ADM 1100 B – CHAPTER 1 NOTES
-Manager: the person responsible for supervising resources to achieve goals
The Definition of Management
-The Planning, Organizing, Leading, and Controlling of resources to achieve goals effectively and efficiently. (POLC)
· They POLC the enterprise’s financial, physical, human and information resources. 
· Goal: supply various products and services
· The 4 POLC aspects of a manager’s job are interrelated. 
· It is important to make the distinction between management effectiveness and management efficiency.

-Efficiency: Achieving the greatest level of output with a given amount of input
-Effectiveness: Achieving the organizational goals that have been set

Managerial Functions

· Henri Fayol was the 1st to describe the 4 managerial functions.
· Noted that all managers must perform the 4 POLC aspects.

1) PLANNING
· Used to select goals and course of action
· 5 Aspects: 
· Establish Goals
· Identify Any Existing Gaps
· Develop Plans to Achieve Goals
· Implement the Plans
· Assess effectiveness of plan
· It may be difficult to predict which plans will be successful. Prediction Markets help managers assess future possibilities. Prediction Markets create a market where people can buy “shares” in various answers to important questions that need to be answered.
· Plans can be made on 3 general levels:
· Strategic Plans: set by top management; reflect decisions about resource allocations, company priorities, and the steps needed to meet strategic goals. Example: General Electric’s plan to be #1 or #2 in all the markets in which it competes.
· Tactical Plans: shorter-range plans concerned with implementing specific aspects of the company’s strategic plans. They typically involve upper and middle management. Example: Coca-Cola’s plan to increase sales in Europe by building European bottling facilities.
· Operational Plans: plans developed by middle and lower-level managers that set short-term targets for daily, weekly, or monthly performance. Example: McDonald’s establishes operational plans when it stipulates precisely how Big Mac’s are to be cooked, warmed and served.

2) ORGANIZING
· Mobilizing resources to complete a required task
· Creates organizational structure:
· A formal system of relationships
· Example: functional vs. geographic
· You can organize in many ways but it ultimately related back to structure.

3) LEADING (or directing)
· Managers articulate vision/strategy of organization (employees need to know what they have to work for)
· Must use: power, persuasion, communication and motivation
· The result:
· Employees in harmony
· Employees perform at a high level

4) CONTROLLING
· Essential to evaluate
· Evaluates how organization is doing (monitors performance) in achieving goals
· Allows organizations to regulate efficiency and effectiveness
· Allows managers to measure themselves in other 3 areas

Types of Managers

LEVELS OF MANAGEMENT

1) TOP MANAGERS
· The small number of executives who guide the fortunes of companies
· Responsible for a firm’s overall performance and effectiveness and for developing long-range plans for the company
· In some companies, top managers temporarily do the jobs of front-line workers in order to get insights into what employees are actually doing each day and to think of ways to help employees do their jobs better.
· Common titles: President, Vice-President, Chief Operating Officer (COO), Chief Executive Officer (CEO), and Chief Financial Officer (CFO).
· They set general policies, formulate strategies, oversee significant decisions, and represent the company in its dealing with other business and government.

2) MIDDLE MANAGERS
· Occupy positions between top and first-line managers
· Responsible for implementing the decisions made by top managers
· Common titles: Plant Manager, Operations Manager, Division Manager
· Example: If top management decides to bring out a new product in 12 months or to cut costs by 5% in the next year, middle management will have to decide whether to increase the pace of new product development or to reduce the plant’s workforce.

3) FIRST-LINE MANAGERS
· Supervise the work of employees
· Common titles: Supervisor, Office manager, Group Leader
· Example: a transit supervisor monitors bus schedules, passenger safety, behavior of bus drivers, etc.

AREAS OF MANAGEMENT

1) Human Resource Managers provide assistance to other managers when they are hiring employees, training them, evaluating their performance, and determining their compensation level.
2) Operations Managers are responsible for the production systems that create goods and services.
3) Information Managers are responsible for designing and implementing systems that gather, process, and disseminate information.
4) Marketing Managers are responsible for getting products and services to buyers.
5) Financial Managers plan and oversee a company’s financial resources. They manage its investments and accounting functions
Basic Management Skills

TECHNICAL SKILLS
· The job-specific knowledge required to perform a task
· These skills are developed through education and experience
· Especially important for first-line managers because they spend considerable time helping employees solve work-related problems, monitoring their performance and training them in more efficient work procedures. 
· As you move up the corporate ladder, technical skills become less important.

HUMAN RELATIONS SKILLS
· The ability to understand, alter, lead and control people’s behaviour
· Poor H.R skills result in bad manager-employee relationships which will cause valuable employees to quit or transfer, and contribute to poor morale.
· Especially important for middle managers who must often act as bridges between top managers, first-line managers and managers from other areas of the organization.
· Effective managers possess communication skills that help them to understand others (and to get others to understand).
CONCEPTUAL SKILLS
· A person’s ability to think in the abstract, analyze different situations and see beyond the present situation and diagnose the situation to find the cause and effect
· Help managers recognize new market opportunities/threats and help them analyze the possible outcomes of their decisions
· Especially important for top managers, least important for first-line managers
TIME MANAGEMENT SKILLS
· The productive use that managers make of their time
· Managers must address the 4 leading causes of wasting time: Paperwork, The Telephone, Meeting and Email.
DECISION-MAKING SKILLS
· Affects all the functions of management and all managers at all levels in all organizations
· Managers must choose one alternative from among several others
· They use the Rational Decision-Making Process:
· Recognizing and Defining the Situation
· Identifying Alternatives
· Evaluating Alternatives
· Selecting the Best Alternative
· Implementing the Chosen Alternative
· Following Up and Evaluating the Results

*Problem Decision: a decision that is necessary when actual results do not conform to those expected. Example: A manager facing cost overruns on a project.
*Opportunity Decision: taking new initiatives of doing a current activity more effectively even if no problem exists. Example: A manager who is trying to decide how to invest surplus funds.
*One of the key things that managers must deal with during implementation is employee resistance to change. (Insecurity, inconvenience, fear of the unknown)
· Often, instead of using “evidence-based decision making”, managers use “decision-based evidence making”. Even when managers try to be logical, they sometimes fail.
· Non-logical and emotions factors that influence managerial decision making:
· Organizational Politics: the actions that people take as they try to get what they want
· Intuition: making decisions based on a hunch
· Escalation of Commitment: when a manager makes a decision and then remains committed to its implementation in spite of clear evidence that it was a bad decision.
· Risk Propensity: how much a manager is willing to gamble when making decisions
Setting Goals in Management
Strategic Management: the process of aligning the organization with its external environment
Strategic Goals: the overall objectives that a business wants to achieve. They are long-term goals derived directly from the firm’s mission statement.
Strategy: the broad set of organizational plans for implementing the decisions made for achieving organizational goals
*Deciding what it intends to do is only the first step for an organization. Managers must also make decisions about what actions will and will not achieve company goals. They must use strategy.
SETTING GOALS
Goals are performance targets, the means by which organizations and their managers measure success or failure at every level.
The 4 Purposes of Goal Setting:
· Goal setting provides direction, guidance and motivation for all managers
· Goal setting helps firms allocate resources
· Goal setting helps to define corporate culture
· Goal setting helps managers assess performance

KINDS OF GOALS
· Every enterprise has a purpose, a reason for being. They also have a mission statement: a statement of how it will achieve its purpose in the environment in which it conducts its business.
· Every firm needs to set long-term, intermediate and short-term goals:
· Long-term goals: goals set for extended periods of time, typically 5years+. Example: MasterCard setting a long-term goal of doubling the # of participating merchants during the next 10 years.
· Intermediate goals: goals set for a period of 1-5 years. Example: the marketing department’s goal of increasing sales by 3% in 2 years.
· Short-term goals: goals set for the very near future, typically less than a year. Example: Four Seasons Hotels goal of increasing the revenue generated by each hotel room by 10% over the next 6 months.

· Managers should set SMART goals (Specific, Measurable, Achievable, Relevant, Time-Framed).

FORMULATING STRATEGY

· To achieve goals, a firm must develop a strategy to achieve them. It involves how a business intends to meet its goals, how it will respond to new challenges, and how it will meet new needs. 
· 3 Basic Steps:
· Setting Strategic Goals
· Analyzing the Organization and Its Environment
· Matching the Organization and Its Environment

*SWOT analysis: (part of step 2) Indentifying organizational strength and weaknesses, and identifying environmental opportunities and threats. 

LEVELS OF STRATEGIES

1) Corporate-Level Strategies:
· Identifies the various businesses that a company will be in and how these businesses will relate to each other.
· Different Corporate-Level strategies include:
· Concentration: focusing on one product or product line
· Growth: focus on internal activities that will result in growth including:
· Market Penetration: boosting sales of present products by more aggressive selling in the firm’s current markets
· Product Development: developing improved products for current markets
· Geographic expansion: expanding operations in new geographic areas
· Integration: focus on external activities that will result in growth
· Horizontal Integration: acquiring control of competitors in the same/similar markets with the same/similar products. Example: Hudson’s Bay Co. bought Zellers and Kmart.
· Vertical Integration: owning or controlling the inputs to the firm’s processes and/or the channels through which the products or services are distributed. Example: Irving Forest Products’ purchase of Royale Tissue and Procter & Gamble.
· Diversification: expanding into related or unrelated products or market segments. Helps to avoid putting all its eggs in one basket by spreading the risks among several products.
· Related diversification: adding new, but related products or services to an existing business
· Conglomerate diversification: diversifying into products or markets that are not related to the firm’s present businesses.
· Investment Reduction: reducing the company’s investment in one or more of its lines of business
· Retrenchment: the reduction of activity or operations
· Divestment: selling/liquidating one or more of a firm’s businesses

2) Business-Level (Competitive) Strategies
· Competitive Strategy: a plan to establish a profitable and sustainable competitive position. 3 Strategies include:
· Cost Leadership: becoming the low-cost leader in an industry
· Differentiation Strategy: seeking to be unique in an industry along some dimension that is valued by buyers
· Focus Strategy: selecting a market segment and serving the customers in that market niche better than competitors
3) Functional Strategies:
· The basic course of action that each department follows so that the business accomplishes its overall goals

Contingency Planning and Crisis Management
1) CONTINGENCY PLANNING
· Identifying aspects of a business or its environment that might entail changes in strategy
· Attempts to 1. Identify in advance important aspects of a business or its market that might change and 2. Identify they ways in which a company will respond to changes.
2) CRISIS MANAGEMENT
· Involves an organization’s plan for dealing with emergencies that require an immediate response. Example: Listeria problem at Maple Leaf Foods
*The term corporate culture refers to the shared experiences, values, norms, and ethical stance that characterize an organization. It is important for managers to understand the concept of corporate culture because culture influences the behavior of employees. Managers can use that knowledge to be more effective in leading and motivating employees.





