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“Talent 1s given by God but you should respect it by doing good work.”

—Johnny Lever



Introduction




Tutoring in higher education has been adopted as an educational method to improve the
quality of teaching, for graduate students. It 1s usually practiced by teachers at universities as
continuous evaluation and requires them to provide descriptive feedback to their students
about their academic career as assisting with the writing of the final project works or theses.
In tutorial sessions, tutors feedback 1s usually customized to fit the specific needs of the
students and resulting in developing benefits for both teachers as tutors and the students as
recipients in the learning process. Still the preparation of pedagogical supports on tutorials
from an interdisciplinary point of view has not been deeply discussed, nor have the best and
common ways for preparation been described.

Facilitating tutorials, whether in-person or online, 1s an opportunity so as tutors can work
closely with students and understand where they are in their learning especially when 1t
comes to different teaching units and modules. Unlike courses, for many graduate students
m our case, learning through tutorials 1s often their first and sometimes only chance to

develop their learning skills and get the optimum marks.

Tutorials will run differently depending on the tutor discipline; the most common tutorial

types are:

e Discussion-based tutorials: these tutorials focus on a deeper exploration of lesson
content through discussions and debates.

e Problem-solving tutorials: these tutorials, which are not the case of the work in the
hands, are common in math, science and engineering and focus on problem solving
processes and quantitative reasoning.

e Rewview tutorials: in these tutorials, students ask questions about the lesson content
and assignments, review key content in preparation for tests or exams, and

consolidate their learning in the guiding presence of their mstructors.




Moreover, numerous aspects are mvolved 1n teaching tutorials and making them productive
learning events: planning, communicating, delivery, question strategies, activities, and

motivation.

The present work 1s a number of tutorials that help students acquire the skills needed to
attend lessons where English 1s spoken. As such, they can develop skills in reading
authentic and academic political texts in which they will be able to apply different reading
techniques. Also, they will be able to participate in class discussions and give short oral
presentations. Furthermore, they will be able to write summaries and topics on issues

discussed 1n the lesson.

-
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CREDIT UNIT: 3
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DURATION: 1 Hour &30mn/Week
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INTENDED LEARNING OUTCOME: at the end of the intended tutorials and using
the language skills, students should be able

a) To demonstrate a good knowledge of the learning concepts.

b) To explain the relationship between what is learnt and political science.
C) To list and explain the sub-fields of what is learnt.

d) To explain the various approaches to the study.

e) To critically evaluate different concepts.

f) To demonstrate an understanding of what was taught.

DETAILS

Support description: This pedagogical support introduces to students the nature of
their specialism “Politics and Administrative Organization”. It emphasizes prior
concepts got previously in the first and second year on political science. It focuses
1ssues and practice and also mtroduces students the language, methods and basic

concepts of what 1s taught.

Support Objectives
() To introduce students both parts of their discipline “Politics &
Administration”.

(if) To review “Politics &Political Science”.



(ii1) To highlight major fields and sub- fields. «

(iv) To demonstrate relationship to other disciplines in Political Sciences.
(V) To introduce students some various approaches.

(Vi) To explain and translate basic concepts.

COURSE SCHEDULE

‘Week 1: Political Science: Definitions and Conceptualization.
e The concept of politics
e A scence of Politics?
e  What is political science?

e Sub fields of Political Science

Week 2 &3: Definition of Public Administration
e Politics and Administration
e Public Administration

e New terms & vocabularies in English
Week 4 &5: Administrative Traming/Learning

e Meaning & aims
e Formal &Informal Learning

e New terms & vocabularies in English

Week 6&7: Administrative School of Management

e Management concepts, theories, and approaches.
e Management competences
e Managerial abilities

e New terms & vocabularies in English



Week 8: Crisis Management

e Alternative plans mn case of crises

e New terms & vocabularies in English

‘Week 9: Happiness Industry
® One successful economic industry
e Successtul factors in administration

e New terms & vocabularies in English

‘Week 10: How to deal with the situation
e Formal qualifications and experience
e An email to invite someone to a job interview
e Job Interview

e New terms & vocabularies in English
Week 11: Skills for the 21st-century workplace

e Skills that employers may ask about in a job interviews
e Interviewees strengths and weaknesses

e New terms & vocabularies in English

Week 12: Test

Assignments & Grading

Course Assessment Scheme
Continuous Assessment Marks
Semester test 10 marks
Assignments 5 marks
Attendance/participation/ 5 marks
presentation
Total 20 marks

NB. Attendance 1s compulsory. Penalties will be implemented 1if students fail to
attend more than 50% classes, if they turn assignments late or if they fail to comply with
them. Penalties will range from 10-30% of final grade.



From the table above there are three continuous assessment tasks, the three of them
are seen as complementary opportunities for students to show the extent to which they
have achieved the tutorial objectives. All assessment tasks have at their center referent on
subject 1ssues 1n the other units taught in Arabic by other teachers. So students will find 1n
English what they had been taught in Arabic. As such, they will acquire much more in
English new terms, vocabularies and concepts. Tutorials are somehow different but the
emphasis 1s on the n-class assignments and semester test to demonstrate an
understanding of subject 1ssues. It 1s thus distinguished from the participation and
presentation, where students are required to show their thinking skills in the analysis of

what may be primarily conceptual, current and contending in nature.

Attendance: Attendance i1s compulsory, 75% class attendance protects candidates from

module exclusion

Test/ Assignment Submission date: The semester test will be conducted in the last
(twelfth) week, after all tutorials. Date for in-class submission of assignment and group

presentation will be discussed regularly with the students.

e Students are to turn in their assignment at the time its due.

e All assignments are due at the end of class.

e Tor those students who are away, they should turn in the homework early.

e [Late submission of assignments might not be accepted, or may be penalized

according to the percentages given on the syllabus.
Academic Honesty: All class work should be done independently.

Learner profile

This 1s an introductory course that 1s designed to help learner have a firm grasp of the
rudiments of the discipline. It 1s prepared for students in the first year study in Political
Sciences who gained admission mnto the third year Political and Administrative

Organization Major. The average age expected 1s 20 years and up. The class 1s a mixed




group of male and female gender. -

Learning Content

The learning content for these tutorials 1s in two parts. The first part entails classroom
mteraction with students. The second part focuses on the reading and practice. This
will run from week one through to week eleven. Thereafter one week 1s for revision.

The revision week entails discussion on all previous tutorials content.
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TutOI'ia.l 1 : «

Learning Objectives

GENERAL OBJECTIVE: This lesson i1s made up of three parts. It acts as a review of prior
knowledge (discussed in the first and the second year) that paves the way to draw
up the link with upcoming lessons. It highlights major subfields which will be
discussed as important concepts by their own.

SPECIFIC OBJECTIVES: After learning this lesson, the students are able to review:

(1) about politics &political science.
(2) about science of politics.
(3) how can politics be a science?

(4) major subfields of political science

Political Science

Definitions and Conceptualization

Passage 1

Politics

Politics (from Greek: politikos, meaning "of, for, or relating to citizens") 1s the practice
and theory of influencing other people on a civic or individual level. More narrowly, it
refers to achieving and exercising positions of governance — organized control over a
human community, particularly a state. A variety of methods are employed m politics,
which include promoting its own political views among people, negotiation with other
political subjects, making laws, and exercising force, including warfare against
adversaries. Politics 1s exercised on a wide range of social levels, from clans and tribes of
traditional societies, through modern local governments, companies and institutions up

to sovereign states, to international level.

A political system 1s a framework which defines acceptable political methods within a
given society. History of political thought can be traced back to early antiquity, with

seminal works such as Plato's Republic, Aristotle's Politics and opus of Confucius.



Modern political discourse focuses on democracy and the relationship between people
and politics. It 1s thought of as the way we "choose government officials and make

decisions about public policy".

The word politics comes from the Greek word moAitikdg, from which the title of
Aristotle's books IToArtikd (politika) derives: "affairs of the cties’, a dissertation on
governing and governments, which was rendered m English in the mid-15th century as
Latinized "Polettiques". Thus 1t became "politics" in Middle English ¢. 1520s (see the
Concise Oxford Dictionary). The singular politic first attested m English 1430 and
comes from Middle French politique, mn turn from Latin politicus, which 1s the
latinisation of the Greek moMtkog (politikos), meaning amongst others "of, for, or
relating to citizens', "civil’, "civic", "belonging to the state", in turn from moAitng (polites),

"citizen" and that from woAMg (polis), "city".

Politics plays a part m all social life, and from that points of view, all social sciences

are a part of politics and the study of politics.
5.Discussion

Read these questions and then skim the passage.
a. What 1s politics?
b. What methods are employed in politics?
c. Which country the word politics derives from?

d. What i1s the title of Aristotle's books?

s



Passage 2 ‘ -

War and terrorism have revived interest in politics. Students and attentive citizens who

politics are paying attention again. U.S. electoral turnout, with voters angered by the war in
Iraq and spurred by controversies over candidates and their policies is up from lows of 50
percent in presidential elections. For political scientists, the uptick in interest is welcome, but
many still worry that Americans (and many other nationalities) are becoming depoliticized.
Why has declining interest in politics been the trend for many years? Is it disgust at
politicians and their constant empty struggle for partisan advantage? Is it a feeling of
helplessness, a sense that individual citizens do not matter? Is it the perception that
Washington is the playground of rich and powerful interest groups who simply buy whatever
they want including politicians? Or is it a healthy sign that in relatively good times people
naturally turn to other concerns? If the economy is not bad and world problems seem distant,
why follow politics? Perhaps anger and controversy are needed to renew interest in politics.

Politics matters. If you do not take an interest and [@JS]SSRIOINSREOX&OI\N] D]
participate, someone else will, and they will

influence the decisions that govern your lives. Will
they take us to war in a foreign land? Who might
have to fight in that war? You. Will they alter the tax
code to favor certain citizens and corporations? Who
will have to pay in taxes what others avoid paying?
You. Will they set up government programs whose
costs escalate far beyond what anyone had foreseen?
Who then will have to pay these costs? You. One of
the tasks is to make you aware of what politics is and
how it works so that you can look after yourself and
prevent others from using you. The ignorant are
manipulated. Many find politics distasteful, and
perhaps they are right.

Politics may be inherently immoral or, at any rate, &« How are legitimacy,
amoral. Misuse of power influence peddling and  sovereignty. and  authority
outright corruption are prominent features of politics.  different but similar?

But you need not like the thing you study. Biologists

may behold a disease-causing bacterium under a « |s the Iragi government now
microscope. They do not "like" the bacterium but are  |egitimate? How can you tell?
interested in how it grows, how it does its damage,

and how it may be eradicated. Neither do they get « |s politics largely biological
angry at the bacterium and smash the glass slide with  psychological, cultural rational,
a hammer. Biologists first understand the forces of  or irrational?

nature and then work with them to improve

humankind's existence. Political scientists try to do s How can something as messy

the same with politics. as politics be a science?

= Why did polities fall out of
favor? Is it now back in favor?

= What does it mean to "never
get angry at a fact?

= Why did Aristotle call politics
“the master science”?

= What did Machiavelli bring to
the study of politics?



Passage 3

Political Science

Political science 1s an academic discipline that deals with the study of government
and political processes, mstitutions, and behaviors. Political science falls mto the
academic and research division known as the social sciences. Social sciences study the
human aspects of the world—human-made constructs and structures. Disciplines in the
social sciences include: psychology, the study of the human mind and human
behavior; sociology, the study of society and the relationships within it
communications, the study of the flow of discourse through media; economics, the
study of the allocation of resources; and history, the chronology, analysis, and
mterpretation of past events.

Political science, like the other social sciences, considers the behavior of men in
groups called social systems. There 1s a close relationship between political science
and certain other social sciences, like economics, social anthropology, and sociology.
Political science 1s a descriptive science. Empirical observations of what actually
happens n a given social situation mvolving power, authority or rule are reported.
Political philosophy, based on values, may also be studied, usually by examining the
works of outstanding philosophers of the past, like Plato, Aristotle, Machiavelli. Marx,
Mill, and others, or by evaluating particular philosophies.

Political scientists study patterns of human behavior and relationships having to do
with power, authority and rule, which are exercised to distribute the material resources
of a nation or society.

Political science 1s the study of the theory and practice of government. It 1s also
related to law, which 1s that aspect of social control making use of legislation, legal

contests 1n courts of law, and decisions made by judges.

e Political science 1s a broad discipline with many

subfields. These subfields are;

e Political theory or philosophy

4



e Comparative politics

e International relations
e Political economy

e Political sociology

e Public administration

e Environmental politics

% Discussion
Multiple Choice
1. What 1s the topic of this passage?
a. Political science.
b. Social sciences.
c. Social systems.

d. Political science and social sciences

2. Politics -’
a. 1s the study of government in all its aspects
b. 1s related to law and legislation
c. plays a part in all social life

d. All are correct.

3. What are reported in the study of political science?
a. Economics, social anthropology, and sociology.
b. What actually happened.
c. Power, authonity or rule.

d. All are correct.

4. Political Science 1s

a a hard science

b a medical field that deal thinking and creating governmental systems



¢ a scence that focuses on the theory and practice of government and politics at the «
local, state,ﬂnational, and international levels.

d a study of all the social science

b. Political science1s
a. an empirical science
b. a descriptive science
C. a normative science

d. an experimental science

6. Arnstotle and Marx are
a. political philosophers
b. political demonstrators

c¢. notorious politicians

d. outstanding dictators

7. Who 1s considered a philosopher in the field of political science?
a. Plato.
b. Mill.
c. Machiavelli.

d. All are correct.

8. Political science, like the other social science, considers the behavior of men in

groups called social systems. The underlines phrase 1s a marker of

a. definition b. example
c¢. similar meaning d. contrast
9. “Empirical observations of what actually happens in a given situation...“, The

word “empirical” means
a. based on a theoretical hypothesis.
b. based on scientific experiments.
c. based on ruling power.

d. based on knowledge or experience of the real world.



10. Political Science has several sub-fields of study, but focuses on 8 primary fields
which are:
a. Public Law, Public Administration, Public Policy
b. Legislative, Judicial, Executive
c. Senate, Republican, House

d. Public administration, International Relations, and Comparative Politics

11. We can infer from this passage that

a. political science and politics are the same.
b. politics is not related to social sciences.

c. politics involves in men’s social life.

d. political scientists are politicians.

Expansionl:

Oral Expression: In groups, discuss what you can say about political Science.

Expansion2:

Wiritten Expression: In few lines discuss this topic.



Unit 2:
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TutOI'ia.l 2: -

Learning Objectives: Based on historical background in the field of politics, this lesson
aims to provide the students with the link between politics and administration as basic
definition and conceptualization. The tutorial acts as an mtroduction to upcoming

lessons.
Politics and Administration

Read the passage carefully then do the activities that follow

The politics and administration dichotomy may be traced to the beginning of the
last century. In 1900 Good now published a book "Politics and Administration”- and n
this book the renowned authority on public administration drew a distinction between
politics and administration. Good now contended that there were two distinct functions

of government, which he 1dentified with the title of his book.

In the opinion of Good now politics has to do with Policies or expressions of the
state will, while Administration has to do with the execution of these policies. The fact 1s
that the dichotomy or the so-called distinction between politics and administration
comes from the popular theory of separation of powers. The legislative organ of
government 1s primarily concerned with the making of policies or decisions and it 1s the
duty of the executive department to implement those policies.

QUESTIONS TO CONSIDER

@ What did Good now bring to the study of politics?

@ How did he label politics and administration?

@ Good now expresses a specific view? What 1s 1t?

@ Where does the distinction between politics and administration come from?



@ What does 1t mean?

TRUE or FALSE

p—
.

Politics and administration have something in common.

Politics and administration are defined as two distinct functions by Good now.

o

3. In his opmion, politics and administration are the same.
4

Politics and administration are distinct.

Expansionl:
Oral Expression: In groups, discuss what you can say about politics and

administration.

Expansion2:

Wiritten Expression: In few lines discuss this topic.



Tutorial 3:

Learning Objective: Based on the previous tutorial work, this one aims to further
explore politics and administration dichotomy through different scholars’ contributions.
It explains much more the proper role of public administration within the political

process.
Public Administration

The proper role of public administration in the political process has remained
an important question since the emergence of public administration as a field of study in
the late 1880s.What later happened to be called the politics-administration dichotomy, a
theoretical model that emphasizes distinct features of public administration vis-a-vis
politics. In Wilson’s words, public administration “lies outside the proper sphere of
politics”. The politics-administration dichotomy rests on a functional-structural view of
government, dividing governmental authority between elected and administrative
officials along functional lines As such, government is conceptualized as though it has
two discrete domains as politics and administration, with each one occupied separately

by elected and administrative officials.

With contributions from numerous scholars, Wilson’s rudimentary ideas have
gradually evolved into a model of public administration that had tremendous influence
on the intellectual 1dentity of public administration until the mid 1940s. As a result of
substantive critiques that followed in the post-war period, the politics-administration
dichotomy lost some of its theoretical and normative appeal, and consequently, gave rise
to development of alternative models. The fading legacy of the dichotomy, however, has
not ended the controversy over the proper role of public administration in the political
process. This long-standing controversy 1s important to both academics and practitioners
because it relates intimately to identity of the discipline as well as future development of

public administration profession.

QUESTIONS to CONSIDER:



1. How 1s the proper role of public administration in the political process?
2. Which view does the text mention?
3. How was 1t?
4. When did politics-administration alter its models?
5. How are the views over the proper role of public administration in the political
process?
TRUE or FALSE?

1. The proper role of public administration in the political process 1s not important.

2. There are many views in the text on public administration.
3. Wilson’s views were primitive.
4. Pohtics-administration has recently altered its models.
5. Views over the proper role of public administration in the political process are in
agreement.
Expansionl:

Oral Expression: In groups, discuss what you have understood from the text.

Expansion2:

Written Expression:

1. Complete the following paragraph with the missing words: political process -

disciplinary - emergence - question - public administration.

The role of ............... m the political process has been of great concern since
the ............. ol public administration as an academic field m the late 1880s. The
............... ol how public administration relates to the ................ 1s of pivotal importance
to scholars and practitioners alitke as it bears implications for ............. 1dentity (and

autonomy) and institutional development of public administration.

2. Reorder the following sentences in order to get a coherent paragraph.

a. Despite a voluminous literature on the subject,

"



b. the question remains unanswered -
c. This paper identifies three major schools of thought on politics-administration

relationship,
d. and examines the state of research that has flowed n three strands as historical,

conceptual, and empirical.

e. In the end, the paper makes an overall evaluation and lays out some suggestions.

3. Whrting: In your own words, discuss this topic in few lines.



TutOI'ia.l 4: -

Learning Objectives: Enabling the student to become familiar with the specific
vocabulary of the lesson. At the end, they know administrative training necessity,
methods, the trainer’s competencies and his administrative functions, and components

of the traiming process.

Administrative Training: Meaning & Aims

In modern times, the administration has become more and more complex and
complicated. It requires special knowledge and technical skills. Normal college and
University education does not fulfill these requirements of modem administration.
Therefore, there 1s an increasing need of training the civil servants. Training has now
become an integral part of the modern personnel management. In almost all the
countries, elaborate arrangements are made. to provide suitable and effective training to
their civil servants.

Training of civil servants has become an important aspect of modern personnel
management. It has been recognized by all the governments that suitable and effective
traiming program for their civil servants 1s absolutely necessary for efficient and up-to-
date administration. On the one hand, the functions of the governments have increased
and expanded rapidly and on the other, administration has become more and more

complex, specialized and technical.

The recruitment policies and programs based on 'merit system' try to select the
best qualified and competent persons in the civil service. Most of the selected persons
are well qualified and educated; they are degree or diploma holders. But the-University
degree or diploma 1s not enough to make them best administrators. It 1s necessary to
have some practical knowledge of the actual work of administration. This practical
knowledge 1s imparted through training. Training prepares an employee for the new
administrative tasks. Training improves his/her skills and efficiency. Training prepares
for higher and higher responsibilities. In fact, the very induction of an employee into an

organization needs traiing. An employee must know about the goals and objects of this



organization; the nature of work he 1s expected to perform in the organization; and the
techniques and methods of doing his actual work. All this knowledge can be imparted
only through a systematic training program. Similarly, with the passage of time, the
knowledge and skills acquired by an employee become out-dated. He needs new and
up-to-date knowledge and skills. This up-dating of knowledge and skills 1s possible only

through training which 1s a continuous activity.

% Complete with the correct answer as appeared in the text.

1. In modern times, the administration has become:
(A) combined
(B) delicate

(C) sophisticated

2. Itrequires:

(A) specificity and technicality
(B) tact and skills

(C) science and skills

3. Education does not fulfill:
(A) administration occurrences
(B) administration recurrences

(C) administration demands

4. Theres_ of traming.
(A) a normal need
(B) an ascendant need

(C) a descendent need

5. Training has become part iIn management.

(A) an important
(B) a non important

(C) a complementary

-



6. Arrangements are made to provide traiing.
(A) adaptable and productive
(B) adoptable and receptive

(C) acceptable and active

7. It has been recognized that traming is necessary for administration.

(A) up tll now
(B) up date
(C) up to now

8. Which recruitment is talked about in the text?

9. Who are generally selected in this recruitment?

10. What they had to have in order to be at their best?

11. How can the traming qualify the employee?

12. Do capacities of the employee remain all time the same?

Check Your Progress 1
Note: Use the space given below for your answer.

1) How is training in one of your country’s administration? Give it as example.
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Tutorial 5:

Learning Objectives: This tutorial let students distinguish differences by comparing and
contrasting main topics, such as mformal and formal learning. It 1s an mformation
recall by which some of them can access the knowledge they previously gained in their
training in the workplace outside the university. It 1s also a reading comprehension that

ensures that they draw the most important information on formal and informal learning.

Formal &Informal Learning

In order to compete mn a global and ever changing economy, companies are
mcreasingly beginning to recognize the 1mportance of individual employee
contributions. Now, departments are seeking ways to capture informal learning (training)
and encourage a culture of knowledge sharing. But before they can promote informal

learning, they need to understand what it means.

Formal learning 1s learning that 1s delivered “In a systematic intentional way”. 1t’s
planned and guided by an instructor and it usually occurs in a face-to-face setting or
through an online learning platform. Informal learning is on the other end of the
spectrum. It’s unstructured, often unintended, and 1t occurs outside of a conventional
learning setting. Importantly, 1t’s self-directed, asynchronous, and has no real objectives,
rather 1t just happens naturally. Within your business, it can happen whenever and
wherever. For example, you could be chatting with a co-worker and she mentions that
she found a more efficient way to automate a manual process that you can use too.

Although 1t wasn’t deliberate, you've still learned something.

Formal learning 1s anything that has been pre-arranged and prescribed as part of the
traming programme. Informal learning 1s everything else that happens outside of that
framework. As it’s so often overlooked by departments, you might think that informal

learning 1s negligible but you’d be dead wrong.



Research indicates that 709 of learning happens on the job, 20% by observing
others and only 109% through formal training. In fact, most business leaders now rate
mformal approaches (such as on-the-job experience, mentoring and coaching) as having
more 1mpact than formal traming imtiatives. Informal learning happens all the

time In every organization, but it’s something that tends to disappear under the radar.

Recognizing the knowledge that exists within workforce 1s a key to capturing it.
Rather than the traditional, top-down model of training, managers should view learning
as a continuous cycle that captures both formal and informal experiences. Most learning
platforms only focus on delivering tramning content. They seldom do anything to
promote informal learning and certainly do not provide a means of capturing it. This
means that formal and informal training are not delivered concurrently. Moreover, an
enormous percentage of workplace learning goes ignored, reducing the impact of the

learning programme as a whole.

1. What do you think is the main aim of learning?

To pass knowledge and experience to someone who does not have enough.
b. To get more people to work together.
c. To save money on traming.

d. To make the mentee someone well-known 1n the industry.

2. Which of the following relationship do you think is an example of a formal learning?

A father practicing and advising his son on baseball.

b A mother talking about her experiences in the fashion industry to her daughter,
who wants to be a model.

¢ A global I'T manager tramnee and the I'T director for administrative tasks.

d Two brothers, one teaching the other tips and tricks for passing exams.

3. Informal learning is:
Structured and mtended
b  Objective
¢ Unconventional

d subjective



4. Which type(s) of learning 1s based on experience and observation? -

a. Formal
b. Informal

c. Neither

d. Both

5. Which type(s) of learning has a fixed duration?

e. Formal
f.  Informal
g. Neither
h. Both

5. Which type(s) of learning can be inferred from the text as favored?

a. Formal
b. Informal
c. Neither
d. Both

Expansion: Written Expression

Topic: For students who are workers or still trainees for work, which kind of workplace

learning do/did they receive? Discuss.









TutOI'ia.l 6: «

Learning Objectives:

After learning this lesson, the students will be introduced “Management” frequently used
as an interchangeable term to “Administration”.  Additionally, they learn about
Administrative school of management and the outstanding figures (Frederick Winslow

Taylor and Henri Fayol.

Administrative School of Management

Back around 1860, Henn Fayol, a then-young engineer, began working at a coal
mine in France. While working at the mines, he noticed that managing the miners was
not an easy job. Managing was not as effective as it could be. Managers had few

resources and tools to better manage people.

At the time, Frederick Winslow Taylor, founder of the school of scientific
management, was making strides i maximizing productivity by focusing on the work
and the worker relationship. In other words, Taylor believed that there was a science to

work. If workers worked more like machines, there would be increased productivity.

Unlike Taylor's scientific management theory, Fayol believed that it was more than
jJust work and workers. Managers needed specific roles in order to manage work and
workers. This became known as the administrative school of management and was

founded on the six functions, or roles, of management:

1. Forecasting
2. Planning
3. Organizing

4. Commanding

Cn

Coordinating

6. Controlling



These roles, used as a process, focused on the entire organization rather than just
the work. Once broken down mto smaller parts, the six functions evolved mto Fayol's

14 Principles of Management. The focus should be on the first seven principles:

1. Division of Work

2. Authority

3. Discipline

4. Unity of Command

5. Unity of Direction

6. Subordmation of Individual Interests to the General Interest
7. Remuneration

While Fayol's 14 Principles of Management are not as widely used as they once
were, 1t 1s important to understand how the foundation of administrative management
theory was developed to address the needs of the times. This macro approach was the

first of 1ts time. Let's not forget, Taylor did not focus on the human element.

His scientific approach to work focused on building a better, stronger, faster and
more productive team through physical elements. Fayol didn't see it that way. Fayol saw
workers as humans possessing elements that required a more general approach to

getting the work done. He saw it as a whole organizational effort.

How does the view of Henri Fayol on management and productivity differ from that of
Frederick Winslow Taylor?

1. Fayol believed i a more traditional approach, while Taylor thought of
management as a series of processes.

2. Fayol believed m an approach that only focuses on productivity, while Taylor
believed 1n a scientific approach.

3. Taylor believed 1 a scientific approach while Fayol believed in an administrative

approach focusing on management.

-



4. Fayol believed m an approach that mostly focuses on forecasting and planning, .

while Taylor only viewed the final productivity of the company and did not take

notice of the process.

1. XYZ Corporation follows the admimstrative school of management; managers are

taught that one of their important roles is

a. getting along.
b. disciplining.
c. manipulating.
d. coordinating.

2. A CEO of a small company has implemented a strategy where all employees do their
work together, without doing specific assignments all the time. He hopes that it will
decrease the level of paperwork necessary and improve employee relations. Which one

of Fayol's principles did he violate?

a. Unity of Command
b. Unity of Direction
c. Division of Labor
d. Subordination of Individual Interests
Expansion: Written Expression
Topic: For students who are workers in companies, factories or any other workplace,

which of Fayol's principles are practiced and which are violated by your management

staff? Discuss.



Tutorial 7:

Learning Objectives:
After learning this lesson, the students should know:
(1) As a manager, it 1s important to understand management concepts,
theories, and approaches.
(2) The management competencies every aspiring manager should have.
(3) A wide range of different management concepts, the skills needed in

effective management, and managerial abilities.
Management Concepts Every Manager Should Know

Management involves a complex nteraction between individual people, collective
organizations, and the goals they share. Putting it into practice are managers, who use a
wide-range of management concepts to get things done with the resources available and
the skills of their staff. But, what concepts should you know to excel as a manager? And,
what you can do to improve your managerial abilities?

As an aspiring manager, you will need to have a strong grasp of the five fundamental
functions of management: planmng, organizing, staffing, leading, and controlling your
business processes. By understanding and using management competencies in these five
management disciplines, you will be better able to achieve your goals and set your team up

for success.

At a glance, here 1s what each of the five functions means:
e Planning is setting goals and creating a strategy to achieve those goals.
e Organizing 1s putting the plan mto action by creating a structure and assigning
tasks.
o Staffing, recruiting, hiring, and training employees to carry out the plan.
o Leading motivates and guides employees to achieve the organization's goals.
e Controlling is monitoring progress toward the organization's goals and taking

corrective action when necessary.



In each of the five management functions, situations may emerge where you need to focus
more on management, administration, or leadership. Here 1s what each process looks
like:

e Management involves setting goals and then working with people to achieve them.

e Administration is the process of managing the details. This includes planning,
organizing, and controlling resources.

e Leadership is the process of influencing people to accomplish desired objectives.
This involves high-level strategy and motivating and guiding people to achieve
results.

You will need to build your management, administrative, and leadership skills to

develop a career as an effective manager.

% Complete with the correct answer as appeared in the text.

1. Management involves a complex _ _ between individual people:

(A) communication
(B) mnterpretation

(C) prescription

2. Putting it into practice are ___
(A) directors
(B) stakeholders

(C) teachers

3. But, what should you know:

(A) conceptions

(B) 1deas

(C) notions

_________ of training.

4. As an aspiring manager, you will need to have a strong
(A) comprehension
(B) understanding

(C) hesitation



5. By understanding management competences, you will be able to achieve your -

up for success.

(A) aims (A) staft
(B) roles (B) stuff
(C) achievements (C) group

6. Situations may emerge where you need to more on management,

administration, or leadership.
(A) emphasize
(B) scrutinize

(C) concentrate

7. Youwill need tobuilldyour ___~ to develop a careerasan _____ manager.
(A) capacities (A) efficient

(B) competences (B) efficacious

(C) abilities (C) active

8. Which Concepts are talked about in the text?

9. Who are generally addressed 1n this case?

10. What every manager have to do in order to be at success?

11. How can the five functions work?



12. Draw a spidergram for each: management, administration, or leadership.

Check Your Progress 2

Note: Use the space given below for your answer
1) What can you say about the management concepts every manager should know?
ry ;
....................................................................................................................................
.............................................................................................................................................
.............................................................................................................................................
.............................................................................................................................................
.............................................................................................................................................



Tuton'al 8: «

Learning Objectives:

GENERAL OBJECTIVE: Through this lesson, the students learn new terms about one
lesson that they already have in another module.

SPECIFIC OBJECTIVE: The learners, as future managers, should know that they must
have an alternative plan, which 1s a form of crisis, in order to get out of

difficult situations safely and soundly.

Crisis Management

Crisis management 1s the process or system through which you confront an
unexpected event that has a disruptive and negative impact on the company and those
who have an interest in the company’s survival. The concept of crisis management and
its various strategles gained fame in the eighties, after a series of huge natural and
mdustrial disasters and crises, as well as making i1t one of the most important aspects of
managing the company’s public image.

So, what are the basic rules for managing the art of crises, how to apply it in
practice, and how to act in the event of a real one?

e Be honest with your customers
One of the worst things you can do to solve a crisis facing your company 1s to create a
new crisis, which 1s very likely to happen 1if you choose to solve that problem by telling
lies or devious methods, which 1s like pouring gasoline on a fire.

That 1s why we believe that the best way to deal with your customers, your team,
and other stakeholders during the crisis period 1s to be honest with them, share the
appropriate amount of information with the utmost transparency, talk about the crisis
that the company 1s going through, take responsibility, and explain your plan to get out

of that crisis.

e Be ready with a plan



There 1s a famous saying that says that the best type of attack 1s a good defense, and
therefore one of the best steps you can take 1s to prepare a future plan that will reduce
the impact of the crisis and its negative effects when it occurs.

Preparing this plan will require you to think about several crisis scenarios, plan in
advance for the possibility of any of them occurring, and discuss that plan with your
crisis resolution team and the rest of those affected by this decision so that they can
assess the risks and guide you to implement the final agreed plan.

e Learn from the crisis and try to unite the speech
Making mistakes 1s part of life and may come from one of the new employees or an
executive director in the place, but what 1s important 1s to learn from these mistakes
because you will not move forward without that.

The information you need and the lessons learned from those mistakes are diverse
and their sources are many, such as the complaints team, the sales team, the evaluation
of the most frequently asked questions, as well as various social media channels, and

your customers’ reactions and comments on those platforms.
1- Read the text and answer the following questions

a) Why do managers create a new crisis when it happens?

2- Choose the best answer.

a) Crisis management is the process or system through which you confront an

unexpected event that has:



- A destroying and negative impact on the company and those who have an

mterest 1n its decline.

- A flourishing and positive impact on the company and those who have an

interest 1n 1its life.

- A destroying and negative impact on the company and those who have an

interest 1n its life.

b) The photo for this article shows a group of people with one shouting on

them. This means that:

- There a problem in the company.
- The one shouting 1s a crazy manager.
- The one shouting has right.

3- Derive verbs and adjectives out of these nouns

Nouns Verbs Adjectives

CT1SIS

plan

disruption

mistake

4- Report the following passage: “No doubt this emerging concept 1s improving the
understanding of what the art of crisis 1s. The authors of the report want to go further

than just providing information”, economists said

5- Writing: Choose one topic only
1- Nowadays, economists are much more nterested i the art of managing
administrative crises. Discuss giving examples to justify.

2- Write a summary of the text.



Tutorial 9:

Happiness Industry

Learning Objectives: After this lesson, the students will be able to know what
constitutes happiness and make recommendations to governments about how best to
mcrease 1t. “the happiness industry”, one successful factor in administration all over the

world.

Happiness no longer a dismal science?

One of the more surprising growth industries to have taken off during the
current period of economic downturn and austerity has been “the happiness industry”—
the increasing activity of economists (not philosophers) who study what
constitutes happiness and make recommendations to governments about how best to

mcrease 1t. This industry has recently achieved success with the publication of the

first World Happiness Report. The report finds that the world’s happiest countries are
m northern Europe (Denmark, Norway, Finland, Netherlands) and the most miserable

are i Africa (Togo, Benin, Central African Republic, and Sierra Leone).

According to the Washington Post, a group of experts including Daniel Kahneman,

a psychologist who won the Nobel Prize in economics, met in December to draw up
measures of “subjective well-being”. The French government started publishing
its own happiness indicator m 2009. Britan’s Office for National Statistics has a
program for measuring national well-being, and the Organization for Economic Co-
operation and Development is drawing up guidelines so its members (mostly the

industrialized rich countries) can produce “well-being data”.

The reason for the activity 1s that there 1s an “emerging scientific study of happiness”.
Researchers break down people’s feelings mto “affective happiness” (everyday ups
and downs) and “evaluative happiness” (a person’s overall assessment of his or her
life). They have constructed idicators that look at happiness from different vantage
points, using questions such as “How happy were you yesterday?” (that 1s what Britain’s

ONS asks); “All things considered, how satisfied are you with your life as a whole


http://www.earth.columbia.edu/sitefiles/file/Sachs%20Writing/2012/World%20Happiness%20Report.pdf
http://www.washingtonpost.com/business/economy/if-youre-happy-and-you-know-it--let-the-----government-know/2012/03/29/gIQAlSL2jS_story.html?hpid=z4

nowadays?” and “Taking all things together, would you say you are: very happy, quite -

happy, not very happy or not at all happy?”). The different answers give

economists plenty to argue about.
1- Read the text and answer the questions:

f)  Why are economusts interested mn the happiness of people?

................................................................................................
................................................................................................
...................................................................................................

2- Choose the best answer.
a) Economists meet to draw up measures for subjective well being.
- They meet to improve the understanding of what happiness 1s.
- To discuss wealth, income distribution, health and political mstitutions.
- To make governments improve conditions of life.

b) The photo for this article shows a happy gentleman on his bicycle, stretching

his arms 1 the fresh air
- It means the car 1s no more a predictable cause of happiness.

- A simple life can mean a happy life too.



- Richness can never make happiness.
¢) One of the more surprising industries has been the “happiness industry”
- It1s an industry related to production.
- It1s a particular industry which provides a particular service.
- It1s a process of manufacturing happiness.

3- Derive verbs and adjectives out of these nouns

Nouns Verbs Adjectives

mdustry

growth

evaluation

cmergence

4- Report the following passage: “No doubt this emerging science 1s improving the
understanding of what happiness 1s. The authors of the report want to go further
than just providing information”, he said

| (ST FO USRS

5- Writing: Choose one topic only.

3- Physiocrats, a group of economists (18" ¢) believed that the wealth of nations was
derived from the value of land and agriculture. By the 20" ¢, economists’ theories
turned to the ndustrialization of economy. Nowadays, economists are much
more interested n the wellbeing of people. Discuss giving examples to justify.

4- Write a summary of the text.



Unit 4:
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GENERAL OBJECTIVE: The aim behind this lesson 1s that students should learn how
to write an email to mnvite someone to a job interview.

SPECIFIC OBJECTIVES: Students will:
0 Explain the purpose for an interview
0 Identity the do’s and don’ts for job interviewing
[ Practice good job interview skills

Lessonl:

An email to invite someone to a job interview
Before reading
Do the preparation task first. Then read the text and tips and do the exercises.
Preparation task
Match the defimtions (a-f) with the vocabulary (1-6).

Vocabulary Definitions

1. ... to be located m/on a. Planned to happen at a fixed time
somewhere b. Difficult or causing problems

2. ... to get to know someone C. to change the time, position or

30 a reference order of something

4, . scheduled d. to learn more about a person

5 .. mconvenient e. arecommendation from a person who knows

6. ... to rearrange something you

f.  to be in a particular place

The email:

From: Maja Jakobson, HR Officer

To: Sanjay Chaudhary

Subject: Invitation to interview at
Purple Cloud Dear Mr. Chaudhary,

Thank you for applying for the position of software engineer at Purple Cloud. We would like to



mvite you for an interview at our Stockholm ofhice. Your interview 1s scheduled for Thursday 3
April, at 2 p.m. If this time or date 1s inconvenient for you, please contact me as soon as possible
to rearrange the interview. At the interview, you will meet our head of HR, Mr. Liam Anderson,
and our head of I'T, Ms Elsa Wallin. They will be telling you more about the job and getting to
know you better. You will also have the opportumty to ask questions about the position and the
company, and to see the office. The interview will last for about 60 minutes. Please bring two
references with you for the interview. Our offices are located on Kungsbron 2, which 1s a six-
minute walk from Stockholm Central Station. When you arrive, please ask for Mr. Liam

Anderson at the reception.

We look forward to hearing from you soon.

Best regards,
Maja
Jakobson
HR Officer
Tasks
Task1
Match the answers with the questions.

Kungsbron?2 Mr. Anderson and Ms Ms Jakobson 60 minutes

Wallin
2p.m.onThursday Software engineer Mr. Anderson Two job
3April references

What position 1s the interview for? .......ovvvvenevccsiennnnns
When will the job interview be?.......cvevvereriverrverennn.
Who should Sanjay contact if he cannot be in Stockholm on 8 April?......ceevvvevveriviveneen

Who will be interviewing Sanjay?.........ceeevevrverresenerns

v A W=

Who should Sanjay ask for when he arrves?.......cooovvvevevcrneeeninene,



6. How long will the mterview 1ast?......cccccvvevvivicrisennnnne.
7. Where will the interview take place?......coovvvvvevereriieenennns

8. What should Sanjay bring to the Interview?..........cocooveverevisrienennns

Task2

Write the phrases (1-9) i the correct groups in the box.

Dear Mr. Chaudhary,

Your mterview 1s scheduled for Thursday 3 April at2p.m.

Thank you for applying for...

You will be able to see the office.

It 1s a six-minute walk from Stockholm Central Station.

You will have the opportunity to ask questions about the position.
We look forward to hearing from you soon.

They will be telling you more about the job and getting to know you better.

A L L T R A

Our offices are located on Kungsbron 2

Useful polite phrases Essential practical Telling the candidate
information what to expect

Task3
Write the word to fill the gaps.

Dear Sandra,

Thank you for(1)....cceeeevervevererernenennfor the position(2).....vveeeeevveennnneee. customer service assistant.
WeE (3) e, like to arrange an mterview with you at our offices at 9a.m. on
Thursday 20 December.(d)....ccceeevuveeeeeenveeeeeennnne mterview will be with our HR Assistant, Ms
Cecil Dubois, and Will(5)..eeeeeeeeeiieiiieiieiieeeeeeenn. approximately 30minutes. During this time, we

would like to find out more about your experience and background. The interview will take
(0 R n our offices on 20 rue de Rivolr. Whenyou
(7) e please ask  for me at reception. Please  remember

(0] 1<) ISPP RN an ID so that you can get a wvisitor’s pass. We look



forward(9)..cccuvveeeeeeiieeeeee. meeting you soon.

Best (10) eeveiiiiiiiiiieeeeeiieeeeeeeeeeeeens ,

Charle § 222222222222222222929292222229222222222222222 Bennett

Tips

1. Inyour email, remember to thank the candidate for their application.
2. Remember to include information about:
e  What position the iterview 1s for and what will be discussed at the interview.
e  When the interview will take place.
e  Who to contact if there 1s a problem, who will be terviewing them and who
the candidate should ask for when they arrve.
e  Where the interview will be.
e Howlong the interview will last.
e  What to bring-IDs (proofs of 1dentity), references, etc.
3. Write the date m words, e.g. Thursday3AprilDon’t write the date in numbers-in
some countries 3 April, for example, 1s 3/4 and m other countries it’s 4/3.
4. You can end the email with a set phrase like We look forward to meeting/hearing

fromy/ seeing you soon.

Discussion &Writing

Sharing the above tips, write an email mviting an applicant for a job interview.



Lesson2:

A Job Interview

Learning Objectives: As future employees and managers; students should know how to
prepare and sit for a job interview. It 1s not a simple meeting after all. Throughout
reading and discussion, they should discover that there should have been a set of norms

to follow.

Before listening

Do the preparation task first. Then listen to the audio and do the exercises.
Preparation task

Match the abbreviations (1-4) with the definitions (a-d).

Abbreviation Definition

1 ... B2B a. Learning and development
2. B2C b. Human resources

3. L&D c. Business to business

4, . HR d. Business to customer
Tasks

Task 1

Circle the best answer.

1. Four years ago, Maria worked for a small HR services provider...
a. In the B2B sector.
b. In the B2C sector.
¢. In both B2B and B2C sectors.

2. Maria has been 1n her current job...

a. For four years.



b. For three years.

c. For one year.

3. Maria’s current role 1s focused...

a. Only on learning and development.

b. On a number of HR topics.

¢. Only on pay roll and she wants to do L&D.
4, Maria...

a. Did a diploma in L&D two years ago.

b. Is doing a diploma in psychology at the moment.

c. Both options are true.
5. Maria will need to...

a. Identify and devise an L&D strategy.

b. Devise and implement an L&D strategy.

c. Implement an L&D strategy that has already been devised.
6. Mara...

a. Will hear back from them next week.

b. Has been mvited to a second interview next week.

c. Needs to call them next week to find out the next steps.
Task 2

Complete the sentences with words from the box.

personal good fit aligned replicated
stability measured responsible report
1. Maria feels her skills and experience are a .......ccoeceeevveervveenveennnnen. for the company.

2. Marna changed jobs because she was looking for more.......c.coovvevvveereriveenen.

3. She Was .ccceevvveenveeenieenieenne for learning and development.

4. She feels..coiinniinneenneennnennns with the company’s brand and values.

5. She’s used to taking a vecveeeeveerceerieerseeennne. approach to L&D.

6. Herideas can be .....oeeeeuveeeeneeecnneenns on a larger scale.




7. She would......ceeeeveeeernnnnnee. to the HR manager.

8. Performance will be ..cccvvvvveeecnniriiennneen. n different ways.

Discussion (Speaking Exercise)

How do you prepare for an interview?



Tutorial 11:

Learning Objectives: After this lesson; students should know what are the workplace
skills that go with the 21st-century before sitting for a job mnterview. Through reading and
discussion, they should discover the skills that employers may ask questions about in

mterviews and what are the areas of strengths and weaknesses.

Skills for the 21st-century workplace

1. Before reading

Complete the paragraph with the words from the box.

age of technology problem solving communicate well
good at making decisions analyze imnformation the 21" century
We are living 1 . Some people call 1t the

We need to learn @ skills such as

and we need to be able to with other

people around the world. Employers are looking for people who can

well, people who are able to recognize whether information

1s reliable or not. They also like people who are without

asking for help.

2. After reading

Read the text and compare 1t with the statements to decide if they are true or false.



Skills for the 21st-century workplace

We need to develop all kinds of skills to survive 1in the 21st century. Some, like ICT
skills and knowledge of the digital world, are taught explicitly in schools in the UK. Here
are five less obvious ones for you to think about. These are the sorts of skills that
employers may ask you questions about in interviews, so it’s a good 1dea to think about
how good you are in these areas. What are your strengths and weaknesses?

Imagination
In the age of technology that we are living in now, it 1s no longer enough to keep on
making the same products. Employers need people who can imagine new approaches

and new 1deas.

Think: Think of an object or gadget you use every day. How could it be improved? Can
you think of three improvements?

Problem solving

Employers will value workers who are able to see problems before they happen and

come up with creative solutions.

Think: Imagine you are organizing an end-of-term social event at school. Think of some
problems that you could face. Can you think of any solutions?

Communication skills

Workers will have to be good communicators. They will have to be able to negotiate

and discuss key 1ssues and also write 1n a clear way without using too many words.

Think: How do people communicate with each other in the 21st century?

60



Critical analysis

Employers want wokers who are able to recognize the difference between information that can be
believed and false information.

Think:Use the internet to find out three facts about a celebrity or famous figure. Can you verify the

information by checking other websites?

Decision making

Individual workers have a growing amount of responsibility. It is important to be able to evaluate a

situation and be confident in making a decision.

Think:Which three things could you do to (a) be healthier (b) do better at school and (c) help others?

Make a decision now to do at least one of these things. Then ... just do it!

1. 21st-century skills are not taught in schools in the UK.
True False

2. Employers like workers to be imaginative.
True False

3. Employers want workers to think about possible problems.
True False

4. Employers like workers to be original when solving problems.

True False

Cn

. Future workers will need to be able to write concisely.

True False

6. People communicate with each other less i the 21st century.

True False

7. Employers believe it 1s useful to know a lot of information about celebrities.




True False

8. Employers don’t want workers to make decisions without asking them.

True False

3. Read the text agamn and complete the sentences with the words from the box.

solve have t.each value differentiate
make discuss develop

1. UK schools and colleges ICT skaills.
2. Employers people with 1deas for new approaches.
3.Employers like workers who can problems.
4.Workers need to be able to their work with their team.
5. Workers need to their writing skills.
6.1t 1s important that workers can between truth and les.
7.Employees i the 21st century more responsibility.

8.Employers like their workers to decisions.




Tutorial 12:

Learning Objectives: Students should know the serious work of a secretarial job; one

vivid motor 1n an office and the administration as a whole.

The secretary

IN OLDEN DAYS, when a glimpse of stocking was looked upon as something far
too shocking to distract the serious work of an office, secretaries were men.

Then came the Ist World War and the male secretaries were replaced by women. A
man's secretary became his personal servant, charged with remembering his wife's
birthday and buying her presents; taking his suits to the dry-cleaners; telling lies on the
telephone to keep people he did not wish to speak to at bay; and, of course, typing and
filing and taking shorthand.

Now all this may be changing again. The microchip and high technology 1s sweeping
the British office, taking with 1t much of the routine clerical work that secretaries did.

"Once office technology takes over generally, the status of the job will rise again
because 1t will involve only the high-powered work - and then men will want to do 1t
again. »

That was said by one of the executives (male) of one of the biggest secretarial agencies
m this country. What he has predicted 1s already under way m the US. One girl
described to me a recent temporary job placing men n secretarial jobs in San Fransisco,
she noted that all the men she dealt with appeared to be gay so possibly that 1s just a new
twist to the old story.

Over here, though, there are men coming onto the job market as secretaries.
Classically, girls have learned shorthand and typing and gone into a company to seek

their fortune from the bottom - and that's what happened to John Bowman. Although

-



he joined a national grocery chain as secretary to its first woman senior manager, he has
since been promoted to an administration job.

"T filled mn the application form and said I could do audio/typing and n fact I was the
only applicant. The girls were reluctant to work for this young, glamorous new woman
with all this power 1n the firm.

"l did typing at school, and then a commercial course. I Just thought it would be
useful finding a job. I never got any funny treatment from the girls, though I admat I've
never met another male secretary. But then I jomned the Post Office as a clerk and
fiddled with the typewriter, and wrote letters, and thought that after all secretaries were
getting a good £1,000 a year more than clerks like me. There was a shortage at that time,
you see.

"It was simpler working for a woman than for a man. I found she made decisions, she
told everybody what she thought, and there was none of that male bitchiness, or that
stuff ' ring this number for me dear,' which men go n for.

" Don't forget, we were a team - that's how I feel about it - not boss and servant but
two people doing different things for the same purpose."

Once high technology has made the job of secretary less routine, will there be a male
takeover? Men should beware of thinking that they can walk right into the better jobs.
There are a lot of women secretaries who will do the job as well, as they - not just
because they can buy negligees for the boss's wife, but because they are as efficient and

well-trained to cope with word processors and computers, and men.

Questions
Read the text and decide which alternative best completes each sentence, according to
the text.

1. Before 1914 female secretaries were rare because they ...

n a) were less efficient than men
n b) wore stockings
ﬂ ¢) were not as serilous as men

ﬂ d) would have disturbed the other office workers

"



2. A female secretary has been expected, besides other duties, to ...

a a) be her boss's memory

ﬂ b) do everything her boss asked her to
u () clean her boss's clothes

a d) telephone her boss's wife

3. Secretaries, until recently, had to do a lot of work now done by...

a a) machines
a b) servants

u ¢) other staff

u d) wives

4. A secretary in the future will...

a a) be better paid

a b) have less work to do
u ¢) have higher status
a d) have more work to do

5. John Bowman 1s now a...

a a) junior manager

b) member of the administrative staff
a ¢) male secretary
u d) senior manager

6. He was given his first job as a secretary because...

a a) he had the best qualifications
a b) he was lucky

a ¢) he wanted to work for a woman
u d) no one else applied




7. He did a commercial course because he...

n a) couldn't think of anything else to do

n b) thought it would help him to find a job
¢) had done typing at school

a d) wanted to become a secretary

8. When he was a post office clerk, secretaries were better paid because...

a a) not many were looking for jobs
a b) they were better traimned
¢) they had greater responsibility

d) they worked longer hours

9. he found that working for a female boss was less...

a a) boring

b) easy
¢) Complicated
d) Frustrating

10. The writer believes that before long...

a a) men and women will be secretaries
a b) men will take over women's jobs as secretaries
a ¢) men will be better with machines

u d) women will operate most office machines







Sample Test

Task n°1: Match when appropriate by writing the number under the form

1. employment
2. employer
3. employability
4. employee

- ]

[ ]

Task n°2: Get the true meaning to each word (7-4)

1.

2
3.
4

Management
Business
Administration
Business

Management

d.

the range of activities connected with organizing and
supervising the way that an organization or institution
functions.  the  growing economic and  cultural
mterdependence of nations

the activity of making one's living or making money by
producing or buying and selling products

the admnistration of an organization, whether 1t 1s
a business, a non-profit organization, or government body
managing the coordmation and organization of business

activities.




Task n°3: Read the text below then do the activities that follow.

One of the differences in the management of the public sector and the private sector
that can be clearly identified 1s the management service. In their book Management in the
Public Domain, Public Money and Management, Stewart and Ranson generally describe
the differences of service management in the public sector and private sector service
management. Service to the public sector does not make profit as its primary objective and
management decisions mn the public sector can be coercive. This differs from the private
sector that cannot force its customers. Society could be forced to abide by the rules or
government decisions, for example on the determination of tax rates and the prices of

certain services.
— Comprehension.

1. The public sector and the private sector differ in:

a. Service management

b. Managzment

c. Management Service

d. Sector

2. Service to the public sector is:
a. Not beneficial

b. Beneficial

c. Both together

e

None of which
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Society:

Is reluctant to abide by the rules
Is let free to abide by the rules
Is forced to abide by the rules

Can be forced to abide by the rules

—Are these statements true or false?

The management service 1s one difference in the management sector.—
Service to the public sector makes profit.—.............
The private sector can force its customers.—.............

Society 1s forced to abide by the rules or government decisions. —.........

............

cese




Sample Additional Texts for Practice

Samplel

Learning Objectives: After learning this lesson, the students can master the basic terms
about the lesson and they can be able to integrate them in the questions given by the

teacher.

What do we mean by political economy?

The term political economy is derived from the Greek words polis, meaning city or
state, and oikonomos, meaning "one who manages a household or property.” Thus,
political economy is understood as the study of how a country is run, taking into account
both political and economic factors. Political economy is a multidisciplinary branch of the
social sciences that focuses on the relationships between individuals, governments, and
public policy. Political economy studies how economic theories such as capitalism,
socialism, and communism function in the real world. Essentially, any economic theory is
a methodology adopted as a means of controlling the distribution of a limited amount of

resources in a way that is beneficial to the largest number of individuals.

In a broader sense, political economy was at one time the common term used in the
field we today call “economics.” But gradually, since the late nineteenth century, the term
“economics” began to replace political economy after the emergence of modern
mathematical models. Adam Smith, John Stuart Mill, and Jean-Jacques Rousseau all used
the term political economy to describe their theories, and the phrase political economy is

still used to describe any government policy that has an economic effect.

Political economy studies the relationships that form between the people of nations
and their governments when public policy is enacted. Therefore, it is the result of the

interaction between politics and economics, which is the basis in the field of social




sciences. As mentioned above, there are several important types of political economies:

capitalism, socialism and communism.

1. Select the correct answer:

The term political economy is from the Greek words.

a. translated

b. divided
c. taken
Political economy is as the study of how a country is
a. realized a. lead
b. recognized b. managed
c. known C. gone
Political economy is a branch.

a. interdisciplinary
b. interactive

c. collaborative -:

Political economy was at one time the

a. uirdhaa
b, Ladd mluas
C. didaplluas

Public policy is:

. A gard) duipdd)
b. alsadl Ay
C. dalad) dubpd

used in “economics.”

n




Political economy is the result of the between politics and economics «

A Jalad
b. Jel
c. Jalx

2. Fill in the gaps with appropriate words as caught from the passage in English

o sal) dpans (3 Jlaall 8 andinudll PP IUPNCE PR O cpn Y inally
Sy Jae Jay 7ol plhias fay de aulill G 3 Al S g i oSl "
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Jean



SampleZ «

Learning Objectives: Students know some tips that help to reduce levels of stress and

thus practice good job interview appointment.

Read the text and answer the questions.

Preparing for a job interview

For most people, attending a job interview 1s one of the most stressful aspects of
looking for work. In this article I aim to offer some tips which I hope will help to reduce

levels of stress.

First of all, if you have reached the interview stage, you know that your prospective
employer must have been impressed by your application. You will most probably have the
appropriate formal qualifications and experience or perhaps they have seen something else
of mterest. When you receive the email, letter or phone call mviting you to attend an
mterview, you should immediately acknowledge and accept the invitation. If, however, you
have already accepted another job, you should politely decline and explain that your
situation has changed. The world of work can be a small one so i1t’s important to make a

good mmpression whenever you can.

Now you have the date in your diary you need to be prepared. There are many simple
things you can do to ensure that your interview goes as smoothly as possible. First of all, you
need to make sure you have researched the organization. Spend some time looking at the
company’s website as your mterviewer 1s likely to ask you some background questions. It’s a
good 1dea to have questions of your own prepared as well as this shows interest and
mitiative. By questions, I don’t mean ‘How much will I get paid? How many weeks’ holiday

do we get?’ but “What plans do you have for expanding nto the Asian market?’



First impressions are very mmportant. Research has shown that decisions are made
within seconds of meeting someone. You want to fit in and be seen as someone who’d be
an asset to the team so dress appropriately. If youre applying for a job m a financial
mstitution, wear a smart suit. If you’re hoping to work in a more relaxed environment, you

can dress 1n a more casual way but always look neat and clean.

Walk the office with confidence. Shake hands with a firm grip and make eye contact.
When you sit down, don’t cross your arms and legs as this makes you look defensive. Don’t
play with your hair or jewellery. Take deep breaths and speak calmly and clearly.

Finally, there’s nothing worse than being late. Make sure you know exactly where
you're going. If necessary, try the route beforehand so you know how long the journey will
take you. Leave home in plenty of time so that you have a few minutes to relax and collect

your thoughts when you arrive.

So, good luck and remember that every mterview 1s good experience so don’t worry if

you're not successful the first time. It could be that the job just wasn’t the right one for you.

Mark the sentences as: True, False or Not given

1) If youre asked to attend an interview, you must have the right qualifications.
e True
e Not given
e False

2) Other things can be as important as experience and qualifications.

e True
o False
e Not given

3) You should always accept the invitation.

e Not givne




o False
o False

4) People will soon find out if you don’t behave appropriately.

e True
o False
e Not given

5) The mterviewer will test your knowledge of the company.

e Not given
e True
o False
6) You should ask about perks and working conditions.
e Not given
o False
e True
7) You should always wear a suit.
e True
e Not given
o False
8) Your behaviour is more important than your appearance.
e Not given
e False

e True

9) You should always shake hands.

e Not given

e True




o False

10) It’s important to sit still.

« Not given
e True
o False

11) Breathing deeply helps you to relax.

e True
e False
« Not given
12) It's important to plan the route to the interview.
e False
e True

e Not given



Learning Objectives: Students should learn when managing a new team in a new company,
it 1s important to understand how the work environment 1s and to learn about its culture. It
1s best to have a balance between both management styles. People perform better at work

and come up great solutions when they are allowed to take their own way to perform.

Before Reading

Do the preparation task first. Then read the text and do the exercises.

Preparation task

Match the definitions (a—h) with the vocabulary (1-8).

Vocabulary Definition
1. ... : .

vague a. to perform or complete a job or activity
2. ... t t a task . ..

O catty out a tas unclear, not specific or definite
30 ... d ti .

cmocratic c. a system where members are ranked according to status or
4, ...... a hierarchy authority
5. .. to come up with ~ d. based on the idea that everyone is equal and should be
6 involved in making decisions

C e resentment
: e. to think of something such as an idea or plan
7. ... to be perceived
e f. to be seen or understood in a certain way

8 ... to have initiative

g. to have the ability to take action without someone

telling you what to do next

h. dissatisfaction and bad feelings from being treated

unfairly



Reading

Cultural expectations and leadership

Gabriela worked for a multinational company as a successful project manager in
Brazil and was transferred to manage a team in Sweden. She was excited about her new

role but soon realised that managing her new team would be a challenge.

Despite their friendliness, Gabriela didn’t feel respected as a leader. Her new staff
would question her proposals openly in meetings, and when she gave them instructions on
how to carry out a task, they would often go about it in their own way without checking
with her. When she announced her decisions on the project, they would continue giving

their opinions as if it was still up for discussion.

After weeks of frustration, Gabriela emailed her Swedish manager about the issues
she was facing with her team. Her manager simply asked her if she felt her team was still
performing, and what she thought would help her better collaborate with her team
members. Gabriela found her manager vague and didn’t feel as if he was managing the

situation satisfactorily.

What Gabriela was experiencing was a cultural clash in expectations. She was used
to a more hierarchical framework where the team leader and manager took control and
gave specific instructions on how things were to be done. This more directive
management style worked well for her and her team in Brazil but did not transfer well to
her new team in Sweden, who were more used to a flatter hierarchy where decision
making was more democratic. When Gabriela took the issue to her Swedish manager,
rather than stepping in with directions about what to do, her manager took on the role of

coach and focused on getting her to come up with her own solutions instead.

Dutch social psychologist Geert Hofstede uses the concept of ‘power distance’ to

describe how power is distributed and how hierarchy is perceived in different cultures. In




her previous work environment, Gabriela was used to a high power distance culture where
power and authority are respected and everyone has their rightful place. In such a culture,
leaders make the big decisions and are not often challenged. Her Swedish team, however,
were used to working in a low power distance culture where subordinates often work
together with their bosses to find solutions and make decisions. Here, leaders act as

coaches or mentors who encourage independent thought and expect to be challenged.

When Gabriela became aware of the cultural differences between her and her team,
she took the initiative to have an open conversation with them about their feelings about
her leadership. Pleased to be asked for their thoughts, Gabriela’s team openly expressed
that they were not used to being told what to do. They enjoyed having more room for
initiative and creative freedom. When she told her team exactly what she needed them to
do, they felt that she didn’t trust them to do their job well. They realised that Gabriela was
taking it personally when they tried to challenge or make changes to her decisions, and

were able to explain that it was how they’d always worked.

With a better understanding of the underlying reasons behind each other’s
behaviour, Gabriela and her team were able to adapt their way of working. Gabriela was
then able to make adjustments to her management style so as to better fit the expectations

of her team and more effectively motivate her team to achieve their goals.

Tasks

Task 1

Are the sentences true or false?
1. Gabriela’s management style worked well with her team in Brazil but not with her
team in Sweden. True False

2. Gabriela’s team questioned her proposals and her decisions because they didn’t trust

or respect her. True False

"



3. Gabriela was satisfied with her Swedish manager’s way of dealing with her problem. -
True False

4. Gabriela found it helpful to talk openly with her team about the differences in their
expectations.
True False

5. Gabriela faced a problem with her Swedish team because her  management style
was old-fashioned and wrong for the modern world.
True False

6. The author believes that people from high power distance cultures and low power
distance cultures should never work together.  True False

Task 2

Write the sentences in the correct group.

8.

9.

The manager gives the team detailed instructions on what to do.
The manager makes the big decisions.

Team members do not usually challenge the manager.

The manager acts as a guide but encourages input from the team.
The manager gives specific advice to help solve problems.

The manager involves the team in making decisions together.
The manager has a lot of control over what happens.

Team members can take the initiative to do things their way.

The manager encourages the team to find their own solutions.

10. Team members can often challenge the manager.



Expectations in a high power distance

culture

Expectations in a low power distance l

culture

Discussion

What do you think the role of a manager should be?






A collection of some useful translated words and expressions

dole 5yls]

Public administration
Public leadership of public affairs directly responsible for executive action

Public management

dolsl g5l pubsii - dole 8)l]

dilsioll OlelYl Jg> Yozl jou (plal Jeo oo @US saazdl dolsdl 8)l)I”
. 3uadidl dogSadl cpond bl

“New Public Management 1s a field of discussion largely about policy interventions within

executive government.
,ol._:_‘kll 03g) dolsdl 8LV o JuS 3> (J] Ay daedl 8clasSdl awo puuil g

The principle of efficiency has very much assumed central importance m today's public

management

Slabiell duz)ladl Aebuwoll Slsly dsulio GAo] 1ied ajg (NPM)saya> dole 8yl

(NPO)z, ) @oslas sl

New Public Management (NPM) and follow-up reforms have extended the external

accountability duties of nonprofit organizations (NPOs).

Golsll )l5Y1 eyl Goull sLais] 53l Gubil dglxe 8)sliall oia Jieds

New public management represents an attempt to apply the principles of free-market

economics to public administration.

u




2ro> b dololl 85V delus ol @6l daSgzdl olaua) @slS oSi al Slolgwll ol jue
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The contributions were not, however, sufficient to ensure transparent governance or public

management accountability in all cases.

wle 8] piwslo
Master of Public Administration
do =]l 8,5V ddsua 85lc]
Restructuring public administration
dole 3)5] abrgo
Public administration officer
doldl 3)5Vlg oSl puus
o=l )bVl ac ol
GMS - general management support
)Vl s dumall pbill jowozally STV Gayb e dgdmall chuzdl Gays glaizl
decluallg drolaid] 3 =il Jol> :do el ddlall
Ad hoc Group of Experts Meeting via Internet on Weakened Systems of Public Financial
Management: Solutions for Enhancing Transparency and Accountability
Slwall dx6Bo g doledl 8,15V pUaj dusuilyiw]
Governance and Anti-corruption Strategy
ol=dl glnall 3)l5]
PSG - public sector governance
8,bMW duib gl dawjaadl o DVl eilddlg doladl 8)DMI o 3)l5] de Juols gang
(1982)

He holds a degree in public administraion and administrative law from the National

School of Administration (1982).




dilsioll OlelpVl Jg> Yozl jomu Gplal Jle oo @US szl doladl 81" -
. 3uaidl dogSadl cpends bl

“New Public Management 1s a field of discussion largely about policy interventions within

executive government.
ol 3)bYI =il dxbly dos) dogSal dlaicl JUs o dggxdl i i Seug
dailall bzl o 83laiwll g

Those efforts could be facilitated through the adoption by the Government of a clear plan

for strengthening public administration, drawing on existing blueprints.
(Aladl o 18) dole @ )ls] Dlogrow
Administrative overhead (13 per cent)
slhadl &S)lite jui=ig izl u Bloluall Guixi) dgivall ezl e yblg
Aol 3)15V1 (o

It applauded efforts towards gender equality and promoting the participation of women

i public administration.
Wl baeisi il pledl @)LVl pcddl UG 3wl 8d33xedl GVasell _)JLU
IlpRiog julee iy & yhall
Several criteria and variables affect the specific GMS rate chosen by country offices
Soall o Jdmxy dabhiedl Sgiwe e ddladlyg &dLaisVl 3)lgel Llai gildd] (i g
Aolsdl 8)bM 8elasS 3y 3=

The law establishes a regime of economic and financial resources at the district level that

makes 1t possible to strengthen the efficiency of public administration.



dauwlilly 8rolell pueg 8ibell doledl 8)lYl pazg wlisl §laxiwdl 1ia 1yrads

Ao = 0).\[.!.0.” c9)9

The extension of the benefit 1s optional and serves the direct, indirect and

foundational public administration and the private mitiative.
dlo SJI dpolaidl oy jogexdl gisMeg doledl 8,15\ [EVECY T.og,ejp ol 13 184

osleilg zliaiVlg

This law promotes a new concept of public admimistration and its relationship with

the public that implies full transparency, openness and cooperation

Sligpon iy Sz gl LgSlind (il Oluwselly doledl 8)loYl adsis aucly
do oSl

Public administration and state-owned enterprises were restructured and government

expenditure was rationalized
JUs w3y bo 806 o dol]l 8)15)] pcd
Support to the post-independence public administration
dolsl 8)15M 81=iall a0Vl zoliy -lili
United Nations programme on public administration

b il Gle dinll Cidsly doakull doladl 8,1\ )i 3le uanT Gluw wég
AdSus g ddied SHle

In 1dentifying common sound public administration principles, the Committee agreed to

consider principles that are operational and structural.




Geyl Olegsre oo Dy 31 858 754 gl Lavsss ylaznll dolall 8)bYl bk -

GAC seeks compensation in the amount of USD 34,858,754 for relief paid to employees.

8,15V1g sLais)l SVl b gy lg) oS aidll 1 ysl Ablol Loyl dliag
gloalg dolsll

There are also other reforms under way that will have an impact in the economic, public

administration and defence sectors

cbacll ol doledl dlally doledl 815\ duigySIVl samiall aoll dSui) duyyad 8)95
a9, 1SV Sloglaall 8yl5] Yo (b 3ozl

UNPAN e-Information management training for new members

5Vl SVlxo @l o Slull Goi> abhei doddell b JiBei Lo g wle
uibgll dolsl

As discussed in the mtroduction, human rights are mamnstreamed in all areas of

national public administration.
el dxsly golie dos & dolal §)LYl Gliles dosg
The public administration’s retirement scheme 1s a defined benefit scheme.
2LV 03g) dolsdl 8,1V (b S 3> Il Ay dredly 8cl6SUl ase auis g

The principle of efficiency has very much assumed central importance m today's public

management

ozl cbosM dolell 8)1531) Gliel agil Glall (6 # el JloJl Al ég



As far as men are concerned # per cent stated that they were single (Department

of Statistics and Census

oLzl Laiyes Jlacl oe dolsdl 8)13U0 dvisall elpsl dind 41,87 pulzall e oymw

The Council will have before it the report of the Committee of Experts on Public

Administration on 1ts fifth session (Headquarters # arch

8,V U1 838 Olaxi Jiey ducgbdgally duiadl 8y28)l jodi ub ol Jieedl 09 g

The Special Representative notes that msutficient technical and substantive capacity poses

significant challenges within the public administration 1 Timor-Leste.

Wl gl o Slwlyy dsyldl SNl uiyall ageedl 13 o dwlyudl Edeus
Aol=dl 8,1Vl yoglaidl Wluaiy

Course 1 this French foreign relations institute included mternational law, techniques of

negotiation, public administration
o€ badoe dcgazall Glogleall olai Gubi VI > 8y=gl doldl 8Vl adi o)

The Directorate-General of Immigration has thus far not yet applied the Advanced

Passenger Information (API) system.

6 IlogSal 5 dolaiuwall bl OlLsdly agally &Syl zgilly (xegll o
dyoiill Byloly doledl 8y15M) Gyl ducgubgoll SV ol
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Promoting greater awareness, common approaches, understanding and sustamable policy
options among Governments m key substantive areas of public administration and

development management;

dolsl 8,15Vlg pSadl (Wlao b laansSig Ol Sl Jsli Olizgio -lealw

Methodologies for sharing and adapting mnovations mn governance and public

administration
do | dauls gll Z\Moolg dolsdl 815V
Public administration and civil service reform

dglge diy disgi e ja8l dolsdl 8y1oVlg Aol Uz 8§aS)l dole)l Slwluwdl ol oS

Ll goizag bl Goud

Efficient public policies make the State and public admiistration more capable of

developing an enabling environment for a stronger market and a better society

gl Olgiuwall (le Olwlul sy gibgs dolsll &Yl wils> gre> Jasiug
dulzallg duibgllg

It covers all aspects of public administration, and the formulation and implementation of

policy at the international, national, regional and local levels
dol=dl 3)l5Vlg daSg=ll : 3 e yall aoliydl
Subprogramme 3: Governance and public administration
1oVl slz dolell 8y15)1 b pai e ol i)l

Supervise the conduct of the public administration towards individuals

"



Jobiio o dwaiil Jol o dolsll 8)5)lg bzl doj Ml SlelasUl 3 25 1dalaiall Coan

Objective of the Organization: To strengthen competencies for planning and public

administration for development with a regional perspective
> =V doledl 8)15)1 (6 8lglwal) Zoly clinl J)SIL ya>g

Attention should be drawn to equality programmes 1n the federal public

administration (FPA)
do ]l 8)5VI ous AWl )il Sloc] pdiw
Within the overall management, the following reports will be produced
lgiluaxig dolsdl 8)I5)1 2\
Public administration reform and modernization
do L=l Oy VI
Public administrations

Slabiell duz)ladl Aebuoll Slsly dsulio Gblo] 1ied ajg (NPM)saya> dole 8yl

(NPO)zu, @oslas sl

New Public Management (NPM) and follow-up reforms have extended the external

accountability duties of nonprofit organizations (NPOs).
b doledl 8,LVL duisell clpsdl dixl) §pilelly dewldl Glygl ddsi Qi aedl og
gl e # g # Lole

The ninth and tenth sessions of the Committee of Experts on Public Administration are

scheduled to be held in # and # respectively
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The Secretariat will present the activiies proposed for mmplementation by the United

Nations Programme on Public Administration and Finance in the next biennium.
ddy2oll golizo jpghi o paluwi 8yl zuad lgbuwind sy dolodl 8)bVI ol i wisyg
) gaii

This means that a revitalized public administration 1s one that contributes to the

development of, and benefits from, a knowledge society.
2004 Wilgid o yoiladl deels doled] 8)5V] o jiwslo
Master’s degree in public administration, Law University of Lithuania, 2004
8,15V1g cdoledl ailrgll dalsiadl Jiluwadl se OVGo gwlg gloi e dd Dydh 294
wuw §od| puonailly & jiudl 3)lgelly dolell

He has published extensively on issues related to public employment, public governance,

human resources and mstitutional design
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On 24 March, the Kosovo Government adopted a public administration reform strategy

together with an action plan for its implementation.
oladd) dg=>gell digusgidl Goledl (o diauane il (Jdoldl 4,V Slwydl (W) si
Olgdy dodyluwoll

b) The general administrative arrangements for deployment are contamed in the

Guidelines for Troop-Contributing Countries



LLadll 8)lslg duliaadl ¢S (6 Loy dusiil) dolsdl 8,15)I
General management of the Division, including budget and case management
do =l 3,5V Z\Mo|
Public admimistration reform
olsdl 8)bY1 Jlzxo (b S dpuiydl SV o )3l dcgazo
Another set of major reforms was in the area of public administration.

Ahhgdl dacg doledl 8V 980 oiladl daxy g
The affairs of public administration and the number of ministries shall be prescribed by
law.
o8Vl gl iSe/duaddll 8)l5lg doledl 8LVl dusib) oSl Jlxo o W)lall 8)l5]
oxell Ulogleal
Knowledge management in government (DPADM/RCOCI

8)15)lg dbidlg dlasdl Glelos Je duibgll Gljaall dpeaii dp&]l oyl 3S)iwg
o=l
Further national capacity-building programmes will focus on justice, on police and
on public administration.
UN-2
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In comphance with the new remuneration system, the remuneration for officials and
employees of public administration agencies will be established taking into account the

following:

UN-2
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The objective of this reform 1s to provide for a professional, impartial, efficient, transparent

and user-oriented public administration.

ol Hozud) doladl 8V Jii gleiallg # gqilo/,Ul # ,50)l # plo) # dac (oild]
ol §48>9 Jasdl 8159
Act No # of # ay # concerning the transfer of the Prisons Department to the Ministry of

Justice and Human Rights. Act No # of # ay # on the organization of prisons

Sley2Vlg Ohlally doledl 8)ls)lg dolell &aSeadl Jilwe) yidte ags ju32i (W)

(b) Enhanced common understanding, resolutions and actions on public governance and

administration issues

o=l 8)5Vlg il pall (ol (ol glndll (o iyl Wil SbMo)l dubw Lol
The series of reforms carried out mn the financial sector and the fiscal and public

administration systems have remvigorated foreign direct investment and development.

JUWeVI Jasig dolsdl a4 ) bMI Dlely=Mlg &l bwd Lo.:l das gll i 3axig
This function also sets general administrative policies and procedures and ensures
compliance.
UN-2
Ol>gg wiled)l zeliydl j80 o 3)I5)lg dolsdl 418, plgo pldl )bVl pcadl Jouin g
4 sl ilsall
GMS encompasses general oversight and management functions of UNDP headquarters

and country office units.



bty dllally dolall &) daxiall ol golisy csimall sl G1yo JaSii 6ale]
Restructuring and revitalization of the Group of Experts on the United Nations Programme

mm Public Administration and Finance

tJasdl 8159 Jadallg 8lyel) dole 8y15] Guuwliy eVl cbaddl julze Hlys g0
The Higher Councl of the Judiciary has 1ssued a decree establishing a general

department for women and children at the Ministry of Justice;

DNl g o ggSiw gloadly ooiladl Slaily «iladll pUailly doladl 8,151 olg
gl peudl wdlniiw il duud I
Public admimistration, the judicial system, law enforcement and defence are some of the

main areas that will require international support.

dol=dl 85V i (e d3edl ddxedl Sladud] 3ac Sb5;l
Increased number of local authorities trained i public administration management and
governance
D9l dislyeg db pidlg doledl 8N (Je UJS‘XH d>) U ¢y gubhiyg
That applies first and foremost to public administration, the police and border control.
dol=Jl 8,I5)] ac>
General management support
# duw) # 08) Jasll pjg sls wzgar Ll Ggd> gedid dololl 8)bYI oLl 3
i Loy yoizdg
The Department for Human Rights was established pursuant to Decree No # of # 1ssued

by the Mmuister of Justice; its duties are summarized below

The most successful areas where reform has proceeded well are those of finance and

public administration.

e
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This Decree incorporates the offence of sexual harassment in the Regulations of the
Fundamental Juridical Regime of the Cmil Service governing the personnel

of the central public administration.

o ooleidl dwols| duigyisd]l Glygy dlael 1550 Le_JLo.cl oo boae &Sl GalSg
daadil] 8)15]g doledl 8OV dusis
UNPAN has recently engaged a number of its members to develop, in cooperation with the
Division for Public Administration and Development Management, additional online
courses.
Aol=dl 8LVl e y=l §gudl sLais] 5ol il dglxe 3)3ledl s Jiadg
New public management represents an attempt to apply the principles of free-market
economics to public administration.
UN-2
(Ul duuidl) delsdl 8)bY1 (6 el 22567 e dilaz] Slily
Statistical data of distribution of women in public administration (in proportion to men):
UN-2
ylazxdlg il padl odai Loww Vg vdoledl 815V Eyaxi) dusil dacluwadl Cl3S 03384
It has also provided technical assistance to modernize public administration, 1 particular
taxation and customs systems.
UN-2
wle 385y _)JSI 338 43S doledl 3)bM) dralle ladai 4dLais)l dodgell cllnii |38 g

iclgd
Economic globalization thus demands stronger, more centralized rule-based

global governance systems

Aol 81531 (16 Blpadl Jiied ujs5 (] Oags o pguye slack Loyl dizdll sy



The Committee also welcomes the preparation of a second ordinance aimed at enhancing -

women’s representation within the public administration.

This 1s a collection of translated documents from the United Nations originally compiled by

Andreas Eisele and Yu Chen (see on: http://www.euromatrixplus.net/multi-un/).

Management

management 11 (supervision of people) al y3) )
The management of a team of a hundred people can be tiring.

DL sl a0 sl i dia (o (18 Ao il uiY)

management 11 (skill in managing) dallee 44y Hha 3 yla) 44y Hha
His management of the 1ssue was exemplary.

g g AU all i llen 46,k

management 11 (directors, those in control) BN
The management of the company has decided to sell the shoe division.

Apia V) ansd a A8 il 5 0] ) i

management 11 (university subject) L)) asle

The MBA student received his degree in management.

A oY) slel) 6 4ol Sae Y1 5 1) 8 lllal) sl

A4S 0 fma

access management 11 (computing: login system) J sl 5


http://www.euromatrixplus.net/multi-un/

anger management 12

asset management n

behavior management

@s),

behaviour management

(UK) n

business
management 11

Business Process
Management n

career management n
cargo management n

customer loyalty
management 12

DBMS 1

good management 1

joint management 12

(control of one's temper)

(auditing of business assets)

(discipline)

(commercial administration)

(optimizing business processes)

(recruitment and training service)

(handling of freight)

(customer retention)

1mtialism (database management

system)

(successful leadership)

(shared authority and

Cuarll Flaa 7S ¢ udil) aua

After he threatened a colleague, Bob was sent on an anger

management course.

il s sall 313) ¢ ¥l 30

We put together a simple spreadsheet in order to make asset

management easler.

& Ll 58l ol gLl Jasca

"T'ime out" 1s a technique used in behavior management.

Jlci sl

&_1‘;‘_);\ '5_)\.3! cJazll u,jj\.mi BJ\J)
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il ¢

il 5 5l
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bl se) 58 5] Al

s 5l

The company has done well because of good management.

A8 yila syl

-



responsibility)

knowledge (data
management 71 technology) (<l staall L 5l 33)
line management n (business: managers)
logistics management 72 (supplies, processes)
management ([sb] who helps company perform
consultant n better)
management fees 12p/ (business: for managing

assets) (Jes¥) )

management (computerized information

information system 12 management)
(il shaall Ay gl 3)1)

management (college course of study)

studies np/

management team 172 (group of supervisors)

aé)uﬂ T’J“JJ

Al 5 )yl
Glalasyl 3l el S 3l

'S‘)\Jj Cﬁ)\.&.\u\ ‘C..SJH;‘ JLA:A.\MA

BJ\J‘Y\ &_\wi c'é‘)\J‘Y\ 45549

2oy il slaall ol

Jlee 15 )3} (A& Sl

Gyl G il

He took the entire management team out for drinks at the local

middle management (echelon of
administration) (Y alull 8)

money management 12 (skill or activity of budgeting)
operations (overseeing commercial
management 11 procedures)

(:\iﬁéﬂ\ Q\;\‘);\‘Y\ ég u)‘_ﬁ)

performance (business: goal-achievement

pub.

s sll 31V

BIESERN

Glalaxll 5l

12V 54l




management n process)
(alaal) Gaiad dddae el )

The company has hired a consultant to analyze performance

management.
personnel (business: employees) Ol sl (55 5l
management n
project management 1 (leadership of a task or & biall 5yl

programime)

Robert 1s doing a course on project management.

property (real-estate purchase and rental) Gl sl 3 la) cclSliaall 5 )
management 71

quality management 7 (ensuring and improving a 33 gall 5 )l
product's
quality) (4imeads miiall 33 g (lasal)

revenue (maximizing money made Glailall 3l edialaall 3l
management 71 from [sth])
risk management n (investment: minimizing loss) Dty cllaliia)

Risk management is the process of assessing risks and taking steps
either to eliminate or reduce them.

self-management n (being responsible for self) Al syl

Senior Management 1 (directors) Llall 3 ylaY)

The company's senior management communicate regularly with
the board of directors.

stress management 72 (coping with psychological 5 sl aSaill calgay) e 6 ylasll
pressure)




time management 1 (organized use of time) < o1l 3l

I didn't get the job done mn time due to bad time management.

top management, (highest level of business Llal) 5 )oYyl
senior management 12 leadership)
waste management 12 (disposal and treatment of Gblaall 5l

Vvaste) (L@i;j\aa} &_1\,3\3.\3\ (e uau\)

yield management n (hnance: adapting price to 2l 5 )
consumer response to increase

average earnings) (JWl 4)

Source: htips://www.wordreference.com/enar/management?s=contingency%20management



https://www.wordreference.com/enar/management?s=contingency%20management
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Scientific Management (1912) FW Taylor (informal workers in the process of capital

accumulation and support for decision-makers domonasi / ecision maker.)

The Cooperative Mechamism (1949) Philip Zelsnick (participation-optation; leadership-

optation)

Informal Organization and Themr Relation to Formal Organization (1938) Chester 1
Barnard (teamwork-quality service; the performance of the orgamzation; click-

efhiciency / inefficiency click)

Structure, Design and Culture Organization (structure, efficiency, management and conflict

resolution)

https://egyvankosh.ac.in/bitstream/123456789/19279/1/Unit-17.pdf
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https://www.quora.com/What-1s-comparative-politics-4
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