PRINCIPLES OF
MANAGEMENT

& Organization

Dr. Pedrito R. Pereda
Dr. Purisima P. Pereda



TABLE OF CONTENTS

PART ONE
THE NATURE AND DEVELOPMENT OF
ORGANIZATION

Chapter1 THE NATURE OF ORGANIZATION

How Organization has Evolved

Human Body as an Organized System

The Vital Parts of an Organizational System

The Interdependence of Organized System

Top Management and it's Component Parts

The Growth of Specialization

Cooperative Relationships of an Organized System

Organizational Management

Organizational Design

Rational in Organizational Design

Importance of Organization

Features of Effective Organization

The Role of Participative Management in
Organizational Design

Designing the Structure

Management Control and Supervision

Technology in Organization

Organizational Environment

The Dynamics of Organization

Chapter2  DESIGNING THE ORGANIZATIONAL STRUCTURE

Definitions of Organizational Structure
Types of Organizational Structure
Organizational Change

The Growth of Line and Staff Organization
The Birth of Functional Structure

Other Organizational Structures

Page

=y

RN~NOTOOUVLUK S W

I
o o

10
11

13
13
15
15
16
18

31

32
32
35
36
38
39




PART TWO

THE MANAGEMENT OF ORGANIZATION 49
Chapter3 THE NATURE OF MANAGEMENT 51
Definitions of Management 52
Management Objectives 52
Levels of Management 53
Management Roles at Different Levels 53
The Basic Management Theories and Principles 55
The Basic Managerial Skills 57

Chapter4 THE PROCESS AND ELEMENTS OF PLANNING 67

Definition of Planning 68
The Need for Planning 68
Elements of Effective Planning Process 69
Forecasting 69

: The Planning Hierarchy 74
Essentials of Planning 75
Relationship of Planning and Control 76
Chapter 5 ORGANIZING FUNCTIONS 85
Organizing as a Management Process 86
The Universal Component of Organizing Process 87
Theories of Organizing 88
Organizing Strategies 89
Effective Implementation of Strategies 91
Tools and Techniques for Effective Implementation 92
Participation of Employee in an Organized System 93
Organizing and Staffing 94
Determinants of Managerial Staffing 95
Qualities for Managerial Positions 95
Organizing the Human Resources 96
Effective Organizing Tips That Deliver Results 98




Chapter 6 DIRECTING : 107

Directing Defined 108
Elements of Effective Directing 108
The Process of Effective Directing Coordination 108
Directing and Motivation 109
Creating a Motivating Work Environment 111
Guidelines in Developing a Motivating Environment 112
Barriers to Effective Motivation 112
The Psychological Environment 113
Motivating Factors in the Work Environment 114
Directing and Communication 115
Communication Defined 115
Communication Process 116
Types of Communication 118
Communication Media 119
Ways of Improving Communication 119
Barriers to Communication 120
Ten Commandments of Good Communication 121
Chapter 7 — CONTROLLING 129
Controlling Defined 130
Characteristics of Control 130
The Controlling Process 132
Objectives of Controlling 134
Types of Management Control 136
Key Areas in Controlling 138
Problems with Control System 139
PART THREE
MANAGERIAL LEADERSHIP 147
Chapter8 MANAGERIAL EFFECTIVENESS 149
The Managerial Functions 150
The Challenges of Modern Managers 153
The Enduring Managerial Characteristics 156




Understanding Managerial Personality

Personality Traits that Affect Managerial Behaviors

Terminal and Instrumental Values of Managers

Chapter 9 MANAGERIAL LEADERSHIPS

Leadership Defined

The Need for Organizational Leadership
Qualities for Managerial Leadership
Approaches to Managerial Leadership
Managerial Leadership Patterns

The Management and Employee Job Freedom
Determinants of Managerial Leadership

The Behavioral Patterns of Subordinates

Chapter 10 DECISION-MAKING

Chapter 11

Nature of Decision Making
Characteristics of Managerial Decisions
Types of Managerial Decisions
Managerial Styles in Decision-Making
Stages in Rational Decision-Making
Decision-Making Environment
Managerial Decision-Making Techniques
Effectiveness in Decision-Making

Definitions of Conflict

Determinants of Organizational Conflict
Resolution of Conflict

Stress in Organization

Stressors

Managing Organizational Stress
Individual Stress Management

CONFLICT AND STRESS MANAGEMENT

159
160
162

171

172
174
174
175
176
180
182
183

195

196
196
197
195
200
204
205
208

219

220
220
224
227
227
228
230

Xii



Chapter 12  RISK MANAGEMENT 239

Definitions of Risk 240
Risk Management 240
Steps in Risk Management Process 241
Insurance as a Form of Risk Management 246
APPENDIX 255
BIBLIOGRAPHY 279

P xiii



