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Management is organized around the traditional management functions of
planning (and decision making), organizing, leading, and controlling. This
framework is generally accepted as the most effective way to describe the
management process. Part | introduces to readers the basic context in which
managers work. The next four parts provide in-depth treatments of each of the
four basic functions. Finally, Appendix provides some insight into managerial
careers. Integrative cases are added at the end of each part.

One theme of this book is to explain theories through diagrams; another
theme is to introduce theories systematically to help shape readers’ thinking
ways; to fully appreciate the role and scope of management in contemporary
society, it is very important to make clear how to apply concepts in the real
world, therefore, the third is to balance theory and practice by means of case
studies.

PART1 An Introduction to Management

| THE NATURE AND ROLE OF MANAGEMENT

2 THE EVOLUTION OF MANAGEMENT THOUGHT

3 THE CHANGING ENVIRONMENT OF ORGANIZATIONS AND MANAGERS

4 ORGANIZATIONAL CULTURE, SOCIAL RESPONSIBILITY AND BUSINESS
ETHICS '

PART2 Planning and Decision Making
PART3 Organizing

8 AN INTRODUCTION TO ORGANIZATION DESIGN
9 ORGANIZATIONAL CHANGE AND INNOVATION
10 HUMAN RESOURCE MANAGEMENT

5 FOUNDATIONS TO DECISION MAKING . "
6 BASIC ELEMENTS OF PLANNING Concise English for Management

A g
7 STRATEGIC MANAGEMENT Fi g through diagrams

PART4 Leading

11 MOTIVATION
12 LEADERSHIP
13 GROUPS AND TEAMS
14 COMMUNICATION AND CONFLICT

PARTS Controlling
13 THI: NATURE OF CONTROL
APPENDIX MANAGING YOUR CAREER




Part One
An Introduction
to Management

Unit 1 The Nature and Role of Management

Unit 2 The Evolution of Management Thought

Unit 3 The Changing Environment of Organizations and Managers

Unit 4 Organizational Culture, Social Responsibility and Business
Ethics

Cases

You Be the Consultant

Learning objectives

)

~ After studying this part, you should be able to:

Describe the nature of management, define management and managers.

Discuss the science and the art of management.

Summarize and evaluate the classical perspective on management; the
behavioral perspectwe on management; the quantitative perspective on
management; the systems and contingency approaches to management and
explain the integrative framework of management perspectives.

Discuss the nature of the organizational environment and identify the
environments of interest to most organizations.

. idetmfy and describe how the environment affects orgamzatlom and how
organizations adapt to their environment.

Describe the nature of international business, including its meaning, recent
trends, the management of globalization, and competition in a global
environment.
~ Discuss managerial ethics, the concept of social responsibility and specify to
whom or what an organization might be responsible.
\
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“To be or not to be*+-” This is an important question for aspiring managers. Exactly
what is the meaning of the word manager? What does a manager do? How does a manager
go about getting the job done? What types of skills are needed? Unit 1 answers these
questions.i think you will find that management is hard work, but work filled with potentially
great rewards.

Unit 1 explains that managers’ work in organizations. Organizations have goals, a
structure to accomplish work, and people to get the work done. In essence, these are the
ingredients of the management “recipe” . This unit introduces you to two words that are
related but different. These words are “efficiency” and “effectiveness.” Pay special attention
to these words as you read the unit because good management is concerned with attaining
goals as efficiently as possible.

Luckily, you do not have to reinvent the wheel (or in our theme, revert to silent
pictures ) . Management scholars have developed a four-step process for managing
organizations. This four-step process includes planning and decision making, organizing,
leading and controlling.

Carefully review these activities because the continued popularity of the process
approach is a tribute to its clarity and simplicity .

According to Henry Mintzberg, managers engage in ten “managerial roles” that can be
grouped into three primary headings—interpersonal relationships, the transfer of information,
and decision-making. When you are a manager, you will find that there are certain skills that
help you produce the intended end product. These skills are: conceptual skills, interpersonal
skills, and technical skills. Unit 1 will give you a description of these skills. I believe you will
be sold on their validity and will be motivated to expand your own management skill set.

Lastly, you might pose the “why” question. Exactly why it is worth your time to study

.3 .



Management

management. [ believe unit 1 offers many insights about how management impacts our daily
lives and why you will want to study this topic.
Well, sit back and enjoy this production of the fundamentals of management.

0 What Is an Organization? )

An organization is defined as a group of people working together in a structured and
coordinated fashion to achieve a set of goals.The common characteristics of organizations are
shown as follows: they have a distinct purpose (goal) , are composed of people, and have a
deliberate structure.

Figure 1-1 Common Characteristics of Organizations

Organizational resources include human resources ( managerial talent and labor ),
financial resources ( capital investments to support ongoing and long-term operations ),
physical assets (raw materials, office and production facilities, and equipment ), and

information(usable data, information linkages) .




L. Human Financial Physical Information
Organization Resources Resources Resources Resources
Shell Oil Drilling ~ platform  p Refineries Sales forecast
workers Stockholder Office buildings ~ OPEC
Corporate investments proclamations
executives
fowa State Faﬁulty Alumni Computers Research reports
University Secretarial staff contributions Campus facilities Government
Government grants publications
New York City  Police offices Tax revenue Sanitation Economic
Municpal Govemment grants  equipment forecasts
employees i Municipal Crime statistics
' buildings
Susan’s Comer  Grocery clerks Profits Building Price lists from
Grocery Store Bookkeeper Owner investment  Display shelving suppliers
Newspaper  ads
for competitors
Figure 1-2 Examples of Organizational Resources

0 What Is Management? |

Management is a set of activities (planning and decision making, organizing, leading,
and controlling) directed at an organization’s resources ( human, financial , physical,, and
information) with the aim of achieving organizational goals in an efficient and effective
manner.

The basic purpose of management is to efficently use resources wisely and in a cost-
effective way.

* Efficiency

“Doing things right” is to get the most output for the least inputs.

* Effectiveness

“Doing the right things” is to attain organizational goals.




Management

.Management is the process by which a cooperative group directs actions of others toward common

goals (Massie and Douglas) .

. Management is the process of working and through others to effectively achieve organizational
objectives by efficiently using limited resources in a changing environment (Kreitner) .

.Management is the coordination of all resources through the processes of planning, organizational

directing, and controlling in order to attain stated objectives (Sisk) .

. Management is establishing an effective environment for people operating in formal organizational

groups (Koontz and O’Donnell) .

.entails activities undertaken by one or more persons in order to coordinate the activities of others in

the pursuit of ends that can not be achieved by any one person ( Donnelly, Gibson, and

Ivancevich) .

Figure 1-3 Contemporary Definitions of Management

Efficiency (Means) Effectiveness(Ends)
Goal
~ Attainment

Low Waste High Attainment

Management Strives for:
Low Resource Waste (high efficiency)

High Goal Attainment (high effectiveness)

Figure 1 -4 Effectiveness and Efficiency in Management



° What Is a Manager?

A manager is someone whose primary responsibility is to carry out the management
process, who plans and makes decisions, ofganizes, leads, and controls human, financial,
physical, and information resources, and who works with and through other people by
coordinating and integrating their work activities in order to accomplish organizational goals.

The three levels of managers are: top managers who are responsible for making
organization-wide decisions and establishing plans and goals that affect the entire
organization; middle managers who are primarily responsible for implementing the policies
and plans of top managers, supervising and coordinating the activities of lower level
managers; first-line managers who are at the lowest level of management and manage the work

of nonmanagerial employees .

~ First-Line Managers

Nonmanagerial Employees

Figure 1 -5 Managerial Levels

Kinds of managers by area are marketing managers who work in areas related to getting
consumers and clients to buy the organization’s products or services ( new product
development, promotion, and distribution ) ; financial managers who deal primarily with an
organization’s financial resources(accountmg,cash management, and investments) ; operatlons
managers who are concern with creating and managing the systems that create organization’s
products and services ( production control, inventory, quality control, plant layout, or site
selection) ; human resource managers who are involved in human resource planning, recruiting

and selecting employees, training and development, designing compensation and benefit

o 7 .




Management

systems, formulating performance appraisal systems, and discharging low-performing
employees ; administrative managers who are familiar with all functional areas of management
and who are not associated with any particular management specialty .

And organizations have developed specialized managerial positions (e. g. public

relations managers) directly related to the needs of the organization.

Levels of Management

Top managers

Middle managers

, ) o S & > o
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Areas of Management Qs& X

Figure 1 -6 Kinds of Mangers by Level and Area

°What Do Managers Do? |

| Fumetional Approach

- The four management functions include that planning and decision making is the process
of setting an organization’s goals, selecting a course of action from a set of alternatives and

. . deciding how best to achieve them; organizing is the process of determining how activities and
Un lt resources are to be grouped and how best to group activities and resources; leading is the set
1 of processes used to motivate members of the organization and get them to work logether to

advance the interests of the organizaticn; and controlling is the process of monitoring and

- 8 -



correcting ongoing activities to facilitate the organization’s goal attainment.

Lead to

@Rolesw

Henry Mintzberg identified ten managerial roles that managers undertake to accomplish
the management functions, and grouped these roles into three categories—interpersonal roles
include figurehead, leader, and liaison involving how a manager interacts with other people;
informational roles include monitor, disseminator, and spokesperson roles involving the
processing of information, that is, how a manager exchanges and processes information; and
decisional roles include entrepreneur, disturbance handler, resource allocator, and negotiator

involving how a manager uses information in decision making.

All managers need skills. Technical skills are abilities to think analytically and achieve
integrative problem solving, for example , knowledge and proficiency in a specific field ; human
skills are abilities to work well with other people, to communicate with, understand, and
motivate both individuals and groups; conceptual skills are abilities to think and
conceptualize about abstract and complex situations concerning the organization. For
example, using information to solve business problems, identifying of opportunities for
innovation; recognizing problem areas and implementing solutions, selecting critical
information from masses of data, understanding of business uses of technology and
organization’s business model.

Still, some other skills are needed, such as diagnostic skills ( the manager’s ability to
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