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ANÁLISIS EJECUTIVO 

El proyecto de intervención va dirigido a afianzar el conocimiento que contempla el curso de 

Inglés Comercial II 272, dentro del primer año de la Carrera de Administración de Empresas en 

el Centro Regional Universitario de Panamá Oeste, para ello se desarrolló un módulo que reúne 

los contenidos de este curso del segundo semestre 2010, estos contenidos se elaboran de acuerdo 

a los resultados del instrumento de medición sobre Dificultades que Presentan los Estudiantes 

del Segundo Semestre del Primer año de la Carrera de Licenciatura en Administración de 

Empresa, en los Diferentes Turnos en el idioma Inglés de el Centro Regional Universitario de 

Panamá Oeste Durante el año 2010. 

De un total dé 55 estüdiánteá encuestadoá en los diférérites turnos, los resultados muestrán un 

66.81% de estudiantes con dificultades en los contenidos del curso de Inglés Comercial 272, es 

por ello que se desarrollan los contenidos de una manera fácil y dinámica que le permitan al 

estudiante comprender y aplicar los conocimientos por medio de la práctica y la motivación. 

Durante la jornada del curso fue necesario añadir otros contenidos para aplicarlos, a los ya 

planteados. Hay que señalar el poco o casi desconocimiento de los temas por parte de los 

estudiantes. 

Los contenidos que se plantean dentro del módulo sobre Grarnmar Review, le facilita al 

estudiante tener un concepto claro sobre el uso del verbo simple en el pasado, el cual se 

desarrolla tomando en cuenta un tópico asignado al tiempo pasado simple sobre negocios. 

Las funciones del gerente se señalan de forma clara y extensa como por ejemplo: su rol, y otros 

aspectos prácticos como; el uso del internet en el área profesional. 



INTRODUCCIÓN 



El presente proyecto de intervención está diseñado de forma práctica y 

sencilla Este contempla contenidos propios de la carrera de Licenciatura en 

Administración de Empresa, dentro del segundo semestre del curso de Inglés 

Comercial II 272, el cual sometió a consideración los siguientes temas a 

tratar: 

Unidad N°1: 

..t. 	Present tense 

Progressive case 

Present and past tense 

ea 	Past tense 

Irregular verbs 

Simple past tense of Be 

Regular verbs 

Continuous be + ing 

Unidad N°2: 

Subject and Predicate 

Sentence Patterns 

Unidad N° 3: 

a 	The use of Internet for academie and professional uses 

=> 	Technical Terms 

.5 	Idiomatic Expressions 

Unidad N°4: 

IX 



Fax 

Abbreviation 

Bank 

Bussines and management 

Unidad N° 5: 

Job application 

Resume 

Functions of managers 

Roles 

Me as a manager 

• Planning 

• Organizing 

• Staffing 

• Directing 

• Controling 

Estos contenidos se utilizan, tanto para el instrumento de medición, como 

también para el desarrollo del módulo. 

En este proyecto de intervención, módulo de práctica pedagógica se dictara 

el Curso Inglés Comercial II 272, en el Centro Regional Universitario de 

Panamá Oeste El fin de este curso es de afianzar los conocimientos de los 

contenidos de la carrera de la Licenciatura en Empresas en el segundo 

semestre 2010, del primer año en el Centro Regional Universitario de 

Panamá Oeste. El curso se enfocó en el aspecto práctico y teórico de la 

asignatura. 



Los resultados finales de esta práctica pedagógica, se presenta en tres 

fases Fase I; contiene el diagnóstico de la situación, área de estudio, 

población, instrumentos de recolección de datos, encuestas, y análisis de los 

resultados. 

Fase II; contiene antecedentes, justificación del proyecto, descripción 

del problema y del proyecto, misión, objetivo general, objetivos específicos, 

localización del proyecto, beneficiarios, posibles resultados y efectos, 

recursos financieros y humanos. 

Fase III; contiene ejecución del proyecto, planeación de los módulos del 

seminario, fases de la ejecución del proyecto, lecciones aprendidas, informe 

de los resultados de la aplicación del proyecto. 

Al final del proyecto se presentan las conclusiones, recomendaciones, 

bibliografía y los anexos En los anexos se incluyen nota de autorización de la 

práctica pedagógica; nota del Director de la Institución Educativa que 

certifica la culminación del seminario, Lista de asistencia de los estudiantes 

del curso de Inglés Comercial II 272 y nota del profesor de español que 

revisó dicho informe. 

xl 



FASE I 

DIAGNÓSTICO 



1. Diagnóstico de la situación 

Este curso sobre "Dificultades que Presentan los Estudiantes del Segundo 

Semestre del Primer Año de la Carrera de Licenciatura en Administración de 

Empresa en el Curso de Inglés Comercial II 272 en los Diferentes Turnos del 

Centro Regional Universitario de Panamá Oeste Durante el Año 2010" Es un 

curso dirigido a estudiantes que presentan dificultades en el habla, escritura, 

lectura y en el escuchar del idioma inglés Las dificultades que presentan los 

estudiantes de esta carrera específicamente, hacen de la misma un objeto 

atractivo de estudio, ya que esta licenciatura requiere mucho del uso del idioma 

inglés 

Hoy día, la mayor parte de la información tecnológica y científica dentro del campo 

de estudios que sugiere esta licenciatura se encuentra en el idioma inglés, es por 

ello que se desarrolla el curso de una forma práctica y fácil que permita la 

adquisición y manejo de los contenidos en las cuatro habilidades, haciendo énfasis 

en la parte oral y en la terminología tecnológica que implica el conocimiento del 

curso Inglés Comercial II 272 

1.1 Área de estudio 

El área de estudio se centra en el Centro Regional Universitario de Panamá 

Oeste, el cual se encuentra específicamente en la barriada Las Lomas de 

Mastranto, La Chorrera 

14 



El estudio se aplicará a estudiantes de La carrera de Licenciatura en 

Administración de Empresas que pertenece a la Facultad de Empresas y 

Contabilidad 

Está dirigido a estudiantes que cursan el 1 año de estudios de Licenciatura en 

Administración de Empresas del segundo semestre 2010 

1.2 Población Encuestada 

La población objeto de estudio son los estudiantes del Segundo Semestre 

del Primer año de la Carrera de Licenciatura en Administración de Empresas en 

los Diferentes Turnos en el Centro Regional Universitario de Panamá Oeste 

Durante el año 2010, los cuales hacen un total de 55 estudiantes 

1.3 Muestra 

Se seleccionara como muestra a un grupo de estudiantes que fueron utilizados 

como objeto de estudio en el proyecto de esta investigación, los cuales permiten 

lograr resultados cuantitativos Esta muestra se hace con los cincuenta y cinco 

estudiantes del segundo semestre del primer año de la carrera de Licenciatura en 

Administración de Empresas en los diferentes turnos del Centro Regional 

Universitario de Panamá Oeste durante el año 2010 

1.4 Instrumentos de recolección de datos 

Para este trabajo se elabora una encuesta cuyo tema central es 

15 



Dificultades que Presentan los Estudiantes del Segundo Semestre del Primer Año 

de la Carrera de Licenciatura en Administración de Empresa en el Curso de Inglés 

Comercial II 272 en los Diferentes Turnos del Centro Regional Universitario de 

Panamá Oeste Durante el Año 2010 

El instrumento va dirigido a los estudiantes de dicha carrera y consta de trece 

itemes cerrados de (sí / no), doce ítemes específicos que hacen referencia a 

dificultades del habla, escritura, lectura y del escuchar en el idioma inglés Por 

último un ítem abierto en donde los encuestados expresan libremente sus 

opiniones 

1.5 Encuesta 

Con las encuestas se recopila información importante por medio de la consulta 

directa, sobre Dificultades que Presentan los Estudiantes del Segundo Semestre 

del Primer Año de la Carrera de Licenciatura en Administración de Empresa en el 

Curso de Inglés Comercial II 272 en los Diferentes Turnos del Centro Regional 

Universitario de Panamá Oeste Durante el Año 2010 

La encuesta se aplicó a estudiantes del primer año de la carrera de Administración 

de Empresas 
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Encuesta: 

Universidad de Panamá 

Facultad de Ciencias de la Educación 

Maestría en Docencia Superior 

La presente encuesta es única y exclusivamente para conocer los fines 

académicos sobre Dificultades que Presentan los Estudiantes del Segundo 

Semestre del Primer Año de la Carrera de Licenciatura en Administración de 

Empresa en el Curso de Inglés Comercial II 272, en los Diferentes Turnos del 

Centro Regional Universitario de Panamá Oeste Durante el Año 2010 

Esta encuesta es confidencial y no requiere el nombre del encuestado 

El objetivo de este cuestionario es de recopilar información para uso académico 

Favor marcar con un gancho al lado de la respuesta seleccionada 

1 ,Presenta dificultad en el manejo del verbo will'? 

	

Sil-1 	NO 

Si su respuesta es afirmativa especifique en qué área 

	

Habla Fl 	Escrita 
	

Lectura [] 	Escuchar 

2 ,Tiene dificultad en el uso del going to 

Si F] 	NOfl 

Si su respuesta es afirmativa especifique en qué área 

	

Hablas 	Escrita i 	LecturaEli 	Escuchar [  

3 ,Tiene dificultad para manejar el simple present tense 
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Si F] 	NO 

Si su respuesta es afirmativa especifique en qué área 

Habla [1 	Escrita [1 	Lectura [i 	Escuchar Pl 

4 ¿Tiene dificultad en el manejo del simple past7 
Si E 	NO 

Si su respuesta es afirmativa especifique en qué área 

Habla n 	Escrita [1 	Lectura [1 	Escuchar 	 

5 ¿Tiene dificultad para la confección de letters? 
Si  	NO [_1 
Si su respuesta es afirmativa especifique en qué área 

Habla U¡ 	Escrita fl 	Lectura 	Escuchar fl 

6 ¿Le dificulta la confección de memorandums7 

Sil 	1 	NOfl 

Si su respuesta es afirmativa especifique en qué área 

Habla Eh 	Escrita Pl 	Lectura [] 	Escuchar El 

7 ,Presenta alguna dificultad para la confección de su Job Application? 
Si  	NO1I 

Si su respuesta es afirmativa especifique en qué área 

Habla LI 	Escrita LI 
	

Lectura 
	

Escuchar¡ 

8 	Tiene dificultad para identificar las funciones del manager 
Sifl 	NO F] 
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Si su respuesta es afirmativa especifique en qué área 

Habla 	EscritaI 	Lectura 	Escuchar 

9 	Presenta alguna dificultad en relación a banking services2  

Si n 	NOfl 

Si su respuesta es afirmativa especifique en qué área 

Habla Li 	Escrita [I 
	

Lectura 
	

Escuchar ri 
10 ,Tiene dificultad en accounting terminoIogy' 

Si 	NO F-1 

Si su respuesta es afirmativa especifique en qué área 

Habla 1 	Escrita fl Lectura EI 	Escuchar 

11 ¿Tiene dificultad en el uso del Internet para aplicaciones académicas 

profesionales? 

Sil 1 	NOEI 

Si su respuesta es afirmativa especifique en qué área 

Habla r 	Escrita ri 	Lectura fl 	Escuchar 

12 Presenta dificultad en el uso de sentence patterns2 

siL NO EI 

Si su respuesta es afirmativa especifique en qué área 
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Habla Fl 	Escrita [J 	Lectura 
	

Escuchar U 

II Parte Responda las siguientes interrogantes 

1¿Estaría usted dispuesto a recibir clases acerca de estos temas los días 

sábados? 

Si U NOL 

2 ,Cuál sería su contribución para que todas aquellas dificultades encontradas 
sean mejoradas en beneficio de nuestros estudiantes? 

Gracias por su colaboración. 
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1.6 Análisis de los Resultados de las Tablas y Gráficas de la Encuesta 

Se aplicó una encuesta a 55 estudiantes del primer año de la carrera de 

Licenciatura en Administración de Empresa en los diferentes turnos del Centro 

Regional Universitario de Panamá Oeste durante el año 2010 

A continuación se presentan los temas a desarrollar de acuerdo a los resultados 

de la encuesta 

Unidad N°1: 

Present tense 

Progressive case 

Present and past tense 

Past tense 

Irregular verbs 

Simple past tense of Be 

Regular verbs 

Continuous be + mg 

Unidad N° 2: 

Subject and Predicate 

Sentence Patterns 

Unidad N°3: 

The use of internet for academic and professional uses 

21 



Technical Terms 

ldiomatic Expressions 

Unidad N° 4: 

Fax 

Abbreviation 

Bank 

Bussines and management 

Unidad N° 5: 

Job application 

Resume 

Functions of managers 

Roles 

Me as a manager 

• Planning 

• Organizing 

• Staffing 

• Directing 

• Controling 

22 



1.7 Aspectos Generales del Análisis 

Tabla 1. Total de estudiantes encuestados que presentan dificultades en el 

segundo semestre del primer año de la carrera en Licenciatura en Administración 

de Empresa en el Curso de Inglés Comercial II 272, en los diferentes turnos del 

Centro Regional Universitario de Panamá Oeste durante el año 2010 
N
o

 respondió
 

92 z 

E
scnta 

lectura 

E
scuchar 

1 	Presentan dificultades en el uso del verbo will? 37 18 22 12 11 

2 	Tiene dificultad en el uso del going to9 4 34 21 16 19 9 1 

3 	Tiene dificultad para manejar el simple presenta' 26 28 16 23 7 7 

4 	Tiene dificultad en el manejo del simple past? 10 35 20 14 26 10 10 

5 	,Tiene dificultad para la confección de letters - 43 12 19 32 9 11 

6 Le dificultadla confección de memorándums9  43 12 15 38 7 9 

7 	,Presentan alguna dificultad para la confección de su 

Job application? 

35 17 17 31 12 12 

8 ¿Tiene dificultad para identificar las funciones del 

manager? 

3 36 18 20 25 8 13 

9 	,Presenta alguna dificultad en relación a banking and 

Servuces2  

47 7 30 30 14 14 

10 ¿Tiene alguna dificultad en accounting terminology2  45 10 30 30 14 14 
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11 ¿Tiene dificultad en el uso del Internet para 

aplicaciones? 

5 19 34 8 16 10 5 

12 	presenta dificultad en el uso de sentencepatterns 6 41 12 25 28 15 12 

Total 28 441 191 228 320 127 119 

El total encuestados de 55 estudiantes del segundo semestre del primer año de 

la Carrera de Licenciatura en Administración de Empresa en el Curso de Inglés 

Comercial II 272 en los diferentes turnos del Centro Regional Universitario de 

Panamá Oeste durante el año 2010 Cada encuesta tiene doce preguntas de sí y 

no, las cuales hacen un total de 660 cada una, sin embargo se logro captar 441 

para el sí y  191 para el no 
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28 191 441 

No respondieron Sí No 

Grafica 1. Total de estudiantes encuestados que presentan dificultades en el 

segundo semestre del primer año de la carrera de Licenciatura en Administración 

de Empresa en el Curso de Inglés Comercial 11 272, en los diferentes turnos del 

Centro Regional Universitario de Panamá Oeste durante el año 2010. 

Tabla 2 

Dificultades que Presentan los Estudiantes 

O 

• si 

• No 

No Respondieron 

De 660 preguntas de sí o no sobre las dificultades en el segundo semestre del 

primer año de la carrera de Licenciatura en Administración de Empresa en el 

Curso de Inglés Comercial 11 272, en los diferentes turnos del Centro Regional 

Universitario de Panamá Oeste durante el año 2010, se obtuvieron 441 respuestas 

afirmativas, las cuales hacen un 66.81%. 
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C 1 7n 

 

4830% 

 

   

Si 	 No 

52.00% 

51.00% 

50.00% 

49.00% 

48.00% 

47.00% 

46.00% 

- De estas 660 preguntas se obtuvieron 191 respuestas negativas, las cuales 

hacen un total de 28.93%. 

- De 660 preguntas, no respondieron 28 de ellas, obteniendo un 4.24%. 

Tabla 3. Estudiantes que presentan dificultades con el habla. 

Sí No 

228 213 

Totales de ítems 

441 

Gráfica 2. Estudiantes que presentan dificultades con el habla. 

De 441 respuestas afirmativas sobre las dificultades 	que presentan los 

estudiantes del primer año de la carrera de Licenciatura en Administración de 

Empresa en el Curso de Inglés Comercial II 272, en los diferentes turnos del 

Centro Regional Universitario de Panamá Oeste durante el año 2010, 228 
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respondieron afirmativamente, haciendo un total de 51.70% y  213 respondieron 

que no, representa el 48.30%. 

Tabla 4. Dificultades que presentan los estudiantes en la escritura. 

Totales de ítems 

441 

Sí No 

320 121 

Gráfica 3. Dificultades que presentan los estudiantes en la escritura. 

De 441 respuestas afirmativas sobre las dificultades 	que presentan los 

estudiantes del primer año de la carrera de Licenciatura en Administración de 

Empresa en el Curso de Inglés Comercial II 272, en los diferentes turnos del 

Centro Regional Universitario de Panamá Oeste durante el año 2010, 320 
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resultaron tener dificultades en la escritura, haciendo un total de 72.56% y  121 

dijeron que no tienen dificultades, haciendo un total de 27.44%. 

Tabla S. Dificultades que presentan los estudiantes en la lectura. 

Totales de ítems 	 Sí 

441 
	

127 
	

314 

Gráfica 4. Dificultades que presentan los estudiantes en la lectura. 

• Sí 

• No 

De 441 respuestas afirmativas sobre las dificultades que presentan los estudiante 

del primer año de la carrera de Licenciatura en Administración de Empresa en el 

Curso de Inglés Comercial II 272, en los diferentes turnos del Centro Regional 

Universitario de Panamá Oeste durante el año 2010, 127 resultaron tener 
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Si 	 No 

dificultades en la escritura, haciendo un total de 28.79% y  314 dijeron que no 

tienen, haciendo un total de7l.21%. 

Tabla 6. Dificultades que presentan los estudiantes al escuchar. 

Totales de ítems 

441 

Sí No 

119 322 

Gráfica S. Dificultades que presentan los estudiantes al escuchar. 

De 441 respuestas afirmativas sobre las Dificultades 	que Presentan los 

Estudiante del Primer Año de la Carrera de Licenciatura en Administración de 

Empresa en el Curso de Inglés Comercial II 272, en los Diferentes Turnos del 

Centro Regional Universitario de Panamá Oeste Durante el Año 2010, 119 
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respondieron afirmativamente, haciendo un total de 26 98% y  322 respondieron 

que no, haciendo un total de 73 02% 
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Tabla 7. Dificultades de mayor indice que presentan los estudiantes 

Escritura 

Habla 

7256% 

51 70% 

Las dificultades con mayor porcentaje que presentan los estudiante del primer 

año de la carrera de Licenciatura en Administración de Empresa en el Curso de 

Inglés Comercial II 272, en los diferentes turnos del Centro Regional Universitario 

de Panamá Oeste durante el año 2010, son la escritura con un 72 56%, seguido 

por dificultades del habla con un 51 70% 

Tabla 8. Dificultades de menor índice que presentan los estudiantes 

                

                

  

lectura 
	

2879% 

Escuchar 
	

2698% 

      

        

        

        

        

        

        

                

Las dificultades con menor porcentaje que presentan los estudiante del primer 

año de la carrera de Licenciatura en Administración de Empresa en el Curso de 

Inglés Comercial II 272, en los diferentes turnos del Centro Regional Universitario 

de Panamá Oeste durante el año 2010, son la lectura con un 28 79%, seguido por 

dificultades para escuchar con un 26 98% 

31 



1.8 Resultados parciales del diagnóstico 

Los resultados obtenidos dejan claro que hay Dificultades que Presentan los 

Estudiantes del Segundo Semestre del Primer Año de la Carrera de Licenciatura 

en Administración de Empresa en el Curso de Inglés Comercial II 272 en los 

Diferentes Turnos del Centro Regional Universitario de Panamá Oeste Durante el 

Año 2010, en términos generales, sin embargo hay algunas de ellas que 

presentan porcentajes bastante altos como el de la escritura con un 72 56% 

seguido del habla con un 51 70% Los resultados funcionan como punto de 

referencia para la elaboración del módulo Los contenidos se centran, en estas 

dos habilidades, la del habla y la escritura Se desarrolla la parte gramatical que 

indica la unidad que corresponde al segundo semestre del primer año de la 

carrera de Licenciatura en Administración de Empresas, como también la 

composición y presentaciones orales que refuerzan los temas, de manera tal que 

se puedan enriquecer los estudiantes en ambas vias 
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FASE II 

MARCO METODOLÓGICO DEL 

PROYECTO DE INTERVENCIÓN 



FASE 2 

Aspectos Generales 

2. Antecedentes 

El 8 de enero de 1981, durante el período del Dr Diógenes Cedeño Cenci, como 

Rector de la Universidad de Panamá, el Consejo Académico mediante Acta 1-81, 

aprobó la creación de la Extensión Universitaria de La Chorrera 

La Extensión Universitaria debia ofrecer servicios universitarios a la población 

estudiantil del Sector Oeste de la Provincia de Panamá, conformado por los 

distritos de Arraiján, La Chorrera, Capira, Chame y San Carlos 

La primera Sede de la Extensión Universitaria fue el Colegio Pedro Pablo 

Sánchez Al¡¡, en las aulas del Colegio, la Extensión Universitaria fue tomando 

forma hasta convertirse en un proyecto universitario de dimensión regional, tal 

cual fue su objetivo inicial 

La creación de la Extensión Universitaria contó con la activa participación de los 

estudiantes de Panamá Oeste que diariamente deblan trasladarse al Campus 

Central Octavio Méndez Pereira, ubicado en la Ciudad de Panamá, para recibir 

sus clases cotidianas, tanto en el turno matutino, como en el turno nocturno 

Los estudiantes, en conjunto con las Asociaciones de Padres de Familia de las 

escuelas secundarias, gestionaron ante las autoridades universitarias la 

apertura de la Extensión Posteriormente, la acción decidida de profesores, 

alumnos, estudiantes y directivos, la Extensión, como unidad institucional inició 

las gestiones para transformarse en Centro Regional Universitario 
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El 5 de mayo de 1993, mediante la Resolución 1 - 93, el Consejo Académico 

N°12 - 93 eleva una década después, la Extensión a Pa categoría de Centro 

Regional Universitario Durante este periodo el Rector Carlos Iván Zúñiga 

nombra al Magister Jorge Henriquez como primer director del Centro Regional 

Universitario de Panamá Oeste para que supervise la creación y construcción 

de la nueva sede del CRUPO en Mastranto El 16 de diciembre de 1994 se 

escoge por votación directa de estudiantes, administrativos y docentes al 

Profesor Gaspar Ceballos como nuevo director 

El 7 de Octubre de 1996, se inauguran las primeras edificaciones del Centro en 

Las Lomas de Mastranto, La Chorrera La lucha por la ampliación de los 

servicios y aulas del Centro Regional ha sido ardua y compleja Sin embargo, 

cada día que pasa, el Centro Regional cuenta con más servicios, estudiantes, 

carreras y sobretodo incidencia en la región de Panamá Oeste 

Los avances obtenidos plantean la necesidad de seguir la lucha por transformar la 

sede del Centro Regional en un Campus Universitario con todo lo que ello implica 

No es una tarea a corto plazo, pero es una meta alcanzable, si todos y cada uno 

de los que se reconocen como universitarios de la región de Panamá Oeste 

participan El 5 de enero de 2004 tomó posesión como nuevo director del CRUPO, 

el Magíster Antonio Oses 
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Los estudiantes han presentado algunas dificultades en el idioma Inglés, es por 

ello que nació la motivación de desarrollar este tipo de actividad de afianzamiento 

en el idioma Inglés, dirigido hacia los estudiantes de primer año de la carrera de 

Licenciatura en Administración de Empresa 

2.1 Justificación 

Este estudio aportara información relevante sobre las Dificultades que Presentan 

Los Estudiantes del Segundo Semestre del Primer año de la Carrera de 

Licenciatura en Administración de Empresa en los Diferentes Turnos en el idioma 

Inglés en el Centro Regional Universitario de Panamá Oeste, Durante el año 2010 

El mismo sirve de referencia para la elaboración del módulo de afianzamiento para 

aquellos estudiantes que deseen inscribirse en el curso, lo puedan hacer, tratando 

de optimizar el desempeño de los estudiantes en el idioma Inglés 

2.2 Descripción del Problema 

Los indices de Dificultades que Presentan los Estudiantes del Segundo Semestre 

del Primer Año de la Carrera de Licenciatura en Administración de Empresa en el 

Curso de Inglés Comercial II 272 en los Diferentes Turnos del Centro Regional 

Universitario de Panamá Oeste, Durante el año 2010 Estas dificultades sin lugar 

a dudas son unos de los principales problemas que debe investigar y superar la 

Licenciatura en Administración de Empresa 

En primer lugar, los estudiantes se encuentran con materiales en inglés que 

requieren de una eficaz de comprensión que a veces no dominan, porque vienen 
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con dificultades de aprendizaje de su formación media Por su parte las 

autoridades de la facultad están convencidos que se requiere de una profunda 

investigación del tema para encontrar las soluciones a esta problemática sobre el 

rendimiento académico en el idioma Inglés en esta carrera Ellas también 

contempla la posibilidad de ofrecer servicios de tutorías y cursos de inglés 

gratuitos 

2.3 Descripción del Proyecto 

Después de someter a consideraciones el tema a desarrollar en la Práctica 

Pedagógica Profesional, se escoge Dificultades que Presentan los Estudiantes 

del Segundo Semestre del Primer Año de la Carrera de Licenciatura en 

Administración de Empresa en el Curso de Inglés Comercial II 272 en los 

Diferentes Turnos del Centro Regional Universitario de Panamá Oeste, Durante el 

año 2010 

Para ello se elaborará una encuesta que contempla las cuatro habilidades del 

lenguaje como lo son la escrita, la hablada, la de escuchar y la de lectura, sobre 

los contenidos a desarrollarse en el segundo semestre de la carrera antes 

mencionada 

Esta encuesta arrojará los índices en que los estudiantes presentan mayores 

dificultades, como también la disponibilidad de los estudiantes de tomar el curso 

los sábados 

Se elaborará una lista de inscripción, la cual marcará un índice de posibles 

estudiantes para el curso de afianzamiento en inglés para estudiantes de la 

37 



carrera de Licenciatura en Administración de Empresa en los diferentes turnos del 

Centro Regional Universitario de Panamá Oeste durante el año 2010 Esta lista 

permite también aparte de los nombres de los estudiantes, sus números 

telefónicos y direcciones de correo electrónico 

Se elaborará un módulo que reúna los contenidos a desarrollarse en el segundo 

semestre en la carrera de Licenciatura en Administración de Empresa 

2.4 Misión 

- Capacitar a los estudiantes que presenten dificultades en las habilidades 

del lenguaje 

Proporcionar a los estudiantes de una herramienta que les permita un mejor 

rendimiento académico 

- Ampliar los contenidos que contempla el curso de Inglés Comercial II 272 

de la carrera de Licenciatura en Administración de Empresa 

Servir a la educación superior, especialmente a los estudiantes de la 

carrera de Licenciatura en Administración de Empresa en los diferentes 

turnos del Centro Regional Universitario de Panamá Oeste durante el año 

2010 
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2.5 Objetivos: 

2.5.1 Objetivos Generales 

Capacitar y proporcionar a los estudiantes de la carrera de Licenciatura en 

Administración de Empresa en los diferentes turnos del Centro Regional 

Universitario de Panamá Oeste, durante el año 2010, las herramientas 

necesarias en el uso del idioma inglés 

Conocer y aplicar nuevos conceptos comerciales en inglés que le sean 

útiles de manera práctica que les permita a los estudiantes el manejo de los 

contenidos del curso 11 272 de Licenciatura en Administración de Empresa 

2.5.2 Objetivos Específicos 

Reforzar los conceptos del idioma inglés que contempla la carrera de 

Licenciatura en Administración de Empresa 

Tabular la información recogida sobre las Dificultades que Presentan los 

Estudiantes del Segundo Semestre del Primer Año de la Carrera de 

Licenciatura en Administración de Empresa en el Curso de Inglés 

Comercial II 272 en los Diferentes Turnos del Centro Regional Universitario 

de Panamá Oeste, Durante el año 2010 

- Analizar los datos referentes a las Dificultades que Presentan los 

Estudiantes del Segundo Semestre del Primer Año de la Carrera de 

Licenciatura en Administración de Empresa en el Curso de Inglés 
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Comercial II 272 en los Diferentes Turnos del Centro Regional Universitario 

de Panamá Oeste Durante el año 2010 

2.6 Localización del Proyecto 

El proyecto se llevará a cabo en el Centro Regional Universitario de Panamá 

Oeste, localizado en la barriada las Lomas de Mastranto, La Chorrera 

2.7 Beneficiarios 

Los beneficiarios serán los estudiantes que tomen el curso de afianzamiento del 

idioma inglés II 272, del segundo semestre de primer año de la carrera de 

Licenciatura en Administración de Empresa en los diferentes turnos el Centro 

Regional Universitario de Panamá Oeste durante el año 2010 

2.8 Posibles Resultados y Efectos 

Los estudiantes que tomen el curso de afianzamiento del idioma inglés II 

272, del segundo semestre del primer año de la carrera de Licenciatura en 

Administración de Empresa en los diferentes turnos del Centro Regional 

Universitario de Panamá Oeste durante el año 2010, estarán preparados 

para afrontar con mayor eficiencia sus responsabilidades con el curso de 

inglés 

La población estudiantil del turno matutino puede tener mayor participación 

en el curso, debido a las responsabilidades laborales del turno vespertino y 

nocturno 
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Los estudiantes que tomen el curso, podrán finalizar el mismo, solicitar otro 

curso que les permita afianzar en los siguientes semestres de la carrera. 

2.9 Recursos 

2.9.1 Financieros 

Se inicia el estudio de esta investigación para este proyecto con el pago 

del transporte para solicitar permiso al director del Centro Regional 

Universitario de Panamá Oeste 

Se imprimió un total de 80 copias de la encuesta 

Se elaboró el módulo para la Práctica Pedagógica Profesional, el cual 

reúne una compilación de copias de libros y material impreso 

- Se alquiló el data show del Centro Regional Universitario de Panamá 

Oeste 

Traslado 	del área de Ciricito Arriba hacia el Centro Regional 

Universitario de Panamá Oeste, para dar el curso de afianzamiento de 

inglés Comercial 11 272 

Tabla 1. Detalle económico 

1 
	

Pasaje y almuerzo para solicitar permiso a Centro Regional Universitario $15.00 

$200 2 	80 copias de la encuesta 

3 	Copias de libros para el módulo $080 

Alquiler de data show 

Pasaje para la practica 

$1500 

$120 

$15280 Total 
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2.9.2 Humanos 

- Todos los estudiantes que se le aplicó el instrumento de medición 

Todos los estudiantes que tomaron el curso de afianzamiento 

- El director de Centro Regional Universitario, Magister Antonio Oses 

El secretario general del Regional Universitario, Licenciado Carlos 

Chica 

La directora de Investigación y Post grado, Magistra Ariscela Díaz 1 

El 	facilitador 	de 	la 	práctica, 	Dr 	Eduardo 	Barsallo 
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2.10. Cronograma de actividades - Año 2010. 
	 Tabla 2. Cronograma de actividades 

Meses 	- 	- Agosto Septiembre octubre Noviembre 

Semanas i 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4 

Actividades 

1 Diagnóstico de la situación 

2. Área de estudio 

3. Población 

4. Instrumentos de recolección de datos 

5. Encuesta 

6. Análisis de los resultados 

7. Antecedentes 
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8. Justificación del proyecto 

9.Descripción del problema 

10.Descrtpción del proyecto 

11 Misión 

12.Objetivos 

13.Localización del proyecto 

14. Beneficiarios 

15.Posibles resultados y efectos 

16.Recursos 

17.Cronograrrias de actividades 

1 Km1iEs- 
18.Planeación de los módulos del seminario 

19. Fases de la ejecución del proyecto 
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20. Lecciones aprendidas 

21. Informe de resultados 

22. Conclusiones 

23. Recomendaciones 

24. Revisión del Proyecto 

         

25. Defensa del proyecto 
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FASE III 

EJECUCIÓN DEL PROYECTO 



3. EJECUCIÓN DEL PROYECTO Y PLANEACIÓN DIDÁCTICA DEL 

CURSO. 

El curso de afianzamiento se llevó a cabo en cinco unidades, las 

cuales contemplan el planeamiento curricular, los contenidos, los objetivos 

particulares, objetivos específicos, los contenidos que incluyen 	los aspectos 

procedimentales, estrategias didácticas y recursos técnicos, el aspecto 

concerniente a la evaluación pertinente de cada unidad respectivamente, y la 

fecha donde se impartieron los mismos 

Las unidades desarrolladas fueron 

Unidad N°1: 

Present tense 

Progressive case 

- Present and past tense 

Past tense 

- 	Irregular verbs 

Simple past tense of Be 

Regular verbs 

Continuous be + ing 

Unidad N° 2: 

Subject and Predicate 

Sentence Patterns 
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Unidad N° 3: 

The use of internet for academic and professuonal uses 

Technical Terms 

ldiomatic Expressions 

Unidad N° 4: 

Fax 

Abbrevuation 

-> Bank 

- Bussines and management 

Unidad NOS: 

Job application 

Resume 

Functions of managers 

Roles 

Me as a manager 

• Planning 

• Organizing 

• Staffing 

• Directing 

• Controling 

A continuación las respectivas unidades desarrolladas  

3.1. UNIDAD No. 1 
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3.1.1 Planeamiento curricular 	 UNIVERSIDAD DE PANAMÁ 
CENTRO REGIONAL UNIVERSITARIO DE PANAMÁ OESTE 

Faculta: Administración de Empresa y Contabilidad 	 Carrera: Lic en Adm de Empresas 
Escuela: Administración de Empresa 	 Curso: Inglés Comercial 11 272 
Profesor: Gilberto Vega Vergara 	 Semestre: Segundo 
Código: 
Justificación: Proporciona un completo final en la preparación académica de los futuros administradores de empresas con las 
herramientas del lenguaje Inglés en el área comercial 
Objetivos Generales: 1 Formar integralmente al administrador de empresas en el uso del idioma Inglés 

2 Conocer y aplicar nuevos conceptos comerciales en Inglés aplicándolos de manera práctica 
OBJETIVOS 

ESPECÍFICOS 
CONTENIDO ACTIVIDADES EVALUACI.N 

1 	Identificar 	los 
niveles de dominios 

1 	Grammar review 1 Workshops Diagnóstica 
- 	Repaso 

en los estudiantes 1 1 simple preserit tense 1 1 	Written 	and 	oral 
practice 

- 	Retroalimentación 

1 1 aplicar las reglas 1 2 Simple past Formativa 
gramaticales de 1 2 Reading activity - 	Aplicar las reglas 
forma oral y escrita 1 3 Future will /Ing form gramaticales en 

conversación 

3.1.2 Contenido 
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- 	 PRESENT TENSE 

QUESTIONS ANSWÉÁS 

What do do every day' 
ri 

cook 1 	we 

Li 
we 

[1ybej 

What does do every dey' Sh- [1 studies [s] 

Do s,ng every day Vos. 
ri 

do we 
tyh 

No 
you 

LI- 
we 

Ihe 
dont 

000s 

Bob 
Sue_j read every day' 

Ves.  
No 

Ehe1 

[j 	] 
does 

doesni  

Exerckse 20 

Fil in the b:anks with the correct forni of the verb in parenthessis 

1 

2 

Peterptay) ball every dav 

aftoroon every The pkjmbers (work) - 
3 1 (run) - every morning 

4 They (go). jo church ove -y Sunday 

5 Wc (buy) fruit arid vegetables at me larmer s markets every weck 

6 She (sing) every evonii- 

7 Jane ancl Mary (study) - 	_ - 'ighsh every Frday 

8 My father (read) the ne spaper every day 

9 Alice (cook) - breakfast e - ary morrung 

10 You (hke) 	-V  oranges 

Instituto Costarncense de Enseñanza Radiofónica (2004) Inglés 1 Educación Diversificada a Distancia y por 
Bachillerato por Madurez Suficiente P 35 
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Unit 4 VERBS 

Verbs are words that show action 

Example: 	She plays terinis.  
Suhec 	obec  

Presen( Tense 

The Simple Present expresses events or situations that exist. it is also used to exprese 
habitual action, or everyday activity. 

Example 	The teacher speaks English in dasses everyday. 

Verb Agreement 

When a verb is used with a singular subject, it needs an - S. Verbs endino,  in s, SS, z 
ch, sh, y, x, or o add es when used with singular subjects. 

Example: He passes through the stormy weatber. 

When a verb ends in y, chan ge the y lo an i, then form the singular adding es. 

Example: She studies (study) English every afternoon. 

* When a verb is used with a plural subject, it does not have an - s ending, but it is in 
¡Es base form. 

Example 	They (talks - taik) too much in classes 

Clovis Rodríguez Jorge R (2000) English in the Century 21 st, Panamá Imprenta Universitaria P 51 
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PRACTICE 12 
1 Use the correct verb form to complete each sentence. 

1. He 	 (work - works) at a shoe store 

2 Frank 	 (studies - study) Machematies. 

3. The car 	  (as - are) well washed arad waxed. 

4. ChiLdren 	  (are - is) the future of a better world 

5. Helen 	(do - does) the Iaundry on Sundays. 

6. Ted 	  (make - makes) the bed every mornrng. 

7. Arlene 	  (does - do) the dishes ar night 

8. The hght 	  (go - goes) off every minute 

9. Martin 	  (have - has) a new guitar. 

10 Withncy 	  (sino - sings) balad songs. 

Clovis Rodríguez Jorge R (2000) Engtish in the Century 21st, Panamá Imprenta Universitario P 52 
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11 Helen 	 (cooks - cook) West Indian food on Sundays. 

12. Mrs. Beryl 	  (bake - bakes) patties for the church. 

13. Mrs Evelia 	 (eat - eats) scrambled eggs. 

14 Mr Raymend 	  (waik - walks) very fast 

15. Mrs Jeanneue 	 (speaks - speak) 	, (read- reads) 	 
(understand - understands) 	 English correctly. 

16 People 	 (traveis - travel) tu different provinces of Panama during 
Holy Week. 

17. Most students 

 

(do does) not 	 (has - have) a good study hab 

  

18. Most low ctass people in Panama 	 (h''es - lives) in areas of difficult 
access. 

19. Celia Cruz 	 (say - says) Azucar in ah her songs 

20. God 	 (is - are) the source of life. 

Clovis Rodríguez Jorge R (2000) English in the Century 21st, Panamá Imprenta Universitana P53 
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N. Rules for the progressive cases present and past. 

- Verhs ending in a consonant preceded by a vowel, double the consonant and add 

the ing form 
Exainpe: 11top 	 'topptng 

begin 	 hcgijing 

- Verbs ending in followed by a consonant, or a vowel add the ing tu the verb. 

Example: study 	 studying 
play 	 playing 
enjoy 	 efljoying 

- Verbs ending in e simply delete the e., then add the ing form. 

Example: 	close 	 closing. 

5- Past Prugressive  It uses ihe. verb Be, past tense (was/were) plus the ing form adde 

te the verb of the sentence. This tense is also used te indicate an action thai began befoi 

and it was in progress at a particular lime in the past. 

Example: 	1-le was slccpi.ng when 1 arrived. 

6- Present Perfect;  It uses the verb has (singular) have (plural) plus the past participi 
verb of the sentence. This tense gives the idea that une thing happens before another tin 

or event. 

Example: 	1 have alrcady caten cake 

7- Past Perfect  It uses the verb (had) plus the past parucipk veih of the sentence Th 
tense -¡ves the idea thai une [hing finished hefote auothei tu the past. 

Exainple;l had alrcady caten cake when they arrived. 

Clovis Rodríguez Jorge R (2000) English in the Century 21st, Panamá Imprenta Universitaria P80 
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S- Present Perfect Pro2ressive  h uses the verb (has - singular) (have plural) plus the 
past participle of be (been) and the ing forrn (present participle) This tense gives the idea 
that one event is in progress immediately before, up to, until another time, or event 

Example 	1 have been studymS English for iwo hours 

9- Past Perfect Progressive.  it uses the verb had plus the past participle of be (been) 
and the g (present participle) This tense gives the idea thai one event as ira progress 

before another event in the past. 

Example 	1 had been studvang English for two hours before my 

fnends carne 

lO- FuturePerfect. It uses the auxihary verb will plus have and the past parttciple form 
of the sentence. Thts tense gives the idea thai one event as finished before another time in 

the future 

Example 	1 yjjj already have studied when they amved 

11- Future Progressive  It uses the auxiltary will plus the verb he base form, and ¡he 
gerund form (ang) This tense gayes the idea thai one event will be in progress at a 

particular time in the future 

Example- 	1 will be attendirag to the English class tomorrow. 

12- Future Perfect Progressive  It uses the auxaliary will, plus have, thc past participle 

of be (been), and the gerund form (ing) This tense gayes the idea thai one event as done 

befare another event in the furure 

Example. 	1 will have been studying grammar for twa hours 

by the time you aj-rive 

Clovis Rodriguez Jorge R (2000) English in the Century 21 st, Panamá Imprenta Universitaria P 81 
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C PAST TENSE. 

It indicates an action done in the past. Most regular verbs form their past tense by 
adding, ed to the base form verb. The past tense indcates an action done in the past, nl 
other words something that happened. 

Example: cook - cooked. 

Verbs ending in e add d, to form the past tense 

Example. 	love - loved. 

Verbs ending in y after a consonant change the y lo i and add ed 

Example: copy - copied. 

Verbs ending in a single consonant after a single short vowel, 
double the final consonant and add ed to form the past tense 

Example. hop - hopped. 

Practice 13 

1 Write the verb correctly to show past tense. 

1. Mark (smile) 	  at the parrot. 

2. Darnel (look) 	  at the ships passing through the Panama Canal. 

3. Your dog (bury) 	 the bone. 

4 Who (hug) 	  my mother? 

5 The president of Panama. Mrs. Mtreya (taik) 	 to a huge audience on 

December l4th, 1999. at Miraflores Locks 

Clovis Rodríguez Jorge R (2000) English in the Century 21st, Panamá Imprenta Universitaria P 54 
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B. Irregular verbs. 

They are verbs lhat do not rieed ed to form rheir past tense or pasi participle. 

Present 	 Past 	 Past Partcip1c 
a. come 	 carne 	 come 

Same present, but different past, and the same wrltten form of the present in the 
participle form. 

Sorne verbs have irregular past tense forrns Most of the irregular verbs in English are 
given in the foliowing alphabetical list. 

Same speling rn the past, as in the participle, but not in the meaning. 

Present 	 past 	 past participle 

be (ser o estar) 	 was - were 	 been 

begin (empezar) 	 began 	 begun 

bring (traer) 	 brought 	 brought 

bufid (construír) 	 built 	 built 

bum (quemar) 	 burnt 	 burnt 

buy (comprar) 	 bought 	 bought 

catch (atrapar) 	 caught 	 caught 

come (venir) 	 carne 	 come 

cost (costar) 	 cost 	 cost 

do (hacer) 	 did 	 done 

draw (dibujar,sacar) 	dxew 	 drawn 

Clovis Rodríguez Jorge R (2000) English in the Century 21st, Panamá Imprenta Universitaria P63 
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Practice 14 

Wnte each of the foliowing verbs using the correct ending in the past tense. 

J!resent 

1 .Srnile 

2. copy 

3. study 

4. plant 

5. supply 

6 ciap 

7. hop 

8. chop 

9. end 

10 divide 

11. waik 

12. stay 

13. dance 

14. stop 

15. decide 

16. file 

17. form 

18. classify 

19. miss 

20 mark 

21. copy 

22. erase 

23. watch 

24. transfer 

25. change 

Past 	 EjjronunCiation 
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Negativo statements 

I(He/SPe/It was not at the party yesterday 
You/We/They were not at the party yesterday 

Aflirmative answers 

Ves, he/she/it was 
Ves. they/we were 

Negativo answers 

No, he/she/it wasn't 
No, ttley/we weren't- 

Remember._ - 	- - -- 
IJ 	Ihp sj1epaslleDSe 	ea.OUS I8SflJ5tlh 

- 	yeat,iiayJaSLBg.)  
- Jfe.wasni-aLmy flcJS 	Sterdøt snomizig. 

_Wa ware*fl- Madrid-Ias1Cbtstc-_--
u wa ic Mt Catr&'  EngIjh.daSa-tWQQD 

-. wa not._biaSfl 	- 

•Posslble answerS 

'Barbara, Lily, and Mario were at her party. 
The party was at Isabel's housç, 
The party was Iast Saturday. 
luie party was tun! 

Because they were sick 

Grammar I-lighlights 

Simple past tense: be 

AflirmatiVe statements 

II SheIHe/t was at the party yesterday. 
YoufWelTheY were at the party yesterday 

Ves/No questiOflS 

Was helstiefit un class yesterday' 
Were they/we un class yesterday" 

I Re.rnemker Tn rnakaUeS1IOfl-
wilh  the smpIapasLtoSe oL..pUI  ttlS  

• vetbe1oreJhSUbecL• 	 __ - 
•__JWaS1aEJor thpar.W._- 	- 

Was LiaXeJor thepai1yt._-. - 

Information questiofls With be 

Who was 'at Isabel's burtiday pariy, 
where was the party? 
When was thepa rty' 
How was the. party? 
Why, werefl't Stephane and Danny 

at the party? 

Object pronouns 
Subject prónoUflS 	Object pronoUflS 

me 

He. 
	 him 

She 
	 Fuer 

It 
	 It 

Yo 
	 you 

We 
	 us 

They 
	 them 

ExampleS 

me 
him 
her 

Alicia sees 	it 
you 
us 
theni 

Longmang (2000) Post Cards 2 Power Pack Edition Pearson Education P 152 
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Practice 

Simple past tense: be 

Affirmative and negative statements 

2 Complete the sentences. Write was or 
were. 

1 Steven Spietberg 	W08 	the directo¡ 	oí 
Jurassz(. !'arA 

2 The firt Olympic Carnes 	in 
C reece 

3 The AZtCCS 	 very good al math 

4 Harrison Ford 	the star of the 
Indiana Jones mo'ies 

5 Maradona and Pele 	cxe1ient 
Soccer players. 

6 Neil Armstrong 	 
waik on the moon 

 

the íiist person to 

 

3 Complete the sentertces. Wrtte wasn't or 
weren 't. 

1 You w8,7t at school yesterday 

2 ThaI rnovte 	 furtny 

3 Mr Bradtoy and Mi- Ciiffin 	 ui the 
cafeteria an hour ago 

4 1 	at the park last weekend 

5 Han-Lmg 	atibe suence fair last year 

6 Adela and 1 	 t the restaurant 

	

1 Complete the sentences. Wrlte was or 	 ycsterday 

ware. 	 7 Lu - - 	in rhe living room a few minutes 

1 1  Wae  at the beach yesterday 
	 ago 

2 Mom and Dad 	in Colombia last 	 8 The class pctrty 	at 4 oclock 

sumniez. 	 9 The cats 	outside al) night 

3 Brando 	 at our new house last 	 10 The math qucstions oit ti-te test 	 
Sunday 	 diíficult 

4 Nicole and E 	in Venezuela a year ago 

5 Ana 	 happy al Ethel's party yesteday 

6 The book 	in my hackpack about ¿iii 
hour ago 

7 You 	- ni Maros's math class last 
semester 

8 The sunglasses 	in my baekpack 

9 Our dog 	in your yard last night 

10 fue childrcn 	 good do rirtg the movie 

Grammar Bulider 

Longmang (2000) Post Cards 2 Power Pack Edition Pearson Education P 153 
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be was, were 
do = did 
give = gaye 
get - got 

hurt a hurt. 
leave = Ieft 
read = read 
say a said 

go = went 
telí - toid 
haya - had 
take t- took 

Rememberaajtii. 
English da notlarm.the s'mpl&past 

_iensebyadding -ilor -edJnoir.. 
nebcol.wnlauwn tha £ImpJepasi 

_iene t 	iir.egularierbs anct 
mamurjzeilmm 	 - 

Irregular verbs 

Unit 12 

Grammar Highlights 

Simple past tense of regular verbs: verb + -d, -ed 
Affirrnative statements 	Negative statements 

1 declded 	 U did not decide 
He promlsed 	 He did not promise 
She emlled. 	 She did not smlle 
It stayed 	 It did not stay 

You hopped 	 You did not hop 
They tried 	 They did not try 
We crfed 	 We did not cry. 

í _nemember: 	nIe_— 
.aatJao&oLzO1amglJLar vrbsibaLeod 

[.11.A.Vfjwei - consuna Uí—,  le the 	 
r.ncartLad 1heid&ed. - 	- - 

hop_*pstjbopped. 	 - 

_Remember. 
11 

- • did.±_not=dirfr't Remember: Tu torni ¡he simple past 
Tu kitgn lhsnepasJJfIfls&DimO3L_ of Mexbslealefldjlta.ociflsOflaDl s • --tense 

ihenaddod. - _yngeJb'Joaiid - jeguIareibs. addd or .ed 
decido + 1 	rlecded ±ed=_tded__ - 

stayed 	- 

Simple past tense of regular and irregular verbs 
Ves/No questions 

Did U decide? 
Did he smlle? 
Did she hopo 

AffirmaUve 

you 
he 
che 

answers Negative 

y9u 
he 
she 

answers 

Did it stay7  Ves, 1  did No, it didn't. 

Did you ]cave? 
Did we read? 
Did they go' 

WC 

they 

we 
they 

Longmarig (2000) Post Cards 2 Power Pack Edition Pearson Educatiori P 156 
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Practice 

Simple past tense of 
regular verbs: verb + -d, -ed 

1 Write the simple past tense of the verbs 
In parentheses. 

1 My oder sistei (mop)  mOPP-'14   the floor in 
the katchn 

2 It (7(771;) - 	- very hard ycsfcrday 

3 Marcela and AnLta (pini» 	 video 

Sames inside 

4 We (stuaz) 	 for ouz ;iIdth test lasi 

naght 

5 We (;n:ss) 	 the bus to chonI 

6 Chico (cornil) - 	has money at the 
restaurant  

2 Rewrlte the sentences. Make the 
undesjIn simple past tense verbs 
negativo. Use contractions. 

1 Al tite paity, Chet siniled al mt 
AL thej,arty. Chet d,dn't  

as me 

2 Mma jogged with me in the paik ycsterday 

3 Ella and Samantha plaved video games 

4 Van and 1 carrted the boxes lo the car 

5 You stayed with me at the doctor'ç offLce 

6 The car cante  fcist It ',tnpped quickly 

7 1 crtioyed that scary movie Last rught 

8 The tudents uset the computer iast night 

9 Thcv were at honte yesterclay 

10 My wife started work al g ^.m 

7 You (tay) 	 
hou rs 

S The cluidren (crIj) 

at the beah for two 

     

     

     

       

 

for thcir mother 

     

      

9 They (lu'e) 	 in t'ciris )cist year 

10 Last sumrner my farnily (viszt) 	 

Brazal 

Grammar Builde 

Lortgmang (2000) Post Cards 2 Pcmer Pack Edition Pearson Education P 157 
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Practice 

Simple past tense of 
irregular verbs 

3 Write the simple past tense of the verba 
In parentheses. 

1 Yes. 1 (gzvc) 03YO the jaLket to Mom 

2 He (read) 	 
Nzchots ciass 

3 She (sa) 	 

4 You (e!I) 
mot i 

5 We (take)  
	

hs luggage to the alrport 

6 TIwy (hatt')  
	a great time at camp 

7 Thc party (be) 	at 5 o'cloct< m the 
afternoun 

8 Last summer Wc (go) 	 

9 The tests (he) 	easy 

10 The children (liave) 	a snack after 

scheol 

4 Rewrlte the sentences. Make the 
underhned simple past tense verbs 
negativo. Use contractioris. 

i My brother woke up carly 
My L'roher ll4nt.  

	

wake up eady. 	- 	 - - - 

2 You h!irt your foot at the soer game 

. 	1 Ieftthe iight un in my bedroom 

4 They,  gj t-tckets to see the movie  

Wc went to the conccrt iast week 

7 She jqok her 'ideo camera tu the party 

8 They 	their homework iast night 

9 TI-te teacher said good thtngs aboul you 

10 He thou&ht about his fnends Iast night 

that book Iast year ni Ms 

helio to you 

us about your tavonte 

tu Japan 

U t21 open at 4 o'ckx.k Pri the aftirnuon 

Longmang (2000) Post Cards 2 Power Pack Edition Pearson Education P 158 
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- 

• Reinember: 
&rn3ye:b.b.*\a speJhog cbaoe 	-  	- 

- 	J _Io ttm i.b pasenLcofltifluuuSJeQSe aísi,meoaJaited''  that  
- - - en lo a 000sona Lte.1Lap Lha aflø.lbe dø_Lo - 
- 	WLllÉ JO 	UIJUJ_. - -. 

-Usé +lngIuslng 	- 
-- 

 
dancaL ing dancing ---------
maK + ing z malung 
Jak+ ictg . Iaklog 	-- 

- - -- &nhl lagamlJln9 	 -- 
- _2 _taform tbe.presaoi Conf Il)uOLlS tense 01 sorne majnj,erbs thai. 
-- -_jn aaweJ +.consanartL dÓuble ff0 consenani aodihana0d-,ng 

_sjL+t *JnQ -%~o- 
J, 

lUlng - - 	- __-_-------- --------- - - 
Ju. y)uL 4rloo.L p aJiSLrit auierbswith spelhog change& 

you are 
e le 

she le No, 
we are 
1 am 
they are 

you erefl't 
he ¡snt 
che isn't 
we arent 
t'rn fbi 

they aren't. 

Am 1 
he 

le 
she 
we 

Are you 
they 

study1ng 

1 
1 

Yes, 

Grammar Highlights 

Present continuous tense: be + -ing 

Affirmative statements 
	Negative statements 

He/She 
YoulWeflhey 

am 

} dancing 
are J 

He/She 
Vou/We/Thcy 

am) 
es not dancing. 
are J 

Informatiofl questlons 

Who Os eatlng the cake? 
What are Dolores and Juan d&ng? 
Where ¡s Haey going? 

rtjnuous  t'n  O1a&ah0ULihIfl9S 
1nataebagpant0gfloW 	- - 

él— 

Bemember:  Tn imep_ 
cantinimus te sa ' 	.'9 tø-t 
¡naln vorbs_ - 	- 

.ceod + ing -LeHJIug  
-. - taik  + ng - Xitking  

Answers 

Sulia ¡e eating the cake 
They are playing a gamo 
She le golng home 

Ves/No questions 
	Affirmative answers 

	
Negative answers 

Longmang (2000) Post Cards 2 Power Pack Edltfon Pearson Education P 148 
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C. 

1 Practice 

Present contanuous tense: be + -ing 
Afhrmative and negative statements 

1 Match the pictures with the sentences 
below. Write me letters on me linee. 

a. 	 b. 

d. 

_'L.. 1 He is using the computer 

2 We are domg math 

- .s rhey are danci" 

4 ghe is pla4.ng with her dog 

- 5 &n steeatIng 

-- 6 1 am sleeping 

2 Complete the sentences. Write the 
present continuous tense of the verbo 
In parentheses. 

1 1 (send) am .endinq  my e-mail 

2 She (,iot. ,nakc')  115 noS maky  our dinner 

3 You (i end) 	 a newspaper 

4 They (not, sle'cp) 	 

5 We (fol, cn)oi,) -- 

6 He (lake) 	  

7 They (snuk) 	 

8 1-le (piol. •tzi4q) - 

9 W (sil) 

lO You (fol, use) 

11 She (wnich) 	  

12 1 (not, lake) 	 

park 

3 Write sentences with the present 
con*unuous. Use the c ues. 

1 Sandra / slcop 
an4ra a &eeprng 

2 Alicia / play with her dog 

3 Bao/ make tea 

4 Mano, cat mi ,ce-cra1n cone 

b klelen / check her e-mail 

6 Keiko / run in the park 

- 	_thismovse 

a test 

a  tbereacher - - fór lis  test 

	in the kitchen 

	Jose's computer 

a video 

the dog to the 

Grammar Builder 
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Read carefully 	 A washing Day 

Lucy and her daughter Ana were having a washing day yesterday They have a lot 

of dirty clothes to wash and dr-y They were busy washing and cleaning 

Lucy was washing the clothes quite clean and Ana was hanging them on the une to 

dry They are working hard, although, they were washing with the washing 

machine There were four white sheets, two pairs of blue socks, and a Iight green 

jacket, four white handkerchiefs, one dark red blanket, a red striped tie, two parís of 

black pants, three towels, and orange skirt, a yellow sweater, a white blouse a 

white black suit, a purpie dress, three different colourful skirls, a green coat, twa 

parís of brown slacks, three pairs of stockings, a prnk bathing suit, and four T-

shirts 

Lucy and Ana were also cleaning a pair of tennis shoes, a hat, a purse, two parís of 

suippers and umbrella 

1 	Whats Ana putting away7  

2 What is Lucy doing7  

3 	When were Lucy and Ana having their washing day'? 

4 	What was Lucy doing'? 

5 	Lucy and Ana 	 washing yesterday 

66 



6 	Lucy and Ana 	_______ ironing 

7 	What is Ana folding up? 

Instituto Costarricense de Enseñanza Radiofónica (2004) Inglés 1 Educación Diversificada a Distancia y por 
Bachillerato por Madurez Suficiente P 8788 
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3.1.3 Power Point 1 

e 

3JEflVOS (NJ 

1   adirracbrde 
opend 	kkrrIrés 

2. Qxory aIíca rues ~os  
omudales ai Irgés aplicárdolos de ríerera 
~ca 

cR1E1&EEffl[1F1UJ 

CIM~ ks ~ cbctrrns 
En kLdat 

_ 	126 WKa 
ga1iccbfo1Tao yiita 

(t N11iNIU 
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Gnn'1O H3gi.IiglO0 

Simple pase Icaco: be 
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t*0 

- 
Object pr000.anS 
SOnØ€,  010,0.133 	COIte' 01°$' 	asaesVI- 

-- 

Pta03103 34 

SS'flh4 eaeh artO. raI4..tng .a,3,. 	Sn o.vrvc. e,,dOm le Ib. p3 03w 

ro. 

late". 
3 0001 

.3 VI..'. 
3.003p 

33v dleAk 
.3-30.03 

33_o....,. 
Iv .303' 
3' OteAlo 

36. alo 

It. cIn.Uy 

20. 
23 ".py 
22.4.303 
20.03.00 
2. 
25. 03* It 

- 
Practice 

Simple past tense: be 
Aff,neot,ve 006 negativO 015003cn$ 
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1t. e*tCfl• 

:1. 

Praccie. 

lib..') 	.',"-dy••"? -- - 
W.aa4...w.i 	q*WnM%a 

__?.. •l - - 

• ,i__•__.. e. 	.4'... 

• th• %SU 
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*.1l, vu .7c4'447. 

lo &I7e.klIlog...t.I9c 

Gnme. Highflgbte 

Penen) Continucu, ten..: be 1 •rn 

AHhoe tI.l...... 	Nfl.le. 

ea. care u y 	 w 	i.n.g.. a .• -. 
LucyandherdaughterAnawerehavingawasingdayyesterday. 
Theyhaveaiotoíclirtyclothestowashanddry.Theywere busy 
washing and cleaning 
Lucywaswashing the clothesquite clean and Ana was hanging 
thern ontheiinetodry.1heyareworkinghard;although.they 
were washingwiththewashiegrnachine Therewere fourwhute 
sh e cts, tw o pa irs o í b tu e soc k s. a n d a II gh t g ree n ja ck et, four 
w h¡ te han d ke rch te fs. o ne da rk red b tan ke t, a red strip ed t le, two 
pairsofblackpants,threetoweisand orange ski rt,ayeilow 
sweater.a white bio use 	a w hite biack sult. a pu rple dress, three 
different colo urfui skirts, a green roat, twa pairs o  brown slacks, 
three pairs o  stockings, a pink bath ¡ti g suit.and fourT shirts. 
Lucyand Ana w ere alsocieaning a pairof tennis shoes,a hat a 
pu rse. two pairs of sil ppers and u m brelia. 
WhatsAnaputtingaway? 

W h a t i s Lucy doing7  

7W he 	were Lucy and Ana having their washing day? 

3WhatwasLucydoing? 

4 Lu e  a n d Ana 
	 w ashingyesterday 

Lucy and Ana 
	

i r o n in g 

6 W ha ti s A n a foid in g u p ' 
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Unidad 1 
3.1.4 Logros Obtenidos 

Se logra que los estudiantes puedan identificar y aplicar las reglas gramaticales, 

tanto oral como en forma escrita. 

En esta unidad se logró presentar, desarrollar y poner en práctica los contenidos 

que a continuación permiten una interacción entre el facilitador del curso y el 

estudiante; primeramente se presenta el simple present tense, seguido por el past 

tense y por último el present continuous tense + ing. En el present tense se 

muestra las ampliaciones que comúnmente encierran su uso; tanto en oraciones 

simples como preguntas y respuestas. En el simple past tense se presenta la 

formación del pasado, su pronunciación y los diferentes verbos; regulares e 

irregulares En el continuous tense: be + ng; también se presentan las reglas 

practicas para mayor comprensión. 
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3.1.5 Fotos Ilustrativas del Curso 

En esta unidad se 
desarrolló el simple 
present tense. 

Se presentaron prácticas 
que se desarrollaron en el 
tablero y fueron ampliadas 
por medio del multimedia. 

Los estudiantes 
identificaron y aplicaron 
las reglas gramaticales 
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3.2 Unidad 2 

3.2.1 Planeamiento curricular 	 UNIVERSIDAD DE PANAMÁ 
CENTRO REGIONAL UNIVERSITARIO DE PANAMÁ OESTE 

Faculta: Administración de Empresa y Contabilidad 	 Carrera: Lic en Adm de Empresas 
Escuela: Administración de Empresa 	 Curso: Inglés Comercial 11 272 
Profesor: Gilberto Vega Vergara 	 Semestre: Segundo 
Código: 
Justificación: Proporciona un completo final en la preparación académica de los futuros administradores de empresas con las 
herramientas del lenguaje Inglés en el área comercial 
Objetivos Generales 1 Formar integralmente al administrador de empresas en el uso del idioma Inglés 

2 Conocer y aplicar nuevos conceptos comerciales en Inglés aplicándolos de manera práctica 

OBJETIVOS ESPECIFICOS 
	

CONTENIDO 
	

ACTIVIDADES 
	

EVALUACION 

2 Identificar varios tipos 2 Filling in the blariks Formativa 
de 	oraciones 
verbales simples 

2 	Sentences 
- 	Desarrollar las practicas 

escritas 
21 manejar los tipos de 2 1 sentences patterns 2 irecognize different 

oraciones verb forms - 	Leerlas practicas 

3.2.2 Contenido 
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Unit 10 

SENTENCES 

Unit 10 SixiuEcr AND PREIMCATE 

Sentences 

A sentence is a group of words with a complete thought. Sentences can be simple, 
complex, and compound. Sentences are made up of a subject and a predicate 
Subject is the doer of the action, subjects can be nouns or pronouns (singular - or 
plural) Predicate is what the subject does, the action. 

A simple sentence is the one thai has a subject and a verb. 

For example: 	1 eat vegetables. 
sub. predicate 

Complex sentences are the ones joined by a relative pronoun; It is another sentence 
used to modify an element (noun, verb, etc.) In a complex sentence one sentence is 
made part of the other. 

For example: 	She is the giri who 1 luye. 

A compound sentence is the one that is joined by conjunclions, la other words is 
combining simple sentences by using conjunctions. 

Example: Everyone was happy because the teacher arrived late and 
departed early. 

Tbere are dfferent types of sentences. 

1) Declarative sentences. 

2) Imperative sentences. 

3) Exclamatory sentences. 

4) Interrogative sentences. 

Clovis Rodríguez Jorge R (2000) English in the Century 21st, Panamá imprenta Universitaria P 137 
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PRALCTICE 29 

1 Write five simple sentences using the verbs in parenthesis. 

1 	  (play) 

2. 	  (study) 

3     (copy) 

4. 	 (typc) 

5. 	  (give) 

II Write five compound sentences using the verbs in parenthesis. 

1. 	 _. 	(was) 

2 	 (buy) 

3 	  (cat) 

4. 	  (go) 

5 	  (havc) 

11 Write five complex sentences using the verbs in parenthesis. 

1. 	  (know) 

2. 	  (cal¡) 

3. 	  (say) 

4 	  (teIl) 

5 	  (read) 

Clovis Rodríguez Jorge R (2000) English in the Century 21st, Panamá Imprenta Universitaria P 138 
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a. Declarartive Sentences. 

They refer Lo a statement, they tallc about something specifically. They are usually 
simple sentences. 

Example: We spent the mght in David. 

b. Irnperati've Sentences 

They refer to an order or a command given by the speaker not mentioning (he 
subject because it is already understood. 

Exampies: Go to the board. 
Be quiet, please. 

c. Exclamatory Sentences. 

They refer to a statemem of feeling said by the speaker depending cm the 
style the speaker wants to give. 

Examples: Oh, what a sunny day! 
Great! Oh! 
It is wonderful' 

d. Interrogative Sentences. 

They are questious asked by the speaker or anybody who wants to ask a question. 
They are followed by a question mark. 

Examples: Where are you going to? 
Oid you study English in Panama? 

Clovis Rodriguez Jorge R (2000) English in (he Ceritury 21st, Panamá Imprenta Universitaria P 139 
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PRACT10E 30 
Identify the kind of sentence cadi one is and write tic answer on the given space. 
Circle the subject and underline the predicate. 

1 We saw lovely fruit fiower stands. 

2 The teacher dictated the seritences betow. 

3. Does he play the pian& 

4 Ob, what a beantiful day! 

5 Get Leacly for the test 

6. The waiter cleaned our table. 

7. The teacher copies the assLgrlment on the chalkboard. 

8. Did the mechanc clean the motor? 

9 Wow, it's terrible' 

lO. Close the door, please. 

11. Are ¡ny laces ued properly? 

12. Don't be late. 

13. I-low beautiful the sky looks 

14. Brush your teeth. 

15. Please firnsh your humework 

16. The wind was very stiong. 

17. The plane flew luto tbe air 

18. Would you like to take a nde thiougb the Panarna Canal? 

19. Snuile, God loves you. 

20. The teacher explains the Eng}ish class. 

Clovis Rodriguez Jorge R (2000) English in the Century 21st, Panamá Imprenta Universitaria P 140 

79 



3.2.3 Power Point 2 

OBJETIVOS 
ESPECÍFICOS 

2i. Identificar varias 
tipas de 

oraciones verbales 
simples. 
1 	2.2 manejar las tipos de 

oraciones 

CONTENIDO 

Sentences 

21 seriterices 

iatterns 

U.it lO 
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Suhjccl isla diii uI he miden. ue.bjew 	be uuenns ni P.—...(dnpuleu me 
'12,5 Pe.dte,e. a O.l Inc set4cl dene, din anteo 

A ,impie senlenee ¡-k nmi Iban has • n.b,eal inul u smb, 

FuiiIbrupf. 	LSoL..aAa2k 
e. ee*niu 

Coeuplca entena., me be unes jomad b £ miaban piante... lo enalbe, inulina 
anal lo modtiy en eiee,enl laceo. ant, tic lina u.Onçtfl melena O., Setenen.. 
mije pm al lb. oboe 

Pee • e.'. 	thais Iba guti sebo 1 lea. 
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CCunflifl.,g simple seoteosa. by ujier iUtIjtnCliOlIs. 

knm,npk' Eam)oae mm bappj .nme.I  ten lamIne o.eisud late amI 
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Tiene Me difamen typia 01 le.le.ees 
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71 lmjwnhin jealonces, 

4 .oIam..wm seRmones 

4) l.ttrrajnulte santeeces 
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PRACTICF 29 

1 Wrlte Plya, lmpte sanlcnac ataing the partas ha paarsntbcds. 

- - ..- Ipisy) 

2 	 - 	 - - - (bedy) 

	(Copy) 

4 	 - 	 - 	 (lypu) 

s   (ivc) 

II Writa lis-e tunapound oenlrnccs utlng (he verba In parenlhcsta. 

	  (wtl) 

7 	 (buy) 

(CalI 

II Webe fiat vmnpkx scnlenvn ,ning Ib. verb* In psrenthr*ln. 

- 	 - 	 (know) 

        

3 

4 
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Unidad 2 

3.2.4 Logros obtenidos 

En esta unidad se logró identificar y manejar varios tipos de oraciones. Estos 

logros se dan a partir de la ejemplificación de cada uno de los tipos de oraciones y 

la puesta en práctica de los mismos. 

En esta se presenta, desarrolla y se pone en práctica los contenidos que a 

continuación permiten una interacción entre el facilitador del curso y 	los 

estudiante: 

Los temas Subject and Predicate, como también Senterice Patterns 
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3.25 Fotos Ilustrativas del Curso 

En esta unidad se 
desarrolló el tema sobre 
los tipos de oraciones 

Los estudiantes 
identificaron y aplicaron 
los diferentes tipos de 
oraciones, tanto en forma 
oral como escrita. 

 

Actividades de la segunda unidad 



3.3 Unidad 3 
3.3.1 Planeamiento curricular 	 UNIVERSIDAD DE PANAMÁ 

CENTRO REGIONAL UNIVERSITARIO DE PANAMÁ OESTE 

Faculta: Administración de Empresa y Contabilidad 	 Carrera: Lic en Adm de Empresas 

Escuela: Administración de Empresa 	 Curso: Inglés Comercial 11 272 

Profesor: Gilberto Vega Vergara 	 Semestre: Segundo 
Código: 
Justificación: Proporciona un completo final en la preparación académica de los futuros administradores de empresas con las 
herramientas del lenguaje Inglés en el área comercial 
Objetivos Generales 1 Formar integralmente al administrador de empresas en el uso del idioma Inglés 

2 Conocer y aplicar nuevos conceptos comerciales en Inglés aplicándolos de manera práctica  
ACTIVIDADES 	 EVALUACIÓN OBJETIVOS 

ESPECÍFICOS 
CONTENIDO 

3 Obtener 
retroalimentación y 
confianza en sí 
mismos 

3 1 Aplicar el uso del 
Internet al campo 
profesional 

3 The use of Internet for 
academic and 
professional uses 

3 1 Technical terms 

3 Umprepared 
Speeches 

3 1 Short dialogues 

3 2 Looking for 
Idiomatic 
expressions 

Formativa 
- 	Trabajar los contenidos 

dados en prácticas 
escritas 

- 	Escuchar estos 
contenidos por medio 
del software dado 

- 	Enviar las practicas 
vía email 

32 Traduzca términos 
técnicos 
relacionados a la 
carrera - 	Traducir términos 

- 	Preparar oraciones 

3.3.2 Contenido 
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English idioms relating to 
EFFICIENCY - COMPETENCE  - EFFECTIVENESS 	  

To refer to something as the acid test means that it wuli prove 
how effective or useful something is 

The training course was very unteresting but the acid test wili come 

if you use your (whole) bag of tricks to do something, you try 
(al¡) the ciever methods you know un arder to succeed 

"Let's cali on George and hus bag of tricks, maybe he can help us 
sve the probiem"___ 

If you are on the ball, you are aware of what is happening 
and are abtoreato the situaonquickiyand intelligently  

When íomeone does something to the best of their abiluty, 
they do it as weil as they possubiy can 

1 felt nervous all through the interview, but 1 repiied to the best of 
- 	 mjabihlty" 

Acid test 

(Whole) PaR of tricks 

L. 
Beon the kU 

(To the) best of one's 
ability 

Kfll two birds withone 
stone 

Break fresh ground 

Take the ffbythe 
horns 

Can't hoid a candie 
(to someone or 

something) 

Chas e your (own) tau 

t"..  Uke ciockwork 

i- 
Cut  the ground from 
under somebody's 

feet 

Cutting edge 

rnab hand at something 

if you kill two birds wlth one stone, you succeed in doung 
twa thungs at the same time 

if you break fresh ground, you innovate by untroducing or developing 
a new method or system. 

"Scientists have broken fresh ground in their expioratuon of outer space" 

To take the bu¡¡ by the horns means that a person decides to 
act decisuveiy un arder to deal with a difficult sutuatuon or probem 

"When a number of chuidren complauned of buHyung at school, 
SIytook the buily the horns and calied the headmaster  

it a person (or thing) cannot hoid a candie to another, they are 
much iess competent or do not perform as well as the other 

"John is very unteiligent but he can't hoid a candie to hus brother 
Michaei when it comes to sports " 

Someone who is chasing their (own) tafi is spendung a lot of time 
and energy doing many things but achuevung very little 

"He's beeri chasing his tail afl week cohlecting data but the report 1$ 

- 	 stuhl notready" 
To say that someone or something goes, runs or behaves hike 
clockwork means that everythung happens exactiy as expected 
'Meals are ahways served on time In their home everythung runs 

like dockwork 
When someone cuts the ground from under another's feet, 

they do something whuch weakens their posituon or spouls their pians 
"When we launched the new product, we cut the ground from under 

our competitors' feet 
Thus expressuon refers to the newest, most advanced stage in the the 

development of something 
"The compariy is at the cutting edge of aeronautucs" 

if you're a dab hand at something, you're very good at doung it 
Why don ypu caO Suzy? She's a dab hand at organizung barbecues" 
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Deliver the goods 

Q.2 nothing by haives 

1-• 

1 

Fast track something 

Fine-tooth comb 

Get it down lo a fine art 

Get one's aCt together 

E 
g.tthe show on the road 

Do the trick 

prastic times cali for 
drastic measures 

Explore  afl avenues 

Getsomething off the 
ground 

Get your ducks in a row 

Ifa person dehivers the goods, they do what is expected of them 
or what they have promised to do 

"Lets hope that new whiz-kid the boss hired can deliver the goods" 

When a person does everything they are engaged in completely and i 
thoroughly, they are said to do nothing by halves 

"When she cooks,  
If something does the trick, it does exactly what is needed 

or achieves the desured effect 
"Another coat of paint should do the trlck 

When faced with a difficult situation, it is someti mes necessary to take 
actions which in normal circumstances would appear extreme 
"After Johnny's third accident, his father confiscated his car 

Drastic times cal¡ for drastic measuresE" 
If you explore ah avenues, you try out every posstbihity in order 

to obtain a result or find a solution 
Wecartsays impossible unto weveexored al¡ aveflueS_ 

It you decide to fast track something, such as a task or pióject, you 
give it high priority so that the objective is reached as quickiy as 

possible 
"in view of the number of homeless, it was decided to fast track the 

constructionoflow-costhousing" 
To go over something with a fine-tooth comb means to examine 

it closely and thoroughly so as not to miss any details 
"The police are examining the scene of the accident with a 

fine-tooth comb 
When you Iearn to do something perfectiy, you get it down to a 

fine art 
"Entertaining her husband's business associates is not a problem, 

she'sgotthat down  
It you get your act together, you organize your affairs better than 

you have done previously and manage to deal with things more 
efficiently 

If you manage to put a plan or idea into action, you get the show 
on the road 

"OKi We'vegot ah we need, so Iet's getthe show on the roadi' 

If you get something off the ground, you put it into operation after 
having organized it 

"After a lot of hard work, we finally got the campaign aif the ground 

This expression means that you are trying to get things wehl organized 
'We need to get our ducks in a row it we want our project to 

- 	 succeed 

If you go the extra mihe, you do more than what is expected of you 
"You can count on Tom, hes always wilhng to go the extra mile" 

A person who goes to great pains to do something makes 
a great etfort to do it wehl 

"He went to great pains to explain the situation as clearly as possible" 

Go the extra mile 

Q lo (great) pains 
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This expression refers to a signtficant part of the effort or work needed 
to achieve something 

"We've already obtained a loan for the project - thats half the battle" 
This expression refers to something which is completely useless 

or serves no purpose 
"With no electricity, a refrigerator would be as much use as a 

handbrake on a canoe 

If you land on your feet, you make a quick recovery after a difficulty 
such as a business failure, an illness, a loss, etc 

"Dori't worry about Bob He always lands on his feet"' 

A person who thinks on their feet is capable of making good 
decisions without previous thinking or planning 

"Good lawyers need to be able to think on their feet when pleading 
a case" 

It someone does not let the grass grow under their feet, 
they do not delay in getting something done 

"As soon as he received the permit, he started to build 

- - 	- He never lets the grass grow under his feeti" 
If you keep your finger on the pulse, you are constantly aware of 

the most recent events or developments 
"A successful investor keeps his finger on the pulse of international 

Jill the battle 

As much use as a 
handbrake on a canoe 

Land  on your feet 

Think on one's .tgj 

Not let the qrass grow 
under your feet 

Keep your finger on the 
pulse 

- 	 business 
If you try everything possible in arder to achieve something something, 1 

Leave no stone unturned.
you leave no stone unturned. 

"The management left no stone unturned in their efforts to find a 
solution to the crisis" 

If a person makes light work of something, they do it very easily or 

"At the end of the day-long meeting, he made light work of summing up 
the mainpoints" 

If you make short work of something, you do or finish something 
quickly 

"They were SO hungry that they made short work of getting food 
on the table" 

If someone means business, they are serious about what they 
announce 

"The boss says that in future any missing material will be reported 
to the police, and he looks as though he means business" 

This expression means that someone's behaviour is not as irrational 
as it seems 

"Hes efficient despite his strange way of working, so there's method 
in his madness'' 

If you are out of your depth, you are unable lo understand a subject 
or deal with a situation because it is too difficult for you 

"The level of the dass was loo high for me, so very quickly 1 felt 
out of my depth" 

_____ 	 with little effort 

Mato par 
It something is up to par, it meets the required standard 

"He didn't get the job because his English wasn't up lo par" - 

Make light work of 
something 

Make short work of 
something 

Means business 

Method in ones 
madness 

Out of your depth 
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If you put someone or something through thelr paces, -yo-u'-t'-es'-t---
their 

outest
thetr abulity to do something by making them perform certaun actions 

"During the presentation, the machune was put through uts paces" 
Ifa person or organuzatuon is ahead of the pack, they are better or 

more successful than their rivals. 
"Our products will have to be more innovatuve if we are to stay ahead 

of the pack" 
It something or someone is ready and waiting, they are prepared 

and avaulable for a particular task or occasuon 
"There wad a vast amount of food  	Lti  

If an action is performed thoroughly or completely, it is done 
Root and branch 	 'root and branch'. 

"The causes of the disease rnust be eliminated root and branch" - 

This expression means that a group or an organization is run 
in a welI-ordered and disciplined manner 

"The director of the scout camp runs a taut shlp" 

Sail through something 	
If you saO through something, for example a test or a presentation, 

- 	g s 	g1 	 you succeed undoing itwithout difficulty 	- 

This This term refers to an extremely effective or magucal solution to a 
difficult problem 

"There is no silver buliet that will put an end to unernployrnent" 
This expression is used to refer to someone you think is incapable 

or does not have the resources to perform a task 
"It may be too difficult for the traunee- srnali dog, talI weeds!" 

It you teil someone to stick to their last, you are asking them to 
restrict their interventuon or comments to an area where they have 
knowledge and experience, and to keep away from areas where 

they know nothing 
(A 'Iast' is used un making and repairing shoes) 

Whydort you sticktoypurlast and let me hance tus matter" 
If you take matters into your own hands, you take action yourself 

Take matters into your 	 rather than waiting for others to act 
own hands 	 "When Susan saw the lack of progress, she decided to take matters 

- 	 unto her own hands" 
This expression reters to a dever or expert way of doing thungs, 

Tricks of the trade 	 especially in a job 
"Hes a tough negotuator, he knows ah the tricks of the trade." 

Tred  and tested 	
If a method has been tried and tested, it can be trusted because 

it has been used successtuhly in the past and is knowntowork 
If you have something under your belt, you have acquired expenence 

or have satusfactonly achieved something 
"You've got to have sorne work experience under your belt before you 

Put through thelr paces  

Ahead of the pack 

Ready, and waiting 

yj. atautship 
also: run a tightship 

If you use a shotgun approach, you cover a wide range in a 
non-selective, haphazard and inefficient manner 

Shotqun approach 	"Identifying a specific segment of the rnarket as our target will be 
more effective than a shotgun approach 

Silver bullet 

Small dog, taIl weeds 

Stick to your last 

Under ones belt 

L_.. -- 	 can  pe to 	getapeanent job" 
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WaIk and chew gum 
(at the same time) 

Work like a charm 

If you can walk and chew gum, you are able to do more than 
one thing at a time 

This expression is often used negatively to indicate incompetence 
'Why did you hire that guy? He cant waik and chew gum at the 

same time1" 
If something, such as a productor a method, works like a chami, 

it functions very well or has the desired effect 
1 tnrf Ininn it with vineaar and it worked like a charm" 

   

Los ejercicios desarrollados vía Internet se dieron por medio de los 

www streetEnqlish(realceorieuseifl diomslsiariqs 
August9th, 2010 

www Spokenenglishandwrittenengltshchatandconversat ionalengjjshpractice 

www learnenglish de/englishchat htm  

www //learnenglish com/ 

wwwbusinesss-engl ish comf íd toms/menu phptestandmore 
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3.1 Technical Terms 

3.3.3 Power Point 3 

CONTENIDO 

3. The use of Internet for 

academic and 
professional uses 

©EJ 

• Obtener retroalimentación y 
confianza en sí mismos. 

3.1 Aplicar el uso del 

Internet al. campo 

profesional. 

3.2 Traduzca términos 

técnicos 

relacionados a la 

carrera. 



lfyou use your(who)bagoftrkS  todo  SOmething, you trY 

(alt) the clevermetods you know in order to succeed. 
"Letscall on George andhis bag of tricks; maybe he can helpus 

so ¡ve the pro btem. 
1 

English idioms relating to 
EFFICIENCY - COMPETEN CE - EFFECTIVENESS 

It you are on the ball, you are awareofwhatishappeniflg 
and are able toreactto the s ationquickyand intetIigeny. 

Ityou killtwobirdswithonestone,you succeedindoirig 
twO lhíngsatthe same time. 

It you bree k fresh gro i.ti d you ¡ nn ovate by mt rod uci ng or d eve top ng 
a new niethod or sysm. 

Scientistshave broken fresh groundin lieir exploraDon of outer space. 

Totakethe buIIby the hornsmeansthataperSOndeCideSO 
act decisively in order to deaIwh a difiicultsftuation or probtern. 

Whena number of childrencomplaifled of ulyingat schooL 
Sailytook the buli by the horns and calledtheheadmaster. 

¿g te st 

(Whole)bag of tncks 

Beon the bJ. 

(Tothe) 	of ors 
ablity 

KIItwo blrde wfth one 
Sto r*. 

Break fresh ground 

Takethe Málby the 
hor ns 



D Aver b 

      

 

e 

 

lo 

  

   

1 

    

     

      

s the gocd 
y •romsed, 

whiz- ki 

2.2V not1'!ns by hatv 
they are engaeO 

thorough(y, they are said to do nothing by halves. 

'When she cooks, it's a four-course meat - shedoes nothin 

halv es!' 

lfsomething does the trick, itdoes exacUy what is needed 
or achieves the desired effect. 
'Another coat of paint shou(d do the trick. 

When faced with a difficult situation, it is sometimes necessary to take 
actions which in normal circumstances would appear extreme. 
"After Johnnysthird accident, his father conf isca ted his car. 

Drastic times cali for drastic measu res!" 

if you explore alí avenues, you try out every possibiLity in order 
to obtain a result or find a solution. 
We cant say it's impossi ble until weve exp(ored aLL avenues.' 

It you decide to fast track something, such as a task or project, you 
give it high priority so that the objective is reached as quickty as 

possible. 
"in view of the number of homeless, it was decided to fast track the 

constwction of low-cost housing. 

To go over something with a fine-tocth comb means to examine 
it closety and thoroughly so as not to miss any detai ls 
'The pohice are examining the scene of the accident with a 

fine - tooth comh' 
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¡fa per son delivers the goods, they do what isexpected of them 

or what they have promised todo. 
'Lets hope that new whiz-kid the boss hired can detiver the goods!" 

When a person does everything they are engaged in completety and 
thoroughiy, they are said todo nothing by haives. 

When she cooks, its a four-course mea[ shedoes nothing by 
halv es! 

lfsomething does the trlck, itdoes exactiy what is needed 
or achieves the desired effect. 
Another coat of paint shouid do the trick. 

When faced with a difficult situation, it is sometimes necessary to take 
actions which in normal circumstances would appear extreme. 
After Johnnys third accident, his father conf isca ted his car. 

Drastic times cali for drastic measu res! 

If you explore al[ avenues, you try out every possibility in order 
to obtain a result or find a soLution. 
We cant say its impossi ble until weve explored aU avenues. 

If you decide to fast track something, such as a task or project, you 
give it high priority so that the objectivc Is reached as quickly as 

possible. 
In view of the number of homeless, it was decided to fast track the 

construction of low-cost housing. 

To go over something with a fine-tooth comb means to examine 
it ciosely and thoroughly so as not to miss any detai ls 
The police are examining the scene of the accident with a 

fine tooth comb." 
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Unidad 3 

3.3.4 Logros obtenidos 

Se logra traducir, aplicar y realimentar el uso del Internet en el campo profesional 

Los logros sobre los contenidos de la unidad tres, que contempla 

The Use of Internet for Academic and Professional Uses 

Technical Terms 

Idiomatic Expressions 

Se dan a partir de la interacción entre el facilitador del curso y los estudiantes vía 

Internet Todo el material didáctico de esta unidad se encuentra en línea Los 

ejercicios y pruebas permiten un desempeño y comprobación del uso del Internet 

Los términos técnicos necesariamente se imprimen desde un sitio web, dado por 

el facilitador 
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3.3.5 Fotos Ilustrativas del Curso 	1 
En esta unidad se 
desarrolló the use of 
Internet for academic 
and prof essional uses. 
Y technical terms. 

Se presentaron temas 
y sitios en el Internet 
para ampliar el 
conocimiento en el 
campo de la 
administración. 

Se desarrollaron 
prácticas vía Internet. 

Los estudiantes 
identificaron y 
aplicaron términos 
relacionados a 
negocios. 

Foto de la TaLoríalslarupo de la  práctica 
	

1 
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3.4 Unidad 4 

3.4.1 Planeamiento curricular 	 UNIVERSIDAD DE PANAMÁ 
CENTRO REGIONAL UNIVERSITARIO DE PANAMÁ OESTE 

Faculta: Administración de Empresa y Contabilidad 
	

Carrera: Lic en Adm de Empresas 
Escuela: Administración de Empresa 

	
Curso: Inglés Comercial 11 272 

Profesor: Gilberto Vega Vergara 
	

Semestre: Segundo 
Código: 
Justificación: Proporciona un completo final en la preparación académica de los futuros administradores de empresas con las 
herramientas del lenguaje Inglés en el área comercial 
Objetivos Generales 1 Formar integralmente al administrador de empresas en el uso del idioma Inglés 

2 Conocer y aplicar nuevos conceptos comerciales en Inglés aplicándolos de manera práctica 
OBJETIVOS 
ESPECÍFICOS 

- 	- 	CONTENIDO ACTIVIDADES EVALUACIÓN 

3 	Usar 	las 	formas 4 	Letters 4 Firiding and appliying Diagnóstica 
comerciales 	de 
correspondencia 4 1 Fax 

for jobs - 	Comentarios 

4 1 Usar el lenguaje Formativa 
Bancario 4 2 Abbreviation - 	Aplicar el formato dado 

4 3 Banks 
- 	Bussiness 

- 	Buscar nuevos formatos 
en Internet 

And 
management 

3.4.2 Contenido 
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Sending a fax 

FoIlow thee instructjons and 	ah the mistakes Then, insert the page 4n 
you'lI be an expert fax sender! 	the corresponding slot Oon't for9et it 
First, write the letter, memo, diagram or 	has to be face downl After that, pick up 

he receiver and dial the number you 

want to send the fax to. When 
you correct 	comrnunication is established, ask the 

person who answered the phone to 

give you a fax tone Finahly, when you 

hear the fax tone, press the SEND key in 

your fax 

Let'.ç 	ti txt 
Look al th4.,e word: Fir.l - 'I'hei - \exl - -fter thaI - IinaI1. 
Now decide ¡si whar order you would write these sentences, joining them with the connecting words 

D (lose the file 	 D Enter the programme O Turn on the PC 

[1 Write the lerter. 	 EJ Exit the programme. 	O Save the file. 

E Turn off the machine. O Open a new file 	 EJ Print the letter. 

1, 

1 PRDJ ECT 
Teil a fr,end how to make a øhoi'ocopy As a mociel, use (he :nstruct,ons on how to send 
a fax 

Richmond Pubhishing Business Management (2006) Editorial Staff al Richmond Pubhishing lztapalapa, México, D E 
P12 
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any other information you want to 

send Make sure 



PersorJetIfkatiÓn'Numbfr 

ederM Bftnvqstígatior. 

9&YR9n 

inTI 
- 

., ¡ 

	1 

Un,t 2 

tI)breviLtion, ¿ire vel.v cornmon in Liig14i. 
I4I((II the abl)re'siation ti the 

auly 	 heupful 	 nght 

amor%9 	 ha,rn 	 ç*bknq 

better known as 	 master (n) 	 shredder 

busy 	 (tfse perftct) match 	 thus 

dece 	 no longer 	 turn ors 

extension 	 needIes to $ay 	 turn off 

helper 	 quiet 

Richmond Pubhshung Business Magement (2006) Edstoriaf Staff at Richmond Pubhshing Iztapalapa, México. D F P 15 
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ces where 

o protect it 

y service 

Banks are firiancial instututioris which deal 

with severa¡ aspects of the economy of 

countries, individuals arid monetary systems 

Not all banks offer the same products and 

deal wíth (he same type of customers. 

Commerctal banks (sometimes called 

clearing banks) provude bankung services 

such as accepting deposits, either in current 

accounts or savungs accounts, grantiflg 

Ioans, issuing credct cards and managung 

their customers' accounts Ariother service 

pu-ovided by commercsal banks is the 

payrnent of lees, salanes and wages durQcLy 

unto the workers' accounts. These banks 

usuaUy have branches un varuous Iacatjons 

Banks make a profut from (he dufferentual 

hetwcen the interest rates they pay on 

serViCes 

deposits and those they charge 

on Ioans Merchant banks, on 

the other hand, provide similar 

not Lo individual customers, 

but to companieS or corpordte customers 

They ofler stock (radung and portfoluo 

management servuces, and ussue and 

underwrite sec urities Mergers, takeovers 
and acquisutuons are handled by thus type of 

banks whuch also provude tunancual advice 

Ruchmond Publushing Business Magement (2006) Editorial Staff at Richmond Pubhishing lztapalapa. México. O F P 22 
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FiÍl i:ttie Idanks %ø inake UJ) c4tnprehen.ion 'qUe'(iOfl. 

What 

4IVhere. 

Howmany ................................................................ 

~.,
Ihich ........ 

' 	 onIe4e ihe.e 'entenees ning i4h.e t 	' es4. 

GIVE PROtúE J 

The' L 	 ; 	: when yo  opYirrent account 

If you need 	 uy a newhuse1e bank can 	 a credit 
--- 

- 	-.. 

The bank will 	 you with ah the necessary informatron to make 

a profitable 1 

Merchn'tanks 	  financia¡ advice. 

Richmond Publishing Business Magement (2006) Editorial Staff at Richmond Publishsng lztapalapa, México, D F P 23 
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b) 

Cl 

DIQ YQLJ 

1 n ter e st 

%!nith 1 he pIioti w ¡tia 1 he 's mME. 

ATM 

bank notes 

(0115 

credit card 

cheq uebook 

bank statement 

cash 

d) 

(flI 10U eU t1U t;gT('re,I(e 

heteen 1hee '%rd,? 

fee 

salary 

wages 

Richmond Pubtishing Business Magement (2006) Editonal Staff at Richrnond Pubishing Iztapalapa. México, D F P 24 
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Bank organisation 

BnkS are compex, organised structures 

where there are severa¡ divisions working in 

harmorly helping one another 

Each bank has its own orgarsisation There are 

sorne differences in the narnes of the areas or 

departments, but there is a basic common 

structure. There are divisions, which are corii-

posed of several departmerits, such as 

Adrn,nistrat,on Owision deals with all the 

administrative matters These include plan-

ning, financia¡ control, accountinçj and 

auditing, computer serviceS, legal services, 

personnel, and so on 

Banking L),v,sion deals with loans, syndicated 

loans, prolect finance, overdralts, documen-

tary credits and correspondent banks 

Oealirig Division covers foreign exchange, 

Lt's scat the text 

Alt bariks hayo got exactly the same 

organisational structure 

100 In general, each division is composed of at 

leasi three departments 

currency, rnoney market transactions, bonds, 

floating rates and Eurodollars 

Coiperate F,nczrice Drv,s,or provides advice to a 

targe number of companiesand individuals about 

meçers, takeovers, acquisitions and drvestrnent, 

as well as operations on the stock market. 

lnvestmeru Manczgcnierfl Drvision provides ser-

vices to cornpanies such as pension funds, 

investment trusts and off shore furids 

In each of these divisions there is a person who 

has the maximum authority. the CEO (chieí 

executive oíficer) Urider the CEO are the 

department managers who are responsible for 

their specific areas lri addition, each arca has a 

sector or arca manager. For example, the 

recruitment manager reports So the human 

resources manager, who rcports lo the CEO 

• UEach arca or sector is divided into severa¡ 

sub-areas. 

flUThere are lawyers workirig in the Legal 

Services Department 

Rchmond Publishing Business Magemerit (2006) Editorial Staff at Richmond Publishing lztapalapa, México, D E P 25 
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Re«-&«1 ihe texi again and eoinpleie (he ehart. 

Dealing 
	

Corporate 
	

1nnent 
Dwon 	ancL',vion 

	
Management Dwision 

Ho 
1. 

' 	', 	5 

11 

a 
1 e vour 1 nglkh dici ¡una u'ie& ai.ad 
deflue eaeh ui the fo1Iosing iteuls 
iii 	0UI' <n-, al 

auditing 

Ixwid 

merger 

overdraft 

pension fur'ds 

stock mar.ket 

Dio VOLI 

Ii(N 

tq...pQiS1d. 

-.;( :.yt'••  

Richmond Pubhshing Business Magement (2006) Editorial Staff at Richmond Pubkshing Iztapalapa, México, D F P 26 
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(oiiiplel e Ébit.(ro's ord 
'bU lila, 	i,li t4) (0flSUJ( 

1In ke'viords I&Io. 

1) You can money Out of en account 

2) Cornbining twó or more businesses 

3) Saving; 	current 

4) Salary, profit from investments 

5) Money earned by workirrg 

6) To ask for a loan, to money 

t) Bankers can you on unvestments 

2) Banks otien hdVe nlany 

3) A qardiveryusefui 
4) You money by workuny 

5) it you need it baflks can 
6) Rich people have a lot of 
7) Eacb country has ¡ti own 

you money 

abroad 	 chequeóook 
arcoLint 	 corporate 
acquisition 	 credit 
advuce 	 Curtent 
~se (V) 	 curren(y 
amohunt 	 curtomer 

ATM (autornated taller 	 daily wage 

rnarhur,e) 	 deal (wuth) 
bebuve 	 draw 
bili 	 eam 
boaow 	 fee 
branch 	 fioating raje 
card 	 foreugn exchange 
(ash 	 fund 
charrje - 	 grant 

handie 

income 

untcrett 

unvestmcnt 

esue 

iend 

loan 

merger 

money market 

offshore bankursq 

pack 

portf olio 

pruce 

prolit 

provide 

ieasoruabie 

rtrport o 

nsk 

safe 

savngs 

wcuruties 

stock trading 

swap 

syndicated ioans 

takeover 

srnderwiite 

Richmorrd Publishing Business Magernent (2006) Editorial Staff at Ruchmond Publishing lztapalapa, México, D F P27 
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Power Point 4 

CONTENIDO 

4. Letters 

4.1 Fax 

4.2 Ab breviation 

4.3 Banks 

Bus sine s   

and m anagem en   

OBJETIVOS ESPECÍFICOS 

Usarlas  form as comerciales de 

correspondencia. 

4.1 Usar el lenguaje 

Banca rio. 

1 O 
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Unidad 4 

4.4.4 Logros obtenidos 

Se logra usar las formas comerciales de correspondencia y el lenguaje bancario por 

medio de los contenidos que a continuación se presentan 

Fax 

Banks 

Abbreviations 

Business and Management 

Dentro de la unidad se presentan varios tópicos y prácticas que permiten el uso fácil y 

dinámico que estimula al estudiante 
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4.4.5 Fotos Ilustrativas del Curso 

   

   

Se presentaron prácticas 
que se desarrollaron en el 
tablero y fueron ampliadas 
por medio del multimedia. 

Se desarrolló en esta 
unidad algunos términos 
aplicados al uso del fax y 
abreviaciones usadas en 
el campo comercial. 

Se desarrolló diferentes 
temas sobre banca. En 
esta sesión, los 
estudiantes conocieron y 
aplicaron términos 
relacionados a la banca. 

 

 

   

   

   

Actividades de la unidad 4 



3.5 Unidad 5 
3.5.1 Planeamiento curricular 	 UNIVERSIDAD DE PANAMÁ 

CENTRO REGIONAL UNIVERSITARIO DE PANAMÁ OESTE 

Faculta: Administración de Empresa y Contabilidad 	 Carrera: Lic en Adm de Empresas 
Escuela: Administración de Empresa 	 Curso: Inglés Comercial 11 272 
Profesor: Gilberto Vega Vergara 	 Semestre: Segundo 
Código: 
Justificación: Proporciona un completo final en la preparación académica de los futuros administradores de empresas con las 
herramientas del lenguaje Inglés en el área comercial 
Objetivos Generales 1 	Formar integralmente al administrador de empresas en el uso del idioma Inglés 

2 Conocer y aplicar nuevos conceptos comerciales en Inglés aplicándolos de manera práctica 
OBJETIVOS CONTENIDO ACTIVIDADES EVALUACIÓN 

ESPECÍFICOS 
4 	Reforzar los 5 	Functions of 5 workshops Formativa 

conceptos sobre la Managers - 	Buscar 	términos 

carrera 5 1 Indetify technical técnicos 
5lRoles Terms 

- 	Aplicar términos en 
5 2 Me as manager 

- 	Planning 
5 2 apply those terms 

in conversation 
presentaciones orales 

- 	Organizing 
- 	Staff ing 

Directing 

5 3 Vocabulary 
search 

- 	Controling 

3.5.2 Contenido 
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APPLICATION LETTER 

Chicago, Illinois 
Souih Bennett 60617 
August }st, 1997. 

Mrs Wilma Jones 
Persoimel Manager 
Languages Center 
Chicago, Illinois 
South Betmett 60617 

Dear Mrs Joces 

Please consider me for the position of Assistant Director of Employee Benefits in 
the Persowiel Division of Languages Center 

As you can see from my resumt, iny major was Business Administration with an 
emphasis in personnel management. Wheaever possible. 1 bave found jobs and campus 
activities that would give me experience in deahng with people. As an assistant ÍD the 
Admissioc Office. 1 deali with students, parents, and faculties. The position required 
botín a knowledge of university regulations and an understanding of other people. 

As an adminisi-rative miera with The Languages Center last semester. 1 learned 
about the managenient of a company. Participants ja the inlem program were required 
to wnte a paper analyi.ing the cornpany where we were placed. If you are mterested. 
1 will be happy to settd you a copy of my paper. 

¡ woiild very rnuch like to put my interests am] my Iraining to work for The Languages 
Center, and 1 am available for an interview at your convenience 

Clovis Rodríguez Jorge R (2000) Enghsh in the Century 21st, Panamá imprenta Universitaria P 122 
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RESUME 

Personal 

Last Name 	Middie Narne 	 Firsi Name 	  

Address 	  

Home Phone 

 

Business Phone 	Social Security No 

 

  

  

Date of Birth 	Age 	American Citizen 	Height 	Weight 	 

Marital Status: Single 	Engaged 	Mamed__Widowe& 	 

	

Separated 	Divorced 	 

Dependents: No. of Children 	Ages 	Others. 	  

Position Desired 	  

Starting salary expected 	When available 	  

Referred by 	  

Person to be notified in case of accident or ihaess 	  

Address 	 Phone. 	  

Relationship 	  

if married, state occupation of wife or husbaud 	  

Father's Name 	 Occupation 	 

Mothers Name 	 Occupation 	  
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What are the basic functions of a manager? 

Managers most basic responsibility is to focus people toward performance of work 

activities to achieve desired outcomes 

Al¡managers at ah levels of every organization perform these functions but the amount 

of time a manager spends on each one depends on both the level of management and 

the specific organization Sorne of these functions include 

Planning: This step involves rnapprng out exactly how to achieve a particular goal 

Say, for example, that the organizations goal is to irnprove company sales The 

manager first needs to decide which steps are necessary to accornplish that goal These 

steps may include increasing advertising, inventory, and sales staff These necessary 

steps are developed into a plan When the plan is in place, the manager can follow it to 

accomplish the goal of improving company sales 

Organizing: After a plan is in place, a manager needs to organize her team and 

materials according to her plan Assigning work and granting authority are two important 

elements of organizing 

Staffing: After a manager discerns his areas needs, he may decide to beef up his 

staffing by recruiting, selecting, training, and developing employees A manager in a 

large organization often works with the companys human resources department to 

accomphish this goal 

Leading A manager needs to do more than just plan, organize, and staff her team to 

achieve a goal She must also lead Leading involves motivating, communicating, 

guiding, and encouraging It requires the manager to coach assist. and problem salve 

with employees 
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Controlling: After the other elements are in place, a manager's job is not finished He 

needs to conhinuously check results against goals and take any corrective actions 

necessary to make sure that his area's plans remain on track 

Our Management Excel student 

• A manager who happens to manage a farm or horticultural business 

• A manager challenged to make efficient use of resources 

• A manager challenged with getting things done through people 

• A manager who has opportunity to use of afl the tools of management thai any 

other manager uses 

• A manager who has a way of hife like any other manager 

Management Excel is about changing people riot about changing businesses We 

change people by helping thern improve their management skills Our expectatron is that 

with ihese tools, they are then likely to change their businesses 

Management 

In Management Excel, we start with an assumption of the universahity of management 

Management is management Management is generic Management principies are 

general rather than specific to a type of firm or organization However, management is 

universal only it the manager has become familiar with the specific situatron in which it is 

applred Productron technology, customer characteristics and the culture of the industry 

are examples of specifics that managers need to learn to be effective in applying their 

generic management skrlls 
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A definition: 

Management is creative problem solving This creative problem solving is accomplished 

through four functions of management planning, organizing, leading and controlling 

The intended result is the use of an organization's resources in a way that accomphshes 

its mission and objectives (Figure 1 1, From Higgins, page 7) 

In Management Excel, thts standard definition is modified to align more closely with our 

teaching objectives and to communicate more clearly the content of the organizing 

function Organizing is divided into organizing and staffing so that the importance of 

staffing in small businesses receives emphasis along side organizing In the 

management literature, directing and leading are used interchangeably (Note figure of 

Management Excel wheel) 

P!anninq  is the ongoing process of developing the business' mission and objectives and 

determining how they will be accomplished Planning includes both the broadest view of 

the organization, e g , its mission, and the narrowest, e g , a tactic for accomplishing a 

specific goal 

Orqaniz,ng  is establishing the interna¡ organizational structure of the organization The 

focus is on division, coordination, and control of tasks and the flow of information within 

the organization It is in this function that managers distribute authority to job holders 

Staffinq  is filling and keeping filled with qualified people al¡ positions in the business 

Recruiting, hiring, training, evaluating and compensating are the specific activities 

included in the function In the family business, staffing includes al¡ paid and unpaid 

positions held by family members including the owner/operators 
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Directir,q  is influencing people's behavior through motivation, communication, group 

dynamics, Ieadership and discipline The purpose of directing is to channel the behavior 

of al¡ personnel to accomplish the organization's mission and objectives while 

simultaneously helping them accomplish their own career objectives 

Control!inq  is a four-step process of establishing performance standards based on the 

firm's objectives, measuring and reporting actual performance, comparing the two, and 

taking corrective or preventive action as necessary 

Each of these functions involves creative problem solving (Figure 4 2 from Higgins, 

page 118) Creative problem solving is broader than problem finding, choice making or 

decision making It extends from analysis of the environment within which the business 

is functioning to evaluation of the outcomes from the alternative implemented 

An lmportant Qualification to Success 

Management success is gained through accomplishment of mission and objectives 

Managers fail when they do not accomplish mission and objectives Success and failure 

are tied directly to the reasons for being in business, i e , mission and objectives 

However, accomplishing mission and objectives is not sufficient Success requires both 

effectiveness and efficiency Managers who accomplish their mission and objectives are 

said to be effective Effictency describes the relattonship between the amount of 

resources used (input) and the extent to which objectives were accomplished (output) If 

the cost of accomplishing an objective is prohibitive, then the objective is not realistic in 

the context of the firm's resources Additional planning is necessary 
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A Guarantee of Success? 

Management Excel does not and can not guararitee management success As excited 

as we may be about the progress being made by sorne Management Excel graduates, 

the reality is, Sornetirnes the Dragon Winsl" (Note figure) Both factors external to the 

firm uncontrollable by managers and interna¡ factors not perfectly controllable frustrate a 

managers use of her or his management skills Nevertheless, Management Excel 

remains firmly grounded on the teaching of five functions of management with the 

conviction that these functions define well what it is a manager must do to maximize the 

chances of success 

Planning is concerned with the future irnpact of todays decisions It is the fundamental 

function of management frorn which the other four stem The need for planning is often 

apparent after the fact However, planning is easy to postpone in the short-run 

Postponemerit of planning especially plagues labor oriented, hands on managers 

The organizing, staffing, leading and controlling functions stem from the planning 

function (Higgins, Figure 6 1 ) The manager is ready to organize and staff only after 

goals and plans to reach the goals are in place Likewise, the leading function, 

influencing the behavior of people in the organization, depends on the goals to be 

achieved Finaily, in the controlling function, the determination of whether or not goals 

are being accomplished and standards met is based on the planning function The 

planning function provides the goals and standards that drive the controlling function 

Planning is important at alI levels of management However, its characteristics vary by 

leve] of management (Figure 6 2) Note in this figure that the characteristics of the world 

being simple, certain, structured and short-terrn often become rationalizations for top 
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managers not to plan Top managers acting as if they are lowerleve¡ managers plague 

p Fa n n ing 

Planning Terminology 

Basic planning terminology is illustrated in Figure 6 3 The order from general to specific 

is vision-mission-objectives-goals (Figure 6 4) (Note-->In ManagementExcel practice 

established befare the use of Higgins as the basic reference, we adopted the arder 

vision-mission-objectives-goals The Higgins text switches the arder of objectives and 

goals In reading the Higgins text, simply substitute the term objective for goal and the 

term goal for objective ) The key terms are defined as folows 

Vision Nonspecific directional and motivational guidance for the entire organization Top 

managers normally provide a vision for the business It is the most emotional of the four 

leves in the hierarchy of purposes 

Mission An organization's reason for being It is concerned with scope of the business 

and what distinguishes this business from similar businesses Mission reflects the 

culture and values of top management 

Objectives Objectives refine the mission and address key issues within the organization 

such as market standing, innovation, productivity, physical and financia¡ resources, 

profltability, management and worker performance and efficiency They are expected to 

be general, observable, challenging, and untimed 
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Goals Goals are specific statements of anticipated results that further define the 

organizations objectives They are expected to be SMART: Specific, Measurable, 

Attainable, Rewarding, and Timed 

Development of tactics is a fifth level of planning Tactics, the most specific and narrow 

plans, describe who, what, when, where and how activities will take place to accomplish 

a goal 

Strategic Planning 

Strategic planning is one specific type of planning Strategies are the outcome of 

strategic planning An organizations strategies define the business the firm is in, the 

criteria for entering the business, and the basic actions the organization will follow in 

conducting its business (Higgins, Page 229) Strategies are major plans that commit 

large amounts of the organization's resources to proposed actions, designed to achieve 

its major objectives and goals Strategic planning is the process by which the 

organizations strategies are determined (Figure 7 3) In the process, three basic 

questions are answered 

1 Where are we now9  

2 Where do we want to be'> 

3 How do we get there7  

The where are we now9" question is answered through the first three steps of the 

strategy formulation process (1)perform interna¡ and externa¡ environmental analyses, 

(2)review vision, mission and objectives, and (3)determine SWOT Strengths. 

Weaknesses, Opportunities and Threats SWOT analysis requtres managers to be 
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honest, sef-discipIined and thorough Going on to strategy choices without a 

comprehensive SWOT analysis is risky 

Strengths and weaknesses come from the interna environment of the firm Strengths 

can be exploited, built upon and made key to accompishment of mission and objectives 

Strengths reflect past accomplishments in production, financia¡, marketing and human 

resource management VVeaknesses are interna¡ characteristics that have the potential 

to limit accomplishment of mission and objectives Weaknesses may be so important 

that they need to be addressed before any further strategic p'anning steps are taken 

Opportunitles and threats are uncontroIabIe by management because they are externa¡ 

to the firm Opportunities provide the firm the possibility of a major improvement Threats 

may stand in the way of a firm reaching its mission and objectives 

Organizing is establishing the internal organizational structure of the business The 

focus is on division, coordination, and control of tasks and the flow of information within 

the organization Managers distribute responsibility and authority to job holders in this 

function of management (i) 

Organizational Structure 

Each organization has an organizational structure By action and/or inaction, managers 

structure businesses Ideally, in developing an organizational structure and distributing 

authority, managers' decisions reflect the mission, objectives, goals and tactics that 

grew out of the p'anning function Specifically, they decide 

1 Dwision of labor 

2 Delegation of authority 

3 Departmentation 

122 	www businesss-english com/idioms/menu phptestndmore 



4 Span of control 

5 Ceordination 

Management must make these decisions in any organization that has more than two 

peopte SmalI may not be simple Note Dan and Nancys organizational alternatives in 

the third transparency for this section Dan and Nancy have three organizational chart 

alternatives for their two person business As shown on the page foliowing Dan and 

Nancys organization charts, who reports to whom and why may not be apparent in a 

slightly more complex business with three employees and five family members involved 

Organizational structure is particularly important in family businesses where each family 

member has three hats (multiple roles) family, business and personal Confusion 

among these hats complicates organizational structure dectsions 

Division of Labor 

Division of labor is captured in an organization chart, a pictorial representation of an 

organizatlons formal structure An organization chart is concerned with relationships 

among tasks and the authority to do the tasks Eight kinds of relationships can be 

captured in an organization chart 

1 The division/specialization of labor 

2 Relative authority 

3 Departmentation 

4 Span of control 
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5 The levels of management 

6 Coordination centers 

7 Formal communication channeis 

8 Decision responsibility 

Organization charts have important weaknesses that should be of concern to managers 

developing and using them 

1 They may imply a formality that doesnt exist 

2 They may be inconsistent with reality 

3 Their usual top down perspective often minimizes the role of customers, front-line 

managers and employees without management responsibilities 

4 They fail to capture the informal structure and informal communication 

5 They often imply that a pyramidal structure is the best or only way to organize 

6 They fail to address the potential power and authority of staff posrtrons compared with 

line positions 

Delegation of Authority 

Authority is legitimized power Power is the ability to influence others Delegation is 

distribution of authority Delegation frees the manager from the tyranny of urgency 

Delegation frees the manager to use hrs or her time on high priority activities Note that 

delegation of authority does not free the manager from accountabrlity for the actions and 

decisions of subordinates 

Delegation of authority is guided by several key principies and concepts: 

Exception principie - Someone must be in charge A person higher in the organization 

handles exceptions to the usual The most exceptional, rare, or unusual decisions end 
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up at the top management leve¡ because no one lower in the organization has the 

authority to handie them 

Scalar chain of command - The exception principie functions in concert wíth the 

concept of scaiar chain of command - formal distribution of organizational authority is in 

a hierarchial fashion The higher one is in an organization, the more authority one has 

Decentralizafion - Decisioris are to be pushed down to the iowest feasibie leve¡ in the 

organization The organizational structure goal is to have working managers rather than 

managed workers 

Parity principie - Deiegated authority must equai responsibility With responsibility for a 

job must go the authority to accompiish the job 

Span of control - The span of control is the number of peopie a manager supervises 

The organizational structure decision to be made is the number of subordinates a 

manager can effectively iead The typical guideline is a span of control of no more than 

5-6 peopie However, a larger span of control is possible depending on the compiexity, 

variety and proximlty of jobs 

Unity principie - ideaily. no one in an organization reports to more than one supervisor 

Employees should not have to decide which of their supervisors to make unhappy 

because of the impossibility of following all the instructions given them 

Line and staff authority - Line authority is authority within an organizations or units 

chain of command Staff authority is advisory to une authority Assume a crew leader 

reports to the garden store manager who in turn reports to the president Further 

assume that the crew leader and store manager can hire and fire, and give raises tú the 

people they supervise Both the crew leader and store manager have une authority To 
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contrast, assume that the president has an accountant who prepares monthly financial 

summaries with recommendations for corrective action The accountant has staff 

authority but not une authority 

Departmentation 

Departmentation is the grouping of jobs under the authority of a single manager, 

according to sorne rational basis, for the purposes of planning, coordination and control 

The number of departments in an organization depends on the number of different jobs, 

i e the size and complexity of the business 

Farm businesses are most likely to have departments reflecting commodities and 

services For example, a large dairy farm rnight be organized mio dairy, crop, equmpment 

and office departments The dairy department mmght be further divrded into milking, 

mature animal and young stock departments 

Informal Structure 

The formal structure in each organization that has been put in place by management 

has an accompanying informal structure Management does not and cannot control the 

informal structure 

The informal structure has no written rules, is fluid in form and scope, is not easy to 

mdentify, and has vague or unknown membership guidelines 

For management, the informal structure may be positive or negatmve Positive qualities 

mnclude the ability to quickly spread information and provide feedback to the information 

The informal structure gives people a sense of being in the know Management can feed 
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information into the informal structure at very low cost The informal structure can also 

help satisfy emp!oyees social needs 

The negative qualities of the informal structure mirror the positive qualities in several 

ways The more juicy a rumor, the more likely is the informal structure to repeat it, 

expand it and make it into the truth Management may not know what information is 

flowing through the informal structure Employees can waste a great deal of time 

nurturing and participating in the informal structure Finaily, the informal structure can 

fence out new employees, "rate breakers, and change agents no matter the extent to 

whrch the formal structure makes them a part of the organization 

Staffing Success -- More Than Luck 

Staffing success is having the right person in a position, rather than simply fHling a 

position Too often there is an assumption that luck is a key element in staffing 

Consequently, a labor manager may place too little emphasis on what can be 

accomplished through improved recruitment, interviewing, selection and training The 

foliowing comment by an agricultural employer illustrates this point 

"We spent more than one week selecting a truck and body We spent almost no time at 

al¡ selecting or training a driver for this truck even though the driver's wages are the 

iargest single cost of operating the truck In addition, the driver could cause an accident 

resulting in a financia¡ loss many times greater than the cost of the truck" 

Hiring a fui¡-time farm employee or a key part-time employee should be considered a 

major decision, ranking in importance with decisions on purchase of machinery and 

land, and construction of facilities This suggests that a farm manager should carefully 
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plan a staffing strategy foliowing sorne specific guidelines rather than simply hoping for 

the best" 

Starting With A SeIf-Assessment 

The following guidelines can help a farm manager evaluate his or her recent staffing 

efforts and improve in the future (1) Know yourself, (2) Know your business, and (3) 

Know the strengths and weaknesses of farm employment 

Know Yourself 

Knowing oneself can be an important self-improvement aid SeIf-analysis is difficult and 

fraught with error No simple written tests exist to provide easy improvement in staffing 

effectiveness Nevertheless, an honest agree or disagree reaction to each of the 

foliowing ten statements should provide sorne assistance in self-analysis 

1 1 am the kind of person 1 would like as a 'boss." 

2 1 dont like to be thought of as the "boss 

3 1 am highly respected by the people 1 supervise 

4 1 enjoy conversation 

5 1 am a good teacher 

6 1 am a good listener 

7 1 have Irttle trouble being understood by others 

8 1 trust the people 1 supervise 

9 1 believe most of the people 1 supervise like having some responsibility 

10 1 believe farm workers regularly need a pat on the back 
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The first three statements are concerned with self-image Statements four through 

seven focus on communication The last three statements are concerned with a labor 

managers attitude toward employees Statements with which a labor manager 

disagrees may suggest areas for improvement Analyzing and altering the personal 

characteristics associated with each of the statements could be helptul 

Know Your Business 

An understanding of the goals for the farm business and its current and long run 

constraints to progress will help in identifying desirable characteristics for employees 

Goals and performance standards for the enterprises with which the employee will have 

direct contact should be specifically addressed before the search for a new employee is 

started or a training program implemented This helps identify those specific things 

expected to be accomplished through hired farm employees in general and new 

employees in particular For example, if an objective is to decrease machinery repair 

costs, one alternative is to look for a person who has excellent mechanical skills frorri a 

previous position An alternative is (o hire an inexperienced person who has a 

willingness and deslíe to master the needed mechanical skills A tollow up training 

program for such a person can result in a high quality employee 

Clearly, the farm management team has the responsibility for addressing the farms key 

problems These responsibilities cannot be delegated (o labor However, a farm can 

benefit a great deal from emphasizing complementarity of knowledge, skills and abilities 

in the labor force rather than settling for duplication and competition 
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Steps for Filling a Position 

Foliowing sorne proven guidelines increases the chances of finding and keeping 

desirable employees However, no process can guarantee selection success Even if 

the seemingly 'right persori was hired six months, a year or three years ago, now it may 

seem that the "wrong person was hired The foliowing eight-step process increases the 

chances of hiring success 

1 Determine the business labor and management needs 

2 Develop a current job description 

3 Build a pool of applicants 

4 Review applications and select those to be interviewed 

5 Interview 

6 Check references 

7 Make a selection 

8 Hire 

Step 1: Determine the Business' Labor and Management Needs 

The labor and management needs of the business should guide its hiring decisions An 

understariding of the goals for the farm business and its current and long run constraints 

to progress helps identify desirable ernployee characteristics Goals and performance 

standards should be specifically addressed before the search for a new employee 

begins This helps identify those specific things expected to be accomplished through 

hired farm workers in general and new ernployees in particular 

Clearly, the management team has the responsibility for addressing the farm's key 

problems These responsibilities cannot be delegated to labor However, a farm can 
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benefit a great deal from emphasizing complementarity of knowledge, skclls and abilities 

in the labor force It makes little sense to hire new people with unneeded strengths and 

interests that will cause unproductive competition for favored tasks 

Step 2: BulId a Pool of Applicants 

Although there are many methods of getting job applicants, word of mouth and help 

wanted ads are likely to generate the most applicants Word of mouth involves current 

employees, neighbors, agribusiness contacts, veterinarians and others who come in 

contact with potential employees Word of mouth is fast and low cost However, it limits 

the scope of the job search because qualified applicants may not hear about the 

position Current employees enthusiastic about their lobs can become highly effective 

recruLters 

Help wanted ads can be placed in newspapers and magazines known to be read by 

potential employees HeIp wanted ads have the potential of expanding the applicant 

pool beyond the local community The ads may increase the pool of applicants to the 

point that screening based on their application forms will be necessary OnIy well 

prepared help wanted ads are likely to be effective Following a seven-step process 

should result in an effective want ad 

1 Lead with a positive statement or job characteristic that attracts attention 

2 Give the job title 

3 Say something positive about the company 

4 Describe the Job 

5 Explain qualifications necessary for success in the position 
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6 Provide information on wages and benefits, as approprlate 

7 Indicate how to apply for the job 

Step 3: Review Applications and Select those to Be Interviewed 

Sorne applicants will be excluded from further consideration based ori the application 

form A pre-interview can also be used to help identify applicants to be invited for a 

formal interview Having interested people visit the farm to ful out an appltcation form 

can provide opportunity for a few general questions about experience and interest in the 

job Promising candidates can be given a mini-tour of the farm providing opportunity for 

general conversation about the dairy industry, livestock, farm work and machinery The 

objective of the pre-selection step us te reduce the applicant pool to the most promising 

candidates However, the applicant p001 should not be reduced to fewer than three 

people You may not be successful in hiring the best person in the pool of applicants 

lnterviewing may dramatically change the pre-ranking of applicants you have made 

Also, sorne applicants will withdraw Most important, the person hired should know that 

he or she is a winner having been selected over other qualified people 

Step 4: Interview 

employers use applicant interviews more than any other selection bol in deciding whorn 

to hire Employers can lose outstanding applicants through poor interviewing Qn the 

other hand, they can use excellent interviewing skills te help se¡¡ a job opportunity to 

applicants 
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Use these questions to guide preparation for ¡nterviewing 

1 Who will be on the interview team'? 

2 How will we divide time between the formal interview and informal discussion 

including a company? 

3 What questions will we ask in the interview'? 

4 How will we record our evaluations of each interviewee'? 

5 Where will we conduct the interview'? 

Avoid questions that can be answered yes orno. Sorne examples are: 

Do you like cows'? 

Can you drive a tractor? 

Are you afraid of cows'? 

Instead of these yes/no type questions, use open-ended questions that encourage 

applicants to explain experiences, characteristics and ideas in their own words The 

open-ended questions should be geared toward the following general areas previous 

job accomptishments and achievement, non-job accomplishments and achievements, 

motivation and ambition, hobbies and use of leisure time, and what f Sorne examples 

are 

What has been your most important accomplishment in your current position'? 

What are you looking for in an ideal job'? 

When you are working on a project, how do you know you are doing a good lob? 

Outside your work, what has been your rnost important accomplishment thus far in your 

uf e'? 

What hobbies and spare time activities do you have that would help you help our farm'? 
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What is your most important strength that would help our company9  

Motivation 

Selection, training, evaluation and discipline cannot guarantee a high leve¡ of employee 

performance Motivation, the inner force that directs employee behavior, also plays an 

important role Highly motivated people perform better than unmotivated people 

Motivation covers up ability and skill deficiencies in employees Such truisms about 

motivation leave employers wanting to be surrounded by highly motivated people but 

unequipped to motivate their employees Employers and supervisors want easily applied 

motivation modets but such models are unavailable 

Motivation probably tops the Iist of complex activities with which labor managers deal 

Their intuition suggests an easy answer, '1 want everyone around here to be motivated 

They often blame employees for their lack of motivation and performance problems 

Employees on the other hand often blame any performance problems they may have on 

externa¡ factors their supervisors, equipment, training, co-workers, weather, unrealistic 

demands made on them, pressures at home, lack of recognition etc etc Despite the 

conflicting perceptions held by employers and employees, employers must deal with 

employee motivation 

Three ways of looking at motivation are needs, rewards and effort The needs approach 

stems from the notion that peoples unsatisfied needs drive their behavior Figure out a 

person's needs, satisfy the needs and the person will be motivated For example, a 

person with a high need to satisfy goals is motivated by production targets The rewards 

approach is based on the expectation that rewarded behavior is repeated Giving a 

person a bonus for excellent performance during a difficult harvest period encourages 
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the person to make a special effort during the next difficult harvest The effort approach 

to motivation is based on the expectation that effort brings the worker what he or she 

wants The thought that working hard Ieads to advancement and new career 

opportunities is consistent with the effort approach The effort approach includes a 

presumption that the employer is fair, i e, effort is recognized and rewarded Managers 

cannot reduce motivation to a simple choice of one of these approaches Each of the 

three approaches contribules lo an understanding of motivation and how motivation 

vares person to person and over time 

The most efíective motivation for employees comes from within each employee, 1 e, 

self-motivation Possible indicators of self-motivation include past accomplishments in 

school, sports, organizations and work, stated career goals and other kinds of goals, 

expertise in one or more areas that shows evidence of craftsmanship, pride in 

knowledge and abilities, and self-confidence, an evident desire to continue lo learn, and 

a general enthusiasm for life 
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3.5.3 Power Point 5 

CONTENIDO 

Functions of 
Managers 

5.lRoles 
5.2 Me as manager 
Planning 
Organizing 
Staffing 
Directing 
C ontro ling 
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APPLICATION LETTER 

Chicago, Illinois 
South Bennert 60617 
August isI. 1997. 

Mss. Wilma Jones 
Persoanel Manager 
1.ft8Zct Center 
Chicago. Illinois 
South Bennea 60617 

Dear Mrs. Josica: 

Please consider me for the position of Assistent Director of E.nployee BenetiCs itt 
iiie Persutiuiel Diviion of Litngwtgea Center. 

As you can see frorn my resume. my major was Business Administn.tioo witb an 
emithasis ja 1w.rsennel management. Wheuevr puasibli.. 1 bave found jobs and campas 
Ccii viues thai would give me cxpenence in dealing with people. As an assisiant in thc 
Admissios. Office. 1 deali witb studeni, parenta. and facuilies. «Me poSition required 
lwith a knewietlge of university regulations and an iinderstanditzg of olber people. 

As an adrninistyaiive inican witb The Liwguages Centcr last semester. 1 learned 
alCan tite tnanngecnent of a company. Pierlicipanis in ibe intern program were required 
lo wnte a papar auaiyzusg tite coeupaoy whcre we were placed. If you are interesied. 
¡ will be happy te tenti yeu u copy of my papee. 

1 would very niucti like te pue ray intereses erad my traioiug eo work for Tire Langueeges 
Cantee. and 1 am availablc forte- interview aL your convenjeoce. 

Sencerel, 	/- 
- ...' 	t 

JceDacitc S"wap 
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RESUME 

Personal 

Last Narne 	 MLddle Nani ______First Name,. 	  

AddresS_ 

Home Phone__.. _Uusincss Phone 	 Social Security No 	  

Date of Birth 	Age__AnIcriCafl Citizen__Height 	Weight 

Marital Status: 	Single.. 

Separated_Divorced -. 

Dopcndents: No. of Chtldren- - Ages_ 	_Others 	  

Pnsitton Desired_ 	 

Starting salary cxpected_ 	Whefl available 

Rcferred by 	 

Person in be notified in case of accideni nr jjtness_ 

Addtess - -- 	Phui*e 	  

Relationship 	  

if rnarncd. Siate occupation of wife nr hushan(t 

Fathes 's Name._ -- 	 Occupation 	 

MctherS Name    Occupation 	  
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What are the basic functions ofa manager? 
Manager's most has ¡e respon sibil ity is to focus peopletoward 
performance ofworkactivitiesto achie vede sired outcoxnes 
All managers ata ll leve lsofevery organiza tionperform these 
functions, bu  the amo unt oftime a manager sp en ds on each 
one dependson both the levelofmanagement and the specific 
organization. Sorne of these functions include: 
• Planning: This step involves mapping out exactly how to 
ach ieve a particular goal. S ay, for exam pie, th at the 
organization sgoal is to improve company sales. The manager 
firstneeds to decide which steps are necessary to accomplish 
thatgoal. Thesesteps may include increasing advertising 
inventory, and sales staff. These necessary steps are devefoped 
rntoa plan. When the plan is in place, the manager can follow 
it to accomplish the goal ofimprovmg company sales. 

• O rganizing: After a plan is in place, a manager needs to 
organize her team and materials accord ing to her plan. 
Assigning work and granting authonty are two important 
elements oforganizing. 
Staffing:After a manager discernshis area'sneeds, he may 

decide to b eef up his staffing by recruiting, selecting, training, 
and developingempioyees.A manager ina largeor.ganization 
oftenworkswiththecompany'shuman resources department 
to accornplishthisgoal. 

.ço ni ¡idi orn íiru:i u.p pt ttiil niu 

August 9th, 2010. 

Leading: A manager needs to do more thanjust pian, 
organize,and staffher team toachievea goal. She mustalso 
lead .L eading involves motivating, commun:cating, guiding, 
and encouraging.Itrequires the manager to coach, as si st, and 
problem solve withemployees. 
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• Controlling: After the other ele me nts are in 
place, a manager's job is not finished. He needs to 
continuouslycheck results against goals and take 
any corrective actions necessary to m ake sure that 
his are as plans remain on track. 
Our Man agement Excel student: 
Amanagerwho happens to m anage a farm or 
horticultural business. 
A manager chailenged to make efficientuse of 
resources. 
A manager chailenged with gettingthingS done 
through people. 
A manager who has opportunity to use of aH the 
tools ofmanagement that anyother manager uses. 
A manager who has a way oflife like any other 
manager. 
Management Excel is about changingpeople not 
about changing businesse. W  change people by 
helping them improve their man agem ent skills. 
Ou r expectation is that with these tooLs, they are 
then likely to change their businesses. 
Management 
In Management Excel, we start with an 
assu mption of the u niversahty ofmanageme nt. 
Management is management. Management is 
generic. Management principies are general rather 
than specific to a type of firm or organization. 
However, management is universal only ifthe 
manager has become familiar with the specific 
situation in which it ja applied. Production 
technology customer characteristics and the 
culture of the mdustry are examples of specifics 
that managers need to learn to be effective in 
appiying their ge neric management skil]s, 
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A definition: 
Management is creative problem solving. This 
creative problem solving is accemplished through 
four functions of management: planning, 
organizing, leading and controUin. The intended 
resultis the use of an organization s resources in a 
way that accomplishes its mission and objectives. 
(Figure 1.1, From Higgins, page 7) 
In Management Excel, this standard definition is 
modified to align more closely with our teaching 
objectives and to comm unicate more clearly the 
contentofthe organizing function. Organizing is 
div ided into organizing and staffmg so that the 
importance of staffing in small businesses receives 
emphasis along side organizing. In the 
management hterature directing and leading are 
used interchangeably. (Ñote figure of Management 
Excel wheel) 

o P1anninis  the ongoing process of developing the 
business' mission and objectives and determining 
how they wil be accomplished. Plannmg includes 
both the broadestview of the organization, e.g.,its 
mission and the narrowest, e.g., a tactic for 
acxompishing a specific goal. 

o Oro anizingis  establishing the internal 
organizational structure of the organization. The 
focus is on division,coordination, and control of 
tasks and the flow of information within the 
organization. It is in this function that managers 
distribute authority tojob holders. 

statjin,  is filling and keeping filled with qualified 
people' iI positions in the bu sine ss.Recruiting, 
hiring, training, evaluating and compensating are 
the specific activities included in the fiinction. In 
the fainily business staffingincludes alI paid and 
unpaid positions he1d by family members including 
the owner/operators. 
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I)irpefing  is influencing people's behavior through 
motivation2  commun ication, group dynamics, leadership 
and discipline. The purpose of directing is to channel the 
behavior of all persoimel to aomplish the organizations 
mission and objectwes while simultaneously helning them 
aaomplish their own career objectives.  (:ifr*F7in  is a 
four-stepprocess of establishing performance standards 
based on the firm's objectives, measuring and reporting 
actual performance, comparing the two, and taking 
corrective o  preventive action as necssary. 

Each of these functions involves creative problem solving. 
(Figure 4.2 from Higgins,page 118) Creative piobiem 
solving is bmader than problem finding, choice making or 
decision making. It extends from analysis of the 
envuonme nt within which the business is functioning to 
evaluation of the outcomes from the alternative 
impleme nte d. 
An Important Quali ficati on to Success 

o Management success is gained through accomplishment 
of mission and objectives. Managers tau whenthey do not 
aomp1ish mission and objectives. Success and failure 
are ted directhy to the reasons for being in business, Le., 
mission and objectives. However, acamphshmg mission 
and objectives is not sufficient. Success xequires both 
effectiveness and efficiency. Managers who accomplish 
their mission and objectives are said tobe effective. 
Efficiency describes the relationship between the amount 
of resourcs used (input) and the extent to which 
objectives were accomplished (output). Ifthe costof 
aomplishing an objective is prohibitive, then the 
objectiveisnotialisticin the contextofthe firm's 
resources. Additional planning is necessary. 
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Unidad 5 

3.5.4 Logros obtenidos 

Se logró reforzar los conceptos sobre la carrera en cuanto a: 
Job Application 
Resume. 
Functions of Managers 
Roles 
Me as Manager 

- Planning 
- Organizing 
- 	Staff ing 
- 	Directing 
- Controling 

Estos temas se presentan de forma ampliada, con ejemplos que permiten el analice y 
su puesta en práctica por medio de presentaciones orales. 



3.55 Fotos Ilustrativas del Curso 

Se desarrolló en esta 
sesión algunos 
conceptos sobre Job 
Occupations and 
functions of the 
manager. 

Se presenta un 
ejemplo en forma 
extensa sobre role of 
the manager. 

 

 

Actividades de la unidad 5 
	 n 



CONCLUSIONES 

Definitivamente, es de mucha satisfacción el poder contribuir al afianzamiento y 

formación de los estudiantes en general, pero más aun la tarea librada. Al principio fue 

algo difícil el concebir la idea y como llevarla a cabo, debido a que no se sabía cual 

sería el resultado de las inscripciones para el curso de inglés Comercial II 272, sin 

embargo hay que reconocer la gran labor del facilitador de la práctica pedagógica, 

quien con mucho atino insistió en la puesta en marcha de este proyecto. 

Luego de haber considerado la tematice formalmente, a cerca de las dificultades en el 

idioma inglés en el segundo semestre del primer año de la carrera de Licenciatura en 

Administración de Empresa del Centro Regional Universitario de Panamá Oeste, 

durante el presente año 2010, podemos llegar a las siguientes conclusiones: 

1 Es de suma importancia dotar a nuestros estudiantes de las herramientas 

didácticas necesarias en el idioma inglés, para el manejo y 	la 

comprensión de los documentos que dicha carrera requiere, para un 

desempeño eficaz 

2. Durante el curso de inglés Comercial II 272, pudimos aclarar dudas a los 

estudiantes, afianzar aspectos ya conocidos y sobre todo solucionar la 

problemática de las dificultades del uso del idioma inglés que presentaban 

nuestros estudiantes. 

3 Contribuir de manera eficiente de las dificultades que presentaban 

nuestros estudiantes para el mejor desempeño en el campo profesional. 

145 



RECOMENDACIÓN ÚNICA 

Recomendamos que nuestros esfuerzos por una mejor preparación en el campo laboral 

y profesional, de nuestros estudiantes, en el idioma inglés sean valorados por nuestras 

autoridades administrativas y que los mismos se constituyan en una tarea relevante 

para el Centro Regional Universitario de Panamá Oeste. 
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