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SYLLABUS

GE3751 PRINCIPLES OF MANAGEMENT

UNIT I INTRODUCTION TO MANAGEMENT AND ORGANIZATIONS

Definition of Management Science or Art Manager Vs Entrepreneur - types of managers -managerial
roles and skills Evolution of Management Scientific, human relations, system and contingency
approaches Types of Business organization - Sole proprietorship, partnership, company-public and
private sector enterprises - Organization culture and Environment Current trends and issues in
Management.

UNIT II PLANNING

Nature and purpose of planning planning process types of planning objectives setting objectives
policies Planning premises Strategic Management Planning Tools and Techniques Decision
making steps and process.

UNIT III ORGANISING

Nature and purpose Formal and informal organization organization chart organization structure
types Line and staff authority departmentalization delegation of authority centralization and
decentralization Job Design - Human Resource Management HR Planning, Recruitment, selection,
Training and Development, Performance Management, Career planning and management.

UNIT IV DIRECTING

Foundations of individual and group behavior motivation motivation theories motivational
techniques job satisfaction job enrichment leadership types and theories of leadership
communication process of communication barrier in communication effective communication

communication and IT.

UNIT V CONTROLLING

System and process of controlling budgetary and non-budgetary control techniques use of computers
and IT in Management control Productivity problems and management control and performance
direct and preventive control reporting.

TEXTBOOKS:

Edition, 2004.
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STAFFING

Staffing involves filling the positions needed in the organization structure by appointing
competent and qualified persons for the job.

The staffing process encompasses man power planning, recruitment, selection, and training.

a) Manpowerrequirements:

Manpower Planning which is also called as Human Resource Planning consists of putting
right number of people, right kind of people at the right place, right time, doing the right things
for which they are suited for the achievement of goals of the organization. The primary function
of man power planning is to analyze and evaluate the human resources available in the
organization, and to determine how to obtain the kinds of personnel needed to staff positions
ranging from assembly line workers to chief executives.

b) Recruitment:

Recruitment is the process of finding and attempting to attract job candidates who are
capable of effectively filling job vacancies. Job descriptions and job specifications are important
in the recruiting process because they specify the nature of the job and the qualifications required
of job candidates.

c) Selection:

Selecting a suitable candidate can be the biggest challenge for any organization. The
success of an organization largely depends on its staff. Selection of the right candidate builds the
foundation of any organization's success and helps in reducing turnovers.

d) Training andDevelopment:

Training and Development is a planned effort to facilitate employee learning of job-
related behaviors in order to improve employee performance. Experts sometimes distinguish

ements relevant to
future jobs. In practice, though, the distinction is often blurred (mainly because upgrading skills
in present jobs usually improves performance in futurejobs).
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RECRUITMENT PROCESS

Recruitment is the process of finding and attempting to attract job candidates who are
capable of effectively filling job vacancies. The recruitment process consists of the following
steps

Identification ofvacancy
Preparation of job description and jobspecification
Selection ofsources
Advertising thevacancy
Managing theresponse

a) Identification ofvacancy:

The recruitment process begins with the human resource department receiving
requisitions for recruitment from any department of the company. These contain:

Posts to befilled
Number ofpersons
Duties to beperformed
Qualificationsrequired

b) Preparation of job description and job specification:

A job description is a list of the general tasks, or functions, and responsibilities of a
position. It may often include to whom the position reports, specifications such as the
qualifications or skills needed by the person in the job, or a salary range. A job specification
describes the knowledge, skills, education, experience, and abilities you believe are essential to
performing a particular job.

c) Selection of sources:

Every organization has the option of choosing the candidates for its recruitment processes
from two kinds of sources: internal and external sources. The sources within the organization
itself (like transfer of employees from one department to other, promotions) to fill a position are
known as the internal sources of recruitment. Recruitment candidates from all the other sources
(like outsourcing agencies etc.) are known as the external sources of the recruitment.

d) Advertising thevacancy:

After choosing the appropriate sources, the vacancy is communicated to the candidates
by means of a suitable media such as television, radio, newspaper, internet, direct mailetc.

e) Managing theresponse:

After receiving an adequate number of responses from job seekers, the sieving process of
the resumes begins. This is a very essential step of the recruitment selection process, because
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selecting the correct resumes that match the job profile, is very important. Naturally, it has to be
done rather competently by a person who understands all the responsibilities associated with the
designation in its entirety. Candidates with the given skill set are then chosen and further called
for interview. Also, the applications of candidates that do not match the present nature of the
position but may be considered for future requirements are filed separately and preserved.

The recruitment process is immediately followed by the selection process.

JOB ANALYSIS

Job Analysis is the process of describing and recording aspects of jobs and specifying
the skills and other requirements necessary to perform thejob.

The outputs of job analysis are

a) Job description
b) Jobspecification

Job Description

A job description (JD) is a written statement of what the job holder does, how it is done,
under what conditions it is done and why it is done. It describes what the job is all about,
throwing light on job content, environment and conditions of employment. It is descriptive in
nature and defines the purpose and scope of a job. The main purpose of writing a job description
is to differentiate the job from other jobs and state its outer limits.

Contents

A job description usually covers the following information:

Job title: Tells about the job title, code number and the department where it isdone.

Job summary: A brief write-up about what the job is allabout.

Job activities: A description of the tasks done, facilities used, extent of supervisory help,
etc.

Working conditions: The physical environment of job in terms of heat, light, noise and
otherhazards.

Social environment: Size of work group and interpersonal interactions required to do the
job.

Job Specification

Job specification summarizes the human characteristics needed for satisfactory job
completion. It tries to describe the key qualifications someone needs to perform the job
successfully. It spells out the important attributes of a person in terms of education, experience,
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skills, knowledge and abilities (SKAs) to perform a particular job. The job specification is a
logical outgrowth of a job description. For each job description, it is desirable to have a job
specification. This helps the organization to find what kinds of persons are needed to take up
specific jobs.

Contents

A job specification usually covers the following information:

Education
Experience
Skill, Knowledge,Abilities
Work OrientationFactors
Age

SELECTIONPROCESS

Selecting a suitable candidate can be the biggest challenge for any organisation. The
success of an organization largely depends on its staff. Selection of the right candidate builds the
foundation of any organization's success and helps in reducing turnovers. Though there is no fool
proof selection procedure that will ensure low turnover and high profits, the following steps
generally make up the selection process-
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a) InitialScreening

This is generally the starting point of any employee selection process. Initial Screening
eliminates unqualified applicants and helps save time. Applications received from various
sources are scrutinized and irrelevant ones arediscarded.

b) PreliminaryInterview

It is used to eliminate those candidates who do not meet the minimum eligibility criteria
laid down by the organization. The skills, academic and family background, competencies and
interests of the candidate are examined during preliminary interview. Preliminary interviews are
less formalized and planned than the final interviews. The candidates are given a brief up about
the company and the job profile; and it is also examined how much the candidate knows about
the company. Preliminary interviews are also called screeninginterviews.

c) Filling Application Form

An candidate who passes the preliminary interview and is found to be eligible for the job
is asked to fill in a formal application form. Such a form is designed in a way that it records the
personal as well professional details of the candidates such as age, qualifications, reason for
leaving previous job, experience, etc.

d) PersonalInterview

Most employers believe that the personal interview is very important. It helps them in
obtaining more information about the prospective employee. It also helps them in interacting
with the candidate and judging his communication abilities, his ease of handling pressure etc. In
some Companies, the selection process comprises only of theInterview.

e) Referencescheck

Most application forms include a section that requires prospective candidates to put down
names of a few references. References can be classified into - former employer, former
customers, business references, reputable persons. Such references are contacted to get a
feedback on the person in question including his behaviour, skills, conduct etc.

f) BackgroundVerification

A background check is a review of a person's commercial, criminal and (occasionally)
financial records. Employers often perform background checks on employers or candidates for
employment to confirm information given in a job application, verify a person's identity, or
ensure that the individual does not have a history of criminal activity, etc., that could be an issue
upon employment.
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g) FinalInterview

Final interview is a process in which a potential employee is evaluated by an employer
for prospective employment in their organization. During this process, the employer hopes to
determine whether or not the applicant is suitable for the job. Different types of tests are
conducted to evaluate the capabilities of an applicant, his behaviour, special qualities etc.
Separate tests are conducted for various types ofjobs.

h) PhysicalExamination

If all goes well, then at this stage, a physical examination is conducted to make sure that
the candidate has sound health and does not suffer from any serious ailment.

i) Job Offer

A candidate who clears all the steps is finally considered right for a particular job and is
presented with the job offer. An applicant can be dropped at any given stage if considered unfit
for the job.

Employee Induction / Orientation

Orientation or induction is the process of introducing new employees to an organization,
to their specific jobs & departments, and in some instances, to their community.

Purposes of Orientation

Orientation isn't a nicety! It is used for the following purposes:

1. To ReduceStart-up-Costs:

Proper orientation can help the employee get "up to speed" much more quickly, thereby
reducing the costs associated with learning the job.

2. To ReduceAnxiety:

Any employee, when put into a new, strange situation, will experience anxiety that can
impede his or her ability to learn to do the job. Proper orientation helps to reduce anxiety that
results from entering into an unknown situation, and helps provide guidelines for behaviour and
conduct, so the employee doesn't have to experience the stress of guessing.

3. To Reduce EmployeeTurnover:

Employee turnover increases as employees feel they are not valued, or are put in
positions where they can't possibly do their jobs. Orientation shows that the organization values
the employee, and helps provide tools necessary for succeeding in thejob.
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4. To Save Time for Supervisor &Co-Workers:

Simply put, the better the initial orientation, the less likely supervisors and co-workers
will have to spend time teaching the employee.

5. To Develop Realistic Job Expectations, Positive Attitudes and JobSatisfaction:

It is important that employees learn early on what is expected of them, and what to expect
from others, in addition to learning about the values and attitudes of the organization. While
people can learn from experience, they will make many mistakes that are unnecessary and
potentially damaging.

An orientation program principally conveys 3 types of information, namely:

a) General information about the daily work routine to befollowed
b)

c) A detailed presentatio

Two Kinds of Orientation

There are two related kinds of orientation. The first we will call Overview Orientation,
and deals with the basic information an employee will need to understand the broader system he
or she works in.

Overview Orientation includes helping employees understand:

Management ingeneral
Department and thebranch
Importantpolicies
General procedures (non-jobspecific)
Information aboutcompensation
Accident preventionmeasures
Employee and union issues (rights, responsibilities)
Physicalfacilities

Often, Overview Orientation can be conducted by the personnel department with a little help
from the branch manager or immediate supervisor, since much of the content is generic in nature.

The second kind of orientation is called Job-Specific Orientation, and is the process that is used
to help employeesunderstand:

Function of theorganization,
Responsibilities,
Expectations,
Duties
Policies, procedures, rules and regulations



110

Layout ofworkplace
Introduction to co-workers and other people in the broaderorganization.

Job specific orientation is best conducted by the immediate supervisor, and/or manager, since
much of the content will be specific to the individual. Often the orientation process will be
ongoing, with supervisors and co-workers supplying coaching.

CARRERDEVELOPMENT

Career development not only improves job performance but also brings about the
growth of the personality. Individuals not only mature regarding their potential capacities but
also become betterindividuals.

Purpose of development

Management development attempts to improve managerial performance by imparting

Knowledge

Changingattitudes

Increasingskills

The major objective of development is managerial effectiveness through a planned and a
deliberate process of learning. This provides for a planned growth of managers to meet the future
organizational needs.

Development Process:
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The development process consists of the following steps

1. Setting DevelopmentObjectives:

It develops a framework from which executive need can be determined.

2. Ascertaining DevelopmentNeeds:

It aims at organizational planning & forecast the present and future growth.

3. Determining DevelopmentNeeds:

This consists of

Appraisal of present managementtalent

Management Manpower Inventory
The above two processes will determine the skill deficiencies that are relative to the future
needs of the organization.

4. Conducting Development Programs:

It is carried out on the basis of needs of different individuals, differences in their attitudes
and behaviour, also their physical, intellectual and emotional qualities. Thus a comprehensive
and well conceived program is prepared depending on the organizational needs and the time
& costinvolved.

5. ProgramEvaluation:

It is an attempt to assess the value of training in order to achieve organizational objectives.

TRAINING

Training is a process of learning a sequence of programmed behaviour. It improves the
employee's performance on the current job and prepares them for an intended job.

Purpose of Training:

1) To improve Productivity: Training leads to increased operational productivity and increased
companyprofit.
2) To improve Quality: Better trained workers are less likely to make operationalmistakes.
3) To improve Organizational Climate: Training leads to improved production and product
quality which enhances financial incentives. This in turn increases the overall morale of the
organization.
4) To increase Health and Safety: Proper training prevents industrialaccidents.
5) Personal Growth: Training gives employees a wider awareness, an enlarged skill base and that
leads to enhanced personalgrowth.
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Steps in Training Process:

1) Identifying Training needs: A training program is designed to assist in providing solutions
for specific operational problems or to improve performance of atrainee.

Organizational determination and Analysis: Allocation of resources that relate to
organizationalgoal.
Operational Analysis: Determination of a specific employee behaviour required for a
particulartask.
Man Analysis: Knowledge, attitude and skill one must possess for attainment of
organizationalobjectives

2) Getting ready for the job: The trainer has to be prepared for the job. And also who needs to
be trained - the newcomer or the existing employee or the supervisorystaff.
Preparation of the learner:

Putting the learner atease
Stating the importance and ingredients of thejob
Creatinginterest
Placing the learner as close to his normal workingposition
Familiarizing him with the equipment, materials and tradeterms

3) Presentation of Operation and Knowledge: The trainer should clearly tell, show, illustrate
and question in order to convey the new knowledge and operations. The trainee should be
encouraged to ask questions in order to indicate that he really knows and understands thejob.

4) Performance Try out: The trainee is asked to go through the job several times. This
gradually builds up his skill, speed andconfidence.

5) Follow-up: This evaluates the effectiveness of the entire trainingeffort
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TRAINING METHODS

Training methods can be broadly classified as on-the-job training and off-the-job training

a) On-the-jobtraining

On the job training occurs when workers pick up skills whilst working along side
experienced workers at their place of work. For example this could be the actual assembly line or
offices where the employee works. New workers may simply or observe fellow
employees to begin with and are often given instruction manuals or interactive training
programmes to workthrough.

b) Off-the-jobtraining

This occurs when workers are taken away from their place of work to be trained. This
may take place at training agency or local college, although many larger firms also have their
own training centres. Training can take the form of lectures or self-study and can be used to
develop more general skills and knowledge that can be used in a variety of situations.

The various types of off-the-job training are

(i) Instructor presentation: The trainer orally presents new information to the trainees, usually
through lecture. Instructor presentation may include classroom lecture, seminar, workshop, and
the like.

(ii)Group discussion: The trainer leads the group of trainees in discussing atopic.

(iii) Demonstration: The trainer shows the correct steps for completing a task, or shows an
example of a correctly completedtask.

(iv) Assigned reading: The trainer gives the trainees reading assignments that provide new
information.

(v) Exercise: The trainer assigns problems to be solved either on paper or in real situations
related to the topic of the trainingactivity.

(vi) Case study: The trainer gives the trainees information about a situation and directs them to
come to a decision or solve a problem concerning thesituation.

(vii)Role play: Trainees act out a real-life situation in an instructionalsetting.

(viii)Field visit and study tour: Trainees are given the opportunity to observe and interact with
the problem being solved or skill beinglearned.

CAREER STAGES

What people want from their careers also varies according to the stage of one's career.
What may have been important in an early stage may not be important in a later one. Four
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distinct career stages have been identified: trial, establishment/advancement, mid-career, and late
career. Each stage represents different career needs and interests of the individual

a) Trial stage: The trial stage begins with an individual's exploration of career-related matters
and ends usually at about age 25 with a commitment on the part of the individual to a particular
occupation. Until the decision is made to settle down, the individual may try a number of jobs
and a number of organizations. Unfortunately for many organizations, this trial and exploration
stage results in high level of turnover among new employees. Employees in this stage need
opportunities for self-exploration and a variety of job activities orassignments.

b) Establishment Stage: The establishment/advancement stage tends to occur between ages 25
and 44. In this stage, the individual has made his or her career choice and is concerned with
achievement, performance, and advancement. This stage is marked by high employee
productivity and career growth, as the individual is motivated to succeed in the organization and
in his or her chosen occupation. Opportunities for job challenge and use of special competencies
are desired in this stage. The employee strives for creativity and innovation through new job
assignments. Employees also need a certain degree of autonomy in this stage so that they can
experience feelings of individual achievement and personalsuccess.

c) Mid Career Crisis Sub Stage: The period occurring between the mid-thirties and mid-forties
during which people often make a major reassessment of their progress relative to their original
career ambitions andgoals.

d) Maintenance stage: The mid-career stage, which occurs roughly between the ages 45 and 64,
has also been referred to as the maintenance stage. This stage is typified by a continuation of
established patterns of work behavior. The person is no longer trying to establish a place for
himself or herself in the organization, but seeks to maintain his or her position. This stage is
viewed as a mid-career plateau in which little new ground is broken. The individual in this stage
may need some technical updating in his or her field. The employee should be encouraged to
develop new job skills in order to avoid early stagnation anddecline.

e) Late-career stage: In this stage the career lessens in importance and the employee plans for
retirement and seeks to develop a sense of identity outside the workenvironment.

PERFORMANCE APPRAISAL

Performance appraisal is the process of obtaining, analyzing and recording information
about the relative worth of an employee. The focus of the performance appraisal is measuring
and improving the actual performance of the employee and also the future potential of the
employee. Its aim is to measure what an employeedoes.

Objectives of Performance appraisal:

To review the performance of the employees over a given period oftime.
To judge the gap between the actual and the desiredperformance.
To help the management in exercising organizationalcontrol.
Helps to strengthen the relationship and communication between superior  subordinates and
management employees.
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To diagnose the strengths and weaknesses of the individuals so as to identify the training and
development needs of thefuture.
To provide feedback to the employees regarding their pastperformance.
Provide information to assist in the other personal decisions in theorganization.
Provide clarity of the expectations and responsibilities of the functions to be performed by
theemployees.
To judge the effectiveness of the other human resource functions of the organization such as
recruitment, selection, training anddevelopment.
To reduce the grievances of theemployees.

Process of performance appraisal:

a) Establishing performancestandards:

The first step in the process of performance appraisal is the setting up of the standards
which will be used to as the base to compare the actual performance of the employees. This step
requires setting the criteria to judge the performance of the employees as successful or
unsuccessful and the degrees of their contribution to the organizational goals and objectives. The
standards set should be clear, easily understandable and in measurable terms. In case the
performance of the employee cannot be measured, great care should be taken to describe the
standards.
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b) Communicating the standards:

After establishing the standards, it is the responsibility of the management to
communicate the standards to all the employees of the organization. The employees should be
informed and the standards should be clearly explained to them. This will help them to
understand their roles and to know what exactly is expected from them. The standards should
also be communicated to the appraisers or the evaluators and if required, the standards can also
be modified at this stage itself according to the relevant feedback from the employees or the
evaluators.

c) Measuring the actualperformance:

The most difficult part of the Performance appraisal process is measuring the actual
performance of the employees that is the work done by the employees during the specified
period of time. It is a continuous process which involves monitoring the performance throughout
the year. This stage requires the careful selection of the appropriate techniques of measurement,
taking care that personal bias does not affect the outcome of the process and providing assistance
rather than interfering in an employeeswork.

d) Comparing the actual with the desiredperformance:

The actual performance is compared with the desired or the standard performance. The
comparison tells the deviations in the performance of the employees from the standards set. The
result can show the actual performance being more than the desired performance or, the actual
performance being less than the desired performance depicting a negative deviation in the
organizational performance. It includes recalling, evaluating and analysis of data related to the

e) Discussingresults:

The result of the appraisal is communicated and discussed with the employees on one-
to-one basis. The focus of this discussion is on communication and listening. The results, the
problems and the possible solutions are discussed with the aim of problem solving and reaching
consensus. The feedback should be given with a positive attitude as this can have an effect on the

faced and motivate the employees to perform better.

f) Decisionmaking:

The last step of the process is to take decisions which can be taken either to improve the
performance of the employees, take the required corrective actions, or the related HR decisions
like rewards, promotions, demotions, transfers etc.


