THE MINISTRY OF HIGHER AND
SECONDARY SPECIALIZED EDUCATION OF
THE REPUBLIC OF UZBEKISTAN

NAMANGAN INSTITUTE OF
ENGINEERING AND TECHNOLOGY

Teachmg matertals complex
in Management

from subject “management”
Executed: Ibragimov 1.

Namangan - 2021



“AGREED” by
vise rector in teaching affairs of
Namangan engineering-technology
institute
U.Meliboyev
(13 2 2021

THE MINISTRY OF HIGHER AND SECONDARY SPECIALIZED
EDUCATION OF THE REPUBLIC OF UZBEKISTAN

NAMANGAN INSTITUTE OF
ENGINEERING AND TECHNOLOGY

Sillabus
in Management

Executed: Ibragimov 1.

Namangan - 2021



Introduction

Learning about management is important for two reasons. First, our society
depends on specialized institutions and organizations to provide the goods and
services we desire. Managers have the authority and responsibility to build safe or
unsafe products, seek war or peace, build or destroy cities, or clean up or pollute
the environment. Managers establish the conditions under which we are provided
jobs, incomes, lifestyles, products, services, protection, health care, and
knowledge. It would be very difficult to find anyone who is neither a manager nor
affected by the decisions of a manager.

Second, individuals not trained as managers often find themselves in
managerial positions. Many individuals presently being trained to be teachers,
accountants, musicians, salespersons, artists, physicians, or lawyers will one day
earn their livings as managers. They will manage schools, accounting firms,
orchestras, sales organizations, museums, hospitals, and government agencies. The
future success of the Uzbekistan or any industrialized nation in the global village
lies in managing productivity, being able to cope with environmental changes, and
properly managing the workforce. These challenges will require well-educated,
knowledgeable, and hard-working individuals deciding that a management career
is of value to them personally.

Management is a set of activities designed to achieve an organization's
objectives by using its resources effectively and efficiently in a changing
environment. Resources are used to accomplish the manager's intended
purpose. Effectively means having the intended result; efficiently means
accomplishing the objectives with a minimum of resources. Both are part of
good management—reaching objectives with a minimum of cost. One factor
that makes management difficult is that the work situation constantly changes.
That is, such factors as employees, technology, competition, and cost vary
greatly. Managers are individuals who make decisions about the use of the
organization's resources, and are concerned with planning, organizing, leading,
and controlling the organization's activities so as to reach its objectives.
Although it may seem that management activities are quite diverse, they share
some common characteristics.

Second, managers are in charge of the organization's resources—people,
equipment, finances, data—and of using these resources to help the organization
reach its objectives. How well a manager coordinates the firm's activities and uses
its resources determines not only how well the organization accomplishes its
objectives but also how he or she will be judged in terms of job performance.

The management practices of an individual affect more than the person himself
or herself. Management is characterized by interaction with others, decision
making, and completing work tasks. Because such activities are not carried out in
isolation, management reaches several different groups connected with the orga-
nization. Moreover, management's effect is not neutral. If management is done
well, it has a positive impact on these groups; if management is done poorly, it has



a negative effect. Finally, it is important to recognize that all management
decisions have consequences.

Obviously, a manager's subordinates are directly affected by his or her actions.
If the work process is organized well, everyone performs better, which is reflected
in the performance appraisals of individual workers. Good performance appraisals
often result in increased financial rewards and advancement opportunities.
Research also suggests that employees' relationships with their manager strongly
affect their work attitudes, such as commitment, satisfaction, and work
involvement.?

Finally, by its very nature, management affects the number and the quality of
the organization's goods and services. As we have said, managers coordinate the
organization's resources to help it reach organizational objectives. If the manager
coordinates poorly or makes poor decisions, the organization's objectives will not
be met as well or as quickly.
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SKILLS AND ABILITIES TO BE ASSESSED

The skills that students are expected to have developed on completion of this
syllabus have been grouped under three main headings:

1. Knowledge and Comprehension;
2. Use of Knowledge;

3. Interpretation and Application.

Knowledge and Comprehension

The examinations will test candidates’ skills and ability to:
1. grasp and recall basic facts, concepts, and principles of management theory;
2. understand the diverse managerial functions and roles;

3. understand the impact of workforce diversity on the management of
organisations.

Use of Knowledge
The examinations will test candidates’ skills and ability to:

1. select and use facts, theories and concepts appropriately in formulating solutions
to business problems;

2. draw conclusions based on a body of information;

3. distinguish among various components of business and its environment.

Course Overview:

This survey course is a study of the basic managerial functions of planning,
organizing, leading, and controlling resources to accomplish organizational goals.
Special emphasis will be placed on skills necessary for a manager to be effective.
The course will involve an overview approach to covering the various concepts
required for an overall understanding of management’s role in the contemporary
organization. Course serves as the first course for management majors in the
discipline of management and is required for all BBA degrees.

Student Learning Outcomes:

The objective of this course is for each student to be able to know,
comprehend, apply, analyze, synthesize and evaluate the basic principles of the
fundamentals of managing organizations. Students will complete specific
activities, as identified in the syllabus, related to each of the four functions of
management: planning, organizing, leading and controlling.

At the close of the semester, student will:



-Be prepared for further study in the area of management;

-Be able to identify and apply appropriate management techniques for managing
contemporary organizations;

-Have an understanding of the skills, abilities, and tools needed to obtain a job on a
management track in an organization of their choice.

LEARNING OBJECTIVES:

- ldentify key theories and models examining management structure and
behaviors within an organizational setting

- Analyze an organization for the purposes of making recommendations for
initiating organizational improvement

- Understand the challenges involved in making good managerial decisions
and be able to apply those theories that can help you improve these skills

- Demonstrate the ability to integrate and communicate knowledge, ideas,
and innovations about individuals and organizations

- Demonstrate information literacy (an ability to find, analyze and extend
research studies and their data) with respect to the academic Management
Organizational Theory literature

- Apply the NDNU hallmarks (community engagement and social justice) to
the practice of management and leadership

COURSE ASSIGNMENTS

Discussion Questions: Discussion Questions (DQs) regarding issues relevant
to our class. Participation points will be awarded based upon your ability to
provide a substantive analysis of the material. This means going beyond just
providing a synopsis; rather it means identifying the relevancy (i.e., pros and cons)
of the material and what salient information was noteworthy in context of this
class.

Team Briefing: Successful teamwork and collaboration are the keys to the
success of post-industrial organizations! Small teams of 3-5 students will be
formed to explore and analyze selected topics in organizational behavior (see list
below). Each team member is responsible for accomplishing cooperatively and on
time a briefing that demonstrates the team's scholarly knowledge and ability to
present in a professional environment (i.e., power point slides). The goal of the
team project will be to prepare and present a 15 minute briefing to the class that
provides a summary of their selected topic as well as all relevant management and
organizational theories that are supported by and/or contradicted by this topic.

INDEPENDENT WORK topics which teams can select from

Conflict Management Empowering Employees

Ethical Management Human Resource Management

Management and InformationManaging International Project Teams




Technology

Managing Generation X'ers MBO (Management by Objectives)

Motivation and Rewarding Employees Poor vs. Good Management Strategies

Situational Leadership Strategies Teams and Teamwork Dynamics

INDEPENDENT WORK: The term paper is the principal experiential
learning element of the course. The individual student paper is designed to test
your ability to understand and translate theoretical research on organization theory
to specific implications for any kind of management issues and concerns. Select a
topic (i.e., theory, management issue, or concern) of your choosing that you
consider valuable, interesting, and related to the material covered in this course.
Your focus should be about what the real-world implications are to an
organization. Research any theories that might be used to explain and deal with
your topic in order to provide insight into the material. The requirement is for each
student to conduct independent research about your selected topic with the goal of
submitting a 15 page paper by the assigned due date.

Exams: There will be two required examinations in this course:

1. Midterm Exam: This will entail an open book 24 question test
(i.e., combination multiple choice, true/false) based upon content covered in
the assigned readings and/or lectures.

2. Midterm Exam: This will entail an open book 4 questions (i.e.,
combination multiple choice, true/false) based upon content covered in the
assigned readings and/or lectures.

Final Exam: This will entail an open book 4 questions

GRADINGP ERCENTAGES
Grades will be assigned on the basis of the following percentages:

Attendance, attitude, class activities, & participation 10

Written assignments (homework, cases, exercises) & quizzes | 26

Mid-Term Examination 34
Final Examination 30
Total 100

COURSE OUTLINE/CALENDAR (LECTURE)




Ne | Type of the | Themes of the lessons Hours
lesson

1 | Lecture Management — independent course 2

2 | Lecture Basic management models and theories 4

3 | Lecture Methods,  principles and  functions of | 4

management

4 | Lecture Organizing the organization 2

5 | Lecture Decision making 4

6 | Lecture Information and management 2

7 | Lecture The Manager's job 2

8 | Lecture Personnel and human resource management |2

9 | Lecture Leadership 4

10 | Lecture Conflict and stress management 4

11 | Lecture Business management 4

12 | Lecture Marketing management 2

13 | Lecture Innovation management 2

Total 38

CALENDAR (PRACTICAL LESSON)

Ne | Type of the | Themes of the lessons Hours
lesson

1 | Practical Management — independent course 2
lesson

2 | Practical Basic management models and theories 4
lesson

3 | Practical Methods,  principles and  functions of | 4
lesson management

4 | Practical Organizing the organization 2
lesson

5 | Practical Decision making 4




lesson

6 | Practical Information and management 2
lesson

7 | Practical The Manager's job 2
lesson

8 | Practical Personnel and human resource management |2
lesson

9 | Practical Leadership 4
lesson

10 | Practical Conflict and stress management 4
lesson

11 | Practical Business management 4
lesson

12 | Practical Marketing management 2
lesson

13 | Practical Innovation management 2
lesson

Total 38

Appendix

On completing the learning activities for each chapter students will be able
to do the following:

Chapter 1: Describe the basic functions of management; lIdentify where in an
organization managers are located; Discuss the challenges that people encounter as
they become first time managers; Describe the roles that managers adopt to
perform the basic functions of management; Outline the competencies that
managers must have to be effective.

Chapter 2: Describe the different Basic management models and theories;
Explain the difference between models and theories; Describe the main
components of models and theories; Explain how each component in the task
environment impacts the organization; Identify the major components of an
organization’s general environment;

Chapter 3: Explain what Methods, principles and functions of management
is; Describe functions of management; Identify the implications of principles for
the business enterprise; Discuss different constraints that are limiting the principles
and functions of management; Outline the benefits of going global for a business
firm; Discuss Principles of Managing Organizations. Describe what is meant by



competitive advantage; Explain Subordination of individual to general interests;
Explain how operations strategy can lead to competitive advantage;

Chapter 4: Describe the elements of organizational culture; Discuss the
importance of organizational subcultures; List four categories of artifacts through
which corporate culture is deciphered; Discuss the conditions under which cultural
strength improves corporate performance; ldentify four strategies to change and
strengthen an organization’s culture; Compare and contrast four strategies for
merging organizational cultures. Explain what is meant by organization
architecture; Explain the advantages and disadvantages of centralization and
decentralization; Discuss the pros and cons of tall versus flat structures; Outline the
different kinds of structure a firm can operate within and explain how strategy
should determine structure; Describe the different integrating mechanisms
managers can use to achieve coordination within a firm, and explain the link
between strategy, environment, and integrating mechanisms.

Chapter 4. Describe the most common types of how a person chooses the
optimal alternative, Identify the main pitfalls that managers encounter when
engaged in formal planning processes, and describe what can be done to limit those
pitfalls; Discuss the major reasons for poor decision, and describe what managers
can do to make better decisions.

Chapter 6: Outline the main elements of a communication system; Explain
why it is important to match media to a message; Discuss the formal and informal
channels through which information flows in organizations; Identify the sources of
noise that lead to miscommunication within organizations; Discuss the steps
managers can take to counteract noise and improve communication within their
organizations.

Chapter 7: Explain why power and influence are necessary to get things
done in organizations; ldentify the main sources of managerial power; Discuss the
contingencies that influence the magnitude of a manager’s power; Outline the
various tactics managers can pursue to increase their influence in an organization;
Describe what a manager can do to increase the chance of negotiating effectively.

Chapter 8: Describe Human resource management; Explain the difference
between Personnel and human resource; Describe the main components of a
typical Human resource planning system; Identify the main pitfalls that managers
encounter when engaged in formal planning processes, and describe what can be
done to limit those pitfalls;

Chapter 9: Explain why good leadership is critical for success as a manager;
Summarize the main theoretical approaches to leadership; Identify the behaviors
and skills that are commonly associated with effective leadership; Explain how the
right approach to leadership might be influenced by important contingencies;
Discuss the difference between transformational and transactional leadership.

Chapter 10: Explain why conflict and stress are natural parts of human life;
Describe different operating strategies managers can pursue; Explain different
levels of conflict; Describe basic stages of conflict.



Chapter 11: Explain what globalization is; Describe the processes that are
driving globalization; Identify the implications of globalization for the business
enterprise; Discuss different constraints that are limiting the pace of globalization;
Outline the benefits of going global for a business firm; Discuss some of the
challenges of managing in a global enterprise. Describe what is meant by
competitive advantage; Explain how business-level strategy can lead to
competitive advantage; Explain how operations strategy can lead to competitive
advantage; Explain how corporate-level strategy can lead to competitive
advantage.

Chapter 12: Identify the major components of marketing; Explain how each
component in the general environment impacts the organization; Discuss the nature
of market research; Outline the main components of the internal environment of an
organization and articulate their implications for managerial action.

Chapter 13: Define teams and discuss their benefits and limitations; Discuss
the success factors Innovation for self-directed teams; Outline the model of team
effectiveness; Explain organizing for innovation; Describe the five stages of
organizing; Identify that Bureaucracy is an enemy of innovation;

Evaluation criteria for this project will be based on the following:

1. Effective and accurate use of management terminology and principles.

2. Appropriate application of management principles and theories.

3. Quality and sophistication of writing and expression.

4. Reflective skills assessment and action plan.

5. Amount of preparation as evidenced by your answers (and research supporting
them) to the management portfolio questions for your chosen organization.
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1-Theme. Basic management models and theories.

Plan
1.Classical Management Theory
2.Human Relations Theory
3.Neo-Human Relations Theory
4.System Theory

Basic management models and theories associated with motivation and
leadership and be able to apply them to practical situations and problems

1.Classical Management Theory
Here we focus on three well-known early writers on management:

Henri Fayol
F W Taylor
Max Weber
Definition of management: Management takes place within a structured

organisational setting with prescribed roles. It is directed towards the achievement
of aims and objectives through influencing the efforts of others.
Classical management theory

« Emphasis on structure

« Prescriptive about 'what is good for the firm'

« Practical manager (except Weber, sociologist)

Henri Fayol (1841 - 1925), France

Reduces the span of attention or effort for any
1.Division of work one person or group. Develops practice and
familiarity

The right to give an order. Should not be

2. Authority considered without reference to responsibility

Outward marks of respect in accordance with
3. Discipline formal or informal agreements between firm and
its employees

4. Unity of command One man superior

One head and one plan for a group of activities

5. Unity of direction with the same objective

6. Subordination of The interests of one individual or one group
individual interests to the  should not prevail over the general good. This is
general interest a difficult area of management

7. Remuneration Pay should be fair to both the employee and the


http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#Classical_Management_Theory
http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#Human_Relations_Theories
http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#Neo-Human_Relations_Theory
http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#System_Theories
http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#Henri_Fayol_(1841_-_1925),_France
http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#F_W_Taylor_-_(1856_-_1915),_USA-_The_Scientific_Management_School
http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#Max_Weber_(1864_-_1924),_Germany

firm

Is always present to a greater or less extent,
8. Centralisation depending on the size of the company and quality
of its managers

The line of authority from top to bottom of the

9. Scalar chain L
organisation

A place for everything and everything in its

10. Order place; the right man in the right place

A combination of kindliness and justice towards

11. Equity the employees

Employees need to be given time to settle into

12. Stability of tenure of their jobs, even though this may be a lengthy

personnel period in the case of the managers
Within the limits of authority and discipline, all
13. Initiative levels of staff should be encouraged to show

initiative
Harmony is a great strength to an organisation;

14. Esprit de corps teamwork should be encouraged

Advantages
« Fayol was the first person to actually give a definition of management which
is generally familiar today namely 'forecast and plan, to organise, to command, to
co-ordinate and to control'.
« Fayol also gave much of the basic terminology and concepts, which would
be elaborated upon by future researchers, such as division of labour, scalar chain,
unity of command and centralization.

Disadvantages

« Fayol was describing the structure of formal organizations.

- Absence of attention to issues such as individual versus general interest,
remuneration and equity suggest that Fayol saw the employer as paternalistic and
by definition working in the employee's interest.

. Fayol does mention the issues relating to the sensitivity of a patients needs,
such as initiative and ‘esprit de corps', he saw them as issues in the context of
rational organisational structure and not in terms of adapting structures and
changing people's behaviour to achieve the best fit between the organisation and its
customers.

« Many of these principles have been absorbed into modern day organisations,
but they were not designed to cope with conditions of rapid change and issues of
employee participation in the decision making process of organisations, such as are
current today in the early 21st century.



F W Taylor - (1856 - 1915), USA- The Scientific Management School
Taylorism involved breaking down the components of manual tasks in
manufacturing environments, timing each movement (‘time and motion' studies) so
that there could be a proven best way to perform each task. Thus employees could
be trained to be ‘first class' within their job. This type of management was
particularly relevant to performance drives e.g 'Action On' projects.

This was a rigid system where every task became discrete and specialized. It
Is fair to suggest that this is unlikely to be of value to the NHS with the
Modernisation agenda suggesting that we should have a flexible workforce.

Key points about Taylor, who is credited with what we now call 'Taylorism':

« he was in the scientific management school

« his emphases were on efficiency and productivity

« but he ignored many of the human aspects of employment

For the managers, scientific management required them to:

« develop a science for each operation to replace opinion and rule of thumb

« determine accurately from the science the correct time and methods for each
job (time and motion studies)

. Set up a suitable organisation to take all responsibility from the workers
except that of the actual job performance

« select and train the workers (in the manner described above)

. accept that management itself be governed by the science deployed for each
operation and surrender its arbitrary powers over the workers, i.e. cooperate with
them.

For the workers, scientific management required them to:

« stop worrying about the divisions of the fruits of production between wages
and profits.

« share in the prosperity of the firm by working in the correct way and
receiving wage increases.

« give up their idea of time wasting and co-operate with the management in
developing the science

. accept that management would be responsible for determining what was
done and how

- agree to be trained in new methods where applicable

The benefits (mainly for the management) arising from scientific management
can be summarised as follows:

. its rational approach to the organisational work enables tasks and procedures
to be measured with a considerable degree of accuracy

« measurement of paths and processes provide useful information on which to
base improvements in working methods, plant design, etc

« Improving work methods brought enormous increases in productivity

. it enabled employees to be paid by results and to take advantage of incentive
payments

« it stimulated management into adopting a more positive role in leadership at
shop floor level.



« it contributed to major improvements in physical working conditions for
employees

« it provided the formation for modern work studies

The drawbacks were mainly for the workers:

« it reduced the worker's role to that of a rigid adherence to methods and
procedures over which he/she had no discretion

o it led to increased fragmentation of work due to its emphasis on divisional
labour

« it generated an economically based approach to the motivation of employees
by linking pay to geared outputs

« it put the planning and control of workplace activities exclusively in the
hands of the managers

« it ruled out any realistic bargaining about wage rates since every job was
measured and rated 'scientifically’

Therefore, in summary, while the scientific management technique has been
employed to increase productivity and efficiency both in private and public
services, it has also had the disadvantages of ignoring many of the human aspects
of employment. This led to the creation of boring repetitive jobs with the
introduction of systems for tight control and the alienation of shop floor employees
from their managers.

Taylorism prevailed in the '30s through to the early '60s - and in many
organisations considerably later than this. Peters and Waterman in the 70s/80 and
Senge late '80s/early '90s led us towards what we now call 'systems thinking' where
the rights and potential wider contributions of employees received considerably
greater emphasis.

Max Weber (1864 - 1924), Germany

Bureaucracy in this context is the organisational form of certain dominant
characteristics such as a hierarchy of authority and a system of rules.

Bureaucracy in a sense of red tape or officialdom should not be used as these
meanings are value-ridden and only emphasize very negative aspects of the
original Max Weber model.

Through analyses of organisations Weber identified three basic types of
legitimate authority: Traditional, Charismatic, Rational-Legal.
Authority has to be distinguished from power in this discussion. Power is a
unilateral thing - it enables a person to force another to behave in a certain way,
whether by means of strength or by rewards. Authority, on the other hand, implies
acceptance of the rules by those over whom it is to be exercised within limits
agreeable to the subordinates that Weber refers to in discussing legitimate
authority.

Weber presented three types of legitimate authority:
Traditional authority: where acceptance of those in authority arose from tradition
and custom. Charismatic authority: where acceptance arises from loyalty to, and
confidence in, the personal qualities of the ruler. Rational-legal authority: where
acceptance arises out of the office, or position, of the person in authority as
bounded by the rules and procedures of the organization. It is the rational-legal



authority form that exists in most organisations today and this is the form to which
Weber ascribed the term ‘bureaucracy'.

The main features of bureaucracy according to Weber were:

« @ continuous organisation or functions bounded by rules

« that individuals functioned within the limits of the specialisation of the
work, the degree of authority allocated and the rules governing the exercise of
authority

. a hierarchical structure of offices

« appointment to offices made on the grounds of technical competence only

« the separation of officials from the ownership of the organisation

« the authority was vested in the official positions and not in the personalities
that held these posts. Rules, decisions and actions were formulated and recorded in
writing.

It is not coincidence that Weber's writings were at a time of the major
industrial revolutions and the growth of large complex organisations out of the
cottage industries and/or entrepreneurial businesses.

The efficiency of this rational and logistical organisation shares a
considerable amount of common ground with the thinking of Fayol. In particular,
features such as scalar chain, specialisation, authority and the definition of jobs
which were so essential to successful management as described by Fayol, are
typical of bureaucracy. There is also little doubt that Weber's ideas concerning
specific spheres of competence and employment based on technical competence
would have considerable appeal for Taylor's scientific managers.

Advantages

« Appointment, promotion and authority were dependent on technical
competence and reinforced by written rules and procedures of promoting those
most able to manage rather than those favoured to manage. We take a lot of this for
granted in the UK today. Anything else is regarded as nepotism and corruption.

« The adoption of bureaucratic type of management systems allow
organisations to grow into large complex organised systems that are focused
towards formalised explicit goals.

« It cannot be stated strongly enough that the Weber theory has the advantage
of being used as a 'gold standard' on which to compare and develop other modern
theories.

Disadvantages
Subsequent analysis by other researchers have identified many disadvantages:

« Tendency for organisations to become procedure dominated rather than goal
dominated.

« Tendency for heavily formalised organisational roles to suppress initiative
and flexibility of the job holders.

« Rigid behaviour by senior managers can lead to standardised services that do
not meet the needs of the client.

« Rigid procedures and rules are demotivating for the subordinates that work
in the organizations.



« Exercise of control based on knowledge as advocated by Weber has led to
the growth of 'experts’ whose opinions and attitudes may frequently clash with
those of the more generalised managers and supervisors.

2.Human Relations Theories
Elton Mayo: Hawthorns studies
Where Classical theorists were concerned with structure and mechanics of
organisations, the theorists of human relations were, understandably, concerned
with the human factors.
The human relations theory is on motivation, group motivation and
leadership.
At the centre of these are assumptions about relationship between employer
and employee. Best summarised by Schein (1965) or Elton Mayo
« they were academic, social scientists
« their emphasis was on human behaviour within organisations
. they stated that people's needs are decisive factors in achieving an
organisation's effectiveness
. they were descriptive and attempted to be predictive of behaviour in
organisations
A 'motive’ = a need or driving force within a person.
The process of motivation involves choosing between alternative forms of
action in order to achieve some desired end or goal
4
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Alternative forms of action of motivation depend on a manager's
assumptions about his/her subordinates:

Prime Motivators Theory

1. Rational- Self interest and Basis of Classical, especially,
economic man maximisation of gain Taylor/Scientific theory


http://www.healthknowledge.org.uk/public-health-textbook/organisation-management/5c-management-change/basic-management-models#Schein

Social need, being part

2. Social man Basis of Mayo

of a group
3. Self actualising Self-fulfilment of Maslow,  Likert, McGregor,
man individual Argyris, Herzberg

Depends on individual
group, task

Productivity restricted due to pressure from peers to adopt a slower rate to
circumvent company wages incentive scheme to generally adopt own group rules
and behaviour

Advantages

. first real attempt to undertake genuine social research in industrial setting

« individuals cannot be treated in isolation, but function with group members

. that individual motivation did not primarily lie in monetary or physical
condition, but in need and status in a group

. the strength of informal (as opposed to formal) groups demonstrated a
behaviour of workers (formal supervisors were powerless in Stage 4)

« it highlighted need for supervisors to be sensitive and cater for social needs
of workers within the group

Disadvantages

« from 1930s -1950s some doubt was cast on the increased applicability of
these theories to every day working life

4. Complex man ' 'Systems approach’

3.Neo-Human Relations Theory
This group were social psychologists who developed more complex theories:

Maslow,  McGregor (theory X and theory YY), Likert,
Argyris
Maslow is often-quoted still today, having developed a seminal theory of the
needs of human beings. Herzberg's and McGregor's neo-human relations theories
both focus on motivation and leadership, but their theories are, as we shall see,
very different.
In this group we find a particular focus on human motivation including:
« satisfaction
« incentive
« Intrinsic
Maslow (1943)
1. This psychologist, from his studies, proposed a hierarchy of human
needs building from basic needs at the base to higher needs at the top.
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2. Maslow made assumptions that people need to satisfy each level of
need, before elevating their needs to the next higher level e.g. a hungry person's
need is dominated by a need to eat (i.e survival), but not to be loved, until he/she is
no longer hungry.

3. Today the focus in most Western societies is on the elements towards
the top of Maslow's hierarchy - in which work environments and ‘jobs' (including
‘having a job' and the satisfaction or otherwise such jobs provide - have become
typical features. Notably the attainment of self-esteem and, at the very top of the
hierarchy, what Maslow calls 'self-actualisation' - fundamentally the synthesis of
‘worth', ‘contribution’ and perceived 'value' of the individual in society.

Advantages
« Managers can/should consider the needs and aspirations of individual
subordinates.

Disadvantages

- The broad assumptions in 2 above have been disproved by exceptions e.g.
hungry, ill artist working in a garret.

« Empirical research over the years has not tended to support this theoretical
model.

Regarding monetary reward, sometimes beyond certain level of pays (e.g.
consultant) other things become more important than another £1000 a year
e.g. working conditions, boss, environment etc.

McGregor (Theory X and Theory Y)
Managers were perceived by McGregor, whose theories are still often
quoted, to make two noticeably different sets of assumptions about their
employees.



Theory X (essentially 'scientific’

mgt) Theory Y
Lazy Like working
Avoid responsibility Accept/seek responsibility

Need space to develop

Therefore need control/coercion . T )
Imagination/ingenuity

icahn(?m type: ‘rational - economic Schein type: 'self-actualising man'

Advantages
« Identifies two main types of individual for managers to consider and how to

motivate.

Disadvantages

Only presents two extremes of managerial behaviour.
200 engineers and accountants were asked to recall the times/occasions when they
experienced satisfactory and unsatisfactory feeling about their jobs. Later this also
involved manual and clerical staff similar results claimed:

Herzberg showed two categories of findings:

Motivators - factors giving rise to satisfaction
Hygiene factors - factors giving rise to dissatisfaction
Important Motivators Important Hygienes
Company policy and

Achievement

recognition
. Supervision - the technical
Recognition
aspects
Work itself Salary
Responsibility Interpe_rs_onal relations -
supervision
Advancement Working conditions
Other features include:
Motivators Hygiene Factors
related to content of work related to context/environment of work
promote satisfaction only prevent dissatisfaction
only neo-human school attempts to Taylor (salary) + Mayo (interpersonal relations)
address these look at these

Advantages
« Herzberg's work led to a practical way to improve motivation, which had, up
to that point, been dominated by Taylorism (salary, wages). In particular ' job



enrichment’ programs mushroomed. The aim of these was to design work and work
structures to contain the optimum number of motivators.

« This approach counters the years of Taylorism, which sought to break down
work into its simplest components and to remove responsibility from individuals
for planning and control.

Disadvantages

« There remain doubts about Herzberg's factors applicability to non-
professional groups, despite the fact that some of his later studies involved the
clerical and manual groups. The numbers were in these categories though were
small and many researchers still argue about the results in these groups.

« Social scientists argue about the validity of his definition of 'job satisfaction'

Likert

Described 'new patterns of management' based on the behaviours of managers

Four main patterns:

1. Exploitative - authoritative where power and direction

come from the top downwards', where threats and ‘Rational
punishment are employed, where communication is poor and economic man'
teamwork non-existent. Productivity is typically mediocre

2. Benevolent - authoritative is similar to the above but

allows some upward opportunities for consultation and some Weaker version
delegation. Rewards may be available as well as threats. of ‘'rational -
Productivity is typically fair to good but at cost of economic man'
considerable absenteeism and turnover

3. Consultative where goals are set or orders issued after

discussion with subordinates, where communication is

upwards and downwards and where teamwork is encouraged, 'social man'
at least partially. Some involvement of employees as a

motivator

4. Participative - group is reckoned by many to be the ideal

system. Under this system, the keynote is participation, Self -
leading to commitment to the organisation's goals in a fully actualising man
co-operative way. Communication is both upwards, (see also
downwards and lateral. Motivation is obtained by a variety of McGregor:
means. Productivity is excellent and absenteeism and theory Y)
turnover are low

Another useful way of looking at this is that (1) is a highly task-orientated
management style, whereas (4) is a highly people-orientated management style.
Advantages

Essentially Likert's work gives more alternatives in the spectrum
between Theory X and Theory Y of McGregor
Disadvantage
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« criticised for being based more on theory than empirical practice. Therefore

not widely accepted by practising managers.

Argyris

Studied the needs of people and the needs of organisation. He felt that
classical models of organisation promoted 'immaturity’ (see below). He felt that it
was important to understand the needs of people and integrate them with needs of
organisation. Only in this way, he said, can employees become co-operative rather
than defensive or aggressive

Characteristics of Employee
Immaturity Maturity

Passivity e Activity
Dependence----------=-=====-mmmm oo Relative independence
Behave in a few ways------------m--mmmmmmm oo Behave in many ways
Erratic, shallow Interests-----------------mmmmmm oo Deeper interests
Short time perspective-------------=--=-mmmmmmmm oo Long time perspective
Subordinate poSItioN--------=--==-=-m-mmm oo Equal or superior position
Lack of awareness of self--------------mmmmmmmmmmm - Awareness and self
control

Advantages

« Argyris is moving here towards a ‘contingency approach' i.e. remedy
depends on diagnosing problems first

« He presents a spectrum rather than bipolar patterns of employees behaviour
could be expected from immaturity to maturity. Certain behaviours of employees
may be preferred

Disadvantages

« Still too centred around 'self -actualising man'. Viewed not to be applicable
to production lines with manual workers, workers in sterile supplies, people
manning phone helplines etc whose needs are perceived to be typically lower in
Maslow's hierarchy of needs

4.System Theories

Attention began to focus on organisations as 'systems' with a number of
inter-related sub-systems. The 'systems approach' attempted to synthesise the
classical approaches ( 'organisations without people') with the later human relations
approaches that focused on the psychological and social aspects, emphasised
human needs - almost 'people without organisations'.

Systems theory focuses on complexity and interdependence of relationships.
A system is composed of regularly interacting or interdependent groups of
activities/parts that form the emergent whole.

Part of systems theory, system dynamics is a method for understanding the
dynamic behaviour of complex systems. The basis of the method is the recognition
that the structure of any system -- the many circular, interlocking, sometimes time-
delayed relationships among its components -- is often just as important in
determining its behaviour as the individual components themselves.




Early systems theorists aimed at finding a general systems theory that could
explain all systems in all fields of science. The term goes back
to Bertalanffys basic work 'General Systems Theory'. Sociologists like
Niklas Luhmann also worked towards a general systems theory. As of today,
whilst no systems theory can live up to this claim, there are general system
principles which are found in all systems. For example, every system is an
interaction of elements manifesting as a whole. Miller and Ricelikened the
commercial and industrial organisation to biological organisms.

Systems theories took much more of an holistic view of organisations,
focusing on the total work organisation and the inter-relationships between
structures and human behaviours producing a wide range of variables within
organisations. They help us understand the interactions between individuals,
groups, organizations, communities, larger social systems, & their environments
and help us enhance our understanding of how human behaviour operates in
a context.

A system is a part, and it is a whole, at the same time.

An example of this in the Modern NHS is care pathways for patients which will
often require a range of health disciplines to work together and will often also
include professionals from social services or the local authority as well.

System Theory Key Terms:

Boundary - an imaginary line around system of focus. Regulates flow of
energy (e.g. information, resources) into & out of the system.

Focal system - the system on which you are concentrating at any given time
(eg: a manufacturing plant or a family).

Subsystem - a part of the focal system (e.g., in a family, it may be children
or parents) , sometimes referred to as 'sibling subsystem' & 'parental subsystem").
Suprasystem - is external to focal system; it is its environment. May include place
of employment, school, neighbourhood, church, social service system.

Open system - Relatively open systems have a freer exchange of information
and resources within the system and also allow relatively free passage of energy
from and to the outside of the system.

Closed system - is more self-contained & isolated from their environment.
The business organisation is an Open System: there is continual interaction with
the broader external environment of which it forms a part, The systems approach
considers the organisation within its total environment and emphasises the
importance of 'multiple channels of interaction’. Thus the systems approach views
organisations as a whole and involves the study of the organisation in terms of the
relationship between technical and social variables with the systems. Thus changes
in one part, technical or social, will affect other parts and therefore the whole
system.

It was Trist and others at the Tavistock Institute of Human relations who
focused in on socio-technical systems arising from their study of the effects of
changing technology in the coal-mining industries in the 1940s.

The following Timeline gives an interesting perspective to the development
of Systems Theory:
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. 1950 General Systems Theory (founded by Ludwig von Bertalanffy)

. 1960 cybernetics (W. Ross Ashby, Norbert Wiener) Mathematical
theory of the communication and control of systems through regulatory feedback.
Closely related: "control theory"

. 1970 catastrophe theory (René Thom, E.C. Zeeman) Branch of
mathematics that deals with bifurcations in dynamical systems, classifies
phenomena characterized by sudden shifts in behavior arising from small changes
in circumstances.

. 1980 chaos theory (David Ruelle, Edward Lorenz, Mitchell
Feigenbaum, Steve Smale, James A. Yorke) Mathematical theory of nonlinear
dynamical systems that describes bifurcations, strange attractors, and chaotic
motions.

. 1990 complex adaptive systems (CAS) (John H. Holland, Murray
Gell-Mann, Harold Morowitz, W. Brian Arthur,). The "new" science of complexity
which describes emergence, adaptation and self-organization, all of which are
basic system principles, was established mainly by researchers of the Santa Fe
Institute (SFI). It is based on agents and computer simulations and includes multi-
agent systems (MAS) which have become an important tool to study social and
complex systems. CAS are still an active field of research.

Tavistock Institute of Human Relations

. organisation is an 'open system' with environment

. organisations are complex systems of people, task, technology

. technological environmental factors are just as important as
social/psychological

Contingency Theories

From the late 1950s, a new approach to organisation theory was developed
which became known as contingency theory. This theory argues that there is no
‘one best way' to structure an organisation. An organisation will face a range of
choices when determining how it should be structured, how it should be organised,
how it should be managed. Successful organisations adopt structures that are an
appropriate response to a number of variables, or contingencies, which influence
both the needs of the organisation and how it works.

. these theories take a comprehensive view of people in organisations

. they recommend a diagnosis of people/ task/ technology/environment
- then suggest the development of appropriate solutions

1. Pugh (UK)

2. Burns and Stalker (UK)

3. Lawrence / Lorsch (USA)

Contingency theorists have found that three contingencies are particularly
important in influencing an organisation's structure. These are:

. its size
. the technology it uses
. its operating environment.

There are two significant implications of contingency theory:



. iIf there is no 'one best way', then even apparently quite similar
organisations, for example, two nearby colleges, may choose significantly different
structures and still survive, be reasonably successful in achieving their missions,
and so on

. if different parts of the same organisation are influenced in different
ways by the contingencies bearing upon them, then it may be appropriate for them
to be structured differently, for example, one university department may have a
functional structure, whilst another may have a matrix structure
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2-Theme. The Manager's job
Plan

1.The Manager's job
2.Management functions
3.Management roles
4.Management skills

1.The Manager's job

The job of a manager is extremely difficult to describe. Job descriptions
exist, and all will be different.

One of the major challenges for managers is exactly what is outlined above
with Tasneem - the job is fragmented and constantly changing, even as the day
progresses. Planning can be difficult with so many interruptions. As shown with
Tasneem’s day, it can be difficult to get done what needs to get done. On top of
that, if the manager 1s “fighting fires” and dealing with crises and unforeseen
events, then getting tasks done becomes even more of a problem.

The job description for a manager also changes depending on what industry
they are in, what type of “organizational culture” they are part of and whether they
are junior or senior in the organization. It can also depend on factors including how
the manager gets rewarded, their own personality and whether they work in a for-
profit or not-for-profit organization.

The term “manager” can be used in relation to all the various levels of
management in the company. Most of the time, the term “manager” is used to



describe someone who supervises others. Some examples of manager job titles are:

- Team or area leader

- Front-line supervisor

- Mid-level manager

- Department head

- Vice-President

- President

- Officer, Chief Officer

- Managing Director

- Deputy Officer

If we look at the question, “what does a manager do?” the answer is not

straightforward!

2.Management functions

Managers are involved in four main functions that form the basis of this text.

These functions are planning, organizing, leading and controlling.

Planning - managers have to plan what they want to accomplish and develop
specific actions in order to reach those goals.

Organizing - managers must figure out how many people are needed to get
the jobs and tasks done. They also determine how the job flow happens (who does
what). Generally, we talk about what kind of structure will be put in place to get
these tasks done.

Leading - managers must supervise, lead, motivate, train, coach, guide, hire
and assess employees. There are a lot of ways that these can be done.

Controlling - managers must monitor what’s going on in their area, to make
sure that the goals or objectives are going to be met. If the goals are not going to be
met, then corrective action can be taken. The earlier the corrective action is taken,
the easier it is to correct.

3.Management roles

One of the most important pieces of research into the job of a manager
comes from Henry Mintzberg. He is a Canadian academic and researcher who has
studied management for years. He believes that a manager’s work is never really
done!

He was the person who categorized the various roles that a manager plays in
the organization. The following chart outlines Mintzberg’s categories and roles. It
also gives brief examples of the roles.

When looking at the roles in the chart, you can see that Tasneem, in her one
day outlined above, acted in almost all of those roles. If we describe the manager
as wearing different “hats” representing the different roles they are doing, then we
can see that Tasneem has indeed worn many hats during the day.

Different levels of managers will play these roles to a different extent. For
instance, a front-line (junior) supervisor will likely be a resource allocator and a
disturbance handler to a far greater extent than they will act as a figurehead. A
Chief Executive Officer likely will act as a spokesperson and perhaps an
entrepreneur more than they will act as a monitor.



4.Management skills

Management texts talk about different skills needed to be a manager. The
skills are conceptual, technical and human skills.

Conceptual - be able to see the “big picture” of the situation. Ability to
arrive at ideas, create a vision and plan for the future.

Technical - possess specific knowledge or have a specialized expertise.

Human - be able to work well with others both individually and in a group
setting.

According to management writings, all managers need to have all three
skills, but they need them in different amounts, depending on their position in the
organization. So, for instance, a senior level manager will need to have and use
more conceptual skills, while a lower level manager will likely use more technical
skills. All levels will use human skills.

Mintzberg's roles of the manager

Category Role Activity

Informational [Monitor Look for and receive information, review papers
and reports, maintain interpersonal contacts and

Disseminator |Pass information on to others by phone, in

Spokesperson |[Represent the area or organization to people
outside the area or organization in speeches and
reports. Deal with the media. Make presentations
Interpersonal [Figurehead Perform ceremonial and symbolic duties inside the

organization, receive visitors. Give
Leader Supervise direct subordinates, including recruiting,

selecting, motivating, training and leading them.
Liaison Be the conduit (the in-between person) for

information flowing in and out of the organization.

Decisional ~ [Entrepreneur |Initiate change. Plan new projects, spot
opportunities, identify areas of  business

Disturbance  [Take corrective action during crises or operational

handler breakdowns, resolve conflicts amongst staff, adapt
Resource Decide who gets resources, sets the schedule,
allocator budget, set priorities

Negotiator Represent department during negotiations with
unions, suppliers, and generally defend interests.

The roles of a manager or supervisor in the not-for profit organization are in
large part very similar to those described above. Two additional challenges exist in
the not-for-profit organization. One is that they deal with volunteers who
contribute their work to the organization. This generally is not something that
occurs in a for-profit organization. It requires different management skills to utilize



and recognize volunteer contributions of time, energy and task performance. The
second challenge is that the funding in a not-for-profit comes from very different
sources than a for- profit. In a for-profit company, revenue comes from sales of a
good or a service. In the not-for-profit world, revenue comes in as a result of fund-
raising and/or it comes from government sources or other funding groups.
Generating revenue in this way requires unique skills in order to organize events to
solicit money and requires talent and time to liaise with government or funding
groups and write proposals to raise both on-going and project funding.

Questions for the manager's job:

L. Review the management functions, roles and skills. Which ones can
you apply to Tasneem at Calm Seas?

2. Review the management functions, roles and skills. Relate these to a
manager you know.

3. Review the management functions, roles and skills. Which ones are
skills that you have? Which ones do you need to work on?

4, Do you agree that “a manager is responsible for the application and
performance of knowledge” as Drucker says? Why or why not?

5. Do you think that management functions, roles and skills are different
depending on the industry? Give some examples.

6. When you examine the management functions, roles and skills of a
manager in a not-for-profit organization, how would they differ from a manager in
a for-profit organization?

3-Theme. Planning in the organization.
Plan
1. Planning in the organization
2.Strategic planning process
3.SWOT analysis
4.Factors outside the organization
5.Action/implementation plan

1. Planning in the organization

The successful organization is one that has a clear plan. The plan clarifies to
both employees working in the organization and to those dealing with the
organization, what it is that the company is doing and where they are headed.

What this illustrates is that the plan can also help the employees make
decisions in the company. If we look at the example of Calm Seas, above, we see
that they have decided to not pursue making river, foldable or inflatable kayaks.
This is not based on a whim nor is it simply a reflection of the preferences of
senior management. This is based on a variety of factors that include an analysis of
the market, predicting what the consumer will want and figuring out the strengths
of Calm Seas, among other factors. These decisions reflect careful planning on the



part of Calm Seas.
So if, for instance, a salesperson at Calm Seas were to receive a request from
a distributor that wanted to order river kayaks, that salesperson would be able to
tell the distributor that Calm Seas does not make river kayaks and has no
immediate plans to do so. Calm Seas has carved out a market for themselves in the
ocean kayak area and that is the area in which they will specialize. They will leave
the manufacturing of those other kayaks to other manufacturers.
Competitive advantage
Every company needs to figure out their own unique competitive advantage.
What is it that makes the organization “better” than the others in the same industry
or category? If the answer is “nothing”, then why does the organization exist?
Should the organization exist if what it is producing or doing is not in some way
“better” than the competition? Generally, in our capitalist and market-driven
economies, the organizations that are successful are those that have figured out
their competitive advantage.
“Better” can be defined in a number of different ways. Better could be:
faster
bigger
cheaper
stronger
more luxurious
locally produced or locally sourced suppliers
sustainable
customer-oriented
providing unique employment (the organization perhaps employs
recently -released jail inmates or people with developmental challenges in order to
give them employment and job skills).

2.Strategic planning process

Let’s take an example from a non-Organization setting. Let’s say you and
your family want to go away for a holiday. First you have to figure out what
everyone wants to do on the holidays and where you want to go. Members of the
family will examine a number of factors including investigating accessibility of the
location, time available, family budget, possibly sales for destinations that are of
interest and features of different locations. Once they have done that, they will
decide where they want to go. Once they know where they want to go, they have to
decide how they are going to make it happen.

The first decision is the “big”, overall decision - the destination or end goal.
The second set of decisions is more technical, or detailed. How are those goals
going to be met? Exactly how is the family going to get to that destination? Are
they going to drive, take the train or bus? When are they going to leave and return?
How many bags can they take with them? What will they take with them? There
are a lot of detailed decisions to be made!

The second set of decisions can ONLY be made once the “big” decision is
made. The family can’t decide what method of transportation they will use if they



don’t know where they are going. The end goal has to be decided and agreed on
before the family can make any further decisions. There is no point bringing
snorkeling equipment if the family ends up going hiking in the Alps.

The process for the organization is very similar. The “big” decision is the
organization’s strategic decision. What are they doing? Who are they? The second
set of decisions involve operational or tactical decisions. Once they decide what it
is that they want to do, they then decide how they are going to get there.

Usually, this involves the senior managers of the organization, although the
employees could all be involved in the discussions.

3.SWOT analysis

The particular process that is commonly used at the beginning of strategic
planning is an analysis of the company’s

Strengths

Weaknesses

Opportunities

Threats

also known as a SWOT analysis.

This analysis on the part of the organization can take months for very
large organizations - in fact, sometimes it may feel as though one round of
planning has just finished when the next one begins! For smaller
organizations, it can take only a few hours.

It is sometimes useful to have an outside consultant or facilitator help with
the SWOT analysis because the analysis requires the participants to be truly
objective as they complete the factors that will go into each category. This can
sometimes be difficult for people inside the organization to do.

Stakeholders

An important concept in conducting strategic planning is to determine what
the stakeholder groups are that have an impact on the organization. Once those
stakeholder groups are determined, then the organization can figure out how the
stakeholder group might exert it’s influence and how important this influence is on
the organization.
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Figure. Stakeholder diagram

Strengths and Weaknesses

These points are factors that exist within the organization. So, for instance, if
the organization is really good at research, that would be listed as a strength. If
they aren’t very good at product design, that would be listed as a weakness.

The strengths tend to be easier to list than the weaknesses. Everyone wants
to claim they contribute to the strengths of the organization.

However, the head of a department is not likely going to want something
that is the responsibility of that department to be listed as a weakness. Using our
example here, the department head of product design will not want “product
design” listed as one of the organization’s weaknesses. Neither will the employees
in that department. It doesn’t look good for the design department! However, in
order to deal with that weakness, it must be identified. In this way, the organization
can tackle that weakness. This could provoke a number of responses ranging from
investing more money into technology and/or salaries in the design area, to
contracting out the design function to another company.

4.Factors outside the organization
Threats and Opportunities

In this section, the factors that exist outside of the organization are
examined.

Factors that should be considered exist in the external environment (think of
all external stakeholders). Refer back to the stakeholder diagram above.

The confusing term here is the word “opportunity”. In every-day language,
this is usually interpreted as “what could/should the organization do?” However, in
strategic planning, the term refers to those factors that exist outside the
organization that are favourable to the organization. So for instance, we might say



that there is a research report that forecasts an increase in interest in the general
population to be involved in ocean kayaking. If you are an ocean kayaking
company, this would definitely be listed as an opportunity. That company may be
able to do something with that specific piece of information.

The threats are those factors outside the organization that are not good news

for the company. For instance, if the government is going to introduce legislation
that will increase the need for pollution control devices that the organization does
not presently have, this will likely be a threat. This will increase the operating costs
for the company.
What the company chooses to do with that information depends on what gets stated
in the other categories. What is important to realize is that potential future
directions for the organization are not identified at this stage - that comes a bit
later.

Now, we want to marry the strengths with the opportunities. We also want to
either minimize or somehow face and deal with the weaknesses and the threats.

Inside the organization Outside the organization
Strengths Opportunities
Weaknesses Threats

Once the SWOT is concluded, there are four strategies to choose from in
order to guide future directions:

1) Growth

2) Stability

3) Retrenchment

4) Combination

The names are pretty representative of the strategy.

Growth means exactly that - the organization is going to grow in some way.
This includes decisions such as adding a product line, expanding to another
country, buying another company or increasing investment in green energy.

A stability strategy means that the company is going to maintain the status
quo. They are going to continue what they have been doing up until now. Nothing
IS going to change. No increase in production, no new markets, no growth in
number of employees.

A combination strategy is more common with a large, multi-divisional
company. With a combination strategy, one division of the company will pursue
one strategy while another division follows another strategy. So for example, one
division may withdraw from a geographic area where they are operating in order
for another division to expand production to meet increased demand for the
product.

The strategies outlined at this point flow directly out of the SWOT analysis.
Done correctly, the strategies and the SWOT analysis form a great package.
Everything becomes linked and the strategies come out of the factors in the
SWOT. For instance, if a strategy is to develop a communications plan, then the



lack of a communications plan should have been mentioned in the SWOT.

Example

Let’s say a company has a strength in developing new products (strength).
They also identify that there is an increase in demand forecasted for their product
(opportunity). Their competition also does not have the capability to meet this
demand (another opportunity). The company though does not have a strong
advertising ability (weakness). And there may be a lack of skilled workers in their
area (threat).

Given this example, the company would probably adopt a growth strategy.
They might develop some new products (combine their strength and opportunities),
cross-train their present employees (deal with the external threat) and hire some
advertising people to increase their advertising of the new products (overcoming
their weakness).

5.Action/implementation plan

The questions that get asked here are “how are we going to get there?”,
“what do we have to do to get there?” and “who is going to do what?” In other
words, we start to develop the specific action plan to reach the strategic goals
established. Issues such as structure, staffing, monetary needs, funding, timetable,
specific responsibilities and measurement tools can be addressed.

Example of action plan

Using the example from the previous section, here is a sample of their action
plan

What?

Who?

How?/When?

Develop new products.
Specific goal - develop one
new product by the end of
six months.

Representatives from design,
manufacturing and sales
department form a team to
determine market needs and
manufacturing capability.

Prototype  presented to
management by the end of
four months for approval.
Production in place at the end
of six months.

Cross-train
employees.

present

HR Administrator

Training plan presented to
management by the end of
one month. Training started
in six weeks and completed
by the end of three months.

That’s the strategic planning process. The organization has figured out

what’s going on in their environment and can now move forward with specific
action plans that should give them a competitive advantage in the market. As long
as they also fulfill the other management functions well, they will be much better
positioned to succeed.

Not-for-profit note

Again, strategic planning for the not-for-profit sector follows exactly the



same steps. This sector clearly has additional and different factors that they will
consider that are not present in the for-profit organization - searching for and
managing volunteers and dealing with multiple and often-changing funding
sources come to mind.

An issue that is discussed more commonly today in the not-for-profit sector
as it relates to strategic planning centres on the topic of “competitive advantage”.
Competitive advantage is a term that has arisen from the for-profit sector and can
sometimes be a concept that may not fit the outlook of those in the not- for-profit
area.

However, with government funding changing and in many cases decreasing,
the not-for-profit sector is now looking at creating strategic alliances with the for-
profit sector. This has given rise to many ethical debates that we won’t deal with
here. The reality is that the not-for-profit sector is adopting more of the for-profit
language and sensibilities.

Many in the not-for-profit sector do not perceive themselves to be in
competition with other organizations in the sector that are doing similar work.
Specifying what their competitive advantage is, describing how they are “better”
than others in the sector, is sometimes a concept that does not come easily. If they
are going to partner or create an alliance with the for-profit sector, these are both
concepts and language that the not-for-profit sector must adopt. This may be a
challenge that the not-for-profit sector must address in their strategic planning
process.

Questions for organizational planning section:

1. One of the important factors to examine in planning is demographics. Go to
this other on-line resource to look at demographic factors. How do you see these
demographic changes impacting your work environment?

2. Using the demographic information from the previous question, conduct a
strategic planning analysis for Calm Seas. Figure out the SWOT, grand strategy,
mission statement and possible action plans. What is their competitive advantage?
Who are their stakeholders?

3. Find other examples of mission statements. Are they clear? Do you
understand what the company does as a result of reading the mission statement?
Would these statements provide guidance to decision-making in the organization?

4. There is a lot of writing and research about the topic of ‘“competitive
advantage.” Look up current business articles that deal with this subject. How does
it relate to organizational planning?

5. Popular topics today relate to the concepts of “corporate social
responsibility” and “business ethics”. Research what these concepts refer to, why
they are being discussed and what companies are doing about them.

6. Find a local not-for-profit organization. Conduct a strategic planning
analysis for this organization. How is this process different from the analysis of the
for-profit organization?



3-Theme Organizing the organization

Plan
1.0rganizing the organization
2.Bureaucracy
3.Functional structure
4.The rise of the "group" structure

1.0rganizing the organization
Structure follows strategy
Decision-makers in the organization have to ask themselves a number of
questions:

- What kind of structure should be put in place?

- How do they want to get the work done?

- What about the idea of centralization vs. decentralization?

- How do we handle authority and responsibility?

Most organizations today in North America are structured using a
“bureaucracy”. This is an ancient structure, dating as far back as Julius Caesar. It
has a military background. The organization does not have to be structured using
bureaucratic principles. There are a number of inherent drawbacks to bureaucracies
that good organizations have learned how to minimize in order to function
effectively.

There are other options. However, the next section will talk about bureaucracies,
how they work and what they mean. Many companies are structured along
bureaucratic lines, so it is important to know what they are all about.

2.Bureaucracy
It is the bureaucratic organization that looks like a pyramid - one person at the
top, a lot at the bottom and layers of middle management. This sounds as though it
exists only in large organizations. However, a bureaucracy can exist in an
organization that has, for example, 10 people. When we use the word bureaucracy,
we are referring to the structure used.

Top
Executive

Middle management

First line supervisors

Figure. Basic bureaucratic structure



Authority - staff and line

There are two concepts related to “authority” within a bureaucracy. There is
both line authority and staff authority in a bureaucracy.

It is easier to talk about some departments as line departments and some as
staff departments. The people in a line department are called line employees and
the people in the staff departments are staff employees. They have different roles
and authority.

Line departments/line authority

To take a manufacturing company as an example, there are 3 absolutely
essential functions that must exist in this company. These three are manufacturing,
sales and finance. The company cannot exist without these functions. These
departments are the ones that directly make money for the organization. These are
the line departments.

In using the example in the preceding paragraph, we need to define some terms.
“Manufacturing” refers to the area that makes the product. This area could also be
labeled operations or production.

“Sales” refers to the area that directly sells the product to the end customer.
In this way, this is the area that brings money into the company. If sales and
marketing are separate areas, then sales is a line function and marketing is not.
Marketing is the area that comes up with ideas (like new packaging or advertising)
that help the sales area to sell the product. They are auxiliary to the sales function.

“Finance” is also distinct from accounting. Finance is the function that
manages the money in the organization. They would be involved in activities such
as raising money through going onto the stock market or acquiring debt or
examining and approving capital expenditures (buying a new plant or expanding
into another country). Accounting is the function that keeps track of the revenue
and expenditures.

Staff departments/staff authority

The other departments in this company are nice to have, and they presumably
support the activities of these line functions. However, they are not absolutely
essential. These are staff departments. The role of these staff departments is to
advise, counsel and assist the line departments to do their jobs.

Staff departments work by influencing the people in the line departments - as
such then, the staff employees should have no power, except for activities in their
own departments. Who are these staff departments? These would be anything other
than the 3 line departments listed above. So, for instance. Human Resources,
Accounting, Marketing, Public Relations, Engineering, Event Planning, would all
be examples of staff departments. There are lots of others.

Let’s take an example of the Human Resource (HR) department. Their role
Is to help the managers and employees in the line departments in Human Resource
activities. So let’s say that the manager of Manufacturing has a vacant position that
needs to be filled. The Human Resource department will help to create the job
description, advertise the position, receive all of the resumes and phone calls and
do the preliminary interviews to screen the applicants. They will then refer perhaps
the 3 “best” applicants to the Manager of Manufacturing, who then interviews



these three. The final hiring decision should be made by the Manager of
Manufacturing, since the Manager of Manufacturing has to, in essence, “live” with
this person. The HR department helps the Manager of Manufacturing to fill the
vacancy. However, the HR department should not make the final hiring decision. If
they do, then the HR department has assumed line authority, which they should not
have. If the HR department makes the final hiring decision and assumes line
authority, then the organization will have a whole pile of problems.

So the HR department has staff authority. They do not have the same type of
power that a line department has. The line departments do not have to accept the
advice offered by a staff department. The staff employees must use influence,
created by their expertise and personal credibility, to help the line employees. If
there was a budget cut, the company could fire the entire HR department. To use
the above example, the Manager of Manufacturing would simply do all of the
activities connected with filling their vacancy. It simply would not make sense for
the company to keep the HR employees (because they are doing an important job)
and fire manufacturing employees in a budget cut decision.

Bureaucratic structures

There are 4 bureaucratic structures we could put in place. Each of these
structures has their pros and cons. The organization must choose which one of
these structures would best suit their purpose or best accomplish their strategic
plan. What we will show in the following examples is just the top level of the
organization. There will be many positions (people) that report to these Vice-
Presidents, but for simplicity’s sake, only that top level will be shown.

Let’s assume we are dealing with a manufacturing company that makes toys,
baby furniture and children’s clothes. They make high-end products that they sell
through their own retail outlets and they make discount brands that they sell to
mass-market distributors around the world.

What we will see in the following pages is that this company could be
structured in a variety of ways.

3.Functional structure

President or CEO }
| | 1
Vice-President, Vice-President, Sales Vice-President, Finance
Manufacturing

Figure.




In this structure, we have the three line functions of manufacturing, sales and
finance represented. They are all shown to be at the same level because the
positions are all Vice-Presidents.

If the company wanted to have a Vice-President of Human Resources for
instance, they could choose to do that because Human Resources would represent
another function in the organization. If they do, then that position would show up
as a fourth box on the same level as the other boxes.

In this structure, we would read into it that the manufacturing process all
happens under one roof, in one location. The company looks like they make all of
the products in one location. For our manufacturing company example, this would
be quite unusual.

Advantages of the functional structure

- Easy to understand

- Can be used in any sized organization

- Responsibilities are clearly defined

- Can be expanded to include other functional areas (legal, HR, PR, etc)

Disadvantages of the functional structure

- Won’t be able to figure out which products are profitable, since they are all
lumped together.

- If the manufacturing is in one location, transportation and distribution costs
could be high to get the product

President or CEO

1 1
Vice-President, Toys Vice-President, Baby Vice-President, Clothes
Furniture

Figure.

In the product structure, each area then specializes in their particular
product. Everyone who reported to the Vice-President of Toys, for instance would
be involved in some aspect of toys - their manufacture, quality control, sales,
marketing, etc.

This would be a good option for our fictional manufacturing company of
toys and other goods.

Advantages of the product structure



Employees in each division are specialists - they know their product
from manufacturing to sales to accounting for it.

Easy to see which product is profitable since each area will likely be
set up as a profit centre.

Can set up the different products in different geographic areas.

Disadvantages of the product structure

Can only work in a large organization. Using this example, there will
be a manufacturing department for the toy department, another one for the
furniture department and yet another for the clothes department. Must have a large
organization to sustain this.

Employees cannot easily move from one department to another since those

departments are specialized and operate almost as completely separate divisions.

President or CEO

Vice-President, Vice-President,
Retail outlet Mass market distributor

Figure.

This structure allows the organization to specialize their operations in a
different way. In our example. they do make different products - the high end and
the mass market products and they also sell them to different customers (retail
outlet and distributor).

Advantages of the customer structure

Customer-oriented structure. Most customer-focused structure to
choose.
Can change the product to suit the customer.
Again, can see which line is profitable since they are set up as profit
centres.
Can set up divisions in different geographic areas.
Disadvantages of the customer structure
Need to have more than one product line, usually quite different products.
"Rules" of a bureaucracy

There are “rules” that employees must follow in the strict burcaucracy and

are inherent in the structure of a bureaucracy:

1.Chain of command - this indicates who reports to who. In a strict
bureaucracy, there is a rule that “you don’t go over your bosses head.” This has a
profound impact on communication and decisionmaking.

2.Unity of command - an employee should have one and only one boss.



3.Span of control - refers to the number of employees a manager supervises.
At the top of the organization, this number is small - around 3 - 8. As you go down
in the organization, this number gets higher. A first-line supervisor could have a
span of control of say, 50 in an assembly-line operation.

Centralized vs. decentralized

Bureaucracies have tended to be very centralized as opposed to
decentralized, although this is not always the case. We would define an
organization as being centralized if the decision-making is done by the person at
the top and power and information is generally held by the person at the top. In a
decentralized structure, the authority to make decisions and to act is delegated
down to lower levels in the organization.

Disadvantages of a bureaucracy

While the bureaucracy has existed for years, is common and fairly easily
understood, there are factors that exist within a bureaucracy that can make it
cumbersome, unwieldy and sometimes downright dysfunctional.

When you look at the “rules” above, you can see the disadvantages popping
out.

If there are lots of levels of management, there is a centralized decision-
making style and an attitude that you don’t go over your bosses head, then that is
an organization where communication and decisionmaking are slow. Not only are
they slow, but since both the communication and the decisions have to go through
many layers, there is a good chance that the message and the decision will either be
lost or garbled.

Not only are these processes slow, but the organization will lack the ability
to change quickly or to adapt to changes. There are too many layers to go through
to get anything approved!

These problems exist not just from the viewpoint of communication and
decision-making but also from the viewpoint of the new generation of employees
coming up through the ranks. Older generations may have been more content to
stay in their places and do their jobs, but the upcoming generations hold different
values. This newer generation wants to contribute and tends to thrive on change
and multitasking.

Changing the bureaucratic structure

Because of drawbacks to the bureaucratic structure, some of which are noted
above, managers, leaders, consultants, academics and researchers have devised
other ways of structuring the organization.

One of the first responses was to reduce many layers of middle management.
If the organization could be “flattened”, so that there were not so many levels in
between the top and the bottom of the organization, then the communication and
decision-making problems outlined in the previous section here would be reduced.
That seemed on the surface to be intuitively sensible.



Figure.

4.The rise of the "group™ structure

In addition to eliminating layers of middle management and delegating
middle management roles to employees at lower levels, the idea of forming those
lower levels into groups arose. What happens with this idea is that the groups
become teams that “manage” sections of the work. If we look at our manufacturing
example, the teams would not only manufacture the product, but would also
confirm that there was enough raw material for their manufacturing, certify the
quality of the end product, ensure that the members were doing their share of the
work and check that enough product is made on schedule. These are the types of
roles that middle managers used to do in the organization with many layers. The
organization would look like this:

Poooel

Figure 6.8

The remaining middle managers would act as co-coordinators between the
groups. This would require more facilitation skills on the part of middle managers.
The organization in this case also must train group members on group skills.



A checklist of group effectiveness is found at the end of this chapter.

Checklist for Team or Group Effectiveness

No clear idea of direction,
confusion on goals

Goals and Directions

Purpose and direction well
understood

0

10

Lack of agreement on goals,
different directions in group

Strong agreement on goals,
common direction accepted

0 5 10
Oppressive, doesn't want [Climate of GroupExciting, congenial, people
to be part of group JAtmosphere looking forward to group
negative atmosphere
0 5 10
Very low trust, highly/Trust Factors High trust, acceptance of
suspicious each other
Conflict
Not dealt with openly, repressed, Open discussion, managed
in
under-the-table order to use to help the
group
0 5 10
Time and material resourcesResources Managed time and other

not used well, wasted and not resources well in order to get
managed job done
0 5 10

No one felt they worked wellMembers' Contribution Individuals felt

or contributed

like they

“gave it their all”

0

5

10

No controls- just chaos, thereControl and Structure Internal controls work well,
IS no agreed upon or accepted

structure is very appropriate

structure
0 5 10
We don't accomplishGoal AccomplishmentsAll of our goals were met

anything we want to get done




0 5 10

Very closed, secretive,Communications Open, sharing, valid
guarded and cautious information shared

0 5 10

No one listens, can't hear Active listening and high
anyone but self interests in what others are

Questions for organizing section:

1. Examine all the bureaucratic structures. Which one would be best for
Calm Seas?

2. Could Calm Seas use some type of group structure? If so, what would
that look like? How would it be organized?

3. What structure exists in the company that you work for? Or study in?

4. There is a lot of material written about groups and teams in
organizations. Do some research and find out what makes for successful groups in
organizations.

5. If an organization wants to change from a structure with lots of layers
to one that is more “flat”, they have to do more than just get rid of lots of middle
managers. What other things would have to change?

6.When you look at the different generations that were described in the
generations article mentioned earlier, what preference might each generation have
for a centralized as opposed to a decentralized structure? Explain your answer

5-Theme. Leading in the organization
Plan
1.Leader vs. manager
2.Knowing what kind of manager/leader to be
3.Motivation Theories and Concepts
4.Good vs. bad bosses

In this section, some brief concepts surrounding leadership will be
introduced. Since an important aspect of leadership is motivation, that topic will
also be touched on.

1.Leader vs. manager

The first thing we have to do is to separate a “leader” from a “manager”.
According to the Encarta Dictionary, a:

Manager is somebody who is responsible for directing and controlling the
work and staff of a business, or of a department within it.

Leader is somebody whom people follow.




This is quite a difference. We have talked about managers up until now in
this text. However, managers and leaders are different. We need managers but we
are seeing an increasing need to have leaders.

Leadership theories

The chart and the accompanying description will combine a number of
popular leadership theories. Boss Centered Subordinate Centered

use of authority
by the manager

area of freedom

for subordinates
Autocratic Democratic Participative
Manager Leader °

Figure.

If we look at the autocratic manager, that person will basically tell their
employees what to do. As the chart indicates, the manager makes the decision and
announces it. Input by employees is not sought and is not given. Power and
authority rest with the manager. In this situation, the manager may also retain most
of the information.

If we move to the right, part-way through the graph, we come to the
democratic leader. As the chart indicates, the manager presents the problem, gets
suggestions and then makes the decision. In this way, the manager is still retaining
power and authority, especially because they see it as their role to make the final
decision. However, this manager/leader will be far more likely to share information
and actively solicit input.

On the far right of the diagram, we have the participative leader. This leader
may let the individual or group make the decision and then simply inform the
leader what that decision is. Another example would be the leader who participates
with the group in arriving at a decision. In this case, the leader’s opinion has no
more weight than anyone else in the group.

One question that is often asked at this point is “what about the manager
who asks for our opinions but doesn’t really listen to what we have to say? What
kind of manager are they?” My answer always is that this is a lousy manager who
does not have any integrity. If the manager does not want to listen to the
employees, then s/he shouldn’t ask for employee input. Employees know when the
manager doesn’t really care for employees’ opinions. This is one of the prime ways
to destroy the relationship and trust between managers and employees.

This is different from soliciting input and then the manager choosing to do



something else. As long as the employees are listened to and their opinions truly
considered, if the manager then chooses another option, the manager can still be
described as democratic. The big difference comes down to listening.

The key to successful leadership today is influence, not authority.

Another interesting dynamic is the manager/leader who thinks they use one
style but actually act another way. This generally happens with an autocratic
manager who doesn’t believe that they are autocratic.

After all, in today’s business world, the description of the autocratic
manager doesn’t “sound” as good as the other styles. “Autocratic” itself is a term
that does not sound positive. A manager can say that they have a democratic style
and may believe that they are democratic managers but it’s the actions that count.
If they still behave in an autocratic manner, then they are autocratic.

2.Knowing what kind of manager/leader to be
This continuum chart above is also useful because it shows the variety of
options for behaviour for the manager/leader. The smart manager/leader chooses
which behaviour is best, given the variables of the situation. There is no one
“right” style to use all the time
A manager/leader will generally operate and behave in a consistent manner.
However, under different conditions or when something in the environment
changes, it may be wise for the manager to use a different leadership style. ’
For example, an autocratic style would often be wise to use:
In a crisis or emergency
When there is a legitimate, unforeseen rush needed for production
Sometimes with untrained, unskilled employees
By contrast, a participative style would often be wise to use:
When the outcome is more important to the employees than the leader
When the employees know more about the issue than the leader
When the employees can improve and develop their skills
When lots of creativity is needed
Therefore, a good manager knows what the situation requires and will use
the most appropriate style, given the particular situation. S/he may use one style in
certain situations and another style in other situations.

3.Motivation Theories and Concepts
The Encarta dictionary says that motivate means “give somebody incentive”
or “make somebody willing”. This is a tall order for the leader/manager. The good
leader/manager is one who can marshal the energies and enthusiasm of the
employees so that they work in the desired direction and towards the goals of the
leader and the organization. What the leader/manager wants is a group of
employees who are productive and interested in contributing to the work.

Intrinsic and extrinsic motivation
One of the first distinctions to be made, which is a concept which also arises
in some of the following motivation theories, is the distinction between intrinsic



and extrinsic motivation.

As the terms intrinsic and extrinsic suggest, intrinsic motivation is that
motivation that comes from a source inside the individual, while extrinsic
motivation is that motivation that comes from a source outside the individual.

We would describe someone as being intrinsically motivated if they derive
their satisfaction from the knowledge of a job well done. Or they could derive a
satisfaction from the challenge of the job. An extrinsically motivated person is one
who wants something given to them as a reward. This reward for instance could be
a cash reward, a prize of some sort or a medal.

This is not to say that the person who is intrinsically motivated does not also
want or search for rewards. It’s just that the externally granted reward will not
motivate them if that is the only reward they get. The main source of their
motivation comes from the internal source.

Content Theories of motivation

Maslow's 5 levels, physiological, security, social, esteem, self-

Hierarchy ofiactualization

Needs each level must be substantially satisfied before moving
to the next

refinements of Maslow's theory today include a recognition
that individuals could be on more than one level at a time and
that individuals could move up and down the hierarchy

overnight.
McGregor's actually defines how managers view employee motivation
Theory X and  Theory X manager believes that employees need to be
Theory Y controlled, coerced and bribed.

Theory Y manager believes that people are willing to
work, are creative and independent and self directed when
motivated properly.

Concept of “self-fulfilling prophecy” may enter in here. If
manager follows Theory Y beliefs, does that create Theory Y
employees?

Herzberg's hygiene factors are extrinsic to the work (work
Motivation environment, relationship with peers, supervisor, and salary).
Hygiene Theory |If absent, result is dissatisfaction; if present, result is
neutrality.

job satisfiers are intrinsic to the work itself (achievement,
recognition, nature of the work, responsibility). If absent ,
effect is neutral; if present, result is motivation

both hygiene and motivators must be present for
motivation to occur. Can't have motivation if hygiene issues
are not dealt with.

Table.



Process Theories of motivation

Equity Theory people compare their own input to their own perceived
reward, then people compare their input and perceived
rewards to one another perceived inequity negatively
affects motivation

Expectancy Theory the amount of motivation depends on the answers to the

three questions:

Will increased effort improve performance?
Will increased performance be rewarded?
Does the reward have value?

Expectancy Theory of Motivation explained in simple terms

The employee will ask themselves 3 sets of questions when asked to perform
a task:

Do | know what | am expected to do? Do | have the skills/resources
necessary to do the job?

Do I clearly know what | will get if | do the job?

Do | value the reward?

This theory indicates that the employee must answer yes to all three sets of
questions if the employee is to be positively motivated. Answering yes to two out
of three isn’t good enough and will not result in positive motivation. By contrast,
answering no to one or more of these questions will bring motivation back to zero.

Equity Theory explained in simple terms
This theory says that the employee asks themselves these questions.

Internal Equity
Does my reward (outcome) seem to make sense to me, given the effort
(input) that | am required to make?
(If 1 get $50 for doing a job that will take me all weekend to do, personally
my answer to this question would be “no”

External Equity
Given the reward I’m being offered for doing a certain job, does that
make sense with the rewards other people are being given for the tasks they are
being asked to do?

(I may think that being allowed to go to a local conference would be an OK
reward for doing a certain task, until | find out that a colleague is being allowed to
take an extra week’s paid vacation for doing a “lesser’ job).

The employee must feel there is equity in both of these dimensions in order



to be positively motivated.

There are numerous challenges for the manager with this theory. First, we
are dealing here with “perception”. What does the employee perceive to be a “fair”
situation? It is difficult for the manager to know this. What would be OK for one
employee would not be OK for another.

The second challenge is to determine exactly who the employee is going to
compare themselves to in external equity. Someone else in the same department?
The same company? Someone they know in another company? Another industry?

A leader takes people where they want to go. A great leader takes people
where they don't necessarily want to go but ought to be.

4.Good vs. bad bosses
Another article summarizes how employees view their bosses. In it, the
employees described a good boss as:
accessible
supportive
in tune with employees
responsive
While a bad boss was:
elitist
condescending
inconsistent
dismissive
What’s interesting is that these characteristics have been mentioned by all of
the demographic groups. Every age group wants to see these good factors in their
leaders and supervisors. These then are descriptors which form the template for
action for the good manager.
Motivation summary

1. Know what your employees want and motivate them according to
their needs.

2. Everyone is different.

3. Keep up-to-date on their needs.

4.Don’t motivate them according to your needs.

Questions on leadership/motivation section:

1. What kind of leadership and motivation does Tasneem seem to be
using now at Calm Seas? Is this appropriate? Why or why not? Should she change
the leadership and motivation techniques? If so. how? Explain your answer.

2. Motivating the different generations on the workplace is one of the
biggest challenges for managers. Review this resource for information on the
different generations. http://bookboon.com/int/business/hrm/generational-
challenges-in-the-workplace

How can managers and leaders know how to motivate these generations? Do
they have to motivate these groups differently? Why or why not?

3. Go to the following link for an excellent 10-minute video on



http://bookboon.com/int/business/hrm/generational-challenges-in-the-workplace
http://bookboon.com/int/business/hrm/generational-challenges-in-the-workplace

motivation. http://comment.rsablogs.org.uk/2010/04/08/rsa-animate-drive/

What other insights about motivation do you get out of this video? How can
you use this information?

4. Research the job design theory and the job characteristics model. Why
are they placed in the motivation section? How can a leader put these concepts to
use in the workplace?

5. The topic of “organizational culture” is often tied to the topics of
leadership and motivation. Research this topic and explain how it ties in.

6-Theme Control in the organization

Plan
1.What does "control" mean?
2.What will we monitor?
3.Critical path planning

1.What does "control" mean?

One area of potential confusion about the purpose of the controlling function
1s the use of the word “control”. Control today often refers to the practice of
closely supervising, being in charge or command of and having power over. As we
saw in the previous section on leading, “being in command” and closely
supervising are not as popular today for a number of reasons. And that isn’t what
we mean when we talk about control in the organization.

We should instead think of the term “monitor” when we think of controlling
in the organization. The question becomes, “what do we want to monitor?” Or,
“what do we want and need to keep track of?”

What kinds of controls?

Most organizations know that they must have financial controls in place.
These are widely accepted as being tools to decide on an organization’s financial
health. Traditional financial control measures are ratios such as liquidity, leverage,
activity and profitability - all of these are indicators of financial performance.

However, the organization must have more control mechanisms in
place than just financial controls. We can see that the control function ties
directly back to the planning function. It is only with a good, detailed and
well-thought out plan that the organization can have a valid control
function. The plan will guide the activities that need to be monitored.

So let’s go back to the action plan that we developed for our fictional
manufacturing example in the planning section. The example we had in that
section looked like this

’\Nhat? ’\Nho? How?/When?
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Develop new products.
Specific goal - develop
one new product by the
end of six months.

Representatives from
design, manufacturing and
sales department form a4
team to determine market
needs and manufacturing
capability.

Prototype presented to
management by the end of four
months for approval. Production
in place at the end of six months.

Cross-train
employees.

present

HR Administrator

Training plan presented to
management by the end of one
month. Training started in six
weeks and completed by the end

of three months.

What we see is that the activities that will need to be monitored are those
that are in the “how?/when?” column or the third column. We will be checking to
see if the prototype is presented to management by the end of four months for
approval and if production is in place at the end of six months. We will also be
keeping track to see if the training plan was presented to management by the end of
one month and the training program was started at the end of six weeks and
completed by the end of three months.

In order to be proactive, the monitoring should be done constantly. If we use
the above example, we should be communicating with the designers at the end of
every month to see how much progress is being made in the design of the new
models. For example, if the designers seem to be behind schedule at the end of one
month, perhaps some corrective action can be put in place right away. Perhaps they
need more people involved, more time during the workweek devoted to design or
better technology to help with designing. Intervening at an early stage could keep
the project on track so they accomplish what they want at the end of four months.

Measure what matters

The expression of “measure what matters” applies to the control function.
The thinking here is that if some factor is important to the organization, then there
must be a way of measuring that factor. In this way, the activity will be measured,
monitored and put on the right track to achieving it.

For instance, if the organization says that they need to increase sales
by 5% to sustain growth, then that is pretty simple to measure. However, if
the organization says that their employees are important to them (which a
lot of companies do), then the questions become ‘“are you actually
measuring this?” and “how are you going to measure it?” This measurement
becomes trickier to figure out because it is not as straightforward as
measuring sales increases.

In this case, there would probably have to be a couple of different measurement
tools put in place. The organization could specify a retention or turnover rate that
they want to achieve, in the thoughts that retention is an indicator of employee



satisfaction. Or they could set a target for satisfaction as indicated on an employee
attitude survey.

2.What will we monitor?

The organization must look to their plan, their goals, their priorities, their
values and culture to figure out what activities they will monitor. Here is a small
sampling of possible goals and monitoring that could exist in an organization:

- Decreasing waste by-products in production
Decreasing energy consumption in the plant
Setting performance appraisal goals for each employee
- Shortening time between customer order placement and delivery of
product
- Reducing time between interviewing and making hiring decision for
employees.

Reducing response time between customer enquiry and sales staff
filling orders

Flowcharting

Another method to make sure that production is going as planned is to create
a flow chart. Also referred to as a flow sheet or a flow diagram, this is described as
“a detailed diagram or chart of the operations and equipment through which
material passes, as in a manufacturing process” or “a graphic representation, using
symbols interconnected with lines, of the successive steps in a procedure or
system.”

A flowcharting system can be useful to literally “map out” how a process is
going to work. This ensures that the process is done efficiently and if there is a
problem in the process, it becomes easier to see where that problem is. Once that
problem or bottleneck is determined, it becomes relatively easy to fix.

Let’s look at the following example:

Sample Flowchart: Process for Shipping a Package

Wrap The
Package In |__
Does Brown Paper
P%i‘:dge For Shipping
A Different
Box For Shipping? Locate Box
And
I‘ Repackage

Locate Address
of Recipient
|

Sand Apply Print and Attach
palell & Postage Shipping Label

Figure.




3.Critical path planning
Critical path planning is another tool that outlines the specific tasks
that comprise a project, lists them sequentially, puts a completion date for
each task and assigns a person to the task. This ensures that everything is
done so that the task is complete and responsibility is clearly outlined.

Fundraising Breakfast Tuesday, November 23, 2010
Activity Who Deadline Status
Budget
Operating account Stefanie &N/A
Sponsorship / Donors
List of sponsors/donors to target,Marie & All 3-Sep-10 (Complete
List to be reviewed prior to being
distributed to the group. List to be
sent out and divided amongst sub-
committee members.
Donor brochure and SponsorshipStefanie 30-Jul-10 Complete
brochure to be updated and
distributed to all subcommittee
members.
Coordinate revisions of content andMarie 3-Sep-10 Complete
printing of brochures
Planning
Determine date \Veronique N/A Complete
Sub-committee members selected |Stefanie 27-Jul-10 Complete
Meet to initialize steps and getAll 27-Jul-10 Complete
organized
Update website and e-vite designMarie 8-Oct-10 Complete
and content
Coordinate  Program  BrochureAndrea &1-Nov-10Complete
content and printing Stefanie
Coordinate thank you gifts forMarie 5-Nov-10Complete
speakers
Logistics
Develop a streamlined process forMarie & Haddah {1-Dec-09 Complete
future years




Signage Marie & Haddah [1-Nov-10Being printed
Name tags, registration, tent cards |Marie & Haddah [19-Nov- [Being printed

10
Finalize registration set-up andHaddah, Stefanie,9-Nov-10/Complete
volunteer roles Chelsey &
Marketing/Branding
Website Marie 8-Oct-10 [Complete
Email Invites Marie 19-0ct-10|Complete
Communicating with students &Haddah 29-0ct-10Complete
passing names of volunteers to
Chelsey and Kristyn.
Speakers / Program
PowerPoint Presentation Andrea 5-Nov-10Complete
Determine make up of panel All 27-Jul-10 Complete
Recruit three panel members 3-Sep-10 Complete
Lawyer Raj Denman 6-Aug-10(Confirmed by
HR Practitioner Kim Sykes 6-Aug-10(Confirmed by
Line Manager Beverley 6-Aug-10(Confirmed by Alia
Co-hosts (Gord & Jim) \Veronique 3-Sep-10 Jim  and  Gord
Review event logistics with hostsAlia 9-Nov-10(Complete
Review event logistics with hostsJim 23-Nov-
Timing of program All 5-Nov-10(Complete
Finalize draft program Andrea &1-Nov-10Complete
Event location
Event confirmation \Veronique N/A Complete
Breakfast details Lindsay 1-Nov-10|Complete
Room set-up Lindsay 1-Nov-10|Complete
Final headcount communicated Lindsay 15-Nov- [Complete
Audio/Visual
3-5 microphones, screen and medialLindsay 1-Nov-10|Complete
Laptop Stefanie orl-Nov-10Stefanie to
Remote to advance slides Marie 23-Nov- [Marie to provide
Post-Event
Post-event evaluation Stefanie 3-Dec-10
Thank you notes Haddah 3-Dec-10

Not-for-profit note

Controlling and monitoring in the not-for-profit area is equally important.
Since many not-for-profits run on extremely tight budgets, being aware of potential
deviations from the budget and taking immediate remedial action is crucial.

In the for-profit area, many organizations are using sophisticated (and



costly) computerized management information systems (MIS) to monitor and
control costs. These can help enormously to keep track of costs and highlight
deviations yet these systems can be beyond the budget of many not-for-profits.
Therefore, the not-for-profit area may have to devote time, energy and resources to
controlling of the important activities in their organizations.

Questions on the controlling function

1.What control measures should Tasneem put in place at Calm Seas?

2.Issues on the workplace today include monitoring of employee use of the
internet at work and use of surveillance cameras to monitor employee behaviour at
work. Employers can argue that these control methods are necessary. Employees
can argue that these control methods are intrusive. Do you think these control
measures are necessary? Why or why not? Are there any conditions under which
they could be required?

3.Employee theft and white collar crime are obviously of concern to the
organization. They are also issues that are increasingly being discussed as
problems. Research this issue and relate it to the issue of control.

4.Do you agree with the saying that we “measure what matters”? Is that
possible? Desirable? Why or why not?

5.Research a not-for-profit and determine what control mechanisms
they might have in place

7-Theme. MANAGEMENT and MARKETING FUNCTIONS
Plan

1. MANAGEMENT FUNCTIONS.
2. MARKETING FUNCTIONS
3.CHALLENGES OF LEADERSHIP IN TEAMS

1.MANAGEMENT FUNCTIONS

Management plays a very important role in any business. Management is
composed of a team of managers who are responsible for organization of business
at all levels. The team roles require leadership abilities that are expressed in the
development of superior listening skills, personal responsibility, effective
communication as well as the acquisition of coaching techniques. The duties of a
manager include making sure company objectives are met and seeing that the
business operates efficiently.
Regardless of the specific job, most managers perform four basic functions. These
management functions are planning, organizing, directing and controlling.

Planning involves determining overall company objectives and deciding
how they can best be achieved. Managers evaluate alternative plans before
choosing a specific course of action, then they check to make sure the chosen plan
fits into the objectives established at higher organizational levels. Managers today
are increasingly engaged in fact-based analysis of strategic plans for expanding,



redesigning, or contracting their firms’ supply chains. They may be motivated by a
need to efficiently replenish growing markets for the firm’s products, to
consolidate manufacturing and distribution operations after a major acquisition, or
to close down underutilized physical facilities.

Planning is considered to be the first management function because the
others depend on it.

Organizing, the second management function, is the process of putting the
plan into action. This involves allocating resources, especially human resources, so
that the overall objectives can be attained. In this phase managers decide on the
positions to be created and determine the associated duties and responsibilities.
Staffing, choosing the right person for the right job, may also be included as a part
of the organizing function.

Day-to-day direction is the third management function. It includes
supervising of employees. In directing, managers guide, teach, and motivate
workers so that they reach their potential abilities and at the same time achieve the
company goals that were established in the planning process. Effective direction,
or supervision, requiresongoing communication with employees.

The last management function, controlling, includes evaluating how well
company objectives are being met. In order to complete this evaluation, managers
must look at the objectives established in the planning phase and at how well the
tasks assigned in the directing are being completed.

If the major problem exists and goals are not being achieved, then changes
need to be made in the company’s organizational or managerial structure. In
making changes, managers might have to go back and replan, reorganize, and
redirect.

In order to perform these management functions efficiently managers need
personal, organizational, and technical skills. Although all four functions are
managerial duties, the importance of each may vary depending on the situation.
Effective managers meet the objectives of the company through a successful
combination of planning, organizing, directing, and controlling.

2. MARKETING FUNCTIONS

If production is to meet needs, two things are necessary. The first is that
producers must know what to produce. And the second is that consumers must
know what is being produced. Linking these two factors together is the task and
responsibility of the marketing staff.

Marketing involves keeping producers aware of the needs of consumers and
ensuring that their products are made available to consumers in the way and form
they want.

There are some functions that marketing involves:

1. Market research. The object of market research is primarily to find out
what the public wants. Market researchers should find out what consumers want
and advise producers accordingly. They also recommend the standard of quality,
style of packaging, choice of brand — name and general design of the products
concerned.



2. Distribution. Products can be distributed to consumers in different ways.
Some are best distributed through the manufacturer’s own retail outlet, some
through a network of wholesalers and retailers, others by direct mail-order.

3. Pricing. Marketing managers should always be in close touch with market
conditions so that they can advice on the best price to charge for products.

4. Advertising. If customers don’t know about new products, they will never
buy them. Marketing managers are expected to know the best ways to advertise
products. This involves choice of media (radio, television, press and boarding). It
also involves knowing the best form of advertisement to be taken and the advertising
slogan to be used.

5. Selling. This involves the skills of personal selling, together with display
and presentation skills such as those involved in window displays, exhibitions,
news releases, and product promotions.

3.CHALLENGES OF LEADERSHIP IN TEAMS

Within the global marketplace many successful companies have moved
away from command and control management systems that rely on top-down
decision making and functionally driven problem solving. Taking the place of
these traditional methods of operation are flatter, team-based organizations
designed to integrate people with diverse backgrounds and different skill sets into a
culture that emphasizes cross-functional cooperation and personal responsibility
for effective group participation. These team roles require unique leadership
abilities that are expressed in the development of superior listening skills, the
acquisition of coaching techniques, and the ability to apply the principles of mind-
set management to create a workforce that is highly motivated and self-
empowered.

By reconfiguring the workforce in this way, leading companies have
recognized the benefits of improving effective response time to clients, innovating
within product lines, and creating a culture that fosters cross-functional decision
making and shared strategic problem solving. Classic leadership activity,
consisting of telling people what to do and how to do it, has been replaced by
senior executives who hone their abilities to orchestrate and facilitate significant
and meaningful team-based activities.

Transforming organizations from a classic leadership organization to a
shared leadership organization is predicated upon ‘recognition of the importance of
empowering team members by placing responsibility for performance at the locus
of the team’s productive activities’. Team leadership includes creating an
environment that fosters the evolution of a set of appropriate behavioral patterns
among team members and encourages assumption of personal responsibility,
effective communications, and development of necessary skill sets.

Managers today are increasingly engaged in fact-based analysis of strategic
plans for expanding, redesigning, or contracting their firms’ supply chains. They
may be motivated by a need to efficiently replenish growing markets for the firm’s
products, to consolidate manufacturing and distribution operations after a major
acquisition, or to close down underutilized physical facilities. They seek supply



chain network optimization models to help them unravel the complex interactions
and ripple effects that make strategic planning exercises difficult and important.
Very recently, extended models have been developed and applied that integrate
supply chain decisions with those concerned with demand management. The goal
IS to identify plans that maximize net revenues by varying product mix, rather than
merely seeking plans that minimize the total supply chain costs of meeting fixed
demand.

By constructing and optimizing “what if” scenarios about the firm’s future,
supply chain network optimization models serve to refine and extend managerial
intuition about major strategic decisions. In a typical supply chain study, 50
scenarios or more may be optimized and their results reviewed before managers
have confidence in the courses of action to pursue. The state-of-the-art is to
construct and optimize deterministic models that treat each scenario as a
description of the firm’s future that will occur with certainty.

8-Theme. HUMAN RESOURCES MANAGEMENT.

Plan
1.Management of Men is a Challenging job.
2.Importance of Human Resources Management
3.0bjectives of Human Resources Management
4.Pre-requisites for the Achievements of the Objectives

1.Management of Men is a Challenging job.

In any organisation, “The management of Man” is a very important and
challenging job; It is important because it is getting a job done, not of managing
but of administering a social system. The management of men is a challenging task
because of the dynamic nature of the people. People are responsive; hey feel, think,
and act, therefore, they cannot be like a machine or shifted and altered like a
template in a room layout. They, therefore, need a tactful handling by management
personnel. If manpower is properly utilized, it may prove a dynamic motive force
for running an enterprise at its optimum results and also work as an excellence
output for maximum individual and group satisfaction in relation to the work
performed.

Manpower management is a most crucial job because “managing people is
the heart and essence of being a manager.” It is concerned with any activity
relation to human elements or relations in organisatoin. Material elements,
however, are beyond its domain. This view has been rightly summed up by J.M.
Deitz (of Chicago). He observes: “A business or an industry can be thought of as
an inter-weaving of human elements and material elements, with the human
elements as the warp; while inter-locking and inter-weaving with this element are
the material elements — the woof of the fabric. The wrap of the fabric is the human
element appearing and reappearing, strength giving element holding the entire



fabric together, and giving it life and a character of continuity.” A business cannot
succeed if this human element is neglected.

2.Importance of Human Resources Management

Yodder, Heneman had discussed about the importance of human resource
management from three standpoints, viz, social, professional and individual
enterprise.

(A)  Social Significance: Proper management of personnels, enhances their
dignity by satisfying their social needs, this it does by: (a) maintain a balance
between the jobs available and the jobseekers. According to the qualifications and
needs; (b) providing suitable and most productive employment, which might bring
them psychological satisfaction; (c) making maximum utilization of the resource in
an effective manner and paying the employee a reasonable compensation in pro
portion to the contribution made by him; (d) eliminating waste or improper use of
human resources, through conservation of their normal energy and health; and (e)
by helping people make their won decisions, that are in their interests.

(B) Professional  Significance: By providing healthy  working
environment it promotes team work in the employees. This it does by: (a)
maintaining the dignity of the employee as a ‘human-beings’ (b) providing
maximum opportunities for personnel development; (c) providing healthy
relationship between different work groups so that work is effectively performed
(d) improving the employee’s working skill and capacity; (e) correcting the errors
of wrong postings and proper reallocation work.

Significance for Individual Enterprise: It can help the organisatoin in
accomplishing its goals by; (a) creating right attitude among the employees
through effective motivation; (b) utilizing effectively the avail able human
resources; and (c) securing willing co of the employees for achieving goals
of the enterprise and fulfilling their own social and other psychological
needs of recognition, love, affection, belongingness, esteem and self-
actualization.

Walton (1985), have attempted to define the Human Resource Management

as, it is process of stresses mutually between employers and employees in
following ways:
Mutual goals, mutual influence, mutual respect, mutual rewards, mutual
responsibility. The theory is that policies of mutuality will elicit commitment
which in turn will yield both better economic performance and greater human
development.

Beer and Spector (1985) emphasized a new set of assumptions in shaping
their meaning of HRM.

e Proactive system wide interventions, with emphasis of ‘fit; linking HRM
with strategic planning and cultural change.

e People are social capital capable of development.

e Coincidence of interest between stakeholders can be developed.

e Seek power equalization for trust and collaboration.



¢ Open channel of communication to build trust and commitment
¢ Goal orientation
e Participation and informed choice.

3.0bjectives of Human Resources Management

One of the basic principles of management is that: all the work performed in
an organisatoin should, in some way, directly or indirectly contribute to the
objectives of that organisation. This means that the determination of objectives,
purposes or goals is of prime importance and is a prerequisite to the solution of
most management problems. Objectives are pre determined ends or goals at which
individual or group activity in an organisatoin is aimed. The formations of the
objectives of an organisation is necessary for the following reasons:

1.Human beings are goal-directed. People must have a purpose to do some
work. Announced organizational goals invest work with meaning.

2.0Dbjectives serve as standards, against which performance is measured.

3.The setting of goals and their acceptance by employees promotes voluntary
co-operation and co-ordination, self-regulated behavior is achieved.

4.The objectives stand out as guidelines for organsiational performance . They
help in setting the pace for action by participants. They also help in establishing the
“character” of an organisatoin.

Ralph C, Davis has divided the objectives of an organisatoin into two
categories: (a) Primary objectives, and (b) Secondary objectives.

A) Primary objectives, in the first instance, relate to the creation — and
distribution of some goods or ser ices. The Personnel Department assists those who
are engaged in production, in sals, in distribution and in finance. The goal of
personnel function is the creating of a work force with the ability and motivation to
accomplish the basic organizational goals. Secondly, they relate to the satisfaction
of the personal objectives of the members of an organisatoin through monetary and
non-monetary devices. Monetary objectives include profits for owners; salaries and
other compensation for executives; wages and other compensation for employees;
rent for the landowners and interest for share/stock-holders. Non-monetary
objectives include prestige, recognition, security, status, or some other psychic
income. Thirdly, they relate to the satisfaction-of community and social objectives,
such as serving the customers honesty promoting a higher standard of living in the
community, bringing comfort and happiness to society, protecting women and
children, and providing for aged personnel.

b) The secondary objectives aim at achieving the primary objectives
economically, efficiently and effectively.

The fulfillment of the primary objectives is contingent upon:

1.The economic need for, or usefulness of, the goods and services required by
the community/society.

2.Conditions of employment for all the members of an organisatoin which
provide for satisfaction in relation to their needs, so that they may be motivated to
work for the success of the enterprise.

3.The effective utilization of people and materials in productive work.



4.The continuity of the enterprise.

According to the American Management Association, the objectives of

personnel administration may be laid down as follows:

1.To achieve an effective utilization of human resources in the achievement
of organisation goals.

2.To establish and maintain an adequate organizational structure and a
desirable working relationship among all the members of an organisatoin by
dividing of organisatoin tasks into functions, positions, jobs, and by defining
clearly the responsibility, accountability, authority for each job and its relation with
other jobs/personnel in the organisatoin.

3.To secure the integration of the individuals and groups with an
organisatoin, by reconciling individual/group with those of an organisation in such
a manner that the employees feel a sense of involvement,m commitment and
loyalty towards it. In the absence of an integration, friction may develop in an
organisation. Which may lead to its total failure. Friction produces inefficiency.
Friction may result from political aspirations, from difficulties in communication,
and from faults inherent in a particular organizational structure. The behaviour of
individuals and groups in any organisation also involved frictions- personal
jealousies and prejudices and idiosyncrasies, personality conflicts cliques and
factions favoritism and nepotism.

4.To generate maximum individual / group development within an
organisatoin by offering opportunities for advancement to employees through
training and job education or by effecting or by offering retraining facilities.

5.To recognize and satisfy individual needs and group goals by offering an
adequate and equitable remuneration, economic and social security in the form of
monetary compensation, and protection against such hazards of life as illness, old
age, disability, death, unemployment etc., so that the employees may work
willingly and co-operate to achieve an organization’s goals.

6.To maintain a high morale and better human relations inside an
organisation by sustaining and improving the conditions which have been
established so that employees may stick to their jobs for a longer period.

4.Pre-requisites for the Achievements of the Objectives
Setting up the objectives of an organisation may be the fullest contribution

of human resources management for the achievement of the organisatoin of long
and short term plans and of the operations of the organisation in an environment of
high morale and vitality consistent with profit ability and social milieu with the
ethical values of society and with the policies and regulations established by the
country’s legislature.

To achieve these objectives, the following pre-requisites must be satisfied:

1.Capable people should be picked upon the basis of the qualifications fixed.

2.Individual and group efforts/potentialities must be effectively utilized by
providing suitable work opportunities, tools and raw materials, by showing an



appreciation of work well done, and by offering better chances for future
advancement and training.

3.Willing co-operation of the people to achieve the objectives must be
available by creating such feelings as “people work with us” rather than saying that
“people work for us”

4.The tasks of an organisatoin should be properly divided in accordance with
a sound plan into functions and positions, each indicating clear-cut authority,
responsibility and duties, as also the relationship of the position with another.

5.The goals to be achieved should be specially made known to all concerned
in the language best understood by them. Specificity and clarity are both important
in defining the objectives. The objectives should also be comprehensive.

6.Since objectives have to be shared by many senior persons in an
organisation, a wide-scale enquiry and consolation should be undertaken before
their formulation and efforts should subsequently be made to develop a common
understanding of the objectives among managers at various levels.

7.The objectives should be clearly defined, failing which a great deal of
confusion may-arise. Without clear-cut objectives, the management of
organizational records cannot be kept in balance, and the management of one
section may interfere with that of another. Moreover, without clear-cut objective,
there can be — not standards by which to evaluate the performance of an individual
or that of the whole organisation. Again, an absence of objectives often leads to
organizational disaster. On the other hand, the refining or revising of objectives is
the most fundamental task of all managers at all levels.

8.Suitable monetary and non-monetary incentives, in the form of adequate and
reasonable pay-packets, service benefits and security against hazards of life and of
employment and against the arbitrary actions of supervisors should be to
employees. A properly prepared grievance handling procedure and disciplinary
plan should also be available.

9-Theme. PERSONNEL FUNCTION IN ORGANISATION

Plan
1.Classication of function.
2.Managerial Functions
3.0perative Functions
4. Classication of personnel functions

Function of personnel management is the process of management of human
resources in an organisation and is concerned with the creation of harmonious
working relationships among its participants and bringing about their utmost
individual development. Such management is concerned with leadership in both
groups and ‘individual relationship’ and ‘labour relations’ and ‘personnel
management’. It effectively describes the process of planning and directing the



application, development and utilization of human resource in employment. In fact,
personnel management undertakes all those activities which are concerned with
human elements or relations as well as with material elements in an organisation.
Whatever functions are listed therein, the main objectives of these function is to
bring together expertise in a scientific way and to create attitudes that motivate a
group to achieve its goals economically, effectively and speedily.

1.CLASSIFICATION OF FUNCTIONS

Various philosophers and experts have generally classified the functions into
two major categories, viz., managerial functions and operative functions. Others
have classified functions as general and specific functions, and yet others as
‘personnel administration functions’ and ‘Industrial Relation Functions’.
Functions have also been classified on the basis of the capacities, or on the basis of
authority.

This types of classification of functions has been discussed as below:

(a) The General and Specific Functions

The ‘General’ type of functions, in the personnel management is required the
following steps: (i) to conduct personnel research, (ii) to assist in the programmes
of personnel administration (iii) to develop a competent work force, and (vi) to
establish and administer varies personnel services delegated to personnel
department’

(b) Personnel Administration & Industrial Relations Functions

Personnel administration functions relate to the functions of managing
people from the lower to the upper level of the organisatoin and embraces policy
determination as well as implementation of policies by the personnel at the lower
levels. Accordingly, “personnel administration” refers to “creating, developing and
utilizing a ‘work group’ involves all types of inter of inter-personnel relationships
between superiors sub-ordinates”.

The ‘Industrial Relations’ functions, on the other, are “not dire related to the
function of ‘managing people’, but refer to interactions between the management
and the representatives of the unions”. Such functions involve all activities of
employer-employee relationship, such as organisation of the union members,
negotiation of contracts, collect bargaining, grievance handling, disciplinary
action, arbitration, etc., the purpose of all these being to prevent conflict between
the particulars.

(c) Functions Classified on the Basis of Capacities

Saltonstall suggests two approaches for the development of Line officiates,
viz., (a) the “reductive” or “threat approach”; and
(b) the “augmentative” or “source of help” approach. The latter approach is more
close to “behavioral approach to management.”

Thus, according to him:

= The typical staff function are indirectly related to action and characterized
by development, consultation, planning, interpretation, evaluation, diagnosis,
research, investigation and recommendation and



» The typical line functions are related to command action and characterized
by direction, control, decisions, enforcement, application, performance and
instruction.

(d) Functions According to the Degree of Authority

Dale Henning and French made an interesting observation that “The
personnel man is described in the text books and journals is like ‘Abominable
Snowman’ much talked bout but seldom seen.” They have classified his functions
in to three categories thus:

(a)Area of maximum authority, e.g., direction of payroll calculations,
orientation procedure, transfer rules, etc.

(@) Area of combined use of authority and persuasion, e.g., establishment
of disciplinary procedure, inter-departmental data gathering, determining the
number of participants in a training programmes, etc; and

(b) Area of maximum persuasion, e.g., salary changes under the rules of
the plant, employment of individuals recommended by the personnel department
in other departments, initiating disciplinary action, etc.

The functions generally classified as

(1) Managerial functions, and

(2) Operative functions.

2.Managerial Functions

“Management is a multi-purpose organ which has three jobs, two of which are
directly related to personnel managing a business: ‘managing managers and
managing workers and the work S Lawrence Appley says that “Management is the
accomplishment of results through the efforts of other people”. In the opinion of
Harold Koontz, “It is the art of getting things done through people and with
informally organized groups.

In their view, management may be thought of as the process of allocating an
organisatoins inputs (human and economic resources) by planning, organizing,
directing and controlling for the purpose of producing outputs (goods and services)
desired by its customers so that organisation job objectives are accomplished in the
process, work is performed with and through organisatoin personnel in an ever
changing business environment.

(@) Planning is a pre-determined course of action. According to Allen, “it
is a trap laid to capture the future” Terry is of the View that “planning is the
foundation of most successful actions of any enterprise.” Planning is the
determination of the plans, strategies, programmes, policies, procedures, and
standards needs to accomplish the desired organisatoin objectives in fact,
“planning today avoids crisis tomorrow.”

(b) Organizing: After a course of action has been determined, an
organisation should be established to carry it out. According to J.c. Massie, “An
organisation is a structure, a framework and a process by which a cooperative
group of human beings allocates its tasks among its members, identifies
relationships and integrates its activities towards common objectives.” In the words
of Drucker: “The right organizational structure is the necessary foundation;



without it, the best performance in all other areas of management will be
ineffectual and frustrated.”

(c) Directing (motivating, actuating or commanding) the subordinates at
any level is a basic function of the managerial personnel. According to McGregor,
“many managers would agree that the effectiveness of their organisatoin would be
at least doubled if they could discover how to tap the unrealized potential present
in their human resources”

(d) Coordinating and Controlling. Coordinating refers to balancing timing
and integrating activities in an organisation, so that a unity of action in pursuit of a
common purpose is achieved. In the words of Terry, “Co-ordination deals with the
task of blending efforts in order to ensure a successful attainment of an objective.”

(e) Controlling is the act of checking, regulating and verifying whether
everything occurs in conformity with the plan that has been adopted, the
instructions issued and the principles established. It is greatly concerned with
actions and remedial actions. “it is not just score-keeping. It is not just plotting the
course and getting location reports; but rather it is steering the ship.”

3.0perative Functions

The operative functions of personnel management are concerned with the
activities specifically dealing with procuring, developing, compensating, and
maintaining an efficient work force. These functions are at known as service
functions.

(@) The procurement function is concerned with the obtaining of a proper
knd and number of personnel necessary to accomplish an organisation’s goals. It
deals with specifically with such subjects as the determination of manpower
requirements, their recruitment, selection and placement (comprising activities to
screen and hire personnel, including application forms psychological tests,
interviews, medical check-up, reference calling), induction, follow-up, transfers,
lay-offs, discharge and separation, etc.

(b) The development function is concerned with the personnel
development of employees by increasing their skill through training so that job
performance is properly achieved. Drafting and directing training programmes for
all levels of employees, arranging for their on-the-job, office and vestibule-
training, holding seminars and conferences, providing for educational and
vocational counselling and appraising employee potential and performance are
undertaken under this function.

(c) The compensation function is concerned with securing adequate and
equitable remuneration to personnel for their contribution to the attainment of
organizational objectives. Functions related to wage surveys, establishment of job
classifications, job descriptions and job analyses, merit ratings, the establishment
of wage rates and wage structure, wage pans and policies, wage systems,
incentives and profit-sharing plans etc., fall under this category.

(d) Integration function After the employee has been procured, his skill
and ability developed and monetary compensation determined, the most important,
yet difficult of the personnel management is to bring about an “integration” of



human resources with organisatoin, and to cope with inevitable conflicts that
ensue. “Integration” is concerned with the attempt to effect a reasonable
reconciliation of individual, societal, and organisation interests.

(e) The maintenance function deals with sustaining and improving the
conditions that have been established. Specific problems of maintaining the
physical conditions or employees (health and safety measures) and employ service
programmes are the responsibility of the personnel department.

Flippo rightly says: “The purpose of all of these activities is to assist in the
accomplishment of the organization’s basic objectives. Consequently, the starting
point of personnel management as of all management must be a specification of
those objectives and a determination of the sub-objectives of the personnel
function: The expenditure of all funds in the personnel departments can be justified
only in so far as there is a net contribution toward company objectives.”

4.CLASSIFICATIONS OF PERSONNEL FUNCTIONS

Below are give some important classifications of personnel functions made
by experts in the field:

Yoder’s Classification: According to Yoder, in a typical industrial relations
and personnel department, the principal activities of manpower management are:

1.Setting general and specific management policy for relationships and

establishing and maintaining a suitable organisatoin for leadership and co-
operation.

2.Collective bargaining, contract negotiations, contract administration and
grievances.

3.Staffing the organisation, finding, getting and holding prescribed types and
number of workers.

4.Aiding the Self-development of employees at all levels, providing
opportunities for personnel development and growth as well as for requisite skills
and experience.

5.Incentivating, developing and maintaining motivation for work.

6.Reviewing and auditing manpower management in an organisatoin.

7.Industrial relations research, carrying out studies designed to explain
employment behaviour and thereby effecting improvements in manpower
management.

Yoder and Nelsons’ Classification: On another occasion, on the basis of an
enquiry regarding descriptions of 984 employee-relations jobs conducted in 189
companies. Dale Yoder and Robert J. Nelson classified seven functional categories
as follows:

1.Departments Administration Programme: Planning, report preparing, policy
formulation and general administration.

2.Employment and Placement: Recruitment, selection, placement, orientation,
personnel rating, job analysis and description.

3.Training — Induction, on-the-job training, supervisory training and
management development.



4.Collective Bargaining: Contract negotiation, contract administration and
grievances.

5.Wage and Salary Administration, Job evaluation, wage and salary surveys.

6.Benefits and Services: Insurance, health, hospitalization, medial care, and
retirements plan administration.

7.Personnel Research: Continuing studied of all employee relations policies,
programmes and practices.

Northceott’s Classification: After referring to three types of approach to the
task, viz., (a the welfare’ approach, (b) the scientific management influence the
industrial relations emphasis, Northcott gives the functions of personnel
management thus: 1. Employment; 2. Selection and Training; 3. Employee
Services, 4. Wages; 5. Industrial Relations; 6. Health and Safety Education; and 7.
Education.

Scott, Clothier & Spriegels’ Classification: Scott, Clothier and Spriegel divide
the functions of the personnel management into these specific categories, namely:
(i) Employment; (ii) Promotion, transfer termination, demotions, and separations;
(i) Formulation and direction of training programmes; (iv) Job analysis and
evaluation; (v) Remuneration and incentives; (vi) Health and Sanitation; (vii)
Safety and institutional protection; (viii) Financial aids to employees; (ix)
Employee service activities; (X) Research, record keeping, reports and follow-up;
(xi) Employee-employer and community cooperation; and (xii) Labour union
contracts and co-operation.

Kindall’s Classificatoin: A.F. Kindall prescribes the following functions for
the personnel management:

1.To aid in the development of general overall management policies and
methods, in the organisation and planning of supervisory control, and in the
communication of orders, ideas and inquiries.

2.To develop throughout the organisatoin an understanding of, and an
enthusiasm for, consultative methods of management with tire objectives of:

a. Improving leadership and supervision; and (b) Obtaining the
participation of operating groups and opportunity for creative analysis and
initiative in carrying out their assigned tasks at all levels in the development and
administration of the company’s personnel programme. To aid the executive and
supervisory organisation in developing (a) clearly written outlines of functions,
authorities, and responsibilities, and (b) simple, workable methods of measurement
of their accomplishments.



Terminology

A.l.LR.M.I.C. Association of Insurance and Risk Managers in Industry
and Commerce

ABC inventory management - ympaBiaenue 3amacamu TtHna ABC
(CI/ICTeMa OTCIIC)KUBAHUA W KOHTPOJIA TOBAPHO-MATCPHAJIBHLIX, KOTOpAA
npeamnoyaaracTt pasgaCiICHUC HX Ha TpHU KAaTCrOpHHU IO CTCIICHU 3HAYMMOCTH
UM CTOUMOCTH: A — BbIcokasi, B — cpennsisg, C — Hu3mas)

abdicate responsibility - caarats moJHOMOYHS

able to meet competition - KOHKYPEHTOCIIOCOOHBIH

absentee management - 3aouyHoe ymnpaBieHue (ympaBicHHUE,
OCYHIIECTBIIEMOE MEHEIKEepOoM O0€3 ero eXeJHEBHOTO MPHUCYTCTBHUS Ha
pabote)

absentee management system - cucrema ydera pabo4ero BpEMEHH
(cucTeMa aBTOMaTHYE€CKOT0 KOHTPOJIS 3a MPUCYTCTBUEM Ha paboTe)

abuse of office - momxHocTHOE 31MOymOTpeOieHUE, 3710ymOTpeOIcHUE
CIyKEOHBIM TOJIO)KEHHEM (MCIOJb30BAHUE CIYXKEOHOrO TMOJOKEHUS B
JUYHBIX HMHTEpecax, BCTyMNarollee B KOH(MIMKT ¢ NpoPecCHOHATbHBIMU
UHTEpPECAaMU U JIOJKHOCTHBIMU OOSI3aHHOCTSMU)

acceptance inspection - TpUEMOYHBI  KOHTPOJb  (IpPOBEpKa
NPEAJI0KEHHOM K  IOCTaBKE NAapTUM  M3JEIUHA Ha  COOTBETCTBUE
YCTaHOBJICHHBIM JJI JaHHOM MNpPOAYKLUHMHU CTaHAapTaMm KadecTBa) to make
[carry out] an acceptance inspection — npoBOAWTH MPUEMOYHBIH KOHTPOJIb
to pass an acceptance inspection — npoiTH MpUEMOYHBI KOHTPOJIb

acceptance sampling plan - mman BbIOOpOYHOro (IIPHEMOYHOIO)
KOHTPOJIS, MJaH MNPUEMOYHOTO BBIOOPOYHOTO KOHTPOJIS (MJIaH MPOBEACHUSA
KOHTPOJIS KadyecTBa MapTUU TOBapa, BKIIOYAIOIIUN ONpelereHue pa3Mepa
NpoBepsieMOl BIOOPKHU, KPUTEPUEB NPUEMKH UJIM HEMMPUEMKHU, TPUEMOYHOTO
YHUCJIO U T. 11.)

acceptance theory of authority - Teopus BoctpusiTus, TCOpHs NPUHSITHUS
Biactu (koHuenuus Y. bapuapna, yrBepKaawinas 4TO MEpPCOHAN SIBJISETCS
pea’dbpHBIM JI€pXkKaTejJeM BJACTH B OpPraHU3aluM, TaK KakK OH peIaer,
NOJYUHUTHCA WM HET PAacHOPSIKEHUSIM CBEpXY; OOBIYHO MOJUYUHEHHBIE C
FOTOBHOCTBIO BBINOJHAIOT PEIIEHUS] PYKOBOJCTBA JHUIIb B TOM CJIy4ae, €ClIu
OHM TOHHUMAIOT CMBICI JTHUX PACHOPSIKEHUU, XOTAT U CIOCOOHBI HUX
HCIIOJIHUTD)

accident control - nmpeaynpexaeHne HeCYaCTHBIX cliyyaeB a) (cHcTeMa
npaBujil 1O OOpamieHuI0 ¢ 4YeM-JI. WM TOBEIEeHHUs Trae-J., a TaKxke
MEpPONPUATUN, HANPABICHHBIX HAa MPEAOTBPAILEHUE HECUACTHBIX CIy4aeB)
an accident control program for motor vehicle fleets — mnporpamma
NpeAOTBPAIllEHUSI HECUACTHBIX CIy4YaeB MPHU dKCIIyaTallMd KOPIOPATUBHOTO
aBToIapKa



achievement motive - MOTHB AOCTHXKEHHs (CTpEMIICHHE YeIOBEKa K
ycnexaM B pa3iM4YHbIX BHUJAaX JEATEIbHOCTH; B OCHOBE  JIeXKar
AMOIMOHAJIbHBIE MEPEKUBAHUS, CBI3aAHHBIC C COIMAIBLHBIM MPUHITHEM 3TUX
ycrexoB) Individuals with an achievement motive want to set and acquire
goals that involve their personal efforts. — OOGmagamnme MOTHBOM
JNOCTHIKEHHS JIIOJH MNPEANOYUTAIOT CTAaBUTh W JOCTHUTAaTh I€JIM, KOTOpPBIE
TpeOYIOT HUCIOJb30BaHUS UX CIIOCOOHOCTEM.

acting director - (BpeMEHHO) HCIOJHSAIONIUA O00S3aHHOCTH IHPEKTOpPa
[pykoBOAUTENA |

acting manager - WCHOJHSIOMUKA OO0S3aHHOCTH PYKOBOJUTEIS
(aupexTopa, yrnpapJsSiOUIero, 3aBeIyI0Iero u T. J1.)
action plan nnmam - [mporpamma] paeiicTBuii (mepedyeHb ACHCTBHI,

KOTOpPBIC TUIAHUPYETCS COBEPIIHUTH ISl PEau3alii KaKOTO-JI. TPOCKTa HIIH
JTOCTUXKCHUS KAKOM-J1. I[eJId, HATp. TUIAH MAaPKETUHTOBOM JIEATCIHHOCTH)

adaptive control AC - amanTtuBHOE YyIpaBlieHHE, aJalTHBHBIA [THOKHIA|
KOHTPOJIb (METOJ YIMpaBJCHUSA, MPHU KOTOPOM IapameTphl KOHTPOJUPYIOIICH
CHCTEMbI TEPEeCMATPUBAIOTCS 10 Mepe HM3MEHEHHs MapaMeTpPOB YIPaBISICMOM
CUCTEMBI)

adaptive control system - cucrema aganTHBHOTO YyHpaBJICHUs (CUCTEMa
yIpaBICHUS U KOHTPOJIS, MO3BOJSIONIAS YYUTHIBATH HM3MEHCHHS CHUTyalldd |
COOTBETCTBEHHO KOPPEKTHPOBATh XapPaKTCPUCTUKU YIPABISIONICH CHCTEMBI,
HarpuMep, KOPPEKTUPOBATH MOCTABJICHHBIC LIS B TEYCHHUE [UIAHOBOTO MIEPUO/IA)

adaptive management amantuBHOe - [ruOKoe]| ympaBieHHe (ITOIXOM K
YIPaBICHHUIO, B KOTOPOM BO TJIaBy yIJia CTaBHTCSl ONEPATUBHOCTH PEAKIIMU Ha
U3MCHSIIOLINECS YCIIOBHS BHYTPEHHEW M BHEIIHEH Cpeibl)

adaptive planning - amanTuBHOE IUTaHUPOBaHHE (CHCTEMa IUIAHMPOBAHUS,

IpeyCMaTPUBAIOIIas KOPPEKTUPOBKY IUIAHOB B CiIydae H3MCHCHHS KaKHX-JI.
napaMeTpoB CPe/ibl, B KOTOPOU OCYIIECTBISETCS TUIAHUpyeMasi eI TeIbHOCTD)

adaptive structure - ajganTuBHAas [OpraHMYecKas, OpraHUCTUYCCKAs |
CTPYyKTypa

administration decision-making - aIMUHHCTPaTHBHOE NPUHATHE PEIICHHIMA
(mporiecc MpUHATHS 00S3aTENBHBIX K HMCIONHEHUIO YIPABICHYCCKUX PEIICHHIMA
UCKITIOYHUTEIILHO PYKOBOJISIIMM JIUIIOM O€3 y4acTHsI IEPCOHAIIA)

administration leadership style - agMHHUCTpaTHBHBIH CTHJIb PYKOBOJICTBA
(xapakTepu3yeTcss TPeOOBAaHHEM YETKOTO HCIOJHEHHS TMPEINUCAHHBIX IMPAaBHI,
UHCTPYKIIHIA, TUPEKTUB, & TAK)KE UCKIFOUECHHEM TepCcoHalia U3 mporecca MpuHATHS
peuieHuin)

administration of guarantees - oOcnyXHBaHWUE TapaHTHi, YIPaBICHHUE
rapaHTHIMU

administrative  activity -  agMHHUCTpUpOBaHHE,  aJIMUHUCTPATHBHAS
JeSTeNbHOCTh  (BKJIOYaeT  (opMUpOBaHME W UCIOJHEHHE  OIOJKETa,
JICTIONPOM3BOICTBO, KOHTPOJIb 32 MPOIEIypaMu | T. J1.)



administrative agency - npaBUTEIILCTBEHHOE areHTCTBO, aJMUHUCTPATHBHBIHI
opraH

administrative approach to management - agMUHHCTPATHUBHBIA TOJIXOJ K
yIPaBJICHUIO

administrative authority - aJIMAHUCTPATHBHEIC TIOJTHOMOYHS,
aIMHHUACTPATUBHAS BJIACTh

administrative centralization - agMuHUCTpaTHBHAS IEHTPAIN3AIUS

administrative control - agMUHHUCTpATHUBHBIM KOHTPOJIb (METOIBI M
IpOIIeTypbl, OCHOBAHHBIC HA aJIMUHUCTPATHBHBIX MOJTHOMOYMSIX M UCIOJIb3yEeMbIC
YIPaBJISFOIIUMHE [Tl PETYJTUPOBAHHS TPYAa CBOMX TMOAYNHCHHBIX )

administrative director - ucroJHUTEIbHBIH

administrative  function - agvunucTpatuBHas ~ QyHKIHS  (PYHKIHS
yIpaBIICHHUs, CBSI3aHHAsI C OIO/DKETHPOBAHUEM, JTOKYMEHTOOOOPOTOM U JIPYTUMH
BUJAMHU JICATEIBHOCTH, KACAIOIIMMUCS OOCCIICYCHUsT PabOThI OPraHU3AlMHU KaK
CUCTEMBI)

administrative manager - aAMHHUCTPATHBHBI MeHeIXep (OCYIIECTBIISICT
PacCTOpSIUTEIbCKYIO  JCSITEIPHOCTh B paMKax CTPATErMYECKUX — PEIICHUH,
IPUHATBIX PYKOBOICTBOM)

administrative methods of management - aaMUHUCTPATHBHBIC METOJIBI
yrnpaBieHuss  (METOAbI  YIpPAaBICHHS, OCHOBAaHHBIE HAa  HCIIOJIB30BAHHUH
pacropsDKeHHUH, PUKA30B, MPEANUCaHUN, HOPM, 005S3aTeJIbHBIX JIJIS1 BBITOJTHEHUS
yIpaBIIEMbIMHU JTFOJIbMHU | ITOJICUCTEMAaMH )

administrative planning - agMuHHCTpaTHBHOE TUTAHUPOBaHKE (TUIAHUPOBAHKE
JOXOJIOB, pPAacXoJOB, pacHpeieNieHHs pecypcoB, OTYETHOCTH W T. II.,
OCYIIECTBIIAEMOE aJIMUHUCTPATHBHBIM PYKOBOJICTBOM OPTaHU3AIINH )

administrative professional - oducHbili paboTHHK (000OIIAKOICe HAa3BaAHHE
JUTSL CeKpeTaped, opuc-MeHeHKEPOB, aAMUHUCTPATOPOB U T. 11.)

Advanced Product Quality Planning APQP - mepcrekTHBHOE IJIaHUPOBAaHUE
KayecTBa MOPOAYKIUH  (METOJ  YOpaBICHHS KAadyeCTBOM, IPH  KOTOPOM
CYIIIECTBEHHOE BHUMAHHE YACISACTCS OOHAPYKEHHUIO M MCIIPABIICHUIO Ae(DEKTOB 10
TOTO, KaK MPOAYKIIUS MOMAJIET K MOTPEOUTEIO)

advertising agency manager - MeHeKep [AUPEKTOP| PEKIaMHOTO areHTCTBa
(mo DOT: oTHOCHTCS K Tpynie "cnenuaibHOCTH, CBI3aHHBIC C MEHEIKMEHTOM I10
IpoaaXkaM U pacipeaesicHuio")

Advertising Management Occupations - cnenuaabHOCTH, CBS3aHHBIC C
PEKIIAMHBIM MEHEI)KMEHTOM [MEHEIKMEHTOM B 00J1acTH pekiamsbl]| (pa3aen 164 B
"CnoBape Ha3zBaHui npodeccuii”; Bkirodaet B ceds 4 mpodeccun)

advertising, marketing, promotions, public relations, and sales managers -
MEHEKEphI 10 peKaMe, MapKETHHTY, MPOIBUKCHUIO, OOIIIECTBEHHBIM CBS3SIM H
npojgaxam (BXoasT B pazaen yopasinenueckue mnpodeccun”" B Cucreme
cTaHgapTHO# Kiaccudukaruu npodeccuii (SOC))

advisory authority - pekoMeHIaTeIbHBIC MOJTHOMOYMS (BKJIFOUAIOT pa3paboTKy
U MPEeNIOKEHWE aIMUHHCTPATUBHBIX pEIIeHHH, KOTOpPBIE MOIYT OBITh Kak
IPUHATHL, TAK U OTBEPTHYTHI TMHEHHBIM PYKOBOIUTEIEM)



affirmative action plan - mian KoMIIEHCUPYIONUX ACHCTBUM (IUTaH ACHCTBHIA
KOMIIaHUH 110 YCTPAHCHUIO CYIISCTBYIOIICH B 3TOH OpraHW3aIluy JUCKPUMHUHAIIUN
HEKOTOPBIX COITMAIBHBIX TPYIII PU HaiiMe Ha paboTy)

after-the-fact control system - peaktuBHas cucrema ympaBieHUs (CUCTeMa
KOHTPOJISI, COTJIACHO KOTOPOH KOPPEKTHPYIOIIee BO3JICHCTBUE OCYIICCTBIIICTCS
TIOCJIC 3aBEPIICHUS IJITAHOBOTO IEPHOa, KOT/Ia OTKJIOHEHHUS CTaHYT OYCBHJIHBI, B
TOM Cllydae HM3MCHCHHS BHOCSTCS I TOTO, YTOOBI HCIIPABUTH CUTYalUI0 B
CJICAYIOIIEM TIAHOBOM TIEPHO/IE)

agent of management - arenr [cyObekT] ynpasieHus (JIUIO, YIIOJIHOMOYEHHOE
BBINOJIHATh YIPABJICHUCCKUE (PYHKIMU WM BBICTYNATh B POJIA TPEACTABUTEIIS
YIPaBJISIONIETO OpraHa)

aggregate planning - ykpynHeHHOe [arperupoBaHHOe]| IJIAHUPOBAHUE

alleged discriminatory official ADO - momKHOCTHOE JIUIIO, ITOI03PEBaEMOEC B
JTUCKPUMHHANNN (PaOOTHHUK WM PYKOBOJMTENb, YKa3aHHBIA B )Kalo0e Kak JIHIIO,
COBEpIIMBIIICE WM ITO3BOJIMBIINCE COBEPIIMTH JIWUCKPHUMHUHAIIMOHHBIC JEHCTBUA,
HaIp., Ipu Haiime Ha padoTy)

alternate director - wucnogHsMIOmME 00sS3aHHOCTH JUpeKTOpa  (JIHIIO,
HAJICJICHHOEC BCEMH ITOJIHOMOYHSMHU JHPEKTOpa Ha BPEMS €ro OTCYTCTBHS, B
OTJIMYHE OT 3aMECTUTEIIS TUPEKTOPA B TIEPUOJT CBOCTO YIIPABIICHUS 00J1aacT BCCi
MOJTHOTOU BJIACTH)

American Management Association AMA - AMepuKaHCKas acCOLHUAIUA 10
COBEPIIICHCTBOBAHUIO METOJIOB YIIPABJICHHUS

annual meeting of shareholders - exxerogHoe cobpaHue akKIIMOHEPOB

application management system - cuctema ympaBiCHHS BHEAPCHHEM
(KOMIUIEKC MEpOMNpHUsTUH (B TOM YHCIE KOHTPOJBHBIX), HAMpaBICHHBIX Ha
¢ (deKTUBHOE BBEACHHEC WHHOBAIMK Ha MPOU3BOJICTBE, PEAM3AIMIO HOBBIX

MPOEKTOB)
approach to management - moaxoj K yrpaBJICHHIO
assessment of management quality - omeHka kadecTBa yHpaBJICHHS

(mpouenypa orieHKH MpodeccuoHaIn3Ma pyKOBOIUTES)

assistant manager - MoOMOIIHUK [3aMECTHTEINb| PyKOBOAUTEIISI

authoritarian management - apropuTapHoO€ yrpaBJIeHUE

authoritarian leadership style - aBTopurTapHbBIii CTHIBL pPYKOBOJCTBA,
aBTOPUTAPHOE JIUJIEPCTBO (XapaKTepU3yeTCsl €AMHOIUYHBIM MPUHSATUEM PEIICHUH,
TpeOyOMUX 6€CIPEKOCTOBHOTO UCTIOTHEHNS )

authority-compliance management - BjacTHOe ympaBicHHE (CTHIIb
yOpaBlIeHUs, OpU KOTOPOM PYKOBOJAWUTENb OOJBIIOE BHHUMAHUE YIENSET
JOCTHKEHHIO TIOCTABICHHBIX LIeJIeH U He 3a00TUTCS O TOTYMHEHHBIX )

autocratic leadership style - aBToxpaTuyHbIii [aBTOpPHUTApHBIN]| CTHIIb
PYKOBOJICTBA

autocratic management style - aBTOKpaTWUYHBIA CTHIJIb YIpaBICHUS (CTHIIb
yOpaBleHUs, MPOSBISAIOMIMNACA B CIWHOIMYHOM  TIPUHATHU  PEIICHHIA,
UTHOPUPOBAHUHM MHEHHS TOJYMHEHHBIX, (JOPMAIBHOM HCIOJIB30BAHUN BIIACTHBIX
MOJTHOMOYHUM U T. I1.)



automated management - aBroMaTH3MpOBAaHHOE yIpaBlieHUE (OCYIIECTBICHHE
psifa  yOpaBlEHYECKHX  OMepaluii ¢ TOMOIIbI0 TEXHHYECKHUX  CPENICTB
aBTOMATHUYECKH, T. €. 0€3 HEMOCPEJACTBEHHOTO YYaCTHsI YEIOBEKa)

automated production management - aBTOMaTU3UPOBAHHOE YIPABICHHE
MPOU3BOJACTBOM (KOMIUJIEKCHOE YIIPAaBJICHHWE MPOU3BOJICTBEHHBIM IPOIECCOM,
OCYULIECTBIISIEMOE MPY MTOMOIIN HH()OPMATMOHHBIX CUCTEM YIIPABIICHNUS)

backward planning - oOpaTHoOe IaHUpOBaHUE, ITIAHKPOBAHUE OT IIEITH

bank management - 6aHKOBCKHIT MEHEPKMEHT, yIpaBjicHHe OaHKOM (ydeOHas
JUCUUIUIMHA VI MPaKTHYeCcKas JesTeIbHOCTb, CBSI3aHHAS C YIIpaBIeHUEM OaHKOM
KaK OpraHu3aluei)

bargaining strategy - crtpaTterust BecHHs NEperoBopoB (IUIaH JOCTHIKCHUS
corjacusi MeXa1y CTOpOHaAMU B paMKax MOCTaBIIEHHBIX UMH 3a/1a4)

bargaining structure - cucreMa KOJUIGKTHBHBIX II€PETOBOPOB, CTPYKTypa
CHCTEMBI KOJIJICKTUBHBIX TIEPETOBOPOB

base staff - 6a3oBoe KoMYECTBO TIEpCOHANA [COTPYTHUKOB |, OCHOBHOM COCTaB
(MHHMMAaTbHOE KOJMYECTBO COTPYIHUKOB, HEOOXOIUMOE JIJIsl JOCTUKECHHS YPOBHS
OOCITyXKMBaHUSI ¥ COOJIOACHHUS BPEMEHHBIX OTPAaHUYCHHIA, HCIOIB3YeTCS TNpHU
IUIAHUPOBAHUM PAOOTHI LIEHTPOB 00PAOOTKH 3BOHKOB)

basic solution - 6a3ucHOe penieHne, OMOPHBIN IIaH

behavioral approach to leadership - moBemeH4Yeckuii MOAXOA K JHACPCTBY
(Teopusi, OCHOBaHHasi Ha TMPEANOJIOKEHUH, YTO JUIAEpPAMH HE POXKIAIOTCI, a
CTaHOBSTCS; (POKyCcHpyeTCsl Ha MOBEJCHUU JHACPOB, a HE HA TOM, KEM SIBISIOTCS
JUJIEPHI)

behaviour management - ympaBieHue TOBEACHHEM  (ICSATEIBHOCTD
nmpernojiaBaresieid, HampaBJICHHAasT Ha TOAJEpPKaHUE OINpPEACICHHOTO  THUla
MOBEJICHUS] YUaIllUXCs)

behavioural autonomy - nmoBeneHueckasi aBTOHOMUS (CIIOCOOHOCTH YEIOBEKA
CaMOCTOSATENILHO TIPUHUMATh pEIICHUS W JCHCTBOBATh B COOTBETCTBHUH C
3aTlyMaHHBIM)

behavioural science approach to management - OUXEBHOPHCTCKHIA
[moBeneHYecKuii| moaxo/ (K ynpaBieHHIO)

benefits manager - Mmenepkep 1o ormare

benevolent leadership - 6iaroxenarenbHoe JIMASPCTBO [PYKOBOACTBO] (CTHIIB
PYKOBOJICTBA, OCHOBAaHHBI Ha KECTKOW HepapXuu, KOHTPOJE, IUCIHUILUIUHE,
JTUCTAHIIUU MEXIy MEHEIKepaMd U paOOTHUKAMHU, MPU OTECYECKOM OTHOIIECHUU
MEHE[KEPOB K paOOTHHKAM)

benevolent-authoritative - 6;arosxenareibHO-aBTOpUTAPHAS

board of administration - pykoBoasiuii [aAMHHUCTPATUBHBIN | COBET (OpraH,
CO37aBaeMbIil  JUIsl KOOPJMHAIIMUA  PACTIOPSAUTEIBCKON  JCATEIBHOCTH  Ha
MPEANPHUATAN, B MEKTYHAPOIHBIX OPTaHU3AIMAX, B 00JIACTH TOCYTapCTBEHHOTO U
MYHHUITUTIATBHOTO YITPaBICHUS)

board of directors - coBeT mupexkTopoB

bottom management - HwKHHHA ypOBEHb yHpaBicHUS (MEHEIKEPHI,
paboTarolye HeTOCPECTBEHHO C PSIOBBIMU COTPYAHUKAMH, PEATU3YIOT PEIICHUS
PYKOBOJICTBA KOMIIAHUH, B IPUHATUU KOTOPBIX Yallle BCETO HE YYaCTBYIOT)



bottom-up management - ymopaBieHHe IO NPUHIOUINY "CHHU3Y-BBEpX'
(PYKOBOJICTBO MPEANPHUATHEM C YIACTHEM Pa0OUUX HITU PSIOBBIX COTPYIHHKOB)

building manager - THaBHBIA CMOTPHTEIh [KOMCHIAHT| 3JaHUA |
YIPaBJISIOMUHN 3aHieM (OCYIIECTBIISICT KOHTPOJIb 3a MMOMEIICHUSIMU U 37aHUEM B
IIeJIOM, Pa0OTHI MO TEIUIO- W JHEPrOCHAOKEHUIO W Jp.; PYKOBOAHWT pPabOTOM
CMOTpPUTEJNEH, CTOPOXKEH, 3aBEAYIONTUX XO35IUCTBOM H T. 11.)

bureaucracy - Oropokpatus (cormacHo M. BeOepy: Mojeinb OpraHHW3allvH,
OCHOBaHHAas Ha (OPMAIBHBIX, OOC3TMYCHHBIX TMpaBWiIaX (MOJOKHUTEIHLHOE
CBOWCTBO COBPEMEHHOT'O 0ECCOCIOBHOTO OOIIECTBA, B KOTOPOM BCE PAaBHBI MEpe]
3aKOHOM), IJI€ TIPOJIBMIKEHUE BO3MOXKHO UCKITIOYUTEIBHO B CHITY KBATU(HUKAIIMH; B
9TON MOJIEIM MPHUCYTCTBYET JACTalbHas CTPYKTYPHU3AlMH OPraHU3allMd U YETKOE
OIMCAHKE POJIA KaXJIOTO €€ DJICMCHTA)

business administration - gea0Boe aIMUHUCTPUPOBAHKE

business management - ympaBiieHHE KOMMEPYECKUMH OpPTaHHU3AIUSIMU
(TeopeTnyecKkass JUCIHUIUIMHA M TPaKTHYeCKas JCATCIbHOCTh, CBSI3aHHAS C
yIpPaBICHUEM KOMMEPYECCKUM TIPEANPUATHEM; SBISCTCS OIHHUM H3 Ppa3JeiioB
oO111ell TeOpuU ynpaBJeHUs OpraHU3aIuei)

business planning - 6u3Hec-TuIaHUpPOBaHKE (COCTABICHHE OU3HEC-TUTaHA)

business strategy — 1) business policy 2) nemoBast ctparerus (ycroiunBas
JIMHMSL TIOBEJICHUS (PUPMBI, HalleJICHHAs Ha peau3alliio J0JITOCPOYHBIX HHTEPECOB
U OIIpeIeTISTIoNIas HalpaBJICHHUs Pa3BUTUS (PUPMBI)

business-manager - yrnpasJstonui qeiaMu, KOMMEPUYECKHIA JUPEKTOP

career development - mnpodeccroHambHOE pa3BUTHE, OpraHU3alUS U
IUTAHUPOBAHKUE KapbhePhl

career management - KapbepHBI MEHEPKMEHT, YIpPaBJICHHUE KapbePHBIM
pocToM

centralization of management - neHTpaim3aius yrnpaBieHUs

centralized organization - neHTpaaM30BaHHAs OpraHU3AIHS

certified management consultant CMC - aunmoMupoBaHHHBIN KOHCYJBTaHT
0 YTIPaBJICHUIO

chairman of the board - nmpencenarens coBera TUPEKTOPOB [MIpaBIICHUS |

change management - yrpasieHue n3MeHEHUAMU

change of management - n3smeHeHre aAMUHHCTPALIH

charismatic leadership - xapusmaTuaHOe JTHAEPCTBO , TUIAECPCTBO, OCHOBAHHOE
Ha Xapu3Mme

classical approach to management - kiaccu4eckuii OXO0/ K yIIPaBICHUIO

classical organization theory - kmaccuueckasi OpraHu3allMOHHAS TCOPHSI

classical school of management - kiraccudeckas 1mKojIa MEHEIKMEHTA

Co-management - CcOBMECTHOE [CMelIaHHOE| YIpaBICHHE, COBMECTHBIN
KOHTPOJIb

command structure - xomaHHas CTPYKTypa (yIpaBiICHHUs)

complacent management - caMOyCHOKOEHHBI MEHEPKMEHT

complex management environment - cioxHas yrpaBjieH4YecKas cpea

conflict management - ynpasnenue KoH(IMKTAMA



construction management - ympaBlIeHHE CTPOUTEIBCTBOM; CTPOUTEIIBHBIHN
MEHE/KMEHT

contingency approach to management - CHTyalMOHHBIM IOAXOJ K
YIOPABJICHHIO [JIMAEPCTBY

contract management - ynpasiieHUE KOHTPaKTaMH, YIIPAaBICHUE KOHTPAKTOM

control over management - KOHTPOJIb 32 yIpaBICHUEM

corporate management - ympaBieHME KOpIIOpauuel, KOPHOPAaTHUBHBIN
MEHEKMEHT

Ccrisis management - aHTHKPH3UCHOE yIPABICHHE

data processing manager - MmeHemKep Mo 00pabOTKE JaHHBIX

database management - ynpasieHue 6a3aMu JaHHBIX

database management system - cucreMa yrpasiieHus 0a3aMu JaHHBIX

day-to-day management - TmOBCEIHEBHOE pPYKOBOJCTBO; OIEPATUBHOE
yIpaBlIcHUE

decentralization of management - nereHTpanU3aIys yupaBicHUs

delivery management - ynpaBneHue noctaBKaMu

democratic leader - memoxpatuyuHbIi MHACp (MPUBICKAONNN OOIBITUHCTBO
YJICHOB KOJIJIEKTUBA K MIPOLIECCY MPUHSITHSI PEIICHUN )

democratic leadership style - neMokpaTU4HBI CTHIIE PYyKOBOJICTBA

democratic management style - neMOKpaTHUYHBIIA CTHITb YITPABICHHSI

departmental organization - opraHu3zanMoHHas CTPYKTypa JenapTaMeHTa
[oTnena, mnonpasaeneHus| (MOPSIOK YCTPOWCTBAa OTHENA YUPEXKIEHUS WIU
nenapTamMeHTa (yrnpaBiieHHs))

deputy administrator - 3amecTuTeNb PYKOBOIUTENS

design manager - MmeHeKep 10 TU3aiiHy, AU3aliH-MEHEKEP

detective control - BeIgBISIOLINI KOHTPOIIH

direct control - mpsiMo¥i [IOJIHBIM]| KOHTPOJIb; MPSAMOE [HEMOCPEACTBCHHOE |
yrOpaBlieHHe [peryiupoBaHue]| (BO3MOXHOCTh HEMOCPEICTBEHHO W 3a4acTylo
€IMHOJINYHO BIUSATH HA KOHTPOJIUPYEMYIO CUCTEMY, TIPOIIECC H T. 1I.)

economic mismanagement - HEOKOHOMUYHOE yIpaBJIcHUE,
0ecx034iCTBEHHOCTh  (IIOJIyYEHHUE  HEJAOCTATOYHO  BBICOKMX  PE3yJIbTaTOB
yIpaBlIeHUS TIPU CEPbE3HBIX 3aTpaTax)

employee motivation - MoTuBaIs pabOTHUKOB [Tpyaa|

enterprise resource planning system ERP system, ERP - cucrema
rIaHupoBanus OusHec-pecypcoB, ERP-cuctema

entrepreneurial manager - npeAnpUUMYHUBBIA PYKOBOIUTEb

facilities ~management -  TexHuWYeckoe  yNpaBICHUE,  YNPaBICHUE
000pyI0OBaHUEM [TEXHUKOM, IKCILTyaTaI[uet 000py0BaHus |

facilities management company - ciry:x0a TeXHHUECKOTO YIIPaBICHUS

factory management - 1) ynpaBinenue 3aBojoM [(aOpukoi] (kak BHI
JEeATEIIbHOCTH) 2) PYKOBOJICTBO [IpaBiieHue] 3aBojaa [(pabpuku] (pyKOBOIUTEIU U
YIPABJISIIOLIUE 3aBOJIOM)

actory services manager - yrpapJIsSiOIINN BCIIOMOTaTeIbHBIMH CITYKOaMH



functional authority - ¢yHKIHOHAIBHBIE TOJHOMOYHS (TPaBO MPUHUMATh
CaMOCTOSITENIbHBIC ~ PCUICHUS, €CIM OHH  OTHOCATCS K  ONPEICIICHHOM
GyHKIIMOHATBLHOW 00J1aCTH)

functional management - pyHKIIMOHANEHOE yTIpaBICHNE

functional structure (muHe#HO-)PYHKIIMOHATBHAS CTPYKTYpa

fund management - 1) = money management 2) , ymnpasieHue (HOHIOM
(pacnopsbkeHue cpeacTBaMu GpoHaa

general management - o6iiee pyKoBOACTBO, O0IIICE yIIPaBICHUE

general manager - reHepaibHbBIH TUPEKTOp [MeHemKep| (TIaBHBIH MEHEIKEp
OpraHu3aI|K, O JYUHSICTCS TOJILKO COBETY JUPEKTOPOB)

hands-off - management style naccuBHBIE CTHIb  yIIpaBJICHHUS
(xapakTepu3yeTcsi OCSCCHCTEMHOCThIO B MPHUMEHCHHH METOJIOB M MEXaHHU3MOB
yIpaBJICHUsA, OTCYTCTBHEM YETKHUX IUIAHOB, OTCYTCTBHEM CHCTEMBI KOHTPOJIS U T.
1.)

human resource management HRM - ynpaBiieHue TPyIOBBIMH PECypCaMu
(HampaBJieHHEe MEHEKMEHTa, 0a30BOW HIcel KOTOPOTO SIBISCTCS TMOBBIIICHHE
HPOM3BOAUTEIILHOCTH TOCPEJCTBOM CO3/aHUS OJArONPHUATHBIX YCIOBHHA IS
JeSATEIbHOCTH COTPYAHUKOB OPTraHU3aIINH )

human resources records - management KkagpoBplii ydeT (BejeHHE
JOKyMEHTAIlMU, CBS3aHHOW C HAMOM, TMPOABIKCHUEM, TMOOIIPCHUEM |
YBOJIbHEHHEM COTPY/HUKOB)

Impoverished management - moTtepsiHHOEe ympaBieHHe (CTHIb yIpaBJICHUS,
IpY KOTOPOM YIPABJISIFOINNN TepseT KOHTPOJIb KaK 3a XOJOM BBITTOJIHCHHS 3a]1a4,
TaK ¥ 3a MOJCPKAaHHUEM XOPOIINX OTHOIICHUH C MOJYMHECHHBIMH M COXPAHCHHS
OJIaronpUATHON TICUXOJOTUYECKON aTMOC(EPHI B KOJUIEKTUBE)

impression  management -  ympaBjieHHWE  BIEYaTICHHEM  (TPUECMBI,
MO3BOJIAIONIME YEJIOBEKY KOPPEKTHPOBaTh BIICUATIICHHE, MPOU3BOJMMOE Ha
OKPYAIOIIMX JIIOJCH; HCCICIOBAHUE YIPABJICHUS BICUYATICHUEM OEpeT CBOEC
Hayaio ot padbotel M. 'opdmana "lIpencraBnenue ceds apyrum", 1959 r.)

Incumbent management - aeiicTByOIIEe PYKOBOJACTBO (JIMIIA, HAXOSIIUAECS
Ha JJAHHBIA MOMEHT Y BJIACTH, T. €. Ha BBICIINX JOJDKHOCTSIX OpraHU3aIiHN)

industrial management - ynpaBieHHe NPOMBINUICHHOCTHIO (OpraHH3alus |
HOJJIEPXKKA SSITETbHOCTH MTPOMBIIIIJICHHOTO TIPOU3BOJICTRA)

industrial  organization manager - pyKOBOAWTEIb MPOMBIIIJICHHOTO
IpeaIpUsI TS

industrial production managers - mpou3BoACTBEHHbBIC MEHEIKEPHI

information management - ympaBnenue uHbOpMalHMeld  [TOTOKaAMH
uHbopMaIuu |

innovation management - ympaBieHHWE HMHHOBAIMSAMU (HANpaBJICHUE

CTPAaTETUYECKOTO MEHEIKMEHTA, 3aHHMMAIOIIEeCs] YIpPaBICHUEM pPa3pabOTKOW U
MPOU3BOICTBOM HOBBIX TOBAPOB U YCIIYT)
integrated management system IMS - uaTerpupoBaHHasi CUCTEMa yIPaBJICHUS
interface management - ympaBieHHe [pYKOBOJCTBO| B3aUMOJCHCTBHEM
(MexXIy  B3aMMO3aBUCHUMBIMHU  OOBEKTaMHM  ympaBieHUs  (Hamp.  JABYMS
OpraHu3alMsIMU, IOPa3eJICHUsIMH, (pa3aMy IPOU3BOJCTBA U T. I1.))



international management - MexxayHapoO HbINH MECHEIKMEHT

job management - opranuzamus Tpyaa (AEATEIBHOCTH MEHEIKepa IIo
CO3/IaHUIO0 HAWIYYIIUX YCJIOBUH ISl 9 PEeKTUBHOTO TpyJa Kakaoro pabOTHHKA U
nepcoHasa B 1eJIoM)

joint  managing director - coampekTop (paszmeNseT  IMOJTHOMOYHS
UCIIOJHUTEIBLHOTO IUPEKTOPA)

joint venture administration JV administration - mpaBieHue COBMECTHOTO
MPEANPUATUS

junior manager - MIAQAIUA MEHEKEpP , MIAIIIUMNA  aJIMUHHCTPATOP,
MOMOIIHUK YIIPaBJISIOLIETO

Labor-Management Relations Act - 3akoH 0 peryJMpoBaHHU TPYIOBBIX
OTHOILLEHUN

labour of management - ynpasieH4eckuii Tpy

labour-management relations - mpow3BoaACTBEHHbIC OTHOIICHHS (OTHOIICHUS
MEXIY PYKOBOJICTBOM OpraHU3alK U €€ paOOTHUKAaMH B JIMIIE PO COI030B)

level of management - ypoBeHp ympaBneHus (TIOJOKEHUE B HEpaAPXUH
yOpaBJICHUs, OmpenensieMoe HaObopoM (YyHKIMH, MOTHOMOYMH, OO0s3aHHOCTEU
MEHEeIKepa)

line management - nuHeliHOE yIpaBlIeHUE, TUHEHHOE PYKOBOICTBO, JIMHEHHASA
CHCTEMa yIpPaBICHHS

management activity - ynpasnendeckas 1esITeIbHOCTb

management and administration - MeHeXKMEHT ¥ a IMHHUCTPUPOBAHUE

management by commitment - ynpaBiieHue 1mo o0s13aTeILCTBaM

management by consensus - KOHCEHCYCHOE yIIPaBIEHHE

management by walking around MBWA - ympaBjieHHe [MEHEIKMEHT]
METOJIOM XOXJCHHS , YNpaBJIE€HUE IMyTEeM JIMYHBIX BCTpEeY , YIPaBJICHHE Yepe3
OOIlIEHHE C KOJUIEKTUBOM , yIIpaBJieHue "u3 cpeibl MOAYMHEHHBIX"

management capabilities - ynpaBieHueckre CrmocoOHOCTH

management occupations - ymnpasieHueckue npodeccun (paszaen B Cucreme
cTtangapTHo# knaccudukaruu npodeccuii (SOC))

management potential analysis - aHanu3 moTeHIMana yHpaBiICHUS; OICHKA
MOTEHIIMaja yIpaBIeHYECKOTo MepcoHaia

management science approach - moxxoj ¢ TOYKU 3peHUSI HAYKU YIIPABICHHUSI

management theory - Teopus ympaBieHUs (COBOKYIMHOCTh Hay4HBIX
MOJIO’KEHUH, OMUCHIBAIOIINX O0IIHNE 3aKOHOMEPHOCTH B YIPABICHUH )

managerial skills - ympaBnendeckas kBanuduKalKs; YHIpaBICHUCCKUE
CHOCOOHOCTH; KOMIIETEHTHOCTD B yIPaBICHUH

metamanagement -  MeTaymnpaBlIeHHME,  METAMEHEIKMEHT  (IPHUEMBI

PYKOBOJICTBA YIIPABICHYECKUMU MPOIIECCAMMU)

middle of the road management - cOamaHCHpPOBaHHOE [rapMOHHYHOE]
yTpaBlcHHUE

office and management personnel - agMUHHCTPATUBHO-YIPABICHYCCKHIA
nepcoHan [annapar]| (MEHeIKephbl U 00CITYyKUBAIOIINUE UX padOTy COTPYIHUKH)

office manager - agmunHCTpaTOp, OhUC-MECHEIKED

operations management - yrnpaBiieHHE ONepalusIMU



operations specialties managers - onepanuonHbie MeHemKepbl (mo SOC:
3aHUMAIOTCS YIPAaBJICHUEM BHYTPHU(DHPMEHHBIMH IPOIECCAMHU; BXOIAT B pasfel
"yopasierdeckue npodeccun’)

operative  management - omeparuBHOEe ymnpaBicHHE  (YIpaBICHHE
NPENPUSTHEM, YUYPSKISHHEM Oe3 MOJNydYeHHs MpaBa COOCTBEHHOCTH, T. €. C
ONPEJICIICHHBIMA ~ OTPAHWYCHUSMH TIO BIAQJCHUIO W  PACIOPSHKCHUIO  €r0
UMYIIECTBOM, PEIICHHIO CTPATETMYECKUX BOIIPOCOB)

organization department - cTpykTypHOE MOApa3ciCHUE, MOApa3aeicHHEe

OpraHu3anuu
organizational leadership - pykoBoacTBo [yIpaBienue] opranu3anueit
organizational structure - opraHu3alMOHHas CTPYKTypa, CTIPYKTypa

OpraHm3alMu (cucreMa OTHEJIIOB U TOJPA3AEICHUM, U3 KOTOPBIX COCTOUT
OpraHu3alus, U aIMUHUCTPATUBHO-()MHAHCOBBIC OTHOILICHUS MEX/1y HUMH)

overall management - oOmee ympaBieHue; oOmEee PYKOBOJCTBO
(IeATeTbHOCTh MO YCTAHOBJIEHHWIO HauOoJiee BBITOJHBIX B3aHMMOCBS3EM BCeX
AJIIEMEHTOB YIPaBIsIEMOI CUCTEMBI U 00ecreueHnto 3(pPEeKTUBHOCTU €€ paboThl B
1EJIOM)

owner-manager - coOCTBEHHUK-PACIOPSIIUTENb (COOCTBEHHUK TPEANPUSATHS,
OCYILECTBIISIOMUN (PYHKIIMH YTIPABJISIIOILETO)

personal motivation - nWYHOCTHAs MOTHBAIMS, JIMYHBIH MOTHB, MOTHB
JUYHOTO XapakTepa

personnel administration - mnomdop W paccTaHOBKAa KaapoB, KaJpOBOE

yIpaBJiCHUE

personnel management - yrpaBieHue IepcCoHAIOM

productivity ~ of  management -  HOPOAYKTHBHOCTH  yIpaBJICHUA,
IPOM3BOIUTEIILHOCTh yIpaBJICHUS (u3mepsieTcst JTUHAMHUKOM

MPOU3BOAUTEILHOCTH/TIPOTYKTUBHOCTH OPTraHU3ALIMH B LIEJIOM)

professional management - mpodeccuonaabHOe yrpaBiieHHe (yIpaBJiCHUE,
OCYUIECTBJISIEMOE B COOTBETCTBUM C OCHOBHBIMH TMOJIOKEHUSAMH TEOPHH
YOpaBJIEHUST M COOTBETCTBYIOIIEE JIYYIIMM CTaHJapTaMU KayecTBa B ATOU
npodeccun)

project management - mpoeKTHBIM MEHEKMEHT, YIIPaBICHUE TIPOCKTOM

promotion manager - menemkep o npoxaswkeHuo (mo DOT: crmenuanuct
(otHocutcs k rpynne "CrneuualbHOCTH, CBSI3aHHBIE C MEHEIKMEHTOM [0
MpOJaKaM U pacrpeeeHuIo"), 3aHUMAaIOIIUICs TIAHUPOBAHUEM U YIPABICHUEM
MOJUTUKON MPOJAXK)

psychology of management - ncuxosorus yrnpasieHus (0Tpacib MCUXOIOTHH,
M3yYarolas CUX0JOrNYECKHe 3aKOHOMEPHOCTH YIIPABIEHYECKOH €SI TEIIBHOCTH)

purchasing manager - MeHepKep 10 3aKyIKaM; 3aBeAYIOIINI [YITpaBIISOIIHA|
OTJIEJIOM 3aKyIOK

qualification structure - kBanudukanuoHHas CTpyKTypa (Mepapxusi CTylneHen
KBAIM(PUKALMU, T. €. COOTHOIIECHHWE KBaTU(UKALMOHHBIX IMOKa3aTeiael (ypoBHS
oOpa3oBaHus, CTaka M Jp.) CIEHUATUMCTOB OTAENa, OpraHu3aluu, OTpaciH,
COLIMAJIBHO-TIPO(hEeCCUOHATBHOM IPYMIIbI U T. 11.)

quality management - ympaBiieHrne Ka4eCTBOM



research management - 1) pykoBoaCTBO [ympaBjicHHE]| HCCACIOBAHUAMU
(HayuyHBIMH) 2) PYKOBOJCTBO HWCCIICOBATEIBCKUX pPabOT (yHpaBICHUECKHIMA
NIEPCOHAJI, HAYAJIbCTBO)

safety manager - meHeKep 1Mo 6e301macHOCTH (

sales-force - management ympasiieHue TOProBBIM ITEPCOHATIOM (COBOKYITHOCTD
NPUHILIAIIOB, METOAOB U (GopM 0TOOpa, OOyueHUS U MOTHUBALMHM TOPTOBOTO
nepcoHana Gpupmbl)

self-assessment of management quality - camoolieHka KauecTBa yrnpaBICHHS

self-management - 1) = self-administration 2) , camoynpasienue (popma
NPOMBINIJICHHONH ~ J€MOKpaTUH, TpU  KOTOpOH  pabOTHHKH  BBICTYNAIOT
OJTHOBPEMEHHO CYyObEeKTaMHU yIPaBICHUS U TPOU3BOJICTBA)

shift boss - HauanpHMK [cTapinmii, Opuragup] CMEHbI, CMEHHBINA MacTep (JIMILIO,
KOHTPOJIUPYIOIllee AEUCTBHSI paOOTHUKOB M HECYIIEE OTBETCTBEHHOCTh 3a paboTy
11exa, MPOU3BOJCTBEHHOM JIMHUY U T. JI. B T€UCHHE paboveil CMEHBI)

situational management - cuTyallMOHHOE YIpAaBICHHE [JIHIEPCTBO,
PYKOBOJICTBO|

social management - conmanbHBINI MEHEIKMEHT YIPABICHUE COIUAIEHBIM
OOCITy’KMBaHUEM, OpraHU3alUs COIHAIBHOTO OOCITy>KMBaHUsA (OpraHU3aIUs
MEPONPHUATHIA TIO0 OKa3aHWIO0 COIMAIBHBIX YCIyT; TakXKe aKaJeMHUYecKas
JVCLIUIIINHA)

staff management - mrrabHoe ynpaBiieHHE [pyKOBOACTBO |

technology management - TEeXHOJOTMYSCKUIl MEHEIKMECHT, MEHEIKMEHT
TEXHOJIOTUH

top management - BeIcIIee PYKOBOJICTBO, BBICIIAS aMUHUCTPAITUS, BBICIIUH
YPOBEHb YIIPaBJICHUS

vice-manager - BuUlle-yIpaBJSIOINN, BUIC-MEHEKEP, BHIIC-PYKOBOIUTEb,
MMOMOIIHUK [3aMECTHUTEIb | PYKOBOAUTEIA



The questions of final control work from subject “Management”
Version Ne 1

1. Management and manager's job (management, manager, organization, levels
of management, leader)

2. The types of classification of functions (the general and specific functions,
personnel

administration & industrial relations functions, functions according to the degree of
authority)

3. Managing conflict (conflict, employee assistance programs, cultural
differences, particular method)

4. Characteristics of Useful Information (accurate information, timely
information, complete information, relevant information)

Executed: Ibragimov |

The questions of final control work from subject “Management”
Version Ne 2

1. The importance of human resource management (human resource
management, social significance, professional significance, individual enterprise,
effective motivation)

2. Barriers to rational decision making (lack of goal consensus, problems in
monitoring the environment, bounded discretion, noisy environments)

3. Types of Management (business management, personnel management, human
resource management, risk management, investment management)

4. Costs of stress (health problems, absenteeism and turnover, performance
problems, burnout)

Executed: Ibragimov |
The questions of final control work from subject “Management”
Version Ne 3

1. Human resource management (human resources, potential of human
resources, recruited, compensated, developed, motivated, human resource
managers)

2. The importance of information in decision making (information, decision
making, quality of the information, managerial functions)



3. Basic management models and theories (motivation and leadership, Classical
Management Theory, Human Relations Theory, Neo-Human Relations Theory,
System Theory)

4. Types of leadership behavior (directive, supportive, participative,
achievement-oriented leadership)

Executed: Ibragimov |
The questions of final control work from subject “Management™
Version Ne 4

1. The decision making process (identifying the problem, evaluating the
alternatives, selecting the best alternative, evaluating the decision)

2. Classical Management Theory (management theory, Henri Fayol, emphasis on
structure, mechanics of organizations)

3. Types of leadership (leader, leadership style, autocratic, democratic, liberal)

4. Controlling and motivation (determine the behavior, reason, direct people's,
desire or willingness, instance of motivating)

Executed: Ibragimov |
The questions of final control work from subject “Management”
Version Ne 5

1. Types of Management functions (planning, organizing, conforming,
controlling and motivation)

2. How organizations actually make decisions? (Satisficing, sequential
consideration of alternatives, performance programs, expert development, nominal
group technique)

3. Stages and levels of conflict (conflict, latent conflict, perceived conflict, felt
conflict, manifest conflict, intrapersonal conflicts, interpersonal conflict)

4. Management and manager’s job (management, manager, organization, levels
of management, leader)

Executed: Ibragimov |
The questions of final control work from subject “Management”
Version Ne 6

1. Stress in organizations. (stress, general adaptation syndrome, physical threat,
physical response, communication)
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2. The Role of Information in Management (Information, data, unorganized
facts, statistics, opinions, making decisions - planning)

3. Planning and organizing (alternative plans, allocating resources, duties and
responsibilities, coordinate the activities)

4. How organizations actually make decisions? (Satisfying, sequential
consideration of alternatives, performance programs, expert development, nominal
group technique)

Executed: Ibragimov |
The questions of final control work from subject “Management™
Version Ne 7

1. Management information system (MIS) (system, projected data, internal and
external sources, information systems)

2. The nature of conflict (conflict, values, goals, needs are incompatible,
intrapersonal conflict, resource scarcity)

3. Communication (information, transmission, communication process, oral
communication, written communication, encoding, transmitting, and
receiving/decoding)

4. Types of managerial decisions (decision, decision making, problem,
programmed decisions, nonprogrammed decision)

Executed: Ibragimov |
The questions of final control work from subject “Management”
Version Ne 8

1. The types of classification of functions (the general and specific functions,
personnel

administration & industrial relations functions, functions according to the degree of
authority)

2. Types of Management functions (planning, organizing, conforming,
controlling and motivation)

3. Stress in organizations. (stress, general adaptation syndrome, physical threat,
physical response, communication)

4. The Role of Information in Management (Information, data, unorganized
facts, statistics, opinions, making decisions - planning)



Executed: Ibragimov |
The questions of final control work from subject “Management”
Version Ne 9

1. Stages and levels of conflict (conflict, latent conflict, perceived conflict, felt
conflict, manifest conflict, intrapersonal conflicts, interpersonal conflict)

2. Management and manager's job (management, manager, organization, levels
of management, leader)

3. Barriers to rational decision making (lack of goal consensus, problems in
monitoring the environment, bounded discretion, noisy environments)

4. Types of Management (business management, personnel management, human
resource management, risk management, investment management)

Executed: Ibragimov |
The questions of final control work from subject “Management™
Version Ne 10

1. The importance of information in decision making (information, decision
making, quality of the information, managerial functions)

2. Basic management models and theories (motivation and leadership, Classical
Management Theory, Human Relations Theory, Neo-Human Relations Theory,
System Theory)

3. Types of Management functions (planning, organizing, conforming,
controlling and motivation)

4. Stress in organizations. (stress, general adaptation syndrome, physical threat,
physical response, communication)

Executed: Ibragimov |
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1.ARE YOU AN EFFECTIVE COMMUNICATOR?
Mark "T" for "true" or "F" for "false" next to each of the following statements.

1. When speaking with people who are not specialists in my field, | avoid
using jargon.

2. If  am angry, | wait until | calm down to discuss something.

3. I don't worry about nonverbal messages | convey; | expect people to rely
on my words.

4. | don't like to deliver bad news to people because | am afraid of how they
will react.

5. When warning someone about the serious consequences of their actions,
| smile so that they will feel comfortable.

6. When describing a complicated event or process, | try to keep my
language simple.

7. When explaining to my employer why | have to leave work early today, |
will tell her

| understand she is short of staff and will do what 1 can to help out in other ways.

8. When talking on the phone, | give the other person a chance to respond
to my comments before changing the subject.

9. When | receive a letter or memo from someone, | try to respond as soon
as possible.

10. | speak to someone in person whenever possible because | don't believe
written communications are very effective.

2.DO YOU PREFER CERTAIN, RISKY, OR UNCERTAIN
DECISION-MAKING CONDITI ONS?

Mark "T" for true or "F" for false next to each of the following decisions.

1. | get my hair cut at Judy's Salon every month because 1 know it will
always be cut the same way.

2. | know that if | hire the job candidate who has a master's degree in
engineering, she'll have the knowledge to do the job.

3. With the growing consumer market in China, 1 think we have a chance to
sell our products there.



4. This new computer is expensive, but | estimate that we will
generate enough business to cover the cost in just four months.

5. Both auto shops are reliable and say they can repair my car tomorrow,
but the first one says they can do it for $25 less. So I'll take my car to the first one.

6. If we don't jump into the service sector of our market, we may miss a
golden opportunity.

7. Pete always gets to the office by 8:30 Am, so I'll call him there at 8:45.

8. If | buy one health-insurance policy, I'll pay less money in premiums but a
higher deductible; if | buy another policy, my premiums will be high and deductible
lower. Since I'm generally healthy, I'll buy the first policy.

9. We think that switching to environmentally responsible packaging will
appeal to our customers, even though the packaging is not as attractive.

10. One hardware store opens at 7:00 AM and another at 9:00 Am. Only the
second store carries the brand of batteries | prefer. | don't need them first thing in the
morning, so I'll wait until the second store opens.

3.Complete these sentences

- Management is —

- The duties of a manager include ....

- Managers are involved in four main functions...

- Motivation - a reason or reasons for...

- Autocratic manager, that person ....

- We know three types of leadership....

- Leadership is the process of .....

- A decision is a choice .....

- Decision making ......

- Information -

- Characteristics of useful Information....



- Conflict a perception that......

4. UHrAn3 TMAnra TapXnuma KUanHr.

- bowkKapys ycynnapu Ba YHUHT Typnrapu —

- MeHeXXMeHT Tamonnnnapu —

- MeHeXMeHT PaHUHUHT MaKcagm Ba NpeameTy -
- XynK-aTBOpHM BOLWKapuL —

- MeHexXmeHT MaKTa6J'IapVI,' UNMUNA MEHEXMEHT, Ma'bMprVI MeHEeXMEHT, NHCOH MYHOC36aTHapM

MaKTabu, TM3MMIM EHAALLYB —
- bowKapyBHM HOMapPKasAaWTUPULL —
- Pacmuii Ba HopacMuin INOEPANK —
- Kapop Kabyn Knnuw 6ocknyunapm —

- Hn30HM KenTnpmb YnKapysum omunap -

The duties of a manager include making sure company objectives are met
and seeing that the business operates efficiently.

Motivation - a reason or reasons for acting or behaving in a particular way

Autocratic manager, that person will basically tell their employees what to
do.

Leadership is the process of inspiring and empowering others to voluntarily
commit themselves to achieving the leader's vision.

A decision is a choice made from alternative courses of action in order to
deal with a problem.



Decision making the process of choosing among alternative courses of action
to resolve a problem.

Information - Data that are relevant for a specific purpose

Conflict a perception that values, goals, or needs are incompatible.



