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UNIT 1
BUSINESS ORGANISATIONS

e Focus: Types and Objectives of Business Organizations; key
vocabulary

e Grammar Focus: Clauses of Purpose; Defining Relative Clauses

o Skills Focus: Reading for specific information to know about
types and goals of business organizations; learning basic vocabulary
and developing speaking and writing skills

Key vocabulary
Organizations exist for one reason: they can accomplish things that

individuals cannot. Organizations are characterized by their goal-directed
behavior. They have goals and objectives that can be achieved more
effectively by the actions taken by individuals and groups. Organizations
depend on the way the society operates.

TEXT A

Vocabulary

1. Society — obmiecTBO

2. Goals and objectives — 1ienu u 3aga9u

3. To achieve aims — mocTUTaTh TENH

4. To set short-term aims — ycraHaBIHBAaTh KPATKOCPOUYHBIE IIETTH
5. Target — 1ienpb

6. To meet/satisfy needs and wants — yaoBi1eTBOpSTH MOTpeOHOCTH
7. Individual — naaUBMA, YacTHOE MO, (PU3HUECKOE JTUIIO



CEeKTOp
10.
11.
12.
13.
14.
15.
16.
17.
18.

8. Private — yacTHbII
9. Nationalized industry — HaIMOHAJIM3UPOBAHHBIA MPOMBIIIICHHBIN

HOCTH

19.
20.
21.
22.
23.
24,

Public — oOmiecTBEeHHBIH, TOCYAapCTBEHHBIH

To establish/set up — coznaBatb

Survival — BEDKHMBaHHUE, 5KU3HECTIOCOOHOCTD

To fire — yBOTBHATE

Growth and development — poct u pa3BuTHe

Image — 00pa3, nzobpakeHne; MUK, TPECTHK, PEITyTalHs

To improve image — yIy4IIuTh UMUK/ MHEHUE/PETy TallI0

PR (Public Relations) — cBsi3u ¢ 00IIeCTBEHHOCTHIO
Obligations/responsibilities — 00s3aHHOCTH, CQepbl OTBETCTBEH-

Provide services — npeoCcTaBiATh YCIyTu

Insurance —cTpaxoBanue

To manufacture/produce — mpou3BOIUTH

To make a profit — momydaTs npuOBLTH

Competitive — KOHKYpPEHTHBINA, KOHKYPEHTOCTIOCOOHBII

Target rate of return on capital — muCKOHTHpOBaHHAs HOpMa

MIpUOBLTH HA BIOKEHHBIN KaruTajl

1. Before reading the text, work in pairs and make the list of government
organizations operating in Russia and identify what needs these
organizations satisfy.

2. Complete the table. Compare your notes with other students.

Government Organization Goods Produced/Services Provided
1. NSTU Trains students
2.

3. Read the text and find the answer to the following questions:

1. What are the objectives of private organizations?

2. How successful are private organizations at achieving the goals?

3. List the ways in which the companies can improve their public image.




The Objectives of Business Organizations

Business organizations are established to meet wants in society. Private
businesses are formed to provide for material wants (i.e. goods and services)
and commercial wants (i.e. banking, insurance) in society. Government
organizations are set up to satisfy society’s needs for defense and order, law
and education. In meeting these wants, organizations will set definite and
clear aims, e. g. manufacturing firms will want to stay in business and make
a profit.

Aims of Private Organizations

Profitability is the main aim of private organizations but it’s important
to know that a business will have other aims. These include:

1. Survival: in times of economic difficulty — such as recession —
surviving will become an important short-term aim for the firm. In order to
survive, the firm may fire workers and close some of its factories.

2. Growth: not all firms want to grow continually but growth is closely
associated with survival. Particularly for firms in highly competitive
situations, e.g. computing and electronics, growth and development are the
only way to ensure survival.

3. Image: a number of firms have public relation departments that have
specific responsibility to improve the image of the company. The company
can lose business if it has bad reputation.

Aims of Public Corporation

The aims of public corporations are set by the government. Basically
nationalized industries have 2 broad obligations:

1. Economic obligations: each nationalized industry has to manage its
resources and adopt pricing policies such that it meets its target rate of
return on capital. This target is reviewed annually and differs from industry
to industry e. g. a target return of 1.6% was set by the water authorities in
1999,while for the electricity industry it was 2.75%.

2. Social obligations: the economic obligations of public organizations
are regulated by their social obligations, e.g. British Rails may continue to
provide a rail service in a rural area even though that service may be
unprofitable. Similarly, the Post Office may provide unprofitable postal
services in isolated communities.



4. Read the text again and match the beginning in the left column with
the ending of the sentence in the right column.

1. Private businesses are set up a. to make a profit.

2. All public corporations have b. to cut the personnel.

3. The main goal of a private c. to provide goods and services for
organization is society.

4. One of the ways of survival during d. public organizations have to provide
Crisis is them.

5. Although the services are unprofitable | e. in order to beat the competitors.

6. Electronics companies have to f. economic and social obligations.
develop

5. Choose the most precise translation into Russian of the following
Statements.

1. The economic obligations of public organizations are regulated by
their social obligations.

a) Beimyck oOnwraruii myOIMYHBIX OpraHu3alluil peryaIupyeTcs 3a CUET
BBIITyCKa OOJIHTanyii OpraHu3aniii COUAILHOTO aIMUHUCTPUPOBAHUSI.

b) BrimonHeHHe SKOHOMHUYECKHX  00S3aTelIbCTB  OOINECTBECHHBIMU
OpPraHM3alUSAMU PETYIUPYETCS B COOTBETCTBUM C MPUHATHIMH HMH
COLMATTLHBIME 00513aTeTbCTBAMH.

c) Kak wu3BecTHO, BHIMONHEHHE OO0SM3aHHOCTEH TOCYAapCTBEHHBIMU
OpTaHU3alUUsIMH PETYIUPYETCS SKOHOMUKOI.

2. Private businesses are formed to provide for material and
commercial wants in society.

a) UacTHble TpennpusATHS CO3MAIOT C 1elbl0 NOAJAEpPIKAHMS Mare-
pHaITBHOTO 0OecTiedeHnsT O0IIEeCTBa U MPEJOCTABICHHS KOMMEPUYECKHIX YCITYT.

b) Yactueie OusHechl cOpPMHPOBAHBI IS yAOBIETBOPEHHUS Mare-
pHaTbHBIX M KOMMEPUECKUX MOTpeOHOCTel o0IiecTBa.

c) UnguBunyaneHeie mpeAnpusaTHs oOpa3yoT s MPeIOCTaBICHUS
HEOOXOMMBIX MaTePUAIOB U KOMMEPUYECKHX YCIyT OOIIEeCTBY.

3. Government organizations are set up to satisfy society’s needs for
defense and order, law and education.

a) ['ocynmapcTBeHHBIE OpraHu3alKi O0pPa3yIOT [UIA  YIAOBIETBOPEHHS
HYK1 OOIIECTBa B TIOPSIKE, 3aKOHE U 00pa30BaHUH.




b) [IpaBuTensCTBEHHBIE ~ OpraHM3allMM  CO3MAIOTCS € IEJBI0
YAOBJIETBOPEHHUSI OOIECTBEHHBIX MOTPEOHOCTEH B HaBENEHHH MOpSIAKA U
00OpOHE CTpaHbl, a TaKXke B pa3padOTKE 3aKOHOIATENbHBIX AKTOB H
MPEOCTABIICHNH 00pa30BaTENbHBIX YCIYT.

c) [lybnuuneie opraHm3amuu CO3IaHBI ST COONFIONEHHUS 3aKOHOB,
00OpOHBI U HABEACHUS TIOPAIKA B CTPaHE, a TaK )K€ MPEJOCTABICHUS YCIYT
B cthepe obpazoBaHwUsL.

6. Find the odd word out.

1. crisis, economic difficulty, slump, growth, recession

2. goals, objections, targets, aims, objectives

3. earnings, income, profit, losses, revenue, personal returns

4. to employ, to fire, to make redundant, to give somebody the sack, to
dismiss

7. Replace the underlined words with the words used in the text

1. Public corporations meet society’s demands (s------ y society’s n----)
for medical services.

2. Highly competitive companies are able to survive in time of crisis

3. Railway and postal services are unprofitable in (r- - -1) areas located
away from big towns.

4. Organizations are founded (¢ - - - - - - - - - d) to achieve the
government’s goals.

Grammar Focus: Clauses of Purpose

Clauses of purpose answer the questions: why? or what for?

To make a profit, private corporations have to manage their resources.
Companies need to reduce costs in_order to keep within the budget.

Government organizations have to manage their resources so that they can meet
their target rate of return on capital.

FORM

To introduce a clause of purpose we use:
to + infinitive

in order (not) to + infinitive

so that + subject + verb

in order that + subject + verb




8. Discuss the answers to the questions below in pairs. Write the best
answers and use a clause of purpose for each.

1. Why are business organizations established?

2. What are the main functions of the Public Relations department?

3. Why are public corporations involved in unprofitable businesses?
Whose aims do they have to achieve?

4. Why do some persons prefer to own business privately and to become
sole traders?

TEXTB
Vocabulary
. Sole proprietorship—HIMBHIYaIEHOE WM YAaCTHOE MPEATIPHUITHE
. Business earnings—mpu6su1s ¢ 6u3Heca
. To tax— o0OmnaraTh HajIOroM
. Disadvantages — HefjocTaTKu
. To be responsible for — oTBe4aTh, HECTH OTBETCTBEHHOCTh
. Liabilities — 3a10/DKEHHOCTD, JOJITOBLIE/ IEHEKHBIE 003aTEILCTBA
. To be reluctant — nenath HEOXOTHO, COMHEBATHCSI, OTKA3bIBATHCS
. Loan — ccyna

9. General partnership — renepanbHOe MapTHEPCTBO, TOBAPHUIIECTBO C
HEOTPaHUYECHHOW OTBETCTBEHHOCTHIO

10. Limited partnership — mapTHEPCTBO C OrpaHUYCHHOH OTBETCTBCH-
HOCTBIO

11. Independent legal entity — camocToATeNbHOE IOPHANYECKOE JIUIIO,
MIPaBOBOI CYyOBEKT

12. Personal assets — TMIHBIE aKTHBEI/(POHIBI/ ABMKIMOE UMYIIIECTBO

13. Shareholders — aknoHepsr

14. Personal tax returns — MOCTymJIEHHS OT JMYHOIO IOZOXOIHOI'O
Hajora

15. Private company — dYacTHas KOMITaHHUS, 3aKpBITas AaKIMOHEpHAS
KOMTIaHHS

16. Public company — oTkphITasi akiimoOHepHasi KOMIAHHS, ITPOJAIOIIas
CBOM aKIINW Ha OWpKe

17. Stock Exchange — 6upka

0NN DN KW~

1. There are four main types of business ownership in the private sector
of the economy: public limited company (PLC), partnership, sole trader



and private limited company (Ltd.). Put each one into the correct box to
complete the table.

1 2 3 4

One person Owned by two or | A registered A registered

provides all the | more people who company with company whose

capital contribute capital restricted share shares can be

transfer bought and sold on

the Stock
Exchange

unlimited liability limited liability

(the personal assets of the owner (s) (liability for business debts is limited to

can be taken to pay any business debts | the amount of capital subscribed)

2. Read the text for general understanding.

Types of the Company
Sole Proprietorship

The simplest structure is the sole proprietorship, which usually
involves just one individual who owns and operates the enterprise.

With a sole proprietorship, your business earnings are taxed only once,
unlike other business structures. Another big plus is that you will have
complete control over your business—you make all the decisions. However,
there are a few disadvantages to consider. Selecting the sole proprietorship
business structure means that you are personally responsible for your
company's liabilities. Raising money for a sole proprietorship can also be
difficult. Banks not often make business loans to sole proprietorships. In
most cases, you will have to depend on your savings or family loans.

Partnership

A group of people who work together as equals (e.g. a firm of lawyers
or architects). They share the risks and profits. Partnerships come in two
varieties: general partnerships and limited partnerships. In a general
partnership, the partners manage the company and assume responsibility for
the partnership's debts and other obligations. A limited partnership has both



general and limited partners. The general partners own and operate the
business and assume liability for the partnership, while the limited partners
serve as investors only.

Corporation

The corporate structure is more complex and expensive than most other
business structures. A corporation is an independent legal entity.
A corporation's debt is not considered that of its owners, so if you organize
your business as a corporation, you are not putting your personal assets at
risk. A corporation also can retain some of its profits without the owner
paying tax on them. Another plus is the ability of a corporation to raise
money. The main disadvantage of forming a corporation: owners of the
corporation pay a double tax on the business earnings.

Private Company (Private Limited Company)

The shares of the company are privately owned, usually by a small
number of people. These shareholders typically include the founder of the
company, some close family members, and a few business associates who
provided money for the company. Earnings and losses are included on the
owners’ personal tax returns. The company’s members are not allowed to
transfer shares without permission of shareholders.

Public Company (Public Limited Company)

These are large companies that are listed on stock exchanges. They are
called public because anyone can buy their shares.

3. T 1 Listen and answer the questions:

1. Why do most UK businesses take the ‘PLC’ form?

2. What abbreviations are used for registration of American companies?
Which type do these forms refer to PLC or Ltd?

4. Read the text again and in pairs decide which of the advantages and
disadvantages below you would associate with the following forms of
business. In some cases there may be more than one correct answer.

a sole proprietor  a partnership a corporation a private limited
company a public limited company

10



Advantages

1. Business earnings are taxed only once.

2. The financial risks that you are taking are restricted.

3. Anyone can be a shareholder.

4. You have total control of your business.

5. This is a good way of sharing the pressure and work at starting a

business.

6. You can increase your capital by selling shares.

Disadvantages

1. You may sell your possessions if the company goes in debts.
2. It may be difficult to expand and to take a loan.
3. There is a danger that conflicts of personality could ruin your

business.

4. Earnings and losses are included on the owners’ personal tax returns.
5. Owners pay a double tax on the business earnings.

5. Match the words from the text with the corresponding definitions.

1. a shareholder

a. profit and money lost by a company when it spends
more than earns

2. aloan

b. money that you have saved in a bank or invested

3. business earnings and
losses

¢. a person or organization which invests money

4. liabilities d. borrowed amount of money
5. assets e. someone who owns shares in a company
6. investor f. an official tax form; profit from tax
7. savings g. a place where people buy and sell shares
8. tax returns h. the amount of money that a company owes
9. stock exchange i. company’s possessions
6. Complete the sentences with the words from task 5.
1. To start business a sole trader has to depend on personal ....... or
makea .......
20 i, of public companies can buy shares on stock exchanges.
3. Information about business ....... and ...... should be available to

count personal tax returns.
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4. General partners operate the business and are the subject of the same

5. Limited partners appear to be........ , consequently, they don’t manage
the company.
6. Fixed ......... are long-lasting and used for making/selling the

products of the business. They are: land, buildings, machinery, trade
investments and etc.

Grammar Focus: Defining Relative Clauses

Defining clauses give important information about the noun.

A sole proprietorship refers to a business which is owned by one individual.

A stock exchange is a place where people buy and sell shares.

Shareholders are people who own company’s shares.

We choose a relative pronoun depending whether the noun is a person or a thing
Person Thing (s)

who
that that
which

(place) where
(time) when
whose whose

7. To describe the company’s structure, make one sentence from two,
using one of these relative pronouns.

| which  that who when  whose |

1. Shareholders of the private company include the founder, some close
relatives and top managers. These people provided capital for doing the
business.

2. Shareholders of the private limited company (Ltd.) are private
owners. Their liabilities are limited to the amount of capital subscribed.

3. Share is one of the equal parts of a company. You can buy shares to
invest in business.

4. Shares are offered to the public by a public limited company (PLC).
Its members have the unlimited right to sell shares to other persons.

12




8. You’ve learnt about the types and company structures in English
speaking countries. There exist companies registered in Russia as: UII,
0OAQO, 3A0, 000, AO (akuuonepHoe od0mectBo) or Joint Stock
Company (JSC), Open Joint Stock Company (OJSC), Close Joint Stock
Company (CJSC).

a) Rationalize in pairs the answer to the questions:

1. What type of the company structure do the above-listed Russian
firms belong to: PLC, Ltd., sole proprietorship or partnership?

2. What is the simplest way of starting business?

3. What is the riskiest way of starting business?

4. What way of forming a company is the most common in the Russian
Federation?

5. What type of business are you going to set up?

b) Share your opinion with the group-mates.



UNIT 2
THE ORGANISATION AND MANANAGEMENT
OF BUSINESS

e Focus: Organization and Management of Business. Organization
Chart

o Grammar Focus: Past Simple

o Skills Focus: Reading for specific information to know about
company’s management structures; developing speaking and writing
skills

T 2 Key vocabulary

Most companies are made up of three groups of people: the
shareholders (who provide the capital), the management and the
workforce. The management structure of a typical company is shown in the
organization chart. At the top of the company hierarchy is the Board of
Directors headed by the chairperson or President. The board is
responsible for policy decisions and strategy. It appoints a Managing
Director (MD) or Chief Executive Officer (CEO), who has overall
responsibility for the running of the business. Senior managers or
company officers head the various departments of the company, which
may include the following: a) Marketing, b) Finance, ¢) Information
Technology (IT), d) Personnel or Human Resources (HR) e) Finance f)
Production, g) Research and Development (R&D).

Sample Organization Charts

a) Managers and executives: UK (Fun and Sun Holidays
management organigram)

14



Non-executive
directors

Chairman/chairwoman

chief executive/managing director

T

senior executives/ chief financial . human re-
. marketing . 1T research
top executives/ officer/finance . sources di- . A
X . . director director director
executive directors director rector
Middle managers | |
accounts depart- sales man- Customer services man-
ment manager ager

ager

| Line managers (in travel agency branches)

b) General Chart
Board of Directors

Managing Director

Senior management

Middle management
¢) Managers and executives: US

president

chief executive officer (CEO)
chief operating officer (COO)

non-executive directors

chief financial officer (CFO)
vice president (VP) marketing

vice president (VP) human resources
vice president (VP) research

1. Before reading the text study the sample hierarchical organization
charts and find the answer to the questions:

Who runs the company?

15

Senior executives/top
executives/executive

directors




Who reports to whom? Who is subordinate to whom?
Who heads the department?
What is the difference between the presented organizational charts?

TEXT A

2. Read the text for better understanding of the executives’ roles and the
flow of responsibilities within an organization.

Individuals within the Structure

Every organization made up of more than one person will need a special
form of an organizational structure. An organizational chart shows the way
in which the chain of commands works within the organization.

Companies are owned by shareholders who appoint directors to look
after their interests. All directors together are the board. Then directors
appoint managers to run business on a day-to-day basis. The Chief
Executive Officer (CEO) is the person who has overall responsibility for
the management, i.e. he runs the company. The level below the CEO is
Chief....Officer, for example Chief Financial Officer (CFO). CFO is in
charge of all the financial side of the business. CFO is part of the senior
management team. The CFO reports to the CEO. An executive is usually
a manager at quite a high level. Non-executive directors are not
managers of the company; they are outsiders, often directors of other
companies who have particular knowledge of the industry or of
particular areas.

The next level down will be a department level. A job title here might
be Sales Director or Head of Sales. Below this are people with job titles like
Manager, Officer, Coordinator, etc. The words Assistant or Deputy may
also occur at any level. Line manager is the person at work who is in charge
of your department, group or project, that is the person the subordinates
directly report to.

The way the company is organized could be illustrated for a packaging
company.

16



Managing Director

Distribution Manager Production Manager Sales Manager Accountant
v w v N/,
Distribution office Production office Sales office Accounts office
A\ \// \// \//
Warehouse Drivers Supervisor Sales reps

N/

Production Staff

The Managing Director has major responsibility for running the
company, including setting company targets and keeping an eye on all the
departments. In other words, MD is the person in charge of the whole
business.

The Distribution Manager is responsible for controlling the movement
of goods into and out of the warehouse, supervising drivers and overseeing
the transport of goods to and from the firm.

The Production Manager is responsible for keeping a continuous
supply of work to all the production staff and also for organizing manpower
to meet the customers’ orders.

The Sales Manager is responsible for making contacts with customers
and obtaining orders from those contacts.

The Company Accountant controls the company financial deals and is
responsible for making management accounts and financial reports.

3. Read the text again and find Russian title equivalents for italicized
words.

4. Complete the text about management structure with the appropriate
words from the box.

a) CEO b) line managers c) directors d) Managing Director e)executives
f) shareholders g) Board of Directors h) senior

1. The ........ is a group of people who control the company and elected
by.... 2. The company’s ....... are its senior managers who meet regularly to

17



make important decisions about its policy and strategy. 3. The ... is a person
who has overall responsibility for the management of the company. 4. The
Board of Directors appoints ...... who is in charge of all the department
activities. 5. The heads of the department are called ...... who could be
referred to the ....... management. 6. ....... are at the bottom of the
organizational chart, they run groups or projects.

5. Choose the word or two to match with the translation into Russian.:

1. PyxoBoauth, ypaBiaTh — a) to organize, b) to operate, c) to run, d) to
contribute, €) to manage

2. Hectn oTBeTcTBEeHHOCTH, OTBeUaTh 3a — a) to look after, b) to be
responsible for, ¢) to respond, d) to be in charge of, ¢) to charge

3. Ha3zBanue momkHocTH — a) job title, b) title, b) work, ¢) position,
d) coordinator, €) job

4. Opranu3aloHHas/IITaTHAsl CTPYKTypa/auarpamMma — a) bar chart, b)
astrological chart, ¢) flow chat, d) organization chart, e) pie chart

5. MomumnsaTecs — a) to subordinate, b) to be subordinate to, c) to
submit, d) to subside, €) to submerge

6. Hamaguth KOHTaKTHI, yCTaHABIMBATh CBs3M — a) to make friends, b) to
make decisions, ¢) to make contracts, d) to make contacts, ¢) to make
contribution

7. TpymoBeIe pecypchl/Kanaphl, ciy>Kamue — a) power, b) power supply,
c) local powers, d) electrical power, €) manpower

8. HasnauaTh Ha TODKHOCTE — a) to point, b) to make an appointment, ¢)
to appoint, d) to point out

6. Translate from Russian into English.

1. B opraHm3anmmu CTpPyKTypa O3HA4YaeT OTHOIIEHHUS MEXAY TOJIK-
HOCTSIMH, a TaKKe JIIOJIbMHU, 3aHUMAIOIIUMU 3TH JOJDKHOCTH (to hold the
position).

2. OcHOBHasg ujaes TakoW OpraHM3allMOHHON CTPYKTYpHl I[OKa3aTh
LEMIOYKY YIIPABICHHS.

3. AKIMOHEpPsl HA3HAYAIOT COBET JHUPEKTOPOB, KOTOPBIH 3aHUMaeT
BEPXHIOK CTYIEHb OPTaHU3aIMOHHON CTPYKTYPBHIL.
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4. 'enepanbHbIl DUPEKTOP HECET OTBETCTBEHHOCTH 3a PYKOBOJICTBO
BCEH KOMITaHUEH.

6. MeHemkep 1o mpoaakaM PyKOBOIUT paboToi odrca mpomax, a Tak
)K€ OTBEYaeT 3a YCTAHOBJIICHHE KOHTAaKTOB C KIHMEHTAMH W TONyYCHHE
3aKa30B.

7. YrpaBieHuecKas IIelb yIPOINAET BBIAAYy W UCIIOIHEHHE MPUKa30B
(to carry out orders).

7. Troubleshooting and roles distribution are of primary importance for
the managers participating in large projects.

Before you listen, work in pairs and predict possible answers to the
interviewers’ questions.

1. Why do you think troubleshooting is so important in business?

2. Do you think that everyone has a role in troubleshooting and
anticipating problems, or do you see it as only managerial skill?

3. Do you have any tips of solving problem?

4. What’s the one of the most important strategies to avoid problems?

8. T 3 Listen to the interview and complete the manager’s answers.
Some gaps need more than one word.

1. Problems can ----------- money and -------------- time.

2. At the beginning of the project people often don’t

3. Planning helps to make sure that everybody

4. In a project everybody should make sure that they
and anticipate problems.

5. It’s important that a project team well.

6. You should try to have a spirit in a project.

7. In order to avoid problems you should be realistic
about the number of people working on the project, the -------------- and the
——————————————— of the project.

8. When you put pressure on a project you

9. Are the manager’s answers similar to yours?

TEXT B

Vocabulary
1. To run — ynpaBisTh.

2. Position — JOIDKHOCTb.
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3. Job duties— momxHOCTHBIE 0053aHHOCTH.

4. To make/take decisions — npuHUMATD PEIICHUS.

5. Immediate subordinate — HeMOCPEACTBEHHBIM MOMYHHEHHBIA, B
MPSIMOM O TYNHEHUH.

6. To meet deadlines — BEIIONHATE pabOTy B CPOK, YIIOKUTHCS B CPOKH.

7. To employ — HAaHUMATb.

8. To lack — HCTIBITBEIBATH HEAOCTATOK, HE UMETh.

9. Retail companies — KOMMaHus, 3aHUMAIOIIASCS COBITOM/PO3HUYHON
TOPTOBIEH.

10. Human resources — nepcoHai, Kaapbl, TPYAOBBIE PECYPCHI.

11. To cut costs — cokpamars pacxopl.

12. To be subordinate to — mOTYMHATHCS.

1. Read the text for general understanding and underline unknown
words.

The Organizational Structures in Management

To work effectively in organizations, managers must have clear
understanding of the organizational structure. An organizational structure is
presented by positions, job duties and lines of authority among the parts of
organization.

Hierarchical Organizational Structure

Most organizations have a hierarchical or pyramidal structure, with
one person or a group of people at the top, and an increasing number of
people below them at each successive level. There is a clear line or chain of
command running down the pyramid. All the people in the organization
know what decisions they are able to make, who their superior or boss (to
whom they report) and who their immediate subordinates are. The activities
of most organizations are too complicated to be organized in a simple
hierarchy. Today, most large manufacturing organizations have a
functional structure.

Functional Organizational Structure

This structure is centered on job functions, such as marketing, research
and development and finance. Small companies should use a functional
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organization when they want to arrange their organizational structure by
departments. A functional organizational structure works well when small
companies are heavily project-focused. Directors can assign certain projects
to managers. Then, the department can more effectively meet their project
deadlines.

Flat Organizational Structure

Many small companies use a flat organizational structure, where very
few levels of management separate executives from analysts, secretaries and
lower-level employees. Flat organizations work best when a company has
less than 20 employees, especially if the company employs one or two
employees per department. The flat organization lacks the typical
bureaucracy of taller organizational structures.

Matrix Organizational Structure

Matrix management is an organizational structure in which multiple
reporting lines exist for an individual in the organization. The matrix
structure organizes a business into project teams led by project leaders, to
carry out certain objectives. Training is important in order to avoid conflict
between the various members of the team.

Product Organizational Structure

A product organizational structure has managers reporting to the
president or head of the company by product type. Product organizational
structures are primarily used by retail companies that have stores in various
cities.

During the 1980s a wave of restructuring went through industries
around the globe. This process is known as delayering or downsizing,
which leads to removal of middle management layers in the hierarchical
structure. This process was driven by new technology and the need to cut
costs.

2. Read the text again and in pairs decide which type of management
structure the following organizational chart refers to; explain your
SUpposition.

21



Managing Director

Production Marketing Personnel Finance
Director Director Director Director

3. Decide if the following statements are true (T) or false (F).

1. The employees have freedom at work in the company with a
pyramidal structure.

2. Flat organizational structure is efficient for small companies.

3. Retail companies have shops in various cities and refer to a product
organizational structure.

4. Partnerships are established to carry out projects and have only a
matrix organizational structure.

5. The heads of the department are subordinate to MD.

6. The process of downsizing resulted in increasing the number of
managers running the company.

7. Functional organizational structure allows the company to meet the
deadlines or manufacture the products in time.

4. The nouns in the table are in text. Write in the verb forms.

NOUNS VERBS

1. employee
employer

2. subordination

3. manager
management

4. marketing

5. organization

6. product
production
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5. Match the words below to make word partners from the text.

1. To meet a. decisions.

2. To make b. subordinate.
3. Immediate c. objectives.
4. To carry out d. deadlines.
5. To cut e. bureaucracy.
6. To lack f. costs.

6. Do written translation from English into Russian:

Geographical Organizational Structure

A structure is chosen when companies decentralize the functional areas.
For example, unlike the product organizational structure, there may be a
local marketing, finance, accounting and research development person
based in each region. For example, a small food company may be large
enough to place a marketing research manager and analyst in each of six
different regions. A geographical structure will enable the company to serve
the local market better because consumers in various areas have different
tastes.

7. Work in pairs and decide what organizational structure is typical for
Russian companies and draw the samples of an organizational chart.

TEXT C

Vocabulary

1. A multinational branded venture capital conglomerate — wmexy-
HapoJHasi MHOTONPO(UIbHAS KOMITAHUS/TIPOMBIIICHHBIH KOHTJIOMEPAT ¢
BEHUYPHBIM KalUTAIOM

2. Ventures — Mepbl 10 OpraHU3al[ii HOBOTO MPOU3BOJICTBA, CBSI3aHHOTO
C PHCKOM

3. Companies House — ympaBiieHue ToCyIapCTBEHHOH pETHCTpaIiu
IOPUIMYECKUX JIML, PEerHCTpalioHHas nanara, J[oM perucrpanuu KOM-
MaHuiu

4. Business areas — cdepa OusHeca, 1MoJye AesITeIbHOCTH
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5. Healthcare — 3npaBoxpaneHue

6. To implement company policy—ocyIecTBisITh, BHEAPATH Ha IpaK-
THUKE MTOJUTUKY KOMIIAHUN

7.Net worth — umcras CTOMMOCTH aAKTHBOB, OOIas CTOMMOCTD,
COOCTBEHHBIH KaluTaj

8. Headquarters — ronoBHOI/UEHTpalbHBIA  OQUC, LEHTpalbHOE
aJMUHHUCTPATUBHOE 3/1aHHE

9. Amount of money — geHekHast cymMMa

10. Trouble-shooting — moWCcKk W BBIABICHHE HEHUCHPABHOCTEM;
YCTpaHEHHE MTPOoOIeM
11. To promote — mpoABHUTraTh, CHOCOOCTBOBATH MNPOABHKEHHUIO;

TIOBBIIIATE IO CITyK0e
12. Feedback — oOpartHast cBs3b
13. Interaction — B3aMMOCBSI3b, B3aUMOJICHCTBHE
14. A stake — mons kanuTana B IpeANPUATHH, TOISI YIaCcTUS

1. T 4 You’ll listen to Tom Armstrong and Rachel Humphries talking
about the four companies. There is the Virgin Group headed by Richard
Branson among them. Listen and complete the table.

UNITED

Virgin COLORS CDHAE{I;\{/I SLLEE}; SONY
OF BENETON
Nationality
Product
Other
Information

2. Before reading the text work in pairs and discuss the answer to these
questions.

1. What is the main role of companies’ managers in your country? Are
they strict bosses, teachers, counselors or friends?

2. How much control should employees have over their own work?

3. How much should the manager control what the employee does?
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3. Read the text about the secret of the Virgin Group success based on
the right choice of the holding company policy and strategy implemented by
its chairman and the executives.

Leader of Virgin

Richard Branson is a founder and the owner of the Virgin Group
Ltd., which is a British multinational branded venture capital conglomerate.
Its main business areas are travel, entertainment and lifestyle, and it also
manages ventures in financial services, transport, healthcare, food and
drink, media and telecommunications areas. Virgin's businesses include
more than 400 companies worldwide. Virgin Group's date of incorporation
is listed as a holding company in 1989 by the Companies House. However,
Virgin's business and trading activities date back to the 1970s. The net
worth of the Virgin Group was estimated at £5-5.5 billion in November
2014.The Group has its headquarters at the Battleship Building in
the Paddington District of the City of Westminster. The Virgin Group has a
complex structure.

It is difficult to separate the success of the Virgin brand from the man
behind it. Being a chairman of a large group of the firms, Richard Branson
travels the world weekly, while trying to improve the companies’
reputation. He says “Advertizing costs enormous amounts of money these
days.” Branson places enormous value on time-management skills. He
spends about the third of his time on trouble-shooting, another third on new
projects. Both charitable and business, and the last third on promoting and
talking about the businesses he has set up. Branson is keeping to motivation
strategies which extend to innovative ideas. The key to encouraging
innovation within the Virgin Group, says Branson, is to listen to any and to
all ideas and to offer feedback. Interaction between employees and
managers is fundamental.

Branson has developed a level of trust with the top managers by setting
the direction and then stepping back to let them navigate. “I come up with
the original idea, spend the first three months interested in the business so I
know ins and outs, and then give chief executives a stake in the company
and ask them to run it as if it’s their own.”

25



5. Read the text again and check that you have understood the main
points by choosing the best answer, A,B,C or D to these questions:

1 What is Branson’s business objective?

A To survive in times of recession

B To grow constantly and to make Virgin a global company

C To improve the group reputation by enhancing Virgin’s brand image

D To diversify Virgin’s activities

2 What type of the company does the Virgin group relate to?

A Sole Proprietorship

B Corporation

C Public Limited Company

D Private Limited Company

3 What for Branson is the key to managing his workload?

A Being continuously involved at all levels of the enterprise

B Concentrating on problem-solving

C Making his companies independent of him

D Expanding his empire

4 What policy in running the company does Branson stick to?

A Innovation and diversification

B Business reduction

C Regarding of employees’ right to privacy.

D Reducing company staff

5 How does Branson optimize performance from his CEOs?

A By giving them special training

B By giving them a financial interest in the company

C By giving them a three-month vacation

D By offering them innovative ideas

5. Look through the text and say what important events in the Virgin
Group story these dates refer to.
1989, 2014, the 1970s

6. Find the figures in the text that correspond to the following pieces of
information.
1. The approximate number of companies the Virgin Group consists of.
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2. The amount of time spent on troubleshooting.
3. Net worth of the Virgin Group.
4. The amount of time spent on business promotion.

7. Match the words from the text with the corresponding definitions.

1. headquarters a. an agreed course of actions

2. innovation b. the way to meet the deadlines

3. a policy ¢. a planned series of actions

4. a strategy d. the introduction of a new idea

5. time-management e. a group of companies completely different in

nature

6. troubleshooting

f. the company which doesn’t sell shares to the
public

7. conglomerate

g. a sum of money that you risk

8. private limited company
(Ltd.)

h. main offices

9. a stake

i. solving major problems that occur in a
company

Grammar Focus: Past simple

Form |/you/he /she/it/we /theyworked. | / he [ she [ it was late.
| /you / he / she /it / we / they did not work. You / we / they were late.
Did 1 / you / he / she /it / we [ they work? Was | / he / she / it late?

Were you / we / they late?

Uses 1 Talking about completed actions that happened in the past

Alexander Graham Bell invented the telephone.
‘Did you read the contract?’ ‘Yes, and | sent it back to the legal department.’

2 Referring to a definite moment or period in the past

| met the president yesterday.

| spoke to them an hour ago.

Ted Turner launched CNN in 1980.

The standard of living in Europe went up during the 1960s.
Did you discuss the problem at last week’s meeting?
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3 Describing something, e.g. the history of a company.

In the spring of 1986 engineer Henry Ford built his first car.

In 1903 Ford formed the Ford motor company, which later pioneered
modern production line techniques.

8. Complete each paragraph, using the verbs in the boxes.
The Bell Story

! have say begin introduce open

In 1985 Simon Bell ..........cecvneane * his computer business at the University of Southampton. In 1987
his company 2 the Zsooo machine which the magazine PCjournal ................... 3
‘may become the next industry benchmark’. The following yearhe ................... “an office in the
United States and S0ON .....oeevvinennn.. s offices in 28 countries.

amount decide employ run goJ

INAG8G BBV sensvimsnssmanne ¢ public. By now the firm .........coovvenet 7 750 people and sales
................... % to over $159 million. Then two years later employees ...................7 to celebrate

1 April by hanging a giant inflatable banana outside company headquarters, the first of many publicity
stunts. On another occasion the CEQ ................... @ the London marathon.

setup launch total offer

| [rptis Y=o 21 1 | N —— " free installation of applications software as a standard option and in
YOS st 12 the low-priced Explorer PCs, one of the most highly praised systems in the
industry. In 1996 Bell .........c......... 3 an Internet computer store, through its website www.bell.com.
B T TGS (- “more than $10 million a day.

9 Writing

Skim through the information given above and decide which type of the
organizational structure the Virgin Group refers to. Do you think if it’s a
mixture of the organizational structure types. Share your opinion on the way
the company is run by its chairman and the board (not less than 10
sentences). What is the key to success in doing business?

When sharing opinions follow the advice: a. state main ideas in one or
two sentences; b. provide reasoning; ¢. don’t repeat everything you’ve said
in conclusion.

= Use the following expressions for reasoning: to my mind; in my
opinion; as I think; I suppose; I consider that; I am sure that.....
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= Use linking words to introduce a clause of cause or reason, which
answers the question ‘Why?’

‘ because since as

Example: Branson is a successful manager because he concentrates on
problems solution.

As/Since Branson always concentrates on problems solution, he is a
successful manager.



UNIT 3
COMPANY ACTIVITIES & DEPARTMENTS

e Focus: Company Departments and their Functions

o Grammar Focus: Prepositions, Present Perfect Simple

o Skills Focus: Reading for specific information to know about
company departments; learning basic vocabulary and developing
speaking, writing and presentation skills.

Key vocabulary
Big companies employing a large workforce have complex internal

structures, with separate specialist departments in charge of different
functions. There are ten such departments at the company headquarters.

1. Look at the headquarters layout and match each function with the
department responsible for it.

Administration Purchasing Transport ‘ Personnel
Accounts Legal
Research
Production —
1T Development
Sales (R&D)
Marketing
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Ground Plan of Headquarters Functions

1. deals with computer installation

11. arranges delivery of goods to

customers

2. carries out market research

12. maintains electronic systems and
software

3. works with factory units

13. organizes the activities of the sales
representatives

4. runs the mail room for all incoming
and outgoing correspondence

14. creats new products

5. draws up contracts

15. keeps a record of payments made
and received

6. operates the firm’s lorries, vans and
cars

16. brings the firm’s goods and services
to the potential customers

7.responsibe for recruitment and

selection

17. organizes training courses

8. pays wages and salaries

18. orders all supplies needed for the
firm

9. includes data processing services

19. organizes quality control to maintain
production standards

10. advices on corporate regulations 20.in charge of the welfare of
employees
TEXT A
Vocabulary
1. Stuff — maTepuan, Bemu, UMyIIECTBO
2. To set standards and targets — ycTaHaBIuBaTbh CTAaHAAPTHI U LEN
3. Quantity and quality of products — KoIHYEeCTBO U KadecTBO

MIPOAYKTOB
4. Purchasing department
cHaOXKeHU

OTAcCI MaTCpUaJIbHO-TCXHUYECKOT'O

5. Stocks/to be on stock — 3amacel, HHBEeHTaph; IMETHCS B HATMYUHU HA

CKJIaze

6. Stores department — oTIie)1 XpaHeHHsI, OTAE] MaTepPHATbHBIX 3aIacoB

7. Spares — 3amacHbIC YacTH
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8. Raw materials - cpIpne

9. Shipping — mepeBo3Ka/TpaHCIIOPTHPOBKA TPY3a

10. Maintenance— Tex00CIyKHBaHUE, TEKYLLIMH PEMOHT

11. Meet the standards — oTBe4aTh/COOTBETCTBOBATH CTAHIAAPTAM

2. T 5 Listen to seven people talking about their work and decide which
department each one works for.

1 2 3 4 5 6 7

3. Read the text about the production department and its sub-functions;
check for the correctness of the definitions chosen in task 1.

Production Department and Seven Sub-Functions

In a manufacturing company the production function may be split into
seven sub-functions:

1. The production department makes the stuff that the company
sells. The production and planning department will set standards and
targets for each section of the production process. The quantity and quality
of products coming off a production line will be closely monitored. In
businesses focusing on production, quality will be monitored by all
employees at every stage of production.

2. The purchasing department will be responsible for providing the
materials, components and equipment required to keep the production
process running smoothly. A vital aspect of this role is ensuring stocks
arrive on time and to the right quality.

3. The stores department will be responsible for stocking all the
necessary tools, spares, raw materials and equipment required to provide the
manufacturing process. Where sourcing is unreliable, it is needed to use
computerized stock control systems.
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4. Shipping: Big companies and those that deal with huge numbers of
items will have a separate department devoted to packaging and shipping
the stuff quickly and efficiently. Sometimes determining the fastest and
cheapest way to deliver the stuff becomes very complicated and is
called Logistics.

5. The design and technical support department will be responsible for
researching new products or updating the existing ones, estimating costs for
producing in different quantities and by using different methods. It will also
be responsible for the design and testing of new product processes and
product types, together with the development of prototypes through to the
final product. The department is able to analyze and identify the new trends
within the industry.

6. The maintenance department will be concerned with the manufacture
of products. This will include the maintenance of the production line and
other necessary repairs.

7. Quality control is a key aspect of modern production and every stage
of the production process. The department has knowledge of the
requirements and specifications of a particular product. In many companies,
the research and development team handles the quality checks on products
created by the company. This allows team members to ensure the products
meet those standards.

4. Read the text again and complete the gaps in the extracts with the
words below and write the names of the departments. Here some managers
of a manufacturing company are describing their departments.

background recruiting supervise maintain
biggest standards consumers sacking
responsible scientific technical launching
check improving shifts questionnaires
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1. Robert Ngara

In my department we're............. for making sure that ...... know about
our products. We also deal with ............ new products. We use..... and
surveys to find out what products people want to buy.

Robert is a head of the ................ department.

2. Hassan Abdelkader

Our department is the ............. in the company. In fact there are over
250 of us altogether, and most of the people work in a system of three
............. Our work never really stops, unless there are problems. One of
my main jobs i t0 ................ part of the assembly line.

Hassan is a supervisor in the......... department.

3. Tessa Mkrana

We work very closely with Hassan's department although there are
fewer of us. One of our most important tasks is t0 ...................... Items
on the assembly line to make sure there are no problems. We have to
very high in the factory. I also liaise with our principal customers to make
sure there are no problems.

Tessa is a head of the................ department.

4. Hafiz Ahmed

Mine is the smallest department in the company. In fact there are only
five of us and we all come from a or engineering. Basically what we do is to
devise new products or to look at ways of................... the products we
make at the moment. It's a very exciting job.

Hafiz works in the........ccccceoenee. department.

5. Tamara Oku

I work in the "human" side of the business. My department is involved
111 SO new staff, training them, and dealing with a whole range of
problems, including personal problems. I suppose that's why some people
refer to our activities as "human resources". And the part of my job I don't
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like? Well, it's me who's in charge of ............ people if their work is not to
standard.
Tamara works inthe .................... department.

5. Underline the verbs which form partnerships with these nouns. Two
verbs don’t make partnerships in each example.

1. Make, ask, design, buy, meet, market, sell A PRODUCT

2. Visit, fax, keep, work, lose, market, meet, help A CUSTOMER

3. Give, meet, improve, offer, market, ask, sell A SERVICE

4. Run, give, visit, manage, sell, operate, develop, make A FACTORY

6. Read the abstract below. a) Make the list of IT department
responsibilities.

b) Fill in the gaps with the prepositions.

Information Technology (IT)

An Information Technology, or IT, Department is responsible
(a)....development, management and maintenance of the organization’s
technology-related assets (hardware, software, systems, etc.), policies,
procedures and systems. This includes, but is not limited (b)... the
administration of company email systems, business intelligence
(uHTeIeKTyanbHbIe pecypchl mpednpusTus) and enterprise resource
planning [ERP] platforms, network setup, data backup and retrieval, and
document storage. The group also provides employees (c) ... day-to-day
technology support to ensure that technology-related problems do not
interfere (d)... their work. Chief Information Officer (CIO) and Chief
Technology Officer (CTO) are (e)... charge (f).... the IT department.

7. Translate from Russian into English.
Otnen Hayunpix HccrmemoBaHwii 3aHUMAETCs IIPO-

u3nenuii u TexHojorud. HayuyHo-uccnenoBareiabckue

\

BCIACHUECM pa60T, HaIlpaBJICHHBIX Ha CO3JaHHUEC HOBBIX }
. |

pa6OTLI BBITIOJIHAKOTCA C IECJIBKO CO3JaHUA HOBOU TEXHUKHU

B ONPCACICHHLIC CPOKH. OTILCJI OTBCYACT 3a H3r0TOB-

JIEHUE W WCHIBITAHWE OIBITHOTO 00pasma u3menus (proto-
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type), a Takke 3a yTBepkmeHue (approval) KOHCTPYKTOPCKOW TOKyMEH-
tanmu (design documentation) aJist opraHU3aIlliyd CEPUHOTO MTPOU3BOICTBA
mnemuit (products/goods). COoTpyIHUKHM OTIeNIa 3aHUMAIOTCS Pa3padOoTKOM
9KCIUTyaTallMOHHOW JOoKyMmeHTauuu (operational documentation) m moa-
TOTaBIUBAIOT JOKYMEHTALMIO Ha NMPOBEACHHE PEMOHTHBIX paboT (repairs
and maintenance).

8. Present two departments of a large company and describe their
functions in detail.

Profiles of Leading Russian Companies

TEXT B

Vocabulary
1. Production capacity — mpou3BOICTBEHHAsI MOIIHOCTh

2. Integrated circuit (IC) —mHTETpanBbHAS CXEMa

3. Joint venture — coBMeCTHOE MIPEeaIPUATHE

4. Subsidiary — gouepHee nmpeanpusTre

5.Wafer —momynpoBoAHIKOBAS TIACTHHA

6. CMOS technology—KMOII TexHomorust

7. Production facilities - mpou3BoacTBeHHOE 000y IOBaHE

8. Warehouse — cknan

9. Pilot production line — ombITHOE MPOM3BOJACTBO/IPOU3BOACTBECHHAS
JIMHUSA

10. Stake — mosst npuOKHLTH

1. T 6 Before you listen discuss this question with your partner.

Has everyone benefited from the changes in the Russian economy after
the fall of the Soviet Union?

You are going to listen to three people expressing their views on the
winners and losers in the Russian economic reforms. As you listen, make
notes in the table.
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WINNERS LOSERS

PEOPLE

IDUSTRIES

PLACES

2. Before reading the text about Angstrem, work in pairs and find the
answer to the following question.

What goals did the leading Russian electronic company try to meet in
the early 1990s?

a) to meet social obligations b) to make a profit
¢) to grow d) to survive e) to improve the image

The Angstrem Story

Angstrem was established on June 25, 1963 as NII-336 (Research
Institute-336). It was later reorganized into Research Institute of Fine
Technology (Russian: HUW Tounoit Texnonmorun) and "Angstrem" Factory
as part of Scientific Production Association "Science Center".

The company, along with Mikron (Moscow, Zelenograd) and Integral
(Belarus, Minsk), was the main manufacturer of integrated circuits (ICs) in
the Soviet Union.

In 1993 NIITT and the Angstrem Factory were privatized as a single
company. Later, Angstrem-M and Angstrem-T were separated into
subsidiaries.

The Angstrem-T subsidiary set up a joint venture with M+W
Zander (the German company) to concentrate on production of integrated

37




circuits (ICs) with 0.18 pm topology. Total investments in the plant and
clean room construction amounted to about $200 million.

Sergei Veremeyenko acquired control over three companies in 2004. In
June 2008, these companies were reorganized into CJSC the Angstrem
Group as a holding company. Before this event, Angstrem had made a
contract for €600 million with Meissner & Wurst Zander. These funds were
raised to support a project with the production capacity up to 180,000
wafers per year. The company planned to start production of 0.18 pm
microchips by 2008.

In June 2012, JSC "Russian Electronics" increased its stake in OJSC
Angstrem up to 31 %.

Nowadays, Angstrem-T (Moscow, Zelenograd) is going to install
production and research facilities to develop CMOS technology of 130
nm and 90 nm, with prospects for 65 nm. The new complex will locate
clean-rooms with a total area of 7500 m® and production capacity of
15,000 wafers of 200 mm diameter per month. The key partners
are IBM, AMD, RAMOS, and Meissner & Wurst Zander.

In March, 2014, Angstrem-T obtained licenses for ARM user IP library.

In July, 2014, Angstrem-T finished importing technological equipment
for the 90 nm and 130 nm production lines, which were temporary stored in
a warehouse in the Netherlands.

In August, 2014, Angstrem-T announced the completion of a 90 nm
pilot production line.

In July, 2016, Angstrem-T launched the mass production of
semiconductor components and devices.

3. Read the text again and check your answers.

4. Decide if the following statements are true (T) or false (F)

1. The Angstrem Company was a leading manufacturer of TV-sets in
the Soviet Union.

2. It is a sole proprietorship owned by Sergei Veremeyenko.

3. It was founded in 1972.

4. The Angstrem-T subsidiary set up a joint venture with Siemens.
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5. The company concentrates on production of integrated circuits (ICs) and
the development of CMOP technologies.

6. Angstrem-T has managed to survive and launch production of
semiconductor devices.

5. In pairs replace the words in italics with the words used in the text.

1. Angstrem was founded (e--------- sh) in 1963.

2. Angstrem-T became a company owned by Angstrem (s-------- y).

3. Angstrem-T initially specialized in (c----------- te --) production of ICs.

4. Production output (c-------- y) totaled 180,000 wafers a year.

5. JSC "Russian Electronics" increased its profit share (s---e) by 31%.

6. This year Angstrem-T has started (I-----ch the p n of) to produce
semiconductor components and devices.

Grammar Focus: Present Perfect Simple

Present perfect simple (1)

Form |/you/ we [ they have worked. Have | / you / we / they worked?
He / she / it has worked. Has he / she / it worked?
I/ you / we / they have not worked.
He / she / it has not worked.

Uses 1 Talking about present results of past actions
In this extract, the impact of information technology over the last few years is described in terms
of its present significance:
IT has shaken up company structures just as much as external markets, says Vanessa Houlder.
To enthusiasts, information technology is forging a productivity revolution. It has changed not just
the nature of markets and competition. Inside companies, it has also changed behaviour. It has
broken down the barriers of geography and time. It has flattened organisational structures,
eliminating vast numbers of jobs, while making others more demanding and effective.

N

Announcing news

The use of the present perfect focuses on current relevance:

Our fax number has changed.

We’ve just lowered our prices.

They have updated their website.

The government has announced a decrease in corporation tax.

Telecom Italia has asked its chief executive to complete negotiations over the company’s plans to
participate in a new digital pay TV system.

With time adverbs

w

We use the present perfect simple to say how long a situation that began in the past has lasted up
to the moment of speaking:

He’s been vice-president for 10 years.

He's had the same job since 1996.

She’s always been a creative person.
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6. Sort these words into two categories: Used with present perfect and
Used with the past simple.

ago yet so far lately since lastyear over the last two years
for the past three weeks yesterday at 3 o’clock during the 1990s

7. Choose the correct adverb.

1. I’ve yet/already/ so far spoken to Peter about it.

2. We’ve made a lot of progress over the past three years/since three
years/during three years.

3. They set up a subsidiary in China lately/last year/ just.

4. Sergey Voronov ran the company since the time it was started/ over
the time of foundation/ when it was started.

5. The company launched the production of ICs a year ago/when it was
started /since last year.

6. We tested a new device recently/for a week/ last week.

8. a) Four profiles of leading Russian companies are presented
below. The companies operate in the fields of electronics, avionics,
automatic control systems and aviation.

I

Leninets Holding Company
Leninets holding company is a leading Russian
developer and manufacturer of avionics, navigation
equipment and high precision target systems. The
company  specializes in  development and
XK “NIEHUWHEL” manufacturing of on-board avionics, navigation
equipment, high-precision arms guidance systems for
heavy aircraft and target-seeking equipment for air-to-
surface rockets. Leninets holding company includes a
number of enterprises engaged in R&D, design and
experimental, project and construction activities as well
as warranty services.
http://www.leninetz-bt.ru
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Avangard

0OJSC Avangard is a leading dynamically evolving
enterprise engaged in development of innovative
technologies and manufacturing of radio-electronics,
microelectronic circuitry and instrument engineering.
Founded in 1948, Avangard applies modern
technologies in microelectronics, including those on the
list of critical technologies of the Russian Federation,
and is actively engaged in development of new sensors
generation.

www.avangard.org/

Radar MMS

Established in 1950, scientific enterprise
Radar MMS is a leader in development of

IV INTELTECH

intelligence  guidance  systems. The
company is engaged in a full cycle of R&D
and manufacturing activities, including
testing, manufacturing, distribution and
maintenance.

http://www.radar-mms.com/

INTELTECH is one of the leading Russian companies in the fields of research,
development and production of telecommunication and automatic control systems.
Today, the company is a well-known provider of hardware and software systems for
automatic control and data exchange, digital networks for secured telephone
communication and protected telecommunication systems for government, civil and
military departments of the Russian Federation.

http://www.inteltech.ru/
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b) Study the structure and the useful language for presentation.

Presentation
Useful language for presenters

Sequencing
That’s I’ll have to say about... Now I'll move to... Now I'd like to deal
with....

Referring to visuals

As you see here. 1'd like to draw your attention to these figures, which
show...
You'll find the details on handout...

Summarizing

We looked at... I explained the importance of...1'd like to summarize
Giving examples

For example......for instance........ such as

1. Starting

Greeting: Good morning

Thank you for coming to listen to me this morning..... My name is.... ...

In this talk I hope that I'll be able to convince you that....

First, I am going to present a company ... Then I'll talk about....

after that I’ll be happy to answer your questions....

1.1. Subject

1'd like to inform/to talk/ to describe the company’s structure

1.2. Length

1 shall only take (.....) minutes of your time. I plan to be brief.

1.3. Outline /Main Parts

I've divided my presentation into six parts. They are... ...

The subject can be looked under the following headings:

a) Company name and the year of foundation; b) activity, c) location d)
motor
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2. Main Part of the Presentation

Foundation

The company was started/ established in... the factory was opened in....
The joint venture was set up...

Where it is

The parent company is based in .... The head office is in/headquarters
are....
Our subsidiary/plant/office is located in......

Products and Services

The company specializes in.../concentrates on.... Our main products
are....
The company manufactures/produces/makes/sells ....

The company started/launched the production of... ....

The company operates in four target markets ......

The company provides/offers/supplies market/delivers to the market
high-quality electronics... ...

Size
The company’s turnover/production capacity/production output/market

share is....
The company employs.... The staff counts/is equal/totals ........

Describing Changes

To rise/to increase/to go up/to improve/to recover

To fall/to decrease/to go down

The productivity has sharply decreased by 20%.

Company Strength

The company produces high-quality products. The company provides
high-quality service.

The company develops /uses the most advanced technology.

The company uses the most advanced technology.

The company invests a lot of money in research and development.
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The company produces a wide range of products.

Motor

Quality comes first. Customer and employee both come first.

Safety is number one priority. Each employee makes his own decision.

3. Conclusion

Thank you for being attentive... In conclusion 1'd like to sum up/ to
highlight/ to point out/ to conclude....

4. Future Prospects

The company is planning to increase the production output by .....%.

The company is planning to expand the production/activities
in.../internal market

¢) Make a presentation of one from the above-listed companies,
include the following information:

a. Company name,; company type(e.g., sole trader, JSC)

b. The date of foundation

¢. Headquarters location

d. Who runs the company (President and top management, the company
organization chart)

e. Business activities and main departments (the company concentrates
on....)

f- Main markets: (in Russia and overseas countries)



TAPESCRIPTS

UNIT 1
BUSINESS ORGANISATIONS
TEXT B Types of the Company

3. T 1 Setting Up a Business

Many large businesses in the UK are public limited companies (PLC),
which means that the public can buy and sell their shares on the stock
exchange. Examples include Marks & Spencer, British Telecom and
National Westminster Bank. The minimum share capital for a public limited
company is £50 000, so many new businesses are likely to take one of the
following forms.

Sole Trader or Sole Proprietor (UK)
It is the simplest way of starting a business. You are self-employed and
entirely responsible for all aspects of management your business.

Partnership (UK)

Two or more people starting a business together can set up a
partnership. All partners are responsible for the debts of the partnership, and
profits and losses are shared between them.

Private Limited Company (UK)
A company may be formed with a minimum of two people becoming its
shareholders. They must appoint a director and a company secretary. If the
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company goes out of business, the responsibility of each shareholder is
limited to the amount that they have contributed; they have limited liability.
Such a company has Ltd (Limited) after its name.

In the US, businesses take the same basic forms. However, American
companies are registered or incorporated with the authorities in the state
where they have their headquarters. The abbreviations Inc and Corp refer to
such companies. To sell shares to the public, they must apply to the
Securities Exchange Commission.

UNIT 2
THE ORGANISATION AND MANANAGEMENT OF BUSINESS

T 2 Key vocabulary
Most companies are made up of three groups of people: the

shareholders (who provide the capital), the management and the
workforce. The management structure of a typical company is shown in the
organization chart. At the top of the company hierarchy is the Board of
Directorsheaded by the chairperson or President. The board is
responsible for policy decisions and strategy. It will usually appoint a
Managing Director (MD) or Chief ExecutiveOfficer (CEO), who has
overall responsibility for the running of the business. Senior managers or
company officers head the various departments of the company, which
may include the following: a) Marketing, b) Finance, ¢) Information
Technology (IT), d) Personnel or Human Resources (HR) e) Finance f)
Production, g) Research and Development (R&D)

TEXTA Individuals within the Structure

8. T 3 Int= interviewer; M= Manager

Int: Why do you think troubleshooting, or solving problems, is so
important in business?

M: Well these days business is extremely competitive and it’s
competitive in terms of time and money. Whenever a company tries to
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compete with another company, it tries to get a new product out quickly and
it tries to do it without spending too much money. Problems when they
arise, cost money and they waste time.

Int: And, are there any particular areas which are typical trouble spots?

M: Starting at a very beginning of a project, quite often people don’t
plan effectively. You can never plan early enough, especially in a large and
complex project. Part of that planning involves making sure that everybody
on the project understands his or her role; and that the objectives of the
project are regularly reviewed, so that everybody understands how the
project is going to meet the needs of the market, and whether it is still
relevant.

Int: And do you think that, everyone has a role in troubleshooting and
anticipating problems, or do you see that it’s only a managerial skill?

M: I think it can quite often happen that managers starting a project
think that it’s going well, walk away from it and they are very surprised six
months later when it’s going wrong. Everybody, at whatever level should
make sure that they ask the right questions, and indeed try as you say
anticipate problems and raise those problems with their managers and with
their colleagues at regular review intervals.

Int: Do you have any other tips for solving problems?

M: It’s very important that a project team communicates well within
itself and also to people outside the team. You should try to have a
democratic spirit in a project, allowing people to speak openly, to ask
questions and to feel that they own the project as much as the managers or
the client may do.

Int: What’s one of the most important strategies to avoid problems?

M: In my opinion, in order to avoid problems you should be realistic.
You should be realistic in the number of people working on the project.
When you put pressure on a project, because you don’t have enough people
working on it, or you are spending too much money, you create problems.
Pressure means problems, reduce the pressure.
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TEXT C Leader of Virgin
1. T 4 TA=Tom Armstrong; RH= Rachel Humphries

RH: So, Tom, what do you know about the Virgin Group?

TA: They are a very large group, they exist in a lot of different sectors
and they are run by Richard Branson — they are British.

RH: Yes, and they produce Virgin cola, don’t they?

TA: Yes, and I think they are also famous for the airline, the Virgin
Atlantic.

RH: And they have a radio station — Virgin radio.

TA: Yes, and they still have the megastores, and I think they have
megastores all over the world now.

RH: Yes.
TA: Selling videos, music. What do you know about Benetton?

RH: Well, they are Italian, and they are very successful clothing
manufacturers.

TA: I think they produce sportswear now.

RH: Yes, that’s right sportswear and they have another trademark called
Sisley, which produces more expansive clothing.

TA: And Mercedes-Benz — do you know anything about them?

RH: Well they manufacture expensive, luxury cars and they’re German
I think, or may be German — American now, perhaps.

TA: I think they’re part of the Daimler Chrysler Group, which again is a
large group... I’ve heard that they also produce a very small car called
Smart.

RH: Oh right, it’s good for the towns and cities.
TA: Yeah.
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RH: Oh Sony, as far as I know they’re still the world leaders in
electronics.

TA: Yeah.
RH: And what else do they produce? ... Computer games

TA: Yeah, and they also do music now; they did the music for the film
Titanic.

UNIT 3
COMPANY ACTIVITIES & DEPARTMENTS

TEXT A Production Department and Seven Sub-Function

1. TS5

Speaker 1: Every six months we produce a report showing how the
company is doing. This past week, we’ve been busy with our accountants
preparing the results that will be included in our next report.

Speaker 2: I'm a member of a team of engineers, and we’ve just
finalized the design of our new portable computer. This model we’ll be
more powerful and more adaptable than our previous one. We’re constantly
looking for the new ideas and experimenting with new products.

Speaker 3: Before selling our latest product, our department must
decide in which region it will be the most successful and what types of
consumers we want to reach.

Speaker 4: Communication is a key aspect of my department’s work.
We answer enquiries made by our customers and also I contact with the
press to inform them of our new products and changes within the company.

Speaker 5: We’ve been having problems with the quality of certain
electronic parts made at our factories. So, several members of our
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department have got together to talk about the ways of improving some our
manufacturing techniques.

Speaker 6: Our company is going through a difficult period, and we
have to reduce the number of employees in several departments and to
review salaries throughout the organization. Speaker 7: In today’s changing
work environment, computer systems play an essential role in how the
company is run. In our department we not only ensure that all systems are
working properly but we also design and develop new applications to make
it easier for our employees to exchange and share information.

TEXT B The Angstrem Story

1.T6

Speaker 1: Well, in my view the only real winners have been big
business people especially in the early days after the fall of the old system. I
mean a few, in a right place and in the right time, made a fortune. And what
about ordinary people? The truth is that the things for the most of them had
got worth. Inflation is still high. In the early days lots of people saw all their
live savings disappear over the night. Education and health service are also
in a mass. Teachers and doctors’ pay has really fallen. Lots of doctors have
to make their living as someone else. No, I don’t think that ordinary people
have been the winners.

Speaker 2: With the rise of oil prices Russia’s energy sector has really
grown. I mean our resources of gas and oil are the biggest in the world and
new economic reforms have helped to exploit them. At the same time, other
Russia’s manufacturing industries have suffered. For example, we had a
huge transport industry making cars and manufacturing ships and planes,
but it also collapsed. We see that these industries used to be subsidized by
the Soviet government. And they were never able to compete on the world
market, and now their equipment and other capital is old and inefficient. So
in truth, these industries are dying.
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Speaker 3: The new economic reforms have been great for the big
Russian cities, especially for Moscow. They’ve got new shopping centers,
expensive shops and new supermarkets, and of course there are lots of more
tourists visiting these places. But if you go out of Moscow and go to other
regions of Russia, things are very different. Foreign investment goes
directly to Moscow or St Petersburg, but for provinces it has changed very
little. There are still one-factory towns, and there is still a lot of poverty.
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