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Introduction to Management

Management is a dynamic field vital for organizational success.
"Management is an art of knowing what is to be done and seeing

done in the best possible manner" EW. Taylor (father of

management)
"Management is to forecast, to plan, to organize, to comr

coordinate and control activities of others." Henri Fayol (father o

management)



erstanding the Concept of Management

agement, a multifaceted concept, is often defined in various ways. It can be seen as a
2matic process, a distinct discipline, a collective group of managers, or even as an art and
1ce of leadership and decision-making.

nagement as a Process Management as a Discipline

olves a series of functions like planning, Refers to a systematic body of knowledge,
janizing, staffing, directing, coordinating, principles, and practices studied and applic
1 controlling resources to achieve desired in educational institutions, drawing from
ectives efficiently. various fields.

nagement as a Group of Managers Art and Science

notes the collective body of individuals Management is both an art, requiring

o perform managerial functions within an practical skill and creativity, and a science,
jJanization to accomplish predetermined based on systematic principles and univer:
als. concepts.



> Objectives of Management

primary objectives of management ensure the smooth and profitable operation of an enterprise while balanc
)us stakeholder interests.

N

roper Utilization of Resources Improving Performance

fficiently using men, materials, machines, and Enhancing the output of all production factors by

10ney to maximize profits and satisfy fostering a conducive environment where workers

takeholders, including proprietors, employees, and can maximize their contributions.

ustamers J

' )

lobilizing Best Talent Planning for Future

ttracting and retaining skilled professionals Developing future-oriented strategies and plans tc

wrough competitive pay, amenities, and growth ensure continued growth and success, recognizin

pportunities to boost efficiency. that present planning dictates future performance
J




SIGNIFICANCE OF MANAGEMENT

. Encourages Initiative

. Encourages Innovation

. Facilitates growth and expansion

. Improves life of workers

. Improves corporate image

. Motivates employees

. Optimum use of resources

. Reduces wastage

1
2
3
4
5
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. Increases efficiency

. Improves relations

. Reduces absenteeism and labor turnover

. Encourages Team Work

. Reduces Costs

. Establishes Sound Organization

. Establishes Equilibrium

. Essentials for Prosperity of Society




Levels of Management




2ls of Management in an Organization

anizations typically operate with three distinct levels of management, each with specific roles and

onsibilities.

-Level Management

sists of the board of directors,

f executives, and managing
tors. They focus on setting
ctives, broad policies, strategic
s, and coordinating overall
ities. They are responsible for
nterprise's performance to
eholders.

Middle-Level Management

Comprises branch and
departmental managers. They
execute top management plans,
create sub-unit plans, participate in
staffing lower levels, interpret
policies, and coordinate
departmental activities. They also
evaluate junior managers'
performance.

Lower-Level Management

Also known as supervisory or
operative level, including
supervisors and foremen. They
assign jobs, guide workers, en:
quality and quantity of producti
maintain relations, and address
worker grievances. They are
crucial for daily operations and
worker motivation.



.evel Management
activities include —

ssues necessary instructions for preparation of department

dgets, procedures, schedules etc.
yrepares strategic plans & policies for the enterprise.

appoints the executive for middle level 1.e. departmental

nagers.

controls & coordinates the activities of all the

vartments.

i1s also responsible for maintaining a contact with the

tside world.

yrovides guidance and direction.

Middle-Level Management

They execute the plans of the organization in ac

with the policies and directives of the top management.

They make plans for the sub-units of the organizatior

They participate in employment & training of lo

management.

They interpret and explain policies from t

management to lower level.

They are responsible for coordinating the activities

division or department.

It also sends important reports and other important d

level management.
They evaluate performance of junior managers.

They are also responsible for inspiring lower level

towards better performance.




Lower-Level Management
Their activities include —
Assigning of jobs and tasks to various workers.
They guide and instruct workers for day to day activities.
They are responsible for the quality as well as quantity of production.
They are also entrusted with the responsibility of maintaining good relation in the organization.

They communicate workers problems, suggestions, and recommendatory appeals etc. to the higher level and hig

level goals and objectives to the workers.

They help to solve the grievances of the workers.

They supervise & guide the sub-ordinates.

They are responsible for providing training to the workers.

They arrange necessary materials, machines, tools etc. for getting the things done.
They prepare periodical reports about the performance of the workers.

They ensure discipline in the enterprise.

They motivate workers.



Functions of Management
rding to Henry Fayol, “To manage is to forecast and plan, to organize, to command, & to control”.

reas Luther Gullick has given a keyword "POSDCORB’ where P stands for Planning, O for Organi:
Staffing, D for Directing, Co for Co-ordination, R for reporting & B for Budgeting.

the most widely accepted are functions of management given by KOONTZ and O’DONNI
. Organizing, Staffing, Directing and Controlling.

Planning

Controlling Organizing

Staffing

Directing




ning

eals with chalking out a future course of action & deciding in advance the most appropriate cot
ons for achievement of pre-determined goals.

ording to KOONTZ, “Planning is deciding in advance - what to do, when to do & how to do. It bridg
from where we are & where we want to be”.

an is a future course of actions. It is an exercise in problem solving & decision making.

anizing
, the process of bringing together physical, financial and human resources and developing prod
tionship amongst them for achievement of organizational goals.

zing as a process involves:

ntification of activities.

ssification of grouping of activities.

ignment of duties.

egation of authority and creation of responsibility.
rdinating authority and responsibility relationships.




TAFFING

It is the function of manning the organization structure and keeping it manned.

Staffing has assumed greater importance in the recent years due to advancement of technology, in

1ze of business, complexity of human behavior etc.

The main purpose o staffing is to put right man on right job 1.e. square pegs in square holes and

s in round holes. Staffing involves:

Mlanpower Planning (estimating man power in terms of searching, choose the person and giving th

lace).
Recruitment, Selection & Placement.

[raining & Development.

Remuneration.

Performance Appraisal.

Promotions & Transfer.




[RECTING

tion is that inert-personnel aspect of management which deals directly with influencing, g
rvising, motivating sub-ordinate for the achievement of organizational goals.

tion has following elements:

Ipervision

otivation

adership

ymmunication

JNTROLLING

rding to Koontz & O’Donell “Controlling is the measurement & correction of performance activ
rdinates in order to make sure that the enterprise objectives and plans desired to obtain by t
o accomplished”.

Ill

efore controlling has following steps:

tablishment of standard performance.

easurement of actual performance.

ymparison of actual performance with the standards and finding out deviation if any.
rrective action.




agement: Art, Science, and Profession

agement embodies characteristics of both art and science, and is evolving into a recognized professior

agement as an Art Management as a Science

agement is an art because it requires practical Management is a science due to its systematic
cation of knowledge, personal skills, and principles, generalizations, and concepts. These
tivity. Managers apply theoretical principles with formulated based on observation, research, and
unique style, improving through continuous experimentation, demonstrating cause-and-effec
tice and aiming for concrete, goal-oriented relationships. Its principles are codified and

Its. universally applicable across various organizatiot

1 the area of management, science and art are two sides of the same coin."

- Robert H. Hilkert




\NAGEMENT AS AN ART

Art implies application of knowledge & skill to get desired results. Art has the following characters -

Practical Knowledge
Personal Skill
Creativity
Perfection through practice
Goal-Oriented
Management can be an art in the sense that it also has the following characteristics:

Just like other arts it has to be practiced and performed. The knowledge should be learned and practiced, just as me

legal practitioners practice their respective sciences.

The manager gains experience by continual application of management knowledge and facing new experiences. This

develop more skills and abilities for translating knowledge into practice.
Application calls for innovativeness and creativity.

The fourth reason is that in many situations, theoretical knowledge of management may not be adequate for sol

problem. It may be because of complexity or unique nature of the problem.



ment as a Science

agement as a science has the following characteristics:

ce principles, generalizations and concepts are systematic. In this case the manager can mana

lon or organization in a systematic and scientific manner.

nciples, generalizations and concepts are formulated on the basis of observation, research, analys

Imentation, as is the case with the principles of other sciences.

other sciences, management principles are also based on relationship of cause and effect. It stat
cause under similar circumstance will produce same effect. Suppose if workers are paid more (cau:

ce more (effect).
gement principles are codified and systematic

gement principles are universally applicable to all types of organizations.




agement as a Profession

. profession may be defined as an occupation that requires specialized knowledge and inte:

emic preparations to which entry is regulated by a representative body. The essentials of a profe

)ecialized Knowledge

yrmal Education & Training
icial Obligations

pde of Conduct

epresentative Association




HENRY FAYOLS 14 PRINCIPLES OF MANAGEMENT

1. Division of Work

Z Autherlly and Respensibllity 8 The Degree of Centralization

3. Discipline & Sealar Chaln

4. Unity of Command 10, Order

&, Undty of Direction 11. Equity
12 Stability of Tenire of

&, Subordination of Individual 3 :
Fersonnel

[mterest to Mutual Interest

13 Initiative
7, Eemuneration 14, Esprit de Corps

14 Principles of Management




SCIENTIFIC MANAGEMENT (Contribution of F.W. Taylor)

derick Winslow Taylor was first person who gave Scientific Management in 1911. He also calle

f scientific management.
entific Management was concerned to improving the operational efficiency at the shop-floor level.

cording to F.W.Taylor, “scientific management means knowing exactly what you want men to d

that they do it in the best and cheapest way.”

Taylor called it as “Mental Revolution”, because it creates the mutual understanding, trus
nce between the management and workers for achieving goal (higher production).




es of Scientific Management

tific utilization of various resources like human

aterial etc.

vide trained and efficient work force.

vide standardize methods of work.

ovide a scientific base for selecting material, and

nt.

rovide extra wages to the worker for higher

on.
*e old rule of thumbs to new scientific methods.

velop a good rapport between management and

hieve higher production, with reduce costs and

n efficiency.

astage

Contributions of F.W.Tavlor

* Replacing the rule of thumb with science
* Harmony in group activities

* Cooperation

* Development of employees

* Division of responsibility

* Maximum output




ELEMENTS OF SCIENTIFIC MANAGEMENT

. Scientific Task and Rate-Setting (work study):
Methods Study

Motion Study

Time Study (work measurement)

Fatigue study

. Scientific Selection and Training
. Cooperation between Management and Workers

. Standardization:

Standardization of Tools and Equipment
Standardization of Methods
Standardization of Working Conditions




TAGES OF SCIENTIFIC MANAGEMENT :-

To Emplovers

tter utilization of resources through scientific techniques

entific selection and training of employees leads to better

ce which ensures increase in efficiency

rmonious relationship between the workers and the

nent

ndardization of tools, materials, techniques, equipment's

asing efficiency

To Workers

portunity for scientific training and development to

skills knowledge and competency
ter working conditions
duce fatigue

sher wages to the workers for higher productivity

To Society

a. People get better quality products at lower cost

b. Increase productivity in the country by utilizing

resources properly

c. Improve standard of living of people thro

products
d. Scientific investigation promotes technological

development




itations of scientific management: —

It 1s based upon one best way and is applicable for simple organizations than that for today’s dyn

>omplex organization

It focuses on individual performance than group efforts and divides the workers into efficient

icient categories

It is focused on specialization and repetition of jobs to increase the productivity which rec

vation and creativity and promotes monotony

It neglects human factor because it motivates workers to work for monetary benefits rather

an resource development and resources

There is no scope for creativity of employees because they are developed by manager which pron

ration.




Corporate Social Responsibility of Business

inesses have a vital social responsibility, balancing profit-making with activities that benefi

ety and the environment.

Shareholders

Ensuring fair returns and
fostering trust for continued
iInvestment.

Environment

nimizing negative impact
and adhering to
wironmental regulations.

Local Community

Ipporting local development
)ugh hospitals, schools, and
employment centers.

E40

Personnel

Providing fair remuneration,
good working conditions, ar
growth opportunities.

Consumers

Offering quality products
fair prices, ensuring
satisfaction and loyalty.

Government

Complying with laws, paying
taxes, and obtaining necess
licenses.



UNIT — I
FUNCTIONS OF NS
MANAGEMENT P




anning: Charting the Course for Success

1ing is a forward-looking, systematic activity that defines future courses of action, outlining when, how, and by whom specifi
will be performed to achieve organizational objectives.

T 71 | e . Dy s ———— 2 | )

ain Focus on Objectives Basic (Key) Function Universal (Pervasive)
anning sets specific, measurable, As the starting point of the Managers at all levels—upper,
hievable, relevant, and time-bound management process, planning lays middle, and lower—engage in
MART) objectives, detailing how the groundwork for all other planning, though the scope and
vad organizational goals will be functions, enhancing overall nature of this activity vary by

ained. organizational efficiency. managerial tier.




1e Mental Exercise and Flexibility of Planning

1ing is an intricate mental exercise demanding intellectual rigor, foresight, and flexibility to navigate modern business

lexities and capitalize on opportunities.

ental Exercise Flexibility Choice & Efficiency

quires extensive intellectual Must be adaptable to rapid Involves choosing the best alternati
ught, foresight, and sound technological advancements, market among many, promoting efficient
ilgment from management, shifts, and evolving government resource utilization to achieve
olving brainstorming and strategic policies, enabling managers to meet objectives at minimal cost.

nking. new challenges.




ining Process: A Seven-Step Framework

ning process is a systematic journey from defining aspirations to ensuring successful execution, crucial for achieving organizational go:

g Objectives
ng what the organization aims to achieve, such as a mobile phone company targeting 200,000 unit sales next year.

/eloping Planning Premises
tifying future external events or assumptions, like favorable government policies supporting digitization, that influence plan formulation

lentifying Alternative Courses of Action
instorming all possible ways to achieve objectives, such as reducing prices, increasing advertising or enhancing after-sales service for

Evaluating Alternatives
Assessing the pros and cons of each alternative based on cost, risk, and returns, within capital availability and planning premises.

electing Best Alternative
hoosing the most profitable plan with minimal negative effects, often relying on managerial experience and judgment.

lementing the Plan
nslating plans into action by communicating to employees, allocating resources, and organizing labor and machinery.

~v-Up Action
wuously monitoring the plan, gathering feedback, and comparing results to set standards to ensure objectives are achieved effectively.

Mac




Decision-Making in Management

)n-making is a critical managerial function involving the evaluation of multiple options and the selection of the most suita
to achieve organizational goals.

choice between two or more options. This involves eve
the pros and cons of various choices and choosing tt

‘ Decision making in management is the process of m:
option to achieve a desired outcome.

For instance, a manager might decide to invest in a new
marketing campaign, carefully analyzing potential costs,
benefits, and risks to align with the company's growth
objectives.




Group Decision-Making Techniques

tive group decision-making leverages diverse perspectives through structured techniques to arrive at optimal solutions.

nstorming

laborative group discussion

lique focused on generating a high
ne of ideas to solve problems,

ring collective solutions.

O
(M

Nominal Group Technique

Teams generate ideas in smaller groups,
write down options, discuss, narrow
choices, and vote to select the best group

decision.

v
=

Multi-Voting

Individuals vote for shortlisted options
rounds, progressively reducing the lis
until a clear winning option emerges,

for large groups.




Group Decision-Making Techniques

nced techniques facilitate unbiased idea generation and efficient decision-making, particularly when team dynamics or virtu

poration are involved.

o
A

2lphi Method

am members anonymously submit ideas, which a
ilitator circulates for modification until a consensus is
iched, ensuring impartiality.

0

Electronic Meeting

Decision-making occurs virtually using technology (e.g.,
video calls), enabling discussions and client choices
regardless of geographical location.

sing the right technique depends on time, resources, and team profiles, ensuring effective participation and optimal outcom

lex management scenarios.




hat is Organizing?

rganizing refers to the way in which the work of a group of people is arranged and distributed among group members to act

dommon objectives.

Elements:

etermining activities
reating departments and positions

stablishing relationships




1e Organizing Process: A Step-by-Step Approach

|ldentify Major Functions

termine Activities o . . .
Group activities into core functions like production, sales,

ntify all tasks required to achieve organizational objectives, finance, and personnel. Create departments for large
ether manufacturing, trading, or service-related. workloads.

Establish Relationships
bdivide & Group Work

Define clear lines of responsibility, authority, and accountabil
ak down functions into smaller, manageable units based on to avoid conflict and ensure smooth operations.

ilarity. This increases efficiency and facilitates task

ignment.




nderstanding Organizational Structure

nizational structure defines how job tasks are formally divided, grouped, and coordinated.

“hoice of structure impacts efficiency, communication, and a company's adaptability to change.




pes of Traditional Organizational Structures

zational structures can broadly be categorized by how power and communication flow.

_ine Structure
1ority flows directly downwards,

ountability upwards. Each

1\ager has control over their

artment.

10.3 : Line Organisational Structure

CEO

Manager
(Production)

ey

Manager
{Marketing)

—

Line and Staff Structure

Integrates specialized advisory (staff)

functions, like HR or legal, with the

direct line authority.

nan Fareman Sales Officer Sales Officer
ation) (Assembly) (A) B)
ers Workers | Salespersons | Salespersons

Functional Structure

Divides the organization based or
functions (e.g., marketing, finance

enhance efficiencies within group:

Project

/ Coordina

ﬂ

Functional

Function
lManage

Marketing Manager
" -Li
}cé:rkem;]g i Production
search | _ — Development
Manager i s B Manager
] ~ > Sales -
Market g -~ |Tmanager <
Planning | & A
Manager \N 3
N
: 3 Promotional
Assistant Sales Managert— Manager

Fig. 6.15. Line & staff relationship.

Manager
| Cisff —  Staff —  Staff
| Ctaff = —  Staff
i el Staff - Saff




dvanced Organizational Structures

Divisional Structure O Committee Organization

[

Associations of people formed

Divides the organization into

autonomous units, each with its

to solve common problems,
own resources, based on

products, services, or implementing collective

geography decisions.
m / COMMITTEE ORGANISATION

.| STRUCTURE
T ] \\ Finance Board of Executive
Division Product | Committee "| Directors "1 Committee

L
- R&D ~| RED Purchase General Promotion
= Committee | | Manager Committee
| Marketing | Marketing | - —

: Materials Production
= Finance —{ Finance Manager Manager

l Committee Organization ‘

ProjectA
Manager

ProjectB
Manager

Project C
Manager

Matrix Structure
Employees report to both a
functional manager and a
project/product manager,
creating a grid-like reporting
relationship.

General Manager

|

| | 1 |
Production Finance Marketing R&
Manger Manger Manager Mana
Production Finance Marketing Perso
Group Group Group 6ro
Production Finance Marketing Perso
Group Group Group Gro
Production Finance Marketing Perso
Group Group Group Gro




S>pan of Control: Shaping Organizational Structur

| of control refers to the number of employees reporting directly to a single manager. It profoundly influences an organizatior
Jn and operational costs.

ow Span of Control Broad Span of Control

» Overloaded supervisors, potential loss of control
se supervision, directed control  Lower management overhead, better profit margins
ny management levels, high overhead « Encourages empowerment through delegation
s subordinate independence * Improved communication with top management

or top-down communication

Span of control, direct reports, peers and manager’s team

PEERS

PEERS




Line and Staff Organization

Marketing Manager
A "staff function" provides specialized advisory and support services to the

F‘ Line - organization, complementing the direct operational "line" functions.
Tketng Production
searh £ [ _ 4 Development
Anager o o . Manager
— i > aies <"" Common staff functions include human resources, accounting, public
arket E]#.-" TR relations, and legal departments. These roles ensure the smooth and
Anng | \ & efficient operation of the core business.
nager \ §
o Line \i

. x Promational
Ausitant Sales Manager— =) Manager

Fig 6.6, Lin & saf relationship,




tages of Line and Staff Organisation

e . , Disadvantages of Line and Staff Organisation
cialisation: The staff officers concentrate mainly on the

o function and the line officers on the "doing" function. 1. Confusion

vibility: Staff can be added to the line and new activities may 2. Advices Ignored: As the staif officers lack auth

duced without disturbing the line procedure their recommendations into practice, their advi

) ignored by the line executives.
ert Advice

. 3. Encourages Carelessness: As the staff offi
nd Decisions
concerned with the execution of the plan, he may not

ief to Line Executives: The Staff officers look after the , , _
precautions and care before he advises the line officer.

analysis of each important managerial activity which is a big
: 4. Expensive
the line officers.

. 5. Conflict between Line and Staff
ortunities for Advancement.



entralization: Concentrated Authority

ofinition
stematic reservation of decision-
aking authority at central points

thin the organization, often at the

) level.

/antages

1. Specialization management

2. Complexity management
3. Significant decision making
4. Environmental stability

5. Improved capacity at lower levels

Implication

Top management reserves key
decision-making power, while middle
and lower levels focus on
implementation under strict

directives.




sadvantages of Centralization

Poor Environmental Adaptation

Inability to quickly respond to dynamic, complex, and uncertain external environments, hindering agility.

Ineffective Diversification Management

Unsuitable for highly diversified and geographically dispersed organizations, limiting growth and localized decision-making.

Burden on Top Management

Centralizing routine, programmed decisions overloads top executives, diverting focus from strategic initiatives.

Impeded Management Development

Blocks skill and talent utilization of subordinates due to lack of participation in decision-making, hindering growth.

Delayed Decisions

Creates hierarchical bottlenecks, leading to slow information flow and delayed critical operational decisions.




DECENTRALIZATION

centralization is a systematic delegation of authority at all levels of management and 1in all of the organization.

re authority is retained by the top management for taking major decisions and rest of the authority may be delegated to the middle

1 lower level of management.

ages of Decentralization Disadvantages of Decentralization
ker and better decisions 1. Problem of coordination and control
rsification 2. High cost

petitive organizational climate 3. Unsuitable for specialized services
agement development 4. Lack of managerial capacity

ronmental adaptation
eves burden of top management

1er motivation and morale



olegation of Authority: Empowering Subordinates

gation involves sharing authority and power with subordinates to distribute workload and enhance organizational effectivene

ithority

e right to use resources, make

cisions, and give orders to achieve

jectives, flowing from top to bottom.

Responsibility

The duty to complete assigned tasks,
flowing from bottom to top; requires
adequate authority for effective

execution.

Accountability

Being answerable for results,
especially for any deviations from
expectations; cannot be delegated ar
rests with the delegator.




in Delegation of authority is the base of superior-subordinate relationship, it involves following s

signment of Duties - The delegator first tries to define the task and duties to the subordinate. He

define the result expected from the subordinates.

-anting of authority - Subdivision of authority takes place when a superior divides and shares his ¢

th the subordinate.

eating Responsibility and Accountability - Responsibility 1s said to be the obligation of an indi

Ty out his duties in best of his ability as per the directions of superior.

untability, on the others hand, is the obligation of the individual to carry out his duties as per the s

-formance.

untability arises out of responsibility and responsibility arises out of authority.



Principles of Effective Delegation

arity of Authority and Responsibility: Authority granted must match the assigned task.
\bsoluteness of Responsibility: The delegator remains ultimately responsible.

Jnity of Command: Subordinates report to and receive tasks from one superior.
'unctional Definition: Clearly define duties, tasks, and the scope of authority.

ycalar Chain: Authority flows clearly from top to bottom, defining superior-subordinate rela




Staffing: Building the Right Team

ng is the management function focused on acquiring, deploying, and retaining a workforce of appro
ity and quality to enhance organizational effectiveness.

sures the right people are in the right roles.

Objectives of Staffing

e Increase Job Satisfaction

Competitive Advantages

e Recruitment and Selection
\ctivities . o
e Achievement of Goals & Objectives

orkforce planning and identification of job requirements.
cruitment and selection of qualified personnel.

e Talent Acquisition

signing compensation and incentive structures. e Identify HR requirement
plementing training and career development programs. e Managing Employee Retention

anaging employee relations, grievances, and welfare. o
e Training and Development




FECTING is said to be a process in which the managers instruct, guide and oversee the performan

rorkers to achieve predetermined goals.

ting is said to be the heart of management process. Planning, organizing, staffing have gc

rtance if direction function does not take place

racteristics: Benefits

Pervasive Function 1. It Initiates Actions

Continuous Activity 2. It Ingrates Efforts

Juman Factor 3. Means of Motivation

Creative Activity 4. It Provides Stability

Txecutive Function 5. Coping up with the changes

Delegate Function 6. Efficient Utilization of Resources



Controlling: Ensuring Performance

ng involves checking errors and taking corrective action to minimize deviations from standards and achieve organiz:

ectively.

Supervision Financial Statements

bservation by supervisors provides immediate feedback Analysis of profitability, liquidity, and solvency through P&
blem-solving. Balance Sheets.

t Control Return on Investment (ROI)

natic control of income, expenditure, production, and Evaluates the financial performance by measuring profit ¢
| against set budgets. from investments.

yjement by Objectives (MBO) Management Audit

set objectives, periodic evaluations, and rewards for Comprehensive evaluation of the entire management pro
ving individual performance goals. expert teams.

& CPM Self-Control

t management techniques for minimizing time and cost Individuals set targets, evaluate their own performance, a

tifying critical activities. corrective measures.




Coordination: The Unifying Force

:ation is the unification and synchronization of group efforts to achieve common goals.
all other management functions, ensuring unity of action across diverse departments and levels.

Coordination
s all departments (HR, Production, Marketing, Sales, Finance, R&D) work cohesively.

efforts across hierarchical levels: top, middle, and lowest management.

izes resource utilization and avoids duplication of effort.

tial for organizational survival, growth, and achieving strategic objectives efficiently.

10 Importance of Coordination
Function of Management




Unit 3
ORGANISATIONAL BEHAVIOUR



MEANING OF ORGANISATIONAL BEHAVIOUR
ling to Keith Davis “organizational behaviour is the study and application of knowledge a

how people act within organizations.

lies to behaviour of people in all type of organization such as business, government, scho

There are many definitions about organisational behaviour;
(1) organisational behaviour is the study of human behaviour,
(2) study about behaviour in organisations and

owledge about human behaviour would be useful in improving an organisation’s effectiver

e study of what an individual thinks, feels or does in and around an organisation, both indi

and in group.



NATURE OF ORGANIZATIONAL BEHAVIOUR

Organizational behaviour has emerged as a separate field c

study. The nature it has acquired is identified as follows :
1. A Separate Field of Study and not a Discipline Only
2. An Interdisciplinary Approach
3. An Applied Science
4. A Normative Science
5. A Humanistic and Optimistic Approach

6. A Total System Approach



SCOPE OF ORGANIZATIONAL BEHAVIOUR

ree internal organizational elements viz., people, technology and structure and th
element, i.e., external social systems may be taken as the scope of O.B.
ple
Icture
nology
al System
the study of human behaviour at work in organizations.
Jingly, the scope of O.B. includes the study of individuals, grouy

zation/structure.



EPTION
ption (from the Latin perceptio) is the identification, organization, and interpret
nsory information in order to understand the information, or the environment.

our sensory experience of the world around us and involves both the recognitic
onmental stimuli and action in response to these stimuli.

mber of factors operate to shape and sometimes distort perception.
he perceiver

the Object or target being perceived or
the context of the situation in which the perception is made.



racteristics of the Perceiver:

| characteristics of the perceiver can affect perception.

an individual looks at a target and attempts to interpret what he or she stands fol
retation is heavily influenced by personal characteristics of the individual perceive

ajor characteristics of the perceiver influencing perception are:
Attitudes

) Moods

) Motives

) Self — Concept

) Interest

Cognitive structure



cteristics of the Target :

acteristics in the target that is being observed can affect what is perceived.

ical appearance plays a big role in our perception of others.

'mely attractive or unattractive individuals are more likely to be noticed in a group than ordinary
iduals.

ons, sound, size and other attributes of a target shape the way we see it.

al & non-verbal Communication from targets also affects our perception of them.

verceiver deciphers eye contact, facial expressions, body movements, and posture all in a attempt

pression of the target.

cteristics of the Situation:

situation in which the interaction between the perceiver and the target takes place, has an influ
)erceiver's impression of the target.
strength of the situational cues also affects social perception. Some situations provide strong cu

opriate behaviour.



LEARNING
irning can be defined as the permanent change in behaviour due to direct
irect experience. It means change in behaviour, attitude due to education 3

ining, practice and experience. It is completed by acquisition of knowledge and sk
ich are relatively permanent.

EORIES OF LEARNING

Classical Conditioning
Operant conditioning
Social Learning



al conditioning: It explains how learning occurs through experience.

sical conditioning is a learning process in which a neutral stimulus becomes associated with a me
wilus, causing a similar response.

 Pavlov, the Russian psychologist, who won the Nobel Prize for his experiments on this subject.
ov conducted an experiment on dogs and tried to establish a Stimulus-Response (S-R) connectior
ried to relate the dog’s salivation and the ringing of the bell.

is experiments, he put some meat in front of dogs.

1. BEFORE CONDITIONING

UNCONDITIONED UNCONDITIONED
STiMULLS - RESPONSE
(MEAT) (SALIVATION)
CONDITIONED NO RESPONSE
STIMULUS
(BELL)

2. DURING CONDITIONING

CLASSICAL CONDITIONING

UNCONDITIONED
STIMULUS
(MEAT) UNCONDITIONED
RESPONSE
CONDITIONED {SALIVATION)
STIMULUS
(BELL)
3. AFTER CONDITIONING
CONDITIONED CONDITIONED
STIMULUS > RESPONSE
(BELL) {SALIVATION)




Stimulus — An eventobject or situation
Response — Behavior or Reaction

Applications:
Used in Training, Education and behaviour mc




Operant conditioning

erant is defined as behaviour that produces effect or consequences.
erant conditioning is based on the work of B.F. Skinner
s a learning process in which behavior is shaped and maintained by its consequ

that is, people and animals learn to repeat behaviors that lead to rewards and
haviors that lead to punishment.

argues that behaviour is a function of its consequences. Behaviour is likely |
bveated if the consequences are favourable - Reinforcement

haviour is not likely to be repeated if the consequences are unfavorable - Punishn

havior - Consequence - Future Behavior
If a behavior is followed by a reward, it’s strengthened.
If a behavior is followed by a punishment, it's weakened.

erant conditioning = Learning by consequences (reward or punishment)



concepts

1forcement: A consequence that strengthens a behavior, making it more
cur again.

dositive Reinforcement: Adding a desirable stimulus to increase a bel
.g., giving a bonus for meeting targets).

Negative Reinforcement: Removing an undesirable stimulus to incre:
ehavior (e.g., Employee works efficiently to avoid criticism from the boss).
iIshment: A consequence that weakens a behavior, making it less likely to
).

Positive Punishment: Adding an unpleasant stimulus to decreas
npleasant behavior (e.g., giving a warning for being late).

Negative Punishment: Removing a desirable stimulus to decreas
npleasant behavior (e.g., taking away incentives for misbehaving).



Positive Negative

Reinforcement Reinforcement
=
Adding a pleasant il Removing an
stimulus unpleasant stimulus
increases desired encourages desired
behavior. J behavior. k

Operant
Conditioning

7

Negative Punishment Positive Punishment
] Removing a Adding an
pleasant stimulus unpleasant
discourages stimulus decreases
undesired behavior. undesired behavior.




SOCIAL LEARNING

Learning Theory explains how people learn behaviors by observing others, rather than only
experience.

vs that learning can occur indirectly—by watching what happens to other people.
Bandura (1925-2021) — a Canadian-American psychologist.

of what we have learned comes from observing models-parents, teachers, peers, superiors, film st
ew that we can learn through both observation and direct experience has called social learning th

tant Concepts

ing: Learning by observing and imitating others (models).

yus Reinforcement: Learning by seeing others being rewarded or punished for their behavior.
vation: Watching behaviors of others in real life or media and learning from them.

rocesses have been found to determine the influence that a model will have on an individual.
ention Process: Paying attention to the model’s behavior

ention Processes: Remembering what was observed

tor Reproduction Processes: Trying to imitate the behavior

nforcement Processes: Having a reason to perform it (expecting reward)



PERSONALITY

ality refers to the unique set of characteristics, traits, and behaviors that determine how an individual
ons and interacts with others in the workplace. (Fred Luthans).
le terms, personality is what makes a person think, feel, and behave in a consistent way.

n P. Robbins, personality is the sum total ways in which an individual reacts and interacts with others.
ninants

redity

vironment: It comprises of culture, family, social and situational factors.

ture

nily: Families influence the behaviour of a person especially in the early stages.

ture of such influence will depend upon the following factors:

(i) Socio-economic level of the family

(ii) Family size

(iii) Birth order

(iv) Race

(v) Religion

(vi) Parent's educational level and Geographic location.

ial
1ational



ries of Personality

gmund Freud’s Psychoanalytic Theory

nd Freud, known as the father of psychoanalysis, developed the Psychoanalytic Theory to ¢
1 behavior, personality, and mental processes. His theory emphasizes the influence of the uncon

childhood experiences, and instinctual drives on human actions.
re of Personality:
livided personality into three parts: - Id, Ego, and Superego.

ent from birth & Operates on the pleasure principle — seeks immediate gratification of desires.
Example — A hungry baby cries till he/she is fed.

evelops around age 2-3.It is derived from Id and assists in dealing with the external world. It alsc
slating the inner needs into expressions. It deals with Reality principle.

Example — We have a fight with our friend and expect the friend to talk first, even though botl
o talk.

rego: Develops around age 5—6. &Represents moral standards and ideals of society. It Stri
rfection and judges actions as right or wrong.
Example — Ram came late today so he is grounded for a week.



Erikson’s Theory
Erikson, a neo-Freudian psychologist, expanded Freud’s ideas and proposed the Psychosocial The

believed that personality develops throughout life in eight stages, each involving a psychosocial
flict that must be resolved for healthy development.

Ideas:

uses on social and emotional development.

h stage involves a crisis between two opposite forces.

cessful resolution leads to a healthy personality and basic virtues.
uccessful resolution may cause difficulties in later stages.



5. Mistrust

my vs. Shame

/e vs. Guilt

y vs. Inferiority 6—-12 years

y vs. Role
\

'y vs. Isolation

tivity vs.
n

y vs. Despair

Age

0-1 year

1-3 years

3—-6 years

12-18
years

18-40
years

40-65
years

65+ years

Crisis (Conflict)

Trust vs. Mistrust

Independence vs. Doubt

Initiative vs. Guilt

Competence vs.
Inferiority

Identity vs. Confusion

Love vs. Isolation

Care vs. Stagnation

Acceptance vs. Regret

Positive Outcome
(Virtue)

Hope

Wwill

Purpose

Competence

Fidelity

Love

Care

Wisdom

Description

If caregivers provide reliability anc
infant develops trust.

Child learns to be independent; o
causes doubt and shame.

Child begins to take initiative; criti
to guilt.

Success in school and activities bu
confidence; failure causes feeling:s
inferiority.

Teenagers develop a sense of ider
failure leads to role confusion.

Young adults form close relationst
results in loneliness.

Adults work for society’s betterme
guide the next generation; failure
stagnation.

Older adults reflect on life; satisfa
brings integrity, regret brings desg



BIG FIVE PERSONALITY THEORY - Costa and McCrae
The Five Dimensions (OCEAN Model)

Trait

1. Openness to
Experience

2. Conscientiousness

3. Extraversion

4. Agreeableness

5. Neuroticism
(Emotional Stability)

Description

Degree of imagination,
curiosity, and willingness
to try new things

Degree of organization,
responsibility, and
dependability

Level of sociability,
energy, and assertiveness

Tendency to be
cooperative, kind, and
sympathetic

Degree of emotional
control and stability

Characteristics of High
Scorers

Creative, curious, open-
minded

Disciplined, reliable, goal-
oriented

Outgoing, talkative,
energetic

Helpful, trusting,
compassionate

Calm, secure, confident
(low neuroticism)

Characteristics of Low
Scorers

Conventional, prefers
routine

Careless, impulsive,
disorganized

Quiet, reserved, shy

Competitive, critical,
suspicious

Anxious, moody, insecure
(high neuroticism)



Unit 4
Leadership



LEADERSHIP
ship is the ability of an individual or group to influence and guide followers or m
rganization.
lves: Making sound and sometimes difficult decisions
ting and articulating a clear vision.
blishing achievable goals
iding knowledge and tools to achieve those goals

finitions of Leadership

The individuals who are the leaders in an organization, regarded collectively.”
The activity of leading a group or organization or the ability to do this.”

The act of inspiring subordinates to perform and engage in achieving a goal.”

2y Elements of Leadership

stablish a clear vision

hare the vision to encourage willing participation

rovide information, knowledge, and methods to achieve the vision
oordinate and balance conflicting interests of members and stakeholders



TRAIT THEORY OF LEADERSHIP
it Theory of Leadership suggests that effective leaders possess certain inborn personality
s that make them natural leaders. According to this theory, some people are born with these tra
ish them from non-leaders

on characteristics of leaders (successful & unsuccessful)

rs identified traits in categories:

Physiological: Appearance, height, weight

Demographic: Age, education, socioeconomic background
Personality: Self-confidence, aggressiveness

ntellectual: Intelligence, judgment, decisiveness, knowledge
[ask-related: Achievement drive, initiative, persistence
Social: Sociability, cooperativeness

ant Leadership Traits

chers like Ralph Stogdill and others have identified several traits commonly found in effective leac
ence — ability to analyze situations and make sound decisions

nfidence — belief in one’s own abilities

nination — drive and persistence to achieve goals

ty — honesty and consistency in actions

ility — ability to build positive relationships with others

)nal stability — remaining calm under pressure




Advantages

v] Simple and easy to understand

v/] Helps identify potential leaders through personality assessment
v/] Highlights the importance of personal qualities in leadership

Limitations

X Ignores situational factors (context may influence leadership)
X Traits alone do not guarantee leadership success

X Difficult to measure or define exact traits

X Does not explain how traits influence behavior

Conclusion

The Trait Theory laid the foundation for later leadership theories by emphasizing
personal characteristics. However, modern perspectives suggest that leadership i
combination of traits, behaviors, and situational factors, not just inborn qualitie:



LEADERSHIP STYLES
\ leader is a person who influences, guides, and motivates others to achieve goal
A leader provides direction, inspiration, and confidence to the group.

dership style refers to the pattern of behavior a leader uses to guide, motivate, a
3e people.

tant Leadership Styles — Overview

ocratic
cratic
ez-Faire
egic
sformational
sactional
aucratic



ratic Leadership or Participative Style

leader involves employees in decision-making.

s, opinions, and suggestions from team members
encouraged.

-way communication

) employee participation & Shared decision-making
yurages creativity and teamwork

atic Leadership or Authoritarian Style
leader makes decisions alone without consulting
loyees.
trol and authority are centralized.
-way communication & Strict supervision
ler decides everything
loyees have limited freedom

-Faire Leadership or Delegatory Style

yees have maximum freedom to make decisions
ve for highly skilled, self-motivated teams

r provides resources, but not close guidance.
based approach — assumes employees are skilled
f-motivated.

r intervenes only when necessary.

Strategic Leadership

ecreate a long-term vision, set direction, and g
organization to achieve its future goals.

*They analyze the external environment, anticipate
and make decisions that help the organization stay con

Transformational Leadership

* Transformational leaders transform people and
organizations.

*Pushes employees outside comfort zones

*Motivates growth, innovation, and high performance

Transactional Leadership

*Rewards employees based on performance

*Clear roles and responsibilities

*Risk: Employees may do minimum work if incen
predictable

Bureaucratic Leadership or Rule Based Style

* Leaders follow strict rules, procedures, and policies
Employees must follow established guidelines.

* Emphasis on rules and hierarchy

» Standard procedures & No flexibility

* Job roles clearly defined



Managerial Grid Model of Leadership
Vianagerial Grid Model is a leadership theory developed by Robert Blake and Mo

lains leadership styles based on two dimensions:

ern for People — how much a leader cares about employees’ needs and developrr
ern for Production — how much a leader focuses on achieving tasks and productiv
concerns are measured on a 1 to 9 scale.

esented on a grid (X-axis = production, Y-axis = people)

High

= < 1.9 9.9
=4 {(Country club) (Team)
Management Management
7
o
Concern for 5 Mi o
iddle of
DEOPiG 4 the road
3
- (Improwverished) (Task)
- Management Management
1 (1.1} (9.1)

Low 1 2 3 < S O 7 3 < High

Concern for production
MANAGERIAL GRID



Main Leadership Styles in the Managerial Grid
poverished Management (1,1)

/ low concern for people and production

der avoids responsibility

imum effort; poor performance

able when leader is demotivated or uninterested

untry Club Management (1,9)

1 concern for people, low concern for production
ndly and comfortable environment

Jer avoids pressure; productivity suffers

loyees feel happy but may not perform strongly

sk / Authoritarian Management (9,1)

1 concern for production, low concern for people
t supervision, rules, and discipline

Js on efficiency; no employee involvement
create stress and low morale

4. Middle-of-the-Road Management (5,5)
*Balanced concern for both people and production
eLeader tries to maintain harmony and moderate r
*Not highly productive, but not bad either
*Average performance

5. Team Management (9,9) (Ideal Style)

*High concern for people and production

*Strong teamwork, trust, commitment

*Leader motivates employees and sets high perforr
standards

*Considered the most effective leadership style



Transactional VS Transformational Leadership
ansactional Leadership or management leadership, refers, to a leadership style which lays emphas
1on between leader and its subordinates.
ansformational Leadership, the leader works with the subordinates to ascertain the desired chan

ation.

e T
A leadership style that employs rewards and punishments A leadership style in which the leader employs charisma and ¢
for motivating followers is Transactional Leadership. to inspire his followers is Transformational Leadership.

- Leader lays emphasis on his relation with followers. Leader lays emphasis on the values, morals and needs of the f

- Reactive Proactive

- Settled Environment Turbulent Environment

- Developing the existing organizational culture. Changing the existing organizational culture.

- Bureaucratic Charismatic

CELEIEETCN Only one More than One
Planning and Execution Innovation

Attracting followers by putting their own self interest in the Stimulating followers by setting group interest as a priority.



MOTIVATION
tivation 1s the word derived from the word 'motive' which means needs, desires, wants or drives w
ividuals.

s the process of stimulating people to actions to accomplish the goals.

MASLOW’S NEED THEORY

Abraham Maslow suggested that people are motivate
levels of needs, arranged in a hierarchy.

Salb-fulfillment

nNencs

Self-
actualization:
achieving one’s

full patential,
ircluding creafve
achivifins

Levels (Bottom to Top):

1.Physiological needs — food, water, shelter, rest

2.Safety needs — job security, protection, stability
Peychological 3.Social needs — friendship, belonging, affection
needs 4.Esteem needs — recognition, respect, achievement
5.Self-actualization — realizing one’s full potential,
personal growth

Esteem needs:
presfige and teeding af oocomplishmens

Belongingness and love needs:
intimehes relalionships, friends

Safety needs:

securety, 5-:|F-EI‘;." Bnsic

maeds Key ldea:
A lower-level need must be satisfied before the next hi
becomes a motivator.

Physiological needs:
fod, woter, warmth, rast



Herzberg’s Motivation Theory

1lled Two-Factor Theory
itegories of factors:

Viotivators — increase job satisfaction and motivation

{ygiene Factors — prevent dissatisfaction

rg — Motivating Factors or Satisfiers
ment — sense of accomplishment

ition — praise from peers and superiors
self — interesting and challenging
sibility — ownership of work

ement — promotion opportunities

 — learning new skills

Herzberg — Hygiene Factors or Dissatisfiers
Company policies — fair and clear
*Supervision — appropriate and fair
*Relationships — healthy peer and s
interactions

*Work conditions — safe and hygienic environn
Salary — fair and competitive pay

Status — meaningful work recognition

*Security — job security



McGregor’s Theory X and Theory Y
us: Manager’s perception of employee motivation

ides management style based on assumptions about human nature

TheoryY
ory X

*Employees view work as natural and enjoyable
ployees inherently dislike work

*Exercise self-direction and self-control
ed to be controlled

*Accept and seek responsibility
id responsibility; seek formal direction

*Managers facilitate rather than control
nagers are authoritative, controlling

*Focus on higher-order needs — social, esteem, self-ac
ver-order needs dominate (Maslow’s hierarchy)

Theory X Theory Y
Negative assumptions Positive assumptions
Work disliked Work natural
Requires control Self-motivated
Low ambition High potential

Managers control closely Managers facilitate growth



Theory Z (William Ouchi)
*Hybrid model: combines American and Japanese management practices
*Focuses on trust, subtlety, intimacy in organizations

*Enhances employee loyalty, commitment, and performance

Key Features of Theory Z
Long-term Employment
Employees are hired for long periods.
Creates loyalty, job security, and stability.
Collective Decision-Making
Decisions are made through group discussions.
Emphasis on consensus rather than top-down orders.
Slow Evaluation and Promotion
Promotions take time.
Focus on developing people thoroughly.
Holistic Concern for Employees
Organizations care about employees’ professional and personal well-being.
Training, welfare, and work-life balance are prioritized.
Moderate Specialization / Job Rotation
Employees rotate roles to build multiple skills.
Increases flexibility and understanding of the organization.
Trust and Strong Employee—Management Relationship
Culture of mutual trust, openness, and loyalty.



UNIT V
ORGANISATIONAL
DYNAMICS & GROUP
DYNAMICS



izational dynamics is another word for organizational behavior, that deals with how people beha
ized group setting, such as a place of business.

is a Group?

Ip is:

ollection of two or more people

no interact with one another

are a common identity

cept rights and responsibilities as members
me together to achieve common goals

) Dynamics
rs to the attitudes, interactions, forces, and behavioural patterns that occur within a group.

lies:

groups are formed

- structure

they function

members interact

lies to both formal and informal groups and is important in organizational behaviour.



STAGES / PROCESS OF GROUP DEVELOPMENT - (TUCKMAN'’S 5-STAGE MODEL)

1.Forming
1. Group is created.
2. Members look for work roles, belonging, status, affiliation.
3. Polite behaviour and uncertainty.
2.Storming
1. Sub-groups (dyads, triads) form.
2. Conflicts arise regarding control, leadership, and opinions.
3. Tensions and competition are common.
3.Norming
1. Members begin to cooperate.
2. Norms, rules, and standards are established.
3. Increased openness and trust.
4.Performing
1. Group becomes fully functional.
2. High cooperation and productivity.
3. Everyone contributes and works toward group goals.
5.Adjourning (for temporary groups)
1. Group completes its task and dissolves.
2. Members may feel satisfaction or sadness.



TYPES OF GROUPS

Groups : Formed by the organization to achieve objectives.

'd Groups

fined by the organizational chart. Groups

ample: CEO and the team reporting to him. ' _—
ups ‘

rmed to complete a specific task within a time limit. |

ample: quality improvement team, project team. Fur'mal inormal
al Groups ] -
cated to perform ongoing organizational functions. \ J

ng-term. ' '
amples: Marketing department, finance department. Commend ~ Task  Functional Interest  Friendship
| Groups: Formed naturally based on personal relationships. Figure 12.2 : Types of Groups
Groups

sed on shared interests (not necessarily same department).
ample: environment awareness group.

ip Groups

sed on shared social activities or values.

ample: yoga group, cricket group, kitty party.

e Groups

s a group that a person uses as a standard for comparison to
ape their attitudes, values, behaviour, and decisions.

- Employees comparing themselves with senior staff



FACTORS AFFECTING GROUP BEHAVIOUR

roup behaviour means how people act in a group, and it is influenced by many internal and external factors.

ize

1ps = better communication, more participation.
1ps = less interaction, more conflict

lorms

> rules and expectations.

rms = disciplined behaviour.

ms —> confusion and inconsistency.

ohesiveness

1ess = how closely members stick together.
siveness - more cooperation, loyalty, team spirit.
siveness — conflicts, less unity.

hip Style

ic leaders = encourage participation.

- leaders = control behaviour strictly.

ire - minimal involvement, cause poor coordination.

tructure

les, status, hierarchy, communication pattern.
s = smooth functioning.

ict & stress and poor performance.

6. Member Characteristics

*Personality & Attitudes

Skills & Values

Positive traits improve group performance; negative t
disturb harmony.

7. Communication

*Open communication = trust, quick decision-making
*Poor communication - misunderstandings, conflicts
8. Group Goals

*Clear and shared goals - motivated behaviour.
*Conflicting or unclear goals - confusion and low pel
9. External Environment

*Rewards and recognition

*Time pressure & Technology

*Work culture

10. Group Decision-Making Process

Groups that use systematic, inclusive decision-making
better participation and unity.

11. Rewards and Punishments

*Fair rewards - better cooperation.

eUnfair or unequal rewards - jealousy, conflict.



Transactional Analysis

Developed by Dr. Eric Berne in the 1950s

Explains interpersonal communication

People interact from three ego states: Parent, Adult, Child
Every person has all three ego states

Intent of communication may differ from interpretation
All ego states are useful when used appropriately

GO STATES

. Parent Ego State
. Adult Ego State
. Child Ego State



ent Ego State Adult Ego State Child Ego Sta

> a tape recorder of - Logical, rational and data-based - Emotional, spontz

- experiences - Problem solving and decision and expressive

gemental, value- making . . Types: _

en, prescriptive - Unemotional evaluation of facts e Natural Child —
impulsive

ypes:

e Little Professor
creative, imaginati\
irturing Parent e Adapted Child -
fearful, guilty or co

itical Parent



ypes of Transactions

omplementary Transactions
Crossed Transactions

JIterior (Hidden) Transactions

VIENTARY TRANSACTIONS

e matches the stimulus ego state
nication flows smoothly
: Adult - Adult

DER RECIEVER

ent

ild

Y
i

TA IN THE WORK PLACE

- Aim for Adult—Adult communication
- Avoid frequent Parent—Child interactions
- Improves clarity, trust and team

cooperation

CROSSED TRANSACTIONS

- Response comes from an unexpected
ego state

- Communication breakdown occurs

- Example: Parent - Child response
causes conflict

SENDER RECIEVER

AN

ULTERIOR (HIDDEN) TRAN

- Words show one ego sta
hidden meaning fm anoth
- Mixed messages; two ley
communication

- Example: Adult words bu
emotions



JOHARI WINDOW

e Johari Window is a model used to improve self-awareness, communication, and understanding within a gr
vas developed by Joseph Luft and Harry Ingham (1955).

e name Johari comes from joining Joseph + Hari.

e model explains how much of “you” is known or unknown to yourself and others.

se of the Model
prove self-understanding
lild trust in groups

h . Known to self Not known to self
prove communication

/e and receive feedback ﬁ
o
o Upenarca Blind spot
e or Arena
=
o
=
-
|
= £ .
=] = Hidden area
= O or facade
e 2
=

The Johari Window Model



THE FOUR QUADRANTS (WINDOWS)

\rea (Arena) 3. Hidden Area (Facade)

> you and to others *Known to you, but unknown to others

"behaviour, skills, feelings, knowledge shared openly Private feelings, fears, secrets, personal information
)en area = better communication *Reduced through self-disclosure (sharing relevant in
rease this area by sharing and accepting feedback Goal: Share what is necessary to build trust.

rea (Blind Spot) 4. Unknown Area

0 others, but unknown to you *Unknown to both you and others

2e things you don’t notice about yourself *Hidden talents, untested abilities

through feedback from others esubconscious feelings

; *Discovered through:

hers observe * New experiences

oice, attitude, body language * Feedback

for feedback to reduce blind spots. * Observation

Goal: Increase awareness by exploring abilities and fz



FACTORS AFFECTING ORGANIZATIONAL CHANGE

inizational change means alteration of the existing status, structure, processes, or work environment.
day’s fast-changing business world, change is necessary for survival.
inizations that do not adapt will lose competitiveness.

ational change is influenced by two major forces:
rnal forces (technology, market, social, political & legal)
rnal forces (new managers, structural problems, workforce nature, avoiding rigidity)

'RNAL FORCES

nological Factors

>chnology changes how work is done

zations must adopt modern tools and techniques
they lose efficiency and competitiveness

e: Automation, Al, digital platforms

et / Competitive Conditions

tition from other companies

ing customer preferences

demand for products

zations must change products, pricing, distribution, etc.



actors
n lifestyle, values, education, working styles
ions must modify work culture and HR policies

3. Nature of Workforce

*Workforce today includes multiple generations

*Different generations have different expectations:
e Older workers = loyalty to employer
 Middle-aged - loyalty to themselves
* Young workers = loyalty to career

*HR policies must change to meet diverse needs

& Legal Factors

ant rules, policies, tax laws, labour laws

ability or instability

7e in laws requires changes in organizational procedures

4. To Avoid Inertia

*Organizations become rigid over time

*Same methods do not work always

*Managers introduce change to keep the organizatio
flexible, and innovative

AL FORCES

 in Managerial Personnel

agers bring new ideas and working styles
lue to promotion, transfer, retirement
adjustments in strategies and roles

cies in Existing Organization Structure

comes necessary when the current system has problems:
munication

levels of management

ordination

> policies

retween departments



IMPACT OF CHANGE
* Organizational change affects employees, processes, culture, and performance.
* Change can have positive as well as negative impacts depending on how it is planned and implemented.

A. POSITIVE EFFECTS OF CHANGE

1. Employee Confidence

*When a change is implemented smoothly, employees see that their fears are unnecessary.
*Successful change increases trust in management.

*Staff become more confident about future changes and support new initiatives.

2. Competitive Advantage

*Change helps an organization stay ahead of competitors.

*If competitors adopt new systems or technologies, the company must also adapt.
*Ability to change quickly improves market position and customer satisfaction.

3. Growth and Development

*No organization can grow without change.

*Growing customer needs, new products, and new markets require internal changes.

*Upgraded processes, new technologies, and improved marketing methods support long-term growth.

4. Dynamic and Innovative Culture

*A culture that accepts change becomes flexible and future-oriented.
*Employees share new ideas freely and are open to improvements.
*The organization becomes more creative, adaptable, and productive.



GATIVE IMPACTS OF CHANGE ON EMPLOYEES

ntal Stress

1ge creates uncertainty and fear among employees.

loyees worry about workload, new skills, job roles, or job security.
leads to anxiety and pressure.

s of Loyalty
inuous or poorly planned changes reduce employee trust.
Ity and commitment may decrease.

reased Time Away from Work

1ge often requires training, meetings, or new responsibilities.
loyees may need more time for adjustment.

uctivity may temporarily slow down.

2 Changes

1ge can affect work-life balance.

shifts, relocation, new tasks, or role changes can impact personal life.
e employees may face difficulty adjusting.



PLANNED CHANGE

ned change or developmental change is undertaken to improve the current way of operating. It is a calculated
ted to achieve a certain desirable performance and to make the organization more responsive to internal and
nds.

nhancing employees’ communication skills

chnical expertise

nilding teams

structuring the organization

troducing new technologies

troducing new products and services

1allenging the incentive system

nproving employee welfare measures and the like fall into this category.

ries of planned change:

awin’s change model

ction research model



Kurt Lewin’s Change Management Model
rt Lewin proposed a Three-Stage Model of Planned Change, which explains how organizations move from tf

rrent state to a desired future state.
e three stages are Unfreeze — Change — Refreeze.

pze

d most important stage.

epare people for change.

ywareness that change is needed.

resistance by explaining why the current state cannot
otivation and willingness to move out of comfort zone.
e communication is critical to gain support.

: Break the existing mindset—“unfreeze” old behaviours.

e (Transition)
se where actual change takes place.
start learning new behaviours, ways of working.

3. Refreeze
*The final stage where the new change is stabilize
*People accept the new way as a part of their rou
*Organization reaches a new equilibrium.
*Reinforce the new behaviour through:

* Rewards

* Recognition

* Policies and procedures

e Support systems and training
Key idea: Make the change permanent.

s planning, training, support and communication.
ge is often uncomfortable because of fear, confusion
ee involvement helps reduce resistance.

: Implement the new practices.

Change I

- ;2
Unfreeze (Transiion)




Action Research Model

CONSULTATION WITH A
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MANAGEMENT OF ORGANISATIONAL CONFLICT
ning of Conflict
flict is a disagreement or mental struggle caused by opposing needs, goals, values or opinions.
natural in any organization because wherever people work together, conflict may arise.

s / Classification of Conflict

trapersonal Conflict

flict within an individual.

ated to personal thoughts, values, emotions, doubts or dilemmas.

tragroup Conflict
flict within a team or group.
ypens due to misunderstandings, different personalities, or differences in ideas among team members.

terpersonal Conflict
flict between two individuals.
es due to opposite attitudes, behaviour, choices or opinions.

tergroup Conflict

flict between two or more groups/departments.
urs due to different goals, priorities or interests.
* Example: Marketing vs. Customer Support.



FLICT RESOLUTION

the process of finding a peaceful solution to a disagreement.
ally done through negotiation so both parties can reach an understanding.

FLICT MANAGEMENT

active: Reduce negative effects of conflict and increase positive outcomes like cooperation, and group perfoi

Vlanagement Techniques
orating (Win—Win)

ties work together for mutually beneficial solution.

en:
ligh trust exists

hared decision-making is needed
veryone wants ownership of the solution
ge: Best long-term solution.

ntage: Time-consuming.

omising (You Bend — | Bend)
ty gives up something to reach a middle-ground

en:
arties have equal power

ime is limited

0als are moderately important
ge: Quick resolution.

ntage: Both parties may feel partially dissatisfied.

3. Accommodating (I Lose — You Win)
*One party gives in to maintain the relationship.
*Used when:

 The issue is more important to the othel

* You realize you are wrong

* You want to maintain harmony
*Disadvantage: Your own ideas may be ignored.
4. Competing (I Win — You Lose)
*One party forces a solution in their favour.
*Used when:

* You are sure you are right

* Quick decision is needed

* You need to protect your rights
*Disadvantage: Creates resentment or retaliatiot

5. Avoiding (No Winners — No Losers)
*Both parties withdraw or avoid the issue.
*Used when: Issue is minor

* You want to cool down before discussing
*Disadvantage: Problem may worsen if delayed 1



