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Chapter 1
The Nature ol Management

Although management is a young discipline, an organized body of knowledge has grown
up around it. Poor management if often blamed when an organization fails, just as good
management is credited when an organization is successful. Thus management is an important
discipline worth of serious study. The field of management is a mixture of art and science.
Managing entails accomplishing tasks through the work of others. Managers assume a variety
of roles in their work. Various roles of a manager are:

A. Interpersonal roles:

1
2
3

Figurehead
Leader
Liaison

B. Informational roles:

1
2
3

Monitor
Disseminator
Spokesperson

C. Decisional roles:

1
2
3
4

Entrepreneur

Disturbance handler

Resource allocator

Negotiator

Managers also perform four major functions. These are planning, organizing, directing, and
controlling.

The levels of management are divided into three categories: first- line, middle, and top.

Managerial Skills

1
2
3

Technical skills: entry- level jobs draw heavily on these skills.

Human skills: skills in human relations make career advancement easier.

Conceptual skills: as a manager advances to higher levels, the ability to see the organization as
a whole becomes increasingly important.



How people learn to manage?

@ Managing through formal education: management principles and theories can be taught.
@ Managing through experience: experience is widely respected but can be a drawback if it limits
flexibility.
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Background &eb Al
Career °)9° WSy s ) 71
Career',&avancement '''''''''''''''''''''' )48 ,> byt
CEO ojls ot
Ceremonial L;:Lm 325
Chain Command Q-I;M olo ,.e 8 275
Chief iy
Concebfﬁél Skllls ____________ ufl sl )LV — (P9 Lghbu oo
Contro-l-l-l-h-g ------------------ J S
Coordiﬁéﬁng ---------------------- L;@L@
Decisional Roles Slosouas Lghau.w
Deviaion -l Je
Dlrectiﬁé ------------------------ “C,g.lJJb
DISCiplhl-Hé ---------------------- . 4:,:,)
Dussenii'h'étor """""" el owé;,f el okim3 5

Effectiveness u_w.'w 5]
Efficency s
Entrepféﬁéur '''''''''''''''''''''' w JEs
Entl’y-l:é.i}el ________________ 35)99x Iy flm‘ PR
Eval ua:[-l'r-{g '''''''''''''''''''''' U,b 3
External u_> |8
Flgureﬁ-ééd ---------------------- G,Lo;,w )
First-Line Managers """""""" Pl Lo () e L,uw ke
Foreman )s)ls g
Functional Manager ---------------------- ‘51:@99 e
Generélmli)lanager '''''''''''''''''''''' Js e
Hie 53,5 plasecal
Informational Roles ---------------------- S| dlfau\w
Internal ""u.lsls
Interpe-r"s-(-)-nal Roles ------------ u;ww J:Lo.w L;L;;:.m bl L;Ltz»u...o.,
Leader juy
Liaison ) Ly,




Management Copdo
Management Functions oo il
Management Levels Capio oo
Middle Managers —~—~~~ laglue
Monitor oS s
Negotiator sl
Opportunity Cas
Organizing el
Performance >Skas
Philosophy of Management oo diuls
Planning gy,
President Ca s i)
Productivity st
Promotion Y
Resource Allocator s 01183 ariass
Spokesperson i
Task ) ik
Technical Skills & o lon
Top Managers e e
Vice-President el

Tests oi Chapter 1

1- A decision-making role in which the manager takes corrective action against unexpected pressure
and change. (1371)
(13 Negotiator (22 Disturbance handler (32 Entrepreneur (43 Disseminator

2-  Why is defining management so difficult? (1372)
(12 Different management performs such different functions.
(23 No one really understands management.
(32 Managing includes such a wide range of behaviors.
(4] Managing is intuitive and emotional.

3- Informational roles of manager include all of the fol lowing except ......... . (1374)
(13 disseminator (23 figurehead (32 monitor (47 spokesperson

4-  Supervisors in an organization are ......... managers. (1375)
(13 staff (23 top level (32 middle (43 first-line

5-  Which management function focuses on required activities & expected results? (1377)

(13 Control (23 Organizing (33 Planning (4] Reporting
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6- A part owner of a business firm. (1377)
(13 Wholesaler (23 Shareholder (30 Retailer (4] Dealer
7-  “Liaison role” refersto ......... . (1378)
(12 performing social duties for organization.
(23 Pertain to designing an internal environment for performance within organization.
(32 communicating particularly with outsiders.
(43 communicating with subordinates.
8- Under this role manager distributes information to subordinates daily. (1378)
(12 Disseminator (23 Leader (323 Negotiator (43 Resource allhocator
9-  This role of managers includes hiring, training, evaluating, motivating, rewarding, and promoting.
(1379)
(12 Disseminator (23 Leader (33 Negotiator (47 Resource allocator
10- In this role-the manager, acting as a symbol or representative of the organization, performs diverse
ceremonial duties: (1380)
(12 Monitor (23 Liaison (3D Leader (4D Figurehead
11- Managers who interact within people outside the immediate chain of command are called: (1380)
(13 Liaison (23 Leader (32 Monitor (43 Resource allocator
12- The ability to see the big picture, to recognize elements in a situation, and to understand the
relationship among the elements is called: (1380)
(12 Design skills (23 Technical skills (32 Human skills (42 Conceptual skills
13- According to Mintzberg general manager’s work activities include three principal roles. They are:
(1380)
(12 Interpersonal, figurehead, leader (23 Liaison, disseminator, informational
(32 Interpersonal, decisional, informational (42 Interpersonal, decisional, figurehead
e
1- ch@wcocHy 2- @@chchocy 3 Coco@ec 4 cococD
2 3 4 1 3 4 1 2 4 2 3 4
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Chapter 2

The Development ol
Management Thought

From the study of management Four schools of thought have evolved, reflecting different
assumptions about what management is. These schools are: the Management Process school,
the Behavioral school, the Quantitative school and the Systems school.

. Classical Management Theory
Much of what is today referred to as classical management theory developed with the industrial
revolution. This includes Adam Smith’s concept of division of Labour as well as Frederick
Taylor’ s principles of scientific management. Other contributors were Henri Fayol, who defined
the functions of management, and Max Weber with his concept of the ideal bureaucracy.

. The Behavioral Approach
The behavioral approach is usually considered to have had its beginnings in the Hawthorne
Studies conducted by Elton Mayo and his colleagues. However, significant contributions were
also made by Mary Parker Follett with her principles of coordination, Chester Barnard with his
revolutionary ideas on the origin of authority, and Hugo Munsterberg, the father of industrial

psychology.

. The Contingency Approach
The contingency approach to management is based on the view of an organization as a system
of interacting subsystems. Basic to this view is the concept of the organization as an open
system which influences and responds to its environment. The contingency view has led to the
concept of situational leadership, the notion that different organizational and environmental
conditions call for different styles of management.

Different managerial styles for different strategies:
Conventional managerial wisdom: a competent executive with technical knowledge can run
any organization in her or his industry.
Situational leadership: managerial skills must be linked to the lifecycle stage of the product line
being managed.
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Technical Competence (8 (Sl
Thought S&
Rt (s o Slllae
Unity of Command p o b Sl
. . A
1-  Every employee should have only one boss, according to fayol’s principle of: (1372)
(13 Unity of command (23 Scalar chain of command
(33 Subordination of the individual (47 Equity
2-  Scientific management advocated that: (1372)
(13 Planning and scheduling work are not essential.
(23 Different wage standards should exist for a job.
(32 Workers should not receive a bonus if they better the standard time for a task.
(4] There’s one best way to perform a task.
3-  Which of the following managerial activities is not included in “POSDCORB”? (1372)
(13 Organizing (22 Budgeting (30 Representing (41 Staffing
4-  Classical organization theory stresses: (1373)
(13 A form of leadership that provokes resentment.
(23 Bureaucracy, scientific management, and administrative management theory for the formal organization.
(32 The importance of the human element within the organization.
(437 Systems theory and systems analysis.
5-  Which of the following is among the contributions of hawthorn studies? (1373)
(12 Productivity gains through emphasis on the “formal organization”.
(23 Momentum of an idea: people.
(327 Importance of management principles.
(47 Identification of a set of management function.
6- Which of the following contributed the basic idea of developing a science for every job, motion
study, and improved planning and controlling of tasks and projects? (1373)
(13 Bureaucracy (23 Scientific management
(37 Administrative management (42 Operation research
7-  The principle, which suggests that no organization member should report to more than one superior
for any single function is called: (1373)
(13 Unity of direction (23 Unity of command
(32 Unity of subordinates (43 Unity of supervisors
8- Conceptual skills are more important for: (1373)
(13 Top manager (23 Middle manager (32 First-line manager (43 Operational manager
9- Having each person in an organization report to only one superior is an example of........ (1374)
(13 decentralization (23 effective delegation (33 task identity (43 unity of command

10- Studies which examined the effect of illumination and rest period on productivity are referred to as

o (60 g <6

A
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14-

15-

17-

18-

19-
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......... (1374)

(12 hawthorn studies (223 motivation studies

(32 quality of work life studies (42 studies on worker’s needs

“It depends” approach in managementis ......... (1374)

(12 systems concept (23 scientific concept

(32 quantitative approach (42 contingency approach

The idea that workers can be motivated with things than other money, is the contribution of .........
(1374)

(12 contingency approach(23 human-relations school

(33 scientific management (43 systems concept

......... is defined as influencing employee so that they will corporate with organization and group

goals. (1374)

(12 Leading (22 Organizing (32 Planning (42 Staffing

The bureaucratic organization needs a/an ......... (1375)

(13 Flexible hierarchy and fixed rules. (23 Authority based on expertise.

(32 Very few rules and regulations. (42 Well defined management hierarchy

The system concept involves viewing the organization asa setof ......... parts. (1375)

(12 Interdependent (23 Interchangeable

(32 Inter-organizational (4] Intra-organizational

It refers to the capability of the system as a total system to accomplish more than any of its

subsystems. (1375)

(12 Supra-system (22 Synergism (32 Functionalism (42 Diagnostic function

Based on the management principle, a person should have no more than one boss. This principle is

referredtoas ......... (1375)

(13 Principle of hierarchy (23 Principle of order

(32 Unity of command (42 Unity of direction

When the output of a system is always more then the combined output of its parts, it is called:

(1377)
1) Entropy 2) Feedback (33 Processing 4) Synergy
For many people the term ......... conveys an image of massive red tape and endless unneeded
details. (1377)
(12 Scientific management (23 General management
(32 Contingency (41 Bureaucracy
The companies complain about red tape because of ......... (1377)
(12 Adhocracy (23 Aristocracy (30 Bureaucracy (42 Technocracy
What is the main concern for human relation approach? (1379)

(12 Improving employee relationship in organization.
(22 Improving efficiency.

(32 Presenting manpower planning model.

(42 Providing information and material for organization.



13- @ e
17- cocH @
21- @@ oo
25- @O

14- CHCOCH @
18- OO @
22- coco@ecH

15- @ oo
19- OO @
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22- Which of the following is not among five functions of managerial activity identified by Henry Fayol?
(1379)
(12 Controlling (23 Commanding (3D Leading (43 Planning
23- This managerial function bridges the gap from where we are to where we want to be in the process
of organization activities. (1379)
(13 Planning (237 Budgeting (323 Coordinating (437 Organizing
24- A management theory which refers to manager’s ability to adopt to particular circumstances and
restraints a firm may encounterisa......... theory. (1380)
(12 Systems (23 Decision (32 Contingency (40 Bureaucracy
25- In system theory, the statement that there is no single best way to design an organization is an
expression of ......... (1380)
(13 Equifinality (23 Coalition (32 Synergism (43 Function of organizing
Answer keys oi Chapter 2
1- @@ 2 chchchds 3 coch@ecy 4 codechcs
1 3 4 1 3 4 1 3 4 2 3 4
5- co@@cocy 6 co@@cocy 7 co@chcn 8- @y
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Chapter 3

The Organization and The
Environment

Every organization exists within an environment and interacts with that environment.
Environment is not simply “everything out there” but rather consists of those factors, external
to the organization that influence the performance of the organization and over which it has
little or no control.

The most critical environmental factor for some firms is technology. It can create new markets
and render old ones obsolete.

. Environmental Dimensions
# Change:

e Stable environment: few changes in products, technology, or customer values; stable economic
conditions and government policies; friendly competition.

e Dynamic environment: rapid technological change, acceptance of new products, obsolescence,
and value structure shift; product differentiation; unpredictable growth, government action, and
competitive position.

2) Complexity: increases with the number of sectors affecting the organization.
9 Uncertainty

. Environmental States
Four states are defined by integrating the change, complexity, and uncertainty dimensions:
Low perceived uncertainty and a simple, stable environment: few technological changes and
little product differentiation.
Moderately low perceived uncertainty: more complexity in the environment, lines of competition
blurred, some product differentiation, Change is slow, lack of homogeneity.
Moderately high, perceived uncertainty: simple firm in rapidly changing environment.
High perceived uncertainty: rapid change and a complex, unstable environment.

. Five Characteristics of a Successful Environment Scanning System
# Holistic: view trends as a whole.
2 Repetitious: not a one-shot analysis.
3 Alternative futures: future is always uncertain.
4 Stress on contingency planning: provides a flexible strategy.



@ Integral part of decision-making system.
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Ad hoc 850 iy cnlil b
Adapta{l-)_i_l-ity ---------------------- v ):Jag_eUaau‘
Capital ““4,"& o
Changé ___________________________ . JWES
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1- Lawrence and Lorsch found that ......... (1380)
(12 organization boundaries showed their integration.
(23 marketing departments were designed toward long-term goals.
(3] research and developments were not concerned with organizational objectives.
(43 each organization unit develops to match its particular element of the external environment.
Answer key of Chapter 3
\
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Chapter 4
Mrategic Planning

. What Is Strategic Planning?
“Systematic, formalized effort to establish basic company purposes, objectives, policies and
strategies and to develop detailed plans for their implementation”.
Through strategic planning, organizations identify what business they should be in and the
basic purpose of the organization. Strategic planning must take into account environmental
variables and organizations that omit strategic planning or ignore the environment risk serious
problems or failure.

1) Mission Statement
A vital first step in the planning process is the development of a written mission statement.
The fundamental intentions of the organization are identified in the mission statement. Peter
Drucker says: lack of a mission statement is the single most important cause of business failure.

2) Strategic Objectives
Long-range objectives formulated within the framework of the organization’s mission statement:
e Profitability
e Financial resources
e Sales/market share
e Growth/new products
e Social responsibility

3) Levels of Strategy

e Corporate strategy

e Business strategy

e Functional strategy
Three generic strategic approaches, identified by Michael E. Porter, are:
Overall cost leadership: for firms that appeal to a mass market and have production efficiencies.
Differentiation: products have broad appeal, brand loyalty and lower price sensitivity.
Focus: directed to a particular buyer group or geographical market.
Some large companies have identified what they term strategic business units, each of which has a
unique business purpose, an identifiable set of competitors, and strategy autonomy from other SBUs.



4) Strategy Implementation:
There are three steps to implementation:
¥ ldentification of annual objectives:
e Convert long-term goals into specific short-term goals.
e Basis for monitoring and controlling performance.
2 Development of functional objectives
8 Communication of concise policies.

5) Contingency Plans:
Contingency plans should be developed for two types of events:
» Critical events
2 Likely events

. Two Planning Techniques

? The use of scenarios: a projection of conditions that are expected to exist in the future.
Scenarios are usually constructed in four areas:
Social
Economic
Political
Technological

2 The use of simulation models: simulation models exist for most of the functional areas of the firm.
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Tests oi Chapter 4

1-  The allocation of resources to accomplish mission & objectives is referred to: (1371)
(12 Operational plans (23 Strategic planning
(33 Formal planning (437 Planning process

2-  General guidelines to follow in making decision and taking actions are referred to as: (1371)
(13 Plans (22 Policies (33 Procedures (47 Strategies

3-  Which of the following is the best example of a strategic organizational objective? (1372)

(12 To pay locally competitive wages

(23 To obtain a market share of 10% within 4 years.
(32 To provide affair return to stockholders.

(43 To keep a five day inventory of parts of a product.
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Top management attempts to take advantage of perceived opportunities in the environment

through: (1372)
(12 Strategic decisions (23 Contingency plans
(33 Scenarios (47 Business objectives

Making long and short-range predictions to achieve strategic and operational plans is called:
(1372)

(13 The Delphi Techniquet22 Brainstorming

(32 Forecasting (42 Controlling

If an organization specifies a result that provides fundamental direction for the entire organization.

The organization is ......... (1373)
(13 Selecting its strategy (23 Stating its action plans

(32 Setting its strategic goals (43 ldentifying environmental possibilities
Strategy formulation begins with ......... (1373)

(12 The overall mission of the organization

(23 Analysis of opportunities and threats in the external environment
(33 Allocation of resources

(42 Deciding on organizational structure that is appropriate

In the process of strategy formulation, the mission statement is: (1374)
(13 The sum of the values of the individuals who give the firm direction.

(23 Should be established for all the departments within the organization.

(320 Expressed in broad terms and provides direction.

(42 An oral, structured and informal statement, which is reviewed annually.

“Doing the right things” refersto ......... (1374)
(12 Efficiency (23 Effectiveness

(32 Quality (420 Quantity

Long-range plansare ......... in nature. (1374)
(12 Managerial (22 Operational (32 Strategic (42 Tactical

Which of the following is not one of the elements of strategic plans? (1377)
(12 Formulation of the missions (23 ldentifying strategies

(32 Staffing the departments and units (43 Setting long-range objectives

These managers translate corporate strategies into strategies for the division within the company.

(1379)
(12 Middle managers (23 Lower level managers
(32 General managers (41 Top managers

......... plans are alternative plans based on alternative assumptions about future events.  (1379)

(12 Contingency (22 Comprehensive

(32 Functional (42 Strategic

......... force top managers to evaluate programs on the basis of cost and let them know how well
operations are conforming to plan. (1379)
(12 Budgets (23 Job enrichment

(32 MBO (43 Operation analysis



15- ... planning is a systematic and formalized effort to establish basic company purposes,
objectives, policies, and strategies and to develop detailed plans for their implementation.  (1380)
(12 Strategic (23 Operational
(33 Comprehensive (47 Participative

Answer keys of Chapter 4
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