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ADM 1300 - Lecture Notes
Introducing Management (Chapter 1)
What is an organization?
Organization: collection of people working together to achieve a common purpose 
share a broad purpose: providing goods or services of value to customers and clients 
clear sense of purpose tied to quality products and services & customer satisfaction = important source of organization strength and performance advantage 
ex/ schools, government agencies and hospitals
Organization Performance
operations add value to the original cost of resource inputs
Business organization earns a profit 
Non-profit organization can add wealth to a society: providing a service that is worth more than it costs (fire protection)
Productivity: quantity and quality of work performance, with resource utilization considered 
Performance effectiveness: an output measure of task or goal accomplishment 
can add to productivity which will meet customer demands
Performance efficiency: an input measure of resource cost associated with goal accomplishment 
if you make mistakes or have fewer productive output, it contribute to inefficiencies which therefore reduces productivity
Organization Environment 
Dynamic forces & general environment
General environment - external conditions that impact an organization’s decision making 
general environment: composed of economic, legal-political, technological, socio-cultural and natural environment conditions
economic conditions - health of the economy that affects consumer spendings (financial markets, inflation, income, GDP, unemployment rates) 
legal-political conditions - existing and proposed laws/regulations
internet censorship: deliberate blocking/denial of public access to information on the internet
technological conditions - companies need to be aware of work implications
socio-cultural conditions - take meaning as norms, customs, social values on such matters like ethics, human rights, gender roles and lifestyles (these conditions can have consequences on how businesses are ran), must adapt to consumer’s tastes and preferences 
natural environment conditions - consumers will more likely spend on eco friendly products
sustainable business: both meets the needs of customers and protects the well-being of out natural environment
sustainable innovation: creates new products and production methods that have reduced environmental impact 
Stakeholders & Specific Environment
specific environment: (task environment) includes people and groups with whom the organization interacts
value creation: creation of value for and satisfying needs 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/the same things in different ways from their competitors 
looking for competitive advantages can occur: 
through costs
quality 
delivery 
flexibility 
Environment uncertainty
environmental uncertainty: lack of complete information about the environment 
Organizational effectiveness
organizational effectiveness: sustainable high performance in using resources to accomplish a mission 
systems resource approach: looks at input side and defines organization effectiveness in terms of success in acquiring needed resources from organization’s environment 
interval process approach: looks at transformation process and defines organizational effectiveness in terms of how efficiently resources are utilized to produce goods and services
goal approach: looks at outside side and defines organizational effectiveness in terms of how to measure achievement of key operating objectives
strategic constituencies approach: looks at external environment and defines organizational effectiveness in terms of organization’s impact on key stakeholders and their interests
Management
What is a manager?
they make work productive and workers effective
Manager: someone who supports, activities, and is responsible for the work of others (the person responsible for supervising resources to achieve goals)
activate the work efforts and performance accomplishment of others
job can be challenging and substantial 
responsible for their own work alone with the overall performance accomplishments of a team, work group, department or the organization as a whole
Functions of management
Henri Fayol was the first to describe the 4 managerial functions
management: process of planning, organizing, leading and controlling use of resources to accomplish performance goals 
Planning: setting performance objectives and deciding how to achieve them
Controlling: measuring performance and taking action to ensure desired results (managers use this to stay in contact with people in order to gather and interpret reports on performance to make constructive changes)
Organizing: arranging tasks, people, and other resources to accomplish the work (managers are able to turn plans into actions)
Leading: inspiring people to work hard to achieve high performance
Managerial roles & activities
Described by Mintzberg: a role is a set of specific tasks a person performs because of the position they hold 
Roles directed inside (employees) as well as outside (shareholders)
Interpersonal Roles: coordinate & interact with others while communicating as well
figurehead role: symbolizes the organization
leader role: provide direction and generate enthusiasm for employees in order to reach full potential 
liaison role: coordinate people inside and outside the organization
Informational roles: obtain and transmit information
Monitor: information seeking, analyses information inside and outside organization (looking for opportunities/threats, minimum wages)
Disseminator: transmit information to influence member’s work and attitude (using info in order to influence ways of earning profits)
Spokesperson: uses information to promote organization 
Decisional roles: gain information and use it to make decisions
Entrepreneur role: deciding upon new projects
Disturbance handler role: assume responsibility for handling an unexpected event
Resource allocator role: assign people/money between functions & divisions
Negotiator role: helps find solutions between stakeholders
Essential managerial skills
Conceptual skills: ability to analyze and diagnose a situation and find the cause and effect 
Human skills: the ability to understand, alter, lead and control people’s behaviour 
Technical skills: the job-specific knowledge required to perform a task
Time management and decision making skills
Evolution of Management Thought (Chapter 2)
classical approach (1880s - 1920s)
behaviour approach (1920s - 1930s)
contemporary approaches (1950s - 1980s)
emerging practices (1990s - present)
Classical Management Approaches
Scientific Management
science management: study of relationships between people & tasks to increase efficiency
Adam Smith - 1776 - Wealth of Nations
advocate of systemization 
efficiency and effectiveness
division of labor (dividing roles among employees)
productivity 
focused on defining duties & responsibilities 
Led to scientific management
F.W. Taylor - focused on time-study 
how can management increase the level of worker productivity & motivation?
used money as an incentive 
piece-rate system: more units produce, more money you get paid
benefits - productivity did increase, efficiency 
problems - oversimplification, didn’t consider human element 
4 guiding action principles: 
develop for every job a science that includes rules of motion, standardized work implements and proper working conditions
carefully select workers with the right abilities for the job
carefully train workers to do the job and give them the proper incentives to cooperate with the job science 
support workers by carefully planning their work and by smoothing the way they go about their jobs 
motion study: science of reducing a task to its basic physical motions
Administrative principles
study of how to create organizational structure that leads to high efficiency & effectiveness
focused more on people & structure, relationships within the organization
Philosophy - management is a universal process, fit the person to the job & workers should accept management’s decision without question
based on observation & concerned primarily with structure of organization
Henri Fayol identified 14 principles of management that he felt should be taught to aspiring managers
Division of labour - specialization of work will result in continuous improvements in skills and methods
Authority - managers and workers need to understand that managers have the right to give orders
Discipline - behaviour needs to be grounded in obedience and derived from respect, no slacking or bending of rules
Unity of command - each employee should only have one manager 
Unity of Direction - leader generates a single plan & all play their parts in executing the plan
Subordination of individual interests - while at work, only work issues should be undertaken or considered
Remuneration - all should receive fair payment for their work; employees are valuable and not simply an expense 
Centralization - recognizing the difficulties in large organizations, decisions are primarily made from the top 
Scalar Chain (line of authority) - organizations must have clear, formal chains of command running from the top to the bottom of the organization
Order - there is a place for everything & all things should be in place
Equity - managers should be kind & fair
Personnel Tenure - unnecessary turnover is to be avoided and there should be lifetime employment for good workers 
Initiative - undertake work with zeal and energy 
Esprit de corps - work to build harmony and cohesion among personnel 
Fayol also introduced 5 rules/duties of management
Foresight - completing a plan of action for the future
Organization - provide & mobilize resources to implement the plan
Command - lead, select and evaluate workers to get the best work toward the plan
Coordination - to fit diverse efforts together & ensure information is shared and problems solved
Control - make sure things happen according to plan & take necessary corrective action
Behavioural Management Approaches
human resource approaches branch out to: (1) organizations as communities, (2) theory x & y, (3) personality and organization, (4) Hawthorne studies, (5) theory of human needs 
philosophy: change management emphasize from productivity to human element 

Hawthorne Studies
Hawthorne studies - studies directed towards human interactions within the workplace
hawthorne studies: tendency of persons singled out for special attention to perform as expected
study: illumination will affect productivity where the study failed 
having a good working environment is important and helps with productivity, if the group felt as if they belong they would work harder
lead to the human relations movement: managers using good human relations will achieve productivity (1950s & 1960s) 
organization behaviour: study of individuals and groups in organizations 
Relay assembly test room studies - workers were isolated to measure if there was a direct relation between physical working conditions and output, two factors stood out which were group atmosphere and participative supervision 
Employee attitudes, interpersonal relations and group process - from research, they concluded that groups have a strong negative/positive influence on individual’s productivity 
Maslow’s theory of human needs
need: physiological/psycholgical deficiency that a person wants to satisfy 
based on two principles: 
deficit principle - satisfied need is not a motivator of behaviour 
progression principle - five needs exist in a hierarchy of “prepotency” where each need must be met in order to go to the next one
managers who help employees achieve these needs will receive more productivity
Mcgregor’s theory x and theory y 
theory x - assumes people dislike work, lack ambition, act irresponsibility and prefer to be led 
theory y - assumes people are willing to work, like responsibilities and are self-directed and creative 
Self-fulfilling prophecy - occurs when a person acts in ways that another expects
Contemporary Approaches
1950’s to 1980’s 
continue to question - should management be and art or science?
art: draw from experience and observations
science: use problem solving approach 
Process Approach
planning, organizing, leading and controlling
Systems Approach
we operate in open systems
Contingency Management/Thinking
environment has an impact
managers must be flexible to environment 
organization’s design & control depends on the environment
Emerging management practices
organization culture 
values, norms, believes that exist within an organization
team building
empowerment
total quality management
commitment to continuous improvement, product quality and customer satisfaction 
Global Dimensions of Management (Chapter 3)
Assessing Company’s External Environment
conditions that affect the way an organization operates
conditions to be aware of: socio-cultural, technological, economical, political-legal, global 
External environment 
sociocultural forces: conditions of a society take meaning as norms, customers sand social values on such matters as ethics, human rights, gender roles and lifestyles
technological forces: changes in skills and equipment for use to design, produce and distribute goods and services
economic forces: general well being of a nation
political/legal forces: outcomes of changes in laws & regulations
government spending (gov’t surplus/deficit)
looking to achieve a balanced budget (cutting services to save & raising taxes)
strengthened environment laws
what does this do for business?
finding alternative ways to provide services/produce goods
location of business (changing to a place where laws aren't strong)
global forces: outcomes of changes in international relations
increase in economic integration
NAFTA (allowing trade across the borders - between Mexico & Canada)
World Trade Organization: enforces trade policies among 150 member nations
decreasing trade barriers
licensing: local firm pays a fee to foreign firm to be able to sell product
joint venture: operates new business in a foreign country through co-ownership
strategic alliance: partnership where firms share resources for mutual gain 
Values & National Cultures
Hofstede’s work
his work focused on understanding cultural dimensions
power distance: does society accept unequal balance of power (between employees & executives)
Individualism-collectivism: emphasizing group or individual 
Uncertainty avoidance: degree to which society tolerates risk & uncertainty 
Masculinity-femininity: degree to which society values assertiveness & materialism 
Short term – Long term orientation: goal related

Ethical Challenges for Global Corporations
Corruption – illegal practices to further one’s business activities (paying individuals off)
Child Labor – having children do work that should be completed by adults 
Sustainable Development – meeting the need of the present without hurting the future 
Entrepreneurship & Options for Business Ownership (Chapter 5)
Entrepreneur
recognize and seize an opportunity
many characteristics
strict process 
idea
screening (adds value/marketable, competitive advantage, low exit costs)
development
social entrepreneurship
development a business plan (determine what products/services you’re offering, how you’ll earn a profit & business objectives, locations)
Why be an Entrepreneur?
own boss
financial success
job security
quality of life
depends on how hard you're willing to work 
is the customer based large enough to become successful 
takes a lot longer to be successful
Where to get money?
personal, friends, family
debt financing - borrow money from financial institutions
equity financing - allow people to invest for ownership 
crowd-funding, angel investors, venture capitalist 
Sole Proprietorships
management and ownership of business are one and the same
typically employ less than 50 people
oldest form of legal ownership in Canada
Partnerships
when two or more people combine their financial managerial & technical abilities to operate a business
types of partnership 
general: all partners = unlimited liability
limited: one partner must have unlimited liability 
joint venture: established for a specific project
Corporations
artificial being existing only in the eyes of the law (same rights & obligations as a person)
legal entity whose assets and liabilities are separate from owners (shareholders)
articles of incorporation must be drawn 
name & address of corporation
objectives of corporation 
type/number of shares to be issues
number of directors 

control of corporation
shareholders
board of directors
senior management
Shareholders
2 types of shareholders 
common shares - have voting rights but don't receive preferential treatment regarding dividends (more risk, higher gains)
preferred shares - no voting rights, claim to dividends before common (less risk, guaranteed dividends)
dividend payout shows that the company is doing well 

Rights of common shareholders
vote for board of directors
hold/sell any share registered in named
share in assets on a proportional basis
pre-emptive right (right to maintain percentage ownership of business)
inspect the accounting statements
Board of Directors
members from both inside & outside company (diverse backgrounds)
sets long term objectives of corporation
oversees/evaluates job of senior management
Franchising
franchisee purchase right to sell product or service of franchisor
in business for yourself; not by yourself (bad news from other franchise can affect yours)
first right of refusal: owners within the area can deny the opening of a new franchise
must pay for costs of rebranding if company decides to 
Planning (Chapter 6)
Manager as a Planner
Planning involves defining goals, establishing strategy to achieve goals, and develop plans to coordinate activities
Outcome of planning is the strategy of the organization
decision making process that focuses on future and how to achieve goals
identifying the objectives to be attained and the ways to realize them
results in company strategy 
Why Plan?
focuses attention on objectives & goals
offset uncertainty and change
minimize costs through efficiency of operations
helps integrate short with long term plans
facilitates managerial coordination & control
without a plan you can waste a lot of resources
avoid obstacles
motivate staff
more productive & efficient 
Types of Plans
Strategic (2 - 10 years)
broad plans 
prepared by top level managers
how to achieve long term goals/visions
Tactical (1 year)
short term plans
born from a strategy 
middle level managers
Operational (month, week, day)
very detailed
short range plans
prepared by first level manager
Planning Tools
Forecasting: attempt to predict the future 
Contingency planning: alternative courses of action if things don’t work 
Benchmarking: external & internal comparisons to plan for future improvements
Goal Setting as Part of the Plan
goals are objectives for performance
they are starting point of successfully managing a business
provide direction for all management decisions
depending on your position, your goals can be quite different
Organizational Structure & Design (Chapter 8) 
Organization Structure 
outlines the jobs to be completed in an organization and how the jobs relate to one another
arranging jobs to create efficient task system within the firm 
structure helps company not lose money due to resources being used accordingly
Traditional Structures
Functional (marketing, finance, accounting)
Divisional 
product (Chryser, Jeep, Dodge)
geography (East, West, North, South)
customer (corporate, individual, agreement)
Matrix
Combination of divisional & functional approaches to emphasize project teams
Horizontal Structures
Team Structure
Cross-functional 
project team
Boundary-less Structure
eliminate subsystems
open communication, little hierarchy, high usage of technology, non permanent
no formal separation but focuses on using team work to achieve objectives
idea where everyone can work/lead on a project
Tall & Flat Organizations
Tall Structure: many levels of authority relative to the organization’s size
communication gets difficult
more time needed to implement decisions
example - financial sector (bank)
Flat Structure: few levels of authority, but wide spans of control
results in quick communication
can lead to overworked managers
example - fast food chains, retail stores
Biggest Fears
delegating: allowing someone else to complete the work 
“I can do it better”
they might “do it better than me”

How to change
can’t do everything
more subordinate training 
subordinate training is important because employees might need more training & more attention in order to complete tasks 
proper time & understanding
Leadership & Communication (Chapter 11) 
Leadership
leadership: beavers used by managers to influence and inspire subordinates to work toward a certain goal 
transactional leadership: use task, rewards and structure to influence (use of frameworks and applications)
transformational leadership: recognize need for change, create vision to guide and execute (motive followers)
charismatic leadership: envisioning, energizing and enabling (use charm to get followers)

emotional intelligence leader 
motivated
high self awareness
high social awareness
good self-management
good relationship management
Druckers Leadership Model 
define & communicate a clear vision
accept leadership as a responsibility
surround yourself with talented people
don’t blame other when things go wrong 
keep your integrity; earn trust
don’t be clever, be consistent 
Meaning of Communication
transfer of information from one person to another
is more than just words; includes facial gestures, feelings, voice 
Barriers to Effective Communication
selective perception (ignore conflicting information with own desires)
credibility of the source
halo effect (when one trait influences entire judgement)
words mean different things to different people
avoid specialized/hard terms
non verbal barriers are huge
emotion
Overcoming Barriers
reinforce words with actions
direct, simple language (K.I.S.S)
proper amount of redundancy 
utilize feedback
use many channels
use face to face
be sensitive to audience
proper timing of messages
Controlling (chapter 16)
Why is controlling important
essential to evaluate
measures performance and allows company to take action to ensure desired results
allows for greater efficiency, keeps company on track
Internal & External Controls 
self control: encouraging people to exercise self-discipline in performing job
bureaucratic control: implement policies and procedures to guide organizations 
clan control: influence behaviour through norms and expectations set forth in organization culture
market control: influence of competition on organization
Control Tools
discipline: influence heavier 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 
Accounting (lecture slides)
accounting is an info system for the the complete processing of financial information
financial account - serves external users, relates to activities of firm as a whole
managerial account - serves internal users, helps in planning, forward looking rather than historical 
Ratio analysis - logical relationship exists between certain pairs of items on financial statements 
what do we do with ratios? 
industry standards
historical standards
company ratios 
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