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BRI BR

Reading and Comprehension I

Exercise A

D

2)

3)

4

9)

6)

The man who would come to the fore was always someone of mature judgement,
probably a little older, a well-skilled man, who could talk a little on his feet.

The first-line manager’s job is to see that the plans developed for an enterprise by
higher management are fulfilled by the employees.

This is because, for one thing, their duties have been curbed by union contracts speci-
fying procedures for grievances, changes in work assignments, and hiring and firing.
Besides, certain decisions have been shifted by some government regulations from
first-line managers to human resource managers. For another, their jobs have grown
in importance as they take increasing responsibilities for the complex “factory of the
future”.

Because first-line managers are busy, experiencing frequent interruptions, and shift-
ing back and forth between tasks, discussing matters concerning product quality and
work scheduling, etc.

As integrators, middle managers interpret and implement top management directives
and forward messages to and from first-line management and lower-level employees.
They are the chief officers of an enterprise who determine the form of an enterprise
and define its overall characters, mission and direction. Next, they are higly educat-
ed and, typically, their degrees are in business. In addition, most of them come from

wealthy and middle class economic background.

Exercise B

D

F 2) F HT 4$H T  F

l Reading and Practice I

Exercise A
1. 1) was rescued 2) attributed to 3) translating 4) induces
5) nothing less than  6) course of action 7) mission 8) interrelated

9) individual 10) ordering
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2. 1) Management 2) earn 3) inventory 4) organizing'
5) lifeblood 6) Staffing 7) Admittedly 8) real estate
9) undeniable =~ 10) prospective
Exercise B
1) variety 2) executives 3) professional 4) administration 5) as
6) accomplish  7) process 8) as 9) objectives 10) with

11) performed 12) first-line 13) organization = 14) motivating 15) to
Exercise C

1) what is to be accomplished and how

2) managerial activities

3) achieving those objectives

4) the courses of action the firm will take

5) make decisions about four fundamental elements

6) future conditions that a manager hopes to achieve

7) the means, or specific activities

8) forecasting the future

9) without giving consideration to future events and factors
10) total cost
11) kinds and amounts of resources required
12) potential
13) allocations

14) resource constraints
15) assignment and direction
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will be possible to accomphsh ,

Resources are constraints on the course of action. For example: “The total cost to
be incurred in the development of five new products must not exceed $ 10 million.” A
plan should specify the kinds and amounts of resources required. as well as the potentlal
sources and allocations of those resources. Specifying resource constraints also involves
budgetmg——ldentxfymg the sources and levels of resources that can be committed to the
courses of action. ' ~

Finally, a plan must mclude ways and means to unplement the intended actions.
Implementation involves the a551gnment and direction of persormel to carry out the
plan. ‘ ‘

Exercise D
1. 1) achieving desired results through efficient utilization of human and material re-
sources.
2) managers establish enterprise objectives. assess the future and develop courses of
actions to accomplish these objectives.
3) motivating or causing people to perform certain tasks intended to achieve specific
objectives. It is the art of making things happen.

4) actual operations against the established standards developed during the planning
process.

5) earns his income by managing.
2. Figure of The Management Process (See the next page.)

Reading and Translation I

Exercise A

D) Interpersonal skills refer to the ability to lead, motivate, and communicate with peo-
ple to accomplish certain objectives.
As for interpersonal skill, it means the ability to...
By interpersonal skills we mean/refer to the ability to...
2) Prof. Michael Porter says he is stunned by the popularity of his approach, which he
refers to as the “Michael Porter brand”.
Prof... approach, which is, by himself, referred to as the “Michael Porter brand”.
3) There have been many studies of the top manager’s job. In general, it has been determined



UNIT ONE 9

that top managers perform ten different but highly interrelated roles.

4) In between the top and the first-line management is the middle management, who
serves as a link between the two levels.
In ... management. It serves as... levels.

Exercise B

U =353\

1. Planning
The process of establishing

enterprise objectives and

selecting a future course of

action for their accomplish-
ment.

2. Organizing

The process of dividing work

5. Controlli L
nirolling ameng groups and individuals

The processof assuring the L i L
and coordinating their activities

efficient accomplishment o
for the purpose of accomplishing

of enterprise objectives. ) L .
enterprise objectives. Organizing

also involves cestablishing

managerial authority.

3. Staffing and Human Resource
Management
The process of assuring that
competent employees are selected,
developed, and rewarded for

accomplishing enterprise objectives.

4, Leading and Interpersonal Influence

The process of inducing individuals

or groups to assist willingly and

harmoniously  in  accomplishing <

enterprise objectives.




