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Part I: Read the following sentences then choose the most correct choice for each blank, 

definition or the underlined word. 

1. The first priority for him is to solve ………………..problems in the firm. 

 a. creative b. relative c. administrative d. active 

2. The workers …………….for higher salary, but the employer refused it. 

 a. demanded b. employed c. existed d. caused 

3. The number of ……………in the company has increased recently. But there was no increase in 

the production. 

 a. commitments b. arrangements  c. methods d. employees 

4. Because of war, the company was in a bad financial ……………. . 

 a. imagination b. promotion c. production d. situation 

5. The directions of the director were so ………….that nobody understood any words. 

 a. believeable b. elusive c. relative d. productive 

6. After a long discussion the factory …………arrived at a decision. 

 a. leaders b. factors c. shifts d. desires 

7. The most important ……………..of our manager is providing working environment for his 

workers. 

 a. trait b. creator c. demand d. personnel 

8. Administration can be ……………as a scientific study and an artistic way. It can be classified 

in this way.  

 a. motivated b. conducted c. cooperated d. categorized 

9. In order to perform its, ……………the company should work hard in 3 shifts. 

 a. commitments b. methods c. costumers d. conditions 

10. By ………..his workers he is going to achieve significant objectives in his company. 

 a. motivating b. creating c. solving d. continuing 

11. The managerial …………….in an organization con be observed through costumer idea. 

 a. effected b. effective c. effectiveness d. effectively 

12. Before dealing with difficulties, he ……………all the affairs outside the company. 

 a. stated b. arranged c. attended d. expected 
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13. Sometimes for getting higher promotion, a complicated …………is necessary to employ. 

 a. procedure b. progress c. promise d. possibity 

14. The governments in all over the world are to offer some services to the ………… . 

 a. account  b. fact c. structure d. public 

15. The employees with high knowledge are interested in working within their ………………. . 

 a. domains b. judgments c. utilities d. rudiments 

16. It takes a(n) ………………..action to organize the essential coordination among the parts of 

the firm. 

 a. ability b. vital c. able d. subject 

17. The committee asked the director to ………………the daily work of factory. 

 a. cause b. decay c. exist d. organize 

18. There are many natural ………….such as, oil, trees, copper, coal and so on in our country. 

 a. allocations b. resources c. abilities d. corporation 

19. Before getting their desired goals, the managers think through them in ………….. . 

 a. advice b. practice c. advance d. resource 

20. Management is the process that requires a(n) ……………way of doing things. 

 a. short b. systematic c. public d. demanding 

21. To repair the railway line the workers are working in ………….. . 

 a. traits b. shifts c. laws d. theories 

22. There is not enough …………..between the management and the workers. 

 a. interaction b. personal c. rudiment d. recreation 

23. One of the manager’s functions is the …………of his workers’ ability and their production. 

 a. evaluation b. creation c. action d. reaction 

24. The ………..of this new product are all supplied from raw materials found in the mines. 

 a. tasks b. domains c. implements d. ingredients 

25. Mr Smith’s role on the rudiments of the new ideas is absolutely …………… . 

 a. able b. vital c. refreshing  d. naturally 
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26. The newly ………….company has a complex organization and follows very fix rules to 

employ new staff. 

 a. annoying b. employed c. established d. organizing 

27. When we arrived at the factory all the workers were involved in ……………hard. 

 a. workable b. working c. work d. to work 

28. A strike caused by the dismissal of two workers. The word “dismissal” means …………… . 

 a. display b. disorder c. discuss d. discharge 

29. We are going to initiate a plan to change the rules of driving. Initiate means …………. . 

 a. to teach b. to start c. to reward d. to express 

30. He should have a great aptitude for leading his employees. Aptitude means ………………… . 

 a. division b. purpose c. product d. skill 

Part II: Translate the following paragraphes into Farsi. 

Text 1:     

      Although administrators use scientific laws, techniques and data, they do so in ways that 

allow free rein to individual imagination and temperament. Usually a variety of successful 

solutions exist for dealing with a particular administrative problem, and a creative 

administrator my even devise a new solution on the spot. 

 

Text 2: 

        One of the most important human activities is managing. Because managing for all 

levels and in all kinds of enterprise have the basic task of desiging and maintaining an 

environment in which individuals, working together in groups. 

 

Text 3: 

          Understanding human motivation is s complex matter. A person’s motive(s) may be 

clear to him but quite puzzling to others. On the other hand, a person under stress may well 

not understand his own motives, even though these may be perfectly clear to a trained 

observer. 
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Text 4: 

         Individual decision making, therefore is an important part of organization behavior. But 

how individuals in organizations make decisions, and the quality of their final choices, are 

largely influenced by their perception. 

 

Text 5: 

          Not surprisingly, our understanding of another’s motivation is influenced considerably 

by our own attitudes towards people, When a manager speaks of “highly motivated staff” he 

is indicating that the staff are doing what he wants them to do. 

 

Text 6: 

       Managers make decisions under a condition of ambiguity when they have little or no 

information about the problem, the alternatives, or the likely consequences of each 

alternative. In ambiguous situations, managers may even lack information about the goals 

they are to achieve. 
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