
Introduction to Management – Study Notes

1. What Is Management?

Aspect Description

Definition

The process of planning, organizing, leading, and controlling resources (people,

finances, information, material) to achieve organizational goals efficiently and

effectively.

Key

Purpose
Align individual and team efforts with the organization’s mission and strategy.

Scope
Applies to all types of organizations – businesses, nonprofits, government agencies,

and even informal groups.

2. Core Functions of Management

Function Main Activities Typical Questions

Planning

• Setting objectives

• Analyzing the environment

• Developing strategies and action

plans

What do we want to achieve? How will we

get there?

Organizing

• Designing the structure

(departments, teams)

• Allocating resources

• Defining roles and

responsibilities

Who does what? How are tasks

coordinated?

Leading (or

Directing)

• Motivating and communicating

• Providing guidance and

coaching

• Resolving conflicts

How do we inspire performance? How do

we handle change?

Controlling

• Monitoring performance

• Comparing results with

standards

• Taking corrective action

Are we on track? What adjustments are

needed?
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The four functions form a continuous cycle—each step informs the next.

3. Levels of Management

Level Focus Typical Titles

Top?Level

(Strategic)

Long?term vision, corporate policy, overall

direction

CEO, President, Board of

Directors

Middle?Level

(Tactical)

Translating strategy into departmental

plans, coordinating units

General Manager, Division

Manager, Department Head

First?Line

(Operational)

Day?to?day supervision of frontline staff,

ensuring tasks are completed

Supervisor, Team Leader,

Foreperson

Each level requires a different balance of technical, interpersonal, and conceptual skills.

4. Essential Managerial Skills

Skill Category Description Example Behaviors

Technical
Knowledge of specific tools,

processes, or industry practices.

Using a CRM system, understanding

production workflow.

Interpersonal

(Human)

Ability to work with, motivate, and

communicate with people.

Active listening, conflict mediation,

coaching.

Conceptual
Seeing the organization as a whole;

recognizing patterns and relationships.

Strategic thinking, problem?solving,

scenario planning.

Decision?

Making

Analyzing information, weighing

alternatives, choosing actions.

Conducting cost?benefit analysis,

using decision matrices.

Leadership
Influencing others toward a common

goal; fostering commitment.

Setting a vision, modeling desired

behavior, recognizing achievements.

5. Management Theories – A Quick Overview

Theory Era Core Idea Relevance Today

Scientific

Management (Taylor)

Early

1900s

Optimize tasks through time?

and?motion studies.

Basis for process improvement

& lean methods.
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Theory Era Core Idea Relevance Today

Administrative

Theory (Fayol)
1910s

14 principles (e.g., unity of

command, scalar chain).

Still cited in organizational

design.

Human Relations

(Mayo)

1930s?

40s

Social needs and employee

morale affect productivity.

Foundations of modern HR &

employee engagement.

Systems Theory
1950s?

60s

Organizations are open

systems interacting with
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