Unit 3: MANAGING 1

Objective: To enable students to understand the importance of management in business and in the community.

3.1 Introduction and definition of management 

A broad definition of management, ensuring its relevance to a wide range of activities in personal, business and public life. 

This section views management as the ability to achieve results through people.  

3.2 Managers and management skills 

Characteristics of managers 

Difference between enterprise and management

Management skills:

· Leading  -direction, delegation

· Motivating -classic motivation theories

· Communication  -importance of communicating in management; -communication skills and methods and their application   

· 3.3 Management activities Management activities:

· Planning theory, principles and types

· Organising structure of organisation: formal and informal; staffing, span of control, and project teams

· Controlling  theory, principles and types   
3.4 Outcomes On completion, the student should be able to:
3.4.1 define management;

3.4.2 identify the importance of management skills in areas such as home, school, local community, Government departments and business start-up;

3.4.3 list the characteristics of managers;

3.4.4 explain the basic management skills;

3.4.5 explain the central role of communications in business and management;

3.4.6 identify and explain the main barriers to effective communications;

3.4.7 demonstrate business data in the following written forms: memos, reports, and business letters; draft a visual presentation from given data;

3.4.8 identify the duties of a chairperson and secretary and draft an agenda and minutes of a meeting;

3.4.9 distinguish between the methods of communication;

3.4.10 discuss the importance of general communication skills (HL);

3.4.11 differentiate between enterprise and management (HL);

3.4.12 explain the contribution of both managers and entrepreneurs to business (HL);

3.4.13 discuss the nature of management activities and their linkages(HL).
