i l@gﬂm@gg

Bngllisin ¢1)

iIE& XNER £%H

XIMETTRZ KRS HhRFE

tosvaer
*ooeeT

W55 F il 9




W EEEBAIZE b

Readings in Business English ( I )

FhH: ~ X E AR,
wE: £ F W
EPR B 43

X b2 5 B 5 Ko h it



(R) HEF1825

BHBEBRE (CIP) iR

BFSEMIE (L) 708, NERES —IL5: WHMBHHD KBTI, 2005
ISBN 7-81078-486-2 » oo ’

I.%... 0 QOI..0N... W. Pi% - 38 - RWiEE - B¥S50H
V. H319. 4 ‘

R A B 431 CIP BB T (2005) 45051335 5
© 2005 & xtSMEFFHBAFHMA HERT

MRE BEISR

MERIFRE (L)
i & NEX ESH
RTHRE: A )F

MG HEKFE LR
ItCRTHHRESNAREG 128 HEEA: 100029
Rtk : http: //www. uibep. com

FUTREEENSAERARDE FESENEEFHRES
B R T 185mm X 230mm 19.75 B3k 396 FF
2005 7THALES I 2005FE 7 A% 1 KA

ISBN 781078 —486 - 2/H + 096
EN%:0 001 - 5 000 A} SEM:34.00 70



B B

It ARRE X ERW?
FIETR-EBTHRN, BRFA—EEEH ML, ETUR—-FF8. XHFER
AT ENSER, HLERIFEE, MXBETIBOSR, WABEINTBRFR
FABR? HFZRRER—FFHRY, SN EYERENTERERN LEEE
ABK, HKERS , AR FEHE, A REEAMITRRE. 52 . ¥ IET0F
HSGIBE, RIFBERNBE-MRABERNEGHS T HE AR K REE
AR

RITBEXEEYREE A URIRL N FIME T FIMEN AL, T LRI L B F it 7
BNBYA L, KL, ERFBBIRNEBNENAENSX, TRASFCELTRI L
REGEHALHEN T, BEXERYIEHRABERFN X —EXR, ERNRET
ZICHIR AR B E ER A TR

XERENERMAE

FEBSHE . THM BRT 8 A MHFLE, 2HAEIRE ., S53cEH 3 HAHER
1) CEERE;2) BIEEARE;3) RV . SRR ARAEB GBSl  BXHR,
BN EEREREERERR—TB AN ARER, BB AR SR — S8
RHRR FWE. 810 FEEN PRGN

6 & 3357t 42 (Managing into the 21st Century)

— 93§ . Y9318 .75-159,8 (Enhancing Business Communications )

— % JCE 7 ( Doing Business Across Borders)

——ZE £ 0304k (Working Through Cultural Diversities )

—WEMNT &1t A (Living in the Vibrant World of Advertising)

—4& Wit R ¥R (Letting Figures Talk in the World of Finance)
—EBHMNEAR FEE 515/ (The Art of Marketing: Sense and ‘Sensitivity )

— A A M#ES (Living and Surviving Under the Law)




HERENELNRE

WEEY LR REABKE LN = MERFEFTRIT, SHBNMEGEZ B8, &
PENERET. IFTERIRFRBET LA BI5AE MBA B SR % A RE I B %
Bkt SLA, B B A3 | BT 5T IR0 2 R g 2 3B 3 U o SELAR D iR
¥ o S BEC Hik 8 £ IS5 I R I pg % 28 th B 5 B0 % 4 th DR B FE b &7
iR AIRIANERIE E IR 1R R M . TRESRBLT . UJ:B‘J%ééi‘ZﬁﬂEE
WEHF TAERKERIFE ] IRk,

HEABHERIN:

— iR R B RPN TR RER T HNLERAL;
—REEEAR,QFE T HFIRN T HE;
—IREERANF AR BSFRY BFERSLBRER;
—— AW, R, REEFTERF

. W OE
2005 £ 6 A THE



l Readings in Business English

Part One Managing into the 21st Century «oooeoeeriniiiinii (1)
Unit One The Key Management Theories «++++-+sssssseeesessrrnrresensiiunniienn (3)
Unit Two Strategic PIanMing ««++«+++-sssserrrereerisiinttiniinitie e (9)
Unit Three Throw Away Your Mission Statement ««-:eeoeeeseresreenetaeanaeceees (15)
Unit Four The Best Organization Is No Organization «««-ceseeseeerreseenceeees (21)
Unit Five Organizational Culture «+---ssseeeresnsessinseniisienniiaeeiiee e (25)
Unit Six Tips' for Employee Motivation «««ss++sssereersemmmsennninennimiiineens (31)
Unit Seven  The Essential Qualities of Great Managers —«+eccoceeerererecneceeees (38)
Unit Eight Have You Got the Right Stuff to Be a Leader?' ««+eeeeeeeeereeeeeees (42)
Unit Nine Conflict — An Essential Ingredient for Growth —«ceececeeeeesereecees (48)
Unit Ten Management Is About Making Decisions «+«-s-seeeseeeeceeeeeneeecnees (53)
Unit Eleven  Human Resource Strategies for Hard Times ««c-ceceeeereeeerceeeeees (61)
Unit Twelve Hiring Employees — It’s Not Just Luck ceceseeerererecececececenees (67)
Unit Thirteen Developing Effective and Efficient Internal Control --«-----cceeeeeee (75)
Unit Fourteen Project Management Is About Lessons-to-Learn +eceeccceeeecneecess (79)
Unit Fifteen What Happened to Corporate Integrity? —«-eceoeerecececcerccecenees (84)
Unit Sixteen  Only the Ethical SUIVIVES «+++sssesrreresssssneeemmmnininetiininnee (88)

Part Two Enhancing Business COmmuNiCations ««:«:eeeveereremmmmmmmnennenes (95)
Unit One Developing Interpersonal SKills «s««+s««+sssesssessusesrsssnsenaninssnns (97)
Unit Two Strategy in Working with People  ++s+++sseessressuessnsssssnnnnnns (105)



Unit Three Your Public Relations sscetcesrecrsroesestisnstnssestesscsssnsscncrsencns ( 1 13)

Unit Four Basics in Internal Organizational Communication =«:--css-eveeeeee. (120)
Unit Five Conversation As COMIMUINICALION «++ -+« s+ verrrererensrsriresenersanne (128)
Unit Six Meeting Management ettt reertttreeeetea—aaaebat—aarntans (137)
Unit Seven Assertive COMMUNICALION  +vvrrrorerararsraresasarararasasntssnsessas (145)
Unit Eight Some Tips on COMMUNICAON «++++++++eeererennsasnsseesecnriemananenns (152)
Unit Nine How to Deliver Bad NEwWS «c«tereeerrecerersaeracsncsneassssnrasossns (159)
Unit Ten Dealing with COMPIAINEs «+-++esssssssssrsensassosassasesanisnennansinne (167)
Unit Eleven  Teams and the Changing Environment -c-ceocreeeerermerserenenes (174)
Unit Twelve How to Resolve Conflicts -—— Without Offending Anyone «-------- (180)
Unit Thirteen Principles of Negotation «+-«+++-seesesrsesssesssetnintasnnensinnnsnne (187)
Part Three Doing Business Across Borders —.....-coooooeeveeeiiinnnnienn, (195)
Unit One A Brief History of International Trade Policy ~ --r-errrevesceceeeens (197)
Unit Two Who Gains from Trade? «eeeceteeercasiiianiiiiiien.. (203)
Unit Three How Beneficial Is Foreign Direct Investment for
Developing COUNLHiEs?  «++ssssssserrerrrmsmnssssnereectiumuune (209)
Unit Four Multinational Corporations; Myths and Facts «--«ereroreeresceracense (215)
Unit Five Recession: What Does It Mean to Investors? — -ecverseeerreceeeeaes (222)
Unit Six Globalization Today ««+«e+sssressesserreenmrinsmnsnniiic, (229)
Unit Seven  Enter the Dragon; China’s Big Companies and the World
ECONOIMY  +++++veeessnnmemsnnsennsnenttanatnsett sttt ettt (234)
Part Four Working Through Cultural Diversities ««-...ccccoormemevenieieeen (241)
Unit One Understanding CUlfure «++--++eessssersssrissssiosininiesnnasesnse, (243)
Unit Two Culture and [ts Characteristics ««««-sesresrrrrerrssoariseesuareaseasenes (248)
Unit Three Hofstede’s Four Value Dimensions frree et (256)



Unit Four
Unit Five
Unit Six
Unit Seven
Unit Eight
Unit Nine
Unit Ten

Unit Eleven

Nurturing Cross-cultural Awareness and Empathy ««:-cceoeoceeeene (261)
Introduction to Cross-cultural Negotiations «=+«-«seereeeerereeraeeanne (268)
Cultural Prism' ; Organizational Structure «-++--+seceseeeessseceacnee (274)
Cross-cultural MiSinterpretation ««««s+-esseessserseenaneenmniiniennins (279)
Cross-cultural MOHIVALION «++++tvrererrrrsrersrrseonasarurrnssseansasaes (285)
Multicultural Team Building  «+----csereeerrerrersessssasasaenssnenness (291)
Developing Global Leaders with Coaching Across Cultures :----: (296)
Leadership in Cultural Synergy -----essseseeesesesssasasans eeeeaee (302)



Managing into the 21st Century

AN EEHtL






i

s S

w nit One

The Key Management Theories
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The roots of modern management lie with a group of practitioners and writers who sought to
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formulate rational principles’' that would make orgamz@gbns more efficient. They set the
theoretical foundations for a discipline called manageméht

It was widely accepted that modern management theory was born in 1911, the year that
Frederick Winslow Taylor’s The Principles of Scientific Management was published. Its
contents were later widely practiced by managers throughout the world. This book described
the theory of scientific management — the use of the scieptific method to define the “one
best way” for a job to be done. The studies conducted before and after the book’s publication
would establish Taylor as the father of scientific management’. He spent more than two
decades pursuing with a passion the “one best way” for each job by applying scientific
method. Using scientific management techniques, Taylor was able to define the one best way
of doing each job. He could then select the right people for the job and train them to do it
precisely in this one best way. To motivate workers, he favored incentive wage plans.
Overall, Taylor achieved consistent improvements in productivity in the range of 200 percent
or more, and he reaffirmed the function of managers to plan and control and that of workers
to perform as instructed’.

Henri Fayol and Max Weber were two important individuals who helped to develop the
general atministrative theory. Their contribution lies in the fact that they have designated
management as a universal set of activities — specifically, planning, organizing,
commanding, coordihaﬁng, and controlling. Fayol described the practice of management as
distinct from accounting, finance, production, distribution, and other typical business
funéﬁons He argued that management was an activity common to all human undertakings in
business, in government, and even in the home. He then proceeded to state 14 principles of
management' — fundamental or universal truths — that could be taught in schools and
universities. Max Weber developed a theory of authority structures and described
organizational activity on the basis of authority relations. He described an ideal type of
organization that he called a bureaucracy, characterized by division of labor, a clearly
defined hierarchy, detailed rules and regulations, and impersonal relationships.

Many people in the nineteenth and the early part of the twentieth century recognized the
importance of the human factor to an organization’s success. Without question, the most
important contribution to the human resources approach to management came out of the
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Hawthorne studies’ undertaken at the Western Electric Company’s Hawthorne Works in
Cicero, Illinois. Scholars generally agree that the Hawthorne studies, under the leadership of
Elton Mayo, had a dramatic impact on the direction of management thought. Mayo
concluded that behavior and sentiments are closely related®, that group influences significantly
affect individual behavior, that group standards establish individual worker output, and that
money is less a factor in determining output than are group standards, group sentiments, and
security. These conclusions led to a new emphasis on the human factors in the functioning of
organizations and the attainment of their goals. They also led to increased paternalism by

management.

Members of the human relation movement uniformly believed in the importance of employee
satisfaction — a satisfied worker was believed to be a productive worker. Among the
advocates, two stood out’. Abraham Maslow, a humanistic psychologist, proposed a
hierarchy of five needs® ; physiological, safety, social, esteem, and self-actualization. In
terms of motivation, Maslow argued that each step in the hierarchy must be satisfied before
the next level can be activated and that once a need was substantially satisfied, it no longer
motivated behavior. Douglas Mcgregor is best known for his formulation of two sets of
assumptions — Theory X and Theory Y — about human nature. Theory X presents an
essentially negative view of people. It assumes that they have little ambition, dislike work,
want to avoid responsibility, and need to be closely supervised to work effectively. On the
other hand, Theory Y offers a positive view, assuming that peopie can exercise self-
direction, accept responsibility, and consider work to be as natural as rest or play. McGregor
believed that Theory Y assumptions best captured the true nature of workers and should guide

management practice’.

The quantitative approach to management, sometimes referred to as operations research
(OR) or management science, evolved out of the development of mathematical and statistical
solutions to military problems during World War II. After the war, many of the quantitative
techniques that had been applied to military problems were moved into the business sector. One
group of military officers joined Ford Motor Company in the mid-1940s and immediately began
using statistical methods to improve decision making at Ford. What are quantitative techniques,
and how have they contributed to current management practice? The quantitative approach to
management includes applications of statistics, optimization models, information models, and
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computer simulations. Linear programming'®, for instance, is a technique that managers can
use to improve resource allocation. Work scheduling can become more efficient as a result of
critical-path scheduling analysis. Decisions on determining optimum inventory levels have been

significantly influenced by the economic order quantity model.

The mid-1960s began a decade in which the idea that organizations could be analyzed in a
systems framework gained a strong following. The systems approach defines a system as a
set of interrelated and interdependent parts arranged in a manner that produces a unified
whole. Societies are systems and so too, are computers, automobiles, organizations, and
animal and human bodies. An organization and its management is a system that interacts with
and depends upon its environment. In management terms, we call this relationship dealing
with the organization’s stakeholders''. The manager’s job is to coordinate all these parts to
achieve the organization’s goals. The systems approach also recognizes that organizations do
not operate in isolation. Organizational survival often depends on successful interactions with
the external environment, which encompasses'” economic conditions, the global marketplace,
political activities, technological advancements, and social customs. Ignoring any of these
over a long period of time can be detrimental” on the organization.

In recent years the contingency approach' ( sometimes called the situational approach) has
gained popularity. A contingency approach to the study of management is logical. Because
organizations are diverse — in size, objectives, tasks being done, and the like — it would be
surprising to find universally applicable principles that would work in all situations.
Advocates of this approach have been trying to identify the contingency variables. They can
have a significant effect on what managers do — that is, on the way work activities are

coordinated and integrated.

( Excerpted from the book “Management” 7" Ed. by Stephen P. Robbins and Mary Coulter,
Prentice Hall, Inc. )
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5. Hawthorne Studies: The first break from Frederick Taylor’s Scientific Management. It was
made as a result of a series of research studies done in the Hawthorne Plant of the Western
Electric Company over the period 1927 - 1932.
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Contingency approach: Basically, contingency theory asserts that when managers make a
decision, they' must take into account all aspects of the current situation and act on those

it

“

aspects that are key to the situation at hand. Basically, it’s the approach that
depends. ”
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Strategic planning is a management tool. As with any management tools, it is used for one

purpose only — to help an organization do a better job. To be more specific it is used



