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Unit 1 

The manager’s role
Focus Vocabulary
1.  to hold a post/position
2.  standard of living


lifestyle
     cost of living




way of life

3.  people of integrity, responsibility and intelligence
4.  to run efficiently, effectively and economically
5.  to forecast and plan, to organise, to command, 















to co-ordinate and to control

6.  to motivate, to direct and to lead
7.  to develop people

8.  long range planning



short –term / immediate planning






make decisions on the future     


policy making




day-to-day decisions

9.  to face up to the competition
10. to diversify
11. to sort out a problem

to make out a bill

to buy out a company

      to spell out


to carry out work

to turn out products

12. to perform 
high performance

high-performance (adj.)

13. to set objectives / targets

to set standards


              
           

  

to meet objectives

 to meet challenge

to meet an order
14. fringe benefits 


remuneration 

allowance
15. to launch
1.1. Fringe benefit versus allowance versus remuneration.

· Fringe benefit is an employment benefit given in addition to wages or salary.

· Allowance is a sum of money given on a regular basis for a particular purpose.

· Remuneration is a reward, one-time pay.

Complete the sentences with the suitable word making necessary changes:
1. The company gives me a car and a fuel…. 

2. Social insurance includes family…, workers’ compensation, maternity benefits, and disability and old-age insurance.
3. Food grains were distributed as the major part of … for work performed.

4. The Law of Family Subsidy provides Spain’s workers with monthly … proportionate to the number of children in the family
5. Compensation is a payment or … for work performed, injuries received, loss of employment, or other considerations.

6. Group life insurance grew chiefly because it was included as a … benefit in collective-bargaining agreements. 

7. Maternity benefits include weekly … to women, as wellsions by U.S. autoworkers in the early 1980s, however, helped narrow the Japanese labour-cost advantages. 

9. The factory introduced an impersonal … process based on a wage system. 

10. Most collective-bargaining agreements provide for numerous so-called fringe …. 

11. The government sponsors social welfare programs providing … for the aged, needy, and disabled. 

1.2. Efficient versus Effective versus Economical.
· Efficient – acting to produce and effect with a minimum of waste or effort; highly-organised and functioning well.

· Effective – having an intended or expected effect; producing a strong impression or response; coming into force.

· Economical – not wasteful; intended to save money, as by efficient operation.

A. Complete the grid below. Put a tick if the word on the left can be used with the word in the top column:


Efficient
Effective
Economical

Campaign




Methods




Secretary




Solution




Speaker




Car




Ideas




B. Complete the sentences with the suitable word making necessary changes:
Adjective
Adverb
Noun

Efficient



Effective



Economical



A. 
1. The measures taken to cut unemployment have been … as there is now less than 5% of the population out of work.

2. Miss Chen is the most … documentalist we’ve ever had; she’s worked out a marvelous classification system.

3. Revised catalogue prices are … as from April 1st.

4. Direct mail shots are seldom …; most finish in the wastepaper basket.

5. Not recycling wastes is considered now non- … 

6. Advertising on commercial TV is the most … method of test-marketing a household product.

7. We have a very … distribution network.

8. It’s too … to buy second-hand clothes.

9. The new rate of interest becomes … as from 31 December.

B. 
1. It is very doubtful that cloning would be … for normal animal production.

2. To be …, fiscal policy must accord with monetary policy decisions by the independent Federal Reserve System.

3. Mechanisation has enormously increased farm … and productivity.

4. He believed that … theatre should bring the audience to the point of decision and action.

5. About 48 percent of the … active population was employed in government industries.

6. Many subtly … improvements are suggested by advertising research; outdoor signboards more attractively designed and … lighted.

7. Cache memory stores the most frequently used data and can greatly increase ….

8. We think that this material is not … enough.

9. Under the interim constitution, the cabinet is required to strive for consensus in the decision-making process, bearing in mind the need for … government.

1.3. Use the words in the box once each to complete the paragraph below. Notice that the stressed syllable changes:                                                                                                                       

Verb
Nouns
Adjectives

pro’duce
‘product
pro'ductive


pro’duction
'unpro’ductive


produc'tivity



pro'ducer



'produce


A few years ago, Harry Coe's, a large (1) ... of tinned food (2) ...s, decided that some of their workers were not (3)... enough. Much of the work of preparing fruit and vegetables was done on rows of tables rather than on a (4)... line. So they decided to introduce a piecework system, whereby workers got paid according to the amount of work they completed. The company thought that this would motivate previously (5)... workers, and thereby increase (6).... Yet the new pay scheme did not (7)... the results they expected: after six months they were still processing the same amount of agricultural (8)…, but there was a lot of dissatisfaction among the workers who were now all earning different amounts of money.
1.4. Standard of Living versus Cost of Living versus Lifestyle versus Way of life.
· Standard of Living - threshold of material security measured by the availability of resources to an individual, family, or society. 

· Cost of Living - amount of money needed to purchase the goods and services required to maintain a certain standard of living. 

· Lifestyle – a way of life that reflects the attitudes and values of a person or a group. 

· Way of life – a habit, characteristic or tendency of life.
Complete the following sentences with standard of living, cost of living, way of life, lifestyle, using them in plural form if necessary:

1. Smoking cigarettes, drinking alcohol excessively, overeating or not exercising, and living in a state of constant stress are all now considered harmful….
2. Inflationary pressures resulted in an increase in the … of more than 200 percent. 
3. The collectivisation of agriculture in the early 1930s and the suppression of Islam significantly altered the … of the Adygean people.
4. The Kreisky era was marked by modernisation and a dramatic increase in the … for people in all social classes.
5. This book, as well as Beckford's extravagant estates, decadent …, gave him the reputation of being an eccentric genius.
6. When the refinery closed in 1985, many Arubans lost their jobs and experienced a drastic reduction in their….
7. Since World War I … statistics have become important barometers of national economies.
8. The Amish have maintained a distinctive and conservative agricultural … despite the influences of modern industrial society.
9. The illness caused Allen to re-evaluate his…. He left his position at Microsoft and spent much of the next two years travelling, reading, and scuba diving.
10. In 1965 American culture favoured new and adventurous clothing, …, and unconventional music.
11. 1921 and 1953 the basic wage was automatically adjusted to quarterly rises and falls in ….
12. … have improved, but the gap between rich and poor continues to grow.
13. The fund works to promote world peace, preserve the Russian …, and help veterans help themselves.
14. Expectations in African nations for a better … have increased.
15. Even in the 1970s, prior to the war, Afghanistan had one of the lowest … in the world. 
16. The Russians began to colonise the region, and the people of Altay gradually shifted from a nomadic to a more settled….
17. Wages have not kept pace with the rising ….
18. Inflation and high …, however, persisted throughout the post-war period.
 
1.5. Complete the following sentences with the words of Focus Vocabulary:
1. Communities must make … plans for economic growth.
2. As the board is not an operating agency, most of the … policy decisions are left to the district Federal Reserve banks.
3. People in organisations need to communicate to … their work.
4. Vince Lombardi, the most successful coach in football history, is known as a great leader who inspired and … his players.
5. The system often allowed incompetent people to hold … of responsibility.
6. Budget … expenditures and revenues for a specific period of time.
7. However, it took 20 years and a world war to … these technologies.
8. Now this business … increasing competition.
9. The company … its highly successful “You deserve a break today” advertising campaign in 1970. 
10. The company attempted to … the economy by exporting ice to San Francisco.
11. … processors can run with internal clock rates that exceed 500 MHz.
12. Unable to …, the government could not appeal to a war-weary, impatient people.
13. In meeting the … of inflation the company demonstrated adaptability to change.
14. Activities of this organisation differ from those of the 4-H clubs, although the basic … are similar.
15. The discovery of oil led to the development of important mining industry that … the economy. 

16. Budgeters may want to consider … targets for saving and spending.
1.6. Fill in the following words in the sentences with non-business environment, make necessary changes: 

Command, co-ordinate, day-to-day, develop, diversify, forecast, high-performance, launch, long-term, meet, motivate, performance, position, target. 

1. In 1957 the Soviet Union … Sputnik, the first artificial satellite sent into space.
2. His academic … at Washington and Lee attracted much public attention.
3. That would help Saudi Arabia … its economy and lessen dependence on oil exports.
4. Calgary holds a commanding … in transportation networks of western Canada.
5. According to astrologers, Arians are good at … others.
6. Jules Verne … with remarkable accuracy many scientific achievements of the 20th century.
7. In this way the ceques helped to … social relations among people.
8. While each minister has discretionary power in … policy, Qaboos, as sultan, approves all important decisions.
9. … plans for the exploration of Mars include a manned mission.
10. After a Royalist uprising in 1655, Cromwell divided England into 11 military districts … by major generals.
11. The World Health Organisation (WHO) has set the year 2000 as a … date for the immunisation of all children.
12. Aboriginal people had … cultural traits that showed an impressive adaptation to Australia’s challenging environments.
13. This is one of the greatest challenges science will have to….
14. Ottawa is also required to set an annual … figure for immigration.
15. Human space flight began on April 12, 1961, with the … of the Soviet cosmonaut Yury Gagarin into orbit.
16. The … and fairly well-balanced economy is reflected in the state’s official nickname as The Land of Opportunity (Arkansas).
17. In 1900 Emil Jellinek, the consul general of Austria-Hungary, financed Daimler’s production of a new … car on the condition that it be named after Jellinek’s daughter Mercedes.
18. Social skills training can help them … more appropriate behaviour.
1.7. Fill in the blanks, using suitable phrasal verbs:
1. Our small firm faces up difficult financial situation. As the result of it we are afraid that our competitors will … us….

2. This man has a very impressive C.V. but he looks suspicious. I think I should … him … before offering him a position.

3. Before … something new you should … your old problems.

 
4. This company is well known in the field of agricultural machinery: it … 3.000 tractors last year.

 
5. We had to … as we couldn’t pay our debts.

6. This country is becoming more and more dangerous; The Government can’t cope with terrorism. So, many companies have decided to … of this market.

 
7. I still don’t understand what my responsibilities are. I wonder if the Personnel Manager can … them … for me.

 
8. The manager … the cheque to Mr. Brown.

 
9. I never thought that this small firm would be able to … such a revolutionary product in the field of computer software.

 
10. Before coming up with this suggestion our Research and Development department … a thorough marketing research.

1.8. Complete the following sentences with the correct form of the words: “to produce”; “to compete”; “plan”; “to analyse”:
1. The discussion did not go as … . 

2. This is not an easy case, it should be treated … . 

3. Good relations among staff make the workers more …. 

4. Computer market is very … at present. 

5. Our aim is to sell … of high quality at reasonable price. 

6. Our … are very strong, we are afraid that we will have to sell out our company. 

7. No bank will give you a loan without a business … . 

8. When you run a business, you have to be … - minded. 

9. Because of the new technology … per employee has increased. 

10. Our main … has come out with a new revolutionary … .
1.9. Complete the following sentences with the words of Focus Vocabulary and the words below:
A. Demand, development, economic, economists, market, marketing, products, recruiting, retiring, sale, tax, vice.
1. … often refer to Hong Kong, Singapore, South Korea, and Taiwan as Asia’s “Four Tigers,” because they have rapidly achieved high … growth and a … among the highest in the world.
2. Other factors contributing to Boise’s rapid include the city’s relatively low …, high quality of life, … advantages for businesses.
3. In 1984 the company was reformed the to … the challenges of modernisation by … older cadres and … younger professionals.
4. In planning a budget, people generally keep both their … and long-range … in focus.
5. … research involves the use of surveys and tests to … the quantity of a market favourable to the profitable … of products or services.
6. In 1976 he became a … president at McDonnell Douglas Corporation, a position he still … .
7. Firms that … products for which there are always some … often advertise if they … competition from other firms marketing similar ….

B. Based, economists, industrial, manufacturing, statistical, unemployment.

1. The port of Baltimore now faces its greatest … from the increased … of Norfolk and Newport.
2. Cambridge is a … community with many … industries.
3. In 1994 Apple … the Power Macintosh line of … computers, the first Macintosh computers … on Motorola’s PowerPC chip.

4. He became vicar of Saint Thomas Church and a rector in Seagrave, holding both … until his death.

5. He was one of the few … to … that the United States would convert to peacetime production without suffering severe ….
6. He pioneered in developing … information of special interest to businesspeople, including … of business conditions. 

7. GCC member nations agreed to … trade, development, and … projects.
1.10. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:
1. Правительство Венгрии установило контроль над экономикой и определило цели долговременного экономического развития. 

2. Сегодня компьютеры помогают изучать, контролировать и даже выполнять текущую работу. Торговые фирмы отслеживают финансирование и прогнозируют деятельность компании, используя ПК.

3. Большинство соглашений по зарплате обращают особое внимание на так называемые дополнительные льготы, включающие оплаченные праздники, отпуск и больничный; страховку, оплаченную компанией, пенсию, и автоматическое повышение заработной платы, регулируемое увеличением прожиточного уровня.

4. Он стал вице-президентом после того, как поработал на второстепенных должностях.

5. Какого рода кратко- и долгосрочные доходы/проценты я могу ожидать от моих капиталовложений?
6. Не могли бы Вы разъяснить мне, какое вознаграждение я получу, если буду выполнять свою работу более эффективно, чем остальные сотрудники нашей компании?

7. Управлять компанией должен человек умный, принципиальный, способный умело организовать работу и предсказать возможную конкуренцию.
1.11. Discuss the following information:
Industrial Management, in business, term used to describe the techniques and expertise of efficient organisation, planning, direction, and control of the operations of a business.

In the theory of industrial management, organization has two principal aspects. One relates to the establishment of so-called lines of responsibility, drawn usually in the form of an organization chart that designates the executives of the business, from the president to the foreperson or department head, and specifies the functions for which they are responsible. The other principal aspect relates to the development of a staff of qualified executives.

Planning in industrial management has three principal aspects. One is the establishment of broad basic policies with respect to production; sales; the purchase of equipment, materials, and supplies; and accounting. The second aspect relates to the implementation of these policies by departments. The third relates to the establishment of standards of work in all departments. Direction is concerned primarily with supervision and guidance by the executive in authority; in this connection a distinction is generally made between top management, which is essentially administrative in nature, and operative management, which is concerned with the direct execution of policy. Control involves the use of records and reports to compare performance with the established standards for work.

Industrial management as just defined dates from the latter part of the 19th century. A notable impetus to its evolution was provided by the American engineer Frederick Taylor, who developed techniques for analyzing the operations involved in production and for setting standards for a day's work. The techniques originally devised by Taylor were adapted by industrialists to other phases of business, including the employment of qualified workers, and wage incentive programs either to replace or to supplement the piecework system that had previously prevailed. Industrial management experts who succeeded Taylor have applied his techniques to a wider range of business problems. Among the leading successors are the Austrian-American management consultant and educator Peter Drucker and the American economist, writer, and diplomat John Kenneth Galbraith.

UNIT 2 

Frederic W. Taylor; Scientific Management

Focus Vocabulary

1. shop floor

foreman
laborer

shift


2. judgment


3. guesswork


rule-of-thumb practice

4. to set up

to establish

to found
5. handling costs 

6. to process orders

7. output 


8. to meet deadline

9. bottleneck in production 

10. make redundant 

11. repetitive


12. insight


13. incentive


14. overtime

flexitime

time-consuming

15. to be in favour of smth

16. well-off executive market


2.1. Set up versus found versus establish versus settle

· If you set up a piece of equipment you install it ready for use: 

I've set up the video so that you can show the clip. 

· If you set up a company, you take the necessary steps to create the business: 

The bank lent us $200,000 to set up a small business. 

· Set up is often mixed with to found (founded, founded) which means to establish or set up, to lay the lowest part of a structure firmly: 
A house founded on a solid rock.

· Set up goes with enquiry and investigation: 

The government has set up an enquiry to investigate the extent of insider trading on the Stock Exchange. 

· To establish tends to suggest a permanent position, e.g.: 

The new design has already established a clear superiority over its rivals. 

        Whereas to set up stresses the initial act of creation. This distinction is brought out in the use of the adjective established: 

We have an established international reputation. 

· Establish is frequently used in two collocations: 

 
We have established a reputation for quality. 

 

They want to establish contact with a firm interested in a joint venture. 

· Establish has another meaning similar to 'make the facts clear or known': 

 
The enquiry established that the chemicals plant had been polluting the river. 

· Settle has none of the above meanings, though it is commonly confused with set up. The main meanings are: - paid the sum due 

· make arrangements so that everything is finalised 

· become a permanent resident 

· resolved 

· end the dispute by offering compensation without a legal judgement

A. Put a tick in the chart if the verb can be used with the noun phrase:

Set up
Found
Establish
Settle 

1. a dispute





2. a business





3. an invoice





4. an overhead projector





5. contact





6. in business





7. an international reputation





8. a city





B. Complete the sentences with the suitable word making necessary changes:

1. He … the bill by credit card. 

2. Stoicism, school of philosophy, … in ancient Greece, opposed to Epicureanism in its views of life and duty. 
3. Other countries passed similar regulatory legislation and … control boards.
4. We have a well- … customer base. 

5. Lyster … the Aviation Medicine Research Board in 1917.
6. I'll leave you to … the details. 

7. The alliance … on September 8, 1954
8. Soltran is the … market leader.

9. She chose to … (down) in New Hampshire.  

10. The Kerner Commission, … by President Johnson, reported in 1968 that the “nation is moving toward two societies, one white, one black—separate and unequal.” 

11. Acadia National Park was … as a national park in 1919.
12. The power of tractors can also … to drive belts that operate equipment. 

13. The dispute … with a minimum of lost production.   

14. Some of the buildings were gradually restored after the Greek monarchy was … in 1833. 
15. At Harvard Law School, he … the Federalist Society.
16. The … members of SEATO were Australia, France, Great Britain, New Zealand, Pakistan, the Philippines, Thailand, and the United States.
17. As legal costs are so high they agreed to … out of court. 

18. Black bucks frequent the open plains in herds. When the rut (mating season) reaches a peak, one male … dominance.
2.2. Complete the following sentences with the words of Focus Vocabulary:
1. Other forms of industrial action may involve a refusal to work late hours or a ban on … .

2. The supercomputers process complex and … calculations.

3. He experienced a moment of spiritual ….

4. Such laws created an … for providing safe machinery and working conditions.

5. The excessive … at junctions between different roads led to the adoption of the standard gauge by all U.S. railroads.

6. The daily … per person in strip mines is many times that in underground mines.

7. By the June 1982 … only 35 of the required 38 states had ratified the amendment.

8. The invention of typesetting machines in the early 19th century effectively eliminated one of the great … in the printing industry. 

9. Many of the older staff have been made …. 

10. It enables users to record macros that simplify difficult or … operations.

11. Gorbunov worked as a … at a state farm before starting a career in politics.

12. The so-called Jack Cade's Rebellion began in late May 1450 as a protest by peasants against enforced labour imposed by the Statute of …s of 1351.

13. Normally, teams of two or three cosmonauts work on board in six-month …s.

14. “In my … we can elect nobody but General Taylor.”

15. This category is developed from a combination of scientific observation, theorising, and … . 

2.3. Fill in the following words in the sentences with non-business environment:
Bottleneck, deadline, foreman, guesswork, incentive, insight, labour, overtime, output, redundant, repetitive, time consuming.

1. A narrow bandwidth somewhere along the route acts as a … to data transport, and the more people using the line, the less information each of them can transport at any one time from the Internet.

2. Such activity only became … in the early years of Gorbachev’s presidency.

3. Addiction is a … behaviour that a person is unable or unwilling to stop, despite its harmful consequences.

4. Peterkin's first novel, based on the tragic story of the Lang Syne Plantation …, was praised by many Southerners.

5. In 1938 he was arrested and sent to the … camps of the Kolyma region of Siberia.

6. Sampling, being vital to an opinion poll, in practice, however, can be a complicated procedure involving a great deal of estimation and …. 

7. Autism involves … hand movements, social withdrawal, and impaired language development.

8. Bourassa set a … of October 1992 for revision of the constitution.

9. Piaget believed that from birth humans are active learners who do not require external …s.

10. Aquarians have lightning-fast intuitive … and can quickly grasp abstract concepts.

11. If women's teams are tied, they play two three-minute … periods. 

12. It was considered too costly, too …, and elitist.

13. In his other portraits Eakins regularly achieved a penetrating … and clear understanding of form.

14. Copyright is important as an … for authors to create new works.

15. In 1938, he began working at the Big Company and in a year became … of the plant. 

16. After World War I (1914-1918) the … of copper and gold declined.

17. The story gives valuable …s  into the Jewish Christian church in Palestine.
2.4. Fill in the blanks, using suitable phrasal verbs:
1. How do you … building a house? 

2. We must … the cost … the advantages of the new invention. 
3. I have the details … here in my notes.
4. The fire in the factory … production by several weeks. 
5. Tom … his new book … for a year while he wrote some magazine articles to earn some money. 
6. An infection has … and his leg will have to be removed.
7. He … for work, hasn’t he arrived? 
8. They needed money to … a special school for gifted children. 
9. I wanted to make a dress but I didn’t know how to … .
2.5. Complete the following sentences with the words of Focus Vocabulary and the words below:
Applicant, accounting, benefit, boomed, competitive, components, effective, expensive, goods, income, layoff, minimum, redundancy, saturated, standards.

1. Although some industries …, the rate of industrial growth slowed down; factories making war … ran extra …s , but cotton mills cut back to half time.
2. Some studies suggest that melatonin helps regulate sleep-wake cycles and is an … treatment for some forms of insomnia, jet lag, or … work.

3. The British have introduced a … payment, a one-time … paid at the time of ….

4. The maintenance was poor and expansion of the network was held back by …s in production of compressors and other … .

5. But the … for meeting these … was postponed because of the fuel crisis.

6. In 1990 it reduced its … by 10 percent, but since then its … position has improved.

7. Broadcasters needed a new … to produce and transmit programs once the home radio market became … .

8. Better …s, new concepts have also influenced the development of … theory and practices.

9. Because this process often goes back and forth several times between the … and the examiner, a patent examination can be very and the legal fees can be ….

10. Over the years the act has been amended periodically to raise the … wage, reduce the hours that could be worked without … pay, and extend the coverage to many more low- … workers. 
2.6. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:

1. Более высокий спрос создает больший стимул для увеличения капиталовложений в производство для того, чтобы удовлетворить спрос.

2. Большой размер компании давал им решающее влияние на решения о цене и выпуске продукта, хотя они не всегда монополизировали промышленность.
3. Он сказал, что если все не будет сделано в срок, совету директоров придется устроить экстренное заседание.

4. Тогда были разработаны законы, защищающие женщин и детей от эксплуатации. Были ограничены количество часов и смен, которых они могли отрабатывать, количество тяжестей, которых они могли поднимать. Была установлена минимальная зарплата, которую им можно было платить.
2.7. Translate the letter into English, paying special attention to the words of Focus Vocabulary:

Здравствуйте, дорогая редакция!


Раньше я работал прорабом на заводе, на котором изготовляли запчасти к легковым автомобилям. Продукция, выпускаемая нами, соответствовала стандартам. Процессом было легко руководить, т.к. каждый рабочий был заинтересован в повышении производительности. У нас был стимул для того, чтобы хорошо работать, и те, кто работал в цеху в две смены или сверхурочно, получали различные льготы, например: премии, бесплатный обед в столовой, руководители среднего звена имели право на владение машиной. График работы устраивал всех, кто был занят в производстве. Прогулов практически не было. 

Но все изменилось в один день, когда на нашем заводе поменялось руководство. Новая администрация решила использовать научный метод управления. Штат был сокращен вдвое, был введен гибкий график работы, информация обо всех рабочих была занесена в компьютер. Теперь никто не знает, когда его уволят по сокращению штата или какие новые идеи придут в голову нашему начальству. На заводе началась настоящая суматоха и суета; все рабочие недовольны и не уверены в своем будущем. Мы находимся на грани срыва. 


Уважаемая редакция, пожалуйста, вмешайтесь и выслушайте нас и объясните, что же это такое «научное управление»?





Искренне ваш Петров В. и его бригада.
2.8. Discuss the following information:

Taylor, Frederick Winslow (1856-1915), American industrial engineer, who originated scientific management in business. He was born in Germantown (now part of Philadelphia), Pennsylvania. In 1878, he began working at the Midvale Steel Company. He became foreman of the steel plant and applied himself to studies in the measurement of industrial productivity. Taylor developed detailed systems intended to gain maximum efficiency from both workers and machines in the factory. These systems relied on time and motion studies, which help determine the best methods for performing a task in the least amount of time. In 1898 he became joint discoverer of the Taylor-White process, a method of tempering steel. Taylor served as consulting engineer for several companies. His management methods were published in The Principles of Management (1911). 

UNIT 3 

The Quality of working life

Focus Vocabulary 

1. job enlargement
2. job enrichment
3. to encourage




to give / offer / provide encouragement



to be encouraged at / by smth
4. to challenge


challenge



challenging job
5. motivation






to lose motivation to do smth
6. to be satisfied / dissatisfied
7. to blame smb for smth 
8. to decide in favour
9. to appeal to smb
10. to give smb a sympathetic hearing 
to give smb a hard time
to give better care to smth
11. to trust smb 





a trusted friend 
12. to treat smb fairly / unfairly

to put up with unfair treatment 
13. morale
14. to evaluate





evaluation
15. to assess 






assessment 
16. to put smth into effect


to put smth off
17. to compete against smth / smb for smth
18. to work at one’s own pace 


to keep pace with
19. to take a day off
20. to deduct half pay
21. problem

to cause = to present = to create a problem



to bring up = to raise a problem / subject




arising problems




to resolve = to solve = to settle a problem

22. headquarters




field office
23. to take advantage of smth
24. an immediate manager
25. to obtain benefits 

26. to go on strike
3.1. Complete the following sentences with the words of Focus Vocabulary:
1. A good economy … people to build new homes or remodel existing ones.
2. Then oil workers declared a … in support of Abiola's release.
3. Information on services and benefits may be … from the VA in person or by mail.
4. Under the … supervision of the president is the Executive Office of the President.
5. Several major corporations have their … here.
6. The Treasury Department maintains … throughout the nation and in some foreign countries.
7. The FNPR unions automatically … union fees from workers’ paycheques.
8. Shopfloor workers must keep … with the assembly line.
9. The industry developed most quickly when various countries were … for supremacy.
10. Criticism analyses works of art, comparing them with other works, and … them.
11. The material impact of the agreement on the administration of Northern Ireland is difficult to … .
12. Other principles hold that labour must be … treated.
13. The politicians are often … for rising crime and social unrest.
14. The dispute is argued before an impartial judge, empowered to decide … one of the parties.
15. Federal officials in … around the nation operate close to the public.
16. Such information may discourage people from voting at all or … them to vote for that candidate.
17. In 1966 workers at Wave Hill went on … for several months to publicise the terrible working conditions and wages.
3.2. Fill in the following words in the sentences with non-business environment. Make necessary changes:
Assessment, to blame, to compete, to decide in one’s favour, to deduct, to encourage, to establish, to evaluate, field, field office, headquarters, to obtain, pace, strike, to treat smb un/fairly, trusted friend.

1. Bell's claim to being the inventor of the first telephone had to be defended in court 600 times before the Supreme Court of the United States….
2. In 1977 the Argentine Commission for Human Rights … the regime for political murders, political arrests, and disappearances.
3. Typically, Samizdat literature was circulated by hand, initially to a group of ….
4. At the conference, he used the opportunity to attack the press, who he felt had … in the campaign.
5. Such measurement permits fairly accurate … of age in materials that are as much as 60,000 to 70,000 years old.
6. Armstrong and Aldrin … the capability of working on the lunar surface, … a small scientific station.
7. In 1995 Mighty Mary became the first yacht with a female crew to … for the America's Cup.
8. Illness slowed the … of Geiger’s work from 1940 until his death.
9. 25 percent of the original bet is usually … by the croupier as commission for the house.
10. Relatively small, roomlike trailers, attached to automobiles, are also used as … or.
11. For a short period colonists were … to settle around Cape Town, and soon a new culture developed. 
12. In 1912 the so-called Bread and Roses …, one of the major labour actions of American history, began.
13. Congress is to aid them in … maximum benefits from Native American resources.
14. Requests for police services are generally transmitted to … by telephone and then by radio to officers in the … .
15. It results in an inaccurate … of a student’s potential for academic success at the college level.
16. FBI … the Black Panthers for riots and other incidents of violence.
3.3. Fill in the gaps with phrasal verbs and idiomatic expressions with  “put”:
1. You should get the job all right: I have … you with the director. 

2. The politician was able to … himself … to the voters as a suitable leader. 

3. The doctor was able to treat the disease, although he could not … on the exact case. 

4. I have several calls to …, so I need a clear line. 

5. The heads government of many countries have … a better system for preventing world war. 

6. Why should I … such terrible working condition? 

7. The concert had to be … to the following week because one of the singers hurt her throat. 

8. I … his bad temper … to his recent illness. 

9. Never … till tomorrow what you can do today. 
10. Are sure it won’t … if I stay to dinner? 

3.4. Complete the following sentences with the words of Focus Vocabulary and the words below:
 Acquisitions, available, deal with, development, interest, profits, resources, taxes.
1. Economists also consider … as the reward for thrift; that is, payment offered to people to … them to save and to make their savings … to others
2. The concept of “equal pay for comparable work”… current job … procedures.
3. … and riots resulted from British efforts to … border clashes by force.
4. In addition to its national … in Washington, D.C., the FBI maintains 58 … in strategic cities in the US.
5. Although a firm must pay … if it borrows money, it can … the interest from its … and therefore pay less in ….
6. European aircraft companies that lacked the … to compete … the larger U.S. companies on their own decided to share … costs.
7. He was often employed by prominent art collectors to … prospective ….
3.5. Complete the sentences with the following words.

A.
Applications, assess, assessment, conducted, deduct, encourage(d), evaluate, field offices, fringe benefits, headquarters, management, manufacturer, profitable, savings, unfairly, weaknesses, wholesaler, workforce.
1. These photos are routinely used for topographic mapping, forest …, disaster …, and a broad range of agricultural ….
2. Conscious that the … might have been … treated, the company followed a policy of … .
3. … banks were established to … thrift among working people and to provide a safe place for them to save.
4. ILO … is in Geneva, Switzerland, and the organisation maintains … in 40 countries.
5. For instance, a …  can … the VAT it paid on materials from the VAT it subsequently collected from a … .
6. Company … these indigenous peoples to trade with the company and … a business in furs.
7. Training camp allows each team to … players, especially rookies (first-year players), to … the team's strengths and … .
B.
Absenteeism, addiction, controlled, deduct, dependent, durable, keep pace (2), lines, long-term, net, promotion, real, repetitive, savings, supplying, skill, unchallenging.

1. Excessive …, poor workmanship, and problems of alcoholism, drug …, and sabotage of the production … are well-documented symptoms of this alienation. Many studies conclude that much of the alienation is due to the workers' feelings of being … by the machine (because workers must … with the assembly line), boredom caused by … work, and the … nature of work that requires only a minimum of …. 


2. Those … on assets with fixed nominal values, such as … accounts, pensions, insurance policies, and … debt instruments, suffer erosion of real wealth; other assets with flexible values, such as … estate and … goods, may … with the average inflation rate.

3. Additionally, the distributor will … from the producer’s share of the … profits the cost for … prints of the film and for advertising and ….
3.6. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:
1. Конфликт окончательно был решен в пользу корпорации.

2. Рузвельт назначил представителем США своего доверенного друга Генри Лоджа.

3. Это дает им больше времени для оценки данных, относящихся к ключевому решению.

4. У Большой Семерки нет ни штаб-квартиры, ни формальной организации.

5. Головной офис агентства в Париже, кроме того, по всему миру работают около 60 офисов “на местах”.

6. В основном, забастовки проводятся рабочими, организованными в профсоюзы.

7. Преобразование этих данных в другой формат – дорогая и занимающая много времени задача. Другой трудной, но интересной работой является обучение пользователей пользоваться этими данными. 

3.7. Discuss the following information:
Mayo, (George) Elton (1880-1949), Australian-born American psychologist and sociologist. Mayo was born in Adelaide, South Australia, on December 26, 1880. He lectured at the University of Queensland from 1919 to 1923, when he moved to the United States to teach at the University of Pennsylvania. From 1926 to 1947 he was Professor of Industrial Research at the Harvard Graduate School of Business Administration. He died on September 7, 1949.

Mayo's own research, at Western Electric's Hawthorne Works in Chicago, was concerned with the relationship between workers' job satisfaction and their productivity. In The Human Problems of an Industrial Civilisation (1933) and other books he argued that workers become less satisfied as the firm that employs them becomes larger, and therefore more remote and impersonal. He suggested that managers should organise the workplace so that each individual worker could feel accepted by, and committed to, a small group collaborating to improve and increase production.

Mayo's ideas had little influence in his lifetime. Western Electric abolished the counselling scheme that he had set up at the Chicago plant, while critics argued that he treated problems of collective harmony and conflict as if they were matters of individual psychology alone. However, the book about the Hawthorne plant that he and his colleagues published in 1939—Management and the Worker, by Fritz J. Roethlisberger and William J. Dickson—has had some influence on later studies in industrial psychology and sociology.

Get ready for the mid-term test.
Sample Mid - Term Test: Units 1-3
1. Complete the following sentences with the correct word or phrase:

1. Unfortunately he couldn’t _____ his ideas clearly, so his General manager didn’t understand him.

a) put forward;

b) put across;

c) put through.

2. She is very tired this week-end. She has been _____ a lot of work.

a) get along;


b) get across; 

c) get through.

3. Though the problem seemed to be extremely difficult he managed to _____ it _____.

a) sort out;


b) sell out;

c) bring out.

4. The boy earned some money but decided not to spend it at once, he decided to _____ it _____ for Christmas.

a) set in;



b) set back;

c) set aside.

5. What do you want to tell me? What are you _____?

a) get on;



b) get at;


c) get along.

6. You need professional advice. I’ll _____ you _____ a very experienced doctor.

a) put on to;


b) put through;
c) put up with.

7. The company _____ to produce new model of their well-known product.

a) set up;



b) set in;


c) set out.

8. He _____ his share of business and retired.

a) pull out;


b) bring out;

c) sell out.

9. He felt that he had said something wrong, he obviously _____ his _____.

a) put up with;

b) put foot in;

c) put on to.

10. She was asking too many questions. I feel that she was _____ me _____.

a) sound out;


) try out;


 pull out.

2. Give words or phrases which mean the same as the following:

1) connect by telephone;

2) postpone or delay;
3) move to a later date;
4) give someone information about;
5) destroy, ruin completely;
6) put in good order; solve;
7) recommend someone;
8) invest, provide money for;
9) an organization or arrangement;
10) to try smb, to learn smb’s view.

3. Give words or phrases that are defined below:

1) smb not needed in a company and therefore unemployed;

2) smth that encourages a person to work better;
3) give variety to smth, modify; expand the range of product;
4) say in advance what is likely to happen, estimate or calculate beforehand;
5) junior in rank or position;
6) making a judgement without being certain;
7) fixed period of time worked each day;
8) perception, clear realization, understanding;
9) mental attitude or bearing of a person or group, esp. regarding confidence, discipline;
10) demanding, stimulatingly difficult.
UNIT 4 
Decision – making
Focus Vocabulary

1. to arrive at/to make/to reach/to take/to reconsider/to consider a decision
a crucial/ethical/fair/just/favourable/final/firm/unfavourable/unfair  ~
to decide against / for smth  


to decide on smth
to arrive at / to come to / to draw / to reach a conclusion
a correct / erroneous / wrong / reasonable ~
2. insufficient data




relevant / irrelevant data
3. to be amazed at smth
4. to give a warning
5. to turn a blind eye
6. to interfere in
7. to deal with smth
8. to avoid smth 
9. to take smth into account
10. an option



to have no option but to...







to leave / to keep one’s option open
11. to be worth doing smth




the worth of doing smth


worth 

(syn. value)
12. to affect smth






to have the effect of smth
13. to run / face / take the risk of doing smth








great / high / low / security risk
14. to secure smth
15. to locate




to relocate 
16. overseas        


ant.  domestic (market)
17. to take smth over

a takeover 
18. to sell smth at a loss 
19. to go bankrupt
20. dog eat dog
21. to draw up


to take up



to bring up a subject
 

     
to weigh up


to step up                   to give up
22. on the spot

in the spotlight

spot-check

weak spot 
23. to be of anybody’s business
24. to mistake smth for smth 

4.1. Affect versus effect.

· To affect means to influence.

· An effect is a result or consequence of an action, the impact.

· To effect means to make, which is rather formal.

Complete the sentences with the verbs to effect and to affect and their derivatives:

1. His prestige and influence was able … some progressive changes in the imperial government.
2. All aboriginal peoples … by contact with contemporary civilisation. 

3. The most serious complications … the heart and lungs and may cause death. 

4. The … of an adhesive depends on several factors.
5. The development of the computer … many changes in business education. 

6. The northeastern United States and eastern Canada also … by this form of pollution. 

7. Typical side … of the pill may include headache.

8. We tried exporting tea to China, but with little … .

9. The disease usually appears in adulthood and frequently … more than one member of a family. 

10. The Great Depression … the U.S. first but quickly spread to Western Europe. 

11. Do you think a rise in interest rates … consumer spending?

12. The bad publicity has had an adverse … on our reputation.

13. Payment will … on receipt of form ATP/219. 

14. It is hard to explain the nature of this … .
4.2. Complete the following sentences with the words of Focus Vocabulary:
1. Such connections are a security … because the LAN has no control over users on the Internet.
2. In times of disaster this information centre ensures that relevant … from the disaster site reaches those offering aid.
3. Business activities are becoming increasingly global as numerous firms expand their operations into … markets.
4. Critics argued that Sumner advocated a “…” philosophy of human behaviour that justified oppressive social policies.
5. These laws offer the hope of more money and better jobs, … against the hazards of old age and illness.
6. Multinationals can pay these workers only a fraction of what they would have to pay in a … division.
7. Hostile … is the purchase of a controlling interest in a business against the will of its present management.
8. If a corporation goes …, bondholders must be paid before stockholders.
9. Abiko is … between the Tone River and the Lake Tega.
10. In 1996 American companies sold in excess of $7.5 trillion … of goods and services annually.
11. In 1870 B. Goodrich … his rubber factory to the city from Melrose, New York. 
12. His speeches … his associates with their intensity.
13. However, one factor that the consumer must take into … is the risk involved.
14. He added that the United States would not … in existing European colonies or in Europe itself.
15. Managerial accounting … with pricing decisions, efficiency and productivity, planning and control.
16. Many American leaders now saw war as the only … as France had broken diplomatic relations.
17. The Friends attempt to … luxury and emphasise simplicity in dress, manners, and speech.
18. United States firms frequently raise money in … financial centres such as London or Tokyo.
19. The satellites are intended to give early … of missile launches.
20. But a nation may own assets …, and foreigners may own capital within a nation.
21. Venture capitalists … a higher risk of losing money than those providing capital to proven ventures.

4.3. Fill in the following words and phrases in the sentences with non-business environment. Make necessary changes:
Amaze, avoid, bankrupt, deal, give warning, interfere, option, relocate, risk, take into account, take-over, worth.

1. Studies show that overweight individuals run a greater …of developing diabetes.
2. The Romans who made contact with Egypt under Cleopatra … at her wealth.
3. The landscape architect's plan … proportion and scale.
4. Animals vocalise to … or for pleasure.
5. Charles II succeeded to the throne of an almost … kingdom.
6. Today there are more birth control … than ever before.
7. Capricorns believe that anything … having is … working hard for.
8. Many Oklahoma farmers were unable to repay their debts and went … 
9. The spotted skunk … by standing on its front feet.
10. For these reasons, this article … primarily with advertising in the U.S.
11. The university … to new facilities in Puebla in 1970.
12. After the war and the 1922 Fascist … of the government, Benito Mussolini … a ruthless campaign to destroy the Mafia.
13. Europe must not “ … in the internal concerns” of any nation in the western hemisphere.
14. Humanism is the attitude that emphasises the dignity and … of the individual.
15. In teaching reading schools should … the differences between the children’s home language and the so-called school dialect.
16. They also put great stress on health and … eating meat and using narcotics and stimulants. 

4.4. Fill in the gaps with phrasal verbs and expressions with “spot”:
1. The police were … within a few minutes of hearing about the crime. 

2. You have … here: I can’t answer your question. 

3. HE likes to be … of everybody’s attention.

4. Even a … showed that there was something wrong with the morale of the company. 
5. My plan has at last been accepted, this is a … of my career, I am sure it will … all my opponents. 
6. I agree that marketing is still a … of our company.

7. At the beginning of the year I suddenly realised that our competitors’ production is of higher quality than ours and we could lose our profits. Unfortunately, I was … and now we are … and we have to find some solution to this problem.

8. Our customers are quite happy with our terms: we use …  .

9. The examiner’s questions were very difficult and rather unexpected; I couldn’t answer … .

10.Our manager can’t analyse situations, he makes decisions based on his hunch. I believe that it is his - … .

4.5. Complete the following sentences with the phrases below:

Weigh up; bring up; take up; draw up pick up; step up.
1. Before making any serious decision, a manager should … all possible options. 

2. The problem of changing the pricing policy of our company was … yesterday at the meeting by our Marketing Manager. 

3. We started to advertise our production on TV last month and since that time our profits have … considerably. 

4. When does the Minister … his office? 

5. The question of public housing should be … with the Minister responsibility. 

6. Trade has been … recently, since the weather turned warmer. 

7. I wish I had never … smoking.
4.6. Complete the following sentences with the words of Focus Vocabulary and the words below:

Acquisition, costs, delivery, economy, encouragements, immediate, incentives, innovation, processing, spot, transactions.

1. In 1941, President Roosevelt ordered all Japanese living west of the Cascades to … east of the mountains because they were considered a … risk.
2. The psychological … of neglect can last a lifetime and may include a lowered sense of self-….
3. Any use of the children’s home language in the classroom … with their … of standard English.
4. Steps taken to … with these difficulties also … academic freedom.
5. In collecting statistical …, adequate precautions must be taken to … complete and accurate information.
6. Sales can be in two main classes: …, or cash, transactions …ing with commodities available for … delivery; and futures … in which contracts are made for … of a commodity at a specified price and future time.
7. This government decided to provide businesses with increased … to invest, take …, and work harder; as it hoped that this technology would reduce the … of oil as an energy source and that the nonenergy sectors of the …, such as data … and scientific agriculture, would experience rapid growth as a result of … to invention and … .
4.7. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:

1. Конкуренция со стороны международной торговли может вынудить отечественные компании стать более производительными через использование нововведений и модернизации.

2. Некоторые нации экспортируют только для того, чтобы расширить внутренний рынок или для того, чтобы оказать помощь экономически отсталым секторам отечественной экономики.
3. В 1986 г. британский финансист Сэр Джеймс Голдсмит предпринял попытку приобретения контрольного пакета акций компании, чего компании удалось избежать, только продав несколько торговых фирм и заняв большую сумму денег.

4. ВВП (Валовой Внутренний Продукт) на душу населения не принимает в расчет прожиточный уровень.

5. Программу можно использовать много раз, причем результат будет зависеть от возможностей выбора и данных, которые пользователь предоставит компьютеру.

6. Культурные отношения могут повлиять на успех или провал слияния с заграничной фирмой.
UNIT 5 

Top management – planning and strategy

Focus Vocabulary 

1. demand



supply 



2. to range



product range

3. marketing segment

marketing cost

saturated market 

4. a gap (in the market)

5. down-market

to go down-market 

6. merchandise

good-quality ~
merchandising

merchandiser 

7. an overdraft


to overdraw


credit facilities
to lend 



to borrow



a loan

8. earnings

income

revenue

Inland Revenue

9. to gain smth


profit margins
10. to sell smth under some name 


to sell off



to sell out

hard sell



ant. soft sell



a sale


to be for sale



to be on sale 


point-of-sale

sales


sales clerk / department / person / talk / target

seller


best-seller 

11.  a bargain



to bargain
12.  to promote sales


promotion 

13.  to advertise (heavily)


to run an advertisement / advert / ad




advertising 

to announce 






announcement 

14.  drawback



syn. demerit 



ant. merit 



to lack





lack of smth

15.  to underprice


to underestimate

to undercut 

16.  to delegate ( authority, task )

17.  to innovate



innovative 



innovation
18.  to up-grade



to update




to modernize
19.  to increase



ant. to reduce

20.  to stick to smth

21.  boom





business is booming
22.  to merge




merger




to link up
Note: razzmatazz = razzle-dazzle  - кутеж, гулянка
5.1. Earnings versus Income versus Revenue.  
· Earnings are the sums of money earned by working. The word earnings is always in the plural form. Earnings is used in the expressions earnings per share and price/earnings ratio. 

· Income is a synonym for earnings but may include unearned income acquired from other sources e.g. share dividends, property or other investments. It is subject to income tax. This noun can be used in the plural in the expression incomes policy.

· Revenue is similar in meaning to income but is more likely to refer to the money that a company or organisation receives through sales. We would not normally refer to a private individual's income as revenue. It can be used in the plural. In Britain, the government department responsible for tax collection is the Inland Revenue. 

Complete the sentences: 
1. Women's … are often less than men's. 

2. The government and Unions have negotiated a prices and … policy.

3. No one likes paying … tax to the Inland … . 

4. The price / … ratio is the present market price of a share divided by the company's net … per share in the previous accounting year. 

5. A person's … falls dramatically on retirement.

6. … from advertising keeps the magazine's cost low. 

7. You must declare your annual … to the Inland … .

8. His monthly … is well above the national average. 

9. A decline in oil … has led to a slowing-down in the  programme of modernisation.

5.2. Bargain versus Bargaining versus Rebate versus Reduction versus Refund versus Discount. 
· We say someone has got a bargain if something has been bought at an especially low price. We use bargain with the verbs strike and drive.

  
The verb bargain can be used in a variety of ways: = haggled/negotiated; = anticipate/expect; = counting on/depending on. 

  

'Bargaining’ means 'negotiation'. Collective bargaining consists of talks between unions and employers over pay and conditions.

· Discount and reduction are very similar and both refer to a cut in cost. For example you could speak of a quantity discount or a quantity reduction. A rebate is a refund of money which has already been paid. We prefer one of these words rather than another with some nouns: 

 


a reduction in price   

a discount rate  


a tax rebate 

· The word rebate is not used as a verb. However, refund is used as both a verb and a noun.

A. Insert the appropriate word in the appropriate form:
1. Those who are on low incomes are entitled to a tax … 

2. The unions and management struck a … over pay and productivity late last night.

3. I got a second-hand Jaguar in perfect condition for the … price of only $10,000.

4. The store manager will … the money if you're not entirely satisfied. 

5. They're going to drive a hard … over import quotas. 

6. The unions should try to secure their demands through collective … rather than unofficial strikes.

7. We came to an agreement on staff representation after some difficult … with the management.

8. I was overcharged and got a $35 … . 

9. We got a good second-hand printer for only $200; a real …! 

10.  40 % off list price! You drive a hard … .

11. Take it back to the store and they will … your money. 

12. They … all day about prices. 

13.  I didn't … for her resignation.

14. We are … on your support. 
B. Translate into Russian:
Collective Bargaining, in labour relations, negotiations between employers and employees (who are usually represented by a labour union) about terms and conditions of employment. The bargaining process is concerned with wages, working hours, fringe benefits, job security, safety, and other matters relating to working conditions. Any or all of these may be the subject of consideration. Besides representatives of management and unions, private mediators and government officials sometimes participate, especially when a major or vital industry is involved. Collective bargaining, which began in Great Britain in the 19th century, is now a crucial part of the labour union movement and an accepted practice in many industrial nations. 

5.3. Borrow versus Lend versus Loan versus Overdraft 

 Neither a borrower nor a lender be. (Shakespeare) 

· If you borrow money, somebody gives you it on a temporary basis: 

E.g. He's always borrowing money but he usually pays it back quite quickly. 

· Lend is the opposite of borrow. It is an irregular verb: 

 

Could you lend me your car? 

  

I lent him $100 last week. 

 

The bank has lent us E250, 000. 

· A bank loan is a sum of money which a bank will lend to a person or organisation (the borrower) for a fixed period and usually with some kind of approved security. Those who borrow money in this way have to pay interest.  

· The interest payable on a personal loan is added to the sum at the start and the repayment is usually by equal monthly instalments.  

· In the UK, if you have an overdraft you are allowed to take out more money from your bank account than you have in it. The bank charges interest on a daily hasis and is usually less than for a loan.

A. Write YES or NO in the boxes:

Fixed sum
Known period
Regular payments
Daily calculation of interest

Loan





Overdraft





B. Complete the sentences with overdraft, credit facilities, loan, borrow, lend and their derivatives:

1. The investigation revealed that the members had written … on checking accounts at the members-only bank, which became a symbol of congressional corruption. 

2. A reduction in … further limited the possibilities of success in the market.

3. The doctrine advocates nationalisation of banking and ….

4. A similar procedure is followed by a mortgagee before … money on a mortgage.

5. The Act requires that consumers be told how much it costs them to … money from a lender.

6. Foley launched a full investigation of the 1992 scandal involving substantial … on accounts at the House Bank. 

7. The central bank executes government …, and … money to cities and to other banks. 

8. The lack of adequate … makes it natural and necessary for inhabitants of developing countries to hoard their savings. 

9. Business … extended to villages allowed them to set up canneries.

10. The great banking families of the Renaissance were involved in … money and financing international trade.

11. Members of the EMS also agreed to provide one another with …. 

12. The lack of clear terms for … and … made it difficult for people to use the country’s … resources.

13. Current liabilities include salaries and wages, taxes, short-term ….

14. Many banking functions such as …, guaranteeing …, and exchanging money can be traced to the early days of recorded history. 

15. In money markets, the interest rate matched … with lenders. 
5.4. To innovate versus to update versus to upgrade. 
· To innovate – to begin or introduce something new; to be creative.

· Innovation – the act of innovating; something, such as a method or product, newly introduced.

· To upgrade – to raise to a higher standard or grade.

· To update – to bring up to date.

Complete the following sentences with the verbs to update, to upgrade, to update and their derivatives:
1. African American developments in dance were accompanied by similar … in other arts. 

2. To … the highways, he asked the legislature to pass a package of tax increases.

3. Cars equipped with computers and cellular telephones can link to the Internet to obtain constantly … traffic data. 

4. Among the most important jazz … in the first half of the 20th century were Louis Armstrong, Duke Ellington, and Dizzy Gillespie. 

5. In 1885 she participated in an … program of higher education for women. 

6. In 1990 Telecom began a major program to … and expand the network. 

7. Albert was outstanding among the medieval philosophers but not as … as his pupil Aquinas. 

8. Her other works include a collection of short stories, … fairy tales, and parodies. 

9. Adapters are often used to permit … to new or different hardware. 

10. The school was regarded by the general public as a revolutionary … . 

11. Three-engine jet called the DC-10, now is produced in an … version. 

12. Allen worked to develop some of Microsoft’s most … and popular products, including Windows. 

13. Apple abandoned its plans to release a major … of its operating system. 

14. Flight plans are fed into computers and … as the flight progresses. 

15. Another … was the Quartering Act of 1765. 

16. An accelerator card allows a user to … a system to a faster microprocessor.  

17. The Greeks regarded Archilochus as a great … . 

18. Archipenko was an experimenter and … in sculpture.  

5.5. Sell versus Sale versus Sales versus Seller versus Selling
If you sell smth you put it on the market at a stated price. If smth sells, it is bought by customers. To sell off - the price is low because there is need to sell quickly. To sell out - means there is nothing left. The noun derived from sell is sale. Smth can be for sale (property or an asset) or on sale (available for purchase in a shop). A sale is organized by a shop when it wants to move stock quickly by offering goods at lower prices. The point of sale is the place where a consumer actually buys an article. Sales are the quantity of goods sold over a given period of time. An after-sales service organizes the maintenance and repair of goods sold by a producer or distributor. A good seller is smth that sells well. Unique selling proposition -the special feature which makes a product a must for a potential customer.

Translate the sentences into English:
A.
 1. Они согласились продать нам собственность компании.

2. Наши товары продаются в 25 странах.

3. Новые видеодиски распродаются мгновенно.

4. Они распродают свое имущество по низким ценам (цены низкие, т.к. нужно продать быстро).

5. Извините, мы все распродали.

6. К сожалению, мы распродали все модели.

7. Экономика многих стран «третьего мира» зависит от продажи товары за границу за валюту.

8. Помещение продается.

9. Наша последняя модель есть в продаже во многих крупных магазинах.

10. У нас распродажа.

11. Недавно мы истратили $250,000 на рекламное обеспечение «места продажи» - выставочные стенды, постеры и т.д.

12. Объем продажи машин увеличился в третьем квартале.

13. За последние два года объем продаж вырос на 120%.

14. Она - продавец подержанных книг.

15. Эта модель форда в свое время была бестселлером.
B.
 1. Хорошая реклама может продать даже плохой товар.

2. Мы распродали весь товар этого ассортимента, но для вас мы можем заказать еще.

3. Объем продаж увеличился, особенно в Скандинавии.

4. В январе они будут распродавать все старые запасы.

5. Это сокращение означает Место Продажи Услуг по Туризму. 

6. Он решил продать все и эмигрировать.

7. Мое «дело» продается, и я продам его за самую высокую цену, которую мне предложат.

8. Если будет плохо работать, отнесите в гарантийный ремонт.

9. Компьютеры IBM являются самыми покупаемыми.

10. Для того чтобы освободить место для зимней коллекции, производится распродажа летних вещей. 


5.6. Complete the following sentences with the correct phrase below:

Pull out; break into; carry out; draw up; work out.

1. Every possible test was … to decide the nature of her illness. 

2. We will leave it to the committee to … the details of the plan. 

3. Did you … how to cheat in the examinations? 

4. We all have certain duties and jobs to … .

5. Suddenly the car in front of us … of the main stream of traffic and nearly caused an accident. 

6. The region is becoming too dangerous and we are happy that we have … our business of this market. 

7. The general has … a plan to defeat the enemy. 

8. Has your lawyer … the contract yet? 

9. The thieves waited until it was dark enough to … the house. 

10. I have to clear up all the details before I … this contract.
5.7. Complete the sentences with the following words.


Boom, demand, drawbacks, gap, increased, lacked, merchandise, merchandiser, merger, merits, range, reduced, saturated, segmented, supply.

1. The membership … in ten years from 70,000 to 390,000.
2. This development had many advantages, but also some ….
3. Since they had little or no property, they could not vote, and thus … direct political power.
4. A construction … in the 1970s added a plant and a ship-repair centre.
5. AB-PT was created in 1953 when a … was approved between United Paramount Theatres and ABC.
6. The income … between black and white families also continues to widen.
7. Private stores are limited mainly to small kiosks, or free-standing … booths, on the sidewalks.
8. Markets tend to be … as each group calls for products suited to its particular tastes.
9. Manufacturing firms produce a wide … of products.
10. A retailer is a … who sells goods to consumers.
11. Declining prices in a … market for beef caused a disaster in the cattle industry at the end of the 1880s.
12. Budget deficit is the annual … between tax revenues and expenditures.
5.8. Fill in the following words in the sentences with non-business environment. Make necessary changes:
Boom, drawback, gap, increase, lack, merchandise, merger, range of products, saturating

1. Farmers produce a wide … for urban markets.
2. By the Middle Archaic period, Athens was … the world market for vases.
3. Comic characters may also appear on shirts, calendars, and other ….
4. But a generation … also seemed to divide the Australians.
5. The University of Aberdeen was formed by the … of the Roman Catholic King's College and the Protestant Marischal College.
6. The city was founded during the silver … of the 1890s.
7. Prolonged … of oxygen may cause damage to the brain.
8. The regions still suffer the … of environmental problems.
9. Aerobics is exercises that help to … cardiovascular fitness.
10. Mitsubishi Electric makes an enormous … of electronic … . 
11. The … between rich and poor was much narrower in the farming regions.
12. That he loved to drink and gamble was no … in an age that admired both vices.
13. Works written in African languages are receiving … recognition today.
5.9. Complete the following sentences with the words below.
A. Analysis, dealing, distribution, drawbacks, gaps, incentive, lack, launched, manufactures, market segment, merchandise, merchandisers, range of products, saturated.

1. A Chain is two or more retail stores … in the same general kind of … and operated by the same firm.
2. In 1987 Fuji … the QuickSnap, creating a new … for amateur photography.
3. Outbreaks… of disease are common because of the … of medical personnel.
4. Broadcasters needed a new … to produce and transmit programs once the home radio market became ….
5. Based in Tokyo, Hitachi … an enormous …, including computers and microchips.
6. Before choosing a course… of action weigh the benefits and … of all the options.
7. … are businesses that help move goods through a …channel of.
8. Preliminary … during data collection can reveal … in the chronology.
B. Boom, charging, domestic, effective, encouraged, lend, merchandise, mergers, packaging, price, ranging, segments, series, take over, updating.

1. A shakeout is a … of bankruptcies of weaker firms or … of weaker with stronger firms.
2. These highways stimulated a development … in the communities, and … tourism in the region.
3. Another practice associated with monopoly is … discrimination, which involves … a different price for the same goods or services to different … of the same market.
4. Today, bankers … to businesses, consumers, and governments (both … and foreign), with maturities … from one day to several decades.
5. The symbols can either be placed directly on the … or on a tag that is attached to the …
6. Rapid changes in electronics require constant … of information in order for workers to remain … .
7. When the government had to … the railway another $250 million, Borden suggested that government … the railway and end Liberal sponsorship of the project.

5.10. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:
1. Компания производит широкий ассортимент товаров, включая бестселлеры.

2. Он вел переговоры между компаниями, чтобы согласовать производство и избежать перенасыщения рынка.

3. Однако, чем конкретней сегмент рынка, тем легче получить точные данные.

4. В 1993г. Бразилия потратила более $33.2 на импорт товаров.
5. Microsoft производит программное обеспечение, которое охватывает как продукцию для детей, так и справочный материал.

6. Компания Daimler-Benz образовалась в 1926г. путем слияния The Daimler Motor Company с производственной фирмой Benz.

7. Падение Берлинской стены в 1989г. привело к оживлению продаж машин в Европе.
5.11. Notice the following verb forms:
· Verb + preposition + verb + -ing 

An infinitive never follows a preposition but an -ing clause often does.

· Verb + object + preposition + verb + -ing

· Expressions + verb + -ing

A. Fill in the appropriate preposition and the verb in appropriate form:
Be, come, copy, expect, have, leave, raise, share, sink, steal, try, wait, write.

1. It's not worth … more money into this project - it'll never work.

2. We agreed … … the costs. 

3. I apologise … … late. 

4. Success depends … … the right people in the right place at the right time. 

5. She can't stand … in line.  

6. Did you succeed … … enough money? 

7. She's thinking … … the firm. 

8. She accused him … … company property. 

9. There's no point … to argue; they're totally inflexible. 

10. Please forgive me … not … sooner. 

11. There is nothing to stop/prevent them … … our designs. 

12. I would like to thank you … … . 

13. It's no use … them all to speak English. 

B. Change the form of the verb in brackets: 

 
Thank you for your enquiry and I apologise for …1…(not reply) earlier. We are pleased to inform you that some of the articles you wish …2…(purchase) are in stock. However, some items are at present unobtainable. If you do not mind …3…(wait) we will endeavour …4…(obtain) them from other sources. I advise you …5…(order) rapidly as these articles are extremely popular and we expect …6…(sell) most of them within a week. If you decide …7…(order) please let me know.

5.12. Match the following words with their definitions. Note that one word may have more than one meaning:
I. Market:  

a) to demand;
1) the amount of a commodity available for meeting a demand or for purchase at a given price;

b) demand;
2) to make available for use; provide;

c) supply;
3) goods bought and sold in business;

d) to supply;
4) interested in buying;

e) in the market;
5) a place where goods are offered for sale;

f) on the market;
6) to negotiate the terms of an agreement to sell;

g) marketing segment;
7) the desire to possess a commodity or make use of a service, combined with the ability to purchase;

h) market;
8) a public gathering held for buying and selling merchandise;

i) gap;
9) promoting the sale by coordinating production and marketing, by advertising;

j) down-market;
10) appealing to or designed for low-income consumers; downscale;

k) up-market;
11) to ask for something urgently or insistently;

l) merchandise;
12) available for buying, up for sale;

m) merchandising;
13) to fill sufficiently; satisfy;

n) to bargain;
14) to claim, require;

o) a bargain;
15) an absence of information;


16) something offered or acquired at a price advantageous to the buyer;


17) appealing to or designed for high-income consumers; upscale;


18) a subdivision of a population considered as buyers.

II. Mixed bag:  

a) to merge;
1) a disadvantage or inconvenience;

b) to increase;
2) to bring up to date;

c) to reduce;
3) a deficiency or an absence;

d) drawback;
4) to entrust a task or power to another person;

e) merit;
5) to work for lower wages or fees than a competitor;

f) to lack;
6) to raise to a higher grade or standard;

g) lack;
7) superior quality deserving praise or approval; virtue, excellence;

h) to underprice;
8) to combine or unite;

i) to undercut;
9) to authorize and send another person as one's representative;

j) to underestimate;
10) something newly introduced;

k) to delegate;
11) to be without something that is necessary or desirable;

l) to innovate;
12) to become greater or larger;

m) innovation;
13) to make too low an estimate of the quantity, degree, or worth of;

n) to upgrade;
14) to make modern in appearance, style, or character;

o) to update;
15) something needed or wanted;

p) to modernize.
16) to bring down in amount, or degree; decrease;


17) to begin or introduce something new for the first time;


18) to diminish or destroy the effectiveness of smth;


19) to price lower than the real value;


20) to improve the quality;


21) to want, need.

III. Money:  

a) overdraft;
1) a sum of money lent at interest;

b) to lend;
2) salary or wages;

c) to overdraw;
3) the amount of money or its equivalent received during a period of time for labor or services, from the sale of goods or property, or as profit from financial investments;

d) a loan;
4) the maximum amount of credit extended to a customer;

e) to borrow;
5) the income of a government from all sources appropriated for the payment of public expenses;

f) earnings;
6) to adopt or use as one's own;

g) income;
7) to make an overdraft;

h) revenue;
8) yield from property or investment;

i) Inland Revenue.
9) to provide money temporarily on condition that the amount borrowed must be returned, usually with an interest fee;


10) a governmental department set up to collect public funds;


11) business profits, gains from investments.

IV. Advertising / Selling:


a) to promote;
1) advertising; publicity

b) promotion;
2) a notice, such as a poster, newspaper display, or paid announcement in the electronic media, designed to attract public attention or patronage;

c)to advertise;
3) to attempt to sell or popularize by advertising or publicity

d) advertising;
4) to advance (a student) to the next higher grade;

e) advertisement 
5) the activity of attracting public attention to a product or business by paid announcements in print or on the air;

f) to announce;
6) information spread through various media to attract public notice, as of a person or product;

g) announcement
7) to make public announcement to proclaim the qualities or advantages of (a product or business) to increase sales ;

h)commercial; 
8) advancement in rank or responsibility;

i) publicity; 
9) the condition of being public;

j) to sell;
10) to make known publicly;

k) to sell off;
11) a special disposal of goods at lowered prices;

l) to sell out;
12) to raise to a more important or responsible job or rank;

m) sale;
13) to be responsible for the sale;

n) sales;
14) an engraved or printed statement or notice;

o) seller;
15) aggressive, high-pressure selling or promotion;

p) hard sell;
16) to put all of one's goods or possessions up for sale;


17) to exchange or deliver for money or its equivalent;


18) the business of designing and writing advertisements for publication or broadcast;


19) an advertisement on television or radio;


20) to get rid of by selling, often at reduced prices;


21) an item that sells;


22) to call the attention of the public to a product or business


23) public interest, notice, or notoriety achieved by the spreading of such information;


24) availability for purchase;


25) activities involved in selling goods or services;

5.13. Complete the passage below, describing the history of ‘Marks and Spencer’: 

Discount, leading name, overheads, profit, range, receipt, retailer, sales pitch, suppliers, warehouse.

 The origins of Marks and Spencer, Britain's best known …1.., go back to 1882 when a Russian refugee, Michael Marks, began selling simple household products from door to door, in villages in North East England. In 1884 he set up a stall in Leeds Kirkgate market and to overcome his language problem, he made a sign displaying his …2..: 'Don't ask the price, it's a penny'. By 1894 Marks had eight stalls and had invited Tom Spencer to join him in what was to become one of the most famous business partnerships in British history. 

By the 1920s Marks and Spencer stores were selling some food as well as household products, but the first extensive expansion of the …3... came in the early 1930s when canned goods, cake, fruit and vegetables were introduced. Today Marks and Spencer sells a wide variety of products in over 670 stores worldwide. They have a 16 per cent share of the UK clothing market, a position they maintain by insisting that their …4... manufacture new collections up to one year in advance of the season. The clothes are sold under their own label St Michael, which has become a …5... in the British fashion industry. 

Marks and Spencer's …6... for the financial year 1990 was $389 million.

5.14. Discuss the following information:
SWOT Analysis, analysis of four crucial elements of a business's planning process: Strengths, Weaknesses, Opportunities, Threats. The mnemonic could be TOWS; there is no hierarchy of elements, though there is a difference between those that are “internal” and those that are “external”. A company has considerable influence over its internal strengths and weaknesses. If it knows it makes good products but that its marketing is poor, it can build on (or simply maintain) the former while improving the latter. It has less control over external opportunities and threats. Opportunities have to be identified before they can be exploited. These are both factors within a company's control but they depend on what the competition is doing: the opportunities rival companies have identified and are exploiting, and therefore the threat they pose. However, threats and opportunities do not depend solely on the behaviour of competing companies; legislation, consumer trends, new technology are among the other factors that should be considered.

SWOT analysis is a catchy term for basic common sense. Its potential usefulness depends on how accurate and intelligent the analysis is. Its actual usefulness depends on what is done as a result of the analysis. Ultimately it derives from the investigation of a wide range of factors that include, among other things, labour output, distribution, sales, the size of the market, and so on. If the data produced as a result of the investigation is of good quality, the value of SWOT analysis then depends on the judgements made and actions taken on the basis of the analysis. A company that concludes it is stronger than it is may underestimate the real threats to it. A company that fails to take advantage of an opportunity may find itself weaker as a result.

UNIT 6 

Goal- Setting

Focus Vocabulary
1. to be casual about



casualness
2. to apply smth to smth


application
3. to liaise 


liaison (officer)


to establish / to maintain ~
4. commitment  


devotion


dedication

to be committed to smth

5. feedback 


positive / negative / immediate / emotional ~
6. to conduct / to make / to do a survey
7. to point out



to hold out


to make out




   to stand out



to cut out 



to have out

8. wholesaler


ant. retailer = reseller
warehouse
9. point-of-sale



retail outlet

10. to develop a product




developing costs






to provide development capital

11. assistance



help



aid

12. fortune 




to make / to run through a ~
13. to do smth in return for smth 

14. to put some pressure on smb 

15. to get on to smb 

16. to focus on smth 

17. to be on the verge of doing smth 

18. to be fed up with smth

6.1. Note the difference:
· agent – a person or an organisation who acts on behalf of a principal to sell the principal’s goods or services to the third parties

· broker - smb who brings together a seller and a client, is paid a commission

· distributor – smb who has arranged with one or more supplies to sell a product; sells the goods for himself 



· retailer – someone who buys goods from a wholesaler and then sells them to consumers in retail outlets

· dealer – implies a one-person operation of buying and selling for individual profit; or someone who buys and sells securities on his own account 



· representative = sales rep – a member of a sales team and is employed to travel from one place to another in order to encourage potential customers to buy

Which of these are incorrect?
a) car dealer;

b) car retailer;

c) car representative;
   d) sole distributor;


e) sole agent;

f) sole retailer;
g) company rep;


h) insurance broker;    
i) company dealer;



j) stockbroker;


k) insurance retailer;

l) foreign exchange dealer. 
6.2. Complete the following sentences with the words of Focus Vocabulary:

1. … advertising is a popular advertising technique.
2. Unlike …, who sell goods in quantities that often are too large for individuals, … sell products in small quantities.
3. The Navajo population is growing at a great rate; this growth is likely to put … on their traditional economy.
4. For many months the firm was on the … of bankruptcy.
5. Mitchell attempted to … attention on the effectiveness of merchandising.
6. Harper's essays proved her … to women’s rights.
7. Managers are required to give the workers … about their performance.
8. The word academy has come to be … to certain kinds of institutions of learning.
9. Silas Deane is American Revolution diplomat, who served as … to France.
10. Programs vary in organisation from …, incidental learning to formal college credit courses.
11. Lima and the part of Peru controlled by the patriots was on the … of financial ruin.
12. The vehicles have both commercial and military … .
13. He acted as UN… officer for the Jewish Agency for Palestine.
14. Supermarkets, departmentalised, self-service stores that are the predominant type of … for food products in the U.S.
6.3. Fill in the following words in the sentences with non-business environment:
Applied, casual, commitment, dedication, fed up, feedback, focused, fortune, liaisons, pressure, retail, survey, verge, warehouses.

1. A nationwide … was conducted by researchers at Harvard Medical School.
2. During the American Civil War he made a … on government contracts.
3. Bar codes are widely used for this purpose in supermarkets, …, libraries, and … stores.
4. The United States put greater economic and diplomatic … on Panama to force Noriega from power.
5. After 1894, although he was on the … of insanity, he wrote his finest work.
6. The first Negro History week … attention on previously neglected aspects of the black experience in the US.
7. Bloomfield is best known for his … to linguistics as an independent science.
8. The guided drill is a computer program that poses questions to students and returns ….
9. Acupuncture is now … to relieve pain during surgery.
10. Through her … with high-ranking Allied officers Mata Hari was able to obtain important military information.
11. Agnes was a beautiful Roman girl who refused marriage because of her … to Christ.
12. Nike produces a variety of athletic and … clothing and accessories.
13. The term is generally … to the original or native inhabitants of a country.
14. Maura was 1988's nominee for best foreign film, Women on the … of a Nervous Breakdown..
15. The tourist industry also puts … on the environment.
16. Opinion polls in 1969 showed that 80 percent of Americans were “… and tired of the war”.
6.4. Complete the following sentences, using suitable expressions below:

 Point out, hold out, make out, have out, stand out, cut out.

1. Only three paintings … as deserving special prize. 

2. Look at the photographs and see if you can … the man who attacked you.

3. He … his brother … of his will after their quarrel. 

4. It’s no use keeping your anger to yourself; let’s … the whole matter … now. 

5. BE careful, the dealers may … for a higher price. 

6. I don’t think you are … teaching, you haven’t the necessary patience. 

7. How did he … while his wife was away? 

8. I can’t … the meaning of this poem. 
9. I don’t … much hope that our traffic troubles will improve. 

10. I can’t … her …, she is a mystery to me. 

11. The house … because of its unusual shape. 
12. How did you … with the committee?

6.5. Complete the following sentences with the words of Focus Vocabulary.
A. Aid, commitment, delegation, department, focus, hired, lack , needs, pressure, reassessment, retailer, retail outlets, segment, services, survey, verge.

1. A … of people aged 15 to 54 found a new marketing … had appeared.
2. The city is particularly noted for its many …, including large … stores and speciality shops.
3. Since the … has direct contact with the users of goods and …, they can easily meet the … and preferences of consumers.
4. The republic’s … of recognition also allowed Serbia to put political and military … on the republic.
5. A bodhisattva is a person who, on the … of nirvana, refuses entry in order to … others on earth.
6. Once the … of managerial responsibilities to … personnel became a common practice, financial reporting began to … on the managers' accountability to the owners.
7. In the late 1970s Adams became the leading proponent for a … of policies and … to armed struggle.
B. Application, casual, dedication, help, feedback, insights, liaison, perform, retail, retail outlets, sells, set up, wholesale, workplace.

1. Dreiser's … to truth and his compassionate … into American society have made his novels endure.
2. The first teaching machines were designed to provide immediate … for multiple-choice tests.
3. Synthetic adhesives … better and have a greater range of … than the natural products.
4. As a step toward full diplomatic relations, … offices were … in Beijing and Washington in 1973.
5. The brand grew in popularity as … clothing became a trend in the … in the early 1990s.
6. Dell … its products through mail-order catalogues rather than through ….
7. Telephones are used for … conversations, to conduct business, and to summon … in an emergency.  

8. About 21 percent of the workers were employed in … or … trade.
6.6. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:
1. ‘Gap’ является сетью фирменных магазинов, предлагающих повседневную одежду для подростков и взрослых.

2. В 1980г. Президент назначил ее помощником президента по связям с общественностью.

3. Любовь, как мотивация, применяется в рекламе многих товаров.

4. Производство хлопка стало способом нажить состояние в Алабаме.

5. Compaq начал расширять сеть розничных магазинов, продавая свою продукцию крупными партиями магазинам со скидками.
6. Оптовик – это торговец, который покупает товар и продает его покупателям, в основном, розничным торговцам, для перепродажи.
7. Н. – это национальный центр производства, оптовой и розничной торговли и коммерции.

8. Отсутствие личного контакта между продавцом и покупателем иногда считается недостатком рекламного подхода.

9. Предлагаемые для изучения курсы включают в себя: бухгалтерское дело, деловое администрирование, коммерцию, управление, финансы и банковское дело, международный бизнес, управление информационными системами, маркетинг, розничную торговлю, товароведение.
6.7. Discuss the following information:

Human Resource Management. Businesses rely on effective human resource management (HRM) to ensure that they hire and keep good employees, and that they are able to respond to conflicts between workers and management. HRM specialists initially determine the number and type of employees that a business will need over its first few years of operation. They are then responsible for recruiting new employees to replace those who leave and for filling newly created positions. A business’s HRM division also trains or arranges for the training of its staff to encourage worker productivity, efficiency, and satisfaction, and to promote the overall success of the business. Finally, human resource managers create workers’ compensation plans and benefit packages for employees.

Personnel Management, Office of (OPM), independent agency of the United States government, which administers a nationwide merit system for federal employment, including recruitment, examination, and training programs. It was established by executive order in 1979. The agency carries out many of the functions of the former U.S. Civil Service Commission.

The OPM operates out of eight regional offices as well as various federal job information and testing centres. Its activities involve administering examinations for positions in the competitive service and establishing qualifications for promotion of federal employees; classifying federal positions according to duties and responsibilities; conducting investigations as to the loyalty, character, and background of applicants for positions; handling insurance, leave, retirement, and incentive-award benefits; co-ordinating and promoting training activities; carrying out a program for equal opportunity employment in the federal government without regard to race, colour, religion, sex, or age; and operating the Senior Executive Service for classification, qualification, and appointment determinations of persons in the three highest civil service levels.

UNIT 7
the management of time
Focus Vocabulary

1. urgent


urgency

2. to be overdue



to be due



date due
3. to make demands on smb’s time

4. to be discriminating in using time

to discriminate in / against
5. to be in time 


to be on time


to be ahead of one’s time 

to work against time

in good time
          in no time at all

to take one’s time

to have the time of one’s life

6. to log



time-log



to log on to smth

7. to argue
arguable
arguer

argument
argumentation argumentative to have an argument over/about smth







a matter of argument

8. to tackle smth ( a problem/ an issue/ a question / the subject of)

9. to draft



a draft
10. to divert smb from smth

11. to delegate a task to smb

to delegate authority


delegation
12. Chamber of Commerce 

13. an invoice 


to invoice


a bill




14. to drop by


to drop in on smb


to call on
15. in time / on time 

7.1. On time versus in time.  

· On time = punctual, not late. If something happens on time, it happens at the time which was planned: 

 

The 11.45 train left on time. (= it left at 11.45) 

 
'I'll meet you at 7.30.' 'OK, but please be on time.' (= don't be late, be there at 7.30)

· The opposite of on time is late: 

 
Be on time. Don't be late. 

· In time (for something / to do something) = soon enough 

I've sent Jill her birthday present. I hope it arrives in time (for her birthday). (= soon enough for her birthday) 

 

I must hurry. I want to get home in time to see the football match on television. (= soon enough to see the football match) 

· The opposite of in time is too late: 

 

I got home too late to see the football match. 

· You can say just in time (= almost too late): 

 

We got to the station just in time to catch the train.  

Complete the sentences with on time or in time: 
A.  1. The bus was late this morning but it's usually ... 

2. The film was supposed to start at 8.30 but it didn't begin ... 

3. I like to get up ... to have a big breakfast before going to work.

4. We want to start the meeting …, so please don't be late.

5. I've just washed this shirt. I want to wear it this evening, so I hope it will be dry 

6. The train service isn't very good. The trains are rarely ... 

7. I nearly missed my flight this morning. I got to the airport just ...

8. I nearly forgot that it was Joe's birthday. Fortunately I remembered ...

9. Why are you never ...? You always keep everybody waiting. 

10. A dog ran across the road in front of the car, but I managed to stop just …

B. 1. George is usually late for work but this morning he arrived ...  

2. I washed your shirt this morning but it should be dry ... for you to wear it this evening. 

3. We had to get on the train without tickets because we didn't get to the station ... to buy them. 

4. It's a very good train service. The trains always run ... 

5. Our car is being repaired. I hope it's ready ... for our holidays. 

6. Our best player was injured in the last match. We hope he will be fit ... to play in the next game. 

7. Please don't be late for the meeting. We want to begin ... 

8. We plan to go to America in two weeks' time, but we're still waiting for our visas. I hope they arrive ... 

9. I like to get up ... to have a big breakfast before going to work. 

10. Will you be home … for dinner? 

11. The conference was very well organised. Everything began and finished …

7.2. Invoice versus bill.


A. Translate into Russian.
When a customer orders or places an order for goods from a supplier, the supplier invoices or bills the customer for these goods. Producing and sending invoices is known as invoicing or billing.
If a customer pays for the goods before they are shipped or dispatched, they pay up front. 

Ship has an additional meaning in American English. If a product will ship at a specified time, it will become available for customers at that time.

B. Complete the following sentences with the words: order, to place an order, trade, dispatch, ship, invoice, bill, invoicing, billing, to pay up front:
1. You consult the electronic brochure, … your order and it is … to you credit card.

2. The goods are automatically … from the US, which at current exchange rate can be extremely cost-effective.

3. “Harvey started billing me four times more than he should have,” Mr Trump says. “The … were too high and I wasn’t satisfied.”

4. When he was contacted by a Taiwanes firm interested in his products, he thought it was a joke. “I … them expecting to hear nothing more,” he said. “But they wrote back and paid $30,000 for part of the deal …”

5. Continental brick producers … bricks to Britain during the boom of the late 1980.

6. IBM announced version 2.2 of OS/2 this week. It will … late next month.

7. When the … finally arrives it may be payable to the wrong person.

8. Extending computer links beyond the company was the next logical step. This enables a retailer to place electronic … with a supplier, who can then transmit a shipping advice when the goods are … . … can also be  generated automatically.

9. EDI takes less time than sealing an envelope, so orders can be … and confirmed in seconds.

10. Some 40% of the … sent or received by European companies contain errors.

11. In Russia paying cash … for placed orders is a standard practice, though … and invoicing are becoming common, too.  

12. The goods have been … even though the payment. 

7.3. Complete the following sentences with the phrase below:
For the time being; ahead of its time; work against time; in no time at all; at one time; before one’s time; in good time; from time to time; time-lag; time-consuming; take one’s time; the time of my life.

1. Copernicus’ ideas were …, nobody understood him at that time. 

2. I worked as a sales representative …, but I soon realised that the job was not for me. 

3. I can’t call myself a theatre-goer, but I still go to my favourite theatres … 

4. I can’t say that I am satisfied with my present job, but … I’ll stick to it. 

5. We are well behind the schedule; we must … to finish the project. 

6. I came to the interview …, so I could look around the office. 

7. I must say that when I was skiing in the Swiss Alps I had … . 

8. I suddenly realised that if I didn’t hurry I would miss my train. So I started to run and was at the station … . 

9. There was quite a big … between my graduation and the first job I found. 

10. I don’t like to hurry when I have my meals, I usually … . 

11. It is a pity that some experienced workers have to retire … because of the health problems. 

12. I have to discuss some very serious problems with my manager and I need his full attention. As he is always busy it is important to have the right … for our meeting. 

13. Marketing research is … but absolutely necessary for success.
7.4. Inversion. 
· In a formal style, or for emphasis, words with a negative or restrictive force are placed at the beginning of a sentence. These include: 

 

Hardly; 

scarcely; 

seldom; 

little; 

only; 

never; 

not until; 
no sooner; 
rarely; 

under no circumstances; 

on no account. 

· When these expressions begin a sentence, the normal order of subject and the auxiliary is reversed: 

We have never before commissioned such an extensive survey.  





Never before have we commissioned such an extensive survey. 

 

Hardly had the guarantee expired when the machine broke down. 

· When there is no auxiliary, do, does or did is inserted. There is still inversion: 

 

We seldom/rarely receive enquiries of this kind. 


Seldom/Rarely do we receive enquiries of this kind. 

 Re-write each of these sentences so that the meaning stays the same but the emphasis changes: 
1. We did not suspect that they had filed a patent. Little …

2. It wasn't until two years ago that we decided to change our image.   Not …

3. Bywater Inc. will not, under any circumstances, be liable for any incidental or consequential damages. Under …

4. I never imagined, on joining the firm, that I would one day become its president. Never …

5. I have seldom had the opportunity to speak to such a distinguished audience. Seldom …

6. You should, on no account, keep your code number and your credit card together. On no account …

7. The new drug was launched only after ten years of extensive testing. Only …

8. They started complaining as soon as we walked into the room. No sooner …

9. We began to show a profit last year. Not until …

10. She realises that we were prepared to pay a higher price. Little …

11. After three days of negotiations we reached an agreement. Only …

12. The guarantee expired and the machine broke down. No sooner …

13. We will not allow our firm to be taken over. Never …

14. The deposit can not be returned. Under no circumstances …

15. Goods should not be sent without the correct accompanying documentation. On no account …

7.5. Complete the following sentences with the words of Focus Vocabulary:
1. Productive power can be … from making consumers' goods to making the means of further production.

2. Such treaties were … and signed in 1915 but were never ratified.

3. His second premiership was dominated by his plan for … the Great Depression.

4. It would be fatal for the nation to overlook the … of the moment.
5. Poverty in Third World countries is primarily … to lack of economic development.
6. Irish Americans were frequently … against in housing, jobs, and education.

7. Special journals (daily …) are used to record recurring transactions.

8. … is a local, national, or international association of businesspeople, established to promote commercial enterprises.

9. States also may … regulatory authority to the cities in which the public utilities are located.

10. Business documents provide the bookkeeping input; such documents include …, payroll time cards, bank checks, and receiving reports.

11. The low rates are an … for buying now.
12. Women’s rights guarantee that women will not face … on the basis of their sex.
13. In such applications, a user … onto a Web site.

14. While experts … about new methods, they still rely mainly on basic appeals.

15. Municipalities work only with matters … to them by provincial legislation.

16. City officials in Yellowknife have had to … a variety of challenges.

17. The most … domestic issue of the period was the struggle of American blacks to secure their full rights as citizens.

18. The … in favour of the technocratic system reached its peak.

19. The last major issue … by Trudeau was the energy question.

7.6. Fill in the following words in the sentences with non-business environment, make necessary changes:
Argue, argument, chamber of commerce, delegate, discrimination, divert, draft, due, invoice, log, make demands, tackle, urgency, urgent.

1. ‘Thirst’ is the … need to drink, stimulated by the body’s need for water

2. In the same year he ordered the Cortes to … a new constitution.

3. These later works … the subject of euthanasia.

4. Defenders of slavery developed a wide range of … to defend their cause.

5. Office documents are generally mechanically or electronically produced records: letters, spreadsheets, memos, …, and so on.

6. The tribes were ruled by hereditary chiefs, who … authority over village communities to local chieftains. 

7. Probably the first trade association to call itself a … was that founded in Marseille.

8. World War II … national attention from consumer problems.

9. Details and information miss from a digital image, perhaps … to the limited range for pixels.
10. At the end of the 19th century, black Texans suffered from increasing ….

11. From 1978 to 1985 users … 40 million hours on PLATO systems.

12. The moral … for the existence of God was developed by 18th-century German philosopher Immanuel Kant.

13. Critics of the policy … that demographically balanced districts offer opportunities for governance.

14. He served on the committee that … the Declaration of Independence.

15. In September 1938, stating that Germans in Czechoslovakia were being oppressed, Hitler encouraged them to … on the Czechoslovakian government that it could not fulfil.

16. Surgery may be categorised according to the scope of the operation and the degree of ….
17. The Ulster Unionist Party found itself unable to agree on how to … mounting disorder.

18. The greater number of births is … in part to the higher proportion of young couple.
19. This usage was based on the theory that the authority of the Parliament was derived from the Crown, and that in the presence of the king this … authority ceased to exist.

7.7. Complete the sentences with the words below:
A. Accessing, company, urgently, discriminated, discrimination, diverts, due, income, Labour, logs, personnel, promotions, public, revenues, service, tackled, tax.

1. In 1960 the corporate … tax comprised 23.2 percent of federal tax revenues. It had fallen to 12.5 percent of federal tax … by 1980, … to the effects of … reform undertaken in the 1960s and 1970s.
2. The resources of the Internet can be shared with anyone logging on to, or …, the network. With his or her computer and modem, the user calls, connects to, and … on to the … provider's computer.

3. The Fair … Standards Act prohibited wage …, based on sex, in … or private employment.

4. OIA's critics charge that the act … government … from their principal work

5. Riebeeck … the problem by releasing men from their … employment to farm as free burghers.

6. New explanations and fresh policies were … required; this was precisely what Keynes …supplied.

7. The suit claimed that the company … against minorities with respect to ….

B. Affecting, appointed, arguable, chambers of commerce, delegate, delegated, discriminate, domestic, drafting, effect, hiring, inefficient, issued, issues, labour, log, skills, welfare.

1. He also … more authority to the provinces in all … and economic matters.

2. Because tests tend to draw on those … associated with white, middle-class functioning, they may … against disadvantaged and minority groups.

3. ‘Federal Register’ is a published … of rules and regulations … by the United States government before they go into ….

4. The early … were concerned principally with problems of … and foreign trade and with governmental policies and political events … trade.

5. It is also … that since the most important asset of a nation is its … force, it should be included on the balance sheet in some way.

6. Grant … the Civil Service Commission, assigning it the task of … a code of … procedures.

7. An … administrator himself, he was able to … less important administrative tasks to his Cabinet while he worked on more important ….

7.8. Translate the sentences into English, paying special attention to the words of Focus Vocabulary:
1. Многие приводили доводы в поддержку деятельности Торговой Палаты.

2. Однако, к 1900г., с увеличением поставок товаров изготовленных промышленным способом, покупатели стали более разборчивы в своих покупках.

3. Заказ был сделан, и товар был отгружен по срочному требованию.

4. Он сумел осуществить нововведения в социальной сфере, но он не успел взяться за проблемы дорожно-транспортного хозяйства столицы. 

5. В течение этого периода конституция была разработана и ратифицирована народным голосованием.

6. Первоначально, членами Торговой Палаты были в основном купцы.

7. Согласно этому закону, на меха должны быть выписаны счета, они могут быть рекламируемы и проданы под их принятыми английскими именами.

Get ready for the Term Test.
Sample Term Test Units 1-7

1. Rewrite the following sentences without changing their meaning. Replace the underlined words with the words given below. Make any other changes:
1. We didn’t get many orders last quarter but now sales have improved.
2. Our terms for this consignment of rubber are cash on delivery.
3. These income tax officials often do a quick random examination on taxpayers to make sure they are giving accurate information.

4. The new Chairman offered to change our pricing policy.

5. In my opinion, our computer products are much better than those of our competitors.

6. We are in a difficult position at the moment because one of our customers has gone bankrupt.

7. I should make a special effort to build up my vocabulary and general knowledge of English.

8. I hardly understand your handwriting.

Suggest, take up, make a point of, make out, step up, spot-cash, pick up, knock spots off, draw up, in the spot, bring up, concentrate, not interested, spot-check, come up with, in the spotlight. 

2. Complete the following phrases with the correct form of the words given below (only one word for one situation).
1. Although our company wants to expand rapidly, we must _____ in mind that we have limited cash to so.

2. Patricia _____ an interesting suggestion at the meeting.

3. A serious problem has _____ in our company.

4. I have _____a great deal of thought to our financial problems.

5. We must _____ all the possibilities before we decide which market to enter.

6. I am fed up with my boss criticizing me all the time. I am going to _____ it _____ with him.

7. The forecasts of our Marketing Department have been _____. I don’t know how they manage to be so accurate.

8. He said I was not _____ for the career of personnel manager.

Hold out, arise, give, bear, cut out, have out, on the spot, come up with, point out, spot on, weigh up, rise, come to, make out, raise, bring up.

3. Give equivalents to the following definitions:
1) a person who travels to get orders for goods;

2) response, reaction;

3) a person or a company that sells goods to the public;

4) a building where goods are stored;

5) someone who builds a company from nothing;

6) when you are allowed to take more money from your bank account than you have in it;

7) something bought at especially low price;

8) voluntary combination of two companies;

9) the needed quantity of a commodity to supply  orders;
10) to sell a product at a lower price than your competitors .
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