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Unit 1
QUALITIES OF A MANAGER BHEEHNERK

L
R’

1. EEEN AR
2. Rk
® I guess... ik 42,5 ROl ” FATREB A
® must . %i‘\'ﬁ‘fﬁﬁ)‘(%
® be to do sth. 5 TR NGB 7
® what / which / how -+ to do B2 / A /B ok
> &

RANRKT (David) BUEEEA G )3 5 R 7 08 B % KA 5L 564 (Mr. Park)

David

Park:

David .
Park;

David.
Park:

David:

Mr. Park, you are a management expert. Could you tell me what’s the role of a

manager?

The role of manager is decision-making. If things are going smoothly, there isn’t

much for management to do, but if things go wrong or new opportunities arise,

somebody has to decide on hiring and firing workers, investing in new machines,

marketing new products and so on.

Then the qualities that a manager should have?

Well, the basic quality for a manager should be the ability of setting objectives. Unlike a

worker, a manager must decide what goals and objectives his or her department or

organization must strive to achieve.

Then he must organize his employees to carry out different jobs.

Yes. Organizing is another necessary ability of a manager. He must determine what

tasks to be done, who is to do them, how the tasks are to be grouped, who reports

to whom, and so on.

That’s really complicated. I guess another quality is motivating and communicating. He must

communicate with his group of employees and encourage them to finish their work together.
1
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David:
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That’s one of the leading roles he should play. He must have good human skills—
listening to employees with problems and helping them work out solutions,
understanding how to encourage and reward superior performance. Above all,
managers must know how to communicate—both orally and in writing—with their
superiors, peers as well as their subordinates.

Yes. Any other qualities should a manager have?

Measuring performance and developing people are also managers’ basic tasks. They
must decide what factors are important to success, and then establish standards
against which to measure individual or group performance.' They must also develop

people, for their most important resource is the people who work for them.

id; What do you mean by “developing people”?

. Managers must require and encourage their employees to learn continually so that

they can move on. Employee training is one of the main tools to accomplish this.

id: So a manager must make a lot of decisions.
;. Absqlutely.
id: Well, thank you, Mr. Park.

'PEIE%E MEERER. RESBARVFEEARKERRMAMR?

B BB PR S ORISR — DI RRUA , AR 4 B R B T A B

{EL ISR 1 TR RV AR B ML s, R A FE R P S B T B S L2 B

AT 545 T AR R E

B2, ETHERET ARER?

i, —Z LN Y AR NEARRBRRSE Bir. FMRTA, SEAHHRE R

MARS S A HAR SR E

R4, AT FEA B B T A SRR SE A R B TAE .

B, AARHRSENA NS —RR, bLFREBERA 455 HERE R

% afar 4325 e L IR AR 4E

L REL. REH—EFEREMA 5WE. MAFASMHF TR THE, Rt

IR TAE .

REMFTRRBINFARERZ—. SELIH5AITE KB, VTR TR

EE AR BRI, B A TSR R TRAME A TRRE EERNES
AR TS E R PRETT R BT 1SRRI

i, — B AEE TR AHAMRFEYE?

HRBRSSHRR T UREEHERES . MLIREFABRRYRARER

By SR 0 PR IR A SRR R SRR ARE . AR TR B SR, B O AT

EEMRERE MBI TN,



AL JRUL s N At a8

WATE: B EE UHIESRIF SR B R TR S, XA AT A B R4 %lkinﬂll%mﬁﬁ
X— BRI — P EFEF B,

KI: BREBEEERBERE,

WA : RH,

RI: BHHE. st

1. go wrong i[RI v. AR, (HLESS) AR, &5
e. g. His friends helped him go wrong. fthf{ il & {EMHIRT .
2. strive / straiv / (to do; for; against) ,%%f;
e. g. to strive with / against a temptation / difficulty FIEEK / WMEMEL S
3. achieve / o'tfizv / vt. 52, LE]
4. determine / di'tsxmin / vz. vi. [FTRERLD; b, R
e. g. He determined to go at once. {BgeCo 7 ZIBEE .
1) be determined to do sth. J.UMGEE
e. g. | am determined to do better than Mike. FRg.[» %ﬁﬁf&ﬁit}e
2) determine sb. against sth. #3 A BRI HE
" e. g. His advice determined me against drink and smoke.
b B 2y e R B AN TR BT T .
3) determine sb. to do sth. {#F¥ A EMIEE
e. g. The potential profits determine McDonald’s to open 400 to 500 restaurants a
year outside the United States.
VEEAE 0 1 o 22 24 57 DR 7 B D E — AR N EE B AP IF I 400 B 500 RENE.
4) determine on / upon J5E

e. g. I have determined on / upon going to the countryside after graduation.
REFEERIFERIRNE,
5. meotivate / moutiveit / v. K&
6. complicated / 'komplideitid / adj. B4, MEMH
7. encourage sb. to do sth. FFhF A (FEE)
e. g. | encouraged her to work hard and to try for the examinations.
IRl ot P Th R X R B S T . '
8. help sb. (to) do #§BhFE Afhe-+-++
e. g. The staff worked hard to help the company (to) overcome the financial difficulty.
SRR T8 TAE, H B A RHER T W BUR X E.
9. above all adv. REE, B
e. g. Above all, the news that he has succeeded inspired me greatly.

BEERR, I X R R B TR,



10. communicate with... e« W
e. g The Minister for Foreign Affairs has already communicated on this e:ent with the
American President.
L SRR S NS W e S U Sup- SN
11. as well as

1) as well as conj. Feee--* )Y

e. g. The students also receive writing skill training as well as reading skill training.
2 TIRB 832 B e B TG I 2R HL 32 B BAE R T I 4k
2) as well as prep. &, Bge-e-- Zhh, R

e. g. We advertise in most of the principal trade journals as well as in some of the
professional ones.

ROV ERESBEBEFTEMTEBT L, &&ﬁ&%*?ﬂ%ﬂt
12. subordinate / so'bodinet / n. FJ@

13. continually / kon'tinjuoli / adv. AN, 45 %

@ xikit

1. I guess .... “FRINFgeerees JAE: %> LI » ATRABCHMNK .
e.g. 1) I guess the company will not join in the competition, even if it is able to.
A, XA T EMEA GBS , WA S XK HFE .
2) 1 guess a job hunter who has the best credentials in the world still will fail in the

job interview.

AR, —NEA R B SCEA SR BUE AT BT SR EAE
2. must “D, R Fm—FFALH S, ATAREHDERBL
e.g. 1) We must apologize for the delay of the catalogue, which was supposed to be sent
out last week.
CRAILEH (R BRME—FFREE. Z B RPN LR .
2) We must have a clear idea about the topic, before any argument is given.
FEIR HBE A 2 BT, BATL AU XA BUEA — ME R BN,
3. be + to do sth FRAE R Tt B S FAE . 55T R ALK 78 BN B 1R BT AR
FEERENFE.
e.g. 1) They are to meet each other at four this afternoon.
A2 T4 4 ROLH. .
2) All these things are to be dealt with as soon as possible.
Fif XSS E R R AR
4. “how / what / when / where / which / why / whether + #H o WAEREHWFHATT
FIEiAZ JG : ask, decide, discover, find out, forget, learn, remember, show, think,
understand, wonder ¥,

e.g. 1) I showed him what to do with the business letters. ﬁﬁ‘*ﬁﬁﬁﬁﬂﬁ B AE1



2) 1 wondered whether to write or phone. X RHIE N ZE 54 E3THIE.

1. ARYEXT 17 01 2 ) R
1) What is the role of management?

2) If things go wrong or new opportunities arise, what does a manager have to decide
. \
on?

3) What qualities should a manager have?
4) What do good human skills refer to?
5) What does “developing people” mean?

2. FIFT4 RN IE LY R

strive ~ as well as go wrong communicate above all

carry out  arise require motivate determine

1) It is the management committee that departmental policy.

2) a considerable salary, our company also offers excellent benefit package
which includes educational reimbursement. k

3) If things , he had to resign the leading position as the CEO.

4) All the employees are to have a good command of writing in English.

5) We must always ‘to improve our work.

6) Despite the lack of money, we the project successfully.

7 , the company reacted to the workers’ complaints by dismissing the
director.

8) Since Susan left England, she has been with her parents by telephone.

9) After a thorough investigation, the board found out that the accident from
carelessness.

10) Examinations do not a student to seek more knowledge.

3. WK
D BT EE B AUREE A 2 4h BB E i A AT R IR & 0T A

BEAL, o

2) FAENIAMGES B R IER P IS, ﬁﬁﬁﬁ&%ﬁﬁi&ﬂ%ﬁiﬁéﬁmo

3) A, BAHEELSRAREEA M.

4) FESE B Z B AL T RATH TR F .

5) bk E SR BB & T I XA .

6) IR LIRE REEZ XM THE.

) ABIREEXNTE ERBEWE I,

8) E M ST LA , 91 B 2 LARR K ARS8 A B S8 LAY



RS A TR ALK ? 7B BT R SCE

How We Hire Outstanding People and Hold On to Them
RN AHBEREAL

Three strongly held beliefs drive out hiring system. First, the only way to hire
outstanding people is for managers themselves to find the people they need. Hiring is an
acquired skill. The more people you interview, evaluate, and select, the better you get at
interviewing, evaluating, and selecting. Thus, it is up to a manager, not the human
resource staff, to locate desirable candidates, prescribe them before they enter the formal
evaluation process, and monitor the process as it unfolds. The human resource department
plays a modest role in suggesting candidates but no role in evaluating them.

We have a second inviolate principle of hiring: We don’t buy employees. Someone who will
join Cypress for a few percentage points more in salary is not the kind of career-oriented person we
want.

We don’t bid for great talent; people with great talent come to Cypress because they
want to win. Members of our team are rewarded with stock options and the highest
percentage raises in the industry.

We have a third principle: The interview and evaluation process should be tough, fair,
and expeditious. There’s no reason a manager can’t prescreen a candidate by telephone,
bring him or her in for two rounds of interviews, and make an offer within one week. We
meet the one-week target about 75% of the time.

G, 29, EFRREHT RS IEER L

Hiring is an acquired skill. F A B—#hild LRSS,

evaluate/ i’ vaeljueit /vt. ¥EHY, fhit

It is up to sb. to do sth. Hjese+-- /il QLIRLD

human resources staff A S7%EIITAR

prescribe/ pri'skraib /v. #§7R, ME

monitor/ 'monita(r) /vt. WS, W, K, B

modest/ 'modist /adj. WREEHT, Wik, &K

inviolate/ in'vaislot /adj. KRBEEN], Ti5 MK, RZFILH
6



career-oriented person F\yE A A
stock options HEEHAAY
expeditious/ ekspi'difos /adj. RHEHY, HEEY

KIBEXEER

1. AR ] 2% ) B

1) The role of management is decision-making.

2) He has to decide on hiring and firing workers, investing in new machines, marketing
new products and so on.

3) The first basic quality for a manager should be the. ability of setting objectives. Organizing is
another ability required of a manager. Another quality is motivating and communicating. Measuring
performance and developing people are also managers’ basic tasks.

4) Good human skills refer to listening to employees with problems and helping them work
out solutions, understanding how to encourage and reward superior performance. Above
all, managers must know how to communicate—both orally and in writing—with their
superiors, peers as well as their subordinates.

5) It means encouraging the employees to learn continually so that they can move on.

2. ApreRrE B RIRE

1) determines 2) as well as 3) go wrong 4) required 5) strive
6) carried out 7) Above all 8) communicating 9) arise 10) motivate
3. WK

1> Employers also recruit candidates through campus interviews as well as employment
agencies.

2) Students also learn English through reading newspapers and magazines, as well as
through watching English films.

3) I guess the biggest challenge is assembling an effective, team of managers.

4) We must know something about our opponents, before any policy is made.

5) He is to give up the project for lack of money.

6) You needn’t yet decide whether to receive the job.

7) The company has been determined to invest two millions in the project.

8) Since the new policy was carried out, the program has been implemented with great

efficiency and speed.



Unit 2
LEVELS OF MANAGEMENT & E X

BT
"R

L. ARRYEEER

Rk

® Thank you very much for saying so. (FE/R%HR¥H [EZ)

® It is true that... 71 WRREE

® How about...? ARMERAB AR ER A BB )
® while (B 7354, TR

® It’s my pleasure. (GRS REE [B1 2

et (Mr. White ) BEABE AR, B ARNWAARARBERTEHNZHR.
AR B]T M A W LB & L& W e (Mr. Smith) FFRESL R IES.

White:

Smlth;

Whl te;

Smlth :

White:

Smlth :

Mr Smith, your company is developing so fast. A lot of people admire its good
management. Can you give us a general picture of the management of your
company?

Thank you very much for saying so. Of course, it’s true that our company is well
managed, but our company is a large and complex one. Besides me, there are two
executive vice presidents, the chairman of the board and quite a few department
heads, plant supervisors and division managers. There are also several' branch
offices scattering in foreign countries. They all have made their contributions.

So there are different levels of management.

Yes, there are three management levels—top management, middle management
and lower management. The president, the chairman of the board and the executive
vice presidents represent the top management.

How is the president’s responsibility*different from the chairman’s?

The president and the executive vice presidents are responsible for establishing



White s
Smlth e

White .
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long-range goals and policies. They also see that subordinates are delegated
adequate authority to carry out their responsibilities. But the chairman’s function is

to preside at the meetings of the board and gives advice on major and difficult
problems such as those in finance.

I see. How about the middle and lower ones?

The middle management is responsible for establishing intermediate goal, such as
product development, production methods, product profitability and so on. While
the lower management is mainly in charge of production quotas, cost analysis,
quality control and other day-to-day operating concerns.

I see. Thank you very much.

It’s my pleasure.

Hi%%‘@?f’ﬁiJnﬂ]&ﬁ?i)ﬁﬁéi{ﬂlﬂ;Zﬁ&Jﬁ%]\ﬁﬁ?ﬁ%ﬂr\ﬁ]B‘J‘é‘ﬂ NN 3
KRBT ARANEERELG?

BRI R . RAIA AR AHRTHERE. TRIMARBEX BT
R EAFAEFRNTBSR EAEFR BEHIINEE . T HEARE T, 2L
FEESMS ST . MATEAEH T B SRR

Hit, RITA AR ERFEEERK.

2, BEAZANEERR—RAEHE PREBAMAEE. SR EFKM
PITERR TRATERER.

BREEHEKNFES TAHARFER?

EEMFAB SR AT E KT R ABE, FRRA T TRAZBUIRE
RN CHET. MEFKNFTERERFATEF LI EM B WX E
KEXER RIS TR,

RIAAT. MAFEHEZEERE?

FEEEARASTHE T E B, R RIT R EE T R RAEE. THREE
B R ERAFAETEH AR E MM B E TR '
BT . EFEBHBHR. '

AES.

1. give sb. a picture of .. iz -+

e g

Can you give me a general picture of the fundamental differences between the

sales-oriented and the customer-oriented approach?



PREELS BARSE — T LAHER 0 BAn ML P o0 BAni 7 X Z W R A g7

. besides 48], B A “Rg-er--- ZHN A e ”, & besides 1 except BX H.
besides $§“Bi-ee-++ s, BINER”, EE“BINEE”

e. g. Besides a competitive salary, a range of other benefits will be offered.
BT REF I, B RE—-RIINBEAREE . GREREFN—RIINERFED

except M EERNBEK B E D7, BR“FritHEE s B LA MEH TR,
B E T HEBRTESH .

e. g. Every member of the original staff was signed except her.

Britsz S R BEER R ER RS B ) . (RS20 R )

3. executive / ig'zekjutiv / adj. SLATHY, ATHY, FTELRY
4. supervisor / 'sjupovaiza / n. B A, BEHA, KER

7.
8.

9.

quite a few A0, 4% (= a good few) . BRI IAEE.
e. g. 1) Quite a few foreign companies have rushed into China recently in order not to
miss out the market.
R ZSMEARRATER LTS,
2) Quite a few employees have shown great concern for the company’s
development.
V& R TR R R AR K KT .
. be different from E++ee+- Y NG|

e. g The selling styles of the two companies are quite different from each other.
FRA AR E BT 2R F .

subordinate / sa'bodinat / n. T8

delegate / 'deligot / vt. ZIR... WILE

finance / 'fainzens / n. W, &R

10. profitability / profita'biliti / n. W2k, Fl2EH
11. in charge of ¥%&, ¥, &

e.g. 1) The chief engineer was in charge of directing the building of the subway.

BTRBAREEBENEETR.

2) Mr. Smith is in charge of the Customer Service Department.
SBE T ed R TRE RS,
7 #& in charge of 5 in the charge of X I,
in charge of 143, 2%, B
in the charge of sb. AR, HEARE / BH
MAE D 2 M3 4 FAME,

3) Directing the building of the subway was in the charge of the chief engineer.
ks TRB B TRITAR.

4) The Customer Service Department is in the charge of Mr. Smith.

% PRy R i SR AR A R

12. analysis / o'nzelasis / n. %7, %

10



13. concern / kon'san / n. ¥y, EIF

1. Thank you very much for saying so. F&7=XHFRHER A [E2Z,

e. g. —I really must express my admiration for your competence.

—Thank you very much for saying so.

——RF R BE ) TR

—AEH BRI AU

RKPRARXSFBM LS .

Thank you. .

I'm very glad you think so. FRIBEMRX 448,

It’s very nice of you to say so. HHBHRX 41,

Thank you, but it’s not really all that good. B#R , At 56 3L B4 4F .

Oh, you flatter me. Mk, /RTE T,

Oh, I have a lot to learn yet. H, RIEFIBLE 2L

Oh, it was nothing really, nothing at all. B, X EAIBAH 4 ,— St H4 .,
2. It is true that.. BfSCe-+-

e. g. 1) It is true that businesses want and need people with good communication skills.
WXL, HATER RIFZHETIRA

2) It is true that even the college-trained employees should improve their
communication skills.

5L, BMEZ S K% HE MR R O R ERS IR REES . ‘
3) It is true that we can receive various kinds of information through the Internet.

B8, T R R AT RE S M ERENER.
5. How / What about...? “««--- AN - 3 SRTIITD ey 2”
e.g 1) FRABESHEMERNER. #n.
—Does your company offer an excellent benefit package that includes medical
insurance?
—Yes. What about your company?
—Yes, it does.

— =L, RITARRE. RARINMA TR
— 2, RITA B EEH.
2) FRIER B A B R WS REERSR B I,
e. g. What about having the office painted? #EIMVAEHE—TE A?I'i*;-‘?
What about putting off your visit till Monday, then?
B4, HEARI T [l 3R BT A —ndar?
What about appointing Ms Hahn Regional Manager for the Middle East?
11



fEfir Ms Hahn A HZR b X X R4 BB 2487
6. while 7| I3 4], RAREEAT.
e. g. 1) While I understand what you say, I can’t agree with you.
BARREBGEHED HRERARE.
2) Some companies encourage the salesperson to adopt the hard sell technique,
while other companies leave the salesperson to decide which technique to use.
Y\ FI SR B A FOR IR AR, RTT 5 — 2 A R B AR BB R
K AT R SR
7. It’s my pleasure. FITF B H7 RS
e. g. —Thank you very much for your recommendation. JE# BRIFI/RXT IR BIHERE
—It’s my pleasure. FIRKE .
KU FEIEA
1 was glad to be of some service to you. FRIBIRE NIRRT .
At your service. JERREFT .
Please don’t mention it. IFABEES.
No trouble at all. & 4.
You are welcome. A i,

1. R B I
1) What is the managing structure of the company?
2) What’s the main responsibility as the company president?
3) What is the function of the chairman of the board?
4) How about the middle management?
5) What is the lower management in charge of?
2. BBFANE TR T EXE

A: D (B ERBFEN S — FHTE) Some time next week,
"~ Monday, if possible.

B. Ok. Let me have a look at my schedule. 2) (11 BEAKED
A: No, that’s not good. 3) L FE L S EEESSEERT. BRI

REELZHETF 48D
B.: Ok then, Monday afternoon at 4. 00.
3. PUFE
1) RAEEE KB, B2 KR E R BB A BRI BISPR. »
2) BT AR TR A, 2 BRG] A T8 BB R O T B 2 1
3) RAFTA RIMIME Rk,
) ZERSRITAEFHRAER.
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