передмова


Методичні вказівки призначені для підготовки магістрів за напрямом підготовки „Менеджмент організацій”, „Економіка природокористування” у VIII – IX семестрах.


Вивчення дисципліни „Іноземна мова професійного спілкування” у   VIII семестрі розраховано на 62 години, з них 32 години аудиторних занять, 32 години самостійної роботи, у  IX семестрі ( на 60 годин, з них 30 годин аудиторних занять та 30 годин самостійної роботи.


В результаті вивчення дисципліни магістр повинен:

знати:

( не менше ніж 500 відібраних лексичних одиниць, необхідних для ділового спілкування;

( граматичні явища в об’ємі навчального мінімуму для вміння вести ділову бесіду, для читання, перекладання фахової літератури;

( відібраний мінімум засобів формування потенційного словникового запасу (афіксація, конверсія, словоскладення, інтернаціональна лексика);

вміти:

( читати та перекладати зі словником оригінальну літературу за фахом з метою отримання потрібної інформації;

( брати участь в усному спілкуванні іноземною мовою в діловій та професійній сферах.

LESSON 1

I. Read and translate the texts A&B:

TEXT A   

management


Management is a process of managing people. Any manager has got some functions. For example, he makes a lot of important decisions. He sets objectives, coordinates work, delegates authority, makes hiring, firing and just general leading. It is evident that making careful decisions is the basis of good management. In fact there is no difference between the words an executive, a manager and an administrator. These words are interchangeable. In many companies the top officers are called administrators. The next group ( the heads of major departments, the vice presidents. Any organization has a number of  positions and some people have more authority than others. Where and how a manager can hire a qualified employee ?


A manager has several options to consider when he wants to hire a new employee. First of all he may look within his own company. But if he can’t find anybody suitable for the position he has to look outside the company. If there is a personnel office in the company, he can ask them to find a qualified applicant. The employer can also use other valuable sources, for example, employment agencies, consulting firms, placement offices and professional societies. He can also advertise in a newspaper or in a magazine and request candidates to send in resumes. The employer has two sets of qualifications to consider if he wants to choose from among the applicants. He must consider both professional qualifications and personal characteristics. A candidate’s education, experience and skills are included in his professional qualifications. These can be listed on a resume. Personal characteristics or personality traits can be evaluated through interviews.

management in a small business


Management consists of small activities undertaken to secure the accomplishment of work through the efforts of other people. Both large and small firms require good management in order to achieve success. In the typical small business that entails group effort, the manager provides direction by activities that are called management functions.


The general management functions of planning, organizing, and controlling are performed by all managers of both small and big businesses. Effective performance of these functions calls for the ability to lead, inspire other people. It is the manager who must integrate departmental and personal goals with those of the enterprise a s a whole. As small firms grow, they move from simple, informal management relationships to more complex, formalized management system. Small business managers who are too busy to perform their managerial tasks efficiently should learn to delegate some duties to subordinates and to organize their work by careful planning. Outside management assistance is provided by many types of consultants. The use of management consultants may be thought of as an investment in cost reduction. They may be employed for single projects, or retained on a continuing basis for use as necessary. Owner-managers of small businesses can locate and screen consultants by talking with business friends, accountants, clients of particular consultants, and other business leaders.

the art of management 


Each department in a division of a company relies on budgeting to make the company’s affairs profitable. A profit target is set and the unit price of the goods (which depends on how much they cost to make and for how much they can be sold) is determined by this; the managers report how well this target has been met; the price of the goods leaving the ex-factory is adjusted. Only after this has been done can the various departments in the company executive the orders.


Many businesses fail because they fall into the trap of ignoring their cash flow, often because they allow too generous credit terms. The accounts department should make sure that a stop is put on the credit granted to bad payers. The smooth running of the company depends on a good relationship between the boss and the people who work on the shop floor. Senior managers, of course, must pass some of their task over to other people ( they simply cannot do it all. This delegation of some jobs is essential, and the ability to do it well is one of the measures of good management.

managerial skills


Managers or executives have a lot of problem to solve. They decide on hiring and firing. They decide on vacations, hours and salary. They have to interview a job applicant, to make staff  assessment, to discuss this or that action taken. Managing people is not always an easy thing. For example, Nick is an administrator responsible for the whole business. He has to make people work in the proper way. If he intends to make changes in the staff, all his managerial skills are called for his ability to make decisions, his ability to get people agree with his decisions.


In many firms consulting staff is a very important thing. Consultation isn’t just collecting facts. Nick can only gather opinions. These opinions must be thought through and tested. The purpose of consultation is not only to get consensus. The purpose of consultation is to get assistance in making the decision. During consultation people may disagree, they may criticize each other’s idea. In the dispute they may find the right solution of the problem.

Comments

budgeting ( розрахунок прибутків та витрат

profit target ( планова норма прибутку
unit price ( середня ціна товарної одиниці

to adjust ( встановлювати

cash flow ( рух готівки

profit margin ( прибуток

to withdraw ( скасувати

staff assessment ( атестація співробітників

assistance ( допомога

TEXT B  

What is management ?


Management is different from leadership but just as important. To understand the nature of management we need to be clear how it differs from leadership. The first step in answering the question: “What is management ?” is to understand the basic tasks of all organizations. Like any other species, an organization needs to take care of its immediate business of survival but it also has to evolve to ensure its fitness to cope with changes in the environment and the actions of competing species.


Management is the function that organizes the execution of today’s business. Leadership is the evolutionary mechanism that changes organizations to prosper in tomorrow’s world. Whenever a species or individual animal runs into obstacles, variations occur and new forms are selected from those variations. Leadership is a risk taking type of action that explores new frontiers and promotes new ways of behaving. It follows that, in a stable environment, good management is all that is needed to prosper; leadership in this context isn’t required.


This portrayal is not the popular one where leadership means being the top dog in a group regardless of what’s going on in the environment. Also, management has been cast on the rubbish heap since the late 1970’s following the initial wave of Japanese commercial success in the West. We wanted a scapegoat for our failure to compete with the Japanese, and management was fingered for this role. Jack Welsh, Tom Peters and other gurus called for more leadership and an end to management, which they saw as stifling innovation. The reality was that a lack of competition created a complacent attitude and lacklustre management. It was the way.


Management was practiced that was the problem, not anything to do with management as a function. We simply needed to upgrade management for a new reality.


Being hierarchical by nature and inclined to worship heroes, we tend to regard the person in charge of our group as a leader. But complexity demands specialization and executives need to perform multiple roles that depend on the unique demands of their situation. If their main function is to maintain quality, low cost and good customer service while motivating employees to perform to their potential, then they are performing the management function, not showing leadership. 

Management is like investment. Managers have resources to invest ( their own time and talent as well as human and financial resources. The goal or function of management is to get the best return on those resources by getting things done efficiently. This doesn’t entail being mechanical. The manager’s style is a contextual issue. With highly skilled and self-motivated knowledge workers, the manager can be very empowering. Where the workforce is less skilled or motivated, the manager may need to monitor output more closely.


By saying that management is a function, not a type of person or role, we better account for self-managed work teams where no one is in charge. Management simply makes the best use of all resources even when we manage ourselves. Hence management does not necessarily entail a dictatorial, controlling overseer. Skilled managers know how to coach and motivate diverse employees. Getting things done through people is what they do.


The aim of management is to deliver results cost effectively in line with customer expectations and profitably, in case of commercial organizations. It is not only leaders who can be inspiring. Inspiring leaders move us to change direction while inspiring managers motivate us to work harder.


Management is a vital function thanks to the complexity of modern organizational life. The need to coordinate the input of so many diverse stakeholders, experts and customers requires enormous patience and highly developed facilitative skills. Excellent managers know how to bring the right people together and, by asking the right questions, draw the best solutions out of them. To facilitate well requires managers to work very closely with all relevant stakeholders.
II. Tasks:
1. Hold a discussion in the group to broach the topic “What is management?” Use the 
    following outline as a prompt:
a. Definition of management.

b. Qualities needed to be an executive of a company.

c. Professional qualifications.

d. Personal characteristics considered in choosing an employee.

e. The general management functions.

f. Outside management assistance.

g. The art of management.

h. Managerial skills.
2. Give a brief summary of the texts A&B.

III. Exercises:

Ex.1. Complete the sentences below with one of the following verbs plus a preposition. Remember to use the correct form of the verb. Translate the sentences into Ukrainian.
apologise, arrive, belong, complain, correspond, die, distinguish, experiment,

fill, hear, knock, lose, pray, rhyme, suffer, vote

Example: Did you hear about Tom and Sally ? They’ve decided to emigrate to New Zealand.
1. It was almost midnight when we _________ the station.

2. Do you know whom this book __________ ?

3. I __________ taking so long to reply to your letter.

4. Could you ________ this form, please ?

5. If you don’t agree with the proposal, you can always _________ it in the meeting.

6. Some people find it difficult to __________ an American accent and a Canadian accent.

7. He _________ the manager about the poor service at the restaurant.

8. Would you say that the British House of Lords __________ the American Senate ?
9. I think there’s someone ____________ the door.

10. Can you think of a word that _____________ “sing” ? Yes, “bring”.

11. Do you think scientists should be allowed to ____________ animals ?
12. The priest said he would _____________ us.

13. For years, her husband had ____________ migraines.

14. I don’t know why, but I really hate ___________ cards.  It puts me in a bad mood all day.

15. Although he had survived the battle, the soldier later __________.

Ex.2. Complete the interview questions with the words given below:

1. ______ me about yourself.

2. Why should we __________ you the job ?

3. What is your major ___________ ?

4. What are you ___________ at ?

5. What ____________ of person are you ?

6. What are your __________ and __________ ?

7. What do you ____________ about organization ?

8. How would you ___________ this job ?

9. How do you ____________ things done ?

10. What do you ______________ in a manager ?

11. What ___________ you ?

12. Do you like to _______________ in a team or on your own ?

13. What do you ___________ best about your current job ?
14. What did you ____________ in your last job ?

15. How long would you ___________ to stay with this company ?

achievement, approach, get, good, know, learn, like, look for, motivates, offer, plan, sort, strengths, tell, weakness, work
LESSON 2

I. Read and translate the texts A&B:

TEXT A 

Business management


In response of the quickening pace of technological and competitive change, companies in the 1990s are giving up the traditional model of the boss as someone who gives orders from some distant and front office. They are adopting a more decentralized style of management, one that puts decision-making closer to the customer, nearer the market place. This concept turns the “boss” into something of a team leader.

Management theory today holds that the best way to operate in a competitive environment is to “empower” employees. Empower is a fancy word nowadays, but all it means is delegation of authority or sharing power. Akio Morita, chief executive of Sony, the Japanese consumer-electronics and entertainment giant, says the “secret formula” underlying his company’s considerable world-wide growth is nothing more than its employees. He places decision-making in the hands of people working together in small groups or teams. Each team is given latitude to accomplish company goals in its own way, emphasizing personal and group initiative and responsibility. Managers also have to accept that mistakes will be made.

In the United States, impetus for management change got a big boost in 1984 when the giant Bell Telephone System, a private monopoly regulated by government ceased to exist. It was forced to give up its local business to seven new, investor-owned companies. It reduced long-distance telephone rated by nearly half. As a result, it is far cheaper today to call Europe from the United States than to call to the U.S, from Europe, where governments still run the phones as monopolies.

Bell Atlantic, for example, was created with nothing more than a charter to provide local telephone service within its region. Bur today’s Bell Atlantic rapidly introduces new products and services, starts up ventures and forms alliances around the world. Raymond Smith, at 55 years of age, heads Bell Atlantic. What he has told the editor of Harvard Business Review about how the firm helped its staff make this transformation. “We needed a new culture,” Smith said, “to support our business strategies.” First, a series of seminars were conducted with 1,400 managers to articulate the new corporation’s values. “Ultimately, we agreed on five values: integrity, respect and trust, excellence, individual fulfilment, and profitable growth, with a paragraph of description explaining each.”

The Bell Atlantic creates individual accountability for work performance by basing pay on corporate and team results as well as on individual results. Rather than “having a laiger number of low-paid employees who will be subject to layoffs”, Smith says, they chose to be part of “a smaller group of well-paid, efficient employees with security obtained through hard work and providing customers with more value than they can get elsewhere”.

It is painful sort of challenge that many employees and managers of government-owned and government-subsidized enterprises in central and eastern Europe and across the former Soviet Union are now experiencing or may well experience in the near future. But it is a necessary transformation to make if these societies are to learn to compete in a global market that bears little resemblance to the dismantled Soviet-led trading system. It is a market in which demand ( and not command ( determines what is produced and what the price will be of the produced goods. So there is a need to rebuild manager’s views of themselves and their relation to the firm, subordinates, superiors and to society itself.
TEXT B

Micro-economics ( the Close-up


Besides a broad and horizontal look at the economy economists also take a narrow and vertical perspective to see what kinds of goods and services are being produced, why they are being produced, and who is producing them, sector by sector. This is the perspective of micro-economics, so-called anatomy of the market system.

The central points of micro-economics are demand and supply, their elasticity, also the price system. Each of us, in brief, has a multiply economic personality. We are producers, taxpayers, consumers. The policies we advocate depend on the particular aspect under which we think of ourselves at the moment. As producers we want inflation (thinking of our own services or product), as consumers we want price ceilings. As consumers we may advocate in subsidies, as taxpayers we may resent paying them.

Micro-economics looks at how prices affect specific suppliers and focus on how individual prices are to be set. Let us take, for example, of compact disks (CD). People tend to buy more as their prices fall, since they can afford it. Similarly, they tend to buy less when prices rise. At the same time, producers tend to supply more CDs (or whatever) as prises rise, assuring them of laiger profits. In short, the forces of  supply and demand, in any given market place for any given good, are opposite. They intersect at quantity and a price where they come into equilibrium, that is the price satisfies both suppliers and customers. Equilibrium in a market exists whenever the separate plans of buyers mesh exactly with the separate plans of sellers, so that quantity demanded equals quantity supplied at the market clearing price.

The market system has an almost uncanny ability to shift resources to where they are needed in order to provide the goods and services that people want to buy. All customers willing and able to pay the price will get as many of goods or services as they want. But the market is excluding certain people from economic activity, namely customers with too little money or with too weak desires. Fairness is not an economic question. It is a social question, one addressed in the political arena, not in the market place. Then what happens if any forces try to break the equilibrium ?

When the government intervenes to lower the CD price below the equilibrium one, there will be a shortage of them in some time. So there will be more demand for CDs than suppliers are willing (or able) to provide at the artificially set lower price. If, on the other hand, the government intervenes to quote the price above the equilibrium one ( in order, say, to provide a subsidy for producers ( a surplus will surely develop. Supply would exceed demand. But in our case the CDs they might be substituted by cassette tapes, because though both of them are different from one another, but serving the same purpose. So people will be substituting too expensive CDs for cassette tapes and we will see a substitution effect.

So the fundamental theory of demand is that there is an inverse relationship between prices and quantity demanded, holding other things constant. If you are a decision-maker in a top-management position, you can predict the direction of  change in quantity demanded if you raise or lower price, but you will not be able to tell by how much quantity demanded will change. In other words, some measure of the responsiveness of consumers to changes in price is necessary to estimate the effects of changes in price. Economists have given a special name to price –responsiveness ( price elasticity. Not only management in private firms, but decision-makers within government must have an idea of how responsive people in the real world will be to changes in price.
 II. Tasks:

1. Hold a discussion in the group to broach the topic “Business management”. Use the 

    following outline as a prompt:

a. Management theory.
b. Bell Atlantic.
c. Micro-Economics.
d. The market system.
e. The fundamental theory of demand.
2. Give a brief summary of the texts A&B.

III. Exercises:

Ex.1. Put the adjectives in the correct places and in the right order in the following 
          sentences. Translate into Ukrainian:
Example: She bought a handbag in the sale. (leather, brown)
     -- She bought a brown leather handbag in the sale.
1. He bought a bunch of roses. (yellow, sweet-smelling)
2. The next door neighbour’s cat has soft fur. (grey, lovely)
3. The hotel was owned by a businessman. (tall, German, middle-aged)

4. They lived in a house. (three-bedroomed, semi-detached, brand new)

5. My brother loves sports cars. (red, Italian, fast)
6. In the middle of the room there was a coffee table. (oval, superb, oak)

7. Where did you get this vase from ? (old, magnificent, Japanese)

8. I love meals. (tasty, hot, Indian)

9. He was wearing a jacket. (shabby, cream, old, linen)

10. Outside the Town Hall was a statue. (marble, huge, triangular, black)
Ex.2. Put the adverbs in the best places in the following sentences.

          Translate into Ukrainian:

Example: We have a lie-in on Sunday morning. (usually) 

     -- We usually  have a lie-in on Sunday morning.
1. The children go riding on Saturdays. (sometimes)
2. I was pretending I wouldn’t have chopped your finger off ! (only, really)

3. Carol’s daughter plays the violin. (beautifully)

4. My brother finishes work on Fridays. (nearly always, early)

5. I don’t go to the theatre. My sister, on the other hand, goes. (often, regularly)

6. I don’t understand why Joanna didn’t want to come to my party. (still)

7. George hasn’t done much work so he’ll fail the exam. (probably)

8. I disagree with you ! Watching football live is better than watching it on TV. (completely, definitely) 

9. “Where’s Rose ?” ( “She’s gone home.” (just)

10. “Is my omelette ready ?” (yet)  ( “No, dear, I’m waiting for the hen to lay the eggs !” (still)
LESSON 3
I. Read and translate the texts A&B:

TEXT A 

theories of management

         Modern managers use many of the practices, prin​ciples, and techniques developed from earlier con​cepts and experiences. The Industrial Revolution brought about the emergence of large-scale busi​ness and its need for professional managers. Early military and church organizations provided the leadership models.

         In 1975 Raymond H. Miles wrote Theories of Management: Implications for Organizational Be​havior and Development. In it, he popularized a useful model of the evolution of management theory in the United States. His model includes classical, human rela​tions, and human resources management.
Classical School
       The Classical school of thought began around 1900 and continued into the 1920s. Traditional or classi​cal management focuses on efficiency and in​cludes bureaucratic, scientific and administrative management. Bureaucratic management relies on a rational set of structuring guidelines, such as rules and procedures, hierarchy, and a clear division of labor. Scientific management focuses on the "one best way" to do a job. Administrative management emphasizes the flow of information in the operation of the organization.
Bureaucracy
      
Max Weber (1864-1920), known as the Father of Modern Sociology, analyzed bureaucracy as the most logical and rational structure for large organizations. Bureaucracies are founded on legal or ra​tional authority which is based on law, proce​dures, rules and so on. Positional authority of a superior over a subordinate stems from legal au​thority. Charismatic authority stems from the per​sonal qualities of an individual. Efficiency in bu​reaucracies comes from: 1) clearly defined and specialized functions; 2) use of legal authority;          3) hierarchical form; 4) written rules and proce​dures; 5) technically trained bureaucrats; 6) ap​pointment to positions based on technical expertise;                7) promotions based on competence; 8) clearly defined career paths.
Scientific Management

           Scientific management focuses on worker and machine relationships. Organizational productivity can be increased by increasing the efficiency of production processes. The efficiency perspective is concerned with creating jobs that economize on time, human energy and other productive re​sources. Jobs are designed so that each worker has a specified well controlled task that can be per​formed as instructed. Specific procedures and methods for each job must be followed with no ex​ceptions.

            Administrative Management
        Administrative management emphasizes the manager and the functions of management. Henri Fayoi (1841-1925), known as the Father of Mod​ern Management, was a French industrialist who developed a framework for studying management. He wrote General and Industrial Management. His five functions of managers were plan, organize, command, coordinate, and control. His fourteen principles of management included division of work, authority and responsibility, discipline, unity of command, unity of direction, subordination of individual interests to general interests, renumera​tion of personnel, centralization, scalar chain, or​der, equity, stability of tenure of personnel, initia​tive, and esprit de corps (union is strength).
          Mary Parker Pollett's concepts included the univer​sal goal, the universal principle, and the Law of the Situation. The universal goal of organizations is an integration of individual effort into a synergistic whole. The universal principle is a circular or re​ciprocal response emphasizing feedback to the sender (the concept of two-way communications). Law of the Situation emphasizes that there is no one best way to do anything, but that it all depends on the situation.
Human Relations School
       Behavioral or human relations management emerged in the 1920s and dealt with the human as​pects of organizations. It has been referred to as the neoclassical school because it was initially a reac​tion to the shortcomings of the classical approaches to management. The human relations movement began with the Hawthorne Studies which were conducted from 1924 to 1933 at the Hawthorne Plant of the Western Electric Company in Cicero, Illinois.
Human Resources School
       Beginning in the early 1950s, the human resources school represented a substantial progression from human relations. The behavioral approach did not always increase productivity. Thus, motivation and leadership techniques became a topic of great inter​est. The human resources school understands that employees are very creative and competent, and that much of their talent is largely untapped by their employers. Employees want meaningful work: they want to contribute; they want to participate in deci​sion making and leadership functions.
TEXT B

effective leadership

According to Napoleon «there were never bad soldiers, only bad officers»
Again, Dwight Eisenhower, said "Leadership is the art of getting someone to do, what you want done because they want to do it''.
These reference show that the ultimate success of the organisation depends not only on workers' efficiency but it mainly depends on whatever worker is doing he should do because he wants to do it. Now the question arises that how the worker will want to do those all things which the organization requires. Here comes the role of effective leader.
A successful leader in an organisation is always extremely focused; whether they are discussing with their superiors, co-workers, subordinates, customers or shareholders. They believe in "inspect what you expect", and always realize that hope is not a strategy.
There are behavioral differences between being a boss and being a leader. There is a common misperception that the leader of a company is the topmost man in that organization. But the fact is that each and every employee should feel that he is the leader. Every employee can be a leader by being a role-model or serve as a mentor for the new or younger employees. Sales people can be leaders by helping customers to increase their revenues by giving information about lower cost of products. Marketing people can be leaders with their customers by helping them enter a new vertical market or establishing a new image for their company.
There is a big difference between a boss and a leader. Boss always gives an order while the leader first convinces and then takes out his work. A boss talks while leader listens. A boss keeps control while a leader shares control. A boss gives direction while a leader looks for suitability. A boss judges afterward while a leader helps throughout. A boss takes credit while a leader gives credit. A boss punishes failure; a leader rewards efforts and risks.
We can deduce that the effective leadership should include the following characteristics for producing successful leaders:
-   They are well organized.
-   They take interest and do the investment in the development of human resource.
-   They keep patience and tolerance.
-   They are able to recover quickly from difficult conditions.
-   They are flexible.
-   They always believe in self-improvement.
-   They always lead with a vision.
-   They always focus on organizational goals.
-   They consistently monitor performance.
To be a good leader one always has to be good supervisor. One cannot be a competent leader without being a competent supervisor. Some people may think that these two (leader and supervisor) are having separate role. But this is not so, they are intricately.
The secret of effective leadership is to develop human capital by investment, motivation, encouragement and training. Successful leader always encourages the employee or subordinates for their success. Leaders do not come in the way but empower employees or subordinates to do the job they were hired to do.
II. Tasks:

1. Put 10 questions to the texts A&B.

2. Hold a discussion in the group to broach the topics “Theories of management” and   
    “Effective leadership”. Use the following outline as a prompt:

a. Classical management.
b. Bureaucracy.
c. Micro-Economics.
d. Scientific management.
e. Administrative management.
f. Human relation school.

g. Human resources school.

h. Effective leadership. 
3. Give a brief summary of the texts A&B.

III. Exercises:

Ex.1. Complete the sentences below with one of the following  verbs plus a preposition. 
         Remember to use the correct form of the verb.  Translate into Ukrainian:

___________________________________________________________________________
account, accuse, book, count, deal, grumble, insist, surround, specialize, taste
Example: The hotel’s fire regulations have been translated into eighteen languages.
1. As it was getting late, we decided to ____________ the nearest hotel.

2. “My coffee __________ garlic !” – “You’re lucky, mine has no taste at all”.

3. I was __________ cheating in the examination, just because I had made a few notes on the back of my hand.

4. If there are personnel problems in the factory, the boss always asks her deputy to __________ them.

5. The English _____________ the weather, but secretly, they don’t mind their climate because they love complaining.

6. “Why am I _____________ idiots ?” ( “We don’t know, Dad.”

7. The teacher _______________ calling me “Ghengis” even though my real name is “Attila”.

8. Michael trained as a psychiatrist and he now ____________ mental disorders of the rich.

9.  Sylvia is always ready to help people. You can __________ her to help out in a crisis.
10. Scientists are unable to ____________ the hole in the ozone layer, although some people believe that aerosols are to blame.

11. “Passengers are kindly requested to ___________ smoking.” (airline announcement)

Ex.2. Marcia Garcia tells us about her educational background. Complete each sentence with one of the words or phrases given bellow. You will need to put the verbs into the right tense (You can then make similar sentences about your own education & qualifications ( academic & professional).
_______________________________________________________________
apply, degree, graduate (verb),  grant, higher degree, job, option, PhD, primary school, thesis, secondary school, stay on, study, subject
1. I started at primary school in London when I was five.
2. At the age of 11, I went on to _____________ , also in London.

3. At 17, I _____________ to University.

4. I got a _______________ at Manchester to _________________ engineering.

5. But at the end of the first year I changed to another ______________.

6. I ____________ from University in 1997.

7. I have a first-class ____________ in Economics.

8. I decided to ______________ at university.

9. So I did a ______________ in Business Administration at the University of California.
10. During the course, I did an ________________ on small business development.

11. I found the topic so interesting that I applied for a __________________ to do a doctorate on the same subject.

12. Once I had got the money, I had to write a 5,000-word ______________.

13. So now I have a BA, an MBA and a ____________ .

14. All I need now is a _________________ !
Ex.3. Translate into Ukrainian and say a few sentences about Frederic Taylor:
Frederick Taylor

Many of Frederick Taylor’s definitive studies were performed at Bethlehem Steel Company in Pittsburgh. To improve productivity, Taylor examined the time and motion details of a job, developed a better method for performing that job, and trained the worker. Furthermore, Taylor offered a piece rate that increased as workers produced more.
In 1911, Frederick Taylor, known as the Father of Scientific Management, published Principles of Scientific Management in which he proposed work methods designed to increase worker productivity. One of his famous experiments had to do with increasing the output of a worker loading pig iron to a rail car. Taylor broke the job down into its smallest constituent movements, timing each one with a stopwatch. The job was redesigned with a reduced number of motions as well as effort and risk of error. Rest periods of specific interval and duration and a differential pay scale were used to improve the output. With scientific management, Taylor increased the worker’s output from 12 to 47 tons per day ! The Taylor model gave rise to dramatic productivity increases.
Ex.4. Decide which of the alternatives you should put into the sentences below:

to organise, to move, to be in charge of, not to go to, go to, to delay
A meeting of the British company was _______ for 1 April, but not everyone could __________ it so it was ___________ until April, 23. One committee member said that this was too late, so eventually we _________ it to April, 15. The chairperson _______ it very efficiently, and we decided on some new membership rules. Only one committee member ____________ the meeting.
LESSON 4
I. Read and translate the texts A&B:

TEXT A 

the seven deadly sins of management

       Pride. Envy. Gluttony. Lust. Anger. Greed. Sloth. You either recognize these as the seven deadly sins or as themes for prime-time television. Nonetheless, you were probably taught as a child that these are bad and you shouldn't do them. For purposes of this article, do as you were taught and think bad when you commit these similar sins in the workplace.
        As leaders, we are continually being introduced to new techniques and theories. Hammer & Champy's Business Process Re-engineering Model, McKinsey's 7-S Framework, and Kenichi Ohmae's 3C's Strategic Triangle are all examples of strategic models designed to help leaders think about their business in different and innovative ways. What sits on top of all of the models and frameworks, though, are a series of foundational attributes that every leader should possess if he or she is going to have demonstrated, sustained success as a leader.
      In my career as a leader, I've been fortunate enough to experience a broad array of leadership situations where sometimes I enjoyed fantastic success, and at other times experienced dismal failure. In looking back at my failures, many of them had nothing to do with a theory, framework, or technology that was utilized. The failures had to do with cracks in my own foundational attributes which left me vulnerable as a leader. I've boiled these down to seven key sins which this article will focus on to help you become a more effective leader.
Sin 1 - Arrogance
      Ever known a manager that consistently claimed to know more than the rest of the team? How about one that was unwilling to listen to opposing views? Isn't this just a sign of confidence? What's wrong with that?
     Confidence as a manager is crucial as people will look to you particularly when things get tough. When it runs amok and turns to arrogance, the manager disrespects the team. Show respect and have confidence and you'll do fine. Subtract out respect and you're just an arrogant doofus.
Sin 2 – Indecisiveness
       So you have a meeting on Monday and the management agrees on a course of action. On Tuesday, the manager decides to take a completely different course of action. Thursday the manager goes back to Monday's course of action. The following Monday you're back rehashing through the same problem from last Monday. 
      Decisiveness means the manager listens to those around him or her and then makes the best decision for the project that the rest of the team can understand, and sticks to it. While team members may not agree with the decision, they should be able to see the rationale. Decisions without rationale or without listening will ultimately frustrate the team and put a target on your back.
Sin 3 - Disorganization
     We've all known the manager that asks for the same information multiple times, keeps the plan in their head versus writing things down, or is so frantic that they're on the verge of spontaneously combusting. Their disorganization creates unneeded stress and frustration for the project team.
     The manager needs to have a clear pathway paved for the staff to get from start to completion, and make sure the bail moves forward every day of the project. Disorganization leads to frustration, which leads to either empathy or anarchy.
Sin 4 - Stubbornness
      On one of my early project management jobs I was a month behind schedule on a three-month project. I refused to alter the project schedule insisting that I could "make up schedule" by cutting corners and eliminating tasks. Despite the entire project team telling me we were in deep yogurt, I stubbornly forged ahead. I ended up never seeing the end of the project because my stubbornness got me removed as the project manager.
      The manager may believe his or her view of reality is the right way to go, but it's imperative that he or she balances their own perspective with that of the rest of the project team. Decisiveness without listening to the team leads to stubbornness.
Sin 5 - Negativism
      Years back, one of my peer managers, in their zeal to "manage expectations" would consistently discuss the project in a negative light. Either the focus was on what work didn't get done, who wasn't doing their job. Their negative attitude about the work, people, and purpose of the project sapped the energy, enthusiasm, and passion out of the work. It was a self-fulfilling prophecy; the project failed because the project manager willed it to fail.
      This one's simple; a glass-is-half-empty project manager is going to be a horrible motivator and will sap the energy from a team. This doesn't mean that you have to be a shiny-happy person all the time; but that the project manager has to truly believe in what he or she is doing and needs to positively motivate the team to get there.
Sin 6 - Cowardice
      Imagine this: the manager who, when pressed on a budget or schedule over-run, will blame team members, stakeholders, or anyone else that could possibly have contributed to their non-performance. Much easier to play the blame game and implicate others because everything didn't go perfectly as planned. What a weenie.
     It's perfectly OK to be self-critical and aware of your own weaknesses and mistakes. For a leader to truly continue to grow in their leadership capabilities they need to be the first to admit their mistakes and learn from them as opposed to being the last one to admit their mistakes.
Sin 7 - Untrustworthness
      Simply put, managers that don't display necessary skills, show wisdom in their decisions, or demonstrate integrity aren't going to be trusted. For the team to truly have trust in their leader, they need to believe that the manager has the skills to manage the project, the wisdom to make sound business decisions, and the integrity to put the team's interests ahead of their own. Take any one of these attributes away, and it's just a matter of time before the manager gets voted off the island.
TEXT B

Decision making
    Recent studies have shown that industrial supervisors arе working 30 less than 60 % of their potential. Basic management skills training is guaranteed to change all this and at such little cost.
Introduction
     One of the world's most memorable quotes is from Shakespeare's Hamlet - to be or not to be is all about a decision. It is a dramatic example of someone dealing with a critical decision. Freely making and executing a decision is at the very essence of human life.
    Only human beings have the developed capacity of assessing situations and making considered decisions, which includes evaluating the consequences of decisions before going ahead and executing them. It has been could be said that decision making is central to good management and is one of the key functions of all managers at all levels.
The 3 basic approaches
There are three basic approaches for decision making, which aге: 

1. Delay
    This is the approach of inaction. It is amazing that many people will work so hard to avoid a decision. For example, you can keep keeping the decision under constant review, passing it back and fore to your boss or simply leave it until it becomes forgotten or results in a crisis.
    Managers that use this approach often survive but they are never respected. This type of manager is a costly liability to the organization.
2. Instant decisions
    This is the intuition or John Wayne / Sylvester Stallone style and it can be impressive and certainly gets results. Of course, there are times in emergencies that you need to make very fast decisions but they should never be instant. Instant decisions will:
( Use best hunches instead of rational thought powers
( Ignore potentially damaging side effects and consequences
( Give the impression that all decisions have the same importance
3. The professional approach
    The professional approach is based on sound decision making processes using logical steps and an effective thinking process.
     You may need you to revaluate your current methods and to change your habits but it is the only way to consistently succeed in making valid decisions and performing as an effective.

     Of course, this approach will not guarantee that you make the right decision every time but your success rate will go up dramatically.
     So I hope that you agree that we should reject approaches 1 and 2 and commit ourselves to the professional approach which is also known as the rational analysis decision method making.
Attitude
Take a positive approach to decision making.
    Don't scowl or look disinterested when you are asked for a decision as that will hardly inspire confidence.
Don't avoid decisions.
    If you demonstrate a negative approach to your team they may stop asking you for decisions and the results will be chaos. Always respond positively even if you are unable to give a final decision there and then.
Make decisions!
    Your team has the right to expect you to make decisions or they may stop asking you for them and this will result in chaos. 

    Sometimes you have to make the decision not to make a decision. At least you have made a decision and people will respect you if you have valid reasons. So use this as an effective opportunity for involving people and getting their understanding. You need to explain "why" because the decision may affect him much more than it does you.
Tурes of decisions.
  There are three types of decisions that you will need to manage, which these are:
· Autocratic - you make the decision alone and accept full responsibility
· Consultative - you request help usually from your boss
· Group - you allow your group to fully participate in the decision
    The majority of your decisions will be autocratic but on occasions you will have need to consult someone else. 

    However, it is important to think about how to use the three types of decision. For example, if you consult too much your superiors will begin to wonder why they need you. On the other hand it would be foolish to make important decisions that are outside your level of expertise or have consequences that affect others outside your own group without some consultation.
    Group decisions have more limited use but it can be useful to have the input of everyone sometimes. However, the final decision must be yours so be careful that you don't overuse this type of decision as you must not delegate your authority to the group.
Decision before the decision.
   The first step is to understand what is involved in the decision and why it needs to be taken. This is often called the decision before the decision. For example, you may find that someone has over reacted and that a decision is not really necessary. So you decide not to make a decision. Sounds obvious but so many managers miss this first step and get themselves into all sorts of unnecessary messes. 
II. Tasks:

1. Hold a discussion in the group to broach the topic “The seven deadly sins of 
      management”.  Use the following outline as a prompt:

a. Arrogance.
b. Indecisiveness.
c. Disorganization.
d. Stubbornness.
e. Negativism.
f. Cowardice.

g. Untrustworthness.

Speak about negative influence of these sins.

What will help you to become a more effective leader ?

2. Give a brief summary of the text B.

III. Exercises:

Ex.1. Rewrite the following sentences using the verb in brackets with a suitable preposition to replace the underlined words. Make each new sentence as similar in meaning as possible to the original. You may need to change the tense or the form of the verb. Choose from the following prepositions:

___________________________________________________________________________

about, across, against, at, by, for, in, into, on, over, round, through, to towards, with, after
Example: Everyone is full of praise for the new play at the Globe Theatre. (rave)
          ( Everyone is raving about the new play at the Globe Theatre. 

1. Who’s taking care of the children ? (look)

2. Some people are opposed to women with small children going out to work. (not agree)

3. My dog really likes you. (take)
     ( My dog has really ___________ you. 

4. Would you like to explain in more detail  what you proposed when we last spoke ? (elaborate)

5. Rachael did not hesitate to take advantage of the chance to go to Australia. (jump)

6. Will I be at a disadvantage because of my age ? (count)

( Will my age ___________ me ?

7. Little children know how to behave in such a way that their parents will give them what they want. (get)
8. The repairs we had to do on the car have really used up a lot of savings. (eat)
( The repairs have __________ our savings.

9. Tedious as it was, I had to examine a large number of documents before I found what I was looking for. (plough)

10. She happened to find the missing necklace while she was looking for 

       something else. (stumble)
11. Any money I have to spare is added to the money I am saving for my 

      holiday. (put)
12. Everybody deserted John after he was arrested, but his wife told him: “I will not abandon you, John, whatever happens”. (tick)

( His wife promised to _____________ him.

13. She decided to treat herself to a large box of chocolates. (indulge)

14. During the interview, the Prime Minister tried to avoid going into details about an embarrassing story. (gloss)
15. I am happy to confirm that he is a man of integrity. (vouch)

     ( I can ___________ him 

Ex.2.  Read the text below and use the word given in italic at the end of a line to form a 
           word that fits in the space in the same line:


How much are you worth ?

	An important factor to take into __________  in trying to answer this question is how socially useful a person’s work is, ________     of the talents he or she may bring to it. It is __________

accepted that looking after the sick or taking __________ for education of the young is a more ___________ occupation than, say, selling second-hand cars. Yet used car __________ undoubtedly earn more than the nurses or teachers. But what  about job ____________ ?   People who enjoy their jobs , the _________ goes, get their reward in the form of a “psychic wage,” and that is people with the __________ jobs who need more money. Whatever the __________, jobs which are traditionally thought of as “vocations” continue to be __________
badly paid, while other jobs, such as those in the world of entertainment, carry _________ rewards out of all proportion to their social worth.


	consider
regard

general

responsible

value

sell
satisfy

argue

repeat

true

relate

finance




Ex.3. Choose the word with a similar meaning as the underlined word:
1. Do you have a pen and paper close by ?
a. at hand
b. complex

c. on time

d. polite

2. He practised saying a few phrases in Chinese before he called.
a. anticipated
b. rehearsed
c. represented

d. wasted

3. I was surprised when she got angry during our conversation.
a. lost control
b. referred to
c. stood up

d. prepared to

4. Please tell her it is necessary that she call me back this afternoon. 
a. agreeable
b. clear

c. essential

d. polite
5. We thought we could depend on your office to take care of this problem.
a. refer to
b. rely on

c. stand up 
d. waste time
Ex.4. Fill in the blanks to describe the type of the problem:

communication, financial, technical, time, manpower
1. A minor __________ problem in the product was a result of bad manufacturing.
2. Our __________ problem was caused by a storm knocking down telephone lines.
3. Several delays in starting led to insufficient ____________ to complete the project.
4. The company’s _________ problems are due to bad investments by the GEO.
5. The factory’s __________ problem resulted from the number of employees who quit after the factory was sold to a new corporation.
LESSON 5
I. Read and translate the texts A&B:

TEXT A 

the manageR
       Managers work in an organizations. Therefore, before we can identify who managers are, it is important to clarify the term organization. Robbins S.P. (1991) defines an organization as: “a systematic arrangement of people to accomplish some specific purpose”. We can divide organizational members into two categories: operatives or managers. Managers differ from operatives by the fact that they direct the activities of others.

There are two big classifications of managers: the horizontal classification only looks at the responsibilities. We can distinguish the functional manager and the general manager. The functional manager is responsible for a whole of similar activities, for example, financial director, commercial director…. While the general manager is responsible for different functional areas, he is often concentrated on one business activity and acts as a product manager or a division manager. In the vertical classification, we need to differentiate first-line managers, middle managers, and top managers. The difference between these groups is based on the statute of subordinates.

Furthermore, we should pay attention to the difference between a successful and an effective manager. As Luthans F. (1988) proved, a successful manager is not necessary an effective manager. The former is a manager, who has been promoted relatively quickly, while the latter  has satisfied, committed subordinates and high performing units. In general, we could say that an effective manager is one who attains the organizational goals.

Manager’s job.


 It was Henry Fayol, in the early part of this century, who was the first to give a global view about the job of manager. He observed that managers performed 5 management functions: they plan, organize, command, coordinate and control. In the mid-1950s, these management functions were reduced to the basic four known as the management process.

The following figure shows that the tasks of a manager consists of  planning, organizing, leading and controlling.
Management Functions










The planning component encompasses defining the goals, establishing appropriate strategies, and developing different plans to coordinate the activities. Furthermore, managers are responsible for designing an organization’s structure, which clarifies what must be done and by whom. As the job of manager implies directing activities of others, the leading function is very important. It consists of motivating subordinates, resolving conflicts and selecting effective communication channels. Eventually, a manager has a controlling function. He has to ensure that the assumed goals will be achieved. Therefore the manager has to monitor the different activities. Also keep in mind that an effective manager must be able to perform all four activities simultaneously.

Only recently has this classical view of managers been challenged based on the observations of five CEO’s. Mintzberg H. (1971) concluded that the manger’s job consisted of many brief and disjointed episodes with people inside and outside the organization. In addition to these insights, Mintzberg provided a categorization scheme for defining what managers do based on actual managers on the job. Mintzberg shows that managers play different but highly interrelated roles.


Formal authority gives rise to the three interpersonal roles (figurehead, leader, and liaison), which in turn gives rise to the three informational roles (monitor, disseminator, spokesman). These two sets of roles enable the manager to play the four decisional roles. We should also mention that the importance of managerial roles varies depending on the manager’s level in the organization.


Another best known modern view of managerial work is provided by John Kotter which is based on his observatory of 15 successful general managers. Kotter stated that managers spend most of their time interacting with others and concluded that managers spent considerable time in meetings getting and giving information. By obtaining relevant and needed information from his network, the effective manager is able to implement his or her agenda. 
TEXT B
critical skills related to managerial competence
    In the ‘70s,  researcher Robert Katz tried to find an answer to the question ( What are the critical skills that are related to managerial competence ? He discovered that managers should possess 4 critical skills.  Those skills can be categorized in two big groups: general skills and specific skills. There seems to be overall agreement that effective managers must be proficient in four general skills areas: 
· Conceptual skills ( the ability to analyze complex situations and to provide the necessary knowledge to facilitate the decision-making.
· Interpersonal skill ( as a manager you should be able to direct others, so motivation, communication and delegation skills are absolutely needed.
· Technical skills ( the ability to apply specialized knowledge or expertise.
· Political skills ( the ability to build the right relationships with the right persons. Those connections result in higher chances of getting additional resources and power. 
The proportions in which those skills are necessary vary with the manager’s level in the organization. Conceptual skills become more and more important as we grow in the hierarchy of  the organization, while technical skills become less important. Interpersonal skills are necessary on every level, because a manager always works with people.

Research has also identified six sets of specific skills that explain 50% of manager effectiveness:

· controlling the organization’s environment and its resources;

· organizing and coordinating;

· handling information;

· providing for growth and development;

· motivating employees and handling conflicts;

· strategic problem solving.

In “The General Managers” (1983), John Kotter, concluded that effective managers have strong specialized interest, skills, knowledge and relationships. These specialized personal assets allow them to behave in ways that fit the demands of their specific situations. Such specialization seems to have been central to their ability to cope with the often huge demands placed upon them by their jobs.

The many personal characteristics that helped contribute to good performance were developed over the entire period of the manager’s life. In terms of basic personality we can observe:

· Needs/motives: like power, need for achievement, very ambitious.
· Temperament : emotionally stable and even, optimistic.
· Cognitive orientation: above average intelligence, moderately strong analytically, strong intuitively.
· Interpersonal orientation: personable and good at developing relationships with people, unusual set of interest that allows them to relate easily to a broad set of business specialist.
· Information: very good knowledge about the business and organization.
· Relationships: cooperative relationships with a large number of people in the organization.

Kotter concluded that in the stipulation for being an effective manager, there should be a match between the demands of the job and the individual characteristics. So for organizations it is a challenge to put the right man on the right place. Depending on the role a manager has to play in an organization, we need an individual with other characteristics. For example, Kotter found that in jobs where the relationships were more demanding and accomplishing things more difficult, the general manager was someone with a strong style, skill at developing relationships, a liking of power, an emotionally even temperament, an ability to relate to a diverse group of business specialist, and extensive relationships in their organization and industry.
II. Tasks:

1. Hold a discussion in the group to broach the topic “The manager, its job and 
      competence”. Use the following outline as a prompt:

a. The difference between operatives and managers.
b. The classifications of managers and their duties.
c. The difference between a successful and an effective manager.
d. The tasks of a manager.
e. What are the critical skills that are related to managerial competence ?
f. Six sets of specific skills that explain 50% of manager effectiveness.

g. Basic personality.

2. Translate the following and speak about the effective manager:

There have been summarized different visions and found out that all theories named the following important characteristic:

· Decision making skills

· Conflict management skills

· Flexibility and creativity

· Developing a managerial knowledge and manager’s teaching role 

· Motivation of employees

· Communication skills

· Developing trust inside the organization.

III. Exercises:

Ex.1. Charlie Kim tells us about his professional history up to now. Complete the sentences with verbs given below. Make sure the verbs are in the right tense. Translate the sentences.
___________________________________________________________________________

buy, drop out, join, look after, move, promote, run, sell, set up, spend, take off, write
1. I went to college in the states but got bored so I dropped out after two years without a degree.

2. I __________ a company making computer games.

3. After six month I was ___________ to the post of chief games designer.

4. I __________ two years there learning the business.

5. Then I ___________ to a bigger games company for more money but I hated it.

6. So I decided to ___________ my own company.

7. With my partner, Mario Carter, I co- ____________ the software for a game called Sudden Death.

8. It ___________ a million copies in its first year.

9. We ___________ another games company in Japan with money we made.

10. Now I ___________ the company in the States.

11. And Mario ____________  the company in Japan.
12. Now I’d like to _________ a year __________ to learn website design. 

Ex.2.  Match each form of payment (1-11) with the right person (a-k):

	1. grant
	a. author

	2. salary
	b. senior manager

	3. wage
	c. laid-off employee

	4. commission
	d. government

	5. fees
	e. blue-collar workers

	6. dividend
	f. retired employee

	7. royalty
	g. sales representative

	8. stock option
	h. student

	9. pension
	i. consultant

	10. tax
	j. shareholder

	11. redundancy pay
	k. white-collar workers


Ex.3. Choose the best word to complete the sentence:

1. It’s a __________ problem that won’t be solved any time in the future.
a. ahead
 b. behind 

c. finished 

d. perennial

2. Poor employee motivation is at the ___________ of the problem.

a. deadline

b. difficulty
 c. heart 
d. schedule

3. The best way to solve the problem is to __________ it head on.

a. adjust
b. confront

 c. postpone
 d. reduce

4. Though the problem was initially small, it became __________ over time.

a. enormous
b. improved
 c. minor
 d. perennial

5. We are ____________ the problem to see if it gets worse.

a. anticipating
b. facing
 c. monitoring
 d. tackling
Ex.4. Fill in the blanks with the correct preposition:

 forward, out, up, to, with
1. The chairs put ______ a suggestion, but the participants at the meeting rejected it.
2. It was very difficult to carry _______ the project according to the original plan.
3. The committee was responsible for drawing ____ an action plan.

4. Nobody agreed ______ her about how to solve the problem.

5. The group finally came ______ a decision after four hours of discussion.

LESSON 6
I. Read and translate the texts A&B:

TEXT A 
the role of economics in environmental management

       As society moves into the 21st century, it faces one of its greatest challenges ( to protect and preserve the earth’s resources as its continues to develop economically. That such an objective is ambitious is evidenced by even a casual retrospective of the last hundred years. The rapid growth and advancing technology that began in earnest with the Industrial Revolution took a tremendous toll on the natural environment. Mass transport, manufacturing progress, telecommunications, and synthetic chemicals are responsible both for the highly advanced lifestyle that society enjoys and for much of the environmental degradation it now faces. With 20/20 hindsight, we now recognize that there was a significant trade-off between economic growth and environmental quality. But it is not one that we can carry forward into the future.


The resolution is to recognize the critical relationship between economic activity and nature and use that information to make better and wiser decisions. Of course, there will always be some amount of trade-off-precisely what is conveyed by economic theory. We cannot expect to have perfectly clean air or completely pure water, nor can we continue to grow economically with no regard for the future. But there is a solution, though it is a compromise of sorts. We first have to decide what level of environmental quality is acceptable, and then make appropriate adjustments in our market behaviour to sustain that quality as we continue to develop as a society.


The adjustment process is not an easy one, and it takes time. As a society, we are still learning ( about nature, about market behaviour, and about the important relationships that link the two together. What economics contributes to this learning process are analytical tools that help to explain the interaction of markets and the environment, the implications of that relationship, and the opportunities for effective solutions.

  
In this article, we begin to support these assertions with a simple but powerful model that illustrates the link between economic activity and nature.

The accompanying analysis illustrates how fundamental market decisions affect the earth’s natural resource stock. As we will discover, the underlying relationships motivate economic analysis of environmental issues, which is formally defined through two disciplines ( natural resource economics and environmental economics, the latter being our focus in this text. With this model as a foundation, we then begin to lay the groundwork for our course of study, starting with an introduction of basic concepts. From there, primary objectives in environmental economics are identified and discussed, followed by an overview of policy development and the role of economics in that process.


Economics and the Environment

One of the most powerful and pervasive applications of economic theory is that it logically explains what we observe in reality. For example, through microeconomic analysis, we can understand the behavior of consumers and firms and the decision-making that defines what we abstractly refer to as the marketplace. This same application of economic theory can be used to analyze environmental problem ( why they occur and what can be done about them. Stop to consider how pollution or resource depletion comes about ( not from a sophisticated scientific level, just a fundamental perspective. The answer ? Both arise from decisions made by households and firms. Consumption and production draw upon the earth’s supply of natural resources. Furthermore, both activities generate by-products that can contaminate the environment. Thus, the fundamental decisions that comprise economic activity are directly  connected to environmental problems. To illustrate this relationship, we begin by presenting a basic model of economic activity. Then, we expand it to show exactly how the linkages arise.
TEXT B
the fundamental model of economic activity.

the circular flow model.
The basis for modelling the relationship between economic activity and the environment is precisely the same one that underlies all of economic theory ( the circular flow model. Typically, this is the first model students learn about in introductory economics, and it is without question one of the more powerful explanatory tools in the field. The figure below illustrates a simple circular flow model, which we use as a starting point for discussion.

First, consider how the flows operate, holding all else constant. Notice how the so-called real flow (i.e., the nonmonetary flow), runs counterclockwise between the two market sectors, households (or consumers), and firms (or producers). Households supply resources or factors of production to the factor market, where they are demanded by firms to produce goods and services. These commodities are then supplied to the output market, where they are demanded by households. Running clockwise is the money flow. The exchange of inputs in the factor market generates a flow of income to households, and that flow represents costs incurred by firms. Analogously, the money flow through the output market shows how households’ expenditures on goods and services are revenues to firms.

The circular flow model of economic activity




Now, think about how the volume of economic activity and hence the size of the flow are influenced by such factors as population growth, technological change, labour productivity, capital accumulation, and natural phenomena such as drought or floods. For example, holding all else constant, technological advance would increase the productive capacity of the economy, which in turn would increase the size of the flow. Similarly, a population increase would give rise to a greater demand for goods and services, which would call forth more production and lead to a larger circular flow.

Notice that by analyzing how the flows operate and how the size of an economy can change, we can understand the basic functioning of an economic system and the market relationships between households and firms. However, the model does not explicitly show the linkage between economic activity and the environment, though it is implied. To illustrate this interdependence, the circular flow model must be expanded to depict market activity as part of a broader paradigm called the materials balance model.
II. Tasks:

1. Put 10 questions to the Texts. 

2. Fill up the blanks with the definitions and translate the sentences:

1. _________ illustrates the real and monetary flows of economic activity through the factor market and the output market.

2. _________ positions the circular flow within a larger schematic to show the connections between economic decision-making and natural environment.

3. _________ is a field of study concerned with the flow of resources from nature to economic activity.

4. __________ are those resources that are replenished naturally at a measurable rate.

5. _________ are those resources that are present in a finite quantity with a negligible rate of natural replenishment; also known as depletable natural resources. 

6. _________ is the amount of a pollutant remaining in the environment after a natural or technological process has occurred.

7. ________ is a field of study concerned with the flow of residuals from economic activity back to nature.

_______________________________________________________________

non-renewable natural resources, residual, materials balance model, natural resource economics, environmental economics, renewable natural resources, circular flow model

3. Hold a discussion  in the group to broach the topic “Economics and the 
    Environment.” Use the following outline as a prompt:

a. A tremendous toll on the natural environment.
b. The critical relationship between economic activity and nature.
c. The adjustment process.
d. How can the environmental problems be analysed with the help of economic theory application.
e. The fundamental model of economic activity.
III. Exercises:

Ex.1. For each of the sentences below, use the verb in the brackets and a suitable preposition to write a new sentence which should be as similar as possible in meaning to the original. You may need to change the tense or form of the verb:

Example: 
We laughed very loudly when we saw the clown. (roar) 
( We roared with laughter when we saw the clown.
1. Do you want a drink ? ( Would you ________ a drink ? (care)

2. What do the letters EU mean ? (stand)
3. We ran into a barn to get out of the rain. ( We ______ the rain in a barn. (shelter)
4. I lent my cousin £5. ( My cousin ________ £5 ____ me. (borrow)

5. The group leader asked students if they would volunteer. ( The group leader _______ volunteers to help with the campaign. (call)
6. A car crashed into a bus this morning. (collide)
Ex.2.  Choose the best word to complete the sentence:

1. He is not _________ to come to the telephone right now.

a. available

b. positive
 
c. possible

 d. necessary

2. I think this phone is broken. I didn’t hear a ______ when I picked it up.

a. dial tone

 b. greeting
c. subscriber
 d. touch pad
3. My cell phone battery is low. I should ________ it.

a. confirm

b. identify

 c. recharge
 d. reverse
4. The manager requested a _______ with the branch office in Mexico.

a. battery

b. cold call
 c. small talk
 d. teleconference
5. Is it possible to make ________ calls from the phones in the office ?

a. available
b. busy

 c. positive

 d. long distance
Ex.3. Read and learn the following dialogue. Fill in the blanks:

meeting, speak, call you back, leave
Operator: Good afternoon. JP&B Associates. How can I help You ?
Liana: I’d like to _________ with Larry Smith, please.
Operator: Please hold the line while I put your call through. … I’m sorry. I’m 

afraid Mr. Smith is out of the office at the moment. Would you like to _______ a message ?
Liana: I wanted to check to make sure he remembered our ________ tomorrow.
Operator: If you leave your name and number, I’ll ask him _______ when he gets in.
Liana: Certainly. My name is Liana Shevchenko…
Ex.4. Choose the best word to complete the sentence and translate:

1. I don’t know why, but we were suddenly _________ in the middle of our conversation.

a. cut off

b. lost
 
c. reached

 d. spoken 

2. You can _________ customer service by dialling “6” now .

a. hang up

b. lose
 
c. reach

 d. transfer 

3. It’s too _________ to talk in this restaurant. Let me call you back after lunch.
a. general

b. nosy
 
c. technical
d. wrong 

4. This is outrageously. I’ve been on hold for _________ ten minutes.

a. exactly

b. hardly
 
c. finally

 d. nearly 

5. Due to a _________ problem, the office phones will not be working for the next hour.

a. busy

b. important
c. technical
 d. communication
LESSON 7
I. Read and translate the texts A&B:

TEXT A 
fundamental concepts in environmental economics
       Environmental economics is concerned with identifying and solving the problem of environmental damage, or pollution, associated with the flow of residuals. Although pollution is defined differently in different contexts, such as within various legislative acts, a general definition provides a good basis for present purposes. Pollution refers to the presence of matter or energy whose nature, location, or quantity has undesired effects on the environment. 

Notice the comprehensive reference to both matter and energy, suggesting that pollution solely on the basis of a single characteristic, such as its fundamental constituents, its geographical location, or its quantity. What this implies is that finding appropriate solutions to environmental damage depends critically upon an identification of the causes, sources, and scope of the damage.
  
Identifying the Cause of Environmental Damage: 

Types of Pollutants
One way to identify which substances are causing environmental damage is to distinguish them by their general origin ( whether they arise from nature, that is, natural pollutants, or whether they result from some human activity, that is, anthropogenic pollutants.

· Natural pollutants are those contaminants that come about through nonartificial processes in nature, such as gases associated with the decay of animals and plants, particles from such events as volcanic eruptions, pollen, and salt spray from the oceans.
· Anthropogenic pollutants are those that are human induced, including all the residuals associated with the processes of consumption and production. Examples include gases and particles from combustion and chemical wastes from certain manufacturing processes.

Of the two, anthropogenic pollutants are of primary concern to environmental economics, particularly those for which nature has little or no assimilative capacity. Such nondegradable substances pose a greater and longer-term risk to society and to the ecology. Hence, policy initiatives aimed at these more harmful pollutants are typically stringent and may even call for their complete elimination.

Identifying the Sources of Pollution: Classifying Polluting Sources
Once pollutants have been identified, the next step is to determine the sources responsible for their release. Polluting sourced are many and varied, ranging from automobiles to waste disposal sites. Even seemingly pristine settings like cropland in the Midwest can be a polluting source. For example, rainwater can transport chemical pesticides and fertilizers from farmland to nearby lakes and streams, contaminating fish and other aquatic life and tainting drinking water supplies. Because polluting source are so diverse, they are generally classified into broadly defined categories that ate meaningful to policy development. Depending on the environmental media (i.e., air, water, or land), sources of pollution are generally grouped either by : (1) their mobility; or (2) how readily they can be identified.

Sources Grouped by Mobility.  Whether or not a polluting source remains in a single location affects how the resulting pollution can be controlled. The categories are straightforward and logical, simply designated as stationary sources or mobile sources.
· A stationary source is a fixed-site producer of pollution, such as a building or manufacturing plant that releases residuals into the environment. Examples include coal-burning power plants and sewage treatment facilities.
· A mobile source refers to any nonstationary polluting source including all transport vehicles such as automobiles, airplanes, and ships.
The most common policy application of these two groups of sources is in the context of air pollution, where both types of sources are major contributors to air quality damage yet each requires specific forms of control.
Sources Grouped by Identifiability.  Similarly, the identifiability of a polluting source is critical to understanding environmental damage and to finding ways to control it. Hence, a distinction is made between point sources and nonpoint sources.
· A point source refers to any single identifiable polluting source from which pollutants are released, such as a factory smokestack, a pipe, or a ship.

· A nonpoint source is one that cannot be identified accurately and degrades the environment in a diffuse, indirect way over a relatively broad area.

This set of classifications is most commonly used in the context of water pollution control policy because nonpoint sources are so significant to this particular problem. As these definitions suggest, pollutants released from nonpoint sources are much more difficult to control than those released from point sources. Hence, it should not be surprising that even after many years of studying environmental damage and developing policy initiatives, governments everywhere continue to struggle with the problem of nonpoint source pollution.
TEXT B
Identifying the scope of environment damage: local, 

                     regional, and global pollution
Although environmental damage is a universal concern, some pollution problems cause detrimental effects that are limited to a single city or town, while others pose a risk over a large geographical region. The point is, the extent of the damage associated with pollution can vary considerably ( an observation vitally important to policy formulation. Consequently, environmental pollution is often classified according to the relative size of its geographical impact, that is, local, regional, and global pollution.
Local pollution refers to environmental damage that does not extend very far from the polluting source and typically is confined to a single community. Although the negative effects are limited in scope, they nonetheless pose a risk to society and can be difficult to control. A common local pollution problem is urban air pollution, particularly the presence of urban smog. Visible as a thick yellowish haze, smog is caused by a number of pollutants that chemically react in sunlight. Some cities have experienced particularly severe air quality problems, among them, Los Angeles and Mexico City. As we will learn in upcoming chapters, improving urban air quality is a long-term undertaking involving both the private and public sectors.
Another local pollution problem that is receiving increasing attention is solid waste pollution. Poor waste management practices can allow leaching of contaminants such as lead and mercury into soil and nearby water suppliers ( a health problem for local residents. Beyond corrective measures aimed at improving waste management are efforts directed toward reducing the amount of waste being generated in the first place. Examine the estimates on municipal waste generation for selected countries given in Table 1.1. Notice how citizens in industrialized nations such as the United States and France generate much larger amounts of trash than residents of less developed countries.

Regional Pollution. Other types of environmental pollution pose a risk that extends well beyond the polluting source. There are typically referred to as regional pollution. An important example is acidic deposition. Acidic deposition arises from acidic compounds that mix with other particles in the air and fall to the earth either as dry deposits or in fog, snow, or rain ( thus the common reference, “acid rain”. These compounds are produced by chemical reactions involving sulfur dioxide and nitrogen oxide, both of which are emitted when fossil fuels are burned. Acid rain is characterized as regional pollution because the harmful emissions can travel hundreds of miles from  their source. Among the associated effects are health problems such as respiratory illness, the loss of aquatic life due to acidification of water bodies, forest damage, and erosion of buildings.
Global Pollution. Finally, there are some environmental problems whose effects are so extensive that are referred to as global pollution. Global pollution is difficult to control, both because the associated effects are so widespread and because international cooperation is needed to implement effective solutions. Consider, for example, the problem of global warming. Also known as the “greenhouse effect,” global occurs as sunlight passes through the atmosphere to the earth’s surface and is radiated back into the air, where it is absorbed by so-called greenhouse gases such as carbon dioxide. Although this warming process is quite natural, certain human activities such as fossil-fuel combustion add to the normal level of greenhouse gases, which in turn can increase the earth’s natural temperature. According to scientific models, such disruptions to normal climate patterns could change the productivity of agricultural regions, weather conditions, and the level of the earth’s oceans ( all effects that are worldwide in scope.
Similarly widespread are the risks associated with ozone depletion, a thinning of the earth’s ozone layer caused by the release of various pollutants. The ozone layer protects the earth from harmful ultraviolet radiation, which can weaken human immune systems, increase the risk of skin cancer, and adversely affect ecosystems. In 1985, scientists discovered that a previously observed thinning of the ozone layer over the Antarctic region had become an “ozone hole” the size of North America. There is a consensus that ozone depletion is caused mainly by a group of chemicals known as chlorofluorocarbons, or CFCs. CFCs had been commonly used in refrigeration, air-conditioning, product packaging, insulation, and aerosol propellants. Although national governments have instituted laws to control CFC usage, the main policy thrust has arisen through international agreements because of the global nature of the problem.

As society has learned more about environmental degradation and the associated risks, it has recognized the need to establish goals that would in turn identify what had to be done. Although the task of setting objectives is an ongoing process, there are certain worldwide environmental goals that have been endorsed through a variety of international forums. Because they are global in scope, these objectives are necessarily general, but nonetheless significant in intent. They are meant to give direction to private and public initiatives and to set the overall agenda for national and international policy. A discussion of some of these important goals follows.
II. Tasks:

1. Put 10 questions to the Texts. 

2. Fill up the blanks with the definitions and translate the sentences:

1. ________ are those contaminants that come about through nonartificial process in nature.

2.  _________ are contaminants associated with human activity; include polluting residuals from consumption and production.

3. _________ is a fixed-site producer of pollution, such as a building or manufacturing plant.

4. _________ is any nonstationary polluting source; includes all transport vehicles.

5. ________ is any single identifiable source from which pollutants are released, such as a factory smokestack, a pipe or a ship.

_________ is a source that cannot be identified accurately and degrades the environment in a diffuse indirect way over a relatively broad area.

3. Hold a discussion  in the group to broach the topic “Fundamental concepts in 
    environmental economics”.  Use the following outline as a prompt:

a. environmental economics.
b. pollution, types of pollutants.
c. polluting sources and their classification.
d. classification of environmental pollution.

e. global pollution.

f. the problem of global warming.

g. the risks associated with ozone depletion.
III. Exercises:

Ex.1. Choose the word to complete the definition:

_______________________________________________________________

collectively, individually, organically, silently, systematically
1. To work alone is to work ___________.
2. To allow flexibility is  _________.

3. To work as a group is to work __________.

4. To have a set procedure to follow is to work __________.

5. To work without speaking is to work ____________.

Ex.2.  Choose and underline the word that is similar to the underlined words:

1. He did wide research about the culture before he travelled there.

a. extensive

b. frustrating
 
c. personal

 d. senior
2. He thought her casual behaviour was rather rude.
a. diplomacy
 b. domination
c. flexibility
  d. informality
3. My first choice would be to meet later in the afternoon.
a. opinion

b. preference

 c. silence
 d. spontaneity
4. The argument began because they didn’t understand each other’s cultures.
a. collectivism

b. disagreement
 c. facilitator
 d. flexibility
5. The chairman’s joke greatly angered her.
a. offended

b. prepared
 c. unprofessional  d. unsophisticated
Ex.3.  Match  the sentences (1-5) with similar meanings (a-e):

	1. I don’t think that is really relevant
	a. I assume all of you understand it

	2. Let’s skip that question for now
	b. I don’t want to talk about it at this time

	3. I hope that is clear for everyone
	c. I need you to clarify that for me

	4. We’re getting side-tracked
	d. It’s not important

	5. I’m not sure what you mean
	e. The focus of the meeting is being lost.


Ex.4.  Match the problem (1-5) with the sentence to describe it (a-e):

	1. another caller on line
	a. I’m sorry. The line is busy 

	2. company went out of business
	b. Speak up! I can hardly hear you 

	3. volume is too low
	c. The number is no longer in service

	4. cell phone beyond service range
	d. There is nobody here by that name

	5. wrong number
	e. The signal is too weak. Call me later


Ex.5. Match  the sentences / questions (1-5) with similar meanings (a-e):

	1. Got it ?
	a. Excuse me ?

	2. I didn’t quite follow that
	b. I think you made a mistake

	3. Pardon me ?
	c. OK ?

	4. That’s not quite right
	d. So, just to check, that’s tomorrow.

	5. You said tomorrow, right ?
	e. I’m not sure what you mean by that


LESSON 8
I. Read and translate the texts A&B:

TEXT A 
role of environmental  management in 

                     transition to steady development (Part 1)

The global problem of interaction of a society and the nature at a stage of transition to steady development is considered. Necessity of change of a paradigm of management is proved at the decision of a task of a finding of balance between economic interests of the enterprises and ecological needs of a society. The concept of environmental management in a context of steady development is submitted.
The problem of interaction of the folk and the natural environment existed during all foreseeable history. But only with the introduction of mankind into an industrial epoch, and then ( during an epoch all of accelerated scientific and technical progress with all evidence the critical importance of this problem was showed. Today on the agenda not simply search of economic growth ways of separate territories in view of ecological restrictions, and a problem of survival of mankind in the technosphere created by people.
In XIX century the author of the term  “ecology” German biologist Ernest Gekkel has defined ecology as “a field of knowledge studying economy of the nature,( research of the general mutual relations of  animals both with alive, and with the lifeless nature including all both friendly, and unfriendly attitudes to which animals and plants directly or indirectly contact, ( in a word, ecology ( studying of the complex mutual relations making across Darwin conditions of struggle for existence.” In XX century, in connection with increase of influence of the person on the nature, the ecology has got special value as a scientific basis of rational wildlife management and protection of the environment.
Long years the person felt himself like the subjugator of the nature. Since times of expansion of industrial revolution the model of extensive escalating of scales of involving of natural resources originally in expansion of industrial activity, then ( transport communications and domestic sphere was generated. In the last 25-30 years sharply increased anthropogenic influence on the nature has caused necessity of acceptance of urgent nature protection measures.

The reality has revealed new intrinsic need of humanity ( need for environmental safety of the person and a society. Its satisfaction and maintenance are so necessary as satisfaction of traditional needs by granting a variety of the goods and services. The right on socially guaranteed minimum of environmental safety was universal and equal for all categories of citizens; it has integrally come in the minimal quality standard of life on a modern society. Feature of environmental safety wick consist in collective use of results of its maintenance.
Reaction to occurrence of need for environmental safety became comprehension of necessity of its studying and the account during manufacture. Security of the vital ecological interests of the person, the making purpose of preservation of the environment, assumes search of a rational parity of ecological interests of a society in the pure, highly productive natural environment with its economic interests connected with satisfaction of material needs of people. These interests are uniform, as in the center of them there is a person, maintenance of quality of his life. At the same time they are inconsistent in the basis. The person is not only the object of influence of an environment, he simultaneously is the subject of such influence, negatively influencing on his health, well-being, a condition of the natural environment.
The person, means of production and the nature, cooperating with each other, form ecological-economic system. In this system three kinds of communications take place: economic attitudes arising between people during manufacture, and connected to transformation of the nature; technological ( between the person, means of production and the natural environment; ecological ( between separate elements of the nature by means of which the last cooperate with each other already without participation of the person though sometimes and with his indirect assistance.

TEXT B
role of environmental  management in 

                     transition to steady development (Part 2)

It is necessary to note, that as the manufacture making a material basis of existence of any society, does not exhaust all sides of life, and the ecological-economic system cannot capture all interrelations of the person and the nature. It represents only a part of more complex social-ecological system. Dynamical changes in this versatile system develop and shown in the following.
First, there is a strengthening of economic dependence. Now there are cardinal changes in the international division of labour, there are transnational processes in the economic life of the world community’s countries without dependence from a level of their economic development. The factor of an environment influences rates of growth and a proportion of the expanded reproduction, on character and the contents of the world economical communications.

Second, economic growth basically is carried out due to consumption. Natural resources, consequence of that became increase in loading at the nature, a progressing exhaustion of not renewed resources of a planet and increase in expenses of energy at their reception.
Thirdly, there is an increase of ecological intensity not only in advanced, but also in less developed countries. Before the majority of the countries of the third world serious environmental problems both international, and internal character exist. Available debts force many less developed countries to use natural resources not with a view of development, and for performance of obligations to foreign creditors. Growth of poverty and unemployment results in strengthening of operation of natural resources, restriction of measures on preservation of the environment. 
Fourthly, break in a people’s living standard between advanced and less developed countries increases.
Fifthly, alongside with growth of economic interrelation of the countries of the world having a place, intensification of ecological dependence is observed. In this situation pertinently to remind one of the laws formulated by the American ecologist Barry Commoner: “All is connected to all”. The mankind lives in uniform ecological space. The ecology and economy are more and more bound among themselves at local, national and global levels ( forming a multiple complex of causes and effects, resulting to occurrence of new connections between global economy and global ecology. If in the past alarm consequences of economic growth for an environment, now ( caused consequences of ecological crisis for economic development in the future. A basis of the first industrial revolution coal and the iron have made, the second ( oil, petrochemistry and an electricity, the third ( electronics, and one of the major distinctive features of the fourth industrial revolution is integration of ecology and economy.
Comprehension by the world community of perversity man-caused model of economic development promoted search of ways of the decision of global problems. The first will consist in essential limitation or the discontinuance of anthropogenic influence on the nature. It is an ecological utopianism. The second way supposing development of economy without taking into account ecological restrictions, is economic extremism which conducts to degradation of the nature and destruction of mankind. Obviously, the most comprehensible is the third way: a combination of economic and ecological requirements.

Thus change of priorities is necessary. Till now material progress occurred under a priority of economy, and constant satellites of economic growth were reserve depletion and deterioration of a condition of an environment. Today there is a change of perception of the nature, the person, a society of manufacture. To develop correlation in priorities of economy and ecology changes, there is obvious a necessity of an optimum combination of economic and ecological interests.
Quintessence of change of priorities became the concept of the steady development accepted as an official position of the United Nations at the International conference in Rio de Janeiro in 1992 and accepted by all advanced states of the world as strategy of development. Formulated in the report of the International commission on an environment and development (Brundland commission) the concept of steady development is submitted as model of social and economic development which “satisfies needs of present time, but does not put a floor threat ability of the future generations to satisfy own needs”.

Stability means the social and economic and ecological development directed on preservation and expansion of prospects of development in the foreseeable future. For realization of the concept of steady development (both on international, and at national, territorial and regional levels) so for achievement of parity between economic interests of the enterprise and ecological-social requirements of a society introduction in system of manufacture of new approaches to management is necessary.
II. Tasks:

1. Put 10 questions to the Texts. 

2. Hold a discussion in the group to broach the topic “environmental  management in 

     transition to steady development”.  Use the following outline as a prompt:

a. The problem of interaction of the folk and the natural environment.
b. The definition of the term “ecology” given by Ernest Gekkel.
c. Need for environmental safety of the person and a society.
d. Three kinds of communications in the ecological-economic system.

e. Dynamic changes in social-economic system.

f. Quintessence of change of priorities.

III. Exercises:

Ex.1. Read the following dialogue. Fill in the blanks:

recommendations, adjourns, nominate, writes up
Dolly: Do you know if any other items are on the agenda for tomorrow’s ?
Mary: All I know is that the chair will share his _______ for new sales techniques and then he’ll ask all the participants to share his ideas.
Dolly: Did the chair already __________  someone to be secretary for the meeting ?
Mary: I don’t think so. Usually Olga __________ the minutes of meetings in our department. She’s always the unofficial secretary.
Dolly: What time is the meeting going to take place ?
Mary: It’s scheduled for 2:30 in the conference room.
Dolly: I hope it __________ before 5:00.
Mary: As long as no major issues arise, it’ll probably finish by then.
Ex.2.  Write the word to complete the sentences :
________________________________________________________________

proposal, break, matters, point, kick off

1. A short time to relax is also called a __________.

2. If you make a suggestion, it could be in the form of a ___________.

3. The key idea is also the main ___________.

4. Another term for issues or important subjects is _________.

5. To “________” a meeting means the same as to start it.

Ex.3.  Match  the sentences (1-5) with similar meanings (a-e):

	1. Did I make my point clear ?
	a. Could I come in and say something ?

	2. I just want to mention one thing.
	b. Do you think everyone understood ?

	3. If I could just finish
	c. I was not done speaking 

	4. May I interrupt ?
	d. Please let me make just one point

	5. Not everyone can speak at once.
	e. We can’t all comment at the same time


Ex.4. Choose the word with a similar meaning as the underlined word:

1. Everyone was in favour of the new plan.

a. deferred
b. discussed
c. said
d. supported
2. The chairman threw out most of the committee’s proposals.
a. carried

b. confirmed
c. rejected

d. showed
3. Let’s have a show of hands to see if we are ready to close the meeting.
a. point

b. proposal
c. schedule

d. vote
4. Now, I would like to turn to recommendations for changing our system. 
a. go on to
b. have time to
c. run out

d. spend time
5. The six members of the committee could not reach consensus.
a. agreement

b. deferring
c. discussion 
d. progress
Ex.5. Fill in the blanks with the correct preposition:

forward, out, up, to, with
1. The chair put _______ suggestion, but the participants at the meeting rejected it.
2. It was very difficult to carry _________ the project according to the original plan.

3. The committee was responsible for drawing _________ an action plan.

4. Nobody agreed __________ her about how to solve the problem.

5. The group finally came ________ a decision after four hours of discussion.

LESSON 9
I. Read and translate the texts A&B:

TEXT A 
environmental  policy planning: An overview


Devising solutions for environmental pollution relies on careful research and planning. Many disciplines play a role in the process ( among them biology, chemistry, medicine, law, and economics. Input from these and other fields are used to evaluate data and to make decisions that ultimately lead to specific policy prescriptions. Although the details of this process vary according to the context, the underlying tool that guides policy planning is risk analysis. Fundamentally, risk analysis involves two decision-making procedures: risk assessment and risk management. We examine each of these in turn. 
Risk Assessment.

At any given point in time, there are many environmental objectives that need to be met with only a limited amount of economic resources. Hence, as problems are identified, they have to be prioritized in some way. Generally, this is done through a scientific assessment of the relative harm to human health and the ecology of a given environmental hazard ( a procedure known as risk assessment. This refers to the qualitative and quantitative evaluation of the risk posed to health or the ecology by an actual or potential environmental hazard.

Various elements of the scientific community are responsible for conducting this assessment and communicating the findings clearly to policy-makers. The evaluation must determine if there is a causal relationship between the identified hazard and any observed health or ecological effects. If such a relationship is believed to exist, scientists must attempt to quantify how the effects are likely to change with increased exposure to the hazard. These findings are critical, since they determine whether or not a policy response is necessary, and if so, how immediate and how stringent that policy should be.
Risk Management.

Assuming that the risk assessment findings warrant it, the planning process enters its next phase called risk management. This refers ti the decision-making process of evaluating and choosing from alternative responses to environmental risk. In a public policy context, risk responses refer to alternative types of control instruments, such as a legal limit on pollution release or an excise tax on pollution-generating products. The objective of risk management is clear ( to choose a policy instrument that reduces the risk of harm to society. What is less obvious is how public officials determine the level of risk society can tolerate and on what basis they evaluate various policy options.
A number of risk-management strategies have been devised to guide these important decisions. These strategies use specific criteria to evaluate policy options. Generally, these criteria are based on measures of risk, costs, or benefits ( either singularly or in comparison to one another. Two that are economic in motivation are allocative efficiency and cost-effectiveness. Allocative efficiency requires that resources be appropriated such that the additional benefits to society are equal to the incremental costs incurred. An alternative criterion is cost-effectiveness, which calls for the use of the least amount of resources to achieve objective.
In practice, the choice, the choice of criteria is mandated, or at least implied, by law. For example, some provisions in U.S. legislation specifically disallow cost considerations in policy formulation, implicitly blocking either an efficient or cost-effective outcome ( a result that is frequently debated in the literature. For now, it is important to recognize that the decisions made in the risk-management phase of the planning process have important implications for society and the overall direction of environmental policy. In fact, in the United States two important policy trends have begun to emerge from this policy planning process ( one dealing with government’s overall approach to policy and the other with the time horizon targeted by regulatory initiatives.
TEXT B
government’s overall policy approach
An important issue in policy analysis is the regulatory approach selected by government. Policies calling for direct regulation of polluting sources by control authorities are reflective of what is known as a command-and-control approach. This form of regulation uses rules or standards to control the release of pollution by every regulated entity. In practice, standards either set a maximum on the amount of residuals each polluter may release or they designate a pollution abatement technology that all sources must use. In either case, this approach allows polluters little or no flexibility in how they comply with the law and requires every polluter to meet the same standard regardless of its location, its access to resources, its existing emission levels, or its technology. Command-and-control has been the predominant approach used in the United States over the past several decades. But in recent years, more economic incentives have been integrated into strategic policy plans, which is indicative of a shift toward a market approach to policy.
The market approach to policy is an incentive-based method that attempts to encourage conservation practices or pollution reduction strategies rather that force polluters to follow a specific rule. There are many different policy instruments that can achieve this result, such as a fee charged on pollutant releases or a tax levied on pollution-generating commodities. What all such instruments have in common is that they tap into the nature forces of the market so that the optimizing decisions of polluters will benefit the environment. Think about how private firms are influenced by economic profit. What a market approach does is strategically use this information to design environmental policy. For example, if a profit-maximizing firm were discharging a dangerous chemical into a river. a market approach might be to charge that polluter a fee for every unit of chemical released. In so doing, the firm would be made to pay for the damage it caused, and that payment would erode its profit. This tactic is sometimes called the “polluter-pays principle”. The expected outcome is that a rational, profit-maximizing firm will take steps to reduce the amount of chemical it releases, using the most cost-effective method available. The favourable outcome is that society enjoys the benefit of a cleaner environment, and the associated costs to achieve that gain are minimized.
That such market-based strategies can be effective is validated by recent experience all over the world. In the United States and other industrialized nations, more market incentives are being integrated within conventional command-and-control policy approach. In fact, in a 1987 study of 14 nations, the Organisation of Economic Cooperation and Development (OECD), which supports the Polluter Pays Principle, found that approximately 150 economic instruments were in use across these countries. Market forces are also at work in the formation of new environmental industries. Again, the motivating force is profit. Entrepreneurs observe the potential profitability of market opportunities that help polluters meet new environmental regulations. A case in point is a Massachusetts-based firm that has developed a new technology for dealing with hazardous wastes. For more on this innovative enterprise and a general discussion of new “envirotech” markets.
II. Tasks:

1. Put 10 questions to the Texts. 

2. Fill up the blanks with the definitions and translate the sentences:

1. The qualitative and quantitative evaluation of the risk posed to health or the ecology by an actual or potential environmental hazard is _________ .
2. The decision-making process of evaluating and choosing from alternative responses to environmental risk is ___________.

3. Hold a discussion in the group to broach the topic “environmental  policy planning”.   

    Use the following outline as a prompt:

a. Risk analysis.
b. Risk assessment.
c. Risk management.
d. Allocative efficiency.

e. Government’s overall policy approach.

f. Command- and- control approach.
g. The market approach.
III. Exercises:

Ex.1.  Match  the words (1-5) with similar meanings (a-e):

	1. hidden
	a. clever

	2. ingenious
	b. final

	3. joint
	c. silly

	4. ridiculous
	d. together

	5. ultimate
	e. unseen


Ex.2.  Decide if the following statements are true (T) or false (F). Give your reasons:

1. Parents should negotiate with their children about school.  ___
2. Negotiation is about achieving a result which both sides can benefit from. ___
3. A negotiation is a meeting in which the parties do not need each other’s agreement in order to achieve an effective result. ___
4. The negotiation process means setting the climate, presenting your case, getting useful information, controlling movement, using adjournments. ___
5. Negotiating  is  a key communication skill for all  learners  of  Business English. ____

Ex.3. Fill in the gaps with words from the list:

arbitrate, drawbacks, force, industrial action, lay-offs, lump, sum, mutual, negotiable, overtime, reject, redundant, sack
1. Many employers are prepared to talk to their workforces about wages, but say that things like reduction of the working week are not _______.
2. Many workers still gladly accept the opportunity to work _______ if the foreman asks them.

3. The union members ________ the company’s offer and decided to take strike action.

4. The courts were called upon to ________ the dispute.

5. They arrived at a solution which was to the ________ satisfaction of both sides.

6. In some countries, if the proprietor of a company ________ a worker without notice, he can be fined.

7. In times of recession the thread of _______ workers increase.

8. In most West European countries legal protection is provided for workers. This means that employees cannot be _______ to take early retirement.
9. But often younger workers are attracted by the offer of a _________ payment.

10. Everyone hopes that they will not remain ________ for long once they have lost their job.

11.  Such people do not see the ________ until it is too late.
Ex.4.  Read how to begin the negotiation and complete the sentences :

________________________________________________________________

small, get down, representatives, relaxed, agenda, kick, background
Negotiating scenario:

1. Meet a greet _________ of the other countries and introduce your colleagues,
2. Offer coffee and _________ talk. Try to create a _________ atmosphere.
3. Go to the meeting room and suggest that you ________ to business.

4. Have a clear _______ and a timetable.

5. First, give the _________ to the negotiations. Talking about the situation is a good way of reminding people of keys facts and issues.

6. Then _________ off the negotiations themselves, perhaps by finding out more about priorities of the circle (the things they think are most important) or talking about your own requirements.

LESSON 10
I. Read and translate the texts A&B:

TEXT A 
environmental  strategy and competitive advantage



(Part 1)

The purpose of the symposium on “Environmental Strategy and Competitive Advantage” is to call attention to a major transition taking place in business: a change in the character of corporate environmental management. Until quite recently, most people assumed that business was, by its very nature, pitted in a war with regulators and environmentalists. Managers took it for granted that environmental protection was peripheral to ( or worse, a major threat to ( the challenge of maximizing corporate advantage in the increasingly competitive global market place. They believed that improving a firm’s environmental performance was a matter of regulatory compliance, an activity that added nothing but economic cost and legal and political complications to the corporate bottom line.
Today, at the dawn of the 21st century, this set of assumptions is giving way. A new generation of leading-edge managers is starting to recognize that superior environmental performance can confer competitive advantage, rather than undercut it. These managers see that it is in their company’s strategic interest to institute environmental management systems that help them reduce waste and manage environmental risk effectively, because this increases efficiency, cutting costs as well as protecting against environmental liabilities. More importantly, they are realizing that it is in their firm’s strategic self-interest to identify and find ways to embrace the business opportunities inherent in taking a constructive approach to solving society’s mounting environmental problems. To turn environmental problems into strategic opportunities, the managers who are furthest along this learning curve are rethinking traditional business models, not just the Environmental, Health&Safety (EH&S) function. In addition, they are inventing new models that fuse environmental sustainability into core organizational, financial, production, design, and marketing strategies and systems.
There are many reasons for this shift. One is that international environmental regulatory regimes are changing. While the U.S. experiments with market-based systems for rewarding firms that go beyond compliance in reducing their pollution emissions, European nations are passing laws that reward firms for establishing environmental management systems and that require firms to set up systems for taking back and recovering value from their products at end of use. Both developments encourage firms to move away from the conventional EH&S focus on letter-of-the-law compliance, end-of-pipe pollution control, and hazardous waste remediation by rewarding firms for finding ways to integrate pollution prevention and design for disassembly, reuse, and recycling, and other forms of environmental innovation into product and manufacturing process design. 
Second, the market itself is changing. Spiking energy costs are again creating incentives to design products and products that are more energy efficient. Growing numbers of shareholders are using environmental considerations to measure financial success, rewarding firms on the stock market that can prove they are improving their environmental performance. even more important, governments and a variety of nonprofit organizations are developing increasing numbers of credible eco-labeling and certification programs, such as Germany’s Blue Eagle program, the ISO 14000 environmental standards, and the EPA’s Energy Star program. These efforts allow firms whose products, management systems, and manufacturing processes meet criteria for environmental superiority to advertise the fact to their customers. As a result, the market for green products is growing rapidly, especially in Europe. The demand is spreading through international industrial supply chains, encouraging not only firms, but also their vendors (and their vendors’ vendors) to establish design for environment programs and environmental management systems based on continuous improvement.

TEXT B 
environmental  strategy and competitive advantage



(Part 2)

Perhaps most important, however, we keep learning more about the environmental problems humanity faces and the role industry plays in creating and/or intensifying them. Scientists are documenting the ways industrial activity is contributing to public health problems, climate change, species extinction, and other threats to the earth’s physical and ecological systems. As consumption around the world increases due to population growth and improvements in living standards, these problems will worsen. It will become increasingly difficult to satisfy growing human needs with increasingly limited resources from vulnerable ecosystems at affordable prices. Far-sighted entrepreneurs and corporate managers are beginning to realize that they must develop innovative strategies to deal with these problems effectively. They are looking for ways to position their firms to take advantage of the business opportunities inherent in society’s demand for solutions.
As the articles in this symposium make clear, the new post-compliance, strategic approach to environmental management is being expressed at many levels of the business system and society as a whole. At the most basic level, it is making itself felt through the emergence of new ideas about the relationship between business and the environment and the best ways to minimize our industrial system’s harmful impacts. One of the best known of the new ideas, “environmental sustainability” is a shorthand label for efforts to conceptually restructure traditional assumptions about the relationship between business and the environment and devise ways to integrate ecological principles into management and corporate strategy. Advocates of sustainability argue that businesses are dependant on and involved in a wide range of intimate exchanges with the earth’s natural environment and that managers must integrate awareness of the ecological limits that the environment places on business into corporate strategy if their firms are to survive coming environmental crises.

The Harte, Shireman, Burke, and Scarlett contribution to this symposium addresses a closely related, arguably more narrowly focused and practical conceptual breakthrough: “industrial ecology”. Initially developed by engineers and corporate consultants, industrial ecology asks corporate managers, policymakers, and planners to treat environmental problems as design problems. Industrial ecologists view firms and industrial supply chains as living systems participating in the larger biological and physical systems of the earth’s biosphere. They contend that as such, business managers are in crucial position to use technological innovation and product and process design to ameliorate environmental problems. The key to using design to reduce industry’s environmental impacts is to learn from nature. This mean using nature’s highly effective systems and processes for using resources, energy, and waste as a model for redesigning manufactured goods, reorganizing supply chains, and restructuring the nexus between manufacturers and consumers ( in other words, for reforming the whole industrial system. Industrial ecologists are particularly interested in finding ways to incorporate nature’s reliance on solar power and its closed loop utilization of waste into design. Seeking ways to utilize ecosystem processes and principles to restructure industry at the system level, they are particularly interested in incorporating the webs of interdependency, competition, and cooperation that characterize life in healthy natural ecosystems into industrial engineering and design. As one text puts it, “Nature has demonstrated effective ‘design’ strategies through 3.5 billion years of evolution. Knowledge of the principles and dynamic of ecosystems and large natural systems is a valuable support to the redesign of our industrialized culture.” 
II. Tasks:

1. Put 10 questions to the Texts. 

2. Hold a discussion in the group to broach the topic “environmental  strategy and 
competitive advantage”.   Use the following outline as a prompt:

a. The purpose of the symposium on “Environmental strategy and competitive advantage”.
b. The role of environmental management systems.
c. The invention of new models.
d. Main reasons for the shift
e. The role of industry in environmental problems.

3. Match  the beginnings of the sentences (1-9) with their endings (a-i):

	1. Communications are used... 
	a. … in order to get through your course successfully

	2. You must communicate with your teachers …
	b. … to pass on information, give instructions, check and receive feedback on activities, and to discuss matters of interest. 

	3. And you will need to communicate with the examiner at the end of the course, ...
	c. …if you are going to pass

	4. People communicate with each other in many ways...
	d. … actually receives and understands the message the sender intends

	5. Communications are only effective if the receiver ...
	e. … by talking face to face or over the telephone, or by sending e-mails or letters

	6. Many businesses and functions have their own jargon ...
	f. ... noise in a factory where a meeting or conversation is taking place, interference on a telephone line

	7. Physical barriers include ...
	g. ... which uses words that have other meanings in everyday language

	8. Internal communications are communications ...
	h. ... with people outside the organisation

	9. External communications are communications are communications ..
	i. … between people in the same organization


III. Exercises:

Ex.1.  Choose the best word to complete the sentence:
1. I _________ recommend that you check the report one more time before you 

    submit it.
a. deeply
b. sincerely
c. strongly

d. unfortunately
2. The ________ includes the title of the document, the writer’s name, and the 
     page number.
a. context

b. header

c. margin

d. tone
3. The first name is ________ in the letter, so I don’t know if the writer is a man or a woman.
a. abbreviated
b. consistent
c. relevant

d. sufficient
4. This list would be easier to rend if you _______ each team. 
a. bulleted
b. commenced
c. packaged
d. terminated
5. What does the ________ NASA stand for ?
a. acronym

b. caption

c. topic 
d. sentence
Ex.2.  a) Read a bit of information about the styles of writing; b) complete the letter 
              below with the words:

___________________________________________________________________________
contact, grateful, apologise, enclosing
a) There are three major styles of writing: formal, standard, informal. Most business correspondence uses a standard style with elements of the other two styles, depending on the reader.
 b) 
Fun Flash Cameras

7750 Beltway St.Carson

OH44277, USA

phone: (365) 972-3350

fax: (365) 972-3351

March 8, 2007

Dear Ms (Mr) Smith, 

We regret the problem you experienced with the Fun Flash 300X… We are ________for your bringing this problem to our attention. The manufacturing problem has been corrected. We ________ for the inconvenience this has caused you.

We are _________ a refund and another two Fun Flash 300X Disposable Cameras. We hope that you will use them and see the true quality of our products.

Please do not hesitate to ________ us if you have any more problems.

Sincerely,

Karina Sotills,

Customer Service

Ex.3. a) Read and learn how to write e-mails; b) complete the e-mail bellow with the 

             words:

________________________________________________________________
print, personal, retrieving, attachment

a)     How do you write e-mails ?

E-mails is primarily a medium rather than a style of communication. People write e-mails in many different styles, depending on corporate policy and whether they are writing a business letter to a client a memo to subordinates or a note to colleagues.
E-mail is not a private way of communicating. Employers have the right to access your e-mail. Detailed mail can be retrieved by experts. Use caution when communicating confidential or legally sensitive information. Make sure you know who will read the information you are sending.
b) 
To:     istrait@biz.com

From: tgray@biz.com
CO:    markmark@biz.com
Subject: Employee Accountability report

Hi, Linda,

I was glad to hear the report was well accepted. Please send me the document file as an ________. I’d like to _________ the final version of the report and keep a copy of it in my ________ files. I’ve had some problems ________ attachments through my mail box at work. Reply to my other account adoldrimer@ola.com.
Thanks,

Tim

Ex.4. Choose the word with a similar meaning as the underlined word:

1. A fax will be better than e-mail because the company needs your signed 

    name.
a. address
b. ellipsis

c. medium

d. signature
2. Please erase this message after your read it.
a. delete

b. forward

c. retain

d. tilt
3. She asked him to reply to her message at the earliest possible time.
a. ASAP

b. PS

c. CC
d. Re
4. When you write using all large letters, people read it as shouting. 
a. capitals
b. caution

c. colleague
d. communication
5. You can download a recent version of the program for free.
a. confidential
b. previous

c. precise
 
d. up-to-date
Ex.5  Match  each word (1-5) with the correct definition (a-e):

	1. employ
	a. go beyond or above

	2. exceed
	b. use another person’s words

	3. overuse
	c. hire someone to work you

	4. quote
	d. make to fit a special need or purpose

	5. tailor
	e. use too much
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