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Activity 5 — Design an Organisation Chart

* Suppose you want to set up a new business with your friends. Decide
the product you would like to sell as well as the target customers.
Design the organisation chart of your business which you think is
appropriate and explain why? ~——0o1
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Feedback on
Homework

First of al, | think a company must have good products, o | set up a technical department, a
manufacturing department and a project department to ensure the quality of mobile phones. In
order!
work, I set up Inorder P
of raw materials and timely delivery of products to customers in the sales process, | set up a
Finally, in order

of the company's personnel and funds, | set up the management department and the financial
department. The general manager assistant is mainly responsible for the direct coordination and
feedback between the general manager and other departments.

Feedback on
Homework
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We are selling a toy electric car The general manager is responsible for

coordinating various departments. The product function R&D department of the

technical department develops toy cars with certain special functions according to the
preferences of the public, and the product appearance R&D department designs the
appearance according to the aesthetic taste of the public. The production department

includes the production and assembly of car components, as well as the production of
product packaging. The sales department includes online and offline marketing. The
after sale service department is responsible for after-sale maintenance of products and
collecting and sorting out customers' feedback and expectation on product functions

and appearance. The after-sale service department will feed back the collected
information to the techaical department|




Feedback on
Homework

e board of
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the company. The marketing

epartment. The function of
Fesponse in the market. The function of the market development department promotes products
The function

department. The function o
plan

the company. The function of the ogistics department s o provids smployees with 3 good
woriing environment.
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Feedback on
Homework
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Board of Directors ‘
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Our food company is manly dvided nto four major deparimens, namely, the

product tesing and

wanspertation. 3. Oue
customers. Although the demand i large, the competton i relatiely larze, which
equires the coordination and cooperation of arious depariments of the company 1o
‘make the company better
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Feedback on
Homework

This s a robot company. The R&D department i responsible for

developing new technology, the sales department is responsible for

selling products, the finance department is responsible for keeping

the books, and the production departrment s responsible for

producing products. Alldepartments cooperate to help the company

develop.
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Feedback on
Homework

The product: electronic cigarette

My target customers: smoker

My main place:shop,supermarket......

My organization chart are as follows:
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" Organizational Structure of Mobile Technology Company

Feedback on
Homework

[= 7o sum up
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[ organizational Structure of Mobile Technology Company

Feedback on
Homework

This s 2 company mainly sellng mobile phones for young customers. The product is
characterized by low price and cool appearance. Our management positions are divided into
the following six level:

The fistlevel: the board of directors of the company

The second level: the proxy of the company’s board of directors and the decision-making
committee

The third leve: the manager

The fourth level: the major systems, fitle systems president

Fifth level: each level department,title “department director

The sixth levl:the second level departments, tte “department manager

Such a structure allows managers and department managers to better play their professional
knowledge and serve the presidents and boards of irectors of various departments.
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[ organizational Structure of Mobile Technology Company

Feedback on
Homework
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Organizational Structure of Fruit Company ~ @ 4f 731> £ r5
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Power Battry Company-Sonenun Sun

Feedback on
Homework
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Feedback on
Homework

In my company, | don’t need a lot of managers, because it is a network
operation, there is no need for physical stores to consume funds. We only need
one administration, finance and multiple warehouses.

Only one sales manager is required to manage online sales managers in various
regions. Of course, the statistics team needs to make statistics and forecasts on
our sales.

As you can see, we don’t have many people, and that’s why our company
management is not very difficult. | think the main difficulty is that the
management of warehouses in various regions has already cooperated with
courier companies.
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Feedback on
Homework
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1 think the savestment of all shareholders i all sources of income, then
the exccutive board, and the direct exccutive is the manager. The following
4 the departments 1's specific things.

a

target system that is constantly adjusted and updated sccording (o changes in
actual conditions, which s the prerequisite for its cxistence and
development. Only by constantly adjvsting and updating the target system.
according to changes in actual conditions can more peaple be atracted and
stabilized in this specific social orpanization. However, as 4 specific
socio-cconomic ore: . an enterprise must first have a specific
structure to provide flow direction and procedural constraints for the flow of
5 cesoucees and information. This 1 not only because the decision-making
for the formation of the corporate goal system, but also must be completed
by specific post roles at a certain level of the corporate organization.
According to the number of issues involved in its content and the size of its
influence, the decision making activities that form the target system of the
entecprise are dispersed to different levels and aspects of the enterprise
organization, and different post roles ace allowed to complete.

30/04/2021
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Feedback on
Homework

/

[
1 A\

| ™

Organizational Structure of Spring clothing Company

7o sum up
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Video —
Team Work
—3:20min
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Management Functions
— Leading

I R it

30/04/2021

22

Four Key Management Functions

WQ
* Leading

* The process of guiding and motivating employees to accomplish
company’s goals.
* Controlling
* The process of regulating company’s activities so that actual

performance conforms to the goals and standards set at the
planning stage.

23

Leading

* Leading involves how manager directs and motivates
employees to perform tasks in order to achieve the

company goals.
@ *
A
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Activity 6 — Breakout rooms

* Can you describe the characteristics of a good leader like the former
Chairman of Apple Computers Inc., Steve Jobs?

30/04/2021
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Finishing in...

00:00

Activity

20 min to complete this activity
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Video —
5 THiNs | Steve Job;
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Activity 6 — Solution

 Characteristics of a good leader:

* Able to determine the objectives and policies of the
company.

* Responsible for the execution of the company policies.

* To serve as a planner about how to lead people to achieve
goals.

* Being the representative of the company for external
relation and communication.

« To serve as a role model such as being persistent and
innovative for subordinates to look up to.

L

30/04/2021
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Break

Please take a 15 min rest break |

29

Leadership Styles

Psychologist Kurt Lewin
identified three ?
different styles of leader Laissez-faire
ship (Free Rein)

Bureaucratic

30
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Autocratic Leadership

* Classical style
* Manager retains power and decision-making authority.
* Make unilateral decision, dictate work methods.

* Orders are issued to be carried out, with no questions allowed and no
explanations given.

* It is best applied to situations where there is little time for decision-
making or where the leader is the most knowledgeable person of the
team.

30/04/2021
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Democratic Leadership

* Participative style

* Encourage employees to involve in decision making.

* Let employees determine the work methods and use feedback as an
opportunity for helpful coaching.

* Employees feel engaged in the process and are more motivated and
creative.

* It is best applied where staff require a great deal of flexibility to
complete the task or where the staff know the job well and do not
require too much instruction.

32

Bureaucratic Leadership

* Everything must be done according to procedure or policy.

* The company operates in a rational manner rather than relying on the
feelings of the managers.

* It is best applied to situation where employees are working in
dangerous environment that requires a definite set of procedures to
operate. —
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Laissez-faire Leadership

* “hands-off” style

* Manager provides little direction and gives employees freedom to
make their own decision at work.

* This style can be effective where employees are highly qualified in an
area of expertise.

30/04/2021
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Activity 7 — Breakout Rooms

* Which leadership style should be adopted by the
management in the following situations? Brlefly explain your
answer.

1.

A newly recruited employee who is expected to pick up
work in short time, the manager is being a coach to
direct him in work’

The existing project team who knows their job well and
does not require too much instruction. The manager
5|mplél let the team make their own decision and
provide feedback when they need help.

An employee who is the expert of his job and knows
more about the job than the manager. There is no
need for the manager to give instruction and the
employee is free to make his own decision at work.

T
1A
* Laissez-faire

* Democratic

* Autocratic

35

Activity

Finishing in...

20:0

s || sop || R | mins 20

20 min to complete this activity

secs 0| type Fmsnng v
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1. Anewly recruited employee who is

expected to pick up work in short time, 1. Autocratic The. employee knows Iinle.about the task
the manager is being a coach to direct— assigned but the manager is the most
himinwork. ———— knowledgeable person.

2. The existing project team who knows Democratic  The team knows the job well and they can

their job well and does not require too & . N "
much instruction. The manager si complete their works automatically with
let the team make their Cision limited instruction given. Manager can allow

ﬁnld provide feedback when they need the team to participate in decision-making.
elp. —

3. An employee who is the expert of his

job and knows more about the job than 3. Laissez-faire Employees are highly qualified in an area of

the manager, There is no need for the expertise and manager can simply provide
employee is free to make hi litle direction and gives employees freedom
decision at work to make their own decision at work.

37

Which Leadership Style is the Best?

* Many factors such as the leader’s base of power, the difficulty of the
task, and the characteristics of the employees will help determine the
most appropriate leadership style in any particular circumstance.

* No one single leadership style is the best of all.

38

Management Functions
— Controlling

39
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Four Key Management Functions

WQ
« Controlling
* The process of regulating company’s activities so that actual

performance conforms to the goals and standards set at the
planning stage.
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Controlling

* Controlling is the process of evaluating and correcting individual
performance to ensure that outcomes conform to the standard set

before. — i
// . N 2 /\
[ 4. Taking E 1/setting

| corrective | standard ‘
\_ action
\

o e

/ N N
/3 Comparing’y [ 2. Measuring |
actual ) \

actual |
performance |

\with standar}/ \, performance
o SRR 1 4
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Control Process — Step 1
Establishing Standard

« Standard must be reasonable and achievable.

* |deal standard which is unachievable may frustrate employees and
cannot help achieve the standards set.

* Low standard which is too easy to achieve cannot make improvement
for company’s operation.

42
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Control Process — Step 2

Measuring Actual Performance
* For a given standard, manager must decide how to measure actual

performance.
« Setting control criteria:
» Company »> Employees =)
 Sales * Satisfaction
 Costs * Turnover D
* Output * Absenteeism

* Sources of data:
* Observation
« Statistical reports

30/04/2021
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Control Process — Step 3

Comparing Actual Performance with Standard

* Compare the actual performance against the standards based on the
control criteria and identify the deviations, if any.

* Deviations are noted if:
« Actual performance below the standard.

« Actual performance above the standard. . I
- ANl I =
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Control Process — Step 4
Taking Corrective Action

* If no deviation or deviation is insignificant, no action is required.

* Otherwise, take corrective actions such as changing the existing
strategy, employees’ remunerations, training etc., OR

* Revise the standard if it is not realistic, fair and achievable.

CORRECTIVE
ACTION

45
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Week 8
Day 2

Leadership

30/04/2021
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Video -
Project
Management
—3:19 min
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b1

[llustrative Example for the Control Process @}'{@

« Setting Monthly sales target set by Sales Directors. Sales managers are then required to achieve the
Standard sales target.
J
* Measurin| )
el e At the end of each month, the sales figure of each manager is recorded so total monthly

sales levels can be determined.

performance

performance
with standard

Compare monthly sales total to sales target to see if any deviation.
)

— J { J

[f monthly sales are significantly below the target, the Sales Director should reduce the targef
i

easy to achieve, then the Sales Director should increase the target total.

« Taking
corective f it is unrealistic for the managers to achieve or do more promotion to stimulate the sales.
esiem If, on the other hand, monthly total are significantly high, which may indicate the target is too

t

7
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Activity 8 — Group Discussion

* A restaurant wants to improve the service provided to its customers.
One of the targets is to reduce the waiting time for serving the food
after the customer places an order.

* Please design a controlling system to measure the efficiency of
service and customer satisfaction.

30/04/2021
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Activity 8 — Suggested Solution

1. Establishing The food will be ready in 20 minutes after customer places
standard an order.
2. Measuring actual  Source of data: actual time taken to serve the food;
performance customer satisfaction survey.
Control criteria: time taken; satisfaction.
3. Comparing actual Identify if there are any discrepancies for the time taken and
performance with  the result of customer satisfaction survey.

standard
4. Taking correct See if it is too tough to get the food ready in 20 minutes if
action the actual time required is far more than the standard and

revise the standard to be a more realistic and achievable one.

50

Activity 9 — Breakout Rooms — 20 min

You are reviewing the management tasks ahead and aware that they
belong to one of the four major management functions. Identify the
management functions performed in the activities listed in the
Worksheet.

* You have just been employed as the manager of a local fast food shop.

51
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Activity 9 — Breakout Rooms

Decide whether to open a branch.
Assign job duties

Check register slips to ensure proper prices
are being charged to customer

Consider the use of technology to save costs
Decide what new menu items to offer

Monitor that shop opens and closes as
scheduled

Set target time to complete customer’s order
Check whether the budgeted profit is
achieved for the year

Explain the work plan with staff and the
expectations on them

30/04/2021
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Activity 2 O : OO

Finishing in...

S || Resst | ming0 | secslo |ty Fnshing »

20 min to complete this activity
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Activity 2 — Solution

Decide whether to open a branch. v
Assign job duties v

Check register slips to ensure proper prices v
are being charged to customer

Consider the use of technology to save costs v
Decide what new menu items to offer v

Monitor that shop opens and closes as v
scheduled

Set target time to complete customer’s order v
Check whether the budgeted profit is v
achieved for the year

Explain the work plan with staff and the v

expectations on them

54
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Importance of Controlling

* Controls can help managers:
« Coping with uncertainty because of the standard set in advance, managers
can react quickly to any sudden events.
« Detecting irregularities such as poor quality, cost overruns etc. and managers
can take remedial action as soon as when it arises.

30/04/2021
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i el
Coffee break... '

00:00

Please take a 15 min rest break |-

Break /j
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Management Functions
Effective Management

-

57
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Video - Learn e~
how to manage

PERIENC
people and be a Ty A
better leader — 0

6.11 min
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Effective Management

« Effective management on people and other resources can make a
business achieve its objectives with minimum resources used.

* In order to achieve effective management, a manager should be able
to apply effective management principles such as division of work,
unity of command, unity of direction and clear authority and
responsibility.

59

Effective Management Principles:

Division of Work

* Everyone in the organisation has a role (or position). His/her work is
specialised and can be defined by his or her duties. For example,
waitor/waitress, cook, cleaning workers, cashier are all different posts
of a restaurant. Each of them has specialised duties. And the whole
of them make the restaurant run smoothly.

60
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Effective Management Principles:
Division of Work

« Itis also called work specialisation/division of labour

« Tasks are broken into small steps/parts with multiple people doing their
individual part to make the entire job.

« Example: in an assembly line in a car manufacturing firm, the production of
cars are divided into various procedures such as installation of engine,
installation of roof, installation of wheels etc, and workers in each procedure
are only working on one particular task of the production.

ot
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Effective Management Principles:
Division of Work
* Advantages
* Increases productivity.
« Fewer skills are required per person.
* More conformity in the final product when
each piece is always produced by the same
person.
* Disadvantages
* Boredom due to the constant repetition of
tasks.
* Results in poor quality of work and high
turnover.
62
Effective Management Principles:
Unity of Command
*Under unity of command, an individual should:
* report to only one supervisor.
* receive work assignments only from his/her supervisors.
63
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Effective Management Principles:
Unity of Command

 Advantages
* Prevent dual subordination.
« Easily assign responsibility to a subordinate.
* Maintain discipline in the company.
« Coordination of effort and integration of activities should be more easily

il

* Disadvantages
* Not align with the changing business environment.

30/04/2021

64

Activity 2 — Breakout Rooms

* Alan and Benny are the owners of a boutique with 3 sales staff. Both
Alan and Benny could give orders to the 3 staff. One day, Alan
instructed Charles, one of the sales staff, to check stocks but at the
same time Benny asked him to serve customers.

* Are there any problems when there are two supervisors for one sub-
ordinate?

LS &

65

Activity

Finishing in...

15:0

20 min to complete this activity
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Activity 2 — Solution

* Answer

* The principle of unity of command suggests that only one supervisor
should give order to a subordinate so that the subordinate can understand
what to do without confusion and can perform the duty effectively. This
helps to provide clear instruction and avoid dual subordination.

« If Charles receives orders from both Alan and Benny at the same time, he
will certainly get confused about his duty because he faces the dilemma of
who’s order he should follow?

30/04/2021
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Effective Management Principles:
Unity of Direction

* All employees have the same objective and must be directed by one
manager towards the achievement of that objective. i.e. there should
be only one leader and one plan for a series of activities in order to
achieve that particular objective.

* For example, all marketing activities such as promotion, pricing policy,
distribution channel etc. must be directed by only one sales manager.
The sales manager is in charge of all activities and directs his
subordinates to achieve the goals such as a monthly sales target of $1

million. =
; - ;a
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Effective Management Principles:
Unity of Direction

* Advantages:
« Efficient achievement of the objective of the division/company.
« Better coordination among employees as efforts of employees
are clearly directed and organised. }

« Difficulties in achieving unity of direction: \
« Conflicts of interest among teams. \ \

69
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Activity 3 — Group Discussion

* The objective of ABC Limited is to reduce the production cost by 5%

this year. The production manager is therefore thinking about how to

achieve this goal. He tells the supervisor to enhance the quality

assurance procedure to reduce scrap rate and the waste of materials.
He also asks the merchandiser to negotiate the price with suppliers or

to reschedule the buying practice to obtain a bulk order discount.
* Describe the unity of command and unity of direction in this case.

30/04/2021
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Activity 3 — Solution

Principle A subordinate must have one
supervisor and receive orders only from

him.

Application  The production manager gives orders to
his subordinates (i.e. supervisor/
merchandiser) and the subordinates
should follow the instruction of the
manager to perform their tasks.

=

“One leader, one plan” to achieve the
same company objective.

The production manager in charge of
production activity (enhancement of
quality assurance) as well as buying
activities (negotiation of price, change of
buying practice). He directs his
subordinates (i.e. supervisor and
merchandiser) to carry out such work to
achieve the goal of 5% reduction in
production cost.

71

Employee Relations

72
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Employee Relations — Video 8:11

A
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Employee engagement

Businesses perform better when their
employees feel connected to the
organisation and happy about their roles.

Employee engagement professionals try to
measure this set of feelings, then figure out
ways to improve or nurture them.

NO company, small or large
CAN WIN OVER THE LONG RUN
WITHOUT
b Srcigiged Srployeerd
WHO BELIEVE

in the mission

& UNDERSTAND

-+ how to achieve it! -
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Organisation development

Organisational development or ‘OD’ is to do with
improving an organisations effectiveness by taking a
look at its:

* Processes (how things are done)
« Structure (how a business is organised)
* Culture (how people behave in organisations)

Then creating a plan for how to improve them.

BUSINESSES OFTEN
FORGET ABOUT

and ultimately
THEY SUFFER FOR IT BECAUSE

You CAN'T deliver

GOOD SERVICE
FROM UNHAPPV[MPIWEF
S,

75
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Management Functions
Authority & Responsibility

CEO
) Responsibility

! Manager l Manager

lSupervisor lSupervisor l Supervisor

Authority

30/04/2021
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Delegation
* The act of assigning activities (authority and responsibility) from
supervisor to subordinates.
* Through delegation, managers can release more time to perform high
level tasks.
i /
\S7
\d
77
Authority & Responsibility
* Authority
* The right to perform a task or give orders to someone else.
* The company authorises the management to carry out certain tasks.
* The management has the authority to act on behalf of the company in
matters of directing work and hiring and disciplining employees.
* Responsibility
* Obligation to perform assigned tasks or to ensure the completion of tasks,
and to bear the risk of receiving disciplinary punishment for committing any
errors or flaws. P
Responsibility
78
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Authority & Responsibility

* Adequate authority should be delegated to employees to complete
their tasks or else they cannot perform these tasks effectively and
efficiently.

* Employees however are accountable for the obligation to complete

the assigned job as requested.
b
=
T m— %
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-
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Organisational Structure by Level

* The organisational structure is based on the level of management.

* The line of authority moves directly from the top level to the lowest
level in a step-by-step manner i.e. Lower level managers follow the
orders from higher level managers.

* The authority and responsibility is clearly defined. A

Top-management

Middle-
management
——x

First-ine
management

.
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Spans of Control

* The number of subordinates who report directly to a manager.

* It is important to have vertical coordination especially in large
organisations because if there are too many subordinates, the
manager will become overloaded and find it difficult to coordinate

the work effectively.

81
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Wide Span of Control

* A manager can supervise and control a large group of subordinates at
one time.

* The advantages of this span are: D
* Lower cost of supervision E\ E\
* Better communication
* Better supervision
* Better coordination il

Supervisor Supervisor Supervisor Supervisor Supervisor

Sttt sttt st sttt st sttt st st suff

« Suitable for repetitive jobs.

* E.g. A company just has two management levels (Directors and
Managers), with each level controlling a group of 6 — 8 subordinates.

30/04/2021
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Narrow Span of Control

 There are more levels in an organisation. Managers at each level supervise
a small number of subordinates and report to the managers at a higher
level.

* The features are:

* Suitable when the work requires tight control and

supervision.

Communication gaps can come.

Messages can be distorted.

Coordination is difficult to be achieved.

Specialisation can be achieved.

* E.g. A company has five management levels (Direct
Managers, Assistant Managers and Supervisors), wi
a group of 2= 3 subordinates.
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