ASHEEE )

[E] HiEL S HERERS (SOA)
Scottish Qualifications Authority

Unit Student ‘ Guide

SCOTTISH

| QUALIFICATIONS
) AUTHORITY



ATSHES

(5] HiE 2 ¥ HERERS (S0A)
Scottish Qualifications Authority

Student Guide

& PENEFBRME

SCOTTISH /\«
IFICATIONS
AUTHORITY



EEMEEBIE EF: 01-2004-48505
EBER®KE (CIP) ¥#E

AABERRER MBIRKRZIFEHREEERLE  -LF.: PRNRKEF B KR,
2004.9

ISBN 7-80169-588-7

I A Dk MOFHDHAKB-FREZ-FMH-EXQUERFE-HM-EL
IV.DF2412936

P E A E HCIPRIEHF (2004) #081926%5
“First published by CMEPH”
“All Rights Reserved”
“ Authorized Apograph/ Translation/Adaptation of the editions by the Scottish Qualifications
Authority. All Intellectual Property Rights vest in the Scottish Qualifications Authority and no
part of these “Works” may be reproduced in any form without the express written permission

of Scottish Qualifications Authority”

= H W & PEKSGHRT

‘E. o AFRTFTRRRE AW HK2A4T
& FEXAAANEILE

g 5 HBELSRES 100007

% X % B 3% (010) 68320825 68320517
E 5 3 & H (010) 68320634

S 2 I |z # senssn

g & = B Rl EAHEGAS

£ % § F K 787x1092 1/16

A T B & 2004594 1K
50T F Bk 2004598 % 1K

g B % 7.75

£ ®  # 2000%

g # 2 ISBN 7-80169-588-7/G+178

R A @R



China Modern Economic Publishing House

Managing People and Organisations:

An Introduction  Unit Student Guide

Contents

1 Introduction to the Scottish Qualifications Authority

2 Introduction to the Unit

2.1
2.2
2.3
2.4
2.5
2.6

What is the Purpose of this Unit?

What are the Outcomes of this Unit?

What do | Need to be Able to do in Order to Achieve this Unit?
Approximate Study Time for This Unit

Equipment/Material Required for this Unit

Symbols Used in this Unit

3 Assessment Information for this Unit

3.1

What Do | Have to Do to Achieve This Unit?

4 Suggested Lesson Plan

5 Learning Material for Managing People and
Organisation: An Introduction

5.1
5.2

Section 1—Explain the Nature of Organisations

Section 2—Describe the Factors That Influence the
Motivation of Both Individuals and Groups to Perform
Effectively in the Workplace

6 Additional Reading Material

A B D OO WWW

11

13
13

65

95

© Scottish Qualifications Authority 2004 -1- DG99 04



Managing People and Organisations:
An Introduction  Unit Student Guide China Mocdern Economic Publishing House

7 Solutions to Self Assessed Questions anc Activities 97
8 Copyright References 115

9 Acknowledgements 117

DG99 04 +2- © Scottish Qualifications Authority 2004



Managing People and Organisations:

China Modern Economic Publishing House An Introduction  Unit Student Guide

1

Introduction to the
Scottish Qualifications Authority

This Unit DG99 04 Managing People and Organisations
has been devised and developed by the Scottish
Qualifications Authority (SQA). Here is an explanation
of the SQA and its work:

The SQA is the national body in Scotland responsible for
the development, accreditation, assessment, and

certification of qualifications other than degrees.

Its website can be viewed on: www. sqa. org. uk

SQA'’ s functions are to:

e devise, develop and validate qualifications, and keep
them under review

e accredit qualifications
e approve education and training establishments as
being suitable for entering people for these

qualifications

e arrange for, assistin, and carry out, the assessment
of people taking SQA qualifications

C Scottish Qualifications Authority 2004 «1- DG99 04
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e quality assure education and training establishments
which offer SQA qualifications

® issue certificates to candidates.

In order to pass SQA units, students must complete
prescribed assessments. These assessments must
meet certain standards.

The Unit Specification outlines the 4 Outcomes that
students must complete in order to achieve this unit.
The Specification also details the knowledge and/or
skills required to achieve the outcome or outcomes. The
Evidence Requirements prescribe the type, standard
and amount of evidence required for each outcome or
outcomes.

DG99 04 c 2 © Scottish Qualifications Authority 2004



Managing People and Organisations:
China Modern Economic Publishing House An Introduction  Unit Student Guide

2 Introduction to the Unit

2 1 - This Unit is designed to enable you to gain an
What ' is  the understa'ndlr-\g c?f the dl’fferent a;?proaches to manéglng

: an organisation in today' s dynamic and complexbusiness
Purpose of this environment. It will introduce you—whether intending to
Unit? or working in an administrative, commercial or
management role—to current management theories to
enable you to use these to evaluate organisational
effectiveness.

2 2 1. Explain the nature of organisations.

2. Describe the factors that influence the motivation of

both individuals and groups to perform effectively

within the workplace.

Explain the meaning of management and describe

the main activities associated with the role.

4. Describe the different approaches to organising
people within the workplace.

What are the
Outcomes of

this Unit? 3

s W0 Access to this Unit is at the discretion of your centre but
i Bl it would be beneficial if you possess good
el N LR e] communication skills.

in Order to
Achieve this
Unit?
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2.4
Approximate
Study Time for
This Unit

209
Equipment/

Material
Required for
this Unit

2.6
Symbols Used
in this Unit

You will be required to complete 2 Student Guides to
achieve the unit:

Managing People and Organisation: An Introduction
Managing People and Organisation: Advanced

The average time allowed to complete this Unit is 80
hours; however you may take less timer or you may
take longer. Try to follow the schedule provided by your
tutor.

Access to a word processing IT package would be of
benefit. Internet resources are identified throughout this
pack, whilst not essential they provide good additional
materials to assist you in the completion of this unit.

The various Learning Materials sections are designed so
that you can work at your own pace, with tutor support.
As you work through the Learning Materials (see
Section 5), you will encounter symbols. These symbols
indicate that you are expected to do a task. These
tasks are not Outcome Assessments. They are
exercises designed to consolidate learning or encourage
thought, in preparation for the Outcome Assessment
(see Section 3—Assessment Information for this Unit).

DG99 04
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Activity

Self Assessed
Question

This symbol indicates an Activity (A ). Usually,
activities are used to improve or consolidate your
understanding of the subject in general or a particular
feature of it.

The activities will not serve this purpose if you refer to
the responses prior to having attempted the Activity.

This symbol indicates a Self Assessed Question. Using
a Self Assessed Question helps you check your
understanding of the content that you have already
covered.

Everything is provided for you to check your own
responses. Answers to the Self Assessed Questions
are to be gound at the back of the Unit Student Guide.
Where suggested responses to activities are provided in
the Unit Student Guide, students are strongly
discouraged from looking at these responses before
they attempt the activity. The activities throughout the

© Scottish Qualifications Authority 2004 «He DG99 04
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Unit Student Guide will help you to prepare yourself for
the formal assessments, and to identify topic areas in
which you will require clarification and additional tutor
support. The activities will not serve this purpose if you
look at the answers before trying the activity!

Self Assessed Questions and activities are designed to
be checked by you. No tutor input is necessary at this
stage unless special help is requested, although from
time to time your tutor may wish to view your responses
to Self Assessed Questions to see how you are
progressing.

DG99 04
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3 Assessment Information
for this Unit

a1 Outcome 1 Explain the nature of organisations.

What Do |
Have to Do to On completion of this outcome you will have or be able

Achiove b lTis to define or describe:;
Unit?

¢ Define the term organisation.

¢ Elements of the formal organisation.

e Elements of the informal organisation.

e QOrganisational goals, objectives, and policy.

e Describe, using systems theory, the internal and
external environment of an organisation.

¢ Different stakeholders in organisations.

¢ Different strategies for organisational control.

From a given case study you will be asked a series of
questions about the organisation in question in relation
to the topics noted above.

Outcome 2 Describe the factors that influence the
motivation of both individuals and groups
to perform effectively within the
workplace.

© Scottish Qualifications Authority 2004 o DG99 04
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On completion of this outcome you will have or be able
to define or describe:

® An understanding of the main factors that influence
motivation at work.

® An understanding of the main content theories.

¢ An understanding of the main process theories.

¢ An understanding of the individual difference that may
affect performance such as: ability, perception,

learning and attitude formation and change.

®* The range of strategies that can be used to improve
job performance.

e Describe the factors that affect team cohesiveness
and performance.

Based on a given case study you will be asked

Outcomes 1 and 2 are covered by the Student Guide
Managing People and Organisation: An Introduction

Outcome 3 Explain the meaning of management and
describe the main activities associated
with the role.

You will cover the following topics during the studies for
this outcome:

DG99 04 * 8- © Scottish Qualifications Authority 2004
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e The nature of managerial work, including the main
roles and activities associated with managing.

e The meaning and importance of leadership as part of
the management process.

Identify different management styles.

® The main approaches to leadership.

Measures of managerial effectiveness.

Outcome 4 Describe the different approaches to
organising people within the workplace.

You will cover the following topics during the studies for
this outcome:

e Types of structural relationships, including authority,
responsibility and delegation.

® The different methods of dividing and grouping
activities together.

e The alternative forms of structure.

¢ The main Contingency models and the importance of
situational variables for organisational design.

Outcomes 3 and 4 are covered by the Student Guide
Managing People and Organisation: Advanced

(© Scottish Qualifications Authority 2004 <9 DG99 04
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4

Suggested Lesson Plan

The Learning Materials (see Section 5) are designed to
lead students through a series of activities, which will
allow them to consolidate their learning and check on
their own progress. Tutors may wish to view students’
work to monitor progress through the study guide, or for
other purposes.

The Unit Student Guide Managing People and
Organisation: An Introduction covers Outcomes 1 and 2.

The Unit Student Guide Managing People and
Organisation: Advanced covers Outcomes 3 and 4.

© Scottish Qualifications Authority 2004 -11- DG99 04
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