ADM1300- WEEK 2


Three levels of Management - Management Pyramid
-Top Managers - Make key decisions
-Middle Managers - Direct and implement these key decisions
-Supervisor/First-Line Managers – Responsible for day-to-day decisions and assigning tasks, schedules and evaluating performance

Three basic skills necessary for managerial success
· Human skills-Critical for all management levels to work effectively with and through people (people skills)
· Technical skills- Critical for first-line supervisors because of the interaction with non-managerial employees
· Conceptual Skills- Critical for top management to develop long-range plans for future and see overall importance of each function

Four-management function
-Planning- Anticipate future events and determine course of action to achieve organizational objectives 
-Organizing- Blending human and material resources through formal structure of tasks and authority, arranging work, dividing tasks among employees and coordinating to implement plan and accomplish objectives  
-Directing/Leading- Guiding and motivating employees to accomplish objectives
-Controlling- Evaluating organizations performance against objectives





Explain Role of Vision and Ethical Standards in Business
Vision
· Ability to perceive needs of marketplace and develop methods for satisfying those needs
· Helps unify action of separated divisions, keeps customers satisfied and sustains growth.

High Ethical Standards
· Help firm to survive and be successful over the long term

Strategic Planning vs. Tactical Planning
Strategic
· Most far reaching 
· Determining primary objectives, then allocating resources to meet those objectives. 

Tactical Planning
-Guides activities required to implement strategies

Contingency Plan
-Preparing for unexpected future events
- Involves business continuation and public continuation

Steps in Strategic Planning
1. Define mission
2. Asses competitive position
3. Set organizational goals
4. Create strategies for competitive differentiation
5. Implement strategy into action
6. Evaluate results and refine plan

SWOT analysis
· Strengths, Weaknesses, Opportunities, Threats
· Method to asses the company’s competitive position
· S & W – examined in finance, marketing, IT and HR
· O & T – examined in market growth, regulatory changes and increase competition
· Shows current situation, and helps determine necessary actions for future developments

Competitive Differentiation
· Unique things that set one company apart from another
· ex. Bongo stretch jeans vs. all the others that are stiff, trying to be innovative and competitive


Programmed decision
· Recording supplies, renewing lease
· Rules and policies guide decisions

Non-Programmed decision
· Entering new market, deleting product from line
· More challenging, not routing 

Steps involves in Decision Making Process
1. Recognizing problem or opportunity
2. Developing a potential course of action
3. Evaluating Alternatives
4. Selecting and Implementing one of them
5. Assessing outcome of the decision

Three personal qualities of great leaders
1. Empathy (ability to imagine yourself in another persons shoes)
2. Self- Awareness
3. Objectivity in dealing with others

Distinguish Between Types of Leadership
· Autocratic Leadership- makes decisions on his/her own without consulting employees, communicated decisions to subordingates, expects prompt implementation of instructions
· Democratic; Delegates assignments, asks employees for sugesstions and encourages participation
· Free-Rein Leafership: Communicates with employees frequently as situation warrants.

Examples of Tools managers might use to strengthen corporate culture 
· Symbols, rituals, ceremonies and stories strengthen corporate culture

List Major Forms of Departmentalization
· Product (goods and services offered)
· Geography (region)
· Customer (types)
· Functional (business functions)
· Process (work processes to complete production of goods or services)

Define Span of Management and its trend
Span of management/span of control
· Refers to number of subordinates a manager directly supervises (direct reports)
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Trend
· Towards wider spans of control as companies reduce layer of management in order to flatten their organizational structures
· Results in increased decision-making responsibility to employees


Compare Four Types of Organizational Structures
1. Line Organization
- Direct Flow of authority, ex. chain of command
2. Line and Staff Organization
- Combines direct flow of authority of line organization with supporting staff departments
3. Committee Organization
- Authority in group of individuals rather than single manager
4. Matrix Organization
- Links employees from different parts of the organization to work together on different projects
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