	1. Organization
	Collections of people who work together and coordinate their actions to achieve goals

	2. Management
	Working with and through individuals and groups in order to achieve desired goals

	3. Resources
	Assets such as people, machinery, raw materials, information, skills, and financial capital

	4. Manager
	A person who is responsible for supervising the use of an organization’s resources to achieve its goals

	5. Organizational performance
	A measure of how effectively and efficiently a manager uses resources to satisfy customers and achieve organizational goals

	6. Efficiency
	A measure of how well or productively resources are used to achieve a goal

	7. Effectiveness
	A measure of the appropriateness of the goals an organization is pursuing and of the degree to which the organization achieves those goals

	8. Planning
	Identifying and selecting appropriate goals and courses of action

	9. Organizing
	Structuring the workplace relationships such that it allows members of an organization to work together to achieve organizational goals

	10. Leading
	Articulating a clear vision and energizing and empowering organizational members so that everyone understands their individual roles in achieving organizational goals

	11. Controlling
	Evaluating how well an organization is achieving its goals and taking action to maintain or improve performance

	12. Strategy
	A cluster of decisions about what goals to pursue, what actions to take, and how to use resources to achieve goals

	13. Organizational Structure
	A formal system of tasks and reporting relationships that coordinates and motivates organizational members so that they work together to achieve organizational goals

	14. Department
	A group of people who work together and possess similar skills or use the same knowledge, tools, or techniques to perform their jobs.

	15. First-line Managers
	Managers who are responsible for the daily supervision and coordination of non-managerial employees

	16. Middle Managers
	Managers who supervise first-line managers and are responsible for finding the best way to use resources to achieve organizational goals

	17. Top Managers
	Managers who establish organizational goals, decide how departments should interact, and monitor the performance of middle managers

	18. Top Management Team
	A group composed o f the CEO, the president, and the heads of the most important departments.

	19. Restructuring
	Downsizing an organization by eliminating the jobs of large numbers of top, middle, and first-line managers and non-managerial employees

	20. Empowerment
	Expanding employees’ tasks and responsibilities

	21. Self-management  Teams
	Groups of employees who supervise their own activities and monitor the quality of the goods and services they provide

	22. Role
	The specific task a person is expected to perform because of the position he or she holds in an organization

	23. Conceptual Skills
	The ability to analyze and diagnose a situation and to distinguish between cause and effect. It involves being able to think in an abstract manner to see how parts fit together to form a whole.

	24. Human relations Skills
	The ability to understand, alter, lead, and control the behavior of other individuals and groups

	25. Technical Skills
	Job-specific knowledge and techniques that are required to perform an organizational role

	26. analytical skills
	The ability to identify relevant issues, recognized their important, understand the relationships between them, and perceive the underlying causes of a situation

	27. Publicly Held Organizations
	Companies whose shares are available on the stock exchange

	28. Privately Held Organizations
	Companies whose shares are not available on the stock exchange but are privately held

	29. Global Organizations
	Organizations that operate and compete in more than one country

	30. Competitive Advantage
	The ability of one organization to outperform other organizations because it produces desired goods or services more efficiently and effectively than competitors do. QEIR

	31. Innovation
	The process of creating new goods and services or developing better ways to produce goods and services

	32. Sole Proprietorship
	Business owned and operated by one individual

	33. Partnership
	An association of two or more persons who carry on as co-owners of a business for profit

	34. General Partnership
	A partnership that involves a complete sharing in both the management and the liability of the business

	35. Limited Partnership
	A partnership that has at least one general partner who assumes unlimited liability and at least one limited partner whose liability is limited to his or her investment in the business

	36. Joint Venture
	A partnership established for a specific project for a limited time

	37. Partnership Agreements
	Legal documents that set forth the basic agreements between partners

	38. Corporation
	A legal entity, created by the state, whose assets and liabilities are separate from its owners

	39. Stock
	Shares of a corporation that may be bought or sold

	40. Dividends
	Profits of a corporation that are distributed in the form of cash payments to shareholders

	41. Certificate of Incorporation
	A legal document that the provincial or federal government issues to a company based on information the company provides in the articles of incorporation

	42. Private Corporation
	A corporation owned by just one or a few people who are closely involved in managing the business. Cannot sell without approval of BoD. General Public not permitted to purchase shares or bonds.

	43. Public Corporation
	A corporation whose stock anyone may buy, sell, or trade

	44. Subsidiary Corporation
	A corporation in which the majority of stock is owned by another corporation (known as parent corporation)

	45. Holding Corporation
	A corporation that controls one or more other corporations though ownership of their common stock

	46. Crown Corporation
	Corporations owned and operated by the federal, provincial, or local governments

	47. Nonprofit Corporations
	Corporations that focus on providing a service rather than earning a profit but are not owned by a government entity

	48. Board of Directors
	A group of individuals, elected by the shareholders to oversee the general operation, who sets the corporation’s long-range objectives

	49. Preferred Stock
	A special type of stock whose owners generally do not have a say in running the company but have a claim to profits before other shareholders do

	50. Common Stock
	Stock whose owners have voting rights in the corporation, yet receive their dividends after preferred shareholders

	51. Cooperative (co-op)
	An organization composed of individuals or small businesses that have banded together to reap the benefits of belonging to a larger organization

	52. Merger
	The combination of two companies (usually corporations) to form a new company

	53. Acquisition
	The purchase of one company by another, usually by buying its stock

	54. Leveraged Buyout (LBO)
	A purchase in which a group of investors borrows money from banks and other institutions to acquire a company (or a division of one) using the assets of the purchased company to guarantee repayment of the loan

	55. Job Specialization
	The process by which a division of labour occurs as different employees specialize in different tasks over time

	56. Scientific Management
	The systematic study of relationships between people and tasks for the purpose of redesigning the work process to increase efficiency

	57. Administrative Management
	The study of how to create an organizational structure that leads to high efficiency and effectiveness

	58. Bureaucracy
	A formal system of organization and administration designed to ensure efficiency and effectiveness

	59. Authority
	The power to hold people accountable for their actions and to make decisions concerning the use of organizational resources

	60. Rules
	Formal written instructions that specify actions to be taken under different circumstances to achieve specific goals

	61. Standard Operating Procedures (SOPs)
	Specific set o f written instructions about how to perform a certain aspect of a task

	62. Norms
	Unwritten rules and informal codes of conduct that prescribe how people should act in particular situations

	63. Behavioural Management
	The study of how managers should behave in order to motivate employees and encourage them to perform at high levels and be committed to achieving organizational goals

	64. Informal Organization
	The system of behavioural rules and norms that emerge in a group

	65. Organizational Behaviour
	The study of the factors that have an impact on how individuals and groups respond to and act in organizations

	66. Theory X
	Negative assumptions about employees that lead to the conclusion that a manager’s task is to supervise them closely and control their behaviour

	67. Theory Y
	Positive assumptions about employees that lead to the conclusion that a manager’s task is to create a work setting that encourages commitment to organizational goals and provides opportunities for employees to be imaginative and to exercise initiative and self directing.

	68. Management Science Theory
	An approach to management that uses rigorous quantitative techniques to help managers make full use of organizational resources 

	69. Organizational Environment
	The set of forces and conditions that operate beyond an organization’s boundaries but affect a manager’s ability to acquired and use resources and the way an organization operates

	70. Open System
	A system that takes in resources from its external environment and converts them into goods and services that are then sent back to that environment for purchase by customers

	71. Closed System
	A system that is self-contained and thus not affected by changes that occur in its external environment

	72. Entropy
	The tendency of a system to dissolve and disintegrated because it loses the ability to control itself

	73. Synergy
	Performance gains that result when individuals and departments coordinate their actions

	74. Contingency Theory
	The idea that the manager’s choice of organizational structure and control systems depends on characteristics of the external environment in which the organization operates

	75. Internal Environment
	The forces operating within an organization and stemming from the organization’s structure and culture

	76. External Environment
	The forces operating outside an organization that affect how the organization functions

	77. Task Environment
	The set of forces and conditions that start with supplies, distributors, customers, and competitors and affect an organization’s ability to obtain inputs and dispose of its outputs because they influence manager’s on a daily basis

	78. General Environment
	The economic, technological, socio-cultural, demographic, political and legal, and global forces that affect an organization and it’s task environment

	79. Suppliers
	Individuals and organizations that provide an organization with the input resources that it needs to produce goods and services

	80. Distributors
	Organizations that help other organizations sell their goods or services to customers

	81. Customers
	Individuals and groups that buy goods and services that an organization produces

	82. Competitors
	Organizations that produce goods and services that are similar to a particular organization’s good and services

	83. Barriers to Entry
	Factors that make it difficult and costly for an organization to enter a particular task environment or industry

	84. Economies of Scale
	Cost advantages associated with large operations

	85. Brand Loyalty
	Customers’ preferences for the products of organizations that currently exists in the task environment

	86. Economic Forces
	Interest rates, inflation, unemployment, economic growth, and other factors that affect the general heal and well-being of a nation or the regional economy of an organization

	87. Technology
	The combination of skills and equipment that managers use in the design, production, and distribution of goods and services

	88. Technological Forces
	Outcomes of change in the technology that managers use to design, produce, or distribute goods and services

	89. Demographic forces
	Outcomes of change in, or changing attitudes toward, the characteristics of a population such as age, gender, ethnic origin, race, sexual orientation, and social class

	90. Political and Legal forces
	Outcomes of changes in laws and regulations such as the deregulation of industries, the privatization of organizations, and increased emphasis on environmental protection

	91. Global Forces
	Outcomes of changes in international relationships; changes in nations’ economic, political, and legal systems; and changes in technology, such as falling trade barriers, the growth of representative democracies, and reliable and instantaneous communication

	92. Totalitarian Regime
	A political system in which a single party, individual, or group holds all political power and neither recognizes nor permits opposition

	93. Representative Democracy
	A political system in which representatives elected by citizens and legally accountable to the electorate form a government whose function is to make decisions on behalf of the electorate

	94. Command Economy
	An Economic system in which the government owns all businesses and specifies which and how many goods and services are produced and the prices at which they are sold

	95. Mixed  Economy
	An economic system in which some sectors of the economy are left to private ownership and free-market mechanisms and others are owned by the government and subject to government planning

	96. Free-market Economy
	An economic system in which private enterprise controls production and the interaction of supply and demand determines which and how many goods and services are produced and how much consumers pay for them

	97. Environmental Changes
	The degree to which forces in the task and general environment change and evolve over time

	98. Ethics
	Moral principles or beliefs about what is right or wrong

	99. Ethical Decision
	A decision that reasonable or typical stakeholders would find acceptable because it aids stakeholders, the organization, or society

	100. Unethical Decision
	A decision that a manager would prefer to disguise or hide from other people because it enables a particular individual or gain at the expense of society or other stakeholders

	101. Codes of Ethics
	Formal standards and rules, based on beliefs about right or wrong, that managers can use to help themselves make appropriate decisions with regard to the interests of their stakeholders

	102. Societal Ethics
	Stands that govern how members of a society are to deal with each other on issues such as fairness, justice, poverty, and rights of the individuals

	103. Professional Ethics
	Standards that govern how members of a profession are to make decisions when the way they should behave is not clear-cut

	104. Individual Ethics
	Personal standards that govern how individuals interact with other people

	105. Organizational stakeholders
	Shareholders, employees, customers, suppliers, and others who have an interest, claim, or stake in an organization and in what it does

	106. ethics ambudsman
	An ethics officer who monitors an organization’s practices and procedures to be sure they are ethical

	107. Social responsibility
	A manager’s duty or obligation to make decisions that promote the well-being of stakeholders and society as a whole

	108. obstructionist approach
	Disregard for social responsibility; willingness to engage in and cover up unethical and illegal behavior

	109. defensive approach
	Minimal commitment to social responsibility; willingness to do what the law requires and no more

	110. accomodative approach
	Moderate commitment to social responsibility; willingness to do more than the law requires if asked

	111. proactive approach
	Strong commitment to social responsibility; eagerness to do more than the law requires and to use organizational resources to promote the interests of all organizational stakeholders

	112. social Audit
	A tool that allows managers to analyze the profitability and social return of socially responsible actions

	113. reputation
	The esteem or high repute that individuals or organizations gain when they behave ethically

	114. Diversity
	Differences among people in age, gender, race, ethnicity, religion, sexual orientation, socio-economic background, and capabilities or disabilities

	115. distributive justice
	A moral principle calling for the distribution of pay raises, promotions, and other organizational resources to be based on meaningful contributions that individuals have made and not on personal characteristics over which they have no control

	116. overt discrimination
	Knowingly and willingly denying diverse individuals access to opportunities and outcomes in all organizatoin

	117. procedural justice
	A moral principle calling for the use of fair procedures to determine how to distribute outcomes to organizational members

	118. bias
	The systematic tendency to use information about others in ways that result in inaccurate perceptions

	119. stereotype
	Simplistic and often inaccurate beliefs about the typical characteristics of particular groups of people

	120. sexual harassments
	Unwelcome behavior of a sexual nature in the workplace that negatively affects the work environment or leads to adverse job-related consequences for the employee

	121. quid pro Sexual harassment
	Asking for or forcing an employee to perform sexual favours in exchange for some reward or to avoid negative consequences

	122. hostile work environment sexual harassment
	Telling lewd jokes, displaying pornography, making sexual oriented remarks about someone’s personal appearance, and other sex-related actions that makes the work environment unpleasant

	123. ethical issue
	An identifiable problem, situation, or opportunity that requires a person to choose from among several actions that may be evaluated as ethical or unethical

	124. bribes
	Payments, gifts, or special favours intended to influence the outcome of a decision

	125. plagiarism
	The act of taking someone else’s work and presenting it as your own without mentioning the source

	126. whistleblowing
	The act of an employee exposing an employer’s wrongdoing to outsiders such as media or government regulatory agencies

	127. consumerism
	The activities that independent individuals, groups, and organizations undertake to protect their rights as consumers

	128. Decision making
	The process by which managers analyze the options facing them and make decisions about specific organizational goals and courses of action

	129. programmed decision making
	Routine, virtually automatic decision making that follows established rules or guidelines

	130. nonprogrammed decision making
	Non-routine decision making that occurs in response to unusual, unpredictable opportunities and threats

	131. rational decision-making model
	A prescriptive approach to decision making based on the idea that the decision maker can identify and evaluate all possible alternatives and their consequences and rationally choose the most suitable course of action

	132. optimum decision
	The best decision in light of what managers believe to be the most desirable future consequences for their organization

	133. administrative model
	An approach to decision making that explains why decision making is basically uncertain and risky and why managers usually make satisficing rather than optimum decisions

	134. bounded rationality
	Cognitive limitations that constrain one’s ability to interpret, process, and act on information

	135. ambiguous information
	Information that can be interpreted in multiple and often conflicting ways

	136. satisficing
	Searching for and choosing acceptable, or satisfactory, ways to respond to problems and opportunities, rather than trying to make the best decision

	137. intuition
	Ability to make sound decisions based on past experience and immediate feeling about the information at hand

	138. judgement
	Ability to develop a sound opinion based on one’s evaluation of the importance of the information at hand

	139. heuristics
	Rules of thumb that simplify decision making

	140. systematic errors
	Errors that people make over and over again that result in poor decision making

	141. prior hypothesis bias
	A cognitive bias resulting from the tendency to base decisions on strong prior beliefs even if evidence shows that these beliefs are wrong

	142. representative bias
	A cognitive bias resulting from the tendency to generalize inappropriately from a small sample or from a single vivid case or episode

	143. illusion of control
	A source of cognitive bias resulting from the tendency to overestimate one’s own ability to control activities and events

	144. escalating commitment
	A source of cognitive bias resulting from the tendency to commit additional resources to a project even if evidence shows that the project is failing

	145. groupthink
	A pattern of faulty and biased decision making that occurs in groups whose members strive for agreement among themselves at the expense of accurately assessing information relevant to a decision

	146. devil’s advocacy
	Critical analysis of a preferred alternative, made by a group member who plays the role of the devil’s advocate to defend unpopular or opposing alternatives for the sake of argument

	147. organizational learning
	The process through which managers seek to improve employee’s desire and ability to understand and manage the organization and its task environment

	148. learning organization
	An organization in which managers try to maximize the ability of individuals and groups to think and behave creatively and thus maximize the potential for organizational learning to take place

	149. creativiity
	A decision maker’s ability to discover original and novel ideas that lead to feasible alternative courses of action

	150. brainstorming
	A group problem-solving technique in which individuals meet fact to face to generate and debate a wide variety of alternatives from which to make a decision

	151. producting blocking
	A loss of productivity in brainstorming sessions due to the unstructured nature of brainstorming

	152. nominal group technique
	A decision-making technique in which group members write down ideas and solutions, read their suggestions to the whole group, and discuss and then rank the alternatives

	153. delphi technique
	A decision-making technique in which group members do not meet face to face but respond in writing to questions posed by the group leader

	154. data
	Raw, unsummarized, and unanalyzed facts

	155. information
	Data that are organized in a meaningful fashion

	156. information technology
	The means by which information is acquired, organized, stored, manipulated, and transmitted

	157. real-time information
	Frequently updated information that reflects current conditions

	158. mission
	The statement of an organization’s fundamental purpose and basic philosophy

	159. strategic plans
	Those plans that establish the long-range objectives and overall strategy or course of action by which a firm fulfills its mission

	160. tactical plans
	Short-range plants designed to implement the activities and objectives specified in the strategic plan

	161. operational plans
	Very short-term plans that specify what actions individuals, work groups, or departments need to accomplish in order to achieve the tactical plan and ultimately the strategic plan

	162. crisis management (contingency planning)
	An element in planning that deals with potential disasters such as product tampering, oil spills, fires, earthquakes, computer virus, or airplane crash

	163. staffing
	The hiring of people to carry out the work of the organization

	164. downisizing
	The elimination of significant numbers of employees who are part of an organization in order to reduce costs

	165. financial managers
	Managers who deal with an organization’s financial resources

	166. production and operations managers
	Managers who develop and administer the activities involved in transforming resources into goods and services, and ideas ready for the marketplace

	167. human resources managers
	Managers who handle the staffing function and deal with employees in a formalized manner

	168. marketing managers
	Managers who are responsible for planning, pricing, and promoting products and making them available to customers

	169. administrative managers
	Managers who manage an entire business or a major segment of a business; they are not specialists but coordinate the activities of specialized managers

	170. leadership
	The ability to influence employees to work towards organizational goals

	171. agenda
	A calendar, containing both specific and vague items, that covers short-term goals and long-term objectives

	172. networking
	The building of relationships and sharing of information with colleagues who can help managers achieve the items on their agendas


