Q& EMPOWERED | INSPIRE

: T P m INQUIRE
e C&E Publishing, Inc. f ] { READY CONNECT
FO

e R THE WORLD | CREATE

N A EME

Nidk L, ACNERE




PRINCIPLES
of

ORGANIZATION
and

MANAGEN\ENT

or High School

Nick L. Aduana



B 4
Table of Contents

PrefaCO ...« iv v ouivie oisionh ooy smipelmim miu e e iu o S ONSES Xiii
UNIT 1: INTRODUCTION TO ORGANIZATION AND MANAGEMENT

Chapter 1: Nature and Concept of Management................. 2
1.1 Definition of Management.........ociouieiininenncacnans 2

Science ANAUATE 4. .vve e vt S 2 i b Bt SA S e RIS T 3

Effectiveness.and Efficiency. s 2 o b e e 3

Coordinated Work Activities.......... e e i Wi 4

Common Direction of People v, . - o e e 4

1.2 Management Theories. ...... LR T T RRTTPRTY 5

Early Management Approach ..........coooiiiiiiiaiana... 5

Classical APProach ...c...uveeanecesmndiohansboanassspsie SEuiS 6

Behavioral Approach .......... oo it it 9

Quantitative Approach. . . ...« . - - S5 R IENCR IS ERRERER TS e 10

Contemporary APproach....ivetiseeidisneaesesiriatainamnanns 11

1.3 Managerial Roles ... ...cc.ccviiiiiiiiinieriiaciiecnaanas 12

Functions of Management.........ooovuieiniuiiiiiiiiiiienn.. 13

Levels of Management ............ RNt 0 £ 13

Roles of the Managers. . ...ueveveiaiustaraserenusesasenssnness 14

1.4 Managerial Skills.........c..covieieees SRR S s 16

Chapter SUMMATY . .+ ¢« v v0n o 5voshshasabiatns s s U, 17
Management Words to Enrich your Vocabulary................ 18

Suggested Class Activities. .....oviieiiirineriusiveieannaanns 19

Chapter Review .......civeeenerenstassassnsansosscsnancnns 20




Chapter 2: The Firm and Its Environment ................ .ot 25

RIS BPURIIONS BRIy o ciums besiss danons s sicnnsninepssans 25

2.2 Classification of Business Firms ......oovevunnvooessiones 26

According to Ownership or Capital Structure ........... Vigr i 26

Atcording to Nature of@peration’ 5., /00 %%, L0 00N 29

RSB USINESs i Bnvironment, oo oo evnieniessiosasresoe 31

BRI OIRERAL BOTCES .\ vivion ciae toeis o s nssaanansanssns 32
S T U e S S A S 32

GGl VIO nEn v SNt L e I 33

0 dUSE R TIVITONTARN Ml m i 0 A oo, (ol siorsiodh v ssiigia 8T e e oo o 35

S WO TR Al ysin e e ot el L. L vereirinsanneses 37

SNAICHE IV el o 5 csion St e e R, 38

2.6 Phases of Economic DeQelopment ....................... 39

DR e A S 43

Management Words to Enrich your Vocabulary................ 44

B T LR A CEIVILICS . o s« v o0 0 vsnosnsaonssssosassanasns 44

T e T g B S e e O 46

UNIT 2: FUNCTIONS OF MANAGEMENT

T T e 52

3.1 Definition and Nature of Planning.............c..vvven... 52

g i BT 08 SR N S U G 53

ety BT SN S S O 54

R e D Blanning o on i v esen s 55

B TDes of Plans. . Lot s sl adadine e e e el 58

S TGS e e L O SRS 58

AT VLT IR TN A e o ot st i RO R i S S 59

AEI6 Ereduency of ADPHCAtiONS . . o, vvvvosvravnresiosinnnessaens 59

ANTOIBUTp oS T e i 61



Chapter 4:

3.3 Planning at Different Levelsof the Firm .................. 62
Planning at the Top Level Management.......................... 62
Planning at the Middle Level Management. .................ccne. 63
Planning at the Low Level Management ......................... 64

3.4 Planning Techniquesand Tools.........cocvvuieniinnnnn. 64
Quantitative Technigues. . - .. et 64
Qualitative Techniques, . oo v ot R S 65

3.5 Decision-making from Several Alternatives ............... 66

Chapter SUMMIATY . ... oo oo vae s nssnas e uaio i 68

Management Words to Enrich your Vocabulary................ 69

Suggested Class Activities. . ...cvvvnvunerieniiiiiniiniiianes 70

Chapter REVIEW ... oo v qeviiesaidnunianbionss e souSus 71

OIGANIZING <+ oo oneen v neiise i 74

4,1 Nature of Organizing ........cociveeeenciiaranrinanenns 74
Benefits of Organizing .4 AL ALELRL LS T s vl S St 75
Organizing Activities ......... ..ot 76
Purposes of Organizing ... .ocueieioiiaariaiionoeiicaionees 77

4.2 Organizational Structure .........ccoovviieiicienieenen. 78
Key Elements in Organizational Design ...................oooo. 79

Departmentalization. .« vte ..« oaisns e s SOEIEEEEEE 79

4.3 Organizational Approaches and Theories................. 84

Classical Approach o e R e 84
Neoclassical Approach .........ociiiiiiiiiiiiaieiairiiaininns 84
Contingency Approach. . . ... .. o iiii i aia s iiid e 85
4.4 Conceptof Delegation. .....ovvuveianinneienisriseranens 86
AUORIEY 1 o L S A s e i ot bslmiote siataoim bl so e o S R 86
ReSPORSIDIEY. . w i o viaimisio aialsl s siaians sinrarn ssiminbotaimies sim in bt Nl 88
Accountability 2005 PalR R ATEITTES, R S 88
Unity of Command:iadin S8 RRRRER L Gal Do Sue e 88
Span.of Control': i St IR R e 89




Chapter 5:

4.5 Formal and Informal Organizations........... Caveutiaal 89

B TSSO IMIOITNAl GIOUDS oo oo vveorivieiienavesosnsns 90
Disadvantages of Informal Groups. ................vviiinueenans 91
Chapter Summary........ LS TR R R 91
Management Words to Enrich your Vocabulary................ 92
S leni LB e g T G S R SO S 93
B i riro s s ssve v ons s vy s oo mans 94
A N 101
5.1 Definition and Nature of Staffing..........oovvivnnn.n 101
0T SRV VRGN, o i it o R o 103
52 " Human Resonrce Planningy.'. . 210834 % . .. .oovininnnnn. 103
Currentdersonnel Requirements™ S 3000804, ., .o oo 104
BRI RErSOnnEl REGUITEIMERTE s (2. 0 0o oo = oinogrio s oo mon vse as 105
BB REOOTee PIanning SIEPS'. .. ciuevavimsssvnsniasses oo 105
53 Recruitment and Selection Phase . ...................... 106
R ol v itegn D oo e s DLy e 106
S OUEGES HOTIR € ChU T CI TN 0 it e 5o ersinis sies siee e s 107
T S e S S 108
SR L S 109
SEROE e e O B 109
B ot 111
5.4 Orientation and Training................ e A 112
G 113
S e R S DT 113
B s i vannsisssvnnnesss 114
LT D E b T A 115
U TS S O S S 117
5.5 Performance and Evaluation System..................... 120
Types of Performance Appraisal . . .7 ............................ 121
Pertotmancs Appraisal Methodsice cinad oo e nnsssonesrnnnn. 122



Chapter 6:

Chapter 7:

5.6 Reward SYStem ... .«cesssoernsoansrassersnornnse Vian b 123

Types Of ReWards. . ....cvuvuouniusissiass anvybonububausn ey 124
Chapter Stimmary ............................... PRI o .
Management Words to Enrich your Vocabulary............... 126
Suggested Class Activities. ..........covviininiiiaiiianiieas 127
Chapter Review ......ovccoesisnsne vobnebn ks v s ebubie ns
LeQdiNg: « ¢ wiivussvo v cnnpisra s s 133
6.1 Nature of Leading or Directing ......... PR e 133

View of Leadership . iu.uouevsanns sonnssrtsanesainn i use 134

Traitsiofaleaders. ..t s o o QEREEN 136

Behavior of a Leader . ...« -y b-vas anivan o SUNIS SR, 137
6.2 Styles of Leadership...........cooiiieiiiiiiiiiiinen.. 138

AUtoCTatic SEYIE « v vove v v v dmiivinn nan e tesinie G EE S 139

Democratic Style. .. oo Jhak Sl i ias e s 139

* Laisséz-Faire Style. zo. .. oo« oot oo g SO S 140
6.3 Models and Theories of Motivation ............cooevunns. 141
- Models of MotiVation -« - e aaieain =« == ahisrels e S S 141

Theories of Motivation 4.6 % s S k% Shnn S Sii R s 142
6.4 Communication in Organization ............ ... .t 147

Elements of the Communication Process ...........covevinnn. 148

Barriers to Communication: . - 150

Measures to Overcome the Communication Barriers............. 152

Functions and Purposes of Communication. .................... 154

Benefits and Importance of Communication ............c.on. 155
Chapter SUDMMATY « vi.s ois.x s 5508 aisis/nigie e viva = sla s suaE UEER 155
Management Words to Enrich your Vocabulary............... 156
Suggested Class Activities..........ociiiiiiiiiiiiniiiannn. 157
Chapter ReVIEW . . uosyeoss sivasinasins st tisiiana a8 5SS 159
Controlling : i v viivm sk iafe otbbil s ils ' e ie R R 166
7.1 Definition and Nature of Controlling.................... 166

. Functions‘of Controlling?i Sl Sae it c e (LS aus e S aiia 167

Importance of Controlling. JfULIVHAGN L s e o ibTE 170




7.2 The Control Process and Control System ................ 171

S e IO GO 171
Sl S o6 e e S SER R S 174
Attributes of Effective Control System...............cooveeeen. 178
7.3 Relationship of Planning and Controlling................ 180
S Contnols i Fancional Areas.......co00ivveiinivanenns 182
CHIER S S R S 183
SEOIDISIEENRTRE RIS e a e e e T, 184
Controls in Production and Operation ..........coovivvnnernnnn. 186
7.5 Budget as a Planning and Controlling Tool............... 188
LT L e e 188
e Rl 1T e 189
I s ios v snsoniosssnsnssns 190
Management Words to Enrich your Vocabulary............... 190
REPEES el CRESACHVIIIEN, o) vy vncssoierinssnnsssnonnn 191
CHUDtEr REVIEW . oo s viieennnns B 1 T T R 192
UNIT 3: MANAGING THE FUNCTIONAL AREAS AND SMALL FAMILY BUSINESS
Chapter 8: Managing the Functional Areas . ................... 196
8.1 Understanding the Functional Areas of Business ......... 196
S O B (1) e 197
Structure of Human Resource Division ........................ 198
Planning, Recruitment, and Selection Unit ..................... 199
oatngand Development Unit . ...oo\vvveinens oot onn., 200
Compensation and Benefits Unit .............................. 201
ETIPIOVREIREIARONS DIty 0 e, 203
I () e e e S S 205
Structure of the Marketing Division. ........................... 205
Advertising and Promotion Unit .t ovvs o0, L u3iGno., L. 206
Sales Services and Distribution Unit ........................... 207
Customer Service and Relations Unit. . . . ... . o e S 208
Research and Information Unit................................ 209



8.4 Operations Division ..........coiviiiiviiiinieienians 211

Structure of Operations DivISion .. ... ce.i s e cha e Waaniaes 211
Design, System, and Planning Unit ...........cccoiciiiiianase. 212
Production Unit. . .. . ceuivsuumorsvuuugs s st i S 215
Quality Assurance and Control Unit .. ... . 550 o e ttotiutinEie 216
Logistics Unit. . .oeuoovein vamssrens nnvmsvstored st 219
8.5 Finance DivisSiOn .........euusoovsaaictioe s Slea iR 221
Structure of Finance Division .......ooviiiiiiiinininiininns 2w 221
Accounting Unit . .. .. oo o e 222
Treasurership UDIL. . ..+ o oo o oo o voinnin e et oui R 224
The Budgeting Unlit. . ..« oo v vevat e vnoneeionoatts S 226
Tax Planning Unit . . ...« v - aes s 0ol i e e 227
Chapter SUMMArY ...vveveeiternirseaestiseireiienernanns 229
Management Words to Enrich your Vocabulary. .............. 230
Suggested Class Activity............ o se e d e e s dor IR 231
Chapter REVIEW 1. vvovveosonsvnnas oo suninnsisnsin st ey 232
Chapter 9: Managing Small Family Business ................... 235
9.1 Small Business Management ..........ccovveaviinannnes 235
9.2 Small Family Business:

Its Characteristics and Significance.........ccvvvivenennn. 236

9.3 Legal Forms and Requirements
in Establishing a Small Business. ...........coooiiiaannn 239
Chapter SUMIMALY -« . oot ressscnsonrnnsass e alosiss 242
Management Words to Enrich your Vocabulary............... 243
Chapter ReVIEW .. .o sn o ainsinastaais s ohiois s st SR AR St 244
GlOSSANY v vvcv o v s nnasnnsins aisia’s s imivinte o S ot U I 245
REfOIONCOS ... conv v nsannsaan im0ty o TS 252

SUDJOCE INABX. « v v v v v onnim v ainn sooh s mierei R e R 254




Subject Index

B

Budget, 188
as controlling tool, 189
as planning tool, 188

Business firm, 25
classification, 26

C

Communication, 147-155
barriers to communication, 150
benefits and importance, 155
definition, 147
elements of communication process, 148-150
functions and purposes, 154
in organization, 147
measures to overcome communication barriers,
152-154
Controlling, 166-167
attributes of effective control system, 178-179
control process, 171-174
control system, 174-178
controls in functional areas, 182-187
definition and nature, 166-167
functions, 167-169
importance, 170
relationship to planning, 180-182
Corporation, 27-29, 239
characteristics, 28
special, 30

D
Decision-making, 66-68

| from several alternatives, 66
\
i procedure, 67-68

Delegation, 86-89
accountability, 88
authority, 86
concept, 86
responsibility, 88
span of control, 89
unity of command, 88

E

Economic development, 40
agricultural-based economy, 40
industrial-based economy, 41
phases, 40
post-industrial based economy, 42

Environment, 31-32 .
business firm, 31
environmental forces, 32-36
industry, 35
natural, 32
societal, 33

F
Finance division, 221-228
accounting unit, 222-224
budgeting unit, 226-227
financial management definition, 223
structure, 221-222
tax planning unit, 227-228
treasurership unit, 224-226
Functional areas, 196
understanding, 196-197

H

Human resource division, 197-204
compensation and benefits unit, 201-202



employee relations unit, 203-204
human resource management, 197

planning, recruitment, and selection unit, 199-200

structure of, 198-199
training and development unit, 200
Human resource planning, 103-106
current personnel requirements, 104
future personnel requirements, 105
steps, 105-106
Hybrid business, 30

L

Leading, 133-140
behavior of a leader, 137-138
definition and nature, 133-134
leadership function, 137-138
styles of leadership, 138-140
traits of a leader, 136-137
view of leadership, 134-135

M
Management, 2-4
definition, 2
key concepts, 3-4
small business management, 235-236
Management Theories, 5-12
behavioral approach, 9-10
classical approach, 6-9
contemporary approach, 11-12
early management approach, 5-6
quantitative approach, 10-11
Managerial Roles, 12-16
functions of management, 13
levels of management, 13-14
roles of the managers, 14-16
Managerial skills, 16
Marketing division, 205-210
advertising and promotion unit, 206-207
customer service and relations unit, 208-209
marketing management, 205
research and information unit, 209-210
sales services and distribution unit, 207-208
structure of marketing division, 205

Merchandising, 29, 240
Motivation, 141-146
definition, 141
equity theory, 146
goal-setting theory, 145
Herzberg's two-factor theory, 144-145
Maslow’s hierarchy of needs, 143-144
McGregor’s Theory X and Theory Y, 144
models, 141-142
theories of motivation, 142-146
three needs theory, 145
reinforcement theory, 146

o)

Operations Division, 211-220
design, system, and planning unit, 212-215
logistics unit, 219-221
operations management, 211
production unit, 215-216
quality assurance and control unit, 216-219
structure of operations division, 211-212
Organization, 89-91
advantages of informal groups, 90
disadvantages of informal groups, 91
formal and informal, 89
Organizing, 74-77
activities, 76-77
approaches and theories, 84-85
benefits, 75
classical approach, 84
contingency approach, 85
nature, 74
neoclassical approach, 84-85
purpose, 77-78
Organizational structure, 78-83
key elements in organizational design, 79
departmentalization, 79-83
Orientation, 113

P

Partnership, 27
characteristics, 27




Performance and evaluation system, 120-123

performance appraisal methods, 122-123
types of performance appraisal, 121-122

Planning, 52-66

at different levels of the firm, 62-64

basic principles, 55-57

basic steps, 54-55

benefits, 53-54

definition and nature, 52-53
techniques and tools, 64-66

Plans, 58-62

R

as to frequency of application, 59-61

as to purpose, 61-62
as to scope, 58

as to time frame, 59

Recruitment, 106-109

definition, 106
concept of derecruitment, 108-109
sources for recruitment, 107-108

Reward system, 123125

definition, 123
types of rewards, 124-125

S
Service, 29
Sole Proprietorship, 26-27
Staffing, 101-103
definition and nature, 101-102
staffing process, 103
Selection, 109
definition, 109
selection stage, 111-112
selection tools, 109-110
Small family business, 236-237
SWOT analysis, 37-39
matrix, 39
model, 38

T

Training, 113-120
definition, 113

methodologies of training, 115-117
training procedural steps, 117-120

types of training, 114-115



