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Chapter One:  Managers and Management

An _______________________________ is a deliberate arrangement of people brought together to accomplish some specific purpose.

Identify three characteristics that all organizations share:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

Managers direct and oversee the activities of other people in the organization so organizational goals can be ___________________________________.

The classical approach suggests that beginning around the turn of the 20th Century, the discipline of management began to evolve as a unified body of ______________________________.

Highlight principles of management identified by Henry Fayol that can be applied to all organizations:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The behavioral approach focuses on the ___________________________ of workers.

The quantitative approach focusses on several quantitative techniques, which provide ________________ for managers to make their job easier.

Total _________________________ Management is a management philosophy devoted to continual improvement and responding to customer needs and expectations.

Contemporary approaches look at what is happening in the _______________________ environment outside the organization.

Management is the _________________________ of getting things done, effectively and efficiently, with and through other people.

________________________ is doing a task correctly and getting the most output from the least input.

________________________ is doing work tasks that help the organization reach its goals.

Identify the Four Functions Approach:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________
Identify the Management Roles Approach:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________

Identify skills and competencies needed to manage others:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________

Political skill is determined by:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________

As managers move up in the organization, they do more _______________ and less overseeing of others.

All managers manage regardless of type of ___________________________________.

Studies suggest management concepts are not _________________________________.

Managers play a crucial role in employee ________________________ and _______________________.

Things a great boss can do:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

In today’s world, managers are dealing with ___________________ workplaces, a __________________ workforce, ______________________ technology, and global uncertainties.

Four specific changes that are increasingly important to organizations and managers everywhere:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________

Managers matter to ____________________________________.

The most important variable in employee productivity is the relationship between ___________________ and their direct __________________________.

The employee’s relationship with their manager is the largest factor in employee ___________________.

Chapter Two:  The Management Environment

No successful organization, or its managers, can operate without understanding the dynamic ___________________________________ that surrounds it.

Identify components of the external environment:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________
5. _____________________________________________
6. _____________________________________________

Knowing what the various _______________________________ of the external environment are and examining certain aspects of that environment is important.

Understanding how the environment affects __________________________ is equally as important.

List three ways the external environment constrains and challenges managers:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

One of the most powerful __________________________ managers face is the impact of such changes on jobs and employment.

Not only do changes in external conditions affect the types of available jobs, they affect how those jobs are _____________________________ and ___________________________.

Environmental __________________________ is the degree of unpredictable change and complexity in an organization’s environment.

Environmental __________________________ looks at the number of components in an organization’s environment and the extent of the knowledge that the organization has about those components.

The nature of stakeholder ____________________________ is another way in which the environment influences managers.

______________________________ are constituencies in an organization’s environment that are affected by that organization’s decisions and actions.

Managers of high performing companies tend to consider the __________________________ of all major stakeholder groups as they make decisions.

Because an organization depends on external groups as sources of inputs (resources) and as outlets for outputs (goods and services), managers should consider the interests of __________________________as they make decisions.

Each of us has a unique personality that influences the way we act and interact.  An organization has a personality, too, we call it _____________________________.

List 7 dimensions of organizational culture:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________
5. _____________________________________________
6. _____________________________________________
7. _____________________________________________

Founders project an ___________________ of what the organization should be and what it’s values are.

Identify ways in which employees learn the culture:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________

The ____________________________ establishes for managers appropriate and expected behavior.

List managerial decisions affected by culture.  (Four Functions Approach)

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________

An organization’s culture is a system of shared __________________________.

When you _________________________ your organization’s culture, you know whether it encourages teamwork, rewards innovation, etc.

Understanding the ________________________ allows you to know what behaviors are likely to be rewarded and which are likely to be punished.

Identify ways you can learn about an organization’s culture:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________
5. _____________________________________________
6. _____________________________________________




Chapter Three:  Integrative Managerial Issues

The world is still a ______________________ village, where goods and services are produced and marketed worldwide, but how managers do business is changing.

To be effective in this boundary-less world, managers need to adapt to this changed environment, as well as, be more understanding of cultures, systems, and techniques that are _______________from their own.

Organizations are considered global if they exchange goods and services with consumers in other ___________________________.

List ways in which organizations go global.

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________
5. _____________________________________________
6. _____________________________________________
7. _____________________________________________
8. _____________________________________________
9. _____________________________________________

List three types of direct investments organizations can make in globalization:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

A global world brings new challenges for managers, especially in managing in a country with a different national __________________________________.

_________________________________ is a narrow focus in which managers see things only through their own eyes and from their own perspectives.

The most important and challenging differences for managers to understand are those related to a country’s __________________________ or __________________________.

List five dimensions of national culture:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________
4. _____________________________________________
5. _____________________________________________

Society expects organizations and managers to be ______________________ and __________________, and to give something back.

__________________ ________________ is an organization’s intention, beyond its legal and economic obligations, to do the right things and act in ways that are good for society.  
This definition assumes that a business:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

In its effort to do good for society, it must differentiate _______________________________________.

__________________________________ refers to the activities a business engages in to meet certain economic and legal responsibilities.  It does the minimum that the law requires, and only pursues social goals to the extent that they contribute to its economic goal.

__________________________________ refers to the activities a business engages in to respond to some social need.  

Despite minimal positive financial correlation between social involvement and economic performance, researchers have concluded that managers can afford to be and should be _________________________.

__________________________________ is a company’s ability to achieve its business goals and increase long-term shareholder value by integrating economic, environmental, and societal opportunities into its business strategies.

The idea of practicing sustainability affects many aspects of business, from the creation of products and services to their use and subsequent disposal by _____________________________.

__________________________________ commonly refers to a set of rules or principles that defines right and wrong conduct.  

Identify three different perspectives on how managers make ethical decisions:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

[bookmark: _GoBack]Factors included in making ethical decisions involve an ___________________________ morality, values, personality, and experiences; the organization’s culture; and the ethical issues being faced.

People who lack a strong moral sense are much less likely to do the wrong things if they are constrained by rules, policies, job descriptions, or strong _______________________ that discourage such behaviors.

List three ways managers encourage ethical behavior:

1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

Highlight ways you can be an ethical leader:
_____________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
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