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HNPEJUCJIOBHUE

Hacrt OsI1IIHe METOAUYECKHE PEKOMEHAANU MpeaHa3sHAYCHBL JJIA CTyJCHTOB
CIICHNaJIbHOCTHU «JIuuresucTryeckoe obdecreyeHue MCKKYJIbTYPHBIX KOMMYHHKaHHﬁ>> H MOI'yT
OBITH UCITOJIL30BAHLI HA 3aHIATUAX 10 IIPAKTHUKE YCTHOﬁ M MMCEMEHHOH peun aHTJIMICKOTO S3BIKa
npu padote Haja Temoit «IIpodeccronanmpHast AeITENEHOCTD B ICTIOBOM cheper.

Meroandeckne peKOMEHIAMH TPEICTaBIsIIOT co00i COOPHUK CHUCTEMAaTH3MPOBAHHBIX
MAaTepuaioB B paMKax yK%aHHOﬁ TCMbI, JOIMOJHCHHBIX MCTOAWYCCKUMU YKa3aHUAMU U
3aaHUAMU.

Conepxkanne COOpHHMKAa OTBEYaeT MPOrPAMMHBIM TPEOOBAaHWEM U BKIIOYaeT B ceOs
cnemyromue riasbl Types of Business Organizational Structures, Roles in Business, Occupational
Hazards u How to Organize your Office for Best Productivity.

B Ka)K,I[LIfI Ppa3aci BKIIIOYCHA n0ﬂ60p1<a TCKCTOB JICJIOBOI'O XapakKTepa, CHA0KEHHBIX
3alaHusAMA  — TPEHHUPOBOYHBIMU YIIPA)KHCHUAMU HA AKTHUBU3ALUIO y‘le6HOFO Marcpuaia, M
KOMMYHHUKATHUBHO-PCUCBLIMU  BOIIpOCAMU  JIA O6CY)KI[€HI/I$I. I/IS,Z[aHI/Ie OPHUCHTUPOBAHO Ha
CTUMYJIMPOBAHUE MHOSA3BIYHON PEYEBON KOMIIETEHINH.



I. TYPES OF BUSINESS ORGANIZATIONAL STRUCTURES

Focus Vocabulary

strategic business configuration  CEO to have responsibility for

reporting relationship executive to prioritize one’s work responsibilities
efficient manager expertise

effective department to report (up) to

work flow the chain-of-command to be organized by

the board silos to specialize in

senior leadership cross-team collaboration ~ to meet/ to ignore one's needs

Exercise 1. Discuss the meaning of the words and phrases on the Focus VVocabulary list.
Exercise 2. Read the text and do the tasks that follow.

7 Common Business Organizational Structures

Large or small, every organization should operate with a defined organizational
structure. A well thought out and strategic business configuration clarifies reporting
relationships and supports good communication — resulting in efficient and effective work
process flow.

The board and senior leadership should be the group who determines the type of
organizational structure that would best support the internal operations, how work is carried out
and the chain-of-command.

Senior leadership looks at all functions and determines how they would like work
activities to be organized and carried out. This process also identifies natural reporting
relationships and chain-of-command. Reporting relationships can be both vertical as well as
horizontal.

1. Hierarchical Organizational Structure

Organizations that use a traditional hierarchical structure rely on a vertical chain of command as
the prime method of organizing employees and their responsibilities. Military, government, and
other very large organizations use a
hierarchy to determine the level of
control employees have over their work
1 as well as their rank relative to others.
< Hierarchical structures typically
) feature multiple layers of
management and are therefore prone to
bureaucracy and the creation of silos that
prevent cross-team collaboration.
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2. Matrix Organizational Structure

This kind of structure may have members of different groups working together to develop a
new product line.
For example, a recording
| T | 1 engineer, who works for a music
Production H H
publisher, may have engineers who

Manager

report to him but may also use his
_— Sroduction expertise and work with teams to

[~ Manager A | ng':;ougses

8 Production

Project

~ Manager B | nglg:;:'ses
only for their department but for
organizational projects. A

develop new music albums.
The advantage of a matrix
challenge with this type of structure presents itself when employees are given direction from
two different managers and they need to prioritize their work responsibilities.

Finance
Manager

Personnel
Manager

Engineering
Manager

Personnel

group
Two bosses

Engineering
group
Two bosses

Accounting
group
Two bosses

organizational structure is that
employees have responsibility not

Personnel

group
Two bosses

Engineering
group
Two bosses

Accounting
group
Two bosses

3. Functional Organizational Structure

Functional organizational structures are the most common. A structure of this type groups
individuals by specific functions

@ # b e e performed. Common departments
Functional ‘
ger

: . such as human  resources,

. accounting and purchasing are

— © organized by separating each of

these areas and managing them
independently of the others.

For example, managers of
different functional areas all
report up to one director or vice president who has responsibility for all of the operational areas.

The advantage of this type of structure is that functions are separated by expertise but
the challenges come in when different functional areas turn into silos that focus only on their
area of responsibility and don’t support the function of other departments.

4. Product-based Organizational Structure

Another common structure is organized by a specific product type. Each product group falls
within the reporting structure of an
executive and that person oversees
everything related to that particular
product line.

For example an executive over
Kraft products would be responsible

Division Division
for every product under that label —
OO (J_-) (—_L) é d) (b é dressings, meats, sauces, etc.
A . / The advantage of this type of

S structure is that it organizes products
by category but can create completely separate processes from other product lines within the
organization.

CEO

Home Goods
Division
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5. Customer Organizational Structure

Certain industries are organized by customer type. This is done in an effort to ensure that

S specific customer
expectationsare met by a
J [ } | customized service approach.
Health Beauty Food 'l“;(ijnrgi:c: An gxample of this
would be in healthcare. A
7 patient seen as an outpatient
has very different needs than
= . = Procurement -
- those of patients who spend
D) D ~(_mece ) time in the hospital as
E = inpatients. A customer
— Marketin, — Marketini Marketin,

( i ¢ D centered  structure  creates
(customer servce) (customer service) ~(mersey)  oystomized  care for  those

() patients.

The advantage of this

type of structure is that it specializes in the needs of each customer group but can ignore the
needs of different customer types.

6. Geographic Organizational Structure

For organizations that cover a span of geographic regions, it sometimes makes sense to be

organized by region. This is

Vise
President,
Unated States

Vise

President,
Spain

President,

done to Dbetter support
logistical  demands  and
Viee Viee differences in  geographic

customer needs.

Typically a structure
that is  organized by
geographical regions reports
up to a central oversight
person. You see this type of
structure in companies that go
beyond a city or state limit
and may have customers all

President,
Italy

France

across the country or in multiple states.

7. Network Organizational Structure

| Engineers

Consultants

—_

Key
Partners

Managers |

Network organizational structures work for businesses
that employ freelancers, subcontractors, and vendors
dispersed between satellite offices. This type of structure
organizes the proper distribution of the company’s
resources. Employees can visualize workflows,
processes, and relationships with on- and off-site
coworkers.

The communication inherent in network
organizational structures encourages employees to
collaborate to complete projects. As there is no strict



hierarchy, employees are empowered to take initiative and make decisions.

An advantage of the network organizational structure is that it emphasizes open employee
communication in the workplace over hierarchy. There is no chain of command. It lets
employees know each other’s project involvement so they can easily collaborate.

Deliberate time and thought should go into the design of an organization’s structure. This is
important so employees can understand the chain-of-command. Operating within a defined
structure, with good communication processes and work-flows, helps to ensure efficient
management of resources — people, time and money.

1) Read and translate the phrases.

To operate with a defined organizational structure; to clarify reporting relationships; to support
good communication; to result in efficient and effective work process flow; to support internal
operations; to organize and carry out work activities; vertical / horizontal reporting
relationships; to rely on vertical chain of command; to use a hierarchy; multiple layers of
management; to be prone to bureaucracy; creation of silos; to prevent cross-team collaboration;
to provide for reporting levels both horizontally as well as vertically; to develop a new product
line; to be given directions from two different managers; to group individuals by specific
functions performed; to manage a department independently of the others; to be separated by
expertise; an operational area; to turn into silos; to focus only on one’s area of responsibility; to
be organized by (product / customer type / region); to fall within the reporting structure of an
executive; to oversee; an executive over a product; a product under a label; to ensure; to meet a
customized service approach; to ignore the needs of different customer types; to cover a span of
geographic regions; to support logistical demands; to support differences in geographic
customer needs; a central oversight person; to go beyond a city or state; to have customers
across the country or in multiple states; to be dispersed between satellite offices; to organize
distribution of the company’s resources; on- and off-site workers; inherent; to encourage
employees to collaborate to complete projects; to empower employees to take initiative and
make decisions; to emphasize open employee communication in the workplace over hierarchy;
to know each other’s project involvement; to ensure efficient management of resources.

2) Answer the questions.

1) Why is a clearly defined structure of a business important?

2) Who or what determines how a business is going to be managed?
3) What does a defined organization of a company clarify?

4) What facts from the text would you use to complete the table?

A Hierarchy features:
advantages:
challenges:

A Matrix Structure features:
advantages:
challenges:

A Functional Structure features:
advantages:
challenges:

A Product-Based Structure features:
advantages:
challenges:

A Customer-Based Structure | features:
advantages:
challenges:
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A Geographic Structure features:
advantages:
challenges:

A Network Structure features:
advantages:
challenges:

3) Analyze the seven types of business management in terms of their similar features
and differences.

Video 1
Exercise 3. You are going to watch a video ‘What is a Matrix Organization Structure’.
1) Before you watch the video, discuss the meaning of the words and phrases.

CEO (Chief Executive Officer)
HR (Human Resources) Manager
General / IT / Finance / Sales / Manufacturing Manager
vertical silos

supply chain

respond to

have more than one boss

dual reporting

implication

multiple bosses

competing goals

accountability without control
influence without authority
upgrade

in terms of

one’s people managing skills

2) Watch the video and answer the questions.
1) How were traditional organizations structured? What was the reporting system like?
2) Why do vertical structures no longer fit in the neat vertical silos?
3) How have many organizations responded to the changing global business conditions?
4) What is a simple definition of a matrix organization?
5) What are the implications of introducing an additional, horizontal, reporting line?
6) What kind of upgrade is needed?

3) Discussion: What challenges occur with a matrix organizational structure?
Skill development
Exercise 4. Speaking

Imagine that you are a member of the senior leadership of a developing company. Make a
report on the strategy of configuring your company. Speak about:



1) the structure you favour

2) the chain-of-command

3) the internal operations

4) the reporting relationships

5) the reasons why you have discarded the other types of organizing business.

Check yourself

Exercise 5. Render the text into English.

Krnaccudeckuii BapaHT MOCTPOEHUSI OPTaHU3ALMOHHON CTPYKTYPhl KOMIIAHUH — 3TO
BCEM 3HaKoMas uepapxus. Ho Ha ceronusmHuii 1eHb Takas Gopma CyliecTBOBaHUSA OHU3HEca
cuMTaeTcsi ycrapeniueld u Manodp¢ekTuBHON. B Moae mMaTpuuHble OpraHu3aluy U IUIOCKUE
CTPYKTYpHI, 0€3 CII0KHOM BEPTUKAIU MOAUYUHEHUS COTPYIHUKOB. [Ipu OTKpBITHH CBOETO J1ema
WIH PECTPYKTYpHU3ALIUN HY>KHO 3HATh 00 OCOOCHHOCTSIX ~ KaXKJOro U3 TUIIOB
OpPTaHM3AIMOHHBIX CTPYKTYp, YTOOBI PEIINTh, Kakas W3 HUX JIy4llIe BCEr0 MOJXOJIUT
KOMIIaHUH.

DYHKIHMOHAJIBLHO-IMHEHHAS] OPraHU3alMOHHAs CTPYKTYypa

Hepapxus xak (opMma CyIiecTBOBaHUsI OM3HECa OTHOCUTCS K THITY, TaK Ha3bIBAEMOW,
JTUHEHHO-(QYHKIIMOHAILHON OpraHU3allMOHHOM CTPYKType. DTO 03HAuYaeT, YTO COTPYIHHUKH
MOJYHHSIOTCS] TEM, KTO CTOMT HaJ] HUIMH, TIPH 3TOM KOHKPETHBIE (DYHKIIH OT/JaHBI B BEJICHHE
OTJENbHBIM BepTUKaIAM. CKaxeM, JUPEKTOp OTBEYAeT 3a MPOU3BOACTBO MYXCKOW OOyBH,
[I0J1 €r0 HayajoM HaxXOJSATCs MEHEDKEp IO pa3paboTKe BHEIIHETO BHJIA U3JENHSI, MEHEIKED
IO IpoJaXkaM, MEHEKEp 10 Mpou3BOACTBY. Ilox KakaplM W3 MEHEKEpOB —  elle
COTPYAHHKH, U TaK JI0 CaMOT0 HU3a — JI0 paOOTHUKOB KOHBEHepa 1 yOOpIIMKoB Ha dabpuke.
To ecTh BETBU BEpTUKAJIEH HE B3aUMOJEHCTBYIOT U HE IIEPECEKAIOTCSL.

ILrocel: pe3ynpTaT Tpyaa, IPH NPAaBWIBHO HACTPOCHHOM MEXAaHHU3ME YIPABIICHHUS,
CTaOMIIBHO O/IMHAKOBOI'O KauecTBa.

MmuHycbl: OTCYyTCTBHE T'MOKOCTH, ToTeps HH(OpMaluu  IpH ABHKEHUU €€
110 MepapXuu, OOJIbIINE 3aTPAThl BDEMEHU Ha MPUHATHE PEIICHUH.
Ha ceronHamHnii JeHp TakOoro pojaa CTPYKTypa OPraHM3alld CUMTAETCS yCTapeBIIEH
U IPUMEHSETCS B YUCTOM BHJI€ pa3Be 4YTO B OpraHu3alMsx 0e3 KOHKYpEeHTOB BpOje
«["a3mpoMay Ui KOMIaHuU «ATaTUT», IPOYKIUS KOTOPOH YHUKAJIbHA.

JAMBHU3HMOHAIIbHAS CTPYKTYPA OPraHu3anuu

JIUBU3HMOHBI —  3TO  MOJApA3JENEeHUs, KOTOpble  OO0JaJaloT  OTHOCHUTEIHHOM
CaMOCTOSITENILHOCThIO.  YTIPaBIEHUE UMH MPOUCXOAUT W3 IMTA0-KBapTHpHL. [IpuHIUn
COCTABJICHUSI JUBU3MOHA MOXKET OBITh PA3JIUYHBIM — TE€OrpaUUIeCcKuM, MPOITYKTOBBIM,
KITUEHTCKUM (KOPIIOPATUBHBIN, MACCOBBIN) U T 1. JIMBU3MOHATBHBIA THI KOMIIAHUNA HIUPOKO
pacIpoCTpaHEH B HAILIEH CTPaHe.

Ilnrochl: THOKOCTH U BHICOKOE Ka4yecTBO 00CTYKUBaHUS.

MuHychI: BHICOKHI  YpOBEHb YNPABIECHYECKUX 3aTpaT, TaK KakK TMOSBISETCS
MHOKECTBO TUPEKTOPOB, U CIOKHOCTh KOHTPOJISI CAMOCTOSATEIbHBIX JUBU3HOHOB.

IIpoexTHast opraHn3anMoOHHAs CTPYKTYypa

B Takux xoMnaHusX MoJ Ka)JI0ro HOBOTO KJIMEHTa coOMpaeTcs OTAeNbHAs CTPYKTypa
BO IJIaB€ C JMPEKTOPOM MPOEKTa U BCEMU HEOOXOIUMBIMHU 3BEHBSIMU Ha Pa3HBIX CTYIEHSX
nofyuHeHusT 1oja HUM. [Ipu 3TOM COTpYyIHUKM MOTYT OBITh 3a/J€WCTBOBAaHBl B PAa3HBIX
IIPOEKTax OJHOBPEMEHHO.
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Ilnwckl: MakcuManibHass  THOKOCTh. TakWe KOMIIAHMM  MOTYT  PearupoBaTh
Ha U3MEHEHUE PBIHOYHOM CUTYyallud MTHOBEHHO.

MuHychI: BEICOKHE YIPaBIEHYECKHE 3aTPaThl UMHEOOXOJAUMOCTh TUIATUTH BBICOKHE
3apILIaThl.

MarpuyHasi CTPyKTypa

WNnes wmaTpu4HOM CTPYKTYphl B TOM, 4YTO KaXJ0€ 3BEHO B UEPAPXUU IIOMHUMO
NOJYMHEHMSI HENOCPEICTBEHHOMY HAuYalbHUKY CBEpPXYy Iapajule]bHO BXOAWUT B IpyHIy,
BBIJICJIEHHYIO T0JT KaKyro-To pyHKuio. K mpuMepy, Bce aHAJIMTHKH BO BCEX BEPTUKAIAX
BXOJAT B aHanuTU4YecKuid oTaen. CoOTBETCTBEHHO, IPU HEOOXOAMMOCTH IJlaBa 3TOTrO
AQHAJTUTHYECKOTO  OTJENIa MOXET 3aJeHCTBOBaTh KaKOTO-HUOYIb HEI03arpy>KeHHOTO
COTPYJIHUKA B HOBOM IIPOEKTE.

IL1rochI: OTCYTCTBYIOT TJIaBHBIE po0sIEMBbI JTMHENHHO-()yHKIIMOHATbHON
OpraHU3aLMOHHON CTPYKTYpPbI — IOTEPst UH(OPMALIMU U OTCYTCTBHE TMOKOCTH.

MuHyChI: MOKET BO3HHKaTh KOHQIUKT HHTepecoB. Korma oamH — uenoBek
[OYMHSAETCS] HECKOJIBKUM HadaJlbHUKAaM, HETIOHATHO, Yb€ IIOPYYECHUE BBIIOTHATD.

Komnanus-cetb

CGFO[[HH HpI/IHﬂTO BBIACISITH €II€ OOAWUH THII opraHmauHﬁ— CETCBbBIC, COCTOAIIUC
13 OOJIBIIIOTO KOJUYECTBA OT/ICIBHBIX JJOUCPHUX MPEITPUATHI.

Ilirockl: BhICOKAsE aJanTUBHOCTh K M3MEHEHUSAM B OKPYKAIOLIEH CpeAe, a TaKkKe
CHIDKeHHEe (IMOpOM OYeHb 3HAUMTEIBHOE) 3aTpaT Ha COJACPIKAHHE YIPABJICHUYECKOTO
nepcoHala.

MuHYyCBI: CIIO)KHOCTH B YIIpaBJICHUHU KOHTpareHTaMu U MTapTHEPAMH
Y BBEJICHUH/TIOJJICPKKE OOIIeH KOPIIOPATHBHON KYJIBTYPHI.
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I1. ROLES IN BUSINESS

1 Lead Management
Focus Vocabulary

B of D (Board of Directors) to put together the resources
a company’s shareholders to handle sth
a governing body for a company to market one’s product to the customer
CEO (Chief Executive Officer) to have experience
CFO (Chief Financial Officer) to combine two roles into one
CMO (Chief Marketing Officer) to deal with
CPO (Chief Product Officer) investor
COO (Chief Operating Officer) lender
CLO (Chief Legal Officer) to assign a function to sh
to manage money and watch over the assets

to pull together

to fill / to place sb in a key position
a position on a team

training and skills

the track record

to evolve over time

to wear several hats

assets of shareholders

to act on one’s behalf

to get a good return on one’s investment
to create policies

visionary

team supervisor

to lead and facilitate

to deliver value to sb

to subcontract sth

expert

to minimize legal risks

to advice sb on sth

legal and regulatory issues
litigation

Exercise 6. Discuss the meaning of the words and phrases on the Focus Vocabulary list.
Exercise 7. Read the text and do the tasks that follow.
Lead Management in a Business

As you develop your business plan, a “management team” needs to be pulled together,
with serious thought given to the key positions that need to be filled and who should fill them.
The path of least resistance should be avoided - that is, placing close friends and relatives in
key positions simply because of who they are. There are two criteria to justify placing
someone in a position on your management team. First, does the person have the training and
skills to do the job? Second, does the person have the track record to prove his or her talents?

Often, a management team evolves over time. Members of your team may wear
several hats until the company grows and the company can afford the additional team
members. A large business may have some or all of the following positions.

Lead Management Positions:

o Board of Directors — A board of directors, also known as a board or a "B of D", is a group of
several people that have been elected by a company's shareholders to represent their interests.
The board acts as a governing body for a company or corporation. Their primary goal is to
protect the assets of the shareholders by ensuring an organization's management acts on their
behalf and that they get a good return on their investment, or ROI, in the company. They
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accomplish this by meeting regularly to create policies for overall company oversight and
management.

Chief Executive Officer (CEO) or President — This person will be the driving force
behind the company; he or she will make things happen, put together the resources to
support the company and take the product to the market place.

Chief Operating Officer (COOQ), Vice President of Operations or General Manager —
Whether called an organizer, an inside manager or an operations person, this person is the
one who will make sure company operations flow smoothly and economically. He or she
Is responsible for making certain that necessary work is done properly and on time. An
understanding of details of the business and an enjoyment of handling details are
necessary.

Chief Marketing Officer (CMO) or Marketing Manager — Few businesses can be
successful without marketing their products to the customer. The individual in this slot
must have both marketing and industry experience.

Chief Financial Officer (CFO) or Controller — You may wish to establish two positions
or combine both roles into one. The responsibility of one role is to seek money; that is, to
look for investors and deal with banks, lenders, etc. This function also could be assigned
to another team member, such as the CEO or the General Manager. The responsibility in
the Controller role is to manage money and watch over the assets of the company. It is not
uncommon to have the same individual seek money and manage money.

Chief Product Officer (CPO), Vice President of Production or Production Manager —
This person is a strategic leader, visionary, team supervisor, and an advocate of an
organization's product (or products). The primary goal of the CPO is to lead and facilitate
the creation of products that deliver value to both customers and the business. CPOs
usually report to the CEO of the company. Good production managers with specific
industry knowledge and experience are sometimes difficult to find. In the beginning, you
may subcontract some production.

Chief Legal Officer (CLO) — This person is an expert and leader who helps the company
minimize its legal risks by advising the company's other officers and board members on
any major legal and regulatory issues the company confronts, such as litigation risks.

Translate the words and phrases.

coOpatb 14. ynpaBnsaTth
HA3HAYUTh HA KIFOUEBYIO TOJDKHOCTD 15. mpoaaTh TOBap KIMEHTY
JIOJKHOCTh B KOMaH/1€ 16. ombIT
00pa3oBaHNE U HABBIKU 17. nanbHOBUIHBIN MBICITUTEIH
MOCITYKHOM CIMCOK 18. 0O6beauHUTH BE (HYHKIIUU B OJHY
Pa3BHBATHCSI C TCUYCHUEM BPEMCHH 19. uaBecTop
UMETh pa3Hble TOTHOMOYHUS 20. xpenuTop
aKTUBBI aKIIHOHEPOB 21. 3aKITIOYUTH CYOTIOIPSIT
JECTBOBAThH OT JIUIIA, B UHTEpPECax K-II 22. pyKOBOJIUTH U CIOCOOCTBOBATh
. IOJTyYUTh NPUOBLIb OT UHBECTUIINH 23. sKcnepT
. CO3/1aTh CTPATETHIO 24. nns MUHUMH3AIIH PABOBBIX PUCKOB
. OOBETMHUATH PECYPCHI 25. mpaBoOBbIC 1 HOPMATHUBHBIC BOIIPOCHI
. IPEYMHOKUTh KalluTaJl aKIIHOHEPOB 26. cyneOHbIit mporece

Answer the questions.

What are the rules and criteria for pulling together a management team?
How can the lead management of a company evolve over time?

What people is a Board of Directors composed of?
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How does a B of D act in relation to the company?

What is a B and D’s primary goal and how do they achieve it?

6. Use the text to describe the skills, functions and responsibilities of people in the lead
management positions.

o

CEO | qualities or skills:
functions:
responsibilities:

COO | qualities or skills:
functions:
responsibilities:

CMO | qualities or skills:
functions:
responsibilities:

CFO | qualities or skills:
functions:
responsibilities:

CPO | qualities or skills:
functions:
responsibilities:

CLO | qualities or skills:
functions:
responsibilities:

2 Key Personnel

Focus Vocabulary

key personnel to file reports

operations officer / manager income statement

quality control, safety, environmental manager  balance sheet

accountant collection of receivables

office manager to do the billing

receptionist to set up training and schedules
foreperson to promote and sell the product
staff people shipping

to identify the duties and responsibilities a start-up business

a sample outline to order transportation for delivery
value-added business to receive incoming materials
to handle external relations warehousing

vendor goods and stock

to be in charge of staff resources

to set in motion access to a medical facility

Occupational Safety and Health Administration to be outlined as full-time staff positions
(OSHA) / Environmental Protection Agency the development of the business plan
(EPA) compliance

Exercise 8. Discuss the meaning of the words and phrases on the Focus Vocabulary list.

Exercise 9. Read the text and do the tasks that follow.
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Key Personnel
In a small business there are often few staff people with many duties. Because some
people must wear “several hats”, it is important to clearly identify the duties and
responsibilities of each of the “hats”. Below is a sample outline of some of the key personnel
in a business. Because the focus of businesses varies greatly, the number of key personnel and
organizational structure can also vary substantially. However, most businesses will have
many of the key personnel listed below.

Key personnel in a value-added business and their duties include:

1. Operations manager. This individual is the leader for the operation and has overall
responsibility for the financial success of the business. The operations manager handles
external relations with lenders, community leaders and vendors. Frequently, this
individual also is in charge of either production or marketing for the business. This person
will set in motion the vision, strategic plan and goals for the business.

2. Quality control, safety, environmental manager. This is a key function in any industry
and, in particular, one that deals in food products. In a small business, one person
generally will be responsible for handling OSHA compliance, EPA compliance,
monitoring air and water quality, product quality, training of employees in each of these
areas and filing all necessary monthly, quarterly and yearly reports.

3. Accountant, bookkeeper, controller. This is another key function. The individual filling
this role has the responsibility for monthly income statements and balance sheets,
collection of receivables, payroll and managing the cash. The key aspect here is managing
the cash.

4. Office manager. The person in this slot also may serve as human resource director,
purchasing agent and “traffic cop” with salespeople and vendors. This employee, in
general, will oversee everything not involved in production and may also handle some
marketing duties.

5. Receptionist. Sometimes called the “front-line” person, the receptionist handles phone
calls, greets visitors, handles the mail, does the billing and performs many other tasks as
required by the office manager.

6. Foreperson, supervisor, lead person. This individual is the second-in-command in the
shop and will oversee production in the absence of the owner, general manager or
president. This position usually will have an overall understanding of all aspects of the
business and also will handle working with new employees, including setting up training
and schedules.

7. Marketing manager. If finances permit, a marketing manager may be on staff to handle
all aspects related to promoting and selling the product. The top management person often
handles this duty in a small business.

8. Purchasing manager. Duties of this position may be filled by either or both the general

manager/top management person and the office manager. The supervisor or lead person is
also often involved.
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9.

10.

Shipping and receiving person or manager. This may not be a full-time position in a
start-up business. Someone, however, needs to be assigned the task of packaging, ordering
transportation for delivery, receiving incoming material and warehousing of finished
goods and stock. Several people may be involved in this, including the office manager,
foreperson or accounting clerk.

Professional staff. Instrumental in each company, new or existing, are the firm’s
professional staff resources. These include an accountant, a lawyer, an information
technology (IT) consultant and, possibly, a local doctor or access to a medical facility.
Although perhaps not outlined as full-time staff positions in your organization, these roles
should be considered a part of the management team and discussed in the development of
the business plan.

1) Translate the words and phrases.

KJTFOYEBBIE COTPYIHUKH PYKOBOJUTH BHEITHUMU CBSI3SIMH
HAYaJbHUK TPOU3BOACTBA / MEHEIKep MO OTBEYaTh 3a

orepanusm HAYMHATH

HAYaJIbHUK [0 KOHTPOJIIO KayecTBa MPEIOCTABIATH OTYETHI

Oyxrantep OTYeT O (PMHAHCOBBIX PE3yJIbTaTax
oduc-MeHeHKEp Oyxranrepckuii 6anaHc

CeKpeTapb cOop 3aiiMOB

CTapUINil K KOMaHe OIIayMBaTh cueTa

COTPYAHUKH PEeKIIaMUPOBATh U MPOJIaBATh MPOAYKIUIO
MIPUMEPHBII TI1aH CKJIQJIUPOBAaHKE

KOMIIaHus ¢ 10OABOYHOI CTOMMOCTBIO

2)

1)
2)
3)
4)
5)
6)
7)

8)
9)

Answer the questions.

Why can the number of the key personnel vary in companies?

How important is the role of the operations manager?

What are the responsibilities of the quality and safety manager?

What does the accountant have responsibility for?

What does the office manager oversee?

What tasks does the receptionist perform?

Why is the person filling the position of the foreperson regarded as the second-in-
command?

What aspects does marketing manager handle?

What are the duties of the purchasing manager?

10) Which person on a team may be assigned the tasks of shipping and receiving?
11) What are the positions on the company’s professional staff and what duties are they

assigned to handle?

Exercise 10. Use the chart below to describe a management structure of a company.
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Company management structure

BOARD OF DIRECTORS
CEO
I
| | | I 1
‘ CFO ‘ ‘ CMO ‘ CPO ‘ [xals] ‘ ‘ CLo ‘
.
\—{ A;::::;r{g Sales ‘ Development et m Legal ‘
Marketing ‘ Production ‘— Administration Compliance ‘
— HR

Exercise 11. Read the text and do the tasks that follow.
The Importance of Customer Contact

The American computer manufacturer Hewlett-Packard ran a very successful
customer visit programme. The idea of the visits to HP customers was not to sell the
company’s products, but simply to listen and learn.

The visits were conducted by mixed teams who visited between ten and forty
customers. These teams included a project engineer from the Research and Development
Department, and a person from Marketing who played a part in putting the product on the
market. In most cases, a sales rep who was responsible for each customer was also present.

In a questionnaire, 88% of staff involved in the programme said that customer
satisfaction was better as a result of the visits. About 90% indicated that the visits gave them
ideas for changing the products or services offered to customers.

This programme showed the value of customer contact for all employees in an
organization. In so many companies, it is only those who work in Sales, Marketing, Customer
Service, or Technical Support who have direct contact with customers.

1) Answer the questions.

1) What was the aim of the customer visit programme?
2) How was it different from other programmes?

3) Which departments participated in the visits?

4) Was the programme a success? How?

2) Which department in the text usually:

1) sells the products?

2) looks for new markets for new or existing products?
3) creates new products?

4) answers technical questions from customers?

5) answers all other questions from customers?
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NoakownE

Complete the sentences about other departments with words from the list.
finds buys checks arranges maintains deals organizes

The Logistics Department arranges the transport of products.

The Training Department COUrSES.

The Purchasing Department from suppliers.

The Human Resources Department new staff.

The IT Department the computer system.

The Finance Department with all the money.

The Quality Control Department that the products have no defects.

Work with a partner. Take turns to make sentences about different people who work
in a company and to guess which department they work in.

Example: A She deals with all the money.

B She works in the Finance Department.

Listening 1

Exercise 12. Three people are receiving visitors from other departments in their

company.

1) Listen to the three conversations and complete the table.

Person | Which department does he / she works | Which department does his / her visitor
in? work in?

1

2

3

2) Listen again and complete these sentences.

b

w
=

I have a meeting today with Anna Neves, who’s our software.
Our company is three business units.
He’s the person in buying for the whole group.

I a lot of training organizations.
I the HR Director.

Work with a partner. Imagine that you work for a company. Ask and answer
questions about your own job.

1. Which department do you work in?

2. What are you responsible for?

3. Who is in charge of your department?

4. Who do you report to?

5. Which department(s) do you have most contact with? Why?

6. Is your department divided into different sections or units? What are they?
Video 2

Exercise 13. You are going to watch the video ‘The Company Profile: Glassbau Hahn’.
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1) Before you watch, say what jobs these people do and how important these roles are
in a company. Give reasons.
Administration Staff Managing Director Office Manager
Personal Assistant Sales Representative Manufacturer

2) Watch the video. Number the topics in the order Till talks about them (1-6).

Glassbau Hahn’s competitors:
The history of the company:
Gassbau Hahn’s products:
Where the Glassbua Hahn is based:
Key Markets:
Company employees:

o~ wWwhE

3) Watch the video again. Write down what the numbers refer to.

69/94 41 70:
1836:

3:

6:

120:

15:

1970:

Skill development

4) Say why you think the Glassbau Hahn operates effectively / ineffectively in its
market and what factors contributed to it.

Self-check

Exercise 14. Render the text into English.
Fpanam/m HHKCHEPHBIX paﬁoTHI/IKOB

B uHXEHEpHBIX WM CTPOUTENBHBIX KOMIIAHHUAX HMEETCS 4YeTKas Hepapxus
ynpasnenueB. Ilomumo pykoBoautenelt Boicimiero 3BeHa (Executive Managers wnm tom-
MEHE/KEPhl), KOTOPBIE ONPEAEIAIOT CTpAaTErui0 pa3BUTHS OW3Heca B LeJIOM. B koMmaHusax
UMeeTCs TaKkKe JOJDKHOCTh Senior Manager. DTOT 4eJI0BEK OTBETCTBEHEH 3a IJIaHWPOBAaHUE U
KOHTPOJIb pabOThI COTPYTHUKOB.

B poccuiickux opraHMzanusx aHaJOTMYHbIEe IOJDKHOCTHBIE OOS3aHHOCTH €CTh Yy
CTapUIMX CIELUaINCTOB, TNIABHBIX yrmpaBisoomux. Kak mpaBuso, Senior MeHEIKep HUMeeT
peanbHbIN OMBIT paboThl B OmpeneseHHONH obmactu oT 4 mo 6 ser. Takue cHenuanucThl
paboTaroT B  OCHOBHBIX OTJE€NaX KOMIAHUM M  TOAYMHSAIOTCA  HENOCPEACTBEHHO
pykoBonuTensM HampasieHuid. K mnpumepy, Senior account manager paboraeT B
MapKETUHIOBOM OTJelle KOMIaHWHM, HMeeT B TMOJYUHEHUU TPYNIy COTPYIHUKOB,
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3aHMMAIOIIMXCST TIOJATOTOBKOM TpoekToB. B apyrux otnemax paboraior Senior Engineer
(rmaBHBIN MHXEHED), Senior System Architect (Bemyuii pa3paboT4HK).

Menemxkepsl cpennero ypoBHsi (Middle Managers) HaxomsiTcss B MOJAYMHEHUH Y
COTPYIHHUKOB 0o0Jjiee BBICOKOTO YpoBHs (Senior Managers). OHU pykoBOAsAT pabotoi Junior
COTPYAHMKOB, BIOXHOBJISIIOT MX JIy4llle CIpPaBIATHCS C oOs3aHHOCTAMH. O TOKa3aTemsx
3¢ pexTUBHOCTH PaOOTHI MPOESKTHBIX TPYIII OHU COOOIIAIOT BEAYIIUM CIEIHATUCTaM.

B psne xomnanuii paboTaroT MEHEIKEPBI, KYpUPYIOLIUE OIPENEICHHbIN MPOEKT WIN
3amauy. Ux eme HaswiBator Team Leaders (pykoBoaumrtenu rpymmbl). OHH cooOmiaroT 00
s dekTuBHOCTH paboTH coTpyaHUKOB (Team Members) ympasieniam cpennero 3BeHa. K ux
JOJKHOCTHBIM  OOSI3aHHOCTSIM OTHOCHUTCSL pa3paboTka rpadukoB pabOThl, BBITOJIHEHUE
MIOCTAaBJICHHBIX 3aJ1a4, 00ecredeHne HeOOX0JUMOM MIOATOTOBKU COTPYIHUKOB.

JlomkHOCTHBIE NuIa Mjaamero 3BeHa Junior Managers paboTaioT ¢ KIMEHTCKOU
0a30l, peanu3yroT pazIuuHble MPOeKThl. OHM TaK)Ke KOHTPOJIUPYIOT paboTy COTPYIHHUKOB,
KYpPHUPYIOT IPOEKTHI U COOOIIAIOT O MOJIYYEHHBIX Pe3yJbTaTaX CTaApUINM MEHEKepaM.
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Il.  OCCUPATIONAL HAZARDS
1 Occupational Hazards in an Office

Focus Vocabulary

climate-controlled office ergonomics

safe / hazard-free insufficient (ant. excessive)

risk to sth office / electrical hazard

injury act of violence

to suffer injuries / work-related health to be aware of

problems to eliminate

slip to reduce (the odds of...)

trip to institute safety walkthroughs

to account for to set a formal reporting system for unsafe

sprain conditions

strain to conduct training sessions on correcting safety
hazards

Exercise 15. Discuss the meaning of the words and phrases on the Focus Vocabulary list.

Exercise 16. Read the text and answer the questions.

You may think working in a comfortable, climate-controlled office is safe and hazard-
free, but there are many risks to your safety and health all around you. Office workers suffer
tens of thousands of injuries or work-related health problems each year.

Slips and trips are the most common office accidents, accounting for the greatest
number of injuries. Other office hazards include sprains and strains, poor workstation
ergonomics, indoor air-quality problems, insufficient or excessive lighting, noise, electrical
hazards and random acts of violence.

Being aware of these dangers is the first step in eliminating them and reducing the odds of
injuries occurring. HR can implement processes to identify dangers and correct problems,
including instituting safety walkthroughs, setting up a formal reporting system for unsafe
conditions and conducting training sessions on correcting safety hazards. There are five most
common office hazards.

What can make you think that an office is a hazard-free workplace?
How high are the risks to be exposed to a hazard in an office?
What accidents account for the greatest number of injuries?

What are the other hazards an employee can be faced with?

What is the first step to eliminate and reduce the odds of an injury?

ok~ e
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6. What processes can be implemented to reduce the number of accidents?

2 Slips, Trips and Falls
Focus Vocabulary

unattended spill loose rug to secure cords

wet / uneven floor cluttered area to stretch across
exposed cord inclement weather to be frayed or buckled
unstable work surface to be prone to culprit

Exercise 17. Discuss the meaning of the words and phrases on the Focus Vocabulary list.

Exercise 18. Read the text and answer the questions.
'y )

ACAUTION Universal slip, trip and fall culprits include unattended spills,
é. Slippery wet floors, exposed cords, unstable work surfaces, uneven

floor when|| floors, loose rugs and cluttered areas.

. wet. Inclement weather conditions, such as rain, snow and ice,
N “/ create outdoor slip hazards on exterior steps, ramps, walkways,

entry and exit areas, and parking lots, and indoor hazards when wet floors are not cleaned up

promptly. Ice-melting products and nonslip runners can greatly reduce slip, trip and fall

hazards during winter months.

Clean up all spills immediately, and post signs identifying hazards in areas that are
being cleaned or that have recently been cleaned, and in areas prone to water accumulation
and wet surfaces.

Office walkways should be kept clear, as boxes and other clutter can create a trip
hazard.

Electrical and telephone cords should also be properly secured and not stretched across
aisles or walkways, and carpets should not be frayed or buckled.

What are the culprits that cause slips, trips and falls?

What weather conditions can create outdoor and indoor accidents?
What are the steps to reduce the odds of slips and falls?

Why should the office walkways be kept clear?

el A

3 Ergonomic Injuries
Focus Vocabulary

to result in to set up and operate adjustable equipment / a computer
ergonomic strains / workstation

problems to perform computer-related tasks

posture musculoskeletal disorder symptoms

repetitive movement pain

to detect fatigue
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to accommodate numbness
to set up weakness
Exercise 19. Discuss the meaning of the words and phrases on the Focus Vocabulary list.

Exercise 20. Read the text and answer the questions.

T

Office workers spend many hours a day
v Checkeye level. seated at a desk, working on a computer,
~ Make sure there Which results in ergonomic strains and
{?gfl':;’n“gg.h other injuries related to posture and
. repetitive movement. These types of

i f: ‘,ﬁ:ﬁ{ﬁ',‘;f“ hazards can be difficult to detect.
A variety of adjustable chairs,
I desks, keyboards, etc., should be offered
to accommodate the widest range of
work styles. Employees should be told how to set up and operate adjustable equipment for the

best workstation fit.

The Occupational Safety and Health Agencies offer guidelines for setting up a computer

workstation and performing computer-related tasks:

= Position the chair, keyboard and monitor in a straight line with your body.

= Maintain a relaxed, neutral posture.

=  Sit up straight, adjusting the chair to provide firm back support.

= Let your arms hang loosely at the shoulders.

= Keep your elbows at a 90-degree angle while typing.

= Use an adjustable keyboard tray to position your keyboard and mouse at a comfortable
height (usually lower than the desk surface). Place your mouse next to the keyboard,
and keep it as close as possible to your body, to avoid reaching.

» Adjust the chair’s height so that your feet are firmly on the ground.

HR can monitor employees for musculoskeletal disorder symptoms. OSHA advises paying
attention to any pain, fatigue, numbness or weakness, as these may be signs of an ergonomics
problem and the start of a more serious issue.

~ Take breaks.

1. What types of health hazard can be difficult to detect in an office?
2. How can they be eliminated?
3. What are the guidelines for setting up one’s workplace in front of the monitor?
4. What disorder symptoms should be monitored?
4 Eye Strain
Focus Vocabulary
to become dry and irritated excessive glare
to have trouble focusing to minimize (ant. to increase)
light level to alleviate
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to cut down on to give (one’s eyes) a rest
Exercise 21. Discuss the meaning of the words and phrases on the Focus Vocabulary list.

Exercise 22. Read the text and answer the questions.
Symptoms

Spending a large portion of your workday at the

O 6( Q computer can cause eyestrain.Eyes may become dry and

irritated, and workers may begin having trouble

focusing. Light levels should be suitable for the work

task—for instance, manual detail work may require

> 0 . higher levels of lighting, but staring at a computer
Blurred Vision  Double Vision ~ Headaches monitor does not.

You can cut down on excessive glare by closing blinds on windows and dimming the
overhead lights. Correctly positioning monitors slightly below eye level, minimizing screen
glare and increasing computer font size all can help alleviate eyestrain.

To reduce eyestrain and fatigue, OSHA recommends taking a 10-minute break for every
hour you spend looking at a computer screen, giving your eyes a rest and focusing on things
at varying distances.

Eye Fatigue ltchy Eyes Dryness

1. What symptoms can indicate eyestrain?

2. How should eye-levels be adjusted?

3. How can a 10-minute break for every hour in front of a computer alleviate eyestrain and
fatigue?

5 Fire Safety
Focus Vocabulary

routine office inspection to automatically switch sth off
to inspect for wear combustible materials

to replace fire alarm system

to be frayed emergency exit-route

to have an exposed wire to erupt

space heater to be trained on

to verify fire extinguisher

to be approved for commercial use to evacuate the premises

Exercise 23. Discuss the meaning of the words and phrases on the Focus Vocabulary list.

Exercise 24. Read the text and answer the questions.
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Fire departments respond to thousands of office fires yearly, which result in millions of
dollars in property damage. Routine office inspections could reduce this danger:

1)

or have exposed wire.

2)
3)

Power cords should be inspected regularly for wear and be replaced if they are frayed

Cords should never be used if the plug is damaged.
Cords should never overload outlets. The most common causes of fires started by

extension cords are improper use and overloading.

4)

If employees use space heaters, verify that the appliances are approved for commercial

use and have a switch that automatically shuts them off if they tip over. Space heaters
should not be placed near combustible materials like paper.

5)

The office should have a fire alarm system to detect fires and alert both building

occupants and emergency personnel from a centrally monitored and controlled

Fire
Safety

=1

location.

6) Emergency-exit routes should never be blocked
or locked.
It’s also critical that employees be trained on
What to do if a fire erupts. When an employer has
provided portable fire extinguishers for employee
use, the employer must also train workers on the

general principles of fire extinguisher use.
8) Employers have the option of requiring all employees to immediately evacuate the

premises.

1. What inspection routines can reduce the risk of office fire?
2. What are the critical provisions for the safety of the personnel?

Focus Vocabulary

prevalence

to contribute to
arise in

respiratory disorder
asthma

chemical sensitivity
allergy

reason for
overcrowding

6 Indoor Air Quality

cleaning chemicals
pesticides

mold growth

cubicle design

to block off air flow to work
areas

humidity

poor housekeeping

dirty work environments
proper maintenance
cleaning and filtration

respiratory irritant

infection

illness

accumulation of

dust, pollen and other build-
up on surfaces

cleanliness and orderliness
to prevent

to sanitize

to throw out

Exercise 25. Discuss the meaning of the words and phrases on the Focus Vocabulary list.
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Particulate From [SHaRd Volitle Dust & Mites Poor air quality
Photocopiers Transmission of Compounds From Chairs as aresult of

Bacteria From Monitors high human
density

Exercise 26. Read the text
and answer the questions.
The prevalence of poor
indoor air quality has
contributed to a rise in
occupational asthma and
other respiratory disorders,
chemical sensitivity and
allergies.

Some of the reasons
for poor air quality are
inadequate ventilation
systems; office
overcrowding; the presence
of cleaning chemicals and

pesticides; water damage and mold growth; cubicle design that blocks off air flow to work
areas; too much or too little humidity; and poor housekeeping, which leads to dirty work

environments.

The office’s air quality can be greatly improved by proper maintenance, cleaning and
filtration of the ventilation, heating and air conditioning system. This will help reduce

respiratory irritants, infections and illnesses.

Preventing the accumulation of dust, pollen, dirt and other buildup on all surfaces,
especially in carpeting, will also cut down on respiratory irritants, infections and illnesses.

Cleanliness and orderliness, too, may prevent the spread of illnesses and diseases in
the workplace. Restrooms, break rooms, lunch areas and refrigerators should be regularly
sanitized, and workers should be told to throw out food before it spoils.

What are the reasons for the poor quality of indoor air?
How can it be improved?
What places and appliances should be regularly sanitized?

A

Skill development

What contributes to a rise in occupational respiratory problems?

Exercise 27. Carry out research on the safety rules during an epidemic of a respiratory

disease and present your findings in class.

Exercise 28. Inspect your learning environment for the discovery of possible hazards

and decide on ways to monitor them.

Exercise 29. Health and safety signs

26



Match the signs (1-8) with their meaning (a-h).

1 fire hazard a

2 slip hazard — wet b
floor

3 do not drink c

4 emergency exit d

5 do not enter e

6 first aid facilities / kit | f

7 danger g

8 no smoking h

Listening 2

1) Listen to three safe instructions and match them with the pictures (1-3)

-
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Exercise 31. Read the text and do the tasks.
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Rules and guidelines for visitors

The following rules and guidelines are for all visitors to the factory. Note that visitors
have personal responsibility during their visit to the factory. We do not accept any
*claims for damages as a result of your failure to follow these instructions.

1 You must follow any instructions given by the factory security department during your visit.

2 You will receive a security badge when you sign in at Gate 1. You need to wear this badge
at all times. When you leave the factory, return the badge to security and sign out.

3 You must not take pictures. The use of any audio-visual equipment is also not allowed
in the factory without the agreement of management. Our security department
will take any camera equipment used without permission. We will consider specific
requests and the Human Resources department has to give written permission.

4 In the production areas of the factory, hard hats are worn at all times for your safety.
Protective footwear and clothing is also worn in the research and technical areas. Your
contact will provide any other specific *safety equipment during your visit.

5 If you arrive by car, please park in the visitor's car park (at Gate 1). There is a
maximum speed of 10 km/h in all areas inside the factory gate.

6 Children {up to 16 years) and animals are not allowed in the factory.

7 Alcohol or any other drugs are not allowed onto the factory *premises.

8 The factory has a No Smoking policy in all parts of the factory premises.

Glossary
*claims for damages = legal request for money because of an accident
*premises = buildings
*safety equipment = tools, machines or things (e.g. clothes) to protect you
1. Look at the rules and guidelines for visitors again. Which rules or guidelines are similar at
your company? For example: do visitors need to wear any protective clothing? are there
rules for parking?
2. Imagine a visitor is coming to your company. Make a list of six rules and guidelines for
visitors.

7 Health and Accidents: Do you Know How to Give First Aid?

Exercise 32. Read the passage and do tasks 1) and 2).

First Aid is terribly important and you can save lives if you take the right action. Ninety
percent of first aid is common sense and only ten percent is specialist knowledge. In a crisis,
if the situation is serious, you need to act quickly.

1) Put the first-aid steps in the correct order.
If someone around you is badly hurt, you should:
_____geturgent medical help
____check if the casualty is breathing
_____stop bleeding
_____make sure the casualty is safe where he or she is

2) Discuss your results with your group-mates.

Listening 3
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Exercise 33. Do the listening comprehension task.

First Aid
1) Discuss the meaning of the words / phrases.
people of the general public to give sb artificial respiration
Little knowledge is a dangerous thing. to follow one’s common sense
to take the right action to freeze and panic when faced with a crisis
2) Listen to the interview with Dr Clarke and say what advice (a, b, or

¢) he gives about the right actions in these circumstances.

1. If someone has a minor burn, you should:
a) put cold water on the burned area;
b) put a tight bandage on it;
C) put butter on it.
2. If someone has a bad burn, you should:
a) put cold water on the burned area;
b) put a tight bandage on it;
c) put a loose, clean covering on it.
3. If you are first to arrive at the scene of a car accident, you should:
a) lay the victims flat and keep them warm;
b) avoid moving the victims and keep them warm;
C) avoid coming close to the victims.
3) Listen to the interview again and answer the questions.
1. Who are the people who are most likely to be around a scene of
accident?
2. How much of first aid is common sense and how much of it is
specialist knowledge?
3. What should you do if someone is bleeding or not breathing?
4. Who makes the decision whether the victim should be taken to hospital
or left alone?
5. What example does the doctor give to show that our common sense
sometimes lets us down.
6. What are the three things to do at the scene of a car accident?
7. Why is it a good idea to learn about basic first aid?

Skill Development

4) Answer the questions.
1. How good is your knowledge of first aid?
2. Why do you think first aid is important?
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3. Does first aid always require professional training?

5) Find out what first aid you can give in the following circumstances and tell the
group what steps should be taken until medical help arrives.

Someone is a victim in a car accident.

Someone is bleeding.

Someone has a bad burn.

Someone has a broken ankle.

Someone has a sprained wrist.

Someone has swallowed a poison.

Someone has an allergy reaction to a substance.

No akowdE

Check yourself
Exercise 34. Render the text into English.
Ioxxapuas 6e3onacHocTh B opuce. Camble BaskHbIe HOPMBI H IIPABHJIA

OducHoe momemeHne - MECTO, TJAE HAXOAUTCS OONBIIOE KOJWYECTBO JIIOACH U
TexHuKu. Ecian B ouice BOBHUKHET BO3rOpaHUE, 3TO UYPEeBATO CEPbE3HBIMU MOCIEACTBHUIMHU:
HAaHECEHUEM Bpela COTPYAHHMKAM WIM KJIMEHTaM, BILUIOTh JO CMEPTEIIBHOIO MCX0Ja, TopYe
umymiectBa. CoOmtoieHre MpaBuil MOXKApPHOH 0E30MaCHOCTU MO3BOJIHUT CBECTH K MUHUMYMY
BO3MOYKHYIO OMTACHOCTH - CHU3UTh PUCK BO3TOPAHMUSI, [IOBBICUTH 3AIIUTY YEJIOBEKA.

I'naBHbIe NpaBuJIa NOKAPHOH 0€30MACHOCTH

CornacHo 3aKOHOJIATENBCTBY, B 0(UCE JOKHBI COOMI0IaThCs TPeOOBAHUS:

1. CneumanbHO OTBEIEHHBIE MECTa JIOJDKHBI OBbITh 00OpYyIOBaHbl HWH(OPMALMOHHBIMU
TabJIMYKAMU C YKa3aHUEM HOMEPOB Tele(OHOB CIyKO criaceHusl.

2. Ha xaxxnoM sTaxe JODKEH ObITh WHAWBUIYATBHBIH TUTaH YBaKyaIluH.

3. B nHamumuumm o00s3aTenbHO JOJDKHBI OBITH MEPBUYHBIE CpPEACTBAa TYLIEHHs IOXapa,
IIPOTUBOMNOXKApHAsl CUTHAJIM3A1Ms, aBTOHOMHBIE CUCTEMBI TYLIEHHS MOXKapa.

4. Bce paOOTHUKH TOJIKHBI OBITH OCBEAOMIIEHBI O MTPaBUJIaX MOXapHOU 6€30MacHOCTH.

TpeGoBanus Kk COTPyIHHKAM

B oduce nomxHO OBITH OTBETCTBEHHOE JIMIIO, KOTOPOE KOHTPOIMPYET COOJIIOJICHHE
IpaBUi MOXKapHOH O€30MacHOCTH U MPOBOIMT PEryJIsIpHbIE MHCTPYKTaXH MU OOydaromue
CEMMHaphbl C IepcoHaloM. Bce paboOTHMKM NOJKHBI COOJIOJATh YCTAHOBJIEHHBIE IPaBUIIA,
o0ecrieynBaroIe TMOXAPHYIO O€30MacHOCTh B IOMENICHHH. OJTH MpaBWia COAEpKaT
uH(pOpMaLIHIO:

- Kakue JAeWCTBUS NPEANPUHUMATH B CIIy4ae BO3TOpPaHUs;

- IpUHIUN pabOThI MEPBUYHBIX CPEJCTB TYIICHHS MOXKAPa;
- KyJla 3BOHUTH U NIPOCUTH O TOMOLIH;

- KakuM MapupyToMm ObICTpee MOXHO OKUHYTh 3/1aHUE;
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- KaK OKa3hbIBaThb MEPBYIO MCAUIIMHCKYIO ITOMOIINB IMOCTpaaAaBIINM OT OKOI'OB UJIN
OTpaBJICHUA.

IIpoTuBomOKAPHBIE YCTPOHCTBA

B oducHoM nomenieHn# 00s3aTENILHO JOKHA OBITH YCTAHOBJICHA MPOTUBOMIOXKAPHAS
CUTHAJIM3AllMA U CUCTEMa TNPEIYyNPEeKICHUs pPaOOTHUKOB O BO3ropaHud. TpeOoBaHHS K
CHCTEME CUTHAIIM3AIUH:

1. HanpexHocTs. MexaHu3M JOJDKEH paboTaTh B JHOOBIX YCIOBUSX.

2. boabmias 3ona HeﬁCTBHH. HaT‘II/IKaMI/I JOOJIKHBI YJIaBJIMBATbCA BCE TOYKHU O(bnca.

3. HCHpepBIBHaH pa60Ta. Cucrema HUKOI'JIa HEC JOJ’KHA OTKIIFOYAaThC, BKIIIO4Yasa Ciiydau

nepedost ¢ ANEKTPOCHAOKEHUEM.

Coburo1eHne 3JIeKTPO0e30NacHOCTH

B oducHpx momenieHusx OO0JBIIOE KOJMYECTBO TEXHHUKH IOJAKIIOYCHO K CETH.
Heo0xoaumo y4uThIBaTh OrpaHHYE€HNE MAaKCUMaJIbHOTO TOKa, MOAKIIIouas nmpubdopsl. Ecnu He
coOnroaarb Mepbl MPEJOCTOPOKHOCTH, IMEPErPYKEHHOCTh IPOBOAKU MOXKET IPHUBECTH K
BO3TOPAHMUIO.

Kareropuuecku 3anpenieHo neperpyxarb 3JIEKTPUUYECKYIO CETh, MOJKI0Yast K OAHON
PO3€TKE MHOKECTBO YCTPOMCTB C NOMOILBIO YITMHUTEICH.

HeoOxomuMo  perynsipHO TpPOBEPSATh PO3ETKH, BBIKJIIOYATEIH, OCBETUTEIILHBIC
npuOOpbl Ha TpPEeIMET M LEIOCTHOCTU. OJNEKTPONUTAHHE JOJKHO OBITh OCHAIICHO
ABTOMATUYECKUM BBIKIFOYATEIIEM.

CpencTBa TyleHus moxapa

B xaxaoM o(QUCHOM TMOMENEHUH JOJDKHBI OBITh MEpPBUYHBIE CPEICTBA IS
JUKBUJAUU Bo3ropaHus. Jljis 3TOro OOBIYHO HCHOJIB3YETCS PYYHOH OTHETYIIUTEINb,
KOTOPBI TIOMOXKET OCTAHOBUTH pPACIPOCTPaHCHUE IUIAMEHM B KpaT4aWlllue CpPOKH,
CAepKUBATh OTOHB JI0 MIPHE3/a OXKAPHOU OpUraapl.

Ecnu muomanps mnomenieHuss Ooiiblias, HEOOXOIUMO IPETyCMOTPETh HECKOJIBKO
OTHETYIIUTEJIEH: PYYHOro U InepeaBrkHoro tuna. Eciu noj oduc oTBeaeHO 1enoe 31aHue,
OHO JIOJDKHO OBITh OCHAIIIEHO aBTOMATHYECKOH cucTeMoil TymeHus noxapa. OZHOBpPEMEHHO
C TaKMMU CHCTEMaMH JOJDKHBI padoTaTh MPOTHBOIIOXKAPHAS CUTHANIU3AllUs, OpraHU30BaHa
3BaKyalusi COTPYJHHMKOB, AbIMOYJIAJIEHUE, TEXHHKA U JIIOAU JOJDKHBI OBbITh 3aIlMIIEHBI OT
IIJIAMEHMU.

B 3akaouenue

OducHoe momelieHne - 30HA TOBBIIICHHOTO PHCKAa BO3HHUKHOBEHHS BO3TOpPAHUS.
BOJ'IBI_HOG KOJIMYECTBO ITOAKJIIFOUYCHHBIX SHGKTPOHPI/I6OPOB 1 HAXO0XKICHHUEC MHOXECTBA J'IIOJIeI\/’I
B 3aMKHYTOM MPOCTPAHCTBE TPeOyeT 0coO0ro BHUMaHUs K COOMIOECHUIO TIPABUI TIOKAPHON
0€30IacCHOCTH.
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IV.HOW TO ORGANIZE YOUR OFFICE FOR BEST PRODUCTIVITY

Focus Vocabulary

office tray

cubicle be within one’s reach

to take steps selective

to organize (one’s workplace / one’s own space / cables)  distracting

space / spaces (personal) item

have a big impact on organizational materials
overall performance reference documents
feel focused and creative paperwork

to get organized trash

to accomplish / to complete (a task) to designate

a clean / organized environment designated location

to allow for to locate

to enhance to utilize

a visual representation of to store / to keep

work ethic to shift

to focus on to use sth on occasion
to save sb time to have an open space
(desk) drawer to throw away

(filing) cabinet to drop off

bookshelf to pick up

inbox / outbox to be available for sb to see or grab
(hand-held) labeler to pin sth to (a corkboard)

hard-cover ring binder

Exercise 35. Discuss the meaning of the words and phrases on the Focus Vocabulary list.
1 How to Organize Your Desk, Office or Cubicle at Work

Exercise 36. Read the text and do the tasks that follow.

Whether you work in an office or a cubicle, there are steps you can take to organize
your workspace. This can have a big impact on your overall performance in the office, as an
organized workspace can help you feel more focused and creative at work. Learning steps you
can take to get organized, whether you have a desk, office or cubicle, can help you decide
what you need to do to organize your own space. Below you will read why it's important to
organize your desk, office or cubicle at work and the steps you can take to accomplish that
task.

Why is it important to organize your desk, office or cubicle at work?
There are many reasons why it's important to organize your workspace, whether it's a
desk, office or cubicle at work:
o Allows for better focus: A clean and organized environment helps you to think more
clearly and focus more effectively.
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« Enhances professionalism: Your workspace is a visual representation of your level of
professionalism. It tells others that you have a strong work ethic and that success is
important to you.

o Facilitates creativity: Keeping your office or cubicle and desk clean helps you focus on
the task you're working on, which helps you be more creative in your work.

e Saves time: An organized workspace saves you time by ensuring you know where things
are at all times.

How to organize your desk office or cubicle at work
Here are 10 steps you can take to organize your desk, office or cubicle at work:

Empty drawers and cabinets
Be selective with personal items
Find organizational materials
Get a bookshelf or filing cabinet
Designate spaces in your cubicle and desk
Create a space for incoming items
Utilize inboxes and outboxes
Purchase and use a labeler
9. Organize your cables
10. Keep reference documents nearby

1. Empty drawers and cabinets

Empty your desk, cabinets and drawers of everything so you can more easily evaluate
what you've been storing. Throw away anything that doesn't have a functional or aesthetic
purpose. Reorganize the items that you choose to keep so you can more easily organize them
on your desk or in drawers later.
2. Be selective with personal items

A plant, one or two framed photos and a paperweight are often sufficient for making
your cubicle or office feel like your own. Be highly selective with the number of personal
items that you keep in your office or on your desk, as too many items can become distracting.
3. Find organizational materials

One of the easiest ways to keep your items organized is to keep them separated into
different categories. For example, you may want to purchase drawer trays, filing cabinet
dividers, an inbox sorter or a pen or pencil cup.
4. Get a bookshelf or filing cabinet

If you have a lot of paperwork that needs to be stored for your job, you should
consider adding a small bookshelf or filing cabinet to your cubicle or office. If you choose to
add a bookshelf to your space, divide your paperwork into different categories and then use
hard-cover three-ring binders to separate your paperwork. This will make it easy to quickly
find the information you need.
5. Designate spaces in your cubicle and desk

Once you have all of your items organized, identify the ones that need to be on top of
your desk. Limit this to as few items as possible and then designate specific locations for each
item. Take the same approach with the other items in your cubicle.

As you designate spaces for different items, keep the demands of your work in mind.
Items that you use often should be within easy reach. The opposite is true for items that you
use only on occasion. The less often you use items, the further they should be from your
computer and chair.

Just as you designate spaces for paperwork and filing, you should also designate
spaces for writing. If you often have to review paperwork or write as part of your job, you
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should have an open space next to your computer where you can complete those tasks without
having to shift items on your desk.
6. Create a space for incoming items

There are, in general, three types of items that come into an office or cubicle:
important documents, items you need to keep and trash. Designate a space right next to the
door or cubicle entrance to catch those items. The area should have a location to place a tray
for documents, a shelf or box to place your important items like umbrellas or a jacket and a
trashcan.
7. Utilize inboxes and outboxes

Clean out your inboxes and outboxes and utilize them for the purpose of incoming and
outgoing mail and materials. Place these boxes next to the entrance of your office or cubicle
so it's easy for anyone to drop off or pick up materials as necessary.
8. Purchase and use a labeler

A hand-held labeler can make it easier to help maintain your organization efforts. By
labeling binders, dividers, cabinet doors and even desk drawers, you can quickly locate items
you need and easily return items to their designated locations when you're done with them.
9. Organize your cables

Keep your cables organized by adding a cable holder to your desk or by using a binder
clip to keep them gathered and neat. You may also want to consider labeling your cords and
chargers to make them easy to keep track of.
10. Keep reference documents nearby

If there are certain documents that you are often using as reference material, find a

location for them so they are always available for you to see or grab quickly. If you are in a
cubicle, consider pinning them to the side of the wall. If you have an office, you may want to
consider adding a corkboard to the wall so you can easily hang these items.

1) Answer the questions.

1. Why is it important to take steps to organize your workplace?
2. What can help you decide what you need to do to organize your workplace?
3. How can an efficiently organized workplace help an employee in terms of
- better concentration?
- enhancing professionalism?
- facilitating creativity?
- saving time?
4. Why is it recommended to
- empty drawers and cabinets?
- be selective with personal items?
- use organizational materials?
- get a bookshelf or a filing cabinet?
- designate spaces in your desk or cubicle?
- create a space for incoming items?
- utilize inboxes and outboxes?
- use a labeler?
- organize the cables?
- keep reference documents nearby?
5. Do you think the instructions can prove to be useful? Why?

Skill development
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2) Describe the place where you work. Do you think it is effectively organized? What
steps do you think you can take to improve it?

3) Describe a workplace that you think is prone to creating conditions for poor
productivity.

4) Think of other steps one can take to make one’s working environment more

productive?

2 Cubicles and Open Floor Spaces
Focus Vocabulary

cubicle to standardize

open (floor) office to get most people into one space
partitioned-off sections to remove distractions

to take up space intense focus

to average cost-effective layout / budget-friendly
divider to operate with limited movement capability
barrier to block natural lightning

to be akin to to catch a glimpse of (the outside world)
to be sectioned off to interact with

to get / to provide privacy human interaction

layout to suffice

to maximize one’s engagement to drain introverts

storage area a need for

to store documents to limit the amount of productivity

to optimize open environment

Exercise 37. Discuss the meaning of the words / phrases on the Focus Vocabulary list.

Exercise 38. Read the text and do the tasks that follow.

The Pros and Cons of Cubicles Vs. Open Floor Spaces

Cubicles are partitioned-off sections that take up more space in the office but allow for
each employee to have his or her own mini office. The walls for cubicles average around 4 to
6 feet tall.

Open offices are workspaces with extremely low dividers or no barriers at all between
employees. Desks are more akin to a long table that is sectioned off evenly for each person.
Around these desks, there are typically offices with doors and conference rooms but not
enough for every employee to get privacy at the same time.

There is no right or wrong answer which option is better. Both cubicles and open floor
spaces are strong, strategic choices. Cubicle and open-space designs have different strengths
and weaknesses, depending on workers and the role of their teams. Knowing the pros and
cons of each layout can help apply them and maximize employee engagement.

36


https://www.merriam-webster.com/dictionary/cubicle

The Cubicle

Pros

Cubicles provide a high level of privacy
and a sense of ownership to an office.
Employees have different storage areas
where they are able to securely store
documents and other essential items.
Cubicles standardize stations, since
everyone works in a similar space. A well-
organized cubicle layout optimizes the
overall design in an office, gettlng the most people into one space. High levels of organization
— and removing most distractions — makes the cubicle a perfect choice when someone
needs intense focus.

Cons

On the opposite side, cubicles generally cost more than an open plan. Purchasing smaller,
more cost-effective layouts could potentially lead to uncomfortable workers operating with
limited movement capability. Also, natural lighting could be blocked in a cubicle-style office.
Unless your desk is near a window, chances are you won’t easily catch a glimpse of the
outside world. Cubicles make it more difficult to easily interact with other members of a
team. Removing distractions consequently removes convenient human interaction.

Open-Space Design
e Pros

One of the most prominent strengths of
an open office is the lack of physical
' barriers. This enhances quick interaction
' between coworkers sharing project-
- related information. This type of open
communication helps employees
understand what is happening in other
areas of the business. Open spaces are
<= : : also more budget-friendly, as you do not
need to invest in cublcle WaIIs or dividers. Rather, a table or desk would suffice.

Cons

Open spaces are prone to draining introverts in a work environment. For some, constant
communication is welcome. For others, there is a need for quiet moments of internal
reflection. These distractions could limit the amount of productivity among workers. Aside
from this, open environments quickly spread illnesses, such as the common cold, among
employees.

Answer the questions.

What are cubicles?

What are open offices?

What does a choice of how to organize a working environment depend on?
Compare the pros of cubicles and open floors.
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5. Compare the cons of the cubicles and open floors.
Skill development

Exercise 39. Read and analyze the results of a survey below
1) and say which answers can be related to:

1. either working environment;
2. cubicles;
3. open offices.

2) Which option of organizing a workspace seems to be favoured by employees?
What makes employees the happiest (and unhappiest) about their offices?

Natural light is the one factor that majority of respondents said makes them love their
workspace, while a noisy office was the most disliked factor making employees unproductive.

Things that make for a happy office:
o Natural light
Free drinks (coffee, tea, etc.)
Comfortable meeting spaces
Free snacks
Pet-friendly policy
Onsite amenities
Walkable areas
Cool decor
Outdoor space
Standing desks
o Games
Things that employees dislike most about their offices:
e It'stoo noisy
There's no privacy
Too many visual distractions
There's too little energy
| feel like I'm on display
I'm too isolated
It's too quiet

Listening 4

Exercise 40. You will hear what strategy a company has taken to boost productivity
among its workers.

Creative Work Environments
1) Before you listen, discuss the meaning of the words and phrases.
unorthodox (adj.) = unusual and different, not traditional or typical

cubicle (n.) = a small, square compartment for work or study:
décor (n.) = decoration, particularly of a room or space
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abound (v.) = to be great in number or amount

leeway (n.) = freedom of action or thought within limits

jog (v.) = run slowly

in-house (adj.) = inside a company or organization (in contrast to contracting a third party
from outside the group)

subsidized (adj.) = having the price reduced because someone else (usually a company,
organization, or government) is paying part of the fee

cutting-edge (adj.) = extremely modern, leading the trends (often used for technology)

picky (adj.) = selective, specific about demands when making a choice (often in an annoying
way)

infamous (adj.) = famous (often for something negative)

2) Listen to the text and do tasks 1. and 2.

1. The company described in this audio is... Google / Facebook / Yahoo.
2. Put the topics of the listening in order from 1 to 5:
e benefits for employees
design of the office
hiring process
policy about time
ways to relax

3) Listen to the text again and choose the best alternative to complete the sentences.
1. The Google headquarters allows at the office.
a. parties
b. pets
c. sleeping
2. Employees can...
a. choose who exactly they want to work with
b. decide their own salaries
C. customize their work stations
3. Google offers its employees...
a. free alcohol
b. free clothes
c. free food
4. Which Google program is so popular that there is a waiting list?
a. day care for kids
b. company sports league
c. on-site medical care
5. Google also offers its employees the service of...
a. exercise instructors
b. massage therapists
c. psychologists and counselors
6. How much time can Google engineers spend on projects of personal interest?
a. 20%
b. 33%
c. 50%
7. How many of Google's new products/services have resulted from this program?
a. about a tenth
b. almost half
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c. around three-quarters
8. Google's hiring process is famous for...
a. asking tricky interview questions
b. having to be interviewed by various people
c. testing candidates' work with a one-week trial

Skill development

Exercise 41. Describe an office or workplace that you think is effectively organized.
Check yourself
Exercise 42. Render the text into English.

Kak npaBuwjibHO Opranu3oBaTh 0(p)McHOE MPOCTPAHCTBO

Kakum nomkeH ObITh coBpeMeHHBIH odrc? Ha BoJIHE KOBOPKHMHTOB U TOMY TTOTI0OHBIX
IPOCTPAHCTB CJIOKHO OIPEAEIUTh, YTO JIyYIlle BCEr0 CKaXeTcs Ha padoTOCIOCOOHOCTH U
s hekTHBHOCTH COTpyAHUKOB. [ToHSATHOE /€TI0, eciin KOMIaHusl HeOOoJbIIas, U B HEH IMapuT
HedopmabHast aTMocdepa, To 0huc MOKET OBITH OPOPMIIEH KaK YTrOJHO, XOTh B BUE Oapa.
OnHako eciau peub HMJET O KPYHMHOM KOMIIAHWHW, HACUUTHIBAIOUIEH B CBOCU CTPYKTYpE
HECKOJIBKO OTJIEJIOB, COCTOSIIIMX M3 JIECATKOB HE MOXO0XHUX APYyr Ha Jpyra JoJei, To
BO3HUKAET HEOOXOJIMMOCTh CO3/IaTh APrOHOMUYHOE pabdouee MPOCTPAHCTBO, OTBEUAIOIICEe
OKUJAHUSIM KaXJI0TO COTPYIHHKA.

B aT0li cTatbe MBI pacckaxkeM, Kak 3To caenats. Kabunersr unu open space? CambiM
ONTUMAIBHBIM SIBIISIETCS pa3/ielieHne OTACJIOB MO pa3HbIM TomemieHusiM. Eciu B ogHOM
MOMEIICHUU PACIOIaraeTcs OTIEN MPOAAXK, B KOTOPOM IOCTOSHHO CTOUT IIYyM M HIYT
AKTHBHBIC MEPETOBOPHI, BMECTE C OTJEJIOM MPOTPAMMHUCTOB, TO 3TO OTPUIIATEIHHO MOBJIUSIET
Ha MPOU3BOJUTEIHLHOCTh MOCHEIHUX. MEHEKEPhl U JIIOAM TEXHUYECKUX CIEIUaTbHOCTEH
JOJIKHBI CU/IETh B Pa3HBIX KAOMHETaXx.

Ho kak opranuzoBats oucHOe mpocTpaHcTBO? MHOTHE KOPHOpauy MPeanouYnuTaioT
oducsl OpPen space, Tak Kak OHH MO3BOJIAIOT COTPYIHUKAM 3¢ (HEKTUBHO B3aUMOIEHCTBOBATh
JIpyT C APYrOM U, YTO HEMAJIOBAXXHO, 0OXOMATCS KOMITAHUSM HAMHOTO JIEUIEBNIE IIHUPM, HE
roBops yxke 00 oTaenbHbIX KabuHerax. OpHAKoO OHHM O00JIalalOT PAIOM HEAOCTATKOB:
CHIKAIOT YPOBEHb COCPEIOTOUYEHHOCTH, TaK KaK BOKPYT MOCTOSHHO MOCTOPOHHHUE 3BYKH U
JIBIDKEHUSI, OTBJICKAIONTUE OT palOOThI, MOBHIIIAIOT CTPECC M3-3a OTCYTCTBHUSI JTUYHOU 30HBI
koMmpopTta. B mepuon ce3oHHbIx smnmaemuii B oducax Qopmara Open SpPace MpoIEHT
3a00JIeBIIMX, KaK TMPaBHIIO, BBIIIE, 4YeM B oOQHucax C TPATUIUOHHON KaOMHETHOMI
IIJIAHUPOBKOM.

Jlpyroit Tun opraHu3aiyy MOMEIIeHUsT — MOAYIbHBIN oduc. OObIYHO 3TO GOIbIIOE
MOMEIIIEHUE, pa3AelieHHOe Ha MOJYJIH, MEXKIY KOTOPBIMU €CTh OOIIHe KOpuaopbl. Moaynu
O0BEAMHSIIOTCS B TPYIIBI MO CHEMUAIM3ANA. B KaXXI0M MOAyJle €CTh HECKOJIbKO MUHU-
KaOWHETOB C TpeMs CTEHKaMH BBICOTOM OKOJIO MOJYTOpa METPOB. Takoe pa3ielieHne MMEeT
0OJbIIE TUTIOCOB, TaK KakK MOSIBJISETCS JIMYHOE MPOCTPAHCTBO, CHUXKAETCS OTBICYEHHOCTh
COTPYJAHUKOB H3-32 3BYKOB W TIOCTOSIHHOTO JIBIDKCHHSI B TIOJIE€ 3PEHHUS, YTO IIOBBIIIACT
MPOU3BOAUTEIBHOCTh. B BeK MU(PPOBBIX TEXHOJOTHM, KOTJa JTUYHBIC MEPETOBOPHI yKE HE
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TpeOyroTcss W i OOIIEHUs €CThb TEKCTOBBIE, ayAMO- M BHJEOYaThl, OpUCH OPEN Space
YCTYIAIOT MOJYJIbHBIM TI0 BCEM IapaMeTpam, KpOMe CTOMMOCTH.

Hyxubl nmu nomernenust ans otapixa? OpHO3HA4HO. MBI HE TOBOPUM O TOM, 4TO
HEoOXOAMMO OpPTraHU30BaTh Kade sl COTPYAHUKOB, OMIIBSIPIHYIO WU €IIe YTO-TO MOJ00HOE,
HO €CTh CHHCOK IIOMEIIEHHH, KOTOpble OO0S3aTelNbHO MJOJDKHBI OBITH B oduce, Ine
HACUYMTBIBACTCS XOTs OBl MATHIECAT yenoBeK. [lepBoe, uro motpedyercs, — 310 KyxHsa. Ecim
HYXHO COKOHOMHTbH, TO MOXXHO OOBEIUHHTH KYXHIO C 30HOH OTAbIXa. DTO MOJOKUTEIBHO
CKaXeTCs Ha paboTOCIMOCOOHOCTH, TaK Kak COTPYJHHKH CMOTYT B HETNPUHYXICHHON
00CTaHOBKE, OTBIEKAsICh OT O(UCHOW CyeThl, NMEPEKYyCUTh W MOOOWIATHCA, OTIOXHYTh WU
HaOpaThCs CHUIL

Kak odopmuts oduc? Jlyume Bcero s oduca MOAXOMAT 3€NCHBIH, TONYOOH W
XKenThlid BeTa. OHM YCIIOKauBaKOT, HACTPAUBAIOT Ha MOJOXKHUTENIbHBIC MbICTH. KpacHbIil BeT
— OoJee arpecCUBHBIH, CTUMYJIMPYET K BBIITOJIHEHHUIO 33/1a4 U TIOAXOAMT /ISl OTJEIIOB MPOJAXK
¥ oJ00HBIX M. OJTHAKO OH BU3yaJbHO YMEHBIIAET MPOCTPAHCTBO. A BOT YEPHBIN U OEIbII
[[BeTa JIy4lle HE HCIOJIb30BaTh, TaK KaK OHM BBI3BIBAIOT YTHETAIONIEE W araTHYHOE
HACTPOCHHUE, CHIKAIOT paboTocrocoOHOCTh. Ilcuxomorn pekoMeHayIoT opOpMIISITE 0(UCH
KapTUHAMU, HAPUMEP U300paKECHUSIMHU TIPUPOJIBI WK JOCTONPUMEYATESIbHOCTEH.
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