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F1E EFEF
Chapter 1 Management

Flv BEFSEIE
Section 1 Managers and Management

* % management * &t management process
* M H  effectiveness EIHHLEE management function
* B HE  efficiency * i+ RIEREE  planning function

* B #E manager * HLAEARE  organizing function
$21EH operative * 4 S HAfE leading function

* EEHE first-line manager * FHIERBE  controlling function
* FESHE middle manager * FARFfiE  technical skills

* WZEHEF top manager * ANFr$fE  human skills

&I M management role * AT HE  conceptual skills
APREZ M  interpersonal role ARFRITFMPW ARG L systems approach to
EBf&# A6  informational role organization effectiveness
WK EMA  decisional role

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.

BFEFEFRXFOAN ARSIA—ETESGESH A ANESN T X LAALBIF ARMNTHE
TR RN ETERENAG.

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

B T A T 2 (] S0\ — R O o 0 A 1 T 3 58 RS B A AR AN A SR B PR AR B L
=,

¥ Efficiency refers to getting the most output from the least amount of input.

BRI U DA R R R = .

[f Effectiveness is concerned with completing activities so that organizational goals are attained.
HRETEEHAL B REA.

E= Efficiency is concerned with the means of getting things done and effectiveness is concerned with the

ends.
BEBRBFOTR . BREREHHER.

EZE 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 FERAANT =M EHEETEAORME MEAR B AREENE SR AT X
L R FARALABR RO ER M.
il The system perspective can be used to describe what a manager does because organizations are open

@

systems with interrelated and interdependent parts. Within this “system”, managers coordinate the

various work activities so that the organization can meet its goals.
REMEFURAXRBREMERA A BAHAR—DFRAES, B EXBEMAELRB OIS A
RAERGT EHEEDALSHI/EES, UELHALMN BIR.

{¥ The contingency perspective (sometimes called the situational approach) is a reflection of the fact that



organizations are different and face different circumstances (contingencies); thus, they may require

different ways of managing.

AN B XA RS ) R T X — 13S0 A AR AR 9, €118 X 8 F 5 R AR
9, B BR[O A

E¥ An organization is a deliberate arrangement of people to accomplish some specific purpose.

Organizations are becoming more open, flexible, and responsive to changes.

AR A B —F O R HE, LUSE B RN AR 52 B9 B 89 H 4 A 38 O EE AT ALY L R 35 B9 AN i S AR
(AT N

FLH BIEIEICHHRIE
Section 2 The Evolvement of Management Theory

HEEHN]  code of ethics BFJEN  principles of management

#4l empowerment EMITHHE  bureaucracy

* 35 #4r T division of labor BB %K classical theorist

HHAZLE closed system AFR¥ZIZ3) human relations movement
HiESB open system AR universality of management
W H ¥ process approach HZ4TH  organizational behavior(OB)

* EZEM3E Hawthorne studies LR EI  total quality management(TQM)
sEH/R ¥ quantitative approach TP ¥ THIEHK  behavioral science theorist
B ¥ system approach — BRI HBEMEIEE  general administrative
* Bl 2% scientific management theorist

[EE Management is connected to other fields of study including anthropology, economics, philosophy,
political science, psychology and sociology.
BHGHAMS R SRR R QEALE SF¥ 0¥ BR¥ OCHEEURMESY¥.

EX Studying management history helps you to understand theory and practice as they are today. It also
helps you to see how current management concepts have evolved over time.
MREENHEFD THEAS RN ERELNELR. XA THEI YN EEBRSE/E A jE
TR .

EE Current management concepts are the result of continual development, testing. modification,

retesting, and so on.
LA ERBSREAMER RIE B . FRIEMER.

% 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.

0 AZHH—SHEEEHIMR.QERRSFIEORSE R H L EELR . TY - fiHEXTF
FEh THEMEUR T F.
EJ 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.
R« YIRS — R O —H 5 E AR HRRE RNt K B FE R AT BB —Fp 3t
7] 35 Bl A R 3 14 b 47 2 A D0, 50 s A 3R D) RE A E IR b 3R .
I} Max Weber defined the bureaucracy as the ideal form of organization.
Sy - FIEHERITBAAE XA —FEENALES.
E# The quantitative approach to management advocated the use of statistical models, equations,

formulas, and simulations for management decision making in planning and controlling.

IR RO T B O TR R A R BB A E R T i R A S S TR .
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¥ The Hawthorne studies led to a new emphasis on the human factor in the functioning of organizations

and provided new insights into group norms and behavior.

BRI BT A ALLEAT P AR B K 93— 5808 3B RS AT R R T L

3N ALAIRBL AL LASIL
Section 3 Organization Culture and Environment

* % customer * AhERIABE  external environment

* LN B supplier —fig 31 1&  general environment

* 74 H  competitor * HAKIFE  specific environment

iR X4k strong culture 43 {F  social responsibility

* B4 organization culture #t4: X % social obligation

23K & global condition #H4 W social responsiveness

AR %Y technological condition 44N social norm

A%  demographic condition BTHIEM  managerial ethics

Z% %M economic condition 5 A 14 H public pressure group

MR/ #:4 & political-legal condition EFHLIEE  symbolic view of management
4% socio-cultural condition * U AL IR organization cultural environ-
* IEAHE environmental uncertainty ment

* FIEE 2 environmental complexity EI T HEIL  omnipotent view of management

E® Organizational culture is a system of shared meaning and beliefs held by organizational members that
determines, in large degree, how they act.

HAARALRARLAONMEMGEEAR X KRR ERAEE LRETAHLARE N7 K.
EX An organization’s culture is composed of seven dimensions: innovation and risk taking, attention to
details, outcome orientation, people orientation, team orientation, aggressiveness, and stability.

Al B AR R S KU RS D e R R T m R TR E BB S A
BEH.

¥ Culture constrains managers because it acts as an automatic filter that biases managers’ perceptions,
thoughts, feelings, and actions.
XAHAFEEEENT N . ER TN ER EAEEEENIE BE BREMT.

EX Strong cultures particularly constrain managers’ decision-making options by conveying, which
alternatives are acceptable and which are not.
3R AL A 3 A A B AT ECAY (EE R E R R ARG R L EMRKEBE EH AT EHEE M RKE
.

The components of the specific environment include customers, suppliers, competitors, and public

pressure groups.

REAEHHRERZQERE SNf EEEMARENER.

EE The components of the general environment include broad economic, political/legal, socio-cultural,
demographic, technological, and global conditions.
— IR R E R ARG EMAT BUE / B e A B Sit RARM AR K.

il Environmental uncertainty is determined by the degree of change and the degree of complexity in the

environment.

PR 80 0 ASH E HE BRI T ISR (LR B A AR .

¥ Stable and simple environments are relatively certain.

Re 5 1 0 18 B A BR85 AR XS B 7E

EE The more dynamic and complex the environment, the greater the uncertainty.

HEE MR B % Z A A E A
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B Depending on how critical the stakeholder is to the organization and on the level of environmental

uncertainty, managers can scan and monitor the external environment, or they can use boundary

spanning, stakeholder management, or stakeholder partnering.

A4 1) 25 AT 56 3 X T 4 £ Y 56 4 A B A R 00 R KT, R L T LA A 8 D M 4 Sh IS IR T, 3R
F A LR R R S AR H R SRR E LK R

F4Y xR
Section 4 Planning

H45E Gantt chart FEEM  qualitative forecasting

W% entrepreneur SERTIM  quantitative forecasting

* LM critical path i1 environmental scanning

WA & scenario Hi&xitX] specific plan

BRIl scheduling * PERT M4 PERT network

it T/E planning FratEit %l directional plan

* HM it Rl  short-term plan TE i+ RIFR [T formal planning department

* K#itHl long-term plan * BT VH#i4r4r  break-even analysis

« fEMit%] operational plan L5 19%r BAr1d /&2  traditional goal setting
* R BEITR]  strategic plan * HFrEH management by objectives(MBQ)
EFBFs stated objective * ik g F MV #i{f strategic business unit(SBU)
HSCH#AR real objective * TR PEHF HF AR  Program Evaluation and Re-
#1BR4#F  marginal analysis view Technique(PERT)

i A%  time management

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.
HU TS E XARK B, il E2 R USSH Bin, UERF R ZHHX, EXMHDRAARL
TIfE.

B3 Planning is concerned with both the ends (what’s to be done) and the means (how it’s to be done).
R TS RE R (FEMMA2) . hitd RTFBAMTEHNLER).

EI Managers plan for four reasons: planning gives direction by establishing coordinated efforts, planning
reduces the impact of change, planning minimizes wasted time and resources and redundancy, and
planning sets the standards used in controlling.

EEHEHEHETFTFENEREMNE TR T H . HFNERZAHETHA. GEHELRBY
77 18] 5 Rk 2> T AR ARG w5 11 R DA /ML T (8] B TR 3R AN BT IR A9 IR B 5 1R TAE R E R TR R
ST RRUE.

E¥ Goals—desired outcomes for individuals, groups, or an entire organization—are often called the
foundation of planning because they provide the direction for all management decisions and form the
criterion against which actual work accomplishments are measured.

AR A B M ARAP NS R BE R TEMERM. B E SR EHERRRMET
] LA B A A A

EE Three contingency factors that affect planning include the level in the organization, the degree of
environmental uncertainty, and the length of future commitments.

B TR ZFER =4 GFEHA AN Z R AT E ERE, IRk & R [
K&.
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Section 5 Foundations of Decision Making

YN rule

B policy
BHF procedure
*~ K risk

* BEME  certainty

* HEHRK decision-making
PIRARHE  decision criteria
AHEH  uncertainty

* HRH¥EMH  bounded rationality

/R3EH  Delphi technique

741 electronic meeting

HWHIK intuitive decision making

ki XFE¥  brainstorming

* Rk %  programmed decision

* EBRFIE nonprogrammed decision
MR well-structured problem
AR A poorly structured problem
* RKHELFE decision-making process

EEE 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.
HERKE—MEE/ANTETATE (D) RFIRF D (2) Bk BTN ; (3) R AR M 4 A
EWHAREETR O SMERETE: O BBEEETR; (D EHEEFE; Q) iHGHREEE,

B 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.

HAAFHE—D NI ERF . SRR EEE THENENTESE TS EER, B2 .4

L. AFMEFRRBREE.

EX 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.
B RACE BB R T 10 8, RAEE BAR M, B BT B0 88, B W M ROAR 5 05, 15
LKRIFL ST AL, WA B (8] A0 AR B 240 30, 3 EL A AT LA L I 30 B A B e 42

EE Managers regularly use their intuition in making decisions. Intuitive decision-making is a

subconscious process of making decisions on the basis of experience and accumulated judgment.

BEEBRREAERH TR BB ERER — M ERNREHEL R TETE2HAR

REHIBT .

E3E Managers face well and poorly structured problems.
EFREREmM G RIFAEE, NEmMA SRR RS,

E¥ Well-structured problems are straightforward, f{amiliar, easily defined, and are solved using

programmed decisions.

Gt RAFRITRRE — B T R AR 5 558 SA9 IF AT DL FTRR R AL 2 45 77 o vk 1 ¥

& Poorly structured problems are new or unusual, involve ambiguous or incomplete information, and

are solved using nonprogrammed decisions.

G R BV R PR R F 5 Y A S BRI AR SE 8 BOAY 908 & B R R R AL B e 5 2
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Section 6 Organizing

* HZH  complexity

* IE#4k formalization

* £k centralization

* 42404k decentralization

A% VEE  job scope

544 job rotation

* HA it  organization design
IR4%i%it  job design
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HA% B job depth fk B 5454 strategy and structure

THEH BN  work team 5454 size and structure

* 3R AL S]  coercive power FARE%5H technology and structure

* AN legitimate power * E I  span of control

* & B A J1  referent power * 1514 chain of command

* HHZIS  expert power * 4t —354%E unity of command

* HH IS reward power THE%174k work specialization

* HLZ AL  line authority * LA 2 mechanistic organization

* Zif AL staff authority * HHLRA4  organic organization

* A 4EH)  organization structure * JAEERL 114t functional departmentalization
* PILE 454 network structure * M ZE 146 customer departmentalization

* fH 454 simple structure * 11 FEER1 746 process departmentalization

* HRERIZEH  matrix structure * e LB T4k product departmentalization

T ERIEER project structure * #i X & 14t geographic departmentalization
2= RIP L learning organization M THERTE]  flexible work hours/flex-time
F R4 EH)  committee structure HAAWMEMEY  life cycle of the organization
* HARERIZ54S  functional structure NIEAHEN S 4  environmental uncertainty
* ) FRILEH divisional structure and structure

E5/NEEZH task force structure

fiF An organizational structure is the organization’s formal framework by which job tasks are divided,
grouped, and coordinated. When managers develop or change an organization’s structure, they are
engaged in organizational design.
HAGHRALAPT ERABENFE TEESHEUNS A ANELRGCR. BHEEEFARETE
— PNAR R SE A REAE T R A LU TAE.

2 The {our contingency factors that influence an organization’s design are strategy, size, technology

and environment.
R 0 AR Y AR (R R - AR U BRI ER R .
EE A simple structure is an organizational design with low departmentalization, wide spans of control,

authority centralized in a single person, and little formalization.
fo SRR M JE — R IR RE TR T Mk e B S B VARUEE P T— AT, EEMARE RO AL BT,

EE A functional structure is an organizational design that groups similar or related occupational

specialties together.
ER R 45 4 R — ROl AR IS AR R B 9 & R & FE— R A A L.

A divisional structure is an organizational structure made up of separate units or divisions.
7l B A 25 4 2 — F by AH X0 ST R B AL S I AL TR B R A R

EE In a team-based structure, the entire organization is made up of work groups or teams that perform

the organization’s work.
TERTFH RIS, 5 A 24U B AT A L0 & 0T 55 /9 T 06 /N4 B0 HT BA 4 %, .
2 Organizations are using teams because it breaks down departmental barriers and decentralizes decision

making to the level of the work team.

R AL AR G POA X M EWiTR TN 2B IR T REI TERALZ K.
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Section 7 Human Resource Management
HBE validity | {EF reliability



HE%  recruitment

f# ¥ decruitment

T4 labor union

T{EdhA  work sampling
FEH .0 assessment center
ikt 2 selection process

* Y55 434T  job analysis

* A& #75 job specification
PR written essay
43P graphic rating scale
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1=

s

B 40

* G PEfE  performance appraisal

* HRE A4 job description

X EMH  critical incident

HETAEMW realistic job preview
HFHEEMNFB skill-based pay

#Z ALb# ¥  multi-person comparison
=ANTERBE 360 degree feedback

* AN A% PE K  human resource planning

* AN EFEEME LT  human resource manage-

ment process

EP Human resource management (HRM) is strategically important because various studies have

concluded that an organization’s human resources can be a significant source of competitive

advantage.

ANFEEHAARBEE S A ST A NSREN  AAMANRERREFRANERR

R

EE The studies have shown that certain HRM policies and practices, called high-performance work
practices, can lead to both high individual and high organizational performance.

Bt 7 8 78 A ) BE VR4 3 USRS B, PR 22 00 R U L AR SE 55, & R A B0 AN 4 4 B 3 Y [R)

#7t.

¥ The human resource management process seeks to staff the organization and sustain high employee

performance through human resource planning, recruitment or decruitment, selection, orientation,

training, performance management, compensation and benefits, and career development.
ANBRBEEM SR EEEL AN FEAY IEE A Bk, FRSI SIS TSR
FIFHO K& & 85 1 M FUEFL & & A R R R TR SEROKFE.

EE A job description is a written statement of what a jobholder does, how it is done, and why it is done.
RS LA B R IHMEIRE T et 4 B A A M B HEEL .

EF A job specification states the minimum acceptable qualifications that a jobholder must possess to

perform a given job successfully.

HR 45 ALE A B A B 2 8 0 JF Je 5 00 1 2 200 41 A ] e i K R BE T LA 45 52 0 W A Aot

Selection devices must match the job in question.

FEFERLA G AP RIRSKRITR.
2 Work sampling works best with low-level jobs.

T A AR I 36 1 A & TRZ WA IR 55 .

Assessment centers work best for managerial positions.

L EE S T EEIR.

¥ The validity of the interview as a selection device increases for progressively higher levels of

management.

HRIENEETFROMNE . SHEEEBERN I R MAEMLER .

[ An organization’s compensation system should reflect the changing nature of work and the

workplace.

— ™ 4 21 ) 57 B ) BE % S B AR A AR SRS A AR At

EEE An organization’s compensation typically includes base wages and salaries, wage and salary add-ons,

incentive payments, and other beneflits and services.

AR F W R B IE S A TS T AN S SOt B L LA R A AR R R AR S .



