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El Colegio de Bachilleres del Estado de Sonora (COBACH), desde la implementación de la Reforma Integral de 
la Educación Media Superior en 2007, de forma socialmente responsable, dio inicio a la adecuación de su Plan 
de estudios y a sus procesos de enseñanza aprendizaje y de evaluación para reforzar su modelo de Educación 
Basada en Competencias, y así lograr que pudieran sus jóvenes estudiantes desarrollar tanto las competencias 
genéricas como las disciplinares, en el marco del Sistema Nacional del Bachillerato.

Este modelo por competencias considera que, además de contar con conocimientos, es importante el uso que 
se hace de ellos en situaciones específicas de la vida personal, social y profesional. Dicho de otra forma, el ser 
competente se demuestra cuando, de forma voluntaria, se aplican dichos conocimientos a la resolución de 
situaciones personales o a la adquisición de nuevos conocimientos, habilidades y destrezas, lo que hace que se 
refuerce la adquisición de nuevas competencias.

En ese sentido el COBACH, a través de sus docentes, reestructura la forma de sus contenidos curriculares y lo 
plasma en sus módulos de aprendizaje, para facilitar el desarrollo de competencias. En el caso del componente 
de Formación para el Trabajo, además de las competencias genéricas, fortalece el sentido de apreciación hacia 
procesos productivos, porque aunque el bachillerato que te encuentras cursando es general y te prepara para 
ir a la universidad, es importante el que aprendas un oficio y poseas una actitud positiva para desempeñarlo.

De tal forma que, este módulo de aprendizaje de la Capacitación para el trabajo de Inglés para Relaciones 
Laborales, es una herramienta valiosa porque con su contenido y estructura propiciará tu desarrollo como 
persona visionaria, competente e innovadora, características que se establecen en los objetivos de la Reforma 
Integral de Educación Media Superior.

El módulo de aprendizaje es uno de los apoyos didácticos que el COBACH te ofrece con la finalidad de garantizar 
la adecuada transmisión de saberes actualizados, acorde a las nuevas políticas educativas, además de lo que 
demandan los escenarios local, nacional e internacional. En cuanto a su estructura, el módulo se encuentra 
organizado en bloques de aprendizaje y secuencias didácticas. Una secuencia didáctica es un conjunto de 
actividades, organizadas en tres momentos: inicio, desarrollo y cierre.

En el inicio desarrollarás actividades que te permitirán identificar y recuperar las experiencias, los saberes, las 
preconcepciones y los conocimientos que ya has adquirido a través de tu formación, mismos que te ayudarán 
a abordar con facilidad el tema que se presenta en el desarrollo, donde realizarás actividades que introducen 
nuevos conocimientos dándote la oportunidad de contextualizarlos en situaciones de la vida cotidiana, con 
la finalidad de que tu aprendizaje sea significativo. Posteriormente se encuentra el momento de cierre de la 
secuencia didáctica, donde integrarás todos los saberes que realizaste en las actividades de inicio y desarrollo. 

En todas las actividades de los tres momentos se consideran los saberes conceptuales, procedimentales y 
actitudinales. De acuerdo a las características y del propósito de las actividades, éstas se desarrollan de forma 
individual, grupal o equipos.

Para el desarrollo de tus actividades de la capacitación para el trabajo deberás utilizar diversos recursos, desde 
material bibliográfico, videos, investigación de campo, etcétera; así como realizar actividades prácticas de 
forma individual o en equipo. 



La retroalimentación de tus conocimientos es de suma importancia, de ahí que se te invita a participar de 
forma activa cuando el docente lo indique, de esta forma aclararás dudas o bien fortalecerás lo aprendido; 
además en este momento, el docente podrá tener una visión general del logro de los aprendizajes del grupo.

Recuerda que la evaluación en el enfoque en competencias es un proceso continuo, que permite recabar 
evidencias a través de tu trabajo, donde se tomarán en cuenta los tres saberes: conceptual, procedimental y 
actitudinal, con el propósito de que apoyado por tu maestro mejores el aprendizaje. Es necesario que realices 
la autoevaluación, este ejercicio permite que valores tu actuación y reconozcas tus posibilidades, limitaciones 
y cambios necesarios para mejorar tu aprendizaje.

Así también, es recomendable la coevaluación, proceso donde de manera conjunta valoran su actuación, con 
la finalidad de fomentar la participación, reflexión y crítica ante situaciones de sus aprendizajes, promoviendo 
las actitudes de responsabilidad e integración del grupo. 

Finalmente, se destaca que, en este modelo, tu principal contribución es que adoptes un rol activo y 
participativo para la construcción de tu propio conocimiento y el desarrollo de tus competencias, a través de 
lo que podrás dar la respuesta y la contextualización adecuadas para resolver los problemas del entorno a los 
que te enfrentes, ya sean personales o profesionales.
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Se trata de la evaluación que se realizará al inicio de cada 
secuencia didáctica y que te permitirá estar consciente de 
tus conocimientos acerca del tema que abordarás.

EVALUACIÓN DIAGNÓSTICA

Es la relación de palabras nuevas o de las cuales pudieras 
desconocer su significado. Es útil para conocer nuevos 
conceptos, ampliar tu vocabulario y comprender mejor 
las lecturas.

GLOSARIO

En este espacio realizarás una evaluación de tu propio 
trabajo, misma que deberá ser honesta para que puedas 
identificar los conocimientos que has adquirido y las 
habilidades que has desarrollado, así como las áreas que 
necesitas reforzar.

AUTOEVALUACIÓN

En este apartado encontrarás el espacio para calificar 
tu desempeño, que será por parte de tu profesor, tus 
compañeros (coevaluación) o tú mismo (autoevaluación).

EVALUACIÓN DE ACTIVIDADES

Durante el semestre, tu profesor te irá indicando qué 
evidencias (trabajos y ejercicios) debes ir resguardando 
para integrarlos en un portafolio, mismos que le 
entregarás cuando te lo indique, a través del cual te 
evaluará.

PORTAFOLIO DE EVIDENCIAS

Son reactivos que aparecen al final de un bloque, al 
realizarlos reforzarás los conocimientos adquiridos 
durante el bloque y desarrollarás tus habilidades.

REACTIVOS DE CIERRE

Esta actividad resume los conocimientos adquiridos 
durante un proceso, ya sea una secuencia didáctica, un 
bloque o lo visto en un semestre completo. Es la suma 
teórica y práctica de tus conocimientos y es útil para 
fortalecer tu aprendizaje.

ACTIVIDAD INTEGRADORA

Este tipo de evaluación se hace con uno o varios de tus 
compañeros, en ella tú los evalúas y ellos a ti. Les permite, 
además de valorar sus aprendizajes, colaborar y aprender 
unos de otros.

COEVALUACIÓN

Es el listado de referencias que utilizaron los profesores 
que elaboraron el módulo de aprendizaje, contiene la 
bibliografía, las páginas de internet de las cuales se tomó 
información, los vídeos y otras fuentes que nutrieron los 
contenidos. Te permite también ampliar la información 
que te proporcione tu profesor o la del módulo mismo.

FUENTES DE INFORMACIÓN

La rúbrica es una tabla que contiene niveles de logro 
o desempeño especificados en estándares mínimos 
y máximos de la calidad que deben tener los diversos 
elementos que componen un trabajo. Sirve como guía 
para saber qué debe contener un trabajo y cómo debe 
ser realizado. 

RÚBRICA DE EVALUACIÓN

El glosario icónico es la relación de figuras que encontrarás en diversas partes de tu módulo. Enseguida, se 
muestran junto con su definición, lo que te orientará sobre las actividades que deberás realizar durante el 
semestre en cada una de tus asignaturas.

ACTIVIDAD 1
SD1-B1

Con este gráfico identificarás la Actividad dentro del texto, 
incluyendo la indicación y especificando si debe realizarse 
de manera individual, en equipo o grupal.

Individual

Equipo Grupal
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“Una competencia es la integración de habilidades, conocimientos y actitudes en un contexto específico”. 

Para dar continuidad a los trabajos propuestos por la Dirección General de Bachillerato (DGB), en los 
programas de formación para el trabajo de la Capacitación de Inglés para Relaciones Laborales y con el 
propósito de responder a las necesidades de información que requieres como estudiante, el presente módulo 
de aprendizaje tiene como objetivo acercarte, en un solo documento, tanto a contenidos y elementos teóricos 
como a ejercicios y proyectos prácticos para dotarte de los conocimientos y competencias que hoy en día se 
requieren en el sector productivo y de servicios, y de esta manera, integrarte al mercado laboral conforme 
a las exigencias de la globalización, o bien, continuar con su formación profesional en una institución de 
educación superior.

En este contexto, tu módulo de aprendizaje fue rediseñado por docentes del Colegio de Bachilleres del Estado 
de Sonora, para lograr elaborar un documento que articulara los contenidos propuestos por la DGB para 
el componente de formación para el trabajo  con las Normas Técnicas de Competencia Laboral (NTCL), del 
Consejo de Normalización y Certificación de Competencia Laboral (CONOCER), dando como resultado este 
material acorde con las tendencias de las competencias laborales que demanda el empleo en Sonora y el país.

En cuanto a su estructura, el módulo de aprendizaje aporta los elementos necesarios para adquirir los 
conocimientos y desarrollar las habilidades, actitudes y valores en ti que, en conjunto, te hagan ser competente 
en un determinado oficio que los sectores productivo o de servicios demanden, y que se determinen con base 
en estándares nacionales e internacionales de calidad; te provee de herramientas para lograr que adquieras 
los conocimientos necesarios y nuevos; te apoya en tu crecimiento y desarrollo. Por otra parte, es también 
un instrumento de gran utilidad para los docentes que imparten la capacitación de Inglés para Relaciones 
Laborales,  pues estandariza los contenidos en todos los planteles del Colegio.

En resumen, los módulos de la capacitación para el trabajo de Inglés para Relaciones Laborales, están diseñados 
para formarte en un proceso de mejora continua de calidad educativa, y de los elementos necesarios para 
que te dediques y desempeñes de forma óptima a un oficio o, si así lo decides, continúes una profesión.
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COMPETENCIAS PROFESIONALES DE EGRESO

Durante el proceso de formación de los tres módulos, el estudiante desarrollará las siguientes compe-
tencias profesionales, correspondientes a la capacitación de Inglés para Relaciones Laborales: 

1
2
3
4
5
6

Identifica y emplea diversos tipos de documentos oficiales para el intercambio 
de información en una empresa.

Emplea técnicas de lectura para una mejor comprensión de documentos  
oficiales y todo lo que esta requiera para un buen funcionamiento de ella.

Utiliza correctamente frases formales, para desenvolverse en el ámbito labo-
ral, y en situaciones diversas.

Utiliza sus habilidades auditivas y comunicativas para entablar conversaciones 
reales y por vía telefónica.

Analiza los diversos problemas que pueden ocurrir en el ámbito laboral y pro-
pone soluciones efectivas.

Demuestra sus conocimientos al desenvolverse efectivamente en una entre-
vista de trabajo.
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Planning as a Function Of 
Management

Organizing

Directing

Staffing

Controlling

Functions of 
management

Functions
of

management
Business Communication

 for Success

Business presentations 
and Public Speaking 

in English

Business 
Presentations 

and Public
 Speaking in 

English



Objetos de aprendizajeal finalizar el bloque Competencias a desarrollar

 ■ Analiza la etapa de organización “Organizing” 
y aplica los elementos claves como la estruc-
tura, sistematización, agrupación, jerarquía y 
simplificación de funciones. 

 ■ Utiliza un diseño de organización como lo es 
el organigrama en su proyecto. 

 ■ Analiza la etapa de integración “Staffing” y 
reconoce esta etapa dentro de la empresa 
donde realiza su proyecto de prácticas pro-
fesionales. 

 ■ Analiza la etapa de dirección “Directing” y re-
conoce su importancia dentro de la empresa 
donde realiza su proyecto de prácticas profe-
sionales. 

 ■ Analiza la etapa de control “Controlling” en 
donde compara si los objetivos y planes fue-
ron cumplidos y tomar medidas de correc-
ción necesarias para su cumplimiento.

Tiempo asignado: 35 horas

 ■ El proceso administrativo, sus objetivos y fun-
ciones.

 ■ Primera etapa del proceso administrativo: 
Planeación

 ■ Segunda etapa del proceso administrativo: 
Organización

 ■ Tercera etapa del proceso administrativo: In-
tegración

 ■ Cuarta etapa del proceso administrativo: Di-
rección

 ■ Quinta etapa del proceso administrativo: 
Control

 ■ Produce textos con base en el uso normativo 
de la lengua, considerando la intención y si-
tuación comunicativa.

 ■ Expresa ideas y conceptos en composiciones 
coherentes y creativas, con introducciones, 
desarrollo y conclusiones claras.

 ■ Argumenta un punto de vista en público de 
manera precisa, coherente y creativa.

 ■ Valora el pensamiento lógico en el proceso 
comunicativo en su vida cotidiana y acadé-
mica.

 ■ Identifica e interpreta la idea general y posi-
ble desarrollo de un mensaje oral o escrito 
en una segunda lengua, recurriendo a cono-
cimientos previos, elementos no verbales y 
contexto cultural.

 ■ Se comunica en una lengua extranjera me-
diante un discurso lógico, oral o escrito, con-
gruente con la situación comunicativa.

Desempeño del estudiante

Functions of management
BLOCK 1
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DIAGNOSTIC EVALUATION

Management has been described as a social process involving responsibility for economical and effective planning 
and regulation of operation of an enterprise in the fulfillment of given purposes. It is a dynamic process consisting 
of various elements and activities. These activities are different from operative functions like marketing, finance, 
purchase etc. Rather these activities are common to each and every manger irrespective of his level or status.

For theoretical purposes, it may be convenient to separate the function of management but practically these 
functions are overlapping in nature, they are highly inseparable. The four functions of management that we are 
going to study in this submodule are: Planning, organizing, staffing, directing and controlling. Try to complete the 
following chart by writing the meaning of each function of management.

Definitions:
• It involves supervision, communication and providing leadership to the subordinates and motivating them to 

contribute to their best capability.
• Identify the goals and determine the best course of action required to achieve those goals.
• Hire the right people, for the right positions to achieve the organization´s objectives.
• Is grouping activities and tasks in the most efficient and effective manner to accomplish the goals. 
• Is monitoring employees´ performance, compare with the goals, and take corrective action as needed.
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Didactic Sequence 1
PLANNING AS A FUNCTION OF MANAGEMENT

Start Up Activities

ACTIVITY 1
SD1-B1

In teams of three plan your graduation party or any social event.  Complete the chart with the information asked. 
When you finish, discuss it with the rest of the teams.

PLANNING A: ____________________________________
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Development Activities

ACTIVITY 2
SD1-B1

Read the following text and answer the questions below.

What is management?

Management issues are fundamental to any organization: How do we plan to get things 
done, organize the company to be effective and efficient, lead, and motivate emplo-
yees, and put in place controls to make sure our plans are followed and our goals are 

met? Good management is basic to starting a business, growing a business, and maintaining a 
business once it has achieved some measures of success.

All organizations - business, political, cultural or social are involved in management because it 
is the management which helps and directs the various efforts towards a definite purpose. Ac-
cording to Harold Koontz, “Management is an art of getting things done through and with the 
people in formally organized groups. It is an art of creating an environment in which people can 
perform and individuals and can co-operate towards attainment of group goals”. According to 
F.W. Taylor, “Management is an art of knowing what to do, when to do and see that it is done in 
the best and cheapest way”.

Management involves creating an internal environment: - It is the management which puts into 
use the various factors of production. Therefore, it is the responsibility of management to create 
such conditions which are conducive to maximum efforts so that people are able to perform their 
task efficiently and effectively. It includes ensuring availability of raw materials, determination 
of wages and salaries, formulation of rules and regulations etc.

Therefore, we can say that good management includes both being effective and efficient. Being 
effective means doing the appropriate task i.e, fitting the square pegs in square holes and round 
pegs in round holes. Being efficient means doing the task correctly, at least possible cost with 
minimum wastage of resources.

Levels of Management

The term “Levels of Management” refers to a line of demarcation between various managerial 
positions in an organization. The number of levels in management increases when the size of the 
business and work force increases and vice versa. The level of management determines a chain 
of command, the amount of authority and status enjoyed by any managerial position. The levels 
of management can be classified in three broad categories:
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Top level / Administrative level
Middle level / Executory
Low level / Supervisory / Operative / First-line managers

Top Level of Management

It consists of board of directors, chief executive officer (CEO) or managing director. The top 
management is the ultimate source of authority and it manages goals and policies for an enter-
prise. It devotes more time on planning and coordinating functions.

Middle Level of Management

The branch managers and departmental managers constitute middle level. They are responsible 
to the top management for the functioning of their department. They devote more time to organi-
zational and directional functions. In small organization, there is only one layer of middle level 
of management but in big enterprises, there may be senior and junior middle level management.

Lower Level of Management

Lower level is also known as supervisory / operative level of management. It consists of su-
pervisors, foreman, section officers, superintendent etc. According to R.C. Davis, “Supervisory 
management refers to those executives whose work has to be largely with personal oversight 
and direction of operative employees”. In other words, they are concerned with direction and 
controlling function of management.

Retrieved from http://managementstudyguide.com/what_is_management.htm
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1. Why do you think organizations need managers? ________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2. What do you think good managers do? ________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Management: Getting 
work done through 
others.
Efficiency: Getting 
work done with the 
minimum effort, ex-
pense, or waste.
Effectiveness: Accom-
plishing tasks that 
help fulfill organizatio-
nal objectives.
Foreman: A person in 
charge of a particular 
department.

ACTIVITY 2
SD1-B1

GLOSSARY

Read the following story and complete the exercises below.

Jessie´s Glove
I do a lot of management training each year for the Circle K Corporation, a national chain of convenience stores. 
Among the topics we address in our seminars is the retention of quality employees- a real challenge to managers 
when you consider the pay scale in the service industry.

During these discussions, I ask the participants, “What has caused you to stay long enough to become a mana-
ger?” Some time back a new manager took the question and slowly, with her voice almost breaking, said, “ It was 
a $19 baseball glove”. Cynthia told the group that she originally took a Circle K clerk job as an interim position 
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ACTIVITY 3
SD1-B1

while she looked for something better. 

On her second or third day behind the counter, she received a phone call from her nine-year old son, Jessie. He 
needed a baseball glove for Little League. Cynthia had promised he would get a glove as soon as she found a job 
and he was calling to remind her of her commitment. She explained that as a single mother, money was very tight, 
and her first check would have to go for paying bills. Perhaps she could buy his baseball glove with her second 
or third check.

When Cynthia arrived for work the next morning, Patricia, the store manager, asked her to come to the small room 
in the back of the store that served as an office. Cynthia wondered if she had done something wrong or left some 
part of her job incomplete from the day before. She was concerned and confused.

Patricia handed her a box. “ I overheard you talking to your son yesterday”, she said, “ and I know that it is hard 
to explain such things to kids. This is a baseball glove for Jessie because he needs to understand how important he 
is, even though you have to pay bills before you can buy gloves. You know we can´t pay good people like you as 
much as we would like to; but we do care, and I want you to know you are important to us”

The thoughtfulness, empathy and love of this convenience store manager demonstrates vividly that people re-
member more about how much an employer cares than how much the employer pays.  An important lesson for 
the price of a Little League baseball glove.

 Identify the meaning of the underlined words in the text and write them in the blanks.

_____________One of several selling enterprises under the same ownership and management.

_____________ Heard without intention.

_____________ A table desk where business transactions are made.

_____________ Domestic expenses.

_____________ Instruction/coaching process.

_____________ Salary level.

_____________ Short courses, or meeting, for giving and discussing information.

_____________ Temporary

_____________ A small selling store that is open long hours and that typically sells main groceries, snacks, and  

                           sometimes gasoline.
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ACTIVITY 4
SD1-B1

ACTIVITY 5
SD1-B1

According to the text, circle T (True) or F (False) the following statements.

1. The pay scale in the service industry is low.       T     F

2. Jessie played baseball.                                         T     F

3. Cynthia was having some financial problems.    T     F

4. Cynthia told Patricia she needed money             T     F

5. Patricia gave Cynthia $19 to buy a glove.           T     F

Answer the following questions.

1. Do you think Patricia is a good manager? Why?
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ACTIVITY 6
SD1-B1

I´m Melissa the marketing manager 
and my goal is to increase sales during the mon-

th of February. I need to first spend time mapping out 
the necessary steps I and my team of sales representatives 

must take so that we can increase sales numbers. These steps 
might include things like increasing advertisements in a particu-
lar region, placing some items on sale, increasing the amount of 
required customer-to-sales representative contact, or contacting 

prior customers to see if they are interested in purchasing 
additional products. The steps are then organized into a 

logical pattern so that we can follow them.

Read the following information.

PLANNING

Planning is the process of thinking about and organizing the activities required to achieve a desired goal. Planning 
involves the creation and maintenance of a given organizational operation. This thought process is essential to the 
refinement of objectives and their integration with other plans. Planning combines forecasting of developments 
with preparing scenarios for how to react to those developments. An important, aspect of planning is the relations-
hip it holds with forecasting. Forecasting can be described as predicting what the future will look like, whereas 
planning predicts what the future should look like.

Planning is also a management process, concerned with defining goals for a company's future direction and de-
termining the missions and resources to achieve those targets. To meet objectives, managers may develop plans, 
such as a business plan or a marketing plan. The purpose may be achievement of certain goals or targets. Planning 
revolves largely around identifying the resources available for a given project and using optimally to achieve best 
scenario outcomes.
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Strategic Planning
Strategic planning is an organization's process of defining its strategy or direction and making decisions about 
allocating its resources to pursue this strategy. To determine the direction of the organization, it is necessary to 
understand its current position and the possible avenues through which it can pursue a particular course of action. 
Generally, strategic planning deals with at least one of three key questions:

What do we do?
For whom do we do it?
How do we excel?
The key components of strategic planning include an understanding of the firm's vision, mission, values, and 
strategies. 

Vision: This outlines what the organization wants to be or how it wants the world in which it operates to be (an 
"idealized" view of the world). It is a long-term view and concentrates on the future. It can be emotive and is a 
source of inspiration. For example, a charity working with the poor might have a vision statement that reads "A 
World without Poverty."

Mission: It defines the fundamental purpose of an organization or an enterprise, briefly describing why it exists 
and what it does to achieve its vision. For example, the charity above might have a mission statement as "provi-
ding jobs for the homeless and unemployed."

Values: These are beliefs that are shared among the stakeholders of an organization. Values drive an organization's 
culture and priorities and provide a framework in which decisions are made. For example, "knowledge and skills 
are the keys to success," or "give a man bread and feed him for a day, but teach him to farm and feed him for life." 
These example values place the priorities of self-sufficiency over shelter.

Strategy: Strategy, narrowly defined, means "the art of the general"—a combination of the ends (goals) for which 
the firm is striving and the means (policies) by which it is seeking to get there. A strategy is sometimes called a 
roadmap, which is the path chosen to move towards the end vision. The most important part of implementing the 
strategy is ensuring the company is going in the right direction, which is towards the end vision.

Source:  “Fulfilling the Planning Function.” Boundless Management. Retrieved from https://boundless.com

Refinement: Improve-
ment,  to make better.
Allocate: To distribute 
according to the plan.
Excel: To do or be bet-
ter than; surpass.
Stakeholder: Investors.

GLOSSARY

Answer

PORTFOLIO 1 

at the end 

of this 

submodule
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ACTIVITY 7
SD1-B1

ACTIVITY 8
SD1-B1

Think about a necessity in your town. Answer the following questions. 

What are you 
going to do?

When are you 
going to do it?   

How are you 
going to do it?   

Who is going
 to do it?

VISION

MISSION

VALUES

STRATEGIES

In the same teams, and with the information you got on the previous activity, imagine that you are going to 
create an organization that will solve this problem. Then, complete the following pyramid. Think of its vision, 
mission, values and strategies
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Steps in Planning Function
Planning function of management involves following steps:

• Establishment of objectives

Planning starts with the setting of goals and objectives to be achieved. Objectives provide a rationale for under-
taking various activities as well as indicate direction of efforts.
Moreover objectives focus the attention of managers on the end results to be achieved.
As a matter of fact, objectives provide nucleus to the planning process. Therefore, objectives should be stated 
in a clear, precise and unambiguous language. Otherwise the activities undertaken are bound to be ineffective.

• Establishment of Planning Premises

Planning premises are the assumptions about the lively shape of events in future that serve as a basis of plan-
ning. Establishment of planning premises is concerned with determining where one tends to deviate from the 
actual plans and causes of such deviations.

• Choice of alternative course of action

When forecast are available and premises are established, a number of alternative course of actions have to be 
considered. For this purpose, each and every alternative will be evaluated by weighing its pros and cons in the 
light of resources available and requirements of the organization.
The merits, demerits as well as the consequences of each alternative must be examined before the choice is 
being made. Finally after objective and scientific evaluation, the best alternative is chosen.

• Formulation of derivative plans

Derivative plans are the sub plans or secondary plans which help in the achievement of main plan.
Secondary plans will flow from the basic plan. These are meant to support the achievement of basic plans.
These detail plans include policies, procedures, rules, programs, budgets, schedules, etc. For example, if profit 
maximization is the main aim of the enterprise, derivative plans will include sales maximization, production 
maximization, and cost minimization.

• Securing Co-operation

After the plans have been determined, it is necessary rather advisable to take subordinates or those who have to 
implement these plans into confidence.

Read the following information.
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ACTIVITY 10
SD1-B1

• Follow up/Appraisal of plans

After the selected plan is implemented, it is important to appraise its effectiveness. This is done on the basis of 
feedback or information received from departments or people concerned.

This enables the management to correct deviations or modify the plan.

 Retrieved from:http://managementstudyguide.com/planning_function.htm

With the information that you have just read, complete the following chart.
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Closing Activities

ACTIVITY 11
SD1-B1

Match the objectives listed with the organizations.

SCHOOL

POLICE FORCE

IKEA HOME FURNISHINGS

BRITISH HEART FOUNDATION

THE BODY SHOP

‘Our aim is to play a 
leading role in the fight 
against heart disease’

‘Make comparison, 
care and trust the foun-

dation of business’

‘To increa-
se the number of 

offenders detected 
where crime is 

committed’

‘To pro-
vide an appro-
priate curricu-

lum’

‘To offer a wide range of 
home furnishings, items of 

good design and function, at 
prices so low that the majority 

of people can afford to buy 
them’
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ACTIVITY 12
SD1-B1

Complete the following chart. Write the possible objectives that each business might adopt.  Each business may 
have more than one objective.  Choose only those which you consider would be the most important in each case.

Nature of business                                                    Objectives

1. Restaurant 

2. Building Society

3. Discount Store  e.g Dollar Tree

4. Public Corporation 

5. Department Store   e.g Sears 

Objectives

Security

High standard of cleanliness

Good quality products

High income

Good standard of service to customers.

      Safety
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Didactic Sequence 2
Organizing

Start Up Activities

Read and answer the following questions.

ACTIVITY 1
SD2-B1

Now, I will distribute resources and organize my emplo-
yees according to the plan. I will need to identify different 
roles and ensure to assign the right amount of employees to 

carry out the plan. I will also need to delegate authority, assign 
work, and provide direction so that my team of sales representa-

tives can work towards higher sales numbers without having 
barriers in their way.

1. Can you define the word ‘organizing’? ________________________________________________________

_________________________________________________________________________________________

2. What can you see in the picture below? ________________________________________________________

_________________________________________________________________________________________
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Development Activities

Read the following information.

Organizing
Organizing is the function of management which follows planning. It is a function in which the synchronization 
and combination of human, physical and financial resources takes place. All the three resources are important to 
get results. Therefore, organizational function helps in achievement of results which in fact is important for the 
functioning of a concern. According to Chester Barnard, “Organizing is a function by which the concern is able 
to define the role positions, the jobs related and the co-ordination between authority and responsibility. Hence, a 
manager always has to organize in order to get results.

A manager performs organizing function with the help of following steps:

Identification of activities - All the activities which have to be performed in a concern have to be identified first. 
For example, preparation of accounts, making sales, record keeping, quality control, inventory control, etc. All 
these activities have to be grouped and classified into units.

Departmentally organizing the activities - In this step, the manager tries to combine and group similar and related 
activities into units or departments. This organization of dividing the whole concern into independent units and 
departments is called departmentation.

Classifying the authority - Once the departments are made, the manager likes to classify the powers and its ex-
tent to the managers. This activity of giving a rank in order to the managerial positions is called hierarchy. The 
top management is into formulation of policies, the middle level management into departmental supervision and 
lower level management into supervision of foremen. The clarification of authority helps in bringing efficiency 
in the running of a concern. This helps in achieving efficiency in the running of a concern. This helps in avoiding 
wastage of time, money, effort, in avoidance of duplication or overlapping of efforts and this helps in bringing 
smoothness in a concern’s working.

Co-ordination between authority and responsibility - Relationships are established among various groups to ena-
ble smooth interaction toward the achievement of the organizational goal. Each individual is made aware of his 
authority and he/she knows whom they have to take orders from and to whom they are accountable and to whom 
they have to report. A clear organizational structure is drawn and all the employees are made aware of it.

 Retrieved from http://managementstudyguide.com/organizing_function.htm

What is an Organizational Chart?

An organizational chart shows the internal structure and hierarchies of an organization, like a business, school, 
or government entity. It creates an easy visual depiction for the ranks of different people, jobs, and departments 
that make up the organization. Organizational charts also help determine how authority and information flow 



CTP  Inglés para Relaciones Laborales

Colegio de Bachilleres del Estado de Sonora
3232

between people and departments.

Like flowcharts, org charts use simple shapes and lines. The boxes are filled with information on the individual, 
department, or team; while vertical and horizontal lines connect these boxes. The connections between boxes 
illustrate the direct-reports of a supervisor, showing who is superior and who is subordinate.

Organizational charts do exactly what their name suggests: Organize the roles and positions in an organization.

What is an organizational chart’s best format? Depending on your needs and the type of organization, you may 
want to choose a less traditional organizational chart format. There are several types of organizational charts, 
including hierarchical, matrix, and flat, but the most common is the hierarchical.

Hierarchical organizational chart

The hierarchical organizational chart is the most common type. A hierarchy is where one group or person is at the 
top, while those with less power are beneath them, in the shape of a pyramid. Think of a monarchy with a king or 
queen at the top, or an organization with the CEO at the top. With a hierarchy, members typically communicate 
with the person they report to and anyone who reports directly to them. This gives guidance for information flow 
but can also limit your ability to effect change.

https://www.lucidchart.com/pages/what-is-an-organizational-chart
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ACTIVITY 2
SD2-B1

With the information provided, draw a hierarchical chart.

John Peters and Mary Lee are Accountants and have formed a partnership.

There are two departments: Finance where the partners work, and Administration.  The partners each have a tra-
inee accountant working with them.  Andrew White is working with Mary and Eleanor Doig with John.

In the Administration Department there are two WP Operators – Pamela Martin and Susan Boyd - and a Junior 
Receptionist/Telephonist, Kirsty Hume.

WP Operator: A word pro-
cessing operator type, edit 
and print documents, using 
computers with word pro-
cessing software programs 
and printers.

Partnership:  An associa-
tion of two or more people 
for carrying on business.

GLOSSARY
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 Investigate the other two types of organizational charts, the matrix and flat. Draw them below and explain the 
difference between them.

ACTIVITY 3
SD2-B1



Functions of Managament & Bussiness Presentations & Public Speaking  in English

35
BLOCK 1   Functions of management

35

ACTIVITY 4
SD2-B1

Determine the function of management in each of the following dialogues. What is the manager doing? PLAN-
NING OR ORGANIZING? Why?

“I need to start looking for possible locations for our next store. 
I would like it to be within a big shopping mall where there are 

young people all the time. “

“It will be Christmas in three months. That is crunch time! We 
have to open 25 temporary positions to handle season volumes, 

and offer gift-wrapping service.” 

 

 “I will name Mr. Williams Coordinator of the new project in 
Canada. His business vision, experience and bilingual skills make 

him perfect for the job. “

 “It will be Christmas in three months. That is crunch time! We 
have to open 25 temporary positions to handle season volumes, 

and offer gift-wrapping service.”
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“I need to provide Jessica with a company car, so she can visit 
potential customers in the rural and suburban areas. “

“Look, we need the all the staff available in the morning tomo-
rrow. We’ll pay overtime if necessary. Three groups of children 
from a local Elementary School will be visiting our factory, and 

you know how difficult it can be to control 100 children around.”

“Kevin? Please call our fruit and vegetables provider. We’ll serve 
the executive brunch this Sunday, and 45 people will be here. We 

need to make sure we have fruit cocktails and salads for
 everyone.”

Now that you have solved activity 3, discuss about   which company each dialogue belongs to (a music store, a 
toy store, a restaurant, etc).

ACTIVITY 5
SD2-B1
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ACTIVITY 6
SD2-B1

Closing Activities

In teams, draw an organizational chart about your school or the place where you are doing your professional prac-
tices. Draw it in a flipchart paper and include pictures to make it more attractive.  Share it with your classmates. 
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Didactic Sequence 3
STAFFING

Start Up Activities

The managerial function in staffing involves manning the 
organization structure through proper and effective selection, 
appraisal and development of the personnel to fill the roles 

assigned to the workforce.

1. What do you think a manager needs to consider when hiring new employees?

__________________________________________________________________________________________

__________________________________________________________________________________________

2. How do you think employers are motivated?

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 1
SD3-B1
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Development Activities

Read the following information.

ACTIVITY 2
SD3-B1

The Staffing Process
1.Manpower requirements- The very first step in staffing is to plan the manpower in-
ventory required by a concern in order to match them with the job requirements and 
demands. Therefore, it involves forecasting and determining the future manpower needs 
of the concern.

2.Recruitment- Once the requirements are notified, the concern invites and solicits 
applications according to the invitations made to the desirable candidates.

3.Selection- This is the screening step of staffing in which the solicited applications are 
screened out and suitable candidates are appointed as per the requirements.

4.Orientation and Placement- Once screening takes place, the appointed candidates 
are made familiar to the work units and work environment through the orientation pro-
grams. placement takes place by putting right man on the right job.

5.Training and Development- Training is a part of incentives given to the workers in 
order to develop and grow them within the concern. Training is generally given accor-
ding to the nature of activities and scope of expansion in it. Along with it, the workers 
are developed by providing them extra benefits of in-depth knowledge of their functio-
nal areas. Development also includes giving them key and important jobs as a test or 
examination in order to analyze their performances.

6.Remuneration- It is a kind of compensation provided monetarily to the employees for 
their work performances. This is given according to the nature of job- skilled or unski-
lled, physical or mental, etc. Remuneration forms an important monetary incentive for 
the employers.

7.Performance Evaluation- In order to keep a track or record of the behavior, attitudes 
as well as opinions of the workers towards their jobs. For this regular assessment is done 
to evaluate and supervise different work units in a concern. It is basically concerning to 
know the development cycle and growth patterns of the employees in a concern.

8. Promotion and transfer- Promotion is said to be a non- monetary incentive in which 
the worker is shifted from a higher job demanding bigger responsibilities as well as 
shifting the workers and transferring them to different work units and branches of the 
same organization.

Workforce: Employers

Manpower: Total supply of 
personnel available or en-
gaged for a specific job or 
task.

In-depth: Deep knowledge 
in a subject.

Assessment: Evaluation

GLOSSARY
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Identify the functions of management. Write the corresponding letter on each line.

ACTIVITY 3
SD3-B1

ACTIVITY 4
SD3-B1

P) Planning                                   O) Organizing                                S) Staffing

1. ____It involves giving instructions to subordinates.

2. ____ It usually includes a list of action steps and a timeline.

3. ____ Managers identify roles, assign activities, and delegate authority.

4. ____ Reviewing job descriptions and coordinating interviews are part of this process.

5. ____ It is the part where the questions What How? Where? Must be answered.

Read the adverts given above. Answer the questions below. 

1. GENERAL ASSISTANT
To help with general house-keeping duties in local 
hotel.  Weekend work involved.
£120 per week.
Tel: 01333 5654839 for further details

2.R K HERD COACHWORKS

Require an experienced PANELBEATER.  Bonus 
scheme in operation.  Wages in excess of £300 per 
week can be achieved.

R K COACHWORKS, York Place, EDINBURGH 
Tel 0131 474 8493
Apply to above no

3. SENIOR MANAGER –EVEREST 
EXECUTIVE RECRUITMENT

Candidates should have a background in 
investment banking, retail banking or asset 
management.  They should be ambitious high 
achieving graduates aged 
between 28-40.

Salary £90,000 – Applications in writing to J 
Brown, Personnel Manager, 
Everest Executive Recruitment, North Street, 
London

4.   PARKER PAGE TECHNOLOGY
Due to continued growth a need has arisen to recruit a Bu-
siness Systems manager to realise the potential of IT for 
your organisation and manage its development primarily 
in the UK.

Suitable candidates will be graduate calibre with a mini-
mum of 5 years IT experience including project manage-
ment.

Interested candidates should write to enclosing a full cu-
rriculum vitae to Louisa Perry, Parker Page Technology, 
Page House, EDINBURGH
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a) Which jobs do you think were advertised locally and which were advertised nationally?

__________________________________________________________________________________________

__________________________________________________________________________________________

b) Imagine you have been employed as a Personnel Manager.  What factors would you take into consideration 
when deciding whether to place an advertisement in either a local or national newspaper?

__________________________________________________________________________________________

__________________________________________________________________________________________

c) Advertising in newspapers is only one way of recruiting staff.  Name five other ways of advertising a job 
vacancy.  

__________________________________________________________________________________________

__________________________________________________________________________________________

d) The advert for Parker Page Technology makes mention of a Curriculum Vitae.  Explain what this is. 

__________________________________________________________________________________________

__________________________________________________________________________________________

Answer

PORTFOLIO 

2 at the end 

of this 

submodule
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Read the following case study and answer the questions which follow.

ACTIVITY 5
SD3-B1

CASE STUDY

A DAY IN THE LIFE OF PAULINE JONES –
A SEWING MACHINIST IN A JEANS FIRM IN DUNDEE
 
It was the end of Pauline’s very first day at work.   She hadn’t slept much the night before as she had 
kept on worrying about her new job. She wondered what she would be asked to do on her first day and 
was terrified she wouldn’t be able to do it.  At the end of the day, however, Pauline reflected back on 
what had been a most enjoyable start to her working life. 

Joyce Cameron, the Personnel Manager, had met with Pauline and the other new recruits in the mor-
ning.  She informed them that they would not be thrown in ‘at the deep end’ (they would be given 
training), and that their first day would be spent introducing them to the ways of the firm.  Joyce had 
explained her job to the new recruits and had then taken them on a tour of the organization.  Fire esca-
pes were pointed out during the tour and Joyce introduced the new staff to key personnel.

After lunch, a talk was given on Health and Safety and the trade union representative, John Black, came 
along and introduced himself.  

On leaving Miss Orr, from the ‘Marketing Department’, dropped in to see the new recruits and ask 
them if they would like to come to the staff night out to the Mega Bowl in Edinburgh on Saturday.

a) Explain Pauline´s training on her first day at work.

_________________________________________________________________________________________

_________________________________________________________________________________________

b) Describe how you think Pauline and the other new recruits would have benefited from undertaking this type 
of training course.  

_________________________________________________________________________________________

_________________________________________________________________________________________
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c) Imagine you have been employed as a Personnel Assistant in a large retail organization.  One of your key 
responsibilities is to arrange induction training courses.  Make a list of the key issues which should be covered 
in an induction course.

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

After one day ‘shadowing’ other members of staff Pauline’s supervisor, Elaine Smith, felt it was time for her to 
start work on the production line.  Elaine kept a watchful eye on what Pauline was doing and helped her when 

difficulties arose.  Elaine told Pauline that next month she would be sent on a one week residential training 
course in Edinburgh.

a) Explain the second day of training of Elaine at work.

__________________________________________________________________________________________

__________________________________________________________________________________________

b) What type of training would Pauline be receiving when she goes on the residential course in Edinburgh?

__________________________________________________________________________________________

__________________________________________________________________________________________
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Read the following case study and answer the questions which follow.

ACTIVITY 6
SD3-B1

‘The Chairman and Board of Directors believe that the Company’s personnel principles play a fundamental part 
in the growth and the success of the business. The company is committed to the following personnel principles.’

1.Good human relations
2.Good communications
3.Equal opportunities
4.Good conditions of employment
5.Ethnic minorities
6.People with disabilities

Extract from the Training and Development Pack of a major retailer.

CASE STUDY

Our policy is .... ‘To provide appropriate and cost effective training at the right time to ensure skilled 
and motivated staff who are able to achieve personal and commercial objectives.  We aim to promote 
self development in order to enable staff to maximize their full potential.’

 Extract from the Training and Development Pack of a major retailer.

a) The policy statement states that through training it is hoped to create a motivated workforce.  What do you 
think they mean by this statement?

__________________________________________________________________________________________

__________________________________________________________________________________________

b) The policy statement goes on to state that through training it is hoped that personal and commercial objecti-
ves might be achieved. Describe some of the objectives that you think the company is likely to have.

__________________________________________________________________________________________

__________________________________________________________________________________________

a) What do you think is meant by the term ‘equal opportunities’?

__________________________________________________________________________________________

__________________________________________________________________________________________
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Closing Activities

To carry out this activity we need two employees that are seeking for a job and an interviewer. Job Description: 
Sales Person

ACTIVITY 7
SD3-B1

b) What factors do you think can create ‘good conditions of employment’?

__________________________________________________________________________________________

__________________________________________________________________________________________

Employee Sheet

Fill in this chart with your own information.                         While you are being interviewed ask for:

Name of Applicant

 Experience:

Major:

Skills:

Good Points

Bad Points
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Interviewer Sheet

Prepare two more questions. Give this information

Questions you may  ask :

Could you spell your name please?

What kind of experience do you have?

What did you study in university?

Why do you want to work here?

Do you have any special skills?

What are your good points and bad points?

_________________________?

_________________________?

You Company’s Profile and Available Job

Company Name: _________ Department Store

Job Description: Salesperson

Job Salary: $20 000

Location: Downtown

Benefits and Incentives: 5% commissions and 

10% discount on store goods.

Promotions and Raises: Manager after 5 years

Fill in the following chart to compare both applicants and choose the best.

Name of Applicant

 Experience:

Major:

Skills:

Good Points

Bad Points
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So far, we have done planning, organizing, and staffing. 
Now, the important question that arises is as to how the entire 
human machinery of the organization should move. In other 

words, how the work should begin or how the employees should 
be led. The answer to all these questions is in the fourth function 

of management, which is, directing. My job is to influence 
people to start moving towards their work automatically 

and finally contribute to the accomplishment of the 
organizational goals. 

Didactic Sequence 4
Directing

Start Up Activities

1. Can you define the word “directing”? 

__________________________________________________________________________________________

__________________________________________________________________________________________

2. “Directing is the heart of the management process.” Do you agree? 

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 1
SD4-B1
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Development Activities

Read the following information. 

What is directing?
     Directing refers to instructing, guiding, communicating and inspiring people so that the objectives can be achie-
ved. It is that part of the management process which ensures the efficiency and effectiveness of the employees. It 
is also called management-in-action. 

     A manager can make the best plans, create a good organizational structure to implement the plans and can 
appoint competent people, but so long as these people are not guided properly they will not be able to complete 
their work; in the absence of information, coordination will not be established and in the absence of encourage-
ment, their efficiency will not be fully utilized. All this is possible only through directing. 

     Work cannot be 
started until the sta-
ff is aware about the 
objectives. The ma-
nager fills this gap 
through the medium 
of communication by 
telling them about the 
expectations. Once, 
employees start up 
with their work, it 
becomes the respon-
sibility of a manager 
to guide them along 
with providing good 
leadership. When em-
ployees carry out their 
work following the 
directions under the 
leadership of a mana-
ger, it becomes his/her 
responsibility to keep 
a close eye on their 

ACTIVITY 2
SD4-B1
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work and resolve their work related problems. Thus, the supervision of a manager is required. After this, one more 
responsibility comes into the picture, to motivate employees from time to time so that they work with full energy 
and dedication. In this sense, directing includes four activities:

1. Supervision. It refers to monitor the progress of routine work of one’s subordinates and guiding them properly. 

2. Communication. It refers to an art of transferring facts, ideas, feeling, etc. from one person to another and making 
a manager understand employees. 

3. Leadership. It refers to influence others in such a manner to do work as the leader wants them to do. 

4. Motivation. It refers to the process which encourages people to work for the achievement of the desired objectives. 
See figure 1. 

     In conclusion, directing means supervising, providing leadership, communicating and motivating subordinates to 
obtain desired results. 

Answer the following information.

What is the secret of leadership? 

Look at the following leaders. What do they have in common?

ACTIVITY 3
SD4-B1

Mahatma Gandhi     Adolf Hitler    Bill Gates   John F. Kennedy 
Osama bin Laden     Alexander the Great      Joan of Arc

Queen Elizabeth I              Martin Luther King            Montezuma

1. Write and compare your ideas. 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

2. What makes these people great leaders? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
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Leader Major contributions Personality traits Why do you admire 
them?

Complete the information below. 

Are there any particular leaders you admire? 

Write about three world’s greatest leaders you admire. 

ACTIVITY 4
SD4-B1

Answer

PORTFOLIO 

3 at the end 

of this 

submodule
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Discuss with your classmates the following questions. 

Leadership and management: Are they different?
Are all managers leaders? 

     Leadership and management are often considered practically overlapping concepts. But are they? Is there a 
difference between the two concepts or leadership is a facet of management and therefore cannot be separated?

     The classic question if leaders are made or born is still concerning many researchers. Is it charisma or some-
thing that can be taught? The answer to this question varies. Although it is unexceptionable that leading isn’t easy, 
leaders should have some essential attributes such as vision, integrity, trust, selflessness, commitment, creative 
ability, toughness, communication ability, risk taking and visibility (Capowski, 1994).

     Some would define management as an art, while others would define it as a science. Whether management is 
an art or a science isn't what is most important. Management is a process that is used to accomplish organizational 
goals.

     But do leaders and managers have the same role? Can organizations have only leaders or only managers?

     A well balanced organization should have a mix of leaders and managers to succeed, and in fact what they really 
need is a few great leaders and many first-class managers (Kotterman, 2006).

     Managers are the people to whom management task is assigned, and it is generally thought that they achieve 
the desired goals through the key functions of planning and budgeting, organizing and staffing, problem solving 
and controlling. Leaders on the other hand set a direction, align people, motivate and inspire (Kotter, 2001).

     Other researchers consider that a leader has soul, the passion and the creativity while a manager has the mind, 
the rational and the persistence. A leader is flexible, innovative, inspiring, courageous and independent and at the 
same time a manager is consulting, analytical, deliberate, authoritative and stabilizing (Capowski, 1994). 

Do you agree with the information? What is your position on this issue? 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 5
SD4-B1
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Investigate the most important differences between leaders and managers. 

ACTIVITY 6
SD4-B1

LEADERS MANAGERS
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Read the conversation and answer the following. 

     Adan Mohan, the owner of a shoe factory visited his friend Ryan Prakash who also runs a factory of making 
kitchen appliances. He found Ryan Prakash sitting with floor workers and taking tea with them. When the wor-
kers left, the two friends sat together.

Adan: Having tea with floor workers!
Ryan: Yes, I do this exercise once in every fortnight to know their wants,
           needs and aspirations. I keep my labor force happy.
Adan: You may do anything; they will neither be happy nor work enthusiastically.
Ryan: No, on the contrary if you know how to motivate them to work in the
           required direction, then output will be more than the effort put in.
Adan: Motivation!
Ryan: Yes, all human have needs. They may vary from person to person.
           Fulfillment of these needs can stimulate people to work in the required   
           direction.

Do you agree with Adan or Ryan? Discuss with your classmates.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

ACTIVITY 7
SD4-B1

Answer

PORTFOLIO 

4 at the end 

of this 

submodule
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Answer the information. 

1. Think of a situation in which you felt motivated to do your very best. Can you identify any aspect of that situa-
tion that inspired and supported your motivation? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
2. Why would you like to work? Does the thought of money inspire you to do your best, or do other rewards ins-
pire you more? List some factors that help you increase your motivation. 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
3. Go over Maslow’s hierarchy of needs pyramid. Can you think of ways in which your school can help students 
meet those needs? List them below.
Physical/Physiological _______________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
Safety/Security _____________________________________________________________________________
__________________________________________________________________________________________
Love/Social ________________________________________________________________________________
__________________________________________________________________________________________
Ego/status _________________________________________________________________________________
__________________________________________________________________________________________
Self-actualization ___________________________________________________________________________
__________________________________________________________________________________________

4. Identify which types of rewards are more likely to inspire a positive response at school and at work?

At school            At work 

ACTIVITY 8
SD4-B1
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Closing Activities

ACTIVITY 9
SD4-B1

Part A. Pair work. Mention any five benefits the organization will get if the employees are properly motivated.

Part B. Describe techniques of motivation in an organization.

1. ________________________________________________________________________________________

2. ________________________________________________________________________________________

3. ________________________________________________________________________________________

4. ________________________________________________________________________________________

5. ________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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Create a poster of leadership styles. Consider the following aspects:
a) Definitions of each leadership style. 
b) Examples of leaders.

ACTIVITY 10
SD4-B1
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Rubric 
Use this rubric to assess your activity. 

CATEGORY 4 3 2 1

Graphics - 
Originality

Several of the graphics 
used on the poster 
reflect a exceptional 
degree of student 
creativity in their 
creation and/or display.

One or two of the 
graphics used on the 
poster reflect student 
creativity in their 
creation and/or display.

The graphics are made 
by the student, but are 
based on the designs or 
ideas of others.

No graphics made 
by the student are 
included.

Required Elements
The poster includes 
all required elements 
as well as additional 
information.

All required elements 
are included on the 
poster.

All but 1 of the 
required elements are 
included on the poster.

Several required 
elements were missing.

Content - Accuracy
At least 7 accurate facts 
are displayed on the 
poster.

5-6 accurate facts are 
displayed on the poster.

3-4 accurate facts are 
displayed on the poster.

Less than 3 accurate 
facts are displayed on 
the poster.

Attractiveness
The poster is 
exceptionally attractive 
in terms of design, 
layout, and neatness.

The poster is attractive 
in terms of design, 
layout and neatness.

The poster is 
acceptably attractive 
though it may be a bit 
messy.

The poster is 
distractingly messy or 
very poorly designed. It 
is not attractive.
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Didactic Sequence 5
CONTROLLING

Start Up Activities

So far, we have done planning, organizing, and staffing. 
Now, the important question that arises is as to how the entire 
human machinery of the organization should move. In other 

words, how the work should begin or how the employees should 
be led. The answer to all these questions is in the fourth function 

of management, which is, directing. My job is to influence 
people to start moving towards their work automatically 

and finally contribute to the accomplishment of the 
organizational goals. 

1. What do you understand by the term “controlling”? ______________________________________________

_________________________________________________________________________________________

2. Discuss the relationship between planning and controlling.

_________________________________________________________________________________________

_________________________________________________________________________________________

3. ‘Controlling is looking back.’ Explain and discuss the process of controlling. 

_________________________________________________________________________________________

_________________________________________________________________________________________

ACTIVITY 1
SD5-B1

Read and answer the following questions.
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ACTIVITY 2
SD5-B1

Read the information. 

     The need for effective control in business cannot be denied because the basis of success in business is effective 
control. Under control, actual work progress is compared with the standard work in order to find out deviations so 
that corrective action can be taken and deviations can be removed. 

     The controlling process has four main steps: 
1) Setting performance standards
2) Measurement of actual performance
3) Comparison of actual performance with standards
4) Taking corrective action 

      Management control is an approach that enables a company to produce desired results (generally expressed in 
terms of “performance”) by taking action to achieve those results and by dealing with the dangers brought on by 
external difficulties (particularly those related to the market, competitors and the economic or political context) 
and the internal difficulties of the organization. In other words, management control can be defined as the process 
whereby a company sets itself performance objectives and strives to achieve them as best it can over time. It is a 
method for managing the performance of the company.

     Management control is pursued over time: we situate ourselves both before the action, in the planning phase, 
and after the action in the monitoring and analysis of results phase. The approach is therefore progressive. 

     Controlling helps in checking mistakes and tells us what capability is required to face new challenges. 

     Control cannot be reduced to a simple exercise of “verification”, because then we would be operating “after 
the fact”, once the decisions and action had already been undertaken. In such a case the scope of control would be 
confined to reactions rather than fully effective action. In seeking to control the achievement of desired outcomes 
and results, it is essential to prepare the action, to organize it, to perform simulations and to anticipate its conse-
quences. The planning phase is therefore crucial.

    The process of planning and controlling works based on a system which is described as next:

Planning    →    Results    →     Corrective Action

     Planning and controlling are integral parts of an organization as both are important
 for smooth running of an enterprise.

Deviation. Variation 
among the values of a 
data set when compared 
with a measure of cen-
tral tendency such as the 
mean, median, or mode.

GLOSSARY
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Read the information. 

Organizational controls: Feedforwad, Current & Feedback
     There are several controls a manager can use to affect change and variations in the goals for the organization. 
Since problems can occur at any time during a process, it is important to have a few different ways to manage 
issues. A manager's toolbox should be equipped with three types of controls: feedforward controls, concurrent 
controls and feedback controls. The best way to understand the three different types of organizational controls is 
to think about the controls as before, during and after decisions made by managers.

      Feedforward controls involve identifying and preventing problems in an organization before they occur. 
Feedforward controls are proactive and preventative. They are helpful to managers because they allow a ma-
nager to plan work effectively; they can regulate resources like employees, raw materials and capital ahead of 
time. This means that future problems can be avoided. 

     Concurrent controls involve identifying and preventing problems in an organization as they occur. This 
means that systems are monitored in real-time. Concurrent controls begin with standards and all employee acti-
vity is measured against the standard. Usually these include quality control standards. This means that products 
and services can be checked as they are being produced or performed to be sure that the highest quality product 
or service is being produced or provided. Concurrent controls are important because they occur in real time. 
This is focus on ongoing processes, or things the organization can change in real-time to be sure the objectives 
can be met.

     Feedback controls focus on the outputs of the organization after transformation is completed. It is sometimes 
called post action or output control. Moreover, feedback has two advantages over feedforward and concurrent 
control. First, feedback provides managers with meaningful information on how effective its planning effort 
was. If feedback indicates little variance between standard and actual performance, this is evidence that plan-
ning was generally on target.

      If the deviation is great, a manager can use this information when formulating new plans to make them more 
effective. Second, feedback control can enhance employees’ motivation.

ACTIVITY 3
SD5-B1
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ACTIVITY 4
SD5-B1

Identify the steps of the controlling process. Underline the answer. 

The Coordinator is working on his monthly report, and he is noticing that only 15 out of 45 students have com-
pleted and handed in their Practice Projects. In addition, some students have requested clarification on how to 
complete the documents.

What part of the controlling process does this action refer to?
A) Establishment of standard performance
B) Measurement of actual performance
C) Comparison of actual performance with the standards to find deviations if any.
D) Corrective action

It’s September 30th, the Coordinator is reviewing his projects file. He finds out that 15 students have handed in 
their projects. 

What part of the controlling process does this action refer to?
A) Establishment of standard performance
B) Measurement of actual performance
C) Comparison of actual performance with the standards to find deviations if any.
D) Corrective action

The Coordinator has completed his monthly report. Only 15 out of 45 students have handed in a Practice Project, 
and 15 other students do not seem to understand how to fill in the practice documents. Now he plans to meet one-
on-one with each of these students to see if they need additional guidance on how to complete the documents, or 
if they need help to make a decision on the kind of project they want to do.

What part of the controlling process does this action refer to?
A) Establishment of standard performance
B) Measurement of actual performance
C) Comparison of actual performance with the standards to find deviations if any.
D) Corrective action

The Pre-Professional Practice Coordinator in my school has 45 students in his class. The semester starts in Au-
gust, and he calls for a meeting where he provides guidance on how to fill in the corresponding documents, and 
informs all students that he is expecting them to hand in their Practice Projects by the end of September.

What part of the controlling process does this action refer to?
A) Establishment of standard performance
B) Measurement of actual performance
C) Comparison of actual performance with the standards to find deviations if any.
D) Corrective action
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Closing Activities

Read the information. Pair work.

     Sam, the manager of TQM Auto Repair Shop, recently set goals for 
his business. Sam must establish standards, or a set of 'requirements' for 
his business. He is working on the first step, establishing standards to 
measure performance.

     Sam wants to make $100,000 more this year than he did last year so 
he can replace older equipment in the repair shop. Raising the price of 
repairs can do this. 

     It is important not to take customers for granted. A goal to increase cus-
tomer satisfaction from 84% last year to 90% this year is set. Customer 
service satisfaction must increase by six percent this year. 

     Sam sets a goal to increase the quota, or a goal set for production, for 
the amount of cars each mechanic must repair each week. 

     With all of the new goals Sam set for the repair shop over the past 
week, employees may not be able to keep up with the workload. To ensure 
the goals are met, Sam must devise a way to measure the productivity and performance of his employees. This 
measurement is compared with the goals he set above, or the preset standards. Once he evaluates the information, 
Sam can provide feedback to each employee. This will help them make improvements to their work. 

     Sam developed the standards for what he would like to accomplish in the above step. Now, he needs to develop 
a way of determining whether the goals are being met. Sam creates a new pricing guide, a customer satisfaction 
survey, a sales quota system and an employee evaluation system. Sam is working on the second step, measuring 
actual performance.

     Sam will present the new pricing guide to employees. He explains his plan for raising much-needed revenue to 
each employee so the employee understands the reason for the price increase. It is important to include employees 
in setting goals. If Sam's employees understand the reason for the price increase, they will be more likely to buy-
in to the goal.

Sam also introduces the customer satisfaction survey to his customers. Each customer will fill out a survey where 
they will rate their experience based on many factors like: timeliness of repairs, quality of work, price, friendliness 
of mechanics, and ease of payment. 

     Sam also has to develop a way to measure how many cars are being repaired by each mechanic on a weekly 

ACTIVITY 5
SD5-B1
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basis to be sure that the amount of repairs done weekly, monthly and in a year add up to the desired goal of in-
creasing revenue by $100,000. He introduces the mechanics to a repair quota system. Each mechanic must fix 
ten engines, patch five tires and replace 15 windshield wipers each week. That means that each mechanic must 
bring in about $280.00 in revenue each week to reach the goal. Once broken down for the mechanics, the goal is 
realistic and attainable.

     The toughest challenge for Sam will be to introduce the employee appraisal system. He uses a system that 
involves the employee setting goals for themselves and Sam setting goals for the employees. After talking with 
each employee, Sam is able to determine the criteria for acceptable performance. He will include the sales quota 
system from above, dependability, reliability, motivation and absenteeism in the appraisal. He will sit down with 
each employee to explain the process. If employees have input in setting goals for themselves, they are much more 
likely to achieve the goals.

     As time goes by, Sam needs to monitor the process to be sure it is working. Sam is comparing performance with 
the standard. Sam reviews his repair receipts and income statements each month to be sure he in on target for his 
financial goal of increasing revenue by $100,000.

Answer the questions by using the previous information. 

1. According to the reading, what is an example of a production goal? 

__________________________________________________________________________________________

__________________________________________________________________________________________

2. What is an example of an employee performance appraisal?

__________________________________________________________________________________________

__________________________________________________________________________________________

3. What is the financial goal? 

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 6
SD5-B1
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4. What is the customer service-related goal? 

__________________________________________________________________________________________

__________________________________________________________________________________________

5. How will Sam monitor his employees’ performance? 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

6. If the standards or requirements are not met, what corrective actions could be taken? 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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Part A. Pair work. Mention any five benefits the organization will get if the employees are properly motivated.

Mr. Clark: Sir, may I know what management is?
Mr. Davis: Oh, yes, why not, very simple, “Management is what a manager does.”
Mr. Clark: Sir, what does a manager do?
Mr. Davis: A manager performs five functions in the given order: Planning, Organizing, Staffing, Directing and 
Controlling. 
Mr. Clark: Fine, sir. Kindly explain what a manager aspires to do by performing these functions. 
Mr. Davis: A manager wants to make optimum utilization of resources in order to accomplish the work efficient-
ly and effectively. 
Mr. Clark: Is there any difference between efficiently and effectiveness? Do both have the same meaning? 
Mr. Davis: Oh, no, never make this mistake. There is a lot of different between these two words. Listen… 
efficiency refers to the relationship between inputs and outputs. If we produce more from the given inputs, our 
efficiency is increased. Or if we produce the same from less input, again our efficiency is increased. And it is 
only possible when a manager avoids the wastage of scarce resources. On the other hand ……..
Mr. Clark: Sir, sorry for the interruption. May we refer it as “Doing things right?
Mr. Davis: Yes, you are right. Efficiency means: “doing things right” or “not wasting resources” or “making use 
of resources in a cost-effective manner”.
Mr. Clark: O.K. Please continue…..
Mr. Davis: Effectiveness refers to the successful realization of activities so that organizational goals are achie-
ved. When a manager attains goals, we say he/she is effective. It means effectiveness is determined merely on 
the basis of the attainment of goals regardless of the fact how much cost is incurred in the fulfillment.  
Mr. Clark: So we can call effectiveness as “Doing the right things”. 
Mr. Davis: Yes, you are very right. 
Mr. Clark: Sir then, how are both related? 
Mr. Davis: Efficiency and effectiveness are related. For example, Alfa Co. could produce more attractive and 
comfortable “Mobile Phone Sets” if it ignores material, labor and other costs. It means the company gets the job 
done but a very high cost. It may be expressed like this – the effort of the company is reasonably effective but 
extremely inefficient.  
Mr. Clark: That means management is concerned not only with getting job completed effectively but also with 
doing so as efficiently as possible! 
Mr. Davis: You are hundred per cent right. 
Mr. Clark: Sir, I would like to know at what position a manager performs the five functions of management.
Mr. Davis:  At all the managerial levels. All the employees of an organization are divided into two: Managerial 
Employees and Non-managerial Employees. Managerial Employees have three different categories: Top level 
manager, Middle level managers, and First level managers. The Non-managerial employees are the members 
who work directly on a job and have no subordinates. 
Mr. Clark: May I have a brief description on the five functions of management? 
Mr. Davis: Planning refers to think beforehand. Organizing refers to adjust various elements to achieve common 
objectives. Staffing means to fill and keep the job positions completed with the correct people. Directing has to 
do with instructing, guiding, communicating and inspiring people in the organization. Finally, controlling refers 
to bring the actual results closer to the desired ones. 
Mr. Clark: Sir, one more question please. Why do we study management? 

Evaluation of block 1
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Mr. Davis: If we remove management out of all types of activities, business and non-business, the result will be: 
failure. 
Mr. Clark: O.K. Sir, it was a great learning experience, I really appreciate the way you taught such complicated 
subject. 
Mr. Davis: You’re welcome.

Part B. Create a graphic organizer using the information above.  
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INTEGRATING ACTIVITY

Get together with your Pre-professional Practice team and plan the various stages and activities of the project. 
You will be creating a ‘functions of management’ project based on the organization where you are carrying out 
your practices. 

Consider the following:

Stages of functions of management

A) Planning: vision, mission, goals,  objectives. 
B) Organizing: organization structure, organizational chart, departmentalization, informal structure. 
C) Staffing: recruiting, hiring, training, maintaining. 
D) Directing: Leadership, motivation, supervision, communication.
E) Controlling: establishment of standards, measurement, comparison, corrective  action. 

Note: In the next sub module “Business Presentations and Public Speaking in 
English,” you will be presenting this information orally.
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Porfolio

block 1

PORTFOLIO OF EVIDENCE
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PORFOLIO 1
BLOCK 1 DIDACTIC SEQUENCE 1

Part A. Read the extracts from the mission statements of some well-known companies (1–5). Then in pairs, 
match the name of the company (A–E) with the correct mission statement.

A) Starbucks __________

B) McDonald’S __________  

C) Royal Dutch Shell __________

D) Walmart __________

E) Ford ___________

Mission 1
Our vision: To become the world’s leading company for automotive products and services.
Our mission: We are a globally diverse family, with a proud heritage, that’s passionately 
committed to providing outstanding products and services.
Our values: we do the right thing for our people, our environment and our society, but above 
all for our customers.

Mission 2
We’re determined to continuously improve our social and environmental performance.
We work hard, together with our suppliers and independent restaurant franchisees, to strive 
toward a sustainable future – for our company and the communities in which we operate.
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Mission 3 
Our mission: To inspire and nurture the human spirit – one person, one cup and one neigh-
borhood at a time. We are committed to a role of environmental leadership in all facets of 
our business.

Mission 4
Saving people money to help them live better.
Saving money is a means to helping our customers live better. By offering the best possible 
prices on the products our customers need, we can help them afford something a little extra.
Whether it’s a grandmother who can buy her grandchildren a special gift because she saved 
money on her prescriptions, or a young family saving money to buy their first home, we see 
our mission come to life every day.

Mission 5
To engage efficiently, responsibly and profitably in oil, oil products, gas, chemicals and other 
selected businesses and to participate in the search for and development of other sources of 
energy to meet evolving customer needs and the world’s growing demand for energy.

Part B.

a) Do some research into a well-known company in your country in order to answer the following questions.
1. What is the company’s mission statement?
2. Does the statement show a commitment to CSR (Corporate Social Responsibility) ?
3. How well does the company follow their mission statements? Try to find examples of actions which fulfill the 
mission statement.

b) To what extent do environmental considerations and the social responsibility of companies influence your 
own purchasing decisions?

Corporate Social Res-
ponsibility: Manage-
ment concept whereby 
companies integrate 
social and environmen-
tal concerns in their 
business operations and 
interactions with their 
stakeholders.  

GLOSSARY
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PORFOLIO 2
BLOCK 1 DIDACTIC SEQUENCE 3 

Format for a Curriculum Vitae (CV)
A Curriculum Vitae, commonly referred to as CV, includes a summary of your educational and academic back-
grounds as well as teaching and research experience, publications, presentations, awards, honors, and affiliations.
 
Complete the following CV sample

Sample Curriculum Vitae Template
CONTACT INFORMATION
Name
Address
Telephone
Cell Phone
Email
PERSONAL INFORMATION
Date of Birth
Place of Birth
Sex
Optional Personal information:
Marital Status
Spouse’s Name
Children
EMPLOYMENT HISTORY
Work History
Academic Positions
Research and Training
EDUCATION
High School
University
Graduate School
Post-Doctoral Training
PROFESSIONAL QUALIFICATIONS
Certifications and Accreditations
Computer Skills
AWARDS
PUBLICATIONS
PROFESSIONAL MEMBERSHIPS
INTERESTS
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PORFOLIO 3 
BLOCK 1 DIDACTIC SEQUENCE 4 

Part A. Read the profiles of six world’s greatest business leaders. Complete the sentences. 

a) Jeff Bezos, Amazon
Since 1994 the founder of Amazon.com has seen his company grow from an office in a garage to become the 
number one virtual bookstore. A stream of acquisitions has permitted expansion into CDs and video, clothing, 
toys and medicine. In spite of the dot.com crash of 2001, Amazon has maintained its position as the world’s 
largest retailer on the internet. 
The Bezos strategy stay diversity    establish   buck   pay 

1. ______________ a clear technological lead
2. ______________ lean and efficient
3. ______________ into new businesses
4. ______________ close attention to logistics
5. ______________ the e-commerce trend

b) Michael Dell, Dell Corporation
Dell is the founder and CEO of the Dell Corporation, the direct-sale computer business that has taken the PC 
world by storm. By bypassing retail stores and offering customer tailor-made systems at a low prices, Dell has 
become the biggest in the business, and with its successful entry into the vast Chinese market, the company 
looks virtually unstoppable. 
The Dell strategy think   stick    cut    collaborate   put

1. _____________ out the middleman
2. _____________ customers before product
3. _____________ with suppliers
4. _____________ to what you’re good at
5. _____________ global

c) Ricardo Semler, Semco S/A
The president of the Brazilian marine and food-processing machinery manufacturer Semco, environment acti-
vist and author of the bestselling Maverick! has created the world’s most unusual workplace. At Semco it’s the 
workers who choose and evaluate their bosses. Everyone has access to financial records and 30% of employees 
set their own salaries!
The Semler strategy turn    ignore   eliminate   reward     involve

1.____________ employees in decisions
2. ____________ hierarchies 
3. ____________ conventional wisdom
4. ____________ the company upside down
5. ____________ talent
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d) Richard Branson, Virgin
Though head of the huge Virgin empire, Branson prefers to play the underdog. By competing with the likes of 
British Airways and Coca-Cola, he has earned a reputation for stealing business off complacent market, lea-
ders- and doing it in style. A skilled self-publicist, there seems to be almost nothing he wouldn’t do to promote 
the vibrant Virgin brand. 
The Branson strategy generate     have    take     dare    stretch

1. ____________ on the market leaders
2. ____________ publicity
3. ____________ your brand
4. ____________ fun
5. ____________ be different

e) Carly Fiorina, Hewlett-Packard
Fiorina has a reputation as one of the “toughest cookies” in a tough business. After dropping out of law school, 
she had a number of dead-end jobs before rising meteorically to head one of Silicon Valley’s heavyweights. 
Her no-nonsense style has antagonized some, but she silenced her critics by pushing through a highly success-
ful merger with PC giant Compaq. 
The Fiorina strategy take    ride   lead    shake    grow 

1. ____________ from the front
2. ____________ things up
3. ____________ by acquisition
4. ____________ the flak
5. ____________ out of recession 

f) Jorma Ollila, Nokia
Nokia has a long history going back to 1865. In those days it had diverse business interests in mining, rubber, 
paper and cable manufacture. Today, under the guiding hand of Ollila, it has overtaken Motorola and Ericsson 
to become the world’s top mobile phone company- tightly focused and highly innovative in a notoriously cut-
throat market. 
The Ollila strategy seize    sell    innovate   focus    stay

1. ____________ on your core business
2. ____________ off non-core operations
3. ____________opportunities
4. ____________ one step ahead
5. ____________ or die 

Part B. Your CEO has left the company in mysterious circumstances and the six businesses leaders have all 
applied for the job! Who would you rather work for? And who would be best for the company? Team up with 
people and hold and unofficial meeting to discuss the matter. 
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PORTFOLIO 4
BLOCK 1 DIDACTIC SEQUENCE 4 

Complete the paragraph given below by selecting the appropriate words given.

     Gilberto is without a job and without a source of income. He is without food. He is starving. In such circumstan-

ces, he wants nothing but some _________________. His other ___________________ needs are air, water and 

sleep. Gilberto is fortunate and finds a job. He gets his bread, but his work is dangerous and the job is temporary.

     He now seeks _____________________. His management is sympathetic and

assures him of permanent employment. But he is not happy for he feels lonely.     

     Now he begins to look around for _________________. Even if surrounded by loving friends, he is unhappy 

from within. He now requires some measure of self-confidence and self-respect. He wants to assure himself that he 

can do difficult jobs and work independently. He now seeks ___________________ and ____________________ 

without which he feels uneasy. He now has much self-confidence and self-respect.

physiological   /  security  /   appreciation   /   food    /    friends   /    recognition

• Banks L. (1997). Motivation in the workplace: Inspiring your employees. Coastal Training

• Technologies Corp. Retrieved from: http://www.trainingsolutions.com/pdf/motivating.pdf

• Singla, R.K. (2009). Principles of Management. V.K. (India) Enterprises. 

• Singla, R.K. (2009). Business studies. V.K. (India) Enterprises. 

• Giraud,F.,  Zarlowski, P., Saulpic, O. Lorain, M.A, Fourcade, F., Morales, J. (2011). Fundamentals of Mana-

gement Control. Pearson Education France. Retrieved from: 

• http://www.pearson.fr/resources/titles/27440100018940/extras/7538_tdm.pdf

• Bohoris, G. A. & Vorria, E. P. (n.d.). Leadership vs. Management. Retrieved from: http://www.ep.liu.se/

ecp/026/076/ecp0726076.pdf

INFORMATION SOURCES



Objetos de aprendizajeal finalizar el bloque Competencias a desarrollar

 ■ Distingue los partes importantes a seguir du-
rante una presentación como lo son la intro-
ducción, desarrollo del tema, la conclusión y 
la sección de preguntas y dudas.

 ■ Reconoce aspectos fundamentales que se 
deben tomar en cuenta para llevar a cabo 
una presentación oral como: “preparation”, 
“objective”, “audience”, “place”, “time”, “me-
thod”, “content”, “visual aids” etc.

 ■ Utiliza sus habilidades orales para comuni-
carse efectivamente tomando en cuenta los 
aspectos a evaluar como: la organización 
del tema, el contacto visual, expresiones 
faciales, volumen, entonación, aparien-
cia física,  lenguaje corporal entre otras. 
 

Tiempo asignado: 35 horas

 ■ El proceso administrativo, sus objetivos y fun-
ciones.

 ■ Primera etapa del proceso administrativo: 
Planeación

 ■ Segunda etapa del proceso administrativo: 
Organización

 ■ Tercera etapa del proceso administrativo: In-
tegración

 ■ Cuarta etapa del proceso administrativo: Di-
rección

 ■ Quinta etapa del proceso administrativo: 
Control

 ■ Produce textos con base en el uso normativo 
de la lengua, considerando la intención y si-
tuación comunicativa.

 ■ Expresa ideas y conceptos en composiciones 
coherentes y creativas, con introducciones, 
desarrollo y conclusiones claras.

 ■ Argumenta un punto de vista en público de 
manera precisa, coherente y creativa.

 ■ Valora el pensamiento lógico en el proceso 
comunicativo en su vida cotidiana y acadé-
mica.

 ■ Identifica e interpreta la idea general y posi-
ble desarrollo de un mensaje oral o escrito 
en una segunda lengua, recurriendo a cono-
cimientos previos, elementos no verbales y 
contexto cultural.

 ■ Se comunica en una lengua extranjera me-
diante un discurso lógico, oral o escrito, con-
gruente con la situación comunicativa.

Desempeño del estudiante

Business Presentations and Public Speaking in English
BLOCK 2
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DIAGNOSTIC EVALUATION

The purpose of this evaluation is to determine your susceptibility of being a source of communication breakdown. 
Respond not as you would like to be seen as a communicator but as you really are.

Indicate how frequently you engage in the following behaviors when communicating with another person.

Use this scale to describe your behavior.
  
    4 – I always do this.
    3 – I often do this.
    2 – I sometimes do this.
    1 – I seldom do this.
    0 – I never do this.

____ 1.When I have something to say, I am open and honest about my need to say it.
____ 2. I communicate with an awareness that the words I choose may not mean the same thing to other people 
that they do to me.
____ 3. I recognize that the message I receive may not be the same one the other person intended to send.
____ 4. Before I communicate, I ask myself questions about who my receiver is and how that will affect his or 
her reception of my message.
____ 5. As I communicate to someone, I keep a watchful eye and ear out for an indication that I am understood.
____ 6. I make my messages as brief and to the point as possible.
____ 7. I consciously avoid the use of jargon with those who may not understand it.
____ 8. I consciously avoid the use of slang words and colloquialisms with those who may be put off by them.
____ 9. I try not to use red-flag words (words that might trigger an emotional response) that may upset or dis-
tract the receiver of my message.
____ 10. I recognize that how I say something is just as important as what I say.
____ 11. I analyze my communication style to determine what nonverbal messages I send and how well they 
conform to the meaning I desire to get across.
____ 12. I carefully consider whether my message would be best understood by my receiver in a face-to-face 
meeting, over the telephone, or in writing.
____ 13. I form opinions about what others say to me based on what I hear them saying rather than what I think 
of them as a person.
____ 14. I make a genuine effort to listen to ideas with which I don’t agree.
____ 15. I look for ways to improve my listening skills. TO

TA
L  SCOR

E
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Find your score on the following table.

Score Interpretations
50 – 60  Are you sure you were honest? If so, you are an extremely effective communicator who almost never 
contributes to misunderstanding.
40 – 49  You are an effective communicator who only infrequently causes communication breakdown. The goal 
of these exercises is to move everyone up to this level.
30 – 39  You are an above average communicator with occasional lapses. You cause some misunderstandings 
but less than your share.
20 – 29  Many people (at least those who are honest) fall into this category. While things could be worse, there 
is much room for improvement in  your communication style. The goal of these exercises is to move you to a 
higher category.
10 – 19 You are a frequent source of communication problems. Enthusiastically tackle the rest of these exercises 
and consider their implications for you personally.
Less Than  9 Your honesty is commendable, but it will take more than honesty to improve your communica-
tion effectiveness. Consider taking a communication course.

• Does your score surprise you?
• Do you think it is accurate?
• What can you do to improve your score?

At the end of this submodule you 
will be presenting a formal oral 
presentation.
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Didactic Sequence 1
BUSINESS COMMUNICATION FOR SUCCESS

Start Up Activities

ACTIVITY 1
SD1-B1

Read the following information and discuss the questions below.

Communication Skills Are 
Desired by Business and Industry

Oral and written communication proficiencies are consistently 
ranked in the top ten desirable skills by employer surveys year 

after year. In fact, high-powered business executives sometimes hire con-
sultants to coach them in sharpening their communication skills. According to 

the National Association of Colleges and Employers, the following are the top 
five personal qualities or skills potential employers seek:

1. Communication skills (verbal and written)
2. Strong work ethic
3. Teamwork skills 

4. Initiative
5. Analytical skills

Knowing this, you can see that one way for you to be successful and in-
crease your promotion potential is to increase your abilities to speak 

and write effectively. An individual with excellent communica-
tion skills is an asset to every organization. No matter what 

career you plan to pursue, learning to express your-
self professionally in speech and in writing 

will help you get there.
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1.- What makes you nervous when you speak in public? 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2.- Are you good at speaking in public? Why?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3.- According to the text, what do you think it means with each one of the five personal qualities employers 
seek?

Communication skills_________________________________________________________________________

Strong work ethic ___________________________________________________________________________

Team work skills ___________________________________________________________________________

Initiative __________________________________________________________________________________

Analytical skills ____________________________________________________________________________
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Development Activities

Read the following text and discuss the questions below.

1. How is non-verbal communication important in 
relationships? How may this affect in a positive  and 
negative way?

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

2. What can Jack do to improve his relationships with others?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3. Why is non-verbal communication important when having an oral presentation?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 2
SD1-B1
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ACTIVITY 3
SD1-B1

Read the following information.

While You're Talking, What Is Your Body Saying? 
More than half of your impact as a speaker depends upon your body language. You probably have control over 
the words you speak, but are you sure that you have control over what you are saying with your body language? 

Body language comprises gesture, stance, and facial expression. These are all the more important when all eyes of 
an audience are upon you. When you are presenting, strong, positive body language becomes an essential tool in 
helping you build credibility, express your emotions, and connect with your listeners. It also helps your listeners 
focus more intently on you and what you're saying.

The tricky thing about body language is that you are usually unaware of the messages you're conveying nonverba-
lly. When presenters see themselves on videotape, they're often surprised to see that their body language conveyed 
an entirely different message from the one they had intended. For example, some people actually shake their heads 
"no" when they say "yes." 

Effective body language supports the message and projects a strong image of the presenter. Audiences respond 
best to presenters whose bodies are alive and energetic. Audiences appreciate movement when it is meaningful 
and supportive of the message. The most effective movements are ones that reflect the presenter's personal invest-
ment in the message.

Gesture. Do use your hands. They don't belong on your hips or in your pockets or folded across your chest either 
or held behind your back. Use them-to help emphasize a point, to express emotion, to release tension, and to en-
gage your audience. 

Stance. Your stance can tell the audience that you're happy, scared, confident, or uncomfor-
table. Audiences "read" these messages unthinkingly but unfailingly. Stance speaks. A ba-
lanced stance with weight even but slightly forward tends to say that the speaker is engaged 
with the audience. A slumped stance leaning to one side can says the speaker doesn't care. 

The feet should point straight ahead, not quite shoulder-width apart. When not gesturing, 
the hands should sit quietly at the sides of the presenter. Letting the hands fall to the sides 
between gestures projects ease. These moments of stillness between gestures also have the 
effect of amplifying the gestures. Yes, you can move around, but remember to punctuate that 
movement with stillness. Constant motion, such as swaying, is a distraction that can annoy 
your listeners.
Facial expression. The movements of your eyes, mouth, and facial muscles can build a con-
nection with your audience. Alternatively, they can undermine your every word. Eye focus 
is the most important element in this process. No part of your facial expression is more 
important in communicating sincerity and credibility. Nothing else so directly connects you 
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to your listeners-whether in a small gathering or a large group. Effective presenters engage one person at a time, 
focusing long enough to complete a natural phrase and watch it sink in for a moment. This level of focus can rivet 
the attention of a room by drawing the eyes of each member of the audience and creating natural pauses between 
phrases. The pauses not only boost attention, but also contribute significantly to comprehension and retention by 
allowing the listener time to process the message. 

The other elements of facial expression can convey the feelings of the presenter, anything from passion for the 
subject, to depth of concern for the audience. Unfortunately, under the pressure of delivering a group presenta-
tion, many people lose their facial expression. Their faces solidify into a grim, stone statue, a thin straight line 
where the lips meet. Try to unfreeze your face right from the start. For example, when you greet the audience, 
smile! You won't want to smile throughout the entire presentation, but at least at the appropriate moments. It's 
only on rare occasions that you may need to be somber and serious throughout.

http://totalcommunicator.com/body_article.html#

ACTIVITY 4
SD1-B1

Analyze the picture and discuss the following question:

What is the man saying and what is he really expressing with his body language?

How did the lady with glasses feel with his response?
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ACTIVITY 5
SD1-B1

Answer the following  questions.

Analyze your own situation when presenting orally in front of the class.

1.- How do you feel and what do you think you express?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2.- Do you make body movements?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3.- How is your stance?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

4.- What aspects according to your  body language can you improve when presenting?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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Read the following information.

Visual Aids
Visual aids skillfully deployed in a talk or presentation can often convey an idea or piece of information more 
effectively than a verbal description. But, while it is true that a picture is worth thousand words, you must be clear 
in your own mind what visual image you want to leave in the minds of your audience at the end of your presenta-
tion. If you are not careful, your visual aids can give a totally wrong impression. 

All too often speakers visualize what is better said and say what would be more effective visualized. So how do 
you decide what to do about visualizing your presentation? Once you have compiled the information for your 
presentation, ask yourself four questions:

Do I need visual aids at all?
What visual aids are appropriate?
What important points of my presentation would be better understood by visual aid than by words?
What picture or memory do I want the audience to take away?

The answer to the last question helps you to choose the one key visual aid for your presentation. It could be the 
only one you need.

Characteristics of good visual aids

When planning your use of visual aids, consider the following points:

1. They must be readable (or understandable) from the furthest point in the room.
Always, before your presentation, go to the point furthest in the room from the screen on which your visual aid 
will be shown, or the table on which a model or exhibit is to appear, and check that what you plan to visualize can 
be both seen and understood by everyone attending. For a Power Point Presentation which is the most commonly 
used, use a big enough font  (at least 24 point size) and keep the background simple using adequate colors (avoid 
using  yellow, red or green for text)
2. They must produce an immediate impact.
A visual aid is used to gain or regain attention that may have wandered during your introductory remarks. Sket-
ches, pictures, or diagrams have more impact than words or figures.  
3. Use a few words as possible.
Avoid too much detail on one visual aid. Keep information to four lines at most. Letters when projected should 
be at least three inches high. 
4. They must be easy to read and simple to understand.

Use short words, none at an angle or upside down.

ACTIVITY 6
SD1-B1
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It is important to use the most appropriate visual aid taking into account:

• Physical environment in which presentation is made.
• Size of audience.
• Type of presentation.
• The message you want to deliver.

Types of visual aid
There are a large number of different methods of visualizing a talk or presentation. In the following list you will 
find some common and uncommon visual aids. Cross out the ones that are not used anymore.

• White boards
• Magnetic boards
• Flipcharts
• Film projectors
• 35 mm slide projectors
• Digital projector
• Models
• Handouts
• Overhead projector
• Smart board

Lidstone; J (2003) Presentation Planning and Media Relations for the Pharmaceutical Industry Chapter 6. Using Visual Aids

Write the name for each visual aid. Circle the most commonly used nowadays.
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ACTIVITY 6
SD1-B1

Answer the following questions.

When you present in front of the class, what do you have to consider when choosing a visual aid?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Which is the visual aid that you commonly use?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Which one have you already used and for which purpose?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Read the following text.

Preparing a Presentation
With good preparation and planning you will be totally confident and less nervous. And your audience will feel 
your confidence. Your audience, too, will be confident. They will be confident in you. And this will give you con-
trol. Control of your audience and of your presentation. With control, you will be 'in charge' and your audience 
will listen positively to your message.

Objective
Before you start to prepare a presentation, you should ask yourself: "Why am I making this presentation?" Do you 
need to inform, to persuade, to train or to sell? Your objective should be clear in your mind. If it is not clear in your 
mind, it cannot possibly be clear to your audience.

ACTIVITY 7
SD1-B1
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Audience
"Who am I making this presentation to?" Sometimes this will be obvious, but not always. You should try to inform 
yourself. How many people? Who are they? Business people? Professional people? Political people? Experts or 
non-experts? Will it be a small, intimate group of 4 colleagues or a large gathering of 400 competitors? How much 
do they know already and what will they expect from you?

Venue
"Where am I making this presentation?" In a small hotel meeting-room or a large conference hall? What facilities 
and equipment are available? What are the seating arrangements?

Time and length
"When am I making this presentation and how long will it be?" Will it be 5 minutes or 1 hour? Just before lunch, 
when your audience will be hungry, or just after lunch, when your audience will be sleepy?

Method
How should I make this presentation?" What approach should you use? Formal or informal? Lots of visual aids or 
only a few? Will you include some anecdotes and humor for variety?

Content
"What should I say?" Now you must decide exactly what you want to say. First, you should brainstorm your ideas. 
You will no doubt discover many ideas that you want to include in your presentation. But you must be selective. 
You should include only information that is relevant to your audience and your objective. You should exclude all 
other ideas. You also need to create a title for your presentation (if you have not already been given a title). The 
title will help you to focus on the subject. And you will prepare your visual aids, if you have decided to use them. 
But remember, in general, less is better than more (a little is better than a lot). You can always give additional 
information during the questions after the presentation.

Structure
A well-organized presentation with a clear structure is easier for the audience to follow. It is therefore more effec-
tive. You should organize the points you wish to make in a logical order.

This structure should 
be represented in an 
outline, which will be 
seen later.

Most presentations are divided into 3 main parts and questions: 

INTRODUCTION
BODY
CONCLUSION
QUESTIONS

In general, the introduction should be about 10-15% of your 
speaking time, the body around 75%, and the conclusion and 
questions only 10%.

As a general rule in communication, repetition is valuable. In 
presentations, there is a golden rule about repetition:
1. Say what you are going to say,
2. Say it,
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3. Then say what you have just said.
In other words, use the three parts of your presentation to reinforce your message. In the
introduction, you tell your audience what your message is going to be. In the body, you tell your audience your 
real message. In the conclusion, you summarize what your message was.

INTRODUCTION

The introduction is a very important perhaps the most important part of your presentation. This is the first impres-
sion that your audience has of you. You should concentrate on getting your introduction right. You should use the 
introduction to:

1. Welcome your audience
2. Introduce your subject
3. Outline the structure of your presentation
4. Give instructions about questions

The following table shows examples of language for each of these functions. You may
need to modify the language as appropriate.

Function Possible language

1.Welcoming your 
audience Good morning, ladies and gentlemen

Good afternoon, everybody

2.Introducing your 
subject

I am going to talk today about...

The purpose of my presentation is to introduce our new range

of...

3. Outlining your 
structure

To start with I’ll describe the progress made this year. Then I’ll mention some of the 
problems we’ve encountered and how we overcame them. After that I’ll consider the 
possibilities for further growth next year. Finally, I’ll summarize my presentation 
(before concluding with some recommendations).

4.Giving Instructions 
about questions

Do feel free to interrupt me if you have any questions.

I’ll try to answer all of your questions after the presentation.

I plan to keep some time for questions after the presentation.
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BODY

The body is the ‘real’ presentation. If the introduction was well prepared and delivered, you will now be ‘in 
control’. You will be relaxed and confident.

The body should be well structured, divided up logically, with plenty of carefully spaced visuals.

Remember these key points while delivering the body of your presentation:

• Do not hurry
• Be enthusiastic
• Give time on visuals
• Maintain eye contact
• Modulate your voice
• Look friendly
• Keep to your structure
• Use your notes
• Signposting ( key words used to indicate different stages in the presentation)
• Remain polite when dealing with difficult questions.

Function Possible language

Adding more points

First of all….

Firstly…

Secondly…

Finally..

In addition

I´d like to move onto

Now I´d like to look at

This leads me to my next  point

Unable to answer questions

That´s an interesting question, I don´t actually know, but I´ll get back to 
you later.

Good question! I really don´t know!

What do you think?

Unfortunately I´m not the best person to answer that.
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CONCLUSION

Use the conclusion to:

1. Sum up
2. Give recommendations if appropriate
3.Thank your audience
4. Invite questions

The following table shows examples of language for each of these functions. You may need to modify the langua-
ge as appropriate.

Function Possible language

1. Summing up

To conclude,...

In conclusion,...

Now, to sum up...

So let me summarize/recap what I’ve said.

Finally, may I remind you of some of the main points

we’ve considered.

2.Giving Recommendations

In conclusion, my recommendations are...

I therefore suggest/propose/recommend the following

strategy.

3. Thanking your audience

Many thanks for your attention.

May I thank you all for being such an attentive

audience.
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QUESTIONS

Questions are a good opportunity for you to interact with your audience. It may be helpful for you to try to predict 
what questions will be asked so that you can prepare your response in advance. You may wish to accept questions 
at any time during your presentation, or to keep a time for questions after your presentation. Normally, it’s your 
decision, and you should make it clear during the introduction. Be polite with all questioners, even if they ask 
difficult questions. They are showing interest in what you have to say and they deserve attention.

Inviting questions

I would be happy to answer any questions.

If you have any questions, I would be pleased to

answer them.

I would welcome any comments/suggestions.

Now I’ll try to answer any questions you may have.

Can I answer any questions?

Do you have any questions?

Are there any final questions?

Here are the introductions to two different presentations. Separate the two presentations and put them in the 
correct order:

a. At the end I will suggest practical ways in which you as managers can motivate both yourselves and the peo-
ple who work for you.

b. Good morning ladies and gentlemen, and welcome to our session on the dynamics of motivation.

c. Then I will give a short demonstration of our prototype and explain what we have already achieved.

d. Please feel free to raise questions at any time on technical or financial aspects of the project and I shall do my 
best to answer them.

e. To begin with, I shall outline the main goals of the project.

ACTIVITY 8
SD1-B1
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f. I would like to ask you to keep any questions you may have until the end, when I hope we will also have time 
to discuss your personal experiences and particular work situations.

g. Finally, I shall move on to the major commercial applications and potential returns on investment.

h. I will then turn to what we really mean by motivation, and look at the internal and external factors that play a 
part in creating it.

i. Good afternoon ladies and gentlemen. I would like to talk to you this afternoon about why we feel our interac-
tive video project is worth investing in.

j. I shall start by looking at why motivation is so important and why the ability to motivate is a vital manage-
ment skill.

Presentation 1 / B Presentation 2 / I
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Read this introduction to a presentation. Choose the correct words or phrases in italics:

ACTIVITY 9
SD1-B1

Good afternoon, ladies and gentlemen and welcome  in/to/for our seminar on corporate property management. 
I would like to  begin/starting/commence by  drawing/telling/outlining some of the main  explanations/
matters/issues in corporate property management

 so that/for/in order you will be able to judge whether your company is devoting sufficient time to this 
question.

I will then  look/turn/change to some of the legal and financial  queries/aspects/pieces of property 
management, and will  discuss/look/explain how your companies may be affected by current and future 
legislation. I will  illustrate/give examples/discuss of the kinds of problems our clients have faced and 
explain what was done to solve them.

I will finish  by/with/in giving a brief resume of the consultancy service that we offer, and I will explain what 
you need/shall/should do if you would like to look into the matter further.

As we are rather  hurried/pressed/short for time, I would be grateful if you could  rest/stay/save any questions 
you may wish to  rise/raise/arise until the end, when I will  do/make/have my best to answer them.

Answer

PORTFOLIO 

1 at the end 

of this 

submodule
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ACTIVITY 10
SD1-B1

To read 

Martin Luther 

King´s speech 

look at 

appendix 1.

Answer and discuss the following questions.

What are some of the great speeches in history that you can think of?
Who are the greatest speakers that you can think of (past and present?
What are the characteristics of a great speech?
Look at the picture below. Who is he? Why is he famous for? What is the name of his famous speech? How was 
his speech?

Read the following information below.

There are different types of speeches public speakers use to influence their audience. We'll look at those informa-
tive and persuasive speeches and how each serves a different purpose.

ACTIVITY 11
SD1-B1

Informative and Persuasive Speech
The general purpose of an informative speech is to communicate new information or a new perspective on a 
topic to an audience and bring listeners to greater understating or insight.  An informative speech may be about 
an object, process, event, person, issue or concept. If you choose to present a speech about an object, it is usually 
about something tangible that can be seen, touched, or otherwise experienced through the physical senses, such as 
a car, a computer, a place, or even a monument. If you decide to describe a system or sequence of steps that lead 
to a result or change taking place, such as the steps in applying for a loan or shopping for a new car or computer, 
that is an informative speech about a process. An event speech describes something that has occurred, such as a 
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historical event or a noteworthy event that has happened in your community, such as the results of an election. A 
speech about a person describes an individual in much the same way that an object speech describes an object. A 
concept speech is about abstract ideas such as theories, principles, or values for example the theory of relativity. 
If you choose to present an issue speech, it would examine a debatable topic from various points of view such as 
environmental concerns.

On the other hand, persuasive speaker uses information to influence listeners. The three types of persuasive spee-
ches, based on the speaker´s objective attempt to (1) reinforce the listener´s attitudes, beliefs, and values; (2) chan-
ge attitudes, beliefs, and values; or (3) move the listeners to action. Whether the speech is intended to influence 
attitudes, beliefs, values, or actions, a competent speaker uses one or more of three types of appeals.  An appeal is 
the subtle technique speakers use to get the audience to accept their persuasive argument. A logical appeal is based 
on knowledge and reasoning, what people know, and makes use of deductive or inductive reasoning to influence 
listeners. An emotional appeal is based on psychology and passion, how people feel, and calls on emotions such 
as love, hate, sympathy, guilt, or even fear to influence the audience. A third type of appeal, credibility, is based 
on the listeners´ perceptions of the reputation, prestige, and authority of the speaker. The speaker´s perceived ex-
pertise, trustworthiness, and charisma affect perceptions of credibility.

Sherwyn P. Morreale, Brian H. Spitzberg, J Kevin Barge  (2007) Human Communication: Motivation, Knowledge, and Skills 

Complete the following chart with the correct content of speech (object, process, event, people, issue or concept)

ACTIVITY 12
SD1-B1

Content of Speech Possible topics

Planning

The information age, Theory of evolution, Principles 
of Communication, etc.

Martin Luther King

Unions and strike policies

The Second World War

A palm computer
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Discuss the following questions and read the information below.

What is an outline? 
Why is it useful?

ACTIVITY 13
SD1-B1

Basic Presentation Outline
When giving an oral presentation, it is a good idea to have an outline. An outline helps to: 
• Ground you 
• Keep you on topic 
• Remember all of your main points 

An effective outline is just that - an outline - not the entirety of what you want to say. 
Points on an outline do not need to be whole sentences, instead use cue words that represent 
ideas. This way you can easily glance at your paper and know where you are in your presen-
tation and where you want to go next. Each person should adapt their outline to match their 
presentation and train of thought. 

Every presentation ought to have an introduction, a body consisting of main points and 
ideas, and a conclusion. 

This structure should be represented in your outline. 
• Use your introduction to greet your audience and tell them what you are about to cover. 
• The body of your presentation contains the bulk of your talk: your main ideas and suppor-
ting points. 
• The conclusion briefly restates your main point and concluding statements. Be sure to 
wrap up neatly, a nice way to do this is by thanking your audience. 



CTP  Inglés para Relaciones Laborales

Colegio de Bachilleres del Estado de Sonora
9898

You are going to make an informative outline following the sample format provided. Remember it can be about 
an object, process, event, person, concept or issue. A complete example is shown at appendix 2.

Sample Formal Speech Outline
Title:
Name:
General Purpose:
Specific Purpose:
Time:

I.  INTRODUCTION 
A. Attention-getter: 
B. Central Idea: 
C. Establish credibility and relate topic to 
audience: 
D. Preview the main points: 
Transition: *** Sentence to jump from your 
introduction to the body of your presentation.

II.  BODY 
A. Main Point: (A declarative sentence 
about the first main idea for your topic) 
1. Supporting point 
a. Sub-supporting point 
b. Sub-supporting point 
2. Supporting point: 
a. Sub-supporting point 
b. Sub-supporting point 
 Transition: ***Sentence to jump from your 
introduction to the body of your presentation.
B. Main Point: (A declarative sentence 
about the second main idea for your topic) 
1. Supporting point 
a. Sub-supporting point 
b. Sub-supporting point 
2. Supporting point: 
a. Sub-supporting point 
b. Sub-supporting point 
Transition: ***Sentence to jump from your first 
main idea to the second.
C. Main Point: (A declarative sentence 
about the third idea about your topic, if needed) 

1. Supporting point 
a. Sub-supporting point 
b. Sub-supporting point 
2. Supporting point: 
a. Sub-supporting point 
b. Sub-supporting point 
Transition: ***Sentence to jump from your first 
main idea to the second.

III.  CONCLUSION 
A. Summary of the main points 
B. Restatement of the central idea. 
C. Closing lines that relate back to the intro-
duction.
(Note: Don’t forget your Bibliography, here or on a 
separate page, in APA Format)

Courtesy of Shawn Morgan, Instructor – Comm. 
201 – Spring 2007

ACTIVITY 14
SD1-B1

To look at 

an example 

of a formal 

informative 

speech go 

to appendix 

2.  
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ACTIVITY 15
SD1-B1

Closing Activities

Complete the following sentences using the words from the box.

  smiling        eye contact           body language       point         straight         confidence

About body language….

1. Good ________________ follows naturally when you're feeling relaxed and confident, so the most important 
thing you can do is learn to be more relaxed.

2. Maintain steady _________________ with the audience throughout the talk. If you don’t, you will quickly sig-
nal that you don’t want to be there, that you aren’t really committed to your message, or that you have something 
to hide.

3. To boost your __________________ during your presentation, open your chest and arms and keep your back 
________________. This position will make you breath better and you´ll feel more relaxed.

4. To make your audience comfortable, simply smile at them. ________________ is our most powerful weapon.

5. To draw attention to a certain element of the presentation,________________ directly at it and look at it on the 
screen at the same time. Your audience will follow your eyes and finger.
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            legible            seen            support              flipchart              backup plan

      body    signposts        overview      audience    conclusion     introduction       well structured

About visual aids…

Be sure your visual aids can be ________________ and understood by everyone.

Always have a ________________ if a visual aid fails (like a bulb burning out).

If you are writing on a ________________, be sure your handwriting is ________________ and large enough to 
be seen by everyone.

Remember that your visual aids ________________ your presentation; they are not the presentation itself.

About the structure of an oral presentation or speech…

A good oral presentation is ________________; this makes it easier for the listener to follow.

The ________________ is the main part of your presentation. This is where you explain your topic and where 
all your information is presented. The organization is critical because the ________________ needs to be able to 
follow what you are saying and/or doing.

The ________________ is the point at which the presenter explains the content and purpose of the presentation. 
This is a vitally important part of your talk as you will need to gain the audience’s interest and confidence.

Transitions are the ________________ that help the audience navigate their way through your presentation. They 
can help divide information up into sub-sections, link different aspects of your talk and show progression through 
your topic.

________________  is the stage at which you can summarize the content and purpose of your talk, offer an 
________________ of what has been achieved and make a lasting impact.
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INTEGRATING ACTIVITY

In the submodule Functions of Management, you worked with a final project about the four functions of mana-
gement related with the company where you are carrying out your pre-professional practices. For this submodule 
you are going to present the same information but orally  considering all the aspects of a good oral presentation.  
You will work in the same team as you did in the Function of Management submodule.

Prepare your outline.
Think about the place where you will be presenting.
Choose the adequate visual aids.
Practice what you are going to say and focus on your body language.
The content that you developed in the body structure was: 

A) Planning: Vision, mission, goals, and objectives.
B) Organizing: Organization structure, organizational chart, departmentalization, and informal structure.
C) Staffing: Recruiting, hiring, training, and maintaining.
D) Directing: Leadership, motivation, supervision, and communication.
E) Controlling: Establishment of standards, measurement, comparison, and corrective action.

You will be graded according to the following evaluation rubric.
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INTEGRATING ACTIVITY - EVALUATION RUBRIC

Criteria

Introduction 
of topic Topic introduced. Topic introduced clearly, and 

purpose of talk was made clear.

Topic introduced clearly and in an 
interesting way. Purpose of talk 
was made clear. Outline of points 
was given.

Development 
of topic

Some understanding of topic 
shown. Some links and 
connections made between 
ideas. Points are usually 
developed with minimum 
detail. Information is usually 
relevant.

Good understanding of topic 
shown. Links and connections 
between ideas made clear. 
Information was relevant and 
expressed in own words. Points 
were developed with sufficient 
and appropriate details.

A very good understanding 
of the topic shown. Links and 
connections between ideas made 
clear. Information was relevant 
and well expressed in own words. 
Points were well-organized and 
developed with sufficient and 
appropriate details.

Ability to 
engage and 

involve 
audience

Some eye contact was made.

Techniques used to engage 
audience were minimal, or 
mainly ineffective.

An interesting approach taken to 
topic. Speaker used techniques 
such as visual aids and props, 
anecdote, surprising facts, direct 
audience participation.

Speaker monitored audience and 
adapts presentation accordingly. 
An interesting or original 
approach taken to the topic. 
Speaker used techniques such as 
visual aids and props, anecdote, 
humor, surprising facts, direct 
audience participation.

Suitability of 
presentation 
for purpose 

and audience

Attempts were made to tailor 
the presentation content 
to the intended purpose of 
informing, or persuading.

The presentation content and 
structure was tailored to the 
audience and to the intended 
purpose of informing, or 
persuading.

The presentation content, 
structure and delivery were 
closely tailored to the audience 
and to the intended purpose of 
informing, or persuading.

Voice: clarity, 
pace, fluency

Presenter occasionally spoke 
clearly and at a good pace.

Presenter usually spoke 
clearly to ensure audience 
comprehension. Delivery was 
usually fluent.

Presenter spoke clearly and at 
a good pace to ensure audience 
comprehension. Delivery was 
fluent and expressive.

Vocabulary, 
sentence 
structure, 
grammar

The vocabulary of the 
presentation was mainly 
appropriate for the topic. 
The presentation content was 
occasionally grammatically 
correct.

The vocabulary of the 
presentation was appropriate for 
the topic. Sentence structures 
were usually correct. The 
presentation content was usually 
grammatically correct.

The vocabulary of the 
presentation was appropriate for 
the topic. A variety of phrases and 
sentence structures were used. 
The presentation content was 
grammatically correct.

Pronunciation
Pronunciation occasionally 
correct, but often hesitant and 
inaccurate.

Pronunciation and intonation is 
usually correct.

Pronunciation and intonation is 
correct and confident.
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Use of visual 
aids

No visual aids were used; OR

Visual aids were occasionally 
appropriate and related to the 
spoken message.

Visual aids supported the 
presentation effectively. They 
clarified and reinforced the 
spoken message.

Visual aids were carefully 
prepared and supported the 
presentation effectively. They 
clarified and reinforced the 
spoken message. The aids 
added impact and interest to the 
presentation.

Conclusion of 
topic

An attempt was made to 
conclude the presentation.

The presentation was summed 
up clearly.

The presentation was summed up 
clearly and effectively, with key 
points emphasized.

Answering 
questions 

from 
audience

Not all questions could 
be answered. Questions 
answered with difficulty, and 
little knowledge of the topic 
was demonstrated.

Most questions answered.

Answers showed good 
knowledge and understanding of 
the topic. Language was mainly 
correct.

Questions answered with little 
difficulty. Very good knowledge 
of the topic was demonstrated. 
Language was correct and fluent.
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PORTFOLIO 1

Categorize the phrases and expressions a-w according to the following functions. Three have already been done 
for you.

Opening a conversation Directing a 
conversation Showing interest Closing a conversation

b c a
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APPENDIX 1

Martin Luther King's I have a dream speech August 28 1963

 I am happy to join with you today in what will go down in history as the greatest demonstration for freedom in 
the history of our nation.

Five score years ago, a great American, in whose symbolic shadow we stand today, signed the Emancipation 
Proclamation. This momentous decree came as a great beacon light of hope to millions of Negro slaves who had 
been seared in the flames of withering injustice. It came as a joyous daybreak to end the long night of captivity.
But one hundred years later, the Negro still is not free. One hundred years later, the life of the Negro is still sadly 
crippled by the manacles of segregation and the chains of discrimination. One hundred years later, the Negro lives 
on a lonely island of poverty in the midst of a vast ocean of material prosperity. One hundred years later, the Negro 
is still languished in the corners of American society and finds himself in exile in his own land. So we have come 
here today to dramatize a shameful condition.

In a sense we've come to our nation's Capital to cash a check. When the architects of our republic wrote the mag-
nificent words of the Constitution and the Declaration of Independence, they were signing a promissory note to 
which every American was to fall heir.

This note was a promise that all men, yes, black men as well as white men, would be guaranteed the unalienable 
rights of life, liberty, and the pursuit of happiness.

It is obvious today that America has defaulted on this promissory note insofar as her citizens of color are concer-
ned. Instead of honoring this sacred obligation, America has given the Negro people a bad check; a check which 
has come back marked "insufficient funds."

But we refuse to believe that the bank of justice is bankrupt. We refuse to believe that there are insufficient funds 
in the great vaults of opportunity of this nation. So we have come to cash this check- a check that will give us upon 
demand the riches of freedom and the security of justice.

We have also come to this hallowed spot to remind America of the fierce urgency of now. This is no time to engage 
in the luxury of cooling off or to take the tranquilizing drug of gradualism.

Now is the time to make real the promises of democracy. Now is the time to rise from the dark and desolate valley 
of segregation to the sunlit path of racial justice. Now is the time to lift our nation from the quick sands of racial 
injustice to the solid rock of brotherhood. Now is the time to make justice a reality for all of God's children.

It would be fatal for the nation to overlook the urgency of the moment. This sweltering summer of the Negro's 
legitimate discontent will not pass until there is an invigorating autumn of freedom and equality. Nineteen six-
ty-three is not an end, but a beginning. Those who hope that the Negro needed to blow off steam and will now 
be content will have a rude awakening if the nation returns to business as usual. There will be neither rest nor 
tranquility in America until the Negro is granted his citizenship rights. The whirlwinds of revolt will continue to 
shake the foundations of our nation until the bright day of justice emerges.

But there is something that I must say to my people who stand on the warm threshold which leads into the palace 
of justice. In the process of gaining our rightful place we must not be guilty of wrongful deeds. Let us not seek 
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to satisfy our thirst for freedom by drinking from the cup of bitterness and hatred. We must forever conduct our 
struggle on the high plane of dignity and discipline. We must not allow our creative protest to degenerate into 
physical violence. Again and again we must rise to the majestic heights of meeting physical force with soul force.
The marvelous new militancy which has engulfed the Negro community must not lead us to a distrust of all white 
people, for many of our white brothers, as evidenced by their presence here today, have come to realize that their 
destiny is tied up with our destiny. And they have come to realize that their freedom is inextricably bound to our 
freedom. We cannot walk alone.

And as we walk, we must make the pledge that we shall march ahead. We cannot turn back. There are those who 
are asking the devotees of civil rights, "When will you be satisfied?"

We can never be satisfied as long as the Negro is the victim of the unspeakable horrors of police brutality.

We can never be satisfied as long as our bodies, heavy with the fatigue of travel, cannot gain lodging in the motels 
of the highways and the hotels of the cities.

We cannot be satisfied as long as the Negro's basic mobility is from a smaller ghetto to a larger one.

We can never be satisfied as long as our children are stripped of their selfhood and robbed of their dignity by signs 
stating "for whites only."

We cannot be satisfied as long as a Negro in Mississippi cannot vote and a Negro in New York believes he has 
nothing for which to vote.

No, no, we are not satisfied, and we will not be satisfied until justice rolls down like waters and righteousness like 
a mighty stream.

I am not unmindful that some of you have come here out of great trials and tribulations. Some of you have come 
fresh from narrow jail cells. Some of you have come from areas where your quest for freedom left you battered 
by the storms of persecution and staggered by the winds of police brutality. You have been the veterans of creative 
suffering. Continue to work with the faith that unearned suffering is redemptive.

Go back to Mississippi, go back to Alabama, go back to South Carolina, go back to Georgia, go back to Louisia-
na, go back to the slums and ghettos of our northern cities, knowing that somehow this situation can and will be 
changed. Let us not wallow in the valley of despair.

I say to you today, my friends, so even though we face the difficulties of today and tomorrow, I still have a dream. 
It is a dream deeply rooted in the American dream.

I have a dream that one day this nation will rise up and live out the true meaning of its creed: "We hold these truths 
to be self-evident; that all men are created equal."

I have a dream that one day on the red hills of Georgia the sons of former slaves and the sons of former slave 
owners will be able to sit down together at the table of brotherhood.

I have a dream that one day even the state of Mississippi, a state sweltering with the heat of injustice, sweltering 
with the heat of oppression, will be transformed into an oasis of freedom and justice.
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I have a dream that my four little children will one day live in a nation where they will not be judged by the color 
of their skin but by the content of their character.

I have a dream today.

I have a dream that one day down in Alabama, with its vicious racists, with its governor having his lips dripping 
with the words of interposition and nullification, that one day right down in Alabama little black boys and black 
girls will be able to join hands with little white boys and white girls as sisters and brothers.

I have a dream today.

I have a dream that one day every valley shall be exalted, every hill and mountain shall be made low, the rough 
places will be made plain, and the crooked places will be made straight, and the glory of the Lord shall be revea-
led, and all flesh shall see it together.

This is our hope. This is the faith that I will go back to the South with. With this faith we will be able to hew out 
of the mountain of despair a stone of hope. With this faith we will be able to transform the jangling discords of our 
nation into a beautiful symphony of brotherhood.

With this faith we will be able to work together, to pray together, to struggle together, to go to jail together, to stand 
up for freedom together, knowing that we will be free one day.

This will be the day when all of God's children will be able to sing with new meaning, "My country 'tis of thee, 
sweet land of liberty, of thee I sing. Land where my fathers died, land of the Pilgrims' pride, from every moun-
tainside, let freedom ring."

And if America is to be a great nation, this must become true. So let freedom ring from the prodigious hilltops of 
New Hampshire. Let freedom ring from the mighty mountains of New York. Let freedom ring from the heighte-
ning Alleghenies of Pennsylvania.

Let freedom ring from the snow-capped Rockies of Colorado. Let freedom ring from the curvaceous slopes of Ca-
lifornia. But not only that; let freedom ring from the Stone Mountain of Georgia. Let freedom ring from Lookout 
Mountain of Tennessee.

Let freedom ring from every hill and molehill of Mississippi. From every mountainside, let freedom ring.

And when this happens, and when we allow freedom ring, when we let it ring from every village and every hamlet, 
from every state and every city, we will be able to speed up that day when all of God's children, black men and 
white men, Jews and gentiles, Protestants and Catholics, will be able to join hands and sing in the words of the old 
Negro spiritual, "Free at last! Free at last! Thank God Almighty, we are free at last!"
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APPENDIX 2
Sample Formal Speech Outline 

Title:    What is a Migraine and how does it affect people?
Name:   Steve Smith
General Purpose:  To inform
Specific Purpose:  To inform the audience on what a migraine headache is and how it affects the people 
who get them.
Time:    5 minutes 

I.  Introduction

A. How many people in this class get headaches raise your hand? How many of you get them so severe 
that they disrupt what you are doing at the time?
B. Those of you who raised your hand to either of those questions could suffer from migraines.
C. I’ve suffered from them since I was in the seventh grade. I still get them quite a bit.
D. Although the exact cause of migraines is unknown, they can become so severe that they disrupt your 
daily life. 
E. Things you need to know about migraines are what they are and their symptoms, what causes them, and 
how sufferers deal with them on a daily basis.

Transition***The first among these points is what a migraine is and what the symptoms are.

II. Body

A. A migraine affects more than just your head.

1. A migraine is a throbbing headache that is usually one sided but can be two sided. The throbbing is usually 
accompanied by nausea, sensitivity to light, sound, and smells, sleep disruption, and depression (National Mi-
graine Association – “NMA”).
a. When I get a migraine the slightest movements send my head banging and I usually get the sensitivity to light 
and sounds with a little nausea.
b. Think of how you feel when you walk from a dark room to the outside where it’s really sunny. You react by 
closing your eyes because of that instant of pain while your eyes adjust. Now think of that 100% worse. 
c. The same can be said when going from quite to a noisy place.

2. There are two main types of migraines. 
a. One type of migraine is what is called the classic Migraine.
i.  The main symptom with this type of migraine is that people get an aura. The aura is usually seen 10 to 30 
minutes before your headache. They are usually flashing lights, zigzag lines, or spots of light.
ii. There can be speech difficulty, confusion, weakness in the arms or legs.
b. The other type of migraine is the common migraine. This migraine is just like the classic without the aura.
i. This is the most common kind of migraine. 
ii. Mental fuzziness, mood changes, and fatigue are usually experienced the day or so before the headache starts.
c. Both a classic and a common migraine can hit you as often as several times a week or as far apart as a few 
times a year. They can last anywhere from a few hours to one or two days. Migraines happen in more often in 
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women than in men and can develop from age five to thirty-five.
 
Transition*** Now that we know what a migraine is and what the symptoms are we can start to understand what 
helps to cause them.

B. The actual cause of migraines is unknown.

1. Evidence has shown that it could be changes in blood vessels, chemicals, and in your nerves in your 
brain that cause migraines (NMA).

2. The main theory is that evidence seems to support is that it’s the dilation and constricting of blood ves-
sels (NMA).
a. During the time before the headache starts the blood vessels in the brain get smaller and allow less 
blood to flow through.
b. When the headache begins is when your blood vessels become dilated and more blood flows through. 
This stretching is what caused the headaches. 
c. Serotonin is thought to be a main cause of migraines. High doses of it are found before the migraine and 
low doses of this hormone is found during the migraine.

3. There are some triggers that doctors have been able to identify that cause migraines.
a.  Such things as depression, stress, lack of food and sleep, hormone changes, weather changes, certain 
foods and beverages, and bright lights.
b. When I was first diagnosed with migraines they had me keep a food diary of everything I ate and when I 
got headaches.

Transition*** Now we know what a migraine is and what causes them. As you can see ignoring these types of 
headaches isn’t going to help them go away. They can disrupt your work and home life if they aren’t taken care 
of. 

C. Try to imagine doing any kind of work on your computer when your head is throbbing and the light 
from the screen and the lights above you are glaring down on you and making the throbbing worse. 

1. There are quite a few people where I work that get migraines. When someone has a migraine we usually 
turn off the overhead lights for them. 

2. Migraines can cause the suffering to miss anywhere from a few hours of work to a day or more. This 
cuts in to their productivity. They typically have downward spiraling incomes. 
a. A recent study by American Academy of Pain Medicine states that 150 million workdays per year are 
lost to migraines.
b. The annual cost to an industry and the health care system amounts to 5 to 17 billion dollars. 
c. Many migraine sufferers in the work place are mistaken for drug addicts or alcoholics because when 
they are experiencing a migraine they may wear sunglasses indoors, make frequent trips to the bathroom, leave 
early or stay late, and have slurred speech. 

Transition*** Now we know what a migraine is, what can cause a migraine, and how they affect you.

III. Conclusion
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A. A migraine isn’t a common headache, causes of migraines are still not completely known but studies 
have shown that the way the chemicals react in your brains can affect it, and having migraines can interfere with 
your productivity and reputation in the workplace.

B. Migraines affect many people not only physically but it can affect how you are looked at in the workpla-
ce.

C. So after hearing about migraines how many people here think they may get them? 

(Note: Don’t forget your Bibliography, here or on a separate page)

Courtesy of Shawn Morgan, Instructor – Comm. 201 – Spring 2007
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GLOSSARY

Communication: information transmitted or conveyed.

Gesture: a movement or position of the hand, arm, body, head, or face that is expressive of  an idea, opinion, 
emotion,

Stance: the position or bearing of the body while standing.

Visual Aids: any of various materials such  as films, slides, photographs, etc., used as aids in teaching or in a 
presentation.

Eye Contact: the act of looking directly into another's eyes:

White board: a smooth, glossy sheet of white plastic that can be written on with a colored pen or marker in the 
manner of a blackboard.

Flip chart: a set of sheets, as of cardboard or paper, hinged at the top so that they can be flipped over to show 
information or illustrations in sequence.

Models: a representation, generally in miniature, to show the construction or appearance of something.

Handouts: any printed, typed, mimeographed, or photocopied copy of information, as a speech, policy state-
ment, or fact sheet given to reporters, attendees at a meeting, or the like.

Smart board: an interactive whiteboard.

Speech: a form of communication in spoken language, made by a speaker before an audience for a given purpo-
se.
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Functions of Managament & Bussiness Presentations & Public Speaking  in English

INFORMATION SOURCES

Lidstone; J (2003) Presentation Planning and Media Relations for the Pharmaceutical Industry 
             Chapter 6. Using Visual Aids

Sherwyn P. Morreale, Brian H. Spitzberg, J Kevin Barge  (2007) Human Communication: 
               Motivation, Knowledge, and Skills 

Webpages

http://totalcommunicator.com/body_article.html#
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