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Which of these statements do you agree
with? Explain your reasons. (p.13)

A manager should:
1 know when your birthday is.

know where you are and what you’re doing at all times during
working hours.

not criticise ar praise.

not interfere in disagreements between members of staff.
not ask people to do things they’re not prepared to do themselves.

be available at all times to give staff advice and support.

keep their distance from staff and not get involved in socialising
outside work.

use polite language at all times.
work longer hours than their staff.
comment on the personal appearance of their staff.




What is the role of a manager? Choose your
top three roles (p.13):

e coach/motivator ® organiser
e mediator e facilitator

e problem-salver e leader

e instigator e mentor
e dictator e decision-maker

To instigate: to initiate, set in motion, bring about
To mediate: to intervene, arbitrate, moderate
To facilitate: to ease, assist in progress of sth






Use the prefixes -IN, -IR, -UN, -IL, -DIS to get
the opposite meaning:

considerate

inconsiderate

creative uncreative Choose THE 4

decisive e BEST AND THE

diplomatic undiptomatic

efzcient inefficient FOUR WORST

flexible inflexible QUALITIES of a

£ e uninspiring

;gigrlgsntid uninterested /disinterested manager and rank
illogical them in order of

logical
organised
rational
responsible
saciable
supportive

unorganized / disorganized
irrational

irresponsible

unsociable

unsupportive

importance.



Note

e uninterested /disinterested

ge of situation



Make nouns out of the adjectives:

considerate consideration
creative creativity
decisive decisiveness, decision
diplomatic diplomacy
efficient efficiency
flexible flexibility
inspiring 1n.sp1rat1on
interested .1ntergst ,
: logic, logicality

logical i

; organisation
organlsed rationality
rannal. responsibility
responsible sociability
saciable support

supportive



Complete each space in the text with a word
formed from the words in capitals.

Ask any adult over forty to make a (1) ..comparison.. ... between  (COMPARE
the past and the present and most will tell you that things have

been getting steadily worse for as long as they can remember.

Take the weather for example. Everyone remembers that in their

(2) yOUth .......the summers were considerably hotter, YOUNG
‘abundant oo

and that winter always included (3). . . .. ..
falls of snow just when the school holidays had started.

Of course, the food in those days was far superior too, as nothing
was imported and everything was fresh. (4).. Unemployment ... EMPLOY
was negligible, the money in your pocket really was worth

sizeable | even siZE

something, and you could buy a (5)
if your means were limited. And above all, people were somehow

nicer in those days, and spent their free time on innocent

(6).... pursuits. ... ... making model boats and tending their PURSUE
stamp (7)........ CO”eCtlon .. rather than gazing at the television COLLECT
screen for hours on end. As we know, this figure of the past simply

cannot be true, and there are plenty of statistics dealing with health

and (8)prOS.per.].ty......” which prove that it is not true. So, why  PROSPER
is it that we all have a (9) tendency to 1dealise the past TEND
and to be so (lO)Cr]tlcalol the present? CRITICISE




Match the pairs of contrasting management
styles (p.14)

autocratic a) collaborative 1.d,
centralising b) controlling 2.C,
directive c) delegating 3 a

. . oAy
empowering d) democratic Al
hands on e) people-orientated )
task-orientated f) laissez-faire 5.1,
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Choose a paragraph from text on page 16 to read.
After reading, do exercise B on p.15.

It is up to employees to keep the manager up to date on progress.
Managers set strict time limits.

Managers encourage staff to put forward their ideas.

Managers and employees decide together what needs to be achieved.
Decisions are made by managers and their staff.

Employees get precise instructions.

Managers do not want employees to avoid making decisions which
employees should make.

Managers have tight control of employees’ movements and work
schedules.

When employees are given tasks, they decide how to complete them.
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Match (ex. E, p.15
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More new vocabulary from the text




Pages 17-18




1
2
3
4
5
6
7/
8
9
1

Ex.1.1. Ex.1.2

. ,Fi_e_, ——

allocate resources .
cover costs  Monitor
identify needs e Liaiser

. make a profit
. measure performance / success

Entrepreneur

meet targets
pay attention to detail
report on results
set prices
0. spot opportunities



Page 18, ex. 3

managerial, integrate, discussion, complex, is

. sue
needs, communicator .
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player, leadership, communicator,
mentor



Note about p. 17

- effective vs efficient

- allocate vs delegate




Case study: ZENOVA (page 19-20)

» Read the background and answer the questions:

1. What does Zenova produce?
2. What is its project team working on?

3. Is their current approach successful? I



Case study: ZENOVA
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