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Module 1. TEAM BUILDING

Lesson 1. Characteristics of Effective Teams
Lesson 2. Common Techniques for Team Building
Lesson 3. Optimal Team Size

Lesson 4. The Belbin Model. What is a Team Role?

Lesson 1. CHARACTERISTICS OF EFFECTIVE TEAMS

Preview
Answer the questions. Then talk about your answers.

1. How do effective teams look like?

2. What is the main purpose of the team?
3. What is the role of the team leader?

4. What do teams use conflicts for?

5. What authority do team members have?

Reading
Read and translate the text

Characteristics of Effective Teams

Many studies have been completed on the topic of what effective teams
look like. They agree on key characteristics that effective teams share. The
chart that follows identifies skills and attitudes that help teams function ef-
fectively.



Key Characteristics of Effective Teams

Characteristic

Clarity of Purpose

Good Communication

Positive Role
for Conflict

Accountability
and Commitment

Shared Leadership

Definition

The purpose of the team must be clearly de-
fined in concrete and measurable objectives. Ef-
fective teams know how their work contributes
toward an organizational goal. The team leader
reminds members of how each team member
makes business success possible.

Open and accurate communication both be-
tween the team members and between the team
and the larger organization is critical to keep
members informed, motivated and focused. Part
of the communication process involves establish-
ing roles, making plans, and following standard
business protocols and procedures.

Generally effective teams use conflict to im-
prove decision-making and problem solving pro-
cesses.

Each member of the team understands his role
on the team and takes responsibility for his ac-
tions. Team members take proactive measures to
ensure that they can complete tasks, and they alert
management when a problem arises. Members of
effective teams not only know the team’s purpose
but are committed to achieving it and demonstrate
the behavior needed to meet the goals. Team
members have the authority to do what they need
to do without being checked every step along the
way. Finally, members must be incentivized and
rewarded on both an individual and team basis.

Effective team members are willing to assume
leadership roles when appropriate. Shared leader-
ship reinforces a sense of shared responsibility
and increases morale and team performance.



Interpersonal relationships in effective teams
are built on trust, respect, honesty, and ac-

Positive Group ceptance. Conflict will still occur, but a positive
Dynamics group dynamic will focus the conflict producti-
vely.
Vocabulary
CIIOBO epeBO

1 | to agree on COTJIACUTHCSl, JOTOBOPUTHCS

2 | clearly defined YeTKO OTpeseieH

3 | measurable WU3MEPUMBII

4 | toinvolve BOBJICKATh

5 | business procedures JICIIOBBIE TIPOIIE Y PhI

6 | to establish roles yCTaHaBJIMBATh POJIU

7 | decision-making processes MPOLIECC MPHUHATHSI PEUICHUI

8 | to have the authority 001a1aTh BIACTHIO

Reading comprehension

. Answer the questions

. How do effective teams look like?

. What are the skills and attitudes that help teams function effectively?
. Must the purpose of the team be clearly defined?

. What is critical to keep members informed, motivated and focused?

. What do teams use conflicts for?

. Why do team members take proactive measures?

. What authority do team members have?

. What does shared leadership reinforce?
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2. Complete the sentences

1. Many studies have been ... on the topic of what ... ... look like.

2. The purpose of the team must be ... ... in concrete and ... objectives.

3. The team leader reminds members of how each team member makes
...... possible.

4. Part of the communication process involves ... roles, ... plans, and
following standard business ... and procedures.




5. Each member of the team ... his role on the team and takes ... for his
actions.
6. Members of ... teams not only know the team’s purpose but are ... to

achieving it and demonstrate the behavior needed to meet the goals.

7.
basis.
8.

Members must be ... and rewarded on both an individual and team

Interpersonal relationships in effective teams are built on trust, ...,

honesty, and ... .

Analyze
1. Match the words with their Russian equivalents
1 | involve a | memp
2 | procedure b | pemats
3 | purpose ¢ | HAamOMMHATH
4 | remind d | BkIrOYaTH
5 | success e | OTHOIIEHUE
6 | attitude f | ycmex
7 | behavior g | mpouenypa
8 | solve h | moBenenue
2. Give the English equivalents
1. ymIydmmTh Ipoliecc MPUHATUS PEIICHUN;
2. yCTaHaBIMBATh POJIH;
3. omryImieHue 00IIel OTBETCTBEHHOCTH;
4. yIOCTOBEPUTHCS B CIOCOOHOCTH BEHITIOJIHUTH 33]1a4y;
5. IpeanpuHATH MPOPHUIAKTUISCKHE MEPHI;
6. IPUBEPIKEHHOCTH JETY;
7. 00J1amaTh BIIACTHIO;
8. IPOSIBUTH 3aMHTEPECOBAHHOCTb.
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. Prove the following statements
1.
2.

The purpose of the team must be clearly defined.
Open and accurate communication between the team members is crit-

ical to keep members informed, motivated and focused.

3.

Each member of the team must understand his role in it.




4. Interpersonal relationships in effective teams are built on trust, re-
spect, honesty and acceptance.

4. Match the following English words with their synonyms

1 | accurate a | reach

2 | communication b | power

3 | achieve ¢ | kinship

4 | behavior d | exact

5 | authority e | solution

6 | relationship f | connection
7 | decision g | comprehend
8 | understand h | conduct

5. Put the words in the correct order

1. The / of / defined / must / purpose / the / clearly / team / be.

2.0n/key / teams / of / different /studies / characteristics /agree / effec-
tive.

3. How / work / toward /an / contributes / organizational / effective /
teams know / their / goal.

4. Effective / generally /use / teams / to / conflict / improve / and / deci-
sion-making / problem / processes / solving.

5. Team / members / way / have / the / the / authority / to / do / along /
step / what/ every/ they /need / to /do /checked / without/ being .

Translate

1. Translate from Russian into English

1. Bonpmioe KOTMYECTBO MCCIEAOBAHUI IPOBEACHO Ha TeMy d(PQeKTHB-
HOCTH KOMaHIHOH paboTEHI.

2. llenb koMaHaHOM pabOTHI HOKHA OBITH YETKO OIPEICICHA.

3. Ponu B KoMaHzie OOBIYHO PACHPEAEIISIIOTCS PYKOBOIUTEIIEM.

4. Kaxxapiit ujieH KOMaHJbl IOHUMAET CBOIO POJIb U NMPHUHUMAET OTBET-
CTBEHHOCTbH 32 CBOU JCHCTBUS.

5. MeXIMYHOCTHBIE B3aMMOOTHOIIIEHUSI B 3(P(HEKTUBHOW KOMAaHJE ITO0-
CTPOEHBI Ha YECTHOCTHU, IPUHITUH, TOBEPUH U YBAKCHUU.




6. UeHOB KOMaH[IBI CIIEy€eT BO3HArpakKaaTh 3a padoTy.

7. YacTe KOMaHAHOW pabOTHI MOCTPOEHA HA PACHpEACICHUH pOJeH U
BBICTPAanBaHUH IUIAHOB.

8. Jlugep KomaHIBI MOJKEH IIOCTOSHHO HAllOMHUHATh KaXIOMy ee
Y4aCTHHUKY O JIMYHOM BKJIaJie B 0011ee Aeo.

2. Translate from English into Russian

1. Certain skills and attitudes help teams function effectively.

2. Concrete and measurable objectives are a must for the team work.

3. Business success is possible thanks to the impact of each team member.

4. It is critical to keep team members informed, motivated and focused.

5. As a rule, effective teams use conflict to improve decision-making
and problem solving processes.

6. Team members take proactive measures to ensure that they can com-
plete tasks, and they alert management when a problem arises.

7. Team members have the authority to do what they need to do without
being checked every step along the way.

8. Shared leadership reinforces a sense of shared responsibility and in-
creases morale and team performance.

3. Read the text and translate it from English into Russian

Teams That Changed the World

During our lifetime there is an abundance of occasions in which we are
required to work as part of a team; most notably in the workplace, and be-
cause of this, organizations are habitually faced with complex problems,
sometimes in high pressure circumstances.

The proper formation and careful maintenance of a team is crucial to its
performance and success. Establishing a diverse team with mixed skills and
strengths can give a team the edge to thrive.

Another vital element is communication. By communicating with one
another and understanding each other’s communication styles and prefer-
ences, a shared culture is created.

Disagreements can be avoided (or easily resolved), with people under-
standing their individual and group roles in order for each team member to
be striving for the same collective goal.



Research lead by Google has concluded that the best teams included
team members who listen to one another and show sensitivity. Studies have
also shown that when people work in teams, in contrast to working alone,
they are more productive and report greater job satisfaction.

Working in a team results in faster innovation, quicker mistake detec-
tion and correction, better problem-solving, and greater performance ac-
cording to research findings.

History is littered with top performing team case studies, and here we
will look at the three top performing teams that we believe changed the
world as we know it.

NASA’s Apollo 11

A huge milestone for science and for mankind, NASA’s 1969 Apollo 11
MISSION is a great demonstration of a top performing team.

Televised across the world, three astronauts made the revolutionary
journey toward the moon and two of the three astronauts stepped foot onto
the moon’s surface, creating history.

Whilst Neil Armstrong, Buzz Aldrin and Michael Collins are the well-
known faces of this prodigious achievement, they wouldn’t have made it to
the history books without the efforts of their supporting team - years of pre-
vious research and expertise allowed this mission to take place and succeed.

For two years prior to the operation, mission planners studied the
moon’s surface using photographs from satellites and the Surveyor space-
craft, to find the best place for Apollo 11 to land. They needed to consider
the geography of the surface, factoring in craters, boulders and cliffs, as
well as the best time to land due to the positioning of the sun.

NASA has estimated that more than 400,000 people made the moon
landings possible; scientists, engineers and technicians, who had never
worked in aerospace before, were given contracts to design a machine capa-
ble of transporting humans safely to outer space.

The astronauts visited the laboratories in order to create a human con-
nection to foster a more cohesive team — the workers met the men whose
lives were in their hands. In the operations control room, during each flight,
there were numerous technicians guiding and supporting those heading into
outer space. Essentially, each step of the way, communication was para-
mount, enabling the team behind NASA’s Apollo 11 to achieve a historical
milestone.
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The Royal Society of London

The Royal Society of London is a classic and old example of a top per-
forming team. Granted a royal charter by King Charles II, the Royal Society
of London was the first national scientific institution in the world.

Founded in 1660 and often referred to as “the invisible college”, the so-
ciety was orchestrated in order to encourage the exchange of scientific and
philosophic ideas and theories. The society’s motto “Nullius in verba” is
translated as “take nobody’s word for it”. The motto was upheld as a mani-
fest of the members’ drive to verify all statements by the means of scientific
facts and experimental research findings.

Notable members over the years have included the legendary Sir Isaac
Newton, Charles Darwin, Albert Einstein and Stephen Hawking.

When the society was formed, during a time dominated by prejudice,
war and political unrest, the group prided itself of the fact that it accepted
members of all backgrounds.

Papers were exchanged between the scientific scholars, and within the
space of just 70 years the science we employ in everyday life today was de-
veloped. This includes the sciences of anatomy, astronomy, botany, chemis-
try, physics and zoology.

The team’s achievements were established on a foundation of trust, sup-
port and respect, as well as a collective goal — the advancement of science.

Wikipedia
Many of us use Wikipedia on a regular basis and do not stop to think
what a great example of teamwork the website portrays.
Volunteer writers and editors contribute by inputting knowledge and
facts about the world onto the website in order to create an accessible and
easily understood encyclopedic database.

Wikipedia is one of the most viewed websites in the world and is the re-
sult of the cumulative efforts of a vast, and somewhat anonymous, team.

In the world of sports, when thinking about top performing team case
studies, one famous team in particular comes to mind.

The New Zealand national rugby union team

The All Blacks, are considered to be one of the greatest performing in-
ternational teams in history.
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Representing a country of just 4.5 million inhabitants, the All Blacks
appear to be an untouchable team. They have won the title in 3 World Cups
and accomplish a better ratio of wins than other sports teams, making them
the foremost sports franchise in history.

In their 125 year long history, the All Blacks have won more than three-
quarter of the games they have participated in which is a statistic unsur-
passed by any other national sports team. Despite the frequent long periods
of time spent away from family whilst touring for matches internationally,
the team have a strong determination and drive to achieve a common goal -
to win every game and maintain their reputation. All Black team players,
including the coach, are seen as equal and as important components in the
creation and maintenance of a successful team.

Nature - Birds

There are even examples of effective team performance in nature; think
of geese, for example. Each winter the flock work together in order to
achieve their common goal - reaching their seasonal destination. Communi-
cating by honking at one another, they encourage those who appear to be
losing momentum or getting tired.

Or, by flying in a v-shape formation, the geese reduce the drag for those
behind them. The same principles could be implemented in an organization-
al team. Or, by nurturing a team mentality, all members share a common
goal and feel supported by one another.

History teaches us that in order for teams to be successful, the condi-
tions must be right. Nurturing management styles, and awareness of other’s
working styles are just some of the contributing factors that aid the creation
of a high performance team.

Google’s "Project Aristotle" has highlighted the fact that when individuals
join an organizational team, they do not want to leave their individuality and
personality at home. People want to be their true selves and feel that they are
free to share ideas and thoughts in a psychologically safe environment.

Communication, empathy and mutual understanding all create a produc-
tive environment for increased performance and job satisfaction.

By understanding each other’s work styles, strengths and attributes, work
stops becoming an act of labor and becomes a collective goal or mission.

No man is an island. Business is a team sport!

12



Speaking

1. Retell the text above according to the plan

a) speak about the team that were especially successful in scientific
field;

b) mention the team that created the best encyclopedic database;

c) tell about effective teams that exist in nature;

d) say a few words about successful sports teams/ clubs.

2. In small groups, discuss these questions

What teams have you been in, e.g. playing sports?

Describe some of the personalities in one of the teams.

Was it a successful team? Why/ Why not?

What do you think makes an effective team? What sort of people do you
need?

Lesson 2. COMMON TECHNIQUES FOR TEAM BUILDING

Preview

Answer the questions. Then talk about your answers.

1. Which procedures and techniques help create the environment needed
for the development of effective teams?

2. What do you know about setting team goals and priorities?

3. What is required to make sure that the goals are written clearly and
that team members know their performances will affect the team goal?

4. Why should we select team members carefully?

5. What do collectivists usually prefer?

6. Why should the experience and ability levels of team members be
balanced?

Reading
Read and translate the text
Common Techniques for Team Building

Once you know the characteristics of effective teams, how do you go
about building those qualities into a group? When initially forming the
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team, follow these procedures and techniques to help create the environment
needed for the development of those characteristics.

Set team goals and priorities. This step supports the key characteristic
of clear goals. Team members need detailed explanations of how their indi-
vidual actions contribute to the achievement of the team goals. Team priori-
ties should be established so that members can understand when and where
to provide additional help if needed. Individuals need to understand how
their personal smart goals support the team goals and how supporting the
team also allows them to meet their own personal goals. If personal goals
and team goals are not interdependent (for example, if a team goal is not
specifically tied to a personal goal), then the employee most likely will fo-
cus on their own needs to the detriment of the team. Good communication
skills are required to make sure that the goals are written clearly and that
team members know their performances will affect the team goal and thus
each other’s performance.

Select team members carefully. Three factors should be considered
when selecting people for a team: individualism, the average level of expe-
rience and ability, and the degree of diversity.

1. It’s a fact that some people make better team members than others.
It’s also a fact that with determination, anyone can learn to function on a
team. Although collectivists generally make better team members, there
are many instances when independent tasks are part of a larger team
effort. It may take more effort to communicate with the individualists,
however.

2. The experience and ability levels of team members should be ba-
lanced so tasks can be distributed with high expectations of the work be-
ing done. At the same time, newer employees need to become a fully func-
tion-ning part of the workforce, and this can happen by teaming them with
the more experienced people. It is also important to select people based on
their skills and leadership potential.

Team diversity represents not only the mix of skills and experiences,
but also how people of varying culture, ethnicity, race or gender work
together. Diversity is a good defense against groupthink because of a dif-
ferent outlook and belief system that challenges common assumptions.

14



Vocabulary

CJIOBO nepeBo]g

1 | initially M3HAa4aJIbHO

2 | create the environment CO37aTh OKPYKCHHUE

3 | contribute to BHOCHTH BKJIaJ] BO UTO-TO

4 | detailed explanations JIETAIbHOE O0BSICHEHUE

5 | focus on CKOHIICHTPHPOBATHCS HA YEM-TO
6 | average level CpPeIHHI YpOBEHB

7 | cooperation COTPYJTHHYECTBO

8 | workforce pabouas cuia

Reading comprehension

1. Answer the questions

1. What is the first step in forming the team initially?

2. Why do team members need detailed explanations of how their indi-
vidual actions contribute to the achievement of the team goals?

3. What is required to make sure that the goals are written clearly and
that team members know their performances will affect the team goal?

4. Why should we select team members carefully?

5. Can some people make better team members than others?

6. How can you characterize individualists?

7. How can collectivists be characterized?

8. What do collectivists usually prefer?

9. Why should the experience and ability levels of team members be
balanced?

10. Why is diversity a good defense against groupthink?

2. Complete the sentences

1. Team members need ... ... of how their individual actions contribute
to the ... of the team goals.

2. Team priorities should be ... so that members can understand when
and where to provide ... help if needed.

3. Individuals need to understand how their personal ... goals support
the team goals and how ... the team also allows them to meet their own per-
sonal goals.
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4.

Although collectivists generally ... better team members, there are

many instances when ... ... are part of a larger team effort.

S.

It may take more ... to communicate with the ... , however.

6. Newer employees need to become a fully ... part of the workforce.

7.

It is important to ... people based on their skills and ... potential.

8. Diversity is a good defense against ... because of a different outlook
and belief system that ... common assumptions.
Analyze
1. Match the words with their Russian equivalents
1 | ability a | oOBsicHeHHe
2 | expectation b | cmocobHOCT
3 | achievement ¢ | monarath
4 | explanation d | oxupanue
5 | require € | oTHHYECKas MPHHAIICKHOCTD
6 | consider f | mpennonoxenue
7 | ethnicity g | TpeboBaThCs
8 | assumption h | mocTmwkenne
2. Give the English equivalents
1. m3HayanpHOE POPMUPOBAHNE KOMAHIBL;
2. co3gaBaTh HEOOXOAMMOE OKPYIKEHUE;
3. KIIFOUYEBbIE XaPAKTEPUCTUKH SICHBIX LIEJIEH;
4. BHOCUTP BKJIa]l B IOCTH)KEHHE KOMaHIHBIX LIEeH;
5. IPHOPUTETHI KOMaH[IBI;
6. 00ecrieunTh TOTIOTHATENBHYIO IOJAECPIKKY;
7. nocTuraTh COOCTBEHHBIX IIEJICH;
8. yacTp pabouelt cuibl, GYHKIHOHUPYIOIIAS B IOJTHOM 00BEME.

3.
L.

Prove the following statements
Following certain procedures and techniques helps create the envi-

ronment needed for the development of the team.

2.
3.

Setting team goals and priorities is an important step in team building.
With determination, anyone can learn to function on a team.
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4. The experience and ability levels of team members should be bal-
anced so tasks can be distributed with high expectations of the work being
done.

5. Team diversity represents not only the mix of skills and experiences.

4. Match the following English words with their synonyms

1 | diversity a | staff

2 | important b | aim

3 | team c | assist

4 | goal d | variety

5 | determination e | significant

6 | technique f | thorough

7 | detailed g | method

8 | support h | industriousness

5. Put the words in the correct order

1. Team / should / established / be / priorities.

2. Three / should / factors / be / considered / people / when / selecting / a
/for /team.

3. Collectivists / make / better / team /generally / members.

4. Individuals / goals/ team / the /support / need / to / goals/ how / un-
derstand /their / smart / personal.

5. Good /communication/manage/ people/ skills /are /to / required.

Grammar
Conditionals
Study the example from the text:

If personal goals and team goals are not interdependent (for example,
if a team goal is not specifically tied to a personal goal), then the employee
most likely will focus on their own needs to the detriment of the team.

What are Conditionals?

Conditionals are statements that describe both hypothetical and real sce-
narios. They are often referred to as “if clauses” because they often begin
the same way.
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Here are a few examples:

o General truth — If | eat breakfast, I feel good all day.

e Future event — If [ have a test tomorrow, [ will study tonight.

o Hypothetical situation — If I had a million dollars, I would buy a boat!

e Hypothetical outcome — If I had prepared for the interview, I would
have got the job.

Note that “if”” does not have to be the first word. In fact, while most of
them make use of the word, it is not a requirement to include “if” in a condi-
tional sentence. “When” can also be used in place of “if” in some cases.

What Can You Talk about with Them?

Conditionals allow you to go far beyond the limitations of Standard
English Tenses. While some people refer to it as the “Conditional Tense,” it
is more accurately described as the “Conditional Mood.” This “mood” lets
you discuss a wide range of topics, including:

Hypothetical situations (i.e. unreal or imagined events)
Events that are likely to happen in the future

Events that are unlikely to happen in the future
General truths or habits

Impossible scenarios

Four Types of Conditionals

There are 4 basic types of conditionals: zero, first, second, and third.

It’s also possible to mix them up and use the first part of a sentence as
one type of conditional and the second part as another. These sentences
would be called “mixed conditionals.”

1. The Zero Conditional
The zero conditional expresses something that is considered to be a uni-
versal truth or when one action always follows another.

if (or when) + Present Tense | Present Tense

o If the temperature reaches zero degrees Celsius, water freezes.
o If you mix red and yellow, you get orange.

18



As you might have noticed, the order of clauses is not fixed in the con-
ditional. However, if you move “if” or “when” to the middle of the sen-
tence, you must remove the comma. This rule applies to all 4 types.

*Note: The zero conditional is the only type of conditional in which
“when” can replace “if.”

2. The First Conditional
The First Conditional expresses a future scenario that might occur. As-
suming that the condition is fulfilled, the outcome is likely to happen.

if + Present Tense | will (may/might/can/could/should) +the Infinitive

o If I get paid today, I will go shopping. (“Will” implies near certainty
about the shopping trip in case the condition is fulfilled)

o We could go to Paris if we save enough money. (“Could” indicates
that the result is possible.)

o [f she knows the truth, she might not be happy. (“Might” implies a
degree of uncertainty about her happiness in case the condition is fulfilled.)

o They can do it if they try. (“Can” indicates that the result is possible.)

o If I see the man, I may say something to him. (“May” implies a de-
gree of uncertainty about saying something to him in case the condition is
fulfilled.)

o He should get a dog if he is lonely. (“Should” indicates that the
speaker is giving their opinion.)

This type refers to general truths, while the first conditional refers to
specific situations. Though “will” is most commonly used in the first condi-
tional, you can also use “may,” “might,” “can,” “could,” or “should.” How-
ever, as outlined above, each of these modal verbs can change the meaning
of the sentence.

3. The Second Conditional
The Second Conditional can either refer to future hypotheticals that are
unlikely to be true or present situations that are untrue or impossible.

if + Past Subjunctive | would/might/could +the Infinitive (Simple or
Continuous)
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*if + Simple Past | would/might/could +the Infinitive (Simple or Con-
tinuous)

o If I were rich, I would travel the world.

If she were to try harder, she might get better grades.
They might be able to see it if they were more observant.
If I met the President, I would be too nervous to speak.
If he played sports, he might be in better shape.

He could get the promotion if he knew the right people.

Though the Second resembles the First Conditional in meaning, their
structures are distinct. Moreover, the First Conditional usually refers to fu-
ture events that are likely to happen, while the Second refers to events that
are unlikely to happen (or current impossibilities).

4. The Third Conditional
The Third Conditional expresses an unreal situation in the past, with
reference to the hypothetical outcome that would result also in the past.

if + Past Perfect Subjunctive | would (could/might) + Perfect Infinitive

*if + Past Perfect | would (could/might) + Perfect Infinitive

o If I had known how you were going to react, I would have kept my
mouth shut.

e Ifyou had seen the movie, we could have talked about the ending.

o We might have crossed paths if I had left the house on time.

Both the Second and Third Conditionals can refer to impossible events.
However, the Second refers to impossibilities in the present (“If I were
you...”), while the Third refers to impossibilities in the past. The situations
expressed in the Third Conditional are impossible because they already
transpired and therefore cannot be changed.
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Grammar Exercises

Exercise 1. Complete the Conditional Sentences (Type I) by putting
the verbs into the correct form

Example: If I find her address, I’ll send her an invitation.

1. If you (send) ... .this letter now, she (receive) .... it tomorrow .
2. If I (do) ... this test, I (improve) ... my English.

3. Peggy (go) ... shopping if she (have)... time in the afternoon.

4. Simon (go) ... to London next week if he (get) ... a cheap flight.
5. If they (study / not) ... harder, they (pass / not ) ... the exam.

6. If it (rain ) ... tomorrow, I (have to / not ) ...water the plants.

Exercise 2. Complete the Conditional Sentences (Type II)
by putting the verbs into the correct form

Example: If [ found her address, I would send her an invitation.

1. If I (be) ... rich, my life (change) ... completely.

2.1 (invite) .. .all my friends if (have) ... a house by the beach.
3. If we (have) ... a yacht, we (sail) ... the seven seas.

4. If they (tell) ... their father, he (be) ...very angry.

5. We (help) ... you if we (know) ... how.

6. My brother (buy) ... a sports car if he (have) ... the money.

Exercise 3. Complete the Conditional Sentences (Type III)
by putting the verbs into the correct form

Example: If I had found her address, I would have sent her an invita-
tion.

1. If you (study) ... for the test, you (pass) ... it.

2. If you (ask) ... me, I (help) ...you.

3. If you (speak) ... English, she (understand)... .

4.1 (write) ...you a postcard if I (have) ... your address.
5. If it (not/ start) ... to rain, we (walk) ... to the museum.
6. If she (take) ... the bus, she (not / arrive) ... on time.
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Study the Conditionals in Business English

Zero Conditional

When we talk about things that are always or generally true, we use
the Zero Conditional. In other words, we’re looking at logical conclusions
or results of our actions.

Exercise 4.Read and translate the sentences

1. If/when we sell more, we make a profit.

2. If/when we receive more orders, we employ more staff.
3. If /when interest rates rise, our borrowing costs more.
4. If/when there’s a rail strike, I am always late for work.

The First Conditional

When we talk about future events that will happen or has a real possibil-
ity of happening we use the First Conditional.

We often use this in business when we’re projecting the future. Imagine
in a meeting, you’re making plans and making certain assumptions about
the result of the actions you make or take as a business.

You’re forecasting.

Exercise 5. Read and translate the sentences

1. If our clients sign the contract this afternoon, we’ll give the go-ahead
for the press release.

2. If the product is successful in China, we will introduce it into other
Asian markets.

3. If the other side agree to our terms, it’ll place us in a much stronger
position further up the line of the negotiations.

4. If he agrees to all we’ve asked for, I’1l be stunned.

We also use the First Conditional for situations where the possibility of
something happening is NOT high. Often when it is ironic.

If Simon manages to get this deal by the end of today, Il treat the entire
team to a five-course dinner at that new restaurant! (The chances of Simon
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getting the deal are very small, so no danger of you spending a small fortune
at that new restaurant!)
The Second Conditional

In this situation we refer to future events that are unlikely to happen or
impossible. We also call this the “imaginary future”. We use this tense to
imagine and dream of a future that’s different to our present.

Exercise 6. Consider the question
“What changes would you like to make in the way you work?”

You could start with sentences like:
o Ifit were up to me, I’d create more open plan spaces.

e IfI had more time, I'd ..............

e If money weren’t an option, I'd...........

o If markets weren’t so volatile, we’d invest more.

e If1 had to choose, I'd...........

o If cash flow weren’t so tight, I’d invest more in the business.

We use this tense for our dreams, for the changes we want to make in
our business, our professional lives.

The Third Conditional

When we talk about past events that are different from what really hap-
pened we use the Third Conditional. This is also known as the imaginary
past. This is often used to express regret and sometimes criticism.

Exercise 7. Translate the sentences from English into Russian

1. If you had informed the client of the delay in time, he wouldn’t have
cancelled the order. (but you didn’t so he cancelled it)

2. We wouldn’t have made that decision if we had known about the
software problems.(Reality: we didn’t know about the problems so we made
the decision)
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3. “If I had done an MBA, I would have had more opportunities in my
career.” (Reality: I didn’t do the MBA so I’ve had fewer opportunities)

4. If you hadn’t taken so long making a decision, we could have bid for
the contract. (criticism)

The above sentences are about two actions in the past. If the result
clause is in the present, we use would + the Infinitive:

The action you took has a result that affects your now.

Exercise 8. Translate the sentences from English into Russian

1. “If I had done an MBA, I would be on a higher salary now”.

2. If you hadn’t messed up the negotiations, we would be making a prof-
it by now.

3. If he had only accepted the position of senior partner, he wouldn’t be
begging to keep his job now.

Exercise 9. Make the sentences

help you

suggest something

look it up

If he were keep them from going there
here would | not interfere

If you asked he could | calm them

him might | 4o something about it

add something

be pleased

arrange everything

have dropped the subject
have been hurt

. have got offended
If he had in- she would | have felt awkward
terfered everything could | have been different

might | 1ot have thrown away the paper
have been changed
have been arranged
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Exercise 10. Translate the sentences

1. Eciin ©61 0H OBLI 371€Ch, TO OH OBI YTO-HUOY b TPETOKHIL.

2. Ecm OBI BBI €T0 TPUTIIACHIN, TO OH OBUT OB OYEHH J0BOJICH. [Ipu-
[JIACHUTE €TO.

3. Ecau ObI OH He BMeIIaJICs, BCe ObLIO ObI HHAYE.

4. Ecniu OBl BBI cKa3aiy 00 3TOM paHblile, IiaH ObUT Obl H3MEHEH.

5. Bce Obu10 OB yakeHO, eciii Obl OHA BMELIalach.

Translate

1. Translate from Russian into English

1. Korma BBI co3maeTe KOMaHAy ¢ HyJsd, BaM Haxo CJIE€JOBATh HEKOTO-
PBIM IIPaBUJIAM M MIPOLIEAYPAM.

2. UneHaMm KOMaH/bI HYXHBI JA€TaJbHbIE OOBSICHEHHS TOTO, KAK UMEHHO
YUX WHIUBUAYAJIbHBIE JIEHCTBHS BHOCST BKJIAJ B JOCTH)KEHHE KOMAaHIHBIX
nenei.

3. 13 KONJIEKTUBHUCTOB OOBIYHO MOIYYarOTCs JyYIINe WICHBI KOMaH/IBL.

4. OmpIT ¥ YPOBEHb BO3MOXKHOCTEH WICHOB KOMAaHIBI JOJDKHBI OBITH
cOaaHCHUpPOBAaHBI.

5. HoBbIM coTpyaHHKaM HEOOXOIMMO CTaTh YaCThIO KOJJIEKTHBA.

6. PazHooOpasue sIBJIsIeTCsl OTIMYHOMN 3alllUTON OT TPYIIIOBOTO MbIIILIE-
HUS, TOCKOJIBKY Pa3JIndiie MUPOBO33PEHUN U CHCTEM BEPOBAHMI HE NOIYyC-
KaeT MOJOO0HBIX CUTYAaIIHH.

2. Translate from English into Russian

1. Team priorities should be established so that members can understand
when and where to provide additional help if needed.

2. If personal goals and team goals are not interdependent (for example,
if a team goal is not specifically tied to a personal goal), then the employees
most likely will focus on their own needs to the detriment of the team.

3. Three factors should be considered when selecting people for a team:
individualism, the average level of experience and ability, and the degree of
diversity.

4.1t’s also a fact that with determination, anyone can learn to function
on a team.

5. Team diversity represents not only the mix of skills and experiences,
but also how people of varying culture, ethnicity, race or gender work to-
gether.
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3. Read the text and translate it from English into Russian:

How to Build a Powerful Research Team

Despite busy schedules and pressing obligations group leaders should
consider investing in development of efficient Life Science teams within
their groups. The bigger the group, the higher necessity for group-to-team
transformation. When properly build, research teams are not only highly
productive and cut lab running costs, but are also autonomous and self-
directed. So, no need for a tight supervision. Here we provide you with
easy to understand information on team building process together with tips
and strategy how to proceed in each phase of team maturation.

Tips to Lead an Effective Research Team

The first rule is an obvious one: to lead a team effectively, you must
first establish your leadership with each team member. Remember that the
most effective team leaders build their relationships of trust and loyalty,
rather than fear or the power of their positions.

Consider each employee's ideas as valuable. Remember that there is no
such thing as a stupid idea.

Be aware of employees' unspoken feelings. Set an example to team
members by being open with employees and sensitive to their moods and
feelings.

Act as a harmonizing influence. Look for chances to mediate and re-
solve minor disputes; point continually toward the team's higher goals.

Be clear when communicating. Be careful to clarify directives.

Encourage trust and cooperation among employees on your team. Re-
member that the relationships team members establish among themselves
are every bit as important as those you establish with them. As the team be-
gins to take shape, pay close attention to the ways in which team members
work together and take steps to improve communication, cooperation, trust,
and respect in those relationships.

Encourage team members to share information. Emphasize the im-
portance of each team member's contribution and demonstrate how all of
their jobs operate together to move the entire team closer to its goal.

Delegate problem-solving tasks to the team. Let the team work on crea-
tive solutions together.

26



Facilitate communication. Remember that communication is the single
most important factor in successful teamwork. Facilitating communication
does not mean holding meetings all the time. Instead it means setting an
example by remaining open to suggestions and concerns, by asking ques-
tions and offering help, and by doing everything you can to avoid confusion
in your own communication.

Establish team values and goals; evaluate team performance. Be sure to
talk with members about the progress they are making toward established
goals so that employees get a sense both of their success and of the chal-
lenges that lie ahead. Address teamwork in performance standards. Discuss
with your team:

What do we really care about in performing our job?

What does the word success mean to this team?

What actions can we take to live up to our stated values?

Make sure that you have a clear idea of what you need to accomplish;
that you know what your standards for success are going to be; that you
have established clear time frames; and that team members understand their
responsibilities.

Use consensus. Set objectives, solve problems, and plan for action.
While it takes much longer to establish consensus, this method ultimately
provides better decisions and greater productivity because it secures every
employee's commitment to all phases of the work.

Set ground rules for the team. These are the norms that you and the team
establish to ensure efficiency and success. They can be simple directives
(Team members are to be punctual for meetings) or general guidelines (Eve-
ry team member has the right to offer ideas and suggestions), but you should
make sure that the team creates these ground rules by consensus and com-
mits to them, both as a group and as individuals.

Establish a method for arriving at a consensus. You may want to con-
duct open debate about the pros and cons of proposals, or establish research
committees to investigate issues and deliver reports.

Encourage listening and brainstorming. As supervisor, your first priority
in creating consensus is to stimulate debate. Remember that employees are
often afraid to disagree with one another and that this fear can lead your
team to make mediocre decisions. When you encourage debate you inspire
creativity and that's how you'll spur your team on to better results.
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Establish the parameters of consensus-building sessions. Be sensitive to
the frustration that can mount when the team is not achieving consensus. At
the outset of your meeting, establish time limits, and work with the team to
achieve consensus within those parameters. Watch out for false consensus;
if an agreement is struck too quickly, be careful to probe individual team
members to discover their real feelings about the proposed solution.

Speaking

1. Retell the text above according to the plan

a) speak about the first rule to lead a team effectively;

b) mention setting an example to team members;

c) say a few words about encouraging trust and cooperation among em-
ployees;

d) tell how to encourage team members to share information;

e) explain how to establish team values and goals as well as evaluate
team performance;

f) speak about setting ground rules for the team;

g) speak about the importance of encouraging listening and brainstor-
ming.

Lesson 3. OPTIMAL TEAM SIZE

Preview

Answer the questions. Then talk about your answers.

1. What is the optimal size of the team?

2. Do you think that businesses have rules for the proper size of a team?
3. Why is the size of the team so important?

Reading
Read and translate the text
Optimal Team Size

There seems to be no question about the right size of many teams. Bas-
ketball teams have five players (on the court), football is played with eleven
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members on the field, and a bridge team is made up of only two players.
Businesses don’t have rules for the proper size of a team. Jeff Bezos, CEO
and founder of Amazon, has his own rule for the right-sized teams: the team
should only be as big as can be fed with two pizzas. By normal standards,
that would suggest five to eight people on a team. Bezos is said to have fol-
lowed this guide when he created the innovative and decentralized start-up
that has grown into one of the most successful companies in the country.

When in doubt about the right size of your team, you can always fall
back on the “two-pizza rule.”

The ideal size, according to most management experts, falls within the
range of five to nine people. The reason the size is so important that it is the
focus of research studies has to do with processes and outcomes. Each
manager wishes his team were of the right size. Too few people and the
team may not have enough resources or skills. Too many people and com-
munication becomes more challenging. Groupthink and social loafing may
occur and negatively affect team performance. In one study, it was deter-
mined that teams with more than twelve people had greater conflict and
formed subgroups that disrupted the team cohesiveness.

Experts also agree that the optimal size of the team is driven by other
factors: what type of task the team will perform, what skills the team re-
quires to complete the task, and the time provided to complete the task.
Answers to those questions will often determine the best size for a team. If
the task, for example, is a sales function, then one individual may do most
of the work until the very end, when a finance and delivery/inventory
manager gets involved. One business may be fortunate to have four em-
ployees with multiple skill sets whereas another company would have to
include six or seven people to reach the same level of abilities. Finally, the
shorter the timeframe to complete the task, the fewer the people should be
on the team. Larger numbers increase complexity of communication and
administration.

Vocabulary
CJIOBO nepeBo
1 | complexity CII0KHOCTb
2 | timeframe BPEMEHHOM MPOMEKYTOK
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3 | expert JKCIepT

4 | require TpeOoBaTh

5 | conflict KOH(IUKT

6 | occur MIPOUCXOJIUTh

7 | innovative WHHOBAIIMOHHBIH
8 | provide 00ecIeunTh

Reading comprehension

1. Answer the questions

1. Do businesses have rules for the proper size of a team?

2. How big should the team be according to Jeff Bezos, CEO and
founder of Amazon?

3. What is the regular size of an ordinary team by normal standards?

4. When in doubt about the right size of your team, what can you do?

5. What is the reason the size is so important?

6. Why can communication become more challenging?

7. Which factors can negatively affect team performance?

8. What do teams with more than twelve people have?

9. Which factor is the optimal size of the team driven by?

10. What do larger numbers of the team members increase?

2. Complete the sentences

1. Basketball teams have ... players, football is played with ... members
on the field.

2. Businesses don’t have rules for the ... ... of a team.

3. By normal ... , that would suggest five to eight people on a team.

4. When in ... about the right size of your team, you can always ... ...
on the “two-pizza rule.”

5. The ... size, according to most management ... , falls within the ... of
five to nine people.

6. The reason the size is so important that it is the ... of research studies
has to do with ... and ... .

7. Groupthink and social ... may occur and negatively affect team ... .

8. In one study, it was ... that teams with more than twelve people had
greater ... and formed ... that disrupted the team cohesiveness.
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9. If the task is a sales function, then one ... may do most of the work
until the very end, when a ... and delivery/inventory manager gets involved.

10. The shorter the ... to complete the task, the fewer people should be
on the team.

Analyze

1. Match the words with their synonyms

1 | complexity a | need

2 | timeframe b | argument

3 | expert ¢ | happen

4 | require d | groundbreaking

5 | conflict e | equip

6 | occur f | comprehensiveness
7 | innovative g | deadline

8 | provide h | specialist

2. Give the English equivalents
1. cOXXKHOCTH OOLIEHUS U YTIPABIICHUS;
2. copMUpOBaTh NOATPYIIIIEI;
3. KoMaH1a BEPHOTO pa3Mepa;
4. co3gaBaTh MHHOBALIMOHHKII OM3HEC;
5. ycneuHble KOMaHIbl;
6. crienMaiKcT Mo yIpaBJIeHHUIO;

7. IOCTaTOYHO PECYPCOB U HABBIKOB,;

8. Oe3/IeNTbHNYAT;

9. BuATH HA () (HEKTUBHOCTH KOMAH/IBI;
10. HapymaTh 1EJI0CTHOCTh KOMaH/Ibl.

3. Prove the following statements

1. A lot of different factors can influence the team cohesiveness.

2. Experts claim that the optimal size of the team is driven by several
things.

3. Businesses don’t have rules for the proper size of a team.
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4. Match the words with their Russian equivalents

1 | loaf a | mpemyiaraTh

2 | cohesiveness b | pesynbrar

3 | outcome ¢ | CINIOYEHHOCTH

4 | multiple d | Ge3penpHUYATH

5 | timeframe e | 3aBepmiaTh

6 | complete f | ynpasnsiemblit

7 | driven by g | MHOTOYHUCIICHHBIH

8 | suggest h | mpomexxyTOK BpeMeHH

5. Put the words in the correct order

1. Seems/ there/ question/ to/ be/ no/ the/ about /size/ right /teams/of
/many.

2. Larger /increase/ communication/ numbers /complexity /of/ and
/administration.

3. When /in / doubt / right/ about/ the/ team/ size/ of / your/ can/ you
/fall/ always/ back/the/ on / “two-pizza rule.”

4. Size/ the/ optimal/ of/ is/ driven/ the team /several/ by/ factors.

5. Too/ challenging /many/and/ people /become/ communication /more.

6. Groupthink/ loafing / occur/ and/ negatively/ social/ may /and /affect /
performance /team.

7. Teams /with/people/ more/ had/ conflict / than/ twelve/ greater/ sub-
groups/ and formed /that /disrupted / team/the/cohesiveness.

8. Too/ people/and/have/ few /the /team /may/ not/ resources/ enough
/or /skills.

Grammar

The use of the verb wish indicates that the speaker wants reality to be
different. As in unreal conditionals, the use of a Past or Past Perfect tense
verb indicates that the situation is impossible or unlikely. The use of hope,
on the other hand, indicates that the speaker believes something is possible.

Wish can also be used with would to express a desire that someone do
something differently.
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Present Glenn wishes Monica liked to hike.

Past

Future

(but she doesn't)

She wishes she were taller.
(but she isn't)

She wishes she weren’t so short.
(but she is)

Leif wishes he could speak Japanese
fluently. (but he can't)

She wishes she had learned Spanish
when she was young. (but she didn't)

Anne wishes she hadn’t been out of the
office when the President called her
yesterday. (but she was)

Emily wishes she could have taken
ballet lessons last year when her friend
took them. (but she couldn't)

She wishes her husband would take her
dancing tonight. (he might, but he might
not)

Gwyneth wishes she would get an A in
Statistics. (she might, but she doesn't
know yet)

Sam wishes he could study Spanish in
Costa Rica next summer. (but he
believes he can't)

Henry wishes his friend were coming
to Seattle during the quarter break.
(but he isn't)
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BE = were

Past Perfect
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WISH + WOULD

Use wish ... would to Carl wishes Mary wouldn’t go shopping so often.
express dissatisfaction (Mary has a habit of going shopping a lot.)
or irritation because

somebody keeps on
doing something that
you don't like or an

Jon wishes Melinda wouldn’t leave her books in
the living room. (Melinda often leaves her books
in the living room.)

unpleasant  situation I wish you would stop making that noise. It is
persists. annoying me.

Jeremy wishes it would stop raining so he could
play basketball.

Study the examples. Pay attention to the translations.

I wish I had a job. XoTen 651 1 UMeTh paboTy.

I wish I could fly. Xoren ObI 51 yMETB J1€TaTh.

I wish I hadn't gone to that club. Jlyurie Ob1 51 He X0AMT B TOT KITyO0.

I wish I had followed your advice. Xanp, 9To s He ocIenOBaI TBOEMY
COBETY.

Exercise 1. Translate into Russian

0NN DN KW~

. I wish it stopped raining.

. I wish you could understand me.

. She wishes the exams were over.

. He wishes he were strong.

. He wished he hadn’t come.

. He wished everybody knew about his marriage.
. I wish you would take care of your car.

. I wish we had holidays now.

9.

We wished we had asked his advice.

10. Mother wished they had told her about that accident before.
11. I wish it were not too late.

12. He wished he had not left the university.

13. I wish I were free now.
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14. If only he came tonight!
15. If only it were the truth!

Exercise 2. Open the brackets

AW N =

year.

0 3 O\ W

.I'wish I... (live) in a warmer country. It is so cold here.

. If only I... (can, have) a dog.

. I wish you... (understand) the situation.

.If only I... (know) more about the people with whom I travelled last

. I wish my sister... (have) real friends.

.Iwish I... (be) older and wiser.

. If only the children... (can, participate) in this competition,
.I'wish I... (sleep) now.

9.

I wish I... (can, speak) English like Jane does.

10. I wish you... (stop) insulting people.

11. I wish you... (not, make) so much noise.

12. I wish people... (not, talk) in the cinema when other people watch
the film.

Exercise 3. Translate into English

0NN L KW~

. Xopo1mo OvI ceiidac ObLIO JIETO.

. XOTb OBI JOXIb IMTepECTal.

. EMy xoTenocs, 9To0bI BCE 3HAIM O €TI0 UyIeCHOM OTKPBITHH.
. MHe X0Tenoch, 4ToObI BCE MOU APY3bsl TPHUIILIH.

. ’Kaip, 9T0 BBI HE MOYKETE ITOHATH 3TOTO.

. ’Kanp, 9T0 OH 3HaeT 00 3TOM.

. OH mosxaien, 4To cKa3al eil mpaB1y.

. Kak s xainero, uto He caenan 3Toro!

Study the information

We can use the Third Conditional in Business English to talk about
‘impossible’ conditions, impossible because they are in the past and we
cannot change what has happened.
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Exercise 4. Translate the sentences. Pay attention to the use of the
Conditionals

1. If I had worked harder at school, I would have got better grades.

2. If I had had time, I would have gone to see him. But I didn’t have
time.

3. If we had bought that house, we would have had to rebuild the kitchen.

4. If we had caught the earlier train, we would have got there on time
but we were late.

Notice that the main clause can contain ‘would’, ‘could’ or ‘might.

Exercise 5. Translate the sentences. Pay attention to the use of the
Conditionals

1. If T had seen him at the meeting, I would have asked him. (But he
wasn’t there so [ didn’t.)

2. If I had seen him at the meeting, I could have asked him. ( But he
wasn’t there so it wasn’t possible.)

3. If I had seen him at the meeting, I might have asked him. (But I'm not
sure. Perhaps if the opportunity had arisen.)

4. If I had paid more attention in class, I would have understood the les-
son.

Also notice that sometimes the ‘if clause’ is implied rather than spoken.

Exercise 6. Translate the sentences. Pay attention to the use of the
Conditionals

1. I’d have done it. (“if you had asked me but you didn’t.”)

2. I wouldn’t have said that. (“if I’d been there.”)

3. He wouldn’t have let him get away with that. (“if he had tried that
with me.”)

Translate

1. Translate from Russian into English

1. OKcnepTsl MoNararoT, YTO ONTHUMAJIBHBIA pa3Mep KOMaHABI Ompere-
JISIETCSI LIENbIM PSIIOM (haKTOPOB.

2. Yem xopoue BpeMeHHBIE paMK{ Ha BBIOJHEHUE 3aJIaHUS, TEM MEHbB-
1I€ JII0JEH JOKHO OBITh B KOMaHIE.
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3. Komanmel, B KOTOPBIX OOJNbBIIE ABEHAIIATH YEJIOBEK, OOBIYHO (op-
MHUPYIOT BHYTPH ce0sl OATPYMIIBI, YTO pa3o0IlacT KOMaHIy U BIHUET Ha ee
3 PEeKTHBHOCTS.

4. Ecnu B KOMaHJIe CIMIIKOM MaJo JIOJIEH, TO 9TO MOXKET MOBIHSTh Ha
€€ PecypCHOCTb.

5. B Gonee KpymHBIX KOMaHIAX yCIOXHSETCS Mpolecc OOIMIEeHUs U aj-
MUHHCTPUPOBAHUSI.

6. B Ou3Hece OOBIYHO HE CYMIECTBYET CTPOTHX MPaBHI OTHOCHUTEIHHO
BEPHOT0 pa3Mepa KOMaHIbl.

2. Translate from English into Russian

1. The founder of Amazon Jeff Bezos has his own rule for the right-
sized teams.

2. Football is played with eleven members on the field while a bridge
team is made up of only two players.

3. Groupthink and social loafing may occur and negatively affect team
performance.

4. It was determined that teams with more than twelve people had great-
er conflict and formed subgroups that disrupted the team cohesiveness.

5. If the task of a team is a sales function, then one individual may do
most of the work until the very end, when a finance and delivery/inventory
manager gets involved.

6. One business may be fortunate to have four employees with multiple
skill sets whereas another company would have to include six or seven peo-
ple to reach the same level of abilities.

7. The shorter the timeframe to complete the task, the fewer the people
should be on the team.

8. Larger numbers increase complexity of communication and admin-
istration.

3. Read the text. Translate it from English into Russian

What is the Typical Team Size for a Software Development Project?

A lot of things about Scrum-based software development are set in
stone, such as the roles involved and the kinds of meetings teams must hold.
However, there are some things that can vary from project to project and
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company to company. One of those is team size. So, what factors influence
the optimal team size, and how do you determine the right size for your pro-
ject?

In the classical understanding of Scrum, there are three basic roles:

Product Owner

Scrum Master

Development Team

The product owner is a “connecting link” between the development
team and the client. The goal of the product owner is to guide the develop-
ment team toward creating the most valuable product possible to achieve the
client’s goals.

The scrum master is the servant-leader of the team. The goal of the
scrum master is to help the team maximize its effectiveness by removing
impediments, driving progress, educating and motivating the team, and
helping the product owner.

The development team consists of the specialists who carry out the de-
velopment activities on the product. According to the Scrum Guide, the de-
velopment team should possess the following qualities and characteristics:

Be self-organizing. Nobody, including the scrum master and the product
owner, can tell the team how to transform the product backlog into a work-
ing product.

Be multi-functional. Possess the necessary qualifications and experience
to produce a working product.

Be accountable. The whole team — not any individual team member — is
responsible for the work result.

Optimal Team Size

The recommended size of the team is around seven members, give or
take a couple depending on the nature of the project. According to the
Scrum guidelines, teams of larger sizes require too much effort for commu-
nication. Teams of smaller sizes may not have sufficient qualifications or
the capacity to complete work in a timely manner.

When forming a development team, it is important to consider the needs
of the team, and not just random numbers. Here are some factors to consider:

Cross functionality: The team should have the skill set to build the
product.
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Availability. Ideally, each team member is working on just one project
at a time.

Stability. The members of the team spend a significant amount of time
being a part of this team and must be reliable.

Diversity of reasoning and experience. A wide array of ideas, back-
grounds, beliefs, and life experiences might be useful to call into existence
creativity and versatility of approaches.

Psychological safety. The working environment within the team should
be favorable so that the team members are able to share ideas.

Equality in communication. Each team member should be able to speak
their mind and be heard.

Openness to new ideas and desire to learn. It may be tempting to in-
crease quality, capacity, and diversity of ideas by simply adding more peo-
ple to the team. But be careful: each member adds some productivity to the
team, but each member also increases the communication load. Here, a
well-known formula is applied: N (N —1) / 2.

This formula shows how many interactions there will be within teams of
various sizes. N refers to the number of people on the team. So, in a team of
5, there will be 10 interactions. This means 10 different combinations of
communication among the team members. In a team of 7 members, there
will be 21 interactions, and in a team of 9 members, there will be 36 interac-
tions.

As you see, an increase in team size from 5 to 7 members almost dou-
bles the communication load, which can have a negative impact on produc-
tivity after a certain point. When planning team size, be sure to take the
communication load into account.

To avoid this pitfall, understaffing the team initially with the intent of
growing it later may seem like a clever solution. But before you go that route,
consider Brooks’s Law, an observation about software project management
that warns, "Adding manpower to a late software project makes it later."

When new members are added, the team inevitably puts effort into
bringing them up to speed, briefing them on the progress, goals, approaches,
and nuances of the project. The team members invest their time into sharing
knowledge and synching with the new arrival, showing how the work is or-
ganized. And all that time not spent developing the project means the work
is slowed down, overall.
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Brooks’s law does not mean that team should not grow, but growth does
not happen fast. If there is a decision to grow, a part of productivity will be
used to scale up.

In short, there is no “right” team size for a software development pro-
ject. Instead, it’s up to each product owner and scrum master to carefully
weigh the needs of the project versus the abilities and temperaments of their
available developers and put together the right — and right sized — team for
the job.

Speaking

1. Make the plan of the text above and retell it.

Lesson 4. THE BELBIN MODEL. WHAT IS A TEAM ROLE?

Preview

Answer the questions. Then talk about your answers.

1. What do you know about the Belbin Model of Teamwork?
2. How many roles are there in a team?

3. What are the types of behavior that can be seen in a team?
4. What role would you like to have in a team?

Reading
Read and translate the text

The Belbin Model. What is a Team Role?

A Belbin '"Team Role' is one of nine clusters of behavioral attributes
identified by Dr Meredith Belbin's research at Henley as being effective in
order to facilitate team progress.

"The types of behavior in which people engage are infinite. But the
range of useful behaviors, which make an effective contribution to team
performance, is finite. These behaviors could be grouped into a set number
of related clusters to which the term ‘Team Role’ is applied.”
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(Meredith Belbin | Taken from: Team Roles at Work)

The research indicated that the most successful teams were made up of a
diverse mix of behaviors. Each team needs access to each of the nine Belbin
Team Role behaviors to become a high-performing team.

What are the nine Belbin Team Roles?

The nine Belbin Team Roles are: Resource Investigator, Team Worker
and Coordinator (the Social roles); Plant, Monitor Evaluator and Specialist
(the Thinking roles), and Shaper, Implementer and Completer Finisher (the
Action or Task roles).

Resource Investigator

Uses their inquisitive nature to find ideas to bring back to the team.

Strengths: Outgoing, enthusiastic. Explores opportunities and develops
contacts.

Allowable weaknesses: Might be over-optimistic, and can lose interest
once the initial enthusiasm has passed.

Don't be surprised to find that: They might forget to follow up on a
lead.

Team Worker
Helps the team to gel, using their versatility to identify the work re-
quired and complete it on behalf of the team.
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Strengths: Co-operative, perceptive and diplomatic. Listens and averts
friction.

Allowable weaknesses: Can be indecisive in crunch situations and
tends to avoid confrontation.

Don't be surprised to find that: They might be hesitant to make un-
popular decisions.

Coordinator

Needed to focus on the team's objectives, draw out team members and
delegate work appropriately.

Strengths: Mature, confident, identifies talent. Clarifies goals.

Allowable weaknesses: Can be seen as manipulative and might offload
their own share of the work.

Don't be surprised to find that: They might over-delegate, leaving
themselves little work to do.

Plant

Tends to be highly creative and good at solving problems in unconven-
tional ways.

Strengths: Creative, imaginative, free-thinking, generates ideas and
solves difficult problems.

Allowable weaknesses: Might ignore incidentals, and may be too pre-
occupied to communicate effectively.
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Don't be surprised to find that: They could be absent-minded or for-
getful.

Monitor Evaluator

Provides a logical eye, making impartial judgments where required and
weighs up the team's options in a dispassionate way.

Strengths: Sober, strategic and discerning. Sees all options and judges
accurately.

Allowable weaknesses: Sometimes lacks the drive and ability to inspire
others and can be overly critical.

Don't be surprised to find that: They could be slow to come to deci-
sions.

Specialist

Brings in-depth knowledge of a key area to the team.

Strengths: Single-minded, self-starting and dedicated. They provide
specialist knowledge and skills.

Allowable weaknesses: Tends to contribute on a narrow front and can
dwell on the technicalities.

Don't be surprised to find that: They overload you with information.
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Shaper

Provides the necessary drive to ensure that the team keeps moving and
does not lose focus or momentum.

Strengths: Challenging, dynamic, thrives on pressure. Has the drive and
courage to overcome obstacles.

Allowable weaknesses: Can be prone to provocation, and may some-
times offend people's feelings.

Don't be surprised to find that: They could risk becoming aggressive
and bad-humored in their attempts to get things done.

Implementer

Needed to plan a workable strategy and carry it out as efficiently as pos-
sible.

Strengths: Practical, reliable, efficient. Turns ideas into actions and or-
ganizes work that needs to be done.

Allowable weaknesses: Can be a bit inflexible and slow to respond to
new possibilities.

Don't be surprised to find that: They might be slow to relinquish their
plans in favor of positive changes.
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Completer Finisher

Most effectively used at the end of tasks to polish and scrutinize the
work for errors, subjecting it to the highest standards of quality control.

Strengths: Painstaking, conscientious, anxious. Searches out errors.
Polishes and perfects.

Allowable weaknesses: Can be inclined to worry unduly, and reluctant
to delegate.

Don't be surprised to find that: They could be accused of taking their
perfectionism to extremes.

Do you need nine people in a team, each with a strength in each
Belbin Team Role?

Although there are nine Belbin Team Roles, this doesn't mean that every
team requires nine people. Most people will have two or three Belbin Team
Roles that they are most comfortable with, and this can change over
time. Each Belbin Team Role has strengths and weaknesses, and each role
has equal importance.

Are all Team Roles needed at all times?

It's not always necessary to have all Team Roles working simultaneous-
ly. It is important to look first at the team objectives, and then work out
which tasks need to be undertaken. Once this has been done, discussions can
take place regarding how and when each Belbin Team Role behavior should
be utilized.

Using Belbin can give individuals a greater understanding of their
strengths, which leads to more effective communication in the team. Man-
agers can put together great teams, enhance the performance of existing
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ones, and ensure that everyone feels that they are making a difference in the
workplace.

Make the glossary to the text

CJIOBO nepeBos
1 | cluster
2 | behavioral attribute
3 | to facilitate
4 | infinite
5 | indicate
6 | adiverse mix
7 | ahigh-performing team
8 | Specialist
9 | Shaper
10 | Coordinator
11 | Implementer
12 | Completer Finisher
13 | Monitor Evaluator
14 | Team Worker
15 | Plant
16 | Resource Investigator
17 | inquisitive
18 | outgoing
19 | to follow up on a lead
20 | to gel
21 | versatility
22 | perceptive
23 | on behalf of the team
24 | to avert friction
25 | crunch situations
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26

hesitant

27

incidentals

28

preoccupied

29

to thrive on pressure

30

to relinquish

Reading comprehension

1. Answer the questions:
1. What are the nine Belbin Team Roles?
2. What roles are considered to be the social ones in Belbin Team

Roles?

3. What roles are considered to be the intellectual ones in Belbin Team

Roles?

4. What roles are considered to be the action ones in Belbin Team

Roles?

5. What are the positive characteristics of a Resource Investigator?
6. What weaknesses can a Resource Investigator possess?

7. What are the positive characteristics of a Team Worker?

8. What weaknesses can a Team Worker possess?

9. What are the positive characteristics of a Coordinator?

10. What weaknesses can a Coordinator possess?

11. What are the positive characteristics of a Plant?

12. What weaknesses can a Plant possess?

13. What does the Monitor Evaluator do in a team?

14. What qualities of a Monitor Evaluator can surprise people?

15. Why is a Specialist so unique?

16. What cannot a Specialist do?

17. What are the duties of an Implementer?

18. What are the weaknesses an Implementer possesses?

19. What traits of character make a person able to perform the task of a

Completer Finisher?
20. What can a Completer Finisher be accused of?
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Analyze

1. Match the words with their Russian equivalents

inquisitive 3IPaBOMBICIIAIITAN

persistent HETHOKMit

conscientious OECITOKOMHBIN

anxious CO3HATEIIbHBII

inclined JIF0003HATEIBHBIA

reluctant YHOPHBIN

inflexible CKJIOHHBIH

=ee (e Qe |T e
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sober HEOXOTHBIN

. Give the English equivalents
. TyIa KOMaH[Ibl;

. KOOpANHATOP;

. TeHEpaTop UAeH;

. QHAJIUTHK;

. ICCIIEI0BATEIh PECYPCOB;

. CTpaTer-aHaJIUTHK;

. KOHTpOJIEP;

. CTICIIHAJIUCT;

. peanusarop.

O 0N N W~ N

3. Prove the following statements

1. It's not always necessary to have all Team Roles working simultane-
ously.

2. Using Belbin can give individuals a greater understanding of their
strengths.

3. Each role has an equal importance.

Translate

1. Translate from English into Russian
1. The types of behavior in which people engage are infinite.
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2. The range of useful behaviors, which make an effective contribution
to team performance, is finite.

3. Behaviors can be grouped into a set number of related clusters to
which the term ‘Team Role’ is applied.

4. The most successful teams are made up of a diverse mix of behaviors.

5. Resource Investigators use their inquisitive nature to find ideas to
bring back to the team.

6. A Team Worker can be indecisive in crunch situations and tends to
avoid confrontation.

7. A Coordinator needs to focus on the team's objectives, draws out
team members and delegates work appropriately.

8. An Implementer needs to plan a workable strategy and carry it out as
efficiently as possible.

9. A Monitor Evaluator provides a logical eye, making impartial judg-
ments where required and weighs up the team's options in a dispassionate
way.

10. Implementers might be slow to relinquish their plans in favor of pos-
itive changes.

11. A Completer Finisher is most effectively used at the end of tasks to
polish and scrutinize the work for errors, subjecting it to the highest stand-
ards of quality control.

12. They can be accused of taking their perfectionism to extremes.

2. Translate the text from English into Russian

The 5 Stages of Team Development

Remote marketing teams have become more common, but unlike “tradi-
tional” teams that work in the same physical space, team leaders have the
added responsibility of being more proactive and strategic about how they
manage their teams. Understanding the five stages of team development
enables you to get teams started, resolve conflicts more smoothly, share in-
formation effectively, achieve top results, and then review outcomes to keep
finding ways to improve.

It’s one thing to assemble a group of high-performing remote marketers
and another to get them to work together as a cohesive whole — especially
when they’re all behind computer screens in different time zones. When
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your marketing team is remote, you can hire the most talented people re-
gardless of where they’re located geographically. But you have to find a
way to make sure team members are aligned and on the same page. All
teams develop according to some natural patterns and using that knowledge,
you can offer some guidance to build the kind of team that communicates
well and finds better ways to collaborate and achieve the goals you’ve es-
tablished. Here’s what you need to know.

3. Translate the text from English into Russian

Team Development Stages

As a way to improve teamwork and help companies become more effi-
cient, researcher Bruce Wayne Tuckman published “Tuckman’s Stages” in
1965. It talked about the four stages of development all teams move through
over time: forming, storming, norming, and performing.

In 1977, Tuckman and doctoral student Mary Ann Jensen added a fifth
stage called adjourning to make it the “five stages of team development.”

Here’s how each stage works:

e Forming: This is where team members first meet. It’s important for
team leaders to facilitate the introductions and highlight each person’s skills
and background. Team members are also given project details and the op-
portunity to organize their responsibilities.

e Storming: At this stage, team members openly share ideas and use
this as an opportunity to stand out and be accepted by their peers. Team
leaders help teams in this stage by having a plan in place to manage compe-
tition among team members, make communication easier, and make sure
projects stay on track.

e Norming: By now, teams have figured out how to work together.
There’s no more internal competition, and responsibilities and goals are
clear. Each person works more efficiently because he or she has learned
how to share their ideas and listen to feedback while working toward a
common goal.

e Performing: There’s a high level of cohesion and trust between team
members. Teams are functioning at peak efficiency with less oversight from
team leaders. Issues still come up, but at this point, teams have strategies for
resolving problems without compromising timelines and progress.
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¢ Adjourning: Teams complete their project and debrief on what went
well and what could be improved for future projects. Afterwards, team
members move on to new projects. Now let’s look at how to use this model
to amplify the strengths within your remote marketing team so that projects
are successful and completed on time.

4. Translate the text from English into Russian

Getting Projects Started

Marketing is a collaborative task that requires different people with dif-
ferent expertise. There’s also a ton of background context in marketing—
previous campaigns, style guides, brand guides, and more. Making sure
your new hires have quick access to everything they need to get up to speed
is essential to success with a remote marketing team. That’s why a company
like Buffer, a social media management tool, makes information easily
available for team members no matter where they work. They experimented
with a lot of tools to find the right fit for them, but now they have exactly
what they need. Carefully planning each phase of a project helps team
members understand their role within the team and what’s expected of them.
For example, when you start a new project, your lists of tasks could include
the following:

e A team intro meeting. Let’s say your team is working on a project to
make it easier for users to navigate your product. You’ll need a copywriter
for your content, an analyst to track and interpret the data you collect, a de-
signer for website and app updates, and possibly a product manager. Have
an all-hands meeting to introduce all of these players, including remote team
members (virtually), so everyone knows where to go for answers. Make
sure you schedule the meeting at a time that’s as close to business hours as
possible in each time zone. You don’t want one member to have to wake up
at 3 a.m. in order to be included. This is also a good time to clarify which
times zones everyone works in so people don’t have to wait an entire day
for an answer to important questions.

o A skill-set review. It’s one thing for each team member to have a
role. It’s quite another for team members to understand what specific re-
sponsibilities each person has and how that fits into the larger picture. Full
knowledge of the skills that everyone brings to the table, like development,
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web design, marketing, or product knowledge. This background will help
the team solve problems faster and get the right information to the correct
person on the first try.

e A project and outcomes overview: People need to know what’s ex-
pected and how they fit into the big picture. Explain what’s expected at in-
termediate deadlines, such as when you need to capture and analyze new
user data, when to run A/B tests, or when to do a soft launch to test updates.

e A project timeline: Finally, let team members know how much time
they have to work on the project, and make this timeline accessible to eve-
ryone. Break the project into smaller parts and assign timelines to each one.
For example, the research stage might take a week or two, while updates to
the interface take a month. Be clear on what needs to be accomplished at
each checkpoint.

Speaking

1. Speak about the peculiar features of managing remote marketing
teams

a) enumerate the 5 stages of team development;

b) tell how the forming stage works;

c¢) explain what happens during the storming stage;

d) say a few words about the norming period;

e) describe the performing stage;

f) dwell on the adjourning period.

2. Speak about starting new projects

a) explain what a team intro is;

b) say a few words about a skill-set review;

c) speak about a project and outcomes review;
d) tell what a project timeline is.

3. Work in groups of four. You have to organize a corporate event
a) decide what you do before the event;

b) discuss what roles you have in your team and what roles you lack;
¢) discuss who will perform each task you have listed.



Module 2. INTERCULTURAL AWARENESS

Lesson 1. Intercultural Understanding.
Lesson 2. Etiquette.

Lesson 1. INTERCULTURAL UNDERSTANDING
Preview

Answer the questions. Then talk about your answers.

1. What is international communication?

2. What stereotypes about different nations do you know?

3. Why do you think it is important to make a favorable impression on a
person you meet for the first time?

4. Have you ever tasted unusual food? What was it?

Reading

Read and translate the text

Intercultural Understanding

There was a time when intercultural understanding was a nicety, a luxu-
ry for the idle rich. Now the world has changed dramatically. To survive in
international communication we must be able to understand more about oth-
er countries, other cultures, and other ways of doing business. Here are
some tips for this.

First of all never generalize. People can’t be stereotyped. Even though
they look alike, speak the same language, eat similar food, practice the same
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religion and live in the same country, each and every person you meet will
be different. Consideration and respect are the qualities you most need to be
a successful internationalist. Consideration means you must observe what
the local people are doing, ask whenever communication or expected behav-
ior is unclear, listen actively and write down what you hear.

The first impression you produce is very powerful. A good first impres-
sion creates the expectation of a positive relationship. A bad first impres-
sion, on the other hand, can be overcome only with a lot of work over a long
period of time — and sometimes we don’t get that chance!

Be careful with names and titles. For Europeans, a person’s name and ti-
tle express or imply a wealth of information about family history, education,
profession, reputation and personal achievement.

Language and body language are a great gift. It is your initial act of
sharing yourself.

It is the best way to win friends for yourself, your country and your
company. To learn another language is the greatest of compliments and you
will be richly rewarded.

Be careful about touching. We all know the Italians, Greeks and Spanish
are touchers. The English and Scandinavians are non-touchers. Touching is
a behavior reserved for friends and family members in almost all cultures.
People generally do not touch or want to be touched by strangers, people
they meet occasionally, new business associates or new acquaintances.

Food — how you eat it and how you react to it —is essential to the art of
diplomacy. Your behavior at the table also is one of the quickest ways to
make or lose foreign friends. When your hosts offer you food that’s local
delicacy or national specialty, they are offering you a sample of their culture
as well as their friendship.

One more important thing is the way you dress. Europeans make judg-
ments based on appearance and clothing. How you dress is seen as an indi-
cator of your personality and social status.

Vocabulary
CIIOBO epeBo.
1 | intercultural MEXKYJIBTYpPHBIN
to generalize 0000mIaTh
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3 | luxury POCKOIIH

4 | consideration MTOHUMaHUe

5 | expectations OXKUJAHUS

6 | to imply oJipa3yMeBaTh
7 | associate accoIMUPOBaTh
8 | essential OCHOBHOM

9 | to overcome MPeoJIoJIeBaTh
10 | to share IEITUTHCSA

11 | initial M3HAYAITbHBINA

Reading comprehension

Answer the questions

. What is essential to survive in the world now?

. Why should people not generalize?

. What does consideration mean?

. What does the first impression create?

. What does a person’s name imply for Europeans?

. What is the initial act of sharing yourself?

. What nations are considered non-touchers?

. What is important for the art of diplomacy?

. Is the way people are dressed important for Europeans?

O 0 1O\ W bW —

Complete the sentences

1. There was a time when ... understanding was a nicety.

2. Now the world ... dramatically.

3. Consideration and respect are the qualities you most need to be a suc-
cessful ... .

4. A ... creates the expectation of a positive relationship.

5. To learn another language is the greatest of ... .

6. Touching is a behavior reserved for... in almost all cultures.

7. Your ... at the table also is one of the quickest ways to make or lose
foreign friends.

8. How you dress is seen as an ... and social status.
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Analyze

1. Match the words with their Russian equivalents
1 | associate a | oOpasen
2 | relationship b | map
3 | imply ¢ | moapasyMeBaTh
4 | sample d | xomnera
5 | toreact e | oOmieHue
6 | gift f | BHEMIHOCTH
7 | national specialty g | pearupoBarb
8 | communication h | mpeomonerats
9 | to overcome i | oTHOmIEHHE
10 | appearance j | HanmoHampHOE OIFOI0

A

R R R

Give the English equivalents
WCIIOBEIOBATH OOIIYIO BEPY;
Ha0JII0/1aTh;

Ooratast ”HGOpMAaIHs;
JMYHOE JIOCTIDKECHUE;

. CKaH/IMHAaBBbI,

HCKYCCTBO AUIIOMAaTHH;
3HAaKOMBIH;

CYJUTh;

COLIMAJIbHBIN CTaTyC.

Prove the following statements
People cannot be stereotyped.
The first impression you produce is very powerful.

. Names and titles are very important.

You must be careful about touching.
Food is essential to the art of diplomacy.
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4. Match the following English words with their synonyms

1| tip a | regional

2 | delicacy b | completely

3 | survive ¢ | label

4 | reward d | advice

5 | local e | compensate

6 | dramatically f | feast

7 | title g | praise

8 | compliment h | continue to live
5. Put the words in the correct word order
1. Has /changed / now / dramatically / the world .
2. Different / and / person / every / will / be / each / you /meet .
3. Write / actively / and / hear / down / what you / listen .
4. Don’t /get / sometimes / chance / we / that .
5. Way / the /best/ friends/ it /is/ for you/ to win .
6. Scandinavians / are/ and / non-touchers / the /English .

7. You / their / friendship / their /culture/ as well as/ are offering/ they/ a
sample/ of.
8. Thing / is / the /way / one /more / dress / important / you.

Translate

1. Translate from Russian into English

1. MeXKyJIbTypHOE B3aMMOIIOHUMAaHHE CTAJI0 HEOOXOJUMBIM, TMTOCKOIb-
Ky MHp KapAWHAJIbHO U3MEHUIICS.

2. JIromu OXOTHO BEPSIT CTEPEOTUIIAM O JAPYTHUX HAIMSIX M OMPOBEPTaroT
CTEPEOTHIIBI O CBOEM COOCTBEHHOM HApOJIE.

3. Ecnu BBI He 3HaeTe Kak BeCTH cels B UyKoil cTpaHe — moHaOmonaire
32 MECTHBIMH JKUTEISIMH.

4. CymiecTByeT MHOXECTBO ITOTOBOPOK O Ba)KHOCTH IIEPBOrO BIIEYaT-
JICHHUS.
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5. HemIipl 04eHb TpEmeTHO OTHOCATCS K YMOTPeOJISHHUIO 3BaHHUS C UMe-
HEM COOCTBEHHBIM — JUJIsl HUX 3TO MOKa3aTellb CTaTyca U JOCTIKEHUH Yeno-
BeEKa.

6. CymecTBYIOT cIielMabHbIE KYpChl, 00YYaloIie BIAJCHUIO S3BIKOM
Tena.

7. TpyaHO cKa3aTh, SBISIOTCSA U PYCCKUE HAIUEH, KOTOpas CUUTaeT
MIPUEMJIEMBIM YaCThIC IPUKOCHOBCHUA.

8. OTkazaThCsi MOMpPOOOBATH MECTHBIM JETUKATEC — 3HAYUT HAHECTH
00Uy, KOTOPYIO HENETKO 3a0BITh.

2. Translate from English into Russian

Manners

The manners appeared for a practical purpose. For example, when two
men met, they extended their right hands —and eventually shook them —to
show that they were not carrying weapons. A handshake served as a display
of friendship, or at least to demonstrate a lack of hostility.

The manners used in much of the Western world have common ante-
cedents; they have evolved in different ways in different places.

These are some general ones:

-Quiet, modest behavior is always appreciated.

-Never meet, greet or talk to someone with your hands in your pockets.

-Humor is very local. It is best to avoid “telling a joke”.

-Do not chew gum in public.

-Always use “please” and “thank you” —in the local language if possible.

-Never put your feet on furniture.

-Do not eat while walking in the streets.

-Show respect for others'habits and customs.

-Do not talk about money —yours or theirs.

-Do not point or beckon with your index finger.

-Do not ask for a tour of someone’s home.

-Never wander uninvited into the “private” rooms of someone’s home.

-Respect the privacy and dignity of others at all times; when in doubt,
put yourself in their place.
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Some good topics of conversation

-Food and wine

-Art and music

-Sports

-Cars

-Politics (ask questions but never make a judgmental statement about
their political system or a particular politician)

Do not discuss
-Salary

-Where someone lives
-Marital status
-Educational level

Smoking etiquette

Never smoke at any place at any time without asking permission of your
host, other guests, office colleagues, restaurant personnel, or anyone present
who might object to sharing the environment with a smoker.

3. Read the text. Translate from English into Russian

Why is Intercultural Awareness so Important?
Communication

There is nothing more important in today’s business environment. If you
want to create and protect good international relationships, there is one thing
you need: intercultural communication skills. So, what exactly are they?

Almost all large companies today are active in an international envi-
ronment. Service providers, customers, business partners and colleagues
communicate in different languages and are all coming from different cul-
tural backgrounds.

The term “culture” itself is hard to define sometimes. The Oxford Eng-
lish Dictionary defines it as, “the ideas, customs, and social behavior of a
particular people or society; the attitudes and behavior characteristic of a
particular social group”.

59



But what does this mean for your interactions with other people? Simply
put, it’s about “how we do things around here”. This pretty unhelpful phrase
is a good demonstration of how hard it can be for people from different cul-
tures to truly understand each other and work together. They may have a
completely different idea of “how we do things around here”. This becomes
clear from the outset with the way cultures great each other and extends to
tipping, taxes and religious customs.

Cultural differences are especially clear when it comes to punctuality.
If a southern European business partner is late to a meeting, this is not a sign
of any lack of appreciation or respect. If, however, you are in Japan and turn
up to a meeting even one minute late, this is a serious affront that will not be
swiftly forgotten. It is possible to avoid the misunderstandings brought
about by these situations if you are aware of the cultural background of who
you are dealing with. Easier said than done...

4. Read the text. Translate from English into Russian

What Stands in the Way of Intercultural Understanding?

It is only natural to see the world from your own perspective. And it is
only human to make generalizations based on your own experience. How-
ever, these tendencies lead to the following phenomena, which make inter-
cultural understanding harder:

a) ethnocentrism: the belief that your own culture is somehow better or
right;

b) prejudice: unfounded opinions of others;

c) stereotyping: extreme generalizations about groups of people with no
regard for the individual.

As an American, [ can understand this point of view only too well. The
USA often looks at the rest of the world with a feeling of superiority. The
negative effect this has on the USA’s relationship with other cultures is all
too evident on the world stage. Even in the relationship between the United
Kingdom and Europe, you can see that such a singular inward focus has a
terrible effect on cooperation.

Stereotypes are not always negative. Germans are known to be punctual,
disciplined, direct and hard-working. But these same Germans are also
known to be unfriendly, inflexible and humorless. Why do Germans come
across like this?
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5. Read the text. Translate from English into Russian

Low-context vs. High-context Cultures

In anthropology, you can compare cultures according to how important
the context surrounding linguistic interaction is. In low-context cultures,
people communicate very explicitly. As you might have guessed, Germany
is well within this category. In Scandinavia and Anglo-Saxon countries too,
expressions are understood without a lot of cultural context. In Africa, Asia
and the Middle East, it is more necessary to have an understanding of the
culture in order to communicate effectively. An interlocutor must pay atten-
tion to tone, body language and context to correctly interpret a message.
Edward T. Hall has a great example; he asked people from a variety of cul-
tures if they could complete a certain exercise by the next day. From their
answers, you can see how important intercultural understanding is in an in-
ternational context:

e Germany: “Yes” = Yes
USA: “Yes, I’ll do my best = Probably
Japan: “I’ll do my best” = Probably not
Japan: “Yes, I’ll do my best = Probably
China: “Yes” = Maybe
Russia: “No” = Maybe

So, for Germans it can be very hard to communicate with people from
high-context cultures, and vice versa.

6. Read the text. Translate from English into Russian

Rules for Better Intercultural Communication

So far, so much theory. How do you actually manage to improve your
intercultural behavior? The most important foundation is just acknowledg-
ing that your own road is not the only one or the right one. It takes a lot of
practice and experience, because cultures are very complex. There are some
ground rules that you can follow to avoid blunders and leave a good impres-
sion on international partners.

1. Be open to new things: contact with other cultures is an experience
full of surprises. Make the most of it!

2. Be prepared: with a bit of research you can avoid the most common
missteps.
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3. Learn the language: even just a couple of polite phrases can go a long
way.

4. Learning through imitation: if you’re not sure, take a step back and
observe.

Speaking

1. Speak about communication in business environment nowadays.
2. Speak about low-context vs. high-context cultures.
3. Speak about the rules for better intercultural communication.

Lesson 2. ETIQUETTE

Etiquette
Preview

Answer the questions. Then talk about your answers.

1. Have you ever made a business trip abroad?

2. Do you think knowing English is enough to have business with for-
eigners?

3. What do you know about customs of different countries?

4. What countries do you think have the strictest rules of etiquette: east-
ern or western?

5. What is the main topic of conversation between strangers in Russia?

Reading
Read and translate the text

International Etiquette

Travelling to all corners of the world gets easier and easier. We live in a
global village, but how well do we know and understand each other? Here is
a simple test. Imagine you have arranged a meeting at four oclock. What
time should you expect your foreign business colleagues to arrive? If they
are German, they’ll bang on time.

If they are American, they’ll probablyl5 minutes early. If they are Brit-
ish, they’ll be 15 minutes late, and you should allow up to an hour for the
Italians.
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When the first books giving advice on international etiquette appeared,
the British thought this was a joke, because they assumed that the under-
standing of their language meant a corresponding understanding of English
customs. Very soon they realized that they had a lot to learn about how to
behave with their foreign business friends. And here are some examples:

The British are happy to have a business lunch and discuss business
matters with a drink during the meal; the Japanese prefer not to work while
eating. Lunch is a time to relax and get to know one another, and they rarely
drink at lunchtime. The Germans like to talk business before dinner, the
French like to eat first and talk afterwards.

Taking off your jacket and rolling up your sleeves is a sign of getting
down to work in Britain and Holland, but in Germany people regard it as
taking it easy.

The Japanese have perhaps the strictest rules of social and business be-
havior.

Seniority is very important, and a younger man should never be sent to
complete a business deal with an older Japanese man.

You should not expect the Japanese to shake hands when greeting
someone. Bowing the head is a mark of respect and the first bow of the day
should be lower than when you meet thereafter.

The Americans prefer to be casual and more informal than the Japanese,
as illustrated by the universal “Have a nice day!” The British are cool and
reserved. The great topic of conversation between strangers in Britain is the
weather — unemotional and impersonal. In America, the main topic between
strangers is the search to find a geographical link. “You really live in Ohio?
I had an uncle who once worked there”.

Vocabulary
CJIOBO nepeBos
1 | etiquette ITHKET
2 | rarely peaxo
3 | matter JIeno
4 | regard paccmarpuBaTh
5 | behavior TOBEJICHUE
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6 | reserved CIepKaHHBIHA

7 | conversation Oecena

8 | casual IIOBCEIHCBHEIN
9 | link CBSI3b

10 | arrange yCTpauBaTh

11 | colleague KoJutera

Reading comprehension

Answer the questions

1. If you have arranged a meeting at four o’clock, what time should you
expect your German business colleagues to arrive?

2. If you have arranged a meeting at four o’clock, what time should you
expect your American business colleagues to arrive?

3. If you have arranged a meeting at four o’clock, what time should you
expect your British business colleagues to arrive?

4. Are the British happy to have a business lunch and discuss business
matters with a drink during the meal?

5. Do the Japanese prefer to work while eating?

6. What is lunch for the Japanese?

7. Do the Germans like to talk business after dinner?

8. Do the French like to talk first and eat afterwards?

9. What nation has the strictest rules of social and business behavior?

10. Which nation is considered to be reserved?

Analyze

1. Complete the sentences

1. When the first books giving advice on international etiquette ap-
peared, the British thought this was a joke, because they ... that the under-
standing of their language meant a ... understanding of English customs.

2. Very soon they realized that they had a lot to learn about ... ... ...
with their foreign business friends.

3. The British are happy to have a business lunch and discuss ... ... with
a drink during the meal.

4. The Japanese ... not to work while eating.
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5. Lunch is a time ... ... and get to know one another, and they ...drink
at lunchtime.

6. The Germans like ... ... ... before dinner, the French like to eat first
and talk afterwards.

7. Taking off your jacket and rolling up your sleeves is a sign of ... ...
to work in Britain and Holland, but in Germany people ... it as taking it
easy.

8. The Japanese have perhaps the ... rules of ... and business ... .

9.... is very important, and a younger man should never be sent to ... a
business deal with an older Japanese man.

10. The Americans prefer to be ... and more ... than the Japanese.

2. Choose the correct word or word combination

1. If you arranged a meeting with your German business colleagues,
they will probably ...

a) be 15 minutes early

b) bang on time

c¢) be 15 minutes late

2. When the first books giving advice on international etiquette ap-
peared, the ... thought this was a joke.

a) British

b) Japanese

¢) Americans

3. The Japanese prefer not to ... while eating.

a) laugh

b) talk

¢) work

4. A younger man should never be sent to ... a business deal with an
older Japanese man.

a) discuss

b) start

¢) complete

5. The first ... of the day should be lower than when you meet thereafter.

a) bow

b) kiss

¢) hug
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6. The British are cool and ... .

a) reserved

b) strict

¢) pleasant

7. In America, the main topic between strangers is the ... .
a) weather

b) geographical link

¢) political situation

. Give the English equivalents

. OpraHU30BaTh BCTPEUY;

. COBETHI TI0 MEXIYHAPOAHOMY 3THKETY;
. TOHUMAaHUE aHTTIMHCKUX 00bIYacB;

. BecTH ce0s IPaBIIILHO;

. 00cyXIaTh Jiena Ou3Heca 3a 00e70M;

. IPUCTYTHTH K paboTe;

. paccimabuThes ;

. BbI HC JOJI?KHBI OKUJaTh,

. “Xopomero axa!”.

O 01N DN~ W — W

4. Prove the following statements

1.The Japanese have perhaps the strictest rules of social and business
behavior.

2.The Germans are very punctual and businesslike.

3.The Americans are very sociable.

5. Match the following English words with their definitions

1 | colleagues a | seldom, not often
2 | strict b | discussion

3 | arrange ¢ | think, expect

4 | etiquette d | organize

5 | assume e | co-workers

6 | conversation f | severe, tough

7 | similar g | like, analogous

8 | rarely h | code, protocol




6. Match the words with their Russian equivalents

1 | corresponding a | HE3HAKOMIIBI

2 | customs b | oOpryan

3 | international etiquette ¢ | MEXJIyHApOJIHBIA ITUKET

4 | business deal d | cooTBeTCTBYIOIIMIA

5 | strangers e | crenka

6 | business matters f | crapmmHCTBO

7 | rarely g | NOSBUTHCS KaK pa3 BOBpEMsI

8 | bang on time h | penxo

9 | informal i | mema OmsHeca

10 | seniority j | HENIpUHYXIEHHBIN
Translate

1. Translate from Russian into English

1. Ha xakoe Bpemst Bbl Ha3Haumnmm BcTpedy ¢ 3apyOeKHBIMH KOJUIETaMH
o 6m3Hecy?

2. [lpeanonaraercs, 4YTO BBICOKOKBATHM(HLIUPOBAHHBIE HHKEHEPHI
JIOJDKHBI UIMETh COOTBETCTBYIOIINE 3HAHUS (PU3UKU U MaTEMATHKH.

3. OHM cOBceM He 3HAIOT KaK BECTH ceOsl C KoJuleraMu U3 aprUKaHCKUX
CTpaH.

4. B EBpome moau peaxo MbIOT aJIKOTOJbHbIE HANUTKA B JTHEBHOE
BpeMmsI.

5. ITocne monTux BBIXOTHBIX OYEHB TSHKEJIO MPUCTYTHTH K padoTe.

6. B BOCTOYHBIX cTpaHaxX CTapIIMHCTBO UMEET OOJBIIOE 3HAUYEHHE.

7. [IpaBuna cOUMaNbHOTO MOBENCHUS JOKHBI BOCIIUTHIBATHECS B PEOCH-
K€ C paHHETo BO3pacTa.

8. MHoro JeT Ha3aja aMepuKaHCKas HENpPUHYKJIEHHOCTb B NOBEACHUU
IIOKHPOBAJia CIePKaHHBIX OPUTAHIIEB.

2. Translate from English into Russian

1. In France you shouldn’t sit down in a café until you’ve shaken hands
with everyone you know.

2. In Afghanistan you should spend at least five minutes saying hello.

3. In Pakistan you mustn’t wink. It is offensive.
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4. In the Middle East you must never use the left hand for greeting, eat-
ing, drinking or smoking.

5. Also, you should take care not to admire anything in your hosts’
home.

6. They will think that they have to give it to you.

7. In Russia you must match your hosts drink for drink or they will think
you are unfriendly.

8. In Thailand you should clasp your hands together and lower your
head and eyes when you greet someone.

9. In America you should eat your hamburger with both hands and as
quickly as possible.

10. You shouldn’t try to have a conversation until it is eaten.

3. Translate the text into Russian

Doing Business in Russia

Business Mentality

— In Russia the type of business you are dealing with can usually range
from a new-style entrepreneur to an old-school Soviet bureaucrat.

— It is difficult to do business in Russia without the help from a local
“connection”. To help with this, small gifts are often a good idea when do-
ing business in Russia. Presents symbolizing the stature of your company
and the importance of the impending business deal, preferably an item char-
acteristic of your local area or one that displays the company logo.

— Patience is important with Russians, negotiations can often be slow.
As the Russian proverb states, do not ‘hurry to reply’, but ‘hurry to listen’.

— Avoid hard selling techniques and any sort of conflict or confronta-
tion.

— Russians don’t usually make an immediate decision in a meeting; usu-
ally a certain amount of deliberation is done in private afterwards.

Greetings

— For greetings — shake hands firmly and maintain direct eye contact.
Avoid shaking hands and giving things across a threshold a house or room.
It is best to cross the threshold completely before shaking a host’s hand
when arriving and leaving.
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— Always remove gloves when shaking hands, it is considered rude
not to.

— Never use first names unless invited to do so, as it is important to re-
spect authority and formality. You can use ‘Gospodin’ (Mr.) or ‘Gospozha’
(Mrs.) plus their surname. However, if you know the person’s full name, it
would be more appreciated if you use a combination of name and patronym-
ic. The patronymic is the father’s name with the ending “-ich” for men and
“-vna” for women, for example: Ivan Nikolaevich or Anna Arkad’evna.

— There are also two modes of addressing — using the formal form of
‘you’ — “vy” and the informal one “ty”.

The Art of Conversation

— Russians appreciate an interest from foreigners in the Russian lan-
guage, so an attempt to learn or at least partially speak with them in their
language is a good idea.

— Many Russians speak English as it is often taught at school.

— Russians tend not to speak too loudly in public.

— A good topic of conversation is usually the changes taking place in
Russia — feel welcome to express your views, do not remain just a listener.
Bringing up the subject of Russian culture and history will be an appreciated
gesture. Russians are very affectionate towards children, so if you are a par-
ent, do not hesitate to show photographs of your children.

— Avoid topics such as your complaints about Russia, the Holocaust,
Czarism and monarchy, conflicts with ethnic minorities and comparing Rus-
sia to other developing countries.

Business Meetings and Meals

— Dress in formal, more conservative office clothes — for both men and
women.

— There is a keen appreciation of punctuality, be on time if not early if
you are meeting with Russians. However, don’t necessarily expect your
Russian counterpart to be on time, this may be just an attempt to test your
patience.

—The act of handing out business cards is quite a common and im-
portant action in Russia.
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— On your business cards, always print one side in your language and
the other in Russian.

— At dinner in Russia, people don’t usually do something before the host
does, for example beginning to eat or getting up from the dinner table.

— It is often appropriate to bring a small gift when attending a family’s
home for dinner.

— Drinking and toasting at gatherings is an important and common act.
Going out for a drink when invited is highly recommended as it shows in-
terest in strengthening the relationship and promoting good will.

Speaking

1. Work in pairs. Think of a foreign country you would like to visit.
Find out about its traditions and etiquette rules. Prepare the presenta-
tion. Its purpose is to persuade your group mates to include this place
into the list of destinations for cultural visits. Use the following plan.

1. Make an introduction.

2. The main body should include:

a) background information about location, population, climate and his-
tory;

b) peculiar features of etiquette;

c) three places to visit/main sights.

3. Make a conclusion.

Useful Phrases

Starting
Good morning everybody. I would like to talk to you today about...

Signaling Structure

The presentation is organized into three sections.
I will begin with ...

Next...

And lastly...
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Moving on

Turning to the next point...
Let’s now look at...

Summarizing

In conclusion I would like to say...
To summarize...

Inviting questions
Now if there are any questions, [ will be happy to try and answer them.



Module 3. COMPANY STRUCTURE

Lesson 1. Understanding an Organizational Structure
Lesson 2.Types of Organizational Structures in Business
Lesson 3.Benefits of Organizational Structures

Lesson 1. UNDERSTANDING AN ORGANIZATIONAL
STRUCTURE

Preview

Answer the questions. Then talk about your answers.

1. What is an organizational structure?

2. What can this structure include?

3. How does a decision flow go in a centralized structure?

4. What does having an organizational structure in place allow?

Reading
Read and translate the text

What is an Organizational Structure? Understanding
an Organizational Structure

An organizational structure is a system that outlines how certain activi-

ties are directed in order to achieve the goals of an organization. These ac-

tivities can include rules, roles, and responsibilities.
The organizational structure also determines how information flows

between levels within the company. For example, in a centralized struc-
ture, decisions flow from the top down, while in a decentralized structure,
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decision-making power is distributed among various levels of the organi-
zation.

Having an organizational structure in place allows companies to remain
efficient and focused.

Key Takeaways

An organizational structure outlines how certain activities are directed
to achieve the goals of an organization.

Successful organizational structures define each employee's job and how
it fits within the overall system.

A centralized structure has a defined chain of command, while decen-
tralized structures give almost every employee receiving a high level of per-
sonal agency.

Types of organizational structures include functional, divisional, flatar-
chy, and matrix structures.

Senior leaders should consider a variety of factors before deciding
which type of organization is best for their business, including the business
goals, industry, and culture of the company.

Understanding an Organizational Structure

Businesses of all shapes and sizes use organizational structures heavily.
They define a specific hierarchy within an organization. A successful organ-
izational structure defines each employee's job and how it fits within the
overall system. Put simply, the organizational structure lays out who does
what so the company can meet its objectives.

This structuring provides a company with a visual representation of how
it is shaped and how it can best move forward in achieving its goals. Organ-
izational structures are normally illustrated in some sort of chart or diagram
like a pyramid, where the most powerful members of the organization sit at
the top, while those with the least amount of power are at the bottom.

Not having a formal structure in place may prove difficult for certain
organizations. For instance, employees may have difficulty knowing to
whom they should report. That can lead to uncertainty as to who is respon-
sible for what in the organization.

Having a structure in place can help with efficiency and provide clarity
for everyone at every level. That also means each and every department can
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be more productive, as they are likely to be more focused on energy and

time.
Vocabulary
CIIOBO IepeBo.
1 | in order to JIJIS1 TOTO, YTOOBI
2 | decision-making NPUHATHE pEeLICHUN
3 | to distribute pacrpenensiTh
4 | to achieve the goals JIOCTUTATH TIeei
5 | flatarchy IJIOCKas Uepapxus
6 | hierarchy nepapxus
7 | uncertainty HEYBEpEHHOCTh
8 | to provide clarity 00eCITeYnTh SICHOCTD
9 | efficiency 3¢ HEeKTUBHOCTH
10 | to be focused OBITH CPOKYCHPOBAHHBIM

Reading comprehension

Answer the questions

1. What does an organizational structure outline?

2. What do successful organizational structures define?

3. What does a centralized structure have?

4. Can you name the types of organizational structures?

5. What factors should senior leaders consider before deciding which
type of organization is best for their business?

6. What does having an organizational structure in place allow?

7. How are organizational structures normally illustrated in some sort of
chart or diagram?

Analyze

1. Complete the sentences
1. An organizational structure is a system that ... how certain activities
are directed ... ... to achieve the goals of an organization.
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2.In a ... structure, decisions flow from the top down, while in a ...
structure, decision-making power is ... among various levels of the organi-
zation.

3. Having an organizational structure in place ... companies to remain
efficientand ... .

4. Successful organizational structures ... each employee's job and how
it ... within the overall system.

5. A centralized structure has a ... chain of command, while decentral-

ized structures give almost every employee receiving a ... ... of personal
agency.

6. Types of organizational structures ... functional, divisional, ... , and
matrix structures.

7. The organizational structure ... ... who does what so the company

can meet its objectives.
8. Employees may have difficulty ... to whom they should report.

. Give the English equivalents

. UepapXHS;

. IJTIOCKask UepapXus;

. IOCTHTAaTh 1ieJiel OpraHu3alny;

. IPaBO MPUHATHSA PELICHUI];

. OTIPENIEIISATH KPYT 00S3aHHOCTEH Ka)I0TO COTPYIHHKA;
. OBITB C(OKYCHPOBAaHHBIM HA SHEPIHU M BPEMEHH;

. 00eCIIEYUTh SICHOCTD;

. TUTOCKas Uepapxusi.

O nN Dk WN~N

3. Match the following English words with their synonyms

1 | overall a | stay

2 | goal b | hardship

3 | remain ¢ | prosperous

4 | forward d | target

5 | difficulty e | doubt

6 | successful f | ahead

7 | uncertainty g | supply

8 | provide h | comprehensive
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4. Prove the following statements

1. Senior leaders should consider a variety of factors before deciding
which type of organization is best for their business.

2. Businesses define a specific hierarchy within an organization.

3. Not having a formal structure in place may prove difficult for certain
organizations.

Translate

1. Translate from Russian into English

1. OpraHu3amoHHas CTPYKTypa KOMITAHUH OIpeeNsieT, KaKUM HUMEHHO
00pazoM UAET NOTOK HHPOPMALIHH.

2. Hannume opraHM3allMOHHOM CTPYKTYpBI MO3BOJSIET OM3HEC KOMIIa-
HUU OCTaBaThCs C(DOKYCHPOBAHHOM Ha CBOMX OCHOBHBIX IENAX.

3. Hanvuue uepapxvu B KOMIIQHHU TO3BOJISIET HAEMHBIM Pa0OTHHKAM
MOHSATh, KOMY HIMEHHO MM CJIEAYET JOKIaAbIBATh O MOJIOKEHNUH JIE.

4. llenTpanu3oBaHHas CTPYyKTypa HMEET OIIPEleNeHHY CyOOopanHa-
UIO.

5. OTcyTCTBHE YETKOM OpraHM3allMOHHON CTPYKTYpBI MOXET HMPUBECTU
K HETTOHUMaHUIO Pa0OTHUKAaMU Kpyra 00s3aHHOCTEH.

2. Translate from Russian into English
Opranu3anuoHHas CTPYKTYpa NpeANpHATHS: BUABI U CXeMbl

OpraHuzanoHHasi CTpyKTypa (GopMHUpyeTcsi B 3aBUCHMOCTH OT LeJel
JEATENPHOCTH HPEINPUATHS U HEOOXOAMUMBIX [UIsl 9TOTO IOpa3sIeleHHH.
HNmMenHo moppasieneHuss OCyIIEeCTBISIOT (GYHKIIMH, KOTOPBIC COCTaBIISIOT
OM3HEC-TIPOLECChI TPEATIPHATHSL.

YT0 TaKoe OPraHU3aUUOHHAS CTPYKTYpPa NpeInpusiTus?

I'oBops 00 opraHM3anMOHHON CTPYKTYpE, MBI HIMEEM B BUAY KOHIENTY-
aNbHYI0 CXEMY, BOKPYI KOTOPOW OpraHU3yeTCsl IpyIIa JOJEH, OCHOBY, Ha
KOTOpOi1 aepxkarcs Bce GyHKunU. OpraHu3alMoOHHAs CTPYKTYpa NpeAnpHs-
THSL — 3TO, 1O CYTH, PyKOBOJCTBO Ul IIOJIb30BaHUSA, KOTOPOE OOBSACHSIET,
KaK OpraHu3alysl BEICTpOEHa U Kak oHa paboraeT. Eciu roBOpUTh KOHKpET-
Hee, TO OpraHu3allOHHas CTPYKTypa ONMHCHIBAET, KAK B KOMIAHUM IPHUHU-
MAaIOTCS PELIEHHS U KTO SIBIISIETCS €€ JINJEPOM.
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IHoyemy HeoOXx0aMMO pazpadaTbiBaTh OPraHU3ALUNOHHYI0 CTPYKTYPY
npeAnpuATUs?

e OpraHu3alMOHHAs CTPYKTypa JaeT YeTKOe IOHUMaHKE TOT0, B KAKOM
HaTpPaBJICHUH JIBUKETCS KOMIaHUs. SICHas CTPYKTypa — 3TO HHCTPYMEHT, C
IIOMOMIBIO KOTOPOI'0 MOXKHO NPHUIACPKUBATLCA IOPAJAKAa B IMIPUHATUN PELIC-
HUH U NIPEOJI0ICBATh Pa3IMYHbIC PA3HOTIACHSL.

e OpraHuzallMOHHAs CTPYKTypa CBA3bIBaeT y4acTHUKOB. biaromaps ei
JIOH, IPUCOSAVHSIOIINECS K TPYIIE, UMEIOT OTIMYUTENBHbBIE YepThl. B TO
e BpeMs M cama Ipyria odJanaeT onpeesieHHBIMA OCOOCHHOCTSIMH.

e OpranmzanuoHHasi CTPYKTypa GopMupyercs HenzbexHo. Jrobdas op-
TaHU3aIMs [0 OTIPENIENICHHIO MOAPa3yMeBaeT KaKylo-TO CTPYKTYpY.

Lesson 2. TYPES OF ORGANIZATIONAL STRUCTURES
IN BUSINESS

Preview

Answer the questions. Then talk about your answers.

1. What types of organizational structures in business do you know?
2. What main characteristics does the functional structure have?

3. How does a multidivisional structure work?

4. What does flatarchy organizational structure allow?

Reading
Read and translate the text

Types of Organizational Structures in Business
Functional Structure

Four types of common organizational structures are implemented in the
real world. The first and most common is a functional structure. This is also
referred to as a bureaucratic organizational structure and breaks up a com-
pany based on the specialization of its workforce. Most small-to-medium-
sized businesses implement a functional structure. Dividing the firm into
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departments consisting of marketing, sales, and operations is the act of us-
ing a bureaucratic organizational structure.

Divisional or Multidivisional Structure

The second type is common among large companies with many business
units. Called the divisional or multidivisional structure, a company that uses
this method structures its leadership team based on the products, projects, or
subsidiaries they operate. A good example of this structure is Johnson &
Johnson. With thousands of products and lines of business, the company
structures itself so each business unit operates as its own company with its
own president.

Flatarchy Structure

Flatarchy, a newer structure, is the third type and is used among many
startups. As the name alludes, it flattens the hierarchy and chain of com-
mand and gives its employees a lot of autonomy. Companies that use this
type of structure have a high speed of implementation.

Matrix Structure

The fourth and final organizational structure is a matrix structure. It is
also the most confusing and the least used. This structure matrixes employ-
ees across different superiors, divisions, or departments. An employee
working for a matrixed company, for example, may have duties in both
sales and customer service.

Vocabulary
CIIOBO HIepeBo.

1 | implement MIPUMEHSATh
2 | bureaucratic OIOpOKpaTHYEeCKU
3 | multidivisional MHOTOQUITHATTBHBIH
4 | subsidiaries JNOYEpHHE TPEATPUATHS
5 | flatarchy IJIOCKas Uepapxus
6 | hierarchy nepapxus
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leadership PYKOBOJICTBO

employee HaeMHBIN paOOTHHK

N-NE- NN

superior Ha4dyaJIbHUK, HpeBOCXO,Z[SIH_II/Iﬁ

customer service 00CITy>KUBaHUE KIIMEHTOB

Analyze

1.
1.
2.
3.
4.
5.

Complete the sentences

The first and most common organizational structure is a ... one.
Functional structure breaks up a company based on the ... of its... .
Most ... businesses implement a functional structure.

A bureaucratic organizational structure divides the company into ... .
Divisional or .. structure is common among ... companies with many

business... .

6.

Big businesses structure their ... team based on the products, projects,

or ... they operate.

7.
8.
9.

... , anewer structure, is the third type and is ... ... many startups.
Companies that use ... have a high speed of ... .
The most confusing and the least used organizational structure is ... .

10. An employee working for a matrixed company may have duties in

both .

NN DN WD —~=N

3.

..and ... ....

. Give the English equivalents

. OpraHU3alMOHHAS CTPYKTYpa MPEATNPHATHS;

. OropokpaTHyecKas OpraHU3aluOHHAs CTPYKTYPa;
. hrmmaner;

. 00CITy)KHBaHUE KJIFCHTOB;

. IMBU3MOHAJIBHAS CTPYKTYPAa;

. PYKOBOJICTBO, YIIPaBJICHHE;

. MaTpUYHasl CTPYKTYpa.

Match the following English words with their synonyms

1 | leader a | redtape

subsidiary b | customer
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3 | bureaucratic ¢ | framework
4 | client d | branch

5 | confusing e | enterprise

6 | employee f | boss

7 | project g | clerk

8 | structure h | complicated

4. Prove the following statements
1. A divisional structure is suitable for big businesses.
2. Flatarchy gives employees a lot of autonomy.

Translate

1. Translate from English into Russian

Flat Hierarchies: a General Definition

Much media attention has focused on holacracies, but actually holacracy
is just one type of flat hierarchy that became popular due to its adoption by
well-known companies operating in Silicon Valley and the wider technolo-
gy sector.

What holacracies and other forms of flat hierarchies have in common is
a smaller-than-normal layer of middle management. Some flat hierarchies
have no middle managers between staff and executives, with decisions
made by self-organizing teams or rotating team leaders.

Others have fewer middle managers than you would normally expect in
a traditional organization of the same size, with each one managing a much
larger slice of the workforce. Overall, managers tend to have more respon-
sibility and accountability in flat organizations. This is particularly true
where there is only one layer between staff and the executive level.

1. Create the glossary to the text

1 | media attention

holacracies

3 | dueto
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a smaller-than-normal layer

executives

slice

workforce

XA ||

accountability

2. Translate from English into Russian

What Can Make a Flatarchy Type
of Organization More Efficient?

The advantage of the flatarchy is to use the best of two organizational
structures. It takes the structure of the hierarchical organization, with its sol-
id (but sometimes slow) process of validation. It also takes its job structure,
quite robust, well documented, but sometimes lacking innovation. And it
takes the advantages of flat organizations, with more concentrated and agile
teams, able to work quickly, with limited resources to start, to create proof
of concept or minimum viable products efficiently and to reinvent their
model if needed. In some cases, the flat team are small incubators, some-
times internal start-up, that are working on new projects and that is exactly
where they can be a game changer in our context.

3. Create the glossary to the text

advantage

solid

validation

robust

agile teams

viable

to reinvent

RN | N[N B |W|N |-

internal
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4. Translate from English into Russian

Divisional Organizational Structure

In divisional organizational structures, a company’s divisions have con-
trol over their own resources, essentially operating like their own company
within the larger organization. Each division can have its own marketing
team, sales team, IT team, etc. This structure works well for large compa-
nies as it empowers the various divisions to make decisions without every-
one having to report to just a few executives.

Depending on your organization’s focus, there are some variations to
consider.

Market-Based Divisional Organizational Structure

Divisions are separated by market, industry, or customer type. A large
consumer goods company, like Target or Walmart, might separate its dura-
ble goods (clothing, electronics, furniture, etc.) from its food or logistics
divisions.

Product-Based Divisional Organizational Structure

Divisions are separated by product line. For example, a tech company
might have a division dedicated to its cloud offerings, while the rest of the
divisions focus on the different software offerings—e.g., Adobe and its cre-
ative suite of [llustrator, Photoshop, InDesign, etc.

Geographic Divisional Organizational Structure

Divisions are separated by region, territories, or districts, offering more
effective localization and logistics. Companies might establish satellite of-
fices across the country or the globe in order to stay close to their custo-
mers.

5. Create the glossary to the text

1 | empower

2 | consumer goods company
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durable goods

cloud offerings

localization

satellite offices

in order to

RN N W

software offerings

Lesson 3. BENEFITS OF ORGANIZATIONAL
STRUCTURES

Preview

Answer the questions. Then talk about your answers.

1. Do you see any obvious advantages of having a definite organization-
al structure?

2. How can a company benefit from having an organizational structure?

3. What can be achieved by separating employees and functions into dif-
ferent departments?

4. Do you think that a very clear organizational structure helps employ-
ees somehow?

Reading
1. Read and translate the text

Benefits of Organizational Structures

Putting an organizational structure in place can be very beneficial to a
company. The structure not only defines a company's hierarchy but also al-
lows the firm to layout the pay structure for its employees. By putting the
organizational structure in place, the firm can decide salary grades and
ranges for each position.

The structure also makes operations more efficient and much more ef-
fective. By separating employees and functions into different departments,
the company can perform different operations at once seamlessly.
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In addition, a very clear organizational structure informs employees how

best to get their jobs done. For example, in a hierarchical organization, em-
ployees will have to work harder at buying favor or courting those with de-
cision-making power. In a decentralized organization, employees must take
on more initiative and bring creative problem solving to the table. This can
also help set expectations for how employees can track their own growth
within a company and emphasize a certain set of skills—as well as for po-
tential employees to gauge if such a company would be a good fit with their
own interests and work styles.

Vocabulary
CIIOBO HepeBO.T
1 | beneficial BBITOTHBIN
2 | layout MaKeT, IJIaHUPOBKa
3 | decide salary grades OTIPENENIUTh YPOBEHB 3apab0THOM TIATHI
4 | seamlessly OecnpensITCTBEHHO
5 | gauge OLIEHUTD
6 | decision-making power | MOTHOMOYHS MO MPHHATHIO PEIIEHHHA
7 | set expectations OIIPENEINUTHCA C OXKUIAAHUAMU
8 | decentralized organiza- | qeneHTpaTU30BaHHAS OPTaHU3AIHS
tion
9 | take initiative OpaTh HHULINATHUBY
10 | track their own growth OTCJIeINTh COOCTBEHHBIA POCT

Analyze

1. Complete the sentences

1. Putting an organizational ... in place can be very ... to a company.

2. The structure ... a company's hierarchy.

3. The structure allows the firm to ... the pay structure for its ... .

4. The structure makes operations more ... .

5. The company can perform different operations at once by ... employ-
ees and ... into different ... .
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6. A very clear organizational ... informs ... how best to get their jobs
done.

7. In a decentralized organization, employees must take on ... ...

8. Employees should bring creative ... ... to the table in a decentralized
organization.

. Give the Russian equivalents

. potential employees;

. to put an organizational structure in place;

. to define a company's hierarchy;

. to layout the pay structure;

. to separate employees and functions into different departments;

. to inform employees how best to get their jobs done;

. to bring creative problem solving to the table;

. a company is a good fit with somebody's interests and work styles.

O DNk W~ N

w

. Make up 8 sentences with the phrases above.

. Put the words in the correct word order
. an /organizational /is/ beneficial/ structure a/ to / company.
. the /can/ salary/each/ firm/ decide/ grades /for / position.
. the /company/ at/can /perform /different/ operations /once.
. the /structure/ operations /also/ / more/ makes/ efficient.
. employees / take /must /on / initiative/ more .
6.1in/ a/ hierarchical /will/ organization/ to/ employees /have/ work
/harder.
7. employees / track/ can/ their /own /within/growth/ a/ company.

DN W~ &

5. Match the following English words with their synonyms

1 | beneficial a | to estimate
2 | favor b | to design

3 | effective ¢ | wages

4 | to gauge d | benefit

5 | to layout e | to highlight
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6 | to emphasize f | profitable

7 | expectation g | anticipation

8 | salary h | productive
Translate

1. Translate the text and create the glossary to it

CJIOBO nepeBo/|

1 | facilitates

2 | attainment

3 | objective

4 | evaluate

5 | required adjustments

6 | jurisdiction

7 | solely

8 | traceability

9 | overlap

10 | duplication of work

11 | haphazard

12 | assign

13 | runarounds

14 | pinpoint

15 | equitable

16 | yearly increments

17 | expansion and contraction
of facilities

18 | ambiguity
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10 Benefits of a Good Organizational Structure Explained

Some of the beneficial outcomes of optimally designed organizational
structures are:

While there are many different structures that organizations can adopt,
depending upon the type of organization including whether it is a service
organization or a manufacturing organization, a well structured organization
has many benefits.

1. A good organizational structure facilitates attainment of objec-
tives through proper coordination of all activities:

It has a built-in system of “checks and balances” so that the progress
towards the attainment of objectives is evaluated along the way so that any
required adjustments can be made and any new decisions required can be
taken.

2. In a good organizational structure, the conflicts between individ-
uals over jurisdiction are kept to a minimum:

Since each person is assigned a particular job to perform, the responsi-
bility of performing that job rests solely with him. It results in traceability of
outcomes and the work interdependency of that particular task is reduced to
a minimum.

3. It eliminates overlapping and duplication of work:

Duplication exists when work distribution is not clearly identified and
the work is performed in a haphazard and disorganized way. Since a good
organizational structure requires that the duties be clearly defined and as-
signed, such duplication of work is eliminated.

4. It decreases likelihood of “runarounds”:

The runarounds occur when we do not know who is responsible for
what and we are not sent to the right people in the first instance for getting
some work done. However, in a well organized company where the respon-
sibilities are clearly established, this does not occur.

5. It facilitates promotions of personnel:

Since the organizational chart clearly pinpoints the positions of individ-
uals relative to one another, it is easier to know as to which level a person
has reached at any given time in the organizational hierarchy. Furthermore
since each job is well described in terms of qualifications and duties, the
promotional stages can be more clearly established.
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6. It aids in wage and salary administration:

A fair and equitable wage and salary schedule is based upon the premise
that the jobs with similar requirements should have similar benefits. If these
requirements are clearly established and the yearly increments or the cost of
living increments for each type of job are properly and clearly understood,
then compensation administration policies are easier to implement.

7. Communication is easier at all levels of organizational hierarchy:

Since the lines of communication and flow of authority are clearly iden-
tified on the organizational chart, the intercommunication is both clearer
and easier and it eliminates ambiguity.

8. A well-structured organization provides a sound basis for effec-
tive planning:

Since the goals are clearly established and resources clearly identified,
both short term as well as strategic planning becomes more focused and re-
alistic and such planning contains the provision to permit changes to be
made in the right direction including expansion and contraction of facilities,
operations and activities when it becomes necessary.

9. It results in increased cooperation and a sense of pride among
members of the organization:

An employee is given sufficient freedom within the domain of his re-
sponsibility and his authority. Since the authority and the extent of exercise
of such authority is known, it develops a sense of independence among em-
ployees which in turn is highly morale boosting.

10. It encourages creativity:

Because of a sense of belonging and high morale that a well-structured
organization develops among employees and also because of clear-cut ac-
countability, recognition of skill and appreciation for their contribution to-
wards organizational growth, the employees develop their own initiative and
a spirit of innovation and creativity.

Speaking

1. Make a plan of the text above and speak about 10 benefits of a
good organizational structure.

2. Prepare the presentation about the structure of the company you
like/ you would like to work for.
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