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Accounting
· Information system for the complete processing of financial information
· Financial Accounting
· Serves external users
· Relates to activities of firm as a whole, historical
· Managerial Accounting
· Serves internal users, helps in planning, looking forward rather than historical 
Liquidity Ratios
· Ability to pay current debts
Indebtedness Ratio
· Relate to how much debt an organization is using
· Closer to 1 (more leveraged- more financed by debt (borrowing a lot of money))
Operating Ratio
· Deal with stability of firm (look at day to day activities of company)
Profitability Ratio
· Measures the profit level of a business
Balance Sheet- presents snapshot of company’s financial position at a point of time
Assets- what a company owns that is result of past behavior which we derive a future benefit from
	Current Assets- assets that we expect to turn into cash within a 1 year period
Cash- money you have on hand
Marketable Securities- short term investments
Accounts Receivable- money that is owed to you for goods and services provided (not yet paid for)
Notes Receivable- money that is owed to you with a formal contract (more formal than accounts receivable) 
Inventories- goods that you have on hand but has not been sold yet
Prepaid expenses- insurance, office supplies, paid for in advance and expect a future benefit from 
Written in declining liquidity (how fast you can turn the asset into cash)
Fixed Assets- 
	Land- property that you own 
		Written down as book value (value of land when you bought it)
	Buildings- physical structures that are built on land
Written down as book value but consider depreciation (value of asset that will decrease over time)
	Equipment- computers, cars that you own
		Consider depreciation
Calculate depression value- need to know book value, salvage value (what can you get for it once its useful life is over), useful life (how long asset is going to be on balance sheet), age (how long you have owned a particular asset)
Income Statement- company’s financial performance over a period of time
Gross sales- revenue over period of time for sales
Less returns- stuff that is coming back to company (defectives)

Cost of Goods Sold- direct costs attributed to production of goods


Operating Expenses- anything that goes into selling of the product
General and Administrative
Selling 
CHAPTER SIXTEEN: CONTROLLING
Importance of Controlling
· Essential to evaluate
· Measures performance and allows company to take action to ensure desired results
· Allows for greater efficiency, keeps company on track
· Can change structure/ plan if things aren’t going right
Internal and External Controls
· Self -Control: encouraging people to exercise self- discipline in performing job
· Bureaucratic Control: implement policies and procedures to guide organization
· Clan Control: influence behavior through norms and expectations set forth in organization culture
· Market Control: influence of competition on organization 
Steps in Control Process
1. Establish objectives and standards
2. Measure performance results
3. Compare results with objectives
4. Take corrective action 
Control Tools
· Discipline- influence behavior through reprimand
· Project management 
· Gantt Charts- displays the scheduling of tasks required to complete a project
· CPM/ PERT- critical path method and program evaluation and review technique 
· Financial controls- financial ratios
CHAPTER SEVEN: STRATEGY
Strategy
· Is the outcome of planning
· Guides the resource allocation
· Assists in achieving organizational goals
· Define where want to be and how to get there
Competitive Advantage
· Ability to do something so well that one outperforms competitors
· Sustainable competitive advantage: ability to outperform rivals in ways that are difficult or costly to initiate 
Strategy Process
1. Organizational vision, mission, and goals/ objectives
· Vision- dreams for the future 
· Mission- defines organization’s purpose, identifies organization’s products/ services and customers 
· Goals- desired future outcomes to achieve 
2. Organization and Industry Analysis 
· SWOT Analysis (Internal Strengths/ Weaknesses, External Opportunities/ Threats)
· Porter’s 5 Forces Model
1. Competitive Rivalry- the intensity of rivalry among firms in the industry and the ways they behave competitively toward one another
2. Barriers to Entry (new entrants)- the threat of a new competitor entering the market, based on the presence or absence of barriers to entry
3. Threat of Substitutes- the threat of substitute products or services, based on the ability of consumers to find what they want from other sellers
4. Bargaining power of suppliers- the ability of resource suppliers to influence the price that one has to pay for their products or services
5. Bargaining power of customers- ability of customers to influence the price that they will pay for the firm’s products or services
3. Formulating Strategy
· Corporate- long term for entire enterprise
· Growth strategy- expansion of the organization’s current operations 
· Diversification strategy- investment in new and different business areas
· Vertical integration- growth by acquiring suppliers or distributors
· Globalization strategy- adopts standardized products and advertising for use worldwide
· E- business strategy- uses the internet to gain competitive advantage 
· Business level- focus on a particular business unit
· Differentiation- offers products that are different from the competition 
· Cost leadership- seeks to operate with low costs so that products can be sold at low prices 
4. Implementing Strategy
· Involves the entire management process (planning, organizing, leading, and controlling)
· Supported by the leaders
· Corporate governance- control system and performance monitoring of top management 
CHAPTER NINE: INNOVATION AND CHANGE
Innovation
· Process of coming up with new ideas and putting them into practice
Characteristics of Innovative Organizations
· Strategy and culture focused on innovation
· Horizontal and organic structure
· Top management supporting innovation
· Systems that allow teams to work with technology 
· Allowing employees to be creative 
Types of Innovation
· Business innovations
· Product and process innovations
· Sustainable innovations
· Create product and processes that have low environmental impact
· Social Business Innovations
· Find ways to create business models to address social problems
Change
· An alteration of an organization’s environment, structure, technology, or people
Change Agent
· Person who initiates change in an organization
Lewin’s Model
· Unfreezing: create need for change
· Establish good relationships, helps others realize that the need for change needs to take place, minimize resistance to change
· Changing: implement change
· Identify new ways of behaving, choose changes to implement, take action
· Refreezing: stabilize change 
· Create acceptance, provide support, reward (positive reinforcement), highlighting what is going well
Resistance to Change
· Uncertainty and Ambiguity
· Concern over personal loss 
· Belief that change is not beneficial 
Techniques to Reduce Resistance
· Education and Communication-> miscommunication
· Participation -> resisters have expertise to make contribution
· Facilitation and support -> resisters are fearful and anxiety ridden
· Negotiation -> resistance from a powerful group, make an exchange
· Manipulation -> group’s cooperation and endorsement is needed
· Coercion -> direct force on resisters
CHAPTER FIFTEEN: TEAMS AND COLLABORATION
Teams
· Collection of people who interact and work toward a common goal 
Teamwork Pros and Cons
Pros
· More resources to solve problems
· Improved creativity
· Greater commitment to tasks
· Higher motivation 
· Better control over situation
Cons
· Absence of trust
· Avoidance of accountability 
· Lack of communication 
· Social loafing
· Inattention to detail 
Types of Teams
· Problem solving
· 5-12 employees from the same department who meet each week to discuss ways to improving quality and efficiency in the work environment
· Self- managed
· 10-15 employees performing highly related or interdependent jobs, taking on many of the responsibilities of the manager
· Cross- functional
· Employees of similar hierarchical level, but from different areas
· Virtual 
· Use computer technology to tie together physically dispersed members in order to achieve a common goal
Team Development Process
· Forming
· Initial task orientation and interpersonal testing
· Evaluate personality and skill sets of team members-> who is good at what?
· Storming
· Differences surface, participation encouraged
· Tensions build, personalities start to come out
· Norming
· Differences resolved, team leader reemphasizes goals
· Corporation and harmony gets stronger as roles are established within the team 
· Performing
· Focus on problem solving and accomplishing tasks
· Team is now organized and well- functioning (motivated)
· Adjourning
· Wrap-up and summary of team effectiveness
· Closure with praise around job well done 
Organizational Conflict
· Occurs when individuals or groups have incompatible goals and has potential to block goal attainment
· Parties tend to put their own objectives ahead of the organization 
· Substantive: conflict over resources, rewards, tasks
· Emotional: results from feelings of distrust, anger, and personality issues
Conflict Management Strategies
· Avoiding
· Withdrawing from the situation
· Competing
· Person tries to satisfy own interest, without regard to the other party
· Compromising
· Each party concerned with their own and other party’s goals
· Accommodating
· One person tries to please the other
· Collaboration
· Try to fully satisfy everyone’s concerns
Getting to a Successful Conflict Resolution
· Separate the people and the problem
· Focus on interests
· Generate many alternatives
· Insist results are based on objective 
CHAPTER TEN: HUMAN RESOURCES MANAGEMENT
HRM Goal
· Developing/maintaining a quality workforce
· Maximizing people’s performance and potential
HRM Process
1. Planning for Needs
· Demand forecasts- how many people am I going to need?
· Supply forecasts- how many people are going to be available to fulfill positions that I need
· Outsourcing
2. Pre-selection
· Job analysis- job description, duties and responsibilities of the job
· Job qualifications- what are you going to need to perform the job?
· Job specifications- knowledge, skills, and abilities you need to have
3. Recruitment: Set of activities designed to attract a qualified pool of job applicants
· Word of Mouth
· College and universities
· Ads/ Internet (Social Media)
· Professional recruitment services
· Promoting or recruiting within 
4. Selection: choosing individuals to hire from a pool of qualified job applicants
· First Contact (walk-in, electronic submission)
· Application form
· Interview
· Unstructured- interviewer does not work from a formal and pre-established list of questions that is asked to all interviewees)
· Structured- interviewer asks the same questions to all candidates
· Tests
· Performance- performing actual job 
· Intelligence- measures general intellectual ability to perform job
· Personality- characteristics relevant to performance
· References
· Individuals from previous positions can talk about your qualifications, experience, and work record
· Analysis and Employment
5. Training and Development
· On the job training
· Coaching/ Mentoring
· Job Rotation
· Off the job training
· Classroom (lectures)
· Cases
· Role playing
6. Employee Performance Appraisal: process of formally evaluating performance and providing feedback to a job holder
· Linked to organizational goals, based on objective measures, take place as 2 way conversation
· Types of Performance Appraisal
· Graphic Rating Scale- uses checklist of traits or characteristics to evaluate performance 
· Set of qualities on which the employee is evaluated
· Vague ranking system (typically 1-5)
· Behaviorally Anchored Rating Scale- uses specific descriptions of actual behaviors to rate various levels of performance
· Rate of set qualities
· Have a specific detail of behaviors linked to a particular rank 
· 360- Degree Feedback- superiors, subordinates, peers, are involved in appraisal of job holder’s performance 
7. Employee Compensation
· Attracting qualified workers
· Proper rewards for efficient, productive work
· Retain valued employees
· Maintain competitive position with satisfied workforce
· Protection from layoffs, illness, and disability
What do Employers Want Today?
· Communication skills
· Ability to understand and to speak
· Ability to listen and learn
· Ability to read and write
· Critical thinking skills
· Positive attitude
· Self Confidence
· Sense of responsibility
· Ability to plan and manage time, money, and other resources
· Ability to adapt to changes
· Teamwork skills
9 Most Often Asked Interview Questions
1. Tell us about yourself
2. Why do you want to work with us?
3. What are your strengths?
4. What are your weaknesses? 
5. What are your 2 greatest accomplishments? Why?
6. What is your biggest disappointment? Why?
7. Where do you see yourself in 5 years? 10 years?
8. What is the most important thing to you in your life? Why?
9. Why should we hire you? What is the one thing that we should remember about you?
Human Resources- Trends
· Technology, globalization, and downsizing
· Employees working at home	
· Increase in part time/ contract workers
· Emphasis on employee participation, teamwork, organizational culture
· Better training, higher education 
MARKETING
Marketing
· Set of processes designed to plan for and present an organization’s products or service in ways that build customer relationship
Market Segmentation
· Process of dividing the entire market into several similar groups
· Geographical: division by location
· Demographic: division by age, income, occupation
· Psychometric: division by values and lifestyles
What Does Marketing Deal With?
· Consumer Goods
· Convenience 
· Shopping
· Specialty (no substitutes)
· Unsought goods 
· Industrial Goods
· Services
Market Research
· Study of what buyers need and how to meet those needs
· Data mining: application of electronic technologies to collect information and target products in the market
Marketing Mix
· Product
· More than just the physical good (brand, packaging, size, shape, color)
· Developing new products
· Idea Development- brainstorm, what is the new product going to be?
· Screening New Ideas- are the ideas/ products aligned with the goals/ missions of the company?
· Business Analysis- what is the break-even point? (no profit, no loss)
· Product Development- prototype
· Test Marketing- look at who is targeted audience and test it in the specific audience
· Full Introduction
· Price
· Choosing the appropriate price for a product
· Phenomenon
· Less you pay the better off you are (ex. gas)
· More you pay the better off you are (ex. cars)
· Pricing Strategies
· Price Lining: Line the price based on quality -> focus on 3 or 4 prices 
· Loss Leader: Discount attracts future business
· Bait/ Switch: Deceive customer -> bait them into store with deep discount and sell another product to them 
· Skim the Cream: Pricing the product higher than they would when introducing new product to attract niche market
· Mass Penetration: Low price and less profit, but can help gain market share
· Psychological Pricing: Customers are not rational when making purchases
· Promotional Pricing: Cash, seasonal, quantity discounts
· Place
· Getting the products from the producer to the buyer
· Channel: organizations that move product from producer to customer
· Retailer- buy from manufacturers, sell to consumer
· Wholesalers- buy things from manufacturers, sell to other businesses who then sell to consumer
· Direct- skips middleman (manufacturer directly to customer)
· Promotion
· Selecting the appropriate technique to sell product
· Exercise in persuasion, information, and influence
· Promotion Mix
· Personal selling- person to person selling
· Gives marketer greatest opportunity to communicate specific information
· Costly form of promotion
· Sales promotion- one time direct value or incentive to buyer
· Premiums (gifts with purchases), coupons, contests, demonstrations, point of purchases displays, trade shows
· Publicity- non- personal communication through mass media, but not paid for
· Presented in news story forms
· Focuses on company’s activities and products, driven by society
· Advertising- paid, non- personal communication through mass medium
· Can take many forms- stimulate demand, make a call, build awareness 
· Advertising media- form of communication used to reach desired audience (newspaper, magazine, TV, internet)
Product Life Cycle
1. Introduction stage- consumer awareness and acceptance of product
2. Growth stage- sales increase, profits peak then start to decline as new companies enter the market
3. Maturity- sales continue to peak then decrease; lots of competition
4. Declining- sales continue to fall, marketing expenditures decreased
Search Engine Optimization (SEO)
· Internet marketing strategy
· Affects visibility of a website
· Idea: appear frequently as a key word search and be at the top of the list
Pay Per Click
· Internet advertising model used to direct website traffic
· Advertisers bid on key word phrases based on their target market
· Content site will charge a click fee
Guerilla Marketing
· Usually used in small businesses to create excitement about your business, but use very little financial resources
· Attempts to connect directly with customers 


