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    Topics Covered:

· Definition of Management

· Basic Functions of Management

· Levels of Management

· Basic Managerial Roles and Skills

· Principles of Management 

· Model Questions

MEANING OF MANAGEMENT

ORIGIN: 

The word MANAGEMENT originated from the Latin word “Maneggiare” which means, “to train up the horses”. But by the passage of time, it relates human being in lieu of horses. So the meaning of the word ‘MANAGEMENT’ is “to handle” the overall activities of the organization.

Various authors in various ways have defined ‘Management’:
G.R. TERRY 

“Management is a distinct process consisting of planning, organizing, actuating & controlling performed to determine & accomplish the objective by the use of people & resources”.

HENRY FAYOL

“Management is to forecast & plan, to organize, to command, to coordinate & control”.
KOONTZ & WEIHRICH

“ Management is the process of designing & maintaining an environment in which individuals working together in groups efficiently accomplish selected aims”.

Finally we see that, all these definitions emphasis on the attainment of organizational goals/objectives through deployment     of the management process (planning, organizing, leading & control) for the best use of organization’s resources.

BASIC FUNCTIONS OF MANAGEMENT

1.   Planning and decision making

2.  Organizing

3.  Staffing

4.  Leading

5.  Controlling

1. Planning: Planning involves selecting missions and objectives and the actions to achieve them. It requires decision-making that is choosing future courses of action from among alternatives. Planning means deciding in advance what shall be done, where, how and who shall do it.

2. Organizing: Organizing is that part of managing that involves establishing an intentional structure of roles for people to fill in an organization. The purpose of an organization structure is to help in creating an environment for human performance.









3. Staffing: Staffing involves filling and keeping filled, the positions in the organization structure. This is done by identifying workforce requirements, inventorying the people available and recruiting, selecting, placing, promoting, appraising, planning the careers of, compensating and training or otherwise developing both candidates and current job holders so that tasks are accomplished effectively and efficiently.

4. Leading: Leading is influencing people so that they can contribute to the organization and group goals. All managers would agree that their most important problems arise from people‑ their desires and attitudes, their behavior as individuals and in groups. Leading involves motivation, leadership styles and approaches and communication.

5. Controlling: Controlling is measuring and correcting individuals and organizational performance to ensure that events conform to plans. It involves measuring performance against goals and plans, showing where deviations from standards exist and helping to correct them. In short, controlling facilitates the accomplishment of plans.

LEVELS OF MANAGEMENT 


 Top Managers


  Middle Level Managers

Lower Level /First Line Managers


Lower Level /First Line Managers:

Lower level managers direct non-management employees; they do not supervise other managers. For example: Foreman, technical supervisor, clerical supervisor etc.

Middle Level Managers:

Middle managers direct the activities of lower level managers & sometime those of operating employees as well.

Top Managers:

Composed of a comparatively small group of people, top management is responsible for the overall management of an organizing. These people are called execution.

BASIC MANAGERIAL ROLES AND SKILLS


 ROLES

Regardless of their level or area within an organization, all managers must play certain roles and exhibit certain skills if they are to be successful. The roles necessary for or played by a manager, according to MINTZBERG, are as follows:

1. Interpersonal Roles

a) Figurehead

b) Leader

c) Liaison

2. Informational Roles

a) Monitor 

b) Disseminator 

c) Spokesperson

3. Decisional Roles

a) Entrepreneur 

b) Disturbance handler 

c) Resource allocator 

d) Negotiator

1. Interpersonal Roles:

a) Figurehead: Figurehead is symbolic head, required to perform a number of routine duties of a legal or social nature.

b) Leader: A leader is responsible for motivation and direction of subordinates.

c) Liaison: Liaison maintains a network of outside contacts who provide favors and information.

2. Informational Roles: 

a) Monitor: A monitor receives wide Variety of information serves as nerve center of internal & external information of the organization.

b) Disseminator: Disseminator transmits information received from outsiders or from other subordinates to member of the organization.

c) Spokesperson: Spokesperson transmits information to outsiders on organization's plans, policies, actions and results.

3. Decisional Roles:

a) Entrepreneur: Entrepreneur searches org and its environment for opportunities and initials projects to trying about change.

b) Disturbance handles: Disturbance handler is responsible for corrective action when org faces important, unexpected disturbances.

c) Resource allocator: resource allocator makes or approves significant organizational decisions.

e) Negotiator: Negotiator is responsible for representing the organization at major negotiations.

 SKILLS


In addition to fulfilling numerous roles, managers also need a number

of specific skills to succeed. The skills identified by study are:

1. Technical Skills

2. Interpersonal Skills

3. Conceptual Skills

4. Diagnostic Skills

1. Technical Skills: Technical skills are the skills necessary to accomplish or understand the specific kind of work being done in an organization. Project engineers, physicians and accountants all have the technical skills necessary for their prospective professions.

2.Interpersonal Skills: Managers spend considerable time interacting with people both inside and outside the organization. So a manager also needs interpersonal skills ‑ the ability to communicate with, understand and motivate both individuals and groups.

3.Conceptual Skills: Conceptual skills depend on the managers mental capacity to understand the overall workings of the organization and its environment, to group how all the parts of the organization fit together and to view the organization in a holistic manner.

4.Diagnostic Skills: Successful managers also possess diagnostic skills that enable a manager to a situation. A manager can diagnose and analyze a problem in the organization by studying its symptoms and then developing a situation.

Not every manager has equal measure of these four basic types of skills. The optimal skills mix tends to vary with the managers level in the organization which is shown below:
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Managers at different levels generally focus on different tasks. Executive managers spend a significant portion of their time in planning and organizing, whereas supervisory managers are mostly busy with monitoring and controlling.

PRINCIPLES OF MANAGEMENT

Henry Fayol, a French industrialist, summarized the practice of management with fourteen principles*

1.Division of work: A high degree of specialization should result inefficiency. Both managerial and technical works are amenable to specialization.

2.Authority and responsibility: Henry Fayol finds authority and responsibility to be related, with the latter arising from the former. Authority is needed to carry out managerial responsibilities.

3.Discipline: People in the organization must respect the rules that govern the organization.

4.Unity of command: This means that, employees should receive orders from one superior and should report to one only.

5.Unity of directions: According to this principle, each group of activities with the some objective must have one head and one plan.

6.Subordination of individual to general interest: Interest of individuals should not be placed before the goals of the overall organization.

7.Remuneration: Remuneration and methods of payment should be f air and afford the maximum possible satisfaction to employees and employer.

8.Centralization: Power' and authority should be concentrated at the upper levels of the organization as much as possible.

9.Scalar chain: A chain of authority should extend from the top to the bottom of the organization and should be followed at all times.

10.Order: Human and material resources should be coordinated so that they are in the required place at the required time.

11.Equity: Managers should be kind and fair when dealing with subordinates.

12.Stability of tenure: Finding unnecessary turnover to be both the cause and the effect of bad management. Fayol points out its dangers and cost.

13.Initiative : Subordinates should have the freedom to take initiative,

14.Unity is strength: Teamwork, team spirit and a sense of unity and togetherness should be fostered and maintained.

Model Questions:

1. What do you understand by Management?

2. Discuss the basic Functions performed by a manager of a business firm.

3. What are the levels of management?

4. Discuss the roles played by a manager

4. What are the managerial skills? How do they vary in proportion along the hierarchy? 

5. What are the principles of management given by Henry Fayol? Discuss. 
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