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Enterprise Cognition

Teaching Arrangement )

Unit 1 Enterprise Cognition
Teaching Periods 6 periods

Teaching Methods | Audio-lingual method & case-study method

» Grasp basic cognition about business management
Teaching Aims » Be able to list the main departments and their respective duties
» Be able to list the core functions of a business management

Contents Learning Focus

» Starter » Main departments and their respective duties

Class 1 {» Learn to Know » Language points
(Passage One) » Text understanding
Teaching » Learn to Know » Development tendency of business
Process Class 2 (Passage Two) management
» Circumstance for Listening {» Text understanding
» Listening comprehension
» Circumstance for Speaking [» Oral English in working place
Class 3 . I~ . . .
» Extension » Communication, presentation and discussion
Assignment After- » After-class Snack > B.usm(.ess management profile
class » Listening & speaking
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1. How to Have a Career in Business Management

With the global economy expanding every day, exciting opportunities open up to
someone who wants to have a career in business management. Whether you manage your
own business or work to manage a large or small company for someone else, doors will
open. Read on to learn more.

* Plan your education wisely.

Start with a high school diploma or GED. Take all the business math and computer
courses you possibly can. Computer technology is constantly changing and with business
being conducted all over the world by even the smallest companies, you must be willing to
constantly update your skills.

* Take a variety of courses in business matters if you want to have a successful
career in business management.

Advanced courses in accounting and bookkeeping, finance and marketing are all
important. Study leadership techniques, communication skills (both written and verbal) and
public relations. You must be able to work with all types of personalities, so psychology
courses and motivational courses will be helpful. You can take these kinds of courses at
colleges and universities or online.

* Consider getting a bachelor’s or a master’s degree in business administration if
you want to have a career in business management on the corporate level.

Advanced courses in economics, business communication and business law will help you
to climb the corporate ladder. Market and management analysis courses are helpful, also.

* Be prepared to start in an entry-level position and work your way up.

Know that if you want to have a career in business management, it will require a positive
attitude, a desire to learn and a strong work ethic. You must be dedicated to continuing
education courses throughout your career due to the constant changes in the marketplace.

http://www.ehow.com/how_2092086_have-career-business-management.html

. Business Administration

The administration of a business includes the performance or management of business
operations and decision making as well as the efficient organization of people and other

resources to direct activities toward common goals and objectives.

o
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The word is derived from the Middle English word administration, which came from the
French administration, itself derived from the Latin administration — a compounding of ad
("to") and ministrare (“give service”).

Administrator is occasionally the title of the general manager or company secretary who
reports to a corporate board of directors. This usage is archaic. In general, administration
refers to the broader management function, including the associated finance, personnel and
MIS services.

In some organizational analyses, management is viewed as a subset of administration,
specifically associated with the technical and operational aspects of an organization, distinct
from executive or strategic functions.

Alternatively, administration can refer to the bureaucratic or operational performance of
routine office tasks, usually internally oriented and reactive rather than proactive.

Administrators, broadly speaking, engage in a common set of functions to meet the
organization’s goals. These “functions” of the administrator were described by Henri Fayol as
“the six elements of administration” (see below).

* Planning is deciding in advance what to do, how to do it, when to do it, and who
should do it. It maps the path from where the organization is to where it wants
to be. The planning function involves establishing goals and arranging them in a
logical order. Administrators engage in both short-range and long-range planning.

* Organizing involves identifying responsibilities, grouping them into departments
or divisions, and specifying organizational relationships.

* Coordinating synchronizes the elements of the organization and must take into
account delegation of authority and responsibility and span of control within
units.

* Directing or Commanding is leading people in a manner that achieves the goals
of the organization. This requires proper allocation of resources and an effective
support system. Directing requires exceptional interpersonal skills and the ability
to motivate people. One of the crucial issues in directing is the correct balance
between staff needs and production.

* Controlling is a monitoring function that evaluates quality in all areas and detects
potential or actual deviations from the organization’s plan, ensuring high-quality
performance and satisfactory results while maintaining an orderly and problem-
free environment. Controlling includes information management, measurement

of performance, and institution of corrective actions.

o
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* Budgeting separates from the list above, budgeting incorporates most of the

administrative functions, from the implementation of a budget plan through the
application of budget controls.

http://en.wikipedia.org/wiki/Business_administration

3. How to Find Expected Value in Business Management

Expected value is a type of statistical analysis used in management to make business
decisions. The concept of expected value assigns statistical probabilities to various outcomes
within an event. By then comparing the expected value of different events, management
can make better business decisions, including selection of the event that has the highest
expected value.

* Calculate the expected value of Event A for a business.

For example, assume a business wants to purchase new retail space and has three
options, or events. Space A has a 40 percent probability of generating sales of $100,000
and a 60 percent probability of generating sales of $60,000. Multiply the probability of
each occurrence by the expected result and add the sums. Continuing the same example,
($100,000 x 0.4) + ($60,000 x 0.6) = $40,000 + $36,000 = $76,000. This figure represents
the expected value of moving to space A.

* Calculate the expected value of Event B for a business.

Space B has a 35 percent probability of generating sales of $85,000 and a 65 percent
probability of generating sales of $75,000. Multiply the probability of each occurrence by the
expected result and add the sums. Continuing the same example, ($85,000 x 0.35) + ($75,000
x 0.65) = $29,750 + $48,750 = $78,500. This figure represents the expected value of moving
to Space B.

* Calculate the expected value of Event C for a business.

Space C has a 20 percent probability of generating sales of $110,000 and an 80 percent
probability of generating sales of $50,000. Multiply the probability of each occurrence by the
expected result and add the sums. Continuing the same example, ($110,000 x 0.2) + ($50,000
x 0.8) = $22,000 + $40,000 = $62,000. This figure represents the expected value of moving
to Space C.

* Evaluate the results.

Look at the expected value of each option and make a management decision based on
the outcome with the highest expected value. Continuing the same example, Space A has
an expected value of $76,000, Space B has an expected value of $78,500, and Space C has
an expected value of $62,000. Looking at the highest expected value, the business should

o
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purchase retail space B.

http://www.ehow.com/how_7985552_expected-value-business-management.html

. United States Antitrust Law

United States antitrust law is a collection of federal and state government laws, which
regulates the conduct and organization of business corporations, generally to promote fair
competition for the benefit of consumers. The main statutes are the Sherman Act 1890,
the Clayton Act 1914 and the Federal Trade Commission Act 1914. These Acts, first, restrict
the formation of cartels and prohibit other collusive practices regarded as being in restraint
of trade. Second, they restrict the mergers and acquisitions of organizations which could
substantially lessen competition. Third, they prohibit the creation of a monopoly and the
abuse of monopoly power.

The Federal Trade Commission, the US Department of Justice, state governments and
private parties who are sufficiently affected may all bring actions in the courts to enforce the
antitrust laws. The scope of antitrust laws, and the degree they should interfere in business
freedom or protect smaller businesses, communities and consumers, are strongly debated.
One view, mostly closely associated with the “Chicago School of economics” suggests that
antitrust laws should focus solely on the benefits to consumers and overall efficiency, while
a broad range of legal and economic theory sees the role of antitrust laws as also controlling
economic power in the public interest.

Antitrust laws do not apply to, or are modified in, several specific categories of
enterprise (including sports, media, utilities, health care, insurance, banks, and financial
markets) and for several kinds of actor (such as employees or consumers taking collective
action). First, since the Clayton Act 1914 §6, there is no application of antitrust laws to
agreements between employees to form or act in labor unions. This was seen as the “Bill of
Rights” for labor, as the Act laid down that the “labor of a human being is not a commodity
or article of commerce.” The purpose was to ensure that employees with unequal bargaining
power were not prevented from combining in the same way that their employers could
combine in corporations, subject to the restrictions on mergers that the Clayton Act set out.
However, sufficiently autonomous workers, such as professional sports players have been
held to fall within antitrust provisions.

http://en.wikipedia.org/wiki/Antitrust_Law#Scope_of_antitrust_law
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5. Business School Rankings

As any MBA graduate will tell you, it is very hard (if not impossible) to determine the
"quality” of an MBA program in some “objective” fashion.

Subjective factors such as “the intensity of the interactions between classmates” may
well have a greater influence on students’ satisfaction with a program, than objective factors
such as the average GMAT score of a given class.

Nevertheless, many prospective MBA students seek some sort of guidance as they create
a shortlist of schools to apply to. Therefore, a number of well-known publications have tried
to come up with “rankings” that express the “quality” of business schools using a single,
overall score.

These overall scores are the weighted average of several “underlying” scores; for
example, the percentage of international students, or the average grade, on a scale from 1
to 5, given by recruiters to the school’s graduates. In other words, the rankings typically try
to take both objective and subjective factors into account.

It is important to note that these rankings cannot be compared directly. Some of them
look at business schools worldwide, while others only consider U.S. MBA programs; and each
publication uses its own set of criteria, with its own set of weightings.

Nevertheless, it can be useful to compare the different rankings, as you may see some
“patterns” emerge. However, it is very important to look at the criteria used for each
ranking, and their relative weighting, to see if the criteria considered most important for the
ranking are also the ones that matter the most to you.

http://www.mba-programs.info/business-school-rankings.htm
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Lecturing Hints

[ SEmar

To enhance students’ critical thinking

To improve students’ ability in communication and listening

To arouse students’ interest

Students discuss the question in groups.

Students listen to the given passage and finish the exercises.

Ask students to list three famous business enterprises in China.

Ask students to give their reasons to consider working in a company.

Procedures

WINI=IN =W =

Ask students to listen to a passage about a business company and fill

in the blanks

Keys:
A. Please list three famous business enterprises in China.

Open answers.
B. Please give your reasons to consider working in a company. You may use the
following information.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

Script:
A Brief Introduction to Matlock Hong Kong
Matlock Telecom Limited was founded in Hong Kong in 1981. It focuses on providing

high-end telecommunications solutions and 1.services to strategic enterprises in the Asia-

Pacific region. Products include high-end voice messaging solutions, conferencing solutions,
Call Center solutions and PABX products from Avaya etc. As the 2.headquarters of Matlock
Group, Matlock Hong Kong is responsible for regional technical support to all the offices
of Matlock in Asia Pacific region. Matlock Hong Kong also serves as spare parts center
for the whole Matlock to provide 3.up-to-date high-end services to our customers. As a
major system integrator and managed service provider in Hong Kong, Matlock has many
opportunities to 4.cooperate with other telecommunications companies in the region.
Matlock maintains excellent relationship with major system integrators and service 5.providers

o
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which include PCCW, IBM, AT&T Solutions, Lucent, TP Consulting, Univision, Affinity,
Radiance, Symphonic, New T&T, SmarTone etc.

III*earnkto]Know?

Readjthelfollowingltwolpassagesilandithenlfinishitheltasks®

1. To give students the general introduction about business management.

. To acquaint students with details of organizations and duties of each
division in business management.

. Students learn and comprehend the text.

. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.

. Ask students to finish the exercises.

R

PETREAERESI

HRERC L T19845F, BHRLTLAFTS, T—FTEHNSERAELELL,
REABRMANT SR L. 2INTEHR, SAHEFPCSUABRIOR S NG, & hikhi s
P FA B, RO, RRAL. KA. BALILE,

HE G

HFOERRMEEREARNGELZR Z, EA NS FRSANAEZEHRT: AAKR
AL MR ERI . BRI, SRR, R A, XBIFNFEWEM, RIET bk ey b
Akt B AR A,

> AN FRITEIZV, WA, B,

LR LR T ALK 36 A R 3T

HA T RMAIF

JE o A T ARRAE P en A3 RIA TS AR RIS AR, A28 s AR B
T, 35 RER,

> BRI TSR A, FAEEAI MRS AR TR AR,
FEIHGE

MiEME, ATINGTBRZLLREGECIREE: ANFTRERL, FEEREFRL, £~
TR OREEE, CHEE, RFE. MEETE,

> AAFTREBZIZAT ZREEIATFBRASIAF T @OESF AT EEL

M FF

vV V V
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te, BiEREANERITR . ARBE, BRI, S30FE. BHER TS,
> S EBARF LR ST E AL BB AR L, A Fo DLy TSR,
> A PERIRN LA FRRGHUNEARFEDNGEER
> REEROEWREE. RIAX. RFEH. ﬁgﬁ&\ﬁgaécﬁxa%ﬁ
B IRE R T, EREEAF 2T,
> EANE AR B A BAR 09 B R AR A B A R A BB 09 B
> BT R R FE SRR R HAZ TR TAFSAT R
> MBS —ZERBART, AREEA ﬁ/ﬁéﬁi’é@bo
Ll
L2325 A) W ANH, B RA— BRI GBI 6 AR LR A LR ER
BB, R TIHARRAE A AR R, SRES W EREARG LR A
— b A2 E BRI AN LA NG201258E “ARRAAF AL R50E” b, &
RAE—HANT T L0k BT RGO, SFAAEENRARE LSRR,

Task 1. Mark (V) the words you know and search for other words from dictionary.
Keys:  Open answers.

Task 2.  Mark T (True) or F (False) for each sentence.

Keys: 1. T 2. F 3. T 4. F 5 T

[PassagejTwo)
SHEREL:
MERAT— N AHENRSEFRHOES
AN B R T1975F4A48, ZEBA—FZHE S EABNE], AFL. g, &M
FodR AL 2 0 W IR S e S A £,
AT A T T A R E8800L B A E BASICHEB R, Z1980F R PR %ET R
A REERERERA TS, SFRBRG NG, 220134, MK TRA MG ERNE R
Gife BT H E5H, BAT, KRN RLT —RIH,
> FERAFRAMT: aiEWindows A PRS- A, REBEFATAL, ELRSF
Ak 4L,
> BT eFEMicrosoft Officedmiz 2 8] 69 12 & AR E 31 1T,
> RRARAEFEI] . AERAR R LA WindowsH At F LA 3R T,
VA AR KRB RABE L7, AR 8] W I IR AE NS, mAFZTATIL
XHFE,
> PG FEAR: BRG-REFARLZE, EFARALEFFMRARRH LR
2., FFELARZALZNSFHRAKFR: FHER S, FMERAL. MWHE

=
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> AR AR ARG T ARG SO R R AR, R P R RREFFR K
B RREEN, ABARRA,

> FHEAGFSR: AHRAEPSABALR@YER, KA E1985F11A
208 FE—# %A “NE” BER%. FI2013F108, AN, 3K
& BB BAX RGO RITAET RAS ] ZWindows 8.1, Windows Phone 8,
Windows Server 2012 R2 »A% Windows Embedded 8, &A% & &4 7 #5790%
VAL Bl IR 2 AT S0

M A AS 0 R, “HEBAEAT RSt H R it B, R, MR AZ

R ERKGBMARER, AR ERAMEGSLZ —,

Task 3. Identify the paragraph marked with letter from which the statement is derived.
Keys: 1. D 2. G 3. B 4. F 5 E
.’ Task 4. Discuss the following questions with your partner.

Keys:  Open answers.

I CiremsEnee fer Listaning

Listenltolthreelrecordingslandithenlfinishitheltasks™

To improve students’ listening comprehension.

To acquaint students with common circumstances in business management.

Students listen to conversations.

Students finish the related exercises individually or in groups.

Ask students to mark the information that mentioned.
Ask students to listen and choose the correct answer.
Ask students to listen and fill in the blanks with the exact words they hear.

Procedure

WIN| =N =N =

Task 1. Desdemona is an HR manager giving lecture on how to use an associate degree in
business management. Mark (V) the information mentioned in the recording.

Script:

A degree in business management shows employers that you possess the skills needed
to be successful in today’s fast-paced global economy. An associate’s degree paves the way
for acceptance to lower management positions in several different industries, while entry
level jobs often offer advancement opportunities to those with an education.

10
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Keys:

s

Enterprise Cognition

In order to reach your objectives, you first need to look into manager trainee programs,
which is increasingly popular with more and more companies. These programs can help
companies offer entry level administrative positions to their future employees. Additionally,
it's also necessary to become an office administrator. Your exact duties will depend on the
business, but this position generally involves coordinating administrative operations. Besides,
you could try to find a small business owner looking for a manager. Your background in
business management is perfect for the day-to-day operations, and heading a small business
can be a more rewarding experience than working for a big corporation.

V) 2. V) 3. (V) 5. (V) 6. V) 8.

Task 2. Two employees are discussing the stockholders. Listen and choose the correct

answers.

Script:

Keys:

How often are stockholders meetings held?

Stockholders meetings are held every six months, usually in spring and fall.

= £z

What percentage of the stockholders actually attends the meetings? I'm guessing

not a large percentage.

M: You're right, it's a low percentage. In order to attend meetings, you have to hold a
large amount of shares, so most of the stockholders are excluded.

W:  So, how much power do the stockholders really have?

M: Unless, they're united, very little.

W: At their last meeting, the stockholders voted against the merger of our company
with ABC Company. All the executive committee was in favor of the merger. | don't
understand how the stockholders could have so much power to throw a con in the
plans.

M: If they all unite on a certain issue, it's the stockholders who have the final say. After

all, the stockholders control the money, so they have the most power.

=

Is it really that simple? It doesn’t seem very efficient to run things that way.

M: It might not be the most efficient, but you know, the stockholders own the capital
in our company, so they should have power about what is done with the company.

W:  Well, | guess that's true.

1. B 2. B 3. C 4. A 5. D

11
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(Conversation]S]
Task3.

A business entrepreneur is having a meeting hold by the general manager. Listen and

fill in the blanks with the exact words you hear.

Keys:

GM (General Manager)

PM (Production Manager)

TM (Transport Manager)
GM:

FM:

GM:
MM:
GM:

PM:

GM:
HRM:
GM:
HRM:
GM:

T™:

GM:
MSM:

GM:

12
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FM (Financial Manager) MM (Marketing Manager)
HRM (Human Resource Manager)
MSM (Management Service Manager)

OK, let's have a brief look at the 1.current departmental projects. Why don’t we

start with Finance? What are you working on at the moment? | believe you are
thinking of changing our 2.accounting system.

Yes, that's right. We're having problems with the old system so we're looking
into a new accounting system.

Fine, let's move on to marketing. Are you working on any special project?

Not really, but we are planning 3.an advertising campaign for our new product.

Interesting. | look forward to 4.seeing it. What about Production?

Well, as you know, we are currently 5.installing the new automated assembly
line.

Of course. You must be pretty busy. Human Resource, what are you doing?
We're 6.1rying to recruit new young graduates at the moment.

How’s that going?

Fine.

Well, the Administration Department is not 7.represented here today. They are
moving to new offices next week, so they've got their hands full. Research and
Development department is also very busy they're testing the new prototype.
That just leaves Transport and Management Services. John?

The Transport Department is rationalizing the distribution 8.network so we're
hoping for some 9.big cost cuts in the near future.

Good. And Management Service?

Well, we haven’t got anything we're working on just at the moment, but we are
running 10.a series of quality training seminars next month.

Right, that just about covers it.

17/8/4 F/F12:19 (
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[V CireimsEnee ior Speadng
[PracticelorallEnglishlaccordingltolthe]requirements

. To improve students’ oral English.

. To acquaint students with common circumstances in business enterprises.

. Students look through the requirement and design their oral show.

. Students finish the related exercises individually or in groups.

. Ask students to make role-play based on the requirements.

. Ask students to debate the pros and cons of working in a multinational

el enterprise with their partner.

. Ask students to make a presentation according to the clues given below.

Task 1. Role-play
Keys:  Answer omitted.

.’ Task 2. Debate the pros and cons of working in a multinational enterprise with your partner.

—‘ LSS 1-4.indd 13

Keys:  Answer omitted.
Task 3.  Make a presentation according to the clues given below.

Keys:  Answer omitted.

\WEEXxtension

. To expand students’ vision about business management.

Aims
. To practice their comprehensive skills in working place.

. Students look through the requirements.
Tasks

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

IR O Ask students to listen and sort the pictures based on two conversations
and then make dialogues.

Keys:
A. Words in working place. Translate those sentences into English with the words or
expressions provided.
1. For the most part, operational planning dominates the planning activities of lower-
level managers.
2. Strategic plans cover an extensive time period and broad issues.

3. Managers must design an organization structure that allows them to effectively and

13

g ; 17/8/4 F4F12:19 (




S 0 ® N o

efficiently accomplish organization goals and objectives.

Managers who have well-trained and experienced employees can function quite well
with a wider span.

To better monitor the needs of customers, many organizations have given greater
emphasis to customer departmentalization.

Only motivators can lead workers to feel satisfied and motivated.

Democratic leaders tend to involve the group in decision making.

Selling and advertising are only part of a larger marketing mix.

Managers can use an outside firm specializing in marketing research to conduct it.

The goal of the firm is maximization of shareholders’ wealth.

B. Conversations in working place. Sort the pictures based on two conversations you

hear and then make dialogues.

[Conversation}|

Script:

Man (boss) Woman (general manager)

M:

=

=

£z

14
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Let's look at the current department projects. For the IT Department, | believe they
are updating the information system.

Yes, that's right. We're having some problems with the old system so they’re looking
into a new one.

Fine. Let's move on to the HR Department.

They are trying to train new employees at the moment.

How’s that going?

Pretty well.

Good! | look forward to seeing them soon. What about the Marketing Department?
Are they working on any special project?

Not really, but they are planning to invite a pop singer to advertise for our new
product.

Sounds interesting! And the R&D Department?

Well, they're testing a more economical air conditioner.

Of course they are very busy.

That's true.

17/8/4 F/F12:19 (
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Keys:

(Conversation]2}

Script:
Man
M:

W
M:
W

<

(boss) Woman (marketing manager)

Good morning, Carla. How are you today?

I'm doing fine. How about you?

Great, thanks. So, what's the status of our advertising campaign?

As | mentioned before, it'll be a national campaign starting next month. We've
decided to use a variety of media for full coverage. First, we'll have 30-second spots
on television once a day for 3 weeks. At the same time, we'll do 15-second radio
commercials 3 times a day in selected cities with large populations. Finally, we'll
have some outdoor ads using billboards near main entrances to big cities.

What style will the ads use?

We're focusing on slice of life, showing how you can beat the summer heat by
biting into a cool ice-cream sandwich. There’ll be some reason why people throw
themselves into our choice of flavors and show everyone they’re not stuck with just
vanilla.

Sounds like an ideal approach. Will we have a new slogan?

Definitely. The advertising agency’s working on that right now. They’ll have some
proposals ready by the end of the week.

Sounds like we'll have a winner on our hands!

15
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Keys:

\VIWAfter=classiSnacke

To help students review the main ideas of business management.

To acquaint students with common circumstances in business management.

To strengthen students’ listening comprehension and oral English.

Students look through the requirement and materials.

Students finish the related exercises individually or in groups.

Ask students to listen and fill out the missing information they have heard.

N2 N2 [WN =

Ask students to search and list the main divisions of IBM Corporation
through the Internet.

Procedure

3. Ask students to make a presentation according to the clues given below.

A. Fill out the form with the information you have heard.

Script:

Management engages in a common set of functions to meet the organization’s goals,
which were described as “the six elements of management”.

Planning is deciding in advance what to do, how to do it, when to do it, and who
should do it. Organizing involves identifying responsibilities, grouping them into departments
or divisions, and specifying organizational relationships. Coordinating coincides with the
elements of the organization and must take into account appointment of authority and
responsibility and span of control within units. Directing is leading people in a manner that
achieves the goals of the organization. Controlling is a monitoring function that evaluates
quality in all areas and detects potential or actual deviations from the organization’s plan,
ensuring high-quality performance and satisfactory results. Budgeting incorporates most of
the management functions, from the implementation of a budget plan to the application of

budget controls.

o
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Keys: 1. meet
4. divisions
7. achieve
10. Application

-~ .

Enterprise Cognition .

2. in advance 3. responsibilities
5. Specifying 6. elements
8. monitoring 9. budget plan

B. Search and list the main divisions of IBM Corporation through the Internet.

Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.

—‘ LSS 1-4.indd 17
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Human Resources
Management

TR R

Teaching Arrangement )

Unit 2 Human Resources Management
Teaching Periods |6 periods
Teaching Methods | Audio-lingual method & case-study method
» Grasp basic cognition about HR management
Teaching Aims » Be able to list the main responsibilities of HR management
» Be able to list the core qualifications of an HR manager
Contents Learning Focus
» Starter » Main responsibilities of HR management
Class 1 [» Learn to Know » Language points
. (Passage One) » Text understanding
Teaching
Process » Learn to Know » Development tendency of HR management
Class 2 (Passage Two) » Text understanding
Circumstance for Listening [»  Listening comprehension
» Circumstance for Speaking {» Oral English in working place
Class 3 . N ) : .
» Extension » Communication, presentation and discussion
Assignment After- » After-class Snack > HR management strategies
class » Listening & speaking
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Lecturing References)

1. Human Resources Management

Human resources management is the process that involves everything that has to do
with staff in an organization. This includes everything from writing a job advertisement to
arranging a golden watch for someone who is leaving after many years of service. Human
resources can really be arranged into three main categories: recruitment, induction and
retention.

* Recruitment

Recruitment is the process of finding new staff. It will start with a manager requesting
a new position to be filled, or a position to be filled following someone moving on. Human
Resources will then initially review the request. If it is felt that the post is or remains
necessary, processes will be followed to write a job description and person specification that
is suitable for the position. Then, decisions need to be made about where best to advertise
for the role itself.

* Take a variety of courses in business matters if you want to have a successful
career in business management.

Advanced courses in accounting and bookkeeping, finance and marketing are all
important. Study leadership techniques, communication skills (both written and verbal) and
public relations. You must be able to work with all types of personalities, so psychology
courses and motivational courses will be helpful. You can take these kinds of courses at
colleges and universities or online.

* Induction

Once a person has been appointed, the process of induction will begin. In most
organizations, induction is a half day course where the organization is introduced. The
remainder of the induction, such as learning about the job role and job location, is left to the
line manager. Most organizations will use a check list of points that a new member of staff
should be made aware. This process generally takes around 6 weeks.

* Retention

Retention is a human resources process in which officers determine what makes staff

stay and what makes staff leave.

http://www.hrprofessor.com/
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2. Job Interview

A job interview is a process in which a potential employee is evaluated by an employer
for prospective employment in their company, organization, or firm. During this process, the
employer hopes to determine whether or not the applicant is suitable for the role.

A job interview typically precedes the hiring decision, and is used to evaluate the
candidate. The interview is usually preceded by the evaluation of submitted résumés
from interested candidates, then selecting a small number of candidates for interviews.
Potential job interview opportunities also include networking events and career fairs. The
job interview is considered one of the most useful tools for evaluating potential employees.
It also demands significant resources from the employer, yet has been demonstrated to be
notoriously unreliable in identifying the optimal person for the job. An interview also allows
the candidate to assess the corporate culture and demands of the job.

A typical job interview has a single candidate meeting with between one and three
persons representing the employer; the potential supervisor of the employee is usually
involved in the interview process. A larger interview panel will often have a specialized
human resources worker. While the meeting can be over in as little as 15 minutes, job
interviews usually last less than two hours.

http://en.wikipedia.org/wiki/Job_interview

. IPMA-HR in China

IPMA-HR has partnered with the Training Center of the State Administration for
Foreign Experts Affairs (TCSAFEA) in China to provide several human resources training and
certification programs. IPMA-HR has been active in China since 2005.

The IPMA Certified Professional (IPMA-CP) designation has been awarded to almost 4,000
individuals in China. The training program consists of the IPMA-HR Developing Competencies
for HR Success plus HR technical modules on recruitment/selection, classification and
compensation, employee and labor relations, performance management, and employee and
organizational development. In addition to completing the training program, anyone seeking
to become certified has to pass a 150 item multiple choice examinations. The training
materials and examination have been translated into Chinese. SAFEA manages the program
in China.

The HR Executive Leadership program has been offered in China since 2011. This
program is based on the IPMA-HR leadership model that consists of three domains —
personal, organization, and human resources. Those seeking to receive the designation
of IPMA Certified Leader (IPMA-CL) need to complete the training program plus a project

o
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addressing a human resources challenge being faced by their organizations.

The HR Certificate program was introduced in Beijing in 2011. Through a partnership
with TCSAFEA, Beijing University and other organizations, this program is offered as a self-
study program. To receive the certificate, program participants need to complete the training
modules and pass an examination.

http://ipma-hr.org/international/china

. Careers in HR

Human resources professionals recruit, hire and train employees. Some work as
outplacement consultants, hired by companies to aid laid-off workers during their transition.
Others work as organizational developers and training specialists.

* Outplacement Consultants

Outplacement consultants provide services to people who have lost their jobs. Some
employers seek applicants with a bachelor’s or master’s degree in human resources or
business management. Other employers hire psychology graduates who completed business
courses. Being an outplacement consultant requires communication, interpersonal and
computer skills. Outplacement consultants earn an average annual salary of $52,800,
according to a May 2010 report by StateUniversity.com
* Organizational Developers

Organizational developers review company operations and design efficiency
programs. These human resources professionals develop these plans in conjunction with
top management. The process also includes employee interviews and written reports. It
involves being proficient in using computer software, possession of leadership skills, and
an understanding of how to motivate employees. Work environments include beverage
companies, financial institutions and government agencies, including the federal Department
of Labor. Organizational developers earn an average annual salary of $61,769, according to
a May 2010 report by StateUniversity.com.

* Production Control and Planning Managers

Production control and planning managers coordinate employee work assignments with
manufacturing production schedules. Additional duties involve developing work policies,
meeting with production directors, and completing annual budgets. They must have a
working knowledge of production schedules work and be able to motivate employees.
Some employers seek applicants with production-related work experience. Production
control and planning managers can earn an average annual salary of $89,804, according to

CareerBuilder.com.

o
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* Training Specialists

Training specialists conduct training programs, answer trainees’ questions and evaluate
their performance using examinations. Once clients complete training, some human
resources professionals refer clients for additional training programs or discuss employment
opportunities. Some students obtain work in private organizations or government agencies,
including the Department of Labor. Other students pursue additional education in accredited
graduate programs. Training specialists earn an average annual salary of $62,858, according
to Career Builder.com.

http://www.ehow.com/list_7938991_careers-hr.htm|

. Why It Is Important to Study HR Management

Human resources (HR) management covers a broad range of fundamental business
concepts, including recruiting, compensation and advancement, as well as specific tax issues
and legal considerations. Human resources management is a specialized career path that can
provide a variety of job opportunities, but it is important for non-HR personnel to study HR
management as well. Studying HR management can give you a more solid understanding of
the employment process and the issues HR managers face.

% Entrepreneurs

Small business owners often start out with little more than a dream and a strong desire
to succeed. Entrepreneurs learn as they go, often using a college education as a springboard
to launch their entrepreneurial dreams. When building a business, however, entrepreneurs
have to confront a myriad of issues in human resources management on a daily basis. They
must recruit and train a core team of employees, set their businesses up to pay employment-
related taxes and establish a comprehensive company culture, among other things. Studying
HR management can prepare new business owners to meet HR-related challenges head on.
* Employees

Human resources management is all about an employer’s relationship with his
employees. It is important for employees to study and understand HR management in
order to gain a clearer understanding of why managers make the decisions they make and
take the actions they take. Additionally, studying human resources management can help
job applicants to make themselves more appealing to recruiters by learning exactly what
recruiters look for. Finally, employees can gain insight into their employers’ policies for pay
raises and promotions, giving them an advantage over competitors for higher positions.

% Supervisors

Studying HR management is important for all supervisors — not just HR managers.

o
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From front-line shift supervisors to CEOs, every employee who supervises others can
benefit from learning the skills of effective HR management. Studying HR management
can help supervisors mediate conflicts, make them more effective motivators and increase
their emotional intelligence on the job. Employee development should be the job of every
manager, and studying HR management can train supervisors to provide learning and growth
opportunities for their subordinates.
* Leaders

Not all leaders are business managers. Leaders can be found around every corner, from
local sports organizations to nonprofit charities and public schools. Nonprofit and informal
leaders can especially benefit from studying, practicing and mastering the interpersonal
components of HR management, such as motivation, leading by example and conflict
mediation. This is especially important because unpaid members of a group can be much less
reserved about voicing their concerns and making contradictory decisions on their own.

http:/Avww.ehow.com/info_8198154_important-study-hr-management.html

Lecturing Hints )
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Keys:

. To enhance students’ critical thinking.
. To improve students’ ability in communication and listening.

. To arouse students’ interest.

. Students discuss the question in groups.

. Students listen to the given passage and finish the exercises.

. Ask students to list several duties of HR staff.

Procedure . Ask students to reorder the following skills for HR staff according to
the importance.

Ask students to listen to a passage about careers in HR management
and fill in the blanks

A. Please list three duties of Human Resources staff.

Open answers.

o
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B. Please reorder the following skills for HR staff according to the importance.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

11

Script:

Careers in Human Resources Management

Are you considering human resources(HR), management as a career choice? Wise
decision! Not only do HR professionals contribute to business success through the strategic
management of human 1. capital, but the profession itself continues to increase its
reputation as a career choice in current ever-changing, competitive marketplace. In fact, in
2007, Money magazine and Salary.com researched 2. hundreds of jobs and ranked Human
Resources Manager as No.4 of the Top Ten Best Jobs in America based on a variety of factors,
including job growth in the next decade, earnings potential, 3. creativity and flexibility.

This document strives to give you an overview of the profession, provides pathways for
you to consider a career in HR, gives you guidance with regard to 4. deciding to become
an HR professional and discusses a very important career booster — a formal education
in human resources. It also gives you an overview of the types of 5. professional positions
available so you can make the best career choice for your interests, knowledge, skills and

abilities.

IFearnkto]Know,

ReadjthelfollowinglitwolpassageslandithenlfinishitheltasksX

1. To give students the general introduction to HR management.

Aims . To acquaint students with details of responsibilities and duties of HR
management.

. Students learn and comprehend the text.

Tasks

. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.

Procedure

. Ask students to finish the exercises
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[Rassage]lOne]
SHEFNL:
EREANBRER

FANPMEHEAER L, TREREEMNMBEZAATRER . AN FTRLTHA
“NFEY WBIEEF R MM AR . AN TR G TEEIMGIRT, SN E
MR T, BN ENMTEITEE, ABALER THERER, MR LA = A AT
ARG B IR T AN TR E Lk,

ANFREENIZRTOIERIBLSREF, BINE5LRE. 7HXER, kx5 EnE
B, KA NTRE RAA £ LR —BA L RARBALIR G 25, IR TR &
TARRF BT TR E
5L PE

BEGARALZBK—ER TR AT R TAALINM T, FB et 5 A
AFo RIAEHY, BIEANMEAZT —ANHRSER TOAS &R, FEETIUAMNX Lk
SEWAT HHB AN R, BB REREE R IR RBEZR G AT, HRELSE
Y B A el SR RS A AL
Bols ke

AN FRE R AR oG TAEH ), BB R T 7 BAa1e9H . R AR N3] i)
MG MER, BEFINELE, HIRITRKARXRTF. RRT—REBE, a2ELTF
Bl BRI, FAFHEI . BT AR TAERR, LA ERGFRET, &
T VLS N E) SPBR Y 4 B SR A S
FER &R

ANFRIAATEENMARTHRRGEMEIFT, PHRRATER AWM EFD
W EE, ANFRFBER LRALREAFRUNERR LEFRENL L, LEH
F R oy BFP L Gy, AL FLNE] o T ARG TR LA ] 69 2] 4y
W5 5 32 il Bl

GEENAF R TAERERGIMGEERE, OEFATI/FBF, B BRI L
Gr. W TR ZLGAR LG E L LA, LG E 2 E A A LG T T AR R
EXLRE S €N

Task 1. Mark (v) the words you know and search for other words from dictionary.
Keys:  Open answers.

Task 2.  Mark T (True) or F (False) for each sentence.

Keys: 1.7 2. F 3. F 4. T 5T
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SHEL:

AN HiRZE

INEANFREZALFARGR—EFRARGIRL, ANFREEE i FEAIGA
FRT, FBESLERBBEH AL, AR, “HDRAARETERBER, F—Fa, AN
FREZAZFZREE, B, FHA L, LEELENMER T, SoRAERERA LT,
ARFETT VABSANA S F R 232X — 47 L AR, T

ERBRA—BANTREE, REREEBPHAATREEZIAZ LA TE L LM F
fi, 25335, 2LERE. TR, AEFARET FFRE,

HBA N KRG TG ZB BRI ITRA— L AEEL LHAARRERE, £
T ENR T RAG B A JE P TR @ 6 691 509 1557

TR T FIAFENE, RRELERAANTREBZGFTRT . X REHag 2 ERE —
MNESW AL, BE—TENR D, R RGAE S,

R, XBZIZRGE, BEIFTGETFBATR TR TR LR T R, W EI5E R
IR TP S 0 R RT A iR AE B TR B AR R 69 T B AR AL R T Sk

MedbZ b, BRALIE P AL e) i TAEMLE, kARG T K, ADTRINEDAAAN K
B H R RAF IR NIERF &, AN FTRE R T 5 TR EHRE, B, R
RERAZBFRFZWAWIGEIES .,

Task 3. Identify the paragraph marked with letter from which the statement is derived.
Keys: 1. C 2. B 3. F 4. E 5 A
Task 4. Discuss the following questions with your partner.

Keys:  Open answers.

I CiremsEnee for Listaning

Listenltolthreelrecordingslandithenlfinishithejtasks¥

. To improve students’ listening comprehension.

. To acquaint students with common circumstances in HR management.

. Students listen to conversations.

. Students finish the related exercises individually or in groups.

. Ask students to mark the information that mentioned.

. Ask students to listen and choose the correct answer.

Procedure

WIN[—= NN —

. Ask students to listen and fill in the blanks with the exact words they hear.
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Task 1. Francine is an HR manager giving a lecture on how to handle HR issues. Mark (\)

the information mentioned in the recording.

Script:

Keys:

Human resources professionals are trained to handle HR issues, mainly including
disciplinary issues, performance issues, assessment, personal problems affecting the
workplace and leave, benefits or payroll issues.

The first issue is to listen closely to the employee’s concern without interruption or
judgment. If the issue was received in writing, read the concern and contact the employee in
person. Next, assess the concern to determine validity and possible outcome that will satisfy
the employee. And HR professionals also need to meet with the employee’s manager to
further discuss the HR issue. What's more, laws that may apply to the HR issue are important
to be reviewed, too. In addition to that, it's necessary for HR professionals to consult with the
company’s legal representative to assure the company goes well with these regulations. The
final thing | want to mention is to set up a meeting with the employee, his or her manager
and other appropriate representatives. After the meeting, document determinations should

be in writing and a copy should besent to both the employee and his or her supervisor.

() 3. () 4. () 5. “) 7. () 8.

Task 2. An HR manager is interviewing a candidate. Listen and choose the correct answers.

Script:

M (HR manager) W (candidate)

M:  Thanks for coming in on such short notice. Did you find our studio okay?

W: Oh, yes, it was very easy to find with the directions you gave me.

M: Good. Well, let's get right into your interview. We're looking for someone who will
be able to work on a part-time basis only.

W: That's no problem. | can work either part-time or full-time, but | actually prefer
something part-time.

M: Tell me a litter bit about your qualifications. We've already had over fifty applicants
for this position. What sets you apart from all the other candidates?

W: | think something | can offer that is different from everyone else is that | can speak
several languages fluently. | have experience in intercultural communication, and |

can help your studio to reach a wider audience.

o
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Keys:

Task 3.

Keys:

<

Have you ever worked in broadcasting before?

| have done some work in print media, but this will be the first time to do broadcast
media. Even though it is new for me, | learn really quickly. | have confidence | can
get the hang of things in no time at all.

Would you mind giving us a demo right now?

No problem! I'd be happy to.

An HR manager is talking about the coming work with his assistant. Listen and fill

in the blanks with the exact words you hear.

M (HR manager) A (manager’s assistant)

M: | hate to be the bearer of bad news, but it's that time of year again. Have you got
your 1. performance evaluations finished yet?

A: Oh no! Evaluations! You can tell that's not my 2. favorite job; | haven’t even started
yet. When is the 3. deadline for turning in the completed forms?

M:  Well, you do still have three weeks. But remember the employee must sign them,
too. 4. Filling them in is nothing — it's meeting with the employees that takes so
much time.

A: | never know how to rate 5. the employees’ work. Of course attendance and
productivity are easy. | just look at the sales figures.

M: So it's the subjective criteria like 6. team building and 7. colleague support that you
find hard?

A: Exactly! Attitude... how do you rate attitude?

M: | suggest letting each employee fill out his or her own evaluation for those items.
Then, based on their 8. self-assessment, you can add your 9. comments. It's a great
starting point for discussion.

A: Great idea. And after all, that's the whole point of an evaluation. | almost can’t wait

to give it 10. a try.

17/8/4 F/F12:19 (
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PracticelorallEnglishlaccordingjtolthe]requirements

. To improve students’ oral English.

. To acquaint students with common issues in HR department.

. Students look through the requirement and design their oral show.

. Students finish the related exercises individually or in groups.

. Ask students to make role-play based on the requirements.

. Ask students to debate the pros and cons of working in an HR
Procedure department with their partner.

. Ask students to make a presentation according to the clues given
below.

’ Task 1. Role-play
Keys:  Answer omitted.

.’ Task 2. Debate the pros and cons of working in an HR department with your partner.
Keys:  Answer omitted.

Task 3.  Make a presentation according to the clues given below.

Keys:  Answer omitted.

\WAIEXxtension

. To expand students’ vision about HR management.

Aims
. To practice their comprehensive skills in working place.

. Students look through the requirements.
Tasks

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

Procedure . Ask students to listen and sort the pictures based on two conversations
and then make dialogues.

Keys:
A. Words in working place. Express sentences in English with the words or expressions
provided.
1. We can't measure the applicant’s capability of work by our subjective judgments.
2. This company doesn’t differentiate between men and women — it employs both on

equal terms.

29
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How can we provide them with the motivation to work?

We're recruiting well-qualified staff, but none of the candidates met our specifications.
He received a large check in recognition of his years of service in our company.

Mr. Smith was transferred from financial department to HR department.

We need a replacement for the secretary who is leaving.

The company’s wage system is under review at present.

She had so many excellent references that we hire her.

All the employees’ work was carefully appraised.

B. Conversations in working place. Sort the pictures based on two conversations you

hear and then make dialogues.

1
Script:
Man (job seeker) Woman (HR staff)
M:  Excuse me, is this personnel division?
W:  Yes. What can | do for you?
M: | came across your advertisement for a senior production planner.
W: Oh. What's your name?
M: My name is Li Hua.
W: You have been in Beijing University, haven’t you?
M: Yes, seven years.
W: What degree do you have now?
M: Master of Marketing Management.
W: Do you have any experience in this field?
M: Yes. | worked at ABC Company.
W:  Why are you interested in the position?
M: Because you need a senior production planner who is good at mathematics and
fluent in English. I think | am fit for the position.
W: All right. If we decide to hire you, we'd pay you 5,000 yuan a month at the start.
How do you think about it?
M: That's very good.
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Keys:
(4) (2) (1) (3)
ComerEticn 2
Script:

Man (new employee) Woman (HR staff)

M: Francis, what's that?

W:  Well, that is the chart showing our company’s organizational structure.

M:  Could you tell me something about it?

W: OK. On the top, Mr. Thomas, the managing director, is responsible for running the
company.

M: How many departments do we have?

W: Four. They are production department, finance department, sales and marketing
department and HR department. | directly report to Mr. White. He is attending a
conference and is suppose to be back this morning. Probably you will be meeting
him at lunch.

M: OK. Who should | report to?

W: Mr. Johnson. He is the director of finance department. Anything else?

M: Yes, can you show me my office, please?

W:  Of course, it's over there.

M:  Wow, that's so cute. | like the design very much!

W: I'm glad you like it. Then, welcome on board.

M: Thanks a lot, Francis!

31
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Organizational Structure
Managing
Director

. To help students review the main ideas of HR management.

. To acquaint students with HR management.

. To strengthen students’ listening comprehension and oral English.

. Students look through the requirement and materials.

. Students finish the related exercises individually or in groups.

. Ask students to listen and fill out the missing information they have heard.

. Ask students to search and list some international associations on HR

Procedure

management through the Internet.

. Ask students to make a presentation according to the clues given below.

A. Fill out the form with the information you have heard.

Script:

HRM Strategies

One of the first aspects of your HRM strategy is determining the type of person who is
needed to work in the organization.

Next is your organizations programs, including attracting the kinds of people you need,
making the right hires, training people to do their jobs effectively, retaining employees after
hiring, setting up a bonus structure and a rewards program.

A large part of your HRM strategy relates to the overall culture of the organization. You
should take the time to determine the leadership and management style of the organization.

HRM strategy also extends to your organization’s structure. You must decide what jobs
will carry out which functions, which jobs go with which departments, and who is going to
manage those departments.

o

17/8/4 F4F12:19 (




ment<
r,
One of the final pieces of your HRM strategy is the development of the organization.
Talent and learning management system providers can help you map out development plans,

see sample learning strategies, and decide how to manage training within your organization.

Keys:
1. type 2. Attracting
3. right hires 4. retaining
5. arewards program 6. leadership and management
7. carry out 8. departments
9. Mapping out 10. sample

B. Search and list some international associations on HR management through the
Internet.

Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.
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Unit 3 Financial Management
Teaching Periods |6 periods
Teaching Methods | Audio-lingual method & case-study method
» Grasp basic cognition about financial management
Teaching Aims » Be able to list the main responsibilities of financial management
» Be able to list the core techniques in financial management
Contents Learning Focus
» Starter » Main responsibilities of financial management
Class 1 [» Learn to Know » Language points
. (Passage One) » Text understanding
Teaching : -
Process » Learn to Know » Development tendency of financial management
Class 2 (Passage Two) » Text understanding
» Circumstance for Listening |» Listening comprehension
» Circumstance for Speaking | » Oral English in working place
Class 3 . Co : . .
> Extension » Communication, presentation and discussion
Assignment After- After-class Snack > F!nanc_|al management profile
class » Listening & speaking

i
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1. Financial Management

The finance function needs to be aligned to the business strategy, and provide financial
analysis and insight to support corporate decision making, while also meeting legal and
regulatory requirements as a given. With a global network of professionals, Financial
Management is able to bring the right people, with the right skills, to the right place at the
right time to assist helping organizations to become leaders in finance.

* Efficient Finance Operations

An efficient finance function helps identify and deliver specific improvements in order to
unlock value and resources thus freeing up time for improved decision support activities. It is
founded on a robust platform of integrated operational/transactional finance activities.

* Effective Decision Support

This service network helps clients deliver a fit-for-purpose financial planning and
performance management framework in order to help the business to make better decisions.
* Finance Strategy and Transformation

Finance Strategy and Transformation helps a client to define the role of finance in
driving the strategic business imperatives. It helps the CFO to clearly articulate its Finance
vision and strategy, analyze the performance of the finance function, and develop a future
state operating model that is fit for purpose.

http://www.kpmg.com/global/en/services/advisory/management-consulting/financial-
management/pages/default.aspx

2. Financial Management Challenges

Decades of analyzing and evaluating performance data have helped businesses
understand the tools necessary to maintain solvency. However, modern-day financial
management still poses specific challenges to department heads.

* Accurate Record Keeping

In the corporate context, financial managers take the issue of accurate record keeping
seriously; mainly because they understand it all starts from there. A company that thrives
and grows can only convince the outside world of its marketing prowess if it can correctly
record operating transactions. Managers rely on a team of accountants and bookkeepers
whose interdisciplinary background combines analytical skills with financial acumen to record

transactions. Bookkeepers post corporate economic events by debiting and crediting financial

35
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accounts, such as assets and liabilities.

* Timely Financial Reporting

Organizations that do not present their financial data in a timely manner often face
a defiant tone from the investment community. Unhappy corporate financiers, who may
equate reporting delays with sluggish performance, could demand a leadership reshuffle
if the business consistently misses its reporting deadlines. To speed things up, company
principals may let segment chiefs win a voice in decision making at every stage of the
reporting process. By so doing, business-unit supervisors can work with department heads to
ensure swift publication of corporate data.
* Fundraising

In modern economies, raising cash for operating activities is a subject that lies on top of
management’s agenda. Without money in corporate vaults, a company cannot go far in its
economic adventure and may drop out of the competitive landscape. Financial management
personnel help corporate executives find funds necessary to engage in effective research-
and-development activities and create one breakthrough product after another.
* Financial Analysis

Financial analysis enables accounting managers to pinpoint business units that are
struggling, comparing segment current data to historical information. By doing so, financial
supervisors can find ways to prop up business units. In other words, financial managers
work under the guidance of senior management to shield segments from financial turmoil,
especially those that were previously the company’s breadbasket. Financial analysis requires
the use of performance metrics, such as inventory-turnover ratio and debt coverage ratio.
Inventory-turnover ratio equals costs of goods sold divided by inventory. Debt coverage ratio,
a solvency measure, equals net profit plus noncash expenses (depreciation, for example)
divided by total debts.
* Regulatory Compliance

How do you run efficient, profitable businesses without running afoul of the law? These
days, this is often the dilemma that financial managers must cope with. In a global economy
replete with international exchanges, managers must carefully pick foreign business partners
and make sure overseas commercial practices do not break domestic laws.

http://Awww.ehow.com/info_7920821_financial-management-challenges.html

3. Basics of Financial Management

* Role of Treasurer and Board Finance Committee

If your small business is a corporation, you would do well to find someone experienced
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in financial management and encourage them to be your board treasurer (your board
chair has this responsibility to find someone suitable, as well). Therefore, it's important to
understand the role of the board treasurer.
* Getting an Accountant or Bookkeeper, if Needed

If you are inexperienced in financial management, then you should get an accountant
initially to help you set up your bookkeeping system, generate financial statements and do
some basic financial analysis. But don’t count on an accountant to completely take over your
responsibility for financial management! The accountant can help you set up a bookkeeping
system, generate financial statements and analyze them, but you have to understand
financial data to the extent that you can understand the effects of your management
decisions, the current condition of your business and how decisions will affect the financial
condition of your business in the future.
* Buy Accounting Software to Help You?

Strongly consider getting a software package to manage your books! There are
a number of very useful software packages that will help you automate bookkeeping,
generation of financial statement and their analysis. Note that an accounting software
package can greatly reduce the time to enter and manage accounting transactions, and
generate financial statements. However, you still should have at least a basic understanding
of the accounting process for your organization, including what journals are used and what
general accounts exist. You must have good understanding of financial statements and how
to analyze them — an accounting package cannot do this for you!
* Getting a Bank and Banker

You'll need to start a business account at a bank. Probably the best way to find a good
bank is to ask for advice and references from other small businesses, especially those that
are of the size and nature of yours. If you're just starting out, you probably don‘t have much
money. You may be able to get buy with a non-interest-bearing checking out that has no, or
minimal, fees.

http://managementhelp.org/businessfinance/#anchor1860217

. Public Financial Management Training

A public financial management training program instructs participants on how financial
institutions, such as banks and insurance companies, operate in modern economies. A public
financial management training program also helps students understand how these financial
institutions use financial instruments, such as stocks or bonds, to manage risks. A public

financial management curriculum also may help participants become familiar with personal

o

37

17/8/4 F/F12:19 (




38

—‘ LSS 1-4.indd 38

financial planning topics. It helps participants understand the various types of financial

products that corporations use to manage risks, raise short-term cash and finance long-
term projects. A public financial management training program also may instruct course
participants on how financial institutions play a pivotal role in the economy.

The training program may cover several topics, depending on business needs or staff
skills, which offer courses on financial institutions and markets. A program participant may
then learn about the New York Stock Exchange (NYSE) and its role in the economy. A public
financial management training program also may relate to financial planning and how
financial institutions may help individuals achieve their investment goals. For instance, a
course attendant may learn how stocks and bonds may help diversify investment portfolios.

A public financial management training program often may relate to complex subjects.
In these situations, a public financial management training program coordinator may hire
a consultant to explain difficult topics. For instance, a program coordinator may hire a
retired investment banker to explain investment valuation methodologies used in merger or
acquisition transactions that are completed in international markets.

http://www.ehow.com/about_6631432_public-financial-management-training.html

. Financial Management in a Small Business

Financial Management is the process of managing the financial resources, including
accounting and financial reporting, budgeting, collecting accounts receivable, risk
management, and insurance for a business.

The financial management system for a small business includes both how you are
financing it as well as how you manage the money in the business.

In setting up a financial management system your first decision is whether you will
manage your financial records yourself or whether you will have someone else do it for you.
There are a number of alternative ways you can handle this. You can manage everything
yourself; hire an employee who manages it for you; keep your records in house, but
have an accountant prepare specialized reporting such as tax returns; or have an external
bookkeeping service that manages financial transactions and an accountant that handles
formal reporting functions. Some accounting firms also handle bookkeeping functions.
Software packages are also available for handling bookkeeping and accounting.

Setting up an accounting system, collecting bills, paying employees, suppliers, and taxes
correctly and on time are all part of running a small business. And, unless accounting is your
small business, it is often the bane of the small business owner. Setting up a system that

does what you need with the minimum of maintenance can make running a small business
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not only more pleasant, but it can save you from problems down the road.

Another area that your financial management system needs to address is risk. Any good
system should minimize the risks in your business. Consider implementing some of these
risk management strategies in your business. Certainly, insurance needs to be considered
not only for your property, office, equipment, and employees, but also for loss of critical
employees. Even in businesses that have a well set up system, cash flow can be a problem.
There are some tried and true methods for Managing Cash Shortages that can help prevent
cash flow problems and deal with them if they come up. In the worst case you may have
difficulties meeting all you debt obligations. Take a look at Financial Difficulties to learn more
about ways to manage situations in which you have more debt than income.

Clearly, financial management encompasses a number of crucial areas of your business.
Take time to set them up right. It will make a significant difference in your stress levels and in
the bottom line for your business.

http://Awww.smallbusinessnotes.com/business-finances/financial-management/

Lecturing Hints )
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To enhance students’ critical thinking.
To improve students’ ability in communication and listening.

To arouse students’ interest.

Students discuss the question in groups.

Students listen to the given passage and finish the exercises.

Ask students to list three positions related to finance.

Ask students to pick out your ideal careers about finance.

Ask students to listen to a passage about a brief introduction to ABE
and fill the blanks.

Procedure

WINI=IN =W =

A. Please list three positions related to financial management.

Open answers.

o
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B. Please pick out your ideal careers about finance.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

11
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Script:

Brief Introduction to ABE

All businesses need to manage their finances correctly in order to ensure their stability
and 1. potential for future growth. Knowledge of finance is one of the core skills of running
a rewarding operation and is integral to all areas of the business.

The 2. Association of Business Executives (ABE) now offers a Financial Management
pathway within the Business Management program. The new pathway system allows greater
3. flexibility for students who now have the chance to complete multiple qualifications at the
same time. The Financial Management pathway contains three levels of Ofqual 4. approved
gualifications to improve your financial management knowledge and skills. These are Level 4
Diploma, Level 5 Higher Diploma and Level 6 Graduate Diploma as shown in the table below.

ABE has also 5. developed the Extended Diploma in Business Management (Financial
Management pathway), comprising 13 units in one stand-alone qualification. It is approved
by Ofqual as a Level 6 qualification. The program can still be taken as two separate

qualifications at Levels 5 and 6.

Fearnjto]Know;

Readlthelfollowingltwolpassagesiandithenlfinishitheltasks®

. To give students the general introduction about financial management.

. To acquaint students with techniques of financial management.

. Students learn and comprehend the text.

. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.

Procedure

. Ask students to finish the exercises.
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[PassagelOne]
SEPEL

Task 1.

Keys:

Task 2.

Keys:
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T HETBE I
W45 RIS A FIE VB B AR, MR G EE, AT A X AR
WM A, MEERGEZ AR A S LAENE | FARLE, FAMALLTG
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WA 55 1K
EI R BT AER RBA AL E R, AR, TR RETEE
FelkZ . IMIHFARREE. AP RIRAE, TEKERNTRAL LG A6 Rl
WERALE,
WA 55 il
M4 EHARRES LAY EATREAETE, CREOE “KERLTAZKANA? 7 XK
R LT FREEEL? " AR FRAFTHABANERF LSO LBERE—% " F

7]

WA 55 DRk
M%&“%ﬁu%%% empfeirbliak . —or @, WIERLME, R THEHR
FARBERD o blde, BATABLHEIBE ., BATHR ABEEHLARBASEFF X

Whira, A—F @, —MNEZME Rk F A S LBIRGFEZEZATREZLLR KRS
e, e ROA IATF RS, SRR A T2 sm Lk BRI RADK,

B S, MEERAe L2 GAe R T da B R AR R, AR T3 A AL E
BATS . BAER, TLERFERIFELLE, FRAASLFAA, BT HH R lHikFE’c
JESL R BCR) A 89 B AR

Mark (V) the words you know and search for other words from dictionary.
Open answers.

Mark T (True) or F (False) for each sentence.

1. T 2. F 3. T 4. T 5 F
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7{‘?!31\0

F b B 6L AT 8 T AR — e ) 1B

WS- R £ T R o TR R e Fed2 AR R 0 7 B MHZ A LK E RT3
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W 522 3 o W 520t T A A 42 F%%ﬁ\m%%ﬁﬁﬁk R, W52 52 %
IR % B TR AR A T7 EAEAT 7T AR R LA 3R

Task 3. Identify the paragraph marked with letter from which the statement is derived.
Keys: 1. D 2. G 3. C 4. B 5 F

.’ Task 4. Discuss the following questions with your partner.
Keys:  Open answers.

I CiremsEnee for Listaning

Listenltolthreelrecordingslandithenlfinishithejtasks¥

To improve students’ listening comprehension.

To acquaint students with common circumstances in financial management.

Students listen to conversations.

Students finish the related exercises individually or in groups.

Ask students to mark the information that mentioned.

Ask students to listen and choose the correct answer.
Ask students to listen and fill in the blanks with the exact words they hear.

Procedure

WIN| = N =Ny =
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Task 1 Karen is a finance adviser giving advice on how to manage business finances.

Mark (V) the information mentioned in the recording.

Script:

Keeping personal and business finances separate is the first rule in managing business

finances. You may personally lend money to your business or withdraw money from your
business, but those transactions must be purposeful and clearly documented.

Initially, you should open a business checking account, and use that account’s checks or
debit card for all business expenses. In this way, you won't be caught short at tax time. Next,
you'd better set up an accounting system to manage business finances. Intuit's QuickBooks is
flexible enough to work with micro- to medium-sized businesses, and most accountants are
set up to work with it easily. Besides, you have also to decide whether and how you want to
take money out of your business. The last thing | want to mention is to develop a relationship
with an accountant and have him review your finances periodically to ensure that you are
meeting state and federal taxing and reporting guidelines. Using a good payroll service will

save headaches, and probably money, in the long run.

Keys: (V) 1. V) 4. (V) 5. V) 6. V) 8.

Task 2 A financial manager is talking to his assistant. Listen and choose the correct

answer.

Script:

M (Financial Manager) W (Assistant)

M: | need you to arrange a financial department team together for a meeting today.
What for?

We need to start some urgent preparations for next year’s financial planning.
What? But | thought that we didn’t need to start that for another month?

£z =2z

If only! Senior management has requested that we start earlier due to recent

business changes.

=

What about the work we're doing now? We're already behind schedule with it.

M:  Well, we may need to consider reassessing work priorities and reassigning people
from other departments to help.

W:  What about the prospectus for our branch company?

M: How many people have we got doing that?

W:  Probably about two thirds of the department.
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A general manager is asking the financial manager about the financial review of

the company. Listen and fill in the blanks with the exact words you hear.

G (General Manager) F (Financial Manager)

O m O m O - @

Has the 1. financial review been completed yet?

Yes it has, our 2. accountants managed to finish it last week.
What was the 3. outcome for the companies last financial year?
Good, as forecasted the company 4. profits increased 10%.

How did the market 5. react to that news?

Positively, the 6. stock was up 3.5% last time | looked.
How was it that you managed to complete the financial review 7. as well as the new

business plan? | mean, your department must have really been burning 8. the mid-

night oil.

Ha, yes. We did have to put in a fair few 9. extra hours. Hopefully we won't need to
do another one like that for a while.

Hasn't your department recently received a few new employees though?

Yes, but we're still putting them through our 10. training program.

[V CiermsEnee or Soeaing
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Procedure

PracticelorallEnglishlaccordingltolthelrequirements®

. To improve students’ oral English.

. To acquaint students with common issues in financial department.

. Students look through the requirements and design their oral show.

. Students finish the related exercises individually or in groups.

. Ask students to make role-play based on the requirements.

. Ask students to debate the pros and cons of working in an HR
department with their partner.

. Ask students to make a presentation according to the clues given.
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Q’ Task 1.

Keys:

Q’ Task 2.

Keys:

Task 3.

Keys:

Role-play

Answer omitted.

Debate the pros and cons of learning knowledge on financial management for
non-professionals with your partner.

Answer omitted.

Make a presentation according to the clues given below.

Answer omitted.

\WAIEXtension

Keys:

—‘ LSS 1-4.indd 45

. To expand students’ vision about financial management.

Aims
. To practice their comprehensive skills in working place.

. Students look through the requirements.

Tasks

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

IR O Ask students to listen and sort the pictures based on two conversations
and then make dialogues.

A. Words in working place. Translate those sentences into English with the words or

expressions provided.

1. The goal of the firm is maximization of shareholder wealth.

2. Financial ratio analysis helps us identify some of the financial strengths and
weaknesses of a company.

3. Forecasting in financial management is used to estimate a firm’s future financial needs.

4. Capital structure is the mix of the long-term sources of funds used by the firm.

5. A company-wide cash management program must be concerned with minimizing the
firm’s risk of insolvency.

6. There's no doubt we've got to tighten up on financial control.

7. The exchange rate is the price of foreign currency in terms of domestic currency, and it
varies from time to time.

8. A financial market is a market created for the exchange of capital and debt.

9. A financial statement consists of a balance sheet and an income statement (also called
a profit and loss statement).

10. What a business owns should be equal to what it owes.
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B. Conversations in working place. Sort the pictures based on two conversations you

hear and then make dialogues.

[Conversationk!

Script:

Man (financial manager) Woman (financial staff)
Clara, | need you to go through the books later.
Which books?

The financial records for last month.

OK, I'm ready for that. Anything else?

Yes. You also need check something for me.

What do you want me to look for?

£z 2=zgzxs£

| need you to make sure all of the bills were recorded accurately. | want you to see if

you find any mistakes.

W: | will check to see if there are any errors.

M: By the way, remember to calculate our total expenses for that month.

W:  Where can | find the financial records?

M: They should be in the accounting office.

W: That's all right. I'll go and get them. Any other things?

M: No, that's all. But don't forget to finish the tasks before the end of this month. You

know, time is limited.
TS
- ———
Keys:
(2) (3) (1) (4)
(Conversation}2i
Script:
Man (financial manager) Woman (financial clerk)

W: We've been working for three hours at those accounts. How about going out for

lunch?
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Yes. But one or two small things. Would you like to check them now, or after lunch?
I think we might do it now, so | can get the information right away.

Well, the first is this figure here in the stock valuation. This figure is for paint. |
suppose we have this paint in stock. It's listed as goods paid for, but | can find no
record of payment.

En, | see. There won't be a check for the total amount. We always get paint on a
sale or return basis and pay for it monthly as we use it. We forgot the sale or return
arrangement and put the paint in the wrong column.

That's understandable.

What about the other error?

Please look at the sum of salaries paid to the clerks. Could you tell me something
about them?

Sure. We often give salaries to the clerks in cash.

| know, but | notice from the bank statement that the amount paid in is less than
the amount drawn out.

Oh, dear! It's a difference of two hundred yuan. I've never had a thing like this
before. I'm very sorry about it. Will you leave it with me and I'll look into it this
afternoon and come and report to you again?

OK.

EUR0
2,46
1,03
3,43

0g-50

N w g
‘e 4300311

\VIWAfter=classiSnacke

. To help students review the main ideas of financial management.

. To acquaint students with common circumstances in financial management.

. To strengthen students’ listening comprehension and oral English.

. Students look through the requirement and materials.

. Students finish the related exercises individually or in groups.

o
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. Ask students to listen and fill out the missing information they have heard.

2. Ask students to search and list some important courses for future financial
staff through the Internet.

. Ask students to make a presentation according to the clues given below.

Procedure

A. Fill out the form with the information you have heard.

Script:

You can turn financial stress into business success by using good financial, time and

business management skills.
1. Get the real picture. Know where your business really stands financially. Look at your

profits and your debts. Create a budget so you can see where your money comes in

y /A

and goes out.
2. Re-evaluate your long- and short-term goals. Set realistic goals that are manageable
within defined time frames.

3. Take a look at your staff. You may to fire anyone who is causing the company

problems and costing you too much money and hire new staff. You may bring in more
profits with a new player on board.

4. Hire an expert. Get an accountant or a project manager to help you sort out your
goals and finances.

5. Educate yourself on money issues and find solutions to your financial troubles. Go and -
find out how other small business owners cope with financial stress.

6. Market your business on a continuous basis. You need to ensure the business is still

coming in even if you have a lot of customers.

Keys:
1. stands financially 2. your profits 3. abudget
4. short-term goals 5. manageable 6. To fire
7. bringin 8. an accountant 9. solutions to

10. coming in

B. Search and list some important courses for future financial staff through the
Internet.

Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.
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Teaching Arrangement )

Unit 4 Marketing Management
Teaching Periods |6 periods
Teaching Methods | Audio-lingual method & case-study method
» Grasp basic cognition about marketing management
Teaching Aims » Be able to learn how to carry out marketing management
» Be able to know the major philosophies of marketing management
Contents Learning Focus
» Starter » Basic steps of marketing management
Class 1 [» Learn to Know » Language points
. ( Passage One) > Text understanding
Teaching - - .
FeEese » Learn to Know » Marketing management philosophies
Class 2 (Passage Two) » Text understanding
Circumstance for Listening [» Listening comprehension
» Circumstance for Speaking [» Oral English in working place
Class 3 . c : . .
» Extension » Communication, presentation and discussion
Assignment After- » After-class Snack > Markgtmg resear;h
class » Listening & speaking
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1. What is Market Analysis?

Market analysis may take two distinct forms. It is a method used by investors to look
at the market and try to determine whether it is going up or down, in order to make
investment decisions. The term can also be used for a field used by marketers to analyze the
target market of their clients and determine the best courses of action to take to improve
sales and profitability.

As used by investors, market analysis involves looking at numerical data and attempting
to discern patterns or determine probable future movement based on that data. Investors
will look at how prices within their specific sector are moving, how the market as a whole is
trending, and what individual events might affect the prices of stocks and commodities they
are trading in. When performing this type of analysis, an investor must also consider events
such as announced mergers, profit predictions for a coming quarter, and new technological
discoveries. Some investors take a primarily mathematical approach, looking at reams of
historical market data and crunching every number at their disposal through their own
algorithms in an attempt to predict the market’s future path. Other investors take a more
“gut” approach, relying on news sources and rumors surrounding companies’ activities to
sketch a rough picture of possible market tendency.

From a marketer’s perspective, a marketing analysis involves looking at every angle of a
market to determine policies that will help a company capture more of a market share and
make the share it already controls more profitable.

Market analysis may also look at the share a company owns of a particular market, with
the aim of determining how to acquire a larger share. This type, known as market share
analysis, is geared more towards entrenched product lines. The goal of market share analysis
is not to determine whether a customer would purchase a product, but rather to examine
customer loyalty levels, brand perception, and the overall competitive edge, and to come up
with a strategy to draw market share away from competitors and increase one’s own share.

http://www.wisegeek.org/what-is-market-analysis.htm

. Market Targeting and Target Market

* Market Targeting
Choosing an appropriate market for a given product, marketers of a given product need

to evaluate the different market segments and decide which and how many to serve. To do
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this effectively, they must examine three general factors: (1) segment attractiveness (i.e., the
impact of competitors); (2) segment size and growth; (3) company objectives and resources.

Market targeting differs from target marketing in that a product is already
established and decisions must be made as to which market is most appropriate for it. In
target marketing, a company finds a market it wants to serve and then develops a product
appropriate for that market.
* Target market

A marketer may choose to target the entire furniture market with the generalized
product, promotion, distribution, and pricing strategy meant to appeal to everyone, or may
go after one segment of the furniture market with a customized strategy or several segments
of the furniture market with more than one strategy.

Selecting a target market segment for a product rather than attempting to sell
to the entire market can be a more efficient use of promotion dollars, because a
greater market share can be achieved by capturing most or all of a segment via a carefully
directed marketing plan that reaches precisely the right people with the right message
than by trying to capture market share with a generic approach. It is also a better use of
production resources if they can be concentrated on a single product and/or package, thus
experiencing economies of scale. For example, a factory that only makes metal bed frames
can operate with less equipment, expertise, and materials than a similar size company that
makes metal bed frames, sofa beds, dining room tables, and office furniture.

Target marketing makes better use of distribution dollars as well, enabling marketers
to concentrate on developing working relationships with department-store chains or on
developing a business-to business sales force, but not both.

http://www.allbusiness.com/glossaries/market-targeting/4963055-1.html

3. The Importance of Product Positioning to the Marketing Plan

Product positioning is an important element of a marketing plan. Product positioning is
the process marketers use to determine how to best communicate their products’ attributes
to their target customers.

* Customer Needs

Effective product positioning requires a clear understanding of customer needs so
that the right communication channels are selected and key messages will resonate with
customers. Product positioning starts with identifying specific, niche market segments to
target. In addition to identifying the customer based on demographic and psychographic

attributes, marketers need to understand customer needs, especially relative to the products
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and services they have to offer, to clearly convey value as part of their marketing plan.

* Competitive Pressures

Marketers must weigh competitive pressures when they are considering the positioning
elements of their marketing plans. Effective positioning conveys to consumers why this
company’s product or service should be preferred over other competitive options based
on what the company knows about the target audience’s needs. Effective marketing plans
clearly identify how the company’s products or services are different from competitors’
offerings and in what ways.
* Communication Channels

Product positioning helps marketers consider how their offerings are different from
others that consumers have to choose from. But it is not enough to know this from an
internal perspective — marketers must communicate this to the target audiences. To do
this effectively, they must choose communication channels that are designed to connect
with their identified target audiences at times when they will be most receptive to these
messages.
* Carefully Crafted Key Messages

The final challenge in effective product positioning is conveying the differentiating,
value-added aspects of your product or service to your target audience through the
communication channels you have selected. These messages are designed to convey how
your product is different than competitive offerings, as well as to address the value-added
attributes that are important to your audience. Product positioning is at the foundation of
any effective marketing plan because it impacts the ultimate purchase decision.

http://smallbusiness.chron.com/importance-product-positioning-marketing-plan-24275.html

. Develop a Marketing Mix

Developing the right marketing mix is essential to business success. There are two basic
steps you must take before developing the marketing mix. The first is to identify your overall
goal or marketing strategy. The second is to identify your target audience. Then you can
proceed to develop the marketing mix.

A typical marketing mix is based on the four Ps:

* Product - the product or service you are selling

* Price — what it will cost the customer

* Place — where you will sell it or how the customer will receive it

* Promotion — what communication techniques you will use to inform the public

about your business.
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Marketing Management.

Other factors you must consider when developing your marketing mix will increase the
number of Ps to eight, and add one S. The next P is:

* Positioning — the unique place you hold in customers’ minds.

To position your business, ask yourself what is different or unique about you, compared
with your competitors. Do you provide better quality, more product and value for the price,
or do you simply fill an underserved need in the community?

These are some of the ways to position your business. This can also be considered as
part of your differential.

The next P is:

* People — those who will work for you, sell your product or deliver your service,
and the vendors who will supply you.

The last two Ps are:

* Profits — what you plan to make, and

* Politics — those laws and regulations that will govern the way you do business.

The S is probably the most important area for continued business with your customers,
sometimes categorized as repeat business, but many companies seem to forget about it. It is:
* Service.

You cannot and certainly will not succeed today without providing excellent customer
service.

We discussed earlier how you must know who your customers are, what they need,
want and expect, what you must do to satisfy those needs and wants while exceeding their
expectations, and then have a system in place to resolve any customer complaints easily.

It is even suggested that your customer service should not necessarily be planned just
for the customer “complaint”, but that you should have a plan for customer service to be
commenced at the first point of contact with the customer before they actually purchase.

http://www.mondag.com/x/184778/marketing/Developing+Your+Marketing+Mix

. Marketing Plan Implementation & Control Methods

Marketing plans aren’t worth the paper they're printed on if you don’t implement
them. Assimilate your new marketing activities into your regular schedule to ensure results.
Coordinate your team’s marketing efforts to avoid overlap and stay on schedule. Creating
a system with frequent feedback will help correct bad behavior. In the end, you must hold
yourself and your company accountable to the marketing objectives.

* Routine Integration

Several factors could stop you and your company from implementing your marketing
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plan, including a current heavy workload. Small business owners have to wear many hats that

involve separate time-draining activities, preventing them from implementing new marketing
initiatives. Block out time to execute marketing tasks, outlined in your plan — daily,
or at least three times a week. If you don’t transform marketing practices into a habit, your
results could suffer.
* Efficient Coordination

If you have a team implementing your marketing plan, assign a coordinator to oversee
the activities. This will help prevent unmet objectives and overkill situations. For example,
you may find most of your team is working on ad campaigns, when no one is minding your
channel partners. A good coordinator will prioritize the importance of each activity and
assign them to individuals who excel in that area.
* Systematic Review

Once the marketing implementation process has begun, track its progress. Marketing
strategies rarely work exactly according to plan, so adapting to unexpected events will be
necessary. Establish a system that gives feedback frequently without being overly critical to
your team. Consider data-only reporting like systems linked to progress bar charts to illustrate
the progress already achieved, as they relate to larger goals. This helps facilitate good habits
specifically related to the marketing plan objectives.
* Accountability

Your marketing plan’s success is directly tied to how accountable your company is to its
success. Procrastination, lack of belief in the marketing concepts, as well as assuming task
completion, are all reasons why plans fail. Monitor results using systematic review processes
to find weak links and areas to improve. Tie different plan objectives to specific individuals.
This may improve individual performance because their reputation and work ethic are now
associated with the objective’s outcome.
http://Awww.ehow.com/info_8159314_marketing-plan-implementation-control-methods.html

Lecturing Hints)

 SEmeEr

1. To enhance students’ critical thinking.

2. To improve students’ ability in communication and listening.

3. To arouse students’ interest.
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. Students discuss the question in groups.

Students listen to the given passage and finish the exercises.

Ask students to name three prominent market leaders in China or abroad.

Ask students to give some methods to promote the new products.

Procedure

WING =N =

Ask students to listen to a passage about a market campaign and fill in
the blanks.

Keys:
A. Please name three prominent market leaders in China or abroad.

Open answers.

B. Please give some methods to promote the new products of your company. You
may use the following information.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

Script:

Market Campaign Between Facebook and Google

After years of collecting photos and personal data from its billion-plus members,
Facebook Inc. Tuesday published a search tool — and pushed the social 1. network deeper
onto Google Inc.'s home turf.

The two companies are vying to become the 2. primary gateway to the Internet. Google
has long 3. served as a destination to find websites and information; Facebook, to share
gossip and photos with friends. But those 4. distinctions are increasingly blurring, and billions
in advertising dollars are at stake.

The social network said Tuesday it would enable members to conduct complex queries
related to their friends’ profiles, such as “tourist attractions in France visited by my friends."”

In doing so, Facebook is attacking Google’s core 5. strength and its most profitable
product — search — in a bid to convince people they might not need to use Google to find

information.
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Readlthelfollowingltwolpassagesiandithenlfinishitheltasks®

. To give students the general introduction about marketing management.

. To acquaint students with marketing management philosophies.

. Students learn and comprehend the text.

. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.

Procedure

. Ask students to finish the exercises

[RassagelOne
SHFENL:
HIAEHEE

T EHEERL—ABLRE, CRETHARGEZRERN NG THTR, EH0
EH, BAERTAS A BNEAT R,
) O 27051 e g

THMAI WA THEMERLTHP R AN —F . AR LR BB ZE AR LXK
RTIEAMN, TL20ERRES: RAELSMLLBAN SR T, RefXLRey >
S WG A — AT, Brmy T,
2. Hbstlidmikt

FAERGFE AT RARZ A BT RE, BARTHRFLELE-ARE S AW
S, A8, R IX ST R RIT RBEY, i8F E R AT A AN 0 4 8 e A A K
— AR B0 5T
3. P ENL

BAE I =, RAVL A B EAE L B AR T AR B BATH S o ST F
AR R MR FATH XL B AN R ARG, IARAERFEHBEG—AT
W, BRI R RO AT, ARG T RIS LT R —A R AE, X AR IE
HREH—Y, BT RERAGFRABEREET FRETHHEE PRI L R,
4. kIgimEdl s

BHERNGEOANTRRRE T EHME, BT LRl THEHMEOLIE4P. &
Ty MAE. BRI AR T E A B IR RAE T AT 0 T A
ERERGTFHR,
5. BHHRI. ST S8

A b vg AR AN ) B AR R0 2B B AR R B RS AR B s & A
TR FEIMEW AT L, X —F R B AH T HRTHITRASTERST, BREHDL

56

—‘ LSS 1-4.indd 56 E ;

17/8/4 F4F12:19 (




—‘ LSS 1-4.indd 57

\dw:r ‘\‘ 5 < ‘;

e A 5
Marketing Manage

ERERNZN, EHBELEAR—ZEXN, THEWHRIBESIEOF TR, CRRNEZEHE

AV R 4, o B 5 04 R R S EAF KX R, de R KA A P B I
5, HAVE B EH G

Task 1. Mark (v) the words you know and search for other words from dictionary.

Keys:  Open answers.
Task 2. Mark T (True) or F (False) for each sentence.
Keys: 1. F 2. T 3. T 4. F 5 F
Passage}Two
ZHEEX:
HIAEHEEE S

Ak B AT 4 AR SR RIE FEHEF? He TR AL REfRAE N EZ
e E R F? S, TEAEFARRGEEANL, AL AFWNE. FRA. L
WA TGN FAL R EHNL
HEFERLE

AFENAERRELOTHERTFZ—, CAAEFEELERALTURL L35
W LA R0 = e, AU AN TR E LR ENEEIRZRRGE TR, BIRRAF
FRSHEE . RN A £ B 5l T AF A AR A8 B AR S AP B R KR
PERRAE L, AL R B SARRKIFIE T et R AT SR
PE A

FRANAREEERBRE. AR EAEHFEN TR, BEAAUAGER
HERHATAERENGE S, R MARE, WNHEERRRTR IR =5,
HEe i R RS holit, B EHERAAR DTS ENSHm BT RES K,

HER &

WA IA N e R AR R, HhE—BRAAREREE—DReyZ5%, FHit, £
Ak b RARAR M Al A K A ARAH o AATARAS I e A8 F 2R I — AP KRR L S, oL/ A
DBAN A LM FE, DLk A — £ 5 52458 ol F B RABE R ZHME S,
F SN E T RBHATAS S RAX— WA, A1 B AR RN AEF TR, mARAERT
DEEEF TS,

i E A&

T A A TR AP LA — AP, AP AR A BA R 0k B AR, X4
B TRILBART S ER, Sz 5 2 e bedl A 2O0RBE B 47T 9 P75 09 % 2
B, X—NANWRIAEZZA: BETH., BEFER. EoTHPBH 5%

o

ment-
7%

57

17/8/4 F4F12:19 (




5. 4L 2 EHIME

AT MAINA AW RGIES T BAFT G 6 FE LM, Rig A —F 7 X
o) R B R KM, XA X LR R B T H R EARLGRF KT, Ha)E
W, REBHUEAA—NDLEZEASFRERFEHER, DLt E Rt KZAH
Seg el b, Bl E AR B AT kR

Task 3. Identify the paragraph marked with letter from which the statement is derived.
Keys: 1. D 2. F 3. B 4. E 5 C

Q’ Task 4. Discuss the following questions with your partner.
Keys:  Open answers.

I CiremsEnee feor Listening

Listenltolthreelrecordingslandithenlfinishithejtasks¥

. To improve students listening comprehension.

To acquaint students with marketing management.

Students listen to conversations.

Students finish the related exercises individually or in groups.
Ask students to mark the information that mentioned.

Ask students to listen and choose the correct answer.
Ask students to listen and fill in the blanks with the exact words they hear.

Procedure

WINI—= TN —=IN| =

Task 1. George, a marketing manager, is giving lecture on what marketing is. Mark (\)
the information mentioned in the recording.

Script:

In general, we use “marketing” and “selling” as synonyms but there is a substantial
difference between both the concepts. Marketing must be understood in the sense of
satisfying customer needs. Selling is not marketing. Selling and advertising are only part of
a larger marketing mix. The aim of marketing is to make selling superfluous. The aim is to
know and understand the customer so well that the product or service fits and sells itself.

Understanding customers’ needs, wants, and demands in detail provides important
input for designing marketing strategies. The importance of products lies in the benefit they
provide. The term product covers physical goods, services, and a variety of other vehicles that
can be wanted.
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Marketing Management. *

Consumers make buying choice based on their perceptions of the value that various
products and services deliver. Consumers often do not judge product values and costs
accurately or objectively. They act on perceived value.

Customer satisfaction is closely linked to quality. American Society for Quality Control
defines quality as the totality of features and characteristics of a product or services that bear
on its ability to satisfy customer needs. Quality begins with customer needs and ends with

customer satisfaction.
Keys: (V) 2. W) 3. (V) 5. ) 8.

Task 2. Two employees are discussing the strategies of marketing. Listen and choose the

correct answer.

Script:

M: | haven't sold a thing all week!

W: Really? In contrast, I'm so lucky this week. | was honored with the title of a sales-
star.
M: Oh, Congratulations! | think we need to create a professional sales strategy, as some

people still need more guidance on how to improve their sales pitch.

=

OK, I think a few of our experienced salesmen could help out.

<

What about holding a departmental meeting sometime soon to allow the newer
salespeople to hear some strategies from the more experienced members.
W: And then put these ideas into a formal company document so that every company
member can learn from their experiences.
M: It will need to include all the relevant information, such as suggested conversation
— approaches, appearance, body expressions etc.
M: That would be a great help for the department.
W: Why don’t we also hold a few seminars in which some more experienced
salespeople can actually demonstrate some of their techniques?
M: | think that's great. We could greatly improve our monthly sales figures if we can do
that.
Keys: 1. D 2. D 3. A 4. B 5.D
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Task 3.

Keys:

A general manager and a marketing manager are discussing about their recent

marketing research result. Listen and fill in the blanks with the exact words you

hear.

GM (General Manager) MM (Marketing Manager)

MM:
GM:
MM:

GM:
MM:
GM:
MM:
GM:
MM:

GM:
MM:

GM:
MM:

GM:

MM:

GM:

MM:

GM:

Here's a full breakdown of the recent market research for you.

Thanks, let me take a look.

The main question we were asking was how people would 1. respond to a new
brand.

It seems as if a lot of people liked the idea.

Exactly. We found that only 30% of people weren't interested at all.

But the other 70% are interested?

Yes. 70% of people like a 2. well-respected brand name.

But will they want to buy our products or stick to what they know.

Well, most people like the idea of being able to buy a Chinese brand rather than
a foreign one.

What do you mean by “most people” exactly?

In our 3. target market, only 15% said they would be put off buying a Chinese
brand.

So, being a Chinese brand is one of our major strengths?

4. Definitely. | think the main thrust of our marketing campaign should be our
5. Chinese identity.

The trick will be 6. convincing them that our products are of the same quality as
7. the established brands.

Yes and our research showed that pricing will have a lot to do with that.

We can't 8. afford to price our products too high, obviously.

That's right. The research suggests we should go for price points just below
those of our main 9. competitors.

| agree. We need to be 10. noticeably cheaper but still be in the same price
bracket as the other top brands.
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RracticelorallEnglishlaccordingktolthe]requirements

. To improve students’ oral English.

To acquaint students with marketing management.

Students look through the requirement and design their oral show.

Students finish the related exercises individually or in groups.

Ask students to make role-play based on the requirements.

Procedure Ask students to debate the pros and cons of advertising in market promotion.

. Ask students to make a presentation according to the clues given below.

Task 1. Role-play

Keys:  Answer omitted.

.’ Task 2. Debate the pros and cons of advertising in market promotion.
Keys:  Answer omitted.

Task 3.  Make a presentation according to the clues given below.

Keys:  Answer omitted.

\WBIEXxtension

. To expand students vision about marketing management.

. To practice their comprehensive skills in working place.

. Students look through the requirements.

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

JTele=lo =01 2. Ask students to listen and sort the pictures based on two conversations

and then make dialogues.

Keys:
A. Words in working place. Translate those sentences into English with the words or
expressions provided.
1. We will improve the marketing management system and strengthen market oversight.
2. As an important part of brand marketing management, brand promotion plays a
strategic role in it.
3. Your market still has great potential.
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. By this concept, marketing management should focus on improving production

and distribution efficiency.

. Marketing management is the conscious effort to achieve desired exchange

outcomes with target markets.

6. We need to review our marketing strategies.

7. We can discuss further details when you have a thorough knowledge of the marketing

possibilities of our products.

. One of the important and bewildering promotion tools of modern marketing

management is advertising.

9. According to your estimate, what is the maximum annual turnover you could fulfill?

. As part of our marketing mix, we'll label the product as a premium item with above-average

quality.

B. Conversations in working place. Sort the pictures based on two conversations you

hear and then make dialogues.

1
Script:

Man (boss) Woman (marketing manager)

M: As you know, our new product is due for release next month.

W: Great. Quality is the focus of the ad campaign. The boards must work well if they're
going to be the cash cow we want them to be.

M: Yes, let's go over our promotion plans again.

W: OK. We have six major retailers running demonstrations at most branches. And our
exhibition team is already on the road setting up for computer shows.

M: Good. What about print and radio?

W: We've taken out full-page ads for two large trade magazines. And more important,
our press releases have been well received.

M: Any larger ads?

W: Yes. We're putting the same full-page ad in the Sunday edition of three major
newspapers.

M: Sounds perfect.

W: But nothing ever works out as you want it. So | have a number of other tricks up my

sleeve, as well.
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(Conversation]2}

Script:
Man

M:

W:

Keys:

—‘ LSS 1-4.indd 63

(salesman) Woman (marketing manager)

What kind of promotional events are scheduled for the new product line?
Marketing department has us set up with product launches in five major cities,
as well as some sponsoring events throughout the year. All together, there will
be 15 events.

What kind of sponsoring are we talking about? | don’t know how effective
sponsorship really is...

It's not what you're thinking. These events will give us a wider exposure than
most. Take the tri-city marathon for starters. This is a highly publicized event.
The television exposures alone will nearly double our customer awareness.

Other than the marathon, what else is on the list?

We’ve got a spot in Olympic Stadium sponsoring one of a team’s equipment,
then a rally for cancer research, and a connection to the inner-city education program.
Sports, medicine, education... seems kind of random, don’t you think?

It might seem that way, but these events were all carefully chosen based on
marketing research. These are the events that our customers and potential

customers care about.
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1. To help students review the main ideas of marketing management.

. To acquaint students with marketing research and the qualities of a
marketing manager.

. To strengthen students’ listening comprehension and oral English.

. Students look through the requirement and materials.

. Students finish the related exercises individually or in groups.

. Ask students to listen and fill out the missing information they have heard.

. Ask students to search and list some practical strategies on marketing
management through the Internet.

Procedure

. Ask students to make a presentation according to the clues given below.

A. Fill out the form with the information you have heard.

Script:

Marketing research is the process or set of processes that links the consumers,

customers, and end users to the marketer through information — information used to
identify and define marketing opportunities and problems. Marketing research can give
an enterprise a picture of what kinds of new products and services may bring a profit. For
products and services already available, marketing research can tell companies whether they
are meeting their customers’ needs and expectations.

Generally speaking, there are three kinds of methods to do marketing research:

* Interviews (either by telephone or face-to-face)

* Surveys (online or by mail)

* Questionnaires (online or by mail)

The whole process of marketing research can be divided into six steps:

Step 1. Define the objective & your “problem”.

Step 2. Determine your “research design”.

Step 3. Design & prepare your “research instrument”.

Step 4. Collect your data.

Step 5. Analyze your data.

Step 6. Visualize your data and communicate results.

Keys: 1. information 2. profit 3. expectations

4. Interviews 5. Questionnaires 6. objective
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7. Determine 8. instrument 9. analyze

10. communicate

B. Search and list some practical strategies on marketing management through the

Internet.

Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.
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Teaching Arrangement )

Unit 5

Teaching Periods

Quality Management

6 periods

Teaching Methods

Audio-lingual method & case-study method

Teaching Aims

» Grasp basic cognition about quality management
» Be able to learn the important steps of Total Quality Management
» Be able to know the models of Total Quality Management.

Contents Learning Focus
» Starter » Five important steps in Total Quality Management

Class 1 |» Learn to Know > Language points

. ( Passage One) » Text understanding
Teaching .
Process > Learn to Know > A model for Total Quality Management
Class 2 (Passage Two) » Text understanding
Circumstance for Listening {» Listening comprehension

» Circumstance for Speaking |» Oral English in working place

Class 3 . I~ : . .
» Extension » Communication, presentation and discussion

Assignment After- » After-class Snack > HOW to carry out a quality control
class » Listening & speaking
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Lecturing References)

1. Origins of TQM

Total quality management has evolved from the quality assurance methods that
were first developed around the time of the First World War. The war effort led to large
scale manufacturing efforts that often produced poor quality. To help correct this, quality
inspectors were introduced on the production line to ensure that the level of failures due to
quality was minimized.

After the First World War, quality inspection became more commonplace in
manufacturing environments and this led to the introduction of Statistical Quality Control
(SQC), a theory developed by Dr. W. Edwards Deming. This quality method provided a
statistical method of quality based on sampling. Where it was not possible to inspect every
item, a sample was tested for quality. The theory of SQC was based on the notion that a

variation in the production process leads to variation in the end product. If the variation in

the process could be removed this would lead to a higher level of quality in the end product.

After World War Two, the industrial manufacturers in Japan produced poor quality items.
In a response to this, the Japanese Union of Scientists and Engineers invited Dr. Deming to
train engineers in quality processes. By the 1950's quality control was an integral part of
Japanese manufacturing and was adopted by all levels of workers within an organization.

By the 1970’ the notion of total quality was being discussed. This was seen as company-
wide quality control that involves all employees from top management to the workers, in
quality control. In the next decade more non-Japanese companies were introducing quality
management procedures that based on the results seen in Japan. The new wave of quality
control became known as Total Quality Management, which was used to describe the many
quality-focused strategies and techniques that became the center of focus for the quality
movement.

http://logistics.about.com/od/qualityinthesupplychain/a/TQM.htm

2. The Primary Elements of TQM

Total quality management can be summarized as a management system for a customer-
focused organization that involves all employees in continual improvement. It uses strategy,
data, and effective communications to integrate the quality discipline into the culture and

activities of the organization.
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% Customer-focused.

The customer ultimately determines the level of quality.
* Total employee involvement.

All employees participate in working toward common goals. Total employee
commitment can only be obtained after fear has been driven from the workplace, when
empowerment has occurred, and management has provided the proper environment. High-
performance work systems integrate continuous improvement efforts with normal business
operations. Self-managed work teams are one form of empowerment.

* Process-centered.

A fundamental part of TQM is a focus on process thinking. A process is a series of steps
that take inputs from suppliers (internal or external) and transforms them into outputs that
are delivered to customers (again, either internal or external).

* Integrated system.

Although an organization may consist of many different functional specialties often
organized into vertically structured departments, it is the horizontal processes interconnecting
these functions that are the focus of TQM.

* Strategic and systematic approach.

A critical part of the management of quality is the strategic and systematic approach to
achieving an organization’s vision, mission, and goals. This process, called strategic planning
or strategic management, includes the formulation of a strategic plan that integrates quality
as a core component.

* Continual improvement.

A major thrust of TQM is continual process improvement. Continual improvement
drives an organization to be both analytical and creative in finding ways to become more
competitive and more effective at meeting stakeholder expectations.

* Fact-based decision making.

In order to know how well an organization is performing, data on performance
measures are necessary. TQM requires that an organization continually collect and analyze
data in order to improve decision making accuracy, achieve consensus, and allow prediction
based on past history.

* Communications.

Communications involve strategies, method, and timeliness.

These elements are considered so essential to TQM that many organizations define them,
in some format, as a set of core values and principles on which the organization is to operate.

http://asq.org/learn-about-quality/total-quality-management/overview/overview.html
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3. Seven Important Principles of TQM

Total Quality Management (TQM) is an approach that organizations use to improve
their internal processes and increase customer satisfaction. When it is properly implemented,
this style of management can lead to decreased costs related to corrective or preventative
maintenance, better overall performance, and an increased number of happy and loyal
customers.

However, TQM is not something that happens overnight. While there are a number
of software solutions that will help organizations quickly start to implement a quality
management system, there are some underlying philosophies that the company must
integrate throughout every department of the company and at every level of management.
Whatever other resources you use, you should adopt these seven important principles of
Total Quality Management as a foundation for all your activities.

* Quality can and must be managed

The first step in the TQM process, then, is to realize there is a problem and that it can be
controlled.

* Processes, not people, are the problem

If your process is causing problems, it won't matter how many times you hire new
employees or how many training sessions you put them through. Correct the process and
then train your people on these new procedures.

* Don't treat symptoms, look for the cure

If you just patch over the underlying problems in the process, you will never be able to
fully reach your potential. If, for example, your shipping department is falling behind, you
may find that it is because of holdups in manufacturing. Go for the source to correct the
problem.

* Every employee is responsible for quality

Everyone in the company, from the workers on the line to the upper management, must
realize that they have an important part to play in ensuring high levels of quality in their
products and services. Everyone has a customer to delight, and they must all step up and
take responsibility for them.

* Quality must be measurable

A quality management system is only effective when you can quantify the results. You
need to see how the process is implemented and if it is having the desired effect. This will
help you set your goals for the future and ensure that every department is working toward

the same result.

o
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* Quality improvements must be continuous

Total Quality Management is not something that can be done once and then forgotten.
It's not a management “phase” that will end after a problem has been corrected. Real
improvements must occur frequently and continually in order to increase customer
satisfaction and loyalty.
* Quality is a long-term investment

Quality management is not a quick fix. You can purchase QMS software that will help
you get things started, but you should understand that real results won't occur immediately.
TQM is a long-term investment, and it is designed to help you find long-term success.

http://managementhelp.org/quality/total-quality-management.htm

. The Pros and Cons of Total Quality Management

Total Quality Management is a management technique used by managers in the
production chain and who deal with the tactical and operational decisions. The advantages
of total quality management are that the company benefits by having a dedicated workforce
who strive and achieve in improving the production line. The raw materials would have to
be inspected by workers and line managers to ensure that the goods are free from defects
which eliminates and reduces wastage. This in turn reduces costs. The TQM method also has
the advantage by having a more productive and successful workforce strategy also has better
motivation and who know what they are doing. The TQM also works by having quality circles
of team members and management where their ideas in improving the decision making
process is also accomplished. Employees in quality circles are more motivated in the company
in that the TQM also means that product standards such as International standards have to
be adhered to. Every aspect of the business is part of the TQM policy. The focus is on the
customer in meeting their needs first. Where goods are ordered and distributed the TQM
works by coordinating deliveries of supplies to times when the business needs it most. This
process the goods being over ordered or having shortages of stock and therefore the costs of
holding excess or holding too much stock is reduced.

The disadvantages of TQM are that it can lead to bureaucracy where ideas are
mentioned and end up being rejected or stifled. The delays by having these inspections and
process improvements can also take time to see through and also the money needed to
implement TQM principles also adds to costs. By focusing too much on the customers, the
production based method might have a cheaper and more faster way of doing business and
this method is rejected. Some managers and employee groups might be hesitant to change

into a TQM based approach if the company is doing well now. Also the benefits of TQM are
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not guaranteed to be successful simply based on a complete implementation. Customers
themselves along with the market will decide upon the success of the company. Also the
costs of inspection of processes as well as Research and development projects might be too
costly.

http://www.insidebusiness360.com/index.php/the-pros-and-cons-of-total-quality-

management-tgm-21825/

. The Implementation of TQM

The implementation of total quality management is similar to that of other decentralized
control methods. In developing TQM, companies need to understand how consumers define
quality in both the goods and services offered. If a company pays more attention to quality in
its production process, fewer problems will occur later when the product is in the consumer’s
hands. One way to measure product performance and quality is through customer surveys,
which can help managers identify design or manufacturing problems. According to quality
consultant Armand V. Feigenbaum, the end user best defines quality, which means that
quality is open to subjective interpretations. Consumer perceptions have to be changed
if a company wants to change a product’s quality image. Extended service programs and
improved warranties can help accomplish this feat. As examples, Whirlpool Corporation
promises that parts for all models will be available for 15 years, and Mercedes Benz provides
technical roadside assistance after service hours.

Another means of ensuring a commitment to quality “after the sale” is via a product
or service guarantee. Wal-Mart is known for its no—hassles return policy for any product—
with or without a receipt. Mail-order house L. L. Bean will replace a pair of hunting boots
purchased ten years earlier with new boots. Saturn automobile retailers provide total refunds
for vehicles within 30 days if the customer is not fully satisfied. However, many companies
are not willing to incur the short-run costs associated with such guarantees.

http://www.cliffsnotes.com/more-subjects/principles-of-management/productivity-and-

total-quality-management/the-implementation-of-tgm
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To enhance students’ critical thinking.

To improve students’ ability in communication and listening.

To arouse students’ interest.

Students discuss the question in groups.

Students listen to the given passage and finish the exercises.

Ask students to list three famous brands with high quality.

Ask students to give some aspects to inspect the quality of a product.

Procedure

WINI= N = W=

Ask students to listen to a passage about quality improvement and

fill in the blanks.

Keys:

A. Please list three famous brands with high quality.

Open answers.
B. Please give some aspects to inspect the quality of a product. You may use the
following information.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

Script:

Toyota Motor Corp., the world's biggest car maker by volume, which held its first

Quality Improvement

special-committee meeting for global quality, said it would boost the number of technology
offices in North America to seven from one to have more engineers checking vehicle
problems. It also said it would 1. establish new technology offices in Europe, China and other
countries.

The company held a daylong press tour in Toyota City as it intensifies its 2. quality-
control campaign following global recalls of 8.5 million vehicles. The actions are in part

intended to deal with criticism that Toyota acted too slowly in response to its recent 3. safety
problems. Under the new structure, safety officials at Toyota headquarters in Japan will

decide with counterparts in each 4. region how to address quality issues, while chief quality

o
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officers in each market will share information about local 5. customers’ complaints. Before,

headquarters told each region what to do. “We will be able to decide on how to respond in

a more optimal and prompt way.” said company president Akio Toyoda.

I [Leam e Koo

Readlthelfollowingjtwolpassagesiandithenlfinishltheltasks:

. To give students the general introduction about total quality management.

Aims
. To acquaint students with the total quality management models.

. Students learn and comprehend the text.
Tasks

. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.

Procedure

. Ask students to finish the exercises.

[RPassagelOne]
e =338
L2HARETENINXBTE

AR EE LR —FAA LSRG RBRA A B AR, R FPITRERE, EEALAR
BE W RAGALERRR, ZAFEF XX ETRAE P HF. RARETFA., MERe
Felftit R TPk R ERA, ©EROAIEIANAT R,
* Bl B TR R

FiARA L P H— 4 R AT MA@ EERAGBOR, FHX BB R AL TR
FBEXEL, ARG T LS T BERAS AR, FELEEIRI| X B AR EANE] R A
Jety T, R AL G 8] AT TR AT 24, A L HETAH . X IR R
BHMEE, BFEL L, PRARSHEATHREIARINAELERIAAS, AEHE—L R
TARFe S I H — K e AR AR, — AN B RS R RRIL,
* KRRt S ik

4 b AL F Tt G R B ILARAL A SR R T AR A, AR B TATARABR A £ 56 4o
R, AoAAFEe! RINAAEREETRELSTEMNGBAEAERLT, F2RHEE
MR EREERAED
* P T AR A e

ABFEEER-AFLERM TR, MRAE—NEHHRE, X3hE KT ALK
K. BESFERAREEREAFL GRS, BOAST, NRAXETHIHE, FHikkE&T
W6 TAEARAE B A AE B T e AL, BIZREE AR RF, XL T R KR
REDY; e & i

73

W 188 5-8.indd 73 $ 17/8/4 F7F12:20 (




74

—‘ LSS 5-8.indd 74

* RIER TR

NATH L, MENERfPEEFNAREBO T ER ST ERS. B, REA
BEEERMNINKELBAFZELNEL, ANXELREEPFEIXZGRA, AL
THEBAEZE, 5N TFHEERRZRNEN HE, WBERGRE, LRATRBMBL, 5%
B PR 0 RAGTR T R
* St R

Bl b G- R LTty — R T —FH 5 P RAAGERFAZ T RAERA — N
H 5 VR R SN dets, XA AR Y B, 2R B A EmG Tk, RFRSE
W FAE BB Tr, 52 T ARG 2R 0T 1A A ) R K @1aReg TAE

Task 1. Mark (v) the words you know and search for other words from dictionary.

Keys:  Open answers.
Task 2. Mark T (True) or F (False) for each sentence.
Keys: 1.T 2.F 3.F 4.7 5.F
Passage}Two
ZHEE:
LEHREEEER

b, FEREN LB REETREXENTEMALL, B RNE, HTRAEKS 2
I PG RARE . BN BT A AL R LS5 RN RISOR T F AR EEL
¥, ARATRER I SR LR AR R I — AR kAT B R

R LG LR EFTEEIN L TEA &, IMXGEEBRENT L, 2BREE
AW SREKE ., SHRERZEFEMRTH, TRTHEEZTAITHREETFHE
Po BA, ETMEPERibARREEEL LT K RE P GIITA,

ATREERLLEE P it fe L40Z 84K E, BEAR ot RN LI
FH, RFEBFEHLIARB AR, RIS PG FE, HeFE R— 2 ayiE%E,
XS R A AT R EEREDIK AL —ARGREESF

AEREE RS RSB KPR RN E B0 AR SR T AR A
R TR R IREIEER, AR HLE P LRI RS

AR E E A ke il I AE LAY AR AR AR T R R AR R . BT A A4 R A AR
HEARTEARE R G THERI, SRR EZETRATAOREEHLALAY,

AERETEMANRE—NMAEZRCHELALALN, AORETERGLLFE A
I PITHRL AT BTN, X—FRIRE TN, 2oAREFTELLP HEFHEA
RAAR A EH# ., BRAF F TR EH AR 0, HAVHER THZE S G320, 8RR
HEL LY ERE, FRBHE—EORT ., FEAR N TR T/E@E—AAA
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Task 3. Identify the paragraph marked with letter from which the statement is derived.
Keys: 1.d 2.a 3. e 4. c 5.b
Task 4. Discuss the following questions with your partner.

Keys:  Open answers.

IIgCircumstancelfonllfistening

listen]tolthree]recordingsfandithenlfinishitheltasksY

. To improve students listening comprehension.

To acquaint students with common circumstances in quality management.

Students listen to conversations.

Students finish the related exercises individually or in groups.

Ask students to mark the information that mentioned.

Ask students to listen and choose the correct answer.
Ask students to listen and fill in the blanks with the exact words they hear.

Procedure

WiNG =N =N

Task 1 Albert, a quality manager, is giving lecture on the main principles of Total Quality

Management. Mark (V) the information mentioned in the recording.

Script:

From the 1980's Total Quality Management (TQM) was adopted by a number of

organizations. TQM is an approach that organizations use to improve their internal processes
and increase customer satisfaction. However, TQM is not something that happens overnight.
While there are a number of software solutions that will help organizations quickly start to
implement a quality management system, there are some underlying philosophies that the
company must integrate throughout every department of the company and at every level of
management. Whatever other resources you use, you should adopt these eight important
principles.

1) Quality can and must be managed.

2) Everyone has a customer to delight.

3) Processes, not the people, are the problem.

)

4) Every employee is responsible for quality.
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5
6

8

)
)
7)
)

Problems must be prevented, not just fixed.

Quality must be measured so it can be controlled.
Quality improvements must be continuous.

Quality goals must be based on customer requirements.

Keys: (V) 2. () 5. () 6. () 8.

Task 2. A project manager and a client are discussing the quality of the products. Listen

and choose the correct answer.

Script:

Woman (quality manager) Man (client)

W: Hello! Mr. Smith. Your request for compensation makes me surprised. What
happened?

M: It's because of the quality.

W: OK, can you give me the facts?

M: There is a copy of the inspection certificate issued by the Commodity Inspection
Bureau and a set of photos. The inspection certificate states that the bikes were
found rusty when they were unpacked and the photos taken on the spot back up
the findings.

W: Are all our bikes like this?

M: Not all, there are 5% of them that have rust stains.

W: This is very unfortunate. Our manufacturer has always attached great importance to
the quality of their products. But maybe the rust stains are due to dampness at sea.
If that's the case, the liability should rest with the insurance people.

M: But our experts are of the opinion that the rust stains are not due to dampness
but to poor workmanship. Please look at the picture. They surely prove that the
derusting of the bikes before plating was not thoroughly done.

W:  Well, it seems that manufacturers have not lived up to their standard in this case.

M: On the strength of this evidence, the responsibility rest with the producer and not
with the insurance people. It's obvious that the manufacturers didn't strictly observe
the proceeding requirements as stipulated in our contract.

W:  Well, I'm sorry to hear that. We'll replace the defective bikes with new ones.

M: Thank you for sorting out the matter for us.

o
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Keys:

Task 3.

Keys:

1. C

Quality Management .

A general manager and a project manager are discussing about their quality

control. Listen and fill in the blanks with the exact words you hear.

GM (General Manager) PM (Project Manager)

GM: Diana, if we are going to pull our sales numbers up and 1. develop the brand, the
quality of our products and production 2. efficiency must be improved immediately.

PM: Absolutely, | agree. In addition, I'm sure we can differentiate ourselves on quality if
we get the basic things right.

GM: So what quality control 3. measures has your team come up with?

PM: Well, the most important thing is that we only ever accept 4. first-rate equipment
from our suppliers.

GM: So that will be the responsibility of the people taking the deliveries?

PM: That's right. Every delivery will be 5. inspected thoroughly before it leaves the
warehouse.

GM: What other measures do you suggest?

PM: Our staffs at the assembly plant have to understand that we're making the highest
quality sports equipment and what the superior sports brand really 6. stands for.

GM: Good idea. | think we should also 7. appoint a dedicated quality control team to
inspect the production lines.

PM: Yes. But how many people do you think we’ll need?

GM: In my view, at least five or six.

PM: OK. By the way, | believe that creating right 8. working culture within the company
is crucial for us too.

GM: Right. The proper 9. attitude among employees is essential for an enterprise. If we

have a happy working environment, it will be bound to show in the quality of our

10. end products.

7
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[RracticelorallEnglishfaccordingjtoithe]lrequirementsH

To improve students oral English.

To acquaint students with quality management

Students look through the requirement and design their oral show.

Students finish the related exercises individually or in groups.

Ask students to make role-play based on the requirements.

Procedure Ask students to debate the pros and cons of Total Quality Management.

WINI—= TN =N =

Ask students to make a presentation according to the clues given below.

.’ Task 1. Role-play
Keys:  Answer omitted.

.’ Task 2. Debate the pros and cons of Total Quality Management.
Keys:  Answer omitted.
Task 3. Make a presentation according to the clues given below.

Keys:  Answer omitted.

\WEEXxtension

. To expand students vision about quality management.

. To practice their comprehensive skills in working place.

. Students look through the requirements.

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

Procedure . Ask students to listen and sort the pictures based on two conversations

and then make dialogues.

Keys:
A. Words in working place. Translate those sentences into English with the words or
expressions provided.
1. The computer we produced is characterized by its high quality, compact size, energy
saving and is also easy to learn and easy to operate.
2. Owing to its superior quality and reasonable price, our silk has met with a warm
reception and quick sale in most European countries.

3. These machines have few breakdowns and are easy to maintain because of their
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simple mechanical structure.
4. What kind of quality control do you have?
5. This kind of air conditioning system is practical and economical for the needs of your
company.
There is no marked qualitative difference between the two.
Our certificate of quality is made valid by means of the official seal.
Nothing wrong will happen, so long as the quality of your article is good.
We will provide a fresh guarantee for the protection of the equipment repaired.

© L x® N

We sincerely hope the quality is in conformity with the contract stipulations.

B. Conversations in working place. Sort the pictures based on two conversations you

heav and then make dialogues.

1
Script:

Man (Quality Manager) Woman (client)

Miss Li, put on the helmet, please.

Thanks, Mr. Johnson. Do we need to put on the jackets too?

Yes. You'd better pay attention to protect your clothes. Now please watch your step.
OK. Is the production line fully automated?

Well, not fully automated.

| see. How do you control the quality?

£z 2z2:z£

We believe that the quality is the soul of an enterprise. Therefore, we always put
quality as the first consideration. All products have to go through five checks in the

whole manufacturing process.

=

Excellent. What's the monthly output?

=

One thousand units per month now. But we’ll be making 1,200 units beginning
with October.

What's your usual percentage of rejects?

About 2% in normal operations.

That's wonderful. Is that where the finished products come off?

£z 2k

Yes. Shall we take a break now?
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Keys:

(Conversation}2]

Script:

Man (project manager) Woman (client)

M:

W:

Keys:

80
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Sammy, | promise you that, our products are of the latest technology, best quality
and super functionality.

I've looked at your units, and | am very happy with them. Your goods are all far
above standard quality.

Yes. We spend a lot of money on quality management. All of our products have to
pass strict inspection before they go out. We don’t sacrifice quality for quick profits.

Well, we're really interested in placing an order under negotiation. We can start the
negotiations as soon as you want.

That's great. I'm glad we'll be able to do business together. I'll have some quotes
ready for you by tomorrow morning.

Fine. Also, would you mind if | asked to see a surveyor’s report of your products? |
may have a few more questions about your quality analysis.

No problem. | believe No one can match us so far as quality is concerned. We'll

make a good cooperation.
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\WIWATter=classISnacke

. To help students review the main ideas of quality management.

. To acquaint students with the implementation of TQM

. To strengthen students’ listening comprehension and oral English.

. Students look through the requirement and materials.

. Students finish the related exercises individually or in groups.

. Ask students to listen and fill out the missing information they have heard.

. Ask students to search and list some enterprises with excellent quality
management through the interne.

Procedure

. Ask students to make a presentation according to the clues given below.

A. Fill out the form with the information you have heard.

Script:

The Plan-Do-Check-Act (PDCA) cycle, also known as the Deming Cycle, applies the

scientific method to problem solving. It is a popular model for continuous improvement.
Nowadays, PDCA is widely applied to the field of Total Quality Management. As the name
indicates, it consists of 4 distinct steps: 1) planning, which refers to the act of identifying
opportunities for improvement and identifying ways of achieving these improvements;
2) doing, which refers to the actual implementation of the actions needed to effect the
change; 3) checking, which refers to the act of verifying whether the implemented changes
resulted in the desired improvements; and 4) action, which is what one does in response to
the effects observed.

In step 4, if the effects observed are the desired improvements, then the actions
implemented are made permanent and even deployed more widely. If the effects are

negligible or even negative, the cycle is repeated using a different plan of action.

Keys: 1. Cycle 2. method 3. improvement
4. TQM 5. opportunities 6. achieving
7. verifying 8. response 9. implemented

10. negative
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B. Search and list some enterprises with excellent quality management through the

Internet.
Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.
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I eaching Arrangement)

Teaching Periods |6 periods
Teaching Methods | Audio-lingual method & case-study method
» Grasp basic cognition about production management.
Teaching Aims » Be able to learn the methods and models associated with production management.
» Be able to list core responsibilities of production managers.
Contents Learning Focus
» Starter » Production management
Class 1 {» Learn to Know » Language points
. ( Passage One) » Text understanding
Teaching -
Process » Learn to Know » Production management methods and models
Class 2 (Passage Two) » Text understanding
Circumstance for Listening {» Listening comprehension
» Circumstance for Speaking I» Oral English in working place
Class 3 . I~ . . .
» Extension » Communication, presentation and discussion
Assignment After- > After-class Snack » qu dgscnptlon of production manager
class » Listening & speaking
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1. Product Management

Product management is an organizational lifecycle function within a company dealing
with the planning, forecasting, or marketing of a product or products at all stages of
the product lifecycle.

The role consists of product development and product marketing, which are different (yet
complementary) efforts, with the objective of maximizing sales revenues, market share, and
profit margins. The product manager is often responsible for analyzing market conditions
and defining features or functions of a product. The role of product management spans
many activities from strategic to tactical and varies based on the organizational structure of
the company. Product management can be a function separate on its own, or a member of
marketing or engineering.

While involved with the entire product lifecycle, the product management’s main
focus is on driving new product development. According to the Product Development and
Management Association (PDMA), superior and differentiated new products — ones that
deliver unique benefits and superior value to the customer — are the number one driver of
success and product profitability.

Depending on the company size and history, product management has a variety
of functions and roles. Sometimes there is a product manager, and sometimes the role
of product manager is shared by other roles. Frequently there is Profit and Loss (P&L)
responsibility as a key metric for evaluating product manager performance. In some
companies, the product management function is the hub of many other activities around the
product. In others, it is one of many things that need to happen to bring a product to market
and actively monitor and manage it in-market.

Product management often serves an inter-disciplinary role, bridging gaps within the
company between teams of different expertise, most notably between engineering-oriented
teams and commercially oriented teams. For example, product managers often translate
business objectives set for a product by Marketing or Sales into engineering requirements.
Conversely they may work to explain the capabilities and limitations of the finished product
back to Marketing and Sales. Product Managers may also have one or more direct reports
who manage operational tasks and/or a Change Manager who can oversee new initiatives.

http://en.wikipedia.org/wiki/Production_Management
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Production Management

2. Production Planning

Production planning is the function of establishing an overall level of output, called
the production plan. The process also includes any other activities needed to satisfy current
planned levels of sales, while meeting the firm's general objectives regarding profit,
productivity, lead times, and customer satisfaction, as expressed in the overall business plan.
The managerial objective of production planning is to develop an integrated game plan
where the operations portion is the production plan. This production plan, then, should link
the firm’'s strategic goals to operations (the production function) as well as coordinating
operations with sales objectives, resource availability, and financial budgets.

The production-planning process requires the comparison of sales requirements and
production capabilities and the inclusion of budgets, pro forma financial statements, and
supporting plans for materials and workforce requirements, as well as the production plan
itself. A primary purpose of the production plan is to establish production rates that will
achieve management’s objective of satisfying customer demand. Demand satisfaction could
be accomplished through the maintaining, raising, or lowering of inventories or backlogs,
while keeping the workforce relatively stable. If the firm has implemented a just-in-time
philosophy, the firm would utilize a chase strategy, which would mean satisfying customer
demand while keeping inventories at a minimum level.

Production planning establishes the basic objectives for work in each of the major
functions. It should be based on the best tradeoffs for the firm as a whole, weighing sales
and marketing objectives, manufacturing’s cost, scheduling and inventory objectives, and the
firm’s financial objectives. All these must be integrated with the strategic view of where the
company wants to go.

The production-planning process typically begins with an updated sales forecast covering
the next 6 to 18 months. Any desired increase or decrease in inventory or backlog levels can
be added or subtracted, resulting in the production plan. However, the production plan is not
a forecast of demand. It is planned production, stated on an aggregate basis. An effective
production-planning process will typically utilize explicit time fences for when the aggregate
plan can be changed (increased or decreased). Also, there may be constraints on the degree
of change (amount of increase or decrease).

The production plan also provides direct communication and consistent dialogue
between the operations function and upper management, as well as between operations
and the firm’s other functions.

http://www.referenceforbusiness.com/management/Or-Pr/Production-Planning-and-

Scheduling.html
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3. Production Management Techniques

If your business is built around the creation of a product, managing the manufacture
of that item dictates the degree of success your business enjoys. Understanding a variety of
production management techniques gives you a toolbox for approaching bottlenecks and
improvements. Even if you run a small business, understanding methodologies used by major
manufacturers may benefit your company.

* Definition

Production management covers the planning and implementation of the entire
production process, from the order of raw materials to delivery to the client. Any decisions
you make for your business within these bounds is an element of production management.
As a small business owner, you focus on problem-solving, efficiency of production and quality
of products. Production management systems abound. Most businesses build around one
system while drawing on elements of others, creating a custom blend that suits their market
and clients.

* Materials Requirement Planning

A given quantity of finished goods requires a given quantity of raw materials and
components to make them. Materials requirement planning systems are computerized tools
that manage when materials must be ordered to supply production at a later date. MRP
is effective when output quantities are known. Small business owners are often their own
MRP systems, storing the information needed to supply production in their knowledge and
experience. Activities such as computer tracking inventory and forecasting demand are MRP
activities.

* Just-In-Time

Just-in-time, or lean manufacturing, is a production management philosophy built
around the continuous reduction of waste. It is suited for businesses where production
efficiency is key. Anything that interferes with productivity is waste and, therefore, the enemy
under JIT systems. Techniques that support JIT philosophy include reducing inbound inventory
by creating supplier delivery schedules, minimizing outbound stock with customer delivery
schedules and constant work in-house reducing scrap material and wasted man-hours. These
techniques improve cash flow and maximize sales margins.

* Flow Control

Flow control, also called optimized production technology, focuses on the efficient
flow of material through the production process. The philosophy of flow control focuses on
bottlenecks. For example, an owner using flow control will not buy a machine capable of

1,000 units an hour if supply is only 500 units. Examine systems and determine where lowest

o
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Production Management

flow is experienced, then address that point and make sure it operates at full capacity. Flow
control applies well where maximum productivity is required.

http://smallbusiness.chron.com/production-management-techniques-45200.html

4. Production Safety Law of the People’s Republic of China

Chapter | General Principles

Article 1: The present law has been enacted for the purpose of strengthening the
supervision and administration of production safety, preventing and reducing safety
accidents, defending the safety of life and property of the masses, and promoting the
development of economy.

Article 2: The present law shall be applicable to the production safety of the entities
that is engaged in to the production and business operation activities within the territory
of the People’s Republic of China (hereinafter referred to as the production and business
operation entities). Where there are different provisions in laws or administrative regulations
concerning the safety of fire control, road traffic and transportation, railway transportation,
water transportation, civil air transportation, etc., such provisions shall be applied.

Article 3: For the administration of production safety, the guidelines of “safety first,
focus on prevention” shall be observed.

Article 4: The production and business operation entities shall observe the present
law and other relevant laws, regulations concerning the production safety, strengthen
the administration of production safety, establish and perfect the system of responsibility
for production safety, perfect the conditions for safe production, and ensure the safety in
production.

Article 5: The major person-in-charge of the production and business operation entities
shall take charge of the overall work of the production safety of the entity concerned.

Article 6: The employees of the production and business operation entities have the right
to production safety according to law, and shall also be obliged to perform their obligations
regarding to production safety.

Article 7: The trade unions shall organize the workers to participate in the democratic
management and supervision of the production safety of the entity where they work so as to
safeguard the lawful rights and interests of the workers in production safety.

http://www.lawinfochina.com/display.aspx?lib=law&id=2387&CGid=
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5. Key Principles of Effective Product Cost Management

Traditionally, product cost management (PCM) has been performed by cost engineering
experts, or by Value Analysis/Value Engineering (VAVE) team members who specialize in
cost reduction and/or support core business functions. These resources typically have strong
manufacturing backgrounds and may have worked as a supplier quote estimator. Their
expertise is unique and their domain knowledge builds over time, but it is extremely difficult
to duplicate and scale across products in a large organization.

Effective PCM requires a set of systematic activities, processes, and tools for use
throughout the enterprise to guide the above decisions to the lowest possible costs. This
enables manufacturing organizations to attack cost at the point of origin and yield the
greatest impact on product cost reduction.

% Core Cost Management Activities

B Studying the cost tradeoffs of different concept designs in the R&D stage

B Evaluating multiple design alternatives for lowest cost during NPI

B Evaluating the cost of proposed solutions to an engineering change order

B Evaluating multiple manufacturing and tooling alternatives for lowest cost, including

make vs. buy analysis

B Generating a detailed “should cost” to validate supplier quotes and ensure lowest

pricing

B Batch analyzing current prices of entire commodity groups to find over-cost outliers

B Evaluating multiple cost-down ideas on current products in real-time to identify the

highest potential reduction in the shortest amount of time
* Cost Management Processes f

The core activities above fit into various functions and processes over a product’s life
cycle and include key Cost Control Points during the overall development process. These
are measurable, managed checkpoints that dictate where and when people should perform
the activities outlined above. The output and results of these activities build on each other
throughout the product development lifecycle.

* Cost Management Tools

Effective PCM is also enabled by putting the proper tools in the hands of anyone that
impacts product cost. These tools help assess true product costs at a detailed level at any
stage and enable people to act on the appropriate opportunities to reduce costs.

http://www.industryweek.com/companies-amp-executives/key-principles-effective-

product-cost-management
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Lecturing Hints)
INStarten

To enhance students’ critical thinking.

To improve students’ ability in communication and listening.

To arouse students’ interest.

Students discuss the question in groups.

Students listen to the given passage and finish the exercises.

Ask students to list three important factors in the process of production.

Ask students to give some aspects that production design depends on.
Ask students to fill in the blanks with the exact words they have heard.

Procedure

WINI=IN =W =

Keys:
A. Please list three important factors in the process of production.

Open answers.

B. Please give some aspects that production design depends on.You may use the
following information.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

Script:

Lenovo’s New Production Plan
Apple Inc. isn't the only company planning to produce some of its 1. personal computers

in the U.S. China’s Lenovo Group Ltd. said in October that it will start manufacturing some
PCs in North Carolina next year.

For both Apple and Lenovo, U.S. production could have a positive 2. impact on
their reputation and 3. brand image at a time when most gadgets sold in the U.S. are
manufactured abroad. Apple and its foreign subcontractors have come under scrutiny by
international 4. labor groups over the workers’ conditions, particularly in China. Lenovo,
which acquired International Business Machine Corp. IBM’s PC business in 2005, is struggling

to raise its brand profile among U.S. consumers.
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Gerry Smith, Lenovo’s head of 5. global supply chain, said in an interview with The Wall
Street Journal in October that the decision to make PCs in the U.S. was part of the company’s

broader efforts to localize its production in each major market.

IFearnkto]Know,

Readjthelfollowingltwolpassagesilandithenlfinishitheltasks*

. To give students general introduction about production management.

. To acquaint students with production management methods and models.

. Students learn and comprehend the text.

. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.

Procedure

. Ask students to finish the exercisess
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Task 1. Mark (v) the words you know and search for other words from dictionary.
Keys: Open answers.

Task 2. Mark T (True) or F (False) for each sentence.

Keys: 1. F 2. T 3. F 4. T 5 F
PassagesTwol
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Task 3. Identify the paragraph marked with letter from which the statement is derived.
Keys: 1. c 2. f 3. a 4. d 5 b

.’ Task 4. Discuss the following questions with your partner.
Keys:  Open answers.

I iremsEnee feor Listaning

Listenltolthreelrecordingslandithenlfinishithejtasks¥

To improve students listening comprehension.

To acquaint students with common circumstances in production management

Students listen to conversations.

Students finish the related exercises individually or in groups.

Ask students to mark the information that mentioned.

Ask students to listen and choose the correct answer.
Ask students to listen and fill in the blanks with the exact words they hear.

Procedure

WINI=IN =N =

Task 1 Michel, a production manager, is giving a lecture on the benefits of efficient

production management. Mark (V) the information mentioned in the recording.

Script:

Production management is a process of planning, organizing, directing and controlling
the activities of the production. The efficient production management will give benefits to
the various sections of the society. They are:

* Consumers benefit from improved industrial productivity and increased use value in the
product. Products are available to them at right place, at right price, at right time, in
desired quantity and of desired quality.

* Investors get increased security for their investments, adequate market returns, and
creditability and good image in the society.
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* Employees get adequate wages, job security, improved working conditions and increased

personal and job satisfaction.

* Suppliers get confidence in management and their bills can be realized with -out any

delay.

*

Community enjoys benefits from economic and social stability.

* The nation will achieve prospects and security because of increased productivity and

healthy industrial atmosphere.

Keys: (V) 1.

V) 3. V) 7. V) 8.

Task 2 Grace and Lester are talking about production problems. Listen and choose the

correct answers.

S
N

Script:

Grace:

Lester:

Grace
Lester:
Grace:
Lester:

Grace:

Lester:
Grace:
Lester:

Grace:

Lester:

We're going to have a discussion about the production budget for our new
products

OK! What's the matter with the budget?

Well, it seems that we underestimated the costs. According to the factory, it will
cost about eight percent more than initially projected.

Let me see... Look at this, if my calculations are correct, we are about three
thousand dollars over budget.

That's right. It's going to cost about three thousand more to complete the first
order.

| see.

But if sales go as well as they should, that's still well within our profit margin.
Proceeds from sales of the first order will easily cover the cost of the second
order.

In other words, you only need a budget increase for the first order.

Exactly. After that, the product should finance itself.

OK. Well, you know, all major budget decisions must be approved by our CEO
and the financial officer.

Yes, | know. But you are the production manager, | thought that if | could get
your support first, it might make getting approval easier.

Well, you've got my support on this. I'll see what | can do to get the top brass to

agree.

o
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Keys:
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Paul shows Mr. Johnson around their production line and introduces their new

product. Listen and fill in the blanks with the exact words you hear.

Paul (production manager) Johnson (client representative)

Paul:

Johnson:

Paul:

Johnson:

Paul:

Johnson:

Paul:

Johnson:

Paul:

Johnson:

Paul:

Johnson:

Paul:

Johnson:
Paul:

Good Morning! Mr. Johnson. I'm Paul Smith, Production manager of ABC
Company. | take great honor to show you around our 1. production line, and
explain the 2. operation as we go along. Please feel free to ask questions at
any point during our tour, I'll be happy to answer questions for you.

That'll be most 3. helpful. Thanks, Paul.

This way please, Mr. Johnson. Here is our 4. main plant. We will take about
twenty minutes to 5. go through.

OK! Paul, what's this?

This is our new product— J 7 mobile telephone. Would you like to know more
about it?

Yes, | would. What does this button here do?

That button is for our call 6. screening function. It allows you to identify the

caller before you answer the call.

What else can you tell me about this phone?

This special phone utilizes state-of-the-art technology to bring you several
7. unique functions.

So, what are the unique functions?

Oh, for example, If you are outside of your service area, this cell phone can still
receive messages.

No kidding?

In addition to that, it has a vibration feature that will let you know when
you have a call if you don’t want the ringing sound to 8. interrupt important
meetings. Here is our 9. brochure with all the details.

That's fantastic! Paul, let's go on to take a look at your 10. laboratory.

Okay.
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Keys:

Keys:

Task 3.

Keys:

Procedure

Task 1.

Task 2.

PracticelorallEnglishfaccordingltoltheJrequirements

To improve students oral English.

To acquaint students with common circumstances in production management.

Students look through the requirement and design their oral show.

Students finish the related exercises individually or in groups

Ask students to make role-play based on the requirements.

Ask students to debate the pros and cons of flow production.

WIN|= N =N =

Ask students to make a presentation according to the clues given below.

Role-play

Answer omitted.

Debate the pros and cons of flow production.

Answer omitted.

Make a presentation according to the clues given below.

Answer omitted.

\WBEXxtension

Keys:

IR 2 Ask students to listen and sort the pictures based on two conversations

. To expand students vision about production management.

Aims , , ; o ,
. To practice their comprehensive skills in working place.

. Students look through the requirements.
Tasks

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

and then make dialogues.

A. Words in working place. Translate those sentences into English with the words or

—‘ LSS 5-8.indd 95

expressions provided.

1. Don't strive merely for quantity of production.

2. Production manager not only concerns functionality of product or service but also their
costs product/service costs.

3. We have succeeded in speeding up the production rate in the last few months.
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These measures are needed for both production management and research.

5. The basic task in operations is to take inputs in the form of resources and convert

them into output in the form of products and service.

. We must ensure safe development by strengthening management and oversight of

work safety and taking effective measures to prevent serious or exceptionally serious

accidents.

. The bottom line is that you need to try different productivity systems to see which

of them fits you well.

8. Our company has advanced manufacturing facilities and techniques.

9. Given the high level of costs involved, the operations function also has a prime role in

10.

managing the money flow.

This long strike has upset the tempo of production.

B. Conversations in working place. Sort the pictures based on two conversations you

hear and then make dialogues.

1
Script:

Man (boss) Woman (production manager)

M: Let's move to the last question of our production management.

W: OK, Shall we discuss the packing?

M:  Yes. You know, a well-designed package helps sell the goods, so the products must
not only be superior in quality, but also attractive in appearance. Therefore, packing
management is essential for us.

W: | agree. We have made a lot of improvement in packing. The new samples are
displayed in the showroom. | think you will find the new packing beautiful and quite
well-done.

M: Quite good. The beautiful design and bright color are just the European taste. How
are you going to pack our blouses?

W: We are going to pack them in boxes with a colored picture of the blouse on it.
Inside we'll use a transparent poly bag for the blouse ready for the window show.
You'll see that the blouses will appeal to the eye as well as to the purse.

M:  Wonderful.
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LtV

Keys:
(1) (3) (4) (2)
ComerEticn 2
Script:
Man (safety supervisor) Woman (production manager)
M: Hi, I am Gordon from security department. | am here to make sure your production
is all as safe as possible.
W: Thanks. | agree it is better to be safe than sorry. In order to enhance our safety
control, our company has established specialized safety administration rules, and
— has taken reliable safety measures. Moreover, we have accepted the supervision and
administration lawfully carried out by relevant administrative departments.
M: Good! Have you checked your extinguishers and fire detectors this month?
W: Yes Sir, we check them once a month.
M: Great. Have you practiced an evacuation plan?
W: What is an evacuation plan?
M: That is a plan for every employee of the production line to walk quickly out of the
building in case of an emergency.
W: | will talk to the boss about making an evacuation plan.
M: Just remember, don’t smoke inside, and always think safety first.
W:  Yes, safety first.
Keys:
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. To help students review the main ideas of production management.

. To acquaint students with the responsibilities of a production manager.

. To strengthen students’ listening comprehension and oral English.

. Students look through the requirement and materials.

. Students finish the related exercises individually or in groups.

. Ask students to listen and fill out the missing information they have heard.

. Ask students to search and list some successful cases of production
management through the Internet.

Procedure

. Ask students to make a presentation according to the clues given below.

A. Fill out the form with the information you have heard.

Script:

Production Manager

A production manager is essential for helping to plan, organize, coordinate and control
production within an organization. The main duty is to ensure that goods and services are
produced efficiently and are of correct quantity, quality and cost.
Main Job Tasks and Responsibilities
Plan a production schedule for the job.
Manage human and material resources to meet production targets.
Make decisions about equipment use, maintenance, modification and procurement.
Monitor quality standards of products.

Ensure implementation and adherence to health and safety procedures.

L D S I B

Estimate production costs and implement cost-control programs.

Education and Experience

* Usually require a college degree.

* Knowledge and experience in production and manufacturing processes and techniques
* Knowledge of quality systems and standards

* Knowledge of health and safety standards and compliance

* knowledge of business, finance and management principles

Key Competencies

* Critical thinking and problem-solving skills

% Co-ordination and control

o
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Keys: 1.

10.

coordinate
equipment
manufacturing

problem solving

S—

= _ R >
Production Management

b

cw
2. schedule 3. material
5. standards 6. safety
8. systems 9. finance

B. Search and list some successful cases of production management through the

Internet.

Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.
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Research and Develop-
ment Management

Teaching Arrangement )

Unit 7 R&D Management
Teaching Periods |6 periods
Teaching Methods | Audio-lingual method & case-study method
» Grasp basic cognition about R&D management
Teaching Aims » Be able to list the main responsibilities of R&D management
» Be able to list the core qualifications of a R&D manager
Contents Learning Focus
» Starter » Main duties of R&D management
Class 1 |» Learn to Know » Language points
. ( Passage One) » Text understanding
Teaching P
Process » Learn to Know » Necessary qualifications of R&D manager
Class 2 (Passage Two) » Text understanding
Circumstance for Listening |» Listening comprehension
Class 3 |* Circumstance for Speaking |» Oral English in working place
» Extension » Communication, presentation and discussion
Assignment After- | fter-class Snack > R&D management profile
class » Listening & speaking
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1. How to Raise Money for R&D

Research and development investigates how to improve existing
products or services or create new ones altogether, essential when it comes
to executing a new or improved idea or product into the marketplace. The
research component generates knowledge while the development phase
renders findings into a new or improved product or service. Individuals or
new businesses will typically need money in the form of investments, angel

funding or grants in order to begin this process.
You'll need to start with a solid business plan when raising money for research and

development. The strongest business plans will contain estimations of expected income as
it relates to your product or service once it reaches the marketplace. It's also a good idea to
include information regarding technology and potential future products within the context of
R&D.

Sourcing money for R&D isn't easy, considering most investors want a proven product
with verifiable sales before risking their money. That doesn’t mean a promising idea can't be
properly funded, however. To make the most of your efforts, you must be specific in how you
will use money for R&D. Describing your efforts in generic terms is typically unacceptable.
Use precise terms to maximize your funding considerations. Break down your research
and development ideas into steps to clearly articulate how money will be spent during this
phase and what results are to be expected, such as the development of a prototype or initial
approval by regulatory agencies. Look to universities, enterprise sponsors and grants for
funding at this stage.

Once you have secured any kind of funding, try raising additional money for R&D with
the help of venture capitalists that are interested in your industry. Start with local investors
first. Local VCs are hands-on and can lead to greater opportunities if additional funding
is secured. Always research your VC first by looking at past projects and pitching your
idea to only those with a relevant background in your industry. Check to see if the VC has
an investor group associated with funding — if it doesn’t, the deal may take longer than
expected to fund. It may be a good idea to stick with VCs that have an investor group to
ensure quicker disbursement of funding.

http:/Avww.ehow.com/info_12303736_raise-money-rd.html
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2. Global R&D Management

Global R&D management is the discipline of designing and leading R&D processes

globally, i.e. across borders, in multi-cultural and multi-lingual settings, and cutting across
multiple time zones. In addition, managing R&D organizations, and ensuring smooth transfer
of new know-how and technology to other groups or departments involved in innovation.
Global R&D teams trade the benefits of collocation and centralization with the benefits of
local responsiveness, local insight and global synergy.

Global R&D management today benefits the automotive, aerospace, medical, software
and video game industries, among many others. In order for companies to achieve their
objectives of a timely and cost-effective product development it often requires seeking
resources outside the company confines. This can range from outsourcing non-core activities
to co-development and collaboration.

Industrial R&D has globalized since the 1950s, when e.g. the US company IBM started
a research center in Europe, but it was not before the 1990s that global R&D reached
noteworthy proportions in any firm. Access to local technology, access to local markets, and
merger and acquisitions of parent companies led to a dispersion of R&D activities worldwide.
Various estimates now put the average internationalization of R&D at 10% to more than
50%. Great variances among companies even within the same industry exist, indicating that
there is no single normative strategy to determine the dispersion or globalization of R&D.

Global R&D Management requires that engineers, scientists and managers be trained for
competence in cross-cultural communication, a skill not often taught in engineering schools.
Practical Books on the topic include as Cross-Cultural Dialogues: 74 Brief Encounters with
Cultural Difference” by Craig Storti. Practical workshops on communication with India are
offered by Amritt, Inc and on China by lonis International.

http://en.wikipedia.org/wiki/Global_R%26D_management

3. Business Intelligence and Innovation Analytics

Many companies celebrate their commitment to the promise of innovation, but very few
can articulate the financial or economic impact it has on their business. The promise of “big
data” is ubiquitous, yet companies don’t know how to utilize data to harvest insights and
drive better decision making.

Kalypso's Business Intelligence and Innovation Analytics practice helps organizations
measure, manage and increase the value of innovation. By aligning innovation performance
to strategy, companies can develop a more informed, action-oriented decision making

process to achieve better results.
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Research and Development
Management

The business-driven perspective helps organizations run innovation like a business,
focusing on results and enabling organizational accountability. Our team provides a
holistic approach to improving innovation performance and results by developing business
intelligence strategy, implementing enabling technology, and instituting organizational
change and adoption.

http://kalypso.com/capabilities/business-intelligence-innovation-analytics

. R&D Management in Automotive Industry

Energy efficiency, platforms like AUTOSAR, IP based car networking, and global
standards like the ISO 26262 are the current main drivers of innovation and change in the
Automotive industry. Software-intensive systems as used in automobiles, aircraft, medical,
transportation, utilities and industrial automation deliver today 50-70 percent of the value of
these solutions, and this will further grow.

R&D Management practice provides a strategic cross-functional approach that identifies
and integrates critical management functions, processes, alliances, tools, and metrics that are
crucial to developing an R&D organization that cultivates success.

We start with an organization assessment and benchmarks your organization’s
performance in each of the R&D functions. Our team then develops a strategic roadmap of
the improvement areas for each of these functions, detailing the Process, Tools, Organization
and Metrics for each to operate successfully.

http://www.ardmc.com/home/consulting-services/r-d-management

. Checklist for Introducing a New Product

Introducing a new product is not an easy task. Companies often spend large sums of
money to ensure the proper steps are taken before launching a new product into the open
market. Steps such as market research, product testing and developing a sound marketing
strategy are all critical to the successful launch of a new product.

* Market Research

Market research should always be the first step before introducing a new product.
Research can be conducted by gathering information from potential customers via surveys
or online polls. This helps solidify whether a product has a place within the market. Also,
gathering sales and production statistics from similar products can help make decisions in

regards to distribution and pricing.

o
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* Product Testing
With a prototype product in place, testing the product at a public level is critical to

determining if any modifications or improvements will need to be made before launching the
product into full-scale production. Depending on the product, these tests can be conducted
by market-research companies or by demoing the product at public trade shows to gather
public opinions.
* Distribution

Choosing a distribution company is key to launching a successful product. The chosen
distribution home should fully support the product, be able to meet the potential supply and
demand, and operate at a cost that ensures the company will be able to place the product at
a price point that consumers are satisfied with.
% Price Point

Often it is wise to offer a special “sale” or lower price when launching a new product.
This may initially result in a lack of profit, but often helps create a sufficient return-customer
base when reinstating the original price to the product.
* Product Training

Consumers are more likely to purchase a product that the retail staff is knowledgeable
about. The retailer that will be carrying a new product should be given sufficient product
training. This will ensure that customers receive the proper knowledge about the product in
order to make an informed purchase.
* Marketing the Product

A sound marketing plan to support the product’s launch is the final — and the most
critical — step. A top-notch marketing plan should include advertising via trade shows,
promotional literature, technical literature, product sampling, promotional incentives, website
and online banner ads. While marketing is a critical step, it must be in sync with the other
steps to ensure a successful launch.

http://www.ehow.com/list_6782668_checklist-introducing-new-product.html
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Lecturing Hints )
I SEmrer

. To enhance students’ critical thinking.

. To improve students’ ability in communication and listening.

. To arouse students’ interest.

. Students discuss the question in groups.

. Students listen to the given passage and finish the exercises.

. Ask students to list three organizations with excellent R&D performance.

. Ask students to pick out the most important activities of R&D
Procedure management and state the reasons.

Ask students to listen to a passage about R&D management and fill in
the blanks

Keys:
A. Please list three organizations with excellent R&D performance.

Open answers.

B. Please pick out the most important activities of R&D management and state your
reasons.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

Script:

Creating and Capturing Value Though Innovation

R&D is becoming leaner, innovation processes have been sped up, patent numbers are
still increasing every year, but top executives ask themselves: Is there really 1. an increase in
value for the firm?

The core task of R&D management and innovators is to create and capture value. But
this becomes more and more difficult as the globalization of technology, R&D and markets
2. speed up the diffusion process including the attraction of imitators. Management has
to address the reasons why innovation drops down. The basic questions for innovation
3. researcher remain the same, but the answers have changed. Some of the key topics in the

future remain: globalization of R&D and innovation, virtualization of innovation teams, and
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crowd sourcing create totally new 4. challenges for management. How to keep the spark of
creativity? How to capture the innovation output? In what ways can IP — as the new currency

in the 5. knowledge economy — be externally commercialized? In more and more firms, R&D

is also no longer limited to technology. The area of business innovation has just begun.

I [Leam e Koo

[Reex] Te elllowing tre passages aned Them {iifidh The tade:

1. To give students the general introduction about R&D management.

CULERES 0 To acquaint students with details of responsibilities and duties of R&D
management.

Students learn and comprehend the text.

Tasks — T .
Students finish the related exercises individually or in groups.

Ask students to analyze the texts.

Procedure

N|—=|N]|—

Ask students to finish the exercisess

[RassagelOne]
SHEEL
MAEERINE

HREFXER, MARFRERL, ERERTHDEE—NEREAE, TlMed b
RRETRA TS, FRARTRERK, ALEROIEF S ARGEE, AL, W
iR, R ANE R AL PR R =A,
i H p s

R B A — AN A, AT A A AR Lk E AR E B 69 fhAk
HAERBRARALERLG—ANAEZXETRGRY, BARARSERTADGE N E
*, mMARETE
HisaiEnt

MRTHER, FFARBLRFRENFELEWN T X RHRTIHOE R, A A T3
T % P EJEAL R A0 = 0, XAFRET 4 8 THEE, kT TR A= R
AT A = st e,

WEEPEANEE, it —miAZRARAE—IHSHANK, FEEEPFHT
Tt DA AT 2 B T VAR — s kA BB, X AR F AR A AR AT 64 A 7 IS IR E R A
FAE B, A AR B R A AR B R IR e BT A T VAR R BT
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Management
A AR
B0 AT E S e AR R MR R, B Y 8 BE AR I ) TR, B 3R AR A AT e A
B R FIHRG A E, AR ELT MR B TR TRE AR,
A RE F L AEGAIRBN B TR AT, HA1REETFIRR B 69 %5 7 @ &% e T
AT, Blde, 23S GIM SRS, MR R T AR 5 49 A

Task 1. Mark (v) the words you know and search for other words from dictionary.

Keys:  Open answers.
Task 2. Mark T (True) or F (False) for each sentence.
Keys: 1.7 2. F 3. F 4. T 5 T
[Passage}Twol
SEVENL

AR A— B MR Z1E

R ERE SRS LT BRIBLEY HREFL . BRA—LHALZRE, §
ZHEFEITMRE LN F 5 2%, RAINEZLEHAMNORFFIE, IEZKRFAHRS
fidp A F %0 THZ,

VAT AFARZE G AR S PRI 6 — 235 T3,

B, RESGERFFAA, £V EAHRA SR F G IR AR AN KA T R, 4
S, BEACH SR E, B4 PR AR AR,

kR FFAE, R EIRAERA —ANFEE R, ARG AL Z2, R
& AR 3T b B

Besh, AREF) B K S0 TR A 5 AR kAR K GG B K ARG 52 3] e R R

KRG, RBIFEEA SRS & Lof K a5 R AR TR E TAE, X6y TAEILA T
VLB MANGE, RASMBIGL, LT AR EZRBIERNEG TR,

ERFEITVRES S TAERFRI LT 5k Twy, LEy THEALFTRA LIRXS
B AR A, AR, AR S NG RAMA S S EEE R, A AR R PRI,

de RRRAEANFEE, BT A LLEZSN, RELMEA ZFALAFEZE, X
FTEFRRI B T ETEHRE,

LR REBWHALETRGIIE, REIENS) BWE—ANMAMBEIRBERA— 4
R %3,

Task 3. Identify the paragraph marked with letter from which the statement is derived.

Keys:

1. F 2. D 3. C 4. H 5.1

Task 4. Discuss the following questions with your partner.

Keys:

Open answers.
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I CiremsEnee for Listening

Listenltolthreelrecordingslandithenlfinishithejtasks¥

To improve students’ listening comprehension.

To acquaint students with common circumstances in R&D management.

Students listen to conversations.

Students finish the related exercises individually or in groups.

Ask students to mark the information that mentioned.

Ask students to listen and choose the correct answer.

Procedure

WIN| = N =Ny =

Ask students to listen and fill in the blanks with the exact words they hear.

Task 1 Vincent, the HR manager in a chemical company, is giving a speech about the
qualifications and roles of chemical R&D managers. Mark (\) the information

mentioned in the recording.

Script:

Chemical R&D managers generally begin their education with education in chemistry
or chemical engineering. Many then add knowledge of other related disciplines, such as
life sciences and material sciences as a broad base of knowledge, which is essential to an
effective project manager. While an advanced degree is not necessary, opportunities are
expected to be best for those with doctoral degrees, who are creative and who remain up to
date with emerging research in their fields.

Chemical R&D managers lead a team of scientists and technicians working on a
particular project. The manager is responsible for day to day oversight, direction and
development of the personnel within his team and may come to be responsible for large or
multiple projects.

The role of manager can require longer work hours and more stress than the chemical
technical career path, but often pays more and provides more career growth potential.

Most chemical R&D managers work for large companies or the federal government.
There is very little opportunity for self employment in this industry, although increasing

innovation has provided opportunities for some small and new companies.

Keys: (V) 1. V) 3. V) 4. (V) 6. V) 8.
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An R&D manager is inquiring about their new mobile phone. Listen and choose

the correct answer.

Script:

Keys:

Task 3

Keys:

M (R&D manager) W (R&D staff)

M: Our shareholders are quite interested in the development of our new mobile phone.
How’s the project going on?

It's exactly running on schedule. We have finished the model yet.

That's great. Do you bring it here?

Yes, here you are.

Well, what does this button here do?

That button is for our call screening function. It allows the users to identify the caller

S

before answering the call.
What a special design! What else?
If the users are outside of their service area, the phone can still receive message.

Well done! Anything else?

£z

The specially designed system will bring our clients several unique functions. Here is

the brochure with all the details.

M: OK, I'll read this carefully later. Then what is your budget for each machine?
W:  Our cost will be no more than 110 dollars.

M: That's acceptable. I'm sure they will be satisfied with the design.

1. B 2. C 3. B 4. C 5 A

Ms. Evans is interviewing Mr. Yang, an R&D manager. Listen and fill in the blanks

with the exact words you hear.

E (Ms. Evans) Y (Mr. Yang)

E: Good morning, Mr. Yang. I'm 1. delighted that you can take the interview here
today.

Y: Oh, the pleasure is mine, Ms. Evans. | was wondering what information | can share
with you.

E: Well, we learned that your company 2. plans to develop a new EBP. Is this real?

Y: Yes, that's 3. our schedule.

E: So, what is EBP?
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Keys:

Q’ Task 2.

Keys:

Task 3.

Keys:

110
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Task 1.

Y: As you probably know, EBP 4. stands for Electronic Book Player. There are many

uses.

E: Could you tell us if the original EBP 5. sold well in the U.S.?

Y: Yes. ABC Company put the original EBP 6. on the market a year ago, but we have
the idea to develop 7. an improved model which we believe will be 8. a big seller in
both China and the U.S.

E: Then in what ways the new EBP is better than the old model?

Y: First of all, the old model had a rather small 9. screen, so not much information

could appear at one time. So on the new model, we'll make the screen much bigger.
E: It's 10. amazing. | do hope | can get a new EBP soon.

Y: You certainly will, | promise!

CircumstancelfodSpeaking
RracticelorallEnglishlaccordingltolthe]requirements®

To improve students’ oral English.

To acquaint students with common issues in R&D department.
Students look through the requirement and design their oral show.
Students finish the related exercises individually or in groupss

Ask students to make role-play based on the requirements.

N|—= N =N =

Ask students to debate the pros and cons of the need of R&D experience
for R&D managers with their partner.

Procedure

3. Ask students to make a presentation according to the clues given below.

Role-play

Answer omitted.

Debate the pros and cons of the necessity of R&D experience for R&D managers
with your partner.

Answer omitted.

Make a presentation according to the clues given below.

Answer omitted.
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Research and Development .
Management

\WBEXxtension

. To expand students’ vision about R&D management.

Aims , , ; o ,
. To practice their comprehensive skills in working place.

. Students look through the requirements.

Tasks

. Students finish the related exercises individually or in groups.

. Ask students to express sentences in English.

IR D Ask students to listen and sort the pictures based on two conversations
and then make dialogues.

Keys:
A. Words in working place. Translate those sentences into English with the words or
expressions provided.
1. We hope your design and the color will be strongly attractive to the American people.
2. The Employer shall render correct technical guidance to the personnel.
3. Design not only concerns functionality but also product costs.
4. Product diversification is an important factor in today’s increasingly competitive

markets.

v

Recently, our enterprise possesses 18 employees who engage in R&D of products.
6. Identifying the key risk factors is becoming increasingly important to R&D project risk
management.
7. We own excellent management team, advanced research technology, modern
equipment as well as strict quality control system.
8. R&D management should considerate cost and cost-effectiveness.
9. Introducing a proper project R&D management system are helpful for an enterprise to
achieve its goals.
10. We can hire IBM for help setting up core functions, including research and

development, product development and financial management.

B. Conversations in working place. Sort the pictures based on two conversations you

hear and then make dialogues.

1
Script:

Man (R&D manager) Woman (assistant)

M: Lucy, we are going to have a meeting this Thursday afternoon.

W: You mean the recommendation for our new products?
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M: Yes, it is an important meeting. Please make the necessary preparations for it.

W: | have already arranged the time and place. What else do you want me to prepare for?

M: | want to show our customers the design of our new laptop computers. You'd better
confirm the copies.

W:  OK, I will. So how about the samples of laptop computers?

M: No, the R&D staff has only worked out a model. So, bring the model, and that's
enough.

W: s it on the shelf in your office?

M: That's it, exactly. By the way, don't forget to invite Mr. Yu. He is very good at

marketing.
W: Mr. Yu, got it. Anything else?
M: No. That’s all.

Keys:

(Conversation}2]
Script:

Man (R&D manager) Woman (project leader)

M: Clara, could you stay a few extra minutes to discuss your design of the new car with
me?
W: Sure. A few of the graphic designers are a bit behind in their work because of

computer problems. But they've agreed to work over-time until it's finished.

M: I'm impressed. When is it due?

W:  Well, | suppose Monday morning, just before the R&D conference in the afternoon.

M: That's right. By the way, what's the fuel consumption of the new car? Have you
tested that?

W: Yes, it's 5 liters per mile.

M:  Wonderful! You have succeeded in solving the biggest problem.

W: Thanks for saying so.

M: | know you have a tight schedule, but you and your team need a good rest, say,
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some physical exercises.
W:  Yes, thank you!

Keys:

\VIWAfter=classiSnacke

. To help students review the main ideas of R&D management.

. To acquaint students with R&D management.

. To strengthen students’ listening comprehension and oral English.

. Students look through the requirement and materials.

. Students finish the related exercises individually or in groups.

. Ask students to listen and fill out the missing information they have heard.

. Ask students to search and list some popular methods on R&D
management through the Internet.

Procedure

. Ask students to make a presentation according to the clues given below.

A. Fill out the form with the information you have heard.

Script:

The R&D Management Conference 2016, with the objective of creating and capturing

value through R&D management and innovation, is going to be held in Paris, France from
23" to 25" May. The aim of this year’s R&D Management Conference is to comprehensively
explore how 21st century organizations will create, capture and deliver value.

Papers are welcomed from a broad range of scientific communities and industrial
sectors. They should explain the implications and opportunities and advance the theory or
practice of R&D and innovation management.

There are four good reasons to attend this conference. Firstly, the meeting will
update of what is new in value through R&D management and innovation. Secondly,

representative will have the chance to discuss some special issues in peer-reviewed
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Keys:

journals, such as R&D Management Journal, Prometheus Critical studies in innovation,

International Entrepreneurship and Management Journal, International Journal of Technology
Management, ect. Thirdly, you can enjoy one of the main achievements in micro and nano
technology. And finally, all of you will enjoy the beautiful hi-tech environment of the capital
of the French Alps.

1. 25" May 2. Paris, France 3. capture value
4. deliver 5. opportunities 6. advance
7. To update 8. journals 9. main achievements

10. hi-tech environment

B. Search and list some popular organizations specialized in providing suggestions
on R&D management through the Internet.
Answer omitted.

C. Make a presentation according to the clues given below.

Answer omitted.
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Teaching Arrangement )

Unit 8 Information Management

Teaching Periods |6 periods

Teaching Methods | Audio-lingual method & case-study method

» Grasp basic cognition about information management
Teaching Aims » Be able to learn the important steps of enterprise information management..
» Be able to know the core functions of information management.

Contents Learning Focus
» Starter » Enterprise Information Management
Class 1 {» Learn to Know » Language points
( Passage One) » Text understanding
Teaching » Learn to Know » Information technology in business
Process Class 2 (Passage Two) management
» Circumstance for Listening {» Text understanding
» Listening comprehension
» Circumstance for Speaking I» Oral English in working place
Class 3 . I~ . . .
» Extension » Communication, presentation and discussion
» Management information systems in business
. After- o .
Assignment » After-class Snack decision making
class R .
» Listening & speaking
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1. What is Information Technology (IT)?

Information technology is the application of computers and telecommunications
equipment to store, retrieve, transmit and manipulate data, often in the context of a
business or other enterprise. The term is commonly used as a synonym for computers and
computer networks, but it also encompasses other information distribution technologies
such as television and telephones. Several industries are associated with information
technology, such as computer hardware, software, electronics, telecom equipment, Internet,
semiconductors,e-commerce and computer services.

In a business context, the Information Technology Association of America has defined
information technology as “the study, design, development, application, implementation,
support or management of computer-based information systems”. The responsibilities
of those working in the field include network administration, software development and
installation, and the planning and management of an organization’s technology life cycle, by
which hardware and software is maintained, upgraded and replaced.

Humans have been storing, retrieving, manipulating and communicating information
since the Sumerians in Mesopotamia developed writing in about 3000 BC, but the term
information technology in its modern sense first appeared in a 1958 article published in
the Harvard Business Review; authors Harold J. Leavitt and Thomas L. Whisler commented
that “the new technology does not yet have a single established name. We shall call it
information technology (IT).” Based on the storage and processing technologies employed, it
is possible to distinguish four distinct phases of IT development: pre-mechanical (3000 BC —
1450 AD), mechanical (1450-1840), electromechanical (1840-1940) and electronic (1940-
present). This article focuses on the most recent period (electronic), which began in about
1940.

http://en.wikipedia.org/wiki/Information_Technology#Data_storage

. How Has Information Technology Been Used for Automating Business

Information technology can be roughly defined as using computers and
telecommunication systems to store and share information. Businesses use information
technology to automate many kinds of tasks, which can save both time and money.
Businesses who successfully automate can then use that time and money for other business

purposes.

o
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* Email

Businesses use mass emails to disseminate information to employees. For example, the
Mail Merge function in Microsoft Outlook can send an email to multiple recipients. Unlike a
physical bulletin board in the workplace, businesses can use email to disseminate information
to anyone in the world with an Internet connection. Mass emails also save time by avoiding
the need to make phone calls on a one-on-one basis when employees are away from the
office.
* Customer Service

Some businesses set up an automated help desk to handle customer service. Online
customer-service software saves time in much the same way as automated phone systems.
However, you can create a complete knowledge base online that is often more helpful
than an automated phone system, as there’s room to provide highly detailed instructions or
tutorials on technical issues. Online customer-service software also typically has a system for
submitting support tickets if a customer cannot find an answer in the knowledge base.
* Shopping Carts

Online shopping carts automate the development of a customer database. When a
visitor wants to purchase a product online, the shopping cart software automatically takes
the order and asks for his personal information. The shopping cart aggregates all customer
information into a database which the business can then manage as it sees fit. Web hosts
typically provide a shopping cart as part of their hosting packages at no extra charge. Fees
for hosting packages start at around $5 per month, as of the time of publication.
* CRM Software

Software for customer relationship management, or CRM, streamlines the sales process.
For example, when a company puts a business prospect into the database, the software
can automatically place the prospect into several different databases, such as a schedule for
follow-up marketing calls. This saves time on data processing. A company can also provide
access to the system to members of the sales staff and management team, which saves time
on document sharing and administration.
* ERP Software

Large companies can purchase software for enterprise resource management, or
ERP. This software contains different modules designed to handle a particular facet of the
business.

http://smallbusiness.chron.com/information-technology-used-automating-business-

processes-34298.html

o
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3. Business Benefits of Information Technology

Information technology, also known as IT, is a comprehensive term that includes all
types of technology used to exchange, store, use or create information. Commonly used
information technology equipment includes computers, servers, peripheral devices, Internet
connectivity equipment and phone systems. From basic computer terminals to IP-based
telephony systems, information technology is an integral part of most modern business
operations.

* Communication

Rapid communications can help increase productivity, allow for better business decision-
making and ease a company’s expansion into new territories or countries. Email servers,
routers, internal company billboards and chat services can serve as the backbone of a
company’s communications. These electronically based communication systems are used
to disseminate routine and critical business information in a quick and efficient manner. IT
equipment can be used to send business status reports to executives, to update employees
on critical business projects and to connect with business partners and customers.

* Efficiency

Streamlined work flow systems, shared storage and collaborative work spaces can
increase efficiency in a business and allow employees to process a greater level of work in
a shorter period of time. Information technology systems can be used to automate routine
tasks, to make data analysis easier and to store data in a manner that can easily be retrieved
for future use. Technology can also be used to answer customer questions through email, in
a real-time chat session or through a telephone routing system that connects a customer to
an available customer service agent.

* Competitive Advantage

Adoption of information technology resources allows companies to maintain a
competitive advantage over their rivals. Companies using a first-movers strategy can use
information technology to create new products, distance their products from the existing
market or enhance their customer services. Companies that follow a low-cost product
strategy can look to information technology solutions to reduce their costs through
increased productivity and reduced need for employee overhead. Businesses can also build-
in information technology to their products that makes it difficult for customers to switch
platforms or products.

* Economic Efficiencies
Companies can harness information technology resources to lower their costs. Using

IT infrastructure, redundant tasks can be centralized at one location. For example, a large

o
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company could centralize their payroll function at one location to lower employee costs.
Economic efficiencies can also be realized by migrating high-cost functions into an online
environment. Companies can offer email support for customers that may have a lower cost
than a live customer support call. Cost savings could also be found through outsourcing
opportunities, remote work options and lower-cost communication options.

http://smallbusiness.chron.com/importance-product-positioning-marketing-plan-24275.htmi

. Business Strategies for Information Technology Management

Information technology management is a process companies use that takes advantage
of available information technology resources to create competitive business operations.
Business owners and managers may struggle to fully implement information technology
into their company because of expense, maintenance and upgrade requirements. However,
developing information technology management strategies can help company owners and
managers find the best ways to use technology to improve their company’s operations and
standing in the business environment.

% Corporate Strategy

Corporate strategies set the overall direction of a company. Business owners and
managers typically determine which economic markets the company will operate in, how
the company will acquire resources and how to diversify products in the marketplace.
Information technology can help a company achieve these goals, for example, through the
use of a website to sell goods or services in markets where the company does not have a
presence and by electronically ordering materials from suppliers and using business software
to create forecasts for production and sales.

% Business Strategy

Business strategies focus on one division, department or product line in a business.
Owners and managers can use information technology to transfer information between
departments and integrate activities to cut eliminate needless activities. Many businesses
successfully use information technology to improve their internal business functions. Creating
and using information technology-based strategies helps owners and managers set goals and
objectives and conduct a performance review process to determine how well the company
achieves these objectives.

* Functional Strategy

Functional strategies use information technology to focus on the management of

specific, daily activities that occur in a business. These strategies help improve accounting,

finance, human resources or research and development. Information technology—primarily

o
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computers, software applications and intranets—allow companies to automate manual

processes and improve individual employee output. While this can sound simple in theory,
actually putting information technology to work can be complicated, especially for large
organizations. Functional strategies attempt to improve a company from the bottom up,
using short-term time frames to complete the implementation process.
http://www.ehow.com/list_6897354_business-strategies-information-technology-

management.htm|

. Database Management System

Database management systems emerged in the 1960s to address the problem of storing
and retrieving large amounts of data accurately and quickly. One of the earliest such systems
was IBM's Information Management System (IMS), which is still widely deployed more
than 40 years later. IMS stores data hierarchically, but in the 1970s Ted Codd proposed an
alternative relational storage model based on set theory and predicate logic and the familiar
concepts of tables, rows and columns. The first commercially available relational database
management system (RDBMS) was available from Oracle in 1980.

All database management systems consist of a number of components that together
allow the data they store to be accessed simultaneously by many users while maintaining
its integrity. A characteristic of all databases is that the structure of the data they contain is
defined and stored separately from the data itself, in a database schema.

The extensible markup language (XML) has become a popular format for data
representation in recent years. Although XML data can be stored in normal file systems, it is
commonly held in relational databases to take advantage of their “robust implementation
verified by years of both theoretical and practical effort”. As an evolution of the Standard
Generalized Markup Language (SGML), XML’ text-based structure offers the advantage of
being both machine and human-readable.

Data retrieval

The relational database model introduced a programming-language independent
Structured Query Language (SQL), based on relational algebra.

The terms “data” and “information” are not synonymous. Anything stored is data,
but it only becomes information when it is organized and presented meaningfully. Most of
the world's digital data is unstructured and stored in a variety of different physical format
seven within a single organization. Data warehouses began to be developed in the 1980s to

integrate these disparate stores. They typically contain data extracted from various sources,
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including external sources such as the Internet, organized in such a way as to facilitate
decision support systems (DSS).

http://en.wikipedia.org/wiki/Information_Technology#Data_storage
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I SErE?

To enhance students’ critical thinking.

To improve students’ ability in communication and listening.

To arouse students’ interest.

Students discuss the question in groups.
Students listen to the given passage and finish the exercises.

Ask students to name three ways to manage your private information.
Ask students to list some benefits of information technology in your daily life.

Ask students to listen to a passage about cyber-security protection and fill
in the blanks.

Procedure

WIN[= N2 W N =

Keys:
A. Please list three ways to manage your private information.

Open answers.
B. Please list some benefits of information technology in your daily life. You may use
the following information.

Open answers.

C. Please fill in the blanks with the exact words you have heard.

Script:

Cyber-security Protection
Cyber-security is now a national threat on a par with terrorism, according to top
U.S. intelligence officials. According to Alan Paller(founder of cyber-security research and
education organization SANS Institute), companies can take the following four actions to
immediately improve their cyber-security profiles:

Firstly, inventory authorized and unauthorized 1. hardware: Use active monitoring and
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configuration management to maintain an 2. up-to-date inventory of devices connected to

the enterprise network.

Secondly, identify vulnerable or malicious software to relieve or root out 3. attacks:
Create a list of authorized software for each type of system, and deploy tools to track
software installed and monitor for unauthorized or unnecessary software.

Thirdly, 4. secure configurations for hardware and software on laptops, workstations

and servers.
Finally, Continuous vulnerability assessment and remediation: Proactively identify and

repair software vulnerabilities reported by security 5. researchers or vendors.

I Leam e Kaow

Readjthelfollowingltwolpassagesilandithenlfinishitheltasks*

. To give students the general introduction about Enterprise Information
Management.

. To acquaint students with details of information technology in business
management.

. Students learn and comprehend the text.
. Students finish the related exercises individually or in groups.

. Ask students to analyze the texts.
. Ask students to finish the exercises.

Procedure

[PassagelOne
=338
LlfEEER
43 8 TR AT B H AR BRI AR R 8 — A RAE, %i%ﬁ&ﬁﬁm%%ﬁﬁ%%
kAR, X—FEAREE, SRFEEEY, AR AL TERE,
%i?ﬁﬁk%%&ﬁﬂiﬁo@éﬁ*kwﬁﬂAk%%@ﬁ@k\%%ﬁ%%ﬁb
P BERREHEMERNEWA X, JUFEH TAERRAB Rt A, b TRmA%
WAy Z AR, FHAE B AR BTG 89 F I+ 5 A AR
T S E R
AR ARE ST A48 AR RB A AMEGZ L, WL BE X FAALF R LA
FHH LIRER, HRRAEFRAASEG LB BN LR EL TR, FiE AL,
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Task 1.  Mark (V) the words you know and search for other words from dictionary.
Keys:  Open answers.

Task 2. Mark T (True) or F (False) for each sentence.

Keys: 1. T 2. T 3. F 4. T 5. F
[PassagejTwo)
SHEENL:
LI ERRHEERA

RAGBEEH AL, 45 8HRHT AL %8 P RT R H, REFZN G LA
B 48 AR ERAFRASE, AL SR A BB 60 3 T AR A SO
ARG Ak, E Bk B3R R EBUE R AR B H A AR BHE T
bl

WA RO R AN 0 S THIET . AN B AR A
HARM AT I R0 KA R R . Rt F 8 T e
1. BT B G — AR A, Ao R KRS, AR TR R TS R T
B AN ER LS WA 5 BRI K369 B 00 AF TS AR P K AT
FEFERKRTAY 2K S E%,
i

R AKRBERNE A, RAVELER LHRALTFRA—AESFE, AEHR LT
AFEAT, AFER, WEHZ, BEEH. EEEMS LT EA SR oiElh, —4
4SS HR 8 B4 TR AT — A AR B, KA R B f— ) AL, R

123

W 188 5-8.indd 123 $ 17/8/4 F7F12:20 (




SR AR TS, FAthTh AR IR AR B4R 09 P sk ak B KRR AR GAEATAE B, ARAE A R A £k
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5 EHR
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SEFRBAMA T, WEBRRE, MARIAMAELEESHA, A ANLIEREEST
0913 B R B BN 8] A Ak AR F A 4R T AR BT
HIRSIE

1 R T AR A 38 SR AR A SR A R B R, R LR R
Al Far SRR P RMEREE, 2R REIERBI R PR IAR S RRAL L BT i
Btk , WdeiTE R E KL, BN AR TR, RIT ARG O MR £ AT
IR# 438 A R A K M, R B A ERER AL B E MR E L,

Task 3. Identify the paragraph marked with letter from which the statement is derived.

Keys: 1. C 2. E 3. A 4. B 5. D
Q’ Task 4. Discuss the following questions with your partner.

Keys:  Open answers.

IINCircumstancelforllfistening

istenltolthree]recordingsfandithenlfinishitheltasks)

To improve students listening comprehension.

To acquaint students with Enterprise Information Management.

Students listen to conversations.

Students finish the related exercises individually or in groups.

Ask students to mark the information that mentioned.

Ask students to listen and choose the correct answer.
Ask students to listen and fill in the blanks with the exact words they hear.

Procedure

WIN| =N =N =

Task 1. Joyce, an IT manager, is giving lecture on what Enterprise Information

Management is. Mark (1) the information mentioned in the recording.

Script:

Enterprise information management is a particular field of interest within information
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Information Management et

=

technology. It specializes in finding solutions for optimal use of information within
organizations, for instance to support decision-making processes or day-to-day operations
that require the availability of knowledge. It tries to overcome traditional [T-related barriers
to manage information at an enterprise level. Enterprise information management combines
business intelligence (Bl) and enterprise content management (ECM). Enterprise information
management takes these two approaches to managing information one step further, in
that it approaches information management from an enterprise perspective. Where Bl and
ECM respectively manage structured and unstructured information, EIM does not make this
“technical” distinction. It approaches the management of information from the perspective
of enterprise information strategy, based on the needs of information workers. ECM and Bl in
a sense choose a denominationalized approach, since they only cover part of the information
within an organization. This results in a lack of available information during decision-making

processes, market analysis or procedure definition.

Keys: (V) 1. V) 2. V) 7. V) 8.

Task 2. Two employees are talking about the application of information technology in

small firms. Listen and choose the correct answer.

Script:

A: Good afternoon, Lee. How are you doing recently?

B: Fine. | have taken a training course about Enterprise Information Management this
week.

A: Terrific! Nowadays, information technology is becoming more and more affordable,
powerful and accessible. It is even widely used among small firms. Is that right?

B: Yes, you are right. Empirical evidence shows that the use of information technology
to transmit, store and process information in the small firm increases importance
over time.

A: But | don't think all the small firms have developed IT management?

B: The fact is that although most owner-managers initially believe that IT is important
to the running of their business, their belief is not always reflected in performance.

A: That sounds they still need to make some efforts to get better use of information
technology.

- B: Yes. Policy-makers and small business advisers need to educate new entrepreneurs

to make the best use of IT in their firm.
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A: Most firms use IT simply to store accounting information, rather than using IT to

model situations or to analyze performance.

B: Yes. Small business should not only develop an IT system to store, analyze and
appraise information, but also ensure that adequate training is provided. Otherwise
the costs of implementing an IT-based information system may outweigh the

benefits it provides.

Keys: 1. A 2. C 3. B 4. C 5 A

Task 3. Two engineers are discussing about business benefits of information technology.

Listen and fill in the blanks with the exact words you hear.

Keys:
A (employee) B (IT Manager)

A: Hello, Henry. 1. How is your project doing?

B: I have been studying on how to manage 2. business information recently.

A: Oh, really? Why you are so interested in that?

B: Ifind that information technology is becoming more and more important in modern
society. And business also can 3. benefit a lot from it.

A: That's true. Information technology is an integral_part of most modern business
operations.

B: Yes. IT can help businesses minimize geographic communication 4. barriers. In
addition, rapid communications can help increase 5. productivity, allow for better
business 6. decision-making and ease a company’s expansion into new territories or
countries.

A: You mean these communication systems can be used to send 7. routine and critical

business information in a quick and efficient manner.
B: Certainly. Information technology systems also can be used to automate routine
tasks, to make data analysis easier and to store data in a manner that can easily be
retrieved for the future use.
What other benefits can business get from information technology?
8. Competitive advantage and economic efficiencies and so on.

Can you explain it to me in detail?

w > w >

Of course. Companies can use information technology to create new products,

distance their products from the existing market or enhance their 9. customer
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services, which can allow companies to maintain a competitive advantage over their
rivals.

A: What about economic efficiencies?

B:  Awfully sorry, I'm late for the 10. conference at the moment. Shall we talk about it
next time?

A: OK. Thank you. I've learnt a lot today.

B:  You are welcome. See you later.

A: See you.

[V CireimsEnee ior Spealdng
[PracticelorallEnglishlaccordingftolthe]requirements

. To improve students’ oral English.

. To acquaint students with information management.

. Students look through the requirement and design their oral show.

. Students finish the related exercises individually or in groups.

. Ask students to make role-play based on the requirements.

. Ask students to debate the pros and cons of information technology in

Procedure .
business management.

. Ask students to make a presentation according to the clues given below.

Role-play

Answer omitted.

Debate the pros and cons of information technology in business management.
Answer omitted.

Make a presentation according to the clues given below.

Answer omitted.

\WAIEXtension

. To expand students vision about information management.

. To practice their comprehensive skills in working place.

. Students look through the requirements.

. Students finish the related exercises individually or in groups.
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IR O Ask students to listen and sort the pictures based on two conversations

1. Ask students to express sentences in English.

and then make dialogues.

Keys:
A. Words in working place. Translate those sentences into English with the words or
expressions provided.
1. To manage various worksheets is one of the major tasks in the enterprise information
management.
2. At present, information security and structure optimization of workflow management
systems draws plenty of research interests.
3. Now, we're living in an information age.
4. Nowadays, business and information technology can be viewed as two cogs of the
same wheel.
5. Internet makes the collection, processing and transmission of information more
convenient, yet it poses a serious threat to individual privacy.
6. IT resources fall into four groups: application resources, information resources,
infrastructure and people.
7. Business management informationization is a kind of objective need to strengthen
business market competition.
8. Information retrieval, or simply “search” for short, is now a fairly fundamental field of
computer science
9. Information management is the discipline of applying sound management principle to
information as a strategic resource of the enterprise.
10. Business and economics have already been remade by digital technology Innovation.
B. Conversations in working place. Sort the pictures based on two conversations you
hear and then make dialogues.
1
Script:
Man (Information Engineer) Woman (Project Manager)
M:  Hi, Lucy. What's wrong with you? You look so anxious.

W:

The system crashed when | was surfing on the Internet, and | can do nothing with
my computer now!

That sounds really seriously! Did you go to any illegal website?

o
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No, But does that matter?

<

Yes, your computer can be easily infected by virus if you do that.

W: | see. I'd better never try. There is much confidential information of our company in
it. | dont want them to be hacked or destroyed.

M: That's wise. The consequences of an information breach are severe. For businesses, a

breach usually entails huge financial penalties, expensive law suits, loss of reputation

and business.

Yes, you are right. Well, can you help me with my computer?

One minute. Oh, yes, it was infected by a virus, and you had no antivirus software.

Is anti-virus software necessary for a computer?

Of course. You'd better learn something about it.

I'm afraid yes. But what about the data | stored in the computer?

S

Don’t worry, it should have been protected automatically. And | take an anti-virus

software. Do you want me to install it now?

=

Yes, please. I'll really appreciate that. Thank you!

You are welcome.

M:

Keys:
(4) (3) (1) (2)

(Conversation]2}

Script:

Man (IT manager) Woman (host)

W: Good morning, Mr. Smith. Welcome to our talk show! Nowadays, improving
information management practice is a key focus for many organizations. You are an
expert in this field. What's your opinion about it?

M: Thank you, Ann. This focus is being driven by a range of factors, including a need to
improve the efficiency of business processes, the demands of compliance regulations

and the desire to deliver new services.

o
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W:  Very reasonable. Mr. Smith, could you introduce the detailed contents of it?

M: I'd like to. In terms of technology, information management encompasses systems
such as: web content management (CM), document management (DM), records
management (RM), digital asset management (DAM), learning management systems
(LM)...

W: It is really an integrated system. What is your view about technology and information
management?

M: Information management is, however, much more than just technology. Equally
importantly, it is about the business processes and practices that underpin the
creation and use of information.

W: Thanks, Next question...

Document Management

Records
Management

Information
Technology
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Keys:

\VIWAfter=classiSnacke

1. To help students review the main ideas of information management.

N

To acquaint students with common circumstances in Enterprise Information
Management.

To strengthen students’ listening comprehension and oral English.

Students look through the requirement and materials.

Students finish the related exercises individually or in groups.

Ask students to listen and fill out the missing information they have heard.

N2 N2 W

Ask students to search and list some challenges in Enterprise Information
Management through the Internet.

Procedure

3. Ask students to make a presentation according to the clues given below.
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Information Management

A. Fill out the form with the information you have heard.

Script:

Management information system is used for making managerial decisions. Data on all
important business processes is collected and documented by management Information
Systems. This data is then presented in the form of reports for the management to base their
decisions on.

Management information system is used across all realms of the business. It lists the
organization, procedures and policies. It is used for controlling all the strategic functions
of the business. The work flows and the hierarchical structure are listed by management
Information Systems.

Using management information systems, the organization can collect, organize and
tabulate information on all important processes. When deviations from the planned path
occur, the organization can take necessary action immediately. Both upward and downward
communication channels are enhanced by management Information Systems.

There are several types of MIS. Commonly used ones are the Transaction Processing
Systems (TPS), the Decision Support Systems (DSS) and the Operations Information Systems
(OIS).

Companies must allocate funds from their yearly expenditure for maintaining and

sustaining management information systems.

Keys: 1. managerial 2. reports 3. strategic
4. flows 5. organize 6. communication
7. Transaction 8. Support 9. funds

10. sustaining

B. Search and list some challenges in Enterprise Information Management through
the Internet.

Answer omitted.

C. Make a presentation according to the clues given below.
Answer omitted.

131

53 17/8/4 F4F12:20 (




