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Principles and Practices of Management

UNIT-I
< Management in Indian Culture and Tradition
Management in Indian culture is deeply rooted in the country’s rich herita traditions. Here
are some key aspects:
1. Human Values and Ethics: Indian managemen 3asi itual, ethical, and

moral values. These principles guide degisi

2. Holistic Approach: The Indian model{ef managemeng is holistic, integrating various
cultural aspects and values. is ders the well-being of all
stakeholders, including employees, customers, andithe community.

ys a significant role in Indian
ition, guiding leaders to make decisions

aflagement Practices: Indian management draws from traditional
stems, integrating them with contemporary management principles.
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Indian knowledge tradition views management as a holistic approach to balancing
peace and ethical governance. It focuses on Dharma (duty), Karma (action), and

4 Modern Concept of Management

achieving organizational goals most efficiently and effectively. The mai
create a working environment where every organizational member best w
effort to the overall organization’s well-being.

anagement is to
ibutes their best

Management is the art and science of organizing, directi
a business to achieve its goals effectively and efficientl
for the future, creating a harmonious work enviro
utilized optimally.

A successful manager guides and motiv
towards those objectives. They create
among team members.

r objectives, and monitors progress
rts productivity and fosters collaboration

» Management is not just about achieving material success but also about ensuring the well-being of
employees, society, and the environment.
> Inspired by concepts like Sarve Bhavantu Sukhinah (Let all be happy).
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Dharma=TRighteous-duty-and-ethical-conduct
Artha — Wealth creation for societal and personal growth
Kama — Desires and emotional fulfillment
Moksha — Liberation and self-realization
In management, this means balancing economic goals with moral responsibilities.

VVVY ¢

Nishkama Karma (Selfless Action)

Derived from the Bhagavad Gita, it emphasizes performing duties with ach to res
Encourages managers to focus on quality work rather than being overl i

Yogic Principles
Karma Yoga — Work with dedication and without selfish mot
Jnana Yoga — Use wisdom and knowledge in decision-making
Bhakti Yoga — Work with devotion and commitme

Trust & Relationships

Indian ethos emphasizes long-term relationghips o
Management should build mutual tr mo tomers, and stakeholders.

Corporate Social Responsibility (CSR)

VV @& VV ¢ VVV ¢ VV ¢

X3

%

Y. VVVYVYVY

Indian models of management are rooted in Vedic philosophy, ancient scriptures, and cultural values. They
focus on holistic development, balancing material success with ethical and spiritual values.
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Source: Indian philosophy of self-discipline (Sadhana = dedicated effort).

Core Idea: Achieving goals through discipline, dedication, and ethics.

Managerial Application: Planning with patience, ethical leadership, and continuous Lagprove

b) The Purushartha Model
Four Goals of Life:
Dharma — Righteousness, ethics, duty

Artha — Wealth creation for welfare

Kama — Desires & emotional fulfillment

Moksha — Liberation, self-realization

Managerial Application: Balancing profit-making (Artha) with etfical conduct (Dharma), employee
satisfaction (Kama), and organizational p

piritual wisdom into business by focusing on inner growth, ethical living, and selfless

a) Nishkama Karma (Selfless Action)

Do your duty without attachment to results (Bhagavad Gita principle).
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b) Yogic Management

Karma Yoga — Work with selflessness

Jnana Yoga — Use wisdom and knowledge in decisions

Bhakti Yoga — Work with devotion and sincerity

Raja Yoga — Self-discipline and mental control

¢) Trusteeship Principle (Mahatma Gandhi)
Wealth is a trust given by society — must be used for social goo

Managers are trustees, not just owners.

Management Implicatio

Indian Ethos Approach anagerial Impact

K

Universal
— Goal Oriented
Continuous Process
Management / - Multi-dimensional
.l Group Activity

— Dynamic Function

Intangible Force
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e Goal-Oriented: Every organization is set up with a predetermine
management helps in reaching those goals timely, and smoothly.

organization exists. It is required in every sphere of the or
production, human resource, finance or marketing.

only, but it also manages work, processes an
disciplinary activity.

e Group activity: An organization con

e Dynamic function: An o
various factors li

So, to overcgme the management formulates strategies and implements

them.

ent can neither be seen nor touched but one can feel its
heOrganization functions.

< Levels
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< Top-Level Management: This is the highest level in the organizational hierar
includes Board of Directors and Chief Executives. They are responsible fo
objectives, formulating plans, strategies and policies.

< Middle-Level Management: It is the second and most important lev
ladder, as it creates a link between the top and lower-level ma
departmental and division heads and managers who are respon
controlling plans and strategies which are formulated by the to

< Lower-Level Management: Otherwise called as functional or opea
It includes first-line managers, foreman, supervisorsg#
interacts with the workers, it plays a crucial role in the
reducing wastage and idle time of the workers, impgoving

el management directly
because it helps in

< Objectives of Management

The main objective of management is tg e al achievement of the

organization. Let’s look at its other major ctives.

e Optimize resources.

e Maintain discipline

fa Management

In the rea
organizing, s

f management, the following are the five functions managers are entitled to do. Planning,
ing, directing, and controlling are the five key functions of management.
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A

28 PlannD; .

Organizing

7

Staffing

| Directing

Controlling

B Planning

Planning involves setting objectives and determining the best course of action to achieve them. It includes
analyzing the current situation, forecasting future trends, and developing strategies and plans. Planning
provides a roadmap for the organization, guiding decision-making and resource allocation.

B Organizing
Organizing focuses on structuring the organization to optimize performance. It involves designing the
organizational structure, establishing departments and divisions, and allocating resources. Organizing
ensures that tasks are divided, roles and responsibilities are defined, and coordination is facilitated for
smooth workflow.

B Staffing

Staffing is about acquiring and maintaining a capable workforce. It includes activities such as recruitment,
selection, training, and development of employees. Staffing ensures that the right people are in the right
positidns, with the necessary skills and competencies to perform their roles effectively.

u ecting

Directing is the function of guiding and leading employees toward the accomplishment of organizational
goals. It involves providing instructions, motivating employees, facilitating communication, and resolving
conflicts. Directing ensures that employees understand their tasks, work collaboratively, and remain
focused on achieving desired outcomes.
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B Controlling

Controlling involves monitoring performance, comparing it with set standards, and ta
actions when necessary. It includes measuring progress, identifying deviations,
adjustments to keep activities on track. Controlling ensures that actual performancegligns with
objectives and helps in maintaining organizational effectiveness.

< Importance of Management to Business

Management is key to ensuring everything is in the right place and . It ensures the
placement of organizational resources and employees in the right place.
It is what enables every organization’s mechanism including i methods, money, and

materials are work properly or not. Nonetheless, management’s im ted out below:

» Ensures Goal Achievement
Management ensures that organizational goals are de ed into actionable plans. It helps
align efforts and resources toward achieving th
coordinate and guide individuals to work togeth i ds’a common objective.

» Resource Optimization

Effective management fosters a positive work environment where employees feel motivated, engaged, and
valued. Managers support employee development, provide guidance, and offer opportunities for
growth.They build strong teams, promote collaboration, and nurture a culture of trust, leading to
higher job satisfaction and employee retention.
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<> Nature of Management as a Science, Art and Profession

done through others. Management as a group is all those who manage. Manag
body of knowledge, and as a process is what managers do. We define ma
things done through and with people to achieve

a common goal effectively and efficiently. The nature of mana
science, arts, and profession.

nalyzed in the terms of

P N

Management as Science, Art, and Profession

Management
as a Science

Management
as an Art

Management
as a Profession

% Systematized Body % Theoretical % Specialized
of Knowledge Knowledge Knowledge
* Observation and * Personal Skills * Formal‘Ec.iucation
Experiments % Creativity and jrralmng.;
ES gaILJstgs ar;::.i Effect % Darfection * Service Motive
SIaIoNEIe through Practice % Statutory Body

% Universal Validity

E M as a Science

Science means a systematized body of knowledge that can be acquired through observation and
experimentation. It consists of universally accepted principles that establish a relationship between causes
and their effects.
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The essential features of Management as a science are:

» Systematized body of knowledge: Science is a systematic body of knowle
are based on a cause-and-effect relationship.

» Observation and Experiments: All scientific principles are fi

» Universal Validity: Scientific principles have univers
situations and times. basic truths.

We can say management has some features of science as:

1. Management is a systematized b
and concepts. It not only has t
but it also draws on other disc
Mathematics. Like all ot
terms and concepts.

2. The knowledge o been built up through endless observation and
d practitioners have developed the knowledge
d experience. The principles of management make

inciples of science, only the fundamental principles of management are
universally applicable. These results can be tested and verified. The principle of
anagement is modified as per the situation. However, managers are provided with
certain fundamental techniques that are used in different situations.

Therefore, management is a science. It can be said that management is a social science because it deals with
people and their behaviour.
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< Management as an Art

Now, what do we mean by arts? Arts means the practical application of knowledge and skills to achi

results. It is personal application of knowledge to achieve results. It is attained through stu bservation and

experience.

The essentials feature of arts are:

e Theoretical knowledge: Art comprises the application of theotetical knowle

o Personal skills: Every artist has his way of working. The owledge varies
from individual to individual. Even how they lems for reaching the
result or the goal which they are willing to
knowledge with practice, creativity, imagifiati

rtists gain perfection through practise. For
urs daily will get smooth and perfect with his

performing the tas
example, a dancer
steps through practic

ting, finance, and human resources, in which the manager has
anager practices the art of management in his everyday job of

r has his unique method of working. He tackles various problems based
opinion and understanding of the situation. There are many theories of
ent introduced by various management thinkers, which define certain
universal principles. A manager applies these universal principles and

theoretical knowledge in different situations and problems. So, management is an

individual skill.

3. Management is creative, as it converts inputs into outputs. A manager applies this

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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attained knowledge in his personal and skillful way in the realities of a given situation.
Management is goal-oriented and result-oriented. It aims at achieving ultimate
productivity and profitability, i.e. at the lowest cost.

4. Management also involves regular practice. An efficient manager can convert a
challenge into an opportunity through unceasing decision-making and leadership. Most
management practices rely on the same set of principles and theories. The djstinction
between a successful and a less successful manager is his ability to put the
into practice.

Therefore, managementis an art.

<~ Management as a Profession

What is a profession? Profession means a vocation requiring specialized knowl pra training)service
motive and a code of conduct. A Profession is an addicted group of individuals who ards and
hold themselves out and are accepted by the public as having special kno

The essential features of a profession are:

e Specialized Knowledge: All professions are bas
knowledge that can be acquired through i

education and training to getf’a job. There ar@) various universities and formal
institutions for attaining a com io xample, a doctor needs to complete
his formal education an ini ice his knowledge before providing his

e Service Motive: Th ' i a profession is to serve their client’s interests by
rendering dedicated i ervice. All professionals are also anticipated to

al association that regulates entry, grants certificates of
nd enforces a code of conduct.

some features of the profession as:

Management has a transmittable body of specialized knowledge. Management is
growing all over the world as a discipline. It is based on a systematic body of knowledge
omprising well-defined principles based on a variety of business situations. This knowledge

can be attained at different colleges and professional institutes and through several books.

1. Some specialized institutions provide education and training in management. Having
completed their education and training, students get placed as managers. Management
is taught at different institutions, few of these have been set up with the definite
purpose of providing management education, for example, the Indian Institutes of

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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Management (IIMs) in India.

2. The elementary purpose of management is to help the organization to achieve its stated
goal. This may be profit making for a business enterprise and service for a hospital. But,
profit maximization as the only objective of management will not help the company.
Having a good management team that works effectively and efficiently will serve
society by offering a better quality of products at reasonable prices. Alike other

profit for the owner.

3. The elementary purpose of management is to help the organization

professional managers are also anticipated to serve s
profit for the owner.

managers to be members of such an ion. anagement associations
are not statutory bodies.

Although management does not retain all the esse
profession.
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UNIT-2
PLANNING

Planning is a blueprint of the course of action to be followed in the future. It is also a mental exercise that

goals. Thus, it is a continuous process that involves decision-making; i.e., deciding t
framing and achieving objectives.

“Planning is deciding in advance what to do, how to do it, when to do it
bridges the gap from where we are to where we want to go. It makes it
would not otherwise happen.” -Koontz and O’Donnell

% MEANING OF PLANNNING:

Planning may be defined as deciding in advance wh is the process of thinking
before doing. It involves determination of goals as ies required to be undertaken to
achieve the goals. In the planning process ma re and accordingly decide what

activities must be undertaken. Planning decidingi do, How to do, When and by whom.

% DEFINITION OF PLANNING:
According to James Lundy: “P pg determination of what is to be done, how it is to be

done, who is to do it, and ho

According to Henry Feyo ingfl iding the best alternatives among others to perform different

managerial operati ievethe predetermined goals.”

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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+» FEATURES OF PLANNING

1. Planning focuses on achieving objectives: Organizations set up with general goals and
specific goals along with the plans and activities to be undertaken to achieve these goals.

2. Planning is a primary function of management: Planning lays down the basedfer other
functions of management.

3. Planning is pervasive: Planning is required at all levels of manageme
departments of the organisation. The scope of planning is differe
and for different departments.

4. Planning is continuous: Continuity of planning is related with

5. Planning is futuristic: The purpose of planning is to meet
best advantage of an organisation. Planning involves forecasting
and drafting the plans accordingly.

6. Planning involves decision making: Planni
various alternatives and activities. If there isfonly one po
action, there is no need for planning because t i i

plication of the mind involving
res logical and systematic thinking

7. Planning is a mental exercise:
foresight. Planning is an intellectual a
rather than guess work.

anning requires
L i h

+ NATURE AND PURPOSE O

Nature of Plannin

1.PLANNING IS : ization is set up with a general purpose in view. Specific goals

departments of the organization. It is neither an exclusive function of top management nor of any
particulardepartment, the scope of planning differs at different level and among different departments.

4. PLANNING IS FLEXIBLE: Plans are drawn on the basis of forecasts. Since the future is uncertain,
planning must cope with change in future condition. Activities planned with certain assumptions about the

future may not come true.

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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5.PLANNING IS CONTINUOUS: Plans are prepared for the specific period of time, may be for month, a

quarter, or a year. At the end of that period there is need for a new plan to be drawn on the basis of new
requirements and future conditions. Hence planning is never ending activity. It is a continuous process.
6.PLANNING IS FUTURISTIC: Planning essentially involves looking ahead and future. The purpose of

planning is to meet future event effectively to the best advantage of an organization. Through forecasting

future events and conditions are anticipated and plans are drawn accordingly.

7.PLANNING INVOLVES CHOICE: Planning essentially involves choice from among vari
and activities. If there is one possible goal or only one possible course of action,
planning because there is no choice.

8.PLANNING IS A MENTAL EXERCISE: Planning requires application of

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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¢ Purpose of Planning

As a managerial function planning is important due to the following reasons: -

1. To manage by objectives: All the activities of an organization are d
certain specified objectives. However, planning makes the objective
focusing attention on them.

2. To offset uncertainty and change: Future is always full of un
Planning foresees the future and makes the necessary provisi

3. To secure economy in operation: Planning involves, the
course of action that would lead to the best result att inimum

activities of an organization.

5. To make control effective: The
comparison of the planned perform

management relates to the
performance. In the absence of

y and effectiveness. Planning enables the
tiveness in the context of the stated objectives

X/
0’0

2. Pla ces the risk of uncertainty: Planning is an activity, which enables a manager to
d and anticipate changes. Changes or events cannot be eliminated but by deciding the
plans and course of action in advance managers can anticipate it and adjust the plans
according to the situation.

3. Planning reduces overlapping and wasteful activities: Planning serves as the basis of
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coordinating the activities and efforts of different divisions departments and indi
reduces useless and redundant activities, avoids confusion and misunderstanding, and ens
thought and action.

clarity in

PLANNING
PROVIDES
DIRECTION

PLANNING
ESTABLISHES
STANDARDS
FOR
CONTROLLING

PLANNING
REDUCES THE
RISK OF
UNCERTAINITY

PLANNING
FACILITATES
DECISION
MAKING

PLANNING
PROMOTES
INNOVATIVE
IDEAS
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4. Planning promotes innovative ideas: Planning is the first function of management. Managers get
the opportunity to develop new ideas and new ideas can take the shape of concrete plans. It guides
all future action leading to growth and prosperity of the business.

5. Planning facilitates decision making: Planning involves setting targets and p
conditions, thus helping in taking rational decisions from alternative courses o

6. Planning establishes standards for controlling: Planning provides the sta
the actual performance is measured. Therefore, planning is a prerequisi

% OBJECTIVE OF PLANNING:

1. REDUSE UNCERTAINTY: Future is uncertain. Planning m ertainty into certainty.
This is possible to some extent by, planning which is reduci

2. BRING COOOPERATION AND CO-ORDINATIO i ing co=operation and co-ordination
among various sectors of the organization. The riyalri g departments could be avoided
through planning.

3. ECONOMY IN OPERATION: As alre selected best alternative among various

alternatives this will lead to the best ut ses. The objectives of the organization are

events are termed as conti ies. Thes [ ay affect the smooth functioning of an enterprise.

5. ACHIVING TH D GOALS: Planning activities are aimed at achieving the objectives

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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s Types Of Planning

[ Plan ]] e
I l 1
[ Standing Plans ] [ Single-use Plans ]—
| | | | | |
[Objectives and Goals] [ Strategy ]l [ Policy ] [Procedures] [ Rules ] [ Method H

M levels.

together or work together, they must be able to anticipat

interdependent activities which require such ability t

a. OBJECTIVE: Effective management impli jective. Objectives are goal established

to guide of the enterprise. So, all plannin k must spell But in clear terms the objectives to be realized

from proposed business activities

b. POLICIES: Plannin n of policies for the easy realization of the objectives of

business. Policies provide a s er to recurring questions and problems. They are basic guides to

action.

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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c. PROCEDURES AND METHODS: Objectives and policies will lose much of their significance, if the

planning is cannot lay down the procedure and methods for work performance. Procedures will indicate
and outline a series of task for a specific course of action. Method is the manner of work performance and

follows the set procedures.

d. RULES: A rule specifies necessary course of action in respect of a situation. It acts as a guide and is in

2. SINGLE - USE OR OPERATING PLANS: Standing plan established a str mary behaviour
for the desired results. They are highly useful devices for mana ing. However, besides
these standing plans, a manager can resort to single- use ce the action to be taken
to meet a particular problem or a problems arising withi i d. Once the problem is over or met
or the time is passed, a new plan is devised for

single-use plans.It includes:

a. PROGRAMMES: Programmes are i owed in proper sequence in accordance

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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3. CONTINGENCY PLANS: Contingency plans as the name suggest are the plans which are formulated in
some contingency. The plan is short term and time is deciding factor in the implementation of this plan.

These are most important and prior in nature. Decision taken during this is generally non- programmed but

contingencies like strikes, wars, and riots etc.

7/

++ Planning Process: Concept and Steps

Planning is the process of setting objectives for a given period ang ' rious courses of action to
achieve them and selecting the best possible alternatives from the Vg ction available there.
According to this application, planning is a choice-making actiyity becap plves Setting up objectives and
deciding the appropriate course of action to achieve th ive. [t emembered that plans are
always developed for a given period.

Planning Process

Evaluating
Alternative Courses

Identifying Alternative : Selecting
Courses of Action : Alternative

Developing Implementing

Planning Premises : Plan
Setting Follow-up
Objectives Action

Objectives: The idea behind planning is to achieve desired objectives. Therefore,
t step is to clearly define and describe the objectives of the organization. Firstly,

the major objectives should be specified, and then they should be broken down into individual,
sectional and departmental objectives. Objectives serve as guidelines for discussion-making in terms

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
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of resource allocation. Work schedule, nature of actions, etc., are kept in mind while setting objectives.
All efforts must be made to anticipate the problems and relevant opportunities that are likely to arise
in the future.

2. Developing Planning Premises: The next step in planning is to establish premises.
Planning premises are the anticipated environment in which the plans are expected to
operate. These include assumptions and forecasts in the future and knowing condjtions that
will affect the course of the plan. In short, these provide the environ
boundaries within which the plans will be executed. Planning premises may,
internal and external premises, controllable, semi-controllable,
premises, tangible and intangible premises, and the last foreseeab
premises.

3. Identifying alternative courses of action: After setting
assumptions about the future. The next step is to determi

alternative courses of action, it is required to collect all necessafy i n from primary
nd believable. The only

courses of action should be identified.

Evaluating alternative courses: Aff

alternatives the next step is to
of the performance of various

should be formulated. This is because the derivative plans
of the basic plans. Most of the plans may not always be
atical analysis. In these cases, the subject and the management

6. Developing Planning Premises: The next step in planning is to establish premises.
Planning premises are the anticipated environment in which the plans are expected to
operate. These include assumptions and forecasts in the future and knowing conditions that
will affect the course of the plan. In short, these provide the environment and the
boundaries within which the plans will be executed. Planning premises may be classified as
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internal and external premises, controllable, semi-controllable, and uncontrollable
premises, tangible and intangible premises, and the last foreseeable and unenforceable

premises.

7. ldentifying alternative courses of action: After setting the objectives and making
assumptions about the future. The next step is to determine alternative courses of action
through which the organization can achieve its objectives. In order to identify the various

and secondary sources. The information collected must be correct and beli
information which is directly and strategically related to the achieve
objective should be considered. For every plan, there are several optio,
courses of action should be identified.

8. Evaluating alternative courses: After identifying different alt
evaluate each alternative. Evaluation means the study
actions. All the possible alternatives should be evaluate

cost and benefit to the organization. Comparison among the a i uld be made in
terms of factors, such as the risk involved, planning ises, to be achieved, etc. The
positive and negative points of each alternative hly examined, and

thereafter planner should make a choice.

9. Selecting an alternative: After evaluating Various alternatives, the next step is to select the

rules, programs, and budgets shou is is because the derivative plans
help in the implementation ofgth . t of the plans may not always be
subjected to mathematical is. In thesefkases, the subject and the management
experience, judgment, and at ti '
suitable alternative. Malyjti ination of plans is also selected instead of selecting
one best course.

10. i : oncerned with transforming the plan into action. The

te the plan to the fullest of their abilities. The plan has to be
ted by the real executor. This step would also involve organizing labor

1. RIGIDITY: The existence of a plan puts managerial activities in a rigid framework. Programmes are
carried out according to the plan and deviations are considered to be highly undesirable. This attitude
makes managers and employees inflexible in their operations.

2. MISDIRECTION: Planning may be used by a particular individual and groups to serve their own
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interest. Attempts are made by them to influence setting of objectives, formulation of plans and programs

to suit their limited aims and objects, ignoring the interest of the organization. As a result planning may not
serve any useful purpose.

3. TIME CONSUMING: Planning is a time consuming process. It requires collection of information, its
analysis and interpretation. The process may take consideration time. Thus, planning is not practicable
during emergencies and crisis when quick decisions are needed.

4. LACK OF ACCURATE INFORMATION: Planning is concerned with future activit

quality will be determined by the quality of forecast of future events. As no manager c
and accurately the events of future, the planning may pose problems in operation.

increased by inaccurate planning premises.
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5. PROBLEMS OF CHANGE: The problem of change is often complex in long-range planning. Present
conditions tend to weigh heavily in planning and overshadowing future needs, may sometimes result in
error of Perception of Opportunities Establishing Objectives Planning Premises Identification of
Alternatives Evaluation of Alternatives Choice of Alternatives Formulation of Supporting Plans Establishing

Sequence of Activities Prof. Komal Kumbhar Page 8 Swaraj Institute of Management Principle and Practices

with the change in future events.
a. PSYCHOLOGICAL INFLEXIBILITIES: Psychological inflexibili
Managers and employees in the organization may develop patte

to change. They look more in terms of present rather tha

flexibility.

c. CAPITAL INVESTMENT: In are invested in fixed assets, the ability to switch
future course of action becomes rat estments itself becomes a planning premises. During
the entire life of the fi ity continuous unless the organization can reasonably
liquidate its invest ' of action, or unless it can afford to write off the investment.

policy, regulation of business etc. generate constraints on the organizational planning process. Government
being major supplier or certain raw materials, finance institution through financial institution may affect
the business organization considerably.

b. TRADE UNION: The existence of trade union, particularly those organized at the national level, tends

to restrict freedom of planning. Apart from wages and other associated benefits, they affect the planning
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process by putting limitations and the work that can be undertaken by the organization. They set up the

work rule and productivity. To that extent, managers are not free to make decisions of their choice.
c. TECHNOLOGICAL CHANGES: The rate and nature of technology changes also present very definite
limitations upon planning. An organization is engaged in its process with a given technology. When there is

a change in technology, it has to face numerous problem resulting into higher cost of production and less

Forecasting:

Forecasting is process of using past and present data and analysis of tr,
future. It helps the organization to cope with the future uncertainties. It i
prediction.Forecasting is done with certain assumption based on th management, their
knowledge, and judgment. An error in assumptions may result in forecastingcror.

Steps in forecasting:

. Analyzing and understanding the problem
. Developing strong foundation

. Collecting and analyzing relevant data

. Estimating future events.

. Finding reason for poor performénce!

. Continuous follow up

@
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> Planning vs. Forecasting Objective

PLANNING AND

FORECASTING

Forecasting is analyzing and clarifying the e operations you plan to undertake. In
the process of forecasting, information frometh past and présent and facts are taken into consideration to
foresee future events. Therefore, we can say th recasgi elps us look at past and present performance

and forward to predetermining of 'the future and their possible impacts on the
organization.

Managers working at diffe

Planning is important in setting goals and organizational objectives and determining the
best ways to reach them. It includes having goals, making plans that can be implemented,
distributing resources responsibly, and making schedules with important checkpoints.
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This process allows businesses to make clear decisions, coordinate their e , assign
tasks, and monitor progress. It ensures that projects are well-thought-out, focused, and
designed to get the desired results.

A

PLANNING FORECASTING
» Planning is looking into the planned [» Forecasting is a process of predicting
course of action for the future the performance of an organization in
organization and  preparing for the future based on its performance
different departments accordingly. in the past and present.
» Planning is based on pertinent » Forecasting is based on assumptions
information, objectives, and forecasts. and speculations, which require a

certain degree of guessing.

» It is concerned with assessing the future> It is concerned with approximating
and preparing for it. future events and trends.
» Forecasting stresses on facts only.

» Planning stresses on expectations and

facts.
» It is the responsibility of top level [» It is the responsibility of managers
of managers. at different level and also experts of
different
departments.

Plan. Policies are the general statements that guide thinking
irection. However, Strategies are the unified, structured, and
ieve specific objectives of an organization.

\s'rnm'zcv POI.IGY!
(, LIRSV
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> What are Policies?

uses policies at his discretion. E.g. Decisions taken under recruitment policy can be in
employees for a new division, such as whether to recruit from the existing employe

» What are Strategies?

The unified, structured, and integrated plans that are designé
organization are known as Strategies. It is a comprehensive plan fo
By ‘comprehensive’, we mean plans in which we determine adopt a suitable course of
action, and arrange and allocate necessary resources fo
organization to meet the changes taking place in the i . [f)is usually made by the top-level
management.

oS

Basis Policies Strategy
Meaning Policies are general statements | Strategies are unified, structured, and
that guide thinking and channel | integrated plans that are designed to
energy toward a particular | achieve specific objectives  of
direction. an
organization
Aim [ts main aim is to dealwith |Its main aim is to prepare
repetitive issues. organizations against unforeseen
events or challenges of the business
environment.
Validity They remain valid for situations | They are useful for specific purposes.
or events which are recurring
in
nature.
Role of They are generally not made on They are made after considering
competitors | the the
move of competitors. moves of the competitors.
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/A

Hierarchy of | They have a lower place in the | They have a higher place in the

4

plans hierarchy of plans and are | hierarchy of plans and are generally
generally considered to be | considered to be superior.
supportive.

Example Organizations have policies for a| Mc Donald’s and Burger King are giant
proper code of conduct fast-food chains, which make their

strategies considering each other

+ What is Management by Objectives (MBQ)?

Management by Objective is a process whereby the s
enterprise jointly identify its common goals. It is a r iciapproach to management
wherein measurable goals are set up in consultation i anagers and the contribution of
each individual is judged in terms of such goals.

rdinate managers of an

Management and he is also known as the Fath ment by Objectives). MBO guides the
iven time deadline. It critically reviews
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/

% Meaning and definition of Management by objectives (MBO) : The origins of MBO can be traced backto

1954, when management expert Peter Drucker first introduced the term and the concept in his book,
entitled “The Practice of Management”. Basically, he described it as an environment where management
and employees join forces and work together to set and monitor the goals of the organization for a certain

period.

commitment among employees, as well as aligning objectives across the
process of setting goals for the employees so that they know what
workplace.Management by Objectives defines roles and responsibilities

chalk out their future course of action in the organization.

7
°

Need for Management by Objectives (MBO) :-

e The Management by Objectives proces

ployees understand their duties at the

workplace.

e KRAs are designed for each emp

qualification. The employees are s to wha xpected out of them.

e Management by i ss 1 to satisfied employees. It avoids job mismatch and

unnecessary confusi

positive ambience at the workplace.

e Management by Objectives leads to well defined hierarchies at the workplace. It ensures transparency

at all levels. A supervisor of any organization would never directly interact with the Managing Director in
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case of queries. He would first meet his reporting boss who would then pass on the message to his senior

and so on. Every one is clear about his position in the organization.

e The MBO Process leads to highly motivated and committed employees.

e The MBO Process sets a benchmark for every employee. The superiors set targets for each

members, each employee is given a list of specific tasks.

*» Features of Management by Objectives (MBO)

1. Goal-oriented: MBO is goal-oriented rather than work-oriented

setting process. It requires all key personnel to contri
overall objectives.

3. Focuses on KRAs: MBO focuses on measurable ifi Is in the key result
areas. It helps to balance the goals of all t

4. Dynamic: MBO is a dynamic system which i company’s needs to achieve the
objective.

every element of management, whereas a te¢hnique is only useful in certain areas. MBO
is an approach involying differ echni to finest management.

6. Serve as a criterio
corporate, functional 3 al goals under Management by Objectives serve as a

1. To aid employees in realizing their responsibilities at work. Each employee has key result areas
customized to their interest, areas of expertise, and academic background. The staff members are aware of
what is required of them because of MBO.

2. To make employees feel valuable in the organization. Every employee plays a unique role in
helping the company achieve its goals and objectives. Each employee plays a different role at work.
Each person eventually begins to feel devoted to the group and feels valuable in the organization.
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They typically stay with the company for a longer period and provide significant contributions.

3. To guarantee the effectiveness among employees. It fosters an encouraging atmosphere at
work, allowing people to appreciate their jobs rather than viewing them as an obligation. Employees
who use the MBO process are extremely enthusiastic and dedicated.

4. To produce clearly specified hierarchies. It guarantees open-mindedness on
Managing Director is not approachable directly by any superior in any company. Fi
communicate with their reporting boss, who would then convey the informatio
on. Each person understands where they fit within the company.

5. To set a benchmark for every employee. For each member of the tea
different organizational and personal goals. Detailed job lists a
Eventually, it eliminates unnecessary complications and works incomp

6. To serve as a device for organizational control and integrati

7. To serve as a basis for judgment about salaryand p

Advantages and Disadvantages of Management by Objectives (MBO)

| Advantages Disadvantages
e More Clarity towards Objectives e Goal-Setting Problem
e Better Management e Time-Consuming
e Enhanced Individual Commitment e More focus on Short-term Objectives

e Incapable to provide Guidelines to Goal

e Establishing Controls Setters

e Improved Communication e Inflexibility

e Motivation and Morale e Increased Paperwork

sults in improved and better managing. Better managing requires setting

and result oriented planning. Management by objectives forces managers to think about
planning fommsesults, rather than merely planning activities or work. Managers will devise ways and means
for achieving objectives. The objectives also act as controls and performance standards. So MBO is helpful

in improving management.

2. Clarifying Organization: MBO helps in clarifying organizational roles and structures. Responsibility

and authority are assigned as per the requirements of the tasks assigned. There is no use of fixing
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objectives without delegating requisite authority. The positions should be built around the key results

expected of people occupying them. Implementation of MBO will help in spotting the deficiencies in the

organization.

3. Encouraging Personal Commitment: The main benefit of MBO is that it encourages personnel to

controls is the setting of standards and then finding out deviatio
and the actual performance will help in finding out thegde
what is expected from him and these standards act as r

when MBO is followed.
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«» Drawbacks of MBO :-

1. Failure to Teach MBO Philosophy: The success of MBO will depend upon its proper understanding
by managers. When managers are clear about this concept only then they can explain to subordinates how

it works, why it is being done, what will be the expected results, how it will benefit participants, etc. This

philosophy is based on self direction and self control and aims to make managers professionals.

aspects will prove fatal for this system.

3. Difficulty in Setting Goals: The main emphasis in MBO tec
of objectives is not a simple thing. It requires lot of information

objectives should be verifiable so that performance

verifiable, precaution should be taken in defining such'@bjecti

importance to short term goals at

a way that they help in the achieve
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+» Process of Management By Objectives

Fualuation Guals

Purfirmante ﬁ ’ Define Organization

Manapement
o Define Employee
Ferformange t * bj{,‘h_,:q:lr.,u:ﬁ ﬂhiﬁti'ﬂF{ES
Appraisal | P gy .ih

AL

-
=

Praviding - w‘ Centinue Manitaring
Feedlack I_ Perfarmande and Pragress

Y

3. Continuous Monitoring Performance and Progress- MBO process is not only essential for making
line managers in business organizations more effective but also equally important for monitoring the
performance and progress of employees. For monitoring performance and progress the followings are
required; i. Identifying ineffective programs by comparing performance with pre-established objectives, ii.

Using zero-based budgeting, iii. Applying MBO concepts for measuring individual and plans, iv. Preparing
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long and short-range objectives and plans, v. Installing effective controls, and vi. Designing a sound

organizational structure with clear, responsibilities and decisionmaking authority at the appropriate level.

4. Performance Evaluation- Under this MBO process performance review is made by the participation

of the concerned managers.

5. Providing Feedback- The filial ingredients in an MBO program are continuo
performance and goals that allow individuals to monitor and correct their own acti
feedback is supplemented by periodic formal appraisal meetings in which superior

review progress toward goals, which lead to further feedback.

6. Performance Appraisal- Performance appraisals are a regula ' rformance

within organizations. It is done at the last stage of the MBO process.
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< Strategy

Meaning of Strategy:

The term strategy has been derived from Greek work “Strategies” which means general. So, the word

strategy means the art of general. Thus strategy may be defined as gamesmanship or an administrative

plan, which a company chooses in order to move or reach the mission and objectives.
Candler defined strategy as “the determination of basic long-term goals
enterprise, and the adoption of course of action and the allocation of res@urces necessa

carrying out these goals.”

+» Features of Strategy:

The following feature can be identified based on the abov

because of changes in the situation.

2. Strategies are a complex plan encompassi

3. Strategy is forward looking: It has to
a new situation, nothing new req

It may take advantages of the past

4. Strategy provides the direction infwhich human and physical resources will be allocated and deployed

for achieving orga e of environmental pressure and constraints.

5. Strat i i ination of factors both external and internal. In relating an organisation to
its environm must also consider the internal factors too, particularly in terms of its

str
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6. Strategy may involve even contradictory action. Since, strategic action depends on environmental
variables, a manager may take an action today and may revise or reverse his steps tomorrow depending on

the situation.

7
°

Importance of Strategy:

1. Strategies provide the framework for plans by channeling operating decisions. If st

developed carefully and understood properly by managers, there will be more consiste
managers. Therefore, strategies help to ensure efficiency and consistency in the allocati nd

of resources.

2. A business strategy sets the direction for the activities required to bjectives’ of the

organisation. It is the catalyst and thrust of the business.

3. Strategy formulation is essential for the long-term survival

4. It enables the enterprise to take advantage i tunities and to combat

environmental pressures. It provides useful framewor

+ Essentials of a Sound Strategy:
The basic guidelines of an effective strate

1. The strategy should be consistent wit objectives, policies and other strategies of the organisation.

2. The strategy should be work o meet the needs of the particular situation. It must

contribute to the progress

strategy maj'threaten the survival of the enterprise, if things go wrong.
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7

s Types of Strategy:
Strategies may be classified into the following categories:

1. Stability strategy,

2. Growth strategy,

3. Retrenchment strategy, and

4. Combination strategy.

1. Stability Strategy:
Stability strategy implies, “to leave the well enough along”. If the stable and the
organisation is doing well, then it is better to make no changes. tegy is ekercised most often and is
less risky as a course of action.

2. Growth Strategy:

Growth means expansion of the operations o addition of new areas of operations.

Growth strategy can be very risky and involves forecasting andjanalysis of many factors that affect

expansion like resource availability and marke er, growth is necessary due to volatility

of business and industries. For the succ f an organisation, growth must be properly planned and

controlled.

reduce waste, though reflecting failure of the company to some degree becomes

ival of the company.

ons who may want to cut back in some areas and expand in others. Also, in time of
financial diffigulties, a company may employ entrenchment strategy and resort to growth strategy, if the

economic situation improves.

In order to make strategic planning effective, it is necessary to have the right people involved who would
objectively and intelligently look at all angles and all factors involved in the success of these plans and

strategies.
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Implementation of Strategies:

Implementation of strategy is the process through which a chosen strategy is put into action. It involves
the design and management of systems, it achieve the best integration of people, structure, processes and

resources in achieving organisational objectives.

« Important factors in strategy implementation are given below:

1. Institutional of Strategy:

The first basic action that is required for putting a strategy into operation is its insti

Often strategy choice becomes a personal choice of the strategist b onality variables

become an influential factor in strategy formulation.

2. Setting Proper Organizational Climate:

[t is important in making strategy to work. Organiz

translated into results.

Organizations whose strategy tching climate are more effective than whose are

not. People are the instruments I particular strategy and organizational climate is

basically people-oriented:

3. Developing Ap

interconnected. It prescribes relationships among various positions and activities. The organization

structure should be designed according to the needs of the strategy for the implementing strategy.

The relationship between strategy and structure can be thought of in terms of utilizing structure for the
strategy implementation because structure is a means to an end, that is to provide facilities for

implementing strategy. Therefore both should be integrated.
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5. Periodic Review of Strategy:

There should be periodic review of strategy to find out whether the given strategy is relevant. This is
required because even the carefully developed strategies might cease to be suitable if events change,

knowledge becomes more clear, or it appears that the environment will not be as originally thought.

Thus strategies should be reviewed from time to time. Major strategies should be reviewed

a year. In fact this is done by most of the organization who believe in relating the

environments.
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UNIT-III
Organization

The term ‘organization’is used in many ways. [t means different things to different peopl
the following uses of the term are popular:

. A group of people united by a common purpose.

. An entity, an ongoing business unit engaged in utilizing res

. A structure of relationships between various positions in an en
. A process by which employees, facilities and tasks a

witha view to achieve specific goals.
The dynamic interpretation of the term organization as a pr

Introduction: -

Organizing is the second function of management foll izing process results in a
structure of the organization. Organizing in gener rrangement of activities.
Organizing synchronizes and combines human, phys sources. Organizing as a
i ! izing becomes necessary when
more than one person work towards achievingisome common objegtive. In that case, it is important to
define the role of each person, define his autho and coordinating and synchronizing
the team as a whole to attain the objecti his job. Without organizing it would not be
possible to attain the objectives since no one what he is supposed to do. There would be
overlapping and clashes over the . i nes the work to be done by the employee and
give him the right to use materials,

izatiofl. The outcome of the organizing process is a set of formal
structure. In this lesson, we shall study about the process of

ness is divided into different parts and perform their own function but
in objectives of the business. Thus, organization means dividing the whole
epartments and departmental positions and the relationship between them.
their work smoothly, their authority and responsibility have

to be prescribed. It must be made clear that the need
zation arises only when there are a couple of people working in the enterprise. If there is only
one person, Ne”is expected to perform all the functions single-handedly and there will be no need to divide
the work. In the absence of division of work, organization is meaningless.



Ienaissanc@

college of commerce & management
Subject- Principles and
B.B.A. 1stVYear, Practices of Management

Organizing
After the objective of enterprise are determined and the plans and policies fofmulaged for the

achievement of this objective. Next step is to organize. It means to make arran f the
things, which are required to achieve the plans.

Definition of Organization

Organization is a complete entity of management involved in arran and
resources creating inter relations between them with a pur erm and
short term goals.

‘Organizing is the process of defining and grouping the activities o d establishing the
authority relationships among them. In performing the organizing anager defines,
departmentalizes, and assigns activities so that they canb

‘Organizing is the process through which managers ide ds to be done to accomplish

the goals laid out in the planning process, di and individuals, and then
coordinate the divided efforts so that the goals ¢

According to Robins, “Organizing means are to be done, who is to do them, how
tasks are to be grouped, who is to do them, and where decisions are to be made”.
Definitions of organization

Different scholars have been giyen diffe e meaning of organization.

According to Haney, izationy, is harmonious adjustment of specialized parts for the

I purposes.

According to
enterprise a ishi authority relationship among them.”

rnard, “Organizing is a function by which the concern is able to define the role
elated and the co-ordination between authority and responsibility. Hence, a

manager allways has to organize in order to get results.

According to Haimann, “Organization is the process of defining and grouping the activities of
the enterprise and establishing the authority relationship among them.”
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According to Mc Farland, “An identifiable group of people contributing their effort, ards
the attainment of goals is called organization.”

Characteristics & Elements of Organization

Group of Persons
Departmentalization
Hierarchy of Authority
Common goals
Division of Labor

Resources

Co-ordination of activities
Co-operative efforts
Communication

©COoN akrowbdE

Characteristics of organizing: -

From the study of the various definitions givel by different managément experts we get the following

characteristics of organizing.

(1) Division of work: Divisio
organization where work is to be

gradually makes . Thus, under organization an effort is made to
achieve the objective ay of division of work.

rdinates the work of different persons for the attainment
e work is divided and subdivided into different job positions
nd responsibility is clearly defined. Thus, superior subordinate

ose. An organization structure cannot be created (or need not be created)
there is only an individual to perform the entire work.

(4) mon objectives: Organisation aims at achieving the common objectives. There are
various parts of an organization each performing their own functions. But each function
has been designed to achieve common objectives.
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authority, work cannot be performed and if authority is
there will be misuse of authority.

Formal and informal organisation

Organizations are basically classified on the basis of relationships. There a organizations
formed on the basis of relationships within an enterprise. In othe s of relationship can be
established among the employees, firstly, the relationship that is d defined beforehand
and secondly, those relations which are not definite and orehand. We will now
study them in detail.

Formal organization: - A formal organization izatign”in which the responsibilities,
authority and mutual relationships among all thé’employees workinglin an enterprise are clearly defined.
This structure of the organization is created aft i io’and is based on the division of work.

subordinate. Formal organization is boun ules and progedures and everything is done according to
these pre-determined rules and procedures.

Is organization is deliberated created for the successful
the concern.

(5) Défined Inter-relationship- A formal organization is a system that clearly explains the
inter- relationship between various job positions. Thus, everybody knows his relationship
with other organisational positions and also his authority and responsibility.
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(6) It is more stable- Under this organization changes are not introduced as per d
as per major changes in external environment. Though it is flexible but stable a

Informal Organization

According to Chester Bernard, “That organization is informal where the mutu
unconsciously for common objectives.”

An informal organization is that organization which is not established deli

The network of social groups based on friendly relations can be ca i ion. It emerges
from the formal organization and it is not based on any rules ame this organization an

supervisor can talk directly to the general mana
procedures are followed but is completely

(1) It is not deliberate : informal organization is not deliberately created
but comes into existence o i dly relationship and common interests.

: No written rules and procedures govern informal
orms do emerge informally like helping the member of

various posts established in the organization.

(6) Existence: the existence of informal organisation depends upon the formal organisation.
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For a concern both formal and informal organizations are important. Formal organization origi
the set organizational structure and informal organization originates from formal organiz
the two phases of same concern.

Informal Organization

According to Chester Bernard, “That organization is informal where the mut
unconsciously for common objectives.”

An informal organization is that organization which is not established d

because of friendly relationships. For example, in a
prescribed path. Communication flows from foreman t
organization a foreman can directly communicate t aygshare a mutual friendly relation
which may emerge out of any common inter i ship. Not only this, a foreman or
supervisor can talk directly to the general mana i

various posts established in the organization.

(12) Existence: the existence of informal organisation depends upon the formal organisation.
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For a concern both formal and informal organizations are important. Formal organization origi
the set organizational structure and informal organization originates from formal organiz
the two phases of same concern.

Informal Organization

According to Chester Bernard, “That organization is informal where the mut
unconsciously for common objectives.”

An informal organization is that organization which is not established d

because of friendly relationships. For example, in a
prescribed path. Communication flows from foreman t
organization a foreman can directly communicate t share a mutual friendly relation
which may emerge out of any common inter i ship. Not only this, a foreman or
supervisor can talk directly to the general manager. i i al organization no stringent rules or

No written rules and : No” written rules and procedures govern informal
o emerge informally like helping the member of their

chart. Orgamization chart is a diagram which clarifies the relationship among various posts
established in the organization.

Existence: the existence of informal organisation depends upon the formal organisation.
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For a concern both formal and informal organizations are important. Formal organization origi from
the set organizational structure and informal organization originates from formal organiz . They are

the two phases of same concern.

»
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From t}PeBs&[&fz‘ 0¥ -the various_definitions given by different management expBFfRcHieeeOihMaRRAMENt
characteristics of organizing.

Characteristics of organiz

Individuals are assigned their part of work. This piece of work when pe
gradually makes that person an expert. Thus, under organization a
achieve the objectives successfully by way of division of work.

(6) Coordination: Organizing coordinates the work of differ Inment
of objectives. Under it the entire work is divided and subdivi i t job positions
and their authority and responsibility is clearly subordinate
relationships also get established. Everyone knows h anisation and there

(7) Plurality of persons: Organization is a who assemble to fulfil a
common purpose. An organization structur
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(10) Organization is a structure of relationship: Organising defines the ro
and also relationship between these positions in the organization
responsibility and authority for the performance of these functions. It establi

goals.

Importance of Organizing

The importance of organizing becomes clear with the help of the

various works or jobs. Each sub work is assigned
experts by doing a particular job time and again. In division of work leads to
specialization.

(2) Clarity in Working Relationship: Org
job positions. It establishes authori [€specifies who is to report to
whom. Therefore, communication be¢omes effective. It alSo helps in fixing accountability.

izing leads to optimum utilization of
ng with its authority and responsibility.
nsequently, there is optimum utilization of
chine, financial, human resource, etc. in the

resources. Each job positions is cl
It avoids confusion and ddpli
all the available resource
organization.

ation: organizing makes administration effective by clarifying the
sition and its responsibility. Everyone also knows to whom he is
this way, the confusion on authority is put to an end and effective
ecomes possible.

subordinates with the opportunity to take higher level decisions. It not only motivates
them but also gives them a chance to show their creativity. Consequently, it helps them to
grow and develop.



I'enaissanc@

(7) Expansi Growth: Qllheégr&ses(éoo '33'551?1%1% éﬂoc;/lglﬁ‘: Ll?@?ﬁ]g‘]gyggsaﬁhe

Breealamvea take decisions which helps them to grow. They are alpiayst i€aslp tafana g&went

challenges. This situation can help in the development of the enterprise. This helps in
increasing the earning capacity of the enterprise which in turn helps its developm

Principles of organization or Requisites of an Ideal and Sound Org
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1. Principle of unity of objectives: All activities in an organization should aim at achieving
common goals. All departmental goals must be clearly defined and should aim at achieving the
overall goal of organization. Also, efforts must be made to synchronize the individual goals
with organizational goals.

2. Principle of specialization: Sound and effective organization rests on spec1
an employee takes special type of knowledge and skill in any are
specialization. By dividing the work into small tasks, each employee is r
task repeatedly. In this way, he becomes an expert in his area and benefi
specializing in it.

3. Principle of coordination: Organization establishes coordi

4. Principle of parity of authority and responsibilit e power or right to give

orders, make decisions, and enforce obedience. Respons ion to perform the
duties assigned. There should a balance between them ot han required will lead to
abuse of authority. Similarly, without adequate authorit ibilityjgcannotbe fulfilled effectively as the

employee will not be having powers to make decisions an

5. Principle of delegation: Process i rity and creation of responsibility
between superior and subordinages ' ertain task is called delegation of
authority. A

authority but not responsibility.
sibility vests with him only. He would be
ance of work by his subordinates. Also, the

superior
Responsibility is absolut

span of control: Span of control refers to the number of employees under the
chsupervision of the superior. Larger span of control is more difficult to supervise and
coordinate. However, it depends upon a number of factors like the ability of the superior and
nature of his work etc. Span of control determines the number of levels in the organisation.

9. Principle of flexibility: Organizational structure must be flexible considering the
environmental dynamism. Sometimes, change may need to be incorporated in the organization
structure due to changes in the environmental factors and in that condition, organization
structure should have capability to permit the change.
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10. Principle of simplicity: This principle emphasizes the simplicity of organizational
structure. The structure of organization should be simple with minimum number of levels so
that its employee can understand duties and authority easily. Also, simple structure is cost
effective and easy to understand.

Steps in the process of organizing

1. Determining the activities to be performed to achieve the objectives, of the
organization: After defining the objectives of the organization, as the next step, it
determine the activities to be performed to achieve those objectives. At thi
activities is prepared and each major activity is divided into smaller p
manufacturing garments may require activities such as purchase of raw
manufactured goods, production, quality control, advertisement, sales,
arrangement of employees and research & development etc.

h post. e.g.,, the purchase of
raw material and manufactured goods will i er_the purchase manager. In the

various positions. an two persons are required for the attainment of
common goals istration it is important that their interrelationship must be
ow as to who he is superior to and who is his subordinate.
ger will be the superior for all the employees of the purchase
te to the general manager. A clear organizational structure is drawn and all

Formal Organization Information Organization
Origin Deliberately created; reflects |[Arises spontaneously: reflects individual
a pnizational goals: Basic purpose and up goals: basic purpose is to improve
dals s achieve organization human ations.
goals.
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Structure [t has a definite structure and is  [Structure less: organization chart built
reflected in an organization aroundople.
chartilt around group
positions.
Integrati Formal organization is Held together by feelings of friendship,
ng heldether by rules, mutual p and trust, and so on; it has
chanisms regulations and unwritten rules and ound by group norms
edures rather than
organizational goals.
Communication [Formal organization depends [The informal organization designs its own
bn mal official channels nmunication popularly known as grapevine,
of mmunication to sellthe for h organizational and social
deas of t nagement to fommunication
the organization; oc ess; communication is a two-way traffic.
mmunication is a one-way
traffic.
Size Tends to be large in size, Tends to be small and manageable.
generallywieldy and
unmanageable.
Durability Tends to be permanent and Characterized by instability.
stable.
Orientation It is more or less, an impersonal |A highly flexible structure designed to
and arbitrary structure, to satisfyial and psychological needs of
whichividuals must adjust. individuals.

@
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Significance of Organizing

Technological
improvements

Balancing Fosters |
of Coordination |
activities

Stimulates
Creativity

1. The organizing defines every

ployee’s task,
2. It establishes the authori
efforts.

duties; responsibilities and goals
lationship for cooperative and coordinated
3.

4, tionor the purpose of achieving the enterprise

£ k. STEP2
A d Establish
o major tasks
\ -
STEPS
< Evaluate STEP 3
results of Divide major
organizing tasks into
strategy i subtasks
STEP 4
Allocate
; resources anq J
‘directives for
subtasks
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o Identifying the work: We organize to achieve objectives. So, it is essential to identify
the total work necessary to achieve the goals. The work must be classified in a systematic way so
that each person in the organization gets a separate and distinct task. Work must be divided
and distributed because no one can handle the total work in an organization single handl

. Grouping the work: Division of work creates the need for coordination. I
provide for a smooth flow of work all closely related and similar activities must be group,
Thus, departments and divisions are crated under the direction of a manger.

o Establishing relationships: In order to secure compliance
directives, reporting relationships must be specified. Once formal relationships
would help individuals know what must be done, how it must be done, to whom t
referred and how particular jobs related to one another, etc.

o Delegating authority: Authority is the right to act, to is
obedience from others. Without authority, a manager may not be
confidence and show results.

o Providing for coordination and control: The interrela i een various
positions must be specified clearly. The activities and eff i
coordinated. The performance must be measured, evaluated an uent intervals. If

deviations occur, they must be spotted early and appropriate remed

Principles of organizing
Peter Drucker advances the following principl d i rg

as follows -

ation. The principles are

A §

7 Perpetuation and
rection Decision Self- Renewal
Vision Making

‘Y5 8 8 98 ©
AAD

my Understand ing One’s Stabili ty & Adapt
Own Task and Common ability
Task
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1. Clarity - Every manager and every part of organization must know its place in the
system. He/She should know how he/she is related to other, what contribution he/she has to make to
enable others to perform and what contribution he/she should expect from others to perform his/her
own task. Clarity is needed in all kinds of organization. It only means that everyone must know its takes
authority, position etc. in the organization.

2. Economy - People should be encouraged to take initiative and responsibility, execute
judgment in taking decision and taking required actions. It requires minimum control and sup ion
of sub-ordinates.

3. Direction of Vision - The pattern of interaction and communication sho
so as to direct to employees vision towards goals rather than towards the task and activiti

4, Understanding One’s Own Task and Common Task - It should e
to understand the common task and the contribution. His task is expected tgdimak
against organization task. There should be communication, running through out the org

5. Decision - Making - The organizational structure shoumld be de51
decision to be made at appropriate level. The decision should be made att rticulaglevel itself. The
organization structure should strength the right decision at the righttime. K ‘

6. Stability & Adaptability - Every organization rie(a certaingegree of stability. The
reasonable stability enables an organization to plan, introduce andkaccept th nge. The stability
should not be related to rigidity, a balance between stability and change
organization structures inbuilt an ability to adopt a new gittiation in i

7. Perpetuation and Self-Renewal - In order to perp
capable of renewing itself continuously. The internal foFc
and discard the old or useless things. It shou ]sf
develop use their existing capabilities for achieving the objectives.
have quality of open mindedness and receptive i

aintained, also the
ernal environment.
ate the organization should be
ble to introduce new things
n %o its employees to learn and
elf-renewing organization should

Organization Structures

Organization structure is the among units of the organization. It is

authority relationships. It is the framework

“Organlzatlon structur alized tasks assigned to individual and work units,
development of integration system.”

There are the organization. As per the suitability of the organization
priate structure for the organization:

through the Process of Delegation & redelegation of authority & line of responsibility flows
ard from bottom to top organization.
two types of line organization:

vertically uf
There ar

I. Pure line organization: All the individuals at any given level perform the same type
of work & are divided into groups only to enable effective control & supervision.
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Managing
Director

Production
Manager

|

Plant
Superintendent

J
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Foreman Shop
A

Sh

Foreman Shop
B

Foreman Shop

C v

Board of Directors

~

’
}

Y

/-

A
v
»

[’ General Manager

~N

/

Works Manager

A

A

\ 1 Superintendent

I

[ Foreman

A

A

[ Workers

ii. Departmental line Organization: The business is broadly divided into departments
which are put under charge of various departmental heads. Each departmental head derives authority
from chief executive & has complete control over his own departments. All departmental heads enjoys
equal status, authority & their function independently. No departmental head can issue orders &

instruction to subordinate of any other department.
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General Manager

CEO
\4
A\ \ 4 v v
Finance Personnel Productio Marketin Sale
Manage & HR n
r Managpr Managpr
Y Y
Spinning Weaving
Foreme Forema
n n
General
Manaaer
I
| | | _
Purchase officer E Sales officer Office Manger
1

1
_ Finance

Chemicals

Machinery
Parts

i Overloading

ii. Lack of specialization

iii. Autocratic leadership

iv. Lack of stability

V. Inefficiency of Decision Making
Vi. Not suitable for large enterprises
vii. Communication Gap.
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2. Functional Organization: It refers to the organizational in which activities are
classified into a number of functions such as Production, Marketing, Finance, HR etc. A functional
specialists directs the subordinates throughout the organization in the field of his Particular function
i.e. subordinates are accountable to different functional specialist for performance of different
functions. Functional authority is limited form of line authority given to functional experts over
employees in other departments.

For Ex-Finance Manager is given the authority to directly issued orders and instructions to bganch
manager &

factory manager to ensure effective utilization of money.

BOD

v

Finance Personnel

3

—— ~ -
———— =< —
———— ~ ——
—_——— -~
—_——— ~.
———— -

-
———— ~
—— ~-

Chief
Enginee

Plan
superintende

Foreme
n Color

Advantages o(fuuctio al orWization

<& ‘
Specialization

Efficienc
Simplified staffing
rowth'& Development

es of Functional Organization
Complexity: It creates confusion and overlapping of authorities and it is difficult to fix
up the respgnsibility for the final results. “Passing the buck” is very common.

il Lack of Co-ordination: Conflicts between different staff specialist makes co-ordination
& co- operation difficult.

iii. Costly: hiring of experts calls for large salaries and so to the increased clerical work.
iv. Delay in decision making: Divided control tends to delay the action particularly when

more then one specialist is involved. Consulting the staff experts & coming on consensus calls for time
& delays in decision making.
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V. Overburdening of Operating Subordinates
Vi. Indiscipline: due to no unity of command their exist dual subordinate leading to
conflicting orders & divided loyalty & other problems as to discipline.

3. Line & Staff Organization: Line organization involves complete centralization while
functional organization involves too much division of control. Line & staff organization is designed to
maintain a proper balance between centralization & division of control.

Line & Staff organization is one that has line managers with direct vertical relationships

to the manger their relatlon is purely advisory and they cannot issue instructio
outside their own departments.

[ Hoc:::fc-i?'-rr‘: tors ]

Executive | 4 Chief Legal

Committee Manager Advisor

T
l V. Srm l Secreiany l

Manager Manager Manager

Division A Division B Division C
Piant Quality
Officer Expert

v

I orerman

—— L ine Authority

- Saff Authority
Suitability: ¢ N Yy
<«
Suitable faf medium to larg&yrises

Organizatién which can aff@ed high investment.
ds & ser@ii€es which required specialized knowledge.

on of investigation & advise is taken over staff also departmental staff are not
technical details.

2. Sound & Efficient decision making

3. Planned specialization: As per the skill requisite activities are divided between line &
staff while line is focusing & advisory activities.

4, Better co-ordination: Co-ordination of information & activities gets easy.

5. Scope of growth & expansion

6. Easier to maintain discipline & control because it does not hamper unity command

like in functional organization.
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Disadvantages of Line & Staff Organization

1 Costly: Two separate time of execution line & staff

2. Time Consuming

3. Line & Staff Conflicts: Line manger may advice thinking it impractical while staff may
tender half baked ideas because it is not held responsibility.

4. Lack of understanding between line & staff is common.

5. Confusion: Relation between line & staff is not clear which makes authori
responsibility relation very complex & people at lower level get confused who is to do wh

6. Overdependence: Line manger may depend too much on staff exper rid

information as a result they may loose their own initiative, thinking & judgment.

4. Project Organization:

Project organization is a temporary structure designed to accomp or project with the
help of specialist drawn from different functional departments within ion. It consists of

When project is completed all members moves on to a new, proje back to their home

departments in the organization or may lead to parent organization ject manager is given line

completion of target within specified time, cost & gua

Advantages of Project Organizati

1. Specialist Services

2. Timely work

3. [t increases the ation between different departments.
4. Flexible Structure e |

5. There i unity of cémmarig & direction.

Disadvanta&f Project Orgahization:
- Al

ostly
here are lot of Physical, financial & human constraints.

divigled loyalty or there is overburden of company job & Project work.
hances of conflicts.

1. Organization which deals with projects for definite goal & time period and when work
activity is interdependent.
2. When work is of temporary nature

3. When expected profit or loss can be measured.
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5. Matrix & Grid Organization: It is a mixture of functional & project organization. Matrix or
grid organization is a hybrid organization which combines project structure with functional structure. It is
a permanent organization structure design to accomplish specific project (or to achieve specific result) by
using teams of specialists drawn from different functional departments within the organization & externals
are also there. Functional managers are in charge of specialized resources such as prod , quality
matrix organization the team members are accountable to both project manager as
functional department to which ther are permanently assigned.
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Suitability

1. When there is a complex rapidly changing environment in which needs to be flexible &
adaptable?

2. When there is a pressure for shared resources

3. Presence of intense external competition.

[t is particularly suitable for aerospace, construction, industrial plans, Advertising, Hospital, Cgllege
project within the specified time & cost framework.

Advantages

Eficient use of human resources
Interdisciplinary cooperation
Enhanced communication both laterally and vertically /

Customisation of organizational and customer needs
Training and team work \

arwbdPE

Disadvantages

Violatin of traditional organizational princ@
Dual reporting relations and role ambiguity
Cannibalization- competition betw en&arce resotrc
More meetings and discussions than action

Costly
6. Committee Orgamzatli)n A comm1tt> is a group of two or more appointment,

nominated or elected persons tp consider ssin decide recommend or report on some issue or
matters assigned to it. Committees differ in nu of dimensions such as purpose, membership, decision
making authority or nature of wo

—-

n the system

v whpe

d of organization structure is commonly used in government organization where
mittee to resolve social issues.
here issues in question requires experts opinion & coming to a consensus.

Experts Opinion

Broad Picture to the issue

Democratic way of decision groups
Representation of interested groups

Sharing of information & promotion of new ideas.

1.
2.
3.
4.
5.
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Reports submitted by committee members are only recommendations or probable

solutions to the issue. Their implementation is subject to authority approval to whom report issubmitted.

2.
3.

Waste of Money, Time & Energy.

not have decision making authority.

4.
5.

Lack of Secrecy.
A Committee mostly consist of 3 men, 2 of whom are absent.

No one supreme authority to decision making: All representatives are there & they all do

DIFFERENCE BETWEEN LINE ORGANISATION AND LINE AND STAF

ORGANISATION

S.No.

Line Organization

Line and Staff Organization

there is clear authority line from top to belo
1 promotions happens easily.

DIFFERENCE BETWEEN FUNCTIONAL OR

1 [This form of organization has lack of The decisions abou are mogestrong
( ialists. So decisions are not more
correct. advice of exp
2 [The authority is centralized. All decisions are * [The centralizatio comparatively
en at top level. less, departmental as also the
3  [This organization is fit for small enterprise. gger enterprises.
4  [This organization has simplicity because s no clear authority

E AND STAFF ORGANISATION

S.No. [Functional Organization aff Organization
1 |In functional organization, degiSiens a e staff organization the decisions are taken
en by specialists. ling officers, specialists give only advice.
2 |In this organization full @ litfthis, the advantage of specilisation is not taken
( ialization is taken. ch due to not taking decision by
specialists.
3 |Inthe organiza In this, the qualification of workers is not
ording to qualific n1sidered at the time labour-division.
4  [In this organization, 1 The line of authority is predetermined. So co-
specialis re is problem | ination is easy.
coor tion \
5 | this  organization, workers get [In this organization, workers get instructions

m a single officer.

tions from diffe‘nt specialists.

>

EEN LINE ORGANISATION AND FUNCTIONAL ORGANISATION

Line Organization

Functional Organization

Ines 45, Anurag

This is the simplest form of [This is the complex form of
organization. organization
Expenses This is less expensive. Much money is to be spent in this
anization.
Utility This is useful for small units. This is useful for big units.
Specialization  [This is not based on specialization.  [This is used on specialization.
Authority  and |In it, authority and responsibility In, it authority and responsibility lines
onsibility es are up and down. up and down and horizontal also.

Nagar, Behind Press Complex, Indore (M
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6 SB?S?Elissfgem. '([;Eei geiEVices of specialists are not g‘glggsaeﬁ*l\ggtel% gf spebjelibt BatriakeManag| ment
7  |Delegation In this, delegation is vertical. [In, this delegation may be horizontal.
8 [Planning  and [In this, planning and execution [n this, planning and execution are
cution pens simultaneously. he separately.
9  |Authority The authority lies only in hands of ~ |[n,  this authority is gi to
line officers. specialists.
10 Headism [n it, principle of single heads is [n this organization, the pri
plied. ny heads is implied.

Delegation of Authority

Delegation is the mechanism through which organization work is distributedtamong its emp

authority is distribute in them for the performance of assigned task and accafintability is impose@ on them

to perform adequately. A manager is responsible for doing a large variety of task and 'Viti which he
can’t do himself. Therefore he assigns some of his work to his subor s. He helps self those
tasks, which are for goal attainment and transfer the less importa t*s subordmates After
assigning them the work he transfers to the subordinate adequate authority so as le them to make

decision and take actions required for the achievement of g(ﬁ he assignment objective of work and
delegation of authority creates on obligation on part of subordinate to p form a ate and efficiently.

Nature of Delegation

Two-sided relationship / \ ‘
Act of trust
Freedom to think and act

Dependency relations

A challenging task
Forward-thinki

principle

PROCESS OF DELEGAZLION

According to Manage expert e delegation process is compared of four inter related
steps. —
Process of Delegation of
Authority
Stage-1 ‘ Assignment

Stage- 2

Stage-3

Stage- 4 |

1. Assignment Of Duties - The process being with the assignment of task. The manager should analyse

the task involved in his job. He breaks the job into different activities and decides which part of it he bounds to
do himself 4% AMHERIMNE He BeMRASYESSIMN RitrelHdPRR AW LakBin 4 2R 180K WM AERRBNGEOHN GPRM knowledge,

competence of the subordinates. After assigning the task he makes it clear at what result are expected frord®he



I'enaissanc@

college of commerce & management

suborg'ig:’iAt'eist Sem. Subject- Business Management
2. Delegation Of Authority - The subordinate should have adequate authority according their job

responsibility so that they can perform their job effectively. As the job responsibility changes there should be
change in the extant of the delegated authority.

3. Creation Of Obligation - Along with the assignment of task and delegation of authority it is
necessary to have certain obligation or accountability from the subordinates for judicious use of authority and
effective performance. Reading to the attainment of the pre-determinegoals.

4. Establishment Of Effective Control System - Fourth step is establishing a quate control
system for evaluating the results of delegation. The managers have to evaluate the progress gf subordinate time
to time to ensure that authority is utilized effectively and desired results are

achieved. The manager establishes control through feedback system that will prowi i idn on
subordinate activities and progress. He may gather information or may ask for writ
subordinates. This help in keeping a record of progress and problems sand ena

actions.

Principles of Effective Delegation.

1. Authority Should Be In Coordination With Responsi ould be closely
related to the responsibilities. There should be adequate coordination rity and responsibility,
which will help to make the required decision and take appropriate actio uired of reflective job
performance.

2. Interfere Should Be Minimize - One’s the authorit d to a subordinate to make
decisions he should be allowed to do so even if the sup S take a better decision himself. He

should resist the temptation of interfering the guiding
when there are complex problem the superior should
required.

3. Tolerance Of Mistake - Subordi
strongly disapproved he will avoid taking d

one’s the authority is delegated. However
e subordinate. He should make decision if

g ﬁecision sometime but if his decision is
elaying on his superior for decision. If this
nd also the superior will be over burden. The minor
ect the serious mistake.

4, Adequate Control Should Be Es ished - It js necessary to establish proper control to ensure that
his subordinate exercise autho operly a achieVe pre-determined goals. But this control should not be

exercised too frequently that it ob s the subokdinate performance & initiative.
5. Upward Delegation Should Not Be Allowed - Sometimes the subordinate are uncertain reluctant
to use authority. In suc ations they follow the policy of awkward delegation. It means that they will refer

their problems to their supetior rather than talking at their own level, this increase the burdenon superior
times therefore oryshould not w subordinate to delegate awkward and should insist that they
themselves takejob related de€isi

Departmentalization
L\ R
Definition: Departmentalization or Departmentation is a process wherein jobs/teams are combined

together into functional units called as departments on the basis of their area of specialization, to achieve the
goals of the organisation. So, in this way, the entire organization is divided into parts, i.e. departments which
4comprise of a group of employees, who carry out activities of similar nature.

It determines the functions/activities which are to be housed together and coordinated at the same place.
Further, it groups the personnel, who will undertake the delegated functions/tasks.

In a corporate ladder, every level below the top is departmentalized, and each subsequent level is further
differentiated into departments.

The top-level executives, groups activities in various departments, such as production, marketing, finance,
human resource, research and development, etc. These departments are headed by senior executives, called as
managers of the respective department. The departmental managers can delegate tasks and duties to the
subordinates, and they are accountable to the chief executive for the performance of the department.

Objectives of Departmentalization

o To specialize activities.
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[ ]

Departmentalization of activities results in the increase in efficiency of the management and ultimately the
enterprise. It is helpful in fixing responsibilities and accountability.

Methods of Departmentalization

1. Departmentalization by Function: When the creation of department is on the basis of specified
functions, such as production, marketing, purchase, finance etc. In this method, all the activities related to a
function or which are of similar nature are combined in a single unit, to give proper directions to the entire

group in one go.
e grogped as per

2. Departmentalization by Process: In departmentation by the process, the activitie
| the production processes. These departments require manpower and material so as to car

Chief
Executive
Officer )

|

General
Manager
L (Production)

"
I l
l Spinning l Weaving l Dyeing \' Packing
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multi-product enterp
[ ]

Product Product
Division B Division C

Product
Division A

Designing
Production Engineerin
& & and Research
2
| v
4. Departmentalization b er: Th ping of the organization according to the different
classesof customer or clients. It foguse ecialCustomer needs.
=
Marketing
Department
\. J
|

Wholesale Retail Export

Department Department Department

| 4.5. Departmentalization by Territory: When the division is based on the geographical area, it is called as
territorial departmentalization. This is suitable for the organizations, that have widespread operations at
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different locations.

[ ]
| . o-6-Departmentalization by Project: In project departmentalization, the organizational activities
areclassified by differentiated or special ventures or activities.

The choice of departmentalization basis is influenced by the factors such as the degree of
specialization,coordination, control, cost consideration, adequate attention to key areas, et

Authority

Collective
Authority

Moral
Authority

Charismatic
Authority

Legal
Authority

Positional

w

Traditional

W

Expert

W

Authorit
common S0

originate from various sources, depending on the context and domain these are some
of authority:

1. Legal Authority: Legal authority emanates from laws, regulations, and governing
systems. It is vested in individuals or institutions through official designations, such
as elected officials, judges, or law enforcement agencies.
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. 2. Traditional Authority: Traditional authority is rooted in long-standing customs,
d norms, and cultural practices. It often encompasses inherited or hereditary
positions of power, such as monarchies, tribal leadership, or familial hierarchi

industry specialists possess authority due to thei

proficiency.
5. Moral Authority: Moral authority stems from a cal principles, values,
or a sense of justice. It is often associated w ers, human rights

activists, or individuals championing

6. Positional Authority: Positional aut
formal position or role withi
authority vested in job titles s

erarchy. It encompasses the
rvisors, or team leaders.

riSes from group consensus or shared
decision-making processes\{t, i in democratic systems or participatory

Scope of Authority

The scope of authority enc

uman biology can impose restrictions on the scope of
as age, physical and mental health, and cognitive abilities can
ividual’s capacity to effectively wield authority. These biological
e the boundaries of tasks and responsibilities that can be
individuals in positions of authority.

ity. Factors such as strength, agility, or endurance can determine the extent to
which authority can be exercised in physically demanding environments. It is
mportant to recognize and work within these physical limitations when delegating
tasks or overseeing operations.
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. 3. Legal Constraints: Authority operates within the framework of legal boundaries.
. Laws and regulations set the limits within which authority can be wielded. Those in
positions of authority must comply with legal requirements and ensure that their
actions align with the applicable legal framework. Adhering to legal co
essential to maintain the legitimacy and credibility of authority.

4. Social Constraints: Social norms, values, and expectations s
authority. Authority must operate within the accepted norms a
to gain acceptance from those being governed. It is crucial
constraints in decision-making and communication to en
of authority.

structure and policies in place. Job roles, hier
scope of authority for individuals. Operating

and effectiveness.

6. Economic Constraints: Economi
authority. Financial resources udgetary limitations impact the decisions and
initiatives that can be undertaken. It is essengial #0 factor in economic feasibility and
resource constraints w ority in managing projects or making
financial decisions.

7. Limited Span: Authohi ates within a limited span of control or influence.
The scope of auth ined to a specific area, team, or department

context of a business organization, authority can be defined as the
f a person to use and allocate the resources efficiently, to take

Authority 3
by clearly exy

flows from top to bottom. It explains how a superior gets work done from his subordinate
aining what is expected of him and how he should go about it.
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Autherity should be accompanied with an equal amount of responsibility. Delegating the authority to
someone else doesn’t imply escaping from accountability. Accountability still rest with the person having
the utmost authority.

2. Responsibility - is the duty of the person to complete the task assigned to

A person who is given the responsibility should ensure that he accomplishes the tasks a
the tasks for which he was held responsible are not completed, then he should not
excuses. Responsibility without adequate authority leads to discontent and dissafisfaction amo
person.

Responsibility flows from bottom to top. The middle level and lower-level
responsibility. The person held responsible for a job is answerable for it. I
expected, he is bound for praises. While if he doesn’t accomplish tasks assi
answerable for that.

d, then also he is

3. Accountability - means giving explanations
performance from the expectations set.

Accountability cannot be delegated. For example, if 'Aflis gi with sufficient authority, and 'A’
delegates this task to B and asks him to ensure i sponsibility rest with 'B’, but
accountability still rest with ’A’.

Difference between Au
The key differences betweawlority n be understood based on their basis or foundation:
Basis Authority Power

Authority is derived from formal pgower can stem from personal

Source positions within the organizational qualities, expertise, relationships,

hierarchy. It is granted by the o control over resources.

organization based on the role
and



Basis Authority

responsibilities assigned to
individuals

Authority is considered legitimate
within the organizational structure
and is supported by formal rules
and policies. It is recognized as the
rightful exercise of control and
decision-making. ‘

Legitimacy

-

Authority grants individuals the
right to make decisions within their
defined areas of responsibility. It
provides a formal framework for
decision-making in line with
organizational  objectives  and
policies.

Decision-
Making

Authority typically operates within
Scope of a specific scope and is limited to
Influence the responsibilities associated with
the formal position.

Authority has the inherent ability

Compliance to enforce compliance and direct
the actions of subordinates. It is
backed by the formal power to
assign tasks,

I'enaissanc@
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Power

Power may or may not have
inherent legitimacy and can be
based on personal influence
or informal networks.

Power can enable individuals to
influence decisions even if they do
not have formal authority. They
may use their personal influence
or persuasive skills to shape
outcomes.

Power can extend beyond formal
boundaries and impact areas
beyond the designated scope of
authority. Individuals with power
can influence decisions, actions,
and behaviours of others in
various ways.

Power may rely more on
influence, persuasion, and

personal
relationships to gain compliance
from others.



Basis

Stability

Relationshi
p with
Subordinat

es

Authority

give  directives, and
enforce organizational
policies.

Authority tends to be more stable
and enduring over time, as it is
established within the formal
structure of the organization. It
remains consistent unless there are
changes in organizational roles or
hierarchies.

Authority establishes a formal
relationship between superiors and

subordinates, defining roles,
responsibilities, and reporting
lines. It provides a clear

framework for accountability.

Yy
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Power

Power can be more dynamic and
can change based on personal
relationships, shifting alliances, or
changes in organizational
dynamics.

Power can influence relationships
beyond formal reporting lines.
Individuals with power can have
an impact on the attitudes,
behaviours, and motivations of
others, regardless of their formal
position in the hierarchy.
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to take decisions is allocated among various levels in the organisational hierarchy. In other words, it refers
to the dissemination of powers, functions and responsibility, away from the central location.

Importance of decentralization in management?

Decentralization in management is crucial for enhancing organizational efficiency and fos
Below are a few key reasons why decentralization is important:

Quick decision making:

In a decentralized management, decision making becomes quicker and better atghe s
down the power to make a decision to the operational level, which is nearest to

Executive development:

It encourages self-sufficiency and confidence amongst subordinat
lower levels, they have to rely on their judgement. By such
challenged, and they have to find solutions, for the problems they fac

Development of managerial sKkills:

In a decentralization structure, subordinates get a eir abilities. Management also
gets a talent pool of competent manpower, w situations that are challenging and
breeds responsibility, by way of promotions.

Relieves top management:

It reduces the extent of direct supeguisi ' y the supervisor, as they are given the liberty
to decide and act accordingly, withi i perior. As a result, the top management gets more
time to take policy decisions.

Facilitates growth
It confers greater in management levels as it let them perform functions in the way
that is most ap rtment or division. It propagates a sense of competition among
various depa form others. This ultimately results in the increased productivity level and
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In a decentralized management, the performance of each level can be measured, and the departments are
also eheld accountable separately for their results. The extent to which organisation goals are
achieved and the contribution of each department is determined.

7. Effective communication:

The communication system of the organisation becomes more effective, through decen
builds a strong relationship between superior and subordinates. Decentralization 1
top-level management and gives actual work experiences to some middle and lofer-level exec
which improves their morale.

Types of decentralization in management

Decentralization in management involves distributing authority acros an organization,
enhancing efficiency and fostering growth. Here are the key types of decenthalizati monly used in
companies, along with concise examples:

Functional Decentralization:

Authority is distributed based on specific functions wi
production, and HR. Each department is given the auton

ch as marketing, finance,
s relevant to its operations.

Example: At Procter & Gamble, the marketing artment independently executes advertising campaigns,
allowing quick responses to market trends.

Example: McDonald's regi nus to local tastes, meeting diverse customer needs
globally.

Product/Servic
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Autherity is distributed based on different processes or stages of production. Teams responsible for specific
processes are given the power to manage and optimize their own workflows.

Example: Toyota's factory teams can halt the production line to address quality issues immediate

Project-Based Decentralization:

Authority is distributed to project teams. Teams working on specific projects have the
decisions related to project planning, execution, and resource management.

Example: Google’s product teams, such as the one for Google Chrome, oper
innovation.

independently

Client-Based Decentralization:

services for specific client needs.

By implementing these types of decentralization, orga i pee their operational efficiency,
promote innovation, and improve responsivene rnal needs. Each type allows for
more effective decision-making at the approp g teams and individuals, including
Data Warehouse Consultants, to contribute 40 th

Advantages of decent

-makifig processes as authority is delegated to operational levels

Decentralization allows for fa
i tsions are made promptly and effectively, addressing issues as

closest to the situati
they arise.

decision-making authority, decentralization fosters self- sufficiency and
lenged to rely on their judgment, enhancing their problem-solving skills and
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*Development of Managerial Skills:

[ ]
Subordinates in a decentralized structure have the opportunity to prove their abilities. This creates a talent
pool of competent individuals who can take on challenging roles, leading to promotions and caree

Relieves Top Management:

Decentralization reduces the need for direct supervision by top management, allowi
policy decisions and strategic planning. Subordinates are given the liberty to mak
limits, easing the burden on higher management.

Facilitates Growth:

Greater independence at lower management levels fosters a sense of ng departments,
leading to increased productivity and higher returns for the enterprise. Eac par n operate in a
manner best suited to its functions, driving overall growth.

Concept of Responsibility

. Some writers explain it as a duty

The term responsibility has two different senses in management literat
it rganization. Responsibility is

or task which assigned to a subordinate on the basis ofthi in
also the obligation of an individual to perform t
responsibility and its characteristics in a detaile

1. ' ibility to human beings only and not to any non-

2. Itari i ordinate relationship. A senior possesses the authority
done from his subordinates. Thus, for this purpose, he
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B.B.A. 1tSem. Subject- Business Management

4.

We can also define it in terms of functions, targets or goals. When responsibility is
expressed in terms of targets, it enables the subordinates to know by what standards
their performance shall be evaluated.

The core of responsibility is the obligation of a subordinate to perform the duty or task
which the superior assigns to him.

Responsibility is coextensive with authority. When a superior delegates
his subordinate, the latter becomes responsible to the former for the
the task and also for proper use of authority. Thus, responsibility J
authority.

also accountable for his performance. Howeve
techniques to define responsibilities in to in
its coordination effort.

rs of an organization in

@
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UNIT -1V

RECRUITMENT
Recruitment is defined as “a process of searching for prospective employees & stimulating them to
apply for jobs in the organization.”
The function of recruitment precedes the selection function & its includes only findi
the sources of prospective employees & attracting them to apply for jobs in
whereas the selection is the process of finding out the most suitable candidate
candidates attracted (i.e. recruited)

Characteristics -
e Positive Process °
e Group of Activities (Not a single task) .

e Pervasive

Need and Objectives of Recruitment -
a) Vacancies created due to transfer, promotion, re ation, permanent disability
or death.

b) Vacancies created due to expansion, dive fbusiness.

c) The normal population growth, whichfequires inc ods and services to meet the
needs of the people.

d) A rising standard of living, whic i hé”same goods and services as well as

the creation of new wants to be
e) An increase in the competiti

f)

The sources of recruitment are broadly divided into -
a. Internal sources
b. External source
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ent permBnentémployeesrce & management

B.B.A. 1+tSem. e Retrenched or Retired Employees

Dependants of deceased, disabled, retire &
present employee

e Campus recruitment

e Private Employment Agencies/
Consultants

® Public employment Exchanges
* Professional Associations

e Data banks

e Casual applicants

e Similar organization

® Trade unions

v’

Internal sou
Internal s

Most of the internal candidates would be submitted to take up higher
ies & express their willingness to be engaged in the higher level jobs if

ers - Employees will be stimulated to work in new sections or places if
agement wishes to transfer to the places of their choice.

trenched or Retired Employees - Organization retrenches the employees due to layoff.
e organization takes the candidates for employment from the retrenched employee due
to obligation trade union pressure etc. sometimes the organization prefer to reemploy their
retires employees as a token of layoff to the organization.

3) Dependants of deceased, disabled, retire & present employee - Some organization with
a view to developing the commitment & loyalty of not only the employees but also his family

members & to build up image provide employment to the dependant(s) of deceased,
disabled & present employees.

Advantages of Internal Recruitment

61



The internal recruitment is an excellent tool for the retention of employees, who are not
identified as key employees, top performers or high potentials

The internal recruitment can be much quicker than the external recruitment

The internal recruitment has a huge impact on loyalty and the engagement of employees
The internal recruitment is cheap and helps to increase the productivity and performance of
the organization

\c_g'o
@
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Disadvantages of Internal Recruitment

The Internal recruitment does not bring new and innovative ideas into the organization

The organization has to define clear and strict rules for the internal recruitment the cmpolyees
do focus on meeting their targets. They should not be allowed to chanbe the position too often.
Managers do not like to allow their employees change the position. They have to find the
replacement, and they have difficulties to meet their goals

External Sources
External sources are the sources which are outside the organization pursuj

External sources include -

a.
b.

=~ -

Campus recruitment

Private Employment Agencies/
Consultants

Public employment Exchanges
Professional Associations

Data banks

Casual applicants

Similar organization

S
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Advantages of External Recruitment
e It can bring fresher skills and inputs to the table
e It promotes better competition
e Itisagood way to get ideas from other businesses or industries <

Disadvantages of External Recruitment
e Itrecruits candidates with limited understanding of your compan
e [tistime-consuming

e It comes with issues of maladjustment
Methods of Recruitment

1) Direct Methods

2) Indirect Methods

3) Third Party Methods

Indirect |

7 Third

party

Direct

Methods of
Recruitment

ection is the process of picking individuals who have relevant qualifications to
organization. The basic purpose is to choose the individual who can most

those who will be offered employment and those who will not.” - Dale Yoder
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Characteristics of Selection -

1)
2)
3)
4)
5)

The process

1)

2)

3)

Sorting process

Negative process

Sequence of hurdles

Based on standard pattern

Process of picking out best suited men.

Receiving of Applications - Various job-seekers send th the
employment office or Personnel Department of the c e ‘to the
advertisement made by it.

Scrutiny of Applications - All applications receive i e Personnel
Department in order to eliminate those applican ot fulfill required
qualifications.

Screening/preliminary Interview - A preli i is generally planned by
large organizations to cut the cost of selection b 1gible to go through the
further stages in selection. A junior ex ive fro artment may conduct the

interview & take responses from
suitability of an applicant for a job_su

\A Hiring Decision| Step

«’ Reference Checks

‘ Medical Examination
‘ Selection Interview
PS
J Selection Tests
| Application Blank
‘ ﬁScreeninglnterview

Scrutiny of applications

\
Reception of applications

. Application Blank - application blank or form is one of the most common methods
ed to collect information on various aspects of the applicants’ academic, social

demographic, work related background and references.

Selection Testing - A test is a sample measurement of an individual’s job-related

abilities and skills. It provides a basis for comparing the behavior, performance and

attitudes of two or more persons. There are various types of test:

a. Intelligence Tests.
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b. Aptitude Tests
c. Personality Tests
d. Achievement Tests
e. Simulation Tests

5. Selection Interview - Interview is the oral examination of candidates,fore
employment.
Types of Interviews
1) The non-directive interview - The recruiter asks qu
mind.
2) The directive or structured interview - The recruite

3) The situational mterwew The 1nterv1ewer att
4) Stress interview - The 1nterv1ewer attempt

5) Panel Interview - The applicant m
take turns asking questions.
6. Medical Examination - Certain j i ualities like clear vision,
acute hearing, unusually high sta vel etc. which are ensured through
medical examination.
7. Reference checks - Can
references in their applica
8. Hiring Decision - li r coéned has to make the final decision-
whether to select or{reject a candidate. After taking the final decision the
organization sends the offefletterto the successful candidates.

are required to give the names of two or three
n forms.

A ¢
< TRAINING >
Training is a specialized function of human resource management. Every organization needs to
have well de train people to perform the activities. As job have become more complex it
S necessa 1seQ1e lls le\cel of employees.

any orgvzatlons that before an employee is fitted into a harmonious working
her employees, he is given adequate training. Training is the act of
ledge & skills of an employee for performing a particular job. A trainee

employee for doing particular job.”
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According to Dale B. Beach, training is “the organized procedure by which people learn
knowledge and skill for a definite purpose”.

Thus training refers to the teaching and learning activities directed at helping employees
acquire & apply the knowledge skills, abilities & attitudes needed by a particular job &
organization. <

CHARACTERISTICS or NATURE OF TRAINING

1. Training is an act of increasing the knowledge, skills of an emplog
particular job.

2. Training is a continuous process.
3. Itinvolves changing of skills, knowledge, attitudes or socia
4. lItislearning process & experience.
5. Itseeks relatively permanent change in an individua
6
7
8

rd a

. Training is an aid to self development.
Essential part of management development.
Focus attention on the current job and it is job
performance defeats or problems.

9. Concentrates on individual employees

less need of training inside the organi

NEEDS & OBJECTS OF TRAINING
Training is needed to serve the f owl

1. Job requirements-New crulted emp yee require training so as to perform their
tasks effectively.

2. Promotion- Train necessary to prepare existing employees for higher level jobs.

3. Transfers- Tralnm ec sary to when a person moves from one job to another job.
After trainig@ the e e can change job quickly, improve his performance levels &
achieve careefjgoals co patlbly

4. Tech ical ehanges-Tgchnology is chaining very fast. New jobs require new skills.

No, or 1z®on &1 miss the advantages of latest technology without well trained
loyees.

ncreasing competition-Due to economic liberalization & globalization the firms are
iencing &ypansmn & dlver51f1cat10n of business & products The kin competition

ills of men become outdated due to fast changing conditions in the market and

economy. Over the passage of time, employees suffer from personal obsolescence. Their

owledge becomes old. Hence, existing employees need refresher training to keep them

abreast of new knowledge.

7. Hiring Misfits - Today, public welfare, reservation policy or social responsibility have
made it necessary to employ those generally regarded as unemployables. The social goal
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of equal employment opportunity has been accepted nationwide. Minority group
members have claim to be recruited. Something these persons may be misfits. But their
shortage of skills can be removed by ‘training’.

TYPES OF TRAINING OR APPROACHES OF TRAINING <

-
= 1

1. Orientation{Training / also known as pre job induction training. This training
i mployeés with information about company policies, history, procedure
onditions,of employment etc. This training adjusts newly appointed

c. is identified through assessment.
aining - Rapid changes in technology may force companies to go in for this

o take emerging challenges.

. Cross functional training- Involves training employees to perform operations in areas
ther than their assigned jobs. There are many approaches to cross functional training
job rotation can be used to provide a manager in one functional area with a broader
perspective than they would otherwise have departments can exchange personnel for a
certain period so that each employee how other departments are functioning.
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5. Training for promotion- employees of high potential are selected & they are given
training before promotion. This training is provided when vacant posts are filled up by
internal recruitment i.e. by promotion.

6. Safety Training- This training is being provided to minimize accidents & damage to
machinery. It involves instruction in use of machinery & safety devices. <

7. Apprentice Training- It is used to prepare employees for a v
occupations & crafts for examples it is provided to tailor electro
printing pressman, designer etc.

8. Internship training- It refers to joint programme of training e
business corporate selected students carry on regular school st

behavior and performance of old employees. Such e
work methods and procedures are taught to them.
10. Diversity Training- Considers all of the diye

11. Job Training- This training is a cond
an employee for improving job perforihance.

12. Creative Training- Involves employ
give unexpected solutions.

Difference bétween Training &Development

uncenventionally, go out of the box &

Learning Dimension Training Development

Meant for Operatives Executives

Focus Gurrent job" : Current and future job

Scope Individual employee Work group or organization

Goal Fi&uﬂt {kil,l deficit Prepare for future work

& demands

Initiated by Management - External motivation = The individual - Internal
motivation

Conta, S‘péﬁﬂc job related information General knowledge

Time-frame Immediate Long term

4
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DEVELMENT TR/\{ NING

The process is as follows-

Prepare the
trainees

Organization
al objectives

Training
goals

Developing
Training
Package

AN
A d
; Training Presenting Performance

needs the
. Tryout
assessment operation

Overall

Selection of
trainees

Training
Policy

evaluation

Responsibility
of training

tional ctives: - An organization first assesses its objective. What business
use in what product do we wish to provide to customers? These questions will
what s%s, knowledge, attitudes & other personnel attributes are necessary for

icy: - A training policy presents the commitment of top management to

4. Training needs assessment:- It is the most important step in the process. It is from this
needs assessment not the entire training process will flow.
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5. Selection of trainees: - It is necessary to decide who are to be trained new or old
employees.

6. Training goals: - The Training goals should ensure that the assessed needs will be
served.

7. Prepare the trainees: - The source of training depends to a great extenteupon the
instructors or the resource persons.

support materials & choosing appropriate training techniques.
9. Presenting the operation: - This is action phase of training. T
explanation & demonstration for training.
10. Performance Tryout:- The trainee is asked questions in

IMPORTANCE
Training offers innumerable benefits to both
more productive and more useful to an orgafiization. The
under the following heads:

ers. It makes the employee
ortance of training can be studied

Benefits to the business:

e Rained workers can work re The‘Ae machines, tools and materials in a
proper way. Wastage is thus elithinated to a lakge extent.

e There will be fewer accidents. Trathing improves the knowledge of employees regarding the

use of machines an ipment. Hence, trained workers need not be put under close
supervision, as they kn owgto handl€ operations properly.
e Trained workef§ can sh pexior performance. They can turn out better performance.

They can turn ot better quality goods by putting the materials, tools and equipment to

good use v
e Training makes®mpleyees more loyal to an organization. They will be less inclined to leave

es employees more efficient and effective. By combining materials, tools and

t in a right way, they can produce more with minimum effort.

aining enables employees to secure promotions easily. They can realize their career goals

ortably.

e Training helps an employee to move from one organization to another easily. He can be
more mobile and pursue career goals actively.

e Employees can avoid mistakes, accidents on the jo. They can handle jobs with confidence.
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They will be more satisfied on their jobs. Their morale would be high.
e Thus, training can contribute to higher production, fewer mistakes, greater job satisfaction
and lower labour turnover.

AREAS OF TRAINING
The area of Training in which training is offered may be classified into the follo
1. Knowledge
Here the trainee learns about a set of rules and regulations about t
products or services offered by the company. The aim is to make t
of what goes on inside and outside the company.
2. Technical Skills

that he can acquire that skill and contribute meaningful
3. Social SKkills
The employee is made to learn about himself a to develop a right mental
attitude towards the job, colleagues and the comp ' ocus is on teaching the
employee how to be a team member and get ahead.

® TRAINING METHODS
Training methods are usually classifie
provided when the workers are tau levant knowledge, skills and abilities at the actual
workplace; off-the-job training, on other hand, reguires that trainees learn at a location
other the real work sot. Some o%w raining methods are listed below.

truction. On the job training is

On the job
ige]lallgle!
ligellgllgle)
Methods
Off the job

training

ON THE JOB TRAINING METHODS:
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Mentonng e
lob Rotation
rainin K
g lo.? Instruct,o,.l ’

1. On-the-Job Training (O]T)
This method places the employees in @n actual workisituation and makes them appear to
be immediately productive. It is ing. ividuals are trained on the same
machines, while doing the sa ork e€Xpected of them. The employee learns in the
same environment where he will be working Wregular tasks.

2. Job Instruction Trainin
It is a form of OJT. Man consist of a\logical sequence of steps and are best taught

step-by-step. It is listing each jeb’s basic tasks along with key points, in order to provide
step-by-step train r employees. The steps show what is to be done. Key points show

how it is to be done hy.
3. Just-Do-It Training / R
vement. $his JDIT approach begins with instruction on basic principle
ﬁ the job where a need for improvement has been identified.
> 4
oaching is a kind of daily training and feedback given to employees by immediate

pewvisors. [tSway be defined as an informal, unplanned training and development
ided by supervisors and peers. In coaching, the supervisor explains things

; procedures are agreed upon and the trainee is given enough authority to make
deciSions and even commit mistakes. Of course, coaching can be a taxing job in that the
ach may not possess requisite skills to guide the learner in a systematic way.
Sometimes, doing a full day’s work may be more important than putting the learner on
track.

5. Mentoring:
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1)

Mentoring is a relationship in which a senior manager in an organization assumes the
responsibility for grooming a junior person. Technical, interpersonal and political skills
are generally conveyed in such a relationship from the more experienced person. A
mentor | a teacher, spouse, counselor, developer of skills and intellect, host, guide,
exemplar and most importantly, supporter and facilitator in the realization ofgthe vision
the young person (protégé) has about the kind of life he wants a an adul

place at both formal and informal levels, depending on the pre
the commitment from the top management. Formal mentorin ul, if
management invests tie and money in such relationship buildi
Job Rotation:

This kind of training involves the moment of traine
him to have a general understanding of how the organ
the job rotation is to provide trainees with 3

er. This helps
ns. The purpose of

career objectives and interest. Apart from re , job rotation allows
trainees to build rapport with a wi i within the organization,
facilitating future cooperation amon The cross-trained personnel offer a
great amount of flexibility for organiz ansfers, promotions or replacements
become inevitable.

Classroom Approachgor I al resentation Methods

Role P|aying
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1. Vestibule training:
In this method, actual work conditions are simulated in a classroom. Material, files and
equipment - those that are used in actual job performance are also used in the training.
This type of training s commonly used for training personnel for clerical and semi-skilled
jobs. The duration of this training ranges from a few days to a few weeks.
related to practice in this method.

2. Lecture method: The lecture is a traditional and direct method o . The
instructor organizes the material and gives in to a group of traine
To be effective, the lecture must motivate and create interest
advantage of lecture method is that it is direct and can be us p of

involves the
big organizations
rds, mockups and
ed. Even the trainee’s

3. Conference approach: In this method, the trainer
trainee in a discussion so that his doubt the job gets
use this method, the trainees uses audio-visua

communication of procedures and stalidards to the ¥kainees. Those individuals who have
a general educational backgrou
typing, shorthand, office equi
provided with specific instruc
4. Apprenticeship Traini
Most craft workers such¥as plumbers and carpenters are trained through formal
apprenticeship programmes.\@pprentices are trainees who spend a prescribed amount
of time working an experienced guide, coach or trainer. Assistantship and
internships are si ag;)!apprent\feships because they also demand high levels of

ent operation, filing, indexing, recording etc. may ne
ns to handle 'Ehyrespective jobs.

participatigi from thé\trai ee, An internship is a kind of on-the job training that usually
combines joBy training with classroom instruction in trade schools, colleges or
univegsities. Cod¢hing, as explained above, is similar to apprenticeship because the coach
ide a model for the trainee to copy. One important disadvantage of the
renticeship methets is the uniform period of training offered to trainees. People
ave different abilities and learn at varied rates. Those who learn fast may quite the
: inwstration. Slow learners may need additional training time. It is also
these days of rapid changes in technology, old skills may get outdated

It is a joint programme of training in which educational institutions and business houses
operate. In this method, students are given practical training while they study.
Selected candidates carry on regular studies and they are also sent to factory of office
during their vacations to get practical knowledge of their job.

6. Programmed instruction:
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III) Experiential or Hands-on Methods
1.

This method has become popular in recent years. The subject matter to be learned is
presented in a series of carefully planned sequential units. These units are arranged
from simple to more complex levels of instruction. The trainee goes through these units
by answering questions or filing the blanks. This method is thus, expensive and time-
consuming.

Case Method: The case is an actual situation which is written fo
Case presents an in-depth description of a particular probl
encounter on the job. Here, the trainee attempts to find an
evaluate alternative courses of action, and decide what c
satisfactory.

Role playing: It is defined as a method of huma

practice. The participants play the role of centa
manager, mechanical engineer, superintenden
inspectors, foreman, workers and the like. | mostly used for developing
interpersonal interactions and relatio
Management Games: This is gro decision-making as regards an
administrative problem situations, It playing. But while role playing
seeks to emphasize feelings an@ refationships between people, management games are
more concerned with adminisfiative problems.
In-Basket Exercise: Thi ne ound the “incoming mail” of a manager.
It involves simulation of a'Series of decisions a trainee might have to make in real life. A
variety of decision situatio re presented to trainee. Like an executive, trainee is
presented with pa apers and files in a tray containing administrative problems. He
is asked to take decisions awithin s?ﬁcified time limit. Thus, decisions taken by several

trainees arél record gompared with one another. This method is useful in
identifying ex€gutive potential.
Tra

Sensitivi ing: The gim of this training is to develop awareness and sensitivity to
be a&lylﬁter of oneself and others. According to Flippo, the goals of this training
' (1) increase ness with others, (2) Greater concern for other, (3) Increased
tolerance for individual differences, (4) enhanced listening skills (5) understanding of
oupproc ssevnd (6) increased trust and support.

omputer-Based Methods
-Based Training (CBT)

ce and Interest-Based Training
E-learning

irtual Classroom
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UNIT-V
DIRECTING AND CONTROLLING
+* What is Directing?

The process of instructing, guiding, counselling, motivating, and leading people in an organisation to achieve
the organisational goals is known as Directing.

Directing not only includes order and instructions by a superior to the subordinates but also includes guiding
and inspiring them. It encompassed many elements like motivation, leadership, supervision, besides
communication. It is a managerial function which is performed throughout the life of an organisation.

Definitions v
In the words of Ernest Dale," Direction is telling people what to do and_seeing i he best
of their ability".

In the words of Theo Haimann," Directing consists of the proc in issuing

ess and tec
instructions and making certain that operations are carried on aN

After planning, organising the structure of the organisation and arranging the necessary human force, the next
important step is directing. Directing aims to ensure that activities of all the employees are mobilised towards
the organisational goals. It is the connecting link between the functions of management, i.e., planning,
organising, staffing and controlling.

+» Features or Characteristics of Directing

| continuous |
Process
All Flows from
Pervasive Top to
Bottom
@
: @ ®
v/
|‘ Initiates Featu res Deals with
Action People

- of Directing:
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The characteristics of Directing are as follows:

Directing initiates action: The other functions of management, i.e., planning, organising, staffing, etc.,
create conditions for managers to take appropriate actions, whereas directing function initiates actions in an
organisation. It converts plans into action. It is the key managerial function performed by the managers.
Directing is pervasive: It is pervasive as it takes place at every level of management. It takes place wherever
superior-subordinate relations exist. Every manager has a subordinate who works under him and is
responsible for getting things done. QAL
Directing is a continuous process: Directing is an ongoing activity. It takes place throughout the life of an
organisation, irrespective of the people in the organisation. Managers give orders to their subordinates,”
motivate them, and guide them on a continuous basis. | ) 4
Directing flows from top to bottom: It flows from top to bottom through the organisational hlerarchy In
directing, every manager directs his subordinates and takes instructions from his immediate boss. It is a
function of a superior, i.e., the superior motivates, guides, and supervises his subordinates to achieve the
organisational goals.

Directing deals with people: It is concerned with the direction of human efforts towards organisational
goals. It can be said that directing is a delicate function, as it deals with people, and human behaviour is

complex and highly unpredictable. A \ .

*» Importance of Directing

9 Importance of Directing

Develops Manager Initiates Action

Increase in Productivity e @ Behavioural Satisfaction

Facilitates Control ®

CreatesaSound @ S @ Facilitates Change
Work Environment

The importance of directing are as follows:
| J w

M N
Directing Initiates action: Directing sets an organisation into motion, and helps other managerial functions

to initiate and activate. It helps the managers to supervise, communicate, lead, guide and motivate the
subordinates to achieve the organisational goals. For example, a superior guides his subordinates and
explains the task, which will help the subordinates to start the work and achieve the goal.

Directing leads to integrated group activity: The organisational objectives can be achieved only when
individual efforts are integrated. Directing integrates employees' efforts in such a way that every individual
effort contributes to organisational performance. For example, a leader can convince his subordinates that
group efforts will help to achieve organisational goals.
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o Directing attempts to get maximum out of individuals: Directing helps superiors to realise the potential
and identify the capabilities of individuals by motivating and guiding them. By using the elements of
directing, i.e., supervision, motivation, leadership, and communication, the efficiency of employees can be
raised.

« Directing helps to implement changes: Directing helps to introduce changes in an organisation. Generally,
people in an organisation resist changes. Effective communication, supervision, motivation and guidance
help to overcome such resistance at the workplace. For example, the introduction of a new method of doing a
particular task in a factory is resisted by workers, but when managers explain the purpose, guide and provide
them training and rewards, it can be easily accepted by the workers. - y 3N

« Directing provides stability and balance in the organisation: Stability and balance are maintained in an
organisation with the help of directing because it fosters cooperation and commitment amongst employees,
and helps to achieve balance amongst various groups, departments, units, etc. For example, every individual
has personal goals, but the managers integrate the efforts of all the individuals towards the achievement of
organisational goals through guidance, motivation, supervision and communication.

** What is Controlling in Management?

Every organisation aims at achieving some goals from its business activities and it is essential
to ensure whether or not the firm is performing activities according to the pre-determined
goals. The controlling function of management helps an organisation in ensuring the same.
Hence, Controlling means comparing the actual performance of an organisation with the
planned performance and taking corrective actions if the actual performance does not match
the planned performance. Controlling cannot prevent the deviation in actual and planned
performance; however, it can minimise the deviations by taking corrective actions and
decisions that can reduce their recurrence.

Definitions of Controlling:

e "Managerial Control implies the measurement of accomplishment against the standard and the correction of

deviations to assure attainment of objectives according to plans." - Koontz and O' Donnell
e "Controlis the process of bringing about conformity of performance with planned action." - Dale Henning

+ Nature of Controlling
1. Controlling is a goal-oriented function of management. It aims at ensuring that the resources of the organisation are
used_effectively and efficiently for the achievement of pre-determined organisational goals.

2. Controlling is a continuous process. It means that once the actual performance and standard performance of a
business are compared and corrective actions are taken, the controlling process does not end. Instead, the firms have to
continuously review the performance and revise the standards.

3. Controlling is all-pervasive. It means that the controlling function is exercised by the firms at all levels of management.
The extent of control and nature of the function may vary at every level. Also, a controlling process is required in both
non-business and business organisations.

4. Controlling process is both a forward-looking and backward-looking function. As a forward-looking function, it aims
at improving the future performance of an organisation on the basis of its past experiences. However, as a backward-
looking function, it measures and compares the actual performance and planned performance (fixed in past) of the
organisation.
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Importance of Controlling

Facilitating

Sccomplistiing Coordination in Action

Organisational Goals

Judging Accuracy Importance of Improving Employee

of Standards Controlli ng Motivation

Making Efficient Ensuring Order and
Use of Resources Discipline

Controlling function is important for every organisation due to the following reasons:

1. Accomplishing Organisational Goals

Controlling is a goal-oriented process as it aims at determining whether the pre-determined plans are being
performed accordingly and whether required progress is made towards the achievement of the objectives.
With the help of controlling, an organisation can keep the business activities on the right track and can achieve
the organisational goals effectively and efficiently, and take the necessary corrective actions if required.

2. Judging Accuracy of Standards

An effective controlling process can help an organisation in verifying whether or not the firm has set the
standards accurate. It also helps in keeping a check on the changes taking place in the_business environment
and making required changes in the standards whenever it is necessary.

3. Making Efficient Use of Resources
Controlling helps an organisation in reducing wastage of resources, as it aims at ensuring that every activity of
the firm is performed according to the pre-determined goals.

4. Improving Employee Motivation

As controlling process includes comparing the pre-determined goals of an organisation with its actual
performance, it properly communicates the role of employees in advance. It means that the employees know
in advance on what standards their performance will be measured, compared, and appraised. This set of pre-
determined goals motivates them to give a better performance.

5. Ensuring Order and Discipline
An efficient control system in an organisation can help its managers in creating an atmosphere of discipline
and order in the firm. Besides, controlling also helps in keeping a continuous check on the employees so they
can minimise undesirable activities, such as theft, corruption, fraud, etc.
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6. Facilitating Coordination in Action

Controlling process also helps an organisation in facilitating coordination between different divisions and
departments by providing the employees with unity of direction. In other words, every employee and
department of the organisation is governed by a pre-determined set of goals. It also motivates employees in
achieving these common goals through coordination to avoid duplication of efforts.

Limitations of controlling

1. Difficulty in setting quantitative standards

Control system loses its effectiveness when standard of performance cannot be defined in quantitative terms and it is very
difficult to set quantitative standard for human behavior, efficiency level, job satisfaction, employee’s morale etc. in such
cases judgment depends upon the discretion of manager.

2. No control on external factors

An enterprise cannot control the external factors such as government policy, technological changes, change in
fashion, change in competitor’s policy etc.

3. Resistance from employees

Employees often resist control and as a result effectiveness of control reduces. Employees feel control reduces or
curtails their freedom. Employees may resist and go against the use of cameras, to observe them minutely.

Process of Controlling

Controlling means comparing the actual performance of an organisation with the planned
performance and taking corrective actions if the actual performance does not match the planned
performance. Controlling cannot prevent the deviation in actual and planned performance;
however, it can minimise the deviations by taking corrective actions and decisions that can
reduce their recurrence.
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5 Steps of Process Control

1 2 3 & 5

Comparison

Setting Measurement of Actual Analvsin Taking

Performance of Actual Performance Devig tior?s Corrective

Standards Performance with Action
Standards

Process of Controlling
Different steps involved in the process of controlling are as follows:

1. Setting Performance Standards

The first step of the process of controlling is to establish standards of performance against which the actual
performance of the organisation is measured. An organisation should clearly define its standards to the
employees and must establish attainable, understandable, and realistic standards to be achieved. Standards can
be set in quantitative terms as well as qualitative terms. Under quantitative terms, the standards of an
organisation are expressed in quantitative terms like units of the product to be produced and sold, revenue to be
earned, the cost to be incurred, etc. While setting the quantitative standards an organisation should keep them
precise so as to easily compare the actual performance with the standards. However, under qualitative

terms, the standards of an organisation are expressed in qualitative terms like time taken to serve a

customer, motivation level of employees, etc. The qualitative standards should also be set in a way that makes
the measurement easy.

Besides, the business environment in which an organisation works is dynamic and keeps on changing. Therefore,
the established standards should be flexible so that they have a scope for change whenever the business
environment changes.

2. Measurement of Actual Performance

Once the organisation has established the standards, the second step of the process of controlling is to measure
the actual performance in a reliable and objective manner. The actual performance of an organisation can be
measured through different techniques such as sample checking, personal observation, etc., and should be
measured in the same units in which the standards are fixed to make the comparison easy. Usually, the actual
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performance is measured at the end of the performance. However, in some cases, organisations measure
performance throughout the performance. For example, an electrical appliance organisation can check the parts
before assembling them together to ensure the final product is not defective.

Also, while measuring the actual performance of an organisation, it should be kept in mind that both
guantitative and qualitative aspects are being considered. Sometimes organisations focus more on the
quantitative aspects and less on the qualitative aspects, which can be harmful to them. For example, the
quantitative standard of lowering the cost of a product can be achieved by degrading its quality. This can for
sure lower the cost of the product, but can also lose the customers of the organisation. Different departments of
an organisation can measure its actual performance differently (like the production department by the number of
units produced, the sales department by the number of units sold or customer satisfaction level, etc.).

3. Comparison of Actual Performance with Standards

The third step of the process of controlling is to compare the actual performance of the organisation with the
established standards (in the first step). By comparing the actual performance with the standards, an
organisation can determine the deviation between them. When the standards are expressed in quantitative terms,
it becomes easy for the organisation to make comparisons as there is no subjective evaluation required. For
example, it is easy for an organisation to compare the number of units sold in a month against the set standard.
However, the comparison between the set standard for the motivation of employees with its actual performance
is difficult.

If the actual performance of the organis
controlling process ends after the third gtep,
firm.

tmyt standards, then the
hich means tat everything is in control of the

However, if the actual performan the organisa
then there are two more steps in the SS.

&
4. Analysing Deviations

does not matches with the set standards,

The actual performance and set standards of an organisation rarely match with each other. Usually, there is
always some variation between the expected and actual performance. Therefore, the fourth step of the process
of controlling is to analyse the deviations. To do so, an organisation must fix an acceptable range of deviation in
performance. Besides, an organisation should focus more on the significant deviation and less on the minor
deviations. For this, managers of an organisation usually take the help of Critical Point

Control and Management by Exception.

A) Critical Point Control

Critical Point Control states that the control system of an organisation should focus more on the Key Result
Areas (KRAS), which are critical to its overall performance. It is not easy and economical for an organisation to
keep a check on every activity with the same attention level. Therefore, it should pay more attention to the key
areas on which the performance of the whole organisation depends.

For example, if there is a 2% deviation in the production cost and a 15% deviation in the stationery expenses of
an organisation, then it should focus on the deviation in its production cost, as it is a key area and can affect the
profitability of the organisation.

B) Management by Exception
Management by Exception is based on "If you try to control everything, you may end up controlling
nothing”, and states that the manager of an organisation should focus on the significant deviations which go
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beyond the set deviation limit. For this, the managers should establish a range of deviations for the
performances and any deviation that goes beyond the set range must be given attention.

For example, the manager of an organisation has set the deviation limit in the production cost of 5%. Now, if
the production cost of the firm deviates by 2%, then the managers can ignore such deviation. However, if the
deviation is 10%, then it needs immediate attention.

Critical Point Control is different from Management by Exception. According to the

deviation takes place.
Advantages of Critical Point Control and Management by Exception

deals with the significant deviations only, it saves its time and efforts:

2. As the attention of the managerial staff is focused on the impg
efficiently.

3. It helps an organisation in identifying the critical probjeg
and action.

4. As routine problems are left to the subordin%egat OLity“Is possible. Because of
oved .

delegation of authority, employee's morale is i

Once the organisation has identified the major deviations, it has to analyse its cause. A deviation in the
performance of an organisation can be because of many reasons, such as faulty processes, unrealistic standards,
business environment, etc. Therefore, it is essential for the organisation to identify the exact cause of the
deviation so that proper and corrective measures can be taken for the same.

5. Taking Corrective Action

The last and final step of the process of controlling is to take corrective action. If the deviations are within the
acceptable limits set by the managers, then there is no need to take corrective action. However, if the deviations
go beyond the set acceptable limit in the key areas, then proper and immediate managerial actions are required.
An organisation can easily rectify the defects in the actual performance through the corrective steps.

For example, If the actual performance of the organisation deviates because of the lack of resources, then the
managers try to procure them to meet the standards. However, if the actual performance deviates because of the
lack of skills in the employees, then the managers might give proper and required training to the employees.

It shows that every deviation does not need the same corrective action. The rule, process, or method of
corrective action changes with the requirement of deviation.

Devi

It means the
Negative.

erence between the actual performance and standard performance can be Positive and

Positive Deviation: It is a kind of deviation when the actual performance is better than the standard
performance.
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Negative Deviation: It is a kind of deviation when the actual performance is less than the standard
performance.

\c_g‘o
@
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