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Principles of Management CHAPTER 1: Introduction

Introduction

dadia

The term 'business' signifies individual and group activities directed
toward wealth generation through exchange of goods and services.
Business, as a system, uses various inputs like men, material, machinery,
information and energy to create goods and services as output to meet the
needs of the consumers. Business involves risks and the profit gained is
the reward for risk-taking. The common risks are changing technology,
changes in consumer preferences, competitive threats, and government
polices. Business influences the living standard of people and is the
leading indicator of the development of any nation.
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1.1 OBJECTIVES OF BUSINESS sy Cilaa

The objectives of business are two-fold: economic and social,
elaial 5 oalail ; dx 50 e Jlec V) Calaaf

(1) Economic objectives include Cyanati L@y Calaay)

(a) Ensuring a satisfactory return on investment (ROI).

(b) Growth of business through diversification, merger, or acquisition.
(c) Product innovation on a continuous basis.

(d) Ensuring profitability by gaining strong market position.
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(2) Social objectives include il dgelaiay) il

(a) Prevention of environmental pollution and ecological imbalance.
(b) Overall development of the locality where the business is situated.
(c) Development of backward areas.

(d) Promotion of ancillary and small scale industries.
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1.2 ESSENTIALS OF GOOD BUSINESS 3l Juae 30 duuludli ualial)
The essentials of good business are sial) Jlae U L) yualiall

1. A business must have well defined and attainable objectives.

2. It should follow a proper planning procedure based on up-to-date,
reliable, and adequate information.

3. It should have a proper layout and location so as ensure minimization

of costs and maximization or profits.

A business should have a responsive and adaptive management.

It should have a sound organization structure ensuring effectiveness.

A business should have a customer-focused marketing system.

A business should also have sound personnel policies.
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1.3 CONCEPT OF MANAGEMENT 3 a ggda

Managing is the art of getting things done through people in formally
organized Management can thus be defined as the art or skill of directing
human activities and resources in the attainment of predetermined goals.
The ability to manage is an attribute quite apart from any technical skill. A
manager can take advice from technical or functional consider the
information given by him, and come to a conclusion that results in a man;
decision. Management is practiced with the help of five basic functions:
planning, org staffing, directing and controlling.
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1.4 MANAGEMENT AND ADMINISTRATION

5119 (A ay) ¢ gidal) ) agliil
The features of management and administration are briefly discussed
below.
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1.4.1 MANAGEMENT PROCESS 1.4.1 3\ dles

I. Management is the process of planning, organizing, coordinating,
leading, motivating and controlling the resources (including human
resources) of an organization efficient and effective pursuit of specified
organizational goals.
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2. A manager is a person who plans, organizes, leads, and controls
human, financial physical and information resources in the efficient and
effective pursuit of specified organizational goals.
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3. Planning is the management function of developing a futuristic frame of
reference from which to identify opportunities and threats that lie in the
future and to take immediate action to exploit the opportunities and
counter the threats.
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4. Organizing is the management function of assigning duties, grouping
establishing authority, and allocating resources required to carry out a
specific.
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5. Staffing is the management function of recruitment, selection,
placement, and development of people to occupy the roles in the
organization structure.
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6. Leading is the management function of influencing, motivating, and
directing hi resources towards the achievement of organizational goals.

Gl 4y p3ull o)) sall e Bl a4 A 5 el g S oY) Al s a5 2Ll 1
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7- Controlling is the management function of monitoring organizational
perform towards the attainment of organizational goals.
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3.4.2 ADMINISTRATION Caulay) ¢ siddl) 5_)y)

Administration describes not only the activity of implementing policy
decisions, but also the activity of regulating the day-to-day operations of a
section of an organization, such as the office. During the evolutionary
stages of management there were three views regarding the difference
between administration and management as discussed below.
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1. Management and administration are the same: The term administration
is used for the higher executive functions in government circles while the
term management is used for the same functions in the business world.
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2. Administration is above management: Administration is the function
concerned with the determination of corporate policy; the coordination of
finance, production and distribution; and the settlement of the complex
structure of the organization under the ultimate control of the executive,
while management is concerned with the execution of policy setup by
administration for the particular objects before it.
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3. Administration is pan of management: Management is the general term
used for the total process of executive control while administration is
that part of management which is concerned with the installation and
following of the procedure by which the progress of activities is
regulated and checked against plans.
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1.4.3 MANAGEMENT SKILLS Il <l jlga

Three basic kinds of skills—technical, human and conceptual are needed for
a manager. Technical skill is the ability to use the procedures, techniques,
and knowledge of a specialized field. For examples, surgeons, engineers, and
accountants all have technical skills in their respective fields. Human skill is
the ability to work with, understand, and motivate other people as individuals
or in groups. Conceptual skill is the ability to coordinate and integrate the
organization's goals and activities.
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1.4.4 MANAGEMENT LEVELS 5 &y Fieua

The term levels of management refers to a line of demarcation between
various managerial positions in an organization. There are generally four
levels of management : (1) top-level management, (2) upper middle
management, (3) middle management, and (4) lower-level or first line
management.

da sy Al 8 daliaal) 45 5y cailda gl G o aall s )5 plaY) il sie pllacan
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1.4,4.1 Top-Level Management A_idlal) 3 52y
8 Sisall

Top-level management consists of a small group of people and is
responsible for the overall management of an organization. These people

are called executives. The various functions performed by the top
management are as follows:

PNV MM\DJ\J\X\ULMMJWCJ\MBJM&WUAM\")‘J\g\ u}ﬂ
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FIGURE 1.1 Levels of Managements
)Y Gl ghina

1. Laying down the objectives of the enterprise.
Al gl Calaaf yass )
2. Preparing strategic plans and policies for the enterprise.
s pall ) i) cluland) g Laladl) slac ] -
3.  Issuing necessary instructions for the preparation of departmental
budgets, schedules procedures and so on.
J3SA ¢ g Ay V)l Al s il ) dlac Y A3 5 il Clgaa Sl ol Y
4. Appointing executives for the middle level.
5. Coordinating the activities of all departments with the help of reports,
Memoranda and so on.
138 5l Saall g &l By sk e sl Bacluay slud Y1 (IS dladisl Bauii -0
6. Maintaining public relations.
Aaladl ) e Llaall 1

1.4.4.2 Upper-Middle Management Ao gial) Lilal) 3 )aY)

The upper-middle management consists of heads of various functional

divisions. The heads of functional divisions are in constant touch with the

top management. They are responsible for the effective performance of

their functional divisions.
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1.4.4.3 Middle Management ddan giall 3 1Y)

The middle management can consist of more than one level in an

organization. The principal responsibility is to direct the activities in such

a way that the organization's policies are implemented and its goals are

achieved.

Aaliia 8ol (5 siane (e T (a (Ada giall 3100 ) 2581 B ) S Ol Sy
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1.4.4.4 Lower-Level Management or First Line Management

(4 301 ) J oY) awdl) gl (AT (o glsal) Ao B 1Y)
The first-line (first level or front-line) managers direct employees at non-
managerial levels i.e. they do not supervise other managers. For example,
foremen or production supervisors in a manufacturing plant. The
important functions of a supervisor include the following:

e Sl gisall 8 it sl (s s (o) Sl Y1 G5 sisall ) el (s stasd] Jl &1 520
an Az Y g e (JUL Junw Je on AY ol e 6 0 Y gl 4 Hlay)
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I. To plan and organize the activities of the group.
Aclaal) Al apat g Jagads -

2. To arrange for necessary materials, machines, tools, etc. for workers

and to provide them with the necessary working environment.

Gy peeal) Al % QS g oJlarll el ) sa) cchlSLal 6 5 yiall 30 sall i 5 -
Jaxll

3. To provide training to the workers.
Jaad) ) oy 5y

4. To supervise and guide the subordinates.
g pall Ao g5 gl A1 -8

5. To solve the problems of workers.

Cpdda gall JSLE (s -0

6. To communicate employees problems to the higher management.

AN s a1 ) il gall JSLE Jlay) -1
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1.9 MANAGERIAL ROLES (5180 ) sal ) A3 ) sa¥)

To fulfill the multifarious functional responsibilities, managers assume
multiple roles. A role 1s an organized set of behaviors. Henry Mintsberg
has identified ten roles common to the work of all managers. The ten roles
are divided into three groups: interpersonal, informational and decisional.
The informational roles link all managerial work together.

USJ.AsQHRSJL&AJ\):TB}&;(gﬁ)ﬁyg)&)quﬁ}wagp&cw@
Ailaia AdaMe ) 5 o Apadid) (ald aV) (il gene G I A8 ) gal 5l 5 o) jadll
L (5! deall US Jay 5 433l Y1 )W)l )l

The interpersonal roles ensure that information is provided. The
decisional roles make significant use of the information. The requirements
of these managerial roles can be fulfilled, or these roles can be played, at
different times by the same manager and to different degrees depending on
the level and function of management. The ten roles are described
individually, but they form an integrated whole.

o 33 O Sy )Y ) sa) a5 ala Y s dasleall o ezl ) 521 o2
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1.9.1 INTERPERSONAL ROLE (@A) Al

A manager, in order to be effective, has to assume different roles at

different points of time as demanded by the call of duty. The three

interpersonal roles are primarily concerned with interpersonal

relationships.

Csllae g LaS Adlida il 8 Adlida ) ol (ot o) ¢ i 05 ST epaall e an
oAl il Stal Lasi 55 dpad il B ) 5096 | Jeal) dala Caua

1.9.1.1 Figurehead Role (0 A) gogall yoal)

In the figurehead role, the manager represents the company legally and
socially to those outside of the organization. Every manager has to perform
some ceremonial duties such as attending the wedding of employees,
entertaining dignitaries and so on. These may or may not have any real
substance. The supervisor represents the work group to higher
management and higher management to the work group.
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gl = * Figuerehead Provide
> aEl) - Interpe.rsﬁonal » Leader Information
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i Gl slaally
“ = ) pal)  m ) *  Monitor i
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Allocator e shedd
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FIGURE 1.2 Managerial Roles.
30 ) g4l
1.9.1.2 Liaison Role Juay) g8

In the liaison role, the manager interacts with peers and people outside the
organization. The top-level manager uses the liaison role to gain favors
and information, while the supervisor uses it to maintain the routine flow
of work.
Lr‘s‘}[\ LEM\ adad Adaiall CJ\A' u.u\_m 9 c\‘).ﬁéﬂ\ &= ﬁu\ Jelayy (Juaty! BEr L;A
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Jardl (35555
1.9.1.3 Leader Role (e 30 ) QA 40

The leader role defines the relationship between the manager and the
employee. The direct relationship with the people in the interpersonal roles
places the manager in a unique position to get information. He must
motivate and direct the activities of his subordinates towards
accomplishment of organizational objectives.
‘_g ) t.qa)_ﬁal_m]\ ARl adhgall 5 paall oy AESall ( JJ\AJ\) es\:;w)J\ 93 8y
5 R ol cag sy Glaglaall e Jpanllyg 3 s b el gl (padlll (5 gl
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1.9.2 INFORMATIONAL ROLE (e gl (e glaall)
The three informational roles listed below are primarily concerned with the
information aspects of managerial work.

5 el il slaall il san Sl (aiad JawY) 8 A gall LaaDle Y1 DN ) 5aY)

1.9.2.1 Monitor Role (aqbiall) B yall g0
In the role of a monitor, the manager receives and collects information.
The information collected, by scanning the environment, facilitates
managerial decision-making function.

;5)\3:)[\ J\)ﬁl\b\m@&@ ‘M\C_uw&u)u\@;ﬁ‘ﬁﬂ\ c_\s\).d\j

1.9.2.2 Disseminator Role Joul) g0
In the role of a disseminator, the manager transmits special information
into the organization. The top-level manager receives and transmits more
information from people outside organization than the supervisor
transmits.

& siall 8 yaall g Al Alalal) il gleall A eV O giasall o iy (JBLN )0 &
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1.9.2.3 Spokesperson Role (i ) Saadal) ga

In the role of a spokesperson, the manager disseminates the organization's
information into environment. Thus, the top-level manager is seen as an
industry expert, while the supervisor is seen as a unit or departmental
expert. The manager informs and satisfies various people w influence
organization's goals. Thus, he advises the shareholders about financial
performance and assures consumer groups that the organization is meeting
the social obligations.

Bl e L JAI alaiall Cilaglaa pi5 paal) o sl ¢ e pll Gaatdl) 5o
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1.9.3  DECISIONAL ROLE <) ) AL ddtedia ) gal
The unique access to information places the manager at the" centre of
organizational decision-making. There are four decisional roles.

Ailaie ool gl lin [oasatll 1l g Sy o8 paall g il shaall 3y il g 5
-1t s &l Al
1.9.3.1 Entrepreneur Role JSeasli Ja ) g

In the entrepreneur role, the manager initiates change. The manager seeks

and identifies opportunities to promote the needed change. He is also

involved in the development and implementation of change strategy.

il (e il e Capal y anlly a5y sl san paall o i (Je Y1 oy 5 G
ol Al i) 2ty 0 ol Ul ima g o yiSia s 5 . sllaall il

1.9.3.2 Disturbance Handler Role (oY) Jale) gllaal) g0
In the disturbance handler role, the manager deals with threats to the
organization. This role equips the manager to take corrective actions
needed to resolve important, unexpected disturbances. He must seek
solutions to various unanticipated problems like strike, accidents and so
on.

Sl ) Aa% ale 5 Aadaiall aal s ) Clangdl aa el dalady cellaall 58 4
JSLaall Jalall e Giny of ddde cimy 5 Aagall Aialiall iyl ey {Jal A glaall Ay 88
13Ka 5 ) gall el pua¥) Jio dad gia el dalis

1.9.3.3 Resource Allocator Role () sad) £ 3 9a) i ygd

In the resource allocator role, the manager chooses as to where the
organization will expend its efforts. This role deals with allocation of
scarce resources to various requests. Specific activities include developing
and monitoring budgets, forecasting future resource needs and handling
problems in acquiring them.

:\_\::LAS\:\.E_&.\\X\ MJ :\Jﬂuu\_\SL‘HJ Lﬁj)ﬁj'&)ﬂ_ﬂ\ JJ\}_AS\UA:\_.A&’HJJ‘JJ\
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1.9.3.4 Negotiator Role X I

In the negotiator role, the manager negotiates on behalf of the
organization. The top-level manager makes the decisions about the
organization as a whole, while the supervisor makes decisions about his or
her particular work unit. For example, a manager might represent the
corporation to negotiate a trade union contract, a joint venture and so on.

haay AV gl 8 pa s il e Al ) (e gldl (aglidl e b
Ualdll alae 30 g (e pady il ) 8l (o pdial) jaay Lain ¢ JSS Al a gadn &l ) 4l
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1.9.4  SUPERVISOR'S ROLE i piall g

In the role of a supervisor, the manager performs the managerial roles but
with different emphasis than higher managers. Supervisory management is
more focused and short-term in outlook. Thus, the figurehead role become
less significant and the disturbance handler and negotiator roles increase in
importance for the supervisor. Since leadership permeates all activities, the
leader role is among the most important of all roles at all levels of
management.

6 sinsall ¢} jaa (re Calite 3adty (<Y A0 Y1 ) sa¥1 el jaaall o sl ca il g b
o Uil g eolat¥) (8 Jal) s el Loadl a5 13853 3T 45 51ay) 481 adld e Y)
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Al il sl 4818 3 LIS ) 50y

1.13 BUSINESS ENVIRONMENT Jard) A

Just as human beings live in, influence and get influenced by an
environment, similarly businesses also affect and get affected by the
environment in which it operate. The environments may be classified in
four groups:

(1) Economic

(2) Social

(3) Political

(4) Legal

These are discussed below.
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1.13.1 ECONOMIC ENVIRONMENT Lalaidy) 4l

It is sometimes thought that the economic environment is of concern only
to businesses whose socially approved mission is the production and
distribution of goods and services that pet want and can pay for. But it is
also of the greatest importance to other types of organized enterprises. A
government agency takes resources usually from tax payers and provides
services desired by the public. A university takes resource input from
students and other contributors and transforms these into educational and
research services.

The factors affecting an economic environment are discussed below.

LY oo Lelaial 4 gl Leiaga s Jlas Wl s Jagi 55 dpaleai@y) Al o a8ia) Uikl
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1.13.1.1 Capital Jeall il

Almost every kind of organization needs capital—for machinery,
buildings, inventories goods, office equipments, tools of all kinds and
cash. Some of these may be produced in the organization itself. Cash
resources may also be generated within an organization to buy cap items
outside, as when business, profits are used to purchase equipment.
Organized enterprises are usually dependent for capital requirements on
various suppliers whose job is to provide materials and other items of
capital that an organization require for its operation. Thus, cap is an
important economic factor that influences the business.
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1.13.1.2 Labor Jlaxd)

Another important factor affecting the economic environment is the
availability, quality, price of labor. In some societies, untrained common
labor may be plentiful, while hip-trained labor may be in short supply.
Engineers may be scarce at one time and plentiful at another.
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1.13.1.3 Price Levels Sl Gl e

The input side of an enterprise is clearly affected by the price level
changes. If prices go rapidly, the turbulence created in the environment on
both the input and output sides severe. Inflation not only upsets businesses
but also has highly disturbing influences on every part of organization
through its effect on the costs of labor, materials, and other items.
Dl Oyt 108 el (5 s ol ity a5 )05 ds all (@DlaA) o),y S
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1.13.1.4 Government Fiscal and Tax Policies

dllal) da gSal) g Ay pall Eluliw
Another important input to enterprise is the nature of government fiscal
and tax policies. Although, these are, strictly speaking, aspects of the
political environment, their economic i1mpact on all enterprises 1is
tremendous. Government control on the availability of credit 3ugh fiscal
policy has considerable impact not only on business but also on most non-
business operations. Similarly.
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Government tax policy affects every segment of society. They taxes are
levied is also important not only to business but also to the people
generally. For example, if taxes on business or profits are too high, the
incentive to go into business or stay it tends to drop, and investors will
look elsewhere to invest their capital.
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1.13.1.5 Customers & axl)

Without the customers, the business cannot exist. But to capture
customers, a business must try find out what people want and are willing
to buy. To be sure, the expectations and demands the various public served
by organized enterprise are influenced by non-economic as well economic
factors in the environment. The principle ones are people's attitudes,
desires and expectations, many of which arise from cultural pattern in the
social environment.
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Another factor in the market is the appearance of substitute products.
(Ja) das e abndl cilatiall ) geda 5o B0l 8 AT dale
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1132 Technology Lo el
One of the most pervasive factors in the environment is technology. It is
science that provides knowledge, and it is technology that uses it. The term
technology refers to the sum total of the knowledge we have, of ways, to
do things. It includes inventions, techniques, and vast stores if organized
knowledge about everything. But its main influence is on ways of doing
things-m how we design, produce, distribute, and sell goods as well as
services.
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The impact of technology is seen in new products, new machines, new
tools, new materials, and new services. \ Few of the benefits of technology
are greater productivity, higher living standards, more leisure time, and a
greater variety of products.
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1.13.3  SOCIAL ENVIRONMENT dclaiaY) dl)

The social environment is made up of the attitudes, desires, expectations,
degrees of intelligence and education, beliefs, and customs of people in a
given group or society.
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The concept of social responsibilities requires organizations to consider
the impact of their actions on society ethical environment, which could
well be included as an element in the social environ; includes sets of
generally accepted and practiced standards of personal conduct. These
STANDERS may or may not be codified by law, but for any group to which
they are meant to apply sometimes have virtually the force of law.
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1.134 POLITICAL ENVIRONMENT diluead) Adsd)

The attitudes and actions of political and government leaders and
legislators do chance the ebb and How of social demands and beliefs. In
many communities, strong sentiments an air and water pollution control
subsided only when plants that were unable to meet new standards had to
be shut down.
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Government affects virtually every enterprise and every a-of life. It
promotes business by stimulating economic expansion and development
by providing financial assistance. Finally, government is also the biggest
customer of goods and services
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1.13.5 LEGAL ENVIRONMENT Ay gilal) Ainl)

Every manager is encircled by a web of laws, regulations, and court
decisions not only or national level but also on the state and local levels.
Some are designed to protect workers consumers, and communities.
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Others are designed to make contracts enforceable and to pr property
rights. Many are designed to regulate the behavior of managers and their
suborder in business and other enterprises.
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General Questions

1- What are the objectives of a business? What are the essentials of a good
Business?

2- Define and distinguish the terms—administration and management.?
3- What are the functions of management?

4- Explain the three basic skills required for a manager What are the levels
of management?

5- Explain the characteristics of the modern manager. What are the
different roles he is expected to play while discharging his normal
duties?

6- Discuss managerial objectives?
7- Differentiate between personal and business ethics?

8- What is the contribution of Henry Fayol to the management process?
Are his administrative principles strictly enforceable in the current
rends towards participative management style?

9- Describe in detail the systems approach to management?

10- Explain the contingency approach to management?

11- What are the elements of scientific management?

12-  What is Hawthorne effect and why is it important to managers?
13- What factors constitute the internal environment of an organization?

14- Discuss the pros and cons of businesses assuming social
responsibility?

15- What are the arguments for and against social involvement of
business?
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