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ÒÅÌÀÒÈ×ÅÑÊÈÉ ÏËÀÍ

Ìåíåäæìåíò è ìåíåäæåðû.
Ôóíêöèè ìåíåäæìåíòà.
Óïðàâëåíèå ðîëè.
Óïðàâëåí÷åñêèå íàâûêè.

Ãðàììàòèêà. Ðå÷åâûå ñèòóàöèè. Ñîñòàâëåíèå ðåçþìå.
Ñîáåñåäîâàíèå.
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ÌÅÒÎÄÈÊÈ ÊÓÐÑÀ / ÏÅÐÅ×ÅÍÜ ÓÌÅÍÈÉ

Àíãëèéñêèé ÿçûê äëÿ ýêîíîìèñòîâ è ìåíåäæåðîâ (þíèòà 1)
ñîñòîèò èç 5 óðîêîâ. Êàæäûé óðîê èçó÷àåòñÿ îäíó íåäåëþ (6 äíåé), 5
äíåé ñàìîñòîÿòåëüíîé ðàáîòû è 1 äåíü � àóäèòîðíîå çàíÿòèå (2
ó÷åáíûõ ÷àñà). Âñå óðîêè èçó÷àþòñÿ ïîñëåäîâàòåëüíî ñ 1 ïî 5.

Ïåðâûé äåíü (äåíü 1) êàæäîé íåäåëè âû ïîñâÿùàåòå ðàáîòå ñ
òåêñòîì ïî ñïåöèàëüíîñòè. Âû èçó÷àåòå ëåêñèêó òåêñòà è ïåðåâîäèòå
òåêñò ñ ðóññêîãî íà àíãëèéñêèé. Ïåðåä òåì, êàê íà÷àòü ðàáîòó íàä íèì,
Âàì íóæíî ïðîñëóøàòü àóäèîçàïèñü òåêñòîâ À è Â óðîêà. Âî âðåìÿ
ïàóçû Âû ïîâòîðÿåòå âñëåä çà äèêòîðîì ôðàçû òåêñòà âñëóõ.

Âòîðîé äåíü (äåíü 2): Âû âûïîëíÿåòå àíàëîãè÷íîå çàäàíèå ïî
òåêñòó Â.

Òðåòèé äåíü (äåíü 3): Âû ðàáîòàåòå íàä óïðàæíåíèÿìè (Ñêèëç).
×åòâåðòûé äåíü (äåíü 4): Âàøåìó âíèìàíèþ ïðåäëàãàåòñÿ

êîìïëåêñ óïðàæíåíèé TOEFL. Âû èçó÷àåòå ãðàììàòè÷åñêèå ïðàâèëà,
çàòåì âûïîëíÿåòå ïèñüìåííî òðåíèðîâî÷íûå óïðàæíåíèÿ â ñâîåé
òåòðàäè. Åñëè Âû ñäåëàëè îøèáêè, òî âíîâü ïîâòîðèòå ãðàììàòè÷åñêèå
ïðàâèëà, êîòîðûå Âû íåäîñòàòî÷íî õîðîøî çíàåòå.

Äåíü ïÿòûé (äåíü 5): Îí ïîñâÿùåí ïîäãîòîâêå ê àóäèòîðíîìó
çàíÿòèþ. Âû èçó÷àåòå ìàòåðèàë ê ðîëåâîé èãðå (Role Play). Âíà÷àëå ýòî
áóäóò äèàëîãè, çàòåì Âàì áóäóò ïðåäëîæåíû îáðàçöû äîêóìåíòîâ äëÿ
ðàáîòû ñ íèìè. Äèàëîãè Âû ÷èòàåòå, ïåðåâîäèòå âñå íåïîíÿòíûå äëÿ
Âàñ ñëîâà è ó÷èòå äèàëîã íàèçóñòü.

Äåíü øåñòîé (äåíü 6): Àóäèòîðíîå çàíÿòèå (2 ó÷åáíûõ ÷àñà). Íà
çàíÿòèè ñíà÷àëà ïðîâîäèòñÿ ïðîâåðêà äîìàøíåãî çàäàíèÿ (âûïîëíåíèå
Ñêèëç), çàòåì ïðîâîäèòñÿ ðîëåâàÿ èãðà, â õîäå êîòîðîé Âàì áóäóò
ïðåäëîæåíû ñèòóàöèè, â êîòîðûõ Âû ïðèìåíèòå âñå ïîëó÷åííûå çíàíèÿ
(ëåêñèêó óðîêà, ôðàçû è èäèîìû äèàëîãà).

Âñå âûøåcêàçàííîå ìîæíî êðàòêî ïðåäñòàâèòü â âèäå òàáëèöû:

    Äåíü 1 Äåíü 2 Äåíü 3 Äåíü 4 Äåíü 5 Äåíü 6

 Óðîê 1   Òåêñò À Òåêñò Â Óïðàæ- Ïîäãî- Ïîäãî-      Ïðîâåðêà
íåíèÿ òîâêà ê òîâêà ê     äîìàøíåãî

TOEFL ðîëåâîé     çàäàíèÿ.
èãðå        Ðîëåâàÿ

èãðà.

 Óðîê 2   Òåêñò À Òåêñò Â Óïðàæ- Ïîäãî- Ïîäãî-      Ïðîâåðêà
íåíèÿ òîâêà ê òîâêà ê     äîìàøíåãî

TOEFL ðîëåâîé     çàäàíèÿ.
èãðå        Ðîëåâàÿ

èãðà.
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    Äåíü 1 Äåíü 2 Äåíü 3 Äåíü 4 Äåíü 5 Äåíü 6

 Óðîê 3   Òåêñò À Òåêñò Â Óïðàæ- Ïîäãî- Ïîäãî-      Ïðîâåðêà
íåíèÿ òîâêà ê òîâêà ê     äîìàøíåãî

TOEFL ðîëåâîé     çàäàíèÿ.
èãðå        Ðîëåâàÿ

èãðà.

 Óðîê 4   Òåêñò À Òåêñò Â Óïðàæ- Ïîäãî- Ïîäãî-      Ïðîâåðêà
íåíèÿ òîâêà ê òîâêà ê     äîìàøíåãî

TOEFL ðîëåâîé     çàäàíèÿ.
èãðå        Ðîëåâàÿ

èãðà.

 Óðîê 5   Òåêñò À Òåêñò Â Óïðàæ- Ïîäãî- Ïîäãî-      Ïðîâåðêà
íåíèÿ òîâêà ê òîâêà ê     äîìàøíåãî

 òåñòó ðîëåâîé     çàäàíèÿ.
èãðå           Òåñò.

ÊÀÊ ÐÀÁÎÒÀÒÜ Ñ ÒÅÊÑÒÎÌ: ÌÅÒÎÄÈÊÀ ÐÀÏ

(ðóññêî-àíãëèéñêèé ïåðåâîä)

Ïðî÷èòàéòå àíãëèéñêèé è ðóññêèé òåêñòû. Çàêðîéòå àíãëèéñêèé
òåêñò. Ïðîñìîòðèòå ðóññêèé òåêñò è âûäåëèòå äëÿ ñåáÿ åãî îñíîâíûå
èäåè. Ïðîñìîòðèòå ñïèñîê íîâûõ ñëîâ. Ðóññêóþ ôðàçó ðàçäåëèòå íà
ñîñòàâíûå ÷àñòè: ïîäëåæàùåå, ñêàçóåìîå, äîïîëíåíèå, îáñòîÿòåëüñòâà
âðåìåíè è ìåñòà. Ñëîæíîñî÷èíåííûå è ñëîæíîïîä÷èíåííûå
ïðåäëîæåíèÿ ðàçäåëèòå íà îñíîâíûå ïðåäëîæåíèÿ è ïðèäàòî÷íûå.
Íà÷íèòå ïåðåâîäèòü òåêñò, ïîëüçóÿñü ñïèñêîì íîâûõ ñëîâ è
ñïåöèàëüíûì ñëîâàðåì. Âû ïðîâåðÿåòå ïåðåâîä ïîñëå òîãî, êàê
çàêîí÷èòå ïåðåâîä ïîñëåäíåé ôðàçû. Ïðîñìîòðèòå ïîëó÷èâøèéñÿ òåêñò
â öåëîì, âíåñèòå íåîáõîäèìûå, ñ Âàøåé òî÷êè çðåíèÿ, ïîïðàâêè.
Îòêðîéòå àíãëèéñêèé òåêñò è ñîïîñòàâüòå Âàø âàðèàíò ñ îðèãèíàëîì.
Ïðîàíàëèçèðóéòå Âàøè îøèáêè è ðàñõîæäåíèÿ ñ àíãëèéñêèì òåêñòîì.
Ôðàçû è ñëîâîñî÷åòàíèÿ, íåçíàêîìûå äëÿ Âàñ, èëè òå, êîòîðûå Âû
ñîñòàâèëè, ïðàâèëüíî âûïèøèòå â ñïåöèàëüíóþ òåòðàäü èäèîì.
Ïðîàíàëèçèðóéòå êîíñòðóêöèþ ôðàç àíãëèéñêîãî òåêñòà.

ÌÅÒÎÄÈÊÀ SKILLS

Ýòî àïðîáèðîâàííàÿ ìåòîäèêà, ïîìîãàþùàÿ ó÷àùèìñÿ ðàñøèðèòü
ñâîé ëåêñè÷åñêèé çàïàñ. Â ëåâîé ñòîðîíå òàáëèöû ïîìåùåíû ñëîâà è
ñëîâîñî÷åòàíèÿ, ñîäåðæàùèåñÿ â òåêñòå óðîêà. Âàì íàäî èõ íàéòè â
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ñëîâàðå, óçíàòü âñå èõ çíà÷åíèÿ è ñëó÷àè óïîòðåáëåíèÿ ïî ñëîâàðþ, à
çàòåì âûïîëíèòü ïåðåâîä ñ ðóññêîãî íà àíãëèéñêèé ôðàç, ñîäåðæàùèõ
ýòî ñëîâî.

ÊÀÊ Ó×ÈÒÜ ÍÎÂÛÅ ÑËÎÂÀ È ÈÄÈÎÌÛ

Âñå íîâûå ñëîâà è èäèîìû âûïèøèòå â òåòðàäü (ðóêîïèñíûé
ñëîâàðü), ñîïðîâîæäàÿ èõ ðóññêèì ïåðåâîäîì. Ïîâòîðÿéòå èõ êàæäûé
äåíü, çàòðà÷èâàéòå íà ýòî íå ìåíåå 15 ìèíóò.

ÊÀÊ ÃÎÒÎÂÈÒÜÑß Ê ÀÓÄÈÒÎÐÍÎÌÓ ÇÀÍßÒÈÞ

Äèàëîãè, ïðåäëàãàåìûå Âàì äëÿ èçó÷åíèÿ, íåîáõîäèìî çàó÷èòü
íàèçóñòü. Â õîäå ðîëåâîé èãðû Âàì áóäåò ïðåäëîæåíà ñèòóàöèÿ, â
êîòîðîé Âû èñïîëüçóåòå ïîëó÷åííûå çíàíèÿ, ëèáî Âàì áóäóò äàíû
çàäàíèÿ ïî ðàáîòå ñ äåëîâûìè ïèñüìàìè.
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LESSON 1 ÓÐÎÊ 1

DAY 1     ÄÅÍÜ 1

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

`  What managers do
In the 1990s, we�ve come to

understand that technical skills are
necessary, but insufficient, for
succeeding in management. In
today�s increasingly competitive and
demanding workplace, managers
can�t succeed on their technical
skills alone. They�ve also got to have
good people skills.

Let�s begin by briefly defining the
terms manager and the place where
managers work � the organization.
Then let�s look at the manager�s job,
specifically, what do managers do?

Managers get th ings done
through other people. They make
decisions, allocate resources, and
direct the activities of others to attain
goals. Managers do their work in an
organization. This is a consciously
coordinated social unit, composed of
two or more people, that functions
on a relatively continuous basis to
achieve a common goal or set of
goals. Based on this definition,
manufacturing and service firms are
organizations and so are schools,
hospitals, churches, military units,
retail stores, police departments,
and local,  state, and federal
government agencies. The people
who oversee the activities of others
and who are responsible for attaining

×åì çàíèìàþòñÿ ìåíåäæåðû
Â 90-õ ãîäàõ ìû ïðèøëè ê

ïîíèìàíèþ, ÷òî òåõíè÷åñêèå íàâûêè
íåîáõîäèìû, íî íå äîñòàòî÷íû äëÿ
óñïåõà â  ìåíåäæìåíòå. Ñåãîäíÿ íà
ðàáî÷åì ìåñòå ñî âñå âîçðàñòàþùèì
óðîâíåì êîíêóðåíöèè è òðåáîâàíèé
ìåíåäæåðû íå ìîãóò ïðåóñïåòü,
îïèðàÿñü èñêëþ÷èòåëüíî íà òåõíè÷åñêèå
íàâûêè. Îíè òàêæå äîëæíû îáëàäàòü
õîðîøèìè íàâûêàìè ðàáîòû ñ ëþäüìè.

Äàâàéòå íà÷íåì ñ êðàòêîãî
îïðåäåëåíèÿ ïîíÿòèÿ ìåíåäæåð è
ìåñòà, ãäå ðàáîòàåò ìåíåäæåð �
îðãàíèçàöèè. Çàòåì áðîñèì âçãëÿä íà
ðàáîòó ìåíåäæåðà: ÷åì æå çàíèìàåòñÿ
ìåíåäæåð?

Ìåíåäæåðû äîñòèãàþò öåëåé ñ
ïîìîùüþ äðóãèõ ëþäåé. Îíè ïðèíèìàþò
ðåøåíèÿ, ðàñïðåäåëÿþò ðåñóðñû è
íàïðàâëÿþò äðóãèõ ê äîñòèæåíèþ öåëåé.
Ìåíåäæåð âûïîëíÿåò ñâîþ ðàáîòó â
îðãàíèçàöèè. Ýòî ñîçíàòåëüíî
ñêîîðäèíèðîâàííîå ñîöèàëüíîå
ïîäðàçäåëåíèå, ñîñòîÿùåå èç 2 èëè
áîëåå ÷åëîâåê, ôóíêöèîíèðóþùåå íà
îòíîñèòåëüíî äëèòåëüíîé îñíîâå è
ñëóæàùåå äëÿ äîñòèæåíèÿ îáùåé öåëè
ëèáî ðÿäà öåëåé. Îïèðàÿñü íà ýòî
îïðåäåëåíèå, ïðîèçâîäñòâåííûå ôèðìû
è ôèðìû â ñôåðå óñëóã ÿâëÿþòñÿ
îðãàíèçàöèÿìè; êàê è øêîëû, ãîñïèòàëè,
öåðêâè, âîèíñêèå ïîäðàçäåëåíèÿ,
ìàãàçèíû ðîçíè÷íîé òîðãîâëè,
îòäåëåíèÿ ïîëèöèè, ìåñòíîå è
ôåäåðàëüíîå ïðàâèòåëüñòâåííûå



10
Ñîâðåìåííûé Ãóìàíèòàðíûé Óíèâåðñèòåò

goals in these organizations are their
managers (al though they�re
sometimes called administrators,
especial ly in not-for-prof i t
organizations).

In the early part of this century, a
French industrialist by the name of
Henri Fayol wrote that all managers
perform five management functions:
they plan, organize, command,
coordinate, and control.� Today,
we�ve condensed these down to four:
planning, organizing, leading, and
controlling.

àãåíòñòâà. Ëþäè, êîòîðûå  ðàñïîðÿ-
æàþòñÿ äåÿòåëüíîñòüþ äðóãèõ è
îòâåòñòâåííû çà äîñòèæåíèå öåëåé â ýòèõ
îðãàíèçàöèÿõ, ÿâëÿþòñÿ èõ ìåíåäæåðàìè
(íåñìîòðÿ íà òî, ÷òî èõ èíîãäà íàçûâàþò
àäìèíèñòðàòîðàìè, îñîáåííî â
áåñïðèáûëüíûõ îðãàíèçàöèÿõ).

Â ñàìîì íà÷àëå íàøåãî ñòîëåòèÿ
ôðàíöóçñêèé ïðîìûøëåííèê ïî èìåíè
Àíðè Ôàéîëü ïèñàë, ÷òî âñå ìåíåäæåðû
âûïîëíÿþò 5 óïðàâëåí÷åñêèõ ôóíêöèé:
îíè ïëàíèðóþò, îðãàíèçóþò, êîìàíäóþò,
êîîðäèíèðóþò è êîíòðîëèðóþò. Ñåãîäíÿ
ìû ìîæåì ñâåñòè èõ ê 4: ïëàíèðîâàíèþ,
îðãàíèçàöèè, ðóêîâîäñòâó è
êîíòðîëèðîâàíèþ.
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DAY 2    ÄÅÍÜ 2

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Ôóíêöèè ìåíåäæìåíòà

Åñëè âû íå çíàåòå, êóäà âû èäåòå,
ëþáàÿ äîðîãà òóäà âàñ ïðèâåäåò. Ñ

` Ìanagement Functions

If you don�t know where you�re
going, any road will get you there.
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Since organizations exist to achieve
goals, someone has to define these
goals and the means by which they
can be achieved. Management is that
someone. The planning function
encompasses def in ing an
organization�s goals, establishing an
overall strategy for achieving these
goals, and developing a
comprehensive hierarchy of plans to
integrate and coordinate activities.

Managers are also responsible
for designing an organization�s
structure. We call this function
organiz ing. I t  includes the
determination of what tasks are to
be done, who is to do them, how the
tasks are to be grouped, who reports
to whom, and where decisions are
to be made.

Every organization contains
people, and it is management�s job
to direct and coordinate these
people. This is the leading function.
When managers motivate
subordinates, direct the activities of
others, select the most effective
communication channel, or resolve
conflicts among members, they are
engaging in leading.

The final function managers
perform is controlling. After the
goals are set; the plans formulated:
the structural  arrangements
delineated; and the people hired,
trained, and motivated, there is still
the possibility that something may go
amiss. To ensure that things are
going as they should, management
must monitor the organization�s
performance. Actual performance

òåõ ïîð êàê îðãàíèçàöèè ñóùåñòâóþò
äëÿ äîñòèæåíèÿ öåëåé, êòî-òî äîëæåí
îïðåäåëÿòü ýòè öåëè è ñðåäñòâà, ñ
ïîìîùüþ êîòîðûõ îíè ìîãóò áûòü
äîñòèãíóòû. Ìåíåäæìåíò è åñòü ýòîò
�êòî-òî�. Ôóíêöèÿ ïëàíèðîâàíèÿ
âêëþ÷àåò â ñåáÿ: îïðåäåëåíèå öåëåé
îðãàíèçàöèè, óñòàíîâëåíèå îáùåé
ñòðàòåãèè äëÿ äîñòèæåíèÿ ýòèõ öåëåé
è ñîçäàíèÿ âñåîáúåìëþùåé èåðàðõèè
ïëàíîâ, èíòåãðèðóþùèõ è
êîîðäèíèðóþùèõ äåÿòåëüíîñòü.

Ìåíåäæåðû òàêæå îòâåòñòâåííû çà
ñîçäàíèå ñòðóêòóðû îðãàíèçàöèè. Ìû
íàçîâåì ýòó ôóíêöèþ îðãàíèçàòîðñêîé.
Îíà âêëþ÷àåò â ñåáÿ: îïðåäåëåíèå òåõ
çàäà÷, êîòîðûå äîëæíû áûòü
âûïîëíåíû, êòî èìè äîëæåí çàíèìàòüñÿ,
êàê äîëæíû áûòü ñãðóïïèðîâàíû çàäà÷è,
êòî êîìó îá ýòîì ñîîáùèò è ãäå íàäî
ïðèíÿòü ðåøåíèå.

Êàæäàÿ îðãàíèçàöèÿ ñîñòîèò èç
ëþäåé, è ðàáîòà ìåíåäæåðà çàêëþ÷àåòñÿ
â èõ íàïðàâëåíèè è êîîðäèíàöèè. Òàêîâà
ðóêîâîäÿùàÿ ôóíêöèÿ. Êîãäà
ìåíåäæåðû ìîòèâèðóþò ïîä÷èíåííûõ,
ðóêîâîäÿò äåÿòåëüíîñòüþ äðóãèõ
ñîòðóäíèêîâ, âûáèðàþò íàèáîëåå
ýôôåêòèâíûå êàíàëû êîììóíèêàöèè,
ëèáî ðàçðåøàþò êîíôëèêòû ñðåäè
÷ëåíîâ îðãàíèçàöèè, îíè ó÷àñòâóþò â
ðóêîâîäñòâå.

È ïîñëåäíÿÿ ôóíêöèÿ ìåíåäæåðîâ
� ýòî êîíòðîëèðîâàíèå. Ïîñëå òîãî,
êàê óñòàíîâëåíû çàäà÷è,
ñôîðìóëèðîâàíû ïëàíû, ïðîèçâåäåíû
ñòðóêòóðíûå ïåðåäâèæêè, ëþäè íàíÿòû,
íàòðåíèðîâàíû è ìîòèâèðîâàíû, âñå
åùå ñóùåñòâóåò âåðîÿòíîñòü, ÷òî ÷òî-
òî âñå-òàêè óïóùåíî. ×òîáû áûòü
óâåðåííûìè â òîì, ÷òî äåëà èäóò êàê
îíè äîëæíû èäòè, ìåíåäæìåíò äîëæåí
îòñëåæèâàòü ðàáîòó îðãàíèçàöèè.
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must be compared with the
previously set goals. If there are any
signif icant deviat ions, i t  is
management�s job to get the
organization back on track. This
monitoring, comparing, and potential
correcting is what is meant by the
controlling function.

Òåêóùàÿ ðàáîòà ìîæåò áûòü
ïîñòàâëåíà â ñðàâíåíèå ñ óæå
èìåþùèìñÿ íàáîðîì çàäà÷. Åñëè
ñóùåñòâóþò êàêèå-ëèáî çíà÷èòåëüíûå
îòêëîíåíèÿ, óïðàâëåí÷åñêàÿ ðàáîòà
çàêëþ÷àåòñÿ â âîçâðàùåíèè
îðãàíèçàöèè íà ïðàâèëüíóþ äîðîãó.
Âîò ýòî îòñëåæèâàíèå, ñðàâíåíèå è
ïîòåíöèàëüíîå êîððåêòèðîâàíèå
ÿâëÿåòñÿ òåì, ÷òî ïîíèìàåòñÿ ïîä
êîíòðîëèðóþùåé ôóíêöèåé.
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DAY 3    ÄÅÍÜ 3

SKILLS

skill ×òåíèå è ïèñüìî � ýòî äâà ðàçíûõ óìåíèÿ.
Îí âåë ïåðåãîâîðû ñ áîëüøèì óìåíèåì.

management Íåóäà÷à çàêëþ÷àëàñü â ïëîõîì óïðàâëåíèè.
Ðóêîâîäñòâî âåäåò ïåðåãîâîðû ñ ðàáî÷èìè.

to succeed Åñëè Âû êàê ñëåäóåò ïîñòàðàåòåñü, Âû ñäåëàåòå.
Îíà áûëà òåì ÷åëîâåêîì, êîòîðûé ïðåóñïåâàåò âåçäå.
Íàø ïëàí óäàëñÿ.
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briefly Êîðî÷å, ÿ ñ÷èòàþ, ÷òî ìû äîëæíû ïðèíÿòü èõ
ïðåäëîæåíèå.
Êîðî÷å, ôàêòû òàêîâû.
Îí ÷óòü-÷óòü óëûáíóëñÿ.

specifically Êíèãà íàïèñàíà ñïåöèàëüíî äëÿ äåòåé.
Ïîëèöåéñêèé ÿñíî ñêàçàë Âàì îáúåõàòü ãëàâíóþ
äîðîãó, òàê ïî÷åìó Âû çäåñü?
Íåñêîëüêî ñòðàí, â ÷àñòíîñòè, ÑØÀ, Âåëèêîáðèòàíèÿ,
Ôðàíöèÿ, ïîäïèñàëè ñîãëàøåíèå.

to allocate Ïðàâèòåëüñòâî âûäåëèëî îêîëî ñòà ìèëëèîíîâ
äîëëàðîâ íà íàó÷íûå ïðîãðàììû.
Ýòî ìåñòî óæå áûëî âûäåëåíî äëÿ ñòðîèòåëüñòâà
íîâîãî  çäàíèÿ.

to direct Ýòî ïðåäóïðåæäåíèå íàïðàâëåíî Âàì.
Ïîæàëóéñòà, íàïðàâëÿéòå âàøè ïðåòåíçèè ê
ìåíåäæåðó.
Îí ðóêîâîäèë ñòðîèòåëüñòâîì íîâîãî ìîñòà.
Ïîëèöåéñêèé, óïðàâëÿâøèé äâèæåíèåì, ñòîÿë íà
ñåðåäèíå óëèöû.

to compose Ýòà ìóçûêà áûëà íàïèñàíà äëÿ ñêðèïêè (violon).
Äæîí ñíà÷àëà íåðâíè÷àë, íî âñêîðå ñîáðàëñÿ ñ ñèëàìè.

relatively Ýêçàìåí áûë îòíîñèòåëüíî ëåãêèì.
Îòíîñèòåëüíî, ýòî íå âàæíî.

to function Ìàøèíà íå áóäåò õîðîøî ðàáîòàòü, åñëè åå íå ñìàçûâàòü
(to keep well-oiled).
Òåëåôîí âîîáùå íå ðàáîòàåò.

to achieve Îí íèêîãäà íè÷åãî íå äîñòèãíåò, åñëè íå áóäåò áîëüøå
ðàáîòàòü.

goal Åãî öåëüþ áûëî ìåñòî â êîìïàíèè.
Êîìïàíèÿ äîñòèãëà âñåõ ñâîèõ öåëåé â ýòîì ãîäó.

to attain Îíà äîáðàëàñü äî äîëæíîñòè (rank) äèðåêòîðà.

to organize ß äîëæåí ïîïûòàòüñÿ íàâåñòè ïîðÿäîê â ìîåé æèçíè.
Êòî îðãàíèçóåò ýòó êîíôåðåíöèþ?
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to coordinate Âñå åå äâèæåíèÿ ïîëíîñòüþ ñêîîðäèíèðîâàíû.
Ìû ïîëüçóåìñÿ êîìïüþòåðîì äëÿ êîîðäèíàöèè íàøåé
ðàáîòû.

to control Äàâëåíèå ïàðà êîíòðîëèðóåòñÿ ýòîé êíîïêîé.
Ïîïûòàéòåñü ïðîêîíòðîëèðîâàòü ñåáÿ!

to plan Îí íèêîãäà íè÷åãî íå ïëàíèðóåò è ïðîñòî æäåò, ÷òî
ïîëó÷èòñÿ.
Ãäå Âû ïëàíèðóåòå ïðîâåñòè ñâîé îòïóñê?

to encompass Êóðñ îõâàòûâàåò âñþ àíãëèéñêóþ ëèòåðàòóðó ñ 1850 ã.
Õàðïåðç (Harpers) � ýòî áîëüøàÿ êîìïàíèÿ, ÷üÿ
äåÿòåëüíîñòü
âêëþ÷àåò â ñåáÿ êíèãîèçäàíèå è èçãîòîâëåíèå
êîìïüþòåðîâ.
Âðàãè çàõâàòèëè ãîðîä.
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DAY 4    ÄÅÍÜ 4

TOEFL TRAINING

15. Modal Auxiliaries

The modal auxiliaries have a number of different meanings. They are
generally used to indicate something which is potential or uncertain.
Remember that a modal is an auxiliary, and thus is NEVER used with do,
does, or did. The modals include:

PRESENT TENSE PAST TENSE
will would (used to)
can could
may might
shall should (ought to) (had better)
must (have to) (had to)

NOTE: Words in parentheses ( ) indicate semi-modals. These have
similar meanings to the modals, but are not grammatically the same.

� Negation of modals: To make a modal negative, add the particle not
after the modal.

John would like to leave. John would not like to leave.

� Questions with modals: To make a question, one places the modal
at the beginning of the sentence.

Would John like to leave?
NOTE: A modal is always directly followed by the simple form (verb

word). This is the infinitive without to.

INFINITIVE SIMPLE FORM
to be be
to go go
to have have

This means that after a modal there can NEVER be: [verb + ing], [verb
+ s], past tense, or infinitive.

There are two ways that a modal can occur:
(1) modal + simple form of the verb

would be could go will have
(2) modal + have + [verb in past participle]

would have been could have gone will have had
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NOTE: The word have, of course, must always be in the simple form
after a modal; it can never be has or had.

� Meanings of the modals: Each of the modals has a different
meaning. It is necessary to know the meaning of each.

� Will: Will indicates future certainty.
John will begin the job tomorrow.
Maria will leave in January.

� Conditional sentences: The modals will, would, can, and could
often appear in conditional sentences. Usually conditional sentences contain
the word if. There are two types of conditionals: the real (factual and
habitual) and the unreal (contrary to fact or hypothetical). The real, or �future
possible� as it is sometimes called, is used when the speaker expresses an
action or situation which usually occurs, or will occur if the circumstances in
the main clause are met.

Hypothetical situation: If I am not planning anything for this evening,
when someone asks me if I want to go to the movies, I say:

If I have the time, I will go.
        X                  Y
(I will go unless I don�t have time.)
(If X is true, then Y is true.)
If my headache disappears, we can play tennis.
(I will play tennis unless I have a headache.)

However, the unreal condition expresses a situation (past, present, or
future) that would take place or would have taken place if the circumstances
expressed were or had been different now or in the past.

Hypothetical situation: If I don�t have time to go to the movies, but I
actually want to go, I say:

If I had the time, I would go.
(I know I don�t have time, and therefore, I can�t go to the movies.)

This sentence is contrary to fact because I can not go.
If today were Saturday, we could go to the beach.
(Today is not Saturday, so we can�t go to the beach.)

The if clause can come first or last in the sentence with no change in
meaning.

If we didn�t have to study, we could go out tonight.
OR
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We could go out tonight if we didn�t have to study.
(Both sentences mean: we can�t go out tonight because we have to

study.)

NOTE: The word if is generally not followed directly by the modal; the
modal appears in the other part of the sentence unless there are two modals
in one sentence.

if + subject + conjugated verb ... + modal...

OR

subject + modal ...+ if ...+ conjugated verb ...

NOTE: In the unreal condition, the past tense form of be is always were
in a conditional sentence; it can NEVER be was in correct English.

If I were... If we were...
If you were... If you were...
If he were...
If she were... If they were...
If it were...

Unreal conditional sentences are difficult for foreign students to
understand because it seems that the truth value of a sentence is the
opposite of the way the sentence appears. If a verb in an unreal conditional
sentence is negative, the meaning is actually positive; if a verb is positive, the
meaning is actually negative.

If I were rich, I would travel around the world.
(I am not rich.) (I�m not going to travel around the world.)
If he were sick, he would stay home today.
(He�s not sick.) (He�s not going to stay home today.)

BUT
If I hadn�t been in a hurry, I wouldn�t have spilled the milk.
(I was in a hurry.) (I spilled the milk.)
If the firemen hadn�t arrived when they did, they couldn�t have

saved the house.
(The firemen arrived on time.) (They saved the house.)
We would have left yesterday if it hadn�t snowed.
(We didn�t leave yesterday.) (It snowed.)

The following rules will guide you in deciding which tense to use in
conditional sentences. Remember:
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past perfect = had + [verb in past participle]
modal + perfect = modal + have + [verb in past participle]

Remember that the following rules can be reversed. The if clause can
go either at the beginning or in the middle of the sentence.

� Real conditions: (possibly true)

FUTURE TIME

if + subject + simple present tense... +                + [verb in simple form]

If I have the money, I will buy a new car.
We will have plenty of time to finish the project before dinner if it is

only ten o�clock now.

HABITUAL

if+ subject + simple present tense... + simple present tense...

If the doctor has morning office hours, he visits his patients in the
hospital in the afternoon. (no modal)

John usually walks to school if he has enough time.

COMMAND

if+ subject + simple present tense... + command form* ...

� Remember that the command form consists of the simple form of the
verb.

If you go to the Post Office, please mail this letter for me.
Please call me if you hear from Jane.

� Unreal conditions: (not true)
PRESENT OR FUTURE TIME

if + subject + simple past tense ... +              + [verb in simple form]

If I had the time, I would go to the beach with you this weekend.
(I don�t have the time.) (I�m not going to the beach with you.)

}{ will
can
may
must
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He would tell you about it if he were here.
(He won�t tell you about it.) (He�s not here.)
If he didn�t speak so quickly, you could understand him.
(He speaks very quickly.) (You can�t understand him.)

PAST TIME

if + subject + past perfect ... +               + have + [verb in past participle]

If we had known that you were there, we would have written you a letter.
(We didn�t know that you were there.) (We didn�t write you a letter.)
She would have sold the house if she had found the right buyer.
(She didn�t sell the house.) (She didn�t find the right buyer.)
If we hadn�t lost our way, we would have arrived sooner.
(We lost out way.) (We didn�t arrive early.)

NOTE: It is also possible to indicate a past unreal condition without
using the word if. In this case, the auxiliary had is placed before, rather than
after, the subject. This clause will usually come first in the sentence.

had + subject + [verb in past participle] ...

Had we known that you were there, we would have written you a letter.
Had she found the right buyer, she would have sold the house.
The above rules indicate the most common methods of using tenses in

conditional sentences. However, if the two actions clearly happened at quite
different times, the verbs should show that difference.

Less common: If she had seen the movie, she would tell you.
pàst           future

More common: If she had seen the movie, she would have told you.
past      past

� As if/as though. These conjunctions indicate something unreal or
contrary to fact and thus are very similar in form to conditional sentences.
The verb which follows these conjunction must be in the past tense or past
perfect. Remember that the past tense of be in a contrary to fact statement
must be were and NEVER was.

subject + verb (present) +                       + subject + verb (past)

}{would
could
might

}{ as if
as though
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The old lady dresses as if it were winter even in the summer.
(it is not winter.)
Angelique walks as though she studied modeling.
(She didn�t study modeling.)
He acts as though he were rich.
(He is not rich.)

subject + verb (past) +                       + subject + verb (past perfect) ...

Betty talked about the contest as if she had won the grand prize.
(She didn�t win the grand prize.)
Jeff looked as if he had seen a ghost.
(He didn�t see a ghost.)
He looked as though he had run ten miles.
(He didn�t run ten miles.)

NOTE: The two preceding rules apply only when as if or as though
indicates a contrary to fact meaning. At times, they do not have that meaning
and then would not be followed by these tenses.

He looks as if he has finished the test.
(Perhaps he has finished.)
He looked as though he was leaving.
(Perhaps he was leaving.)

� Hope/wish: These two verbs, while they are similar in meaning, are
not at all the same grammatically. The verb hope is used to indicate
something that possibly happened or will possibly happen. The verb wish is
used to indicate something that definitely did not happen or definitely will not
happen. The verb hope can be followed by any tense. The verb wish must
NOT be followed by any present tense verb or present tense auxiliary. Be sure
that you understand the difference in the following sentences with wish and
hope.

We hope that they will come. (We don�t know if they are coming.)
We wish that they could come. (They are not coming.)
We hope that they came yesterday. (We don�t know if they came.)
We wish that they had come yesterday. (They didn�t come.)

Remember that wish is very similar to a contrary to fact or unreal
condition.

Present unreal condition: If I were rich, I would be very happy.
Present wish: I wish I were rich.

}{ as if
as though
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Past unreal condition: If you had been here last night, we would
have enjoyed it.
Past wish: We wish that you had been here last night.

NOTE: In the following rules, notice that the word that is optional.

FUTURE WISH

subject* + with + (that) + subject +                                 ...

*Subjects can be the same or different.
We wish that you could come to the party tonight. (You can�t come.)
I wish that you would stop saying that. (You probably won�t stop.)
She wishes that she were coming with us. (She is not coming with us.)

PRESENT WISH

subject + wish + (that) + subject + simple past tense ...

I wish that I had enough time to finish my homework. (I don�t have
enough time.)
We wish that you were old enough to come with us. (You are not
old enough.)
They wish that they didn�t have to go to class today. (They have to
go to  class.)

PAST WISH

subject + wish + (that) + subject +

I wish that I had washed the clothes yesterday. (I didn�t wash the
clothes.)
She wishes that she could have been there. (She couldn�t be there.)
We wish that we had had more time last night. (We didn�t have more
time.)

Exercise 21: Conditional Sentences
Supply the correct form of the verb in parentheses for each of the

following sentences. Review the formulas if you have trouble.

could + verb
would + verb
were + [verb + ing]

{ }

past perfect
could have + [verb in past participle]{ }
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1. Henry talks to his dog as if it __________ (understand) him.
2. If they had left the house earlier, they__________(be; negative) so

late getting to the airport that they could not check their baggage.
3. If I finish the dress before Saturday, I __________ (give) it to my

sister for her birthday.
4. If I had seen the movie, I __________ (tell) you about it last night.
5. Had Bob not interfered in his sister�s marital problems, there

___________ (be) peace between them.
6. He would give you the money if he ___________ (have) it.
7. I wish they ___________ (stop) making so much noise so that I could

concentrate.
8. She would call you immediately if she___________(need) help.
9. Had they arrived at the sale early, they __________ (find) a better

selection.
10. We hope that you __________ (enjoy) the party last night.
11. If you have enough time, please __________ (paint) the chair

before you leave.
12. We could go for a drive if today __________ (be) Saturday.
13. If she wins the prize, it will be because she ______ (write) very well.
14. Mike wished that the editors __________ (permit) him to copy some

of their material.
15. Joel wishes that he __________ (spend) his vacation on the Gulf

Coast next year.
16. I __________ (accept) if they invite me to the party.
17. If your mother __________ (buy) that car for you, will you be happy?
18. If he __________ (decide) earlier, he could have left on the

afternoon flight.
19. Had we known your address, we __________ (write) you a letter.
20. If the roofer doesn�t come soon, the rain __________ (leak) inside.
21. Because Rose did so poorly on the exam, she wishes that she

__________ (study) harder last night.
22. My dog always wakes me up if he __________ (hear) strange noises.
23. If you __________ (see) Mary today, please ask her to call me.
24. If he __________ (get) the raise, it will be because he does a good job.
25. The teacher will not accept our work if we __________ (turn) it in late.
26. Mrs. Wood always talks to her tenth-grade students as though they

__________ (be) adults.
27. If he had left already, he __________ (call) us.
28. If they had known him, they __________ (talk) to him.
29. He would understand it if you __________ (explain) it to him more

slowly.
30. I could understand the French teacher if she __________ (speak)

more slowly.
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DAY 5     ÄÅÍÜ 5

` DIALOGUE
How to become a manager

Make up a dialogue according to the pattern.
Jim: Oh, my dear friends, I can see you are professional managers.
Robert: It must be very difficult to become a manager � how did you

become managers?
Edward: I graduated from Oxford University. At the end of the educational

process, I passed the final examinations, and I have a university
degree in management.

Jim: How many years did you spend at university? And did you start
your professional career at once after getting a university degree
in management?

Edward: I spent 3 years at university, but even after passing the
examinations I was not fully qualified. In order to be an
experienced  manager, I had to spend two years as an assistant
manager.

Robert: Oh, Edward, I bet they were the �best years of your life�! And
what about you, Jack?

Jack: I received a university degree in management 5 years ago. After
passing the final examinations, I spent two years as an assistant.

Jim: But, I wonder, can someone without a degree become a manager?
Julia: Yes, It�s possible, but very difficult. I spent 4 years training. It

was the worst period of my life. My father is a vice president,
and  practising my work at his office helped me very much.

Robert: Oh, Julia, I respect you for devoting your life to your career.
Jim: Thank you very much for our conversation. It has helped me to

get to know you better.

TASK
1. The businessmen Mr. Patterson and Mr. Waters talk to the

managers Mr. Louis, Mr. Rich, Mr. Purse.
2. Discuss: � the beginning of their career

� what examination did they pass?
� what degrees did they get?
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LESSON 2 ÓÐÎÊ 2

DAY 1    ÄÅÍÜ 1

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Òàáëèöà 1.1. Óïðàâëåí÷åñêèå
ðîëè ïî Ìèíöáåðãó

TABLE 1-1 Mintzberg�s
Managerial Roles

Îïèñàíèå

Ñèìâîëè÷åñêèé
îáðàç, òðåáó-

åìûé äëÿ
âûïîëíåíèÿ
ìíîæåñòâà
ðóòèííûõ

îáÿçàííîñòåé
â ñèëó ïðà-
âîâîé, ëèáî
ñîöèàëüíîé
ïðèðîäû.

Îòâåòñòâåííûé
çà ìîòèâà-

öèþ è
ðóêîâîäñòâî
ïîä÷èíåí-

íûìè.

Âêëþ÷àåò â
ñåáÿ ñåòü
âíåøíèõ

êîíòàêòîâ,
ïðåäîñòàâëÿþ-

ùèõ
ïðåäïî÷òå-

íèÿ è
èíôîðìàöèþ.

Ïðèìåðû

Öåðåìî-
íèè,

òðåáîâà-
íèÿ

îáùåñòâåí-
íîãî ïîëî-

æåíèÿ,
ïîçäðàâ-
ëåíèÿ.

Ïðàêòè÷åñêè
âñÿ

óïðàâëåí-
÷åñêàÿ

äåÿòåëü-
íîñòü,

êàñàþùàÿ-
ñÿ ïîä÷è-
íåííûõ.

Çíàíèå
ðàáîòû ñ
âíåøíåé
ñðåäîé.

Ìåæ-
ëè÷îñòíàÿ

ðîëü
Ñèìâîë

Ëèäåð

Ñâÿçûâà-
íèå

Interpersonal
Role

Figurehead

Leader

Liaison

Description

Symbolic
head;

required to
perform a
number of

routine
duties of a

legal or
social

nature.

Responsible
for the

motivation
and

direction of
sub-

ordinates.

Maintains a
network of

outside
contacts

who
provide

favors and
information.

Examples

Ceremonies,
status

requests,
solicitations.

Virtually all
managerial
activities
involving

sub-
ordinates.

Acknowled-
gment of

mail,
external

board work.
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Ïîëó÷àåò
øèðîêîå

ðàçíîîáðàçèå
èíôîðìàöèè,

ñëóæèò
íåðâíûì
öåíòðîì

âíóòðåííåé è
âíåøíåé

èíôîðìàöèè
è ïî

îðãàíèçàöèè.

Ïåðåäàåò
èíôîðìàöèþ,
ïîëó÷åííóþ
èçâíå ëèáî
îò äðóãèõ

ïîä÷èíåííûõ
÷ëåíîâ

îðãàíèçàöèè.

Ïåðåäàåò
èíôîðìàöèþ
âíåøíèì ëè-

öàì î ïëà-
íàõ, ïîëèòè-
êå, äåéñòâè-
ÿõ, äîñòèæå-
íèÿõ îðãàíè-
çàöèè; ðàáî-
òàåò êàê ñòî-

ðîííèé
íàáëþäàòåëü

è ýêñïåðò
îðãàíèçàöèè.

Ðàáîòà ñî
âñåé ïî÷òîé

è êîíòàê-
òàìè,

õàðàêòåðè-
çóåòñÿ êàê
ïðåèìó-

ùåñòâåííî
ïîëó÷åíèå
èíôîðìà-

öèè.

Ðàñïðîñ-
òðàíÿåò
ïî÷òó ïî

îðãàíèçàöèè
â èíôîðìà-

öèîííûõ
öåëÿõ;

âåðáàëüíûå
êîíòàêòû,

âêëþ÷àþùèå
èíôîðìà-
öèîííûé

ïîòîê, íàï-
ðàâëåííûé
íà ïîä÷è-
íåííûõ â

òàêîì âèäå
êàê

èòîãîâîå
çàñåäàíèå.

Çàñåäàíèå
êîëëåãèè;

îñóùåñòâëå-
íèå

êîíòàêòîâ,
ñîïðîâîæ-
äàþùèõñÿ
ïåðåäà÷åé
èíôîðìà-

öèè.

 Èíôîðìà-
öèîííîå
 ñëåæåíèå

 Ðàñïðîñ-
òðàíèòåëü

Ëèöî ïî
ñâÿçÿì ñ
 îáùåñò-
âåííî-

ñòüþ

Informational
Monitor

Disseminator

Spokes-
person

Receives
wide variety

of
information;
serves as

nerve
center of

internal and
external

information
of the

organization.

Transmits
information
received

from
outsiders or
from other

subordinates
to members

of the
organization.

Transmits
information
to outsiders
on organi-
zation�s
plans,

policies,
actions,

results; ser-
ves as si-

ders and on
organization�s

expert
industry.

Handling all
mail and
contacts

categorized
as

concerned
primarily

with
receiving

information.

Forwarding
mail into

organization
for

informational
purposes;

verbal
contacts
involving

information
flow to

subordinates
such  as
review

sessions.

Board
meetings;
handling
contacts
involving

transmission
of

information.
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Èùåò
îðãàíèçàöèþ
è ñðåäó äëÿ
èíèöèèðîâà-
íèÿ ïðîåêòîâ
è âíåñåíèÿ
èçìåíåíèé.

Îòâåòñòâåí-
íûé çà

ïðàâèëüíûå
äåéñòâèÿ â
óñëîâèÿõ,

êîãäà
îðãàíèçàöèÿ
âñòðå÷àåòñÿ

ñî çíà÷è-
òåëüíûìè
íåïðåä-

âèäåííûìè
òðóäíîñòÿìè.

Ïðèíÿòèå
ëèáî îäîá-
ðåíèå âàæ-
íûõ îðãàíè-
çàöèîííûõ
ðåøåíèé.

Îòâåòñòâåí-
íûé çà

ïðåäñòàâëåíèå
îðãàíèçàöèè
íà âàæíûõ

ïåðåãîâîðàõ.

Ñòðàòåãèÿ è
èòîãîâîå

çàñåäàíèå,
âêëþ÷àþùåå
èíèöèèðî-
âàíèå ëèáî
ñîçäàíèå

ïðîåêòîâ ïî
óëó÷øåíèþ.

Ñòðàòåãèÿ è
èòîãîâûå

çàñåäàíèÿ,
êàñàþùèåñÿ
òðóäíîñòåé
è êðèçèñîâ.

Ðàñïèñàíèå,
ïðîñüáû ïî
ðóêîâîäñòâó,

áþäæåòó,
ïðîãðàììè-

ðîâàíèå
ðàáîòû

ïîä÷èíåí-
íûõ.

Ïåðåãîâîðû
ïî

êîíòðàêòàì.

 Ðåøèòåëü-
íûé

 ïðåäïðè-
 íèìàòåëü

Âåäåíèå
äåë â

 òÿæåëûõ
 óñëîâèÿõ

 Ðàñïðåäå-
ëåíèå

  ðåñóðñîâ

  Ïîñðåäíèê

Decisional
Entrepreneur

Disturbance
handler

Resource
allocator

Negotiator

Searches
organization

and its
environment

for and
initiates

projects to
bring about

change.

Responsible
for correc-
tive action

when
organization

faces
important,
unexpected
disturbances.

Making or
approving
significant

organization
all

decisions.

Responsible
for repre-

senting the
organization

at major
negotiations.

Strategy
and review
sessions
involving

initiation or
design of

improvement
projects.

Strategy
and review
sessions
involving

disturbances
and crises.

Scheduling;
requests for
authorization;
budgeting;
the prog-

ramming of
subordina-
tes� work.

Contract
negotiation.
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DAY 2    ÄÅÍÜ 2

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Óïðàâëåí÷åñêèå ðîëè

Â êîíöå 60-õ ñòóäåíò Ãåíðè
Ìèíöáåðã ïðåäïðèíÿë ïîäðîáíîå
îáñëåäîâàíèå ïÿòè ñëóæàùèõ, ÷òîáû
îïðåäåëèòü òî, ÷åì ýòè ìåíåäæåðû
çàíèìàëèñü íà ñâîåé ðàáîòå. Íà îñíîâå
ñâîèõ íàáëþäåíèé ýòèõ ìåíåäæåðîâ,
Ìèíöáåðã ïðèøåë ê âûâîäó, ÷òî
ìåíåäæåð âûïîëíÿåò äåñÿòü
ðàçëè÷íûõ, òåñíî âçàèìîñâÿçàííûõ
ðîëåé ëèáî íàáîð òèïîâ ïîâåäåíèÿ,
îòíîñÿùèõñÿ ê èõ ðàáîòå. Êàê ïîêàçàíî
â òàáëèöå 1.1, ýòè äåñÿòü ðîëåé ìîãóò
áûòü ñãðóïïèðîâàíû â ïåðâóþ î÷åðåäü
íà îñíîâå ìåæëè÷íîñòíûõ
âçàèìîîòíîøåíèé, ïåðåäà÷å
èíôîðìàöèè è ïðèíÿòèÿ ðåøåíèé.

Ìåæëè÷íîñòíûå ðîëè

Îò âñåõ ìåíåäæåðîâ òðåáóåòñÿ
âûïîëíåíèå îáÿçàííîñòåé,
öåðåìîíèàëüíûõ è ñèìâîëè÷íûõ ïî
ñâîåé ïðèðîäå. Êîãäà ïðåçèäåíò
êîëëåäæà âûäàåò äèïëîìû íà

` Management Roles

In the late 1960s, a graduate
student at MIT, Henry Mintzberg,
undertook a careful study of five
executives to determine what these
managers did on their jobs. Based
on his observat ions of these
managers, Mintzberg concluded that
managers perform ten different,
highly interrelated roles, or sets of
behaviors attributable to their jobs.
As shown in Table 1-1, these ten
roles can be grouped as being
primari ly concerned with
interpersonal relationships, the
transfer of information, and decision
making.

Interpersonal roles

All managers are required to
perform duties that are ceremonial
and symbolic in nature. When the
president of a college hands out
diplomas at commencement or a
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factory supervisor gives a group of
high school students a tour of the
plant, he or she is acting in a
figurehead role. All managers have
a leadership role. This role includes
hiring, training, motivating, and
disciplining employees. The third role
within the interpersonal grouping is
the liaison role. Mintzberg described
this activity as contacting outsiders
who provide the manager with
information. These may be
individuals or groups inside or
outside the organization. The sales
manager who obtains information
from the personnel manager in his
or her own company has an internal
liaison relationship. When that sales
manager has contacts with other
sales executives through a marketing
trade association, he or she has an
outside liaison relationship.

òîðæåñòâåííîì ñîáðàíèè ëèáî
îòâåòñòâåííûé ðóêîâîäèòåëü
ïðåäïðèÿòèÿ ïðåäñòàâëÿåò ãðóïïå
ñòàðøåêëàññíèêîâ ó÷àñòîê çàâîäà, îí
èëè îíà äåéñòâóåò â ñèìâîëè÷åñêîé
ðîëè. Ó âñåõ ìåíåäæåðîâ åñòü
ðóêîâîäÿùàÿ ðîëü. Ýòà ðîëü âêëþ÷àåò
â ñåáÿ: íàéì, òðåíèíã, ìîòèâàöèþ è
äèñöèïëèíèðîâàíèå ñëóæàùèõ. Òðåòüÿ
ðîëü â ìåæëè÷íîñòíîì ãðóïïîâîì
âçàèìîäåéñòâèè � ýòî ðîëü
ñâÿçûâàíèÿ. Ìèíöáåðã îïèñàë ýòó
äåÿòåëüíîñòü êàê îáùåíèå ñ ëþäüìè
èçâíå, êîòîðûå ïðåäîñòàâëÿþò
ìåíåäæåðó èíôîðìàöèþ. Ýòî ìîãóò
áûòü èíäèâèäû ëèáî ãðóïïû âíóòðè èëè
âíå îðãàíèçàöèè. Ìåíåäæåð ïî
ïðîäàæàì, ïîëó÷àþùèé èíôîðìàöèþ
îò ìåíåäæåðà ïî ïåðñîíàëó âíóòðè åãî
ëèáî åå êîìïàíèè, âñòóïàåò âî
âíóòðåííèå îòíîøåíèÿ ñâÿçûâàíèÿ.
Êîãäà ìåíåäæåð ïî ïðîäàæàì
êîíòàêòèðóåò ñ äðóãèìè ñëóæàùèìè
÷åðåç ìàðêåòèíãîâóþ òîðãîâóþ
àññîöèàöèþ, îí èëè îíà âñòóïàþò âî
âçàèìîîòíîøåíèÿ âíåøíåãî
ñâÿçûâàíèÿ.



34
Ñîâðåìåííûé Ãóìàíèòàðíûé Óíèâåðñèòåò



35
Ñîâðåìåííûé Ãóìàíèòàðíûé Óíèâåðñèòåò

DAY 3     ÄÅÍÜ 3

SKILLS

request (n) Ïîäðîáíîå îïèñàíèå âûñûëàåòñÿ ïî òðåáîâàíèþ.
Îíè îáðàòèëèñü ñ ïðîñüáîé î ïîìîùè.

routine (adj) Ýòî âñåãî ëèøü îáû÷íàÿ ïðîâåðêà, íå÷åãî
âîëíîâàòüñÿ.

duty Åãî îáÿçàííîñòè çàêëþ÷àëèñü â ïðèãîòîâëåíèè êîôå è
îòñûëêå ïèñåì íà ïî÷òó.
ß ïî÷óâñòâîâàë ñâîþ îáÿçàííîñòü ïîìî÷ü èì.

legal Íå âîëíóéòåñü, ýòî âïîëíå çàêîííî!
Ìû ãîâîðèì î áðèòàíñêîé ïðàâîâîé ñèñòåìå.

to motivate Ìû îáÿçàíû ìîòèâèðîâàòü íàø ïåðñîíàë.
Ìîå æåëàíèå îòïðàâèòüñÿ â ïóòåøåñòâèå áûëî
ïðîäèêòîâàíî æåëàíèåì ïîêèíóòü ñòðàíó.

subordinate Îí ïëîõî îáðàùàëñÿ ñî ñâîèìè ïîä÷èíåííûìè.

network Îíà äàëà èíòåðâüþ íàöèîíàëüíîé òåëåâèçèîííîé ñåòè.

acknowledgment Îí ïîëó÷èë çîëîòûå ÷àñû â çíàê ïðèçíàòåëüíîñòè çà
åãî ðàáîòó â êîìïàíèè.
ß íàïèñàë â êîìïàíèþ òðè íåäåëè íàçàä è åùå íå
ïîëó÷èë íèêàêîãî îòâåòà.

to monitor Ýòîò ïðèáîð îòñëåæèâàåò ïóëüñ (heartbeats) ïàöèåíòà.
Ìû îòñëåæèâàåì ïîëèòè÷åñêóþ èíôîðìàöèþ
èíîñòðàííûõ ðàäèîñòàíöèé.

variety Âñå ïðèáûëè íà âå÷åðèíêó ïîçäíî ïî ìíîæåñòâó
ðàçíûõ ïðè÷èí.

wide (adj) Âîðîòà íåäîñòàòî÷íî øèðîêè äëÿ òîãî, ÷òîáû ïðîåõàë
àâòîìîáèëü.
Ó íåå øèðîêèé êðóã èíòåðåñîâ.

to serve Îí ðàáîòàë â òîé êîìíàòå.
Îíà ïðîñëóæèëà â êîìïàíèè ïÿòüäåñÿò ëåò.
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Â êàêîå âðåìÿ ïîäàåòñÿ çàâòðàê â îòåëå?

to handle Êëèåíòîâ ïðîñÿò íå áðàòü òîâàðû â ðóêè â ìàãàçèíå.
Ñòåêëî � îáðàùàòüñÿ ñ îñòîðîæíîñòüþ!
Ýòî áûëà òðóäíàÿ ñèòóàöèÿ, è îí åé õîðîøî âëàäåë.

to categorize Îí íå õîòåë, ÷òîáû åãî ïðè÷èñëÿëè ê ñîöèàëèñòàì.
Åãî ñòèëü î÷åíü èíäèâèäóàëåí, åãî òðóäíî
êëàññèôèöèðîâàòü.

to transmit Èíôåêöèÿ ðàñïðîñòðàíÿåòñÿ íàñåêîìûìè.
Èíôîðìàöèÿ ïåðåäàåòñÿ èç îäíîãî êîìïüþòåðà â
äðóãîé ïî òåëåôîííîé ëèíèè.

disturbance, Øóì óëè÷íîãî äâèæåíèÿ âûçûâàåò ïîñòîÿííîå
áåñïîêîéñòâî.

to disturb Ïðîøó ïðîùåíèÿ çà òî, ÷òî áåñïîêîþ Âàñ, íî íå ìîãëè
áû Âû ìíå ñêàçàòü, êàê ýòî ðàáîòàåò?
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DAY 4    ÄÅÍÜ 4

TOEFL TRAINING (Contd.)

� Would: Besides its use in conditional sentences, would can also
mean a past time habit.

When David was young, he would swim once a day.

� Used to: In this usage, the expression used to means the same as
would. Used to is always in this form; it can NEVER be use to. Also, there are
two grammar rules for used to. Notice the difference in meaning as well as in
grammar.

subject + used to + [verb in simple form] ...
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When David was young, he used to swim once a day. (past time habit)

subject +           + used to + [verb + ing] ...

John is used to swimming every day. (He is accustomed to
swimming every day.)

John got used to swimming every day. (He became accustomed
to swimming every day.)

NOTE: Be used to means to be accustomed to, and get used to means
to become accustomed to.

The program director used to write his own letters.   (past time habit)
George is used to eating at 7:00 P.M. (is accustomed to)
We got used to cooking our own food when we had to live alone.
(became accustomed to)
Mary was used to driving to school.    (was accustomed to)
The government used to restrict these pills.   (past time habit)
The man is used to reading his newspaper in the morning.
(is accustomed to)

Exercise 22: Used To
Supply the simple form or [verb + ing] as required in the following

sentences.
1. I was used to__________(eat) at noon when I started school.
2. He used to__________(eat) dinner at five o�clock.
3. When I was young, I used to .__________ (swim) every day.
4. He used to __________ (like) her, but he doesn�t anymore.
5. Don�t worry. Some day you will get used to __________ (speak)

English.
6. Alvaro can�t get used to__________(study).
7. He used to _______ (dance) every night, but now he studies.
8. Adam is used to __________ (sleep) late on weekends.
9. Chieko is used to__________(eat) American food now.
10. She finally got used to _________ (eat) our food.

� Would rather: Would rather means the same as prefer, except that
the grammar is different. Would rather must be followed by a verb, but prefer
may or may not be followed by a verb.

John would rather drink Coca-Cola than orange juice.
John prefers drinking Coca-Cola to drinking orange juice.

OR

be
get }{
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John prefers Coca-Cola to orange juice.

NOTE: Would rather is followed by than when two things are
mentioned, but prefer is followed by to.

There are different rules for would rather depending on the number of
subjects and the meaning of the sentence.

Would you like to dance with me?
I would like to visit Japan.
We would like to order now please.
The president would like to be re-elected.
They would like to study at the university.
Would you like to see a movie tonight?

� Could/may/might: Although could is used in conditionals it can also
be used to mean possibility. In this case, could, may, or might mean the same.
The speaker is not sure of the statement made when using these modals.

It might rain tomorrow. It was possibly rain tomorrow.
It may rain tomorrow. OR
It could rain tomorrow. Maybe it will rain tomorrow.

NOTE: Maybe is a combination of may and be, but it is one word and is
not an auxiliary. It means the same as perhaps.

Examples of could, may, and might:
The president said that there might be a strike next week.
I don�t know what I�m doing tomorrow. I may go to the beach or I
may stay home.
It might be warmer tomorrow.
I may not be able to go with you tonight.
I don�t know where Jaime is. He could be at home.

� Should: This modal is used to indicate:
(1) A recommendation, advice, or obligation (see must for further

explanation).
Henry should study tonight.
One should exercise daily.
Maria should go on a diet.
You should see a doctor about this problem.



40
Ñîâðåìåííûé Ãóìàíèòàðíûé Óíèâåðñèòåò

(2) Expectation; used to indicate something that the speaker expects
to happen.

It should rain tomorrow. (I expect it to rain tomorrow.)
My check should arrive next week.   (I expect it to arrive next week.)

NOTE: The expressions had better, ought to, and be supposed to
generally mean the same as should in either of the two definitions.

subject +                                  + [verb in simple form] ...

John should study tonight.
John had better study tonight.
John ought to study tonight.
John is supposed to study tonight.

� Must: This modal is used to indicate:
(1) Complete obligation; this is stronger than should. With should the

person has some choice on whether or not to act, but with must the person
has no choice.

One must endorse a check before one cashes it.
George must call his insurance agent today.
A pharmacist must keep a record of the prescriptions that are filled.
An automobile must have gasoline to run.
An attorney must pass an examination before practicing law.
This freezer must be kept at �20°.

(2) Logical conclusion; must is used to indicate that the speaker
assumes something to be true from the facts that are available but is not
absolutely certain of the truth.

John�s lights are out. He must be asleep.
(We assume that John is asleep because the lights are out.)

The grass is wet. It must be raining.
(We assume that it is raining because the grass is wet.)

� Have to: This pseudo-modal means the same as must (meaning
complete obligation).

George has to call his insurance agent today.
A pharmacist has to keep a record of the prescriptions that are filled.

For a past time obligation, it is necessary to use had to.
Must CANNOT be used to mean a past obligation.

had better
should
ought to
be supposed to

{ }
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George had to call his insurance agent yesterday.
Mrs. Kinsey had to pass an examination before she could practice
law.

� Modals + perfective: You have already seen these in the section
on conditionals; however, it is also possible to use other modals in this form.
The modal + perfective is usually used to indicate past time.

modal + have + [verb in past participle] ...

NOTE: Remember that a modal is always followed by the simple form
of the verb. Thus, have can never be has or had.

� Could/may/might + perfective: Use any of these modals +
perfective to indicate a past possibility. Remember that these modals also
mean possibility in the present.

PRESENT

subject + would rather + [verb in simple form] ...

Jim would rather go to class tomorrow than today.

PAST

subject + would rather + have + [verb in past participle]

John would rather have gone to class yesterday than today.

Would rather that, when used with two subjects in the present, can be
followed by either the simple form of the verb or the past tense. It will be
followed by the simple form when it has a subjunctive meaning (as explained
in Grammar item 25). It will be followed by the past tense when the meaning
of the sentence is �contrary to fact� just as that rule affects conditional
sentences and the verb wish.

PRESENT SUBJUNCTIVE

subject
1
 + would rather that + subject

2
 + [verb in simple form]

I would rather that you call me tomorrow.
We would rather that he take this train.
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PRESENT CONTRARY TO FACT

subject
1
 + would rather that + subject

2
 + [verb in simple past tense] ...

Henry would rather that his girlfriend worked in the same
department as he does. (His girlfriend does not work in the same
department.)
Jane would rather that it were winter now. (It is not winter now.)

The following rule applies to would rather when there are two subjects
and the time is past. In this case, the meaning must always be contrary to
fact.

PAST CONTRARY TO FACT

subject
1
 + would rather that + subject

2
 + past perfect ...

Jim would rather that Jill had gone to class yesterday.
(Jill did not go to class yesterday.)

Notice how each of the following sentences becomes negative. When
there is only one subject and when you have a present subjunctive, simply
place not before the verb.

John would rather not go to class tomorrow.
John would rather not have gone to class yesterday.
John would rather that you not call me tomorrow.

For the present and past contrary to fact sentences, use didn�t + [verb
in simple form] and hadn�t + [verb in past participle] respectively.

Henry would rather that his girlfriend didn�t work in the same
department as he does.

(She does work in the same department )
John would rather that Jill had not gone to class yesterday.

(Jill went to class yesterday.)

Examples of would rather:
Jorge would rather stay home tonight.
We would rather that you call tonight.
Mayra would rather drink coffee than Coke.
Ricardo would rather not be here.
Ritsuko would rather that we didn�t leave now, but we must go to
work.
Roberto would rather that we hadn�t left yesterday.
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Exercise 23: Would Rather
Fill in the blanks with the correct form of the verb in the following

sentences.
1. We would rather __________ (stay) home tonight.
2. Mr. Jones would rather ___________ (stay) home last night.
3. The policeman would rather __________ (work) on Saturday than on

Sunday.
4. Maria would rather that we ___________ (study) more than we do.
5. George would rather __________ (study; negative) tonight.
6. The photographer would rather __________ (have) more light.
7. The photographer would rather that we __________ (stand) closer

together than we are standing.
8. Carmen would rather __________ (cook; negative) for the entire

family.
9. She would rather that you __________ (arrive; negative) last night.
10. John would rather __________ (sleep) than worked last night.

� Would like: This expression is often used in invitations; it can also
mean want. NOTE: it is NOT CORRECT to say: �Do you like...?� to invite
somebody to do something.

subject + would like + [to + verb] ...

It may have rained last night, but I�m not sure.
The cause of death could have been bacteria.
John might have gone to the movies yesterday.

� Should + perfective: This is used to indicate an obligation that was
supposed to occur in the past, but for some reason it did not occur.

John should have gone to the post office this morning.
(He did not go to the post office.)
Maria shouldn�t have called John last night.
(She did call him.)
The policeman should have made a report about the burglary.
(He did not make a report.)

NOTE: The expression was/were supposed to + [verb in simple form]
means much the same as should + perfective.

John was supposed to go to the post office this morning.
(He didn�t go.)

The policeman was supposed to make a report about the
burglary.

(He didn�t make a report.)
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� Must + perfective: This is NOT used to indicate a past obligation.
Remember to use only had to, should + perfective, or be supposed to

to indicate a past obligation. Must + perfective can only mean a logical
conclusion in the past.

The grass is wet. It must have rained last night.
(It probably rained last night.)

Tony�s lights are out. He must have gone to sleep.
      (He probably went to sleep.)

Jane did very well on the exam. She must have studied.
(She probably studied.)

Sandra failed the test. She must not have studied.
(She probably did not study.)

Exercise 24: Most/Should + Perfective
Choose between must + perfective and should + perfective in the

following  sentences.
1. Henri was deported for having an expired visa. He __________

(have) his visa renewed.
2. Julietta was absent for the first time yesterday. She __________ (be) sick.
3. The photos are black. The X rays at the airport __________

(damage) them.
4. Blanca got a parking ticket. She __________ (park; negative) in a

reserved spot, since she had no permit.
5. Carmencita did very well on the exam. She ___________ (study) very

hard.
6. Jeanette did very badly on the exam. She ___________ (study) harder.
7. German called us as soon as his wife had her baby. He __________

(be) very proud.
8. Eve had to pay $5.00 because she wrote a bad check. She

__________ (deposit) her money before she wrote a check.
9. John isn�t here yet. He ___________ (forget) about our meeting.
10. Alexis failed the exam. He __________ (study, negative) enough.

Exercise 25: Modals + Perfective
Choose the correct answer in each of the following sentences

according to meaning and tense.
1. If I had a bicycle, (I would/I will) ride it every day.
2. George (would have gone/would go) on a trip to Chicago if he had

had time.
3. Marcela didn�t come to class yesterday. She (will have had/may

have had) an accident.
4. John didn�t do his homework, so the teacher became very angry.

John (must have done/should have done) his homework.
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5. Sharon was supposed to be here at nine o�clock. She (must forget/
must have forgotten) about our meeting.

6. Where do you think Juan is today? I have no idea. He (should have
slept/may have slept) late.

7. George missed class today. He (might have had/might had had) an
accident.

8. Robert arrived without his book. He (could have lost/would have
lost) it.

9. Thomas received a warning for speeding. He (should have driven/
shouldn�t have driven) so fast.

10. Henry�s car stopped on the highway. It (may run/may have run) out
of gas.

DAY 5     ÄÅÍÜ 5

CURRICULUM VITAE

� The curriculum vitae or CV is an account of an individual�s
educational background and previous work experience. Prospective
employers can judge whether the skills, accomplishments and abilities
described match their needs and organisational goals.

1.1 The curriculum vitae should be clear to read and present an
attractive image. It is important to highlight the features which will interest
the reader. It should not be too long. Space left blank on the page makes it
easy to read quickly.

1.2 There are two main formats: the chronological and the functional.
In both types there will be the same basic information (name, address, date
of birth and civil status.)

1.3 When applying for a post abroad it is helpful to give the names of
equivalent qualifications which can be easily understood by the reader. There
may not be an
e q u i v a l e n t
qualif ication in
some cases, so it is
a good idea to
describe the
diploma obtained
(e.g. a D.E.U.G.: a
U n i v e r s i t y
q u a l i f i c a t i o n
obtained after two
years� study).
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� A chronological CV
This is the most familiar layout. It is possible to start from the present

and work back in time (usual in the US) or begin at the start of one�s career
and work forward in time.

� A functional CV
Here the content is organised into specific categories of abilities. It is

useful if you have a short work record or previous jobs unrelated to current
goals. It tells a potential employer what you can do.

� When describing activities undertaken the following verbs are
useful:

initiating
planning

I was responsible for negotiating achieving
implementing
reviewing

� When stressing abilities, the following words and expressions are
useful:

creative proficient comprehensive/first hand knowledge of
accurate well-organised (have) a proven track record in
efficient perfectionist well versed in
energetic motivated perform well under pressure
systematic methodical willing to take the initiative

CURRICULUM VITAE

NAME Pierre Charreau
D.O.B. 1.8.65
ADDRESS 55 Rue des Moines, Strasbourg. 67000, France
EDUCATION 1984–7. École Supérieure de Commerce de  Reims

(one of the leading business schools in  France)
1988. EDP International: Work experience in market
research. Conducted field surveys in  the Netherlands
nd France.

PROFESSIONAL 1989–1991. Demont S .A.
ACTIVITY Financial Controller responsible for:

— organising bank credits for civil engineering work
— visiting Latin American and Asian subsidiaries
— designing data processing, accounting, cost control

{
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and reporting systems.
— hiring and training local staff for subsidiaries
1991 — present. Phoenix Properties.
Investment Officer responsible for:
— checking feasibility studies and predicting returns on
investment
— solving legal problems related to investments
— negotiating contracts with property developers
— setting upjoint ventures with foreign partners

RESUME

HEIDI KUNKEL

OBJECTIVE A sales position leading to higher management where
my administrative, technical and interpersonal skills will
be used  to maximise sales and promote good customer
relations.

EDUCATION B. A. in Communications (1988): Ohio State University
Courses in psychology, sociology and interpersonal
communication.

Areas of effectiveness
SALES/ During my 4 years at Colelli
CUSTOMER Enterprises (Columbus, Ohio), I
RELATIONS promoted better relations with corporate accounts and

recruited new clients over a wider territory. Dealt with
customer complaints.
Responsible for inventory and follow-up of all orders.

PLANNING/ Was responsible for the reorganisation of the sales
ORGANISATION department�s administrative functions. Initiated time

and motion studies which led to a $150,000 saving in
labor costs.

LANGUAGES Spanish (fluent), French (average)
REFERENCES Available on request.

PRACTICE

Write out your own CV in English. If possible, talk about yourself with a
partner. Use this language:
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I was born in ....
I went to school in ....
After leaving school I went to... and studied at ....
I did a course / degree in ....
Then....
My first post was in ....
I was responsible for ....
Then....
At the moment....
My work involves....
I think I am....
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LESSON 3 ÓÐÎÊ 3

DAY 1     ÄÅÍÜ 1

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Èíôîðìàöèîííûå ðîëè
Â êàêîé-òî ñòåïåíè âñå ìåíåäæåðû

ïîëó÷àþò è ñîáèðàþò èíôîðìàöèþ èç
îðãàíèçàöèé è èíñòèòóòîâ èçâíå.
Îáû÷íî ýòî äåëàåòñÿ ïðè ÷òåíèè
æóðíàëîâ è áåñåäå ñ äðóãèìè, ïîëó÷àÿ
èíôîðìàöèþ îá èçìåíåíèÿõ âêóñîâ
ïóáëèêè, î òîì, ÷òî ïëàíèðóþò
êîíêóðåíòû è ò.ï. Ìèíöáåðã íàçâàë ýòî
îòñëåæèâàþùåé ðîëüþ. Òàêæå
ìåíåäæåðû äåéñòâóþò â êà÷åñòâå
ïîñòîðîííèõ ïðîâîäíèêîâ äëÿ
ïåðåäà÷è èíôîðìàöèè ÷ëåíàì
îðãàíèçàöèè. Òàêîâà ðîëü
ðàñïðîñòðàíèòåëÿ. Ïîìèìî ýòîãî,

`  Informational roles
Àl l  managers wi l l ,  to some

degree, receive and col lect
information from organizations and
institutions outside their own.
Typically, this is done through
reading magazines and talking with
others to learn of changes in the
public�s tastes, what competitors
may be planning, and the like.
Mintzberg called this the monitor
role. Managers also act as a conduit
to transmit information to
organizational members. This is the
disseminator role. Managers
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additionally perform a spokesperson
role when they represent the
organization to outsiders.

Decisional roles
Finally, Mintzberg identified four

roles that revolve around the making
of choices. In the entrepreneur role,
managers initiate and oversee new
projects that will improve their
organization�s performance. As
disturbance handlers, managers take
corrective action in response to
previously unforeseen problems. As
resource allocators, managers are
responsible for allocating human,
physical, and monetary resources.
Last ly,  managers perform a
negotiator role, in which they discuss
and bargain with other units to gain
advantages for their own unit.

ìåíåäæåðû èñïîëíÿþò ðîëü
ïðåäñòàâèòåëÿ, êîãäà îíè
ïðåäñòàâëÿþò îðãàíèçàöèþ.

Ðîëè ðåøåíèÿ
Èòàê, Ìèíöáåðã îïðåäåëèë ÷åòûðå

ðîëè, êîòîðûå âîçäåéñòâóþò íà
ïðèíÿòèå âûáîðà. Â ðîëè
ïðåäïðèíèìàòåëÿ ìåíåäæåðû
èíèöèèðóþò è ðóêîâîäÿò íîâûìè
ïðîåêòàì, êîòîðûå óëó÷øàò ðàáîòó èõ
îðãàíèçàöèè. Â êà÷åñòâå âåäóùèõ äåë
â íåïðèÿòíûõ óñëîâèÿõ, ìåíåäæåðû
ïðåäïðèíèìàþò íåîáõîäèìûå
äåéñòâèÿ ïî îòíîøåíèþ ê ðàíåå
âîçíèêøèì íåïðåäâèäåííûì
ïðîáëåìàì.Â êà÷åñòâå
ðàñïðåäåëèòåëåé ðåñóðñîâ ìåíåäæåðû
îòâåòñòâåííû çà ðàñïðåäåëåíèå
ëþäñêèõ, ôèçè÷åñêèõ è äåíåæíûõ
ðåñóðñîâ. È, íàêîíåö, ìåíåäæåð
âûïîëíÿåò ðîëü ïîñðåäíèêà, â ðàìêàõ
êîòîðîé îíè îáñóæäàþò è
äîãîâàðèâàþòñÿ ñ äðóãèìè
ïîäðàçäåëåíèÿìè äëÿ òîãî, ÷òîáû
äîáèòüñÿ âûãîä äëÿ ñâîåãî
ñîáñòâåííîãî ïîäðàçäåëåíèÿ.



51
Ñîâðåìåííûé Ãóìàíèòàðíûé Óíèâåðñèòåò

DAY 2    ÄÅÍÜ 2

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Ôóíêöèÿ êîììóíèêàöèè
Êîììóíèêàöèÿ ñëóæèò ÷åòûðåì

ôóíêöèÿì, äåéñòâóþùèì âíóòðè
ãðóïïû ëèáî îðãàíèçàöèè: êîíòðîëþ,
ìîòèâàöèè, âûðàæåíèþ ýìîöèé,
èíôîðìàöèè.

Êîììóíèêàöèÿ âîçäåéñòâóåò íà
êîíòðîëü ïîâåäåíèÿ ÷ëåíîâ
îðãàíèçàöèè íåñêîëüêèìè ñïîñîáàìè.
Ó îðãàíèçàöèè åñòü àâòîðèòåòíûå
èåðàðõèè è ôîðìàëüíûå òðåáîâàíèÿ,
êîòîðûì äîëæíû ñëåäîâàòü ñëóæàùèå.

` Function of communication
Communication serves four major

funct ions within a group or
organization: control, motivation,
emotional expression, and
information.

Communication acts to control
member behavior in several ways.
Organizat ions have author i ty
hierarchies and formal guidelines
that employees are required to
fol low. When employees, for
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Êîãäà ñëóæàùèì, íàïðèìåð, òðåáóåòñÿ
â ïåðâóþ î÷åðåäü ñîîáùàòü î ëþáûõ
íåïðèÿòíîñòÿõ, ñâÿçàííûõ ñ ðàáîòîé
ñâîåìó íåïîñðåäñòâåííîìó íà÷àëüíèêó,
ñëåäîâàòü äîëæíîñòíîé èíñòðóêöèè
ëèáî èñïîëíÿòü ïîëèòèêó êîìïàíèè,
êîììóíèêàöèÿ âûïîëíÿåò ôóíêöèþ
êîíòðîëÿ.

Íî íåôîðìàëüíîå îáùåíèå òàêæå
êîíòðîëèðóåò ïîâåäåíèå. Êîãäà ðàáî÷èé
êîëëåêòèâ âûâîäèò èç ñåáÿ ëèáî
òðåòèðóåò ñâîåãî ÷ëåíà, êîòîðûé
ðàáîòàåò ñëèøêîì ìíîãî (âûñòàâëÿÿ
îñòàëüíóþ ãðóïïó â ïëîõîì ñâåòå), îíè,
òàêèì îáðàçîì, âñòóïàþò â
íåôîðìàëüíîå îáùåíèå è êîíòðîëèðóþò
ïîâåäåíèå ÷ëåíà êîëëåêòèâà.

Êîììóíèêàöèÿ ñîäåéñòâóåò
ìîòèâàöèè, ðàçúÿñíÿÿ ñëóæàùèì, ÷òî
íàäî äåëàòü, íàñêîëüêî õîðîøî îíè
ðàáîòàþò è ÷òî ìîæåò áûòü ñäåëàíî
äëÿ òîãî, ÷òîáû óëó÷øèòü
ïðîèçâîäèòåëüíîñòü, åñëè îíà íå íà
äîëæíîì óðîâíå.

Äëÿ ìíîãèõ ñëóæàùèõ èõ òðóäîâîé
êîëëåêòèâ ÿâëÿåòñÿ îñíîâíûì
èñòî÷íèêîì ñîöèàëüíîãî
âçàèìîäåéñòâèÿ. Êîììóíèêàöèÿ,
èìåþùàÿ ìåñòî âíóòðè ãðóïïû, �
ýòî ôóíäàìåíòàëüíûé ìåõàíèçì,
áëàãîäàðÿ êîòîðîìó ñîòðóäíèêè
âûêàçûâàþò ñâîè îãîð÷åíèÿ è ÷óâñòâî
óäîâëåòâîðåíèÿ. Êîììóíèêàöèÿ,
òàêèì îáðàçîì, ïðåäîñòàâëÿåò âûõîä
âûðàæåíèþ ÷óâñòâ è ýìîöèé è ñëóæèò
óäîâëåòâîðåíèþ ñîöèàëüíûõ íóæä.

instance, are required to f irst
communicate any job � related
grievance to their immediate boss,
to follow their job description, or to
comply with company policies,
communication is performing a
control function.

But informal communication also
controls behavior. When work
groups tease or harass a member
who produces too much (and makes
the rest of the group look bad), they
are informally communicating with,
and controll ing, the member�s
behavior.

Communication fosters motivation
by clarifying to employees what is
to be done, how well they are doing,
and what can be done to improve
performance if it�s subpart.

For many employees, their work
group is a primary source for social
interaction. The communication that
takes place within the group is a
fundamental mechanism by which
members show their frustrations and
feel ings of sat isfact ion.
Communication, therefore, provides
a release for the emotional
expression of feelings and for
fulfillment of social needs.
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DAY 3    ÄÅÍÜ 3

SKILLS

typically Îí òèïè÷íûé àìåðèêàíåö.
Îáû÷íî îí ìîæåò ïðèéòè ïîçäíî, à çàòåì ñêàçàòü, ÷òî
äîëæåí óéòè.

to taste ß âñåãäà ïðîáóþ ïèùó, ïðåæäå ÷åì äîáàâèòü â íåå
ñîëü.
Ýòîò ïèðîã âåëèêîëåïåí (delicious), íå õîòèòå ëè
ïîïðîáîâàòü åãî?

to represent Ìð. Óîêåð âñå åùå ïðåäñòàâëÿåò Êàðäèôô â
ïàðëàìåíòå?
Êðàñíûå ëèíèè íà êàðòå îáîçíà÷àþò æåëåçíûå äîðîãè.
Âû äîëæíû ïðåäñòàâèòü ñâîè îáúÿñíåíèÿ ðóêîâîäñòâó.

finally Ïîñëå íåñêîëüêèõ çàäåðæåê ñàìîëåò, íàêîíåö-òî,
óëåòåë â øåñòü ÷àñîâ.
È, íàêîíåö-òî, ÿ õîòåë áû ñêàçàòü íåñêîëüêî ñëîâ.

to identify Ñåé÷àñ îíè óñòàíîâèëè îñíîâíóþ ïðè÷èíó ýòîé
ïðîáëåìû.
Åå ïîïðîñèëè îïîçíàòü ïðåñòóïíèêà (the criminal).

to initiate Ïðàâèòåëüñòâî âûøëî ñ èíèöèàòèâîé íîâîé
ñòðîèòåëüíîé ïðîãðàììû. Ìû äîëæíû íà÷àòü ïðÿìûå
ïåðåãîâîðû ñ ïðîôñîþçîì (the trade union).

to revolve Äèñêóññèÿ âåëàñü âîêðóã òðåõ òåì.
Îí îáäóìûâàë îñíîâíûå âîïðîñû.
Îí äóìàåò, ÷òî ìèð âðàùàåòñÿ âîêðóã íåãî.

to oversee Íàì íóæåí ÷åëîâåê äëÿ òîãî, ÷òîáû êîíòðîëèðîâàòü
íàøè äåéñòâèÿ â Ãàéàíå (Guyana).

to act Ñîâåò äîëæåí äåéñòâîâàòü áûñòðî.
Îíà äåéñòâîâàëà ïî íàøåìó ðåøåíèþ.

response ß çàäàë åìó âîïðîñ, íî îí íå äàë ìíå îòâåòà.
Áûëî íåñêîëüêî îòâåòîâ íà íàøè çâîíêè.
Îíà îòêðûëà äâåðü â îòâåò íà çâîíîê.
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lastly È åùå ÿ ïîïðîñèë áû Âàñ ðàññêàçàòü î ïëàíàõ íà
áóäóùåå.
Âîò ïðè÷èíû, ïî êîòîðûì ÿ íåíàâèæó åãî: îí òðóñ,
ëæåö è åùå îí äîëæåí ìíå äåíüãè.

to bargain Åñëè âû ïåðåãîâîðèòå ñ íèìè, òî îíè âîçìîæíî ñíèçÿò
(to reduce) öåíû.

to gain Íàäåþñü, ÷òî Âû íàó÷èòåñü íà îïûòå.
ß ñ÷èòàþ, ÷òî îí íàáèðàåò âåñ. ×òî ïîëó÷èëà Áðèòàíèÿ,
áóäó÷è ÷ëåíîì ÅÝÑ (EEC)?

advantages Ïðåïîäàâàòåëüñêèé îïûò ïðèäàâàë åé áîëüøåå
ïðåèìóùåñòâî.
Ó ýòîãî ìåòîäà åñòü ïðåèìóùåñòâî, îí ìíîãî
ýêîíîìèò.

authority Ó íåãî íå áûëî íåîáõîäèìîé âëàñòè, ÷òîáû ïðèíÿòü
ïîäîáíîå ðåøåíèå.
Ïðàâèòåëüñòâî ÿâëÿåòñÿ âûñøåé âëàñòüþ â ñòðàíå.

expression Îí çàêîí÷èë ïèñüìî âûðàæåíèÿìè ãëóáîêîé
áëàãîäàðíîñòè.
Âàì íàäî äàòü âûðàæåíèå ñâîèì ÷óâñòâàì.

to comply Îí äåéñòâîâàë â ñîîòâåòñòâèè ñ èõ æåëàíèÿìè.
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DAY 4    ÄÅÍÜ 4
TOEFL TRAINING (Ñontd.)

16. Adjectives and Adverbs

� Adjectives: Adjectives fall into two categories: descriptive and
limiting. Descriptive adjectives are those which describe the color, size, or
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quality of a person or thing (noun or pronoun). Limiting adjectives place
restrictions on the words they modify (quantity, distance, possession, etc.).
NOTE: Only these and those are plural forms. All others remain the same
whether the noun is singular or plural.

DESCRIPTIVE LIMITING
beautiful cardinal numbers (one, two)
large ordinal numbers (first, second)
red possessives (my, your, his)
interesting demonstratives (this, that, these, those)
important quantity (few, many, much)
colorful articles (a, an, the)

When descriptive adjectives modify a singular countable noun, they are
usually preceded by a, an, or the.

a pretty girl an interesting story the red dress

Adjectives normally precede the nouns they modify, or follow linking
verbs. Adjectives modify only nouns, pronouns, and linking verbs. (See next
section for an explanation of linking verbs.) NOTE: An adjective answers the
question: What kind ...?

� Adverbs: Adverbs modify verbs (except linking verbs), adjectives, or
other adverbs. Many descriptive adjectives can be changed to adverbs by
adding -ly to the adjective base.

ADJECTIVES ADVERBS
bright brightly
careful carefully
quiet quietly

NOTE: The following words are also adverbs: so, very, almost, soon,
often, fast, rather, well, there, too. An adverb answers the question: How ...?

John is reading carefully. (How is John reading?)
Maria Elena speaks Spanish fluently. (How does she speak?)
Rita drank too much coffee. (How much coffee did she drink?)
I don�t play tennis very well. (How well do I play?)
He was driving fast. (How was he driving?)
She reviewed her notes carefully. (How did she review her notes?)

Exercise 26: Adjectives and Adverbs
Circle the correct form in parentheses.
1. Rita plays the violin (good/well).
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2. That is an (intense/intensely) novel.
3. The sun is shining (bright/brightly).
4. The girls speak (fluent/fluently) French.
5. The boys speak Spanish (fluent/fluently).
6. The table has a (smooth/smoothly) surface.
7. We must figure our income tax returns (accurate/accurately).
8. We don�t like to drink (bitter/bitterly) tea.
9. The plane will arrive (soon/soonly).
10. He had an accident because he was driving too (fast/fastly).

� Adjectives with linking (copulative) verbs: A special category of
verbs connects or links the subject with the subject complement (predicate
adjective). Unlike most verbs, these do not show action. They must be
modified by adjectives, not adverbs.

be appear feel
become seem look
remain sound smell
stay taste

Mary feels bad about her test grade.
Children become tired quite easily.
Lucy will look radiant in her new dress.
They were sorry to see us leave.
The flowers smell sweet.
The soup tastes good.

Be, become, and remain can be followed by noun phrases as well as
adjectives.

They remained sad even though I tried to cheer them up.
        adjective

Doug remained chairman of the board despite the opposition.
      noun phrase

Children often become bored at meetings.
       adjective

Christine became class president after a long, hard campaign.
   noun phrase

Sally will be happy when she hears the good news.
 adjective

Ted will be prom king this year.
noun phrase
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Feel, look, smell, and taste may also be transitive verbs and take a
direct object. When they function in this way, they become active and are
modified by adverbs. Notice the following pairs of sentences. Those which
take objects are active, and those which do not are linking.

The doctor felt the leg carefully to see if there were any broken bones.
               object        adverb

Mike felt ecstatic after passing his law school exam.
      adjective

Professor Ingells looked at the exams happily.
          object        adverb

Joey does not look happy today.
  adjective

The lady is smelling the flowers gingerly.
          object        adverb

After being closed up for so long, the house smells musty.
   adjective

The chef tasted the meat cautiously before presenting it to the king.
object         adverb

Your chocolate cake tastes delicious.
       adjective

Exercise 27: Linking (Copulative) Verbs
Circle the correct form in parentheses.
1. Your cold sounds (terrible/terribly).
2. The pianist plays very (good/well).
3. The food in the restaurant always tastes (good/well).
4. The campers remained (calm/calmly) despite the thunderstorm.
5. They became (sick/sickly) after eating the contaminated food.
6. Professor Calandra looked (quick/quickly) at the students� sketches.
7. Paco was working (diligent/diligently) on the project.
8. Paul protested (vehement, vehemently) about the new proposals.
9. Our neighbors appeared (relaxed/relaxedly) after their vacation.
10. The music sounded too (noisy/noisily) to be classical.

DAY 5     ÄÅÍÜ 5

PRACTICE

Study the advertisments.
The next day in the classroom perhaps you will be an applicant or a

personnel manager (employee, who is responsible for recruitement of
personal).
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Hines Interests, one of America�s leading real estate
development and property management companies, is involved
in a joint venture to manage Park Place Moscow. Hines Interests
has developed over 10 million square meters of  office, retail,
residential, and industrial property in the U. S. and continues to
expand in Moscow, Russia and worldwide.

We currendy seek and experienced prolessional to head our
Finance and Accounting Department at Park Place.

Duties
�  Develop operational system and controls
�  Maintain cost control and reporting
�  Assume responsibility for providing and maintaining all
    financial systms, forecasting and budgeting, and entity
    structure

Requirements
�  A degree in finace and/or budiness administration
�  7 to 10 years� experience including two years in Russia
�  CPA or Equivalent
�  Thorough knowledge of GAAP
�  Knowledge of Russian accounting
�  Native English, Russian an advantage
� Experience with Windows, Excel, Access
� Excellent orgatizational and interpersonal skills

We offer an excellent salary and benefits package and
opportunity for professional growth.

Interested candidates should fax resume to the Human
Resources Departments: (095) 956-5920.
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Moscow Employment
AGENCY

Olex
A MAJOR INTERNATIONAL PHARMACEUTICAL COMPANY

is seeking for it�s Moscow area office

AREA SALES MANAGERS
(4 vacancies)

Responsible for the sales in geographic regions of Russia with
requirements:

�  Experience in western (preferably pharmaceutical) company
�  Degree in medicine or economics a plus
�  Excellent communication and negotiation skills
�  Dynamic, result oriented approach
�  Male, aged 25-35 years with fluent English.

For the successful candidates, we offer excellent benefits,
extensive training and a challenging job in a dynamic team.

If you are interested in this unique career opportunity please fax your
resume quoting ref. R0124 at 938-8214 (24 hr) or come for an

interview on any Wednesday from 8 pm. to 7pm at the Dept. of floor
room 232. Metro Biblioteka Imeni Lenina. Okhotny Ryad.

Please bring with you passport or ID and one photo 3x4 cm.

The Coca-Cola Company
a major U.S. based multinational corporation with manufacturing facilities in

Moscow has an excellent career opportunity for

INDIRECT SALES MANAGER
who with

�  lead and direct a group of Sales Representatives
�  Promote and sell our products to large customers/wholesalers
�  Ensure effective account management
�  Achieve his targets
�  Increase market share in all product lines

The requirements include:
�  Two or more years of strong experience in field business or in related  field
�  University Degree in Business Administration
�  Preferable age 29-36 years
�  Excellent interpersonal, and communication skills
�  Excellent organization skills
�  Self motivation and desire to work hard.
�  Fluent English, native Russian
�  Valid Driving License

The Coca-Cola Company offers exellent compensation and opportunities
for professional growth. For confidential consideration please fax you

resume to 733-4119.
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LESSON 4 ÓÐÎÊ 4

DAY 1     ÄÅÍÜ 1

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Óïðàâëåí÷åñêèå íàâûêè

Òåõíè÷åñêèå íàâûêè
Òåõíè÷åñêèå íàâûêè ñîçäàþò

âîçìîæíîñòü ïðèìåíÿòü íà ïðàêòèêå
ñïåöèàëèçèðîâàííûå çíàíèÿ ëèáî
ýðóäèöèþ. Êîãäà âû äóìàåòå î
íàâûêàõ, ïðèñóùèõ ïðîôåññèîíàëàì,
òàêèì êàê: ãðàæäàíñêèå èíæåíåðû,
íàëîãîâûå èíñïåêòîðû ëèáî õèðóðãè,
âû îáû÷íî îáðàùàåòå âíèìàíèå íà
èõ òåõíè÷åñêèå íàâûêè. Ïðîéäÿ
øèðîêîå îáùåå îáó÷åíèå, îíè

` Management Skills

Technical skills
Technical skills encompass the

abi l i ty to apply special ized
knowledge or expertise. When you
think of the ski l ls held by
professionals such as civ i l
engineers, tax accountants, or oral
surgeons, you typically focus on
their technical ski l ls. Through
extensive formal education, they
have learned the special knowledge
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and practices of their field. Of
course, professionals don�t have a
monopoly on technical skills and
these skills don�t have to be learned
in schools or formal tra in ing
programs. All jobs require some
specialized expertise and many
people develop their technical skills
on the job.

Human skills
The abi l i ty to work with,

understand, and motivate other
people, both individually and in
groups, describes human skills.
Many people are technical ly
prof ic ient but interpersonal ly
incompetent.  They might,  for
example, be poor listeners, unable
to understand the needs of others,
or have diff iculty in managing
conflicts. Since managers get things
done through other people, they
must have good human skills to
communicate, mot ivate, and
delegate.

Conceptual skills
Managers must have the mental

ability to analyze and diagnose
complex situations. These are
conceptual skills. Decision making,
for instance, requires managers to
spot problems, identify alternatives
that can correct them, evaluate these
alternatives, and select the best one.
Managers can be technically and
interpersonally competent, yet still

ïîëó÷èëè ñïåöèàëüíûå çíàíèÿ è
ïðàêòèêóþò â ñâîåé îáëàñòè.
Ðàçóìååòñÿ, ïðîôåññèîíàëû íå
îáëàäàþò ìîíîïîëèåé íà
òåõíè÷åñêèå íàâûêè, è ýòèì íàâûêàì
íåâîçìîæíî íàó÷èòüñÿ â øêîëàõ ëèáî
â îáùèõ òðåíèíãîâûõ ïðîãðàììàõ.
Âñå ïðîôåññèè òðåáóþò íåêîòîðîé
ñïåöèàëüíîé êîìïåòåíöèè, è ìíîãèå
ëþäè ðàçâèâàþò ñâîè òåõíè÷åñêèå
íàâûêè íà ðàáî÷åì ìåñòå.

Íàâûêè ðàáîòû ñ ëþäüìè
Ñïîñîáíîñòü ðàáîòàòü, ïîíèìàòü è

ìîòèâèðîâàòü äðóãèõ ëþäåé, è
èíäèâèäîâ, è ãðóïïû, îòíîñèòñÿ ê
íàâûêàì ðàáîòû ñ ëþäüìè. Ìíîãèå
ëþäè ïðîôåññèîíàëüíû ñ òåõíè÷åñêîé
òî÷êè çðåíèÿ, íî íå êîìïåòåíòíû â
ìåæëè÷íîñòíîì îáùåíèè. Îíè ìîãóò,
íàïðèìåð, áûòü ïëîõèìè ñëóøàòåëÿìè,
ëèáî íåñïîñîáíûìè ïîíèìàòü íóæäû
äðóãèõ ëèáî ñîçäàâàòü òðóäíûå
óïðàâëåí÷åñêèå êîíôëèêòû. Ïîñêîëüêó
ìåíåäæåðû âûïîëíÿþò ñâîþ çàäà÷ó ñ
ïîìîùüþ äðóãèõ ëþäåé, îíè äîëæíû
îáëàäàòü õîðîøèìè íàâûêàìè ðàáîòû
ñ ëþäüìè äëÿ òîãî, ÷òîáû óìåòü
íàëàæèâàòü êîììóíèêàöèþ,
ìîòèâèðîâàòü è âûäâèãàòü ëþäåé íà
îòâåòñòâåííóþ ðàáîòó.

Êîíöåïòóàëüíûå íàâûêè
Ó ìåíåäæåðîâ äîëæíà áûòü

èíòåëëåêòóàëüíàÿ ñïîñîáíîñòü
àíàëèçèðîâàòü è äèàãíîñòèðîâàòü
ñëîæíûå ñèòóàöèè. Ýòî íàçûâàåòñÿ
êîíöåïòóàëüíûìè íàâûêàìè. Ïðèíÿòèå
ðåøåíèé, íàïðèìåð, òðåáóåò îò
ìåíåäæåðîâ óìåíèÿ ïðàâèëüíî
îïðåäåëÿòü ïðîáëåìû, íàõîäèòü
àëüòåðíàòèâû, êîòîðûå ìîãóò
ðàçðåøèòü èõ, îöåíèâàòü ýòè
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fai l  because of an inabi l i ty to
rationally process and interpret
information.

àëüòåðíàòèâû è âûáèðàòü ëó÷øóþ èç
íèõ. Ìåíåäæåðû ìîãóò áûòü
êîìïåòåíòíû ñ òåõíè÷åñêîé è
ìåæëè÷íîñòíîé òî÷êè çðåíèÿ, íî îíè
ìîãóò âñå åùå îêàçàòüñÿ íåóäà÷íèêàìè
èç-çà ñâîåé íåñïîñîáíîñòè ê ïðîöåññó
ðàöèîíàëüíîãî ìûøëåíèÿ è
èíòåðïðåòàöèè èíôîðìàöèè.
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DAY 2           ÄÅÍÜ 2

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Ýôôåêòèâíàÿ è óñïåøíàÿ
óïðàâëåí÷åñêàÿ äåÿòåëüíîñòü
Ôðåä Ëàçýíñ è åãî ñîòðóäíèêè

âçãëÿíóëè ñ íåñêîëüêî èíîé
ïåðñïåêòèâû íà ïðîáëåìó òîãî, ÷åì
çàíèìàþòñÿ ìåíåäæåðû. Îíè çàäàëè
òàêîé âîïðîñ: ìåíåäæåðû, êîòîðûå
áûñòðî âûäâèíóëèñü, äåëàþò òó æå
ðàáîòó è ñ òåìè æå ïðèîðèòåòàìè, êàê
è òå ìåíåäæåðû, êîòîðûå ðàáîòàþò
ëó÷øå âñåõ? Âû ìîæåòå ñêëîíèòüñÿ ê
ìûñëè, ÷òî òå ìåíåäæåðû, êîòîðûå
áûëè íàèáîëåå ýôôåêòèâíûìè íà ñâîåì

` Effective vs. Successful
Managerial Activities
Fred Luthans and his associates

looked at the issue of what managers
do from a somewhat different
perspect ive. They asked the
question: Do managers who move up
most quickly in an organization do
the same activities and with the same
emphasis as those managers who do
the best job? You would tend to think
that those managers who were the
most effective in their jobs would
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also be the ones who were promoted
fastest. But that�s not what appears
to happen.

Luthans and his associates
studied more than 450 managers.
What they found was that these
managers al l  engaged in four
managerial activities:

1. Traditional management:
decision making, planning, and
controlling

2 .   C o m m u n i c a t i o n :
exchanging routine information and
processing paper-work

3. Human resource
management: motivat ing,
disciplining, managing conflict,
staffing, and training

4. Networking: socializing,
politicking, and interacting with
outsiders

The �average� manager
studied spent thirty-two percent of
his or her t ime in tradit ional
management activities, twenty-nine
percent communicating, twenty
percent in human resource
management activities, and nineteen
percent networking. However, the
amount of time and effort that
different managers spent on these
four activities varied a great deal.
Specifically, managers who were
successful (defined in terms of the
speed of promotion within their
organization) had a very different
emphasis than managers who were
effective (defined in terms of the
quant i ty and qual i ty of their
performance and the satisfaction and
commitment of their subordinates).

ðàáî÷åì ìåñòå, ìîãóò îêàçàòüñÿ òàêæå è
òåìè, êòî áûñòðåå âñåõ ïðîäâèíóëñÿ, íî
ýòî âûãëÿäèò íå òàê, êàê êàæåòñÿ.

Ëàçýíñ è åãî ñîòðóäíèêè ïîðàáîòàëè
ñ áîëåå ÷åì 450 ìåíåäæåðàìè. Òî, ÷òî
îíè óçíàëè, çàêëþ÷àëîñü â ñëåäóþùåì:
âñå ýòè ìåíåäæåðû âîâëå÷åíû â ÷åòûðå
âèäà óïðàâëåí÷åñêîé äåÿòåëüíîñòè:

1. Òðàäèöèîííûé ìåíåäæìåíò:
ïðèíÿòèå ðåøåíèé, ïëàíèðîâàíèå è
êîíòðîëü.

2. Êîììóíèêàöèÿ: îáìåí îáû÷íîé
èíôîðìàöèåé è òåêóùàÿ áóìàæíàÿ
ðàáîòà.

3. Óïðàâëåíèå ÷åëîâå÷åñêèìè
ðåñóðñàìè: ìîòèâàöèÿ, äèñöèïëèíà,
óïðàâëåíèå êîíôëèêòàìè, ðàáîòà ñ
ïåðñîíàëîì è òðåíèíã.

4. Ñâÿçü: îáùåíèå, ïîëèòèêà è
âçàèìîäåéñòâèå ñ ëþäüìè âíå
îðãàíèçàöèè.

�Ñðåäíèé� ìåíåäæåð èç
èññëåäîâàííûõ òðàòèë 32 ïðîöåíòà åãî
ëèáî åå âðåìåíè íà äåÿòåëüíîñòü
òðàäèöèîííîãî òèïà ìåíåäæìåíòà, 29
ïðîöåíòîâ íà êîììóíèêàöèþ, 20
ïðîöåíòîâ íà äåÿòåëüíîñòü ïî
óïðàâëåíèþ ÷åëîâå÷åñêèìè ðåñóðñàìè
è 19 ïðîöåíòîâ íà ñâÿçü ñ âíåøíèì
ìèðîì. Îäíàêî, êîëè÷åñòâî âðåìåíè è
óñèëèé, êîòîðîå ðàçëè÷íûå ìåíåäæåðû
òðàòèëè íà ýòè ÷åòûðå âèäà
äåÿòåëüíîñòè, âàðüèðîâàëîñü î÷åíü
øèðîêî. Â ÷àñòíîñòè, ìåíåäæåðû,
êîòîðûå ïðåóñïåâàëè (ýòîò òåðìèí
îïðåäåëÿåò ñêîðîñòü ïðîäâèæåíèÿ
âíóòðè îðãàíèçàöèè), îáëàäàëè
÷ðåçâû÷àéíî îòëè÷íûìè ïðèîðèòåòàìè,
íåæåëè ìåíåäæåðû, êîòîðûå áûëè
ýôôåêòèâíûìè (ýòîò òåðìèí
îïðåäåëÿåò êà÷åñòâî è êîëè÷åñòâî èõ
ðàáîòû, óäîâëåòâîðåíèÿ è äîâåðèÿ èõ
ïîä÷èíåííûõ).
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DAY 3    ÄÅÍÜ 3

SKILLS

ability Ó íåå åñòü çàìå÷àòåëüíàÿ ñïîñîáíîñòü äîáèâàòüñÿ
ñâîèõ öåëåé.

expertise Åãî çíàíèå áèçíåñà îêàæåò íàì áîëüøóþ ïîìîùü.

to focus Âñå ãëàçà áûëè óñòðåìëåíû íà íåãî.
Ñêîíöåíòðèðóéòå âàøå âíèìàíèå íà ðàáîòå.
Îí î÷åíü óñòàë è íå ìîã ñîñðåäîòî÷èòüñÿ.

technically Ïîë áûë, êîíå÷íî, àðòèñòîì ñ èñêóñíîé òåõíèêîé.

to develop Ó íåå ðàçâèëñÿ ãèãàíòñêèé àïïåòèò (appetite).
Èç ìàëåíüêîãî ïðåäïðèÿòèÿ îíè ïðåâðàòèëèñü â
áîëüøóþ ìíîãîíàöèîíàëüíóþ êîìïàíèþ.

proficient Îíà îáëàäàåò íàâûêàìè ðàáîòû íà êîìïüþòåðå.
Ñàíäðà � ïðîôåññèîíàëüíàÿ ìàøèíèñòêà.

to delegate Çíàíèå, êîãäà íàäî ðàñïðåäåëèòü ïîëíîìî÷èÿ,
ÿâëÿåòñÿ ÷àñòüþ èñêóññòâà ìåíåäæìåíòà.
ß ïåðåäàë ìîþ êîìàíäó êàïèòàíó (Captain) Ðîáåðòñó.
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to analyze Îí ïðîâåðèë ïèùó è îáíàðóæèë, ÷òî îíà ñîäåðæèò ÿä.
Äàâàéòå ïðîàíàëèçèðóåì ïðîáëåìó è ïîñìîòðèì, ÷òî
ïîøëî íå òàê.

to correct Ïîïðàâüòå ìîå ïðîèçíîøåíèå, åñëè îíî áóäåò
íåïðàâèëüíûì.
ß èñïðàâëÿë äîìàøíþþ ðàáîòó ñâîèõ äåòåé ÷àñàìè.

to select Îíà âûáðàëà áðèëëèàíòîâîå (diamond) êîëüöî èç
êîëëåêöèè.
Ýòè àïåëüñèíû áûëè òùàòåëüíî îòîáðàíû.

competent Ìîé ñåêðåòàðü ïîëíîñòüþ êîìïåòåíòåí, íî ó íåå
îòñóòñòâóåò èíèöèàòèâà.
Îí ñäåëàë îòëè÷íóþ ðàáîòó.
Ýòîò ñóä (court) íå êîìïåòåíòåí.

associate (n) Îí ïðîñòî äåëîâîé ïàðòíåð.

issue (n) Ïàðëàìåíò áóäåò îáñóæäàòü ýòîò âîïðîñ íà
ñëåäóþùåé íåäåëå.
Ðîæäåñòâåíñêèé íîìåð æóðíàëà âûøåë ñ ðèñóíêîì
ïòèö íà îáëîæêå.

emphasis Íàø êóðñ àíãëèéñêîãî ÿçûêà ïðèäàåò áîëüøîå
çíà÷åíèå ðàçãîâîðíîé ðå÷è.
�Âû íå ïðèäåòå, íå òàê ëè?� ñêàçàë îí, äåëàÿ áîëüøîå
óäàðåíèå íà �Âû�.

to tend Äæàíåò ÷àñòî ñåðäèëàñü, åñëè Âû ñ íåé íå
ñîãëàøàëèñü.
Ýòîò âèä ìóçûêè, êîòîðóþ îíè èãðàþò, òÿãîòååò ê äæàçó.

to engage Íîâàÿ èãðóøêà íå ïðèâëåêëà âíèìàíèÿ ðåáåíêà
íàäîëãî.
ß íàíÿë åãî â êà÷åñòâå ñâîåãî íîâîãî àññèñòåíòà.
ß çàêàçàë êîìíàòó â ãîñòèíèöå.
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DAY 4    ÄÅÍÜ 4

TOEFL TRAINING (Contd.)

17. Comparisons

Comparisons indicate degrees of difference with adjectives and
adverbs, and may be equal or unequal.

� Equal comparisons: An equal comparison indicates that the two
entities are (or are not if negative) exactly the same. The following rule
generally applies to this type of comparison.

subject + verb + as +                     + as +

NOTE: Sometimes you may see so instead of as before the adjective or
adverb in negative comparisons.

He is not as tall as his father.
OR

He is not so tall as his father.

NOTE: Remember that the subject form of the pronoun will always be
used after as in correct English.

Peter is as tall as I. You are as old as she.

Examples of equal comparisons:
My book is as interesting as yours. (adjeciive)
His car runs as fast as a race car. (adverb)
John sings as well as his sister. (adverb)
Their house is as big as that one. (adjective)

noun
pronoun{ }adjective

adverb{ }
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His job is not as difficult as mine. (adjective)
OR

His job is not so difficult as mine. (adjective)
They are as lucky as we. (adjective)
The same idea can also be conveyed in another way.

subject + verb + the same + (noun) + as +

NOTE: As high as means the same as the same height as.
My house is as high as his.
My house is the same height as his.

Be sure that you know the following adjectives and their corresponding
nouns.

ADJECTIVES NOUNS
heavy, light weight
wide, narrow width
deep, shallow depth
long, short length
big, small size

NOTE: Remember that the opposite of the same as is different from,
NEVER use different than.

My nationality is different from hers.
Our climate is different from Canada�s.

Examples of the same as and different from:
These trees are the same as those.
He speaks the same language as she.
Her address is the same as Rita�s.
Their teacher is different from ours.
My typewriter types the same as yours.
She takes the same courses as her husband.

� Unequal comparisons: This type of comparative implies that the
entities are comparable in a greater or lesser degree. The following rules
generally apply to this type of comparative

1. Add -er to the adjective base of most one- and two-syllab!e
adjectives. (thick-thicker; cold-colder; quiet-quieter)

2. Use the form more + adjective for most three-syllable
adjectives. (more beautiful, more important, more believable)

noun
pronoun{ }
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3. Use the form more + adjective for adjectives ending in the
following suffixes: -ed, -ful, -ing, -ish, and -ous, (more useful,
more boring, morecautious)

4. Double the final consonant of one-syllable adjectives which
end in a single consonant (except w, x, and z) and are
preceded by a single vowel, (big-bigger, red-redder, hot-hotter)

5. When an adjective ends in a consonant + y, change the ó to i
and add -r. (happy-happier, dry-drier)

NOTE: The -er suffix means exactly the same as more. Therefore, they
can NEVER be used together. It is NOT CORRECT to say:

more prettier, more faster, more better

subject + verb +                                           + than +

*One can add -er to only a few adverbs faster, quicker, sooner, and later.

NOTE: Remember always to use the subject form of the pronoun after than.

Examples:
John�s grades are higher than his sister�s. (adjective)
Today is hotter than yesterday. (adjective)
This chair is more comfortable than the other. (adjective)
He speaks Spanish more fluently than I. (adverb)
He visits his family less frequently than she does. (adverb)
This year�s exhibit is less impressive than last year�s. (adjective)

Unequal comparisons can be further intensiffed by adding much or far
before the comparative form.

subject + verb +                + adjective + er + than +

subject + verb +              + more +                   + than +

Harry�s watch is far more expensive than mine.
That movie we saw last night was much more interesting than the

one on television.

adjective + er
adverb + er*
more + adjective/
adverb
less + adjective/adverb

{ } noun
pronoun{ }

noun
pronoun{ }far

much{ }

noun
pronoun{ }adjective

adverb{ }far
much{ }
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A watermelon is much sweeter than a lemon.
She dances much more artistically than her predecessor.
He speaks English much more rapidly than he does Spanish.
His car is far better than yours.

Nouns can also be used in comparisons. Be sure to use the
determiners correctly depending on whether the adjectives are countable or
noncountable.

subject + verb + as +                 + noun + as +

subject + verb +                + noun + than +

I have more books than she.
February has fewer days than March.
He earns as much money as his brother.
They have as few classes as we.
Their job allows them less freedom than ours does.
Before payday, I have as little money as my brother.

� Illogical comparisons: An illogical comparison is one in which
unlike entities have been compared. Be sure that the items being compared
are the same. These forms can be divided into three categories: possessives,
that of, and those of.

Incorrect: His drawings are as perfect as his instructor.
(This sentence compares drawings with instructor.)

Correct: His drawings are as perfect as his instructor�s.
(instructor�s = instructor�s drawings)

Incorrect: The salary of a professor is higher than a secretary.
(This sentence compares salary with secretary.)

Correct: The salary of a professor is higher than that of a secretary.
(that of = the salary of)

Incorrect: The duties of a policeman are more dangerous than a
teacher. (This sentence compares duties with teacher.)

Correct: The duties of a policeman are more dangerous than those
of a teacher.  (those of = the duties of)

noun
pronoun

{ }
many
much
little
few

{ }
noun

pronoun{ }more
fewer
less

{ }
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Examples of logical comparisons:
John�s car runs better than Mary�s.

(Mary�s = Mary�s car)
The climate in Florida is as mild as that of California.

(that of = the climate of)
Classes in the university are more difficult than those in the college.

(those in = the classes in)
The basketball games at the university are better than those of the

high school.
(those of = the games of)

Your accent is not as strong as my mother�s.
(my mother�s = my mother�s accent)

My sewing machine is better than Jane�s.
(Jane�s = Jane�s sewing machine)

� Irregular comparatives and superlatives: A few adjectives and
adverbs have irregular forms for the comparative and superlative. Study
them.

ADJECTIVE OR ADVERBCOMPARATIVE SUPERLATIVE

far

little       less        least

     more        most

     better        best

     worse        worst

I feel much better today than I did last week.
The university is farther than the mall.
He has less time now than he had before.
Marjorie has more books than Sue.
This magazine is better than that one.
He acts worse now than ever before.

Exercise 28: Comparisons
Supply the correct form of the adjectives and adverbs in parentheses.

Let as and than be your clues. Add any other words that may be necessary.

farther
further{ }

much
many{ }

bad
badly{ }

farthest
furthest{ }

good
welll{ }



76
Ñîâðåìåííûé Ãóìàíèòàðíûé Óíèâåðñèòåò

1. John and his friends left __________ (soon) as the professor had
finished his lecture.

2. His job is __________ (important) than his friend�s.
3. He plays the guitar __________ (well) as Andrés Segovia.
4. A new house is much __________ (expensive) than an older one.
5. Last week was __________ (hot) as this week.
6. Martha is _________ (talented) than her cousin.
7. Bill�s descriptions are __________ (colorful) than his wife�s.
8. Nobody is __________ (happy) than Maria Elena.
9. The boys felt __________ (bad) than the girls about losing the game.
10. A greyhound runs __________ (fast) than a Chihuahua.

Exercise 29: Comparisons
Supply than, as, or from in each of the following sentences.
1. The Empire State Building is taller __________ the Statue of Liberty.
2. California is farther from New York _____________ Pennsylvania.
3. His assignment is different _______________ mine.
4. Louie reads more quickly __________ his sisters.
5. No animal is so big __________ King Kong.
6. That report is less impressive __________ the government�s.
7. Sam wears the same shirt ____________ his teammates.
8. Dave paints much more realistically ________ his professor.
9. The twins have less money at the end of the month ________ they

have at the beginning.
10. Her sports car is different ____________ Nancy�s.

� Multiple number comparatives: Number multiples can include:
half, twice, three limes, four times, etc. Study the following rule.

subject + verb + number multiple + as +             + (noun) + as +

NOTE: It is incorrect to say: �twice more than,� etc.
This encyclopedia costs twice as much as the other one.
At the clambake last week, Fred ate three times as many oysters
as Barney.
Jerome has half as many records now as I had last year.

� Double comparatives: These sentences begin with a comparative
construction, and thus the second clause must also begin with a comparative.

noun
pronoun{ }much

many{ }
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the + comparative + subject + verb + the + comparative + subject + verb

The hotter it is, the more miserable I feel.
The higher we flew, the worse Edna felt.
The bigger they are, the harder they fall.
The sooner you take your medicine, the better you will feel.
The sooner you leave, the earlier you will arrive at your destination.

the more + subject + verb + the + comparative + subject + verb

The more you study, the smarter you will become.
The more he rowed the boat, the farther away he got.
The more he slept, the more irritable he became.

� No sooner: If the expression no sooner appears at the beginning of
a sentence, the word than must introduce the second clause. Note also that
the auxiliary precedes the subject.

no sooner + auxiliary + subject + verb + than + subject + verb

No sooner had we started out for California, than it started to rain.
No sooner will he arrive, than he will want to leave.
No sooner had she entered the building, than she felt the presence
of somebody else.

� Positives, comparatives, and superlatives: Most descriptive
adjectives have three forms: the positive (happy), the comparative (happier),
and the superlative (happiest).

POSITIVE COMPARATIVE SUPERLATIVE
hot hotter hottest
interesting more interesting most interesting
sick sicker sickest
colorful more colorful most colorful

The positive shows no comparison. It describes only the simple quality
of a person, thing, or group.

The house is big. The flowers are fragrant.
The comparative involves two entities and shows a greater or lesser

degree of difference between them.
My dog is smarter than yours.
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Bob is more athletic than Richard.
Spinach is less appealing than carrots.

It is also possible to compare two entities without using than. In this
case the expression of the two will usually appear someplace in the sentence.

subject + verb + the + comparative + of the two + (noun)

OR

of the two + (noun) + subject + verb + the + comparative

Harvey is the smarter of the two boys.
Of the two shirts, this one is the prettier.
Please give me the smaller of the two pieces of cake.
Of the two landscapes that you have shown me, this one is the

more picturesque.
Of the two books, this one is the more interesting.

Remember: 2 entities-comparative
3 or more-superlative

In the superlative degree, three or more entities are compared, one of
which is superior or inferior to the others. The following rule applies.

subject + verb + the +                              +

John is the tallest boy in the family.
Diana is the shortest of the three sisters.
These shoes are the least expensive of fall.
Of the three shirts, this one is the prettiest.

NOTE: After the expression one of the + superlative, be sure that the
noun is plural and the verb is singular.

One of the greatest tennis players in the world is Bjorn Borg.
Kuwait is one of the biggest oil producers in the world.

Adverbs usually are not followed by -er or -est. Instead, they are
compared by adding more or less for the comparative degree, and by adding
most or least to form the superlative.

adjective + est
most + adjective
least + adjective

{ } in + singular count noun
of + plural count noun{ }
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POSITIVE COMPARATIVE SUPERLATIVE

more carefully most carefully
less carefully least carefully
more cautiously most cautiously
less cautiously least cautiously

Sal drove more cautiously than Bob. (comparative)
Joe dances more gracefully than his partner.(comparative)
That child behaves the most carelessly of all.(superlative)
Irene plays the most recklessly of all. (superlative)

Exercise 30: Comparisons
Select the correct form in parentheses in the following sentences.
1. Of the four dresses, I like the red one (better/best).
2. Phil is the (happier/happiest) person that we know.
3. Pat�s car is (faster/fastest) than Dan�s.
4. This is the (creamier/creamiest) ice cream I have had in a long time.
5. This poster is (colorfuler/more colorful) than the one in the hall.
6. Does Fred feel (weller/better) today than he did yesterday?
7. This vegetable soup tastes very (good/well).
8. While trying to balance the baskets on her head, the woman walked

(awkwarder/ more awkwardly) than her daughter.
9. Jane is the (less/least) athletic of all the women.
10. My cat is the (prettier/prettiest) of the two.
11. This summary is (the better/the best) of the pair.
12. Your heritage is different (from/than) mine.
13. This painting is (less impressive/least impressive) than the one in

the other gallery.
14. The colder the weather gets, (sicker/the sicker) I feel.
15. No sooner had he received the letter (when/than) he called Maria.
16. A mink coat costs (twice more than/twice as much as) a sable coat.
17. Jim has as (little/few) opportunities to play tennis as I.
18. That recipe calls for (many/much) more sugar than mine does.
19. The museum is the (farther/farthest) away of the three buildings.
20. George Washington is (famouser/more famous) than John Jay.

carefully

cautiously
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DAY 5     ÄÅÍÜ 5

` DIALOGUE

Telephoning. Calling to the office

Sheila Clark: 278 0040
Georg Wenzel: Hello, is Susan Shields there?
Sheila: I�ll see if she�s in the office. Who�s calling?
Georg: Wenzel, Georg Wenzel.
Sheila: Hold the line, please... She�s in a meeting with the Managing

Director at the moment, I�m afraid. Can I help you?
Georg: Well, I met Mrs. Sheilds when we were both at the Singapore

trade fair. She suggested I should call her when I got back to
Europe. When could I reach her?

Sheila: I don�t think the meeting will go on much longer. Shall I ask
her to call you when she is free?

Georg: Yes, that would be easiest.
Sheila: Could I have your name again, please?
Georg: Ah yes, it�s Georg Wenzel. I�ll spell: W-E-N-Z-E-L.
Sheila: And the number?
Georg: I�m in Hamburg. From English it�s 0104940807055.
Sheila: Right, you�ll be hearing from Mrs. Sheilds later in the morning

then. Goodbye.
Georg: Thank you for your help. Bye�bye.

ROLE PLAY

Work with another student. Agree which of you is Student A and which
is Student B. Sit back-to-back. Student A should now �ring� Student B. When
you have done the calls once, you can change roles.

A Your name is Lesley Acheson from Sydney, Australia. You met Mr.
O�Brien from Supermotors Inc. in Australia and said you would call
him. Ring Supermotors and ask to speak to him.

B You are the operator at Supermotors Inc. The person the caller
wants to speak to, Mr. O�Brien, is on holiday. Take the caller�s
name and any message.
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LESSON 5 ÓÐÎÊ 5

DAY 1     ÄÅÍÜ 1

` Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Ðàáîòà ïî óñòàíîâëåíèþ ñâÿçåé
âíîñèò îòíîñèòåëüíî ñàìûé áîëüøîé
âêëàä â óñïåõ ìåíåäæåðà, õîòÿ
äåÿòåëüíîñòü ïî óïðàâëåíèþ
÷åëîâå÷åñêèìè ðåñóðñàìè èãðàåò
îòíîñèòåëüíî íàèìåíüøóþ ðîëü.
Ñðåäè ýôôåêòèâíûõ ìåíåäæåðîâ
êîììóíèêàöèÿ âíîñèò îòíîñèòåëüíî
íàèáîëüøèé âêëàä, à ðàáîòà ïî
óñòàíîâëåíèþ ñâÿçåé � íàèìåíüøèé.

Ýòî èññëåäîâàíèå ïðèâíîñèò
âàæíûå òî÷êè çðåíèÿ â íàøå çíàíèå
òîãî, ÷òî äåëàþò ìåíåäæåðû. Â
ñðåäíåì ìåíåäæåðû òðàòÿò
ïðèáëèçèòåëüíî îò 20 äî 30 ïðîöåíòîâ
ñâîåãî âðåìåíè íà êàæäûé èç ÷åòûðåõ
òèïîâ äåÿòåëüíîñòè: òðàäèöèîííûé
ìåíåäæìåíò, êîììóíèêàöèþ,
óïðàâëåíèå ÷åëîâå÷åñêèìè ðåñóðñàìè
è ðàáîòó ïî óñòàíîâëåíèþ ñâÿçåé.
Îäíàêî óñïåøíûå ìåíåäæåðû íå
ïðèäàþò òàêèå æå ïðèîðèòåòû
êàæäîìó òèïó ýòîé äåÿòåëüíîñòè â
îòëè÷èå îò ýôôåêòèâíûõ ìåíåäæåðîâ.
Â äåéñòâèòåëüíîñòè, èõ ïðèîðèòåòû
ïî÷òè âñåãäà ïðîòèâîïîëîæíû. Ýòî
áðîñàåò âûçîâ èñòîðè÷åñêîé
óâåðåííîñòè â òîì, ÷òî ïðîäâèæåíèå
îïèðàåòñÿ íà ïðîèçâîäèòåëüíîñòü,
óâåðåííî èëëþñòðèðóþùèì âàæíîñòü
òîãî, êàê ñîöèàëüíûå è ïîëèòè÷åñêèå
íàâûêè èãðàþò ðîëü â âîçâûøåíèè
âíóòðè îðãàíèçàöèè.

Îäíà ñâÿçóþùàÿ íèòü ïðîõîäèò
÷åðåç âñå ôóíêöèè, ðîëè, íàâûêè è
âèäû äåÿòåëüíîñòè, îòíîñÿùèåñÿ ê
ìåíåäæìåíòó. Êàæäûé èç íèõ ïðèçíàåò

Networking made the biggest
relative contribution to manager
success, while human resource
management activities made the
least relative contribution. Among
effective managers, communication
made the largest relat ive
contribution and networking the
least.

This study adds important
insights to our knowledge of what
managers do. On average, managers
spend approximately twenty to thirty
percent of their time on each of the
four act iv i t ies: tradit ional
management, communicat ion,
human resource management, and
networking. However, successful
managers don�t give the same
emphasis to each of these activities
as do effective managers. In fact,
their emphases are almost the
opposite. This chal lenges the
histor ical  assumption that
promotions are based on
performance, vividly illustrating the
importance that social and political
ski l ls play in getting ahead in
organizations.

One common thread runs through
the functions, roles, skills, and
act iv i t ies approaches to
management: each recognizes the
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paramount importance of managing
people. Whether it is called �the
leading function,� �interpersonal
roles,� �human skills,� or �human
resource management and
networking activities,� it is clear that
managers need to develop their
people skills.

ïåðâîñòåïåííóþ çíà÷èìîñòü
óïðàâëåíèÿ ëþäüìè. Íàçûâàåòñÿ ëè ýòî
ôóíêöèåé ëèäåðà, ìåæëè÷íîñòíûìè
ðîëÿìè, íàâûêàìè ðàáîòû ñ ëþäüìè
ëèáî óïðàâëåíèåì ÷åëîâå÷åñêèìè
ðåñóðñàìè è äåÿòåëüíîñòüþ ïî
íàëàæèâàíèþ ñâÿçåé, ÿñíî òî, ÷òî
ìåíåäæåðû íóæäàþòñÿ â ðàçâèòèè
ñâîèõ íàâûêîâ ðàáîòû ñ ëþäüìè.
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DAY 2            ÄÅÍÜ 2

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Íàâûêè ðàáîòû ñ ëþäüìè:
îñíîâíàÿ ïðîáëåìà ñåãîäíÿøíèõ

âûïóñêíèêîâ øêîë áèçíåñà
Ïîñëåäíåå èññëåäîâàíèå,

ïîäãîòîâëåííîå âåäóùåé
àêêðåäèòàöèîííîé îðãàíèçàöèåé
áèçíåñ-êîëëåäæåé, ñîîáùàåò î òîì, ÷òî
ãëàâíîé ïðîáëåìîé âûïóñêíèêîâ øêîë
áèçíåñà ÿâëÿåòñÿ íå èõ íåñïîñîáíîñòü
ñîñòàâëÿòü è ïèñàòü àíàëèòè÷åñêèå
èññëåäîâàíèÿ ëèáî ïðèíèìàòü
ðåøåíèÿ, à íàâûêè ðàáîòû ñ ëþäüìè è
íàâûêè ìåæëè÷íîñòíîãî îáùåíèÿ.

Øêîëû áèçíåñà ãîòîâÿò
ìåíåäæåðîâ çàâòðàøíåãî äíÿ, íî
ìåíåäæåðû ÷àñòî òåðïÿò íåóäà÷ó,
ïîñêîëüêó èì íå õâàòàåò ñîëèäíûõ
íàâûêîâ ìåæëè÷íîñòíîãî îáùåíèÿ, à
íå íåäîñòàòî÷íûõ òåõíè-÷åñêèõ çíàíèé.
Óñïåøíûå ìåíåäæåðû äîëæíû áûòü
ñïîñîáíû ê ëèäåðñòâó, ìîòèâàöèè,
êîììóíèêàöèè, ðàáîòå â ñîñòàâå
êîìàíäû, ðàçðåøåíèþ êîíôëèêòîâ è
ó÷àñòèþ â ìåæëè÷íîñòíîé

People Skills: A Primary
Deficiency of Today�s Business
School Graduates
A recent study prepared by the

major accrediting body of collegiate
business schools reported that a
primary deficiency of business
school graduates is not their inability
to write, perform analytical studies,
or make decisions. It�s their people
or interpersonal skills.

Schools of business are
preparing tomorrow�s managers. But
managers fail more often because
they lack solid interpersonal skills
than because of inadequate
technical competencies. Successful
managers must be able to lead,
motivate, communicate, work as part
of a team, resolve conflicts, and
engage in similar interpersonal
activities. Unfortunately, until very
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recently, courses in organizational
behavior, interpersonal processes,
human relat ions, and appl ied
psychology have taken a back seat
to those in finance, accounting, and
quantitative techniques. However,
now this weakness in the preparation
of business students has been
identified, and actions are being
planned to correct the problem.

äåÿòåëüíîñòè. Ê ñîæàëåíèþ, äî ñàìîãî
ïîñëåäíåãî âðåìåíè êóðñû ïî
îðãàíèçàöèîííîìó ïîâåäåíèþ,
ïðîöåññû ìåæëè÷íîñòíîãî îáùåíèÿ,
âçàèìîîòíîøåíèÿ ìåæäó ëþäüìè è
ïðèêëàäíîé ïñèõîëîãèè íå îáðàùàëè
âíèìàíèÿ íà òåõ, êòî ðàáîòàåò â îáëàñòè
ôèíàíñîâ, áóõãàëòåðñêîãî ó÷åòà è ò.ï.
Ñåãîäíÿ, îäíàêî, ýòîò íåäîñòàòîê â
ïîäãîòîâêå ñòóäåíòîâ âûÿâëåí, è
çàïëàíèðîâàíû äåéñòâèÿ ïî
èñïðàâëåíèþ ñèòóàöèè.
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DAY 3     ÄÅÍÜ 3

SKILLS

contribution Ìû îáñóæäàëè âêëàä ×åõîâà â ðóññêóþ  ëèòåðàòóðó.
Îí ñäåëàë âàæíûé âêëàä â óñïåõ êîìïàíèè.

the last/the least Ïîñëåäíåå, ÷òî ÿ ñëûøàë ýòî òî, ÷òî îíà áûëà â
Èñïàíèè.
Ýòî áûëî ïî ìåíüøåé ìåðå äîâîëüíî ëåãêîìûñëåííî ñ
åãî ñòîðîíû.
�Íàäåþñü, ÷òî ÿ íå ïîñëåäíèé?�� ñêàçàë Òîì  â
àýðîïîðòó.

to add Äîáàâüòå â ñïèñîê íåñêîëüêî èìåí.
Íå õîòèòå ëè äîáàâèòü ÷òî-íèáóäü ê òîìó, ÷òî ÿ ñêàçàë
Äæîí?

insight Åå àâòîáèîãðàôèÿ äàëà ìíå ïðåäñòàâëåíèå î ðàáîòå
ïðàâèòåëüñòâà.

average Ìû ïîëó÷àåì â ñðåäíåì äâàäöàòü ïèñåì çà äåíü.
Åãî ïèñüìåííàÿ ðàáîòà íèæå ñðåäíåãî.
Ñðåäíÿÿ çàðàáîòíàÿ ïëàòà â ñòðàíå îêîëî 500
äîëëàðîâ â ìåñÿö.
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effective Èõ óñèëèÿ óëó÷øèòü øêîëó áûëè î÷åíü ýôôåêòèâíûìè.
Êîãäà íîâàÿ ñèñòåìà ñòàíåò ýôôåêòèâíîé?

assumption Ðåçóëüòàòû ýêñïåðèìåíòà ðàçðóøèëè îñíîâíûå
ïðåäïîñûëêè åãî òåîðèè.
Íå äîâåðÿé èíôîðìàöèè, êîòîðóþ îíà ïåðåäàëà òåáå
� ýòî ëèøü ÷èñòîå ïðåäïîëîæåíèå ñ åå ñòîðîíû.

vivid ß óâåðåí, ÷òî ýòîò ÷åëîâåê èäåò çà íàìè. � ×åïóõà! Ó
òåáÿ ñëèøêîì æèâîå âîîáðàæåíèå.
Îíà äàëà ÿðêîå îïèñàíèå ñâîèõ ïóòåøåñòâèé.

to illustrate Åãî ðàññêàç î Äæåéí î÷åíü ÷åòêî îïèñàë åå ñìåëîñòü.
Ñêîðîñòü ðîñòà ÿïîíñêèõ êîìïàíèé ïîêàçûâàåò
ðàçíèöó ìåæäó åâðîïåéñêèì è ÿïîíñêèì
ìåíåäæìåíòîì.

thread Áîþñü, ÿ ïîòåðÿë ñâÿçü âàøåé àðãóìåíòàöèè.

to recognize ß óçíàë Ìýðè íà ôîòîãðàôèè.
Ãîðîä èçìåíèëñÿ íàñòîëüêî, ÷òî Âû åãî íå óçíàåòå.
Îíà îòêàçàëàñü ïðèíÿòü íàøè äîêóìåíòû.
Âû äîëæíû îñîçíàòü òî òðóäíîå ïîëîæåíèå, â êîòîðîì
íàõîäèòñÿ êîìïàíèÿ.

to lack Îí õîðîøî âûïîëíÿåò ñâîþ ðàáîòó, íî ó íåãî, êàæåòñÿ,
îòñóòñòâóåò èíèöèàòèâà.
Òî ÷åãî íå õâàòàåò êîìïàíèè, òàê ýòî äåíåã äëÿ
âëîæåíèÿ â íîâûå òîâàðû.

fortunately/ ß îïîçäàë íà ñòàíöèþ, íî ê ñ÷àñòüþ äëÿ ìåíÿ, ïîåçä
unfortunately ïðèøåë ïîçäíî.

Ê ñîæàëåíèþ, èõ íå áûëî íà ìåñòå, êîãäà èì ïîçâîíèëè.

technique Åñëè òû õî÷åøü íàó÷èòüñÿ ðèñîâàòü, ÿ ïðåäëàãàþ òåáå
èçó÷èòü òåõíèêó âåëèêèõ õóäîæíèêîâ.

weakness Ïðåçèäåíòà îáâèíèëè â ñëàáîñòè, ïðîÿâëåííîé âî
âðåìÿ êðèçèñà.
Åäèíñòâåííàÿ ñëàáîñòü ýòîãî ïëàíà � ýòî åãî
ñòîèìîñòü.

deficience Íåäîñòàòêè â ñèñòåìå âñêîðå ñòàëè î÷åâèäíûìè.
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DAY 4    ÄÅÍÜ 4
TOEFL TRAINING (Contd.)

18. Noun Functioning as Adjectives

In English, many nouns can function as adjectives when they appear
before other nouns (a wool coat, a gold watch, a history teacher). The first
noun of the combination functions as an adjective, describing the second
one, which functions as a noun. The nouns which function as adjectives are
always in the singular even though they may modify a plural noun. Number-
noun combinations always appear hyphenated.

We took a tour that lasted five weeks.
(Weeks functions as a noun in this sentence.)

We took a five-week tour.
           adjective    noun

His subscription to that magazine is for two years.
(Years functions as a noun in this sentence.)

He has a two-year subscription to that magazine.
       adjective          noun

That student wrote a report that was ten pages long.
(Pages functions as a noun in this sentence.)

That student wrote a ten-page report.
        adjective    noun

These shoes cost twenty dollars.
(Dollars functions as a noun in this sentence.)
These are twenty-dollar shoes.

    adjective        noun

Exercise 31: Nouns Functioning as Adjectives
In åàch of the following sets, choose the appropriate form for the

blank in the second sentence.
Example: Her call to California lasted ten minutes.

She made a ten-minute call to California.
     1. Sam�s new apartment is in a building which has twelve stories.

Sam�s new apartment is in a __________ building.
     2. We teach languages.

We are __________ teachers.
     3. My parents saw a play in three acts last night.

My parents saw a __________ play last night.
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     4. The manager said that the sale would last for two days.
The manager said that it would be a ____________ sale.

     5. Hal bought a tool set containing 79 pieces.
Hal bought a __________ tool set.

     6. Margie has a bookcase with five shelves.
Margie has a __________ bookcase.

     7. I need two cans of tomatoes that weigh 16 ounces each.
I need two __________ cans of tomatoes.

     8. I�m looking for a pressure cooker that holds six quarts.
I�m looking for a __________ pressure cooker.

     9. He is a specialist at building houses made of bricks.
He is a specialist at building __________ houses.

    10.Mrs. Jansen just bought her daughter a bicycle with ten speeds.
Mrs. Jansen just bought her daughter a ____________ bicycle.

19. Enough with Adjectives, Adverbs, and Nouns

Enough changes positions depending on whether it is modifying a
noun, an adjective, or an adverb. When modifying an adjective or an adverb,
enough follows.

+ enough

Are those French fries crisp enough for you?
       adjective

She speaks Spanish well enough to be an interpreter.
      adverb

It is not cold enough to wear a heavy jacket.
      adjective

When modifying a noun, enough precedes the noun.

enough + noun

Do you have enough sugar for the cake?
     noun

Jake bought enough red paint to finish the barn.
    noun phrase

He does not have enough money to attend the concert.
     noun

NOTE: The noun that is modified by enough may sometimes be deleted
with no change in meaning.

I forgot my money. Do you have enough?
(We understand that the speaker means �enough money �)

adjective
adverb{ }
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Exercise 32: Enough
In the following sentences, choose the correct form in parentheses.
1. There were not (enough) people/people enough) to have the

meeting.
2. Alien has learned (enough French/French enough) to study in

France next year.
3. Do you have (enough time/time enough) to talk now?
4. She drove (enough, fast/fast enough) to win the race.
5. Mike will graduate: from law school (enough soon/soon enough) to

join his father�s firm.
6. We arrived (enough early/early enough) to have some coffee before

class  began.
7. It has rained (enough hard/hard enough) to flood the low-lying

areas.
8. You should type (enough slowly/slowly enough) that you will not

make an  error.
9. He has just (enough flour/flour enough) to bake that loaf of bread.
10. There are (enough books/books enough) for each student to have

one.

DAY 5    ÄÅÍÜ 5
` DIALOGUE

Arranging another meeting

Mr. Wenzel: 480-70-55. Wenzel speaking.
Susan Shields: Morning, Mr. Wenzel. Susan Shields here.

Mr. Wenzel: Ah, Miss Shields. This is an unexpected pleasure. Can I help
you in any way? We�re seeing each other tomorrow, a r e n � t
we?

Susan S.: That�s just what I�m phoning about. I�ve got flu� it seems, so I
can�t  attend the board meeting after all.

Mr. Wenzel: Oh, isn�t that too bad? We�ve got some important things to
discuss, too. About the pension plan, and those other points.

Susan S.: Exactly. Now this is what I�d like to suggest ...just an idea it
is, but I�d like you to tell me what you think of it. Oh, just a
moment ...  Excuse me.

Mr. Wenzel: Bless you!
Susan S.: Thanks. My assistant - that�s Martin Close - he�s very well

informed on this subject. I thought of asking him to go to the
meeting in my place. You know, he and I drafted these new
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pension plan regulations for our employees, so he really
knows what they�re all about.

Mr. Wenzel: Have you asked Harold Foster? He is chairing the meeting,
of course.

Susan S.: No, I thought I�d check with you first. If you think it�s an
acceptable solution, I�ll get on to Mr. Foster. You see the
other alternative would be to send you my notes, perhaps,
and you could put forward my ideas.

Mr. Wenzel: No, no, I don�t think so. I mean of course I�d be quite glad to
do so, but if there any questions involved I would hardly be in
a position to answer them, whereas your Mr. Martin could ...

Susan S.: Yes, that was what I thought. Er... Mr. Close, it is ... Martin�s
his first name.

Mr. Wenzel: Ah yes, Martin Close. Well, I think that�s the best thing. Let
him  come to the meeting in your place. I�m sure the
chairman will  agree to that.

Susan S.: Right, I�ll contact him. But I�m glad I�ve spoken to you about it.
Mr. Wenzel: So am I. I hope you get well soon. Goodbye.
Susan S.: Goodbye, Mr. Wenzel.

ROLE PLAY

Work with another student. Agree which of you is Student A and which
is Student B. Sit back-to-back. Student A should now �ring� Student B. When
you have done the calls once, you can change roles.

A: Your name is Sara Waters. You work for the Data Communications.
You will be in London in a week and would very much like to meet
Derek Hodgson, British Telecom�s Euronet manager, to discuss
using some of your company�s equipment. You have arranged an
appoinment with Mr. Hodgson on Monday morning. But your plans
changed, from Monday morning until Wednesday lunchtime you are
with BCL Computers outside London. Phone Derek Hodgson and fix
another date.

B: You are Derek Hodgson, British Telecom�s Euronet manager. You
are very interested in the data communications equipment of the
company the person who calls you represents. You would very
much like to meet the caller. Try to arrange a meeting.
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LESSON 6 ÓÐÎÊ 6

DAY 1          ÄÅÍÜ 1

Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Ðàçíîîáðàçèå: êëþ÷ ê òîìó, êàê
íàéòè è óäåðæàòü ëó÷øèõ
ñîòðóäíèêîâ
Ðàçíîîáðàçèå ïðåäñòàâëÿåò

ìåíåäæìåíòó âîçìîæíîñòü ïðèâåñòè â
îðãàíèçàöèþ ëþäåé, îáëàäàþùèõ
íàâûêàìè, îïûòîì è âçãëÿäàìè,
êîòîðûå â ïðîøëîì ÷àñòî îòâåðãàëèñü
ëèáî èãíîðèðîâàëèñü. Íåêîòîðûå
ïðèìåðû ìîãóò ïðîÿñíèòü ýòó
ïðîáëåìó.

Ëåéô Êîìïòîí è åå ìàòü èìåëè êîå-
÷òî îáùåå. Îíè îáå áûëè âûïóñêíèêàìè,
âõîäèâøèìè â ïåðâûé ïðîöåíò
âûïóñêíèêîâ ñòàðøèõ øêîë îêðóãà
×èêàãî, îáå òàêæå ïîñòóïèëè â
óíèâåðñèòåò øòàòà Èëëèíîéñ è ïîëó÷èëè
ñòåïåíè ïî áèîëîãèè. Íî êîãäà ìàòü
Ëåéô îêîí÷èëà îáó÷åíèå â 1962 ãîäó, îíà
âèäåëà ëèøü íåìíîãèå âîçìîæíîñòè äëÿ
æåíùèí-ñïåöèàëèñòîâ â êîðïîðàòèâíîé
Àìåðèêå.

Ïîýòîìó âìåñòî òîãî, ÷òîáû ïîéòè
íà ðàáîòó â âûñøóþ øêîëó, êàê îíà
õîòåëà, îíà ïîëó÷èëà ðàáîòó
ïðåïîäàâàòåëÿ â ñòàðøèõ êëàññàõ
ñðåäíåé øêîëû, è áèçíåñ ïîòåðÿë
öåííîãî ñîòðóäíèêà. Ëåéô,
îêîí÷èâøàÿ ó÷åáó â 1985 ãîäó, íå
âèäåëà ïîäîáíûõ ïðåïÿòñòâèé. Îíà
ïîñòóïèëà â Íîðòóýñòåðí, ÷òîáû
ïîëó÷èòü ñòåïåíü ìàãèñòðà è ñòåïåíü
äîêòîðà ôèëîñîôèè, è ñåé÷àñ ÿâëÿåòñÿ
óñïåøíûì ìåíåäæåðîì ïî ïðîåêòàì â
êîìïàíèè Ãåíåíòåê.

` Diversity: The Key to Getting
and Keeping the Best Employees

Diversity provides management with
the opportunity to bring to its
organization people with skills,
experiences, and outlooks that, in the
past, were frequently excluded or
subutilized. A few examples can clarity
this point.

Leigh Compton and her mother have
several things in common. Both
graduated in the top one � percent of
their Chicago � area high school
graduating classes. Both also then went
to the University of Illinois and received
degrees in biology. But when Leigh�s
mother graduated in 1962, she saw few
opportunities for female scientists in
Corporate America.

So instead of going on to graduate
school, as she preferred, she took a
job as a high school science teacher
and business lost a valuable resource.
Leigh, graduating in 1985, saw no such
barriers. She went on to earn her
masters and Ph.D. at Northwestern and
is now a successful project manager at
Genentech.
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DAY 2  ÄÅÍÜ 2

` Ïåðåâåäèòå òåêñò ïî ìåòîäèêå ÐÀÏ

Äæýê O�Ìýëëè ïðîðàáîòàë 42 ãîäà
â êà÷åñòâå ïîìîùíèêà äèçàéíåðà. Îí
âûøåë â îòñòàâêó â 1989 ãîäó ñ õîðîøåé
ïåíñèåé. Â òå÷åíèå 6 ìåñÿöåâ îí áûë
áåçðàçëè÷åí êî âñåìó. Äàæå, êîãäà åìó
áûëî 67 ëåò, îí ðàáîòàë ïîëíûé ðàáî÷èé
äåíü íà äîëæíîñòè äèçàéíåðà â
ìàëåíüêîé ôèðìå â Ñåíò Ëóèñå. Êàê

Jack O�Malley spent 42 years as
a tool and assistant of a designer.
He retired in 1989 with a nice
pension. Yet, within six months, he
was bored to death. Even though he
was 67 years old, he was hired as a
full-time designer by a small firm in
St. Louis. Said the firm�s owner, �It�s
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almost impossible for us to find
experienced tool designers like Jack.
They�re few and far between. Our
diversity � recruitment program has
specifically targeted seniors. They�ve
got a wealth of experience and they
come highly motivated.�

Jim Kordosky has ten years
experience repairing expensive
imported cars. He wants to work but,
as a widower with three young
children, his family responsibilities
make a full � time job impossible.
Because his employer, the German
Auto Clinic, has adjusted its policies
to al low employees to choose
permanently reduced work days, Jim
is able to balance his family and work
responsibilities.

Ski l led, experienced, and
enthusiastic employees are a scarce
resource. Those organizations with
the best reputations for managing
diversity will win the competition to
hire and keep those individuals who
are different.

ñêàçàë âëàäåëåö ôèðìû: �Äëÿ íàñ áûëî
ïî÷òè íåâîçìîæíûì íàéòè òàêîãî
îïûòíîãî äèçàéíåðà êàê Äæýê, èõ íå òàê
ìíîãî è íàõîäÿòñÿ îíè íå òàê áëèçêî.
Íàøà ïðîãðàììà ïî ðàçíîîáðàçèþ
íàéìà ñëóæàùèõ ñïåöèàëüíî íàöåëåíà
íà áîëåå ñòàðøèõ, îíè îáëàäàþò
áîëüøèì îïûòîì è îíè ïðèõîäÿò
õîðîøî ìîòèâèðîâàííûìè.�

Äæèì Êîðäîñêè îáëàäàë 10-ëåòíèì
îïûòîì ðåìîíòà äîðîãèõ èìïîðòíûõ
àâòîìîáèëåé, îí õîòåë ðàáîòàòü, íî êàê
âäîâåö ñ òðåìÿ ìàëåíüêèìè äåòüìè, â
ñèëó ñâîèõ ñåìåéíûõ îáÿçàííîñòåé íå
ìîã ðàáîòàòü ïîëíûé ðàáî÷èé äåíü.
Ïîñêîëüêó åãî ðàáîòîäàòåëü Äæîìàí
Àóòî Êëèíèê âûáðàë ïîëèòèêó,
ïîçâîëÿâøóþ ñîòðóäíèêàì âûáèðàòü
ïîñòîÿííî ñîêðàùåííûå ðàáî÷èå äíè,
Äæèì ñìîã ñáàëàíñèðîâàòü ñâîè
ñåìåéíûå è ðàáî÷èå îáÿçàííîñòè.

Ñîòðóäíèêè, îáëàäàþùèå íàâûêàìè
è îïûòîì, ýíòóçèàçìîì, ÿâëÿþòñÿ
öåííûì ðåñóðñîì. Òîëüêî òå
îðãàíèçàöèè, îáëàäàþùèå ëó÷øåé
ðåïóòàöèåé óïðàâëåí÷åñêîãî
ðàçíîîáðàçèÿ, ïîáåäÿò â êîíêóðåíòíîé
áîðüáå, íàíèìàÿ è óäåðæèâàÿ òåõ ëþäåé,
êîòîðûå ðàçëè÷àþòñÿ ìåæäó ñîáîé.
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DAY 3    ÄÅÍÜ 3

SKILLS

diversity Ñóùåñòâóåò äîñòàòî÷íîå ðàçíîîáðàçèå ìíåíèé ïî
ýòîìó âîïðîñó.
Ìû èçó÷àëè êóëüòóðíûå ìíîãîîáðàçèå ÑØÀ.

opportunity Âû äîëæíû íàéòè è ïîñìîòðåòü ýòîò ôèëüì, åñëè
âàì ïðåäñòàâèòñÿ òàêàÿ âîçìîæíîñòü.
ß âîñïîëüçîâàëñÿ âîçìîæíîñòüþ ïîñåòèòü Ýíí,
êîãäà ÿ áûë â Ëîíäîíå.

outlook Ïðîãíîç ïîãîäû íà óèêåíä áûë íå ëó÷øèì.
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Ó íåãî î÷åíü ñòðàííàÿ òî÷êà çðåíèÿ íà æèçíü.

frequently Ýòîò âîïðîñ ÷àñòî çàäàþò.

to utilize Íà íîâîé ðàáîòå åå òàëàíòû áóäóò èñïîëüçîâàíû
ëó÷øå.
Îí ñ÷èòàåò íåâîçìîæíûì èñïîëüçîâàòü àòîìíóþ
ýíåðãèþ (atomic energy).

instead of Òû äîëæåí ðàáîòàòü âìåñòî òîãî, ÷òîáû âàëÿòüñÿ â
ïîñòåëè.
Òû ïîéäåøü íà ñîáðàíèè âìåñòî ìåíÿ?

valuable Îíè ìîãëè îêàçàòü öåííóþ ïîìîùü.
Îíà ñîáðàëà öåííóþ êîëëåêöèþ.

to prefer �×òî Âû õîòèòå, ìÿñî èëè ðûáó?� �ß áû ïðåäïî÷åë
ìÿñî.�

project Ìîãó ÿ âîñïîëüçîâàòüñÿ (to take) âîçìîæíîñòüþ
ïîáëàãîäàðèòü êàæäîãî çà óñïåøíûé òðóä íàä
ïðîåêòîì?
Âû áû ïðåäïî÷ëè ïåðåíåñòè âñòðå÷ó íà ñëåäóþùóþ
íåäåëþ?

to earn Îí ïîëó÷àåò 20 òûñÿ÷ äîëëàðîâ â ãîä.
Òåïåðü êîãäà Âû ñòàëè çàðàáàòûâàòü, Âàì íàäî
ïîäóìàòü î ïîêóïêå äîìà.
Êàê îíà çàðàáàòûâàåò ñåáå íà æèçíü (her living)?

to repair Íèêòî íå çíàë êàê ïî÷èíèòü ìîòîð (the engine).
ß èñïðàâëþ óïóùåíèå (the omission).

to retire Ìîé îòåö óøåë ñî ñëóæáû â 60 ëåò.
Â Âåëèêîáðèòàíèè ìóæ÷èíû îáû÷íî óõîäÿò íà
ïåíñèþ â âîçðàñòå 65 ëåò, à æåíùèíû â 60.

to balance Êîãäà Âû ó÷èòåñü åçäèòü íà âåëîñèïåäå, Âû
äîëæíû íàó÷èòüñÿ áàëàíñèðîâàòü.
Ñ÷åòà (accounts) êîìïàíèè íå ñõîäèëèñü.
Âàì íàäî ñðàâíèòü ïðåèìóùåñòâà æèçíè â ãîðîäå ñ
åå íåäîñòàòêàìè.
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scarce Õîðîøèå ôðóêòû ðåäêè çèìîé è ñòîÿò äîðîãî.

to be bored with Îíà óñòàëà îò ñâîåé ðàáîòû.
Ìíå íàäîåëè èõ ðàçãîâîðû.

even though Íåñìîòðÿ íà òî, ÷òî øåë äîæäü, íàì ïðèøëîñü
âûéòè íàðóæó.
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DAY 4    ÄÅÍÜ 4
TOEFL TRAINING

20. Cause Connectors

This section demonstrates the usage of several grammatical devices
which show cause.

� Because/because of: Because must always be followed by a
complete sentence. (There must be a verb.) Because of is followed only by a
noun or noun phrase. (There must NOT be a conjugated verb.)

... because + subject + verb

... because of + noun (phrase)

NOTE: Because of is often, interchangeable with the expression due to.
Jan was worried because    it     had started to rain.

               subject           verb

Jan was worried because of the rain.
       noun phrase

The students arrived late because there  was a traffic jam.
       subject  verb

The students arrived late because of the traffic jam.
    noun phrase

We have to cut down on our driving because there  is an oil shortage.
           subject  verb

We have to cut down on our driving because of the oil shortage.
             noun phrase

NOTE: It is also possible for the cause clause to begin the sentence.
Because of the rain, we have cancelled the party.

Exercise 33: Because/Because Of
Supply either because or because of as appropriate.
1. It was difficult to deliver the letter __________ the sender had written

the wrong address on the envelope.
2. We decided to leave early __________ the party was boring.
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3. Rescue attempts were temporarily halted __________ the bad
weather.

4. They visited their friends often __________ they enjoyed their
company.

5. Paul cannot go to the football game __________ his grades.
6. Marcella was awarded a scholarship __________ her superior

scholastic ability.
7. Nobody ventured outdoors __________ the hurricane warnings.
8. We plan to spend our vacation in the mountains __________ the air is

purer there.
9. We have to drive around the bay __________ the bridge was

destroyed in the storm.
10. The chickens have died _________ the intense heat.

� Purpose and result (so that): Clauses showing purpose are
followed by the conjunction so that. After so that is a result clause with both a
subject and a verb. The time of the result clause must be future in relation to
the time of the purpose clause.

subject + verb + so that + subject + verb

NOTE: It is NOT correct in formal written English to eliminate that in
these sentences, although it is possible in spoken English.

He studied very hard so that he could pass the test.
She is sending the package early so that it will arrive in time for
her sister�s birthday.
Damien is practicing the guitar so that he can play for the dance.
I am learning German so that I will be able to speak it when I go to
Austria next summer.
Susan drove to Miami instead of flying so that she could save
money.
Will you let me know about the party so that I can make plans to
attend?

� Cause and effect (so, such): The following constructions are used
to indicate a cause and effect (result) relationship.

(1) subject + verb + so +                 + that + subject + verb

Note: Do NOT use a noun after so. See rule (3).
The soprano sang so well that she received a standing ovation.

adjective
adverb{ }
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Òårró ran so fast that he broke the previous speed record.
Judy worked so diligently that she received an increase in salary.
The soup tastes so good that everyone will ask for more.
The little boy looks so unhappy that we all feel sorry for him.
The student had behaved so badly that he was dismissed from the
class.

The rules for clauses including the intensive modifiers are:

(2) subject + verb + so +               + plural count noun + that + subject + verb

The Smiths bad so many children that they formed their own
baseball team.
I had so few job offers that it wasn�t difficult to select one.
He has so heavy a work load that it is difficult for him to travel.
(It is difficult for him to travel because he has a heavy work load )

Cause: He has a very heavy work load.
Effect: It is difficult for him to travel.

(3) subject + verb + such + a + adjective + singular count noun + that ...

OR

subject + verb + so + adjective + a + singular count noun + that ...

NOTE: Such + a + adjective is the more common of the two.
It was such a hot day that we decided to stay indoors.

OR
It was so hot a day that we decided to stay indoors.
It was such an interesting book that he couldn�t put it down.

OR
It was so interesting a book that he couldn�t put it down.

subject + verb + such + adjective +                                  + that + subject + verb

many
few{ }

plural count noun
non-count noun{ }
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She has such exceptional abilities that everyone is jealous of her.
  plural count
       noun

They are such beautiful pictures that everybody will want one.
plural count
   noun

Perry has had such bad  luck  that he�s decided not to gamble.
          non-count
              noun

This is such difficult homework that I will never finish it.
       non-count

           noun

NOTE: It is NOT possible to use so in the above rule.

Meanings:
It has been such a long time since I�ve seen him that I�m not sure if I will

remember him.
(I�m not sure if I will remember him because it has been a long time.)

Cause: It has been a long time.
Effect: I�m not sure if I will remember him.

subject + verb + so +               + non-count noun + that + subject + verb

He has invested so much money in the project that he cannot abandon
it now.

The grass received so little water that it turned brown in the heat.
Peter has such long fingers that he should play the piano.

(Peter should play the piano because he has very long fingers.)

Cause: Peter has very long fingers.
Effect: He should play the piano.

Professor Sands gives such interesting lectures that his classes are
never boring.

(Professor Sands�s classes are never boring because he gives very
interesting lectures.)

Cause: Professor Sands gives very interesting lectures.
Effect: His classes are never boring.

much
little{ }
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This is such tasty ice cream that I�ll have another helping.
(I�ll have another helping of ice cream because it is very tasty.)

Cause: The ice cream is very tasty.
Effect: I�ll have another helping.

Exercise 34: So/Such
Following the formulas, use either so or such in these sentences as

appropriate.

1. The sun shone __________ brightly that Maria had to put on her sunglasses.
2. Dean was __________ a powerful swimmer that he always won the races.
3. There were __________ few students registered that the class was

cancelled.
4. We had __________ wonderful memories of that place that we decided to
    return.
5. We had __________ good a time at the party that we hated to leave.
6. The benefit was __________ great a success that the promoters decided

to repeat it.
7. It was __________ a nice day that we decided to go to the beach.
8. Jane looked __________ sick that the nurse told her to go home.
9. Those were__________ difficult assignments that we spent two weeks

finishing them.
10. Ray called at __________ an early hour that we weren�t awake yet.
11. The book looked __________ interesting that he decided to read it.
12. He worked __________ carefully that it took him a long time to complete

the project.
13. We stayed in the sun for _________ a long time that we became

sunburned.
14. There were __________ many people on the bus that we decided to

walk.
15. The program was __________ entertaining that nobody wanted to miss it.

ANSWERS FOR EXERCICES

Exercise 21: Conditional Sentences

1. understood or 11. paint 21. had studied
    could understand 12. were 22. hears
2. would not 13. writes 23. see
    have been 14. would permit or 24. gets
3. will give       had permitted 25. turn
4. would have told 15. could spend 26. were
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5. would have been 16. will accept 27. would have called
6. had 17. buys 28. would have talked
7. would stop 18. had decided 29. explained
8 needed 19. would have written 30. spoke
9. would have found 20. will leak or
10. enjoyed     may leak

Exercise 22: Used To

1. eating  2. eat  3. swim  4. like  5. speaking  6. studying  7. dance  8.
sleeping 9. eating  10. eating

Exercise 23: Would Rather

1. stay  2. have stayed  3. work  4. studied  5. not study  6. have  7. stood
8. not cook  9. had not arrived  10. have slept

Exercise 24: Must/Should + Perfective

1. should have had 6. should have studied
2. must have been 7. must have been
3. must have damaged 8. should have deposited
4. should not have parked 9. must have forgotten
5. must have studied 10. must not have studied

Exercise 25: Modals + Perfective

1. I would 6. may have slept
2. would have gone 7. might have had
3. may have had 8. could have lost
4. should have done 9. shouldn�t have driven
5. must have forgotten 10. may have run

Exercise 26: Adjective and Adverbs

1. well  2. intense  3. brightly  4. fluent  5. fluently  6. smooth  7. accurately
8. bitter  9. soon  10. fast

Exercise 27: Linking (Copulative) Verbs

1. terrible  2. well  3. good  4. calm  5. sick  6. quickly  7. diligently
8. vehemently 9. relaxed  10. noisy

Exercise 28: Comparisons

1. as soon  2. more important  3. as well  4. more expensive  5. as hot  6.
more talented  7. more colorful  8. happier  9. worse  10. faster
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Exercise 29: Comparisons

1. than  2. than  3. from  4. than  5. as  6. than  7. as  8. than  9. than  10. from

Exercise 30: Comparisons

1. best 6. better 11. the better 16. twice as
2. happiest 7. good 12. from much as 17. few
3. faster 8. more awkwardly 13. less impressive 18. much
4. creamiest 9. least 14. the sicker 19. farthest
5. more colorful 10. prettier 15. than 20. famous

Exercise 31: Nouns Functioning as Adjectives

1. twelve-story 2. language 3. three-act 4. two-day
5. 79-piece 6. five-shelf 7. 16-ounce 8. six-quart
9. brick 10. ton-speed

Exercise 32: Enough

1. enough people 5. soon enough 9. enough flour
2. enough French 6. early enough 10. enough books
3. enough time 7. hard enough
4. fast enough 8. slowly enough

Exercise 33: Because/Because Of

1. because 2. because 3. because of 4. because
5. because of 6. because of 7. because of 8. because
9. because 10. because of

Exercise 34: So/Such

1 so 2. such 3. so 4. such 5. so
6. so 7. such 8. so 9. such 10. such
11. so 12. so 13. such 14. so 15. so
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