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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
managers usually of Henri Fayol wrote that all managers perform five management functions:
perform? they plan, organize, command, coordinate, and control. In the mid-1950s,

two professors 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. Why is planning If you don’t have any particular destination in mind, any road will not
important in an get you there eventually. Since organizations exist to achieve some purpose,
organization?

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

Managers are also responsible
for designing an organization
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.
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3. What do we mean
by the controlling
function in
management?

-~

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
communication 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
arrangements 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 performance. 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.

NEwW WORDS AND EXPRESSIONS
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Mark the following statements with T (true) or F (false) according to the passage.

[ 1. According to Henri Fayol, all managers perform 5 functions: they plan, organize,

a

o oao O o0

command, design and control.

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

functions.

. Planning, organizing, marketing and controlling are generally accepted as the four basic

functions of management.

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

he is performing his planning function.

. Organizing means directing others’ activities and telling them what to do.
. The leading function requires managers to lead and coordinate people in the organization.
. The controlling function of management involves making sure everything goes well as

expected.

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

performing the controlling function.

Read the passage again and complete the following table.

Management Functions

Achieving the

1. Defining Determining what|1. Motivating | 1. Monitoring organization’s
needs to be done, stated purpose
2 how 2, Directing |2, Comparing
strategy. '
3. Developing , and | 3.
subplansto __ [who . 13.
4.
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# Build up Your Vocabulary

Ill. Read and memorize the following expressions.

management control Sy=gcgil
management by objectives H briE 2
management competence ZEAT
management inventory form EHAAERRE
management of trades ol e
management principle ZE

IV. Fill in the blanks with the words and expressions listed below.

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 . Similarly,
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 concerned
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 also __ 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.

N @ W

He took care to formulate his reply very cleverly.

[y
£

The managers are trying to formulate a new plan on quality management.
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VL. Fill in the table below with the corresponding Chinese or English equivalents.

management functions

DT VB
set a goal

U
formulate plans

FiUE i) B bR
controlling function

FHE IR

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

1. Generally speaking, managers UBAT YIS ATARE).

2. Organizations exist Gk T SEBHE—HR).

3. The textbook on management (GRHEE PRI HRRESRHED).
4. Management should

(ATTHUENII E AR, i 418 TR,
5. The leading function involves
(0 T s, R T a2y, FEEEMA 1T TEh).
6. The actual performance of the organization
(7 5 Fse i e it H bRgETHLAD).
7. Once there are significant deviations, management should
BN EHLEITT ).
8. The controlling function is performed

(AR N —DIEH 1217).

B Reading B

Want to be well informed of your rights and duties when signing an employment contract with
a foreign-invested company? Read the following and know how to.

A'etter/of/Appointment

(01) Date of Commencement
Your commencing date of employment shall be on September 17th, 2016.
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(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.

LD Ylhai‘é expeeted 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. e

NEw WORDS AND EXPRESSIONS
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VIIl. Decide whether the following statements are true (T) or false (F) according to the passage.
[ 1. The man to be employed herein is to do housekeeping for a family.

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

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

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

IX. Give short answers to the following questions.
1. When is the probationary period due?
2. How much does the room attendant earn each month?
3. How can the applicant terminate the contract of service during his probationary period?
4. What is the Management entitled to do if the employee breaches any terms of this
contract?
5. 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. We (R4 IR A R AKERHE) and are pleased
to offer you the position.

2. You will be required to serve a probationary period
(RIS Z H Fe A =4 H).

3. (A — 5 ¥ nI 2 11i%55 555 17]) by giving to the other
1 day’s notice or 1 day’s salary in lieu of notice during probation.

4. If you are guilty of misconduct or any other conduct
(A A28 ) Fl25 5% 7526 11)), the company can terminate the contract without notice.

5. You (AT HEMEHE b B AT JEAEAAT5R1 ) as and when

management deems it necessary.
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.. Part Two Simulated Writing

JEE LA R AEA LU LR . : : ‘ ' ’
1. 45K (Indented Style)

2. F%3k3X (Block Style)

3. {BIF (Modified Style)

=FpEan T E TR .
1. 4atX 2. FFkK 3. BIEX
Letterhead Letterhead Letterhead
Date Date
Date
lns_'fiéffff _____ Inside Address
________________ Inside Address
Salutation Salutation Saliitation
nary Body Body

Complimentary Closing Complimentary Closing

Complimentary Closing

Signature Signature

Signature
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Sample 1 48i#3 (Indented Style)

izE i) SHENZHEN HONGLI TRADING CO., LTD. il
No. 116, Hongli Road, Shenzhen
G d , Chi
uangdong, China \ e
April 24, 2016 2. H

Your ref.: SY3691

=
L% 5 | Our ref.: T102

Maxium Trading Incorporation —3. Bk
609 Edge Wood
Arlington, VA 22201
U.S.A.

2. itfE A\ | 4— Attn.: Import Manager
3. 35 |[#—| Subj.: Recommending Carpet
Dear Sirs, .
—| 4 FRIEE
We are pleased to recommend Xinjiang Carpet, which is now
available for export. This product has been selling well on the
international market and we believe that there is also a demand | 5 57
for it at your end. We now enclose one copy of our catalogues.
Please let us know your comments so that we may discuss any
business possibilities with you.
We look forward to your reply.
Yours faithfully, —6. 45 R HfE
o —>| 7 %4
Li Wenming
Manager
Sk
4 e e Encl.: Catalogue 8. B%
5. bk C.C.: Wang Shanwen

Sales Manager
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Sample 2 73 (Block Style)
i
Alpha, Incorporated
125 Megahertz Drive
Phoenix, AR 70004
U.S.A.

Feb. 5, 2016

Westley Sophitters Ltd.

559 Grant Street

London

STJ 9WE

United Kingdom

10

Dear Mr. Douglas,

Our branch in Cairo has asked us for a quotation for 1 000 units of bicycles to be sold in
African countries.

Please let us know the quantities you are able to deliver (3%247) every month and quote

your best terms CIF Cairo (k&2 HICIFFF-E ).

Yours faithfully,
Thomae Benton

Thomas Benton

Manager




