Chapter 1: Introducing Management

Study questions: 
· What are the challenges of working in new economy?
· What are organizations like in the new workplace?
· What is the makeup of the external environment of organizations and how is an organization linked to it’s environment?
· Who are managers and what do they do?
· What is the management process and how do you learn managerial skills and competencies?

· Technology is constantly changing and we have to keep updating our workplace and employees and managers have to learn how to work with these changes and how to manage the new changes.
· Challenges such as online ordering and no one came into the store
· World is changing so our challenge is to keep up with the differences and the new tech.
· Only guarantee is to keep changing


Overview of the 21st century workplace
· Organization must adapt to rapidly changing society
· Economy is global and driven by innovation and technology
· High performing companies gain extraordinary results from people working for them
· Interdependent, knowledge based

· Consumers are changing with technology
· New business requires people with more knowledge and education

QUESTION 1
*exam question what belongs to intellectual capital*

Intellectual capital
· People who are the ultimate foundations of the organizational performance
· intellectual capital is the collective brainpower or share knowledge of a workforce that can be used to create value
· A knowledge worker adds to the intellectual capital of an organization

Globalization 
· national boundaries of world business have largely disappeared
· globalization is the worldwide interdependence of resource flows, product markets, and business competition that characterize the new economy


Technology
· continuing transformation of the modern workplace through:
· the Internet
· worldwide wed
· computers
· information technology
· increasing demand for knowledge workers with the skills to fully utilize technology

Diversity
· workforce diversity reflects differences with respect to gender, age race, ethnicity, religion, sexual orientation, and able-bodiedness
· A diverse and multicultural workforce both challenges and offers opportunities to employers

Ethics 
· Ethics - set of moral standards of what is “good” and “right” in ones behaviour.
· code of moral principles
· society requires business to operate according to high moral standards
· emphasis today on restoring the strength of corporate

Career 
· career of 21st century won’t be uniformly full-tine and limited to a single large employer (contractor)
· skills must be portable and always of current value
· Portfolio – has up-to-date skills that allow for job and career mobility

QUESTION 2

Critical skills for success in the new workplace ** EXAM****
· mastery
· contacts
· Entrepreneurship
· love of tech
· marking 
· passion for renewal

Organization
· Organization - Collection of people working together to Achieve a common goal
· Organization provides good or services of value to customers and client

Organizations are open systems
· composed of interrelated parts that function together to achieve a common purpose
· interact with their environment
· Open system - transform resource inputs into product outputs (goods and services)
· environmental feedback tells organization how well it is meeting the needs of customers and society
figure 1.1
Organization performance
· value is created when an organization's operations adds value to the original cost of resource inputs
· when value creation occurs"
· businesses earn a profit
· Non-profit organizations add wealth to society
· Productivity - an overall measure of the quality and quantity of work performance with resource
· Performance Effectiveness - An output measure of task or goal accomplishment
· Performance Efficiency - An input measure of resource costs associated with goal accomplishment

Organizational Performance
· Renewed belied in human capital
· Demise of ‘Command-and-control”
· Emphasis on teamwork
· Pre-eminence of technology
· Embrace of networking
· New workforce expectations
· Concern for work-life balance
· Focus on speed

Workplace changes that provide a context for studying management (pg13)
· Belief in human capital – demands of the new economy place premiums on high-involvement and participatory work settings that rally the knowledge, experience, and commitment of all members
· Demise  of “command and control” – Traditional hierarchical structures with bosses are proving to slow, conservative, and costly to do well in today’s competitive environments
· Emphasis on teamwork – organizations are less vertical and more horizontal in focus; driven by teamwork that pools talents for creative problem solving
· Pre-eminence of technology – New opportunities with each development in computer and information technology; they continually change the way organizations operations operate and how people work
· Embrace of networking – organizations are networked for intense, real-time communication and coordination, internally among part and externally with partners, contractors suppliers, and customers
· New workforce expectations – a new generation of workers brings to the workplace less tolerance for hierarchy, more informally, and  more attention to performance merit than to status and seniority
· Concern for work-life balance – society increases in complexity, workers are forcing organizations to pay more attention to balance in the often-conflicting demands of work and personal affairs
· Focus on speed – those who get products to market first have an advantage, and work should be done in a well and timely mannor
Figure 1.2
QUESTION 3

Dynamic forces and the general environment
· General environment – is composed of economic, legal-political, technological, socio-cultural, and natural environment conditions.
· Economic conditions
·  Legal- political Conditions
· Internet Censorship – is the deliberate blockage and denial of public access to information posted on the internet
· Technological conditions
· Socio-Cultural Conditions
· Natural environment conditions
· Sustainable business – both meets the needs of customers and protects  the well-being of our natural environment
· Sustainable Innovation – creates new products and production method that have reduced environmental impact

Stakeholders and the specific environment
· Specific environment – or task environment, includes the people and groups with whom an organization interacts 
· Stakeholders – are persons, groups, and institutions directly affected by an organization
· Value creation – is the creation of value for and satisfying need of stakeholders
Competitive advantage
· Competitive advantage – allows an organization to deal with market and environmental forces better than its competitors
· Strategic positioning – occurs when an organization does different things or the dame things in different ways from its major competitors

Environmental uncertainty – is a lack of complete information about the environment

Organizational effectiveness – is sustainable high performance in using resources to accomplish a mission

QUESTION 4

Importance of HR and Mangers
· 'toxic workplaces' treat employees as costs
· high preforming organizations treat people as valuable strategic assets
· managers must ensure that people are treated as strategic assets
· a manager is a person in an organization who supports and is responsible for the work of others
· the people who manager help are the ones whose tasks represents the real work of the organization

Levels of management:
· Top managers- guide the performance of an organization as a whole  or for one of its major parts
· Middle managers – oversee the work of large departments or divisions
· Projects managers 
· Team leaders or supervisors – report to middle managers and supervise non-managerial workers

Responsibilities of TL(Broader the textbook)
· plan meeting and work schedules
· clarify goals and tasks, and gather ideas for improvement
· appraise performance and counsel team members
· recommend pay raises and new assignments
· recruit, develop, and train team members
· encourage high performance and teamwork
· inform team members about organizational goals and expectations

Types of managers
· Line managers – directly contribute to producing the organization’s goods or services
· Staff managers – use special technical expertise to advise and support line workers
· Functional managers – are responsible for one area such as finance, marketing, production, personnel, accounting, or sales
· General manages – are responsible for complex, multifunctional units
· Administrators – is a manager in a public or non-profit organization

Managerial performance and accountability
· Accountability is the requirement of one person to answer to a higher authority for relevant performance results
· Effective managers fulfill performance accountability by helping other to achieve high performance outcomes and experience satisfaction in their work

Quality of work Life – an indicator of the overall quality of human experiences in the workplace
· QWL:
· fair pay
· safe working condition
· opportunities to learn and use new skills
· room to grow and progress in a career
· protection of individual rights
· pride in work itself and in the organizational

High performing managers
· build working relation with others
· help other develop their skills and performance competencies
· foster teamwork
· create a work environment that is performance-driven and provides satisfaction for workers

The organization as an upside-down pyramid
· Each individual is a value added worker
· a manager's job is to support workers' efforts 
· the best managers are known for helping and supporting

Figure 1.3

QUESTION 4

- Management is the process of planning, organizing, leading and controlling the use of resources to accomplish performance goals
- All managers are responsible for the four functions
- The functions are carried on continually

Figure 1.4

Functions of Management (definitions in text)
· Planning - the process of setting objectives and determining what actions should be taken to accomplish them
· Organizing - the process of assigning tasks, allocating resources, and arranging the coordinated activities of individual
· Leading - process of arousing people's enthusiasm to work hard and direct their efforts to fulfill plans and accomplish objectives
· Controlling - process of measuring work performance, comparing results to objectives, and taking corrective action as needed

Managerial and Activities and roles
· Interpersonal roles - involve interactions with person inside and outside the work unit
· informational role - involve giving, receiving and analyzing of information
· decisional roles - involve using information to make decisions in order to solve problems or address opportunities

Figure 1.5

Characteristics of Managerial Work
· long hours
· work at an intense pace
· work with many communication media
· work largely through interpersonal relationships

Managerial agendas and networks
· Agenda setting - development of action priorities for accomplishing goals and plans
· include goals and plans that span long and sort time frames
· networking
· Process of building and maintaining positive relationships with people who can help advance agendas

Essential Managerial 
· Skill – is the ability to translate knowledge into action that results in desired performance
· Technical Skill – is the ability to use expertise to perform a task with proficiency
· Human Skill – or interpersonal skill is the ability to work well in cooperation with other people
· Conceptual Skill – is the ability to think analytically to diagnose and solve complex problems

Developing Managerial Competencies
· Managerial competency – is a skill-based capability for high performance in a management job
· High competencies:
· Communication
· Teamwork
· Self-management
· Leadership
· Critical thinking
· Professionalism



Chapter 2  Management - past to present

Study questions
· What can be learned from classical management thinking?
· What ideas were introduced by the human resource approaches?
· What is the role of quantitative analysis in management?

QUESTION 1

Classical approaches to management include:
· Scientific management
· Administrative principles
· Bureaucratic organisation

Scientific management (Fredrick Taylor)
· develop rules of motion, standardized work implements, and proper working conditions for every job
· carefully select workers with the right abilities for the job
· carefully train workers and provide proper incentives
· supporting worker by carefully planning their work and removing obstacles
· motion study – science of reducing a job or task to its basic physical motions
· eliminating wasted motions improves performance

Administrative Principles (Henri Fayol)  
· Rules of management:
· Foresight - to complete a plan of action for the future
· Organization - to provide and mobilize resources to implement the plan
· Command - to lead, select, and evaluate workers to get the best work toward the plan
· Coordination - to fit diverse efforts together and ensure information is shared and problems solved
· Control - to make sure things happen according to plan and to take necessary corrective action

Administrative Principles (Henri Fayol)  
· Key principles of management
· Scalar chain - there should be a clear and unbroken line of communication from the top to the bottom of the organization
· Unity of command - each person should receive orders from only one boss
· Unity of direction - one person should be in charge of all activities with the same performance objective.

Administrative principles (Mary parker Follett)
· groups and human cooperation:
· groups are mechanisms through which individuals can combine their talents
· organizations are cooperating "communities of managers and workers
· managers job is to help people in the organization cooperate and achieve and integration of systems
· forward looking management insights:
· making every employee an owner creates a sense of collective responsibility (precursor of employee ownership, profit sharing and gain sharing)
· business problems involve a variety of inter-related factors (precursor of systems thinking)
· private profits relative to public good (precursor of managerial ethics and social responsibility)


Bureaucratic organization (Max Weber)
· Bureaucracy
· an ideal, intentionally rational, and very efficient from organization
· based on principles of logic, order, and legitimate authority
· Characteristics of bureaucratic organizations:
· clear division of labor
· clear hierarchy of authority
· formal rules and procedures
· impersonality
· careers based on merit
· Possible disadvantages of bureaucracy:
· excessive paperwork or 'red tape'
· slowness in handling problems 
· resistance to change 
· employee apathy

QUESTION 2

Human resource approaches include:
· Hawthorne studies
· initial study examined how economic incentives and physical conditions affected worker output
· no consistent relationship found
· "psychological factors" influenced results
· relay  assembly test-room studies
· manipulated physical work and condition to assess impact on output
· deigned to minimize the ' psychological factors' of previous experiment
· factors that accounted for increased productivity
              		- Group atmosphere
               		- Participative supervision
· employee attitudes, interpersonal relations, and group process
· something’s satisfies some workers but not others
· people restricted output to adhere to group norms
· lessons from the Hawthorne studies
· social and human concerns are keys to productivity 
· Hawthorne effect - people who are singles out for special attention perform as expected
· Maslow's theory of human needs
· a need is a physiological or psychological deficiency a person feels compelled to satisfy
· Need levels:
· physiological
· safety
· social
· esteem
· self-actualization
· deficit principle - a satisfied need is not a motivator of behavior
· progression principle - a need becomes a motivator once the preceding lower-level need is satisfied
· both principles cease to operate at self-actualization
· McGregor's theory X and Y
· Theory X 
· dislike work
· lack ambition
· are irresponsible
· resist change
· prefer to be led
· Theory Y
· willing to work
· capable of self-control 
· willing to accept responsibility
· imaginative and creative
· capable of self-direction
· Implication of theory x and y
· managers create self-fulfilling prophecies
· theory X managers create situations where worker become dependent and reluctant
· theory y managers create situation where workers respond with  initiative and high performance
· central to notions of empowerment and self-management
· Argyris's theory of adult personality
· classical management principles and practices inhibit work maturation and are in consistent with the mature adult personality
· management practices should accommodate the mature personality by:
· increasing task responsibility
· increasing ask variety
· using participative decision making

QUESTION 3

Foundations for continuing developments in management 
· Quantitative analysis and tools 
· Systems to view of organisations 
· contingency thinking
· commitment 


Management science or operations research
· The scientific applications of mathematical techniques to management problem
· Mathematical forecasting makes future projections useful for planning
· Inventory modeling controls inventories mathematically
· Linear programming calculates how to allocate scarce resources among competing uses.
· Queuing theory allocates service personnel/workstations to minimize service cost and customer waiting time
· Network models break large task into smaller components for better coordination

Operations management is the study of how organizations produce goods and services

Organizations as systems
· System - collection of interrelated parts that function togther to achieve a common purpose
· Subsystem - a smaller component of a larger system
· Open systems - organizations that interact with their environments in the continual process of transforming resource inputs to outputs

Contingency thinking
· Tries to match managerial responses with problem and opportunities unique to different situations
· especially individual or environmental differences
· No "one best way" to manage
· Appropriate way to manage depends on the situation

Quality Management
· Manager and workers in progressive organizations are quality conscious
· Quality and competitive advantage are linked
· Total quality management (TQM)
· comprehensive approach to continuous quality improvement for a total organization
· creates context for the value chain
· ISO certification
· global quality benchmark
· refine and upgrade quality to meet ISO standards
· Continuous improvement
· continual search for new ways to improve quality
· something always can and should be improved on

Knowledge management and organizational learning
· Knowledge management is the process of using information technology to achieve performance success
· Portfolio of intellectual assets include patents, intellectual property rights, trade secrets, and accumulated knowledge of the entire workforce

Learning organizations
· Organizations that are able to continually learn and adapt to new circumstances
· Core ingredients include:
· mental models
· personal mastery
· systems thinking 
· shared vision 
· team learning 

High performance organizations
· organizations that are constantly achieve excellence while creating a high quality work environment
· common characteristics of high performance organizations include:
· People oriented - value people as human assets
· Team oriented - achieve synergy through teamwork
· Information oriented - mobilizes the latest information technology 
· Achievement oriented -r focuses on the need of the customer and stakeholders
· Learning oriented - operates in internal culture that respects and facilitates learning


Chapter 3 - Global Dimensions of management

Chapter 3 study questions:
· What are the management challenges of globalization?
· What are global businesses, and what do they do?
· What is culture, and how does it impact global management?
· How can we benefit from global management learning?

QUESTION 1

Key concepts in the challenges of globalization
· Global economy – resources, markets, and competition are worldwide in scope
· Globalization – is the process of growing interdependence among elements of the global economy
· International management – is the process of growing interdependence among elements of the global economy
· Global manager – is culturally aware and informed on international affairs

Global Economy
· Resource supplies, product markets, and business competition are worldwide rather than local

Globalization 
· The process of growing interdependence of these components in the global economy

Global management
· Management in organizations with business interests in more the one country

Global manager
· Informer about international developments 
· Traditional in outlook
· Competent in working with multicultural people

Global Business
· conduct for-profit transactions of goods and services across the national boundaries

Reasons why the business go global
· profit
· customers
· suppliers
· capital
· labour

Marking entry strategies - involve the sale of goosd or services to foreign markets but do not require expensive investments

Types of market entry strategies
· global sourcing – materials or services are purchased around the world for local use
· exporting – local products are sold abroad to foreign customers
· importing – involves the selling in domestic markets of products acquires abroad
· licensing agreement – a local firm pays a fee to a foreign firm for rights to make or sell its products
· franchising – a fee is paid to foreign business for rights to locally operate using its name, branding, and methods

fig 3.1

The type of direct investment strategies:
· Joint ventures - operates in a foreign country through co-ownership by foreign and local partners
· Global strategic alliances - a partnership in which foreign and domestic firms share resources and knowledge for mutual gains
· Foreign subsidiaries - local operation completely owned bu a foreign firm ex. Greenfield investment

Criteria for choosing a joint venture partner
· familiarity with your firm's  major business
· strong local workforce
· future expansion possibilities 
· value its customers
· strong local market for partner's own products
· good profit potential 
· sound financial standing

Complications in the global business environment:
· political risk - the potential loss in value of a foreign investment due to instability and changes in host country
· local legal systems - complex an unfamiliar laws can create problems
· world trade organization resolves trade and tariff disputes among countries
· protectionism can complicate global trading relationship

Regional economic alliances 
· NAFTA - North American Free Trade Agreement
· EU - European Union
· SADC - Southern Africa Development Community





QUESTION 2

Types of Global Businesses
· Global corporation - MNC (multinational corporation) with extensive business operations in more than one foreign country
· Transnational corporation - MNC operates worldwide on a border-less basis

Host-country benefits of MNC
· Larger tax bases - come from two sorces the company and the employees
· increased employment opportunities
· technology transfers
· introduction of new industries
· development of local resources

Host country complaints about MNCs
· excessive profits 
· Domination of Local economy
· interference with local government
· hiring the best local talent
· limited technology transfer
· disrespect for local customs

Fig 3.2 pg 84

Ethical issues for MNC
· Corruption - illegal practices that further one's business interests
· Sweatshops- employing workers at low wages for long hours and in poor working conditions
· Child labour - full-time of children for work otherwise done by adults
· Sustainable development - meeting current need without compromising future needs

QUESTION 3

Culture - the shared set of beliefs, values and patterns of behavior common to a group of people
Culture shock - confusion and discomfort a person experiences in an unfamiliar culture
Ethnocentrism - tendency to consider one's own culture as superior to others
Cultural intelligence - the ability to adapt and adjust to new cultures

Stages in adjusting to a new culture:
· confusion
· small victories
· the honeymoon
· irritation and anger
· reality

Silent languages of Culture
· Context
· low-context cultures - emphasize communication via sopken or written word
· high-context cultures - rely on nonverbal and situational cues as well as on spoken or written words in communication
· Time
· monochromic cultures - people tend to do one thing at a time
· polychromic cultures - time is used to accomplish many different things at once
· Space
· proxemics - is how people use space to communicate

Values and national cultures (Hofstede)
· power distance
· uncertainty avoidance
· individualism-collectivism
· masculinity-femininity
· time orientation

fig 3.3


QUESTION 4

Are Management theories universal?
· U.S. management theories may be ethnocentric
· participation and individual performance are not emphasized as much in other cultures
· not all Japanese management practices can be applied successfully abroad

Project GLOBE (Global Leadership and Organizational Behaviour Effectiveness)
· Researches the leadership, organizational practices, and diversity among world cultures
· Power distance
· uncertainty Avoidance
· Gender egalitarianism
· Future orientation
· institutional collectivism
· in-group collectivism
· assertiveness
· performance orientation
· humane orientation


· Facilitators of leadership success
· acting trustworthy, just, honest
· showing foresight, planning
· Being positive dynamic, motivating
· inspiring confidence
· being informed and communicative
· being a coordinator and team builder

· Inhibitors of leadership success
· being a loner
· acting uncooperative
· being irritable
· acting autocratic





Chapter 5 – Entrepreneurship and Small business management
Questions
What is Entrepreneurship?

Entrepreneurship – strategic thinking and risk-taking behaviours that results in the creation of new opportunities for individuals and/or organizations
Entrepreneurs – risk-taking individuals who take actions to pursue opportunities and situations order may fail to recognize or may view as problems or threats

Entrepreneurs are:
· Founders of businesses that become large-scale enterprises
· People who:
· Buy a local franchise outlet
· Open a small retail shop
· Operate a self-employees service
· People who introduce a new product or operational change in an existing organization

Typical characteristics of entrepreneurs:
· Internal locus of control
· High energy level
· High need for achievement
· Tolerance for ambiguity
· Self-confidence
· Passion and action-orientation
· Self-reliance and desire for independence
· Flexibility
Figure 5.1









Typical entrepreneurial backgrounds and experiences
· Parents were entrepreneur or self-employed.
· Families encouraged responsibility, initiative, and independence
· Have tried more than one business venture
· Have relevant personal or career experience
· Become entrepreneurs between 22 and 45 years of age
· Have strong interests in creative production and enterprise control
· Seek independence and sense of mastery

Reasons for women and member of visible minorities becoming entrepreneurs
· Out of necessity ( necessity-based entrepreneurship)
· Gain economic independence
· Provide a pathway to career success that may be blocked otherwise

Common Myths about entreoreneurs:
· Entrepreneurs are born, not made
· Entrepreneurs are gamblers
· Money is the key to entrepreneurial success
· You have to be young to be an entrepreneur
· You must have a degree in business to be an entrepreneur

What is special about small business
Small business
· Small business - One with 100 or fewer employees, Independently owned and operated
· 48 percent of the private labour force works in small business
· Are established by:
· Starting a new business
· Buying an existing business
· Buying and running a franchise

Internet Entrepreneurship
· The internet offers numerous entrepreneurial opportunities
· Nearly 85% of small businesses are conducting business over the internet

Family business 
· Owned and financially controlled by family members
· Largest percentage of businesses worldwide
· Can provide and ideal business situation
· Problems unique to family businesses:
· Family business feud – occurs when family members have major disagreements over how the business should be run.
· Succession problem – is the issue of who will run the business when the current head leaves
· Succession plan – describes how the leadership transition and related financial matters will be handled

Reasons for small business failures
· Lack of experience
· Lack of expertise
· Lack of strategy and strategic leadership
· Poor financial control
· Growing to fast
· Insufficient commitment
· Ethical failure

How does one start a new venture?

Important issues in new venture creation:
· Does the entrepreneur have good ideas and the courage to give them a chance?
· Is the entrepreneur prepared to meet and master the test of strategy and competitive advantage?
· Can the entrepreneur identify a market niche that is being missed by other established firms?
· Can the entrepreneur identify a new market that has not yet been discovered by existing firms?
· Can the entrepreneur generate first-mover advantage by exploiting a niche or entering a market before competitors?
· First-mover advantage – comes from being first to exploit  niche or enter a market.

Life cycle of entrepreneurship
· Birth stage – establishing the firm, getting customers, finding the money
· Breakthrough stage – working on finances, becoming profitable, growing
· Maturity stage – refining the strategy, continuing growth, managing for success

Basic items that should be included in a business plan:
· Executive summary
· Industry analysis
· Company description
· Product and services description
· Market description
· Marketing strategy
· Operations description
· Staffing description
· Financial projection
· Capital needs
· Milestones

VIDEOS
· Outsourcing   BPO 
· by moving work off shore they can make more money
· save monies
· indian companies move their companies to the US
· FORD 1990ish
· International competitions and the big challenges
· Focus on design on new idea except for ford. They are focusing on the environment
· Putting grass on the roof, sky light, low ceiling 
· Saving energy, grass retains rainwater
· New models – GM’s stratagies, downsizing their engines to save gas;
Forms of legal ownership
· Sole proprietorship – is a form of business where and individual pursues
· Partnership – is a form of business where two or more people agree to contribute resources to start and operate a business together
· General partnership
· Limited partnership
· Limited liability partnership
· Corporation – is a legal entity that exists separately from its owners
· Limited liability cooperation (LLC) – is a hybrid between form combining advantages of the sole proprietorship, partnership, and corporation.

Financing the new venture
· Sources of outside financing
· Debt financing – involves borrowing money that must be repaid over time, with interest.
· Equity financing – involves exchanging ownership shares for outside investment monies.
· Equity financing alternates
·  Venture capitalists – make large investments in new ventures in return for an equity stake in the business
·  Initial public offering (IPO) – is an initial selling of shares of stock to the public at large
· Angel investor – is a wealthy individual willing to invest in a new venture for equity in a new venture.


Planning Processes and Techniques

Planning
· How do managers plan?
· What types of plans do managers make
· What are the useful planning tools and techniques
· How can plans be well implemented

· Always have an alternative plan.
· have knowledge of your surroundings
· experience is obtained through planning, people who don't plan just coast along
· always have to reflect back, process of reflection

QUESTION 1

Planning - the process of setting objectives and determining how to best accomplish them
Objectives - identify the specific results or desired outcomes that one intends to achieve
Plan - a statement of actions steps to be taken in order to accomplish the objectives

figure 6.1

Steps to planning process:
· define your objectives
· determine where you stand vis-a-vis objectives
· develop premises regarding future conditions 
· analyze and choose among action alternatives
· implement the plan and evaluate the results

**MC looks for key words they can help you can be a definition, also by elimination**

Benefits of planning 
· improve focus and flexibility
· improve action orientation
· improves coordination and control
· improves time management

Personal time management tips: (166)
· Do say "no" to requests that distract from what you should be doing
· DON'T get bogged down in details that can be addressed later
· Do screen telephone calls, emails, and meeting requests
· DON'T let drop-in visitors instant messaging use up your time
· Do prioritize your important and urgent work
· DON'T become calendar bound by letting others control your schedule
· Do follow priorities; do most important and 

QUESTION 2

Short-range and long-range plans
· Short-range plans: 1 year or less
· Intermediate- range plans : 1-2 years
· Long range plans: 3 or more years

· People vary in their capability to deal effectively with different time horizions

· Higher management levels of focus on longer time horizions

Strategic and tactical plans
· Strategic plans - set broad, comprehensive, and long-term action directions for the entire organization
· Tactical plans - define what needs to be done in specific functions to implement strategic plans
· production plans 
· financial plans
· facilities plans
· marketing plans
· human resource plans

Operational plans
· Policies and Procedures
· Policy - broad guidelines for making decisions and taking action in specific circumstances
· Rules or Procedures - plans that describe exactly what actions are to be taken in specific situations
· Budgets
· single-use plans that commit resources to activities, projects , or programs
· fixed, flexible, and zero-based budgets


QUESTION 3

Forecasting 
· making assumptions about what will happen in the future
· qualitative forecasting uses expert opinions
· quantitative forecasting uses mathematical and statistical analysis
· all forecasts rely on human judgment
· planning involves deciding on how to deal with the implications of a forecast

Contingency planning
· Identifying alternative courses of action that can be implemented if circumstances change
· Contingency plans anticipate changing conditions

Scenario planning
· A long-term version of contingency planning 
· Identifying alternative future scenarios
· Plans made for each future scenario
· "worst case" and "best-case" scenarios

Benchmarking
· Use of external and internal comparisons to better evaluate current performance and identify possible actions for the future
· Adopting best practices of other organizations that achieve superior performance.

Use of staff planners
· Coordinating and energizing and the planning function
· Help bring focus and expertise to accomplish important, often strategic, planning tasks
· Possible communication gaps between staff planners and line management

QUESTION 4

Goal setting
· Can make a big difference in how well management does in pointing people in the right directions and inspiring them to work hard
· See their history but you also need to see their credentials and their potential

Great goals are SMART:
· set Specific goal
· make sure goals are Measurable
· ensure goals are Attainable
· goals must be Referred to regularly
· goals must be Timely

Goal alignment
· To make sure that goals and plans are well integrates across the many people, work units, and levels of an organization as a whole 
· Goals set anywhere in the organization should ideally help advance its overall mission or purpose

Figure 6.2

management by objectives (MBO)
· A structured process of regular communication
· Supervisor/ team leader and workers jointly set performance objectives
· Supervisors/team leader and workers jointly review results

MBO involves a formal agreement specifying...
· Workers' performance objectives for a specific time periods
· Plans through which performance objectives will be accomplished
· Standards for measuring accomplishment of performance objectives
· Procedures for reviewing performance results

Figure 6.3

Types of MBO performance objectives
· Improvement
· Personal development
· Maintenance

**1st chapter is most important**

Criteria for effective performance objectives
· Specific
· Time defined
· Challenging
· Measurable

Pitfalls to avoid in using MBO
· Tying MBO to pay
· Focusing too much attention on easily
· Requiring excessive paperwork
· Having managers tell workers their objective

Advantages of MBO
· Focuses workers on most important tasks and objectives
· Focuses supervisor's efforts on important areas of support
· Contributes to relationship building
· Gives workers a structured opportunity to participate in decision making
· Let the have the sense of ownership and have the feeling they are involved

Participation and involvement
· Participatory planning requires that the planning process include people who will be affected by the plans and/or will help implement them
· Benefits of participation and involvement
· promotes creativity in planning 
· increases available information
· fosters understanding, acceptance, and commitment to the final plan

Figure 6.4


Chapter 7: Strategy and Strategic Management
What is strategic management? 
What are the essentials of strategic management?
What are corporate strategies and how are they formulated?
What are business strategies and how are they formulated?

Question 1
Basic concepts of strategy
· Competitive advantage – operating with an attribute or set of attributes that allows an organization to outperform it rival
· Sustainable competitive advantage – one that is difficult costly competitors to imitate
· Strategy – comprehensive action plan that identifies long-term direction for an organization and guides resource utilization to accomplish organizational goals with sustainable competitive advantage.
· Strategic intent – focusing all  organizational energies on a unifying and compelling goal

Goal of strategic management is to create above-average returns for investors
· Returns exceeding those for alternative opportunities at equivalent risk
· Earning above-average returns depends on parts of the organization….

Strategic process:
· Strategic management – the process of formulating and implementing strategies to accomplish long-term goals and sustain competitive advantage
· Strategic analysis – process of analyzing the organization, the environment and its competitive position and current strategies.
· Strategy formulation – the process of crafting strategies to guide allocation of resources
· Strategy implementation – putting strategies into action
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Ducker’s strategic questions for strategy formulation
· What is out business mission?
· Who are our customers?
· What do our customers consider value?
· What have been our results?
· What is your plan?

Question 2
Analysis of a mission
· Mission – statement expresses the organization’s reason for existence in society
· The reason for an organization’s existence
· An important test of the mission is how well it serves the organization’s stakeholders
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Analysis of core values
· Core Values are broad belief about what is or is not appropriate 
· Organizational culture reflects the dominant value system of the organization as a whole

Strong core Values
· Helps build organizational identity
· Gives character to the organization in the eyes of employees and external stakeholders
· Backs up the mission statement
· Guides the behaviour of organizational member in meaningful and consistent ways.

Analysis of objects (195)
· Operating objectives direct activities toward key and specific performance results
· Typical operating objectives:
· Profitability – operating with a net profit
· Financial health – acquiring capital; earning positive returns
· Cost efficiency – using resources well to operate at low cost
· Product quality – producing high-quality goods or services
· Market share – gaining a specific share of possible customers
· Human talent – recruiting and maintaining a high-quality workforce 
· Innovation – developing new products and processes
· Social responsibility – making a positive contribution to society
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SWOT analysis of organization and environment
· SWOT Analysis – examines organizational strengths and weaknesses and environmental opportunities and threats.
· Organizational strengths (internal)
· Identify core competencies – things that the organization has or does exceptionally well in comparisons with competitors
· Organizational Weaknesses (internal)
· Identify things that inhibit performance and hold the organization back from fully accomplishing its objectives
· Environmental Opportunities (external)
· New markets, strong economy, market rivals, emerging technology, growth of existing market
· Environmental Threats (external)
· New competitors, shortage of resources, changing market tastes, new regulations, substitute products

Analysis of organizational resources and capabilities
· Core competency is a special strength that gives an organization competitive advantage
· Important goal of assessing core competencies
· Potential core competencies
· Special knowledge or expertise
· Superior technology
· Efficient manufacturing approaches
· Unique product distribution system

Porters model of five strategic forces affecting competition
1. Industry competition – the intensity of rivalry among firms and their competitive behaviour
2. New entrants – the threat of new competitors entering the market
3. Substitute products or services – the threat of substitute products or services
4. Bargaining power of suppliers – the ability of resource supplier to influence the costs of products or services
5. Bargaining power of customers – the ability of customers to influence the price they will pay for products or services

Videos** on exam**
Three part series of out-sourcing (nightly Business report)
· Uk and us outsource to get labour in India
· India’s economy grows
· US profit goes up, but less job opportunites
· UK doesn’t care because they have other options
·  *Telemarketing is the most outsources
· Research analyzers 
· US UK Australia , India
· Travel agencies, technologies, medical transcripts (cheaper labors over seas)
· Pros and cons from American perspective (pros – cheaper labour Cons – loosing jobs)
· Pros and Cons India ( Pros – given jobs. Cons - )*
Taiwan Nano techonology
· Great economy
· Strategy- faster and keep on top of the competition
· To expensive to make things in Taiwan
· China is drawing more attention causing Taiwan to stay relevant
· *related to chapter on strategic plan
· Do you want to outsource
· What were they trying to explain with the smile graph – manufacturing at the bottom, how can you bring it to higher value, research and development
· Evolution of nano tech – 

Question 3
Levels of strategies
· Corporate strategy – sets long-term direction for the total enterprise
in what industries and market should we compete
· Business strategy – identifies how a division or strategic business unit will compete in its product or service domain
How do we compete in each of our major businesses?
· Functional Strategy – guides activities within one specific are of operations
How do we best support each of our business strategies?

Grand or master strategies
· Growth strategies: seek and increase in size and the expansion of currant operations
· Stability strategy: maintains  current operations without substantial changes
· Renewal strategy (retrenchment): tries to solve problems and overcome weaknesses that are hurting performance
· Combination strategy: Pursues growth, stability, or retrenchment in some combination

Growth and diversification strategies
· Concentration strategies – is growth within the same business area
· Diversification – is growth by acquisition of or investment in new and different business areas
· Vertical integration – is growth by acquiring suppliers or distributors

Restructuring strategies:
· Tries to correct weaknesses by changing the mix or reducing the scale of operations
· Restructuring – changes the mix or reduces the scale of operations
· Turnaround – strategy tries to fix specific performance problems
· Downsizing (don’t say downsizing, they say restructure)– strategy decreases the size of operations
· Divestiture (diversify your company) – sells off parts of the organization to refocus attention on core business areas

Global strategies: (one view is not the best view)
· Globalization strategy – adopts standardized products and advertising for use worldwide
· Ethnocentric view
· Multi-domestic strategy – customizes products and advertising to best fit local needs
· Polycentric view (Torontonian)
· Transnational strategy – seeks efficiencies of global operations with attention to local markets
· Geocentric view (people thinking they are their own geography.)

Cooperative straties
· Strategic alliances – organizations join together in partnership to pursue an area of mutual interest
· Types:
· Outsourcing
· Supplier 
· Distribution
· Co-operation – is the strategy of working with rivals on projects of mutual benefit

E-business strategies (200)
· E-business - The strategic use of the internet to gain competitive advantage
· Popular e-business strategies:
·  B2B business strategy – uses IT and web portals to link organizations vertically in supply chains
·  B2C business strategy – uses IT and web portals to link businesses with customers
*e-business or no business

Web-Base business models
· Brokerage – bringing buyers and sellers together to make transactions
· Advertising – providing information or services while generating revenue from advertising
· Merchant – selling products wholesale and retail through the web
· Subscription – selling access to a website through subscription
· Informediary – collecting information on users and selling it to other businesses
· Community – supporting sites by donations from a community of users

Strategic portfolio planning
· Portfolio planning seeks the best mix of investments among alternative business opportunities 
· Planning has multi-dimensions
· BCG Matrix – analyzes business opportunities according to market growth rate and market share
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· Stars – are high-market-share businesses in high-growth markets. They produce large profit though substantial penetration of expanding markets. The preferred strategy for stars is growth.
· Question marks – are low-market-share businesses in high-growth markets. Not much profit,, rapidly growing, prefer growth .
· Cash cows – are high-market-share businesses in low-growth markets. Large profits and strong cash flow, little growth opportunity. Preferred strategy is stability or modest growth
· Dogs – are low-market businesses in low-growth markets. No profit no improvement, preferred strategy is retrenchment

Porter’s generic strategies model
· Business-level strategic decisions are driven by:
· Market scope
· Source of competitive advantages
· Market scope and source….
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Porter’s strategies for gaining comp. advantage
· Differentiation strategies – offers products that are different from the competition
· Cost leadership strategies – seeks to operate with low costs so that products can be sold at low prices
· Focus strategy – concentrates on serving a unique market segment better than anyone else
· Focused differentiation strategies – strategy offers a unique product to a special market segment
· Focused cost leadership strategies – strategy  seeks the lowest costs of operations within a special market segment
· *difference 1st two is a combination the other two have blinders and focused on that only*

Strategic instrumentalism
· Strategic instrumentalism – makes modest changes in strategy as experience builds over time
· Emergent strategy – unfolds over time as mangers learn from and respond to experience

Lack of participation error – is a failure to include key persons in strategic planning.

Corporate governance:
· Corporate - System of control and performance monitoring of top management
· Done by boards of directors and other major stakeholders
· Controversies regarding role of inside directors and outside directors
· Increasing emphasis on corporate governance in contemporary business

Strategic Control – makes sure strategies are well implemented and that poor strategies are scrapped or modified

Strategic leadership
· Strategic leader – inspires people to continually change, refine, and improve strategies and their implementation
· A strategic leadership has to be:
· Guardian of trade-offs
· Create a sense of urgency
· Make sure that everyone understands the strategy
· Needs to be a teacher


Chapter 8 - Organization Structures and designs

What is organizing as a management function?

Organizing as a management function.
· Organizing – The process of arranging people and other resources to work together to accomplish a goal.
·  Organization structure - The system of tasks, work-flows, reporting relationships, and communication linkages
* fig 8.1






Formal Structures
· Formal structure – is the official structure of the organization
· Organization chart – is a diagram describing reporting relationships and the formal arrangement of work positions within an organization.
· An organization chart identifies the following aspects of formal structure:
· Division of work -  positions and titles show work responsibilities
· Supervisory relationships – lines show who reports to whom
· Communication channels – lines show formal communication flow
· Major subunits – positions reporting to a common manager are shown
· Levels of managers – vertical layers of management are shown

Informal structures
· Informal structures – A "shadow" organization made up of the unofficial, but often critical, working relationships between organization members.
· Social network analysis – identifies the informal structures and their embedded social relationships that are active
·  Potential advantages of informal structures:
· Helping people accomplish their work
· Overcoming limits of formal structure
· Gaining access to interpersonal networks
· Informal learning
· Potential disadvantages of informal structures
· may work against best interests of entire organization
· susceptibility to rumor
· may carry inaccurate information
· may breed resistance to change
· Diversion of work efforts from important objectives
· Feeling of alienation

Departmentalization – is the process of grouping people and jobs into work units.

Functional structures 
· Functional structures - people with similar skills and performing similar tasks are grouped together into formal work units
· Members work in their functional areas of expertise
· Are not limited to businesses
· work well for small organizations producing few products or services.
fig 8.2





· Potential advantages of functional structures: 
· economies of sale
· task assignments consistent with expertise and training
· high-quality technical problem solving
· in-depth training and skill development
· clear career paths within functions
· Potential disadvantages of functional structures:
· Difficulties in pinpointing responsibilities
· functional chimneys problem
· sense of cooperation and common purpose break down
·  narrow view of performance...

Divisional structure
· Divisional Structure - group together people who work on the same product or process, serve similar customers, and/ or are located in the same area or geographical region,
· common in complex organizations
· avoid problems associated with functional structures
· Types of divisional structures and how they group job and activities
· Product structures – groups together people and jobs focused on a single product or service.
· Geographical structures – groups together people and jobs performed in the same location.
· Customer structures – groups together people and jobs that serve the same customers or clients.
· Process structures – groups jobs and activities that are parts of the same processes.
· Work process – is a group of related tasks that collectively creates a valuable work product
· Potential advantages of decisional structures
· More flexibility in responding environmental changes
·  improved coordination
· Clear points of responsibility
· Potential disadvantages of divisional structures:
· Duplication of resources and effort across decisions
· Competition and poor coordination across divisions
· mphasis on divisional goals at expense of organizational goals.
8.3

Matrix structure - Combines functional and divisional approaches to emphasize project or program teams

8.4

Potential advantages of Matrix structures
· Better cooperation across functions
· Improved decision making
· Increased flexibility
· Better customer service
· Better performance Accountability
· Improved strategic management

Team structures
· Team structure - Extensively use permanent and temporary teams to solve problems, complete special projects, and accomplish day-to-day tasks.
· Often use cross-functional teams composed of members from different functional departments.
· Project teams - are convened for a specific task or project and disbanded once completed.
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Potential advantages of team structures:
· Eliminates difficulties with communication and decision making.
· Eliminates barriers between operating departments.
· Improved morale.
· Greater sense of involvement and identification.
· Increased enthusiasm for work.
· Improved quality and speed of decision making.





Network structure
· Network structure – uses information technologies to link with network of outside suppliers and service contractors.
· A central core that is linked through networks of relationships with outside contractors and suppliers of essential services.
· Own only core components and use strategic alliances or outsourcing to provide other components.
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Potential advantages if network structures:
· Firms can operate with fewer full-time employees and less complex internal systems
· Reduced overhead cost and increased operating efficiency
· Permits operations across great distances

Boundaryless organizations
· Boundaryless organization - Eliminate internal boundaries among subsystems and external boundaries with the external environment.
· A combination of team and network structures, with the addition of ‘temporariness”
· Key requirements:
· Absence of hierarchy
· Empowerment of team members
· Technology utilization
· Acceptance of impermanence
· Encourage creativity, quality, timeliness flexibility, and efficiency
· Knowledge sharing is both goal and essential component
· Virtual organization - Operates in a shifting network of external alliances that are engaged as needed, using IT and the Internet
· A special form of boundaryless organization

Video:
What is the reason to increase their business volume:
· Increase profit 
· Online shopping
What kind of scheduling
· Just in time.

Organizational design – is the process of creating structures that accomplish mission and objectives
Bureaucracy
· Bureaucracy - A form of organization based on logic, order, and the legitimate use of formal authority
· Bureaucratic designs feature…
· Clear-cut division of labour
· Strict hierarchy of authority
· Formal rules and procedures
· Promotion based on 

Contingency perspective on bureaucracy ask the questions:
· Wen is a bureaucratic form o good choice for an organization?
· What alternatives exist when it is not a good choice

Environment determines that answers to these questions 233
· A mechanistic design works in a stable environment
· Mechanistic design – is a centralized, with many rules and procedures, a clear-cut division of labour, narrow spans of control, and formal coordination.
· An organic design works in rapidly changing and uncertain environment
· Organic design– is decentralized, with fewer rules and procedures, open divisions of labour, wide spans of control, and more personal coordination.
· Adaptive organization – operates with a minimum of bureaucratic features and encourages worker empowerment and teamwork
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Basics of subsystem design
· Subsystem – is a work unit or smaller component within a larger organization
· A department or work unit headed by a manager
· Operates as a smaller part of the larger organization
· Ideally, each subsystem supports other subsystems, working towards interests of entire organization

Lawrence and lorsh’s findings on subsystems design…
· The total system structures of successful firms match the challenges of their environments
· The subsystems structures of successful firms match the challenges of their respective sub-environments
· Subsystems in successful firms worked well with each other.




Managing subsystem differentiation
· Differentiation is the degree of difference that exists among the internal components of an organization
· Common sources of subsystems differentiation:
· Time orientation
· Objectives
· Interpersonal orientation
· Formal structure
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Managing subsystem integration
· Integration is the level of coordination achieved among an organizations internal components
· Organization design paradox
· Increased differentiation creates the need for greater integration
· Integration is more difficult to achieve as differentiation increases.

Contemporary organizing trends include:
· Fewer levels of management
· chain of command – links together all persons with successively higher levels of authority
· Less unity of command
· Wider spans of control – is the number of subordinates directly reporting to a manager.
· More delegation and empowerment
· Delegation – is the process of distributing and entrusting work to other persons
· Empowerment – allows others to make decisions and exercise discretion in their work.
· Decentralization with centralization
· Centralization - is the concentration of authority for most decisions at the top level of an organization.
· Decentralization – is the dispersion of authority to make decisions throughout all organization levels.
· Reduced use of staff
· Staff positions - Provide technical expertise for other parts of the organization

Shorter chains of commands
· The line of authority that vertically links all persons with successively higher levels of management
· Organizing trend
· Organizations are being ’streamlined’ by cutting unnecessary levels of management
· Flatter structures are viewed as competitive advantage


Chapter 11: leading and leadership Development
What is the nature of leadership
What are the important leadership traits and behvaiours?
What are the contingency approaches to leadership
What are some currant issues in leadership development

Leadership – a process of inspiring other to work hard to accomplish important tasks
Contemporary leadership challenges
· Shorter time frames for accomplishing things
· Expectations for success on the first attempt
· Complex, ambiguous, and multidimensional problems
· Taking a long-term view while meeting short-term demands

Fig 11.1








Power
· Power – Ability  to get someone else to do something you want done or make things happen the way you want
· Power should be used to influence and control others for the common good rather seeking to exercise control for personal satisfaction
· Two sources of managerial power
· Position power – what position you are given by the company
· Personal power – your knowledge, personality etc
Position power
· Based on a managers official status in the organization’s hierarchy of authority
· Sources of position power
· Reward power – offer something of value as means of influencing other people
· Coercive power – punish or withhold positive outcomes
· Legitimate power – organizational position or status confers the right to control those in subordinate positions
Personal power 
· Based on the unique personal qualities that a person brings to the leadership situations
· Sources of personal power
· Expert power – capacity to influence other because of one’s knowledge and skills
· Referent power – capacity to influence other because they admire you and want to identify positively with you





Visionary leadership
· Vision – a future that one hopes to create or achieve in order to improve upon the present state of affairs
· Visionary leadership – a leader who brings to the situation a clear and compelling sense of the future as well as an understanding of the actions needed to get ther successfully
· Meeting the challenges of the visionary leadership
· Challenge the process
· Show enthusiasm
· Help others to act
· Set the example
· Celebrate achievements

Servant leadership
· Servant leadership  - is follower-centred and commitment to serving others
· Followers more important than leader
· “other center” not “self-centered’
· Power not a “zero-sum” quality
· Focuses on empowerment, not power

Servant leadership and empowerment
· Empowerment – the process through which managers enable and help other to gain power and achieve influence
· Effective leaders empower other by providing them with:
· Information
· Responsibility
· Authority
· Trust

Traits that are important for leadership success
· Drive 
· Self-confidence
· Creativity
· Cognitive ability
· Job-relevant  knowledge
· Motivation 
· Flexibility
· Honesty and integrity

Leadership behaviour
· Leadership behaviour theories focus on how leaders behave when working with followers
· The way you behave and work is your ‘style’ in a way
· Leadership styles are recurring patterns of behaviours exhibited by leaders
· Basic dinentions of leadership behaviour
· Concern for the task to be accomplished
· Concern for the people doing the work




Dimension of managing:
· People
· Acts warm and supportive toward followers
· Develops social rapport with followers
· Respects the feelings of followers
· Is sensitive to followers needs
· Shows trust in followers
· Asking how are you, traffic was ok? Etc.
· Task concern
· Plans and defines work to be done
· Assigns task responsibilities 
· Sets clear work standards
· Urges task completion
· Monitors performance results 
· Focused on just accomplishing the task

Blake and Mouton Leadership Grid (figure 11.3)
· Team management – high task concern; high people concern
· Authority-obedience management – high task concern; low people concern
· Country club management – low task concern; high people concern
· Impoverished management – low task concerned; low people concern
· Middle of the road management – focuses on balancing work output and morale

[image: http://www.mindtools.com/media/Diagrams/BlakeMoutonGrid.jpg]

Classic leadership styles:
· Autocratic style – emphasizes task over people, keeps authority and information within the leader’s tight control, and acts in a ….
· Human relations – emphasizes people over work
· Laissez faire style – shows little concern for task, lets the group make decisions, and acts with a ‘do the best you can and don’t bother me” attitude.
· Democratic style –  committed to task and people, getting things don’t while sharing information, encouraging participation in decision making, and helping people develop skills and competencies

Fiedler’s contingency model
· Good leadership demands on a match between leadership and situational demands
· Determining leadership style
· Low LPC – task-motivated leaders
· High LPC – relationship motivated leaders
· Leadership is part of one’s personality, and therefore relatively enduring and difficult to change
· Leadership style must be fit to the situation
Figure 11.4 – in japans case with the sunami and nuclear you need international relationships

Hersey-Blanchard situational leadership model Fig11.5
· Leaders adjust their styles depending on the readiness of their followers to perform in a given situation
· Readiness – how able, willing and confident followers are in performing tasks
· Delegating 
·  Allowing the group to take responsibility for task decision; 
· a low task, high relationship style 
· Participating
· Low-task, high relationship style
· Works best in low- to moderate- readiness situations
· Selling
·  Explaining task direction in a supportive and persuasive way
· High task, high relationship style
· Telling
·  Giving specific task directions and closely supervising work
· A high-task, low-relationship style

House’s path-goal leadership theory fig 11.6
· Effective leadership deals with the paths through which followers can achieve goals
· Leadership styles for dealing with path-goal relationships pg 326
· Directive leadership – give direction show them the expectation; give standards, clear about your role and their role….
· Supportive leadership – let us set up goal and work together to accomplish it, make work happy and pleasant…
· Achievement-oriented leadership – set up goal, the goal is challenging and if they reach it they feel proud.
· Participative leadership – involving in  decision makig and production process etc..

When to use house’s leadership style
· Use directive leadership when job assignments are ambiguous
· Use supportive leadership when worker self-confidence is low
· Use participative leadership when performance incentives are poor
· Use achievement-oriented leadership when task challenge is insufficient

Leader-member exchange theory (LMX) figure 11.7
· Not all people are treated the same by leaders in leadership situations 
· “in groups” – high LMX
· “out groups” – low LMX
· Nature of the exchange is based on presumed characteristics by the leaders
· High LMX relationship
· Favorable personality
· Competency
· Compatibility
· Low LMX relationship
· Low competency
· Unfavorable personality
· Low compatibility


Vroom-Jago leader-participation theory Figure 11.8
· Helps leaders choose the method of decision making that best fits the nature of the problem situation
· Basic decision-making choices:
· Authority decision – is made by the leader and then communicated to the group
· Consultative decision – is made by a leader and then communicated to the group
· Group decision – is made by group members themseleves 

Decision making options in the vroom-Jago leader-patricipation theory
· Decide alone
· Consult individually
· Consult with group
· Facilitate
· Delegate

Contingency factors in the Vroom_Jago leader-participation theory:
· Decision quality – who had the information needed for the problem solving
· Decision acceptance – importance of subordinate acceptance to eventual implementation
· Decision time – time available to make and implement the decision

*definitions and differences and names*

Superleaders – persons whose vision and strength of personality have an extraordinary impact on others

Charismatic leaders – develop special leader-follower relationships and inspire others in extraordinary ways.

Transactional leaders – someone who directs the efforts of others through tasks, rewards, and structures

Transformational leaders – someone who is truly inspirational as a leader and who arouses others to seek extraordinary performance accomplishments

Characteristics of transformational leaders:
· Vision 
· Charisma
· Symbolism
· Empowerment
· Intellectual stimulation
· Integrity

Emotional intelligence
· Emotional intelligence – The ability of people to manage themselves and their relationships effectively 
· Components of emotional intelligence
· Self-awareness
· Self-regulation
· Motivation
· Empathy
· Social skill

Gender and leadership
· Gender similarities hypothesis – holds that males and females have similar psychological properties.
· Both women and mean can be effective leaders
· Women tend to use interactive leadership
· A style that shares qualities wit transformational leadership
· Men tend to use transactional leadership
· Interactive leadership provides a good fit with the demands of a diverse workforce and the new workplace
· Future leadership success with depend on a person’s capacity to lead through:
· Openness
· Positive relationships
· Support
· Empowerment

Moral leadership
· Moral leadership – is always “good” and “right” by ethical standards
· Ethical leadership adheres to moral standards meeting the test of ‘good’ rather than ‘bad’ and ‘right’ rather than ‘wrong’
· All leaders are expected to maintain high ethical standards
· Long-term, sustainable success requires ethical behaviour.
· Integrity involves the leader’s honesty, credibility, and consistency in putting values into action
· Authentic leadership – activates positive psychological states to achieve self-awareness and positive self-regulation

Ducker’s “old-fashioned” leadership
· Leadership is more than charisma; it is “good o-old fashioned” hard work
· essentials of “old fashioned’ leadership:
·  clear vision
·  Responsibility
· Don’t blame others
· Keep your integrity
· Be consistent 

Communication – An interpersonal process of sending and receiving symbols with messages attached to them

Key elements of the communication process:
· Sender
· Message
· Communication channel
· Receiver
· Interpreted meaning 
· Feedback 

Effective and efficient communication:
· Effective communication – occurs when the intended meaning of the sender is identical to the interpreted meaning of the receiver.
· Efficient communication – occurs at minimum resource cost.
· Potential trade-offs between effectiveness and efficiency must be recognized


Persuasion and credibility in communication
· Communication is used for sharing information and influencing other people
· Persuasion is getting someone else to support the message being presented
· Persuasive communication – presents a message in a manner hat causes other person to support it.
· Horizontal structures and empowerment are important contexts for persuasion
· Expert power and referent power are essential for persuasion
· Credibility involves trust, respect, and integrity in the eyes of others
· Credibility can be built through expertise and relationships
· Credible Communication – earns trust, respect, and integrity in the eyes of others.

Communication barriers
· Communication channel – is the pathway through which a message moves from sender to receiver.
Guidelines for making oral presentation’s (probably not on exam)
· Be prepared
· Set the right tone
· Sequence points
· Support your points
· Accent the presentation
· Add the right amount of polish 
· Check your technology
· Don’t bet on the internet
· Be professional


Chapter 13: Information and Decision Making

Study Questions
· What is the role of information in the management process
· How do managers use information to make decisions
· What are the steps in the decision making process
· What are the current issues in managerial decision making

Information and Knowledge - basic linkages
· Knowledge and knowledge workers provide a decisive competitive factor in today's economy
· Knowledge worker - someone whose value to the organization rests with intellect, not physical capabilities.**
· Intellectual capital - Shared knowledge of a workforce that can be use to create wealth.**
· Knowledge and intellectual capital are irreplaceable organizational resources
· The productivity of knowledge and knowledge workers depends on : - computer competency - information competency

What is useful information
· Data - raw facts and observations
· Information - data made useful for decision making
· Information drive management functions
· Characteristics of useful information
· Timely
· High quality
· Complete
· Relevant
· Understandable
*exam question give you 4 choices maybe one that is not*

Fig 13.1 internal and external information need of an organization

QUESTION 1
Implications of IT within Organizations:
· Facilitation of communication and information sharing
· Operating with fewer middle managers (key for information distributing
· Flattening of organizational structures
· Faster decision making
· Increased coordination and control

Implications of IT for relationships with external environment
· helps customer relationship management
· helps organizations with supply chain management
· helps in monitoring outsourcing and other business contracts

Fig 13.2 information technology is breaking barriers and changing organizations

Information Needs of organization
· Information exchanges with the external environment
· gather intelligence information
· provide public information
· Information exchanges within the organization
· facilitate decision making
· facilitate problem solving

Basic information systems concept:
· Information system - use of the latest it to collect organize and distribute data for use in decision making.
· Management information systems(MIS)- specifically designed to meet the information need of manager in daily decision making

QUESTION 2

Managerial advantages of IT utilization
· Planning advantages
· better and more timely access to useful information
· involving more people in planning
· Organizing advantages
· More ongoing and informed communication among all parts if the organization
· improved
· Leading advantage
· improved communication with staff and stakeholders
· keep objectives clear
· Controlling advantages
· More immediate measure of performance results
· allows real-time solution to performance problems
**what is a planning advantage of information technology IT utilization

Fig13.3 the manage as an information - processing nerve center

Performance deficiency - actual performance being less than desired performance

A performance opportunity - actual performance being better than desired performance

Problem Solving - the process of identifying a discrepancy between actual and desired performance and taking action to resolve it

A decision - a choice among possible alternative course action

Problem - solving approaches or styles
· Problem avoiders - inactive in information gathering and solving problems
· Problem solvers - reactive in gathering information and solving problems
· Problem seekers – proactive process information and constantly look for problems to solve

Systematic versus intuitive thinking
· Systematic thinking approached problem in a ration, step-by-step, and analytical fashion
· Intuitive thinking – approaches problems in a flexible and spontaneous fashion
· Multidimensional thinking – is an ability to address many problems at once
· Effective thinking 

Cognitive style 
· Sensation Thinkers – emphasize the impersonal rather than the personal and take realistic approach to problem solving. Like facts, clear goals, certainty and situations of high control
· Sensation feelers – emphasize both analysis and human relations. Realistic and prefer facts
· Intuitive thinkers – comfortable with abstraction and unstructured situations. Idealistic, prone toward intellectual and theoretical positions
· Intuitive feelers – prefer broad and global issues. Insightful and tend to avoid details

Programmed decisions
· Structured problems – are straightforward and clear with respect to information needs
· Programmed decision – applies a solution from past experience to a routine problem

Non programmed decision
· Unstructured problems – have ambiguities and information deficiencies
· Nonprogrammed decision – applies a specific solution crafted for a unique problem

Crisis decision making 
· Crisis is an unexpected problem that can lead to disaster if not resolved quickly and appropriately
· Rules for crisis management:
· Figure out what is going on
· Remember that speed matters
· Remember that slow counts, too.
· Respect the danger of the unfamiliar
· Value the skeptic
· Be ready to 'fight fire with fire'

Decision Environments:
· Certain environment - offer complete information about possible action alternative and their outcomes
· Risk environment - lack completer information about action alternative and their consequences
· Uncertain environment – lacks so much information that it’s difficult to assign probabilities to the likely outcomes of the alternatives

QUESTION 3

Five step decision-making process
· Identify and define the problem
· Generate and evaluate possible solutions
· Choose a preferred course of action and conduct the 'ethics double check'
· Implement the decision
· Evaluate results
[bookmark: _GoBack]
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