1-The new board of directors created more jobs. ‘Created’ means........ .

1. prevented 2. removed 3. prescribed 4. produced

2-Nobody told me where to find this job. It was sheer..... . | understood it immediately.

1. intuition 2. jnstitution 3. knowledge 4. information
3-His lecture captured the ....... of the audience.
1. imagine 2. imagines 3. imaginable 4. imagination

4- Any of the important divisions or branches of a business is called....... .

1. departure 2. department 3. origin 4. destination

5-The manager could detect some minor problems on the production line. ‘Detect’ means...... .

1. refuse 2. reject 3. recognize 4. reinforce

6-We want you to ....... the everyday work of the factory.
1. organize 2. organizes 3. organized 4. organization

7-1t is important here to make the distinction between organizing and an organization. The former is
a process, and the latter is a social group. distinction means .......
1. FEATS 2. Al ye 3. alad 4 Lol

8-The managers must be sure the actions of the organization’s members do in fact move the
organization toward its ...... goals.

1. unclear 2. stated 3. unknown 4. impossible
9-He is one of the most important ...... in acting as a business agent.
1. tasks 2. leaders 3. factors 4. domains

10-The series of actions or operations that are performed to do something are called...... .

1. process 2. profit 3. present 4. pressure
11-The government ....... a law about business affairs in the parliament last week.

1. administration 2. administrative

3. administered 4. administratively

12- Administration covers many of the more exciting activities that take place in human society. ‘Take
place’ means....... .

1. reserve 2. happen 3 return 4. remove
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13-My brother got a ....... from his bank yesterday. It was a list that showed the amounts of money he
paid or received.

1. sentence 2. prochure 3. paragraph 4. statement
14-She was quite.......in the matter. She could go and no one would stop him.
1. decide 2. decides 3. decided 4. decidedly

15-Decision......is an inherent part of management.

1. making 2. make 3. makes 4. to makes
16-........is a necessary quality in a work environment.
1. Adapt 2. Adapts 3. Adaptable 4. Adaptability

17-This company devised a new type of transistor. ‘Devised’ means.......... .

1. copied 2. altered 3. vanished 4. produced

18-This university runs different courses in......... .

1. manage 2. management 3. managerial 4. managerially

19-The manager can’t.......the employees ability without more information.

1. evaluated 2. evaluative 3. evaluate 4. evaluation

20- A motive is a need or a driving force within a person. ‘Within’ means........ .

1. in 2. off 3. outside 4. without

21-There is a law in economics named, “the law of supply and demand”. ‘Demand’ means........ .

1 Lol 2 widee 3 slasl 4 gils

22-The manager can see his managerial effectiveness via the customers’ satisfaction. ‘Managerial
effectiveness’ means........ .

1 ot wl it SR CORRY 3wyl gl e 1
23-This man works in a highly organized office. ‘Organized’ means........ .
1 bl asly plojbw 3 ilaia Filw pe

24-He is not a visitor, but an employee in this company. ‘Employee’ means..... .

1oLl 2 s,y 3 ayls L L5
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25- A supervisory committee approved the worker’s dismissal. ‘Supervisory’ means...... .

1l 2 e 3. 41,51 A
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1-He is afraid he can'tgenerate much interest for the job. generate means ................. .

1. produce 2 fire 3. narrow 4. limit
2-The most overlooked skill of successful change agents is the ability to determine how much
changes employees can withstand. withstand means ................ "
1. improve 2. resist 3. behave 4. increase
3-Proper_integration of all these groups is necessary for a quality innovation to be produced on time.
integration means ............. .
1. joining 2. leaving 3. refusing 4. finding

4-Some workers were inhibited from speaking by the presence of more managers. inhibit means

1. convince 2. interest 3. examine 4. prevent

5-The purpose of modifications is to increase organizational effectiveness. modification means

1. change 2. manufacture 3. refuse 4. advantage

6-If the economic stagnation in many countries is to be overcome, trade needs to be increased

between industry and developing nations. stagnation means .............. :
1. profession of engineer 2. production of things
3. examination of subjects 4. lack of development
7-He is a new breed of manager whose performance seems necessary. breed means ..........cuuees ‘
1. context 2. point 3. action 4. kind

8-This confrontation between the two groups leads to fighting. confrontation means ................. .

1. the act of facing 2. the result of testing
3. the making of things 4. the determination of goal

9-The unemployment rate in the undeveloped countries has risen. rate means .......ccccveeene. .
1. store 2. profit 3. plant 4. pace

10-We need to make sure that we exploit our resources as fully as possible. exploit means

1. pay well 2. make less 3. use well 4. make possible
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11-The current structure does not facilitate efficient work flow.facilitate means...........

1. make difficult 2. give information

3. give advice 4. make easier
12-Unemployment is a(n)........cccc...... problem which won't just disappear overnight.

1. remedial 2. accurate 3. rational 4. stubborn
13-Many employees, after 20 years working, are taking early ........cecuvvvnne .

1. exploitation 2. fulfillment 3. competition 4. retirement
14-They are expecting a large ................... at the meeting.

1. regulation 2. sequence 3. precaution 4. attendance
15-Structural change is aimed at increasing organizational ........ccccvveenien. through modifications to the

existing organizationalstructure.

1. effectiveness 2. empowerment 3. succession 4. movement
16-The workers were ................. to considerable danger.

1. exposed 2. integrated 3. refined 4. intrigued
17-Modern weapons have an extremely high ................. power.

1. exploitative 2. destructive 3. collaborative 4. integrative
18-They offer her a_comprehensive training in all aspects of the business. comprehensive means .......

1. uncertain 2. growth 3. quality 4. complete
19-The two companies worked in close ........cccceeeeenens with each other on the new project.

1. collaboration 2. translation 3. compensation 4. transaction
20-The management have offered employees one week ........ccccc.... for each six months they have

worked at the company.
1. community 2. severance 3. authority 4. assistance

21-1t is an important development or discovery that helps to provide an answer to a problem. it refers
| (s [ .

1. expertise 2. expenditure 3. feedback 4. breakthrough
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22-1t is a list of the people employed by a company showing how much one earns. it refers to

1. barrier 2. expert 3. benefit 4. payroll
23-1tis a plan of how much money to take in and how to spend it . it refers to .......ceeeuea. .
1. budget 2. store 3. pension 4. salary

24-1t is the process of assessing the quality of an employees job performance and communicating

those findings to the employee. it refers to ................ .
1. working condition 2. employee evaluation
3. strategic planning 4. idea generation

25-1t means that managers put aside the hierarchial authority structure and let employees play a

greater role in decision making. it refers to .......ccccecnecienns .
1. performance appraisal 2. sensitivity training
3. collaborative management 4. transactional analysis

26-The company decentralized its operations last year and opened several regional offices.
decentralize means ................ :

1. . 2. . 4, " .
0955 3l 03y 2l als 3 ey ool 0055 210355 yod

27-A high rate of innovation often reduces short-term profitability. reduce short-term profitability

IMBANS wessusmenininin g
1 e oligS (podgm ialS 2 aligs e sl e E5 SIS
B i oligS 095, Jlals oS e gl )5 o5 Sl
28-He works for a recruitment consultancy in Shiraz. recruitment means ............ .
L C- PP 2 lesline ol cud g i
Byl Specwd 4 ol JUil 5 el o

29-His_task assignment was to collect unclear evidence for investigation. task assignment means

1 ain, 3y 2 Jos ! B I 513514 % o 09l
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30-The employers have a_process consoltation to decide whether to increase their worker's wages.

process consoltation means .......
T il JoTsa nyalie 2 e (b yiomS

. &, 4 &
3 ‘bJS“LM cé'?L-‘!"‘“))F OL.’.J"? LSJ'QM LSJS")L?
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1-The action of making people or things function together efficiently and in an organized manner is
called.......... .

1. competition 2. consumption 3. coordination 4. contradiction

2-There’s a large variety of......in the shop. You can buy anything that you need.

1. good 2. |ots 3. losses 4. goods

3-The improvement in sales figures had a(n).......... influence on the company as a whole. This helpful
and good event happened in last July.

1. peneficial 2. unfortunate 3. beneficially 4. unfortunately

4-A person to whom people go for advice is called.......... .

1. convertor 2. constructor 3. commissioner 4. consultant

5-This university has very good lab facilities. ‘Facilities’ means........ .

1. teachers 2. equipment 3. managers 4. students

6-The two governments will never reach an agreement unless one or the other....... its demands.

1. modifies 2. modification 3. to modified 4. modifications

7-Describing a product or service publically in order to persuade people to buy or use it is called.........

1. revising 2. consuming 3. advertising 4. distributing
8-A kind of test which is used to examine tentatively the degree of the marketing success is

called........ .

1. text-making 2. test-marketing 3. touch-making 4. torch-making
9-Trade......make the business difficult. They prevent people from understanding or doing

something.

1. clerks 2. barriers 3. helpers 4. assistants

10-A good management depends on the successful....... of many parts of an organization.

1. integrate 2. integrates 3. integrated 4. integration

11-The unemployment....... in the underdeveloped countries has risen.

1. rate 2. task 3. role 4. tool
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12-With all these foreign imports, our product has lost its......... advantage.

1. compete 2. competes 3. competitive 4. competitively

13-Their prices are high because production........ are very great.
1. rates 2 costs 3 stocks 4. creativities
14-My father is a retired person; he receives his.......from the government. This monthly payment is
enough for his living.

1. portion 2. policy 3. pension 4. patience

15-The amount of money for which something is sold or bought is called........ .
1. price 2. tax 3. risk 4. insurance
16-At the end of the day, the employees put their chairs on their desks so that the....... had to clean
the floor of the office and the other things again.

1. manager 2. supervisor 3. director 4. janitor

17-He gave some excuses for not having been at the meeting but those excuses were not very....... .

1. convincing 2. convince 3. convinces 4. convincingly
18-Like other organizational managers, human resource managers must consider their organization’s
environment,......... , and goals.
1. races 2. ranges 3. religion 4. resources
19-The employees who leave jobs within the organization must be....... unless the organization is
downsizing.
1. replace 2. replaces 3. to replaces 4. replaced
20-They need more....... from the consumers in order to improve their goods. The consumers’
statements and information about the goods are very important.
1. feedback 2. stagnation
3. checkbook 4. discouragement
21-His sister does....... work for the Hellal Ahmar two days a week. She does her work willingly,
without being forced or paid to do that.

1. voluntary 2. peural 3. forceful 4. compulsory
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22-There is a.......... in the classification of all living creatures.

1. hierarch 2. hierarchical 3. hierarchy 4. hierarchically

23-To permit an organization’s managers to assess the health of the organization and set up plans of
action for improving it, the confrontation meeting may be used. ‘Permit’ means...... .

1. Jive 2. et 3. refuse 4. reject
24-The organization that is not creative and innovative may not survive. ‘Creative’ means....... .

1. suiiS yolo 2., S 85l 3. S 4. 8

25-The production manager must work with the marketing managers. ‘Production manager’
means........ .

T A5 e 2 g poe 3y yyoke sl 4 cegec Llyy yow

26-Most managers agree that if an organization is to be successful , it must change continually in
response to significant developments, such as customer needs. ‘If an organization is to be
successful’ means........ .

1.

294 g (590 Glojles 55T % it 3950 ol Wiz 52

3 ity Lyilejls ailiz 4wl sdge anlsdy silojls 51

27-In process consultation, a consultant works with organization members to help them understand
the dynamics of their working relationships in group or team situation. ‘Consultant’ means........ .

1. <. 2.l 3. glae 4 L

28-The working relationship between two or three individuals is one of the techniques that can be
used to improve the effectiveness of individuals. ‘Working relationship’ means....... .

T ool alal R JCT.X 00 3 6ol alal, b o 5055 8

29-Their continuing success means that they will need to hire many staff over the coming year. ‘Hire’
means......... .

1. 2.

o955 plaseis] 3955 gl 3. slail G 4 ols oyl

30-The company offered a comprehensive training for the workers. ‘Comprehensive’ means....... .

1. 2. 3. . 4.

o8l e s &olx
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1-He has evolved a new theory after many years of research. evolve means ............... .

1. develop naturally and gradually 2. forget

3. complain in a bad- temper way 4. reject
2-He set up a committee to deal with the matter. set up means........ccccuueeeee .

1. avoid 2. refuse 3. prepare 4. belong
3-It is absolutely vital that the matter is kept secret. vital means ............. .

1. financial 2. patural 3. essential 4. usual

4-The_circumstances forced me to accept a very low price when | sold my house. circumstance
means ........... .

1. deliberation 2. condition 3. imagination 4. recreation
5-He is ambitious to succeed in management. ambitious means ................ .
1. public 2. great 3. weak 4. eager

6-The manager's daily routine work is the matter but we have not promised them anything. routine
Means ......ccceeeeee. .

1. external 2. ordinary 3. internal 4. mental
7-A report was produced by the government in_cooperation with the chemical industry. cooperation
MEeans .....ccceevennes .
1. working together for a purpose 2. a careful judgment
3. give advice 4. aseries of events
8-The line that seperates administration from other types of human interaction often becomes
blurred. blur means .............. .
1. give work to someone
2. work or act together inorder to bring about a result
3. create something by making

4. cause something to become unclear or indistinct

9-Different goals require different structures. require means ................ .

1. perform 2. need 3. adapt 4. lead

10-The company's weakness is its inability to sustain the previous agreement. sustain means

1. force 2. maintain 3. produce 4. reflect


http://www.nashr-estekhdam.ir/

11-Economic conditions may be responsible for the ............... of social unrest.

1. creation 2. creative 3. create 4. creatively
12-A creative administrator may even........... a new solution on the spot.
1. Jurk 2. grumble 3. occur 4. devise
13-The new manager showed great ................ for leading.
1. aptitude 2. aspect 3. domain 4. issue
14-They decided to .................. their work in spite of the bad weather.
1. take into 2. carry on 3. find out 4. look at
15-They have the owner's................ to use the house.
1. authority 2. authoritative 3. authorize 4. authoritatively
16-Becoming skillful in any area of administration is not easy task task means..........
1. threat 2. precision 3. duty 4. production
17-Managers make decisions under a condition of ................ when they have little or no information
about the problem.
1. quality 2. ambiguity 3. feasibility 4. activity
18-A group of workers who carry on a job or do the work of an organization are called .................... .
1. staff 2. shift 3. state 4. trait
19-The first and foremost ............... of administration is people.
1. commitment 2. project 3. ingredient 4. effort
20-Unless you .........cceueen. more on your work, you will be dismissed.
1. define 2. concentrate 3. cause 4. assume
21-1t implies that managers think through their goals and actions in advance. it refers to ................. .
1. planning 2. organizing 3. leading 4. controlling
22-1t is a list showing amounts of money paid or received. it refers to .............. .
1. approach 2. statement 3. essence 4. environment
23-we need someone to_handle the marketin end of the business. handle means................. .

1. manage 2. reward 3. conflict 4. demand
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24-1t is a situation in which the manager understands the problem but does not have complete
information on the possible alternatives. it refers to .................. .

1. responsibility 2. satisfaction 3. uncertainty 4. condition

25-It is the force that initiates, directs, and sustains personal behavior and action. it refers to

1. department 2. promotion 3. management 4. motivation

26-The excecutive administrators has a high efficiency in organizing activity. efficiency means

T el 2 Jolss 3 ol + ol

27-The expansion of the factory will mean the_employment of sixty extra workers. employment

MEeaNs .....cceeeennn. .
1 el 2 gl syl T plasiel
28-His_intrinsic rewards make him do a new project. intrinsic reward means ............... .
1 oo 3395 2 S ol 3 soges Cunlys o sl ks
29-Some of the farmers_conveyed their goods to market in an old car. convey means ............. .
T oy cudy 2 els Jtas 3 505 gz 4 el lojbe
30-There have been several complaints by staff about working conditions. staff means ................. .
1 Ls,ts 2 plaslas SR RCIOR.S 4 Lo iz
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1-This factory has very good facilities for producing its products. ' Facilities' means................. .

1. policies 2. services 3. equipments 4. consultants
2-We must.. ............. our efforts to help the organization.

1. coordinate 2. coordinates 3. coordinated 4. coordination
3-Technological. . .................. is one of the best effects of continuous change of an organization.

1. barriers 2. reduction 3. authority 4. breakthrough

4-A successful manager has the ability to determine how much changes employees can withstand.

'Withstand' means.............. .

1. obscure 2. encourage 3. convince 4. resist
5-The managers can hardly change their employees' attitude. 'Attitude' means................. .

1. role 2. opinion 3. assisstance 4. hierarchy

6-You gave some excuses for not having been at the meeting but those excuses were not
VEIY . cooveeennenceennns .

1. convincing 2. convince 3. convincingly 4. convincer
7-This new project will generate many new jobs. 'generate' means................ .
1. compete 2. refine 3. retrieve 4. produce

8-Organizational processes can support or inhibit the development of creative ideas. ' Inhibit'
Means. .....cceeeeee .

1. prevent 2. intrigue 3. receive 4. expose

9-The unemployment rate is a serious problem which won't just disappear overnight. 'Rate’
means. ........... .

1. labor 2. pace 3. role 4. change

10-They must give a . .............. explanation for what happened. Their explanation should be based on
reason.
1. viable 2. flexible 3. rational 4. competitive

11-Since the janitor was sick, the employees cleaned the floor of the office at the end of the day. '
Janotor' means. .......... .

1. executive 2. expert 3. caretaker 4. craftsman
12-The repairs of this factory equipments require a lot of . ................. . We need a lot of money.
1. succession 2. expenditure

3. stagnation 4. working condition
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13-Changing this technology is now operative in this company. 'Operative' means............... .

1. permanent 2. fundamental 3. out of use 4. in use
14-The managers ........ccoceeeeernneenee. their employees' performance in order to improve their work

settings. They examine their performance.

1. obscure 2. operate 3. expose 4. screen
15-Compensation includes .................. , benefits, and incentives given to employees in exchange for

their work.

1. wages 2. integration 3. fulfillment 4. staffing
16-The plan of this organization needs modification. 'Modification' means............... .

1. regulation 2. research 3. downsizing 4. changing
17-Our manager has no ...................... of the problem.

1. comprehend 2. comprehensive

3. comprehension 4. comprehensively

18-You can discuss problems and plan remedial actions by the confrontation meeting. 'Remedial’
Means......cceeeuee .

1. voluntary 2. helping 3. temporary 4. viable
19-My...iirrrrenniennne is well-known to all employees.

1. stubborness 2. stubborn 3. stubbornly 4. competitive
20-You need more..........cceeuneune from the buyers in order to improve your products. You need more

information about your products from the buyers.

1. attendance 2. feedback 3. fulfillment 4. renewal
21-1f you do something on your own ..........ccc..... , you will plan it and decide to do it yourself without

anyone telling what to do.

1. type 2. longevity 3. stabilization 4. initiative
22-0ur manager is doubtful that this technology will be financially.........c.cccc........ . He needs a new

technology.

1. integrative 2. sequential 3. viable 4. interpersonal

23-A model developed by Hellriegel and Slocum shows the relative importance of change to
organizational survival. 'Survival' means............... .

1. C)L" 2. @BU 3. f-Laa 4, 529 02
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24- An organization that stimulates creativity is one that developsnovel approaches to things. 'Novel'
means............ .

4

1. o3 2. yan 3. 59199 T s

25-Managers can use four procedures to determine the training needs of individuals in their

organization or subunits. 'Training' means............... .
1. 590! 2. 3. Slinls 4. tag5y

26-Productivity in all organizations is determined by how human resources interact to the rest of the
organization. ' Productivity' means............... .

s 2 ey 3y b s o
27-Change after change without stability typically results in confusion. 'Stability' means............ .
1. 355, 2. S 3. e 4. ol

28-Outside consultants and experts are important sources of information for managers. 'Consultants’

means......... .
1. olyslise 2. o, LisLos 3. ke 4. s s
29-The top managers are very apt at doing difficult tasks. 'Apt' means......... .
1w 2. s 3. s 4 s

30-The change agent can develope a preliminary diagnosis of the nature of the problem. 'Diagnosis'
means............. .

1. 2. oy 3. . 4.
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