control the probability and/or impact of unfortunate events or to maximize the realization of opportunities. Risks can come from uncertainty in financial markets, project failures, legal liabilities, credit risk, accidents, natural causes and disasters as well as deliberate attacks from an adversary. Several risk management standards have been developed including the Project Management Institute, the National Institute of Science and Technology, actuarial societies, and ISO standards. Methods, definitions and goals vary widely according to whether the risk management method is in the context of project management, security, engineering, industrial processes, financial portfolios, actuarial assessments, or public health and safety.

The strategies to manage risk include transferring the risk to another party, avoiding the risk, reducing the negative effect of the risk, and accepting some or all of the consequences of a particular risk.

Certain aspects of many of the risk management standards have come under criticism for having no measurable improvement on risk even though the confidence in estimates and decisions increase.

2. Match the items from column A and B to make pairs of words.
	11) natural


	a) liabilities



	2) legal


	b) application



	3) economical


	c) management



	4) risk


	d) events



	5) unfortunate


	e) markets



	6) financial


	f) causes



	7) industrial


	g) processes



	8) public


	h) health




3. Answer the following questions.
1. What is risk management?

2. Where can risks come from?

3. Have there been developed any risk management standards?

4. Do methods, definitions and goals vary widely according to whether the risk management method is in the context of different spheres of life?

5. What do the strategies to manage risk include?

6. Why have certain aspects of many of the risk management standards come under criticism?

4. Complete the text with the words.

carry
hijacked
gain
loss
liability
Risk avoidance

This includes not performing an activity that could 1)………. risk. An example would be not buying a property or business in order to not take on the legal 2)………. that comes with it. Another would be not flying in order not to take the risk that the airplane were to be 3)………. . Avoidance may seem the answer to all risks, but avoiding risks also means losing out on the potential 4)……… that accepting (retaining) the risk may have allowed. Not entering a business to avoid the risk of 5)……… also avoids the possibility of earning profits.

  5. Prepare a report about risk reduction.

UNIT 11
HUMAN RESOURCE MANAGEMENT

1. You will read an article about human resource management. Before reading, discuss the following

1. What does human resource management include?

Human resource management (HRM) is the strategic and coherent approach to the management of an organization's most valued assets – the people working there who individually and collectively contribute to the achievement of the objectives of the business. The terms "human resource management" and "human resources" (HR) have largely replaced the term "personnel management" as a description of the processes involved in managing people in organizations. In simple words, HRM means employing people, developing their capacities, utilizing, maintaining and compensating their services in tune with the job and organizational requirement. Its features include:
Organizational management

Personnel administration

Manpower management

Industrial management

But these traditional expressions are becoming less common for the theoretical discipline. Sometimes even employee and industrial relations are confusingly listed as synonyms, although these normally refer to the relationship between management and workers and the behavior of workers in companies.

The theoretical discipline is based primarily on the assumption that employees are individuals with varying goals and needs. The field takes a positive view of workers, assuming that virtually all wish to contribute to the enterprise productively, and that the main obstacles to their endeavors are lack of knowledge, insufficient training, and failures of process.

Human Resource Management (HRM) is seen by practitioners in the field as a more innovative view of workplace management than the traditional approach. Its techniques force the managers of an enterprise to express their goals with specificity so that they can be understood and undertaken by the workforce, and to provide the resources needed for them to successfully accomplish their assignments. As such, HRM techniques, when properly practiced, are expressive of the goals and operating practices of the enterprise overall. HRM is also seen by many to have a key role in risk reduction within organizations.

Synonyms such as personnel management are often used in a more restricted sense to describe activities that are necessary in the recruiting of a workforce, providing its members with payroll and benefits, and administrating their work-life needs. So if we move to actual definitions, Torrington and Hall (1987) define personnel management as being: “a series of activities which: first enable working people and their employing organizations to agree about the objectives and nature of their working relationship and, secondly, ensures that the agreement is fulfilled".
While Miller (1987) suggests that HRM relates to: ".......those  decisions  and  actions  which  concern  the  management  of employees at all levels in the business and which are related to the implementation of strategies directed towards creating and sustaining competitive advantage".
2. Match the definitions with the words from the text.

1) a method of doing something or dealing with a problem;
2) to make something continue to exist or happen for a period of time;
3) a decrease in the size, price, or amount of something;
4) to give money, help, ideas etc. to something that a lot of other people are also involved in;

5) if a piece of writing, set of ideas etc is coherent, it is easy to understand because it is clear and reasonable;
6) someone who is paid to work to work for someone else;
7) someone’s ability to do something;
8) something you think is true although you have no definite proof;
9) something that makes it difficult to achieve something;
10) an attempt to do something new or difficult.
3. Answer the following questions.

1. What is human resource management?

2. What are the features of human resource management?

3. What is human resource management as a discipline primarily based on?

4. How is HRM seen by practitioners?

5. What synonyms of HRM are often used? When are they used?

4. Complete the text with the words from the box.

	maximize
	seek
	labor
	requirements

	current
	minimize
	
	function
	cost

	
	
	
	
	


Human resources purpose and role

In simple terms, an organization's human resource management strategy should 1)………. return on investment in the organization's human capital and 2)………. financial risk.
Human resource managers 3)…….. to achieve this by aligning the supply of skilled and qualified individuals and the capabilities of the 4)……… workforce, with the organization's ongoing and future business plans and 5)……… to maximize return on investment and secure future survival and success.
In ensuring such objectives are achieved, the human resource 6)…….. is to implement an organization's human resource requirements effectively, taking into account federal, state and local 7)…….. laws and regulations; ethical busines practices; and net 8)…….., in a manner that maximizes, as far as possible, employee motivation, commitment and productivity.

6. Be able to speak about Human Resource Management.
ADDITIONAL TEXTS FOR READING
Text 1

History of management

The verb manage comes from the Italian maneggiare (to handle — especially tools), which in turn derives from the Latin manus (hand). The French word mesnagement (later ménagement) influenced the development in meaning of the English word management in the 17th and 18th centuries.

Some definitions of management are:
Organization and coordination of the activities of an enterprise in accordance with certain policies and in achievement of clearly defined objectives.

Management is often included as a factor of production along with machines, materials, and money. According to the management guru Peter Drucker (1909–2005), the basic task of a management is twofold: marketing and innovation.

Directors and managers have the power and responsibility to make decisions to manage an enterprise. As a discipline, management comprises the interlocking functions of formulating corporate policy and organizing, planning, controlling, and directing the firm's resources to achieve the policy's objectives. The size of management can range from one person in a small firm to hundreds or thousands of managers in multinational companies. In large firms the board of directors formulates the policy which is implemented by the chief executive officer.
Answer the following questions:

1. How was the English word ‘management’ formed?

2. What definitions of management do you know?

3. What is the basic task of management according to the management guru Peter Drucker?

4. What does management comprise as a discipline?

5. How can the size of management range?

Text 2

Theoretical scope

At the beginning, one thinks of management functionally, as the action of measuring a quantity on a regular basis and of adjusting some initial plan; or as the actions taken to reach one's intended goal. This applies even in situations where planning does not take place. From this perspective, Frenchman Henri Fayol (1841 -1925) considers management to consist of six functions: forecasting, planning, organizing, commanding, coordinating, controlling. He was one of the most influential contributors to modern concepts of management.
Another way of thinking, Mary Parker Follett (1868–1933), who wrote on the topic in the early twentieth century, defined management as "the art of getting things done through people". She described management as philosophy.
Some people, however, find this definition, while useful, far too narrow. The phrase "management is what managers do" occurs widely, suggesting the difficulty of defining management, the shifting nature of definitions, and the connection of managerial practices with the existence of a managerial cadre or class.
One habit of thought regards management as equivalent to "business administration" and thus excludes management in places outside commerce, as for example in charities and in the public sector. More realistically, however, every organization must manage its work, people, processes, technology, etc. in order to maximize its effectiveness. Nonetheless, many people refer to university departments which teach management as "business schools." Some institutions (such as the Harvard Business School) use that name while others (such as the Yale School of Management) employ the more inclusive term "management."

English speakers may also use the term "management" or "the management" as a collective word describing the managers of an organization, for example of a corporation. Historically this use of the term was often contrasted with the term "Labor" referring to those being managed.
Answer the following questions:
1. What is management from Henri Fayol’s point of view?

2. How did Mary Parker Follett describe management?

3. Is there any exact definition of the term “management”?

4. Is management present in every organization?

5. In what other meaning do English speakers use the term “management”?

Text 3

Historical development

Difficulties arise in tracing the history of management. Some see it (by definition) as a late modern (in the sense of late modernity) conceptualization. On those terms it cannot have a pre-modern history, only harbingers (such as stewards). Others, however, detect management-like-thought back to Sumerian traders and to the builders of the pyramids of ancient Egypt. Slave-owners through the centuries faced the problems of exploiting/motivating a dependent but sometimes unenthusiastic or recalcitrant workforce, but many pre-industrial enterprises, given their small scale, did not feel compelled to face the issues of management systematically. However, innovations such as the spread of Arabic numerals (5th to 15th centuries) and the codification of double-entry book-keeping (1494) provided tools for management assessment, planning and control.
Given the scale of most commercial operations and the lack of mechanized record-keeping and recording before the industrial revolution, it made sense for most owners of enterprises in those times to carry out management functions by and for themselves. But with growing size and complexity of organizations, the split between owners (individuals, industrial dynasties or groups of shareholders) and day-to-day managers (independent specialists in planning and control) gradually became more common.

Answer the following questions:
1. What do you know about the possible ways of developing management?

2. What innovations of the ancient times provided tools for management assessment, planning and control?

Text 4

Early writing

While management has been present for millennia, several writers have created a background of works that assisted in modern management theories.

Sun Tzu's the “Art of War”.
Written by Chinese general Sun Tzu in the 6th century BC, The Art of War is a military strategy book that, for managerial purposes, recommends being aware of and acting on strengths and weaknesses of both a manager's organization and a foe's.

Niccolò Machiavelli's “The Prince”.
Believing that people were motivated by self-interest, Niccolò Machiavelli wrote The Prince in 1513 as advice for the leadership of Florence, Italy. Machiavelli recommended that leaders use fear—but not hatred—to maintain control.

Adam Smith's “The Wealth of Nation”
Written in 1776 by Adam Smith, a Scottish moral philosopher, the Wealth of
Nations aims for efficient organization of work through Specialization of labor.
Smith described how changes in processes could boost productivity in the manufacture of pins. While individuals could produce 200 pins per day, Smith analyzed the steps involved in manufacture and, with 10 specialists, enabled production of 48,000 pins per day.
Answer the following questions:
1. What are the early writings that assisted in modern management theories?
2. What did Sun Tzu recommend in his book the “Art of War”?

3. What did Niccolò Machiavelli advice for the leadership in his book “The Prince”?
4. What does The Wealth of Nations written by Adam Smith aim for?

Text 5

Management in the 19th century

Classical economists such as Adam Smith (1723–1790) and John Stuart Mill (1806–1873) provided a theoretical background to resource-allocation, production, and pricing issues. About the same time, innovators like Eli Whitney (1765–1825), James Watt (1736–1819), and Matthew Boulton (1728–1809) developed elements of technical production such as standardization, quality-control procedures, cost-accounting, interchangeability of parts, and work-planning. Many of these aspects of management existed in the pre-1861 slave-based sector of the US economy. That environment saw 4 million people, as the contemporary usages had it, "managed" in profitable quasi-mass production.
By the late 19th century, marginal economists Alfred Marshall (1842–1924), Léon Walras (1834–1910), and others introduced a new layer of complexity to the theoretical underpinnings of management. Joseph Wharton offered the first tertiary-level course in management in 1881. 
Answer the following questions:
1. What aspects of management of the 18th century were still used in the 19 century?

2. How was management changed in the 19th century?

Text 6

Management of the 20th century

By about 1900 one finds managers trying to place their theories on what they regarded as a thoroughly scientific basis. Examples include Henry R. Towne's Science of management in the 1890s, Frederick Winslow Taylor's The Principles of Scientific Management (1911), Frank and Lillian Gilbreth's Applied motion study (1917), and Henry L. Gantt's charts (1910s). J. Duncan wrote the first college management textbook in 1911. In 1912 Yoichi Ueno introduced Taylorism to Japan and became first management consultant of the "Japanese-management style". His son Ichiro Ueno pioneered Japanese quality assurance.

The first comprehensive theories of management appeared around 1920. The Harvard Business School invented the Master of Business Administration degree (MBA) in 1921. People like Henri Fayol (1841–1925) and Alexander Church described the various branches of management and their inter-relationships. In the early 20th century, people like Ordway Tead (1891–1973), Walter Scott and J. Mooney applied the principles of psychology to management, while other writers, such as Elton Mayo (1880–1949), Mary Parker Follett (1868–1933), Chester Barnard (1886–1961), Max Weber (1864–1920), Rensis Likert (1903–1981), and Chris Argyris (1923 - ) approached the phenomenon of management from a sociological perspective.

Peter Drucker (1909–2005) wrote one of the earliest books on applied management: Concept of the Corporation (published in 1946). It resulted from Alfred Sloan (chairman of General Motors until 1956) commissioning a study of the organization. Drucker went on to write 39 books, many in the same vein.

H. Dodge, Ronald Fisher (1890–1962), and Thornton C. Fry introduced statistical techniques into management-studies. In the 1940s, Patrick Blackett combined these statistical theories with microeconomic theory and gave birth to the science of operations research. Operations research, sometimes known as "management science" (but distinct from Taylor's scientific management), attempts to take a scientific approach to solving management problems, particularly in the areas of logistics and operations.
Some of the more recent developments include the Theory of Constraints, management by objectives, reengineering, Six Sigma and various information-technology-driven theories such as agile software development, as well as group management theories such as Cog's Ladder.

As the general recognition of managers as a class solidified during the 20th century and gave perceived practitioners of the art/science of management a certain amount of prestige, so the way opened for popularised systems of management ideas to peddle their wares. In this context many management fads may have had more to do with pop psychology than with scientific theories of management.
Towards the end of the 20th century, business management came to consist of six separate branches, namely:

Human resource management
Operations management or production management
Strategic management
Marketing management
Financial management
Information technology management responsible for management information systems.

Answer the following questions:
1. What are the examples of management theories, appeared at the beginning of the

20 th century?

2. When did the first comprehensive theories of management appear? What were they?

3. What are the more recent developments in the sphere of management?

4. What branches did business management consist of towards the end of the 20th century?

Text 7

21st century

In the 21st century observers find it increasingly difficult to subdivide management into functional categories in this way. More and more processes simultaneously involve several categories. Instead, one tends to think in terms of the various processes, tasks, and objects subject to management.
Branches of management theory also exist relating to nonprofits and to government: such as public administration, public management, and educational management. Further, management programs related to civil-society organizations have also spawned programs in nonprofit management and social entrepreneurship.
Note that many of the assumptions made by management have come under attack from business ethics viewpoints, critical management studies, and anti-corporate activism.
As one consequence, workplace democracy has become both more common, and more advocated, in some places distributing all management functions among the workers, each of whom takes on a portion of the work. However, these models predate any current political issue, and may occur more naturally than does a command hierarchy. All management to some degree embraces democratic principles in that in the long term workers must give majority support to management; otherwise they leave to find other work, or go on strike. Despite the move toward workplace democracy, command-and-control organization structures remain commonplace and the de facto organization structure. Indeed, the entrenched nature of command-and-control can be seen in the way that recent layoffs have been conducted with management ranks affected far less than employees at the lower levels of organizations. In some cases, management has even rewarded itself with bonuses when lower level employees have been laid off. 
Answer the following questions:
1. Is there any clear subdivision of management into functional categories?

2. Has workplace democracy become more or less common in the 21st century.
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