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I Reading

Company Structures and Operations

( Reading Activity 1.1 )

A. Work with your partner to answer the following questions.

1. Can you name some departments in a business?

2. Why do you think teamwork is important in a company?

B. Read the passage below.

About Us

Home Products Services  Theme Contact Us sign up login

Operations in a Company a

Operations in a company are very important to keeping the business running well.
Many teams work together to achieve the company's goals. The main teams are
Human Resources, Sales, Marketing, Finance, Customer Service, Information
Technology, Production, Research and Development, Logistics, Legal, and Supply
Chain.

At the top of the company is the Chief Executive Officer (CEO). The CEO is
responsible for the overall direction of the business. Below the CEO is the
Chief Operating Officer (COO), who manages daily operations and helps all
departments work together. The Chief Financial Officer (CFO) takes care of the
company’s money and financial planning.

The Human Resources (HR) team, led by the HR Manager, hires new workers and
helps them with training. HR Specialists and Recruiters make sure the workplace

is good for everyone.

The Sales team, including Sales Representatives and Sales

Managers, sells the company’s products or services. They talk . . .
9 panysp Y The Customer Service team helps customers with questions

to customers, answer questions, and build good relationships. .
or problems. Customer Service Managers and Customer

The Marketing team promotes the company's products. Service Representatives make sure customers are happy with

Marketing Managers and Marketing Specialists create the company’s products.

advertisements and plan campaigns to attract new customers. The Information Technology (IT) team keeps the company's

They also study what customers want. computer systems running well. IT Managers and IT Support

The Finance team, led by the CFO, manages the company’s Specialists fix problems and help employees with technology.

money. Finance Managers and Financial Analysts prepare
budgets and track expenses to ensure there is enough money

to pay employees.

The Production team, led by a Production Manager, makes
the products. Production Supervisors and Machine Operators

ensure items are made correctly and on time.



Home Products Services  Theme About Us

Lesson 1 Working in a Company

Contact Us

sign up

login

The Research and Development (R&D) team creates new
products and improves old ones. R&D Managers and Research
Scientists conduct tests to find better ways to meet customer
needs.

The Logistics team manages how products are delivered.
Logistics Managers and Supply Chain Coordinators organize
transportation and ensure products arrive on time.

The Legal team handles legal matters for the company.
Legal Counsel and Corporate Lawyers check contracts and
make sure the company follows the law.

Finally, the Supply Chain team buys materials needed for
production. Supply Chain Managers and Procurement
Specialists work with suppliers to ensure the company has
enough stock.

In summary, all these teams work together under the CEQ,
COO, and CFO to help the company succeed. Eachteam has an
important role. When they cooperate, the company can
provide good products and services, meet customer needs,
and achieve its goals. Operations are essential for building
a strong business.

C. Answer the following questions based on the passage above.

1. What is the main purpose of operations in
a company?
a. To create advertisements
b. To keep the business running well
c. To manage finances
2. Who oversees the daily operations of the
company?
a. CEO
b. CFO
c. COO
3. Which team is responsible for selling the
company’s products?
a. Customer Service Team
b. Legal Team
c. Sales Team
4. What do Marketing Managers do?
a. Hire new employees
b. Create advertisements
c. Fix computer problems
5. Which team helps customers with their
questions?
a. Finance Team
b. Logistics Team

c. Customer Service Team

6. How does the IT team support employees?
a. By keeping computer systems running
b. By conducting research
c. By creating new marketing strategies
7. What is the role of the R&D team?
a. To deliver products to customers
b. To improve existing products
c. To handle legal matters
8. Which of the following is true about the
Supply Chain team?
a. They manage how products are delivered.
b. They buy materials needed for production.
c. They hire new workers for the company.
9. Why is it important for all teams to work
together?
a. To make more money
b. To increase customer complaints
c. To ensure the company succeeds
10. According to the passage, what is essential
for the company to succeed?
a. The management by the COO
b. Cooperation among all teams

c. The hiring of new workers
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I Vocabulary & Expressions

Departments, Job Titles, and Responsibilities in a Company

( Vocabulary Activity 11 )

A. Match the departments (1-10) with their correct responsibilities (a-j).

Departments Responsibilities

1. sales a. Creates new products and improves old ones.
2. Marketing b. Keeps the company’s computer systems running well.
3. Finance c. Manages the company’s money and financial planning.
4. Human Resources (HR) d. Helps customers with questions or problems.
5. Customer Service e. Manages how products are delivered.
6. Information Technology (IT) f. Buys materials needed for production.
7. Production g. Makes the company’s products.
8. Research & Development (R&D) h. Sells the company’s products or services.
9. Logistics i. Creates advertisements and plans campaigns.

10. Supply Chain j. Hires new workers and helps them with training.

B. Put the job titles from the box into the correct category.

CEO (Chief Executive Officer) Representative Specialist CFO (Chief Financial Officer)
COO (Chief Operating Officer)  Supervisor Coordinator Manager Analyst
1. Top Management: 2. Manager Level: 3. Staff / Specialist:
* . *
. . .
. . .
. . .

C. Fillin the blanks with the most appropriate verb from the box based on the typical responsibilities
of each department. Use each verb only once.

1. The Sales team the company’s products. manages

2. The Marketing team advertisements and plans campaigns. tracks

3. The Finance team budgets and expenses. sells
helps

4. The COO the daily operations. P
handles

5. The Customer Service team customers with their questions. fixes

6. The IT team problems with technology. prepares

7. The Legal team legal matters and checks contracts. creates




Lesson 1 Working in a Company

I Listening

First Day at Work: Capturing Key Details

( Listening Activity 1.1 )

A. Read the scenario below, and then listen to the following dialogues. Complete them using the
words in the box.

Scenario: First Day at Work

™8

Lisa is a new graduate who just got a job as a staff member in the HR department

of a food and beverage company. Today is her first day at work. She arrives at the

office on time and is about to make her introduction.

supervisor nice to meet you nervous
Can you tell me...? HR Department excited
waiting for show you around Follow me
1 s
Dialogue 1: At the Reception Desk @) scan to listen

= ~=——_ (Lisa arrives at the office, excited and a bit nervous. She walks to the
reception desk and sees the receptionist.)
Lisa: Hi! I’m Lisa. I’m starting my first day in the (1)

today.

Receptionist: Hello, Lisa! Welcome to the company! I’m Sarah, the

receptionist. It’s (2)

Lisa: Nice to meet you too, Sarah! (3) where I should go?

Receptionist: Of course! Your (4) , Tommy, is (5) you.
He will (6) the office.

Lisa: Great! Thank you!

(Meeting Tommy, Tommy arrives at the reception desk.)

Tommy: Hi, Lisa! Ready for your first day?

Lisa: Hi, Tommy! Yes, I'm (7) but also a little
(8)

Tommy: That’s normal! Let’s start with a tour of the office.

(9) !




nSunnuiliovussiie (20000-1219)

2
Dialogue 2: Human Resources Department ¢)

. l
hiring and training Human Resources This is
. . scan to listen
coordinator Nice to meet you look
working with you where you work Welcome

(Tommy and Lisa walk to the HR Department.)

- Tommy: This is our (10) department, (11)
. We help with (12)
‘-_‘ new employees.

i (They meet another employee.)

_ Tommy: (13) Emma, our HR (14)
Emma: Hi, Lisa! (15) to the team! I (16) forward to

(17)

Lisa: (18) , Emma!

3
Dialogue 3: At the Sales and Marketing Department ¢)

Sales and Marketing customer needs work together
Specialist sell happy

Great to have you here! promote This is ...

study the market Sales Manager marketing ideas

(Tommy and Lisa continue walking to the Sales and Marketing

area.)

Tommy: Next is the (19) team. They (20) to
(21) our products, (22) them, and
(23)

(They meet another employee.)

Tommy: (24) Jake, the (25)

Jake: Hi, Lisa! (26) I If you ever want to know about (27) ,
just ask me.

Lisa: Thanks, Jake! T will!

(Tommy gestures to another area of the same department.)
Tommy: And this is Mia, the Marketing (28)

Mia: Hi, Lisa! Welcome! I'd be (29) to share (30)
with you.
Lisa: Nice to meet you, Mia! I'd love to learn more about marketing!

B. Listen to the dialogues again and check your answers.
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Objective: Practice speaking and listening skills!
1. Team up: 3 people
2. Read the Dialogue: Select one of Dialogue 1-3
from Listening Activity B on pages 5-6 about Lisa’s
first day.
3. Assign Roles: Decide who will play Lisa, Tommy and
the other characters. You can switch roles later if

you want!

4. Practice Together: Spend a few minutes practicing the dialogue. Focus on speaking clearly and
naturally.

5. Add Your Own Touch: Feel free to add extra lines or questions to make it fun!

6. Perform: Take turns performing the dialogue for the class.

7. Give Feedback: After each performance, share positive comments and suggestions.

Have fun and enjoy your role-play!

‘ Speaking Task 1.1: Creating a role-play ’

Objective: To practice creating a new dialogue to achieve
a communicative goal.

Imagine you are Tommy, and you are taking Lisa to visit the
following departments. Use the information below and create
a dialogue for each visit.

You can make up names and add your own extra lines

or questions to make it fun!
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o Team up in groups of three: Assign roles as Tommy (Supervisor), Lisa (New Employee),
and a Department Manager.

e Choose one department to visit: Finance, Customer Service, or IT.

e Create a new dialogue. Your goal is for Tommy to introduce Lisa to the manager and explain
the department's role, using the information provided.
3.1 Tell Lisa what the name of the department is
3.2 Explain the roles of the department.
3.3 Introduce Lisa to the department manager
3.4 Lisa and the department manager continue the conversation.
3.5 Add Your Own Touch: Feel free to add extra lines or questions to make it fun!

o Practice Together: Spend a few minutes practicing the dialogue. Focus on speaking clearly
and naturally.

e Take turns: create other 2 dialogues (the other 2 departments on the list below).

e Perform: one of the dialogues for the class.

\_

Have fun and enjoy your role-play!

Department: Finance Department: | Department:

The person's role: Customer Service : Information
manages the company’s The person's role: Technology (IT)
money. They prepare helps customers with The person's role:

budgets and keep track of | = | questions or problems. keeps the company’s

how much money comes They make sure that ” computer systems
in and goes out. ‘ customers are happy with | running well. They fix

the company’s products problems and install

and services. new software.




