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This book 1s about the job of the manager. It describes how men and women
g0 about managing the people and activities of their organization so that the
goals of the organization, as well as their personal goals, will be achieved.

I have attempted in this book to convey the very positive view [ have of the
manager’s job. 1 believe the job of a manager i1s among the most exciting,
challenging, and rewarding careers a person can have. Individuals can, of
course, make great contributions to society on their own. But it is much more
likely that major achievements will occur in managed organizations — not only
businesses, but also universities. hospitals. research centers. governmental
agencies, and other organizations. Such organizations bring together the talent
and resources that great achievements require. The individual manager, there-
fore, has a much greater chance to be involved in a significant and far-reach-
ing activity than the individual working alone.

I also believe that in addition to being fun and rewarding, a managerial
career 1s critically important. The problems our society faces today — and, most
likely. the problems it will face in the foreseeable future — require the type of
large-scale solutions only governments and other organizations can provide.
How well we learn to manage such problems as pollution, the energy crisis,
overpopulation. and poverty may help determine whether we survive as na-
tions, cultures, or even as a species. The skill of organizational managers will
be a vital factor in our ability to meet our society’s tasks and challenges. The
information in this text is designed to help you, the reader, develop these vital
managerial skills.

In this text 1 have chosen to address the reader as a potential manager. At
times, in fact, 1 even adopt a tone that suggests the reader already 1s a manager.
This decision was a deliberate one: I want to encourage the reader to start
thinking like a manager as soon as possible. Obviously, the earlier one learns
to think like a manager, the gquicker one can develop managerial effectiveness.
But there is another. more basic reason I approach the reader as if he or she
already werc a manager. All managers, but especially young managers just
beginning their careers. are evaluated in large part on how effective they are
as subordinates. The more successful an individual is as a subordinate, the
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more successful his or her career is likely to be. And one of the best ways of
learning how to be an excellent subordinate 1s to learn how to think like a
manager. Thus, addressing the reader as a manager (or at least as a prospective
manager) is meant to be a helpful way of improving the reader’s chances for
future managerial and career success.

The material in this text has been selected with two objectives in mind: to
provide the reader with information that is useful and relevant and to give the
reader an understanding of the management field. Thus. most chapters have
a practical orientation —how organizational realities affect the ethical behavior
of managers (Chapter 3): how managers carry out the strategic planning proc-
ess in their organizations (Chapter 5): when managers and subordinates
should make dectsions together (Chapter 7);: how many subordinates should re-
port directly to each type of manager (Chapter 10): how managers can be effec-
tive participants and leaders of groups and committees (Chapter 12); how
organizational conflict can be managed (Chapter 14): what leadership styles
are most effective in different types of situations (Chapter [ 7); what organiza-
tional realities and career strategies young managers should be aware of in
order to manage their careers effectively (Chapter 20); and how managers can
devise control systems that will be accepted by their subordinates (Chapters
21 and 24). Every attempt has been made to eliminate the use of management
jargon. which so often hampers the readability of books on management. In-
stead. clear and familiar language is used so that the material will be easily
accessible to the reader. Where a new term is introduced. it is set off in italics
and clearly defined. The text has also been made more useful to students by
covering different types of organizations—nonprofit, governmental, and
business —in the belief that students will be assuming a wide variety of man-
agement positions,

The field of management has grown so rich that it i1s impossible to describe
the work of all management writers and theorists in an introductory text. In-
stead. this text describes the major schools of management thought in one
introductory chapter (Chapter 2); the remainder of the text includes material
from a wide variety of sources that seemed most useful to the reader. The text
does not. however, neglect the classical works in the field of management and
in addition often includes the first pieces of research in a new area of inquiry.

This book attempts to integrate the major approaches to the basic intro-
ductory management course — the classical. behavioral. and quantitative ap-
proaches —and the emerging systems and contingency perspectives. The struc-
ture of the book is based. in large part, on the classical approach because (1)
managers themselves still seem to find it quite useful: (2) students find 1t to be
a good “*handle” and lead-in to the management field; and (3) 1t provides an
excellent organizing framework for all the management approaches. I believe
that the various schools and perspectives in management have been grow-
ing closer for a number of years and that the reader’s best interests are served
by a text that takes an integrative point of view. Of course. wherever appropri-
ate, | have specifically noted some of the important differences in the under-
lying values, assumptions. and action implications of the various approaches.
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Pedagogical
Aids

| have tried to present the matertal in such a way as to be most helpful to
students and teachers alike. The chapters in the text are designed to stand on
their own, so instructors can deal with the various topics 1n whatever order
they choose. However. in order to show how integrated the management field
1s, I have included a large number of chapter cross-references. The book as a
whole is organized in a way that has proven successful in many introductory
management courses.

Objectives. Each chapter begins with a hist of learning objectives. These tell
the reader specifically what he or she should know after reading the chapter.
The reader can use these objectives as a study aid.

IHustrations and Tables. A large number of colorful and informative charts,
tables, cartoons, and other illustrations have been included in this text. They
have been designed to convey information in an attractive and readily compre-
hensible form. The boxed inserts in the text provide the reader with interesting
supplementary information or summarize important material in the text.

Summary. A summary at the end of each chapter helps the student review the
material presented in that chapter. The summary contains key information,
concepts, and terms.

Review Questions. An additional study aid is the list of review questions that
follows each chapter. These questions help students pull together and inte-
grate the basic contents of the chapter. In addition, the questions give students
an opportunity to see how their own values will affect the way they apply
management principles.

Case Studies. The case study method has long been recognized as an eftective
means for helping students acquire and learn to apply management concepts.
This text contains a total of twenty-nine cases. most of which have been class-
room-tested for effectiveness. The cases describe situations in business as well
as nonbusiness organizations. Each of the five units in the text opens with a
major case that is designed to cover the key concepts of the entire unit. Each
chapter closes with a shorter case study or incident that is designed to high-
light key concepts of the chapter. Both types of cases are followed by case
questions that are designed to help students focus on the important aspects of
the case.

Supplements. A Study Guide and Workbook is available to help the student
review. understand. and integrate the material in the text. Each chapter 1n
the workbook includes a review outline. a list of key terms and concepts, and
a series of self-test questions. A separate Instructor's Manual, Test Item
File, and set of Transparency Masters are also available.
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