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HNPEANCJIOBHE

JlanHoe yueOHO-MeToAnuecKoe nocodue mpeqHa3HayaeTcs JUisl CTyAeHTOB 3 Kypca (akyibTeTa
I'ocynapctBeHHOro 1 MyHUIIMNIANBHOTO YTIPABIEHUS U COAEPKUT MaTEPUAIIbl U3 Pa3IUYHbIX

HMCTOYHUKOB TI0 TEMATHKE (aKylIbTeTa.

HCJ'IBI-O ,I[aHHOP'I pa6OTBI SABJIACTCA IOABCACHUC CTYACHTOB 3 KypcCa K OBJIaAAICHUIO CIICLIMAJIbHOCTHU
Ha aHTJIMACKUM SI3BIKE H, B KOHCYHOM HUTOI€, C1a4e€ rocyaapCTBEHHOIO 3K3aMEHa 110

AHTJIMICKOMY SI3bIKY «AHTIIMHCKUI U1 TPO(eCCHOHATbHON KOMMYHHUKALIAN.
[TocoOue pemiaeT 3a1a4u MO COBEPIICHCTBOBAHUIO KOMITETSHIIUI:

» ugrenus (Reading),

= rosopenus (Speaking)

» nucema (Writing)

yepes CleUalbHO pa3padOTaHHbIe YIPaXHEHUS 110 OTPaOOTKE JAHHBIX HABBIKOB, HAIIPUMED,
MIPOBEJICHUS IUCKYCCUI, COCTABJICHUS MTPE3EHTAINM, TPEHUPOBKU HAMMCAHUS KPATKOTO
U3JI0KeHHs TekcTa (Summary) wiu HanrcaHus naparpada mo mpobiemam, 3aTPOHYTHIM B

TCKCTax.

HemanoBaxkHast poiib OTBOAUTCS (POPMHUPOBAHUIO CIIOBAPS CIICIUATEHON JIEKCUKH U
COBEPILLIEHCTBOBAHMIO CJI0Bapsi OOIICYNOTPEOUTEIbHOMN JICKCUKH, 3TOMY MTOCBSIILIECHbBI
pa3IMYHbIC BUIBI JeTeIbHOCTH KaTeropuu “Language in Use”, a Takxke yrmpakxHeHUs Ha

MEePEBOJI KaK C AaHTJIMMCKOrO Ha PYCCKUI, TaK U C PYCCKOTO HAa aHTJIMMCKHIA.



Unit1
The Structure of the Civil Service

The Civil Service is concerned with the conduct of the whole range of government activities as
they affect the community ranging from policy formulation to executing the day-to-day duties
that public administration demands. In Britain, for instance, civil servants are responsible to the
minister in whose department they work. Ministers alone are answerable to Parliament for their
policies and the actions of their staff. A change of minister for whatever reason, does not involve
a change of staff. Ministers sometimes appoint special policy advisers from out side the Civil
Service, the advisers are paid from public funds, but their appointments come to an end when the
Government’s term of office finishes.

The structure of the Home Civil Service is designed to allow for a flexible deployment of staff so
that talent can be used to the best advantage, with higher posts open to people with outstanding
ability, whatever their special background. Although work requiring specialist skill is always
done by appropriately qualified individuals, personnel management policies are designed to
ensure that people with the necessary qualities gain suitable experience to fit them for higher
posts.

At the top levels of the Civil Service in Britain there is an open structure, comprising three
grades — permanent secretary, deputy secretary and under secretary. With very few exceptions,
staff at this level share the same pay and grading system whatever their background and duties.
At other levels the structure is based on the system of categories and occupational groups. These
include the General Category (covering the Administration, Economist, Statistician, Information
Officer, and Librarian groups), the Science Category, the Professional and Technology Category
(include architects, surveyors, electrical and mechanical engineers, graphics officers and marine
service staff). The Training, Legal, Police, Secretarial, Data Processing, Research Officer, Social
Security, Security and Museum Categories. These categories account for seventy five per cent of
non-industrial staff.

The Diplomatic Service of Britain, a separate service, provides the staff for the diplomatic
missions and consular posts abroad. Its functions include advising on policy, negotiating with
overseas governments and conducting business in international organizations; promoting exports
and trade generally, administering aid, presenting ideas, policies and objectives to the people of
overseas countries; and protecting own interests abroad.

The Service has its own grade structure, linked for salary purposes with that of the Home Civil
Service, and conditions of work are in many ways comparable while taking into account the
special demands of the Service, particularly of posting overseas. Members of the Home Civil
Service and the armed forces and the individuals from the private sector, may serve in the
Foreign and Commonwealth Office and at overseas posts on loan or attachment.

Civil Servants are employed in a civil capacity, and whose remuneration is paid wholly and
directly out of monies voted by Parliament. The theory is that governments make policy and the
administrators carry it out. This view has been challenged by many observers who argue that
Governments and Ministers come and go whilst the Civil Service goes on for ever. Civil
Servants are given an important role in policy making. How crucial that role is may depend on
the strengths and weaknesses of individual governments and ministers.

The British Civil Service, as an example, enjoys a very high reputation. It contains some of the
best brains in the country, is incorruptible, and is politically neutral.

Government departments deal with an equivalent amount of money to many of the largest
companies. It is, therefore, important to have people with proven managerial ability running
these departments.

However, this neutrality and the desire to protect their minister from criticism in Parliament or
elsewhere often lead to excessive caution and resistance to change. The Civil Service was once
described as “a beautifully designed and effective braking mechanism” and “...the ultimate
monster to stop governments changing things”.



Vocabulary

be concerned with

KacaTbCs, OTHOCHTBHCA K ‘ICMY'HI/I60

the whole range of sth.

BECh CIIEKTp / AMAIa30H 4ero-auoo

to affect the community

BJIUSTE / BO3JIEHICTBOBATHL HA OOIIIECTBO

be answerable to sbd.

OBITh OTBETCTBEHHBIM IEpe]l KeM-TH00

for whatever reason

0 KaKOW-TM00 MpuInHe

to involve a change of sth

BJICYb U3BMCHCHUS

to appoint advisers

Ha3Ha4YaTb COBCTHHUKOB

be paid from public funds

OIJIAYMBATHCS U3 TOCYJapCTBEHHBIX (DOHIOB

term of office

CPOK CITY»ObI/TIOJIHOMOYUI MPAaBUTEIHCTBA

be designed to allow for sb / sth

C030aBaThC C IEJIBIO, YTOOEL. ..

flexible deployment of staff

ru0kasi cucTeMa Ha3Ha4eHUH COTPYJTHUKOB

be used to the best advantage

HCIOJIb30BAaThHCs HAWITYUIIUM o6pa30M

outstanding ability

BBIAAOIMHUECCA CIIOCOOHOCTH

be appropriately qualified

HMETb COOTBCTCTBYIOLIYIO KBaJH/I(bI/IKaIII/IIO

to ensure that...

YTOOBI 00ECIIEYUTD, YTO

to gain suitable experience

MOJIYYUTh TOIXOSIIHMA OTBIT

to fit sb. for higher posts

COOTBETCTBOBATh BBICOKOI JOJIXKHOCTH

to comprise three grades

BKJINOYAaTb TPpU CTCIICHU

permanent secretary

IMOCTOSHHBIN 3aMECTUTEIIh MHWHHUCTPA

under secretary

3aMCCTUTCIIb MUHUCTpPA

with very few exceptions

3a HCCKOJIbBKMMH UCKITIOUYCHUAMU

to share the same pay

MMOJIYy4aTh TY K€ 3apIliaTy

occupational groups

npodeccuoHalbHbIE TPYIIIBI

surveyors

Tornorpadsl

marine service staff

COTPYAHUKH MOPCKOM CITy>KObI

to account for ... per cent

COCTAaBJIATH ...%

to provide the staff for sth.

MpeaAOCTaBJIATL COTPYAHHUKOB IJIA ...

to advise on policy

KOHCYJIbTUPOBATH 11O BOIIPOCAM IMOJIMTUKHA

to negotiate with sb.

BECTH MEPEroBOPHI C KEM-JIHO0

to run / conduct a business

PYKOBOJUTH MPEIIPUATHEM / BECTH JeTa

to promote exports

COJIEHCTBOBATh MMPOABUIKCHUTIO SKCIIOPTA

administering aid

IIpaBoOBas IMMOMOIIb




a grade structure

cucTeMa 3BaHUM / paHTOB

in many ways

BO MHOT'HX ClIydasaXx

conditions of work

ycli0BUs pabOThI

be comparable to/with sb/sth

CpPaBHHUBATHCS C KEM-TH00 / 4eM-I100

to take into account

IMIPUHHUMATb B pacyCT

special demands

0co0ObIe TpeOOBaHUS

the armed forces

BOOPY>KCHHBIC CUJIbI

at overseas posts

Ha JOJDKHOCTSX (ITOCTax) 3a pyoekom

on loan

10 IOTOBOPY

on attachment

B KOMaHJIHUPOBKE

be employed in a civil capacity

pa6OTaTB Ha IrpaXXJaHCKOM I10JIOKCHHUHN

remuneration

BO3HarpaxxacHue, BO3MCIICHUCE, OIlJIaTa

wholly MOJTHOCTBIO, HIETTUKOM
be challenged (by sbd) MOJIBEPraThCsi COMHEHHIO, CIIOpaM
a crucial role KJIFOUeBasi / pelaroias pojb

strengths and weaknesses

cinalble U CHUIIbHBIE CTOPOHBI

to enjoy a very high reputation

ITI0JIB30BAaTbhCA HaI/IJ'Iy‘IH_Ieﬁ pCHYTaHHeﬁ

incorruptible

HEIOAKYITHBIN

therefore

CJICO0BATCIIbHO, IIOOTOMY

with proven managerial ability

c Pa3BUTHIMU
CIIOCOOHOCTSAMHU

YIpaBJICHUCCKUMU

to lead to excessive caution

MNpUBOJAUTHL K H3JIAIITHEN OCTOPOKHOCTHU

a braking mechanism

TOPMO3HON MEXaHU3M

protect sbd. from sth.

3aIIMIIATE KOro-1100 OT 4ero-indo

Task 1 Pronounce the following words correctly.

influence ensure recruitment

research experience  appropriately
statistician ~ control deputy
capacity wholly remuneration
exception excessive caution

government require
marine occupational
surveyor execute
crucial whole

incorruptible therefore




Task 2 Translate these words into Russian.

ensure require demand deploy
capacity crucial challenge caution
continuity exception occupational attachment
incorruptible loan remuneration excessive
promote provide comprise gain

Task 3 Find the English equivalents to the expressions that follow.

MOCTOSIHHOE YIPaBJICHHE MPABUTEIbCTBOM
OBITH CBSI3aHHBIM C IIPOBEJICHUEM MEPONPUATUN
LIMPOKUH IHANa30H

OTBEYATh Mepe]l NapIaMEHTOM 3a (TIOJIUTHKY)
nprOOpeTaTh MOAXOASIINN OMBIT

MOJIMTUKA YIIPaBJICHUS IEPCOHATIOM
IIPOJBUKEHHE IKCIIOPTA

00paboTka nHbopMaIuu

BECTH MEPErOBOPHI

COOTBETCTBOBATH BHICOKUM JIOJDKHOCTSIM

10 IOTOBOPY

npodeccuoHaNbHbIE TPYIIIBI

U3MEHATHCA B Ipejenax (auamna3oHe) oT ... U JI0 ...
[0JIBEPIaTh COMHEHUIO

Task 4 Write the corresponding words to the following definitions.

- placement of people in a firm / organization
- people employed by a firm / organization

- able to be adapted or changed

- a person who recommends sth. to sbd.

- what you ought to do or must do

- knowledge a person obtains at work / in life
- something that goes against a general rule

Task 5 Insert prepositions if necessary.

1.

2.

The Civil Service is concerned the conduct the whole range of
government activities.

Civil Servants are responsible the Minister whose department they
work.

The structure of the Home Civil Service is designed to allow a flexible
deployment the staff.

Staff the top level share the same pay and grading system.

The Diplomatic Service provide the staff the Foreign and Commonwealth
office.

Functions of the Diplomatic service include advising policy and
promoting export.

Ministers alone are answerable Parliament their policies.



Task 6 Translate the sentences into English.

1.

locynmapctBennass cimyxk0a CBs3aHa € MPOBEACHHWEM  IIMPOKOTO  JHMAra3oHa
MPaBUTEILCTBEHHBIX MEPONPHUATUM, TaK KaK 3THU MEPONPUSATHS BIUAIOT HA >KU3Hb
oO1IecTBa.

CtpykTypa BHYTPEHHEH TpakIaHCKOW CIy)KObI cO3/laHa TakuM oOpa3oM, YTOOBI
CHCTEMA Ha3HAYECHUH Ha JOJDKHOCTH OBLIA IO BO3MOXKHOCTH T'HOKOIA.

[TonuTtuka yrpaBieHUs TMEPCOHATIOM BBICTPOCHA TAaKUM OOpa3oM, YTOOBI JIFOAM
MMEIOIIUE HEeOOXOIMMBIE KaueCTBa MPUOOPETAIH COOTBETCTBYIOIIHUIA OTIBIT.
[Noccnmyskaiye mog0TYETHB TOMY MHHUCTPY B YbEM OTJIEJIE OHH padOTaroT.

PaboTa COBETHMKOB OIUTAYMBAETCS W3 TOCYIAPCTBEHHOTO (DOHIA, M CPOK HX PabOTHI
3aKaH4YMBAETCS, KOT/Ia UICTEKAET CPOK MOJTHOMOYMI TPAaBUTEIIHCTBA.

Hecmotpss Ha ombIT W Kpyr oOs3aHHOCTEH, paboTa TOCCIYKalMX Ha BBICIINX
JIOJDKHOCTSIX OIIaYMBAaeTCs OAUHAKOBO.

Task 7 Complete the following sentences from memory, then refer to the text to check

1. The Diplomatic Service, a separate service, provides...

2. The structure of the Home Civil Service is designed to allow...
5. A change of minister for...

7. The day-to-day running of the government and the implementation of its policy...
8. With very few exceptions, staff at the top level share...

9. The Diplomatic Service’s functions include...

10. Ministers sometimes appoint...

11. Governments come and go, but ...

12. Members from the private sector may serve at overseas posts...
13. Civil Servants are employed in ...

14. The British Civil Service enjoys ...

Task 8 There are eight paragraphs in the text. Find a key-sentence in

each paragraph and write it down below.

Task 9 Write a Paragraph of about 120-140 words to the text of the unit.

Use the correct layout.

Task 10 Prepare an outline plan of your presentation on the subject of this unit.

Use your plan to make a presentation within five minutes.
Your presentation should be well-structured.



Reading and Writing
Task 1: Read the text about the system of the government in the UK.
Write a paragraph of 8-10 sentences to the text.

The System of Government of the UK
The Queen

The United Kingdom of Great Britain and Northern Ireland (the UK) is a parliamentary
democracy with a constitutional monarch as head of state. The UK consists of England,
Scotland, Wales and Northern Ireland. Britain’s population is over 57 million people. The United
Kingdom is a unitary state.

The British constitution has never been wholly reduced to writing. However, Britain has many
enactments which are very important for the country. The State Organs of the UK are the
Monarchy, Legislature and Executive. The monarchy is the most ancient secular institution in the
UK, and it is hereditary. Her Majesty Queen Elizabeth 11 is the present Head of State of the UK.
However, the Queen in Great Britain is not absolute. The Queen reigns but doesn’t rule. Her
Majesty’s government governs in the name of the Queen. As a rule the Queen acts on the advice
of her ministers. She may, however, have her own point of view on different problems. The
monarch has an important constitutional role as head of state. The Queen summons and dissolves
Parliament. She opens every session of Parliament with a speech from the throne; confers
honours and makes appointments to all important offices of state. As Head of State she has the
power to declare war, to make peace, to sign international agreements. It is important to
understand that the political stability of Great Britain owes much to monarchy. But the Queen’s
powers are limited by Parliament but reigns with the support of Parliament.

Vocabulary

a parliamentary democracy napJaMeHTCKas IEMOKpaTHSI

a constitutional monarch KOHCTHTYIIMOHHBIN MOHApX

to consist of COCTOSITh U3

a unitary state YHUTApHOE rOCYJapCTBO

to reduce to writing U3J1arath B MMICBMEHHOH (hopme

to have enactments MMETb 3aKOHOJATEIbHbIC aKThI

legislature and executive 3aKOHOJATENIbHAS W WCIOJHUTENIbHAs BETBU
BJIACTH

a secular institution CBETCKHU MHCTUTYT/

be hereditary HACJIEACTBEHHBIN

to reign , not rule 1[apCTBOBATH, & HE YIPABJISITh

to act on the advice of shd. JICHCTBOBATH IO COBETY KOT'O-JIN00

to have one’s own point of view on sth. MMETh CBOM COOCTBEHHBIN B3I Ha. ..

a constitutional role KOHCTUTYIIMOHHAS POJIb

as a head of state B KQUeCTBE IJ1aBbl TOCYIapCTBA

Powers MTOJIHOMOYHS

to summon and dissolve Parliament CO3BIBaTh U PACIYCKATh NapIaMEHT

to confer honours NPUCYKJATh TIOYETHBIC 3BAHHSI

to make appointments to all offices Ha3HA4yaTh Ha TOCYAAPCTBEHHBIE OCTHI

to declare war / to make peace OOBSIBIISITH BOWHY / 3aKIIIOYATh MUD

to owe much to... o0ecrieYnBaThCsl BO MHOTOM OJiaronaps. . .




Task 2 Read the article about administrative culture and report on its salient ideas.

Administrative Culture

For purposes of understanding public administration, we can think of culture as existing at three
distinct levels: societal, political and administrative. It is necessary to point out that individual
organizations in government will develop their own cultures (Parker and Bradley, 2000) Some
organizational cultures, such as that of the British Treasury (Thain, 2004), may be very elitist,
while others (many social service agencies) may be extremely participatory and allow workers
and clients substantial influence over decisions. In addition, organizations may provide their
members with the means of interpreting general social and political values, so that very strong
organizations, for example elite military organizations, can obtain somewhat greater freedom
from control by prevailing social norms or other organizations in government. Let us first look at
several aspects of societal culture that affect the performance of administration. The first of these
cultural elements is the very basic question of the acceptability of “bureaucracy” as a means of
large scale organization in the society.

Reinhard Bendix (1956) made the distinction between entrepreneurial and bureaucratic societies.
This did not mean that business leadership was particularly aggressive or creative, but rather that
it was largely personal.

The administration of public policy in Great Britain appears to follow many of the same
entrepreneurial principles. Despite the development of the complex bureaucracy in Whitehall,
the manner of functioning of public administration appears to be decision making through
bargaining and negotiation as much as through the bureaucratic imposition of authority. Even the
Tresuary’s pervasive authority over the public budget contains many elements of bargaining and
negotiation.

The breakdown of the former Soviet Union, and the attempts of those countries to adapt to more
democratic forms of management, has emphasized the existence of another style of
administration. This might be termed a “control” system of administration. Rather than relying
on individual initiative or the internal controls — hierarchy and law — of the bureaucracy, this
form of administration is oriented toward using elaborate (and often extremely expensive) forms
of external controls. For example, in most communist systems was compliance of the individual
administrator, and an assurance of close conformity to the preferences of the dominant regime
(Wilson, 1992). This style of administration appears to have been characteristic of Russia under
the Tsars as well as under communism, and to have been exported to other countries under
Russian influence, e.g. Poland (Obolonsky, 1999). It may still exist to some extent in the
People’s Republic of China, North Korea and Vietnam.

As well as entrepreneurial, bureaucratic and control organizations, contemporary societies have
been developing yet another type — the participatory organization. Rather than relying on the
entrepreneurial actions of one or a few individuals, the authority of rules and structure, or on
external controls, a participatory organization derives its energy from its members and their
active involvement. This form of organization is central for voluntary organizations, but has been
less common in workplace organizations. Further, as well as involving the members of the
organization the participatory organization also involves its clients, or “customers”, and also
attempts to use their information and commitment to improve the performance of the
organization.
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The rights and duties of civil servants derive from a variety of sources: penal codes, by which
some breaches of discipline peculiar to civil servants are classified as offences; statutes which
define the position of the civil servants; the general principles of the civil service which the
government is bound to apply under the supervision of courts.

These rights and obligations vary from one country to another. Most States demand that the civil
servant should devote all his time and effort to the service; in others however it is possible to
follow a private profession and hold an official post at the same time. In Great Britain the civil
servant is bound to observe a strict political neutrality and must resign if he stands for
Parliament. In France, civil servants can enter Parliament without severing their connection with
the civil service. Highly-placed civil servants, and officials belonging to certain services, such as
the police, always have a much more limited freedom of opinion and action than those in
subordinate or technical positions. In many countries, such officials as diplomats or soldiers
cannot marry without authorization, and so on.

Nevertheless, however much the rights and duties of civil servants vary, they are always subject
to a certain number of common rules, and in varying degrees their position is always different
from that of a private law employee. The conditions of the employees are always affected by the
public nature of their duties.

There are some obligations which only concern particular categories of officials: wearing
uniform; paying caution money, in the case of public accountants; obtaining authorization to
marry for diplomats and the military; residence in the place of work; not leaving one’s place of
duty without permission; not undertaking certain activities after termination of duties and so on.
These duties are more than just a catalogue of legal obligations. They form a real moral code for
the civil service. The public nature of the civil servant’s work lays on him wider duties whose
aim is to guarantee the continuity in the working of the administrative service.

Legal provisions regulating working hours are not usually applicable to civil servants. Unless
there is statutory provision to the contrary or special agreement by contract, the State is entitled
to demand that its officials work overtime; in some countries, if the needs of the service require,
it can even shorten or cancel holidays and leave.

The handbook for new civil servants issued by the British Treasury reminds the official that he is
bound always to hold himself at the disposition of the administration. In most countries the duty
to be always at the disposition of the service means that the civil servant is forbidden to take on
other work.

The civil servant’s freedom to resign his post is in every case subject to fairly strict formal rules.
Some categories of officials can only be allowed to resign with the consent of the State. In every
case, resignation will only be possible after a certain length of time and if it is tendered in due
form.

It is undesirable however for the State to keep in its service, against their will, officials who want
to leave.

Most countries today recognize and guarantee the worker’s right to strike, but very few have
extended it to civil servants. It does indeed seem difficult to reconcile the right to take strike
action with the continuity which is needed in the administration.

If the civil servant is elected by the nation or appointed by the government, he must act in
accordance with the mandate he has received or the orders he is given. The civil servant is never
his own master.

Obedience should not however be either blind or absolute. Discipline can not be absolute in the
sense of civil servants being bound to execute any order whatsoever. An official only owes
obedience to superiors who have hierarchical power over him, and with respect to orders which
directly or indirectly concern the work of the service. This point raises no problems, but it is

11



much more difficult to decide whether or not a civil servant is bound to obey an illegal order. In

any case, obedience should never be servile.

Vocabulary

the rights and duties of sbd

npaBa M 00S13aHHOCTH KOT0-1100

to derive from

IIPOUCXOHUTDH OT

A variety of sources

pa3zHO00pa3ne UCTOUYHUKOB

penal code

yFOHOBHBIﬁ KOICKC

breach of discipline

HAapyIICHNUC JUCHUIIIINHBI

be peculiar to civil servants

OBITE HEXapPaKTCPHBIM JJIs1 OCCIIYXAIICTo

be classed as offences

KJIaCCU(UIIMPOBATHCS KaK HapylICHHE

A statute

3aKOHOJATEIbHBIN aKT / yCTaB

to define a position

OIMPCACIIATD IMOJIOKCHUE / JOJDKHOCTB

be bound to apply under supervision of courts

00s13aTeNIbHO TPUMEHATH TO7] HAOIIOJECHUEM
CyJIeOHBIX OPTaHOB

vary from

OTIIMYATHCS / Pa3IN4aThCs / BAPHHPOBATHCS

to devote one’s time and effort to sth

IIOCBAIIATb Ybe-JIM00 BPCMA U CUJIbL 4-1100

to hold an official post

3aHUMAaThb Oq)HHHaJH)HYIO JOJIDKHOCTD

to observe a strict political neutrality

co001aTh CTpOruit MOJIUTUYECKHUM
HEUTPAIUTET

to stand for Parliament

BBIJIBUT'aThCA B IAPJIAMCHT

to sever one’s connection with sbd / sth

ITOPBIBATL CBA3b / OTHOIIIEHHS ¢ KEM-JIHOO0

highly-placed

BBICOKOIIOCTABJICHHBINA

to have limited freedom of opinion

HMCTb OI'PAHUYCHHYIO CBO60,Z[y MHCHUA

in subordinate position

B JOJDKHOCTH ITIOAYMHEHHOI'O

to marry without authorization

3aKIII09aTh Opak 0e3 paspeneHus

Nevertheless

TEM HC MCHCC

be always subject to sth

OBLITH BCEraa 3aBUCHUMbBIM OT yero-iubo

common rules

06H.IerI/IH$ITBIe IpaBuJjia

in varying degrees

B Pa3JIMYHON CTENECHU

A private law employee

pa6OTHI/IKI/I JaCTHOTI'O ITpaBa

public nature of obligations

oOmiecTBEHHbI / TyONWYHBIM  Xapakrtep
00s13aHHOCTEN

to concern particular categories of officials

KacaTbCs 0COOBIX KaTel“OpI/Iﬁ CJIYKallnux

to wear a uniform

HOCHUTH YHHU(POPMY

to pay caution money

BHOCHUTBD 3aJI0T

to obtain authorization to do sth

MOJIYYUTh OQUIMAIIbHOE pa3pelleHue Ha ...

residence in the place of work

IMMPOKNBAHUC 110 MCCTY pa6OTBI

without permission

0e3 pa3penieHus

to undertake certain activities

NpCaANpPUHUMATDb ONPCACIICHHBLIC I[CI\/’ICTBI/UI

termination of duties

npeKpaleHue 00s3aHHoCTeN

be more than just sth

OBITH OOJIBIIIE, YEM MPOCTO (YTO-THO0)

legal obligations

3aKOHHBIE 0053aTEILCTBA

moral code

MOpPaJIbHbBIN KOJIEKC

to lay duties on shd

HaJlaraTh 00sS3aHHOCTH Ha KOTO-TH00

be (not) applicable to sth

OBITh (HE) MPUMEHUMBIM B OTHOLIEHUH Y-JIHOO

the continuity in the working of sth

HENPEPHIBHOCTh B paboTe 4ero-amdo

legal provisions

ITPaBOBLIC / HOPUINYCCKUC TTOJIOXKCHUA

statutory provisions

3aKOHOOATCIIBHBIC ITOJIOKCHU A

A special agreement by contract

0c000e coranieHne N0 KOHTPAKTY
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be entitled to demand that

MMETh MPaBo TpeOOBATh / HACTAUBATh, YTOOBI

to work overtime

nepepadartbIBaTh ( 0 BpEMEHH)

to shorten / cancel one’s leave

COKpaIaTh / MpeKpamaTh OTIyCK

to remind sbd that. ..

HartOMHUHAaThb KOMy-JII/I6O O TOM, 4TO

to hold oneself at the disposition of shd

OBITH TOTOBBLIM BBITIOJIHATH ITPpHUKa3 KOT'O-JIN0O

to forbid to take on other work

3anpeulaTb 3aHUMATbLCA HHOMH ACATCIIBHOCTBIO

to have freedom to resign one’s post

o0agaTh cBOOOION /Ui yX0Ja B OTCTAaBKY

fairly strict formal rules

JOBOJIBHO CTPOIuc O(bI/II_[I/IaJ'IBHBIe IpaBujia

be allowed to resign with the consent of shd

paspemaTh yXOAUTh B OTCTABKY C pa3pelleHUs

A certain length of time

OTpeJIeNIEHHBIN CPOK BpEMEHU

be tendered in due form

MoJaBaTh 3asfBICHHE II0 COOTBETCTBYIOLICH
dhopme

be undesirable for shd

OBITH HEXKEIATEIbHBIM JJIA KOTr'0-J1100

be against one’s will

IPOTHB BOJIM / )KEIaHUsL KOTO-IH00

to recognize one’s right to do sth

IIPpU3HABATb Ype-JIM00 IIpaBo CA€JIaThb 9TO-1100

very few

3. O4YCHb HCMHOTUC

to extend sth to shd

pacipoCTpaHsITh YTO-IMO0 HA KOTO-TNO0

to reconcile the right to do sth.

COTJIaCOBATh MPaBO Ha YTO-JTNOO

to reconcile sth with sth else

COTIJIaCOBBIBATH/COBMEIATH YTO-IHM00 ¢ 4-JIn0O0

with the continuity

C HCIIPCPBIBHOCTBIO

be elected by the nation

ObITh N30paHHBIM HalMEH / HAPOJIOM

be appointed by the government

OBITH Ha3HAYEHHBIM IIPpaBUTCILCTBOM

to act in accordance with the mandate

ﬂeﬁCTBOBaTL B COOTBCTCTBHMH C MaHAATOM

to be blind

OBITE CJIEIBIM

to owe obedience to a superior

OBITH 00s13aHHBIM
HaYaJILHUKA

CJIyHIaTbCAa CBOCTO

with respect to orders

B OTHOHICHHWH K ITPUKa3aM

to raise no problem

HE CUMTaTh NpobIeMoit

to obey an illegal order

BBIIIOJIHATD HeO(l)I/II_II/IaJ'IBHHﬁ IIpHUKa3

be servile

paboenHbli, HU3KOMOKJIOHCTBYIOLIUI

Task 1 Pronounce the following words correctly

subordinate  neutrality nature legal guarantee regulate
statutory whole owe serious consequence  recognize
reconcile peculiar resign particular provisions applicable

Task 2 Give the Russian equivalents to the words above

Task 3 Match the words in bold with their explanations a — i

aim army argument duty discipline obedience police right uniform

a) training of the mind and body to produce obedience and

self-control

b) the desired result of one’s efforts; purpose, intention
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f)

9)
h)

doing what one is ordered to do; willing to obey

what one must do either because of one’s job or because
one thinks it right

a reason given to support or disprove something

the military forces of a country, esp. those trained to
fight on land

duty, necessity

an official body whose duty is to protect people and property,
to catch criminals, to make everyone obey the law, etc.

a certain type of clothing which all members of a group wear,
e.g. in the army

Task4  Complete the sentences with the verbs in bold.

affect apply demand devote express fulfill hold

keep obey observe recognize resign shorten vary

1. The rights and obligations of civil servants from country to country.

2. The government is bound to general principles of civil service under
the supervision of courts.

3. Most States demand that the civil servant should all his time and
effort to the service.

4. In Great Britain the civil servant is bound to strict political
neutrality.

5. The conditions of the work of civil servants are always by the public
nature of their duties.

6. The civil servant has the obligation to the task entrusted to him.

7. The State is entitled to that its officials work overtime.

8. If the needs of the service require the State can holidays of its
officials.

9. The official is always bound to himself at the disposition of the
administration.

10. Some categories of officials can only be allowed to with consent of
the State.

11. It is undesirable for the State to in its service, against their will,
officials who want to leave.

12. Most countries today the worker’s right to strike.

13. The civil servant should have a possibility to his own point of view.

14. It is difficult to decide whether or not a civil servant is bound to

an illegal order.

14



Task 5

Write the English equivalents for these expressions.

HETPEPHIBHOCTH B paboTe 4-1mubo

MIPABOBBIE / FOPUIUICCKHIE TOJIOKCHUS

3aKOHOJATCIIBHBIC ITOJIOKCHU A

ocoboe corianieHne 1m0 KOHTPAKTY

UMETb MIPaBo TpeOOBaTh / HACTAUBATb, YTOOBI.

nepepadbaTbBaTh ( O BpEMEHH)

COKpaIaTh / MpeKpalaTh OTIyCcK

HaIllOMHHAaThb KOMy-J'II/I6O O TOM, 4TO

OBITH TOTOBBLIM BBITIOJIHATH IIpHUKa3

3anpeu1aTL 3aHUMAaTbCS HHOM ACATCIIBHOCTBIO

00nanatk cBOOOAOH A yX0/1a B OTCTAaBKY

JAOBOJIBHO CTPOIruc O(I)I/II_[I/IaJ'IBHBIe IpaBujia

paspeniath yXOIWTh B OTCTaBKYy C coriacus /
paspelieHus

OIPENIETICHHBIN CPOK BPEMEHH

nogaBaTb 3asdBJICHHUC B

dbopme

COOTBETCTBYIOIIEH

OBITH HEXKEIATEIIbHEIM JJIA KOTO-JIH00

IIPOTUB BOJIX / )KE€JIaHUSI KOT0-T1M00

IIPU3HABATh Ybe-JIMOO0 MPaBO CAENATh YTO-THO0

Tasks 6 - 7 Answer the questions about

the text. You can make an outline

plan using the text to develop your answer.

1. What sources do the rights and the duties of civil servants derive from?

2. What does the State demand from the civil serv
3. What must the civil servant do in Great Britain

ant?
if he stands for Parliament?

4. What cannot some officials do without authorization?

5. How does the position of the civil servant differ from that of a private employee?
6. What are the conditions of civil servants affected by?

7. What is the major obligation of the civil servant?
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8. Do officials work overtime? Why (not)?

9. How can the state change the holidays and leave of its employees?

10. What does the duty to be always at the disposition of the service mean?
11. Is the civil servant’s freedom to resign restricted? Why (not)?

12. Does the civil servant have the right to strike? Why (not)?

13. Is the obedience of the civil service absolute? Why (not)?

14. Is the civil servant bound to execute any order?

15. Who does an official owe obedience to0?

16. Is a civil servant bound to obey an illegal order?

17. How can you explain in your own words that “obedience should never be servile”?
18. What are, in your view, the salient duties of civil servants?

Task 8 What do you find negative / positive in the rights and duties
of the civil servant? Describe your view in ten sentences
with an appropriate conclusion.

Task 9 You have twenty minutes to prepare for the task given below.
Make a list of ten clarification questions to ask your partner about
the rights and duties of the civil servant on the basis of the text .

Exchange your list of questions with your partner.
Be prepared to answer these questions within another ten minutes.

Task 10 Write a paragraph of ten sentences to the text. Use the correct layout.

Task 11 Prepare an outline plan of your presentation on the subject of the text.
Use your plan to make a presentation within 5-10minutes.
Your presentation should be well-structured.
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Unit 3
Management Development for Public Service Organizations

The aims of public service organizations

The aim of public services is to improve the quality of life of the general public. Many different
types of goods and services are required such as fire protection, transport, post and
telecommunications, education, health care, water, electricity and gas, recreation, etc. Whereas a
private service company is governed by commercial interests, a public service company
responsible for the provision of public services is heavily influenced by political and social
priorities. At the consumer end, the objectives of a public service organization are social rather
than commercial.

The aim of public service organizations is also to provide necessities to the public at large, some
of which the public does not pay for directly. Where commercial companies usually focus on
opportunities and innovation, public service organizations focus more on control and structure.
This increases the time it takes an agency to carry out the routine and necessary steps to execute
their programme missions. Such problems are particularly common in large government
agencies because of their multiple layers of management review and approval.

In many countries heavy, bureaucratic structures are loosening up to give way to more
functional, service-oriented structures. The shift in corporate thinking made many companies
change from product-oriented to customer- and market-oriented approaches. Some public service
organizations have followed suit. Public service professionals are having to reassess their
approach to meet the demands of an increasingly aware general public for service satisfaction.
Arguably, for the first time, they now consider themselves accountable to the public they serve.
The shift in thinking has led many public service organizations to take measures to improve the
quality of their services. These not only include internal efficiency improvement measures, but
also the “front line” contact with the public. For example, in the UK, certain police authorities
are experimenting with psychology, behavioural and communication training for their officers.
Another example is France Telecom which through frequent and systematic consumer surveys, is
exploring the public’s present and possible future needs for services.

In spite of such initiatives, public service organizations on the whole retain their bureaucratic
nature. Even though attempts are made to improve heir accountability vis-a-vie the public, they
remain largely monopolistic, with the environment in which they operate staying fairly stable
overtime. These two factors — a high degree of monopoly and, as a result, lack of competition —
make public service organizations resistant to change.

Bearing in mind that the pattern of activities of public service organizations is moving towards
the same mode as commercial firms, that is becoming more adaptable and efficient — it seems
highly desirable that they should move from bureaucratic towards managerial control as well.

The management of the Civil Service

The value of an administration depends to a great extent on the way its staff is deployed, badly or
well according to the greater or lesser wisdom of the regulations and processes of allocation,
promotion, secondment and so on. The use which is made of public servants can contribute also
to their training and development. Lastly morale, and consequently efficiency, are always
influenced favourably by the quality of the management to which the official is subject.

Personnel management is relatively simple when it concerns officials recruited to fill a specific
post, who do not belong to any particular corps and are not in the career service. Where they are
concerned there is normally no question of promotion, transfer or secondment; since they are
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bound to the State by bonds identical or analogous to those of private law, their dismissal does
not raise any special difficulties.
Personnel management is very complex on the other hand when it concerns career officials. The
many problems which then arise can be grouped round the following questions, some of which
concern non-career staff too:

- to what extent should personnel management be subject to general and compulsory

regulation?

- to whom should it be entrusted?

- what considerations should guide the principal management measures?

- how can good human relations be established within the civil service?
Personnel management is that part of management concerned with the management of people at
work. Most organizations have a specialist personnel department which gives support to
managers and supervisors, who have direct responsibility for the management of people. There
are a number of specialist management techniques which together comprise personnel
management and varies greatly from one organization to another.

Management Codes

Personnel management may be left to the discretionary power of the administration with each
minister and even each departmental head undertaking as he sees fit to post, promote and dismiss
the civil servants working under him. This system does not necessarily lead to anarchy: the
responsible authority may lay down for itself certain lines of conduct, but it is not obliged to do
so and is always free to modify adopted practice. This freedom has certain advantages: it allows
for a very flexible type of management, adapted to the circumstances and needs of the moment.
But there are also grave disadvantages in this system, such as the risk of arbitrary procedures and
of disparity of treatment between officials in different agencies. For this reason most States have
codified the management of their personnel. This has been done with varying degree of
strictness. In some cases they have been content simply to give each corps particular regulations
fixing the conditions of promotion, secondment and dismissal. In others they have adopted
general regulations, usually in statute form, which are implemented within this general
framework by particular regulations.

The adoption of regulations- whether general or particular — does not in any case mean that the
managing authority is deprived of all his freedom, since they may leave him a certain latitude in
his decisions. The latitude varies according to the type of decision involved: thus for example
posting of staff may be left free, while the conditions of promotion or dismissal will be laid
down in great detail.

Some countries however, like Great Britain, have preferred not to tie the hands of the
administration by too rigid a legal framework. Though management rules certainly exist in
Britain, they are essentially based on accepted practice, a fact that makes it easier to adapt them
to changing needs.
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Vocabulary

be governed by interests

PYKOBOJACTBOBATLCA MHTCPECAMU

be heavily influenced by sth

nmoaaaBaTbCa CUIbHOMY BIIMAHUIO 4y-1100

social priorities

O6H.[CCTB€HHBIC IIPHUOPHUTETHI

at large

B LIEJIOM / IO OOJIBILIEH YacTu

to focus on sth

COCpeaAOTa4YrBaTLCA HA q-1100

multiple layers

MHOT'OYHCJICHHBIC YPOBHHA

to loosen up 0CIa0JIATh

to give way to sth. yCTymarh JIOpory 4-iaubo

to follow suit CJIeZI0BATh OOILIEMY TIPUMEPY

to reassess an approach nepecMaTpruBaTh NOAXO

Arguably MOYKHO YTBEP)KAATh, 4TO / BO3MOXKHO

to consider oneself accountable to

CUYUTATh CEOs1 OTBETCTBECHHBIM nepea K-1100

to bear in mind

HMCTb BBUY

processes of allocation

IMpoueCChl pacpCaACICHUA

(on) secondment

1. 3amenienue 2. (B) KOMaHAMPOBKE

to contribute to sth

BHOCHUTb / JIeJaTh BKJIA BO 4-IU00

Consequently

CJIEAOBATCIIbHO

be relatively simple

OBITH OTHOCUTEJIBHO IMPOCTBIM

Analogous

AHAJIOTUYHBIN / CXOXKUMI

management techniques

TCXHUKA YIIPABJICHU

discretionary power

IIpelOCTaBlIeHHAss BiacTb (Ha  4ybe-1u00
YCMOTPEHHUE)

lay down for

YCTaHaBJIMBATDb AJIA (npaBHna, 3aKOHBI U T.H.)

to modify adopted practice

MEHSTh MPUHATYIO MIPAKTUKY

grave disadvantages

CCPHbE3HBIC HCAOCTAaTKN

arbitrary procedures

apOUTpa’kHbIE MPOLEAYPHI

disparity of treatment

pasin4duc / HECOOTBETCTBHUE OTHOIICHHS

Codify Koau(uIUpoBaTh

be content JIOBOJILCTBOBATHCSI / OBITH (CaMO)A0BOIBHBIM
in statute form, B YCTaBHOMH (opme

be deprived of JIMIIATHCS MPaBa Yero-imoo

to leave sbd a certain latitude in sth

IIPEAOCTABIIATH K-JI TOJHOTY I€UCTBUI

rigid a legal framework

JKCCTKHC 3aKOHOAATCIIbHBIC pAMKHU
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Task 1 Pronounce the following words correctly.
Translate the words into Russian.
Practise the correct spelling of the words.

quality necessities  routine execute bureaucratic
arguably measures environment managerial  multi-dimensional
ethics authoritarian psychology  discretionary technique
secondment contribute consequently favourably  bound

concern compulsory  discretionary disparity latitude

rigid anarchy circumstances authority vital

abreast numeracy encourage equality access

available expectation  measurement significant  throughout

Task 2 Give the English equivalents to the expressions from the text.

1) cHabGxeHue, obecredeHne 4eM-uoo

2) nepBOCTENEHHOE 3HAYCHHE

3) npubmkeHue, moaxoa K KoMy-uoo

4) ctocOOHOCTh YNTATh U TTUCATh

5) KauecTBO, KOTOPOE MOKHO Pa3BUBATh

6) OKpY>KaroIIH1e 0OCTOSITEILCTBA

7) npaBuIia IOBEACHUS

8) cornacue, ogoOpeHue 4ero-i1modo

9) 3HauUMTENbHBIC YCHIINS U UHBECTHLIUU

10) HEpa3pBIBHO CBSI3aHO C 0OecrieYeHuEM

11) obecnieuuTh CTPATErNYECKYIO OCHOBY

12) mpu3HaBaTh BaXKHOCTh O0YYECHHUS U TIOBBIIICHUS KBATH(PUKAIINN
13) noowpsaTh 0O0yueHHe U npeasaraTh paBeHCTBO BOZMOXKHOCTEH
14) onpeneneHue CTaHAApTOB

15) ocyiecTBiieHHE U MOJEPHU3AIMS MIJIaHA TIOBBILIEHHS KBAJTU(UKALIH
16) TpeboBaHue JIydIIero KayecTBa

17) He OTCTaBaTh OT JOCTUKEHUN HAYKU M TEXHUKU

18) umeTh HaaIekKale HUHCTPYMEHTSHI JIJIs1 BBITOJIHEHUS paboThl
19) mporBeTaHne 1 MOBBIIEHUE 01ar0COCTOSIHUS CTPaHbI

20) BBIOpaHHBI 1O 3aciIyram

21) urpaTh )KU3HEHHO BaKHYIO POJIb

22) noctyn K uH(popManuu

Task 3 Render these sentences into Russian.

1. The aim of public service is to improve the quality of life of the general public.

2. Heavy bureaucratic structures are loosening up to give way to more functional, service -
oriented structures.

3. The shift in corporate thinking made many companies change from product — oriented to
customer and market - oriented approaches.

4. Public service professional are having to reassess their approach to meet the demands of
an increasingly aware general public for service satisfaction.

5. The shift in thinking has led many public service organizations to take measures to
improve the quality of their services.
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6. The public service will always need managers who can harmonize political and economic

objectives, balance the mix of resources and cope with the administrative constraints

inherent in the public service environment.

Such managers will need to develop flexibility and openness to new ideas and concepts.

8. Senior civil servants will need to play a greater role in introducing new technology,
providing a less authoritarian leadership, rapidly recognizing and concentrating on new
problem areas.

~

Task 4 Read the sentences from the text and fill in the blanks with a suitable words.

1. The aim of the public service is to the quality of life.
2. The private service company is by commercial interests.
3. This in thinking has led many public service organizations to take
to improve the quality of their service.
4. A high of monopoly and, as a result, of competition make
public service organizations to change.

5. France Telecom is exploring the public’s present and possible future needs for services
frequent and systematic consumer survey.

6. The public service will always need managers who can political and
economic objectives, the mix of resources and cope with the
administrative inherent in the public service environment.

Task 5 Use the information from the text to answer the questions below.

N

8.
9.

. How does the text define the main aim of the public service?
. What spheres of the public service require quality improvement?
. What is the private service company driven by unlike the public service

organization?

. Why do public service organizations take increased time to carry out their

programme mission?

. Why are heavy bureaucratic structures loosening up?
. How did the shift in corporate thinking change the approach of companies to

doing their business?

. Did the shift in corporate thinking made public service organizations move in

the same way?
Why do public service professionals have to reassess their approaches?
What do these measures include?

10. Why do the attempts to improve the accountability of public service

organizations remain insufficient?

11. What attempts should be made by public service organizations to become

more efficient and adaptable to the present day service requirements?

12. What kind of management is needed to cope with administrative constraints

inherent in the public service requirement?
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Unit4
Recruitment

The worth of an administrative system is determined primarily by the quality of its personnel.
How they are selected is therefore of prime importance and greater even than in private
enterprise.

In every organization the quality of the staff is an essential element in its efficiency, but this
factor is perhaps more important still in the public service than in private enterprise because, the
administration is concerned more often than not with tasks that are not economically profitable:
justice, education, public health and so on. Profitability criteria are consequently inapplicable or
difficult to make, hence the difficulty of determining the efficiency of each individual agent;
further, administrative organizations are reluctant to impose severe sanctions, particularly that of
dismissal. Normally, once an agent has entered the service he spends his career in it.

It is however only latterly that the recruitment of civil servants has been subject to compulsory
regulations and based upon the personal quality and professional capacities of the candidates.
For a long time — and this is still the situation today in some countries — appointments were
determined principally by the desire of governments to reward services, and to have behind them
‘politically reliable’ collaborators. These ‘patronage’ practices have been abandoned for two
main reasons, increasing concern with administrative efficiency and recognition of the right of
all citizens to equal access to the public service. The recruitment of civil servants raises therefore
not only a question of principle — free and entry to the profession - but also technical problems:
what are to be conditions of recruitment? who is to recruit? how is recruitment to be organized?
and so on.

Patronage practices are today unanimously condemned if not everywhere abolished. Many
countries have even written into their constitution that principle of free and equal access for all
citizens to public office that is laid down in Article 21 of the Universal Declaration of Human
Rights: “Everyone has the right of equal access to public service in his country”.

This principle expresses the ideal of equality which most modern nations share. It corresponds
also to the need in contemporary States to recruit a sufficient number of qualified civil servants
by making the selection from as large a number of candidates as possible

But there are many countries which, temporarily or permanently, breach the principle of free and
equal access to public office in favour of particular classes of people for whom posts are
reserved or who enjoy priority in recruitment.

In the “reserved post” system, jobs in a certain category, or a certain percentage of them, can be
given only to those persons who, for some special reasons, (e.g. they are veterans, widows, war
orphans, etc.) have been included on a special list after their physical and professional qualities
have been checked. In the recruiting priority system, those who benefit are required to undergo
the same tests as normal candidates, but their marks are increased by the addition of bonus marks
varying with different cases. The result is that their classification is raised which adds to their
chances of success and speeds up their possible appointment.

The reasons for these privileges vary. At first they were intended not so much as a reward for
services rendered as a means of encouraging recruitment to the lower ranks of the army by the
promise of a secure future. Today they have become mainly social: in this way the nation is
paying its debt of gratitude to the victims of war and to their relatives or is trying to give the
physically handicapped a new start.

However justified these reasons may be, preferential recruitment may have serious consequences
for the morale and the smooth running of the civil service.
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Vocabulary

primarily B OCHOBHOM

worth IIEHHOCTh

personnel HepCcoHal / MITaT COTPYIHUKOB
enterprise pEINpPUITHE

private enterprise YaCTHOE MPEAPUHUMATEIHLCTBO
profitable NPUOBLIBHBIN, BHITOTHBIN
inapplicable HETIPUTOJIHBIH

impose Hajararh (0053aTeIbCTBA)

subject NIOJIBEP>KEHHBIH, TT0JIC)KALIHIA
collaborator COTPYAHHUK

patronage IIOKPOBUTCIILCTBCHHOC OTHOIIICHUC
unanimously EJIMHOTIIACHO

abolish OTMEHSATh, YHUUTOXKATh, 3aIPELIaTh
sufficient JIOCTaTOYHBIH

priority PHOPUTET, CTAPIIUHCTBO
consequence (mo)cnencraue

morale MOPAJIbHOE COCTOSIHHE

reluctant HEOXOTHBIN

compulsory 00s13aTeNbHBIIH

abandon OCTaBJIATH,

Task 1 Practise pronunciation of the following words and word combinations.

administrative organization profitability efficiency appointment
recognition universal declaration permanent require
encourage preferential the worth of the quality difficulty
determining equal access debt of gratitude a question of principle

Task 2 Read the sentences that follow and reproduce them orally without looking at them.

1.

2.

o

7.
8.

9.

How they are selected is therefore of prime importance and greater even than in private
enterprise.

Administrative organizations are reluctant to impose severe sanctions, particularly that of
dismissal.

Appointments were determined principally by the desire of government to reward services

and to have behind them politically reliable collaborators.

There are many countries which breach the principle of free and equal access to public

office.

The recruitment of civil servants raises technical problems: what are to be the conditions of

recruitment? who is to recruit? how is recruitment to be organized?

The reasons for privileges may be justified.

Normally once an agent has entered the service he spends his career in it.

Many countries have even written into their constitution the principle of free and equal

access for all citizens to public office.

The reasons for these privileges vary considerably.

10. The recruitment of civil servants has been subject to compulsory regulations.
11. The nation is trying to give the physically handicapped a new start.
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Task 3 Read these statements and decide if they are true or false. Correct the false ones.

1. Iltis the quantity of the staff that determines the value of an administrative system.
2. Principle of unequal access have been written into the constitution of many countries.
3. In the countries with the ‘reserved post’ system widows, war orphans and other particular
categories of citizens have more chances of getting a job.
4. Quality of the staff is of minor importance in private enterprise than in the public service.
5. Today the reasons for the privileges are generally social.
6. Those candidates who have privileges have to undergo tests among themselves to prove
their suitability for the post.
7. Public health, justice, education are far from being economically profitable public sectors
altogether.
Task 4 Complete these sentences with the missing words.
All words are from the text. Fill them in the table below.
1. The quality of the staff is an (1) element in its efficiency.
2. Some of the enterprises are not (2) profitable.
3. In some countries (3) were determined by the desire of governments to reward services.
4. Today these principles have become mainly (4).
5. The recruitment of civil servants is based upon the personal quality and professional (5)
of the candidates.
6. The principle of free and equal access to public office (6) the ideal of equality which
most modern nations (7).
7. The principle of free and equal access for all citizens to public office is (8) down in
Article 21 of the Universal Declaration of Human Rights.
8. Those who benefit, are required to (9) the same tests as normal candidates.
9. The (10) of an administrative system is determined by its personnel.
1.
2.
3.
4,
5.
6.
7.
8.
9.
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Task 5. Complete the following sentences in your own way using the active vocabulary.

1. Patronage practices

2. The recruitment of civil servants

3. The principle of free and equal access

4. The worth of an administrative system

5. Even today some governments appoint

6. There are many countries

7. The selection of civil servants

8. In the “reserved post”

9. Physical and professional qualities

10. Contemporary states

11. The reasons for the privileges

12. Preferential recruitment

Task 6 Summarize the text in 5-7 sentences. Choose one topic from a — c.
a) Personal qualities and professional capacities of the candidates
b) The recruiting priority system
c) The worth of an administrative system

Task 7 Translate these sentences into English.

1. BaxHBIM 3J1IeMEHTOM, 00ECIIEUYNBAIOIINM BHICOKOE Ka4eCTBO MEPCOHANA, BHICTYIAET
npodeccnoHaNbHBIN 0TOOP HA TOCYJAPCTBEHHBIE TOJKHOCTH.

2. Ot6op nepcoHana Ha TOCYAApCTBEHHYIO CIyX Oy OCHOBBIBAETCS HA JTMYHBIX U
npodeccnoHaNbHbIX KayecTBaxX KaHIUAaTOB.
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Takue cTpyKTypbI TOCYAapCTBEHHOM CITYKOBI, KaK MpaBOCy/ue, 00pa3oBaHHe U
3JIpaBOOXPaHCHHUE, HE SIBISIFOTCSI SKOHOMHYECKHU MPUOBLTBHBIME M TOATOMY TPEOYIOT K
ceOe 0co00r0 OTHOWIEHHS CO CTOPOHBI 3IMUHUCTPAIIHH.

BO MHOI'UX CTpaHaX U CETrOoaHsA HpaBI/ITeHBCTBa HpOI/I3BOI[$IT HAa3HAYCHUA cnyxcaumx Ha
rOCYJapCTBCHHBIC  JTOJDKHOCTH,  PYKOBOJACTBYSCh  IPUHIMIIOM  «ITOJUTHYCCKOU
0JIArOHAEKHOCTU.

Koncturynus MHOTHX CTpaH TrapaHTUPYET MPUHLKI CBOOOJIHOTO U PAaBHOTO JOCTYyIA K
rocyaapcTBeHHOM ciyx0e. bosnee Toro, 3ToT mpunnumn 3anucad B Ctatbe 21 Beeobmei
JeKJIapalyy IpaB YeJIOBEKa.

[TpuHIHI CBOOOTHOTO U PABHOTO JOCTYIA K TOCYAAPCTBEHHOM CITY)O€ MO IePKUBACTCS
OOJIBIIMHCTBOM CTpaH.

OT6op KaHIWIATOB HA TOCYAAPCTBEHHYIO CIYKO0y HEOOXOJUMO MPOU3BOJIUTH U3
00JIBIIOr0 KOJIMYECTBA KaH/AUIaTOB.

8. B HEKOTOpBIX CTpaHaX CYIIECTBYIOT KaTETOPUH I'PaXKaH, MOJb3YIOIINXCS TPEUMYIIECTBAMU

(IroTamMu) mpu 0TOOpPE Ha FOCYAAPCTBEHHYIO CIYKOY.

9. I[J'ISI J'IIOI[CFI, HMCIOIIHUX (1)I/I3I/I‘IeCKI/Ie HCOOCTATKH, IIPCAOCTABIIACTCA BO3MOXKHOCTDH

UCTIBITaTh ce0s1 B HOBOM cdepe mpodeccnoHanbHOM eI TeTbHOCTH.

10. Ciiegyer OTMETHUTB, UTO CITOCOO 0TOOpPa, MIPU KOTOPOM OTIACTCS MPEATIOYTCHUE JTFOISIM,

HMCIOIIIMUM JIbI'OTBI, MOKCT OKa3bIBATh BIIMAHHNEC HA pa60Ty FOCY,Z[&pCTBCHHOfI CJ'Iy>K6BI.

Task 8 Ask questions on the italicized words.

1. Recruitment to the civil service is organized centrally through the independent Civil
Service Commission.

2 A particular feature of British government is the sharp distinction between the political
and non-political appointment.

3. The civil servant is recruited as a member of a corps, to become a supervisor, an
inspector, or an administrative officer.

4. In the course of his career, the official carries out a number of duties which have little
relationship to the job for which he was initially recruited.

5. Recruitment and conditions of employment aim at providing career promotion and
transfer based on merit.

6. The civil service deals with such problems as the status and role of civil servants, the
rights and the duties, the discipline and the responsibilities of public servants.

7. It is the capacity of the personnel that primarily determines the quality of any system of
administration.

8. In Britain the civil service is one of several public services.
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9. The civil service is organized on the basis of providing lifetime career for most of its
staff.

10.  The civil servants are trained after entry into the service to do the actual work required
of them.

Task 9 Answer these groups of questions. You may prepare a note plan of your answer.

Group 1
1. What is the principle of selection in the Civil Service in Great Britain?
2. How does recruitment system work in the Civil Service of Great Britain?
3. Why does recruitment become ‘external’?
Group 2
1. What is meant by ‘internal’ sources of recruitment?
2. What is the procedure of ‘internal’ recruitment’?
3. Does it solve the problems of recruitment completely?

Task 10 Describe advantages and disadvantages of sources of recruitment.

Source of recruitment Advantages Disadvantages

external

internal

private enterprises
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Task 11. Render the text using the following words and phrases.

be based on; fair and open competition; be responsible for; an appointment; middle ranking and
junior staff; to undertake; to employ; on behalf of; be encouraged; educational qualifications; at
the end; to have disadvantages; to deal with; a private sector; a lengthy period of education;
filling posts; a competition; professional examination; be admitted to a grade higher; solve the
problem of recruitment; suffer a crisis; attract a greater number of candidates; make a start.

Revision questions:

1. What is the worth of an administrative system primarily determined by?

2. What kind of tasks is the administration concerned with in the public sector?

3. Why has the recruitment of civil servants been subject to compulsory regulations?

4. Why are ‘patronage’ practices unanimously condemned?

5. Why do many countries breach the principle of free and equal access to public office?
6. How can the ‘reserved post’ system be explained?

7. Why have the reasons for recruitment privileges become mainly social nowadays?

8. Can the reasons for preferential recruitment be justified?

9. Why are administrative organizations reluctant to impose sanctions on their agents?
10. What kind of questions does the recruitment of civil servants raise?

Task 8 Write a paragraph of 120-140 words. Choose one of the topics that follow:
1) The quality of the staff is an essential element in the efficiency of the public service.
2) Understanding the ‘principle of free and equal entry to the profession’.

3) Privileges in the recruiting system for certain categories of people.
4) ‘Patronage practices’- advantages and disadvantages (your own attitude).
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Unit 5
Initiative and Organized Staff Participation

The civil servant’s morale and efficiency are for large part closely bound up with the chance he
has of showing initiative. Centralization of decision making in the hands of a very small number
of officials condemns the others to a purely subservient role, which good officials do not readily
take to.

Some administrations foster a spirit of initiative among their officials by encouraging them in
various ways, especially by bonus payments, to improve the organization and working of their
agency.

Employees often have good ideas for the improvement of work. If no formal channels are
opened for the presentation of such ideas to the management, they are likely to remain confined
to the invisible sphere of the employees’ own mind. Private industry as well as government
agencies are now introducing suggestion systems to give employees opportunities for presenting
their ideas to the management.

Suggestion systems can be arranged in many ways. Experience indicates that some fundamental
rules must be observed in order to make them a success. The top executives and administrators
must take a genuine interest in the programme. Without such an interest it will be difficult to
utilize the ideas. Without the control of an interested top leadership there is also a danger that
some suggestions will not get proper attention. It is human that people take pride in their
profession and trade. Therefore it may be difficult for an engineer to admit that a common
labourer has a worthwhile suggestion in his field, and it may be difficult for a supervisor to
accept the fact that one of his subordinates can find a short cut of which he himself has not been
aware. We also have the human problem of conservatism, lack of imagination, and the
sometimes almost religious adherence to old procedures. These hindrances must be overcome in
order to ensure a fair dealing with the employee suggestions. Superintendence and open-
mindedness of the top leaders are necessary: besides there should always be a suggestion
committee with employee representation to decide on the suggestions handed in. The contributor
should have the right to appear in person before this committee. Suggestions must be handled
promptly and the receipt of a suggestion always acknowledged in writing. When a suggestion
cannot be used, the reasons should clearly be stated to the contributor. Vague terms like “it will
cost too much” or “it won’t work™ must be avoided. State explicitly the reasons why it will cost
too much or why it will not work.

The rejection of suggestions must also be courteous: avoid hurting the contributor’s feelings.
Suggestions which have been accepted must be rewarded. This reward is often money, but can
also be a diploma or another distinguishing symbol. In order to honour the contributors and to
keep the interest in the suggestion system alive, there should be some publicity about rewards.

The personal imfluence of the hierarchical chief is of prime importance for establishing good
human relations. It is not always enough, however, particularly when the numbers of staff in an
agency are large. Officials also often want more than cordial personal relations: they want to be
permanently and organically associated I the discussions of the problems which directly concern
their work and careers. There is a need therefore for institutional procedures in which
associations and unions of civil servants have an important part to play. This is a very recent
phenomenon. For a long time the idea prevailed everywhere that relations between the State and
its officials should be based exclusively on the principles of authority and obedience which were
considered to exclude any participation by the staff in the running of the agency and in personnel
management. In many countries this idea still dominates relations between the State and its civil
servants. But in some countries staff participation in management does exist. It has two main
forms. Official may take part either in determining the general rules governing the working of
the agency which affect their personal situation, or in making the individual decisions affecting
the career of each official.
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Great Britain was the first country which adopted the system of staff participation in
management and established the Whitley Councils in 1919. The purpose of these councils was:
-to ensure the greatest degree of co-operation between the state as employer and the general body
of civil servants in all matters concerning the Civil Service with a view to improving both the
Civil Service and the lot of those employed in it;

-to provide machinery for looking into complaints and more generally to allow confrontation of
the experience and different points of view of Civil Service representatives at the administrative,
executive and manual levels”.

These committees function on three levels: national, departmental and local; they are composed
half of management representatives, and half of staff representatives; their powers extend to all
general aspects of the civil service: salary claims, organization of the probationary period,
facilities granted to candidates for preparing for examinations, office lighting standards, noise-
abatement in offices and so on.

One of the main features of the system is that when an agreement has been reached between two
sides and has been approved by the Cabinet , it is mandatory. Agreements between the two sides
of the National Whitley Council are rarely “reported to the Cabinet” unless they impinge upon a
matter of national importance, e.g. pay policy. In fact, there are so many agreements reached,
and often on such small matters, that reference to the Cabinet would be both impracticable and
unnecessary.

Vocabulary

be closely bound up with sth

OBITH TECHO CBSI3aHHBIM C Y-JILOO

condemn sb to sth

MIPUTOBAPUBATh K-THOO0 K 4-THO0

subservient role

POJIb MOJYNMHCHHOT O / NCTIOJTHUTEIISt

foster a spirit of initiative

BOCIIMTBIBATb AYX WHHUIIUATUBbI

to be confined to sth

OBbITh OrPAaHUYEHHBIM Y-TTHOO

take a genuine interest in

HCKPCHHC MHTCPCCOBATLCA 4y-1100

to utilize the ideas

HUCIIOJB30BaTh NJACU

to get proper attention

MoJIy4aTb Hy’>KHOC BHUMAHUC

to take pride in sth

TOpPANUTHCA 4-THO0

a worthwhile suggestion

CTOAIICC IPCIIOKCHUC

to find a short cut

HaWTH KOPOTKHI MyTh / cr1ocod

lack of imagination

HEJ0CTaTOK BOOOpaKEHUSI

adherence to old procedures

MMPUBCPIKCHHOCTb CTAPbIM ITpaBHUJIaM

to overcome hindrances

npeoaojieBaTh NpCrATCTBUA

to ensure a fair dealing with sth

00eCIIeYnTh CIIpaBCAJIMBOC OTHOLICHUC K

superintendence and open-mindedness

HAJ30p U Hepe1yOeKIEHHOCTh

to appear in person before sb

MOSABUTBHCA JINYHO TIEPE K-JIH00

handle sth promptly

OBICTPO CHPABIATHCS C Y-THOO

receipt of a suggestion

MOJIYYCHHC MIPEAIIOKCHU A

acknowledge in writing

OTBE€TUTH B IIMICBMCHHOM BHJIC

vague terms

HEsICHbIE (POPMYITUPOBKU

state explicitly

SICHO / IOHSATHO 00OCHOBATh

rejection of suggestion

OTKa3 OT MPEAJIOKCHUA

be courteous

OBITH BEXIUBBLIM

hurt sb’s feelings

OCKOpOJIATH YbU-TNOO YYBCTBA

distinguishing symbol

OTJIMYUTEIbHBINA CUMBOJI

keep the interest in sth alive

MOJIEP>KUBATh KUBOW HHTEpPEC K 4-THOO

publicity about sth

TJIACHOCTH / OTJIacKa I10 noBony 4-J1100
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cordial relationships TEIUTbIE OTHOIICHHMSI

obedience NIOBUHOBEHHE, MTOCTYIIAHHE
complaint HEIOBOJIBCTBO, XKajio0a
probationary period UCTIBITATEIbHBIN CPOK

facilities JBTOTHI, OJIATONPUATHBIC YCIIOBUS
mandatory agreement 00s13aTeIbHOE COTIaCHE

Impinge up on sth CTaJIKUBAThCS U3-3a Y-THO0
impracticable HEBBITOJHUMBII

Task 1 Pronounce the following words correctly

importance exclusively executive participation
particularly departmental associate probationary
impracticable unnecessary mandatory hierarchical

Task 2 Give the English equivalents of the following expressions

HEeKBaTH(pUIIMPOBAHHBIN pabounit

MMOOHIPATb HHUIUATUBHOCTD

BBICIIUEC NJOJIZKHOCTHBIC JIMIIa

KpaTyaiiuii myThb

a0COJIFOTHO 3aBHCHUMOE II0JIOKEHUE

MMPUBCPIKCHHOCTD PCIIUTMO3HBIM TpaAUIIUAM

OTKJIOHCHHUEC ITPCAJIOKCHU

IMMPOSABJICHUC HHULIUATUBLI

OCHOBOIIOJIararomec 1mpaBuiIio

PaLMOHAIN3aTOPCKUE MTPETIOKEHUS

ofpeieieHue 001X HOPM

MEXJINYHOCTHBIC OTHOIIICHUA

HNPUHIUI PYKOBOJICTBA

WHIWBUAYAJIbHOC PCHICHUC

BHYTPUBCAOMCTBCHHLIC ITPOUCAYPhI

YMCHBUICHUE IIIyMa B TIOMCIICHHUHN

WCTIBITATENIbHBIN CPOK

HOpMa OCBCUICHUA MMOMEIICHUI

IMOJIMTUKA OILIAThI TPpyAda

Tpe6OBaHI/Ie 3apIuIaThl

Task 3 Find the words in the text, which mean the following

obligatory by reason of a command; something built and activated to serve a particular purpose;
expression of grief, regret, pain, censure of resentment; the act of confronting; the act of habit of
obeying; power of right to command or act; purely subservient role; common labourer; religious
adherence; superintendence
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Task 4 Translate the following expressions into English

BHYTPHUBEJOMCTBEHHBIE IIPOLECCHI; PYKOBOAUTEIb; IIPUHLIUII PYKOBOJACTBA U [IOBUHOBEHUS;
UCTIBITATENbHBIN CPOK; NOJUTHUKA B O0JIACTH OIUIATHI TPY/a; HEBBIIOJIHUMBIEC U HEHYKHbIE
PELICHHS; MEXaHU3M NPEAbABICHUS KaJ00bl; yMEHBIICHUE [ITyMa; HOPMa OCBEIICHUS
IIOMEILEHUS; YCTAHOBJICHNE XOPOLIMX JIUYHBIX B3aUMOOTHOIICHUH;

Task 5 Make up your own sentences using the following word combinations

showing initiative  centralization of decision-making  a spirit of initiative

bonus payment hurting contributor’s feelings to utilize the ideas
common labourer  publicity about reward to take pride in profession
individual decisions impracticable and unnecessary dominate relations

pay policy participation in management principles of authority

Task 6 Answer the following questions to the text

1.

S

7.
8.
9.

How are the civil servants morale and efficiency bound up with showing
initiative?

What brings to a purely subservient role of an official?

Why do government agencies introduce suggestion systems?

What qualities are necessary for the top leaders?

What is a reward for an accepted suggestion?

Why is the only personal influence of the hierarchical chief not enough for
establishing good human relations?

What forms has staff participation in management taken?

What is the purpose and the functions of Whitley Council?

What is the main feature of the “organized staff participation” system?

Task 7 Present your arguments for and against suggestion system in the civil service
Use the structure and the language of the presentation:

The main (dis)advantage of... Most people don’t agree, however ...

The first (dis)advantage of ... Most people, on the other hand, disagree ...
One point in favour of... To sumup ...

The greatest (dis)advantage of ... In conclusion ...

One other (dis)advantage of ... Finally ...

Task 8 Topics for discussion

ok

1. Do you have a sense of initiative? Have you had any ideas generated for
the last few years? Have these ideas been encouraged and implemented?

2. If you were a boss how could you encourage employees to come up with
new ideas?

What should major management skills include?
Do your colleagues participate in the management of your department / council etc?

6. How do you understand principles of authority and obedience in the running of the
department / council etc? What principles is your department / council based on?
7. How important is to treat the staff equally?
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