Typical business organisation departments and functions
All businesses, no matter what the size, need some sort of organizational structure to operate properly. Businesses without a set organizational structure have problems implementing company policies and operating at efficient production levels. Whether a company is selling or manufacturing, certain departments are key to basic operations. A typical business organisation may consist of the following main departments, units or functions:
· Production
· Quality Control
· Research and Development (often abbreviated to R&D)
· Purchasing
· Marketing (including the selling function) & Communication
· Human Resource Management (often abbreviated to HR)
· Information Technology (often abbreviated to IT)
· Training
· Customer service 
· Accounting and Finance.
An example : Production
The production department orders inventory for production when needed, fulfills production orders specified by management and coordinates with the marketing and advertising department to make changes to products. If your company builds electronic components, for example, you need a production department and staff that focuses solely on producing your electronic components.
(Adapted from : http://smallbusiness.chron.com/departments-needed-run-business-23223.html)
Task 1 : Which department usually … 

a. sells the products : 
b. looks for new markets for existing products : 
c. creates new products : 
d. answers technical questions from customers : 
e. answers all other questions from customers : 
f. fulfils production orders : 
g. works closely with other departments to ensure it understands the dynamics of your business and the information it needs to communicate :
Task 2 : Complete the sentences about departments using words from the list. finds – buys – checks – develops – arranges – maintains – builds – deals – organizes 
1. The Logistics Department …...................... the transport of products.
2. The Training Department …......................  courses. 
3. The Purchasing Department …......................  from suppliers. 
4. The HR Department …...................... new staff.
5. The Production Department …...................... products. 
6. The Finance Department …...................... with all the money. 
7. The IT Department …...................... the computer system.
8. The Quality Control Department …...................... that the products have no defects.
9. The Communication Department …......................customer loyalty through social media, media relations, client events and advertising 
Task 3 : Work with a partner. Take turns to make sentences about different people who work in a company and guess which department they work in. 

Ex :
 A. This person deals with all the money. 

B.  This is the manager of the Accounting and Finance Department.
Task 4 :  Three people are receiving visitors from other departments in their company. Listen to the three conversations and complete the table 
	
	Department the person works in :
	Department visitors are from :

	N°1
	
	

	N°2
	
	

	N°3
	
	


Task 5 : Listen again and complete the sentences 

a. I have a meeting today with Anna Neves who's …............................our software.
b. Our company is …............................ three business units
c. He is the person in …............................ buying for the whole group. 
d. I …............................a lot of training organizations. 
e. I …............................ the HR Director. 
Task 6 : Work with a partner. Ask and answer questions about your future job or work placement. 
a. Which department will you work in ? 
b. What will you be responsible for ?
c. Who is normally in charge of this department ? 
d. Who will you have to report to ?
e. Which department(s) will you have most contact with ? Why ? 
