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 Organizational behavior (OB): the study of human behavior in organizations.
Smart workforce: Members of a smart workforce work in shifting communities of action in which knowledge and skills are shared to solve real and complex problems.
models—simplified views of reality that attempt to identify major factors and forces underlying real-world phenomena.

contingency thinking: that behavior and practices must be tailored to fit the exact nature of each situation—this is called 

 evidence-based management : making decisions on “hard facts”—that is, about what really works, rather than on “dangerous half-truths”

Open systems: transform human and material resource inputs into finished goods and services.

Complex adaptive systems: interact and adapt with their environments to survive.

Stakeholders are people and groups with an interest or stake in the performance of the organization.

 organizational culture —the shared beliefs and values that influence the behavior of organizational members.

 organizational climate —the shared perceptions among members regarding what the organization is like in terms of management policies and practices. 

 workforce diversity , the presence of individual differences based on gender, race and ethnicity, age, able-bodiedness, and sexual orientation.

multiculturalism as an attribute of organizations that emphasize pluralism, and genuine respect for diversity and individual differences.

inclusion —the degree to which the culture embraces diversity and is open to anyone who can perform a job, regardless of their diversity attributes.

 manager is someone whose job it is to directly support the work efforts of others

 effective manager helps other people achieve both high performance and job satisfaction.

task performance : quality and quantity of the work produced or the services provided by an individual, team or work unit, or organization as a whole.

management process: fulfilling the four responsibilities of planning, organizing, leading, and controlling.

Planning sets objectives and identifies the actions needed to achieve them

Organizing divides up tasks and arranges resources to accomplish them.

Leading creates enthusiasm to work hard to accomplish tasks successfully.

Controlling monitors performance and takes any needed corrective action.

 skill is an ability to translate knowledge into action that results in a desired performance.

 technical skill is an ability to perform specialized tasks using knowledge or expertise gained from education or experience.

 human skills , or the ability to work well with other people.

 emotional intelligence (EI). the ability to understand and manage emotions both personally and in relationships with others, well.

Social capital is a capacity to get things done due to relationships with other people.

Conceptual skill is the ability to analyze and solve complex problems.

immoral manager essentially chooses to behave unethically

 amoral manager , by contrast, acts unethically at times but does so unintentionally. fails to consider the ethics of a decision or behavior

A moral manager makes ethical behavior a personal goal.

Ethics mindfulness is an enriched awareness that causes one to consistently behave with ethical consciousness.

leadership process involves leaders and followers jointly producing leadership outcomes.

Framing : tailoring communication in ways to encourage certain interpretations and discourage others

Social exchange means that people build human relationships and trust through exchanges of favors based on reciprocity.

law of reciprocity states that if someone does something for someone else it will invoke a sense of obligation to return the favor.

Effective followers are those who work with leaders to produce positive outcomes

Upward delegation means passing problems or responsibilities upward in the hierarchy in ways that burden managers with more work. (Wokers AVOID THIS)

CHAPTER 2

individual differences: the ways in which people are similar and dissimilar in personal characteristics.

Surface-level diversity involves individual differences in visible attributes such as race, sex, age, and physical abilities.

Deep-level diversity involves individual differences in attributes such as personality and values.
self-concept: the view individuals have of themselves as physical, social, and spiritual or moral beings.

 Self-awareness: being aware of our own behaviors, preferences, styles, biases, personalities, and so on

Awareness of others is being aware of the behaviors, preferences, styles, biases, and personalities of others.

 self-esteem , a belief about one's own worth based on an overall self-evaluation

Self-efficacy is an individual's belief about the likelihood of successfully completing a specific task. (effectance motive)

Prejudice is the display of negative, irrational, and superior opinions and attitudes toward persons who are different from ourselves.

Discrimination actively denies minority members the full benefits of organizational membership.

The glass ceiling effect is an invisible barrier limiting career advancement of women and minorities

Title VII of the Civil Rights Act of 1964 protects individuals against employment discrimination on the basis of race and color, as well as national origin, sex, and religion.

 leaking pipeline describes how women drop out of careers before reaching the top levels of organizations.

leadership double bind describes how women are seen as weak in leadership if they conform to the feminine stereotype and also weak if they go against it.

Americans with Disabilities Act is a federal civil rights statute that protects the rights of people with disabilities

Universal design is the practice of designing products, buildings, public spaces, and programs to be usable by the greatest number of people.

 stigma is a phenomenon whereby an individual with an attribute that is deeply discredited by his or her society is rejected as a result of the attribute

Social identity theory is a theory developed to understand the psychological basis of discrimination

in-group membership exists when individuals sense they are part of a group and experience favorable status and a sense of belonging.

out-group membership exists when individuals sense they are not part of a group and experience discomfort and low belongingness.

Personality is the overall combination of characteristics that capture the unique nature of a person as that person reacts to and interacts with others.

personality traits —enduring characteristics describing an individual's behavior
 
The big five:
Extraversion —the degree to which someone is outgoing, sociable, and assertive. An extravert is comfortable and confident in interpersonal relationships; an introvert is more withdrawn and reserved.

Agreeableness —the degree to which someone is good-natured, cooperative, and trusting. An agreeable person gets along well with others; a disagreeable person is a source of conflict and discomfort for others.

Conscientiousness —the degree to which someone is responsible, dependable, and careful. A conscientious person focuses on what can be accomplished and meets commitments; a person who lacks conscientiousness is careless, often trying to do too much and failing, or doing little.

Emotional stability —the degree to which someone is relaxed, secure, and un-worried. A person who is emotionally stable is calm and confident; a person lacking in emotional stability is anxious, nervous, and tense.

Openness to experience —the degree to which someone is curious, open to new ideas, and imaginative. An open person is broad-minded, receptive to new things, and comfortable with change; a person who lacks openness is narrow-minded, has few interests, and is resistant to change.

Social traits reflect how a person appears to others in social settings.

Problem-solving style is how we gather and evaluate information when solving problems.

Myers-Briggs Type Indicator (MBTI), which asks individuals how they usually act or feel in specific situations

Sensation-type individuals prefer routine and order and emphasize well-defined details in gathering information

 intuitive-type individuals prefer the “big picture.” They like solving new problems, dislike routine, and would rather look for possibilities than work with facts

Feeling-type individuals are oriented toward conformity and try to accommodate themselves to other people

thinking-type individuals use reason and intellect to deal with problems and downplay emotions.

Personal conception traits show up as personal beliefs and orientations toward settings and issues.

Locus of control is the extent a person feels able to control his or her own life and is concerned with a person's internal-external orientation.

Internals, or persons with an internal locus of control, believe that they control their own fate or destiny.

externals, or persons with an external locus of control, believe that much of what happens to them is beyond their control and is determined by environmental forces (such as fate)

A proactive personality is the disposition that identifies whether or not individuals act to influence their environments

high proactive personalities identify opportunities and act on them, show initiative, take action, and persevere until meaningful change occurs.
low in proactivity are the opposite. They fail to identify—let alone seize—opportunities to change things

Authoritarianism is a tendency to adhere rigidly to conventional values and to obey recognized authority.

Dogmatism leads a person to see the world as a threatening place and to regard authority as absolute.

Machiavellianism —the practice of viewing and manipulating others purely for personal gain

Self-monitoring is a person's ability to adjust his or her behavior to external situational (environmental) factors

Emotional adjustment traits are traits related to how much an individual experiences emotional distress or displays unacceptable acts. Impatience, aggression etc.

 Type A orientation is characterized by impatience, desire for achievement, and perfectionism.

 Type B orientation are characterized as more easygoing and less competitive in relation to daily events

Stress is a state of tension in response to extraordinary demands, constraints, or opportunities.

spillover effects that result when forces in their personal lives spill over to affect them at work or when forces at work spill over to affect their personal lives.

Eustress is constructive stress that results in positive outcomes for the individual.

Distress is destructive stress that is dysfunctional for the individual.

Job burnout is a loss of interest in or satisfaction with a job due to stressful working conditions

Coping is a response or reaction to distress that has occurred or is threatened.

Problem-focused coping mechanisms manage the problem that is causing the distress.

Emotion-focused coping are mechanisms that regulate emotions or distress.

Personal wellness involves the pursuit of one's job and career goals with the support of a personal health promotion program.

Values are broad preferences concerning appropriate courses of action or outcomes.

Terminal values reflect a person's preferences concerning the “ends” to be achieved.

Instrumental values reflect a person's beliefs about the means to achieve desired ends.

	Megilino Values Schema
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	•  
	Achievement —getting things done and working hard to accomplish difficult things in life
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	•  
	Helping and concern for others —being concerned for other people and with helping others
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	•  
	Honesty —telling the truth and doing what you feel is right
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	•  
	Fairness —being impartial and doing what is fair for all concerned






 culture can be defined as the learned, shared way of doing things in a particular society.

Cultural quotient, or CQ, describes someone's ability to work effectively across cultures.

Power distance is a culture's acceptance of the status and power differences among its members.

Uncertainty avoidance is the cultural tendency to be uncomfortable with uncertainty and risk in everyday life.

Individualism-collectivism is the tendency of members of a culture to emphasize individual self-interests or group relationships.

Masculinity-femininity is the degree to which a society values assertiveness or relationships.

Long-term/short-term orientation is the degree to which a culture emphasizes long-term or short-term thinking.

Ecological fallacy is acting with the mistaken assumption that a generalized cultural value applies equally to all members of the culture.

Chapter 3
Perception is the process by which people select, organize, interpret, retrieve, and respond to information from the world around them.

Perciever: A person's past experiences, needs or motives, personality, values, and attitudes may all influence the perceptual process.

Setting: The physical, social, and organizational context can influence the perception process

Percieved: We talk about them in terms of contrast, intensity, figure-ground separation, size, motion, and repetition or novelty

information processing: are attention and selection, organization, interpretation, and retrieval

 selective screening that lets in only a tiny portion of all the information available

Schemas are cognitive frameworks that represent organized knowledge developed through experience about people, objects, or events (organization)

script schema is a knowledge framework that describes the appropriate sequence of events in a given situation.3 For example, an experienced team leader might use a script schema to think about the appropriate steps involved in running a meeting

self schema contains information about a person's own appearance, behavior, and personality. For instance, people with decisiveness schemas tend to perceive themselves in terms of that aspect, especially in circumstances calling for leadership.

Person schemas sort people into categories—types or groups, in terms of similar perceived features
 prototypes which are pre-set bundles of features expected to be characteristic of people in certain categories or roles. 

Interpretation:  Even if your attention is called to the same information and you organize it in the same way your friend does, you may still interpret it differently or make different assumptions about what you have perceived

Retrieval: Each stage of the perception process becomes part of memory. This information stored in our memory must be retrieved if it is to be used. But all of us at times have trouble retrieving stored information. 

 impression management , the systematic attempt to behave in ways that will create and maintain desired impressions in the eyes of others

A stereotype assigns attributes commonly associated with a group to an individual.

A halo effect  occurs when one attribute of a person or situation is used to develop an overall impression of that individual or situation

Selective perception is the tendency to define problems from one's own point of view

Projection is the assignment of one's personal attributes to other individuals

A contrast effect occurs when the meaning of something that takes place is based on a contrast with another recent event or situation.

A self-fulfilling prophecy is creating or finding in a situation that which you expected to find in the first place.

Attribution is the process of creating explanations for events.
Attribution theory addresses tendencies to view events or behaviors as primarily the results of external causes or internal causes.

Internal causes are believed to be under an individual's contro

External causes are seen as coming from outside a person

Distinctiveness considers how consistent a person's behavior is across different situations

Consensus takes into account how likely all those facing a similar situation are to respond in the same way

Consistency concerns whether an individual responds the same way across time

Fundamental attribution error overestimates internal factors and underestimates external factors as influences on someone's behavior.

Self-serving bias underestimates internal factors and overestimates external factors as influences on someone's behavior.

Social learning theory describes how learning occurs through interactions among people, behavior, and environment

Enactive mastery —gaining confidence through positive experience

Vicarious modeling —gaining confidence by observing others

Verbal persuasion —gaining confidence from someone telling us or encouraging us that we can perform the task

Emotional arousal —gaining confidence when we are highly stimulated or energized to perform well in a situation

 Reinforcement is the administration of a consequence as a result of a behavior.

classical conditioning as a form of learning through association that involves the manipulation of stimuli to influence behavior.

Operant conditioning is the control of behavior by manipulating its consequences.

The law of effect is that behavior followed by pleasant consequences is likely to be repeated; behavior followed by unpleasant consequences is not.

Extrinsic rewards are positively valued work outcomes that are given to the individual by some other person

contrived rewards like pay increases and cash bonuses

natural rewards such as verbal praise and recognition

Organizational behavior modification is the use of extrinsic rewards to systematically reinforce desirable work behavior and discourage undesirable behavior.

 positive reinforcement This is the administration of positive consequences that tend to increase the likelihood that desirable behavior will be repeated

The law of contingent reinforcement states that a reward should only be given when the desired behavior occurs.

The law of immediate reinforcement states that a reward should be given as soon as possible after the desired behavior occurs.

 shaping : the creation of a new behavior by the positive reinforcement of successive approximations to it.

Continuous reinforcement administers a reward each time a desired behavior occurs

intermittent reinforcement rewards behavior only periodically.

Variable schedules typically result in more consistent patterns of desired behavior than do fixed reinforcement schedules

Fixed-interval schedules provide rewards at the first appearance of a behavior after a given time has elapsed

Fixed-ratio schedules result in a reward each time a certain number of the behaviors have occurred.

A variable-interval schedule rewards behavior at random times, whereas a variable-ratio schedule rewards behavior after a random number of occurrences.

negative reinforcement It uses the withdrawal of negative consequences to increase the likelihood of desirable behavior being repeated

 punishment intends to discourage undesirable behavior. It is the administration of negative consequences or the withdrawal of positive consequences to reduce the likelihood of a behavior being repeated.

extinction —the withdrawal of reinforcing consequences in order to weaken undesirable behavior


Chapter 4

Affect is the range of feelings in the forms of emotions and moods that people experience

Emotions are strong positive or negative feelings directed toward someone or something

emotional intelligence: an ability to understand emotions in ourselves and others and to use that understanding to manage relationships effectively

emotional intelligence competencies: self-awareness, social awareness, self-management, and relationship management

Self-awareness in emotional intelligence is the ability to understand our emotions and their impact on our work and on others

 Social awareness is the ability to empathize, to understand the emotions of others, and to use this understanding to better relate to them

Self-management in emotional intelligence is the ability to think before acting and to be in control of otherwise disruptive impulses

Relationship management is an ability to establish rapport with others in ways that build good relationships and influence their emotions in positive ways

emotions: anger, fear, joy, love, sadness, and surprise

 self-conscious emotions that arise from internal sources

social emotions that are stimulated by external sources

moods are more generalized positive and negative feelings or states of mind that may persist for some time

Emotion and mood contagion is the spillover of one's emotions and mood onto others

emotional labor relates to the need to show certain emotions in order to perform a job well
 emotional dissonance in which the emotions we actually feel are inconsistent with the emotions we try to project

Deep acting occurs when someone tries to modify his or her feelings to better fit the situation

Surface acting occurs when someone hides true feelings while displaying very different ones

 cognitive empathy —an ability to know how others are viewing things

 emotional empathy —an ability to feel what the other person is experiencing in a particular situation.

display rules govern the degree to which it is appropriate to show emotions

The affective events theory (AET) shown in Figure 4.3 is one way of summarizing how emotions and moods end up influencing human behavior in organizations

attitude is a predisposition to respond in a positive or negative way to someone or something in one's environment

cognitive component of an attitude reflects underlying beliefs, opinions, knowledge, or information a person possesses.

affective component of an attitude is a specific feeling regarding the personal impact of the antecedent conditions evidenced in the cognitive component

behavioral component is an intention to behave in a certain way based on the affect in one's attitude.

cognitive dissonance to describe a state of inconsistency between an individual's attitudes and/or between attitudes and behavior

job satisfaction , an attitude reflecting a person's positive and negative feelings toward a job, co-workers, and the work environment. Five components of job satisfaction are the work itself, quality of supervision, relationships with co-workers, promotion opportunities, and pay


 job involvement . This is the extent to which an individual feels dedicated to a job.

 organizational commitment , or the degree of loyalty an individual feels toward the organization

Rational commitment reflects feelings that the job serves one's financial, and career development, interests

Emotional commitment reflects feelings that what one does is important, valuable, and of real benefit to others

 organizational identification , or OID. It is the extent to which one feels personally identified with one's membership organization to the point that it becomes part of the self-concept.

 employee engagement: feeling “a profound connection” with the organization and “a passion” for one's job

Organizational citizenship behaviors are the extras people do to go the extra mile in their work.

Counterproductive work behaviors intentionally disrupt relationships or performance at work. purposely performing poorly, avoiding work, acting violently at work, or even engaging in workplace theft


Workplace bullying is one person acting in an abusive, demeaning, intimidating, and/or violent manner toward another on a continuing basis.

At-home affect is how we feel at home as reflected by our emotions and moods.

Counterproductive/ deviant behaviours:

Personal aggression —sexual harassment, verbal abuse, physical abuse, intimidation, humiliation

Production deviance —wasting resources, avoiding work, disrupting work flow, making deliberate work errors

Political deviance —spreading harmful rumors, gossiping, using bad language, lacking civility in relationships

Property deviance —destroying or sabotaging facilities and equipment, stealing money and other resources

Three possibilities in the job satisfaction and performance relationship are that satisfaction causes performance, performance causes satisfaction, and rewards cause both performance and satisfaction.

If job satisfaction causes high levels of performance, the message is clear. To increase someone's work performance, make them happy.

If high levels of performance cause job satisfaction, the message is quite different. Instead of focusing on job satisfaction as the precursor to performance, try to create high performance as a pathway to job satisfaction

performance contingency in the allocation of rewards. This means that the size of the reward varies in proportion to the level of performance (the right rewards allocated in the right ways will positively influence both performance and satisfaction)


CHAPTER 5

Motivation refers to forces within an individual that account for the level, direction, and persistence of effort expended at work

Direction refers to an individual's choice among alternative ends or goals
Level refers to the amount of effort put forth
Persistence refers to the length of time a person sticks with a path of action, even in face of difficulty

Content or needs theories identify different needs that may motivate individual behavior….content or needs theories is that motivation results from our attempts to satisfy important needs. They suggest that once an individual's needs are understood, it should be possible to create situations—work, family, sport, or otherwise—that respond positively to them. Content theories—including the work of Maslow, Alderfer, McClelland, and Herzberg—focus on identifying human needs that influence behavior in the workplace


Process theories examine the thought processes that motivate individual behavior. 
Process theories, such as equity theory and expectancy theory, examine the thought processes that affect decisions people make about their work efforts.


Maslow's hierarchy of needs theory offers a pyramid of physiological, safety, social, esteem, and self-actualization needs. self-actualization and esteem needs at the top, to social, safety, and physiological needs at the bottom

Higher-order needs in Maslow's hierarchy are esteem and self-actualization

Lower-order needs in Maslow's hierarchy are physiological, safety, and social

Alderfer's ERG theory identifies existence, relatedness, and growth needs. ERG theory also abandons Maslow's strict hierarchy and contends that more than one of these needs need may be active at the same time. allowance for frustration-regression in how needs become activated.


Existence needs are desires for physiological and material well-being
Relatedness needs are desires for satisfying interpersonal relationships
Growth needs are desires for continued personal growth and development

McClelland
Need for achievement (nAch) is the desire to do better, solve problems, or master complex tasks
Need for affiliation (nAff) is the desire for friendly and warm relations with others
Need for power (nPower) is the desire to control others and influence their behavior

Herzberg
 two-factor theory , also known as the motivator-hygiene theory. This theory identifies motivator factors as primary causes of job satisfaction and hygiene factors as primary causes of job dissatisfaction.

Hygiene factors in the job context are sources of job dissatisfaction. relate more to the setting in which people work than to the nature of the work itself. Status, security, salary, working conditions etc.

Motivator factors in the job content are sources of job satisfaction. what people actually do in their work. They include such things as a sense of achievement, opportunities for personal growth, recognition, and responsibility.

Job enrichment tries to build more motivator factors into job content.

Paul Lawrence and Nitin Nohria

4 emotional drives
 drive to acquire is the need to obtain physical and psychological gratification.
 The drive to bond is the need to connect with other people individually and in groups. 
The drive to comprehend is the need to understand things and gain a sense of mastery. And, the
drive to defend is the need to be protected from threats and obtain justice

Adams's equity theory posits that people will act to eliminate any felt inequity in the rewards received for their work in comparison with others. n other words, people are motivated to behave in ways that restore or maintain a sense of balance—perceived equity—in their minds

Perceived inequity is feeling under-rewarded or over-rewarded in comparison with others.

Felt negative inequity occurs when an individual believes he or she has received relatively less than others in proportion to efforts. under-reward inequity

Felt positive inequity occurs when an individual believes he or she has received relatively more than others in proportion to efforts. over-reward inequity

Organizational justice concerns how fair and equitable people view workplace practices and outcomes.
Procedural justice is the degree to which rules are always properly followed to implement policies
Distributive justice is the degree to which all people are treated the same under a policy.

Interactional justice is the degree to which people are treated with dignity and respect in decisions affecting them

Commutative justice is the degree to which exchanges and transactions are considered fair.

Vroom
Vroom's expectancy theory argues that work motivation is determined by individual beliefs regarding effort-performance relationships and work outcomes.

Expectancy is the probability that work effort will be followed by performance accomplishment
Instrumentality is the probability that performance will lead to various work outcomes
Valence is the value to the individual of various work outcomes. The perceived value of a reward.

Motivation= expectancy x instrumentality x valence

Goal setting is the process of developing, negotiating, and formalizing the targets or objectives that a person is responsible for accomplishing

Difficult goals are more likely to lead to higher performance than are less difficult ones

Specific goals are more likely to lead to higher performance than are no goals or vague or very general ones.

Task feedback, or knowledge of results, is likely to motivate people toward higher performance by encouraging the setting of higher performance goals

Goals are most likely to lead to higher performance when people have the abilities and the feelings of self-efficacy required to accomplish them

Goals are most likely to motivate people toward higher performance when they are accepted and there is commitment to them

Management by objectives or MBO is a process of joint goal setting between a manager or team leader and those who report to them.



Chapter 6

Motivation is defined as forces within the individual that account for the level and persistence of an effort expended at work

The employee value proposition, or EVP, is an exchange of value in what the organization offers the employee in return for his or her work contributions.  psychological contract.

 Person-job fit is the extent to which an individual's skills, interests, and personal characteristics match well with the requirements of the job

 Person-organization fit is the extent to which an individual's values, interests, and behaviors are consistent with the culture of the organization.

Integrated model of motivation:
Performance is influenced by individual attributes such as ability and experience
organizational support comes from things such as goals, resources, and technology
effort is the willingness of people to work hard at what they are doing (motivation predicts effort)

 Intrinsic rewards are positively valued work outcomes that the individual receives directly as a result of task performance.  A feeling of achievement after completing a particularly challenging task is an example

Extrinsic rewards are positively valued work outcomes that are given to an individual or a group by another person. symbolic gestures, such as praise for a job well done, or material perks, such as pay raises or bonuses and so on

The essence of performance-contingent pay is that you earn more when you produce more and earn less when you produce less. (pay for performance)

Merit pay links an individual's salary or wage increase directly to measures of performance accomplishment.

Bonuses are extra pay awards for special performance accomplishments

 gain sharing . This gives workers the opportunity to earn more by receiving shares of any productivity gains that they help to create at the team or work unit levels. 

 profit sharing , which rewards workers for contributions to increased organizational profits. (kinda like commission)

Stock options give the right to purchase shares at a fixed price in the future. Hoping that those with sticks will do their best to let the firm do well so their stocks are worth more $$$.

Employee stock ownership plans (ESOPs) give stock to employees or allow them to purchase stock at special prices

Skill-based pay rewards people for acquiring and developing job-relevant skills

Performance Management: the process is to work well, everyone involved must have good answers to both the “Why?” and the “What?” questions.

The “Why?”
Performance management serves an evaluation purpose when it lets people know where their actual performance stands relative to objectives and standards. Performance management serves a developmental purpose when it provides insights into individual strengths and weaknesses. This can be used to plan helpful training and career development activities

The “What?
people tend to do what they know is going to be measured. Given this, we have to make sure we are measuring the right things in the right ways in the performance management process.

Output measures of performance assess achievements in terms of actual work results (# of sales made)
Activity measures of performance assess inputs in terms of work efforts (when measuring outputs is hard) (# of people spoken to whether sale or not)

Performance assessments should pass the test of:
Reliability means a performance measure gives consistent results
validity . This means that they actually measure something of direct relevance to job performance.

measurement errors that can reduce the reliability or validity of any performance assessment
ex. Halo error, leniency error, recency error, personal bias error etc.

Performance assessment methods
Comparative methods of performance assessment identify one worker's standing relative to others
-Ranking in performance appraisal orders each person from best to worst.
-Paired comparison in performance appraisal compares each person with every other one.
-Forced distribution in performance appraisal forces a set percentage of persons into predetermined rating categories.

Rating scales:
-Graphic rating scales in performance appraisal assign scores to specific performance dimensions. performance dimensions, such as quality or quality of work, or personal traits, such as punctuality or diligence that an individual is expected to exhibit. (generalized and lack solid performance links to a given job)
-The behaviorally anchored rating scale (BARS) links performance ratings to specific and observable job behaviors.

Critical incident diaries record actual examples of positive and negative work behaviors and results

A 360° review or assessment gathers feedback from a jobholder's bosses, peers, and subordinates, internal and external customers, and self-ratings.
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Job design is the process of planning and specifying job tasks and work arrangements
Taylor's scientific management used systematic study of job components to develop practices to increase people's efficiency at work

	1.  
	Develop a “science” for each job that covers rules of motion, standard work tools, and supportive work conditions.
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	2.  
	Hire workers with the right abilities for the job.
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	3.  
	Train and motivate workers to do their jobs according to the science.
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	4.  
	Support workers by planning and assisting their work using the job science.



 job simplification is used to describe a scientific management approach that standardizes work procedures and employs people in routine, clearly defined, and highly specialized tasks

Job enlargement increases task variety by combining into one job two or more tasks that were previously assigned to separate workers (horizontal loading) breadth

Job rotation increases task variety by periodically shifting workers among jobs involving different tasks ( horizontal loading responsibility of tasks stays the same)

 job enrichment . It designs job that create opportunities to experiene responsibility, achievement, recognition, and personal growth. This is done by vertical loading that moves into a job many planning and evaluating tasks normally performed by supervisors

job characteristics model developed by Richard Hackman and Greg Oldham. The higher a job scores on each of the following five core characteristics, the higher its motivational potential and the more it is considered to be enriched

Skill variety—the degree to which a job includes a variety of different activities and involves the use of a number of different skills and talents

Task identity—the degree to which the job requires completion of a “whole” and identifiable piece of work, one that involves doing a job from beginning to end with a visible outcome

Task significance—the degree to which the job is important and involves a meaningful contribution to the organization or society in general

Autonomy—the degree to which the job gives the employee substantial freedom, independence, and discretion in scheduling the work and determining the procedures used in carrying it out
  
Job feedback—the degree to which carrying out the work activities provides direct and clear information to the employee regarding how well the job has been done
…

psychological empowerment—a sense of personal fulfillment and purpose that arouses one's feelings of competency and commitment to the work


growth-need strength, or the degree to which a person desires the opportunity for self-direction, learning, and personal accomplishment at work. High growth need= positive in enriched jobs

knowledge and skill. People whose capabilities fit the demands of enriched jobs are predicted to feel good about them and perform well

context satisfaction, or the extent to which an employee is satisfied with aspects of the work setting such as salary, quality of supervision, relationships with co-workers, and working conditions. In general, people who are satisfied with job context are more likely to do well in enriched jobs.

 compressed workweek is any schedule that allows a full-time job to be completed in fewer than the standard five days

 flexible working hours or flextime that gives individuals daily choice in work hours.

In job sharing, one full-time job is split between two or more persons who divide the work according to agreed-upon hours.

 work sharing . This occurs when workers agree to cut back on the number of hours they work in order to protect against layoffs.

Telecommuting is work done at home or in a remote location via the use of computers, tablets, and smart phone connections with bosses, co-workers, and customers

Chapter 7

team as a group of people brought together to use their complementary skills to achieve a common purpose for which they are collectively accountable

Teamwork occurs when team members live up to their collective accountability for goal accomplishment
Putting personal talents to work

•  must haves
Encouraging and motivating others
Accepting suggestions
Listening to different points of view
Communicating information and ideas
Persuading others to cooperate
Resolving and negotiating conflict
Building consensus
Fulfilling commitments
Avoiding disruptive acts and words

Teams that recommend things are set up to study specific problems and recommend solutions for them. 
Teams that run things lead organizations and their component parts
Teams that make or do things are work units that perform ongoing tasks such as marketing, sales, systems analysis, manufacturing, or working on special projects with assigned due dates

Formal teams are official and designated to serve a specific purpose.
Informal groups are unofficial and emerge to serve special interests. Friendship groups and interest groups

Social network analysis identifies the informal structures and their embedded social relationships that are active in an organization.

 cross-functional team consists of people brought together from different functional departments or work units to achieve more horizontal integration and better lateral relations

The functional silos problem occurs when members of one functional team fail to interact with others from other functional teams.

problem-solving teams , which are created temporarily to serve a specific purpose by dealing with a specific problem or opportunity

 employee involvement team applies to a wide variety of teams whose members meet regularly to collectively examine important workplace issues. ways to enhance quality, better satisfy customers, raise productivity, and improve the quality of work life

quality circle , a small team of persons who meet periodically to discuss and make proposals for ways to improve quality

Self-managing teams are empowered to make decisions to manage themselves in day-to-day work.

 multiskilling, team members are each capable of performing many different jobs

virtual team , one whose members work together through computer mediation rather than face to face, is now common

 effective team as one that achieves high levels of task performance, member satisfaction, and team viability

Synergy is the creation of a whole greater than the sum of its parts

Social facilitation is the tendency for one's behavior to be influenced by the presence of others in a group.

Social loafing occurs when people work less hard in groups than they would individually.

five stages of team development as forming, storming, norming, performing, and adjourning

 forming stage of team development, a primary concern is the initial entry of members to a group. Getting to know each other.

 storming stage of team development is a period of high emotionality and tension among the group members

norming stage of team development, sometimes called initial integration, is the point at which the members really start to come together as a coordinated unit.

 performing stage of team development, sometimes called total integration, marks the emergence of a mature, organized, and well-functioning team.

In the adjourning stage, teams disband when their work is finished
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Team composition is the mix of abilities, skills, personalities, and experiences that the members bring to the team.

FIRO-B theory (FIRO = fundamental interpersonal relations orientation) identifies differences in how people relate to one another in groups based on their needs to express and receive feelings of inclusion, control, and affection.

 Status congruence occurs when a person's position within the team is equivalent in status to positions the individual holds outside of it.

homogeneous teams where members are very similar to one another.

 heterogeneous teams where members are very dissimilar to one another

Diversity-consensus dilemma is the tendency for diversity in groups to create process difficulties even as it offers improved potential for problem solving.

Collective intelligence is the ability of a team to perform well across a range of tasks

Chapter 8

Collective intelligence is the ability of a team to perform well across a range of tasks.

Team building is a collaborative way to gather and analyze data to improve teamwork. It is a sequence of planned activities designed to gather and analyze data on the functioning of a team and to initiate changes designed to improve teamwork and increase team effectiveness

The outdoor experience approach places teams in a variety of physically challenging situations. By having to work together to master difficult obstacles, team members are supposed to grow in self-confidence, gain more respect for each others' capabilities, and leave with a greater capacity for and commitment to teamwork.


formal retreat approach, team building takes place during an off-site retreat. The agenda, which may cover one or more days, is designed to engage team members in the variety of assessment and planning tasks.

continuous improvement approach, the manager, team leader, or group members themselves take responsibility for regularly engaging in the team-building process. This method can be as simple as periodic meetings that implement the team-building steps; it can also include self-managed formal retreats.

Team or group dynamics are the forces operating in teams that affect the ways members work together.

	New member concerns in teams
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	•  
	Participation— “Will I be allowed to participate?”
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	•  
	Goals— “Do I share the same goals as others?”
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	•  
	Control— “Will I be able to influence what takes place?”
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	•  
	Relationships— “How close do people get?”
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	•  
	Processes— “Are conflicts likely to be upsetting?”






tough battler is frustrated by a lack of identity in the new group and may act aggressively or reject authority. This person wants answers to this question: “Who am I in this group?” The best team response may be to allow the new member to share his or her skills and interests, and then have a discussion about how these qualities can best be used to help the team.

friendly helper is insecure, suffering uncertainties of intimacy and control. This person may show extraordinary support for others, behave in a dependent way, and seek alliances in subgroups or cliques. The friendly helper needs to know whether he or she will be liked. The best team response may be to offer support and encouragement while encouraging the new member to be more confident in joining team activities and discussions.

objective thinker is anxious about how personal needs will be met in the group. This person may act in a passive, reflective, and even single-minded manner while struggling with the fit between individual goals and group directions. The best team response may be to engage in a discussion to clarify team goals and expectations, and to clarify member roles in meeting them

 role is a set of expectations for a team member or person in a job.

Role ambiguity occurs when someone is uncertain about what is expected of him or her.

Role overload occurs when too much work is expected of the individual.

Role underload occurs when too little work is expected of the individual

Role conflict occurs when someone is unable to respond to role expectations that conflict with one another.

Intrasender role conflict occurs when the same person sends conflicting expectations. Example: Team leader—“You need to get the report written right away, but now I need you to help me get the PowerPoints ready.”

Intersender role conflict occurs when different people send conflicting and mutually exclusive expectations. Example: Team leader (to you)—“Your job is to criticize our decisions so that we don't make mistakes.” Team member (to you)—“You always seem so negative. Can't you be more positive for a change?”

Person-role conflict occurs when a person's values and needs come into conflict with role expectations. Example: Other team members (showing agreement with each other)—“We didn't get enough questionnaires back, so let's each fill out five more and add them to the data set.” You (to yourself)—“Mmm, I don't think this is right.”

Inter-role conflict occurs when the expectations of two or more roles held by the same individual become incompatible, such as the conflict between work and family demands. Example: Team leader—“Don't forget the big meeting we have scheduled for Thursday evening.” You (to yourself)—“But my daughter is playing in her first little-league soccer game at that same time.”

Role negotiation is a process for discussing and agreeing on what team members expect of one another.

Distributed leadership shares responsibility among members for meeting team task and maintenance needs.

Task activities directly contribute to the performance of important tasks.

Maintenance activities support the emotional life of the team as an ongoing social system

Disruptive behaviors in teams harm the group process and limit team effectiveness.
Incivility or antisocial behavior by members can be especially disruptive of team dynamics and performance

Norms are rules or standards for the behavior of group members.

The performance norm sets expectations for how hard members work and what the team should accomplish.

Cohesiveness is the degree to which members are attracted to a group and motivated to remain a part of it.

The rule of conformity is the greater the cohesiveness, the greater the conformity of members to team norms.

Inter-team dynamics occur as groups cooperate and compete with one another.

decentralized communication networks members communicate directly with one another.

Centralized communication networks link group members through a central control point

Restricted communication networks link subgroups that disagree with one another's positions

Proxemics involves the use of space as people interact.

Virtual communication networks link team members through electronic communication

Decision making is the process of choosing among alternative courses of action

decision by lack of response, one idea after another is suggested without any discussion taking place

decision by authority rule, the chairperson, manager, or leader makes a decision for the team.

decision by minority rule, two or three people are able to dominate, or railroad, the group into making a decision with which they agree

decision by majority rule. This usually takes place as a formal vote to find the majority viewpoint

Consensus is a group decision that has the expressed support of most members.

decision by unanimity may be the ideal state of affairs. Here, all team members wholeheartedly agree on the course of action to be taken

Groupthink is the tendency of cohesive group members to lose their critical evaluative capabilities. eam members are so concerned with harmony that they become unwilling to criticize each other's ideas and suggestions

brainstorming involves generating ideas through freewheeling and without criticism

nominal group technique involves structured rules for generating and prioritizing ideas.

Delphi technique involves generating decision-making alternatives through a series of survey questionnaires
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 decision making is the process of choosing a course of action for dealing with a problem or an opportunity

rational decision model.
1. Recognize and define the problem or opportunity
Problems: define the problem too broadly or too narrowly. focus on problem symptoms instead of causes. choose the wrong problem to deal with

2. Identify and analyze alternative courses of action
They should identify key stakeholders and consider the effects of each possible course of action on them

3. Choose a preferred course of action
Criteria used in making the choice typically involve costs and benefits, timeliness of results, impact on stakeholders, and ethical soundness. issue is who makes the decision: team leader, team members, or some combination?

4. Implement the preferred course of action
Lack-of-participation error occurs when important people are excluded from the decision-making process.

5. Evaluate results and follow up as necessary
If neglected, many negative implications in performance

	



Questions to decide 
1. What really matters?
2. Can the problem resolve itself?
3. My or our problem?
4. Will time spent make a difference?

Ethics is the philosophical study of morality
 moral problem poses major ethical consequences for the decision maker or for others

moral dilemma involves choosing among alternatives that contain both potential benefits and harm.
Criteria questions assess a decision in terms of utility, rights, justice, and caring.

Utility— Does the decision satisfy all constituents or stakeholders?
Rights— Does the decision respect the rights and duties of everyone?
Justice— Is the decision consistent with the canons of justice?
Caring— Is the decision consistent with my responsibilities to care?


 spotlight questions expose a decision to public scrutiny and force us to consider a decision in the context of full transparency.
“How would I feel if my family found out about this decision?”

 “How would I feel if this decision were published in the local newspaper or posted on the Internet?”

 “What would the person you know or know of who has the strongest character and best ethical judgment do in this situation?”

Certain environments exist when information is sufficient to predict the results of each alternative in advance of implementation

Programmed decisions are choices made as standardized responses to recurring situations and routine problems

Certain programmed: well established standard operating practice in a well-known setting

Uncertain environments provide no information to predict expected results for decision-making alternatives

Nonprogrammed decisions are created to deal with a unique problem or opportunity at hand

Risk environments provide probabilities regarding expected results for decision-making alternatives

Risk management involves anticipating risks and factoring them into decision making.

strategic risks—threats to overall business success
operational risks—threats inherent in the technologies used to reach business success
reputation risks—threats to a brand or to the firm's reputation

A crisis decision occurs when an unexpected problem can lead to disaster if not resolved quickly and appropriately.

Classical decision model views decision makers as acting in a world of complete certainty.
Optimizing decisions give the absolute best solution to a problem.
Fits 5 step process

The behavioral decision model views decision makers as acting only in terms of what they perceive about a given situation.
cognitive limitations—limits on what we are able to know at any point in time
bounded rationality, where things are interpreted and made sense of as perceptions and only within the context of the situation
Satisficing decisions choose the first alternative that appears to give an acceptable or satisfactory resolution of the problem.

Systematic thinking approaches problems in a rational and analytical fashion.

Intuitive thinking approaches problems in a flexible and spontaneous fashion.

Heuristics are simplifying strategies or “rules of thumb” used to make decisions

The availability heuristic bases a decision on recent events relating to the situation at hand

The representativeness heuristic bases a decision on similarities between the situation at hand and stereotypes of similar occurrences

The anchoring and adjustment heuristic bases a decision on incremental adjustments to an initial value determined by historical precedent or some reference point.

The confirmation error is the tendency to seek confirmation for what is already thought to be true and not search for disconfirming information.

The hindsight trap is a tendency to overestimate the degree to which an event that has already taken place could have been predicted.

Framing error is solving a problem in the context perceived.

Escalating commitment is the tendency to continue a previously chosen course of action even when feedback suggests that it is failing.

Individual decisions, or authority decisions, are made by one person on behalf of the team.

Consultative decisions are made by one individual after seeking input from or consulting with members of a group.

Team decisions are made by all members of the team

Creativity generates unique and novel responses to problems.

creativity drivers is the three-component model of task expertise, task motivation, and creativity skills
task expertise: Creativity typically extends a skill one is already good at in a new direction
task motivation:  happens in part because people work exceptionally hard to resolve a problem or exploit an opportunity

Associative play— making up and telling stories, engaging in art projects, and building toy models that come to mind when dealing with a problem

Cross-pollination— switching members among teams to gain insights from diverse interests, backgrounds, and experiences when working on problems
Analogies and metaphors— using analogies and metaphors to describe a problem and open pathways to creative thinking Techniques for team creativity
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Conflict occurs when parties disagree over substantive issues or when emotional antagonisms create friction between them

Substantive conflict involves fundamental disagreement over ends or goals to be pursued and the means for their accomplishment.

Emotional conflict involves interpersonal difficulties that arise over feelings of anger, mistrust, dislike, fear, resentment, and the like.

Interpersonal conflict occurs between two or more individuals in opposition to each other.
Intrapersonal conflict occurs within the individual because of actual or perceived pressures from incompatible goals or expectation
Intergroup conflict occurs among groups in an organization
Interorganizational conflict occurs between organizations

Functional conflict results in positive benefits to the group
Dysfunctional conflict works to the group's or organization's disadvantage

Conflict resolution occurs when the reasons for a conflict are eliminated.

Stages of conflict:
Conflict antecedents establish the conditions from which conflicts are likely to emerge
perceived conflict substantive or emotional differences sensed
felt conflict tension creates motivation to act
Manifest conflict addressed by conflict resolution

Vertical conflict occurs between levels and commonly involves supervisor-subordinate and team leader-team member disagreements over resources, goals, deadlines, or performance results

Horizontal conflict occurs between persons or groups working at the same organizational level

Line-staff conflict involves disagreements between line and staff personnel over who has authority and control over decisions on matters such as budgets, technology, and human resource practices

role ambiguity conflicts that occur when the communication of task expectations is unclear or upsetting in some way, such as a team member receiving different expectations from the leader and other members

Task and workflow interdependencies cause disputes and open disagreements among people and teams who are required to cooperate to meet challenging goals

structural differentiation, when different teams and work units pursue different goals with different time horizons

domain ambiguities, when individuals or teams lack adequate task direction or goals and misunderstand such things as customer jurisdiction or scope of authority.

Power or value asymmetries in work relationships can also create conflict. They exist when interdependent people or teams differ substantially from one another in status and influence or in values. 

To solve
decoupling, or taking action to eliminate or reduce the required contact between conflicting parties

Buffering is another approach that can be used when the inputs of one team are the outputs of another.  to build an inventory, or buffer, between the teams so that any output slowdown or excess is absorbed by the inventory and does not directly pressure the target group

linking-pin roles assigning people to serve as liaisons between groups that are prone to conflict

appeal to common goals can focus the attention of conflicting individuals and teams on one mutually desirable conclusion

Upward referral Problems are moved up from the level of conflicting individuals or teams for more senior managers to address

Lose-lose conflict occurs when nobody really gets what he or she wants in a conflict situation. The underlying reasons for the conflict remain unaffected, and a similar conflict is likely to occur in the future.
Avoidance involves pretending a conflict does not really exist
Accommodation (or smoothing) involves playing down differences and finding areas of agreement.
Compromise occurs when each party gives up something of value to the other.

In win-lose conflict, one party achieves its desires at the expense and to the exclusion of the other party's desires. This is a high-assertiveness and low-cooperativeness situation
Competition seeks victory by force, superior skill, or domination
Authoritative command uses formal authority to end conflict

Win-win conflict is achieved by a blend of both high cooperativeness and high assertiveness
Collaboration and problem solving involve recognition that something is wrong and needs attention through problem solving

Avoidance may be used when an issue is trivial, when more important issues are pressing, or when people need to cool down temporarily and regain perspective.

Accommodation may be used when issues are more important to others than to yourself or when you want to build “credits” for use in later disagreements.

Compromise may be used to arrive at temporary settlements of complex issues or to arrive at expedient solutions when time is limited.

Authoritative command may be used when quick and decisive action is vital or when unpopular actions must be taken.

Collaboration and problem solving are used to gain true conflict resolution when time and cost permit.

Negotiation is the process of making joint decisions when the parties involved have different preferences

two-party negotiation, the manager negotiates directly with one other person. 
group negotiation, the manager is part of a team or group whose members are negotiating to arrive at a common decision. 
intergroup negotiation, the manager is part of a team that is negotiating with another group to arrive at a decision regarding a problem or situation affecting both
constituency negotiation, each party represents a broader constituency—for example, representatives of management and labor negotiating a collective bargaining agreement

Substance goals deal with outcomes that relate to the content issues under negotiation
Relationship goals deal with outcomes that relate to how well people involved in the negotiation and any constituencies they may represent are able to work with one another once the process is concluded

Effective negotiation occurs when substance issues are resolved and working relationships are maintained or improved.
Quality of outcomes— The negotiation results in a “quality” agreement that is wise and satisfactory to all sides.

Harmony in relationships— The negotiation is “harmonious” and fosters rather than inhibits good interpersonal relations.

Distributive negotiation focuses on positions staked out or declared by the parties involved, each of whom is trying to claim certain portions of the available pie. win-lose episode
Hard” distributive negotiation takes place when each party holds out to get its own way.
Soft” distributive negotiation takes place when one party or both parties make concessions just to get things over with.

The bargaining zone is the range between one party's minimum reservation point and the other party's maximum.

Integrative negotiation focuses on the merits of the issues, and the parties involved try to enlarge the available pie rather than stake claims to certain portions of it. win-win orientation.
foundations of integrative agreements: willingness to trust the other party, willingness to share information with the other party, willingness to ask concrete questions

information foundations of integrative agreements: each party must know what he or she will do if an agreement cannot be reached

myth of the fixed pie, escalating commitment, overconfidence, telling problem

alternative dispute resolution, a neutral third party works with persons involved in a negotiation to help them resolve impasses and settle disputes.
In arbitration a neutral third party acts as judge with the power to issue a decision binding for all parties
In mediation a neutral third party tries to engage the parties in a negotiated solution through persuasion and rational argument.
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Communication is the process of sending and receiving symbols with attached meanings.
a source, which encodes an intended meaning into a message, and a receiver, which decodes the message into a perceived meaning. The receiver may or may not give feedback to the source

The sender is a person or group trying to communicate with someone else.
Encoding is the process of translating an idea or thought into a message consisting of verbal, written, or nonverbal symbols (such as gestures), or some combination of them.

Communication channels are the pathways through which messages are communicated.

The receiver is the individual or group of individuals to whom a message is directed.

decoding. This process of translation is complicated by many factors, including the knowledge and experience of the receiver and his or her relationship with the sender.

Feedback communicates how one feels about something that another person has done or said

Noise is anything that interferes with the effectiveness of communication.: phone bussing, being hungry etc.

Nonverbal communication occurs through facial expressions, body motions, eye contact, and other physical gestures.

Presence is the act of speaking without using words.

Interpersonal barriers occur when individuals are not able to objectively listen due to personality issues. lack of trust, personality clashes, a bad reputation, or stereotypes/prejudices

Selective listening involves blocking out information and only hearing things that the listener wants to hear.

Filtering leaves out critical details

Avoidance occurs when individuals ignore or deny a problem rather than confront it.

Physical distractions include interruptions from noises, visitors, and the like, that interfere with communication.

Semantic barriers involve a poor choice or use of words and mixed messages. Keep it short and simple

Ethnocentrism is the tendency to believe one's culture and its values are superior to those of others.

Parochialism assumes that the ways of your culture are the only ways of doing things.

In low-context cultures, messages are expressed mainly by the spoken and written word.

In high-context cultures, words convey only part of a message, while the rest of the message must be inferred from body language and additional contextual cues.

Formal channels follow the official chain of command.
Informal channels do not follow the chain of command. create open communications in organizations and ensure that the right people are in contact with one another.

A grapevine transfers information through networks of friendships and acquaintances. (informal)

Channel richness indicates the capacity of a channel to convey information.

Downward communication follows the chain of command from top to bottom.

Lateral communication is the flow of messages at the same levels across organizations.
Organizational silos are units that are isolated from one another by strong departmental or divisional lines.barrier to lateral


Upward communication is the flow of messages from lower to higher organizational levels.
Status differences are differences between persons of higher and lower ranks. (key issue in upward)

Voice involves speaking up to share ideas, information, suggestions or concerns upward in organizations.
Silence occurs when employees choose not to share input that could be valuable.  If perceived efficacy is low, employees will think “Why bother? No one will listen and nothing will change.” perceived risk. Employees will be less likely to voice if they believe speaking up to authority will damage their credibility and/or relationships

Relational testing is a process through which individuals make disclosures and form opinions or attributions about the other based on the disclosures. A disclosure is an opening up or revelation to another of something about oneself.

A relational violation is a violation of the “boundary” of acceptable behavior in a relationship.

Relational repair involves actions to return the relationship to a positive state. supportive communication principles.

Supportive communication principles are a set of tools focused on joint problem solving
Defensiveness occurs when individuals feel they are being attacked and need to protect themselves
Disconfirmation occurs when an individual feels his or her self-worth is being questioned.

focus on the problem and not the person
joint problem solving
specific/not global, and objective/not judgmental.
own the communication and make sure to be congruent.


Active listening involves listening to another person with the purpose of helping a person think through his or her problem.

Listening responces
Reflecting: paraphrasing back what the speaker said, summarizing what was said, or taking a step further by asking a question for clarification or elaboration.
Probing: asking for additional information that helps elaborate, clarify, or repeat if necessary.
Deflecting: shifting to another topic.
Advising: telling someone what to do
Developmental feedback is giving feedback in an honest and constructive way that helps another to improve.

The Johari Window is a tool that helps people understand their relationship with self and others

Feedback seeking is seeking feedback about yourself from others.

Feedback orientation is a person's overall receptivity to feedback.

Feedback orientation is composed of four dimensions
Utility represents the belief that feedback is useful in achieving goals or obtaining desired outcomes. 
Accountability is the feeling that one is accountable to act on feedback he or she receives
ocial awareness is consideration of others' views of oneself and being sensitive to these views. 
Feedback self-efficacy is an individual's perceived competence in interpreting and responding to feedback appropriately
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Power is the ability of a person or group to influence or control some aspect of another person or group.

Social power is power that comes from the ability to influence another in a social relation.

Force is power made operative against another's will.

Dependence means that one person or group relies on another person or group to get what they want or need.

Control is the authority or ability to exercise restraining or dominating influence over someone or something.

Powerlessness is defined as a lack of autonomy and participation

Empowerment involves sharing power, information, and rewards with employees to make decisions and solve problems in their work.

Zero sum game describes a situation in which one person's gain is equal to another person's loss.

The Iron Law of Responsibility states that when power imbalances get bad enough, forces are triggered that will rise up and take the power away (to restore power balances).

Psychological reactance theory says that people rebel against constraints and efforts to control their behavior.

Position power stems from the formal hierarchy or authority vested in a particular role.

Personal power resides in the individual, and is generated in relationships with others.

Position powers:
Legitimate power is the formal hierarchical authority that comes with a position

Zone of indifference is the range of authoritative requests to which a subordinate is willing to respond without subjecting the directives to critical evaluation or judgment. unwillingness to automatically comply with legitimate power
Hierarchical thinking occurs when hierarchical systems create positions of superiority and inferiority in organizations.

Reward power comes from one's ability to administer positive rewards and remove or decrease negative rewards.

Coercive power is the use of punishment when others do not comply with influence attempts

Personal powers:
Expert power is the power a person has because of special skills and abilities that others need but do not possess themselves. knowledge, experience, and judgment

Referent power is the ability to alter another's behavior because of the individual's desire to identify with the power source.
…

Information power is possession of or access to information that is valuable to others.

Connection power is the ability to call on connections and networks both inside and outside the organization for support in getting things done and in meeting one's goals.
 2 types^^

Association power arises from influence with a powerful person on whom others depend. It's not what you know but who you know

Reciprocal alliances represent power arising from alliances with others developed through reciprocity (the trading of power or favors for mutual gain in organizational transactions).


Herbert Kelman identified three levels of conformity

Compliance occurs when individuals accept another's influence not because they believe in the content but because of the rewards or punishment associated with the requested action…not a very effective influence strategy in the long run

Commitment occurs when individuals accept an influence attempt out of duty or obligation.
-Identification occurs when individuals accept an influence attempt because they want to maintain a positive relationship with the person or group making the influence request.
-Internalization occurs when an individual accepts influence because the induced behavior is congruent with their value system

Constructive resistance is characterized by thoughtful dissent aimed at constructively challenging the influencing agent to rethink the issue. They do so in the hope of opening a dialogue to try to find a more appropriate solution to a problem

Dysfunctional resistance involves a more passive form of noncompliance in which individuals ignore or dismiss the request of the influencing agent.

The Bathsheba syndrome is epitomized when men and women in the pinnacle of power with strong personal integrity and intelligence engage in unethical and selfish behavior because they mistakenly believe they are above the law.


Organizational POLITICS
Formal systems dictate what is to be done in organizations and how work processes are to be coordinated and structured.

Informal systems are patterns of activity and relationships that arise in everyday activities as individuals and groups work to get things done.

Organizational politics are efforts by organizational members to seek resources and achieve desired goals through informal systems and structures.

Self-interested politics occur when individuals or groups work to shift otherwise ambiguous outcomes to their personal advantage without consideration of the organization or coworkers.

Political climate is the shared perceptions about the political nature of the organization

Workarounds occur when people work around the system to accomplish a task or goal when the normal process or method isn't producing the desired result.

stronger perceptions of organizational politics often experience greater job stress and strain, reduced job satisfaction and organizational commitment, and, ultimately, increased turnover.

Power bases are the sources of power individuals and subunits develop in organizations.

Non-substitutable means that the individual or the work performed by the subunit cannot be easily replaced.

build power bases is through developing information and connection power. You do this by building relationships and networks.


Political savvy is skill and adroitness at reading political environments and understanding how to influence effectively in these environments
Political skill is an ability to use knowledge of others to influence them to act in desired ways

Developing political savvy involves learning to read the situation, increasing awareness of self and others, negotiating with rather than negating others and framing messages so that others will listen

Social capital is the current or potential resources gained through one's network

Human capital is the knowledge, skills, and intellectual assets employees bring to the workplace.

Brokers serve as links between structural holes in a network, providing greater access to resources, information, and opportunities
Structural holes are the gaps between individuals and groups in a social network.
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Leadership is an influence process generated when acts of leading (e.g., influencing) are combined with acts of following (e.g., deferring) as individuals work together to attain mutual goals.

Formal leadership is exerted by persons appointed or elected to positions of formal authority in organizations.

Informal leaders is exerted by persons who become influential due to special skills or their ability to meet the needs of others.

Upward leadership occurs when leaders at lower levels influence those at higher levels to create change

social construction of leadership The social construction of leadership means that leadership is constructed and produced in social and relational interactions among people acting in context.

The leadership identity construction process involves individuals negotiating identities as leaders and followers

Claiming refers to actions people take to assert their identity as a leader or follower.
Granting refers to actions people take to bestow an identity of a leader or follower onto another person.

Motivation to lead is the extent to which individuals choose to assume leadership training, roles and responsibilities

Implicit leadership theories are our beliefs or understanding about the attributes associated with leaders and leadership.

Followership is a process through which individuals choose how they will engage with leaders to co-produce leadership and its outcomes.

The romance of leadership refers to the tendency to attribute organizational outcomes (both good and bad) to the acts and doings of leaders.
The subordination of followership means that while we heroize (or demonize) leaders, we almost completely disregard followers

passive beliefs, viewing their roles in the classic sense of following—that is, passive, deferential, and obedient to authority.

proactive beliefs, viewing their role as expressing opinions, taking initiative, and constructively questioning and challenging leaders

Follower role orientation is defined as the beliefs followers hold about the way they should engage and interact with leaders to meet the needs of the work unit

Power distance orientation is the extent to which one accepts that power in institutions and organizations is distributed unequally.
believe leaders are in a better position than followers to make decisions and determine direction.13 These individuals have lower self-efficacy, meaning they have less confidence in their ability to execute on their own, and they demonstrate higher obedience to leaders

Proactive follower orientation reflects the belief that followers should act in ways that are helpful, useful, and productive to leadership outcomes.
standpoint of partnering with leaders to achieve goals.14 These individuals are higher in proactive personality and self-efficacy. They believe followers are important contributors to the leadership process and that a strong follower role (e.g., voice) is necessary for accomplishing the organizational mission.

Implicit followership theories are preconceived notions about prototypical and antiprototypical followership behaviors and characteristics
anti-prototypical characteristics) include conformity, insubordination, and incompetence

Leader-member exchange (LMX) is the study of manager-subordinate relationship quality…when relationship quality is high it has all kinds of benefits: Performance is better, subordinates are more satisfied and feel more supported, commitment and citizenship are higher, and turnover is reduced

Social exchange theory describes how relationships initiate and develop through processes of exchange and reciprocity.

The norm of reciprocity says that when one party does something for another, that party is indebted to the other until the obligation is repaid.
-Equivalence is the extent to which the amount given back is roughly the same as what was received.
-Immediacy is how quickly the repayment is made.
-Interest is the motive behind the exchange.

Trust in social exchange is based on the belief in the intention and ability of the other to repay

Idiosyncrasy credits refer to our ability to violate norms with others based on whether we have enough “credits” to cover the violation.

Collective leadership represents views of leadership not as a property of individuals and their behaviors but as a social phenomenon constructed in interaction.

Distributed leadership sees leadership as a group phenomenon that is distributed among individuals
leadership is an emergent property of a group or network of interacting individuals, i.e., it is co-constructed in interactions among people. 
Second, distributed leadership is not clearly bounded. It occurs in context, and therefore it is affected by local and historical influences. 
Third, distributed leadership draws from the variety of expertise across the many, rather than relying on the limited expertise of one or a few leaders. In this way it is a more democratic and inclusive form of leadership than hierarchical models


Co-leadership occurs when leadership is divided so that no one person has unilateral power to lead.
specialized (i.e., each operates in a particular area of expertise), differentiated (i.e., avoiding overlap that would create confusion), and complementary (i.e., jointly cover all required areas of leadership)

Shared leadership is a dynamic, interactive influence process among team members working to achieve goals.
five important characteristics have been identified across projects: (1) efficient, goal-directed effort; (2) adequate resources; (3) competent, motivated performance; (4) a productive, supportive climate; and (5) a commitment to continuous improvement.
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Trait approaches assume that leaders are endowed with certain traits or qualities associated with leader status and success.

The behavioral approach focuses on identifying categories of relevant leadership behavior and examining their effects on performance and other outcomes.

Relations-oriented behavior, also known as consideration, involves concern for relationships and socioemotional support.  human relations aspects of management

Task-oriented behavior, also known as initiating structure, involves providing direction and enforcing performance standards needed to drive production. provide structure for subordinates by defining task requirements and specifying the work agenda

Contingency approaches state that the relationship between leader behavior and leadership effectiveness depends on the situation

Directive leadership provides clarity and direction for subordinates. Directive leadership is needed when subordinates want guidance and direction in their jobs

Supportive leadership promotes a friendly work climate by focusing on subordinate needs and well-being. Supportive leadership is needed when subordinates want emotional, not task, support.


Achievement-oriented leadership is motivation focused and builds subordinates' confidence to achieve high standards through its focus on excellence and goal setting. Achievement-oriented leadership is needed for challenging tasks or when subordinates need to take initiative

Participative leadership is a democratic form of leadership that consults with subordinates and takes their suggestions into account before making decisions. participative leadership is best when subordinates need limited direction and support. 

Follower readiness is the amount of experience or ability the follower has to do the job

Task structure describes whether the task is highly defined (high structure) or ambiguous (low structure)

Leader position power describes the amount of formal authority associated with the position of the leader

Leader-match means the leader cannot change his or her style and therefore needs to change the situation to match the style.

Charisma is a special personal quality or attractiveness that enables an individual to influence others.
a “spark”—a leader with charismatic qualities, (2) “flammable material”—followers who are open or susceptible to charisma, and (3) “oxygen”—an environment, such as a crisis or a situation of unrest among followers, that is conducive to charisma.

Socialized charismatics focus on power for collective (e.g., societal) rather than personal benefit.

Personalized charismatics focus on power for personal rather than collective benefit.
Power distance is the extent to which followers see leaders as having much higher status than them. When power distance is high, followers are reluctant to speak up or question because they believe the leader knows best

Power wielders use power to advance their own interests without considering followers' needs

Transactional leadership involves a focus on exchanging valued goods in return for something leaders want.

Transformational leadership involves inspirational relationships in which both leaders and followers are positively transformed in the process.

Bass's transformational leadership involves leaders motivating followers to transcend self-interest for the sake of the organization or team

Idealized influence and inspirational leadership- leader envisions a desirable future, articulates how it can be reached, sets an example to be followed, sets high standards of performance, and shows determination and confidence

Intellectual stimulation is displayed when the leader helps followers to become more innovative and creative

Individualized consideration is displayed when leaders pay attention to the developmental needs of followers by providing support, encouragement, and coaching

Bass's transactional leadership refers to the exchange relationship between leaders and followers to meet their own self-interests.
Contingent rewards involve exchanging rewards for mutually agreed-upon goal accomplishment. 

Active management by exceptioninvolves watching for deviations from rules and standards and taking corrective action. 

Passive management by exception involves intervening only if standards are not met. 

And laissez-faire leadership involves abdicating responsibilities and avoiding decisions

Heroic leadership views see leadership as the result of acts of great leaders who inspire and motivate others to accomplish extraordinary things.

Complex adaptive systems are systems that adapt and evolve in the process of interacting with dynamic environments.

Bureaucracy is an organizing form in which division of labor, specification of titles and duties, and hierarchical reporting relationships provide efficiency and control.

Administrative leadership occurs in formal, managerial roles and focuses on alignment and control aimed at driving business results

Entrepreneurial leadership fuels innovation, adaptability, and change

Adaptive leadership operates in the interface between the administrative and entrepreneurial systems and fosters conditions for emergence.

Leadership ethics is the study of ethical problems and challenges distinctive to and inherent in the processes, practices, and outcomes of leading and following.

The profit motive is based on Milton Friedman's view that the sole purpose of business is to make money.

The shared value view states that organizations should create economic value in a way that also creates value for society.

Servant leadership is a view in which servant leaders selflessly serve others first.

Authoritarian (or autocratic) leadership involves making decisions independently with little or no input from others.

Empowering leadership enables power sharing with employees by clarifying the significance of the work, providing autonomy, expressing confidence in the employee's capabilities, and removing hindrances to performance. empowering leadership was most beneficial for those with low levels of product and industry knowledge and low experience rather than those with high readiness

A normative theory implies or prescribes a norm or standard.

Ethical leadership theory prescribes that leaders should be role models of appropriate behavior—such as openness, honesty, and trustworthiness
Ethical leaders should (1) communicate to followers what is ethical and allow followers to ask questions and provide feedback regarding ethical issues; (2) set clear ethical standards, and ensure followers comply with those standards by rewarding ethical conduct and disciplining those who don't follow standards; and (3) take into account ethical principles in making decisions and ensure that followers observe and follow this process.

Ethical climates are the ethical values, norms, attitudes, feelings, and behaviors of employees in an organization.
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Organizational culture or corporate culture is the system of shared actions, values, and beliefs that develops within an organization and guides the behavior of its members

organizational culture of a firm emerges from (1) the dialogue and discourse among its members and their collective experience over time, (2) the attempts by managers to influence subordinates, and (3) pressures from the larger environment in which the members, the managers, and the organization operate

External adaptation deals with reaching goals, the tasks to be accomplished, the methods used to achieve the goals, and the methods of coping with success and failure.

external adaptation involves answering important instrumental or goal-related questions concerning coping with reality: What is the real mission? How do we contribute?

Internal integration deals with the creation of a collective identity and with ways of working and living together. most important aspects of working together are (1) deciding who is a member of the group and who is not, (2) developing an informal understanding of acceptable and unacceptable behavior, and (3) separating friends from enemies
Subcultures are groups of individuals who exhibit unique patterns of values and philosophies consistent with the dominant culture of the larger organization or system.

Countercultures are groups in which the patterns of values and philosophies outwardly reject those of the organization or social system

subordinated groups, such as members of a specific religion or ethnic group, may form into a counterculture and to work more diligently to change their status than to better the firm. Second, the firm may find it difficult to cope with broader cultural changes. Third, firms that accept and build on natural divisions from a single larger culture may find it challenging to develop sound international operations

Multicultural organization is a firm that values diversity but systematically works to block the transfer of societally based subcultures into the fabric of the organization.

Observable culture is the way things are done in an organization. By observing employee actions, listening to stories, and asking members to interpret what is going on, one can begin to understand the organization's culture

shared values can play a critical part in linking together people and can provide a powerful motivational mechanism for members of the culture

common cultural assumptions. These are the taken-for-granted truths that collections of corporate members share as a result of their joint experience.

Saga is an embellished heroic account of accomplishments. used to tell new members the mission of the organization, how the organization operates, and how individuals can fit into the company

Rites are standardized and recurring activities used at special times to influence the behaviors and understanding of organizational members
Rituals are systems of rites.

A cultural symbol is any object, act, or event that serves to transmit cultural meaning.

Organizational myth is a commonly held cause-effect relationship or assertion that cannot be supported empirically.

A management philosophy links key goal-related issues with key collaboration issues to come up with general ways by which the firm will manage its affairs. 1, establishes generally understood boundaries for all members of the firm, (2) provides a consistent way of approaching new and novel situations, and (3) helps bond employees by ensuring them of a path toward success

Societal goals represent an organization's intended contributions to the broader society.

Output goals define the type of business an organization is in.

Mission statements are written statements of organizational purpose.

Systems goals are concerned with the conditions within the organization that are expected to increase the organization's survival potential.

Innovation is the process of creating new ideas and putting them into practice.
Process of innovation
	  
	Idea creation—to create an idea through spontaneous creativity, ingenuity, and information processing
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	2.  
	Initial experimentation—to establish the idea's potential value and application
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	3.  
	Feasibility determination—to identify anticipated costs and benefits
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	4.  
	Final application—to produce and market a new product or service, or to implement a new approach to operations


For successful innovation

Vision—the degree of clarity and commitment to goals

Support for innovation—support both within and from outside

Task orientation—a climate for excellence

Cohesion—a commitment to the team and maintenance of group membership

Internal communications—quality interactions within the group

External communications—quality interactions with outsiders

Product innovations introduce new goods or services to better meet customer needs

Process innovations introduce into operations new and better ways of doing things.

Exploitation focuses on refinement and reuse of existing products and processes.

Exploration calls for the organization and its managers to stress freedom and radical thinking and opens the firm to big changes-or what some call radical innovations.

Organizational cultural lag is a condition in which dominant cultural patterns are inconsistent with new emerging innovations.

The first common myth is the presumption that at least senior management has no risk bias
As an issue becomes more complex, it is also much more likely there are several biased viable interpretations

A second common myth is the presumption of administrative competence
there is considerable room for improvement

A third common myth is the denial of trade-offs
An emphasis on a single goal often means that other goals are neglected

 Purposeful, unintended consequences arise from the collective application of these three myths.
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The formal structure shows the planned pattern of positions, job duties, and the lines of authority among different parts of the company… divison of labour

Vertical specialization is an organization's hierarchical division of labor.

Organization charts are diagrams that depict the formal structures of organizations

The span of control is the number of individuals reporting to a supervisor.

Line units and personnel conduct the major business of the organization. he production and marketing functions are two examples

Staff units assist the line units by providing specialized expertise and services. such as accounting and public relation

Control is the set of mechanisms used to keep action or outputs within predetermined limits.

Output controls focus on desired targets for each unit. Developing targets or standards, measuring results against these targets, and taking corrective action are all steps involved in developing effective output controls

Process controls attempt to specify the manner in which tasks are accomplished.
-A policy sets forth a broad guideline for action.
-A procedure sets forth the best method for performing a task
-Rules are more specific, rigid, and impersonal than policies. They typically describe in detail how a task or a series of tasks is to be performed, or they indicate what cannot be done

Formalization is the written documentation of rules, procedures and policies to guide behavior and decision making.

Standardization is the allowable actions in a job or series of jobs.

Centralization is the degree to which the authority to make decisions is restricted to higher levels of management.

Decentralization is the degree to which the authority to make decisions is given to lower levels in an organizations hierarchy

Participation results when a manager delegates some authority for such decision making to subordinates.

Horizontal specialization is a division of labor that establishes specific work units or groups within an organization.

Coordination is the set of mechanisms that an organization uses to link the actions of their units into a consistent pattern.

Functional departmentation groups individuals by skill, knowledge, and action. an emphasis on quality from a technical standpoint, rigidity to change, and difficulty in coordinating the actions of different functional areas
Divisional departmentation groups individuals together by products, territories, services, clients, or legal entities. Disadvantage: duplication of effort by function, the tendency for divisional goals to be placed above corporate interests, and conflict among division

Matrix departmentation uses both the functional and divisional forms simultaneously. disadvantage of the matrix method is the loss of unity of command. Individuals can be unsure as to what their jobs are, who they report to for specific activities, and how various managers are to administer the effort. It can also be an expensive method
But provides a balance between functional and divisional concern

Impersonal methods of coordination produce synergy by stressing consistency and standardization so that individual pieces fit together

Organizational design is the process of choosing and implementing a structural configuration. the company's desires, demands, constraints, and choices

The simple design is a configuration involving one or two ways of specializing individuals and units. simplicity, flexibility, and responsiveness to the desires of a central manager—in many cases, the owner

Operations technology is the combination of resources, knowledge, and techniques that creates a product or service output for an organization

Thompson's View of Technology
classified technologies based on degrees of specification and interdependence among work activities. 

Under intensive technology, there is uncertainty as to how to produce desired outcomes. A group of specialists must be brought together and use a variety of techniques to solve problems

Mediating technology links parties that want to become interdependent. For example, banks link creditors and depositors and store money and information to facilitate such exchange

Under long-linked technology, also called mass production or industrial technology, the way to produce the desired outcomes is known. The task is broken down into a number of sequential steps.. car assembly line

Joan Woodward's View of Technology
divides technology into three categories: small-batch, mass production, and continuous-process manufacturing

small-batch production, a variety of custom products are tailored to fit customer specifications, such as tailor-made suits

In mass production, the organization produces one or a few products through an assembly-line system. The work of one group is dependent on that of another, the equipment is typically sophisticated, and the workers are given detailed instructions. Ex cars, fridges

continuous-process technology produce a few products using considerable automation. Classic examples are automated chemical plants and oil refineries

An adhocracy is characterized by shared decentralized decision making, extreme horizontal specialization, few management levels and minimal formal controls with very few rules, policies, and procedures.
It is particularly useful when an operations technology presents two problems:
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	the tasks vary considerably and provide many exceptions, and

	

	
	the problems are difficult to define and resolve.27






Information technology (IT) is the combination of machines, artifacts, procedures, and systems used to gather, store, analyze, and disseminate information for translating it into knowledge.

A virtual organization is an ever-shifting constellation of firms, with a lead corporation (such as Amazon) that pools skills, resources, and experiences to thrive jointly. To succeed, the production system that yields the products and services needs to be a partner network among independent firms where they are bound together by mutual trust and collective survival Second, this partner network needs to develop and maintain (1) an advanced information technology (rather than just face-to-face interaction), (2) trust and cross-owning of problems and solutions, and (3) a common shared culture.

The general environment is the set of cultural, economic, legal-political, and educational conditions found in the areas in which the organization operates.

The specific environment is the set of owners, suppliers, distributors, government agencies, and competitors with which an organization must interact to grow and survive.

Environmental complexity refers to the magnitude of the problems and opportunities in the organization's environment. the degree of richness, the degree of interdependence (The organization may co-opt powerful outsiders by including them), and the degree of uncertainty stemming from both the general and the specific environment (n times of change, investments quickly become outmoded, and internal operations no longer work as expected.)

environment is richer when the economy is growing, when individuals are improving their education, and when everyone that the organization relies on is prospering
A richer environment is also filled with more opportunities and dynamism—the potential for change.

Interfirm alliances are cooperative agreements or joint ventures between two independent firms.

Bureaucracies rely on a division of labor, hierarchical control, promotion by merit with career opportunities for employees, and administration by rule.

	Challenges posed by bureaucracies
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	•  
	Overspecialization with conflicts between highly specialized units
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	•  
	Overreliance on the chain of command rather than bottom-up problem solving
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	•  
	Objectification of senior executives as rulers rather than problem solvers for others
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	•  
	Overemphasis on conformity
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	•  
	Rules as ends in and of themselves






The mechanistic (or machine) type of bureaucracy emphasizes vertical specialization and control. Organizations of this type stress rules, policies, and procedures; specify techniques for decision making; and emphasize developing well-documented control systems backed by a strong middle management and supported by a centralized staff. Functional pattern

motivation becomes a problem

The organic (or professional) type of bureaucracy emphasizes horizontal specialization, use of personal coordination devices, and professional-based controls. rocedures are minimal, and those that do exist are not as formalized. The organization relies on the judgments of experts and personal means of coordination.
better for problem solving and for serving individual customer needs. Since lateral relations and coordination are emphasized, centralized direction by senior management is less intense

divisional firm. Here, the firm is composed of quasi-independent divisions so that different divisions can be more or less organic or mechanisti

A conglomerate is a single corporation that contains a number of unrelated businesses. all structures are combinations of the basic elements. Second, no one structure is always best. Third, no organization stands alone. It is always part of a larger complex network of other organizations and stakeholders.
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