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Managers and Managing – Chapter 1

Management – working with and throughindividuals and groups in order to achieve desired goals
· With – because everyone is connected.

· Through – the need of delegation – you can delegate but you are still responsible.

·  Individuals – all unique – Maslow says we all have the same needs – but where we place our emphasis varies by each person. 

· Groups – 85% takes place in groups. For different point of views, brainstorm – pros and cons, accomplish organizational goals, decrease liability – spread the risks, better decision making.  

· As the group forms – a leader emerges, and norms – expectations are created in the group. 

· Cross fertilization occurs.

· Goal – what it is you want to achieve, objectives – how you are going to achieve it.

Managerial Functions(Fayol) -  P - Choose appropriate goals and best course of action 

L - Motivate, coordinate and energize individuals and groups to  work together 

O - Establish task and authority relationships so that people  work well together 

C - Establish measuring and monitoring systems to evaluate   how well an organization has achieved the goals.

Organizational Functions- Accounting, finance, operations, management, human resources management, marketing

Process of Management  - (Page 3)

	Efficiency vs Effectiveness

	Low Efficiency + Low Effectiveness
	 - Managers choose wrong goals to pursue and make poor use of   resources (Low quality product that customers do not want)

	Low efficiency + High effectiveness
	- Managers choose the right goals to pursue, but does a poor job of using resources to achieve these goals (Good product – too expensive)

	high efficiency + Low Effectiveness
	- Manager chooses inappropriate goals but makes good use of resources to pursue these goals (High quality product that no one wants)

	high efficiency + high effectiveness
	- Manager chooses the right goals to pursue and makes good use of resources to achieve these goals (Quality = Price)


	3 Managerial roles indentified by mintzberg

	interpersonal- Coordinate and interact with organizational members and provide direction and supervision for employees and for the organization as a whole. 


	figurehead – symbolizes an organization or a department, 

leader – encourages subordinates to perform at a high level and to take steps to train, counsel, and mentor subordinates to help them reach their full potential, 

liaison – managers link and coordinate the activities of people and groups both inside and outside the organization.

	informational- Tasks necessary to obtain and transmit information.


	monitor – analyses information from inside and outside the organization, 

disseminator – manager transmits information to other members of the organization to influence their work attitudes and behavior

spokesperson – a manager uses information to promote the organization so that people both inside and outside the organization respond positively.



	Decisional- closely associated with the methods that managers use to plan strategy and utilize resources


	entrepreneur – a manager must decide which projects or programs to initiate and how to invite resources to increase organizational performance

disturbance handler – a manager assumes responsibility for handling an unexpected event or crisis that threatens the organization’s access to resources

resource allocator – deciding how best to use people and other resources to increase organizational performance, and

negotiator – reaching agreements with other managers or groups claiming the first right to resources, or with the organization and outside groups such as shareholders or customers. 


Managerial Skills

1. Conceptual Skills : The ability to analyze and diagnose a situation and find the cause and effect: the ability to dream

2.  Human Skills: the ability to understand, alter, lead, and control people’s behaviour: the ability to inter-relate.
3. Technical Skills: the job-specific knowledge required to perform a task: the day to day
Measuring Managerial Performance

-  Peter Drucker 
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· Economy – the terms and conditions under which human and material resources are acquired 

· Efficiency – the amount of resources incurred to produce goods and services

· Effectiveness – how well is the organization doing in meeting its goals.


Forms of Ownership – Chapter 2 

	LIABILITY FOR A BUSINESS; responsibility to pay all normal debts and to pay:

	

	1. Because of a court order

	2. Because of a law

	3. For performance under a contract

	4. For damages to a person or property



Canada has the 2nd highest tax system. Every dollar you earn you pay 51.6% to the gov

Sole Proprietorship
- When management and ownership of a business are one and the same (60-70%)

	

	advantages
	disadvantages

	1. Easy to start and finish
	1. unlimited liability (all personal holdings are at risk if business has debt)

	2. personal incentive/satisfaction
	2. limited sources of funds 

	3. distribution and use of profits (all profits belong to the owner)
	3. limited lifespan

	4. taxation (one tax to pay)
	4. fewer fringe benefits


Partnership
- When 2 or more people come together to combine their financial, managerial, and technical abilities to operate a business for profit
- 50% of business are partnerships

Types of Partnership

· 1 general partnerships

· All partners have unlimited, or general, liability

· 2 Limited Partnerships

· One general partner (by law)

· One or more limited partners

· If the limited partner makes a mistake then the general partner has to pay for his mistakes

· Professionals – doctors, lawyers... etc – cannot partnership 

	partnership

	advantages
	disadvantages

	1. ease of formation (partnership agreement + registered name)
	1. unlimited liability (disadvantage only for general partners)

	2. Owners are taxed at a personal rate.
	2. business responsibility (one bad decision from one person jeopardizes the whole structure)

	3. longer survival
	3. distribution of profits (profit-sharing may be unfair)

	4. Shared risk
	


Corporations

Economic/Social Benefits

· Most effective means of managing productive resources: land, labor, capital.

· Most corporations are managed by corporation management

· Professional management and research

Economic/Social Problems

· Bigness

· Morale

· Want credit for what we do

· Price fixing

· Gas prices – 3 companies – 1 week one reduces. Other week the other... ect

· Environmental

· Picket lines

Forming the Corporation

· When forming the corporation you are Forming a person

· Done either Federally or Provincially 

· Charter of Organization – latters patent – Articles of Incorporation must be drawn

· Name of corporation (not now in use)

· Government assume about all of us – are all stupid and therefore, we must be protected 

· Type/number of shares to be issued

· There are different stocks

· You can request to the government for additional shares – but there is a fee 

· Number of directors 

· Every corporation has to have a board of directors

· Different walks of life – with different expertise – therefore better decision

· Location of operations

· Where is the head office

· Purpose of business

· Apply for article of corporation

Control of the corporation

· Share holders are the owners of the corporation

· Board of directors

· Do not need to have shares 

· The board of directors appoint

· Senior management

Shareholders

· The owners of the corporation

· Basically, there are two classifications of shareholders:

· Common (residual) – garbage, left over’s

· Preferred

· Benefits

Rights of the Shareholder

· To vote for the Board (one vote per share)

· To receive dividends if declared
· to hold/sell any share registered in name

· to share in assets on a pro rata basis

· pre-emptive right (the right to maintain percentage ownership of business)

· to inspect the books
How does a corporation obtain funds?

· Equity Financing

· The selling of shares in the business

· Diluting ownership 

· The company owes you nothing

· Debt Financing

· The borrowing of money

·  If you don’t pay the payment – it is an act of bankruptcy

· They wont make you bankrupt because the interest will add up – and once you are making money- they will get it

· Interest payments

· -

· Date of maturity

· You aren’t diluting your ownership – good

Equity Financing (selling shares)

· Common (Residual)

· Vote

· Dividends (if declared) (after preferred owners)

· Share in assets (after preferred) 

· MORE RISK, but potential return more

· Preferred – PR – means that its a preferred share
· Usually, no vote

· They are given a temp vote – when they don’t get any dividends

· Dividends (if declared); (at certain rate)

· Share in assets (bore common shareholders)

· Goes to the secured – then unsecured – then if there are left assets – then goes to preferred shareholders –then common 

· LESS RISK (hoping for dividends)

The Board of Directors

What is a Corporation?

· “an artificial being, invisible, intangible, and existing only in the eyes of the law...”

· It is a legal entity; it exists on paper only; it has all of the rights of an individual,

· Rights

· Buy, own, sell, manage property – real-estate, paintings, sculptures 

· To sue and be sued

· Recognized as the legal owner of the business

· Corporation owns its assets – shareholders own the business

· To continue forever

	Corporation

	advantages
	disadvantages

	1. limited liability (organization is a separate entity form owner & shareholder assets)
	1. double taxation (corporate tax and then income tax)

	2. ease of transfer of ownership (through stock)
	2. forming a corporation (costly ( certificate of incorporation + lawyers + legal fees)

	3. personal of ownership of a nationally recognized name. 
	3. disclosure of information (must file + make financial information available to public = costly + timely + potential vulnerability to competitors


Types of Corporations

· The Federal and Provincial Charters allow for four types of commercial corporations:

· 1. Private

· Shareholders are limited to fifty (50)

· One or two shareholders

· 2. Public

· Can issue shares and bonds on the financial markets

· 3. Mixed
· Jointly owned by the government and the general public.
· Gov involved for short period of time.
· 4. Crown

· A business that is owned and operated by the Government (either Federal or Provincial or municipal) 

· Is considered to be a form of public ownership in which the Government owns and operates a business on behalf of the general public

Franchising 

· In business for yourself; not by yourself

· Over 1,100 franchisor companies in Canada in 2005 

· Over 60,000 outlets in Canada

· Over $90 Billion in sales in Canada

· Advantages of Franchising

· Training and management assistance

· Personal ownership

· Nationally recognized name

· Disadvantages of Franchising

· Costs – large start-up costs - $750,000 to get a Tim Horton franchise 

· Share your profits/management regulation

· Coattail effect –your success is tied to the franchisor’s performance

· Dennys – a server didn’t want to serve a black person – so all dennys suffered 

Mergers and acquisitions
· Merger is when 2 companies combine to form a new one

· Horizontal merger (same product + same customers)

· Vertical merger (different product + same industry)

· Conglomerate merger (completely different)

The Evolution of Management Theory – Chapter 3

The evolution of management thought – A Summary

· Only been 100 years that management has been looked at

· Classical Approach (1880-1920)

· Human Relations Approach (1930’s)

· Contemporary Approaches (1950-1980s)

· Emerging Practices (1990’s-2000’s)

The  Classical Approach 

· Systematic Management 

· Adam Smith – 1776 – The Wealth of Nations -  advocate of systematization

· Effectiveness

· Division of labour

· Productivity

· Efficiency

· Focused on the definition of duties and responsibilities
· Let to Scientific Management 

· Scientific Management
· Basic Question : How can management increase the level of worker productivity and motivation?
· Scientific Management - F.W. Taylor
· The 3 S’s
· Standardize
· Simplify
· Specialize
· The money as an incentive

· Give money or gift in return to motivate them 

· Benefits  of Taylor’s Work
· Traditional thinking to scientific analysis 

· Productivity did improve!

· Problems

· Oversimplification

· Failed to realize: influence of group norms, social needs, and pressures, etc. 

· Measurement Time Motion

· Frank Gilbreth

· Therblig – each operation is broken down into a Therblig – unit of motion

· Gilbreth said everyone has 17 Therblig’s

· Therblig #1 
 Search

· Therblig # 2
Find

· Therblig #17
Think!!!

· Results of Gilbreth’s Work 

· New assembly line techniques

· Simple, but effective. 


The administrative Approach

· Henri Fayol

· Philosophy

· Management is a universal process;

· Fit the person to the job

· Developed the General Principle of Management

	fAYOL’S 14 Principles of Management

	Division of Labour
	(allow for specialization = more efficiency ( lessen boredom)

	Unity of command 
	(employees should only have 1 boss)

	Authority and Responsibility
	(delegate both ( managers have the right to give orders and the power to exhort subordinates for disobedience)

	Line of Authority
	(clear chain from top to bottom)

	Centralization 
	(degree to which authority rests at the very top ( not concentrated at the top)

	Equity
	(treat employees fairly in justice & respect)

	Order
	(each employee is put where they have most value)

	Initiative
	(encourage innovation)

	Stability of Tenure Personnel
	(long-term employment is important ( developed skills)

	Discipline 
	(obedient, applied, respectful employees needed)

	Remuneration of Personnel 
	(payment system contributes to successes)

	Unity of Direction 
	(one plan that guides the organization)

	General Interest over Individual Interest
	(organization takes precedence over the individual)

	Esprit de Corps
	(share enthusiasm or devotion to the organization)


· Administrative Approach – PROBLEMS

· 1. Base on observation 
· 2. Concerned primarily with the structure of the organization
· 3. Human element nothing more than a raw material
· Bureaucratic Management

· Max Weber

· Managers should manage in a systematic way

· Make decisions based on rules, regulations, and impersonality

· Clear division of responsibilities and authority

· Bureaucracy + Weber: A formal system of organization and administration designed to ensure efficiency and effectiveness ( 5 principles include: 

· 1) manager’s authority comes from his position,

·  2) people get their positions because of their performance not their status or connections, 

· 3) authority and task responsibilities should be specified, 

· 4) positions should be arranged hierarchically, 

· 5) managers should create rules and SOPs to effectively control behaviour

Human Relations Approach

· 1930’s 

· PRIMARILY , A RESULT OF THE HAWTHORN PLANT STUDIES – ELTON MAYO
· Philosophy: Change management emphasis from productivity to human element. 

· Hawthorn plant – an actual hawthorn plant 

· Cohesive Work group developed!
· Team spirit – the environment is important

· Management must create a stimulating work environment!!
· Maslow Hierarchy of Needs
· Abraham Maslow... 

· Need ( Action ( Goal 

· Once the goal is satisfied-  it no longer motivations 

· Maslow says we all have the same needs

· 1. SELF- Actualization

· Realizing their potential

· 2. EGO

· Maintenance needs 

· Status and recognition 

· 3. SOCIAL

· Maintenance needs

· The need to belong

· 4. SAFETY

· The need for security

· 5. PHYSIOLOGICAL

·  Food, water and sex

5% have reached all levels – 95% are motivated 

· Theory X and Y

· Douglas McGregor 

· Theory X : Assumes the average worker is lazy, dislikes work and will do as little as possible. 

· Theory Y : Assumes workers are not lazy, what to do a good job and the job itself will determine if the worker likes the work. 

· Theory Z : In between

· SELF – FULFILLING PROPHECY – MOST IMPORTANT THING TO DO

Contemporary Approaches

· 1950’s – 1980’s

· Science- use problem solving approach. 

· Quantitative Approach – turning everything into a mathematical model 
- They set up a paramorphic representation – when the enrolment wasn’t jus

· Organizational Behaviour (X and Y, etc)

· The process Approach
- obj/goals, planning, organizing, leading, controlling, communicating.

· The systems approach
- synergy; open vs. Closed system

- Parts: individual- we are all unique... the way we interact, the way we think; formal organizational chart – chain of command - ; informal organization chart; role and status arguments; physical setting. 

· Organization is a system that is made out of many parts

· Contingency Approach (situational management) 

· Manage by a situation basis

· Emerging Management Practices

· Comparative Management 

· We compare our style of management to other styles of management to be able to develop the best approach

· Toyota – china – jumping jacks – but not in Cambridge

· Organizational Culture

· Every organization has a culture to it.

· Halifax – very proud of their history – police station... 

· Problem – when you go to an organization where the culture is different than what you would want it to be.... – then it will have an impact on you. 

· Team Building 

· To develop skills by listening to other team members

· Empowerment 

· Delegate to the lowest possible level – trying to enhance peoples job to give them a sense of ownership 

· Total Quality Management (meeting customer satisfaction/requirements 100%)

· People are concerned with their market.

· Most organizations are directed to the customer 

Job Enrichment in affecting individual motivation and performance

1. Skill variety




4. Autonomy

2. Task identity



5. Feedback

3. Task Significance 

Summary 

· Classical Approach

· Scientific Management

· Administrative Management

· Measurement Time Motion

· Bureaucratic Management

· Systematic Management 

· 1880-1920

· Human Relations Approach

· 1930’s

· Elton Mayo – Hawthorn Plant study

· Contemporary Approaches

· 1950’s – 1980’s

· Quant. Techniques

· Organizational Behaviour

· Process Approach

· Systems Approach

· Contingency Appr. (situational Mgmt)

· Emerging Management Practices

· 2000s 

· Comparative Mgmt

· Organizational Culture

· Team Building

· Empowerment

· Quality Revolution 

· TQM

Organizational Environment –Chapter 4

Why Analyze? 

· Organizations do not operate in a vacuum they operate in an OPEN SYSTEM

· Organizations operate in a PLURALISTIC ENVIRONMEMT

· These are largely UNCONTROLLABLE FACTORS; external forces

· A manager must understand that this is happening around them –and that they cannot alter it. 

	5 Forces of the general environment

	economic forces
	· affect the general health and well being of a nation/region economy of an organization

· Gross Income – Taxes = Disposable income – essentials = discretionary income
· includes interest rates, inflation, unemployment – rates have been the lowest they have been in 30 years, and economic growth, dollar strength, market demand



	TECHNOLOGICAL FORCES
	· skills and equipment managers use for design/production/distribution of goods & services

· tech forces = changes in tech + outcome

· THREAT – tech changes too quickly (obsolete product)

· OPP – new ways of designing/making/distributing goods

· Improves communication, supervision, coordination, etc

	SOCIAL AND DEMOGRAPHIC FORCES
	· outcome or changes towards the characteristics of a population

· includes: gender, race, sexual orientation, origin, age, etc

	
	· In business – you realized what the demographic stand pointis.- 27% of people graduate are illiterate – 17% in Ontario


	Political and legal forces
	· result from political and legal developments within society and affects managers and organizations SIGNIFICANTLY

· political processes shape laws = constraints on certain operations

· Environment has an impact on business – business has an impact on environment
· Politicians are make policies(in actlegislation) so that they can represent our rights –and therefore, people won’t be mislead


	GLOBAL FORCES
	· outcome of changes in international relationships / nation’s economic political & legal systems / technology

· economic integration (NAFTA), lower free trade barriers

· “global village” ( countries are becoming more similar but different due to political/legal/cultural dimensions



	4 forces of the task environment

	Suppliers
	· Suppliers provide raw materials,components, and even labor.
· Managers must ensure a reliable supply of input resources

· Possible threat due to supplier’s bargaining position

	DISTRIBUTORS
	· Individuals + organizations that help other organizations sell their output

· Distributors can threaten to lower their prices to control customer access to the organizations goods and services but this power weakens if there are many options

	CUSTOMERS
	· Individuals and groups that buy goods and services provided by an organization

· Changes in numbers/types of customers and tastes/needs create threats and opportunities

· CRUCIAL to identify and respond to customer needs



	competitors
	· Organizations that provide goods and services similar to another organization’s

· Rivalry = biggest threat

· ↑ Competition = ↓ Prices =  ↓ Resources = ↓ Profits




- economies of scales

- brand loyalty (These create Barriers to entry(that deter potential competitors 

The Controllable Factors

· Marketing Mix (product, price, place, promotion)

· You have control over all of these things – within what is acceptable, and the land. 

· Production

· Human Resources  - laws that have to be met, quotas that have to be met

· Accounting and Finance 

· Administrative Structure 

· Research and Development – 1990-2000 – 200 000 products – over million products but only 200000 passed market research  - 80% of the products failed after a month
· Public Image

Managing within the dynamic business environment – Chapter 5

Factors of production

- land

- labour

-capital

-entrepreneurship

- knowledge 

The Business Environment

- the legal and regulatory environment


- freedom of ownership


-contract laws


- elimination of corruption

- the economic environment


- tradeable currency


- minimum taxes


- important and exports


- employment levels and productivity

- the technological environment


- info and tech


- databases


- barcodes


- the internet

- the competitive environment


- degrees of competition


- components of competition


- stakeholder recognition

- the social environment


- diversity


- demographic changes


- family changes

- the global environment


- free trade (( the quality imperative((global competition




The Role of Government in Business – Chapter 6

Government involved with business

- crown corporation 


- owned by federal or provincial government

- laws and regulations


- trade regulations, incorporation, taxation, banking and monetary system, national defence, unemployment

- taxation and financial policies

-government expenditures


-financial aid


- marketing boards – org that control the supply or pricing of certain agricultural products in Canada

- purchasing policies

- services

Ethics, social responsibility – Chapter 7

Ethics and Responsibility


Environment is related to business as business is related to environment

Remember: Environment 
[image: image1.wmf] Business

                    Business 
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Consumerism- the economic and social justification of a firm’s existence is to meet the needs /wants of the consumer

Social ethics: 
The values and standards embodied in the society’s laws, customs, practices, and norms and values
Organization’s code of ethics derives from
Professional ethics:
The values and standards that groups of    managers   and workers use to decide how to behave appropriately

Individual Ethics:
Personal values and standards that result from the influence of family, peers, upbringing, and improvement in significant social institutions

The Stakeholders
the interested parties in success (shareholders is one of the stakeholders)
- shareholders
- employees
- communities
- neighbours
- levels of government

Ethics

- For each stakeholder it could be quite different.
- Difficult to know if decision is ethical

3 Ethical Models

1) Utilitarian Model

-     a decision that produces the greatest good for the greatest number of people
2) Moral Rights Model

- a decision that best maintains and protects the fundamental rights and privileges of the people affected by it
3) Justice Model

- a decision that distributes benefits and harms among stakeholders in fair, equitable or impartial way.
Arguments for Social Responsibility

-in the business’ long run self-interest

-improves the public image

-improves viability of business

-avoids government regulation

-in stockholders’ best interest

-better able to solve problems

-problems can become profitable

Approaches to Social Responsibilities
There are many ways managers respond to this duty:

- Obstructionist response: managers choose not to be social responsible

- Defensive response: managers stay within the law but make no attempt to exercise additional social responsibility

- Accommodative approach: acknowledges the need to support social responsibility

- Proactive approach: actively embraces the need to behave in socially responsible ways

How to Manage Diversity

- Increase diversity awareness: managers need to become aware of their own bias

- Understand cultural differences and their impact on working styles

- Exercise effective communication with diverse groups

- Be sure top management is committed to diversity

- managing diversity makes good sense

Sexual Harassment

- It damages both the person being harassed and the organization.

- Both men and women can be victims

Quid pro quo harassment: victims is requested to perform sexual favours to keep a job or win promotion

Hostile work environment: some members are faced with a hostile, intimidating work environment (inappropriate jokes, pornographic displays and remarks).

Corporate Social Responsibility

- corporate philanthropy

- corporate social initiatives

- corporate responsibility

- corporate policy

Corporate responsibility to stakeholders

- The strategic approach

- the pluralist approach

The Manager as a decision maker – Chapter 8

Decision making 

- a challenge that a manager faces is making logical decisions

- taught to make decisions in an objective way.

What is decision making?

- a process by which a choice is made between two or more alternative. 

-4 elements in Decision Making:


- 1) an Objective

- 2) the alternatives

-3) the consequences

- 4) the choice

- when you understand in your own mind the problem – you can then analyse the alternatives.

- there is a cost to everything you do 

Types of Decisions Making

- Programmed Decisions: routine, almost automatic process. 

- Non- programmed decisions: unusual situations that have not been often addressed.

Who are the decision-maker?

- first levels managers (technical decisions – day to day decisions)

- Middle level managers (managerial decisions – non programmed kind of things – 80% need for interpersonal skills -)

- Top level managers (institutional decisions – 

Conditions affecting managerial decisions
- certainty - - the manager knows exactly what will happen

-risk -The use of probabilities

-uncertainty - nothing is known

Decision Making Steps

 - 1 Recognize need for a decision : 

-2 Generate alternatives: 

- 3 Evaluate alternatives /Accessing Alternative 

4. Choose among alternatives:

5. Implement chosen alternatives:

6. Learn from feedback

Group decision-making

-  better than individual decision making (80%)

- Different background, cultures, values, traditions, education.

- Cross- fertilization

Decision Making Aids – problem part of exams

- The expected Value concept and the Payoff Matrix 

- school of management thought – this ties with decision 

- The Breakeven Analysis
- Expected Value Concept and Payoff Matrix

- the use of probabilities to measure the value of various outcomes for each alternative.

- Expected Value =  Income Produced x the probability of Generating the Outcome
E.V. = I x P

- the point at which there is no profit or loss. 
- volume of production at which all costs – both fixed and variable – are met.
Total Cost = Fix Cost + variable cost

Key Points- Decision Making
- Be a logical decision maker
- Understand certainty, risk and uncertainty
- understand personal objectivity
-Understand that: Economic Man maximizes while Managerial Man satisfices
The manager as a planner and strategist– Chapter 9

Organization – Max Profits
Employees – Higher Wages
Customers – Quality Products
Owners – Higher Dividends
Management – Promotions

Goals and Strategies
- objectives for performance
- starting point of successfully managing a business
-planned method of reaching a goal is the “strategy”
Goals vs Objectives
- Goals: long term desired results
- Objectives: short term “rungs in the ladder” one must achieve in order to reach the long term goal

Setting Goals and Objectives
- Specific and measurable 
- Time Oriented
-Realistic, yet Challenging
- Set by those responsible for reaching them
- Must be balanced
- Integrated to Performance Appraisal 
- Flexible 

Planning
- determining how best to use the organization’s resources
-  identifying the objectives to be attained and the ways to realize them
What is a Plan?
- detailed course of action 
- covers specific activity
- specifies goals and short term objectives
-specifies human and material recourses
- specifies methods
- specifies time period

Why Planning is important
- Good planning provides:


- participation

- sense of directions & purpose

- coordination

- control 

Three Steps in Planning
(Determining the organization’s mission and goals
 - Define the business 
- Establish major goals
( Formulating Strategy 

- analyze current situation and develop strategy
( Implementing Strategy

Types of Plans
1) Strategic - Broad plans prepared by top level managers 

2) Tactical  - Short term Plans born from a strategy
3) Operational  - very detailed short range plans

Strategy Formulation
-Analyzing current situation to develop strategies to achieve the mission
****- Accomplished by SWOT analysis  - strengths, weakness, opportunity, threats


-Organizational Strengths and Weakness



- Environmental Opportunities and Threats
The management process
 - a Series of activities developed to allow business to achieve their goals:
-Planning
- Organizing
-Leading
- Controlling
MO – Specific goals and objectives are established at each level of the org

Managers and their subordinates together determine the subordinates’ goals

Managers and their subordinates periodically review the subordinates’ progress toward meeting goals

Planning & Implementing Strategies

· After conduction SWOT analysis, there are five steps to take in implementing a strategy:
1. Allocation responsibility for implementation to the appropriate individuals or groups
2. Drafting detailed action plans that specify how a strategy is to be implemented
3. Establishing a timetable for the implementation that includes precise, measurable goals linked to the attainment of the action plan
4. Allocating appropriate resources to the responsible individuals or groups
5. Holding specific individuals or groups responsible for reaching corporate, divisional, and functional goals
Managing Organizing Structures –Chapter 10
Organizing
- How to use existing resources to implement the plan
- Arranging jobs to create an efficient task system within the firm 

Principles of Organizing

- TAYLOR – RELATE BOTH  - productivity improves
- Urwick – 10 principles of organizing
- The Principle of Objective

- understanding what your purpose of you being there
- The Principle of Specialization

- Productivity 
- The Principle of Coordination
- The Principle of Authority

- each box has a certain responsibility attached to it

- delegations and responsibilities can be given if higher
- The Principle of Responsibility

- if you are delegated responsibilities
- Principle of Definition

- should be clearly defined job description
- The Principle of Parity of Authority and Responsibility

- Lewin  says Power = Authority X Responsibility

- Delegations is an unnatural act. 
 - The principle of Span of Management

- we can only affectively manage 7 people
 - The Principle of Balance

- everyone should be treated the same way
- The Principle of Continuity 

- homeostasis - everything goes through a self correcting tendency
Seen an organization as a living creature – and therefore an organization wants to grow and survive. 
Types of Departments
-Functions Approach (marketing, finance, accounting... etc)
- Product Approach (chev, Pontiac, buick, olds..)
- Geography (East, West, North, South)
- Customer (Univ., Hospital, Security) 

Job Enlargement
- increases the number of different tasks 
 Job Enrichment 
-  increases the degree of responsibility 

Structures – see page
Mechanistic vs Organic
- centralized authority; vertical, straight rules
- decentralized authority, horizontal communication, and cross-departmental cooperation

Factors Affecting Organizational Structure

- org. environment

- strategy

-tech

- hr
Organizational Culture – Chapter 11
Organizational Culture 
- collection of values, norms, & behaviour shared by workers
- controls the way workers interact with each other.

Levels of Culture
2 levels :

1) Visible


- see culture through its artifacts; what you see, hear and feel when you are within an  organization

2) Invisible level of culture


- the values, beliefs, and assumptions that make up the organizational culture.

Creating and Sustaining Culture
- Culture is created and sustained in three ways

- Hiring:


- only hire and keep employees who think and feel the way senior management does.

- Socialization:


- management socializes employees to their way of thinking and feeling

- Role modelling:



- top managers serve as role models.

Resistance to change
- individuals and organizations resist change

- Individual resistance:


- Habit


- Security


- Economic factors


- Fear of the unknown


- Selective information processing


- cynicism 
- Organization resistance:

- Structural inertia

- limited focus of change

- group inertia

- threat to expertise

- Threat to established power relationships

- Threat to established resource allocation 
Creating a Strong Org Culture
- The founders hire and keep only people with the same thoughts as them

- management indoctrinates and socializes to their way of thinking

- serve as role models 

Organizational Culture
- values of the founder

- ceremonies and rites

- socialization

- stories and language

3 types of rites 
- rites of passage

- rites of integration

- rite of enhancement

Schein – 5 mechanism that alert employees to what management finds important in the culture

- Attention

- Reaction to crises

- Role modelling

- Allocation of rewards

- Criteria for selection and dismissal

4 Steps to Org Change Process

Assess – Decide – Implement – Evaluate

Lewins Three Stage Model of Change
Unfreeze status quo, move to a new state, nd refreeze the new change to make it permanent.

Accounting – Chapter 12

Financial ratio

Breakeven point

Economy 

Balance sheet – prepare a balance sheet 
- Financial position of a company at a specific date
- shows what the company owns and owes


Asset – something that the company owns that it can attach a monetary value to. 
-  3 category  - current, fix and other


Current asset:: – it is cash or any other asset that can be converted into cash or consumed within a year. 

- listed in order of declining liquidity 

Most liquid asset is cash.

Cash – this is the cash that you have in your company – the actually cash that you physically own ready to use. 
Marketable Security - Easily sold -  a marketable security – invest them in security investments – 24h
Account receivable  - 30 days that it will take to receive this money
Notes receivable – between 30 days and 365 days – (NOT NEEDED) a written date, note of maturity ... 
Inventory – stock, product you have to sell – not the market value of the goods, IT IS - what it cost to produce the good .
EXPENSE  - goes on an income statement

EXCEPT – prepaid expense  - you are paying for that insurance in advance

Fixed Assets:: – something the company owns that you will be using in the day to day business – becomes part of the business – land, equipment 
Land – value of the land when they bought it – Full disclosure – land usually increases in value..  _ you will see a footnote
Building – the use of the building and equipment – as the building is used –it generally deteriorate 
Straight Line Depreciation – Useful life of the asset  - (he will tell us what it is – in real life govern tells us)
you divide the acquisition price of the building- by the number of years of the asset 

Other Assets:: - whatever isn’t a current or fixed is other
investments – not the market value – what it cost at the purchased – long term
intangible asset – Goodwill –determined at the date of acquisition  - no goodwill – the business has never been sold

Liability – a dept that needs to be paid within the next year 

Account payable – be paid in 30days
Notes payable -30 days to 365days
Tax payable – incurred but not yet paid
Interest payable – owes but not yet paid it 
Wages Payable – what they owe at each time.

Long term Liability  :: - owners equity  greater then a year
A dept to the business to the shareholders


The earning that are left are distributed to the shareholders –are dividends – 

Balance sheet – balances 

Ratio Analysis
- a logical relationship exists between certain pairs of items

* only responsible for the relations covered in class

- can the company pay its bills?
- is too much money tied p in inventory?

- is the firm’s credit policy adequate?

What do we do with the Ratios?

- industry standards

- historical standards

- company ratios


 Examples like Duncan and dradley, or neilsons


Commonly used ratios

- Liquidity ratios – ability to pay current debts

- Operating ratios – (also known as Activity ratios) – deal with the stability of the firms

- Indebtedness Ratios – ( also known as leverage ratios)

- Profitability Ratios – measures the profit level of the business

Liquidity Ratios 

- Current Ratios – C.A./C.L.


- it should be 2 to  1 (assets : liabilities) 


- will vary depending on the industry

- Quick Ratio (also called Acid Test Ratio)


- C.A. – (Inv + P. Exp.) / C.L


- should be 1:1

- Working capital


- C.A. – C.L.

- dollar amount, dif between the 2

Operation Ratio 

- Average Collection Period ( also known as A/R Turnover)


- A.R. / Ave. Daily Sales



- ( ave. Daily sales – take net sales figure / 365) 


- this answer is in days 


- the ratio gives you the # of days it will take you to  collect the money

- Inventory Turnover 


- C.O.G.S / Ave. Inventory


- beginning inventory + purchases – ending inventory  (COGS)


- Ave. Inventory – (beginning inventory + ending inventory / 2)

- Indebtedness Ratios (leveraging) 


- using someone else’s money to make money


- debt to total assets 


Total debt / total assets

Profit Ability Ratio

- Return on investment 

Net Profit / Owner Equity

EOQ 

- annual demand = 50,000

- Cost per unit = $75.00

- Cost to place an order = $25.00

- Annual Cost to carry inventory = 12%

Arbitrary Decision = order ¼ basis      50 000 / 4 = 12, 500

If he orders 4 x a year, the annual costs to the company are :

Order Costs 
4 x $25 = $100 

Unit(spool) costs = 

50000 x 75 = 3 750 000. 00 

Cost to carry inventory

12500+0 / 2 = 6250 x (0.12 x 75)


= 56 250 

Add underlined
  =  3, 806, 350. 00

Use the economic order quantity

EOQ = [image: image4.png]



A = annual demand

C = cost per unit

S = cost to place an order

i = annual cost to carry inventory
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= 527. 045   = 527.045

 This is the number of spools you must order each time

If EOQ is used

Order cost 

50 000 / 527.05 = $ 94.87 x $25 = $2371.75

Unit (spools) cost 

50 000 x 75 =  3750000.00

Cost to carry inventory 

527.05 + 0 / 2  = 263.53 x (0.75x 12%)


=
 2371.77

EOQ balances the order costs and the cost to carry inventory. 
They must be almost identical 

Add all underlined

= 3 754 743. 52  




Organizational Control – Chapter 13

Six steps in decision making – control helps an organization
- adapt to change and uncertainty

- discover irregularities and errors

- reduce costs, increase productivity, or add value

- detect opportunities

- deal with complexity

- decentralize decision making and facilitate teamwork

Steps in Org. Control

Establish standards against which performance is evaluated - 

Measure actual performance

Compare actual performance against chosen standards

Evaluate results and take corrective action when the standard is not being achieved

Three Types of Control 
- Input Stage (feedfoward stage)

- Conversion Stage (concurrent)

- Output Stage (feedback stage)

Pitfalls of Output Control

Extremely difficult goals may not motivate

Inappropriate goals can lead to short-term emphasis

Unachievable goals can lead to unethical behaviour

May not be responsive enough if conditions change

MBO
Bureaucratic Control

- by means of a comprehensive system of rules and standards operating procedures

William Ouchi – Clan Control

- to describe the control exerted on individuals and groups in an org. by shared values, norms, standards of behaviour, and expectations. 

Controlling is a 4 step process

- establishing performance standards

- measuring actual performance

- comparing actual performance against performance standards

- evaluating the results and taking corrective action if needed 
Motivation – communication – Chapter 14

- External Factors


- bonus, promotion, salary increases, avoid a punishment –

- you can create a stimulating environment

- What’s used today?


-  quality of work life


- modified workd schedules.

Managerial Leadership

-  some people may be able to apply the skills better – 


- key characteristic



 - trust, - honesty, confidence, -  integrity .



- charisma 

- leadership is the process of influencing 

- 5 styles of leadership


- laissez faire (let it happen)


- bureaucratic (red tape) – rules regulation


- autocratic( dictator)


-  diplomatic (soft sells ideas)


- participative (consultative) – getting people involved in the decision making. 

Communication

The meaning of communication 

- the transfer of info from one person to another.

- its more then words, facial gestures, feelings, voice inflections, how you hold yourself, 

- 93% ability to communicate based  on how on his facial expressions

Importance of good communication

 - increase efficiency

- improve quality of product/ service.

- become more responsive

- fosters innovation 

The Basic Model

- Sender ---- Message --- Receiver 

- creating common images

- communication correctly and specifically

 - we must encode.

- we go to the inventory of symbols – 

- we must decode

The communication Process

- sender

- message (verbal or nonverbal)

- channel  -how the message is transferred

- what you write is who you are

- receiver 

- feedback – vital – put the honest on yourself when you ask for feedback

- we all have different perceptions

Enhanced Process  - Lecture
- Source--- Encoding --- Channel --- Decoding --- Receiver 

- feedback – what is being communicated is the image you were trying to have communicated

- Potential problems?

 - failure in the encoding

- failure in the decoding

- the actual transmission 
The communication process – Textbook

Transmission Phase [Sender – Message – Encoding – Medium – Decoding by receiver] – Feedback Phase [receiver (now sender) – message – encoding – medium – decoding by sender (now receiver) ]  NOISE IS INBETWEEN EACH
Barriers to Effective Communication

- hearing what we want to hear

- ignoring information that conflicts

- credibility of source

-different perception

- words mean different things to different people

- 500 words ---- 14000 dif meanings * 

- jargon is often used *argot*

- non-verbal

- emotion – fears, insecurities, 

- noise – psychological (turn off), social(unacceptable actions), physical (heals in the hall) 

Overcoming Barriers

- Utilize feedback

- use many channel

- use face-to-face

-be sensitive to the audience

- proper timing of message

- reinforce words with actions

- direct, simple language

- proper amount of redundancy
Communication medium

- level of info richness that is needed

- time needed for communication

- need for a paper or electronic mail 
Organizational Conflict 

- incompatible goals and time horizons

- overlapping authority

- task interdependencies

- incompatible evaluation or reward systems

- scarce resources

- status inconsistencies

Human Resources – Chapter 15
Human Resources Management

Managing the Most Important Assets – People

Typical Organization

- Training

- Employee Benefits

- Counselling

- Wage and Salary Admin

- Labour Relation

- Employee Selection

HR is Responsible for Recruitment

- word of mouth

- government

- private agencies – head hunters

- college/ univ. 

- ads in newspaper

- professional

What do employers want today?

Communication Skills 

- ability to understand and to speak

- ability to listen and learn

- ability to read and to write

Thinking Skills

Positive Attitude 

Self Confidence

High Standard of Personal Ethics

Sense of Responsibility 

- ability to plan and manage time, money, and other resources

Ability to Adapt to Changes

Teamwork Skills

- Conference Board’s National Business and Education Centre

Selection Process

- First Contact ( walk in; mail in)

- Application Form – differences

- Interview

- References (back ground info)
- Tests

- Physical Exam

- Employment (trial period)
Management training programs

- On-the-job training

- understudy positions

- job rotation

- off-the-job courses and training

HR is responsible for Testing

- Performance (skill)

- intelligence

- personality

- Validity Problems?

HR is responsible for Training and Development

- On the job training


- coaching


- job rotation


- special assignments

- Off the Job training


- classroom (lectures)


- cases


- role playing

Compensation and Other Functions

- initial determ. of income; then what?

- Plant Services (safety programs; suggestion plans; medical facilities; café)

- Labour Relations

- Employee Benefits and Services


- pension plans


- life insurance/ disability insurance


- profit-sharing plans
HR is Responsible for Performance Appraisals

- establishing performance standards

- communicating those standards

- evaluating performance

-discussing results with employees

360 degree

- supervisors, peers, self, subordinates, customers 

HR is Responsible for Labour Relations 

Managing the Operations of a Business – Chapter 16
Marketing 

- from when a person has an idea, from that, to putting the product in the customers hand and the after customer service-after sale service-re-twiquing it – to make the product better

- the marketing concept – lecture

- 1) every decision you make is oriented towards the customer


-2) profit maximization

- 3) consumerism – the economic and social justification of a firm’s existence is to meet the needs and wants of a consumer
- the marketing concept – textbook


- 1) customer orientation


- 2) service orientation


-3) profit orientation

- Market Segmentation


- break the market down in subsets 


- geographic 


- demographic(age, sex, family size, life cycle)


- personality


- income/ lifestyle 

What does marketing deal with?

- consumer goods -  a good sold to the consumer for the good of the consumer

- convenience – convenience good is a convenience good everything you know about the  good milk


- shopping – shopping good is a good bought at a department store.


- specialty – specialty good is  a good that you can only buy in one place


- unsought goods – a good that we don’t want -  cemetery, casket 

- industrial goods – a good that is not sold to a consumer, but a good sold to another supplier who use the good to produce a good for the consumer

- services – the largest growing sector in the economy. 

The Marketing Mix

- Product 

- Price

- Place (Distribution)

- Promotion

- (Public Image)
Product

 - more than just the physical good

- Packaging, Warranty, Size, Shape, Color, Image, Service 

- Strategies -


- width, depth, and consistency


 - Consistency – labelling, appearance. 


 -all include 3 basic elements: branding, packaging, and labelling

- Product Life Cycle  
Pricing

 - we associate price with quality

- Cost-plus


- the max profit –the highest one will pay for

- price lining

- loss leader 


- impulse buyer

- bait/switch


- bait someone into the store, and switch it…  

- skim the cream 


-  you say that the person is saving.

- mass penetration


 - you go in to buy the product, the more good they produce, (economies of scale)


 They then have cheaper production

- odd pricing (psychological pricing)

- prestige pricing

- promotional pricing


 -canadian tire money

Distribution (Place)
- channel of distribution 


- as many channels are there are products

- direct

- wholesaler

-retailer

Promotion
 - an exercise in persuasion, information, and influence 

- personal selling

- sales promotion devices

- publicity

- advertising (product; institutional 


 - direct – this week only.


- indirect – when it doesn’t actually say to buy the good right away, but to think about buying it.


- institutional ads 

MISSION STATEMENT


(mandate, philosophy of the organization affected by ethical, tech., competition, social, legal, political, resources, etc and purpose)





VISION





GOALS


(long-term; desired goals ( must be specific and measurable (control system!) + challenging + realistically retainable + time frames





OBJECTIVES


(short-term; plan/steps towards goal)





ORGANIZING


(arranging resources)





MOTIVATE


(directing, leading)





PLAN


(Policy, Procedures, Rules, and Budgets)





CONTROL


(Establish Demands + Measure Performance + Compare ( IF necessary, Corrective Action)





ART OF COMMUNICATION!





COORDINATE


(POMC connected)





SYNERGY


(Inter-relation of everything)
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