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    Exciting new resources for readers: 


    The 3rd edition of Principles of Management Essentials You Always Wanted To Know has some exciting new additions! 


    •	This edition has a new chapter called International Business and Management. In this chapter, you will get a peek into the possibilities of taking your business international and the various factors that will stimulate its growth or inhibit it.


    •	Each chapter has concise ‘Key Learning Objectives’ that will give you an overview of what you will learn in the chapter.

    
    •	Each chapter has 5 multiple-choice quizzes to test your knowledge and complete the circle of learning.


    Vibrant Publishers is committed to publishing books that are content-rich, concise, and approachable, enabling more readers to read and make the fullest use of them. We hope this book provides you with the most enriching learning experience.



    Feel free to email us at reachus@vibrantpublishers.com if you have any questions/suggestions.
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    Preface


    Many managers will tell you that their first experience with management was the most challenging.  Often, employees are recognized for their exemplary performance and are promoted to a manager role.  It is assumed that since the employee performed well at their line worker job, they will perform just as well in a management role.  What most people do not take into consideration is that the skillset to be a great employee and the skillset to be a great manager are two completely separate things.  Some may say they are qualified because they studied it in school but, again, studying and experiencing are two totally different things.  So, how do you succeed in this new role of manager knowing that the cards are somewhat stacked against you?  


    Principles of Management Essentials You Always Wanted To Know seeks to guide you in answering this question.  This book consists of core elements of management and being a manager how to support day-to-day activities.  New managers may be faced with challenges such as rebuilding a team, developing performance appraisals, dealing with customer complaints, and providing feedback to employees.  These items are included in this book along with several other elements to help anyone understand and function in their role of manager.  Using real life experiences and detailed study, this book will give you the tools to get started in your management role. 


  



    Introduction to the book


    Management role requires the ability to get things done through teams and individuals. Though managers hold recognized positions of authority in the organization, for a manager to become a leader, he/she needs to develop several qualities and traits. 


    Management can be effective only if authority, responsibility, and information flow within the organization and are in place. This is possible only if there is a proper organizational structure. With their respective teams, an organization uses time, money, and other resources, effectively and efficiently through budgeting activities. Another activity of importance is problem-solving. This pertains to analyzing a larger problem at hand by understanding its intricacies. This is possible only if the manager is confident in making rational and sound decisions. 


    This book familiarizes the reader with different levels of authority, leadership effectiveness, managerial effectiveness, decision-making, budgeting, organizational structures, and other functions of management.


    While working in an organization, a manager is expected to work with different groups and teams successfully. If a manager is acquainted with group dynamics, it is easier for him/her to handle a team as well as conflicts for the betterment of the organization. A manager should be aware of barriers to effective communication. Therefore, managerial communication is at the core of every effective organization. 


    Apart from the focus on managerial functions, roles, responsibilities, and challenges,  this book elaborately discusses Organizational Culture, Total Quality Management, Operations Management, People Management, and Customer Relationship Management. This book deals with all such essentials of management and the principles associated with it. In this edition, a new chapter on International Business and Management and quizzes for each chapter are also included. 


    After going through this book completely, you will be able to:


    

      	Appreciate how the management concepts are built on useful principles that help to achieve any organization’s objectives and goals but also facilitate holistic development of all stakeholders.


      	Understand that a manager should know the basics of planning, strategizing, organizing, and controlling apart from the techniques of developing and leading a team.


      	
Accept that, what a manager could achieve through authority accompanying the position in any organization, a leader could achieve by inspiring people. 


      	Understand the role of organizational charts and structures in achieving the mission of an organization and the impact of organizational culture on the employees and their relationships internally.


      	Know that to improve the cohesion of a team, a manager is expected to resolve conflicts cropping up within and outside the team in an organization by adopting various conflict management strategies.


      	Understand that communication plays a vital role whenever a change happens in an organization and an effective change management plan prepares the personnel of an organization to successfully sail through the change.


      	Appreciate that the largest and most challenging managerial role is in people management


      	Understand that Total Quality Management gives every employee a part in the process of ensuring superior products or services.


      	Learn the intricacies of International Business and Management as well as the need for expanding the business globally and acquiring the skill set required for the same.


    


    Who can benefit from the book?


    

      	Any functional specialist, aspiring for a managerial position to understand and grasp the fundamentals of management concepts quickly.


      	Middle and Front line Managers to understand the nuances of various concepts and apply them in their day-to-day work to infuse further quality in their work environment.


      	As a reference material to research scholars in management studies.


      	Faculty members, professors, and students of management education courses.


    


    How to use this book?


    This book provides insights into management principles and acts as a ready reckoner to understand the essential aspects of those principles.


    

      	As the essentials of Management are intertwined, reading the chapters in chronological order will provide a smooth understanding; however checking out a relevant chapter can also be done, as the chapters address the subject matter comprehensively.


      	MCQs under each chapter will not only test your understanding but also act as a quick refresher on the topics covered.


    


  



  

    Chapter 1
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    Introduction to Management


    

      Management is the process of efficiently and effectively accomplishing organizational tasks and goals with and through other people. This definition of management seems simplistic but the actual performance of the role of management is very complicated. In fact, management is very different from a functional specialist role and can prove to be very challenging. If you strive to succeed and grow in your industry or if you are simply very good at what you do, chances are you will be approached to fill a management role. To be successful as a new manager, you cannot rely on your exceptional technical skills.     


      Your management toolbox should be filled with knowledge of how to get work accomplished through teams and individuals, planning and strategizing, organizing, controlling, and developing and leading a group as small as a team or as large as an organization. As a manager, you must know how to wear many hats in an organization including negotiator, advocate, mentor, communicator, counselor, conflict resolver, motivator, and so much more. This book is designed to help you build your toolbox and know how and when to wear one of the many hats required.


      Key learning objectives of this chapter include the reader’s understanding of the following: 


      

        	

          Roles and responsibilities of operative level staff to top-level managers


        


        	

          Types of authority


        


      


    


    1.1 Management Types


    Managerial roles are typically housed inside organizations. Organizations are comprised of a group of people brought together to carry out a specific purpose whether it is a for-profit, not-for-profit or government. Organizations across the country and around the world are easily identified by the goals they have set, the structure put into place, and the people involved. An organization’s personnel can be categorized as either operatives or managers. Operatives work directly on jobs, tasks, or projects and are not responsible for overseeing the work of others. Managers are more focused on directing the activities of others.


    Vertical or top down management defines the level at which an employee is functioning within the organization. Levels include top level managers, middle managers, first-line managers, and operators. The biggest challenge of vertical management is the flow of communication. Two-way communication is difficult to accomplish specifically when lower levels of the organization are trying to communicate up to the top level.


    Top-level managers make decisions about where the organization is going and put into place policies that affect all members of the organization. Examples of these managers are the Chief Executive Officer (CEO), Chief Technology Officer (CTO), Chief Financial Officer (CFO), etc. This group of executives are commonly referred to as the “C-suite.” Some organizations include their executive vice presidents and division heads as a part of their top management team. These managers are responsible for ensuring long term success for the organization. They pay attention to internal and external environmental drivers when developing long term strategies. 


    Middle managers exist between the first-line and top levels of management. Examples of these managers are department heads and directors. They act as liaison between the two levels pushing down information to first-line managers and pushing up information to top-level managers. They also take the “big picture” strategic plans developed by the top-level managers and break it down into operational plans for the first-line managers. Middle management’s most critical role is implementing directives from the top management team and supporting first-line managers while they work with their teams to complete their day to day activities. 


    First-line managers direct the day to day activities of employees and are typically entry level roles. Examples of these managers are assistant manager, shift manager, supervisor, office manager, etc. These managers are the closest to the employees and their activities. They are primarily responsible for ensuring organizational plans are completed efficiently and effectively. First-line managers are important because they are usually the first to identify internal issues and problems with operations. For this reason, it is critical that they are communicating frequently with their managers. 


    1.2 Authority


    Authority is the power or right to have others perform the tasks and activities you need them to do. Essentially, authority allows the holder to disperse the organization’s resources in a way that will best achieve organizational goals and strategies. There are three main types of authority that can be used in an organization: line, staff, and functional. 


    line


    Managers have the ability to give employees reporting to them (subordinates) orders or directives. These orders and directives are issued to help efficiently and effectively achieve the organization’s goals and objectives. Line authority is given to managers who are directly accountable for departments or areas within the organization to aid them in their required activities. For example, an office manager has line authority over each immediate subordinate according to the organization chart’s reporting structure.


    Staff


    Staff authority is the right to assist or guide those who hold line authority and other employees. Staff authority gives those responsible for performing their tasks the ability to improve effectiveness and efficiency of line employees. Line and staff employees collaborate closely to achieve increased effectiveness and efficiency. For example, supply chain managers have staff authority relative to the office manager. The supply chain manager can advise the office manager on approved items to purchase within the organization.


    Functional


    Subordinates can veto suggested management directives or propose specific actions based on their area of specialty when they are given functional authority. In many hospitals, physicians are given functional authority to veto management decisions and make recommendations based on their best judgement for patient care.


    Chapter Summary


    

      

        	

          Management is the process of accomplishing organizational tasks and goals with and through other people effectively and efficiently.


        


        	

          Vertical, or top-down, management defines the level at which an employee is functioning within the organization and faces the challenge of communication flow especially when the lower level of management is trying to communicate with the top level.


        


        	

          Top-level managers make decisions about where the organization is going and put into place policies that affect all members of the organization.


        


        	

          Middle managers are liaisons between top-level and first line managers and are responsible for creating operational plans to achieve the strategic plans of the organizations.


        


        	

          First-line managers ensure that the organizational plans are completed efficiently and effectively.


        


        	

          Authority allows management to properly disperse an organization's resources to achieve goals and strategies.


        


        	

          Line authority is when a manager is assigned to a specific department. They are directly accountable for the performance of these departments.


        


        	

          Staff authority oversee those who have line authority and aid in improving efficiency and effectiveness of the line employees.


        


      


    


    Quiz


    

      	To be successful as a manager - 
	you should have exceptional technical skills

	you should sincerely strive to succeed and grow in your field of expertise or domain

	your management toolbox should be filled with the knowledge of how to get work accomplished through teams and individuals

	you have to work on jobs, tasks, or projects at the operative level for a long period






      	Which of the following statements is wrong?  
	In the Top-down management hierarchy, the flow of communication from the lower level to the top level is easy to accomplish

	Organizations comprise a group of people brought together to carry out a specific purpose irrespective of profit or nonprofit organization

	Organizations across the world are identified by the goals set, structure put into place, and people involved

	Operatives of organizations are not responsible for overseeing the work of others






      	Which of the following statements is correct?
	The managers in C-suite are not responsible for making decisions, formulating policies, and long-term strategies

	Paying attention to internal and external environmental drivers and ensuring long-term success for the organization is the responsibility of First-line managers

	Implementing directives from Top Management and supporting First-line managers to complete their day-to-day activities are part of the most critical role of department heads and directors

	First-line managers are not primarily responsible for ensuring that organizational plans are completed efficiently and effectively






      	Authority allows management to properly disperse an organization’s resources to achieve ____
	two-way communication

	goals and strategies

	efficiency and effectiveness

	accountability and performance






      	Choose the wrong statement:
	Authority is the power or right to have others perform the tasks and activities a manager needs them to do.

	Line and Staff employees collaborate closely to achieve increased effectiveness and efficiency.

	Line authority is given to managers who are directly accountable for departments or areas within the organization to aid them in their required activities.

	Subordinates who are given functional authority, based on their area of specialty are required to abide by management directives; they cannot propose specific actions also.
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