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F1E BEF
Chapter 1 Management

F1y BEESEIE
Section 1 Managers and Management

* HE®HEE first-line manager * i+ #IBLfE planning function
* FE®SME middle manager * H4IHIEE  organizing function
* HE®HE#HE top manager *x 4TS HfE leading function
HH A management role *x 4| BLEE  controlling function
ABREZZ A interpersonal role * L ARHfE  technical skills

5 81&# Mt informational role * APrfifE human skills
WRHEME decisional role * HE&HfE conceptual skills
HFHPEE management function

EE A manager is someone who works with and through other people by coordinating their work activities
in order to accomplish organizational goals. The changing nature of organizations and work has
altered the role of managers.

B R A A A\ — & T AE sGE o B 98 A AR 1 3 9 Oy SN SE B R B AR R A T A AR
ETEHRENMG.

EE Management is the process of coordinating work activities so they’re completed efficiently and
effectively with and through other people.

B REHE R A — R S6E A TR 3 5 A EA SCEMEAZOR M YA TAEWE s iy
.

EX Robert Katz identified three skills managers need: technical, human, and conceptual. He showed
that the relative importance of these skills varied according to the management level within the
organization.

B - FERANT =ZAEEEFTEORGE, IR ARE  APRE B SRAE Mt —2E 300 T X
BHEERNALNEEKENRR, KEEHE MM RAE.

EE An organization is a deliberate arrangement of people to accomplish some specific purpose.
Organizations are becoming more open, flexible, and responsive to changes.

AR ARG —FORE 0L HE, IS BRARE 0 B 80 A8 B 25 B0 35T B R T Y 0w [ AR
1SS .

FLH EIEIBICHHRE
Section 2 The Evolvement of Management Theory

#1 empowerment H414TH  organizational behavior(OB)

* #5341 division of labor LHEFEEIS T  total quality management(TQM)
* EFEWIX Hawthorne studies T HR2ETIBE . behavioral science theorist

* B scientific management — AT E ML K general administrative
EETHAY  bureaucracy theorist

B Some important pre-twentieth-century contributions to management include the building of the
Egyptian pyramids, management practices in Venice, Adam Smith’s writings on division of labor,
and the Industrial Revolution.
0B ZHTH—LHEETHATR. GFERREFIEWEE BEHRLEEEER LY - HEXT
FEhar TR EFEEUR DL #E .
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EE Henri Fayol was the first to define management as a universal set of functions. He argued that

management is a common activity to all human undertakings, and he identified 14 principles of
management that could be taught.
BEF| o PR — AR EE A OO — 4R E A B AR 3 ok R AN KT N B — R LRI
B ARSI 14 A IR ), 3 £ 1 R U fE S AR IR i HUR .

EE Max Weber defined the bureaucracy as the ideal form of organization.

I T« 5 fr0RE T AT B UE SO — R A A AR .
FIH  ZALANCFULALAIRK
Section 3 Organization Culture and Environment

* 4k organization culture #431E  social responsibility

* FIEARHIE environmental uncertainty ¥4 X % social obligation

* AIEHE Z2¥E  environmental complexity ¥ £:WE N social responsiveness

SpIIFE  external environment HIIAE  managerial ethics

— 33 general environment EMARIEE symbolic view of management

* HAKIRHE  specific environment EFJTEEiE  omnipotent view of management

Organizational culture is a system of shared values and beliefs held by organizational members that
determines, in large degree, how they act.
A RA LR A KT INEGESER X RERKEE LYETHALR AT,

E= Culture constrains managers because it acts as an automatic filter that biases managers’ perceptions,
thoughts, feelings, and actions.
ALK ABFEREWIT R ER - AT BN, A A EEEENMRE B REMTE.

The components of the specific environment include customers, suppliers, competitors, and public
pressure groups.
RAEREHRERZRFERE NE . EREEMARE LR,

The components of the general environment include broad economic, political/legal, socio-cultural,
demographic, technological, and global conditions.
—BAENMREZCE EMNENF BUR / B8 ek A DS BAMEREAA.

E3F Environmental uncertainty is determined by the degree of change and the degree of complexity in the
environment.

PR E PEHOR TR SR R b B BE A B e B B

F4% R
Section 4 Planning

* LR critical path SERBIH quantitative forecasting

* Wit % short-term plan ®#EH4H  environmental scanning

* Kt long-term plan * PERT W% PERT network

* YEAVitH] operational plan * 54744 break-even analysis

* RESTH R  strategic plan * HFrE M management by objectives(MBQ)
SEPETM  qualitative forecasting * (R EE L ¥i{V strategic business unit(SBU)

EE Planning involves defining the organization’s goals, establishing an overall strategy for achieving
those goals, and developing a comprehensive set of plans to integrate and coordinate organizational
work.

HHIEEEEXALN B HEL R UEAXEEIR, UEF R -2ENITRES M
WAL TAE.

3 Goals—desired outcomes for individuals, groups, or an entire organization—are often called the
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foundation of planning because they provide the direction for all management decisions and form the
criterion against which actual work accomplishments are measured.
HiR (A BEHESREANHSUE SR @ 2 TENERL, B BN &S B REMET
77 1] A Be 5 A o

EE Three contingency factors that affect planning include the level in the organization, the degree of
environmental uncertainty, and the length of future commitments.
Bt TAEMRERZAR =1, AF AL MNBE R PRGN E R, DR A B [
K4

FESH FIRMEeH R R
Section 5 Foundations of Decision Making

* FlERHK decision-making SLARi R Z& ¥ brainstorming

AR YE  decision criteria * FEF Lk  programmed decision

* BRI bounded rationality * JEFR)F{Lk¥E  non programmed decision
#/R3EY:  Delphi method ZEH B[R well-structured problem
T2 electronic meeting ZEMIAR B [ poorly-structured problem

BH¥PE intuitive decision making

B¥ Decision making is an eight-step process: (1) formulating problems, (2) identifying decision criteria,
(3) allocating weights to the criteria, (4) developing alternatives, (5) analyzing alternatives, (6)
selecting an alternative, (7) implementing the alternative, and (8) evaluating decision effectiveness.
fERERE—EENANF RS (D) HH R ; (2) FaiAP SRR s (3) b YL SRARUE 43 AL AX
;W) AEREFR: G SMEEFT:(6) WHERKFEIR; (D LHEETE; ) THEREKGR.

B2 Everyone in organizations makes decisions. Decision making is particularly important in every aspect
of a manager’s job, such as planning, organizing, leading, and controlling.

AEF RN AFES E YR E R EEE TENS T T HABE T2 EZEWN, BIxX .4
B AR HOR AR EE,

The rational decision maker is assumed to have a clear problem, have no goal conflict, know all
options, have a clear preference ordering, keep all preferences constant, have no time or cost
constraints, and select a final choice that maximizes his or her payoff.

TRV PSR A R E N T A M T R R R, R H AR b o, WEE BT A R R, B WM L wE,
ZARFRR Fe T AR I B (8] AR A 19 20 3, 3F L g T DA [l e B R AL R B e FE

FH 6 2R
Section & Organizing

* 4L centralization * H AL line authority

* 434k decentralization * SR staff authority
%34 job rotation * LG5 organization structure
* 2%t organization design * W48 45#) network structure
%1%t job design * fRi¥i4EH)  simple structure
THYEHBN work team * JERERYZEH  matrix structure

* AL ST coercive power I RHPL  learning organization
* G legitimate power *x HHEERIZ5 49  functional structure
* FRE WS referent power * B\ F B LEHY divisional structure
* FZHI S expert power *x IR E  span of control

* WER S reward power *x 184 chain of command
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* i —354% unity of command * & 14k customer departmentalization
THE%£114k  work specialization * T4k  process departmentalization

* PLBRR LAY mechanistic organization * = E 174k product departmentalization

* AHLRXH Y organic organization * X E[14k geographic departmentalization

* IMEEE T4k functional departmentalization
The four contingency factors that influence an organization’s design are strategy, size, technology
and environment.
B 40 R R AR R R R e S BRI
B3 A simple structure is an organizational design with low departmentalization, wide spans of control,
authority centralized in a single person, and little formalization.
fa] SR AU GE M R — AR EE TR I 4L (SR AT M B (IR R F— D A F o, B EAEER B R AR R,
E¥ A functional structure is an organizational design that groups similar or related occupational
specialties together.
PURERIGE M B — A M SR B M RIMA S E—BHAR KT,
E® A divisional structure is an organizational structure made up of separate units or divisions.

ol A R 55 4 2 — ol phy AR X 2t 3 ) A SR L R A AR S5

FTH WS
Section 7 Leading

* 18 #F leader * WREFHEER  Fiedler contingency model
* FHJ7H managerial grid EM(BESIKEZR)  telling Chigh task-low
* {E %458 task structure relationship)

B4 S position power R (BES5 EXHR)  sclling Chigh task-high
T3 behavioral theory relationship)

FFRE  trait theories 25 (K{E % &£ &) participating (low task-
* A KAE  autocratic style high relationship)

* RFERIKAE democratic style BRULEFIKEXFE) delegating (low task-low
* JAERI XA laissez-faire style relationship)

#12-B iR path-goal theory “Bx ME 3L 3L 7 [a] %  least-preferred co-worker
1M S situational leadership theory questionnaire

Leaders can influence others to perform beyond the actions dictated by formal authority.
SFE A Lz HIERR A Z I E sk Em b A .

B3 Fiedler’s contingency model identifies two leadership styles (relationship oriented and task oriented)
and three situational variables (leader-member relations, task structure, and position power). In
situations that are highly favorable or highly unfavorable, task-oriented leaders tend to perform best.
In moderately favorable situations, relationship-oriented leaders are preferred.
REHHEERBHE T HHAS A CEEREFESFERED, UR=FEHREREGSHE - KA
KA EFEHAMPALASD) AFEFEAREFAROEREP EFRANTSEZREIT ERE
ARMERED . XREAREHTAFEEZRE.

Hersey-Blanchard’s situational leadership theory proposes that successful leadership is achieved by
selecting the right leadership style, which is contingent on the level of the followers’ readiness.
HIE - M AEOEREER AN BEIEBREROTS B TULAROAS, MEFEHTEX
ZETRBRAENE W,
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Section 8 Motivating

*x X i theory X *x {#f#K % hygiene factors

* Y i theory Y * FRIEE motivators

* FEEWHE® hierarchy of needs theory THEi%it job design

* HTEE  physiological needs I/¥EHFEM job autonomy

* HLFTFEE  safety needs THEP K4k job enlargement

* #ZFE  social needs THEEEI job enrichment

* MEEE esteem needs #E T /W flexible work hours
* BRELIMFE self-actualization needs * 581k F it reinforcement theory
=FFEEML  threeneeds theory * At expectancy theory

* RUHFE  needs for power * A equity theory

* JABRFEE needs for affiliation HirREMIE goal-setting theory
* ELEZE needs for achievement * ¥4 Jih-1% f# ¥ & motivation-hygiene theory

EE The motivation process begins with an unsatisfied need, which creates tension, and drives an
individual to search for goals that, if attained, will satisfy the need and reduce the tension.

A BRE TR EHEENTE, E-ETORER, AR NALZFRIFEN B, MR FL
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EZ Reinforcement theory says that behavior is a function of its consequences. It emphasizes the pattern in
which rewards are administered and states that only positive, not negative, reinforcement is used,
and then only to reward desired behavior.

SRALIE ST AT R G5 R 0 R B T SR VR B Il B A BB SR, 3R Ak I X ik A BUARGSR A T HE B AR SR Ak,
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ER In equity theory, individuals compare their job’s inputs-outcomes ratio with those of relevant others.
If they perceive that they are being under-rewarded, their work motivation declines. Or they may
even resign. When individuals perceive that they are being over-rewarded, they often are motivated to
work harder in order to justify their pay.

AFERUNRMESRE B M —— 718 L S A BT —— B8 th b 4T Lo 3, SRk
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EZ¥ Expectancy theory states that an individual tends to act in a certain way based on the expectation that
the act will be followed by a given outcome and on the attractiveness of that outcome to the
individual.

BEARTE L H AN BUAERIT I EEH RAF E SR, T EXFE RS NMERA RS 6t , MMEH
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FION 5
Section 9 Communication

* @ 4% communication process * F47¥#3# upward communication

* APr{4ifi interpersonal communication *x fE [ i@ lateral communication

* 4158 organizational communication * #}E¥%i# diagonal communication
* [FRA.¥i# formal communication JEF1E¥Wi#E nonverbal communication
*x JEIEAWE informal communication k7155 body language

* F47¥#i8 downward communication i&1 verbal intonation
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* PR IT active listening P4 communication network

e F 3 selective perception

Managerial communication encompasses both interpersonal communication and organizational
communication.

FHWEACE T ARG EMALEEMN KT,

2 The communication process starts with a purpose, expressed as a message. This message is
converted to symbolic form (called encoding) and passed by way of some medium (channel) to the
receiver who retranslates the sender’s message (called decoding). The entire process is susceptible to
noise-disturbances that interfere with the transmission, receipt, or feedback of a message.
WELERTFE SR NEFEENGEE . FREHEEANIGFEESRXA G, FELEN GRE) 15
REHZE, BEZEHRD0ES B R (RS X 84 o 72 32 B e 75 50 82 i . B2 7 it /2 0
MAE B LR EERRBERTRNEE,

IEE Nonverbal communication is communication transmitted without words and is reflected by body
language and verbal intonation. It affects managers because every oral communication has a nonverbal
message as well. That nonverbal message usually carries the greatest impact.
FFEWEREAEAFTE,MEBELARIES B RRANBWESF R . EFUEHBEHE, 2
EAEMOLWBEHOETFESEFE - MAXMETEGLEFAFERIHHRNES.
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Section 10 Controlling

* FifRdE4 feed-forward control * WK IE4T3h  Dbasic corrective action
* [A##E#H]  concurrent control * W BI#YE4T3) immediate corrective action
* FUis$E 4] feedback control FEEH  management by walking around (MBWA )

IEE Control is the process of monitoring activities to ensure that they’re being accomplished as planned
and of correcting any significant deviations.
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B3 In the control process, managers must first have performance standards, which come from the goals
formed in the planning stage. Then managers must measure actual performance and compare that
performance against the standards (goals). If a variance exists between actual and standard,
managers must adjust the performance, adjust the standards, or do nothing.
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R An effective control system is accurate, timely, economical, flexible, and understandable. It uses
reasonable criteria, has strategic placement, emphasizes the exception, uses multiple criteria, and
suggests corrective action.
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