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Unit 1 Management Functions
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Management Skills
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Technical Human Conceptual Motivation

Skills Skills SkKills to Manage

" Top Managers First-Line Managers

B Middle Managers [} Team Leaders

1.Job Titles:Top managers

(1) Technical skilllew )
(2) Human skillé&High)
(3) Conceptual skilIdgh)

(4) motivation to manageHligh)
2.Job Titles:Middle managers

(1) Technical skilllew )
(2) Human skill&High)
(3) Conceptual skillbove Average

(4) motivation to manageAbove Average
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3.Job Titles:First—-line managers

(1) Technical skilAkove Average
(2) Human skill&High)
(3) Conceptual skillsverage)

(4) motivation to managéAbove Average

4. Job Titles:Team leaders
1. Technical skilAkove Average
2. Human skill&High)
3. Conceptual skillkverage)

4. motivation to manag€Average)

[ 2 TS SRR T AR R A, AR A E ISR RE X, AR IR SR
111 %;E[I: ”O

1. got behind( V)

2. lacked money ( ~)

3. got slack on their.wo¥k)

4.didn’ t have enough work—hands/)

5.did not connect with the German colledgdes

6. were low efficiency in communicat€i¥n

7.worked flexiblgX)

8.had to work in the affide

AR A BRAT D UG BCAH R Ay PRI R AT BE

1. Managers should set forth incentive meadlmeesling

2. Managers shouldbe aware of challengesind predictfutureconditiondn
business.(Planing

3. Managers should adjust their plans when conditiong Pdlaamige;

4. Managers should manage employees includingtheirleaves, payments,
allowances and much more(Staffing

5. Managers shouldpickout activitiasd put them intodifferentcategories,

then assignthese activitide® teams or individuastaffand authorizethem.
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(Organizing

6. Managers should know what the obstacles are that keep the company from
achieving its godlentrollihg

7. Managers should make right man perform his own functions in right position.

(Staffing

8. Managers should point out a right way to work for(Gdretdhlfing

9. Managers should supervise employees and theix Iwewking

ARYE T SO AT A SCEE N, B B 7 B )@ A e N REEAT UL C .

1. (Top managers) did not want to hear bad news and were afraid of outside
environment and failing to meet their targets.

2. (Middle managers) were afraidf disappointinghe top managers and
promised much but did little.

3. (Top managers) were extremelytemperamental and shoutedat people
loudly and had terrifying reputation.

4. (Middle manager9 were scared of telling the truth and remained silent or
only told optimistic, filtered information, even lied.

5. (Managers and employees held onto vested power.

6. (Top manager9gave too much pressure for faster performance in personnel
selection.

N R AR B IR A Y R T .

7.Work shouldbe (divided so thateach personwillperforma specialized
portion.

8. Managersmust have the (righ?® togiveordersand instructionsyt they
must also accept responsibility for whether the work is done correctly.

9. If you want loyalty and cooperatiofiefipdoyees) , you must be loyal
and cooperative in return.

10. Everyorganizatioshould have only one ( master) plan,one set of
overriding goals.

11. Managers should place their personal infeseeshd) to those of the

total organization.
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12. Pay and rewards should ( reflect) each person’ seffortsnd, more
important, each person’s contribution to the organization s goal.

13. Orders and instructions sHdullav down) from the higher manager to the
lower one. Formal communications and complaints shwotd upward ) in the
same channel.

14. If employees are treated unfairly,invti tea)issatisfaction and conflict
among employees.

ARk

— s PR A B A TSR R e e 5 ) BRAT T A AN E T e A,
AEFAT] i T AR — R AR RAH AR, AR B AR A 1 B

JEPL VAL, TR R N A

1. W FEM (Theme )

2. WS PUE (Topics or points of discussion

3. ZrEXWfA] (Times for each discussion)topic

4. oI HM LA (Date and Time

5. &A= N (Name of the presenter

6. M4 FNRPUE (Summary and Next Steps for follow—up

7. 2 HE A (Meeting locatidn

8. & HM (Goals)

[Pl ) A, AR H FR A 4514

l.what is the theme for this medDitVg DCT Projec?.

2.when is the meeting to be héFdom 9:00 a.m. to 4:00 p.m. on March 24,
2017.)

3. where is the meeting to be GRAM )

4.who is Cong XiaojuiChief Engineer of DFM

5. when isthe topic “Who isexecutingthe RAISC project’to be discussed

(From 9:45 a.m. to 10:30)a. m.
6. what istobe discussedrom 3:00p. m. to4:00p. m. (Summary and next

step
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Unit 2 Communication Skills
S B A DS BCAH MY 1A v5) 38 7 N4 FR .

[gb (text messagp

® (telephono

22 (face—to-face Dalk

" 4
R (WeChat )
Ve SR e TS TR ALk, WREE R T AR S TEACRR
2. facial expression
A. Verbal Communication
B. Non—Verbal Communication
3. tone
A. Non-Verbal Communication
B. Verbal Communication
4. body movement
A. Verbal Communication
B. Non—Verbal Communication
5. volce
A. Non-Verbal Communication
B. Verbal Communication
6. gesture
A. Non—Verbal Communication
B. Verbal Communication
7. touch

A. Verbal Communication
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B. Non—-Verbal Communication
8. eye contact
A. Verbal Communication
B. Non-Verbal Communication
9. space
A. Verbal Communication
B. Non-Verbal Communication
10. posture
A. Non—Verbal Communication
B. Verbal Communication
MRS VAT TR N A, AT IE 3R
1.Alison doesn’ t feel good about the meeting yéstorday.
2.Alison and Sean attended the meeting togdtKer.
3.Alison has a communication problem with $e4dn.
4.Sean thinks Alison is not a good emp(oyee.
5.Alison doesn’ t agree with Sean’ s suggestion dealing ¥ith John.
AR ST AT R IE N A, O R H PR 5

1. Cathy is asked to discuss a work problem about with her boss.

A. lack of efficiency.
B. a former team member.
C. a new supervisor.
2.What is the main contribution to the latest problem according to Cathy
A. Very little concentration.
B. Frequent absence.
C. Too much training.
3. What does the boss propose to solve the problem
A. To have someone to do Cathy s job when she’ s away.
B. To cut off some training.

C. To replace Cathy with a team member.
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4. Who has caused some problems amongst the team in the past

A. Frank.
B. Cathy.
C. Gary.

5.Which of the following statements about Cathy s boss is NOT TRUE

A. She doesn’ t blame Cathy for the current problems of her team.

B. She identifies the problems and offers her solution to Cathy.

C. She leaves all the problems to herself.

[ ot 5] S A R SO N A, FIIB IR R

1. Communication and leadership don’ t always go hand {nXbhand.

2. The say—do gap happens when people misunderstand their leader’ s intention.
(X)

3.Using technical jargon makes a leader conviXoing.

4. Communicating sincerely is always the(best.

b.0Observation is as important as communication when you want to know what

people really thifky )

ARG T 7 AR B RN N ) 78 38 7 2K

1. a written or printed message to a person or group, usually sent by mail in a
envelope (letter

2. the writing, sending, and receiving of messages elggfronically

3. a list or program of things to be done or(ggasddered

4. a facility enabling participants in distant locations to take part in a confe
electronicallyideo conferencihg

5. a display that shows notices, advertisements, bulnettices,bastd

6. an internaHocument that isgenerallwhort,focuseson a singletopic,
reports information, makes a request, or recommends fututmemotaadum )

7. the telephonic transmission of scanned—in printddfamterial

8. an official record of the proceedings of(memeemngnginutes

[Pk ST B2 AT ) SCRE N 2, e R A1 H

1. Confirming reception of the sent messages means
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A. the messages are sent to the right receivers.
B. the messages are correctly understood.
C. the messages are correctly written.
2. Inthe famous BritisArmy Commander story,itwas probablyat the step of

that went wrong in the communication chain.

A. sending
B. decoding
C. conceiving

3. Chinese Whispers 1is

A. the fact that Chinese people who don’ t normally talk very loudly
B. a person who whispers in Chinese
C. a game to pass message around in a whisper

4. Allocative failure does NOT happen when

A. the correct information is not received by the right person
B. a company gathers false information
C. the right information goes to the right place
5.Which of the following cases belongs to human failure
A. Adequate communication between departments.
B. Increasing customer complaints.
C. Decreasing creativity across departments.
B 1 2
IR, #) Jones 58 s Peter HYIEMA .«
Dear Peter,
1. State what your letter is about.

(I am writing to apologize.

2. State your mistake.

(I am very sorry for the)delay.

3. Acknowledge the consequence you ve caused.

( Itwas not my intentiorto createsuch an awkward and embarrassing
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situation for you.

4. Accept responsibility.

(It’ s my fault.

5.0ffer a solution that will lead to change.

(I’ ve spoken to Keith to make sure that the task gets out as sbon as possibl

6. State a desire to have better interactions in the future.

( Pleasefeelfreeto letme know of your thoughtsand concernsover this
matter)
Sincerely,

Steven Jones

Unit 3 Team Work

T J5 LR UG BEAR N, ) B BA A5 1 A sl 7L

<Support)

(Communication)

(Shared goaﬂ&

! (Assistanck

ExRANAE (EHREL) EPUNSEEER --FIN



(Mentoring>

(Collaboration
<Brainstormid§
e
: \‘ (Cooperatior)

CHEEDPO 1 A TR IR 20 F5 BT B R L i 51

1. Team Leader: A team leader is the heart of the team. He / She guides the way
for the rest of the gflgs:/41K)

2. Team Maven: Allstrongteams need individuakho arehighlyfocusedon
knowledge — both acquiring and sharitgT# 2 F/WNiT)

3. Team RealistWhile enthusiasm and soaringimaginationsare indeed
important qualitiefor teams to possess,it’ @lsoimperativefor groups to be
grounded in reali€¢$$3534)

4., Team Communicator: When situationget a littletressfudr tense,
communicators serve as bridges between the various mefpey$s)

5. Team SupporterIfa team encountersa tough obstaclejt’ she jobof the
most passionate person to see the bright stdandf then figure out how to use
it (BEHE)

AR S BT SO N, R R SURRIR 275 IR

1. The 35 employees who had come togetherfora team buildingvent were
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young, smart and passionate/)

2. Most of the 35 employees were good solution sharers and knew well about
teamwork. (X))

3. The place of this team building event was not a normdlvcafeteria.

4. There were many filled balloons in the daXeteria.

5. A1l the employees attending the team building event had two chances to blow
up a balloon. If the balloon blasted twice, they)failed.

6. Inthe second round, the employees onlyfocusedon findingut theirwn
balloons, so only few of them found balloons with thef2Xnames.

7. Inthe thirdround, the employees were requiredto share the name
information on each balloon they (ge't)

8. Accordingto the summary addressedby the team leader,the conclusion
“everybody’ s business is nobody’ s business” could( )drawn.

9. Sometimes it is success—hindering that you do not share when you work in a
team. ()

PEFE T AR [R) A .

sum up (summarize)

passionate(enthusiastic

singly(solely

blast(pop)

frequently¥on regular bajis

obstructiof obstacle

principalchied

direct(instruot

JEFEDL o

1. Hold department meetings to review projects and progress, to obtain broad
input, and to coordinate shared work prodddlsil| 141, H %00 HHEE,
R TR S S, RIS TAERAD,

2. Holda monthlycompany meeting,sponsorsportsteams and encourage
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cheering team fan§ZHZR H S, WP\, SCHEEMRBA )

3.Use ice breakers and teamwork exercises at meétinlgs.n] LAEITA% UK
T A IRNZR > o)

4. There are many ways you could do this, for instance by buying everyone the

same T-shirtr hat, puttingteam member names in a draw for company

merchandise and gift certifiCiuadf=Fn] AR Z T, #lan, 480 N
SEAH R T WA g e+, B FTBA AR 53 10 44 2SR Fh 2, i =) 7= i A4l 25 o)
5. You’ 1be amazed at the progressyou willmake increating@ teamwork

culture, a culture that enables individuals to contribute more than they ever though
possible — togethefas sk fir 4 4 141 A ST Ak th I B 3k 45 TR B At , S b Sc b T
DA R SR — e R T AR 4 (0 T R DT R )

Unit 4 Staff Motivation

PRV LT 10 Al 7 2QUR ARG & 55 MEMR ARG & v, Dy RERiEdah /s 5L
P S IE R A

1. It is important for me to keep my déddlines.

2. 1 need to feel respddird.

3. I must know the truti

4. Listening to others’ stories comes natur@B)to me.

5. It is very important for me to succeed at what I set odf) to achieve.
6. It is important for me to attain nD goals.

7. 1 often rely on my intufEjon.
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8. It is exciting to generate new in{Giaxtives.

9. It’s important for me to have balance ir(hy 1ife.

10. My empathy is important resource to(CHhe.
U SUE

[ 2 T VB R IR T RO N, AT 1 MR 5 4l b B A ) B Tl Uy
V%

1. extra bonu§ v )

2. push money ( X)

3. employee of the monthv )

L

fun activitGes)

o1

.dividend X )

(@)

.vote on the most helpful emplOwee

=

. special fun days once or twice(a/year
8.a pay incentive every mdnXh
WRYE T G TRFAE O, AT a3 iUl /7 2
1. Kevin: loves playing computer games
A. vouchers for stores
B. an extra—days holiday
E-book reader
two nights at a beach resort
company lunches

free laundry coupon

book card valued $500

= & = om 2 0

restaurant gift card
[. leave an hour early
J. Playstation 4
2. Stacy: too busy to wash clothes; always goes to the laundry
A. vouchers for stores
B. leave an hour early

C. two nights at a beach resort
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E-book reader
restaurant gift card
Playstation 4

an extra—days holiday

= & mo=m 9

free laundry coupon
I. company lunches
J. book card valued $500

3.David: an environmentalist; interested in reading very much
A. an extra—days holiday

restaurant gift card

vouchers for stores

free laundry coupon

two nights at a beach resort

company lunches

leave an hour early

= & mom 2 0 W

E-book reader

[. book card valued $500

J. Playstation 4
4. Alice: food lover

A. book card valued $500
E-book reader
an extra—days holiday
company lunches
two nights at a beach resort
vouchers for stores

free laundry coupon

= & Mmoo m Y 0 W

restaurant gift card
[. Playstation 4
J. leave an hour early

5.Stephen: wants to give his bride a surprise
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leave an hour early
company lunches

free laundry coupon
an extra—days holiday
vouchers for stores
E-book reader

two nights at a beach resort

= & mo=m 2 o W

Playstation 4
I. restaurant gift card
J. book card valued $500

6. Emma: loves reading and wants to be a book owner
A. book card valued $500

restaurant gift card

free laundry coupon

company lunches

E-book reader

leave an hour early

two nights at a beach resort

T S S R

Playstation 4
I. vouchers for stores
J. an extra—days holiday
AR S AT I SCRE N, O Bl UA 1) AUE S E A 1) 2 2
1. What kind of company is Google

A. A large American company.
B. A large global enterprise.
C. A medium—sized international company.

2. How does Google motivate its employees

A. Providing a friendly work culture in the company.
B. Offering entertaining equipment in the employees’ office.

C. TPromoting the employees to higher job positions.
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3. Who founded Google

A. Sergey Brin.
B. Larry Page and Sergey Brin.
C. Karen May.

4. Google employees have the freedom to

A. spend certain time on their chosen projects
B. use the totem pole with their colleagues
C. play bowling with their colleagues at work

5.What is Google’ s secret to success

A. Encouraging among employees the aspiration to be No. 1 in the world.
B. Valuing the happiness of itsemployees as much as innovatinggood
products.
C. Paying high salary to the employees and practicing strict management.
FEPEDL o
6. Working for Google comes with perksthatmost otherorganizationsan’ t
provide — bowling alleys, free haircuts, gym memberships, and shuttles to and from
work. (FEAFaA® LAE, R LAGRTG HA 2 7] A BER L1 2 AR A] . DREGERTE,
T, @SR, YD

7.Creating a work culture that keeps employees happy will motivate them to do

their best and will keep them loyal to the ¢dhpafgfs il o1 T 7700 TAE
AL, AT LB ARATT S O TAE, FERFR A D

8. Googlealsonakes itsemployeeswant towork becausemanagersprovide
tasks that are inspiring and ch&¥3F&rgtmghe ™ PRir i1 T TAEAREE KN
NN RS E (IR (N7 P @ ) NET NI S i A i Y SR R D)

9. Thisfreedom takesemployeesout of theirroutineand away from the

mundane tasks that often make workers feel uninspired about thid#f [fobs.

B ] BAAE B3 A FH 708 R0 D FR 8 = R L2 G AR BT IR AT 45 A i e HE RO,
10.1If you value people, and care about them as whole people, one thing you do

is give them a voice, and you real KylEEfra A1 03 T 25 B Al T o) 52 28 A K%,
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1. What kind of qualifications should a CEO have
A. Some of hisemployees didn’ twant to instaltlhe PayPalapp, and others
didn’ t even remember their PayPal passwords.
B. You can compel the staff to use it, but you cannot force consumers to buy it.
C. He should find the root of the problem and figure out how to fix it with h:
executive board and even the whole company.
D. Why are the employees not using the Hppthey use it, how should it be
improved What are their needs
E. Passion, enthusiasm, and professionalism.
F. He saidthat they should leavethe company and findsomething they
embrace.
G. No, it is not. It has revealed PayPal’s problems in morale and culture.
2. What displease®avidMarcus and made him to writea criticdétterto his
employees
A. You can compel the staff to use it, but you cannot force consumers to buy i
B. Why are the employees not using the ldppthey use it, how should it be
improved What are their needs
C. He saidthat they shouldleavethe company and findsomething they
embrace.
D. No, it is not. It has revealed PayPal’ s problems in morale and culture.
E. Passion, enthusiasm, and professionalism.
F. Some of hisemployees didn’ wwant to instaltlhe PayPalapp, and others
didn’ t even remember their PayPal passwords.
G. He should find the root of the problem and figure out how to fix it with hi
executive board and even the whole company.
3. How did David Marcus persuade the employees who were not interested in PayPal
A. No, it is not. It has revealed PayPal’ s problems in morale and culture.

B. He should find the root of the problem and figure out how to fix it with h:
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executive board and even the whole company.

C. Passion, enthusiasm, and professionalism.

D. Why are the employees not using the Hppthey use it, how should it be
improved What are their needs

E. Some of his employees didn’t want to install the PayPal app, and others dic
even remember their PayPal passwords.

F. He saidthat they should leave the company and findsomething they
embrace.

G. You can compel the staff to use it, but you cannot force consumers to buy i
4. 1s it right for what David did to his employees

A. He should find the root of the problem and figure out how to fix it with h:
executive board and even the whole company.

B. Why are the employees not using the Idppthey use it, how should it be
improved What are their needs

C. Passion, enthusiasm, and professionalism.

D. He saidthat they shouldleavethe company and findsomething they
embrace.

E. Some of his employees didn’t want to install the PayPal app, and others dic
even remember their PayPal passwords.

F. No, it is not. It has revealed PayPal’ s problems in morale and culture.

G. You can compel the staff to use it, but you cannot force consumers to buy -
5. When faced with internal problems, what should a good CEO do at first

A. Some of hisemployeesdidn’ want to instalthe PayPalapp, and others
didn’ t even remember their PayPal passwords.

B. He saidthat they shouldleavethe company and findsomething they
embrace.

C. Why are the employees not using the Idppthey use it, how should it be
improved What are their needs

D. You can compel the staff to use it, but you cannot force consumers to buy -

E. He should find the root of the problem and figure out how to fix it with his
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executive board and even the whole company.

F. No, it is not. It has revealed PayPal’ s problems in morale and culture.

G. Passion, enthusiasm, and professionalism.
6. Why isita bad idea to forcethe staffto accept the productsthey are not
embracing

A. No, it is not. It has revealed PayPal’ s problems in morale and culture.

B. He should find the root of the problem and figure out how to fix it with h:
executive board and even the whole company.

C. He saidthat they should leave the company and findsomething they
embrace.

D. Passion, enthusiasm, and professionalism.

E. You can compel the staff to use it, but you cannot force consumers to buy
it.

F. Why are the employees not using the Idppghey use it, how should it be
improved What are their needs

G. Some of hisemployeesdidn’ want to instalthe PayPalapp, and others
didn’ t even remember their PayPal passwords.
7.What should David find out about his staff’ s not using the app

A. Why are the employees not using the dppthey use it, how should it be
improved What are their needs

B. You can compel the staff to use it, but you cannot force consumers to buy it

C. He saidthat they should leave the company and findsomething they
embrace.

D. No, it is not. It has revealed PayPal’ s problems in morale and culture.

E. He should find the root of the problem and figure out how to fix it with h:
executive board and even the whole company.

F. Passion, enthusiasm, and professionalism.

G. Some of hisemployeesdidn’ want to instalthe PayPalapp, and others

didn’ t even remember their PayPal passwords.
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