· Five Functions of the Manager 
· The Five Functions of a Manager
· What Does a Manager Manage?
· Resources
· What Are Those Resources
· Human Resources
· Technical Resources
· Financial Resources
· Information Resources
· Time !!! (It is the Only Daily Resource)
· Management: A definition
· Management is creative problem solving. 
· This creative problem solving is accomplished through five functions of management: planning, organizing, staffing, leading and controlling.
· So the five functions are: 
· Planning 
· is the ongoing process of developing the business' mission and objectives and determining how they will be accomplished. 
· Planning includes both the broadest view of the organization, e.g., its mission, and the narrowest, e.g., a tactic for accomplishing a specific goal. 
· Organizing 
· is establishing the internal organizational structure of the organization. 
· The focus is on division, coordination, and control of tasks and the flow of information within the organization. 
· It is in this function that managers distribute authority to job holders. 
· Staffing 
· is filling and keeping filled with qualified people all positions in the business.
· Recruiting, hiring, training, evaluating and compensating are the specific activities included in the function. 
· Directing (Leading) 
· is influencing people's behavior through motivation, communication, group dynamics, leadership and discipline. 
· make decisions, issue orders and directives;
· The purpose of directing is to channel the behavior of all personnel to accomplish the organization's mission and objectives while simultaneously helping them accomplish their own career objectives. 
· Controlling 
· is a four-step process of:
· establishing performance standards based on the firm's objectives, 
· measuring and reporting actual performance, 
· comparing the two, 
· and taking corrective or preventive action as necessary.  
· Three Other Important Functions of a Manager:
· Coordinating: interrelate all sectors of the organization;
· Reporting: inform hierarchy through reports, records and inspections;
· Budgeting: depend on fiscal planning, accounting and control. 
· Management Skills 
· There are three basic management skills: 
· Technical: A technical skill is the ability to use tools, techniques, and specialized knowledge to carry out a method, process, or procedure.
· Human: Human skills are used to build positive interpersonal relationships, solve human relations problems, build acceptance of one's co-workers, and relate to them in a way that their behavior is consistent with the needs of the organization.
· Conceptual: Conceptual skills involve the ability to see the organization as a whole and to solve problems in a way that benefits the entire organization. 
LET’S GO DEEPER INTO THE 

FIVE FUNCTIONS OF THE MANAGER 

· 
First Function of Manager:
Planning
· Planning is concerned with the future impact of today's decisions. 
· It is the fundamental function of management from which the other four stem. 
· The need for planning is often apparent after the fact. 
· The organizing, staffing, leading and controlling functions stem from the planning function.
· Planning – Cont. 
· The manager is ready to organize and staff only after goals and plans to reach the goals are in place. 
· Planning is important at all levels of management. However, its characteristics vary by level of management.
· Top managers acting as if they are lower level managers plagues planning 
· Planning Terminology 
· Vision: Nonspecific directional and motivational guidance for the entire organization. Top managers normally provide a vision for the business. It is the most emotional of the four levels in the hierarchy of purposes. 
· Mission: An organization's reason for being. It is concerned with scope of the business and what distinguishes this business from similar businesses. Mission reflects the culture and values of top management. 
· Planning Terminology – Cont.
· Objectives: Objectives refine the mission and address key issues within the organization such as market standing, innovation, productivity, physical and financial resources, profitability, management and worker performance and efficiency. They are expected to be general, observable, challenging, and untimed. 
· Goals: Goals are specific statements of anticipated results that further define the organization's objectives. They are expected to be SMART: Specific, Measurable, Attainable, Rewarding, and Timed. 
· Planning Terminology – Cont.
· Tactics: Development of tactics is a fifth level of planning. Tactics, the most specific and narrow plans, describe who, what, when, where and how activities will take place to accomplish a goal. 
· 
Strategic Planning 
· Strategic planning is one specific type of planning. 
· Strategies are the outcome of strategic planning. 
· An organization's strategies define:
· The business the firm is in, 
· The criteria for entering the business, 
· And the basic actions the organization will follow in conducting its business.
· Three basic questions are answered Under Strategic Planning: 
· 1. Where are we now? 
· 2. Where do we want to be? 
· 3. How do we get there? 
· 
Second Function of Manager: Organizing
· Organizing is establishing the internal organizational structure of the business. 
· The focus is on division, coordination, and control of tasks and the flow of information within the organization. 
· Managers distribute responsibility and authority to job holders in this function of management.
· Organizational Structure 
· Each organization has an organizational structure. 
· By action and/or inaction, managers structure businesses. 
· Specifically, they decide: 
· 1. Division of labor 
· 2. Delegation of authority 
· 3. Departmentation 
· 4. Span of control 
· 5. Coordination 
· Organizational Structure – Cont. 
· Management must make these decisions in any organization that has more than two people. 
· Small may not be simple. 
· Organizational structure is particularly important in small businesses or family businesses where each family member has three hats (multiple roles): family, business and personal. 
· Confusion among these hats complicates organizational structure decisions. 
· Division of Labor 
· Division of labor is captured in an organization chart, a pictorial representation of an organization's formal structure. 
· An organization chart is concerned with relationships among tasks and the authority to do the tasks. 
· Eight kinds of relationships can be captured in an organization chart: 
· Division of Labor – Cont. 
· 1. The division/specialization of labor 
· 2. Relative authority 
· 3. Departmentation 
· 4. Span of control 
· 5. The levels of management 
· 6. Coordination centers 
· 7. Formal communication channels 
· 8. Decision responsibility 
· Weaknesses of Organizational Chart 
· 1. They may imply a formality that doesn't exist. 
· 2. They may be inconsistent with reality. 
· 3. Their usual top down perspective often minimizes the role of customers, front-line managers and employees without management responsibilities. 
· 4. They fail to capture the informal structure and informal communication. 
· 5. They often imply that a pyramidal structure is the best or only way to organize. 
· 6. They fail to address the potential power and authority of staff positions compared with line positions. 
· Delegation of Authority 
· Authority is legitimized power. Power is the ability to influence others. 
· Delegation is distribution of authority. 
· Delegation frees the manager from the tyranny of urgency. 
· Delegation frees the manager to use his or her time on high priority activities. 
· Important: Delegation of authority does not free the manager from accountability for the actions and decisions of subordinates. 
· Principles of delegation of Authority 
· Exception principle - The most exceptional, rare, or unusual decisions end up at the top management level because no one lower in the organization has the authority to handle them. 
· Scalar chain of command - The higher one is in an organization, the more authority one has. 
· Principles of delegation of Authority 
· Decentralization - Decisions are to be pushed down to the lowest feasible level in the organization. The organizational structure goal is to have working managers rather than managed workers. 
· Parity principle - Delegated authority must equal responsibility. With responsibility for a job must go the authority to accomplish the job. 
· Span of control - The span of control is the number of people a manager supervises. 
· Principles of delegation of Authority – Cont. 
· Unity principle - Ideally, no one in an organization reports to more than one supervisor. 
· Line and staff authority – Line authority is authority within an organization's or unit's chain of command. Staff authority is advisory to line authority. 
· 

Departmentation 
· Departmentation is the grouping of jobs under the authority of a single manager, according to some rational basis, for the purposes of planning, coordination and control. 
· The number of departments in an organization depends on the number of different jobs, i.e., the size and complexity of the business. 
· 
Third Function of a Manager:
Staffing
· Staffing success is having the "right person" in a position, rather than simply filling a position. 
· Steps for Filling a Position 
· 1. Determine the business' labor and management needs 
· 2. Develop a current job description: The job description has at least four parts 
· 3. Build a pool of applicants 
· 4. Review applications and select those to be interviewed 
· 5. Interview 
· 6. Check references 
· 7. Make a selection 
· 8. Hire 
· 
Five potentially important selection biases are: 
· 1. Stereotyping: Attributing certain characteristics to a particular group of people. " 
· 2. Halo effect: Regarding highly an individual who has characteristics you particularly like. 
· 3. First impressions: Judging prematurely based on appearance, handshake or voice. 
· 4. Contrast: Measuring against the last person interviewed. 
· 5. Staleness: Discounting individuals who were interviewed early in the process by giving preference to the individuals interviewed just before they make the selection. 
· Staffing – Cont. 
· Content of Training :
· 1. Knowing something intellectually or conceptually one never knew before
· 2. Being able to do something one could not do before 
· 3. Combining two knowns into a new understanding of a skill, piece of knowledge, concept, or behavior 
· 4. Being able to use or apply a new combination of skills, knowledge, concepts, or behaviors 
· 
Fourth Function of a Manager:
Directing (Leading)
· Directing is influencing people's behavior through motivation, communication, group dynamics, leadership and discipline. 
· The purpose of directing is to channel the behavior of all personnel to accomplish the organization's mission and objectives while simultaneously helping them accomplish their own career objectives. 
· Motivation 
· Motivation, the inner force that directs employee behavior, also plays an important role. 
· Highly motivated people perform better than unmotivated people. 
· Motivation covers up ability and skill deficiencies in employees. 
· Three ways of looking at motivation are: needs, rewards and effort. 
· Motivation – Cont. 
· The needs approach stems from the notion that peoples' unsatisfied needs drive their behavior. 
· The rewards approach is based on the expectation that rewarded behavior is repeated. 
· The effort approach to motivation is based on the expectation that effort brings the worker what he or she wants. 
· The most effective motivation for employees comes from within each employee, i.e., self-motivation. 
· Four Types of Leaders:
· Authoritative
· Consultative – Participative
· Dictatorial
· Free Reign 
· 
Fifth Function of a Manager:
Controlling
· Controlling is a four-step process of:
· Establishing performance standards based on the firm's objectives, 
· Measuring and reporting actual performance,
· Comparing the two, 
· And taking corrective or preventive action as necessary 
· 
Characteristics of the Control Process 
· 1. Control at all levels in the business  
· 2. Acceptability to those who will enforce decisions 
· 3. Flexibility 
· 4. Accuracy 
· 5. Timeliness 
· 6. Cost effectiveness 
· 7. Understandability 
· 8. Balance between objectivity and subjectivity 
· 9. Coordinated with planning, organizing and leading 
· 
Dysfunctional Consequences of Control 
· 1. Game playing--> control is something to be beaten, a game between the "boss and me and I want to win.“ 
· 2. Resisting control--> a "blue flu" reaction to too much control 
· 3. Providing inaccurate information --> a lack of understanding of why the information is needed and important leading to "you want numbers, we will give you numbers." 
· 
Dysfunctional Consequences of Control – Cont.
· 4. Following rules to the letter--> people following dumb and unprofitable rules in reaction to "do as I say." 
· 5. Sabotaging --> stealing, discrediting other workers, chasing customers away, gossiping about the firm to people in the community 
· 6. Playing one manager off against another --> exploiting lack of communication among managers, asking a second manager if don't like the answer from the first manager. 
· In Retrospective 
· In Brief, this is what the five functions of the manager are all about
· Having learned about it, do you really want to be a manager ????!!!!
· Thank You 
