Study Guide
Thomas

/MANAGEMENT

rd edition e R




ce3
T45

9761402

Study Guide
MANAGEMENT

3rd Edition
Griffin

Joe G. Thomas
Middle Tennessee State University

761402

HOUGHTON MIFFLIN COMPANY Boston
Dallas Geneva, Illinois Palo Alto Princeton, New Jersey

o o



Copyright e 1990 by Houghton Mifflin Company. All rights reserved.

No part of this work may be reproduced or transmitted in any other form or by any
means, electronic or mechanical, including photocopying and recording, or by any
information storage or retrieval system without the prior written permission of Houghton
Mifflin Company unless such copying is expressly permitted by federal copyright law.
Address inquiries to College Permissions, Houghton Mifflin Company, One Beacon Street,
Boston, MA 02108.

Printed in the U.S.A.
Library of Congress Catalog Card Number: 89-080938

ISBN: 0-395-52341-9

ABCDEFGHIJ-WC-9543210/89



e FEGUIGTR: AR 5 S P YT > 0 S
2 LS 8T A Sl A B 3

( 4 A ;i B
ST A

Study Guide

MANAGEMENT
3rd Edition




TO THE STUDENT

This study guide has been designed to be used with Management, Third Edition, by Ricky W.
Griffin. It was developed to assist you in learning the definitions, concepts, and relationships
presented in the textbook, and to help you evaluate your knowledge and understanding of these
materials.

For each chapter in Management, this guide contains the following sections:

Pretest

Learning objectives
Chapter outline

Key terms

Multiple choice questions
True or false statements
Matching exercise
Completion exercise
Posttest

10. Annotated answers

Nl B Sl ol

The pretest consists of 12-15 multiple choice questions and true or false statements that
you should try to answer as soon as you have completed the chapter in the text, but before you
work through the rest of the review material in the study guide. These questions are designed to
jog your memory about the key concepts in the chapter and to let you know immediately if there
are any gaping holes in your comprehension.

The learning objectives, which are also listed in the main text, are a set of goals that you
should keep in mind and try to achieve when studying a specific chapter. You will find it
particularly helpful to review them at the beginning of the chapter and again after you have
completed your review. In this way, they will help you put key concepts and ideas into a broader
framework. "

The principal topics in each chapter are listed in the chapter outline. This outline provides
a concise overview of the chapter and shows at a glance the major concepts and their relationship
to each other. Before you attempt to complete the questions and exercises for a specific chapter,
it is suggested that you reread the outline to refresh your memory.

The list of key terms found in the chapter (those that are printed in bold type) can help you
focus on the most important terms in the chapter. It will be very helpful to you if you try to
define or produce examples of each term as you study. These terms will be used repeatedly in the
text as well as in the study guide questions. In several cases, these terms are repeated as key
terms in subsequent chapters since they are an integral component of the study of management.

The multiple choice questions and the true or false statements are designed to aid you in
testing your understanding of management terminology, concepts, and relationships. Some of
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these exercises deal with definitions and details, while others focus on the broader aspects of
management decisions and activities.

The matching exercise focuses on the important terms, people, and theories in a chapter. It
is suggested that you do this exercise shortly after reading the chapter to allow you to master
important definitions quickly.

The programmed completion provides an overall summary of the contents of the text chapter.
Dealing with both specific details as well as general relationships, it offers a method for both
learning and testing your knowledge. When working with the programmed completion, you should
cover the left-hand column of suggested answers with the mask located inside the front cover of
this book. After answering a question, move the mask down so the answer is exposed. Do not be
overly concerned if your answers are not exactly the same as those suggested. The purpose of this
exercise is to improve and evaluate your understanding of management topics and relationships
rather than to encourage you to memorize.

The posttest, which consists of multiple choice questions and true or false statements,
provides immediate feedback about your comprehension of all the major topics in the chapter.
It will show at a glance if there are any areas that require further study or review.

The last part of each chapter supplies the answers to all the objective questions, including
the pretest, multiple choice questions, true or false statements, matching exercise, and the posttest.
These answers are provided to help you evaluate your understanding of the material in the
textbook chapter. To achieve this purpose, you should refer to these answers only after you have
completed the questions.
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CHAPTER 1

MANAGING AND THE
MANAGER’S JOB

PRETEST

'/ 1. One of the basic activities in the management process is
a. procuring physical resources.

b. organizing.

c. handling disturbances.

d. managerial development.
e. leaming.

[\ 2. Resources used to achieve organizational goals include
a. human resources.

b. planning and decision-making resources.
c. healthcare facilities.
d. managerial roles.
e. analytical skills.
3. can be defined as a group of two or more people working together to

attain a set of goals.
a. Management

b. Decision making
c. Business

d. Managers

e. Organizations

4, Managers achieve organizational goals by carrying out four basic managerial functions.
These functions do not include
a. planning and decision making.

b. controlling.

c. leading.

d. human resource processing.
e. organizing.

© 1990 Houghton Mifflin Company. All rights reserved. Managing and the Manager’s Job 1
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Decisional roles performed by a manager include that of

a.

o Ao o

monitor.
entrepreneur.
disseminator.
spokesperson.
leader.

Managerial skills that involve the ability to communicate with, understand, and motivate in-
dividuals and groups are

a.

oo o

informational skills.
interpersonal skills.
technical skills.
diagnostic skills.
conceptual skills.

The potential advantages of education as a source of management skills include

I S O

a well-developed program of study.

familiarity with current research related to management.

the ability of students to devote full-time energy to learning.
increased understanding of management theory.

all of these.

Formal college education is the only way to learn management
skills.

A manager’s job involves combining and coordinating resources to achieve the organiza-
tion’s goals.

Efficiency means doing things in a systematic fashion without unnecessary waste.

Middle managers are primarily responsible for implementing and following through on op-
erating policies and plans.

Operations managers are concerned with establishing the systems that produce an organiza-
tion’s products and services and they control the day-to-day activities within these systems. :

There is only one right way to combine managerial functions and organizational resources to
achieve organization goals

LEARNING OBJECTIVES

¢ Define management and managers.

2 Chapter 1

Identify and briefly explain the four basic management functions.

Describe different kinds of managers from the standpoints of level and area.

© 1990 Houghton Mifflin Company. All rights reserved.



CHAPTER OUTLINE
I.  Management and Managers Defined
II. The Management Process
B. Organizing: Coordinating activities and resources
C. Leading: Motivating and managing employees
D. Controlling: Monitoring and evaluating activities
III.  Kinds of Managers
A. Levels of management
1. Top managers
2. Middle managers
3. First-line managers
B. Areas of management
1. Marketing managers-
2. Financial managers
3. Operations managers
4. Human resource managers
5. Administrative managers
6. Other kinds of managers
IV.  Critical Roles and Skills
A. Managerial roles
1. Interpersonal roles
2. Informational roles
3. Decisional roles
B. Managerial skills
1. Technical skills
2. Interpersonal skills
3. Conceptual skills
4. Diagnostic and analytic skills
V.  Acquiring Management Skills

Identify the primary roles and skills of managers.

Summarize the scope of management.

Discuss education and experience as sources of management skills.

A. Planning and decision making: Determining courses of action

© 1990 Houghton Mifflin Company. All rights reserved.
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VII.

A. The role of education

B. The role of experience

The Scope of Management

A. Management in profit-seeking organizations
1. Large business
2. Small businesses
3. International management

B. Management in not-for-profit organizations
1. Government organizations
2. Educational organizations
3. Healthcare facilities
4. Management in nontraditional settings

Summary of Key Points

KEY TERMS

organization
management
efficient

effective

manager

planning

decision making
organizing

leading
controlling
interpersonal roles
informational roles
decisional roles
technical skills
interpersonal skills
conceptual skills
diagnostic and analytic skills

MULTIPLE CHOICE QUESTIONS

4

Chapter 1

1. Goals toward which an organization might work include

© 1990 Houghton Mifflin Company. All rights reserved.



Raw materials, production facilities, and equipment are examples of

o pe o

profit.

social responsibility.
growth in sales.
return to stockholders.
all of these.

resources.

a. human

b. monetary

c. physical

d. information
e. none of these

Which of the following is not a managerial function?

oaoow

organizing activities

controlling organizational activities
efficiently obtaining resources
planning and decision making
leading

The process of planning, organizing, leading, and controlling resources to achieve organiza-
tion goals is

a.

°oaog

management.
organization.
strategic planning.
motivation.
administration.

Titles of individuals considered to be first-line managers include

a.

°oaeg

president.

plant manager.
division head.
foreman.

chief executive officer.

Managers who typically spend a large portion of their time directly supervising the work of
subordinates include

a.

cae g

top managers.

middle managers

chief executive officers.
first-line managers.
plant managers.

According to Mintzberg, a manager who serves in a figurehead, leadership, or liaison role is
filling a(n)

© 1990 Houghton Mifflin Company. All rights reserved. Managing and the Manager’s J ob 5
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a. informational role.

b. operations role.

¢. decisional role.

d. disturbance handler role.
e.

interpersonal role.

The decisional role of the manager does not include acting as

a. spokesperson.

b. disturbance handler.
c. resource allocator.
d. negotiator.

€. entrepreneur.

Prerequisite skills for managerial success at the middle and lower organizational levels in-
clude

a. technical skills.

financial skills.

marketing skills.

negotiating skills.

managerial skills.

L S T

Skills that enable the manager to recognize an organization’s problem and to identify its
probable cause are
a. technical skills.

b. diagnostic skills.

c. interpersonal skills.
d. analytic skills.

€. negotiating skills.

Managerial skills may be developed through
a. executive development programs.

b. in-house training programs.
C. experience.

d. formal education.

e. all of these.

Examples of not-for-profit organizations do not include
a. government organizations.

healthcare facilities.

churches.

educational organizations.
- international corporations.

°oao o

The largest number of profit-seeking businesses in the United States are
a. small businesses.
b. large businesses.

6 Chapter 1 © 1990 Houghton Mifflin Company. All rights reserved.



¢. international businesses.
d. governmental agencies.
e. healthcare facilities.

TRUE OR FALSE STATEMENTS

\TJF 2
T(F) 3
T)F 4
T) F 5
T F 6
T)F 7
T)F 8
T‘iF\'\; 9
T(F) 10

( T)F 11.
(T)F 12
T/F) 13
T F/ 14
T(F) 15.
TF 16

Physical resources utilized by a manager include the financial capital employed in opera-
tions. '

Successful management involves being both efficient and effective.

Managers progress through the management process in a step-by-step fashion.
Planning focuses on an expected or desired future situation.

First-line managers supervise and coordinate the activities of operating employees.

After establishing a workable plan, the next step for the manager is to motivate and manage
the employees through the process of leading.

Administrative or general managers have some familiarity with all functional areas of man-
agement.

According to the research of Mintzberg, in a typical day the bulk of a CEO’s time is spent in
scheduled meetings.

One of the key findings from Mintzberg’s research is that managers need a limited number of
skills to perform their jobs efficiently and effectively.

Technical skills are most important in enabling managers to grasp the ways in which compo-
nents of the organization fit together and to see “the big picture.”

A manager may have good technical skills without having good conceptual skills.
The proportion of managers with college degrees has increased during recent years.
Most organizations in the United States are big businesses.

International management has dramatically declined in importance as a field of study in
management.

Good management skills are unnecessary in not-for-profit organizations.

There are many ways in which managerial functions and the organization’s resources can be
combined to achieve organizational goals.

© 1990 Houghton Mifflin Company. All rights reserved. Managing and the Manager’s Job 7
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EXERCISE

Use the set of terms to identify the following sentences and phrases. On the blank line next to each sentence or
phrase, place the letter of the term that the statement describes. (Note: Some terms may not be used. Some

statements may

require more than one answer.)

A. organization J. technical

B. education K. human resource managers

C. manager L. diagnostic

D. top management M. analytic

E. controlling N. management

F. operations O. financial resources

G. middle management P. not-for-profit

H. planning Q. experience
I. conceptual

__L__ 1. A group of two or more people working together to attain a set of goals.
f'/‘ 2. Anindividual who plans, organizes, leads, and controls human, financial, physical, and in-

e
\/

r 5.
\i‘”

u’l‘ 6
[
MR

D
A
~

(o 10.

formation resources.

The management function that involves determining what an organization’s position is to be
at some time in the future and how best to reach that position.

The level of management responsible for establishing the organization’s goals, overall strat-
egy, and operating policies.

Managers who are involved with hiring, maintaining, and discharging an organization’s
employees.

Managers at the middle and lower organizational levels especially need
skills for effective task performance.

Managerial skills that utilize the ability to determine key variables and relationships among
the variables.

The two primary sources of managerial skills are and

Intangible goals such as social service and national defense are often the primary aim of
organizations.

Resources used by a firm to finance both ongoing and short-term operations.

8 Chapter 1 © 1990 Houghton Mifflin Company. All rights reserved.



COMPLETION

human, financial

physical, information

manager

planning
organizing
leading

controlling

top, middle
first-line, Top

marketing, finance
administration, human

resources, operations

interpersonal, informational

decisional

monitor, disseminator
spokesperson
disturbance handler

resource allocator

Technical

conceptual

© 1990 Houghton Mifflin Company. All rights reserved.

Management is the process of planning, organizing, leading, and controlling

an organization’s ; 3

,and resources to achieve

organizational goals in an efficient and effective manner. A

, then, is someone whose primary activities are a part of

the management process.
Organizations, and therefore management and managers, play a signifi-
cant role in almost all of our daily activities. Within the management process,

four basic functions are performed: (determining courses

of action),

(coordinating activities and resources),

(motivating and managing employees), and

(monitoring and evaluating activities).

Managers can be classified by their level or by their area of responsibil-
ity. The three levels of management are . »

and . -level managers are

most involved in long-term planning for the entire organization.
Classifying managers by area of responsibility could include managers

of i ,

i and other kinds of managers.

Within an organizational context, managers perform three basic types

of roles: , , and

roles. The interpersonal role includes the roles of

figurehead, leader, and liaison. The informational role includes the

roles of ) .

and . The four decisional roles are entrepreneur,

, and negotiator.

Managers need a variety of skills to effectively and efficiently perform
their organizational roles. Such skills include technical, interpersonal, con-
skills are the
most important for first-level managers, but skills

ceptual, diagnostic, and analytic skills.

are of primary importance to top-level managers. Managerial skills may be

Managing and the Manager’s Job 9



education, experience

profit-seeking

not-for-profit

POSTTEST

acquired through or . Man-

agement process skills may be applied in a variety of settings, including

organizations (such as large and small businesses

and international firms) and organizations (such as

government and education).

A 1. Resources used to achieve organizational objectives include

a.

LS TR A=

human resources.
organizational resources.
healthcare facilities.
information processing.
decisions.

Managers achieve organizational goals by performing four basic managerial functions.

These functions do not include

oo o

i

information processing.
controlling.

leading.

organizing.

planning.

plan, organize, lead, and control human, financial, physical, and in-

formation resources.

a.

o a0 o

Stockholders
Organizations
Leaders
Supervisors
Managers

\%( 2 4. Decisional roles include that of

a.

o aeng

monitor.

entrepreneur.
disseminator.
information processor.
planner.

Skills that determine key variables in a situation, identify the relationships among the vari-

ables, and establish priorities are called

a.
b.
c.

10 Chapter 1 -

informational skills.
analytic skills.
technical skills.

© 1990 Houghton Mifflin Company. All rights reserved.



