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Career. Skill Description:

1= In this unit you will learn to:
1. understand the functions of modern administration;
2. understand rules and regulations of a company;

3. draft rules and regulations.
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Activity 1 Listen and Repeat

I SEctionkilBerforezclass/Activities: Getting Things Ready

direct /di'rekt/ v. $51%; $53|

revise /r1'vaiz/ v. {817 ; {&iX
coordinate /kou'srdinit/ v. BE, A
accomplish /o'kpmplrf/ v. 5EAL; LI
capital /'keepitol/ a/n. BAHK); TR
recruit /ri'krust/ v. 288, 185

specific /spr'sifik/ a. BKH); HRH
evaluate /1'veljuert/ v. ¥4, #fE
allocate /'&loukert/ v. $€---1k %, 7 BC
locate /lou'kert/ v. F i, $EH
subordinate /sa'boidinit/ n. NE; Zp/E

asset /'@set/ n. {7, W=

availability /o,verlo'bilitt/ n. T 14, BR4E

supervisory /,sjuipo'vaizorl/ a. BB, B

: distinguish /dis'tiggwif/ v. X5 ##51
output /'avtput/ n. =& ; i
potential /pa'tenf()l/ n. ERE; TREM
discipline /'disiplin/ n. 278, 4053
incentive /in'sent1v/ n. HHL; FHH

. managerial /, mana'dzroriol/ a. B

Lay

check /tfek/v. 18 ZE, K&

carry out 5EAk; T
break down into &AL
. interms of 1RIB, 7 HE

tie to #ALBT; HKH

%

Activity 2 Read and Complete

Read the passage in Section 2 and complete the following paragraph.

There are 4 basic management functions: 1

, organizing, 2

and controlling. Planning is the first step for management to meet the 3

il

of an

organization. Organizing function involves obtaining and coordinating natural resource, capital

resource and 4

influencing, guiding and 5

At this level of management, managers focus on the 6

evaluation of work performance is called 7

are carried out to achieve objectives.

resource to accomplish the objectives. Directing is the process of
subordinates to carry out the organization’s activities.

of employees. Managers’

. Management checks to see that plans
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I sEctionk2)in=class/Activities: Things to Do

Activity 1 Listen and Write

Score:

e
a

)
0

Activity 2 Read and Think

1. What are the basic functions of management?
2. What is the greatest asset according to the managers?
3. Do you think you have the potential for doing managing work?

Functions of Management

What a manager does is also called management function. There are four basic
management functions: planning, organizing, directing, and controlling.

Management begins with planning. Since the purpose of management is to achieve
organizational objectives, the most important function of management is planning. There are
two types of plans: long-term plans and short-term plans. As changes occur every day in the
availability of resources, amounts of money available, customer demands, and technology,
managers of every level must respond to these changes and revise the plans of their
organization.

Organizing involves obtaining and coordinating resources so that a business’s objectives
can be accomplished. Managers deal with every type of resources: natural, capital, and human.
This means that the organizing function includes recruiting and training people to fill positions
in the organization.

A manager typically breaks down an organization’s plans into specific tasks and evaluates
what resources are necessary for performing the tasks. If the resources are available within the
company, the manager will make sure that they are allocated to the task when they are needed.
If the resources are not available, the manager must locate and obtain the necessary resources
before they are needed by the organization.

Directing is the process of influencing, guiding, and leading subordinates to carry out an
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organization’s activities. Directing is the most widely recognized function of management. It is
particularly important at the first-line, or supervisory level of management.

Managers often say that “people are our greatest asset”. By this they mean that
a company’s human resources, its employees, are what truly distinguish the excellent
performance of one company from the ordinary performance of another. A manager’s approach
to directing subordinates should focus on their value. It should not view workers simply in
terms of their output, problems, and costs. A manager must recognize a subordinate’s potential.
One aspect of directing is that a manager must build employee responsibility and achievement
into a job. To fully realize their potential, workers need and want the demand, the discipline,
and the incentive of responsibility.

The final managerial function is controlling or evaluating work performance. Controlling
is tied to the planning function. Once the objectives have been set, management should check
whether the plans are being carried out. If necessary, adjustments must be made to ensure
organizational success.

(382 words)

Task 1 Test your problem-solving ability.

Henri Fayol is well-known for his management theories. Try to find out who he is
and his 14 principles of management.

Task 2 Tell whether the following statements are true or false. Write T for True and F for
False.

. There are four basic management functions: planning, organizing, evaluating, and

L

controlling.
. The first step of management is planning.
. Managers deal with every type of resource when they carry out organizational plans.

. Controlling is tied to the directing function and plays an important role in administration.

LLtt

. All managerial functions aim to meet the objectives of the organization.

Task 3 Give brief answers to the following questions.

1. What does “management function” mean?
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2. What are the two types of plans managers make to meet the organization’s objectives?

3. What resources do managers deal with for the performance of tasks?

4. What function is particularly important at the first-line level of management?

5. What should a manager focus on when directing subordinates?

Task 4 Match A with B.

A B |
1. ITEXRI A. functions of management
2. "EXR B. meet the objectives
3. EP&EK C. customer demands
4. KHEIITX D. human resources
5. RIMME E. organizational objectives
6. ANHERE F. employees’ value
7. RRELE G. incentive of responsibility
8. IAZ|BFR H. coordinate resources
9. AL HIR |. long-term plans
10. EIHENRE J. work performance

Task 5 Fill in the blanks with the right words or phrases. Change the form where necessary.

make sure  carry out achieve be tied to respond to
available deal with widely process break down into
1. John checked the room carefully to that nobody was there.
2. All plans must simultaneously to meet the final goal.
3. What you in your English-learning this term will help you a lot with your

future work.
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4. The responsibility of public relations the General Office of this company.
5. The responsibility of the after-sales department is to the customer
demands.
6. Details of the competition are from our head office.
7. All complaints will be by our business agent.
8. Henri Fayol is known for his 14 principles of management.
9. Management is the of planning, organizing, directing, and controlling.
10. The work specific tasks for different employees to perform.

Task 6 Read the English sentences and translate the Chinese sentences into English.

1. An organization must have objectives and plans for meeting those objectives before anything
else can occur.

€ BaxG TR, RAFESEEER.

SIWZH, RBITEMXBIRS o

2. If the resources are available within the company, the manager will make sure that they are
allocated to the task when they are needed.

1&&[[%%&%//-\\% E/‘]_JE\ ) ?&){%Ip\%&ﬂq I'ﬂEO

€ BuaATFALE, BEREEE,

3. Directing is the most widely recognized function of management.

(@ AR RE TR ESTE,

S&F, MREMB LY EIITHE]E

P
4. What a manager does is also called management function.
AEN S EE MR B8,
ANRREEERARERNOYE
P
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5. One aspect of directing is that a manager must build employee responsibility and achievement
o into a job.
MR XTES N — 1 A EEFE1E.

BNHE—LESEN— DT ERR T TUBBIRATEIIR T,

6. Once the objectives have been set, management should check whether the plans are being

carried out.

—BREAEFe, NEYSRE S,

C~ —BETEE, DHIRLAETNS.

BSEction)3) Things to Write

Activity 1 Task-based Writing: Rules and Regulations of a Company

Task 1 Study the following tips for writing.

Company regulation refers to the basic rules of standardizing a company’s organization and
behavior. The regulation usually consists of:
1. A general introduction: stating the reasons why the rules are set and expressing hopes that
the rules are to be observed;
2. Specific rules: detailed rules concerning the workplace behaviors of employees. Rules may
vary from company to company. But generally they include Do’s and Don’ts regarding
timekeeping, health and safety, company property, daily behaviors such as smoking, dressing,

etc.
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Task 2  Study the following model for writing.

Introduction

The general interest of all employees and the efficient C 0 m P Z| /’]y R U / 77
operation of the business require the observance (<)

of certain basic standards of conduct. The rules below
are binding on all employees. You are asked to read them
carefully and to discuss with your supervisor any points
you do not fully understand.

Failure to observe the rules will result in disciplinary (#&7#7) action taken in accordance with
the company’s disciplinary procedure.

THE FOLLOWING LIST IS PROVIDED BY WAY OF ILLUSTRATION ONLY AND IS NOT
INTENDED TO BE EXHAUSTIVE (I£R).

Attendance and timekeeping

1) All employees are expected to report for work punctually and to observe the normal hours of
work in their Statement of Terms and Conditions.

2) If late for work, you are to report to your supervisor and explain the reason for lateness before
starting work.

3) The company reserves the right to make deductions ($05) from wages or salaries in respect of
lateness or absence.

Absence and time off

1) If for any reason you are unable to report for work, you should telephone or send a message to
your supervisor. You should indicate the reason for, and probable duration of, your absence.

2) In cases of sickness absence lasting 7 days or less, you should obtain and complete a company
self-certification form immediately upon your return to work. All periods of sickness absence in excess
of (#81Y) 7 days must be covered by Medical Statements (certificates). Statements must be sent to the
company without delay.

3) If time off work is required for domestic or other reasons, prior authorisation is to be obtained
from your supervisor.

Health and safety

1) Employees have a particular duty to safeguard the health and safety of themselves and all
others who may be affected by their acts or omissions (i ).

2) All safety notices and instructions are to be strictly observed.

3) Safety guards are not to be adjusted or removed from machinery except by authorised persons.

4) No machinery is to be cleaned or adjusted whilst in motion.

5) All injuries from work must be reported to your supervisor immediately and entered in the
Accident Book.



Unit{1) Moderny Administrationy

Company property

1) All company property shall be treated with due care.

2) No company property shall be removed from the company’s premises (37 Ffr) without prior
authorization from a member of management.

3) The company’s time, materials and equipment shall not be used for unauthorized work.

Company business

All information about the company business acquired in the course of employment is to be
regarded as strictly confidential (#12%) and must not be disclosed (;t58) to another party except as
required in the normal course of your work.

Visitors

Visitors are only to be brought onto company premises with the prior consent of management.

Smoking

Smoking is only allowed in the canteen and designated rest areas. Ashtrays (YR7K#I) are to be
used and sensible fire precautions observed. Smoking is strictly prohibited in production, warehouse,
stores and food preparation areas.

Drinking

Alcoholic beverages (£X#}) are not to be brought onto, or consumed, on company premises.

Gambling (i 15)

Gambling is forbidden on company premises at all times.

Private telephone calls

Urgent private telephone calls may be received but should be kept as brief as possible. Essential

outgoing calls may be made with the prior approval of your immediate supervisor.

Task 3 Complete the following rules by translating the words given in brackets.

Gross Misconduct (=5 iE AL IE /%)

The following breaches (3% 7) make up gross misconduct and will render (£{#) an employee

liable (TT&E) to immediate dismissal (FF[§) — i.e. dismissal without notice.

1. Refusal or failure to BITEEED).

2. A serious breach of the company’s (=&
£11).

3 (T e B9E{TT 7 4) which seriously

endangers the health or safety of any other person, including interference with any equipment provided

for the health and safety of employees.

4. Theft or fraud (HX3R), (BIEEHMER
15).
5. (ZBEWIN) to the property of the

company or a fellow employee.
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6. (L HFBEDT).
7. Being under the influence of drink or non-prescribed (FE4h77) drugs
(EZEHA(ED).
8. Conduct which is inconsistent (F[&#) with the continuance of the relationship of loyalty
(AE)FRER Z[E).
9. (F=E ¥ k) of the Internet and email
policy.

Activity 2 Applied Writing/Translating

Task 1 Look at the words or phrases.

Ve

: vulgar /'valga(r)/ a. ¥818 89  scribble /'skribl/ v. R E

| economize /1(1)'kpnomaiz/ v. T4 ¢ nail /netl/ v/n. §T5; £TF

: minor /'maina/ n. K FEA spit /sprt/ v. IHJR

| sanitation /se&ni'terfon/ n. B4 : litter /'lito/ v. ELYHIR

: sundries /'sandriz/ n. 24 socket /'sokit/ n. 38 EE

I stack /stak/ n. R :

: aisle /a1l/ n. EJER office supplies and files 3 F 56 F0 3L
| passage /'paesidz/ n. iITiE ¢ workplace rules T{EZFr#i €

AN

Task 2 Translate into Chinese.

I. Work orders
1. Do not make noises or horseplay in the work area.
2. Do not say dirty words or speak vulgar language.
3. Protect properties and facilities, economize resources
of the company.
4. Do not bring any minor into the company without

permission.

II. Maintaining environmental sanitation
1. Offices should be reasonably organized with office supplies and files.
2. Sundries are forbidden to be stacked on aisles or passages.

3. Scribbling or nailing on walls without official permission is forbidden.

10
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Spitting is forbidden.
Smoking in non-smoking zone is forbidden.

Littering and cigarette littering are forbidden.

N e !

Objects are forbidden to be placed on any power wire or socket so as to avoid fire because of
heating.

ISEctionYaYAfter class/Activities: More Things to Do

Activity 1 Read and Complete )

Read the passage and fill in the blanks with appropriate words or phrases from the box below.

Bill Gates and Microsoft

In 1978, Bill Gates and Paul Allen 1 Microsoft, which grew
from a small business into a giant. Microsoft quickly surpassed (#1Z) the value
of IBM. Bill Gates’ 30% stock ownership has been valued at over $70 billion. The
growth of Microsoft is directly 2 to Gates’ dedication (ZT#k) to
innovation (€/3#7) and hard work.

Bill Gates, 3 a demanding boss, encourages creativity and
recognizes employee achievements. He demands that his colleagues be well-
informed, logic, and thick-skinned (Ef K #). Employees often spend long hours
interacting in items. Teams that develop and market programming languages
must 4 their ideas at the so-called “Bill” meeting. During Bill
meeting, Gates often 5 presentations to question facts and forceful
statements. He is known to shout criticism and challenges at team members, who
are expected to stand up to him with good answers.

Bill Gates actively participates in and coordinates small units devoted
to functional areas 6 programming and marketing, but he
delegates (Z1F) authority to his managers to run their departments. Each part
of the company is 7 , yet Gates is the glue (£¥E77) that holds it
all together. Gates’ overall business goals and plan to Microsoft, known as the
Microsoft Vision, are clearly stated and effectively communicated throughout the
company. His long-range vision, “Information at Your Fingertips”, will take at
least a decade to realize. He believes that any piece of information that the public
wants should be 8

Bill Gates also wants to control the software market for the World Wide

11
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Activity 2

Web (Internet). However, he has been 9 trying to monopolize
the market and has 10 some legal problems with the Department
of Justice, to which he admitted that Microsoft restricts (fR#) the ability of its

Internet partners to deal with its competitors.

manage launched present independent

run into available such as related to

known as interrupts accused of failure
Read and Choose

Choose the answer that best completes each sentence.

12

. Microsoft was launched in 1978 by

A) Bill Gates

B) Paul Allen

C) Bill Gates and Paul Allen
D) Others

. Bill Gates encourages creativity and recognizes

A) his market share

B) employee achievements
C) his competitors

D) his products

. The word “monopolize” in the last paragraph most probably means to

A) lead by oneself

B) manage independently
C) hold firmly

D) control alone

. Which of the following statements is NOT true?

A) Bill Gates delegates authority to managers to run their departments.
B) Bill Gates never criticizes his team members.

C) Bill Gates has never had any troubles in running his business.

D) Bill Gates is a powerful leader that holds the company together.

. From the passage we can learn that Bill Gates has been accused because

A) Microsoft offers bad service

B) he restricts the ability of his employees
C) he tries to monopolize the market

D) he fails to pay tax




