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Unit-1
Management : An Overview



Defination:-Management can be definded as the

process of administrating and controlling affairs of the

organization irrespective of its nature, type,strudture

and size.It is an act of creating and maintaining such a

business environment wherein the members of the

organization can work in together and achieve business

objective effectively and efficiently.



M

Management acts as a guide to a group of people
working in the organization and coordinating
their efforts, towards the attainment of the
common objective.
In other words, it is concerned with optimally
using 5M’s, i.e. men, machine, material,
money and methods and, this is possible only
when there proper direction, coordination and
integration of the processes and activities, to
achieve the desired results.





Universal: All the organizations, whether it is profit-
making or not, they require management, for
managing their activities. Hence it is universal in
nature.

Goal-Oriented: Every organization is set up with a
predetermined objective and management helps in
reaching those goals timely, and smoothly.

Continuous Process: It is an ongoing process which
tends to persist as long as the organization exists. It is
required in every sphere of the organization whether it
is production, human resource, finance or marketing.



Multi-dimensional: Management is not confined
to the administration of people only, but it also
manages work, processes and operations, which
makes it a multi-disciplinary activity.

Group activity: An organization consists of
various members who have different needs,
expectations and beliefs. Every person joins the
organization with a different motive, but after
becoming a part of the organization they work for
achieving the same goal. It requires supervision,
teamwork and coordination, and in this way,
management comes into the picture.



Dynamic function: An organization exists in a business
environment that has various factors like social, political,
legal, technological and economic. A slight change in any
of these factors will affect the organization’s growth and
performance. So, to overcome these changes management
formulates strategies and implements them.
Intangible force: Management can neither be seen nor
touched but one can feel its existence, in the way the
organization functions.



Precisely, all the functions, activities and processes of
the organization are interconnected to one another.
And it is the task of the management to bring them
together in such a way that they help in reaching the
intended result.





Top-Level Management: This is the highest level in
the organizational hierarchy, which includes Board
of Directors and Chief Executives. They are
responsible for defining the objectives, formulating
plans, strategies and policies.
Middle-Level Management: It is the second and
most important level in the corporate ladder, as it
creates a link between the top and lower-level
management. It includes departmental and
division heads and managers who are responsible
for implementing and controlling plans and strategies
which are formulated by the top executives.



Lower Level Management: Otherwise called as
functional or operational level management. It
includes first-line managers, foreman,
supervisors. As lower-level management directly
interacts with the workers, it plays a crucial role in
the organization because it helps in reducing
wastage and idle time of the workers, improving the
quality and quantity of output.
The three management levels form the
management hierarchy, that represents the position
and rank of executives and managers in the chart.



Planning: It is the first and foremost function of
management, i.e. to decide beforehand what is to
be done in future. It encompasses formulating
policies, establishing targets, scheduling actions
and so forth.
Organizing: Once the plans are formulated, the
next step is to organise the activities and resources,
as in identifying the tasks, classifying them,
assigning duties to subordinates and allocating the
resources.

https://businessjargons.com/organizing.html


It involves hiring personnel for carrying out
various activities of the organization. It is to
ensure that the right person is appointed to the
right job.
Directing: It is the task of the manager to guide,
supervise, lead and motivate the subordinates, to
ensure that they work in the right direction, so far
as the objectives of the organization are
concerned.



• The controlling function of management involves

•a number of steps to be taken to make sure that

•the performance of the employees is as per the plans.

• It involves establishing performance standards and

•comparing them with the actual performance. I

•n case of any variations, necessary steps are to

•be taken for its correction.

Coordination is an important feature of management

which means the integration of the activities, processes

and operations of the organization and synchronisation o

f efforts, to ensure that every element of the organization

contributes to its success.

https://businessjargons.com/coordination.html


It helps in Achieving Group Goals - It arranges
the factors of production, assembles and organizes
the resources, integrates the resources in effective
manner to achieve goals. It directs group efforts
towards achievement of pre-determined goals. By
defining objective of organization clearly there
would be no wastage of time, money and effort.

Management converts disorganized resources of
men, machines, money etc. into useful enterprise.
These resources are coordinated, directed and
controlled in such a manner that enterprise work
towards attainment of goals.



Need of Management

Optimum Utilization of Resources - Management utilizes
all the physical & human resources productively. This leads to
efficacy in management. Management provides maximum
utilization of scarce resources by selecting its best possible
alternate use in industry from out of various uses. It makes
use of experts, professional and these services leads to use of
their skills, knowledge, and proper utilization and avoids
wastage. If employees and machines are producing its
maximum there is no under employment of any resources.



Reduces Costs - It gets maximum results through minimum
input by proper planning and by using minimum input &
getting maximum output. Management uses physical, human
and financial resources in such a manner which results in
best combination. This helps in cost reduction.



Establishes Sound Organization - No
overlapping of efforts (smooth and coordinated
functions). To establish sound organizational
structure is one of the objective of management
which is in tune with objective of organization
and for fulfillment of this, it establishes effective
authority & responsibility relationship i.e. who is
accountable to whom, who can give instructions
to whom, who are superiors & who are
subordinates. Management fills up various
positions with right persons, having right skills,
training and qualification. All jobs should be
cleared to everyone.



Establishes Equilibrium - It enables the organization to
survive in changing environment. It keeps in touch with the
changing environment. With the change is external
environment, the initial co-ordination of organization must
be changed. So it adapts organization to changing demand of
market / changing needs of societies. It is responsible for
growth and survival of organization.



Essentials for Prosperity of Society - Efficient
management leads to better economical production
which helps in turn to increase the welfare of people.
Good management makes a difficult task easier by
avoiding wastage of scarce resource. It improves standard
of living. It increases the profit which is beneficial to
business and society will get maximum output at
minimum cost by creating employment opportunities
which generate income in hands. Organization comes
with new products and researches beneficial for society.



Modern theory of Management
Henry Fayol (1841-1925) is rightly treated as the father
of modern theory of general and industrial
management. The credit of suggesting the basic
principles of management in an orderly manner goes to
Henry Fayol. After obtaining an engineering degree,
Henry Fayol, joined as chief executive in a coal mining
company. He developed his management principles
and general management theory and published them
in the form of a book (in French) "General and
Industrial Administration" in 1916. It was translated
into English in 1930..





Henry Fayol suggested important qualities of managers and
stressed the need for raising such qualities. He developed
fourteen principles of management out of his practical
experience. These principles are universal in character and
are applicable to all types of organisations. Each principle
suggested by him has specific meaning and significance.
According to him, managers in all organisations need to
follow these principles/guidelines while managing the
affairs of their business units.



The management principles suggested by him in
1916 are universally accepted by modern
authorities on management and are treated as
valid even to this day. This is because these
principles are practical in nature and also result-
oriented. In fact, these principles are the
outcome of his long experience as a practicing
manager. These basic principals are useful for
effective management of business activities.



They are related to the basic components of
management process such as planning,
organizing, staffing, leading, coordinating and
controlling. He incorporated these principles in
the management theory suggested by him.The
principles of management suggested by him are
useful not only in business/industrial
enterprises but also in other organisations such
as colleges, hospitals, charitable institutions
and government departments.



Due to his contribution to management theory and
principles, Henry Fayol is rightly treated as the
Father of Modern Management Thought. Fayol is
the first management thinker who provided the
conceptual framework of the functions of
management in his book “General and Industrial
Management. The functions of management
according to Fayol are,



1.Planning
2. Organising
3. Staffing
4. Commanding
5. Coordinating
6. Controlling



The fourteen principles of management suggested
by him are related these basic functions of
management process and are universally accepted.
Fayol has given adequate details of every principle
suggested by him. He also made them easily
acceptable by others. According to Henry Fayol,
managers should be flexible in the application of
these principles.
The fourteen principles of management suggested
by him are related these basic functions of
management process and are universally accepted
principles.



Fayol divided general and industrial management
into following six groups:
1. Technical activities (production, manufacture,
adaptation).
2. Commercial activities (buying, selling and
exchange).
3. Financial activities (search for and optimum use of
capital).



4. Security activities (protection of property and
persons).
5. Accounting activities (stock taking, balance sheet,
cost, and statistics).
6. Managerial activities (planning, organising,
command, coordination and control).



Henry Fayol also suggested 14 principles of 
management. These principles are:
1. Division of work,
2. Authority and responsibility,
3. Discipline,
4. Unity of command,
5. Unity of direction,
6. Subordination of personal interest to 
organizational interests,
7. Remuneration,
8. Centralization,



9.Scalar chain,
10. Order,
11. Equity,
12. Stability of tenure,
13. Span of co-operation and
14. Initiative



Henry Fayol’s contribution to management
theory is certainly remarkable. He gave overall
concepts of general management and suggested the
basic functions of management. He recommended
the selection and training of workers and managers.
He also advocated the use of organisation charts. He
suggested certain qualities of manager’s winch
include physical, mental, moral, educational
technical and experience. Fayol’s theory of
management was the first complete theory of
management as we understand today. It
incorporated proven principles, elements,
procedures and techniques based on his practical
experience.



Frederick Taylor and Scientific Management
Theory

Frederick Winslow Taylor (1856-1915) was an
American inventor and engineer that applied his
engineering and scientific knowledge to
management and developed a theory called
scientific management theory. His two most
important books on his theory are Shop
Management (1903) and The Principles of Scientific
Management (1911).



Frederick Taylor's scientific management theory can be
seen in nearly all modern manufacturing firms and
many other types of businesses. His imprint can be
found in production planning, production control,
process design, quality control, cost accounting, and
even ergonomics. If you understand the principles of
scientific management, you will be able to understand
how manufacturers produce their goods and manage
their employees. You will also understand the
importance of quantitative analysis, or the analysis of
data and numbers to improve production effectiveness
and efficiency.



Principles of Scientific Management Theory
In broad terms, scientific management theory is the
application of industrial engineering principles to create a
system where waste is avoided, the process and method of
production is improved, and goods are fairly distributed.
These improvements serve the interests of employers,
employees, and society in general. Taylor's theory can be
broken down into four general principles for management:
Actively gathering, analyzing, and converting information to
laws, rules, or even mathematical formulas for completing
tasks.
Utilizing a scientific approach in the selection and training of
workers.



Bringing together the science and the worker so that the
workers apply the scientifically developed techniques for
the task.
Applying the work equally between workers and
managers where management applies scientific
techniques to planning and the workers perform the
tasks pursuant to the plans.
Frederick Taylor approached the study of management
quantitatively through the collection and analysis of
data. For example, he and his followers
performed motion studies to improve efficiency. He
analyzed the motions required to complete a task,
devised a way to break the task down into component
motions, and found the most efficient and effective
manner to do the work.



An example of a motion study is observing the number of
distinct motions required to shovel coal into a furnace. The
task is then broken down into its distinct components, such
as picking up the shovel, walking to the coal, bending over,
manipulating the shovel to scoop the coal, bending back up,
walking to the furnace, and manipulating the shovel to
deposit the coal. The most efficient way to perform the task
was developed and workers were instructed on how to apply
the method.



Understanding Peter Drucker and his work
Peter Drucker is world-renowned for his innovative
thinking in the ways of business management.
His work turned management theory into a serious
discipline among sociologists and he participated in nearly
every aspect of management theory development. The
practice of business ethics and morals was at the top of the
list of the many elements of business management Drucker
found important. This guide will introduce you to aspects
of Drucker's theories and the organizational results of his
life's work.



MBO
MBO stands for Management by Objectives, a phrase
coined by Peter Drucker in his book "The Practice of
Management," published in 1954. MBO measures the
performance of employees as compared to typical standards
for the job. The belief is that, if employees help determine
those standards, they will be more likely to fulfill them.



SMART Method
Drucker's SMART Method is a means of checking
to make sure an objective is valid. Managers
carried out this verification by using the SMART
acronym to make sure the objective is specific,
measurable, achievable, realistic and time-related.



Knowledge worker
"Knowledge worker" is one of the many terms coined by
Drucker within his management theories. By the measure
of today's society, a knowledge worker is equivalent to the
executive of a company.



School of Management
Peter Drucker came on as staff at Claremont Graduate
University in California in 1971, when he began constructing
one of the nation's first executive MBA programs for working
professionals. In honor of his work, the university named its
management school after him in 1987. Later, his Japanese
friend and businessman received the same honor, resulting in
the Peter F. Drucker and Masatoshi Ito Graduate School of

Management.
Claremont Graduate University's School of Management.
Drucker Institute
More than 100 followers of Drucker's management theories
tried to determine his legacy following his death in 2005.
Thus began The Drucker Institute.

http://www.cgu.edu/pages/292.asp




































Unit-2

Understanding Management :



Planning
Planning is the primary function of
management. Its purpose is to ensure optimum
utilisation of human and economic resources in
the business processes. It precedes all other
activities of the business undertaking.
It is the process of charting out the path for
attaining the ultimate purpose of business
operations by outlining the sequence of events
forecast with reasonable degree of certainty. It
involves not only anticipating the consequences
of decisions but also predicting events that may
have effects on a business.



According to George R. Terry, “It is the selecting
and relating of facts and the making and
using of assumption regarding the future, in
the visualisation and formulation of
proposed activities believed necessary to
achieve desired results.”
According to Alford and Beatty, “Planning is the
thinking process, the organised foresight, the
vision based on fact and experience that is
required for intelligent action.



“Planning premises are the anticipated
environment in which plans are expected to
operate. They include assumptions or forecasts of
the future and known conditions that will affect the
course of plans such as prevailing policies and
existing company plans that controls the basic
nature of supporting plans.”



So planning premises provide a framework for
planning and action in the midst of uncertainties in
the business environment. They imply not only the
assumptions about the future but also predictions.
Planning premises constitute the framework with
which planning is done.
They provide the bedrock upon which future course
of action is based. To have effective planning, plans
must be based on sound premises. Therefore
premises are to be established on the basis of
systematic forecasting. Effective planning is largely
dependent on the correct knowledge and choice of
planning premises.



Scope planning refers to a project management
process that defines boundaries and deliverables. The
basic matrix of a scope planning analysis consists of
three main categories: Initiation, planning, and
definition, with two control categories: Verification,
and change control interspersed between the three
main categories.
Initiation inputs contain program deliverable
description, strategic planning, program
selection criteria, and historical
information. Tools and techniques include program
selection methods and expert judgment.

https://project-management-knowledge.com/definitions/d/deliverable/
https://project-management-knowledge.com/definitions/c/control/
https://project-management-knowledge.com/definitions/v/verification/
https://project-management-knowledge.com/definitions/c/change-control/
https://project-management-knowledge.com/definitions/i/input/
https://project-management-knowledge.com/definitions/p/program/
https://project-management-knowledge.com/definitions/c/criteria/
https://project-management-knowledge.com/definitions/h/historical-information/
https://project-management-knowledge.com/definitions/t/tool/
https://project-management-knowledge.com/definitions/e/expert-judgment/










Decision making
It is the process of making choices by identifying
a decision, gathering information, and assessing
alternative resolutions. Using a step-by-
step decision-making process can help you make
more deliberate, thoughtful decisions by
organizing relevant information and defining
alternatives.



Characteristics of decision-making

•Objectives must first be established

•Objectives must be classified and placed in order of

importance

•Alternative actions must be developed

•The alternatives must be evaluated against all the

objectives

•The alternative that is able to achieve all the

objectives is the tentative decision

•The tentative decision is evaluated for more

possible consequences



Decision-making techniques

Decision-making techniques can be separated into

two broad categories: group decision-

making techniques and individual decision-

making techniques. Individual decision-making

techniques can also often be applied by a group.

https://en.wikipedia.org/wiki/Group_decision-making


Consensus decision-making tries to avoid "winners" and 

"losers". Consensus requires that a majority approve a 

given course of action, but that the minority agree to go 

along with the course of action. In other words, if the 

minority opposes the course of action, consensus 

requires that the course of action be modified to remove 

objectionable features.

Voting-based methods:

Majority requires support from more than 50% of the 

members of the group. Thus, the bar for action is 

lower than with consensus.

Plurality, where the largest block in a group decides, 

even if it falls short of a majority.

https://en.wikipedia.org/wiki/Consensus_decision-making
https://en.wikipedia.org/wiki/Voting
https://en.wikipedia.org/wiki/Majority
https://en.wikipedia.org/wiki/Plurality_voting_system


7 Steps of the Decision-Making Process
Identify the decision.
Gather relevant info.
Identify the alternatives.
Weigh the evidence.
Choose among the alternatives.
Take action.
Review your decision.

https://www.lucidchart.com/blog/decision-making-process-steps
https://www.lucidchart.com/blog/decision-making-process-steps
https://www.lucidchart.com/blog/decision-making-process-steps
https://www.lucidchart.com/blog/decision-making-process-steps
https://www.lucidchart.com/blog/decision-making-process-steps
https://www.lucidchart.com/blog/decision-making-process-steps
https://www.lucidchart.com/blog/decision-making-process-steps






















UNIT-3
Management at Work : The process 

of organizing and staffing 























UNIT-4
Result orientation :Direction 

And
Team Work 

















































Group dynamics deals with the attitudes and 
behavioral patterns of a group. It can be 
used as a means for problem-solving, 
teamwork, and to become more innovative 
and productive as an organization. The 
concept of group dynamics will also provide 
you with the strengths, success factors and 
measures along with other professional 
tools.



Meaning and Definitions of Group 
Dynamics
The term ‘group dynamics’ means the study 
of forces within a group. Since human 
beings have an innate desire for belonging to 
a group, group dynamism is bound to occur. 
In an organization or in a society, we can see 
groups, small or large, working for the well-
being.
The social process by which people interact 
with one another in small groups can be 
called group dynamism. A group has certain 
common objectives & goals. Because of 
which members are bound together with 
certain values and culture.

https://www.toppr.com/guides/physics/force-and-pressure/types-of-forces/


Importance of Group Dynamism
Firstly, a group can influence the way the members think. The members are 
always influenced by the interactions of other members in the group. A group 
with a good leader performs better as compared to a group with a weak leader.
The group can give the effect of synergy, that is, if the group consists of 
positive thinkers then its output is more than double every time.
Group dynamism can furthermore give job satisfaction to the members.
The group can also infuse the team spirit among the members.
Even the attitude, insights & ideas of members depend on group 
dynamism. For example, negative thinkers convert to positive thinkers with 
the help of the facilitator.
Also, if the group works as a cohesive group, the cooperation and convergence 
can result in maximization of productivity
Furthermore, group dynamism can reduce labor unrest. Lastly, it reduces 
labor turnover due to emotional attachment among the group members.



Stages of Group Development
The following are the five stages of group 
development
Forming
Storming
Norming
Performing
Adjourning










