Principle of Management
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Chapter 1:

The Exceptional Manager:
What You Do, How You Do It

Clly Jab 4iSay (i 5 oy 13l 1 SLELYT ppaal)

Organization (pe=)

Is a group of people who work together to achieve some specific purpose.
A e waail bue g gleay (Al G (e de gena (o8 4naidl)

Management is defined as &l e o laY) oy

1. The pursuit of organizational goals efficiently ssSs and effectively 4dlxé by
2. Integrating the work of people through

3. Planning, organizing, leading, and controlling the organization’s resources
Aadiial) ol gall e o slagdl 5 o2l 5 adaiilly (ulil) Jee mad UMA (e 4llnd 5 00l dalaiil] Calaa YY) Gaiad el

4 To be efficient means to use resources -people, money, raw materials, and the like -
wisely and cost-effectively
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4 To be effective means to achieve results, to make the right decisions and to successfully
carry them out so that they achieve organizational goals
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Rewards of Studying Management

o)) Al Ja (pa pildY

4 Understanding how to deal with organizations from the outside
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4 Understanding how to relate to your supervisors
el b (il e Jalatl) 43 sl g

4 Understanding how to interact with co-workers
Janll 3 ) an Jalaill 44y jla agh

4 Understanding how to manage yourself in the workplace
Jonll (S (8 o 4y sLay il o 510

4 You and your employees can experience a sense of accomplishment
S s a3 ol e IaY) Al 53 UVA (e oSSy il sl 5

4 You can stretch your abilities and magnify your range
ey palall Blaill aiicai s ol )08 aai i Sy

4 You can build a catalog of successful products or services
L lexdll s cilatiall (ladll Jabada ) ~laill & U oLy Gy

Seven Challenges to Being an Exceptional Manager

(age) (Al e ¢ oS Ciluaald auu

1. Managing for competitive advantage — staying ahead of rivals
(Sldlia o Lasiie oLl (g1 ) 4l ) e 3aias Jal (e o laY)

2. Managing for diversity — the future won’t resemble the past
bl 4ady o Jiad) of g () ) & sl 5 1)

3. Managing for globalization — the expanding management universe
et sl 5 ((Asallall J gum gl ) 4algal) il (50 oYl

4. Managing for information technology
Alall 4y ey 3 il ) il ) g ) e slaall 4 ol

5. Managing for ethical standards
aBAY el i Jab e s laY)

6. Managing for Sustainability— The Business of Green
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7. Managing for your own happiness & life goals
lila 8 Aalal) @lilaa) g salend) 5a8a3 Jal e s laY)
Managing for Competitive Advantage
Aol L) e 3ulacil o ))Y)

felly ny 13k

The ability of an organization to produce goods or services more effectively than competitors
do, thereby outperforming them

agle (5 5 i) (e adlnd ST clend i al LY 4akiidll 3 )08 o
(degn dana )l Selld 3y Cas

Being responsive to customers -l slad Al s dakaidll ¢ S

Innovation waa ale JS ) ial e gy
Quality alall 25
Efficiency 4 glhaall 5ol

Managing for Information Technology

Oila slaall 4085 5 )

Implications of e-business  4xig A o ladll o 4 jiall JGY)
4 Far-ranging e-management and e-communication s s Y! Juai¥) A e (s2all samy Ul
4 Accelerated decision making, conflict, and stress Jea¥s g pall 5 5 El aiia ke & 5l

4 Changes in organizational structure, jobs, goal setting, and knowledge management

A ) )2 5 Gl sty Jeal) a5 asdiill JSe) b ol il

Managing for Sustainability

SLl) g daldiadd 5 )Y)

4 Sustainability

economic development that meets the needs of the present without compromising the ability
of future generations to meet their own needs.
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Functional
Areas
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What Managers Do: The Four Principal Functions (14> 142 |3 ags)

i) cilaga 2ol € el Jady 13la

Planning
You set goals and
decide how to
achieve them.

Controlling
You monitor
performance, compare
it with goals,
and take corrective
action as needed.

Pyramid Power

Levels of
Management

R&D Marketing Finance Production

Organizing
You arrange tasks,
people, and other
resources to
accomplish the work.

Leading
You motivate, direct,
and otherwise
influence people to
work hard to achieve

the organization’s goals.

Middle managers

First-line managers

Nonmanagerial
personnel

Human
resources
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4 Top managers ¥ Gui )

make long-term decisions about the overall direction of the organization and establish the
objectives, policies, and strategies for it.

Aalniall

4+ Middle managers gl (i )

implement the policies and plans of the top managers above them and supervise and
coordinate the activities of the first-line managers below them

(4530 430 JV) ) V) Tadd) e adadil o (g iy Ao V) G )l Jalad g il 283 31
4 First-line managers Js¥) hill e
make short-term operating decisions, directing the daily tasks of non-managerial personnel
CmORY) e (b sall dge sall algall 4 gy ¢ il saall e aladall ol 8l Ay
4 Functional manager 551 yall
responsible for just one organizational activity Ja& 2l cadaii Ll Ge Jgguall yaaall sa
4 General manager alall 3l
responsible for several organizational activities 4xehill 4buiill (e paal) e Jssasall 589

Roles Managers Must Play Successfully

Zlah W g O paall Ao G Gl g8 ol ) g0

1. A manager relies more on verbal than on written communication
S Jaal 51 e ST all) sl i) gl el V1 e el aaiey o Gany

2. A manager works long hours at an intense pace
Ao s 555 b Al el Jaxy ol e o

3. A manager’s work is characterized by fragmentation, brevity, & variety

£ il ¢ Sl ¢ 3l el Jee aay
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Three Types of Managerial Roles

Al s e B il 4D

4 Interpersonal roles (4xaddl) Jule Lgd aSaty) duadddl ) g3Y)

managers interact with people inside and outside their work units

figurehead, leader, liaisonasas 315 agre Jual s s Jandl Clas s 7 a5 Jalo (i) ae deldly el of
4 Informational roles 4xds) ) g

managers receive and communicate information e slaall Jiys A LINA e )

monitor, disseminator, spokesperson sty yii cda p
4 Decisional roles /&l 330 ) gaf

managers use information to make decisions to solve problems or take advantage of
opportunities uaﬂ\ % saliiuy) ji JSlad Ja d;\ % J\)ﬂ\ sy QL&)&M 4.3),33&\ (:\Jilui

entrepreneur, disturbance handler, resource allocator, negotiator @lla s ahie el Lead o5&
2l sall Ganadi Jal e pa sl g Ul jlaay)

4+ Entrepreneurship Jlee ¥ 53

process of taking risks to try to create a new empire, Entrepreneur, intrapreneur.

dal (e @l g oyl doleny o 55 andaiall () 6l ) oman 4 ) sl el oLl A gl daf (e Hhaladll ae el dlee &
(pin S8 Lllee | s

4 Entrepreneur Jstis sl Juel s

someone who sees a new opportunity for a product or service and launches a business to try to

realize it
Glly Gaiad A lae 3 Jlae YU a5ty s 402a) ol piiall sagaad) (il Ay 555 4lSaly il 5o
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How Do Entrepreneurs & Managers Differ

ol dall o (Ol gBal) ) Jlas ¥ Jlay alidy (i

4 Being an entrepreneur is what it takes to start a business
s e Bl (gl ead a3l 58 Jeel day 438

4 Being a manager is what it takes to grow or maintain a business
et e 4ol paill o hle s e 435S Leiy

4+ Necessity entrepreneurs Jus¥) Ja ) 352

people who suddenly must earn a living and are simply trying to replace lost income and are
hoping a job comes along sl 4l Jlee V1 Jlagind A glae 5 ol (il 4adl () gy cpall Gulill iy ll

Adby e Jgasll aa

The Skills Exceptional Managers Need

(ALY aal) Lgaliag Al @ jlgall

4 Technical skills 485 <) jlga
the job-specific knowledge needed to perform well in a specialized field
amdia Jlae (b Aisme 4dslh gl 4o 330 el 2 yaal

4 Conceptual skills (ke e ) Azapliall & jlgal)

the ability to think analytically, to visualize an organization as a whole and understand how the

parts work together .
Lee el jad Jao 48 agh g JSS dabiiall ) guaiy sl Sl e o a3l
4 Human skills 4 &l &) jlgall
the ability to work well in cooperation with other people to get things done

s sy oA ae (g slaia s i IS el e o
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The Most Valued Traits in Managers

so)dall B dad iSY) clinal)

4+ The ability to motivate and engage others (u_AY! &l a5 juaadll e 5 5adl)
4 The ability to communicate Jwal 5l e oyl
4 Work experience outside the United Stateseaaiall cilb¥ ol & Jaall 3o il

4 High energy levels to meet the demands of global travel and a 24/7 world <L siue g )
(ps2 IS 4slill Hlae o sase alladl G 61 ) Ll 7 il 24 ) il Callas 4glil 48Ukal)
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Chapter Two:

Management Theory:
Essential Background for the Successful Manager

gl el dplll) 4dlild) 1o jlay) 4y ki

How We Got to Today’s Management Outlook

fagad) o)) A 4l Ulag La J) Lla g i

translating principles based on best evidence into organizational practice, bringing rationality to
the decision making process

Al e 58 Sl ) pia g aagdail) il jleal) 8 4l e i) galie dea 58 A (e

Two Overarching Perspectives about Management

2 oY) Jgn G ) (i ) plilal)

4 Historical perspective A3, skiall
classical, behavioral, and quantitative . 4%l ¢ 4 gLl ¢ 4L
4 Contemporary perspective alaall gliial)
systems, contingency, and quality-management. s2sall 53] 5 ¢ ) shll dakail Jia

Scientific Management: Pioneered by Taylor & the Gilbreths

G B ¢ ) oLl 0 JSyf 2 dalal) BIaY)

4 Scientific management 4xlall o )2y

emphasized the scientific study of work methods to improve the productivity of individual
workers sl Jlaad) apalis) cpead o eild o g Jaall culllY asde 4l @

Principles of Scientific Management 4xalal) o jla¥) Lgale a 685 Al (galaal)
1. Scientifically study each part of the task 4agall s3a (e ¢ 3a IS0 4zdde 40 la

2. Carefully select workers with the right abilities <l asaaiall <l jall Cilasal Jleal) dling 20
4.A€_AS‘
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3. Give workers the training and incentives to do the task 4sstiall 381 sall 5 Cay yxill Jlasll el

M@-A“ﬂﬁeew

4. Use scientific principles to plan the work methods <ulbud Jadadiill 8 4sleal) tgolaall aladiy]

. Jaall

Administrative Management: Pioneered by Fayol & Weber

i dald 1 W Sy Al 4pdditl) o y)aY)

concerned with managing the total organization . 4!l audaidll & jlab g5

4 Max Weber believed that a bureaucracy was a rational, efficient, ideal organization

based on the principles of logic

hiall o adiad Al goabiall e a i )5 o DN andaiil) 3l o 4kl 85 5l Of Siay

Five Positive Bureaucratic Features

agdal i 5yl Ayl aladial 8 Cilulagl 4esed cllia

1.

2.

A well-defined hierarchy of authority 4haludl J& (e lus 23aa (e yell Jududll
Formal rules and procedures 4w 1l Glel a5 el gl

A clear division of labor Jasll zucal 5 avds

Impersonality (St s 8l ) Jsens

Careers based on ol (ulul e & 585 Caills gl
merit

The Problem with the Classical Viewpoint

AaaudISl) ) dga g e AdSial)

4 Mechanistic 4SSl

4 Tends to view humans as cogs within a machine, not taking into account the importance

of human needsolesy! laliial Ly ey cpmn 33Y1 5o Gleal) Jal i) e ) dia
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Why the Classical Viewpoint is Important?( a¢=)

£13) daga ASudISh B3 dga g Lol AT wila g

4+ Work activity was amenable to a rational approach . lisll zeill 8 Jac Llill oY

4 Through the application of scientific methods, time and motion studies, and job
specialization it was possible to boost productivity ¢k aladiul JYA (e Saall (e 45Y
o Sl Ui o il (i ) L) oaly ) s sl) (il 5 <l 5 4 ) il all 5 4galell L)
(s il all 4358 Ly

Behavioral Viewpoint: Behaviorism, Human Relations, & Behavioral Science

- A glead) o glad) g ¢ Anilaad) Bl ¢ A oluadl 1 S ) B dga g

4+ Behavioral viewpoint (S sl JAi dga g

Emphasized the importance of understanding human behavior and of motivating employees
toward achievement Jas¥! s Cplaall Jaiady (g pdal) ol shu agd dnaal e aady

The behavioral viewpoint developed over three phases: Jal e &3 e 4S50l jlaill dga g
1. Early behaviorism 43 4. slull 4 )
2. The human relations movement 4x_xull CildBall SIS
3. Behavioral science. 4 sl a slall

Early Behaviorism: Pioneered by Munsterberg, Follett, & Mayo

Sibay el b o o siauila 0 S50 1 (41l ) ASS glead) A paal)

4 Hugo Munsterberg : o5 442 9 (e

1. Study jobs and determine which people are best suited to specific jobs
saaaall Caills gl Ll sa (i (ol dan s Jasll G i (u ya

2. Identify the psychological conditions under which employees do their best work
e Jumily oLl (il pall om0 agusil) g 11 2083

3. Devise management strategies to influence employees to follow management’s
interests

oY) wllian daglial (il sl e i o) Ll (e i) il
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4 Mary Parker Follett : e_ki d¢a9 (e
4+ Organizations should be operated as “communities” " Clasiaall "o Cilalaiall Jasd Gf can

4 Conflicts should be resolved by having managers and workers talk over differences and
find solutions that would satisfy both parties cx_sall 3sa s JMA (e cile ) 330 dad o cang
Okl o i Al Jslaldl slag) 5 AL (a5 Jlaall 5

4 The work process should be under control of workers with relevant knowledge | e
IS 48 el () oShey ol Jlandl 5l cind Jeal) Aulee ) 53

4 Hawthorne effect Qusig sl

employees worked harder if they received added attention, thought that managers cared about
their welfare and that supervisors paid special attention to them

oala alaial Ll sy s Jlandl 238l 5 (o joaall wigy 130 ¢ ST alaial il 13 ST algialy Jany Cals sall

The Human Relations Movement: Pioneered by Maslow & McGregor

U5 asa g slula o Sl 1 duiludY) cABNal) 4S a

proposed that better human relations could increase worker productivity

23 o) el (e Jemd) asluay) sl )
Jlead) dpalil

Maslow’s Hierarchy of Needs Self-actualization

Al Bada

(p—ge ) shesbal Lot claliiadl e sgd) Juadeal) RERY Esteem
esiaall Social
oY) Safety

Physiological
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Douglas McGregor —
Theory X versus Theory Y g

2522 d (s g Ay laill g ) 4y ALY

4 Theory X oS 4y kil
represents a pessimistic, negative view of workers Juell acilisall apll) o ylaill Jic
workers are irresponsible, resistant to change, lack ambition, hate work, and want to be led
aaltll 2 5 ¢ Jardl o S5 ¢ salall (alli ¢ il o glie ¢ J e e Jalall
4+ Theory Y )54 kil
represents an optimistic, positive view of workers Jueall alilaiall 5 aplag¥) 4y ylaill Jis

Workers are considered capable of accepting responsibility, self-direction, self- control and
being creative

1Y il e o jlasdl A dgm gl 5 4l punal) Jan e 508 Jalal

Why Theory X/Theory Y Is Important

P Cnaga sl99 sl Ay B il

4 Helps managers understand how their beliefs affect their behavior. a¢d (e (n el 2cluy
S sl 5 agilaine Hi%i 2

4 Managers can be more effective by considering how their behavior is shaped by their
expectations about human nature Jesll &l slu & Hlaill A e aallad ST 55 6% G ol oS
Al dalall e oglladl o i

The Behavioral Science Approach

: A4S olud) o glal) gl

Relies on scientific research for developing theories about human behavior that can be used to

provide practical tools for managers Sy il s _pdall & glall Jsa il plaill p glail alall Sl e aaiag
Conall asleall ) g2l b il Lealadid

Quantitative Viewpoints: Management Science & Operations Research

pAaalal) &igall g A Yl aglad) : Apadl) I Clgag

4 Quantitative management 4l 5 )3
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application to management of quantitative techniques, such as statistics and computer
simulations 4w sulall slSlaall 3 Clebiaay) Jia 40Kl 3 5la) 48 Gadad

Management science, oY) ale Jia
operations management Sbleall 30

Management Science: Using Mathematics to Solve Management Problems

rcilaaly ) aladials 4 aY) JSLaal Ja 1 o iy agle

stresses the use of rational, science-based techniques and mathematical models to improve
decision making and strategic planning

Lubaadl s ) a) aia dulee Cppni] gy Hl) z3laill g alall e 4@l ¢ 4Dl Gl aladiud el Lo aady
.@,}3\)&»;‘2{\

Operations Management: Helping Organizations Deliver Products or Services More Effectively

s aalad S cladd gf ciladia audih o cilpal) Sasblua @ cllaal) 503

4 Operations management :<bleall 3 )l

focuses on managing the production and delivery of an organization’s products or services
more effectively 4lled )ﬁ\ sl e kil claas ji Cilatiiall paaal 9 GL’L’:‘;{\ Bl Ao S g

work scheduling, production planning, facilities location and desigh &8 s «z WY Jaslads ¢ Jaall 4 saa

sl 5 38154l

4 Systems viewpoint 4eii¥) ki dga g
regards the organization as a system of interrelated parts .4kl siall ¢l 32! (10 4c sana dabiiall i
collection of subsystems .4 Jill alaill (4 4c gans

part of the larger environment_sS! U< 4l (e ¢ 3o
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The Four Parts of a System

(ad0) zaUaE Any Y1 ¢) 528

@ Inputs @ Transformational processes ® Outputs

The people, money, The organization’s capabilities The products, services, profits,
information, equipment, in management and technology losses, employee satisfaction or
and materials required that are applied to converting discontent, etc., produced by the
to produce an organization’s __, inputs into outputs __, organization
goods or services

: Example: Designer’s Example: Gold and silver rings,
Example: For a jewelry management skills (planning, earrings, bracelets, etc.
designer—design, money, organizing, leading, controlling),
artistic talent, gold and silver, gold and silver smithing tools and
tools, marketing expertise expertise, Web site for marketing

@ Feedback

Information about the reaction of the environment to
the outputs, which affects the inputs

Example: Web customers like African-style designs,
dislike imitation Old English designs

Csika gl (3lia Lal 1 UL LRI £) 63
4 Open system

continually interacts with its environment 4l xe 1,58 Jelayy
4 Closed system

has little interaction with its environment 4l ae 3Ll Jelit,

4 Contingency viewpoint s skl Jii dgas

emphasizes that a manager’s approach should vary according to the individual and the
environmental situation sl 5 (52 il aua sll 1y Caliag G g ol o e medll 138 x5
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Most practical because it addresses problems on a case-by-case basis JSLiall zllay 43Y dolec JiSY)
aallad SISV 58 (5 ) shall meia o gl ¢ oan e g ca e S

Quality Control & Quality Assurance aé+

;o3 gal) Slasa g oa gl 481

4+ Quality o252

total ability of a product or service to meet customer needs o (il 4023l i ziall dlaayy) 5 3l
¢ Maad) Cilaliial b Lals

4+ Quality control s2 51l lasa

the strategy for minimizing errors by managing each stage of production sWaa¥! (pe aall 4asi yiud
C\:\J:}“ d}\)&wd}f&b‘)‘ﬂ“ dv\Au—c

4+ Quality assurance sasall asls

focuses on the performance of workers, urging employees to strive for “zero defects” e X »

sl e A e Lo sl JLSI T ) pand) e il sall Cas g Galalal) gl

4 Total quality management (TQM) 4lalid) s gald) 5 )a)

comprehensive approach-led by top management and supported throughout the organization-

dedicated to continuous quality improvement, training, and customer satisfaction 4lald sl zgill
:QM\LAJJQ_\:}Jﬂ\jM\uMW)ﬁ}w\ c@i@.«;‘;ec;“jw\cjb\ﬂ\dﬁw

Total Quality Management

ALK 0 gall B 10)

1.

2.

Make continuous improvement a priority 4:sls¥! <13 s o yaivsall 5 sa¥) (3o Cppanill Jaa
Get every employee involved(séls sall JS 48 jLik e J paal)
Listen to and learn from customers and employeessteall 5 (ks gall (0 aladll 5 & Lty

Use accurate standards to identify and eliminate problems slaill 5 saail 43dy jules aladiind

Jsadl e
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Learning organization A4aulxill 4aliiall

organization that actively creates, acquires, and transfers knowledge within itself and is able to
modify its behavior to reflect new knowledge

ol 48 jrall uSatl gLl Jiaat e o 508 e g Lot Ja 48 jpaall Ja3 5 QluiS) 5 Ll slas ) aedaiall s
How to build a learning organization 4xaulsi 4aliia ¢l 48

1. Build a commitment to learning alxill o 3Y) ol

2. Work to generate ideas with impact s i« IS8l sl g e Jesl)

3. Work to generalize ideas with impact _jise JS8 asexi o Jaall
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Chapter Three

The Manager’s Changing Work Environment & Ethical Responsibilities:

il g ganall g SLEMAT 5 Jard) Aipd jadal) i
Doing the Right Thing

sl g ) Jad

The Community of Stakeholders Inside the Organization a¢=

rAaiial) JA dgiaall cilgal)

4 Stakeholders 4aladll Clsal

the people whose interests are affected by an organization’s activities 4kl 5 5 i Gl Gulill aa

¢ 4adaiall

Internal, external( 4ekidll z & 5 Jals e ) Gma s Sl alals W age 3

The Organization’s Environment <blaiay) & 5 S Laild g ) agea

oo (N ) ol e A1 6 5al)
il sl a5 il llaall sl
¢, iluall il 5 il
anal agh il s 5all 4suilly Ll
Ll e O sSe a5 (s A wlladll
sMJS;.“ ¢d.»4\_5ﬂ|d:\uj ¢ OJ..}_}.“ )?LG'“'“
B é‘)‘ﬁ“ ;‘}_aj\‘g (Cj e.:ﬂ\ calasyl
elaiaY) g gl Sl i aalad) 41
L el

Claal (o ST 4306 Lads agall oy
LMY))@LAS@)S\J\HJQP
(( salall ‘f‘gﬁd\ sl

EXTERNAL
STAKEHOLDERS

Oiasal Cen il | a3 Gl 8151
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4 Internal stakeholders

4 Owners <)
consist of all those who can claim the organization as their legal property
L g8 ALl aadaiall () gShay cpl) Gl gl man e 5SS

4 Board of directors (naiall 4 gaza

members elected by the stockholders to see that the company is being run according o their
interests ) peallaal 8 5 4aS Hll Bl oh CaS 48 jral (peabisall J8 (e (ddiall sbac V) (e e gana po
(s 2l

4 External stakeholders (s Al zlladll claal

people or groups in the organization’s external environment that are affected by it
aabiiall adadily (5 il cpAll 5 Aadaiall dga Al il 8 Cle ganall 5 GalaEY1 a8
Task, general environment 4xlall 43l 5 oleall Jia

The Task Environment

1. Customers (b3
those who pay to use an organization’s goods or services
s pall 3 laadll e ool 5 aludl aladiuY () saday cpdl) Sl
2. Competitors (sdliall
people or organizations that compete for customers or services
claadll sl e Dlaall Ll Clabaiall o (il
3. Supplierscuissed)

A person or organization that provides raw materials, services, equipment, labor or energy to
other organizations

4. Distributor g sl

a person or organization that helps another organization sell its goods and services to

customers
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e Daall Lgilast 5 Lgmtlimy aw e Aaliiall a by adiia | i
5. Strategic allies a8l i) slilal)

describes the relationship of two organizations who join forces to achieve advantages neither
can perform as well alone 255 Of 0S¥ Ll e Giiail a3 sea () sy (Al Giaaiall G 483l Caiay
s g

( Loty 4Ll aas o aS Al 80y Y etiall Of alall ga (pima oelie sy (e gillad (€ 55 Siny )

6. Employee Organizations: Unions & Associationsalaiy! g bl
7. Local Communities 4dlaall Claaiagll
8. Financial Institutions 4dlall il 54l

9. Government regulators (e sSall (palaiall
regulatory agencies that establish ground rules under which organizations may operate
i o aadaiall (K Lgan g A1 4l ac ) g8l aand dgadaii i 2

o Special interest groups 4<alil) allaal) dclay

groups whose members try to influence specific issues & alaia ¥l Lgiliac| Jslad Al Cile sanall aa
(4dlacall :Jlia) anna Llind

o Mass Media( &l .... dosud ¢ Jgi) s maleadl 2oy Jilug

The General Environment 4«lad) 4id)

1. Economic forces 4uaidy) s sill

consist of the general economic conditions and trends — unemployment, inflation, interest
rates, economic growth — that may affect an organization’s performance

ole S 38 oM alaBY) pal) ¢ ol land cadiailly AN Aalall AL aBY ] alatY 5 Cig I (e (3 S
w‘}d‘ ;\Ji

2. Technological forces 4 sl gisill (5 6al)

new developments in methods for transforming resources into goods and services

et g ali () gall ysat 4l )l 8 sl <l skl s
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3. Sociocultural forces 43l g Aclaia¥) o gil)

Influences and trends originating in a country’s, a society’s, or a culture’s human relationships
and values that may affect an organization

Aabidl o g a8 ) g 4dlE@) 5 a5 anluay) ClElall ¢ adiaall g a3l 8 4aill Glaladl) g <l HEl e
4. Demographic forces 4d_& ganll 5 gill

influences on an organization arising from changes in the characteristics of a population, such
as age, gender, or ethnic origin gsiall s yeadl Jie S (ailiad 6 i) oo anilill aakid) e il 3l
ol da¥l g

5. Political-Legal forces 4xigilall g dsulud) &) gal)

changes in the way politics shape laws and laws shape the opportunities for and threats to an
organization . 4adniadl) aal g3 08 ‘;’\S\ Cilaagill 5 Geaall IS5 2asd il 8 5 JSET Al oyl g8l 48y 40 PSRy

6. International forces 4xgll (s 6all

changes in the economic, political, legal, and technological global system that may affect an
organization 4ekidl e g 38 Al s g€l 5 gl g oalaldl 5 galiaBBy) allall pUail) 8 <l )

The Ethical Responsibilities Required of You as a Manager

1 el dlia 4 gllaall ABMAY) il g puual)

4 Ethical dilemma : 483aY) Oliazadl) za

situation in which you have to decide whether to pursue a course of action that may benefit
you or your organization but that is unethical or even illegal

sl a@dAl e gl ells (81 g dipme Xl 58 (e A pall 5 il i () LIMA e aadaisi ¢ A dlla (e 5 jle 2
(& cosil clan) ) Jad Jia ) Apsld e

Defining Ethics & Values .adll 5 (3AY) iy al

4 Ethics GO\
standards of right and wrong that influence behavior &skul e g ) Uasll 5 (ol eal) julea
4 Values ~8l

relatively permanent and deeply held underlying beliefs and attitudes that help determine a
person’s behavior paadll & shu aaas 8 aelud Al Call gall g adin) ) Cilaiina  agaill dails
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Organizations may have two value systems that conflict: & 5 leam & lali o Clalaiall o5& 38
1. The value system stressing financial performance versus (Wl ¢3¥) e aadall sl aUas

2. The value system stressing cohesion and solidarity in employee relationships il aUas
s pall B el g aa bl e dadiall

Four Approaches to Deciding Ethical Dilemmas

s ABNAY) cdLlanall ¢yl 8 MATY zalie day

1. Utilitarian zawll
guided by what will result in the greatest good for the greatest number of people
o) e aae S saild ST ) g0 Le A i

2. Individual g3 sl add

guided by what will result in the individual’s best long term interest, which ultimately are in
everyone’s self-interest 4aladl 8 Cilaall 4es A& 5 ca all JaVW) dlysha g 4 58 200 8 ) (550 Le 2 i

. aeall agidl)
3. Moral-rights 483l 3 s

guided by respect for the fundamental rights of human beings _<iull 43l 3 saal) ol yia) ad yius
4. Justice 4lla=ll

guided by respect for impartial standards of fairness and equity Jal (s sdilae julas ol yial) 23 yios
Gyl

How Do People Learn Ethics? Kohlberg’s Theories

£ S Ao a0 CLANAY] ol alaty i

> Level 1, preconventional — follows rules ( 4l 3 ) ac) sall glals 1 J Y (s sl

> Level 2, conventional — follows expectations of others <ilad 5i &by 1 gaaill ;  SU (5 giuall
A

> Level 3, postconventional — guided by internal values (sl ) jlail) aay GG (5 gival)
Al ) i
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How Organizations Can Promote Ethics a¢=

S AAY) 5ot clalaiall ey LS

1. Creating of a strong ethical climate 5 81 Fla G4

2. Screening prospective employees (plaisall (1ils sall (jasd

3. Instituting ethics codes and training programs 4 )3l zal sall 5 48MAY) 2o &) Gl

4. Rewarding ethical behavior: Protecting whistle-blowers (xsall ilas - 3NAY) & oLl olilss

The Social Responsibilities Required of You as a Manager

2 ondal dlia 4y slhaal) daslaial) cilyd gipaal)

4 Social responsibility 4 laia¥) il g saal)

manager’s duty to take actions that will benefit the interests of society as well as of the
organization aadaiall Sl QA‘.'\;A\ c_‘LsAA s cA.\SLq 2 g Oi Lg_\\.& Cra ‘";ﬂ\ Ciled ) AASY  yaall caal g &

4 Corporate social responsibility (*ostadll ) SIS Al ape Laial¥) 4 g gul)

notion that corporations are expected to go above and beyond following the law and making a
profit S il zy 5 G ¢ Sl el b 350l an ) can of @8 sl (ge S 5 Sl

4 Corporate governance (e 4eSlall aS 3l fue 5 45 glatiall S i) ) ClS Hal 4aS ga
the system of governing a company so that the interests of corporate owners and other

stakeholders are protected. 4sladl Clawal S Al Claal mllas dlea iy Cuny 48 Hall oSas ol
NPTl
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Chapter Four:

Global Management:
Managing Across Borders

dgaad) e o) 1 Axallad) B ha)

4+ Globalization 4algd)

the trend of the world economy toward becoming a more interdependent system
ey S Al ) Jgatl) g alladl SLaiiY) ol o

4+ Global village 435S allall

the “shrinking” of time and space as air travel and the electronic media have made it much
easier for the people of the globe to communicate with one another WS glSall 5 gla )l (alss a
fan Jgu el allall osni (s daal 53 (e a3 i 5 SSIYT De W) Jilis g s sad) iudl

4 E-commerce 4y Syl o jlaill

the buying and selling of products and services through computer networks
el A A (e Sladddl g latiall g el

4 Global economy (allal) sLaidy)

the increasing tendency of the economies of the world to interact with one another as one
market instead of many national markets

agiba gll (31 a1 (e Yo alle aal g (§sm 8 aml Lpany ae Jelill allad) sla® oyl 3l Jaal) 52
4 Positive effects 4xlag¥) Y

more markets for American exports A 51 Gl aball (e 3l
4 Negative effects 4xlad) JBY)

vast surplus funds from global investments flowed into U.S. that were invested badly in
subprime mortgages u’J oy iy yaltiul ‘z,’_"'d\ sasiall Y 4l uJ dzallall &l L) L:A aailall JI gl 38
(e 4 ey ) Shalaall e ey ¢ 58 )
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Minifirms operating worldwide alladl sladi asea 8 Jaad Al o juieal) s )il

4+ Small companies can get started more easily ! 4 sgas 1235 ol Sy
4+ Small companies can maneuver faster & yul JS o5 sl LeiSay LS

Why Learn About International Management? ¢ 43 gall o )Y (e alzii )ilal

4 Multinational corporation 4xwdadl sania Cils d

business firm with operations in several countries Jexi <l (Sas ) Glaly s & Jead ) Jlee V1 4S 55
( 4l gall DJ\J‘Y‘ ?Lj sz\ CUA_& S g8

4+ Multinational organization <luwiall sasia 4akiia

nonprofit organization with operations in several countries Ok e (& Jaxiy dusy y pe debiia &

¢ dgdgal) oY) (i alai 13l , 13

4+ You may deal with foreign customers or partners <ulal) ¢lS 33l o ¢Sanll pe Jalaill plains

4+ You may deal with foreign employees or suppliers (sl sl (b sall ae Jalaill aplains
ilay)

4+ You may work for a foreign firm in the United States saaiall cili¥ gl b 4ginl 4S 53 8 Jaas 8

4 You may work for an American firm outside the United States — or for a foreign one 5
cala¥l aaY o GV )z A A yal 4S a8 Jess

The Successful International Manager zall) allall adll

4+ Polycentric managers JSI_all dasiall juaall s

take the view that native managers in the foreign offices best understand native personnel and

practices, and so the home office should leave them alone <lSall i (ald) caalia ) LoVl ol ¢
adalll] 43S Aalinal) agaie Cang Gl saly 8 AWiEH Gl jlaall 5 31 0 agd Juzabl 48 Y)

4 Geocentric managers u2_¥) S sk

accept that there are differences and similarities between home and foreign personnel and

practices and that they should use whatever techniques are most effective 4 4a 5l &llia o Jas
el YT bl aadis A5 il jlaall s casla) ik gall 5 call (s (SR
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Why Companies Expand Internationally

Slalle A g ) il ) &y 55 13lal

1. Availability of supplies ©lalaY) i sl

2. New marketsoas (3l sul

3. Lower labor costs 4llex) CalSi (aliss

4. Access to finance capital zL_o¥)s Sl sl ) (A Jseasll

5. Avoidance of tariffs & import quotas 2 il aas 5 48 jaall o gu Il ains

How Companies Expand Internationally

lalle S puil) a5 S

4+ Global outsourcing 4salle 4a A jalaay Adlaiu) DA (e

using suppliers outside the U.S. to provide labor, goods, or services <b¥ ol z & (pa ) sall pladinly
. cilaaally giladl s Alelal) Al il asaidl

4 Importing 2 £sY)

a company buys goods outside the country and resells them domestically z & gl g 854S i
Lilaa g Lgma 2a 5 23U)

4 Exporting _x>sill

a company produces goods domestically and sells them outside the country Lilss ailiall zit 4 %
S 7 A Lenads

4 Countertrading +=.s
bartering goods for goods ailadl alud) 4ailia
4 Licensing =l il

a firm allows a foreign company to pay it a fee to make or distribute the firm’s product or
serviceal s il i zite @i dal (e Lasu ) Leadal dginl 48 58] i 48 50
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4 Franchising )iy G~

a firm allows a foreign company to pay it a fee and a share of the profit in return for using the

firm’s brand name and a package of materials and services 4 s a sw y Lexdal 4pial 4S il ansi 4S 55

4 Joint ventures A4S sidal) g jldiall

formed with a foreign company to share the risks and rewards of starting a new enterprise
together in a foreign country b (8 sasall g Lially coall CHESA 5 Hlalaall auliil 4uiaf 48 58 ae €S
i)

4+ Wholly-owned subsidiary Jalsll 4S glas dails 4S )&

foreign subsidiary that is totally owned and controlled by an organization LSl 4xli 4uial 4 15

LS Lale jla s aalaia
4+ Greenfield venture L ¢p 8 £ 5 8

a foreign subsidiary that the owning organization has built from scratch. 285 4akiall 425 4S )5 a

all (e Cudy

Barriers to International Trade 4 sall o Jlaill alal ja) gal)

4 Tariffs 48 el a gl

customs duty, or tax, levied mainly on imports <l sl e Ll (2 i 3l Gl juall g 4 jaall o oo )
4 Import quotas i) e

limits on the numbers of a product that can be imported Wl sl (e ) Claiidl (e 23 e 508
4+ Embargoes sl

complete ban on the import or export of certain products (az paais d yiul Je JulS jlas (4
claiial

The Importance of National Culture 4 sl 43l 4iea]

4 Culture( age )43

shared set of beliefs, values, knowledge, and patterns of behavior common to a group of
peoplecill (e 4 sene (& i) & glall Jalail 5 Cajlaal) 5 asill 5 Calaiinall (1 4S jidia 4 sens
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Cultural Dimensions( a¢e ) 43L&

4 Low-context culture (k) Aadiia 43155

shared meanings are primarily derived from written and spoken words 4S_jiiall Jleall (e i g
43 ghaiall 5 43 5l LS (e J5Y) Ll b

4 High-context culture (bl 4lle i Aadl s 4315
people rely heavily on situational cues for meaning when communicating with others

The Globe Project’s Nine Cultural Dimensions 4sallal) 43&) & g pial dlas) A

4 Power distance 43Ual) 4l

how much unequal distribution of power should there be in organizations and society @il &S
Claainall y ciladaiall 8 G 6 of cang 53 5 0 58l ¢ il i)

4 Uncertainty avoidance () ade uiad

how much should people rely on social norms and rules to avoid uncertainty e sl adiny ¢l
Cad) pe sl Jc\}ﬂ\_g J.A...g\.’.‘d\

4 Institutional collectivism 4w 3all 4elaad)

how much should leaders encourage and reward loyalty to the social unit ¢3S g 22l i ol
e ldia¥l oas gl b ol sall (alasy)

4+ In-group collectivism &ls gana A Jaall

how much pride and loyalty should people have for their family or organization ¢ ¢¥ sl s A4l sa

4+ Gender egalitarianism Czadial) ¢ o) glucal)

how much should society maximize gender role differences _lsal ¢ <adiay) alany O gy aaiaal) ol

Cmaial)
4 Assertiveness ) y<Y¥!

how confrontational and dominant should individuals be in social relationships 4¢>) sl &
apelain¥) agilBe & ) Y1 oS ol Gany () g diaggeall
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4 Future orientation (Lfiwall 43 gl

how much should people delay gratification by planning and saving for the future (=&l e
. L\S.\umﬂ“ JL&AY\} .L:.\.LA.\SW Al) d).; (e &Luﬂy‘ ‘):\Ai:\

4+ Performance orientation s/ & 42 gill

how much should individuals be rewarded for improvement and excellence Jezy (s 3l BIS, ¢
.“ u“ }i g -
4+ Humane orientation (¥l 42 sl

how much should society encourage and reward people for being kind, fair, friendly, and
generous sl 3 3 ¢ ag i L <1 Gl WSy 5 acinall aady O

Other Cultural Variations s _ij 488 cléii|

1. Language 4l

2. Interpersonal space saaiY! (G 4l
3. Communication &Yuaiy!

4. Time orientation (8 s 4a sill

5. Religion ¢
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Chapter Five:

Planning:
The Foundation of Successful Management

Aaalil) 3 1) (ra A a1 Jasdadlil)

Planning & Uncertainty
KE PO | PRI
4 Planning lubasl)
coping with uncertainty by formulating future courses of action to achieved specified results
Jiiasall 8 oadma geilis gaas il 5 Qo) (e 4e same 42lua JYA (e i) ade Alla g Jaladll 5o

setting goals and deciding how to achieve them & kb (lis <)) il (e 4 gana a3 5 Calaaf g

\A.:m

Planning & Strategic Management a¢=<

 bad) a3 1) g Jadadsl)

|. Establish 2. Formulate 3. Formulate 4. Implement 5. Control the
the organiza- the grand the strategic the strategic strategy
tion’s mission strategy plans, then plans
and vision the tactical

and opera-

tional plans

Why Not Plan? § ( _se¥! Gy 8 ) labas ¥ 13l

1. Planning requires you to set aside the time to do it abill 8 Il jaads of ¢lie callay Jayadsl)

2. You may have to make some decisions without a lot of time to plan <)) 8 JA3Y jlaai o
Alaaill CB ) (e SN (50 (e Amg s
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How Planning Helps You

i) dlasluy i

1.

2.

3.

4.

Helps you check on your progress<leis ¢y aaill 8 élae Loy
Helps you coordinate activities 4! g e dlaeloy
Helps you think aheaddsiuall & »Saill e dlaeloy

Helps you cope with uncertainty . (&Sl ) Gl aae Al xe Jaladll & @lae by

Four Basic Strategy Types

(Ciagll ) Apmalal i) yiaad day i

Defenders Prospectors

Analyzers Reactors

4+ Defenders gélaall

expert at producing and selling narrowly defined products

A8y oddae Cilatie an g W) (4 jud

4 Prospectors (miiall

focus on developing new products and in seeking out new markets, rather than waiting for
things to happenua_dll JUail (pe Yoy coaa (3) sl (e anll 85 oanan Gl pyohai e 58 i)

4+ Analyzers Jix3

let other organizations take the risks of product development and marketing and then imitate
what seems to work best <ilatiall yshail jlalaall 335 3 5Y) 6 shally axi ol s AT cilalaial #Laud)

il (S Jamy adly san Lo a5 5 (a5 Ly guat g
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4 Reactors (4 Luall 1oy i) (addl) ) cilelal)

make adjustments only when finally forced to by environmental pressures Laic i <O ¢ ja)
iy Ala g 4l Juasy

Mission & Vision Statements

i) A5 433,
4 Mission statement 4agall

expresses the purpose of the organization sl (x (= 2l a5
4 Vision statement 433}

long-term goal describing “what” an organization wants to become 5 b Caay Ja¥) Jy sl Caa
e () 43 4akaidl)

clear sense of the future and the actions needed to get there el 2 ¥ 5 Jitusall eial g (i)
s llia U sea sll 4 50

Three Types of Planning for Three Levels of Management

oI (e iy g LML Jadadil) (1 £ g3 AN

4 Strategic planning (55 iwY! Jagadsl)

determine what the organization’s long-term goals should be for the next 1-5 years with the
resources they expect to have available e e Jishll gadl e aadaid) Cilaal o 55 o aoiy Lo aass
Aalia 05 Ol @53 S 3l sall e 4edldll uedd) Ol giss

4 Tactical planning (SS3) Jauhddl)

determine what contributions their departments or similar work units can make during the next
6-24 months.4lid) sV JBA Lgillakade 5 4S5 3151y Cilaalise oale yaas

4 Operational planning (e} Jadadsl)

determine how to accomplish specific tasks with available resources within the next 1-52 weeks
48l ¥l (38 52 -1 G pat (B Aaliall 3 ) sall aa dlimae alga il 488 3aa3
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4 Goals <Y

specific commitment to achieve a measurable result within a stated period of time 23« ol 3l sa
el e o2dma 0y disee A (3ia]

also known as an objective < < Lia oy
strategic, tactical, operational sl ¢ (S ¢ oadil yiu) ) g3l sae Liadl 4l
4 Strategic goals (5w Gagl)

set by and for top management and focus on objectives for the organization as a whole. s
JSS aakiiall bl e 58 55 Wlall o )la¥] A (5311 Caagll

4 Tactical goals <S5 Gasgdl

set by and for middle managers and focus on the actions needed to achieve strategic goals.

Coagl il e DU el ¥ Gle 35 (oY1 (n (A Tl ) Jass giall nall damy (301 Cangll sa
RPEN PN

4 Operational goals Aaddl) casgl)

set by and for first-line managers and are concerned with short-term matters associated with
realizing tactical goals. 4I5& (s ixy s (o)) (e 4 e JEY) ) Y1 dadll j0ae daay (g3l) Cangl) g8
LAl Calaa Yl Gaiaty adas jall Ja¥ o il Jilselly

4 Action plan Jasd) dd

defines the course of action needed to achieve the stated goal <2l adadl o 33U Jaall jlisa 225y
el

4+ Operating plan Jadal 4ad
designed for a 1-year period eas) s 4iu 334l dasias

defines how you conduct your business based on the action plan Jlel S s (ot DA e
Jenll Adad (il o aima 4 )l

identifies clear targets such as revenue, cash flow, and market share <l ¥ Jie 4aal 5 laal 2oy
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Standing Plans: Policies, Procedures, & Rules

slgilanlas g Ledile ) al ¢ Lgdbubiw 1ASS gal) Jakadl)

4 Standing plans 4 gal) Jalal)

plans developed for activities that occur repeatedly over a period of time 4e s se lalas a

consist of policies, procedures, and rules.2e) s 5 «le) )a¥) aulad) (e () &3
4+ Policy bl
outlines the general response to a designated problem or situation
Otre poda s ) Adma ASEL dalall adlain¥) aasy
4 Procedure ¢! >)
outlines the response to a particular problem or circumstances 4sala Ca skl ol Al dlainl daas
4 Rule x5
designates specific required action 23a4ll 5 < sladll ¢} a1 a5
v Single-use plans 2a/ sl aladiu) <l abadl)

plans developed for activities that are not likely to be repeated in the future 4= sia sa 43 &

sl 3 S5 o Jainall e (e il aladiS]
> Program gz

encompasses a range of projects or activities 4=V 5 & Liall (e 4o gana Jadiy
> Project & 9 all

plan of less scope and complexity than a programgesl sl (e laxi ST 5 Gl Ji alad
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SMART Goals( a—g= ) (S Ciagl)

d\gﬂcﬂg\guéjc@mﬂsqwdg@cww&@dm

Specific
Measurable

Attainable

[ Results-oriented

Target dates

The Planning/Control Cycle Jahidl) | Jadadsl) 5 93

1. Make the plan 4hs Jecl
2. Carry out the plan 4ball &
3. Control the direction by comparing results with the plan Ll g 45 jlia aladll olad) & aSa3

4. Control the direction by taking corrective action in two ways 33l J3A (e olad¥l e jlass
ugﬁs&)h AA;\;.;A\ Cilel V)

e Correcting deviations<lél i) msial

e Improving future plans4ddical Jaladll sl
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Chapter Six
Strategic Management:
How Exceptional Managers Realize a Grand Design
s dgad) A B 0)

oS avalial (ALY paal) (giay (i

The Dynamics of Strategic Planning (s sim) Jadadil) cilializa

4 Strategy 4l i)
large-scale action plan that sets the direction for an organization
aakaiall olail damy 53 5 a5 3las e Jaadl ddas

4 Strategic management 4wl iuYl sl

process that involves managers from all parts of the organization in the formulation and the

implementation of strategies and strategic goals e a s 4alaiall ¢) jal aren 3 0l Lo o sy Alee A
daa) yind 4l yhay Calaal) danigdelia

Why Strategic Management & Strategic Planning are Important

Slaga (ol sia) Jasdadil] g duasil ia) oIyl das f3lal

1. Provide direction and momentum 4elaicll 4xa gl ax8s
2. Encourage new ideas sxaall JISEY) aas
3. Develop a sustainable competitive advantage 4sliuall 4udlil) o jaall o ghai

Sustainable competitive advantage occurs when an organization can stay ahead in
four areas: 149 ¥l gl Aakiial) aligh Ladie Adliices Apudlil ) Jpa daaal

4 Being responsive to customers ¢all 4t S5 ¢l
4 Innovation J\SLY)
4+ Quality s25)

4 Effectiveness 4illadll
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What Is an Effective Strategy?
falladll 4gadil Yl ale
4 Strategic positioning >35) yiuY) a8 sl

attempts to achieve sustainable competitive advantage by preserving what is distinctive about
a company 4S8l vie e sale e Llaall YA (e dalaiie 40udlii 5 e Gaaail Y glaa o8

“performing different activities from rivals, or performing similar activities in different ways
"4alis g a8y yhay aliles aaaily eL...éS\ Sl eoppudliall e adliag adadif laf "

S Al 4ailly 0 jpaa Lgie daan (31138 5 (3 sually LS jle g5 Lgal o sy @01 o) (388 dlpne 4S 5l Dl iny
a8 A4S e et LY (5 aY)

1. Strategy is the creation of a unique & valuable position a8s L A pua g (Gu8ad Ga 4l YY)
2. Strategy requires trade-offs in competing oLl & alaliall gasy

3. Strategy involves creating a “fit” among activities 4l G 4S jide mllas Fiay 4l jiuY

|. Establish 2. Establish 3. Formulate 4. Carry out 5. Maintain
the mission the grand the strategic the strategic strategic
and the vision ). | strategy ) | plans (using, 2 | plans ). | control
L with E e.g, Porter) E E L
environmental
scanning
S 'S 4 4 4

Feedback: Revise actions, if necessary, based on feedback

Common Grand Strategies: s _»Sl) 48 Jidial) 4nadi) i)

4 Growth strategy saill 4xail yiu)

involves expansion - as in sales revenues, market share, number of employees, or number of
customers sl 2ae i ¢ (ils gall dae 5 ¢ 4 gl aandl ¢ Sland) Slal = Jall o LS @.ﬂ)ﬂ‘ Jais

4+ Stability /iy

involves little or no significant change S s Casaa axe ol Qi e (5 5hay
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4+ Defensive S8
involves reduction in the organization’s efforts 4elaidl Ll ) 3 geall (mds e (g gl
retrenchment <aaill =83

The Strategic Management Process

dgadi) i) o )Y dlas

4 Strategy formulation 4 yiul delua

process of choosing among different strategies and altering them to best fit the organization’s
needs duail (S aakiiall cilalial caulil Lelass o 4ilidie Sl yivl G 4pal il sl ades 2

4 Strategy implementation 4sail iyl daw
putting strategic plans into effect il s 4pad) iu¥) labadll aay o4
4 Strategic control 4l i) & asail)

consists of monitoring the execution of strategy and making adjustments, if necessary (= 5%
1M (e Y1 a3 13) 0hanl o) a5 4unl LaY) A6 Al

4+ Engage peoplecstill &l i
4+ Keep it simple( 48 i) gl Jand) ) sy 4568 o adiblaal)
4+ Stay focused Sl o akidlaal)

4+ Keep moving dadll & ) jaiu)

v’ Competitive intelligence (&Ll slSi)

means gaining information about one’s competitors’ activities so that you can anticipate their
moves and react appropriately a8 si <liSay Cumy Cpudliall g alaiill Jon Claslas o Jpanl) @l Jiny s
Lo anlia JS3 2 )5 LS s

public prints and advertising, investor information, informal sources ¢ (e | 4slall 4clikall

WJF\JJM\}‘M\QD}M&LJW\

Calise (pe e slrall pan apkaivs i) olSAN @l i) aadaiall g ¢ cilaaiall (s (il @llia Jaad ) sa¥) s28 JS"
"sed o Sl jaladl)
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SWOT (4elsl) palida) cluagill g ¢ ga All caall o il)

A G dakiidll bl e g ) el (e Ciraall 5 o sl

A G aadaidl e S5 gl b gl g a il oliy

INSIDE MATTERS—Analysis of Internal Strengths & Weaknesses

-~ -

- 4 N

S—Strengths: inside matters W—Weaknesses: inside matters
Strengths could be work processes, Weaknesses could be in the same
organization, culture, staff, product quality, categories as stated for Strengths: work
production capacity, image, financial processes, organization, culture, etc.

resources & requirements, service levels,
other internal matters.

O—Opportunities: outside matters T—Threats: outside matters
Opportunities could be market segment Threats could be in the same categories
analysis, industry & competition analysis, as stated for Opportunities: market
impact of technology on organization, segment analysis, etc.

product analysis, governmental impacts,
other external matters.

S & e

OUTSIDE MATTERS—Analysis of External Opportunities & Threats

4 Environmental scanning (sl gesal)

careful monitoring of an organization’s internal and external environments to detect early signs
of opportunities and threats that may influence the firm’s plans 4dalall Gl o (383 1a ) 58

a8l labad e 558 Sl gl s e jill o jSaall ciledlall e CaiSl aadiiall 4 Al

SWOT Analysis

4 Organizational strengths 4xeaiill » gil) Jal&s

skills and capabilities that give the organization special competencies and competitive
advantages in executing strategies in pursuit of its mission 4xkic aad Sl & jadll g & el o
Nl 3aiatl maall Clyn i yind 2 b apudliill L) jall 5 aal i) ol i)

4 Organizational weaknesses 4xaaiill Ciaial) Jalis

drawbacks that hinder an organization in executing strategies in pursuit of its mission <y ai
Lellay (3T 8 gl Lin) i 345 3 il e ) Sl
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4 Organizational opportunities 4l (a Al

environmental factors that the organization may exploit for competitive advantage os oolke 4
Aeelil) 3l aall Ol LA (e it il 5 dadiiall 4yl Jal gall

X/
°e

Forecasting: Predicting the Future :J:iiwally 5uiil)
Trend analysis o) Jalas

o hypothetical extension of a past series of events into the future Gl &l aia g &
(Jiiall Al e o jlhe o alall ) (oalall (8 Gang Ll La 4

Contingency planning 5./ skl kil

o creation of alternative hypothetical but equally likely future conditions 4.

o also called scenario planning and scenario analysis Jalais a8 siall s )lisally Ll o
Ql.&ﬁ)w\

Porter’s Five Competitive Forces ~_ <_5,b O Al (5 98 dusad
Threat of new entrants 23l (a8l sl (e 233

Bargaining power of suppliers () sell 4 laill o gl

Bargaining power of buyers ¢ yidall 4a sléil) o gl

Threat of substitute products or services 4l cilaaall i cilatiall aags
Rivalry among competitorscmsedliall (s (il

SR SRR

v’ Porter’s Four Competitive Strategies : s 4uudlii Ciliadi) jin) day )f

Cost-leadership strategy oLl 441 ) i

o keep the costs, and hence prices, of a product or service below those of
competitors and to target a wide market 4e2all i zitall Hlaw¥) 5 ol o abailadll
) 1) (3 sl Calagind 5 Gandliall o 58 5y Laa JBl yray

v’ Differentiation strategy il dad

o offer products that are of unique and superior value compared to those of
competitors but to target a wide market o shiall 5 o il 4aadl) Gl Claiiall (1 e
Azl 1) (3 gud) Cilagind Ja) (e @lld 5 cpliall Glil of a4 )l
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v’ Cost-focus strategy Al 5.S 55 4l il

o keep the costs of a product below those of competitors and to target a narrow
market (sl GUaill 53 (3 sud) ) Guall §puad) (8 Cppudliall (e S8 peiiall CallSs elal A (10
v Focused-differentiation J:laill 38 5

o offer products that are of unique and superior value compared to those of

competitors and to target a narrow market o il 4wl I3 Glatidl (e SR (e
Gl SUaill il g o ysiaall (31 sud) Cilagind g o shaiall

+» Single-Product versus Diversification

% Single-product strategy giiall (& oaa) g 4 il

. -

o company makes and sells only one product within its market zik aui g 4S il aial

o Benefit-focus )l e K5
o Risk-vulnerability 4Ll 44 hladll
< Diversification & sl

o operating several businesses under one ownership that are not related to one
another gl leiany o dasi 55 Y 5 ool 5 4le Caadh IS LA (0 230 Jand

o Related, unrelated & 483e ¥ (Slgalia iy &

Y S5 oaal 5 AxSle s @l idie Caa agd (Y agudary Gphati je ab ¢ a) g dan (8 CIS A (e g saane (5l (ixy )
(g@\ﬁ)@@ﬂyeﬁﬁ@uﬁﬁo)m&umﬂjﬁ)&
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> Advantages of Related Diversification : 4lall i3 a6l Ul Ja
Reduced risk hall (aldil)
o because more than one productzi (e S oY
Management efficienciess ¥ 85
o administration spread over several businesses IS yb sae (e Je 555 o HlaY) oY
Synergy okl

o the sum is greater than the parts(Jleis¥) & o still ) ¢l 3a¥) e S alual)

v Execution: Getting Things Done: ¥ jladi g L)

Execution sl

o consists of using questioning, analysis, and follow-through in order to mesh
strategy with reality, align people with goals, and achieve results promised

Gl (ol Y] e il Bl3ae ¢ Bl 5l e 4pail yind 4Sid VA (pe i)y eJalail) calin¥) alasind (he o oS
OJ}C}AM cﬁ\:\.ﬂ\

o central part of any company’s strategy4S i sl duagl yiul e 5 sall ¢ 3all 2

v' The Three Core Processes of Business g i Jues) s L a gl Al dpwbaal) cilylaall

People (1l

o Consider who will benefit you in the future Juiwdl 8 4sdlill gl ) il
Strategy 45 i)

o Consider how success will be accomplished zlaill (s L pise Al 4 ) il
Operations <itlax)

o Consider what path will be followed4sais juuall & Hlaill
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Building a Foundation of Execution4sbbii dwwse sl

4 Know your people & your business <llaxs agh e 5 (ulill Ca e
4 Insist on realism 28 5 <lla

Set clear goals & prioritiesiasal s iy sl sl 5 Calaal auza 5 28
Follow through4=iall

Reward the doers (vl 438184

Expand the capabilities<li )38 a5

YR S S

Know yourself ¢ludi i e
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Chapter seven

4slaally 2,8 Individual & Group

) Al ada Decision Making

Jard) ¢ jaall (38 (S How Managers Make Things Happen

4 Decision _!_a
choice made from among available alternatives 4atiall Jiladl ¢ Le Jlia) s
4 Decision making _!_al &3

process of identifying and choosing alternative courses of action < jlue JLEAS 5 jlue vatdglee o
Jaall aliy

Two Kinds of Decision Making: </I_all &) ¢l &a e o

1. Rational Decision Making i ,9 e ) & aia

o ypese i) yig Jall Jadind  Juad¥) jlias s Jlall Jlai-3 Jila s Jslay S8 aa il o A juain]

Stage | Stage 2 Stage 3 Stage 4

Identify the Think up Evaluate Implement

problem or I > alternative I > alternatives I & evaluate

opportunity. solutions. & select the solution
a solution. chosen.

4+ Rational model of decision making ) Al giua (& Dlial) 73 gall

explains how managers should make decisions WIS (e cpopnaall e iy Al 4l &~ 55 31 58
) A

assumes managers will make logical decisions that will be optimum in furthering the
organization’s interest & Jie¥! ()sS8 Of Ll (e il 5 4l ) Al ST sy Coa el o al il
Aabaiall ) 5e3

also called the classical model S 73 saill Loal an s
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follow from each choice.

your personal preferences.

« Complete information, no uncertainty. You should obtain complete, error-free
information about all alternative courses of action and the consequences that would

* Logical, unemotional analysis. Having no prejudices or emotional blind spots, you are
able to logically evaluate the alternatives, ranking them from best to worst according to

* Best decision for the organization. Confident of the best future course of action,
you coolly choose the alternative that you believe will most benefit the organization.

adgujé\:\slnuM\w@b‘&ﬁﬁuﬁuw)\ﬂ\d&hﬁﬂ\eﬁﬁcd}m °
Aekiiall daliaa & i Al duadl (585 ) Lls e G5 cdpadil) Cabal g2l o0

2. Nonrational Decision Making >3 a1 ) il

assume that decision making is nearly always uncertain and risky, making it difficult for

managers to make optimal decisions . yhlaall Cagise el 03331 Al I aN G AINA (e i il

4 Bounded Rationality 4:3sl) 3 gaa

suggests that the ability of decision makers to be rational is limited by numerous constraints

complexity, time and money, cognitive capacity s 3 sas oSl 4xMie ) 3l pia 3,08 o )y

@ﬁ\aﬁﬂ\,d\.&\;&;ﬂwagaﬂ\ J_HSJ\

Some Hindrances to Perfectly Rational Decision Making: ) &l aiwa abal 3l gadl oz

Complexity: Different cognitive capacity,

The problems that need solving
are often exceedingly complex,
beyond understanding.

Time and money constraints:

There is not enough time or
money to gather all relevant
information.

values, skills, habits, and
unconscious reflexes:
Managers aren’t all built the
same way, of course, and all
have personal limitations and
biases that affect their
judgment.

Imperfect information:
Managers have imperfect,
fragmentary information about
the alternatives and their
consequences.

Information overload:
There is too much information for

one person to process.

Different priorities:
Some data are considered more
important, so certain facts
are ignored.

Conflicting goals:
Other managers, including
colleagues, have conflicting goals.
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b_):\::\SL"_ILA)L.A\ «la glaall adh ¢ calalddl) Cadlia) ‘JLAU&@}M& al i g odine . “;u:’ gl
JRYEPN )SMW\ 4.;1.4;3 Léj\ &JJ@S\ ‘4-35*744”?@433&3%.:: ﬂ\ng;{’ \h

4+ Satisficing Model (b ¥ g3 galll

managers seek alternatives until they find one that is satisfactory, not optimal &)l (e g 58 58 5
(JieY) oy 5 pually aad (815 ¢ m s 215 e 05 S s il e g ()

4+ Incremental Model : 2,2 g3 sall)

managers take small, short-term steps to alleviate a problem s _uad &l gad ¢ 3% (pAll ¢l Haall aa
ARG ol Ay g jualll saall e

4 Intuition usaall

making a choice without the use of conscious thought or logical inference Jall Jiay) allec ga
(A Ja) peanll i gerdiing ) Salaiall JY2Y) 5l el SE) alasial 50

sources are expertise and feelings Jeliall 3 &l Al & a8 jilas

Implementation Principles of Evidence-Based Decision Making

I (ol D ST 5 bl BT g5 obe

4+ Treat your organization as an unfinished prototype. ) JelS y& 73 sai LS 5 clivun 5o aa Jalas
(eskilly 4 N o e Jhay (liie

4 No brag, just facts.3ilaall (el s ¢ ala Y

4+ See yourself and your organization as outsiders do. Wl LS eliuu sa s cluii 5 55 o g

Ll

4 Evidence-based management is not just for senior executives. 4a¥) e 4l o Y ()

4+ Like everything else, you still need to sell it zlis3 <li¥ ¢ elilatiiag el s 48 daie G 5 o g
e )

+ If all else fails, slow the spread of bad practice il 4w jleall JL&EI (o Uil ¢ eiia J58 13)

4 The best diagnostic question: What happens when people fail? 48 gadii g ) sa Juail
Sl Qi Ladie oy 13k rallow
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What Makes It Hard to Be Evidence Based §(ub) sl aa  lali dlif couall (e i

1. There’s too much evidence. 4bY! e I cllia

2. There’s not enough good evidence. 4LS sxa Gl ala¥) (Kl g
3. The evidence doesn’t quite apply. 42¥! <lli (gulai aulainsd Y
4. People are trying to mislead you.<lllai Jslas il

5. You are trying to mislead you. <luii Jlaas of J slasd el

6. The side effects outweigh the cure.zall (38 awilall EY)

7. Stories are more persuasive anyway.d> gi Sl el Ky P paail

Analytics <Sbdas
sophisticated forms of business data analysis Jue S bl Jilas (e o ) shie JISE cllia ¢
portfolio analysis, time-series forecast @@ siall (3 3l Jilas
also called business analytics Jlee¥) Jalas Liayl ooy
Key Attributes Among Analytics Competitors Cmedliall (p Jalaill dpula) ailadl)

1. Use of modeling: going beyond simple descriptive statistics 3 (e (73l Jasdalll alasiul
A.E..p.n.jj 4."\5.\.4*5 Q\:\LA;‘

2. Having multiple applications, not just one (e i3y ) aa) g Laid ul saawtie Cligdad ell Jual
(LAS J;\_g PRIV

3. Support from the top( dlaall & s Y150 38 FSY) (alad¥) ) el e acall e

General Decision-Making Styles:4atall <) i jill A5 ¢pa Jaladl

4 Risk propensity Jball Jaal)

the willingness to gamble or to undertake risk for the possibility of gaining an increased payoff
s S 4dl e anal Y Gare slad ALEN ol b jeliall dlasin)

4+ Decision-making style Il g i glai

reflects the combination of how an individual perceives and responds to information 43& (4
Gl slrall i g 2,8l &l ) A8 e by Jo Sy
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Conceptual

value orientation 4s sl 4.8

tolerance for ambiguity &« Jaluill 5

Tolerance
acadlall JJA‘}“

for

A ambiguity Directive Behavioral
Decision-Making Styles 723

A plal

4 Directive &> 5

people are efficient, logical, Low

practical, and systematic in their Task &

approach to solving problems technical
action-oriented, decisive, and concerns
likes to focus on facts Value orientation

swhji\m‘ d;‘;?@@j‘;d,.\hs}a;QKth cuﬂ.\.\&k.\.qw\.\]‘
4 Analytical (A

considers more information and alternatives (» 2 jall 2yl & of slay s abilaill &l ) al e o538 5
Jolaall g e gladll

4 Conceptual aplial) o aalay
takes a broad perspective to problem solving 48l Ja ) aul 5 ) shaie 33l

likes to consider many options and future possibilities <Ylia¥! 5 <l LAl e aaedl 3 iy of sy
aaldiall

4 Behavioral S s
supportive, receptive to suggestions, show warmth s—sall ek cclal @Y e itia ¢ acla
prefer verbal to written information 4uadlll e gladll (a5 Jaall (it

Ineffective Responses to a Decision Situation ) &l ada sl Jad 3 )

_)N.uaﬂ\ pae el ‘c.‘@J“, Al

Relaxed change

Defensive avoidance
= S PRPCTEN | NRES RO EPEN PURAYY

People
& social
concerns




Three Effective Reactions: o s Jad 353 ) &S

Deciding to Decide :_&i a ¥ &l ) &1 Aie

4 Importance “xaY)

“How high priority is this situation?” 4dle 4l 5 a1 of Cas

4+ Credibility «dlaadl

“How believable is the information about the situation?” 13 4alall e sleall (Haaal Koy s

pasl

4+ Urgency Y

“How quickly must | act on the information about the situation?” uadill G jal of iy oS

Oz o5 JA a4

Common Decision-Making Biases: (s2a ) 8 JAIY 4 jidial) & jall)

1.

2.

5.

6.

Availability bias <l =il a3

Confirmation bias il 2l
Representativeness bias =il Jiia

Sunk cost bias el 44y

Anchoring and adjustment bias sl Jaaas

Escalation of commitment bias sl ol 31l aclias

Advantages of Group Decision Making: ) &l J&%) b cile ganall U je

4 Greater pool of knowledge Sl 8 e pani

4 Different perspectives 4dlida i Clga

4 Intellectual stimulation S8 juaas

4 Better understanding of decision rationale .Sl JSd 4gilaiall < ) jill agd

4+ Deeper commitment to the decision ! il Geci al 3ill

Disadvantages of Group Decision Making < ) &l i) & cile geaall (5 ghue

4+ Afew people dominate or intimidate sl (s Jil dxe adde iy
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4 Groupthink(4# SBI )l add JS (Ses Ay ) celeall jSal)
4+ Satisficingsba_Y!

4 Goal displacement gl = 5 3

Groupthink Sleall sdil)

occurs when group members strive to agree for the sake of unanimity and thus avoid accurately
assessing the decision situation (e sl (53 )l e Caadl s 53l 55 ) 4o sanall eliac ] ory Ladie Caaay
_4.4.\.\5““15 48

What Managers Need to Know About Groups & Decision Making

A ada g cile ganal) Jga Aid pa J) £ jaal) Zlisg )ila

4 They are less efficient. scliS J8Y) agia

4 Their size affects decision quality. )l &l s2sa e il aan sale
4+ They may be too confident. xS JS& &35 0588 o (Sa

4+ Knowledge counts.4é yxall aas

Participative Management4:S Ll o ,)aY)

4 Participative Management 4:S L) o 5)aY)

process of involving employees in setting goals, making decisions, solving problems, and making
changes in the organization o) jal g COKEAN Ja g el il AAT) 5 Calaay) ol b (il gl & ial dlee &

Group Problem-Solving Techniques <3Sl Ja 3 4 ganall cullud

4 Consensus £l

occurs when members are able to express their opinions and reach agreement to support the
final decision u_a\.g_d\ Al es:ﬂ Al J) Jasill g N_‘a\j o mndll e g8 4c ganall oS8 Ladie Chasy
;\.;a.cm

4 Brainstorming (8 Ciasl)

technique used to help groups generate multiple ideas and alternatives for solving problems 2
U da dal e saaeial) Jilaall 5 HSEY) Al 65 e Cile sanall ac Lisal a0di 448
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Computer-Aided Decision Making<: g=tall s buay J) Al ada

4 Chauffeur-driven systems (&5 Wa iy 4aliif

ask participants to answer predetermined questions on electronic keypads or dials <lall J3& (4
ziliall s gl e il soane alind e ala¥) oS Ll (g

4 Group-driven systems 45 gada S jaq alii

involves a meeting within a room of participants who express their ideas anonymously on a
computer network Jah 4l seas o ) sear ad JISE (e (5 aag (Al (S L) (e dd e Jal glaial e (g sk
i ) Al

for anonymous networking . _sedad) Joal 6l a5
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Chapter Eight

Organizational Culture, 4sasiil) 48U

Structure, & Design:lgasaai g Ll

Building Blocks of the Organizationaskiall i€ ¢y

4 Organizational culture 4xaiil) 48U

system of shared beliefs and values that develops within an organization and guides the
behavior of its members .ilact & gl 4x 555 aabiiall Jals ) ghai il 48 jidiall adll 5 Clainal) (e alai 4

Also called corporate culture4s il 4 Loyl cavsi g

Culture Plus Structure :\iSu o 43L&

Vision Strategy Culture Structure & Collective
internal attitudes &
practices behaviors

Four Types of Organizational Culture :4sadaiil) CBE (e &) o dny )i

4 Clan culture o_sdall 4318
Internal focused “dalall ) sa¥) e S 53 488 a
values flexibility rather than stability _) 8w (e Ju ad yall a8
encourages collaboration among employees (xéla sall G () sladll anis

4 Adhocracy culture 4ub) 8a.) 48

Achievement
of goals

attempts to create innovative products by being adaptable, creative, and quick to respond to
changes in the marketplace 4e w5 &Yl 5 CaSill alid 1368 JOA (a0 ySihe Dlatie AT Y glaa 4

LBl il il adlaiaV)
4+ Market culture sl 4318

focused on the external environment 4 )il a4l e 35S 5 Euay
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driven by competition and a strong desire to deliver resultszliill 38a3 A 4y 5l 4se )l 5 (adlinl) laa gy
4 Hierarchy culture ¢ Judedil) 43185

apt to have a formalized structured work environment aimed at achieving effectiveness
through a variety of control mechanisms 4c saae J3A (e adladll Gaiad ) Coagh dnbaia Joe 44y pa 5a
AN AL e 4e sita

The Three Levels of Organizational Culturedsadiiill 4385 e by ghas &G

Level 1: Observable artifacts 4l Alaadal) 10 sY1 (5 siusal)

physical manifestations such as manner of dress, awards, myths and stories about the company

visible behavior exhibited by managers and employees il sall 5 (n paall J8 (10 (5 e Aol 2
Level 2: Espoused Values Ul s giwal)
4+ Espoused values 4&iisal) ol

explicitly stated values and norms preferred by an organization 4ladall s 4ay pall julaall 5 adll o
FONAA ‘_g AJ)_A}J\

4 Enacted values g il dad g

represent the values and norms actually exhibited in the organization 3l juleall 5 sl Jiad Al
aullall Lay jlita 8 4adaiall Lain jad

Level 3: Basic Assumptions 4saba) ciluda) 38Y) ¢ G (o giaal)
represent the core values of the organization’s culture 4eaiall 48E 4l adll Jiad Cuay
those taken for granted and highly resistant to change_sxill 318 e s 4k e 5 jia el gl LS

% How Employees Learn Culture (“abiially Aalill ) CA3EL) ) odlh gal) alaiy iiS

Symbol 3«

o an object, act, quality, or event that conveys meaning to others s3 s> ¢Jac (S 52 5
AN e desy 3 Caaa

Story 4wd
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o narrative based on true events, which is repeated — and sometimes embellished
upon — to emphasize a particular value Glals 5 S5 il 5 aiia Elaal o agisall 445 )
e ded o xSl 4iaie o 8

Hero Jh:

o person whose accomplishments embody the values of the organization s
Aalaiall dad O jlad) duas (A (o)

Rites and rituals (ugdhll g siladd)

o activities and ceremonies, planned an unplanned, that celebrate important

occasions and accomplishments in the organization’s life <YlaY) g 4kl &lli a
aadhial \&\J&&&J\;L@M' el dl Jaydaadll g

v’ Four Functions of Organizational Culture: 4saJaiil) ABEAL (il g day )

Organizational
identity

Sense-making - Organizational ___ | collective
device culture commitment

Social system
stability
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Cultures For Enhancing Economic Performance: Three Perspectives :s3uaiBy) ¢)ay) 5 jail Clild

Jas QE. 9 &
ﬁ
Strength

Al By ¢ aibia e B 0190 O

m Adaptive

The Process of Cultural Change (A& i) dulas

1. Formal statements 4xev Il bl

2. Slogans & sayings J) ¥y &l jladll

3. Stories, legends, & myths <l all 5 plalu) 5 aadll

4. Leader reaction to crises 4ise 4e )l ga Lt )l Jad 5

5. Role modeling, training, & coaching w3l 5 4aiaill

6. Physical design 2l areaill

7. Rewards, titles, promotions, & bonuses <L yill 5 (5 sbiall 5 clal<A)

8. Organizational goals & performance criteria ¢)3¥) julaa 5 4sadaill Calal)
9. Measurable & controllable activities s sl 5 (bl 4l adalisy)

10. Organizational structure (bl JSuell

11. Organizational systems & procedures4maill il 2yl alail)

> Organizational Structure (55 J<ed)

Organization 4skia
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o asystem of consciously coordinated activities or forces of two or more people
Ol e ST 1 0 (e 43 581 5 e sl Aiall o i) 5 adadil) Gl o

o For-profit, nonprofit, mutual-benefit 4laliall 4ziiall 5 ¢ 4y e ¢ i) S5 A

> Organization Chart (55 JGed)

o box-and-lines illustration showing the formal lines of authority and the
organization’s official positions or work specializations <z s b ghi (o 5 e

Common Elements of Organizations 4“aliall adili <2 ) A 0452 sall A4S jidal) ualind)

1.

Common purpose - unifies employees or members and gives everyone an understanding
of the organization’s reason for being sk gueall Jaxy 5 (s gall 2 53 (5 58 5 -l iliall Caagl)

Coordinated effort — the coordination of individual effort into group wide effort 2=

bﬁj@\}%}@é}@éﬂ\ J}@AJ\M-M\

Division of labor — arrangement of having discrete parts of a task done by different
peopledakiall & (Ul Calitg Ly o 58y Al g Lo daga (e abiadia o) Jal 2 a g il 5 — Jaal) apud

Hierarchy of authority - control mechanism for making sure the right people do the
right things at the right time J=ii Ll 5 (i) 3a (e 2SUl 5 48 e 2001 — adalill ooyl Judissl)
auiall gl angaal) (LY

1. Unity of command s2Lall 8as 5 e e 92 4

Span of control - refers to the number of people reporting directly to a given manager
O e 2y G bl Gl g el alAaY) (e 230 ) iy - sl (52

Authority, responsibility, & delegation 4! sswall 5 38 511 5 4dalidl)

1. Authority — rights inherent in a managerial position to make decisions and utilize
resources (s oaiwy) g <ol ) s & Lﬁ)‘{‘ uals Lﬁ\ 2 alaliall (358l <A - Al
_JJ\}AS\

2. Accountability — managers must report and justify work results to the managers
above them.a¢d 58 (pdll G paall Jae gl 5 ms 5o ol epaal e any — alibudl)

3. Responsibility — obligation you have to perform the tasks assigned to you
Slile o olile dismae dage olal die @bl o) 51 4 5 -4 g saadll
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4. Delegation — process of assigning managerial authority and responsibility to
managers and employees lower in the hierarchy 4 a¥) 4blull fuwi dlee 585 -8

ceogd) Juleill & JAY) (il gl 5 (g el Al g asall 5
7. Centralization versus decentralization of authority 4aled) A 438 ja3U) g 43S sall

Centralized authority — important decisions are made by higher-level managers 33l ai
(43S e adals ) e adaladl 53 gy puad) (e 4l il )l

Decentralized authority — important decisions are made by middle-level and
supervisory-level managers 8 »&Y! s sivall 5 Jav giall (5 sivsall (o il ) ) Slas]

v’ Basic Types of Organizational Structures ¢ “sbul £15i ( IEEESNUSNERENN )
Aalaill) JSbgl)

e Simple structure a4

authority is centralized in a single person with few rules and low work

. . . s o Owner
specialization (paaiiall 4iaidic 4l ac) 8 ae 2l g gadd 4 adalud) S )5
Administrative
Msuiemaltic e Functional structure Js: Assistant
President
g-‘.-.‘hj
|
[ | | |
Vice Vice Vice Vice . . . . - -
e g en presiden, presiden, people with similar occupational specialties are put

Marketing Finance Production Human

Resources -

together in formal groups 4igall agibaad’ ae il g g o
avospital - ey e sana b Agdiial

Administrator

|
[ I I ]
Chief of Director of Director of Director of
Medical Administrative Outpatient Nutrition
Services Services Services & Food
Services

e Divisional structure <&l J<a

people with diverse occupational specialties are put together in formal groups by similar
products, customers or geographic regions <le seaa A e 4dlisall ayigall Slaiadill aa (ulill g g 2
Al jaall glaliall g coSlaall calilaall Chlaiiall Crvmy dan

e Matrix structure 43siasll J<a

an organization combines functional and divisional chains of command in a grid so that there
are two command structures-vertical and horizontal 4:absll ) 5 4ids ol JuSld) G aent 4akiia o
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President

. . et - Functional |
e Horizontal design 28 asaai srcture s I I |
- Vice Vice Vice Vice
President, President, President, President,
Research & Design Engineering Marketing
Development

Teams or workgroups, either temporary or permanent, are used to
improve collaboration and work on shared tasks by breaking down
internal boundaries. 0585 3 Jaall 3 Cile ganall 5 38 (10 4o gana 54

RN JETS) P PON PV i S W PRUP PC UG R PR SPR PUC R

Ught Trucks Sedans Sports Cars

R TIIT
'

Design Components e Hollow structure Js:¢ P

studio assembly team

- ;Y‘ members
-8 6
Sweden \ / Mexico, Asia N

the organization has a central core of key functions and
outsources other functions to vendors who can do them

o / \ g cheaper or faster W e 5 s 1 aleall (o 435S ya ol 53 dadaiall () &5 4
i \ T Ay sk Lo g5 O oSy Gl Gl 4 SR jaliaally 4leiulL algall (e

Canada

Accounting Um)\} &).mi

& finance

Japan

USA

e Modular structure <laa gl <

firm assembles product chunks, or modules, provided by outside contractors ¢! jal endAs ph A
(Do Ol 55 paand 4805 Sy yel bl Sl (g i W Jie ) ol el 33 sk e 7 AN Lgai g s 1) ol il

% Differentiation vs. Integration Ja\ill 5 jilail)

Differentiation _staill

o tendency of the parts of an organization to disperse and fragment ¢! a! Jw sa
- ..-,.S‘J é:'-)m I.. n

Integration g2

o tendency of the parts of an organization to draw together to achieve a common purpose
Abdadl o jide (o any ) dakiidl o) jal Jae 2
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Stages in the Life of an Organization 4aliall 3ba 8 Jal e

Stage 1: Birth stage — the organization is created 4ekiall ¢l : 1Y) ala 5l
Stage 2: Youth stage — growth and expansiongsill 5 seill — Cluill Als o 7 4l als jal)

Stage 3: Midlife stage — period of growth evolving into stability el Cualiic dls ja 143G als )
DY) ) shaly sail (1 0 i

Stage 4: Maturity stage -organization becomes bureaucratic, large, and mechanistic 4=
\hoﬁSW\@A%@aﬂ\&fm&\
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Chapter Nine:
Human Resource Management:
Getting the Right People for Managerial Success
Ag pduall 3 ) gall B 00)

I pladll eddl 3 Ao J gl

4 Human Resource Management 4z dul) 3 ) gall 3 )3

consists of the activities managers perform to plan for, attract, develop, and retain an effective
workforce . 4llad aldle o 8 clianl 5 5 ghai g cadad Jagadiill 8 ol jaall adadil (e ) 5S35

4 Strategic human resource planning 4l 3 ) sall 2l i) Jaudadl)

consists of developing a systematic, comprehensive strategy for understanding current

employee needs and predicting future employee needs a¢d! 4Ll 4l jind 4ngia auas (0 O 5SH
adiioedl atlalialy sl y alall Cals gal) clalial

> Understanding Current Employee Needs 4x\al) il gal) Cilaliia) agd

v' Job analysis Jad) Jula

o determining the basic elements of a job by observation and analysis 23 JM& (1
alasil) g adaa Sl el e Janll sl pealiall

v' Job description (Al amall

o summarizes what the holder of a job does and why they do it 13k 4D (e adly
Adndy ¥ Lo abls ol calia Jady

v' Job specification Jadl <lial ga

o describes the minimum qualifications a person must have to perform a job
successfully sy (Ss paddll 8 oaal gia () S5 O g ) O el e (ST as]) Coay
gl degdl
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% Human resource inventory 4 <l 3)) gall 3 a0

report listing your organization’s employees by name, education, training, languages, and other
important information e staall (e la e 5 ¢ bl e )3 cdalad s sall il Calh gall (33 e 0 )8 54
Al

Labor RelationsJesd) c@s

4+ National Labor Relations Board 4ultead) cil8all o g8l (ulaal)

enforces procedures whereby employees may vote for a union and collective bargaining 45&

4 Collective bargaining 4sslaal) 4k gldall

negotiations between management and employees about disputes over compensation,
benefits, working conditions, and job security <Al e (pils sall 5o )la¥] ( dua glia (e 5 e o
(gl a5 Jaall oyl 5 Ul ey by g3 (L

Equal Employment Opportunity Jed) (a b @l

4+ Equal Employment Opportunity Commission Jasdl (a8 8l 4iad

job is to enforce antidiscrimination and other employment related laws =l 4egall (e o e o2
(Faa o) o)) Jad ) Caada gally adlatiall (il g8l) (e La pe g il daidlSa

4 Discrimination

occurs when people are hired or promoted - or denied hiring or promotion - for reasons not
relevant to the job Jealu led dlea ¥ Clas¥ 48 53 o Cauda i (b ) ) agd g g 5l ) Qi) il 5 o Laie Canay

4+ Affirmative action (V) Jaxdl

focuses on achieving equality of opportunity within an organization including establishment of
minority hiring goals.48Y) Calaal s lly 8 Lay dadaiall Jals e i) 581S5 38as e Sy

4 Sexual harassment (i) (b adl)

consists of unwanted sexual attention that creates an adverse work environment slaia¥) (e S

Azl dae A Blag A5 48 52 e ) (puial)
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> Workplace Discrimination Jeal) ¢lSa (& Suaill
Adverse impact lad) il

o occurs when an organization uses an employment practice or procedure that
results in unfavorable outcomes to a protected 4w jlas 4ekaia a5 Ladie Ciaag
e 48] 432 e e 4y shay Ll

Disparate treatment “4w<lill dlalaal)

o results when employees from protected groups are intentionally treated
differently. ca Juadl ) daxie IS8 aillide 4ds sy ¢ slelas (adaul 5 paie (I ) Oanall Galan2)
(e

+* Recruitment uixs

o process of locating and attracting qualified applicants for jobs open in the
organization 4ebiall i 4a gidall Caills 5 cpla sall (pesiall a5 i Al

o internal, externalsa_Ja sl sl
Realistic job preview 43l 5 4ils s 4jlaa

o gives a candidate a picture of both the positive and negative features of the job

and the organization before he is hired 4xls¥) Slewd) JS (e o sea i jall asy
el 25y ) U8 4alaiall 5 Caaiall 1] 4ludl

o people tend to quit less frequently and be more satisfied 4akiall & yi ) (il Joay
il cpal Uy Apad) g ailae oa il 3 58 Jie) Wb ST () 0 S ¢ oal gill e LS B A
((Aebiidl (e A el i g~ 53

Selection i)

4 Selection process LY dles
screening of job applicants to hire the best candidate s sall Juadl Cals i Janll b (asd &
application forms, résumés, reference checksaas jall s gadll ¢ 4l Hundl ¢ llall &l jlaind A e
4 Unstructured interview (4de 321 g8 da gSaa (e JAaliia 8 4lia

no fixed set of questions and no systematic scoring procedure 4wy (e 43l e 4c gana oA
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involves asking probing questions to find out what the applicant is like 4lu¥) 7 yh e (5 shais
eﬁsld\ ;\.5):.4 [ ua:jij

4 Structured interview 4aliia 4Lilia

involves asking each applicant the same questions and comparing their responses to a
standardized set of answers g« Gle ganall L) G 45 el 25 5 0 ) Siall 4l (e dre sena Ao a5
(43 gaill ) o2 gall anla )

Situational — focuses on hypothetical situations 4wzl @ alls Je < 5 — caplall slaiely

Behavioral — explore what applicants have actually done in the past O\ 13} Le CaliSinl — 4.8 5L
(CJ\ 0 _pA sé.j\.u Sac ) L;"‘L“d\ ‘_g D)SAC ;‘;& u,yqdﬂnﬂ

4+ Employment tests il < Lad)

legally considered to consist of any procedure used in the employment selection decision
process Jeall alasall HLid) dlac @MJ;L.:A\ Gled ja¥) e S sl8 iiay s

ability, performance, personality 4iuadd g oelal g 43 )38 AN (e
reliability, validity4s=s3lall 5 48 ¢ sl A (g

e Orientation, Training, & Development _n skl 9 i ydill ¢ dsa gil)

e Orientation 4 il

o helping the newcomer fit smoothly into the job and the organization 3cluc 54
dalaiall 85 Jaadl 8 4Dl lid apall 281 )

o designed to give employees the information they need to be successful ) <

e Training : «uil

Five Steps in the Training Process:cx il dilee el cillee (ued

I. Assessment 2. Objectives 3. Selection 4. Implementation
Is training needed? What should Which training How should training
training achieve? methods should be be effected?
used?

5. Evaluation
Is the training
working?

u;l-l‘l_,ﬂ-” \.—\:I-HAA MV} . "\%ﬁ)_’-l G“— dﬂl)l JJ ‘é-la”-ll ev-mu.u/u u.aa-uul ) -l
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Training is educating technical and operational employees in how to better do their current
jobs .Jumdl S adllall agiills 53 oLal) 488 8 Cpalidiall 5 (panidl) 5 (ppids gall o g oy il

e Development _n kil

educating professionals and managers in the skills they need to do their jobs in the future alxs
Lol (3 aglany aluall Led galiag Al &l jleall o paall 5 migall

4+ Performance management 133 82

the continuous cycle of improving job performance through goal setting, feedback and
coaching, and rewards and positive reinforcement a3 J3a (e ik gl o) G 5 patisa s 50
¥ el g ) gy yaill 5 Jadll 35 5 Calaal)

4+ Performance appraisal £33 auii

consists of assessing an employer’s performance and providing him with feedback au (e S5
d:ﬁj‘ Qg2 ) oJ.U)'SJ u.b}d‘ c«bi

4 Objective appraisal (& <3 i

based on fact and often numerical 4 &Sk Llle 5 ¢ aldy ) 2t
measure results (bl 4Ll Leailis

harder to challenge legally & 5 bl sl (0

also called results appraisal gl ayi Loagl ans

P wnNPR

4 Subjective appraisal @i anil

based on a manager’s perceptions of an employees traits and behaviors <l saill pubal e a5y
Al gy paall cilaall

4 Forced ranking s ~all s jill

all employees within a business unit are ranked against one another and grades are distributed
along some sort of bell curve <ila ol g 55 a5 Gl Lgany aia Jlael Bas 5 8 Galalal) aas Caicad
i Gl s

v’ Effective Performance Appraisal : Jiadll ¢)a¥) auis

Formal appraisal (ses_) anss
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o conducted at specific times throughout the year and based on performance

measures that have been established in advance axll Jl sk sasae il i 5 mas

v' Informal appraisal (aw) & anil

o conducted on an unscheduled basis and consists of less rigorous indications of
employee performance ¢l (e 4al ja Jil &l 350 e calliny ) jae e (bl o (5 m

il

Labor unions Jlasd) 4l

organizations of employees formed to protect and advance their members’ interests by
bargaining with management over job-related issues glbas 3 i 5 dleald GlE (il gall Ciladaia oo
(el dilsiall Llzalll J g 0 )10Y1 pe (ia slill 3R (e Lgiliac |

Union security clause Jleaally alid) sy ¢l

the part of the labor-management agreement that states that employees who receive union
benefits must join the union, or at least pay dues to it ual ¢ 5o )Yl 5 Jlaall G Y] (e 2 3 g8
Adliaioe 4l a5l AV ) aaly o) camg alad¥1 218 e ) sheany 03 il sl o e
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