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LESSON ONE

A Dialogue between a New Management
Trainee and a Receptionist

William:

How do you do? My name’s William Smith.

Sheila: I'm pleased to meet you, William. I'm Sheila Morgan, the receptionist. Is there anything I
can do for you? '

- William: Nice to meet you, Sheila. I'm a new management trainee. This is my first day.

Sheila: Welcome to our company.

William: Will you please tell Mr. Black I'm here?

Sheila: Certainly, one moment please (picks the phone up). Good morning, Mr. Black. This is
Reception Office. Mr. Smith is here. He is the new management trainee. Yes, all right. T’ll
send him up (puts the phone down). Will you please go up to Mr. Black’s office? It’s
number 14, on the third floor. The lift is over there.

William: Thanks very much.

Sheila: That’s all right.

L. Vocabulary and Expressions

How do you do? PREF ! BT 0 T A 0 )
recéptionist n. B

trainee n. ¥H: FINEAN

reception n. & R

floor n. (BBERD B

lift n. [

all right [(OsFE; 17 Bk

be pleased to BEX s

goup +FH

send up T P EE, ffie-.- EF+
put down BF ~

IL Useful Sentence Patterns

William Smith,

1. My name is Richard Stewart.
James Mckinnen.
Jack Davis.




2. I’m pleased to

meet you.

show you around.

hear your comments on our products.
be your agent in China.

Sheila

Morgan.

a new management trainee.

3.I'm very impressed with your quality control.
looking forward to receiving the samples.
anything I can do for you?
any difference between size A and size B?
4.1s there ariy limitation on weight?
any problem to deliver the goods?
Nice
5 Glad . X
| Pleased 0 meet you,
Good
my first day. ,
.| agood way of ending up with bad debts.
6. This is Y P

the color showing which commodities are sold.
exactly what I want to know.

7. ‘Welcome to

our company.
my office.

our university.
China.

8. Will ybu please

tell Mr. Black I'm here?
g0 up to Mr. Black’s office?
show me the picture?

wait a moment?




Good morning, Reception Office.
Hello, Sheila Morgan.
9. Good afternoon, Mr. Black. This is Fred Smith.
Good evening, Ann Mugabe.
lift is
' shipping documents are
10. The warehouse is over there.
showroom is

HI. Exercises
1. Put the following dialogue into English.
(—MREEPSU—FEHRL)
AR REE: RENAENTHBRMNIT ) KFEE. XRABEE,

&P REF! ZEsEA.

K IREF! AEkA.

v Ia AT HRBEMKRET . _

K. RB? sKip b, BRI, REEERIY KT ERHME. RIEFRN
_ HARE T A ' .

c-9aE AR RR, WHtH

2. Practice the following dialogue with your partner.

Salesman: Good morning, my name is Mr. Lee. I represent the Oriental Company. Id like to
see the person in charge of purchasing. Here’s my card.

Director:  Well, I'm the person in charge of purchasing. I'm Alice Gray.

Salesman: How do you do, Ms. Gray? I'm very happy to meet you.

Director:  The pleasure’s mine, Mr. Lee. Please come this way.

Salesman: Thank you very much.

IV. Listening Material
What is Management?

Management is defined as the process of achieving anorganization’s goals through the
coordinated performance of five specific functions—planning, organizing, staffing, directing, and
controlling.

The organization’s goal can be anything the 6rganization seeks to do. Some goals are large,
such as to visit the moon, install a pipeline, build a submarine, or operate a 2,000-room hotel at a
profit. Other goals are comparatively small, such as to win a football game, get a report done by
Friday, or sell more than what was sold last quarter. But regardless of a goal’s size, these same

3



functions must be performed by any organization in order to attain a goal.
Management involves five basic functions.

1. Glossary

* define . VL. PR e TREX: HE
process n. o R
coordinated p.p. fERZH; AR
‘performance  n. 118 TR SR PIT: ASt
specific . a. FeER): 1R BAAK: BB
staffing pres. part.  BL&ERR
install vt. Toe
submarine n. HKEE
perform vt. JBAT; BIT: TR
involve VL. B B FEN PR

2. Questions

1) What is the definition of management?

2) What are the five specific functions of management?
3) Are all the goals the organization seeks large?

4) Are all the goals small?

5) What are the large goals?

6) What are the small goals?



LESSON TWO

The First Assignment

Mr. Black is one of the directors of the company. He is responsible for management services.

He looks after the trainees and supervises their training program.

Black: Good morning, Mr. Smith. My name’s Black.
William: Good morning, Mr. Black.
Black: Please sit down. Welcome to our company. I hope you’re going to enjoy working for us.
William:; Thank you, I will.
Black: Would you like a cigarette?
William: Yes, please.
Black: Here’s a light.
William: Thanks very much.
Black: Now, I expectyyou are wondering which department you’re going to work in!
William: Yes, I am.
Black: Well, Mr. Smith, you’re going to start in the Production Department. Mr. Pound is the
Manufagture Director. Now, have you any questions?
William: Is there a staff canteen?
Black: Yes, there is. It’s a very good one. It’s on the gfound floor. Now my secretary is going to
take you to your new office. Good luck to you.
1. Vocabulary and Expressions
assignment n. N BIR: (IRED £4%
be responsible for ik E
look after EE: BE
supervise v. W, B
training program Wk G R
cigarette n. 494
light n. Gk (oK SEERAT KB
director n. HBFE: EME: 4K Bl
staff n. (&) THEANR: (&4 BRR
canteen n. NEER; RN E
Production Department 7= R



I1. Useful Sentence Patterns

you’re going to enjoy working for us.
L1k everything is going according to the schedule.
IO the price won’t be fluctuating.

you can sell on a long credit basis.

a cigarette?

. a cup of coffee?

2. Would you like
' a cup of tea?

some bread?

light.
chair.
book.
tape recorder.

3.Here’sa

you are wondering which department you are going to work in.
the goods can be classified in this item.

" we have a branch office in your city.
our order will be above 1,000 dozen.

4. T expect

a staff canteen?

any railway service here on Sunday?
5. Is there a bank?

an electric company office?

sit down.

get up.

6. Please come in.

post the letter for me. -

very much.

a lot.

7. Thanks for helping me.

for giving us an allowance of 10%.
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8. You are going to

start in the Production Department.

be an agent in China.

develop the new product.

make an inspection tour of some factories.

Manufacture
Production

9. Mr. Pound is the Director.

Financial
Planning

ground
second

10. It’s on the . floor.

third
first

Exercises

1. Put the following dialogue into English.

2. HUNATMRER NS TS

BR: REET. XEFHHF.

ZE. Wi, FE. .

BRE: &6, ZGEMAITEHRERT, wg?

2. X, BERBDH?

B A%, IMARMETHME, K4 1500 %5T.
S, LERE-THE. :

2. Practice the following dialogue with your partner.
Counselor: Are these machines used for making calculations?

Clerk:

Yes, Ms. Anderson. This one is an adding machine, with a ten-key arrangement.

Counselor: It looks easy to use.

Clerk:

Oh, yes. It provides a printed tape record. All the factors in the calculation and the
subtotals are shown.

Counselor: That’s splendid, far better than an abacus.

Clerk:

I think so, but for more intricate or intensive calculations in statistical work, these
machines are not adequate.

Counselor: Of course not. Do you use any electronic computers?

Clerk:

Yes, we use the electronic punch card computers in our Electronic -Data
Processing Department.



IV. Listening Material
What is an Organization?

An organization is a group of people who work together to achieve common goals. There are
hundreds of different kinds of organizations—businesses, universities, hospitals, churches, armies,
theater groups, government agencies, and many more. Some organizations seek profit; some do not.
But they all seek to attain goals of some kind.

We know that organized life is essential to our survival. In the absence of organization there
would be chaos, anarchy, little of any productivity, and human suffering on a massive scale. We also
know that organized life requires direction, or management. Without leadership an organization
ceases to be a united, cooperative entity, and social goals cannot be achieved.

1. Glossary
goal n. HE): Bir
agency n. R
profit n. Fie: Flgs
attain vt KE; e KB
survival n A EFF
chaos n. BEL: THRF
anarchy n. TBUFRE: REL: TWRF
productivity Gy SN s Y]
management  n. T, &8, 48,
cease Vi % B - )
VL. Bk &R
n. =8
entity n. Sk
2. Questions

1) What is an organization?

2) How many kinds of organizations are there in the society?
3) Can you name some of them?

4) Do all the organizations seek profit?

5) What do they all seek to?

6) How important is the organized life?

7) What would there be in the absence of organization?

8) What would happen to an organization without leadership?
9) Can social goals be achieved without leadership?



LESSON THREE

Definition of "Management”

In the office of the Production Department, Mr. Pound, the Manufacture Director is talking
with Mr. Smith about the meaning of the word “management.”

William:

Pound:

© William:

Pound:
William:
Pound:
William:

Pound:

I’'d be most grateful to you, Mr. Pound, if you can tell me the meaning of the word
“management.” ‘ v

Well, Mr. Smith, I think the best definition is the one given by James L. Hayes, the Dean
of the School of Business Administration at Duquesne University. He said that
“management” was getting things done through other people. ‘
That’s a very accurate and clear definition, isn’t it?

Yes, it tells us a great deal about both the concept and actual practice of management.
I’ve always felt that management was both an art and a science. Do you agree with that?
Yes, I do. It’s a science in that it can be measured by results and is subject to
methodological analysis. But of course, management does not rely exclusively on the
scientific method and therefore is also an art.

Yes, that’s very true. And like other arts and sciences, management requires careful
discipline and training to develop and perfect one’s skills.

Indeed. While some people may be born with certain talents for méinagement, there is no
substitute for training and discipiine to develop these skills. -

I. Vocabulary and Expressions

production
department
manufacturing
definition
management
grateful
meaning

dean

A7 HIE: A

(k. HUMSERD 8 A 7 B &
IR AR

EX; R

W, &8

Y

B &% BE

(R#¥) Bk REME #EK

N 8 RS S PN

Duquesne University HEMREXE
the School of Business Administration * B8 CEEEE)
accurate a. HERR: BER



a great deal

concept B W&

actual EPRf; LR FEEN

practice SLB: LR

both...and... e oot eeeeee

agree with H =

subject FERR AR SRIE Y

methodological — BN

analysis GIHT: TR WY

rely on 5

exclusively adv. ME—Hh; SERHY

scientific a. BE (BB

method n. Fiks & [RIEFEE

require VL. . TRE; EX ‘

discipline ' n. gk, @ R S 25
vt. Wk FRLE: & Ie

perfect vt. F5ER; T RS
a. SERM; HARR; BN R
n. GE1FE RS o

develop RR&: k¥ Pk

indeed adv. BOEHN; bR b mEs 2R

talent n. KA R¥; A+ AL

substitute (for) o &Y

IL. Useful Sentence Patterns

K&

1 Tthink | there are many factors that go to make up insured valuation.
the rate of All Risk is 0.05%.
a very accurate and clear definition,
a part of the service on the broker’s side,

2. That’s isn’t it?

10

the best definition is the one given by James L. Hayes.

rates will vary with the class of merchandise carried.

a grammatical mistake,
a fundamental principle,




3. Management is both { anart

The film is amusing
This book is interesting
The definition is about the concept
and | @science.

educating.

knowledgeable.

actual practice of management.

4. I’d be most grateful to

5. Management

also an art.

6. I'd be most

7. He said that

you.

your country’s téchnicians for their considerable assistance.
you for your help.

you all my life.

does not rely
does not count
does not depend
is not based

grateful
thankful
indebted -
moved

to you, Mr. Pound.

“management” was getting things done through other people.
there would be an increase in price.

invoices were generally sent with the goods.

rates varied with the volume of merchandise.

8. It tells us

a great deal
alot

lots

much

exclusively on the scientific method and therefore is

about both the concept and actual practice of management.

11



10. Management does not rely

also an art.

II1. Exercises

exclusively
entirely
completely
fully

1. Put the following dialogue into English.

X RUAEERTTHFLIRGE, PITHELETE, AL E IR,

£ BREEEAR—THENUE, MESERLE “M” EMITEMRR.

XK. BN, BXHR. EEKENRTHRIELSEXNESNLIE. flin, LEiFR,
AR, ZHAFNHREANZPITEEES .

S RH, RN, ANRMNUELEBEREFNHEZ KNFEHE.

ER: ERZH. XEHREENMEE TIERARIS.

2. Practice the following dialogue with your partner.

on the scientific method and therefore is

(A Chinese electronic-manufacturer talks with an American importer)

Manufacturer: This is our showroom, Mr. James.

Importer: It’s very beautiful! .
Manufacturer: We have four floors of merchandise to see. Where shall we start?

Importer: Four floors! It looks as if it’s going to be quite a trip, doesn’t it?

Manufacturer: If we really look at everything, it will be, but you may only want to see some

of the items you’re especially interested in. We can just have a glance at the

rest.

Importer: * Good idea! This looks like a small-sized department store for special electrical
and electronic appliances. .

Manufacturer: Yes, but we still need about four or five more floors.

Importer: I can understand that. The demand for electrical appliances is skyrocketing in
your country. '
IV. Listening Material

Job Titles Vary with the Type of Organization
The people whose main job is to perform the five functions in order to achieve goals are

managers. However, job titles for managers depend on the organjzation. Managers in business

organizations are usually given the title “manager.” Often this title is prefaced by an adjective that

suggests what is being managed. Thus, there are sales managers, customer-service managers, and

electronic-data-processing managers. Often in nonbusiness organizations the manager is given

another title that fits more closely with the customs of the organization. Thus a religious

organization may be managed by a bishop, a military organization by a colonel, a medical facility

by an administrator, and a trade association by an executive director.
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