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Part I: Read the following statements and complete them with the best choice (a, b, c or d)

1- The............ of employees was based on their degrees and experiences,
a) demanding b) classification c) creation d) imagination
2- He has ........... a new theory after many years of research.
a) deemed b) blurred ¢) evolved d) shifted
3- The government ........... a shame for redeveloping the city center.
a) devised b) captured ¢) copied d) created
4- They really need to ........... someone as an assistant to help the manager.
a) consider b) accept ¢) develop d) employ
5- The balance of two account are ........... the same.
a) efficiently b) demandingly c) precisely d) imaginatively
6- In a large ........... such plans may involve commitment of billions of dollars.
a) component b) corporation c) concrete d) motivation
7- The manger consider the ........... of the objectives and weather they will be acceptable to
the organization’s manager.
a) feasibility b) profession ¢) distinction d) systematic
8- The men are working in ........... to repair the railway line.
a) theories b) laws c) traits d) shifts
9- Their actions are based on some method, plan or logic rather than on a. ...........
a) system b) process ¢) hunch d) program
10- The university was very ........... when we held a meeting there.
a) evaluation b) cooperative ¢) adaptive d) estimative
11- We want you to ........... the everyday work of the factory.
a) organize b) corporate c) authorize d) effect
12- Increased ........... between different department would improve the rate solving problems.
a) interaction b) recreation ¢) ingredient d) implementation
13- When two men cooperate to roll a stone that neither could have moved alone, the
........... of administration have appeared.
a) communities b) rudiments c¢) roadways d) libraries
14- Publicly organized communities include school, ........... and water districts.
a) initiative b) decisive ¢) authoritative d) sanitary
15- It is our ........... to have most of the industries in this country under local ownership.
a) circumstance b) deliberation ¢) policy d) judgment
16- The factory’s ........... level very low because of the recent employees strike.
a) approach b) out put c) record d) process
17- They need to reduce paperwork and ........... in the company.
a) goal b) target c¢) domain d) bureaucracy
18- The policeman died in the ........... of his duty.
a) resource b) wage ¢) performance d) department
19- The administrator has s very strong ........... .
a) essence b) personality ¢) fuzziness d) deviation
20- The company ........... will be used for improving the condition of the work environment.
a) funding b) coaching ¢) dismissal d) project
21- Some employeses ........... at every new task and often fails to meet minimum expectations.
C) assume d) promote ¢) indicate d) grumble
22- There is a special ........... offered by the manager to anyone who finds the paper.

a) training b) reward c) staff d) ambition
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23- The company’s weakness is its inability to ........... the previous agreement.
a) tackle b) contribute ¢) sustain d) refrain
24- The staff could be motivated by fear of dismissal or by greed for lavish ........... .
a) stick b) bonus c) carrot d) authority
25- The chief clerk ........... the work of the department.
a) supervises b) accomplishes ¢) stimulates d) promises

Part II: Read the following texts and answer the questions.
Text 1: Managing like all other practices (weather of medicine ,music , composition,
engineering, accountancy, or even baseball), is an art. it is know- how. It is doing things in the
light of the realities of a situation. Yet managers can work better by using the organized
knowledge about management, and it is this knowledge, weather crude. or advanced, weather
exact or inexact, that to the extent it is well organized, clear, and pertinent, comprises a science.
Thus managing a practice is an art; the organized knowledge underlying the practice may be
referred to as a science. In this context science and art not mutually exclusive but are
complementary.
26- The author states that managing is an art because mangers ........... .

a) use the organized knowledge about management

b) use a crude and clear knowledge

¢) do things in the light of the realities of a situation

d) practices pertinent and inexact knowledge
27- The knowledge about management in relation to science requires ........... .

a) practice and situation b) clearness and good organization

¢) accountancy d) engineering
28- According to the passage, managing as a science and an art are ............ .

a) mutually exclusive b)complementary ¢) not practicable d) not well-organized

Text 2: Whether groups are more effective than individual depends on the criteria you use for
defining effectiveness. In terms of accuracy, group decisions will tend to be more accurate. The
evidence indicates that, on the average, groups make better-quality decisions than individual. This
doesn’t mean, of course, that all groups will outperform every individual. Rather, group decisions
have been found to be better than those that would be reached by the average individual in the group.
However, they are seldom better than the performance of the best individual.
29- According to the passage, the effectiveness of decisions relies on the ........... we use for

defining effectiveness.

a) groups b) evidence ¢) criteria d) individuals
30- The author states that in terms of accuracy, group decisions are better than individuals

because ........... .

a) all group will outperform every individual

b) group decisions are more accurate than individuals

¢) group make better —quality decision on the whole

d) group’s performance are always better than individuals
Part III: Translate the following passages in the Persian:
Text: 1: Administration involves people and interaction. It is a process in which human beings
work towards common goals. Administration uses artistry but it not an art. It uses sciences but is
not a science. It is more properly thought of crafts.
Text: 2: Every public administrator works within an organization framework. The successful
public administrator must have as a solid understanding of the principles of organization.
Text: 3: He looked at four methods for motivating employee performance: money goal setting,
participation in decision making, and redesigning jobs to give workers more challenge and responsibility.
Text 4: Management is the process of planning, organizing. Leading and controlling the efforts
of organization members and of using all other organizational resources to achieve the goals.
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