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Unit 1

Text A

Management

~ When you think of a manager, what kind of person comes to mind? Do you see someone
who, like Jack Welch, can determine the future prosperity of a large for-profit company? Or do
you see the administrator of a not-for-profit organization such as a school, library, or charity?
What do all these managers have in common? First, they all work in organizations. Organizations
are collections of people who work together and coordinate their actions to achieve a wide
variety of goals. Second, as managers, they are the people responsible for supervising the use of
an organization’s human and other resources to achieve its goals. Management, then, is the
planning, organizing, leading, and controlling of human and other resources to achieve
organizational goals effectively and efficiently. An organization’s resources include assets such
as people and their skills and knowledge; machinery; raw materials; computers and information
technology; and financial capital.

Managers at all levels and in all departments—whether in small or large organizations,
for-profit or not-for-profit organizations—are responsible for performing these four functions:
planning, organizing, leading, and controlling. How well managers perform these functions
determines how efficient and effective their organizations are.

1. Planning
Planning defines where the organization wants to be in the future and how to get there.

Planning is a process that managers use to identify and select appropriate goals and courses of
action. The three steps in the planning process are: (1) deciding which goals the organization will
pursue, (2) deciding what courses of action to adopt to attain those goals, and (3) deciding how to
allocate organizational resources to attain those goals. A lack of planning or poor planning can
hurt an organization’s performance.

The outcome of planning is a strategy, a cluster of decisions concerning what organizational
goals to pursue, what actions to take, and how to use resources to achieve the goals. However,
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planning is a difficult activity because normally what goals an organization should pursue and
how best to pursue them is not immediately clear. Managers take risks when they commit
organizational resources to pursue a particular strategy. Either success or failure is a possible
outcome of the planning process. Dell succeeded spectacularly, but many other PC makers either
went out of business or lost-huge sums of money trying to compete in this industry.

2. Organizing

Once managers have prepared plans and established objectives, they must design and
develop a structure that will allow them to carry out their plans and meet their objectives
successfully. Organizing is the process of creating such a structure. Organizing involves grouping
people into departments according to the kinds of job-specific tasks they perform. In organizing,
managers also lay out the lines of authority and responsibility between different individuals and
groups, and they decide how best to coordinate organizational resources, particularly human
resources.

The outcome of organizing is the creation of an organizational structure, a formal system of
tasks and reporting relationships that coordinates and motivates members so that they work
together to achieve organizational goals. Organizational structure determines how an
organization’s resources can be best used to create goods and services. As Dell computer grew,
for example, Michael Dell faced the issue of how to structure the organization. Early on he was
hiring 100 new employees a week and deciding how to design his managerial hierarchy to best
motivate and coordinate their activities. As his organization grew he and his managers created
progressively more complex kinds of organizational structure to help it achieve its goals.

3. Leading
After plans have been made, a structure created, and appropriate personnel hired, someone

must lead the organization. Some managers call this process directing or influencing. Whatever
the name, leading refers to getting others to perform tasks that will help the organization achieve
its objectives. In leading managers not only articulate a clear vision for organizational members
to follow but also energize and enable organizational members so that they understand the part
they play in achieving organizational goals. Leadership depends on the use of power, influence,
vision, persuasion, and communication skills to coordinate the behaviors of individuals and
groups so that their activities and efforts are in harmony. The outcome of leadership is highly
motivated and committed organizational members. Employees at Dell Computer, for example,
have responded well to Michael Dell’s hands-on leadership style; it has resulted in a hardworking,
committed workforce.

4. Controlling
In controlling, managers evaluate how well an organization achieves its goals and take

actions to maintain or improve performance. Just as the thermostat in a home sends signals to the
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cooling or heating system that the temperature is either too hot or too cold, so do control systems

signal managers that actions need to be taken.

For example, managers monitor the performance of individuals, departments, and the
organization as a whole to see whether they are meeting desired performance standards. If
standards are not being met, managers take actions to improve performance.

The outcome of control process is the ability to measure performance accurately and
regulate organizational efficiency and effectiveness. To exercise control, managers must decide
which goals to measure—perhaps goals pertaining to productivity, quality or responsiveness to
customers—and then they must design information and control systems that provide the data
they need to assess performance. The controlling function also allows managers to evaluate how
well they themselves are performing the other three functions of management—planning,

organizing, and leading—and to take corrective actions.

New Words

management n BH, U, 2F
prosperity (pros'periti] n. 3

for-profit (fo'profit] adj. BRI

administrator [ad'ministreita] n BEAN, TBE
not-for-profit ['notfa'profit] adj. IEEFK
organization [,o:ganai'zeif an] n AL, YK, B
charity ['tf eeriti] n RE, W&, BERG
coordinate [kau's:dinit] ve. ¥, B

supervise ['sju:pavaiz] v. B, &8

achieve [o'tfirv] vt. SERK, 1K3|, LI
effectively [i'fektivli] adv. FRH, T H
efficiently (i'fif entii] adv. FREH, HRESHh
asset ['zeset] n. %r=, MpE

resource [ri'sa:s] n B, Bh

machinery * [ma'[izneri] n [BFRIBLEE, HUR

level [lev(a)l] n %% BE, K¥
department [di'pa:tment] n &, B, &, # 3]
perform [pa'foim] vt. JBAT, AT, sER (Eb), #1T
function ['fank(an] n. Dhfg, YEH, BR
determine [di'te:min] v. YRE, BE, WE
adopt (o'dopt] vt. XH

attain [a'tein] ve. X3, KB

['mzenidzmant]
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allocate
effective
efficient
identify
outcome
poor
strategy
cluster
concerning
pursue
normally
commit
spectacularly
compete
industry
establish
design
develop
authority
structure
responsibility
individual
particularly
relationship
motivate
issue

hire
employee
hierarchy
progressively
appropriate
personnel
articulate
vision
energize
persuasion
behavior
harmony
committed

[‘selaukeit]
[i'fektiv]
[ififont]
[ai'dentifai]
[‘autkam]
(pua]
['streetidzil
['kiasta]
[kan'sa:nin]
[(pa'sju:]
['na:mali]
[ka'mit]
[spek'taekjulali]
[kam'pi:t]
'indastri]
[is'teeblif ]
[di'zain]
[di'velap]
[9:'Boriti]
['straktfs]
[ris,ponsa'biliti]
Lindi'vidjual]
[pa'tikjulali]
(ri'leifonfip]
['mautiveit]
(isju:]
['haia]
L.emploi'i:]
['haiara:kil
[pra'gresivli]
[e'praupriit]
[,pa:sa'nel]
[a:'tikjulit]
['vizan)
['ened3aiz]
[pa'sweizan]
[bi'heivjs]
['ha:meni]
[ka'mitid]

vt. Mk, A

adi. B

adj. EREN, RETH

vt. RAl, KR, Heeoro-Floeee B
n &R, BR

adj. ARH, BEZHK

n. REE, SREK

n B, #, A

prep. XF ,

ve. 8K, FRK; NFE; k4t

adv. IEFHL, EEH

vt B STHEE, RAT, BN
adv. GIANRES, HHs

vi. L&, ﬁi@

n A7k, Tk, Pk

v. e, HE

v &, iRl

vi. BEIERR, BBR_HE; MR
n 80 B 8RR, BE, RBRAL
v ¥, BiE

n. T, BK

n. A, Mk

adv. ¥e5lH, I, ®HH

n XE, KR

vt SIEFNHL; R R, B
n IR 3 B

v, JEiE, JEH

n BRI, BRA

n Bk, B4

adv. Al

adj. iE4K

n. A5, BRA

vt. H MR

n B&

vt fEVEER, BFHH: B, Wk
n WAk, BRARS

n ik, 1TH

n iR, B

adj. BRI, BTt
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leadership
evaluate
maintain
improve
thermostat
monitor
performance
standard
desired
measure
accurately
regulate
efficiency
effectiveness
exercise
productivity
responsiveness
customer
assess

Phrases

come to mind

['li:da]ipi
[i'veeljueit]
[mein'tein]
[im'pru:v]
['8o:mastaet]
['monits]
[pe'fo:mens]
['steendad]
[di'zaiad]
['me3a]
(‘sekjuritli]
['regjuleit]
[i'fif ensi]
[i'fektivnis]
['eksosaiz]
[prodak'tiviti]
[ri'sponsivnis]
['kastema]
[o'ses]

have sth. in common
a wide variety of

be responsible for
raw material
information technology
financial capital

a lack of

take risks

go out of business
carry out

according to

lay out

early on

refer to

n. HHESH, GEME
VL. ‘ﬁszr’ 'ﬁfﬁ"

vt {REE; g

v. B,  HE

n. BahiRRE, BEETEE
vt. Bi¥s

n. B8t Mb&; BAT, BT
n. bRAE: JK#E

adj. BN, BB

v. WE, WE, HE

adv. IEHAHL, SEHAH

vt. ¥BH, B, AR

n BE, THA

n A, BME; MEE: HWE: ARM
vt. BT, 1T

n =S PR

n WN; RN .

n BF, BE, HRE

ve. $FE; VBT SR, VR

1, EHzE
FH
BB

Rt
FEREAR
£ AR
BZ; AL
=14

Bk

K, B
R

7, Bx
FEE I
&, ®=E, K2l
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depend on REE, WK

communication skill VR R

be in harmony (with) (o) HA—H

respond to RA; [EHR

result in 83

as a whole SR

take action(s) KEAT BN

pertain to E:.F ) 9%_}:’ pﬁg
Abbreviations

PC (Personal Computer) ;]
Notes

[1] Second, as managers, they are the people responsible for supervising the use of an
organization’s human and other resources to achieve its goals.

Afi]9, responsible for supervising the use of an organization’s human and other resources
to achieve its goals £—MNEAIAMEIE, 1EEE, BIFFFRE the people. B LR XM IERIHE
fn_E who are {FH A — M ETEM AL, to achieve its goals B —MBAANERLEE, 1EHH
[2] The outcome of organizing is the creation of an organizational structure, a formal system of
tasks and reporting relationships that coordinates and motivates members so that they weork
together to achieve organizational goals.

Af)H, a formal system of tasks and reporting relationships /& —N%&iA4E1%, Xf an
organizational structure YE*M 8 14 B, that coordinates and motivates members 2 —~E#& M),
&R PR % a formal system, so that they work together to achieve organizational goals &—1
B BRiE MM A), B coordinates and motivates.

[3] Whatever the name, leading refers to getting others to perform tasks that will help the

organization achieve its objectives.

A 4], Whatever the name £&—/MESRIEM ), FTEBKIH)FNA: Whatever the name
is, EERE “AEWffr4”. that will help the organization achieve its objectives & —/E W&
MAE], BHEFIBRE tasks. referto IREBR “W K, HFHX"
[4] Just as the thermostat in a home sends signals to the cooling or heating system that the
temperature is either too hot or too cold, so do control systems signal managers that actions need

to be taken.
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Zf]F, that the temperature is either too hot or too cold &—MEMiriEM A, X signals
YEXNFE LB, X signals £ 4%417. that actions need to be taken = — M EIBEMNFA], 1EShiE
signal AR FEIE .

Exercises

[Ex1.] RF\BRIAE, EELUTHE.

1) What are organizations?

2) What do all kinds of managers have in common?

3) What is management?

4) What is planning? What are the three steps in the planning process?
5) Why is planning a difficult activity?

6) What is organizing?

7) What does organizational structure determine?

8) What do managers do in leading?

9) What do managers do in controlling?

10) What is the outcome of control process?

(Ex2.] 45 THEEZRCAFRE, GaANKZIGAT (AR AT #8744
BETE ).

X X B B | i

the act, manner, or practice of managing; handling, supervision, or

control
one who administers, especially business or public affairs; an executive

a group of persons organized for a particular purpose

to perform or carry out with success; to accomplish
to set apart for a special purpose; to designate; to distribute according to

a plan; to allot




