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Introduction:  

English is the world’s fastest spreading language; in all fields of life, especially in trade and 

economics. As a result, having an excellent grasp of English for business became instrumental 

for success in any employee’s career. 

Lectures in Business English is the title of the current lecture notes, which have been designed 

for third level bachelor students, specialized in Economics and Business Management (EBM); 

faculty of Economics, Commerce, and Management Sciences.  

The current lecture notes encompass twelve interrelated topics; starting from the introduction of 

management, the job and skills of mangers towards a crucial topic in the organization is 

decisions making and the features whereof. The course also sheds light on social responsibility 

of businesses, and human resource management functions.  

In addition to abovementioned topics, the present lecture notes cover a vital topic for business 

and economics, which is statistics; by outlining its basic concepts, without overlooking the core 

of the economy; which is banking system; by providing an overview about commercial banks, 

central bank, and some widespread financial problems.  

At the end, the lecture notes dedicate a special room for useful expressions in business 

English communication.  

All lectures are backed up by practical assignments, which are a customized collection of 

activities. Practical assignments in this lecture notes aim mainly at strengthening the students’ 

understanding of the lecture theoretical part, and deepen the acquired knowledge; through the 

practice.  

The current lectures are meant to achieve a set of objectives, amongst; are presented as follows:  

 General objectives: 

1- Enrich the students’ vocabulary; with specialized concepts in business; 

2- Improving the students’ verbal reasoning, critical thinking, analytical writing, and 

quantitative reasoning skills, particularly through the practical assignments that exist in 

each lecture.  

 Specific objectives:  

1- Define management, describe managers categories encountered in organizations, 

identify and explain the four basic management functions, describe the fundamental 

management skills, and discuss the top mistakes that managers make in their jobs; 
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2- Define decision making, discuss types and conditions of decisions making; 

3- Understand the main models of decision-making; 

4- Describe the ethical and social environment of management, including individual ethics, 

the concept of social responsibility, and how capably organizations can manage social 

responsibilities. 

5- Discuss how better organizations attract human resources, including, planning, 

recruiting, and selecting; 

6- Describe how satisfactorily organizations develop human resources, that pertains to 

training, development, performance appraisal, and performance feedback; 

7- Obtain an overview about the importance of statistics in business, types of variables, 

and graph analysis; 

8- Understand features and functions of both commercial banks along the central bank, 

and delineate the difference between them. 

 

I remain hopeful that the current lecture notes help students to learn about Business English and 

inspiring them highly to become creatively-oriented in their studies.  
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Lecture 1: The Nature of Management 
 

1- Definition of Management  

It is difficult to define management. In fact, no definition of management has been universally 

accepted. One popular definition is by Mary Parker Follett.  Management she says is the1: « art 

of getting things done through people ». The definition calls attention to the fundamental 

difference between a manager and other personnel of an organization2. A manager is one who 

contributes to organization’s goals indirectly by directing the efforts of the others-not by 

performing the task himself.  On the other hand, a person who is not a manger makes his 

contribution to the organization’s goals directly by performing the task himself. 

Sometimes, however, a person in an organization may play both these roles simultaneously.  For 

example, a sales manager is performing a managerial role when he is directing his sales force to 

meet the organization’s goals, but when he himself is contracting a large customer and negotiating 

a deal, he is performing a non-managerial role. In the former role, he is directing the efforts of 

others and is contributing to the organization’s goals indirectly; in the latter role he is directly 

utilizing his skills as salesman to meet the organization’s objectives. 

 

Two weaknesses of Mary Parker Follett’s definition are:  

1- It uses word “art” in defining management. To say that management is merely an art is to state 

a half-truth. Art deals with the application of knowledge. Management is not merely application 

of knowledge. It also involves acquisitions of knowledge i.e., science. Management bases on rules 

of thumb3 or intuition is not correct. 

 

2- This definition does not throw light on the various functions of manager. 

As somewhat more elaborate definition of management is given by George R. Terry. He defines 

management as a process “consisting of planning, organizing, actuating and controlling, 

performed to determine and accomplish the objectives by the use of people and resources”4. 

According to this definition the management is a process- a systematic way of doing things.  

More precisely, management can be defined as a set of activities (including planning and 

decision making, organizing, leading, and controlling) directed at an organization’s resources 

                                                   
1Business, The Management Theory of Mary Parker Follett, viewed on 03/10/2019, 

https://www.business.com/articles/management-theory-of-mary-parker-follett/  
2An organization is a group of people working together in a structured and coordinated fashion to achieve a set of 

goals.  (Griffin, R. W, Fundamentals of management, 8th edition, OH: South-Western Cengage Learning, 2015, P.3.) 
3 Rule of Thumb: is a practical and approximate way of doing or measuring something. (Cambridge Dictionary, Rule 

of Thumb, Viewed on 11/12/2019, https://dictionary.cambridge.org/us/dictionary/english/rule-of-thumb ) 
4 Terry, G. R,  Principles of management,  Homewood: Richard D. Irwin, 1953. As cited in:  Principles of Management, 

Nature of Management, viewed on 12/05/2019, https://www.peoi.org/Courses/Coursesen/mgt/fram1.html.) 

https://www.business.com/articles/management-theory-of-mary-parker-follett/
https://dictionary.cambridge.org/fr/dictionnaire/anglais/practical
https://dictionary.cambridge.org/fr/dictionnaire/anglais/approximate
https://dictionary.cambridge.org/fr/dictionnaire/anglais/measure
https://dictionary.cambridge.org/us/dictionary/english/rule-of-thumb
https://www.peoi.org/Courses/Coursesen/mgt/fram1.html
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(human, financial, physical, and information), with the aim of achieving organizational goals 

in an efficient1 and effective2 manner. 

This definition also indicates that mangers use people and other resources, such as, finance, 

equipment, etc. in attaining their goals. Whatever the objectives of a particular organization, 

management is the process by which the objectives are achieved.  

2- Basic Management Functions 

There is enough disagreement among management writers on the classification of managerial 

functions. Some classify these functions into four types, some into five and some into six or 

seven.  

The terminology is also not always alike, different authors offering different for the same 

functions of management. Newman and summer recognize only four functions, namely, planning, 

organizing, leading and controlling. Henri Fayol identifies five functions of management; 

planning, organizing, commanding, coordinating and controlling. Luther Glick states seven 

functions under the catch word “POSDCORB” which stands for planning, organizing, staffing, 

directing, coordinating, reporting and budgeting.   

For our purpose, we shall designate the following four as the functions of management: planning, 

organizing, leading (directing), and controlling. We will examine these functions in greater detail 

in the following chapters.  

2-1 Planning and Decision Making In its simplest form, planning means setting an 

organization’s goals and deciding how best to achieve them. Decision making, a part of the 

planning process, involves selecting a course of action from a set of alternatives. Planning 

and decision making help managers maintain their effectiveness by serving as guides for their 

future activities. In other words, the organization’s goals and plans clearly help managers 

know how to allocate their time and resources3.  

                                                   
1 Efficiency is getting work done with a minimum of effort, expense, or waste. 
2 Effectiveness, which is accomplishing tasks that help fulfill organizational objectives. 

 
3 Griffin, R. W, Op.Cit., P.6. 
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2-2 Organizing Once a manager has set goals and developed a workable plan, his or her next 

management function is to organize people and the other resources necessary to carry out the 

plan. Specifically, organizing involves determining how activities and resources are to be 

grouped, although some people equate this function with the creation of an organization 

chart.  

2-3 Leading (directing) The third basic managerial function is leading. Some people consider 

leading to be both the most important and the most challenging of all managerial activities. 

Leading is the set of processes used to get members of the organizations to work together to 

further the interests of the organization.  

2-4 Controlling The final phase of the management process is controlling, or monitoring 

the organizations progress towards its goals. As the organization moves toward its goals, 

managers must monitor progress to ensure that it is performing in such a way as to arrive at its 

“destination”  at  the  appointed  time.   

Figure 1: The Management Process 

 

 

 

 

 

 

 

 

 

                                                                  Source: Griffin, R. W, Op.Cit.,P.7. 

 

 

 

 

 

          Planning and 

Decision Making           Organizing 

Setting the organization’s                    Determining how        

.          goals and deciding                         best to group  .                      

.             how best                       activities and 
        to achieve them                      resources 

Controlling 

Monitoring and 

correcting 

ongoing activities to 

facilitate goal 

attainment 

Leading 

Motivating members of the 

organization to work in the 

best interests of the 

organization 

Management involves four basic activities—planning and decision making, organizing, leading, 
and controlling. Although there is a basic logic for describing these activities in this sequence (as 

indicated by the solid arrows), most managers engage in more than one activity at a time and often 

move back and forth between the activities in unpredictable ways (as shown by the dotted arrows). 
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3- The Science and the Art of Management1 2 
 

Given the complexity inherent in the manager’s job, a reasonable question relates to 

whether management is a science or an art. In fact, effective management is a blend of 

both science and art. Successful executives recognize the importance of combining both 

the science and art of management as they practice their craft. 

 

3-1 The Science of Management Many management problems and issues can be approached 

in ways that are rational, logical, objective, and systematic.  Managers  can gather data, facts, 

and objective information. They can use quantitative models and decision-making techniques to 

arrive at “correct” decisions. And they need to take such a scientific approach to solving 

problems whenever possible, especially when they are dealing with relatively routine and 

straightforward issues. When Starbucks considers entering a new market, its managers look 

closely at a wide variety of objective details as they formulate their plans. Technical, diagnostic, 

and decision-making skills are especially important when approaching a management task or 

problem from a scientific perspective. 

 

3-2 The Art of Management Even though managers may try to be scientific as often as 

possible, they must frequently make decisions and solve problems on the basis of 

intuition, experience, instinct, and personal insights. Relying heavily on conceptual, 

communication, interpersonal, and time management skills, for example, a manager may 

have to decide among multiple courses of action that look equally attractive. And even 

“objective facts” may prove to be wrong. When Starbucks was planning its first store in 

New York City, market research clearly showed that New Yorkers preferred drip coffee 

to more exotic espresso-style coffees. After first installing more drip coffee makers and 

fewer espresso makers than in their other stores, managers had to backtrack when New 

Yorkers lined up clamoring for espresso. Starbucks now introduces a standard menu and 

layout in all its stores, regardless of presumed market differences, and then makes 

necessary adjustments later. Thus, managers must blend an element of intuition and 

personal insight with hard data and objective facts. 

Under “Science” one normally learns the “why” of a phenomenon; under “art” one learns the 

“how” of it. Art is thus concerned with the understanding of how a particular work can be 

accomplished. 

                                                   
1 Griffin, R. W, Op.Cit.,P.7. 
2 Tripathi, P. C., & Reddy, P. N, Principles of management, 5th edition, New Delhi: Tata McGraw-Hill, 2006, PP. 9-

10. 
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Management has got two faces like a coin; on one side it is art and on the other it is science. 

Management has got scientific principles which constitute the elements of science and skills and 

talent which are attributes of Art.  

4- Practical Assignments  
Activity1: Find the appropriate synonyms for the following words    

 

Universally = Merely = Layout   = 

Acquisitions= Contribute = Monitoring = 

 

Activity 2: Choose the most appropriate answer from out of the choices given below:  
(Draw a circle around the right answer). 

 

1- The categories of management roles are ______. 
 

a. figurehead, leader, and liaison; 

b. monitor, disseminator, and spokesperson; 

c. interpersonal, decisional, and entrepreneur; 

d. interpersonal, informational, and decisional.  

 

2- The statement that explains the primary purpose of the organization and why the 

organization exists is the ______. 

a- budget; 

b-  strategic plan; 

c- mission; 

d- operational plan; 

e- vision. 

 

Activity 3: answer the following questions precisely and briefly 

 
1- Define Management. List its functions. What is meant by the “management process”? 

2- What are the limits of Mary Parker Follett’s management definition? 

3- Compare between efficiency and effectiveness. 

4- Time management skills are one of numerous skills needed by managers. Briefly explain 

time management skills.   

5- Comment on the true nature of management. Is it a science or an art? 
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Activity 4: Match the business & Economic terms in Box “1” with their appropriate 

definitions in Box “2”. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity 5: Fill in the gaps in sentences below, using the following words: headquarters, 

Franchise, Cartel, Company , Office, Corporation, Branch, Corporation, Consortium.  

1) a ……………………. of textile manufacturers. 

2) Regional managers are mostly free to operate without interference 

from……………………. 

3) She was elected to the board of directors of the ………………………….. 

4) The ……………………… has more than 1200 retail outlets nationwide. 

1- Consortium 

 

2- Franchise  

 

3- Cartel  

 

4- Branch  

 

5- Conglomerate 

 

6- Company 

 

7- Corporation 

 

8- Headquarters

(HQ) 

 
 

9- Outlet 

 

10- Office: 

 

A- A group of companies or banks that have joined together to undertake a 

specific purpose such as financing a big project.  
 

B- An authorization granted by a government or company to an individual or 

group enabling them to carry out specified commercial activities, for 

example acting as an agent for a company's products. 

C- A group of similar independent companies who join together to control 

prices and limit competition. 

D- One of the local offices of a large company, such as a bank, which is 

open to the public. 

E- Is the combination of two or more corporations operating in entirely 

different industries under one corporate group, usually involving a parent 

company and many subsidiaries.  

F- A voluntary association formed and organized to carry on a business. 

Types of companies include sole proprietorship, partnership, limited 

liability, corporation and public limited company. 

G- A form of business that have a separate legal entity and is a legal person 

that may on its own buy, sell, borrow money, produce goods and services 

and enter into contracts. It also enjoys the right of limited liability 

whereby each owner’s investment and financial exposure in the 

corporation is strictly limited to specified amount.  
 

H- The main office or centre of control of a company or organization. 

I- A store selling the goods of a particular company or goods of a particular 

type, often one selling goods at prices that are lower than usual. 
 

J- A room or part of a building in which people work, especially sitting at 

tables with computers, phones, etc., usually as a part of a business or 

other organization. 

BOX «1» : Terms 

 

BOX « 2 » : Definitions 

 

Answers : 



Lecture Notes on Business English                                                                         Lecturer : CHAABANE Med 

 

13 

5) He lost the ……………….. after failing to meet the specified standards. 

6) Supermarkets were accused of operating a ………….. on the price of many staple 

foods. 

7) I worked so hard yesterday, I didn't leave the ……………… until eight o'clock. 

8) Many banks have promoted online services and closed …………………… 
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Lecture 2: The manager’s 

Job 

 

 



Lecture Notes on Business English                                                                                Lecturer : CHAABANE Med 
 

 

15 

 

Lecture 2: The manager’s Job 

1- Who is a manager? 

Managers  are  responsible  for  using  the  organization’s  resources  to  help  achieve  its goals. 

More precisely, a manager is someone whose primary responsibility is to carry out the 

management process efficiently and effectively.  

Today’s managers face various interesting and challenging situations. The average executive 

works 60 hours a week; has enormous demands placed on his or her time; and faces 

increased complexities posed by globalization, domestic competition, government 

regulation, shareholder pressure, emerging technologies, the rise of social media, and 

other Internet-related uncertainties. Their job is complicated even more by rapid changes, 

unexpected disruptions, and both minor and major crises. The manager’s job is 

unpredictable and fraught with challenges, but it is also filled with opportunities to make 

a difference. Good managers can propel an organization into unprecedented realms of 

success, whereas poor managers can devastate even the strongest of organizations.1 

2- Kinds of Managers 

Numerous kinds of managers work in organizations today.  One way to classify managers is 

in terms of their level in the organization. Figure 1 shows how various kinds of managers 

within an organization can be differentiated by level. 

2-1 Top managers make up the relatively small group of executives who manage the 

overall organization. Titles found in this group include president, vice president, and chief 

executive officer (CEO). Top managers create the organization’s goals, overall strategy, and 

operating policies. They also officially represent the organization to the external environment 

by meeting with government officials, executives of other organizations, and so forth. 

The job of a top manager is likely to be complex and varied. Top managers make decisions about 

activities such as acquiring other companies, investing in research and development (R&D), 

entering or abandoning various markets, and building new plants and office facilities.   
 

 

2-2 Middle management is probably the largest group of managers in most 

organizations. Common middle-management titles include plant manager, operations 

manager, and division head. Middle managers are primarily responsible for implementing 

                                                   
1 Griffin, R. W,Op.Cit., P.4. 
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the policies and plans developed by top managers and for supervising and coordinating 

the activities of lower-level managers. 

 

2-3 First-line managers responsible for training and supervising the performance of non-

managerial employees who are directly responsible for producing the company’s products or 

services. In contrast to top and middle managers, first-line managers typically spend a 

large proportion of their time supervising the work of their subordinates. 

 

3  

 

3-1  

 

 

 

 

 

 

 

 

 

 
 

Source: Williams, C., MGMT9: Principles of management, Cengage Learning, Boston, 2016, P.7. 

 

3-  Roles performed by managers 

Although all three types of managers engage in planning, organizing, leading, and controlling, if you were to 

follow them around during a typical day on the job, you would probably not use these terms to describe 

what they actually do. Rather, what you’d see are the various roles managers play. Professor Henry 

Mintzberg followed five American CEOs, shadowing each for a week and analyzing their mail, their 

conversations, and their actions. He concluded that managers fulfill three major roles while performing 

their jobs—interpersonal, informational, and decisional.  

Non-managerial worker supervision 
Teaching and training 
Scheduling Facilitation 

First-Line Managers 

Office manager 
Shift supervisor 
Department manager 

Resources, 
Objectives 
Coordination 
Subunit performance 
Strategy implementation 

Middle Managers 

General manager 
Plant manager 
Regional manager 
Divisional manager 

CEO CIO Change 
COO Vice president Commitment 
CFO Corporate heads Culture 

Environment 

Responsibilities 

Figure 1 

What the three Kinds of Managers Do? 

Top managers  

Top Managers 
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In other words, managers talk to people, gather and give information, and make decisions. Let’s examine 

each major role— interpersonal roles, informational roles, and decisional roles— and their ten 

subroles1. 

A- Interpersonal Roles2 

More than anything else, management jobs are people- intensive. When asked about her experience as a 

first- time CEO, Kim Bowers, CEO of CST Brands3, said, “We have 12,000 employees. [So,] I spend a 

lot of time out in the field with them.” Estimates vary with the level of management, but most 

managers spend between two-thirds and four-fifths of their time in face-to-face communication with 

others. If you’re a loner, or if you consider dealing with people a pain, then you may not be cut out for 

management work. In fulfilling the interpersonal role of management, managers perform three sub-

roles: figurehead, leader, and liaison. 

1- Figurehead role is an interpersonal sub-role, which managers play when they perform 

ceremonial duties; 

2- Leader role is an interpersonal sub-role, which managers play when they motivate and 

encourage workers to accomplish organizational objectives; 

3- Liaison role is an interpersonal sub-role, which managers play when they deal with 

people outside their units. 

B- Informational Roles 

Not only do managers spend most of their time in face-to-face contact with others, they spend much 

of it obtaining and sharing information. Mintzberg found that the managers in his study spent 40 percent 

of their time giving and getting in-formation from others. In this regard, management can be viewed as 

gathering information by scanning the business environment and listening to others in face-to-face 

conversations, processing that information, and then sharing it with people both inside and outside the company. 

Mintzberg described three informational sub-roles: monitor, disseminator, and spokesperson4. 

1- Monitor role is an informational sub-role, which managers play when they scan their 

environment for information; 

2- Disseminator role is an informational sub-role, which managers play when they share 

information with others in their departments or companies; 

3- Spokesperson role is an informational sub-role, which managers play when they share 

information with people outside their departments or companies. 

                                                   
1Ellen Benowitz, Principles of Management, 1st edition, Cliffs Quick Review, Cliffs Notes, New York, 2001, PP.6-7. 
2 Williams, Op.Cit.,PP.10-11. 
3 CST Brands, Inc. was an American publicly traded fuel and convenience retailer. (Wikipedia, CST Brand, Inc, 

viewed on 20/10/2019, https://en.wikipedia.org/wiki/CST_Brands) 
4 Williams, C., Op.Cit., PP.10-12. 

https://en.wikipedia.org/wiki/CST_Brands
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