
Đề cương ôn tập môn tiếng anh chuyên ngành 

quản trị kinh doanh (dành cho svđh chính quy) 

I. Choose the best answer: 

1. ………are the people who coordinate  and oversee the work of others so that 

organizational goals can be accomplished 

A. Shareholders B. Managers  C. Employees D. Presidents 

2. The………….consist of the boards of directors and the chief excutive officers 

A. Top-level management  C. Middle-level management 

B. Lower-level management  D. Representatives 

3. The board of directors are the representatives of …………………… 

A. Shareholders    C. Board  ofdirectors 

B. . Managers    D. Employees 

4. There are………..important functions of management 

A. Three  B. Four  C. Five  D. Six 

5. ……………includes defining goals, establishing strategies toachieve goals, 

developing plans to integrate and coordinate activities 

A. Planning  B. Organizing C. Leading  D. Cntrolling 

6. The human resource distribution and arrangement is included 

in…………function 

A. Leading  B. Controlling C. Planning  D. Organizing 

7. One of the steps in the controlling function  is………. 

A. Forecasting and pre-estimating about the future 

B. Getting to know what must be done 

C. Mesurement of actual performance 

D. Sharing the lastest information with employees 

8. A manager often has to play a role of a………….in his organization 

A. Figurehead B. Leader  C. Liaison  D. monitor 

9. The leader………..his employees for a better work 

A. Forces  B.  Leads  C. Motivates D. Gets 

10. In the ………………role, a manager has a network  of contact  outside the 

organization from whom he can get valuable information 

A.Monitor  B. Disseminator C. Spokesperson D. Liaison 



11. The manager as a…………..serves as a nerve centre in the organizationand 

keeps a tab on all types of information coming. 

A. Leader  B. Figurehead C. Monitor  D. Negotiator 

12. According to Robert L. Katz, a manager needs three following essential 

skills: 

A. Technical skill, human skill and communicative skill 

B. Technical skill, human skill and conceptual skill 

C. Human skill, communicative skill and conceptual skill 

D. Technical skill, communicative skill and conceptual skill 

13. Conceptual skill is more needed by……….. 

A. Lower-level management   C. Top-level management 

B. Middle-level management  D. All of them 

14. The  action plan of a company for his building competitive advantage and 

increasing its triple bottom line over the long-term is called………….. 

A. Strategy   B. Environmental scanning 

C. Strategy formulation D. Strategy completion 

15. ……………..is the monitoring, evaluating and disseminating of information 

from internal and external  environtment to key people within the organization 

A.  Strategy formulation  B. Environmental scanning 

C. Strategy implimentation  D. Evaluation and control 

16. The task of focusing on recruitment of, management of and providing for 

people working in an organization is called………………………… 

A. Strategicmanagement  B. Human resource management 

C. Quality management  D. Environmental management 

17. The………of all organization depends on the quality of people it employs 

A. Success  B. Failure  C. Survival  D. Loss 

18. …………..skills involve the ability to work well with other people both 

individually and in group 

A. Human  B. Conceptual C. Technical  D. Communicative 

19. A…………spreads the important  bits of information to the concerned 

employees of the organization 

A. Monitor  B. spokesperson C. Disseminator D. Leader 

20. The skills managers use to think and to conceptualize about abstract and 

complex situations is called………………. 

A. Technical skill   B. Human skill 



C.  Communicative skill  D. Conceptual skill 

21. ………………..is the process by which strategies and policies are put into 

action through the development of programme, budgets and procdures 

A. Evaluation and control   B. Strategy  formulation 

C. Strategy implementation   D. Environmental scanning 

22. Human resource management is the function within an organization that 

focuses on ……………of, management of and providing for the people who 

work in the oorganization 

A. Recruitment  B. Training  C. Development D. Assistance 

23. Effective human resource management enables……………..to contribute  

effectively and productively to the overall company direction and the 

accomplishment of the organization’s goals and objectives 

A. Weakness  B. Strength  C. Opportunity D. Threat 

II. Say if the following information is true (T) or false (F): 

1. Management is the process of coordinating and overseeing the others’ 

activities in order that they work efficiently and effectively 

2. Managers take care of effeciency and fluency so that they can fulfil their 

organization’s objectives 

3. Planning function mentions to defining goals, establishing strategies to 

achieve goals 

4. Getting to know what must be done , who must do, how must coordinate, 

how the relations between the departments  are the contents of controlling 

function 

5. Leading can affect greatly the employees’ morale within the department and 

company as a whole 

6. The more the employees feel that they have a say in the company, the less 

they will be to share ideas and attempts to the organizations 

7. The failure and success of the company depends largely  the 

managers’action 

8. Managers only deal with the others’ works in top level management 

9. The lower level management require more technical and communicationn 

skills 

10. The board of directors are the representatives of the customers 

11. More conceptual skills and less technical skills are required  by the middle 

level management 



12. The middle level management direct the employees 

13. The efficiency and decision making of the lower level management affect 

greatly the success and failure of the organization 

14. It’s Robert L. Katz who gave the conclusion of ten important roles of the 

managers 

15. Being a figurehead in a firm, the manager must perform a lot of routine 

duties as a symbolic head. 

16. In the role of leader, the manager forces his or her employees for work as 

well as leads them  and takes them in the direction which is better for 

themselves and organization. 

17. Being the monitor in an organization, the manager receives a lot of internal 

information of the organization 

18. Every organization has its own internal or external disturbances 

19. The action plan of a company which creates competitive advantage and 

increases its bottom line over the long term is called the strategy. 

20. The strategic management only requires the analysis of outside environtment 

of the firm. 

21. Another  requirement of strategic management process is the design of 

policies and plans to fulfil the firm’s objectives 

22. We use environmental scanning process in order to master internal and 

external elements that affect the firm’s future 

23. Strategy formulation is a process in which long-term plans are developed, 

corporate missions and achievable objectives are defined and policy 

guidelines are set 

24. In strategy formulation, strategies and policies are implimented 

25. Human resource management deals with the function of recruitment of, 

management of and providing for the employees. 

26. Human resource management is usually determined by the employees 

themselves. 

27. Human resource management only mentions to the administration and 

training the employees within an organization. 

28. Utilizing human resources effectively means using the skills and abilities of 

employees effectively. 

29. The human resource management does not deal with searching right people 

for the right jobs 



30. In the strategy of human resource management, the aspirations, aims  and 

priorities of individual employees are emphasized 

31. Financial management focuses on the planning, organizing, directing and 

controlling the external activities 

32. One of the financial management’s scopes is the decision to invest in fixed 

assets and current assets. 

33. The financial management must make sure that the funds are supplied 

regularly and adequately to the organization. 

34. The determination of capital composition has to be set up after the estimation 

of capital requirements has been made 

35. Managers are the users of management accounting in planning, performanc 

evaluation and operational control. 

36. It’s the accountants who decide what products to make, where and when to 

meet them. 

37. The management accounting information is naturally financial 

38. Management accounting deals with estimates  and predictions for the future 

activities whereas financial accounting system focuses on reporting past 

performance. 

III. Answer the following questions: 

1. What is management? 

2. What are the functions of management? 

3. How many levels of management are there? What are they? 

4. Who does the top-level management consist of? 

5. How many roles do the managers have to play in their jobs? 

6. What does a manager do as a leader? 

7. What does strategic management refer to? 

8. How many  basic models of strategic management are there? 

9. What is human resource management? 

10. What is financial management? 

11. What is management accounting? 

IV. Fill n the blank with a suitable word from the box: 

1.  

Coordinating    overseeing     made          completed 

Duties                concerns          managerial         financial 

 



Management involves………..and………..the work activities of others so that 

their activities are………….efficiently and effectively. In order to fulfil 

these……, the managers set up a number of …………, among these are 

two………concerns that are very important and necessary. 

 

2. 

Manager    employee       company      create    encourages 

Improve     customer        shares 

 

The way a……….leads greatly affects ………..morale within the department 

and…………..as a whole. Managers should…………a climate that………..new 

ideas and employee input.  The more the employees feel that they have a say in 

the company, the more they will be willing to share ideas and attempts to find 

best way to …….process. 

2.  

Directors          representatives        shareholders        selected 

Similarly          officers     management    Fortunately 

 

The board of ……… are the ………… of ……….. That means  they 

are………..by the shareholders of  the company. ……….., the chief 

excutive………….are selected by the board of directors in an organization. 

 

V. Read  the texts and answer the questions 


