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Unit 1a

Work Roles
THERH

Background Information

A Work Role is defined as the mix of tasks and responsibilities undertaken by
individuals or within a team.

reference: htip: //www. belbin. info/work-roles-answr. htm

Work Role includes supervisory level, managenal requirements, and any
working relationships.

The statements below describing the various work roles in a company:

Office Staff—Clerical and administrative staff, typists and receptionists.
Marketing Personnel—People who are involved in market research, advertising
sales and promotions.

Maintenance Engineers—A skilled worker who is trained in the maintenance of
plant equipment and machines.

Managers—Usually professional and qualified staff who manage a division within
an organisation.

Technicians—Skilled people in a particular field, for example, someone who is
employed in a drawing office or involved in quality control.
Supervisors—Normally experienced staff who direct and oversee a task (s)
carried out by others.

Secretaries—A person who handles correspondence, keeps records and carries
out general office work.

Researchers—A person who carmies out research into new ideas and designs.
Designers—A professional designer produces new ideas that

may be manufactured.

reference: http: //www. technologystudent . com/ vocat/workrole . htm
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* marketing dept AT 2 4435

* public relations dept 233t & 38
* accounting dept #f % &

* customer service dept % fIREE

* personnel / HR dept AZEEE/ A R ES
* R&D dept IR

* computers dept i EHHEF

* production dept 4 7=#8

* dispatch dept E#EE

* legal dept iR 5538

* purchasing dept SRIES

Word List
Belbin Associates I /R &> (3B M — K E B & AR F 4 5) 88
Wi WURSE(R. Meredith Belbin) 1 +-SEC A B3 4] o £ 2 RS R 6
BOMZEHCTAETHMEIHBTEE N ARG GBI 2R 6T
PIBFRFRGENL 2 FER T ARB T RS L AN B B7R
THBIIE ARG AR ERARE S, 1988 F, 812 T NREHL,
A TAREBEE, —HLT AN ERN AN REESERS, 5%
X—RECHS A,
management consultancy & % 1 [5] 24 7]
e.g. Belbin Associates is a management consultancy .
workset n. highlights discrepancies between how a job is set up and how it is
performed in practice it relies on managers using four core colours to set jobs
up 73X B 24 F WorkSet System, 8 (EFIRBLA R TR KR 10 G ek
b M0y RS
e.g8. Workset is a widely-acknowledged means of setting up jobs.
pie chart a diagram consisting of a circle that is divided into parts to show the
size of particular parts in relation to the whole B4 47 &
e.g. Plie charts are often the simplest way to show statistics,
assign tasks to AL T1E4S
€.g. Managers need to assign tasks to their staff.
participate v. take part in S
€.8. No professionals participated in the contest.
2



comply v. follow, obey #R M ; KA ; M
e.g. We comply with all fire safety rules.
in response to fE 4%t - A H /K R
e.g. In response to their hospitality, we wrote a thank-you note.
adopt v. to accept 4 ; T UK
e.g. After much deliberation, the president decided to adopt her suggestion.
allocate v. to give sth officially to sh/sth for a particular purpose &+ (#4);
R () o ()

e.g. More resources are being allocated to the project.
Job description B\ ##3R
e.g. Make sure you have an up-to-date job description.
static adj. not moving, changing or developing ¥ 11 A9 ; B S #Y ; (2 #E Y
¢.g. The balance sheet provides a static picture of the financial position at a
point in time.
dynamic adj. always changing; always adapting to new circumstances and
making progress B17SH)
e.g. It’s difficult to set prices in such a dynamic market.
job brief TfEHE
e.g. I need some more information about a job brief.
interpret v. understand and explain S8R ; B}
e.g. We interpreted his silence as a refusal.
framework n. the structure of a particular system ({4 f9)%5H3; Bl
e. g. We need to establish a legal framework for the protection of the
environment .
approach n. method, way 7T Es; & 5K
e.g. I like her approach to the problem.
review process # 7 i B
e.g. The review process will Iast two weeks.
keep abreast of T - BB F R
e.g. How can you stay abreast of all the developments in biotechnology?
jointly ady. together JLIR] i1 ; & M ; EHF 1
e€.g. The two boys owned the boat jointly.



assess v. to judge sb/sth or form an opinion about sb/sth after looking carefully
at all the information ¥4
e.g. Itis difficult to assess the impact of advertising on sales.
performance n. how well or badly you do sth; how well or badly sth works Ml
-
e.g. The new management techniques aim to improve performance.
re-align v. to change the way a business, an organization, ¢tc. is organized in
order to adapt it to a new situation X ++-++ AT BENHE
e.g. We believe losses will decrease as we realign our business to the lower
demand.
blue work 1 {5 T f&
e.g. Machining an engineering component to a specification is blue work.
prescribe . 1o say what should be done or how sth should be done ¥L:E ; $34;
R
e.g. The prescribed form must be completed and returned to this office.
approved standard B #it #9457 2%
e.g. you need o carry out that work in a prescribed way to an approved
standard.
machine ». to make or shape sth with a machine
€.g. This material can be cut and machined easily.
component n. one of several parts of which sth is made 41 & 3553 ; B4 ; &6
%
e.g. Trust is a vital component in any relationship.
specification n. detailed information about how sth is or should be designed or
made M
€.g. These houses are built to a high specification.
yellow work 3 T4
e.g. Planning is yellow work.
initiate . to initiate legal action/proceedings against sb FiFHEA
¢.g. The government has initiated a programme of economic reform.
initiating procedures /3 51
¢.g. He initiated some procedures to reduce costs by 30% .
green work &2 8, T {F
e.g. Aiding someone else is green work.
4



vary v. to change or be different according to the situation &+ NG|
e.g. Marketing methods vary with market size.
reaction n. AL, 5L
e.g. What was his reaction to the plan?
at times of peak occupancy 1E 7 /5 A7 B A 33
¢.g. The room prices will be higher at times of peak occupancy.
orange work 1§ (&8 T 1
e.g. Brainstorming is orange work.
shared responsibility 4318 89 3
e. g. We should be clear that achieving an objective is a shared
responsibility.
grey work & 5 THE
e.g. Grey work is not core work.
incidental adj. happening in connection with sth else, but not as important as it
KEH
e.g. The discovery was incidental to their main research.
situational needs ST E
e.g. Sometimes, you need to work in response o situational needs.
white work F 5 T{F
e.g. Although white work is not my core work, I like this kind of work very
much.
undertaking n. a task or project, especially one that is important and/or
difficult T4E ;4F 57
e. g. To build a wehsite to handle their worldwide sales was no small
undertaking,
revise v. to change sth such as a document or an estimate in order to correct or
improve it # 2%
e.g. We continually revise our procedures.
pink work ¥} o, T1¢
e.g. Pink work is what I hate doing.
hierarchy n. the different levels at which people or things are organized,
depending on how much authority, responsibility or importance they have %
%
e.g. She’s quite high up in the management hierarchy.



superior n. higher in position, importance or rank %%
e. g. He had the largest office for practical reasons, not because of his
superior status.
turn to KB F ;¥ 18]
e.g. We can tum to him for help.
user’ s manual i} P i
e.g. It’s necessary to make user’s manual easy to follow.
work from home 7£ X T f&
e.g. With the development of the intemet, more and more people will work
from home.
conservative adj. lower than what is probably the real amount or number 1#<F
#
e.g. At a conservative estimate, she’ll be eaming £ 80 000.
dock in and out 2% £ T B8 7]
e.g. We need to clock in and out every day.
nine to five SIS E
e.g. I like the kind of nine to five work.
IT consultant {5 B A
e.g. He works as an IT consultant.
a leisure group (KRR KR KA H
e.g. He runs a leisure group.
glamorous B A % 149 ; % A K
e.g. Linda is not skinny or glamorous and she doesn’t know much about
) fashion.
jet in FEEHLBEA
e.g. I don’t have time to travel around the city. I just jet in and out.
work flexible hours SE17 4% T fE8 8]
e.g. Most of us like working flexible hours.
IT professionals {5 B &R AR
e.g. That net company recruited a lot of IT professionals.
temp n. a temporary employee in an office IFES T
e.g. We'll need to get in a temp while Anna’s away.
a law firm T 3 4 F
e.g. She is working for a law firm.

6



medium-sized adj. of average size; hetween small and large PRI
e.g. His company is a medium-sized company.
unreasonable adj. not fair; expecting too much A4 B ; AT £ 49
e.g. He claimed his boss was making unreasonable demands.
have a huge say A R K89 IEL
e.g. Employees have a huge say in this company.
initiative . a new plan for dealing with a particular problem or for achieving a
particular purpose #71%]
e.g. In a new initiative, the company is targeting local advertisers.
standardized adj. $FHELHD
e.g. Car components are normally standardized.
fixed routine [E15E 1R 51 ; B EBFF ; B & B TRIF
consult v. to ask for good ideas ¥ 1]
e.g. I'll do nothing without consulting you.
make the smallest alteration {5/M7E4L
e.g. You even can’t make the smallest alteration to his decision.
Team Leadership Workshop FiBA 8132 38
summarise issues iR (B8
e.g. Could you summarise the issues?
arise v. to come up B
e.g. Between the copartners serious disagreements arose.

appropriate v. 1o keep or save money for a particular purpose 1744
e.g. £8000 has been appropriated for a new training scheme.

assessment n. an opinion or a judgement about sb/sth made after all the
information has been looked at carefully 744
e.g. We need to make a detailed assessment of all the risks involved.
perception n. an idea, a belief or an image you have as a result of how you see
or understand sth XA
¢.g. This negative publicity will inevitably damage public perception of the
company .
motivate v. to make sb want to do sth, especially to work hard or try hard #55)
e.g. These systems can motivate employees to become more productive.
disparity n. difference N[F]; A%
e.g. Regional disparity exists, such as Harbin and Beijing.



expectation n. something that you think will happen A5
e.g. The reward fell short of our expectations.
e.g. You need to explain you plan explicitly.

give instructions %3 F15 &

e.g. Could you give me some instructions on how to use this machine?

in terms of 7E-+-+J T ; H 45 ; 12
e.g. The company was able to communicate its expectations in terms of the
skills ans behaviour needed.
compatible with (about ideas, methods or things) able to exist or be used
together without causing problems -+ 3&%
e.g. Is your current job compatible with your ambitions?
in-company £/} B A £Y
e.g. We can develop in-company training for our staff.

¢.g. Man’s behavioural attributes are hard to change.
assessment centre FF{4 .0
e.g. Our company has an assessment centre fo screen staff s performance.
screen v. to check sth to see if it is safe or suitable to be used, seen, etc. # )
e.g. We use an antivirus program to screen attachments.
distinguish v. to recognize the difference between two things [X 4+
e.g. He can distinguish a genuine antique from a reproduction.

{ Synonyms]
|issue, problem, question n. [A] 4|
isstle n. an important topic that people are discussing or arguing about

e.g. a key/sensitive issue

problem n. something such as a product, business, or part of a business that is
not very successful or causes particular difficulties for its makers or owners
e.g. The UK subsidiary is tuming out to be a problem child for its parent

company .

question n. a sentence, phrase or word that asks for information
e.g. If something doesn’t make sense, it’s important to ask questions.

[job description, job duties, job brief B k]
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Job description a written description of the exact work and responsibilities of a
job, its position in the organization, the conditions of employment and the pay
e.g. Make sure you have an up-to-date job description.

Jjob duties tasks that are part of your job
e.g. Your duties will include setting up a new computer system.

Job brief the instructions that a person is given explaining what their job is and
what their duties are
¢.g. We've prepared a job brief for the architect.

[job responsibilities, job duties, work roles 185 F 1E; 1.5 A &)

Jjob responsibilities a duty to help or take care of sb/sth because of your job,
position, etc.

e.g. She feels a strong sense of responsibility towards her employees.
job duties tasks that are part of your job

e.g. Your duties will include setting up a new computer system.
work roles this includes supervisory level, managerial requirements, and any
working relationships

[line manager, superiors n. i‘g}

line manager a person who has a number of employees working under them and
who is responsible for giving them work and checking how they develop
e.g. I have regular one-to-one meetings with my line manager.

superiors n. higher in position, importance or rank
e.g. He had the largest office for practical reasons, not because of his
superior status.

[Key to course book exercises)

Describing work roles

Ex 2: (Suggested answer)
Workset allows companies to clarify work role by classifying different
aspects of the job according to colour. Companies can use colour to
specify the exact level of responsibility to be given to a number of key
tasks. These specifications can be changed as the job changes.
Employees can use the same system to give feedback on the job from their
point of view, ensuring that job descriptions remain relevant.



Ex 3:

(Suggested answer)

According to the manager’ s brief, about half of the employee’ s time
should be taking personal responsibility for meeting objectives ( yellow
work) . However, the employee feels that this is not the case. Blue work
(i. e. work carried out in a prescribed way) is double the amount
envisaged in the brief. As can be seen from the grey, white and pink
segments, the employee also perceives him/herself to be involved in
certain activities outside the job brief. While the small amount of white
(creative) work appears to be positive, the pink time serves no useful
purpose. Moreover, the incidental grey work which the employee is asked
to do in addition to his/her job may be detracting from the core yellow
work.

: schedule—yellow support—green operate—blue
desigm—yellow co-operate—orange  assit—green
participate—orange  comply—blue decide—yellow
follow—blue

one more verb for each core colure:

blue—carry out, execute greemr—aid, cover
yellow—plan, research orange—take part, brainstorm
Ex5:1.H 2.D 3.B 4.E 5.A
Report writing
Ex 1: (Suggested answer)

Barrie Watson used WorkSet to ascertain that Ekstrom team Leaders had
different perceptions of the precise level of responsibility to be allocated to
each of their key tasks. He then helped the company to use the WorkSet
colours to select which level was most appropriate for each task and to
communicate its expectations to the Team Leaders.

. To explain how they saw their roles.

. Leader had different perceptions of their roles.

. To communicate the most appropriate approach to a series of key tasks.

. Skills can be developed; attributes(i.e. the qualities people are bom
with) cannot.

. It can set up assessment centres to screen applicants and team leaders.



Ex3:
Introduction: The aim of this report is to. . .
Findings: This disparity clearly showed. . .
Conclusions: It is clear that . ..
Recommendations: We strongly recommend that. . .

Ex 4: Sample answer

Introduction

This report sets out to use WorkSet colours to assess the accuracy of my job
description as PR Officer and to suggest a number of changes.

It is clear that there is a difference between the way the company views the job
and the reality as I perceive it. Firstly, a number of arcas which demand a
significant proportion of my time are not mentioned in the official job brief. The
segment on the pie chart which provides most cause for concern is the pink
sector; This relates to my attendance at a number of meetings to which I can
contribute little. Another significant area is the grey segment; this refers to the
unschemeduled time which I spend sorting out computer problems. I feel that
these activities are hampering my core work. As can be seen from the pie
charts, the time I spend actively working to meet the goals agreed with my line
manager is less than envisaged.

The above discrepancies clearly indicate that my cwrent job brief is inaccurate.

I would recommend that my official job brief should be updated using the
WorkSet colours. It would also be valusble to consider the proportion of non-core
colours in the pie chart and to investigate whether work in these areas could be
carried out by someone else more suited to these tasks.

11



Unit 1b

Company Structure

22

Background Information

Company Structure

A Hierachical organization: also pyramidal structure, with one person or a group
of people at the top and an increasing number of people below them at each
successive level. There is a clear line or chain of command running down the
pyramid. All the people in the organization know what decisions they are able to
make, who their superior is ,and who their immediate subordinates are .
Advantages: High level of control

Disadvantages: Workers lack the authority and motivation to improve processes.

Management’ s response time is slow. Only suitable business
environments .

Enterpreneurial organization: a company is owned by an individual .
Advantages: Totally centralized authority and direct contact between owner and
employees ensure responsiveness to external changes.

Disadvantages: Only suitable for small companies.

Information age organization: an organization is divided into several project
teams. IT plays a critical role. It co-ordinates complex fast-cycle
operating processes and more importantly, gives decision-makers
quick access to detailed, real-time information about operations and
market performance.

Advantages: Allowed speed of responses within a large complex structure.
Retains control but gives quick access to information. Employees
can constantly refine their actions and strategies. Organizational
control is dynamic.

Disadvantages: Although IT makes all these advantages possible, it cannot

motivate people to use the information they have.
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