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UNIT

Part one Reading and Translating

B Reading A

Read the following passage, paying attention to the questions on the left.

Management Functions

1. What functions do In the early part of the 20th century, a French industrialist by the name of
managers usually  Henri Fayol wrote that all managers perform five management functions: they
perform? plan, organize, command, coordinate, and control. In the mid-1950s, two profes-

sors used the functions of planning, organizing, staffing, directing, and controlling
as the framework for a textbook on management that for twenty years was the
most widely sold text on the subject. The most popular textbooks still continue to
be organized around management functions, although these have been condensed
generally to the basic four: planning, organizing, leading, and controlling. Let’s
briefly define what each of these functions encompasses.

2. What's the role of If you don’t have any particular destination in mind, any road will not get you
management inan  there eventually. Since organizations
organization? exist to achieve some purpose,

someone must define that purpose
and the means for its achievement.
Management is that someone. The
planning function involves defining an
organization’s goals, establishing an
overall strategy for achieving these
goals, and developing a comprehen-
sive hierarchy of plans to integrate
and coordinate activities.

Managers are also responsible
for designing an organization’s
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3. Why is the controlling
function necessary?

structure. We call this function organizing. It includes determining what tasks are
to be done, who is to do them, how the tasks are to be grouped, who reports to
whom, and at what level decisions are made.

Every organization includes people, and management’s job is to direct and
coordinate these people. This is the function of leading. When managers motivate
subordinates, direct the activities of others, select the most effective communica-
tion channel, or resolve conflicts among members, they are engaging in leading.

The final function managers perform is controlling. After the goals are set
(planning function), the plans formulated (planning function), the structural ar-
rangements delineated (organizing function), and the people hired, trained, and
motivated (leading function), something may still go wrong. To ensure that things
are going as they should, management must monitor the organization’s perfor-
mance. Actual performance must be compared with the previously set goals. If
there are any significant deviations, it's management’s job to get the organization
back on track. This process of monitoring, comparing, and correcting is what we
mean by the controlling function.

NEw WORDS AND EXPRESSIONS

, Qﬁﬁ], %ﬁm, Gi—m

R4, MR

A, WA

e, 2 i

mE BTG B '
aE, W, G distan

i, MR sb st

CBGHE, R, RK i6ve Biar)

- TR, Tl




Il. Read the passage again and complete the following table.

NOTES

~ Henri Fayol /'henri fa:'jo:l/

FH WK NK)

Unit 1 Management Functions 3

Check Your Understanding

design and control.

functions.

tions of management.

Mark the following statements with T (true) or F (false) according to the passage.
. According to Henri Fayol, all managers perform 5 functions: they plan, organize, command,

. In 1950s, two professors shared some common ideas with Henri Fayol about management

3. Planning, organizing, marketing and controlling are generally accepted as the four basic func- ﬁ

4. If a manager defines an organization’s purpose and establishes means to achieve the goal, he

is performing his planning function.

6. The leading function requires managers to lead and coordinate people in the organization.
7. The controlling function of management involves making sure everything goes well as ex-

pected.

8. Monitoring, comparing, and correcting are three steps for management to follow in performing

the controlling function.

Management Functions

A

O

 s. Organizing means directing others’ activities and telling them what to do.
A

a

O

Planning Organizing Leading Controlling
1. Defining Determining what | 1. Motivating | 1. Monitoring __
needs to be done,
how 2. Directing ___ | 2. Comparing __
strategy.
3. Developing subplans ,and | 3.
to who 3.

Achieving the
organization’s
stated purpose
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~  Builld Up Your Vocabuiary

lil. Read and memorize the following expressions.
management control SEEM
management by objectives BERER
management competence Z2BAT
management inventory form BBMAAfEEER
management of trades Tl B
management principle ZE FEr

IV. Fill in the blanks with the words and expressions listed below.
efficiency less equipment seeks
Cinputs refers to minimizing effectiveness )

The term management 1 the process of getting activities completed efficiently and
effectively with and through other people. Efficiency refers to the relationship between 2 and
outputs. If you can get more outputs from the given inputs, you have increased 3 . Similary, if
you can get the same output from 4 input, you also have increased efficiency. Since managers
deal with input resources — mainly people, money, and 5 , they are coﬁcemed with the efficient
use of these resources. Management, therefore, is concerned with 6 the resources costs.
Effectiveness is often referred to as “doing things right”. Management aiso 7 effectiveness.
When managers achieve their organization’s goals, we say they are effective. Effectiveness can be

described as “doing the right things”. So efficiency is concerned with means and 8 with
ends.

V. Translate the following sentences into Chinese, paying special attention to the underlined
words.

You can't find the city on the map if you don’t know the coordinates.

If we coordinate our efforts, we should be able to succeed in achieving the goal.
The manager is in charge of about 30 staff. _

. The company is staffed mainly with graduates from colleges.

He encompassed the ruin of his enemies by a trick.

He is encompassed with doubts.

The stronger the motivation, the more quickly one learns a foreign language.

These children just sit around doing nothing, they need something to motivate them.
He took care to formulate his reply very cleverly.

- The managers are trying to formulate a new plan on quality management.

S OO NOO AN
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Unit 1 Management Functions 5

VL. Fill in the table below with the corresponding Chinese or English equivalents.

i AR AN

VIl. Complete the following sentences by translating the parts given in Chinese.

1. Generally speaking, managers (AT YIRS A B ).
2. Organizations exist (RAT XBHE—H k).
3. The textbook on. management (RSB IR Gk iy).
4. Management should

(B AR H A%, 5 4 1 S wg).

5. The leading function involves

(B T I&, R T 2 g TRAFE AT 17 3h).

6. The actual performance of the organization
CZS TS B SE [ 5 AR 4T He4%).

7. Once there are significant deviations, management should
GrBRf EEHLHI 1T A).

8. The controlling function is performed
(CAHBRHLA N — ) IE % 35 47).

B Reading B

Want to be well informed of your rights and auties when signing an employment contract with a
forelgn-invested company ? Read the Tollowing and know how fo.

A Letter of Appointment

Dear Sir / Madam:
We refer to your application for employment with us and are pleased to offer you the position of
Room Attendant (Housekeeping) on the following terms and conditions:




;
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(01) Date of Commencement
Your commencing date of employment shall be on September 17th, 2004.
(02) Salary
You will be paid a basic salary of $1.500. This will be credited to your account with a bank
designated by the Hotel on the 7th and 20th of each month.
(03) Probation
You will be required to serve a probationary period not exceeding three months effective from
the date you report for work.
(04) Duties
You will be required to carry out such duties and job functions as assigned by the Hotel.
You are expected to follow and maintain the Hotel’s code of conduct. Further instructions and
notices may be given to you from time to time by the Management.
(05) Transfer
You may be transferred or assigned to any department / section within the Hotel when the
Management deems it necessary.
(06) Termination
Either party can terminate this contract of service by giving the other the following notice in
writing or payment in lieu of notice:
During probation: 1 day’s notice or 1 day’s salary in lieu of notice
After confirmation to 5 years: 2 weeks’ notice or 2 weeks’ salary in lieu of notice
However, the company reserves the right to terminate this contract of service forthwith without
notice or salary in lieu of notice on the occurrence of any of the following:
i) if your work permit is cancelled by the Government for any reason whatsoever;
ii) if you breach (ifJz) any terms of this contract:
iii) if you are guilty of misconduct, insubordination, gross negligence or repeated absence from
duties or any other conduct prejudicial to the interest or reputation of the company; or
iv) if you fail to satisfactorily discharge any of the duties assigned to you.

If you agree to the terms and conditions of service stated herein, kindly sign in the appropriate
space below.

Yours faithfully,

Wanchai Hotel Agreed and Accepted by
Simon Drone Name:
General Manager Date:

NEW WORDS AND EXPRESSIONS
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VIIl. Decide whether the following statements are true (T) or false (F) according to the passage.

Qaaag
SR AN

1. The man to be employed herein is to do housekeeping for a family.

It remains unknown to the applicant when to begin his work.

Any of the duties discharged dissatisfactorily will lead to the termination of the contract.
The room attendant is required to behave in accordance with the code of conduct.

The room attendant can do everything but prejudice the reputation of the Hotel.

IX. Give short answers to the following questions.

1s

Hwn

When is the probationary period due?

How much does the room attendant earn each month?

How can the applicant terminate the contract of service during his probationary period?

What is the Management entitled to do if the employee breaches any terms of this con-
tract?

Suppose the employee’s work permit is cancelled by the Government, is the Management
entitled to dismiss him or not?

X. Complete the following sentences by translating the parts given in Chinese.

1.
2,

We (RRIEUR I FRATIHE HH ¥ R BR R i%) and are pleased to offer you the position.
You will be required to serve a probationary period (MR

REZ HHR AL =4H).

(FEAA]— 5 ¥y ] 22 11 i% 35 45 []) by giving to the other 1 day’s
notice or 1 day’s salary in lieu of notice during probation.

If you are guilty of misconduct or any other conduct (B
A2y BRI 4 B 36 HY), the company can terminate the contract without notice.
You (FT R % X1 1 4 5 15 AE4aT#811) as and

when management deems it necessary.

X




Part two Simulated Writing
Business Letters
HB G kA5 R — A T HIE R .
LE®ES: 1. {53 (Letterhead) 2. H# (Date)
3. #Pyiiit (Inside Address) 4. BxPFiE (Salutation or Greeting)
5. IE3¢ (Body) 6. 2R #kiE (Complimentary Closing)
7. % 4 (Signature) 8. B4 (Job Title)
& KRS 1. 95 (Reference), 53 M¥R5 %5 (Yourref.), RASE (Our ref.)
- 2. W fE A (Attention) 3. 8 (Subject)
$ 4. % (Encl.) 5. #93% (Carbon Copy, C. C.)
B e A LT LR
1. 433X (indented Style)
2. ¥ (Block Style)
3. #1E & (Modified Style)
EMEAmTEAR:
L R 2. FAR 3. BIER ’
Letterhead Letterhead Letterhead
Ingide Address Date Date Inside Address Date
"""""" Inside Address —
Salutation S — Salutation
Body Salutation Body
........... Body
Complimentary CIosIn;I Complimentary CIosIn—gI
Complimentary Closlgl
Signature
9 Signature Signature




