Bilingualer Fachunterricht an berufsbildenden Schulen

Unterrichtsmodul
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Teaching Module
	Date of Production:


	February 2005

	Subject:


	Business Studies

	Topic:


	Organizational structures within companies



	Title:


	The Organigram

	Target Group:


	Students in vocational business studies

	Prior Knowledge:


	Basic business vocabulary

	Level of Language Skills:
	Vantage (B2 )



	Follow-Ups:


	Management styles and methods of management

	Objectives:


	The students should acquire the English vocabulary in order to describe their own company’s organization in form of an organigram.

	Benefits:


	The students should be able to answer the following questions:

· What is an organigram?

· What are the individual heads of departments called in English (British vs. American English)?

· What kinds of organizational structures are there?

· How is my own company structured?


Unit Structure

	Time
	Contents
	Activities
	Methods
	Media
	Skills

	5’
	Introduction

What can you see in this picture? Describe it!

Possible answer:

· member of the board (hints: tie, is sitting down etc.)

· another employee

What does the picture in the background show? 

Possible answer:
 an organizational structure  of a company
	t. presents the transparency (but covers the text for now)
s. have a look at it
	class discussion 
	transparency 1
	describing situations

	15’
	Collecting Vocabulary I
	t. presents the transparency

s. have to look at it and try to find adjectives which describe a good manager
	class discussion;

brain-storming
	transparency 2
	speaking



	15’
	Collecting Vocabulary II

What kind of departments are there in different companies?
	s. name the vocabulary for names of departments they already know and come in front of the class to write them on the board

t. checks spellings
	class discussion;

brainstorming
	blackboard 1,

chalk
	speaking



	15’
	Basic knowledge
	t. explains different types of organizations

s. listen and make notes
	teacher’s presentation
	blackboard 2, chalk
	distinguishing types of organizations

	15’
	New Vocabulary

Managers and executives: UK
	t. asks students to repeat the words in order to practice their pronunciation,

s. have a look at the transparency and copy the contents into their exercise/copy books
	teacher’s presentation
	transparency 3, overhead projector, 

copy books
	

	10’
	Exercise 1
Completing a gap text
	t. hands out the gap texts,

s. fill in the words from the box into the appropriate gaps in the text
	individual work
	worksheet 1
	applying technical terms

	15’
	Comparison of results


	s. read out the complete text and put the words from the box into the gaps;

t. checks the solutions and corrects them if necessary
	class discussion
	worksheet 1
	reading

	15’
	Exercise 2
	s. have a look at the transparency and name the position the people have

t. checks the solutions and corrects the students if possible
	class discussion
	transparency 4
	speaking

	10’
	Exercise 3
	s. have a look at the transparency and try to match the words

t. checks the solutions and corrects the students if possible
	individual work
	transparency 5
	work individually,

finding collocations

	10’
	Comparison of results 
	s. read out the pairs of words;

t. checks the solutions and corrects them if necessary
	class discussion
	transparency 5;

students’ notes
	reading

	10’
	Additional Vocabulary

Managers and executives: US
	t. asks students to repeat the words in order to practice their pronunciation,

s. have a look at the transparency and copy the contents into their exercise/copy books
	teacher’s presentation
	transparency 6, overhead projector, 

copy books
	pronouncing

	15’
	Referring to the introductory example
	t. puts on the transparency and shows the students the text this time; the teacher also explains some additional terms and writes them on the board e.g. 

· chain of command (long vs. short ones)

· span of control (wide vs. narrow ones)

	teacher’s presentation class discussion
	transparency 1, worksheet 2
	speaking

	10’
	Exercise 4
	t. gives students their tasks and explains them

s. fill in the gaps on the transparency and discuss the results in their group
	group work
	worksheet 3, transparency
	working on a team, discussing ideas

	5’
	Comparison of the results
	s. one group presents their results by putting the transparency on the overhead projector
	student’s presentation
	transparency
	speaking

	5’
	Exercise 5

- practicing the vocabulary
	t. presents the task and draws an incompleted organigram on the board

s. try to find the correct names of the single parts of the organigram and make notes on this into their copy books
	individual work
	blackboard 3, vocabulary cards, magnets, copy books


	applying technical terms and knowledge

	5’
	Comparison of the results
	s. give their answer and put the vocabulary cards on the board into the correct position
	class discussion
	vocabulary cards, magnets
	speaking

	15’
	Basic knowledge – 

common structures of organizational charts
	t. writes on board and comments what s/he draws and explains terms

s. make notes
	teacher’s presentation
	blackboard 4, students’ copy books
	writing

	
	Referring to the student’s own company
	
	
	
	

	20’
	Application of the vocabulary 


	t. gives students their task

s. draw the organigram of their own company, they name the single parts and describe in English which function the person in charge of each individual position has
	individual work
	students’ copy books
	applying knowledge

	
	Students’ presentations

(time depends on number of students)
	s. present their company’s organization chart

(There could be a grade for each presentation and the fellow students could be asked to note the mistakes they hear and correct them after the presentation.)
	students’ presentations
	students’ notes, transparency with organizational charts of individual companies
	speaking


Verlaufplanung

	Zeit
	Inhalte
	Aktivitäten
	Methoden
	Medien
	Fähigkeiten

	5’
	Einleitung

Was können Sie auf dieser Folie sehen? Beschreiben Sie!


	L. präsentiert die Folie I und deckt vorerst den Text ab

S. sehen sich die Folie an
	Unterrichts-gespräch 
	Folie 1, OHP
	Situationsbeschreibung

	15’
	Vokabeln sammeln I
	L. präsentiert die Folie II 

S. sehen sich die Folie an und versuchen Adjektive zu finden, die einen guten Manager beschreiben
	Unterrichts-gespräch

Brainstorming
	Folie 2, OHP
	Sprechfertigkeiten



	15’
	Vokabeln sammeln II

Welche Bezeichnungen für Abteilungen in Unternehmen gibt es im Englischen
	S. nennen Abteilungsbezeichnungen, die sie bereits kennen, kommen vor die Klasse und schreiben sie an die Tafel

L. überprüft die Schreibweise
	Unterrichts-gespräch

Brainstorming
	Tafelbild1


	Sprechfertigkeiten, korrektes Schreiben der Begriffe



	15’
	Grundkenntnisse vermitteln
	L. erklärt die Verschiedenen Arten der Organisation von Unternehmen

S. hören zu und machen sich Notizen 


	Lehrervortrag
	Tafelbild 2
	

	15’
	Neue Vokabeln

Britische Version
	L. lässt die Schüler die neuen Vokabeln wiederholen, um die Aussprache zu festigen

S. sehen sich die Folie an und schreiben die Inhalte in ihre Übungshefte
	Lehrervortrag,

Unterrichts-gespräch
	Folie 3, OHP

Übungshefte
	korrekte Aussprache

	10’
	Übung 1
einen Lückentext vervollständigen
	L. händigt den Lückentext aus

S. füllen die Wörter aus der Box in die entsprechenden Lücken im Text
	Einzelarbeit
	Arbeitsblatt 1
	Fachbegriffe situationsgerecht anwenden

	15’
	Vergleich der Ergebnisse


	S. lessen den kompletten Text

L. überprüft die Richtigkeit der Lösungen und die korreke Aussprache 
	Unterrichts-gespräch
	Arbeitsblatt 1
	Lesefähigkeit

	15’
	Übung 2
	S. sehen sich die Folie an und versuchen die Position der Personen im Unternehmen zu erschließen

L. überprüft die Lösungen und korrigiert die Schüler wenn dies nötig ist
	Unterrichts-gespräch
	Folie 4
	Sprechfertigkeit

	10’
	Übung 3
	S. sehen sich die Folie an und versuchen, Wortpaare zu bilden
	Einzelarbeit
	Folie 5
	Kollokationen finden

	10’
	Vergleich der Ergebnisse 
	S. Lesen die Ergebnisse vor

L. überprüft die Lösungen und korrigiert die Schüler falls nötig
	Unterrichts-gespräch
	Folie 5;

Notizen der Schüler
	Sprechfähigkeit, Lesefähigkeit

	10’
	Zusätzliche Vokabeln

Amerikanische Version
	L. bittet die Schüler die Vokabeln zu wiederholen, um die Aussprache zu festigen

S. sehen sich die Folie an und schreiben sie ab
	Lehrervortrag
	Folie 6, OHP, Übungshefte der Schüler 
	korrekte Aussprache

	15’
	Rückbezug zum Einstiegsfall
	L. legt die Folie noch einmal auf

und zeigt den Schülern den Text dieses mal 

L. erklärt den Schülern auch die zusätzlichen Begriffe und schreibt sie an die Tafel 

z.B. Kontrollspanne …
	Lehrervortrag,

Unterrichts-gespräch 
	Folie 1, Arbeitsblatt 2
	Sprechfertigkeit

	10’
	Übung 4
	L. gibt den Schülern ihre Aufgabenstellung erklärt sie

S. füllen die Lücken auf der Folie pro Gruppe aus und diskutieren dabei die Lösungen
	Gruppenarbeit
	Arbeitsblatt 3, Schreibfolien
	Ideen diskutieren, im Team arbeiten

	5’
	Vergleich der Ergebnisse
	S. ein Schüler jeder Gruppe präsentiert das Ergebnis, indem er die Folie auflegt 
	Schülervortrag
	Schreibfolien
	Sprechfertigkeit

	5’
	Übung 5

- Vokabeln üben
	L. präsentiert die Aufgabenstellung und zeichnet ein unvollständiges Organigramm an die Tafel

S. versuchen, die korrekten Namen der einzelten Teile des Unternehmens zu finden und sie in die Übungshefte zu übernehmen
	Einzelarbeit
	Tafelbild 3, Metaplankarten mit Vokabeln, Magnete, Übungshefte der Schüler


	Fachbegriffe situationsgerecht anwenden



	5’
	Vergleich der Ergebnisse
	S. geben ihre Antworten und heften dabei die Vokabelkarten an die richtige Stelle des Organigramms an der Tafel
	Unterrichts-gespräch
	Metaplankarten, Magnete 
	

	15’
	Erarbeitung – 

Arten von Organigrammen
	L. schreibt die Arten an die Tafel und erläutert sie kurz anhand eines Beispiels 
S. übernehmen das Tafelbild
	Lehrervortrag
	Tafelbild 4, Übungshefte der Schüler
	

	
	Rückbezug zum eigenen Ausbildungsbetrieb
	
	
	
	

	20’
	Anwendung der gelernten Vokabeln


	L. gibt den Schülern die Aufgabenstellung

S. zeichnen das Organigramm ihres eigenen Unternehmens und erläutern dann, welche Funktion die einzelnen Personen im Unternehmen haben
	Einzelarbeit
	Übungshefte der Schüler
	Kenntnisse anwenden

	
	Schülervorträge

(Zeit ist abhängig von der Größe der Klasse)
	S. präsentieren ihr Organigramm

(eventuell könnte eine Benotung erfolgen)


	Schülervorträge
	individuelle Vorbereitung der Schüler
	Sprach- und Sprechfertigkeit


Appendix

Transparency 1
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Transparency 2

Managers

What does a manager do? … he coordinates people, projects etc.

[image: image5.wmf]
These are examples for adjectives. You can copy them on a transparency too, cut them into single pieces and put them on transparency 2 as a brain storming.

competent

polite

humorous

reliable

well-organized

imaginative

efficient

hard-working

tidy

authoritative

diplomatic

considerate

persuasive

ambitious

decisive

deliberate

experienced 

sociable
blackboard 1

Brainstorming: 

What departments could there be in a company?

[image: image6.wmf]
[image: image7.png]



[image: image8.wmf]
[image: image9.wmf]
[image: image10.wmf][image: image11.wmf]
[image: image12.wmf]
[image: image13.wmf]
[image: image14.wmf]





blackboard 2

Criteria to form departments

What does a company do in order to decide on its structure?

First of all a company wants to achieve general objectives such as a high turnover etc. These general objectives are split into a lot of single tasks (task analysis) which have to be done in order to keep the company going. Some of these tasks are grouped together again and form a position in a company (task combination). Several positions again are put together within a department. 







position 1
position 2
position 3






     department

Which criteria are there to form departments? – Examples:

	functional type of organization


	product type of organization or: divisional organization
	geographical type of organization
	personal type of organization

	example:

· R & D

· Purchasing

· Marketing

· …
	example:

· Product A

· Product B

· Product C

· …
	example:

· Germany

· Austria

· Italy

· …
	example:

· Miller

· Smith

· Jones

· …


transparency 3

Managers and executives: UK

“Fun-in-the-Sun-Holidays Ltd.” => management organigram










worksheet 1

Exercise 1 


Fun and Sun Holidays management

Fill one of the following words in the appropriate gaps, please!

non-executive directors – boss – executive -

directors – head of IT – boardroom – head or head up

board – head of marketing – exec –senior executive

   All the ……………………………………. together are the ……………………………. . They meet in the ……………………………………………….. .

   ………………………………………………….. are not managers of the company; they are outsiders, often directors of other companies who have particular knowledge of the industry or of particular areas.

   The marketing director is the …………………………………………, the IT director is the ………………………………………, etc. These people ………………..…

……………………………… their departments. Informally, the head of an activity, a department or an organization is its …………………….

   An ………………………….. or, informally, an ………………………., is usually a manager at quite a high level (for example, a ………………………………). But “executive” can be used in other contexts to suggest luxury, as in “executive coach” and “executive home”, even for things that are not actually used by executives.
Key to exercise 1

directors

board

boardroom

non-executive directors

head of marketing

head of IT

head or head up

boss

executive

exec

senior executive

transparency 4 – Exercise 2

Here you find six different people’s tasks you can find in companies. Think of the manager positions in a company. Which position do they have in order to be in charge of the tasks mentioned below?

Tatjana: “I will meet with our advertising 
                agency to discuss new advertisements 
                for the company’s holidays.”

James: “I work for Fun and Sun Holidays 
              and I study possible new 
              holiday destinations in detail.” 

Natalie: “In the company one of my tasks 
                is to see the research 
               director to discuss new holiday 
               destinations.”

Chris: “I have got many tasks, but I like to 
           contact newspapers to advertise new jobs.”
Jane: “Most of the time I deal with 
           complaints of customers.”
Julia: “I like all of my tasks, especially to 
           discuss sales figures with the sales 
           team of our company.”

Key to exercise 2

suggestions:

marketing director

research director

marketing director

human resources director/personnel manager

customer services manager

sales manager

Transparency 5

Exercise 3

Match the following verbs and nouns to make 
common collocations, please!

[image: image3.wmf]
	verbs
	noun

	
	

	allocate
	decisions

	communicate
	information

	develop
	jobs

	make
	objectives

	measure
	people

	motivate
	performance

	perform
	resources

	set
	strategies

	supervise
	subordinates


Key to exercise 3

These are just suggestions. There are also other solutions possible.

· allocate – resources

· communicate – information

· develop – strategies

· make - decisions

· measure – performance

· motivate – people

· perform – jobs

· set – objectives

· supervise - subordinates

Transparency 6

Managers and executives: US

MagicComputers







worksheet 2

Explanation of some important facts:

Chain/Line of command:

· one person e.g. the managing director supervises the departmental managers

· it is a line which is flowing down from the top to the bottom of an organization

· a clear chain or line of command is shown here:





· orders and decisions are passed down to people who are lower in the hierarchy

· the production manager could, furthermore, have authority over for example three further senior managers e.g. purchasing, technical and quality control manager

· these senior managers could also have other middle managers etc.

In business we talk about long and short chains of command!

· only a few levels = short chain of command vs.

· more levels = long chain of command 

· rule: Organisations with a long chain of command tend to have narrow spans of control.

Span of control:

· each person has a certain number of people to whom s/he can give orders and who report directly to him or her

· these persons are called: subordinates
· in the example above the production manager’s span of control would be three

Wide and narrow spans of control:

The width of the span of control depends on the following factors:

· kind of work (simple work needs less supervision)

· communications (subordinates who are far from their superiors may be difficult to control)

· level of skills (if both are good at the job, the manager and the subordinates, there can be a wide span of control)

· delegation (some managers ore more willing to delegate some powers to subordinates than others; this enables the manager to have a wider span of control)

Exercise 4 – group work – group’s worksheet


Who’s who at MagicComputers?

1) “I am James Rice and I am president and CEO. We have some excellent people on our board, including two who are not involved in the day to day running of the company: Mrs. Brown and Mr. Jones.”

2) “My name is Susan Smith and it is my job to look after the accounts and balance the books. I work closely with Marc King and Tim Roberts, as they tell me what their departments need for marketing and research, and I allocate them an annual budget.”

3) “I am Michael Miller and I head up personnel, on the same level in the company like Mr. Chang and Mr. Roberts.”

group work – student’s transparency


Put the names into the boxes, please, in order to show the company’s structure at MagicComputers!




Key to exercise 3





Application exercise 4 – blackboard 2













Final question: What does an organizational chart like this show?

Key to exercise 5













It shows: the structure of tasks, the hierarchical structure within the company, 
                the responsibilities, the ways of communication etc.

Vocabulary cards for exercise 5:

Advertising

Training

Board

Marketing

Salaries

Sales

EDP

Personnel

Transport

Research and Development (R & D)

blackboard 4

Examples for common structures of organizational charts (organigrams)

A) line structure – every subordinate position has got only one superior position


B) multiple line structure – a subordinate position could have several superior 



    positions


C) line and staff structure – the line structure gets advice from people outside the 
                                              company


D) matrix structure – combination of two levels of the company’s hierarchy 


               which are equal according to their degree of supervision








Vocabulary

	DEPARTMENTS

	Accounts Department
	Buchhaltung

	Administration Department
	Verwaltung

	Advertising Department
	Werbeabteilung

	Commercial Department
	Handelsabteilung

	EDP Department – Electronic Data Processing Department
	Datenverarbeitungsabteilung

	Finance Department
	Finanzabteilung

	Human Resources Department
	Personalabteilung

	Legal Department
	Rechtsabteilung

	Marketing Department
	Marketingabteilung

	Personnel Department
	Personalabteilung

	Public Relations Department
	PR-Abteilung, Abteilung für Öffentlichkeitsarbeit

	Purchasing Department
	Einkaufsabteilung

	Research and Development
	Forschung und Entwicklung

	Sales Department
	Verkaufsabteilung

	Technical (Resources) Department
	Technik, Technische Abteilung

	Training Department
	Schulungsabteilung, Abteilung für Fortbildungsmaßnahmen

	OTHER VOCABULARY

	chain of command
	Tiefengliederung, vertikale Gliederung

	functional type of organization
	funktionsorientierte Organisation

	geographical type of organization
	regionenorientierete Organisation

	line and staff structure
	Stab-Linien-System

	line structure
	Einliniensystem

	matrix structure
	Matrixorganisation

	multiple line structure
	Mehrliniensystem

	organigram
	Organigramm

	personal type of organization
	personenorientierte Organisation

	product type of organization
	produktorientierte Organisation

	span of control
	Kontrollspanne

	subordinate
	Untergebene(r)

	task analysis
	Aufgabenanalyse

	task combination
	Aufgabensynthese


Sources:

· internet: various organizational charts of different companies

· Mascull, B.: “Business Vocabulary in Use”, Cambridge University Press 2002.

· Glew, M./Surridge, M./Watts, M./Merrills, S.: “Advanced Vocational Business”, HarperCollinsPublishers Ltd. 2000.

ACTION PROGRAMME OF THE EUROPEAN UNION


LEONARDO DA VINCI – PROJECT


PROJECT No.: 2002 LA 112 628 BILVOC


LANGUAGE COMPETENCE THROUGH BILINGUAL TEACHING AT VOCATIONAL COLLEGES





after-sales-services manager
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chairman/chairwoman;


chief executive/managing director





senior executives/ �top exexutives/ executive directors





research director





IT director





personnel director








marketing director





chief financial officer (CFO)/ finance director





middle managers





customer services manager





sales manager





accounting department manager





line managers (in travel agency branches)








departments





marketing





purchasing





R & D





sales





customer service





personnel





accounting





non-executive directors








president


chief executive officer (CEO)


chief operating officer (COO)





Tim Roberts





VP Research





Research director





………………………………………………………………





………………………………………………………………





Non-executive director:


…………………………………………





GOOD MANAGERS ARE …


�





Michael Miller





VP Human Resources





………………………………………………………………





………………………………………………………………





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


…………………………………………





……………………………………………………………….





Marc King





VP Marketing





Susan Smith





CFO





Non-executive director:





Mr. Jones





Non-executive director:





Mrs. Brown





James Rice – managing director and CEO











Chief Accountant











Recruitment











Accounts





Production























Purchasing











Market Research





After-Sales-Service























Stock Control
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Production
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Marketing
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Purchasing





Stock Control





production manager





financial director





marketing director





sales manager





managing director





non-executive directors








vice president (VP) human resources





vice president (VP) research





GENERAL OBJECTIVES





vice president (VP) marketing





chief financial officer (CFO)
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department 2





department 3





product 1





product 2





product 3



























































head of the company
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