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Management Essentials
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What is management?
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Is the management ART or Science?
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It doesn't matter how many resources you have.

If you don't know how to use them,
it will never be enough.
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Efficiency
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What do | need to be a professional manager?

Efficiency or Effectiveness?
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We need both of them!
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Why middle managers should Study Management?
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Resources

Resources are organizational assets

 People

o Skills
 Knowledge

* |nformation

e Raw materials
* Machinery

* Financial

e (Capital
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Organizational Performance
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Doing the right things

Doing things right
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EFFECTIVENESS

oV e lelasadl
High performance organizations

EFFICIENCY

Low efficiency/ High efficiency/
High effectiveness High effectiveness

Manager chooses the right Manager chooses the right
goals to pursue, but does a goals to pursue and makes
poor job of using resources to good use of resources to
achieve these goals. achieve these goals.
Result: A product that Result: A product that
customers want, but that is too customers want at a quality
expensive for them to buy. and price that they can afford.

Low efficiency/ High efficiency/
Low effectiveness Low effectiveness

Manager chooses wrong goals Manager chooses
to pursue and makes poor use inapppropriate goals, but
of resources. makes good use of resources

Resuit: A low-quality product to pursue these goals.
that customers do not want. Result: A high-quality product
that customers do not want.
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Functions Of Management

Controlling
Establish accurate
measuring and
monitoring systems
to evaluate how well
the organization has
achieved its goals

Llasdll

Planning
Choose appropriate
organizational
goals and courses
of action to best
achieve those goals

Leading
Motivate,
coordinate, and
energize individuals
and groups to work
together to achieve
organizational goals

Organizing
Establish task
and authority
relationships that
allow people to work
together to achieve
organization goals
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Levels of Management
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Levels of Management

Top managers Wall &laY!
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Levels of Management

First-line manager JsYl casall pio o
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Middle manager lrwgll pae o

48l 3yl g0 el Ayl Juadl slol (e J9gue 929 (oYl Casall ($pde e GLEY! e J9§une
Glaad i) dabiall sLdYl 213

o Jas] - dbgae Bohxl g

aogalsl

J-o<l
Ui

L ALY A AT Y



401 1 Fdol | rdol |

2o Ayl a3l gll (& 09 pell dunaty (SAUI (gl B gl
Relative Amount of Time That Managers Spend
on the Four Managerial Functions

Planning Organizing Leading Controlling

Top
Managers

Middle
Managers

First-Line
Managers
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Managerial Roles and Skills
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INTZBERG'S

MANAGERIAL
ROLES
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Managerial Roles

Managerial Role &)1 9l
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Interpersonal
oles

Decisional 4,5
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Decisional Roles
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Decisional Roles
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Informational Roles
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Interpersonal Roles
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Managerial Skills

MANAGEMENT
SKILLS

Interpersonal Conceptual
Skills Skills
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Managerial Skills

Conceptual Skills dcadll wlylgadl o

Human Skills 4 &l wlylgall e
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Skill Types Needed by Managerial Level

Conceptual Skills Human Skills Technical Skills

Top
Managers

Middle
Managers

First-Line
Managers
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Teamwork & Team Building
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What is a Team?
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* The Traditional Team

e Self-Directed Teams

e E-Teams

G2l gy

Types of Teams
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Performance
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Time
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e The Forming Stage JoSeadll dl> e

* The Storming Stage dasola)l dl> o

* The Norming Stage (dolaioll uelgall auog) dzrdoaidl dl>po

* The Performing Stage el dl> 0
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The First Stage of Team Development: Forming

Hallmarks of The Forming Stage JuS&adl a0 lasas
ogand 3,00l elac e GlaSiwl Ao 105 . bl (33,8 Ak lodic

When a new team forms, It tests to discover the boundaries of interpersonal
and task behavior.

elas (S 91 Doyl 3,801 slact g1 83lall o ! Jandl (30,8 sl audy cdunis 89l (§ @
Ae gazeall LSS die 83930 5B

e At the same time, the members are establishing dependency relationships
with leaders, fellow team members, or any standards that existed when the group

formed.
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Strong leadership skills are essential
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in the Forming stage
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The Second Stage of Team Development: Storming

The Hallmarks of The Storming Stage daeldl Aol 8acll coloadall
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The Third Stage of Team Development: Norming

The Hallmarks of The Norming Stage d)lae]l doyadl law
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The Fourth Stage of Team Development: Performing

Hallmarks of the Performing Stage sVl dl>0 Glouas
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The Benefits of Team Building
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The Disadvantages of Team Building
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Making the Most of Team Meetings
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Making the Most of Team Meetings

Setting the Time and the Place 08l Oloyb dalaiall olylae!
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Making the Most of Team Meetings
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Encouraging Teamwork
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Encouraging Teamwork
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Encouraging Teamwork

Some Things to Avoid  lgsiasd com (&) sbeddl (o
Lol 0555 0 e Yo Lslgae 55 OF @
o 8bT e a3 Zledl puc

B8 e adasall @

o Jas] - dbgae Bohxl g

Joc!



WIS CIN)

o Jas] - dbgaze Feaxll puaxr

asolalsl

U_ se £
U Joo B
ML AN A ACACE MY



401 1 Fdol | rdol |

481,491 ©hlgal
Supervising Others
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Supervising Others
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Supervising Others
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Setting Expectations
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Defining the Requirements
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Setting Verbal Expectations
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Setting Verbal Expectations
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Putting Expectations in Writing

EMPLOYEE MAME:

EXPECTATION STATEMEMT:

DATE:

WHAT ARE THE KEY PARTS TO THE TASK Y

WHAT STEPS WILL BE INWVOLVED ¥

WHAT SHOULD THE END RESULT LOOK LIKE?

WWHOWILL THE EMPLOYEE MEED TO TALK TO?

WHEMN SHOULD THE EMPLOYEE REPORT BACK?
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Setting Goals
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Setting Goals
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Setting Goals

T pass ol sgt o ol 3 ot e F s palll ol ams G

ol o dd9gaunll Jomt) pgeaisl ggar ) polseadl u)S5
lede 8l oS Y (&l o dadgiall e Sl e Jladl jas

aogalsl

y-o-<l

L ALY A AT Y



401 1 Fdol | rdol |

Byl plaseiel ugll 48 LoSMART
The SMART Way
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Helping Others Set Goals
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Helping subordinates Set Goals

MAME:

DATE:

CIRCLE THE AREA OF THEGOAL. DEPARTMENTAL ORGANIZATIONAL PERSOMAL
GOALH#1:

SPECIFIC? RELEVANT? PERSOMAL?
MEASURABLE? TIMED ? POSSIBLE?
ACHIEVABLE? POSITIVE?

MEXT STEP START DATE DUE DATE
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Assigning Work
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Assigning Work
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The Dictatorial Approach
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The Collaborative Approach
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Degrees of Delegation

gl e Oghin 0g3ls (3T pleall slac] IS o Al i ikl (yo il paiiy o
gy el J e zliss Y (2l plgall Gansis IS e Tlumio ) ALy 1 o
A a9 I3 aylanll odg) B o)l L343 il

Delegation s Y gl e S pasaill 0580 Of o Y 3 (e L8l o

aogalsl

J-o-<l

o Jos] - dbgaze Bohxl par W B

401 1 Fdol | rdol |



401 1 Fdol | rdol |

Jo I BN 191 (S gunall

Level One: Complete Supervision

Lo Dby de wd cabbgallg 8 das dagall 0455 QTJ&QNB@L@A\M\Q_{@ .

aga 23536 51 Ao ol Aunlas 0T ) ngell o

o Jas] - dbgae Bohxl g

Joc!



401 1 Fdol | rdol |

sl BLaY) ) S el
Level Two: Partial Supervision
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Deciding to Delegate
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To Whom Should You Delegate?
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Providing Instructions
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Monitoring the Results (1)
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Monitoring the Results (2)
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Troubleshooting Delegation
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Providing Feedback
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Characteristics of Good Feedback

Specific

Timely

Expressed Directly
Behavior-Focused
Actionable

Helpful
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Informal Feedback
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Informal Feedback
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Formal Feedback
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Managing Your Time effectively
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Managing Your Time effectively
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The 80/20 Rule
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The Urgent / Important Matrix (1)
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The Urgent / Important Matrix (2)

" Not Urgent and 3
Not Important

& Trivia

' Urgent, But Not
Important

* Maintenance
= Routine tasks
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Resolving Conflict
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Using a Conflict Resolution Process

-‘
* Onthe Table
* |dentify positions, perceptions, interests, needs, concerns, goals, motivations...
o
-‘
* Put the Problem into Focus
* What is the problem? What is not the problem?
* Make sure you identify the real root cause. Problems are often not what they seem!
v
-‘
* Explore Your Options
* Brainstorm solutions. The objective here is quantitty, not quality.
* Once you have some solutions, evaluate and come up with a short list.
.

* Negotiate a Solution
* Always aim for win-win.
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Seeking Help from Within the Team
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A Survival Guide for the New Manager
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Who?
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Ask the Right Questions of the Right People
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What? When?
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Go to Gemba
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Keep Learning
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Leadership & Influence
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The Evolution of Leadership
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Defining Leadership
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Honest
Competent
Forward-looking
Inspiring
Intelligent
Fair-minded
Broad-minded
Courageous
Straightforward

Imaginative
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Characteristics of a Leader
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Learn and Lead
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Leadership Principles
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Situational Leadership

a8 9ol oLl dalized]) &\5335\ Uixdlidew s3]l 1A 3

e Telling
e Selling
* Participating

* Delegating
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Situational Leadership: Participating
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Situational Leadership: Delegating
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Inspiring a Shared Vision
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Enabling Others to Act
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Encouraging Growth in Others
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Creating Mutual Respect
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Building Trust
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