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Name:___________________________
The guide is optional.  If you elect to complete it, you may use this study guide during the final exam.  You must complete it in your own handwriting.  Your answers on it cannot be typed or otherwise cut and pasted from previous material.  You must turn it in along with your completed exam.  You may reformat the guide to provide for more space if you wish when you print it out.  All material should be answerable from the key notes, exhibits, class lectures and the text in that order.
Previous Material (pre mid-term):
1. What are the four main management functions and what type of things does each function primarily concern?



2. What is meant by the term “business ethics?”  What are some common ethical violations?




3. Describe the components of each element of SWOT?  What must managers specifically analyze in each element (i.e. what types of things inside and outside of the organization make up the factors in each element of SWOT?)  Don’t just write out what the letters S,W,O & T stand for!   Explain the specific things that make up each element.




4. What are the various strategies that managers use to grow their organizations (i.e. the growth strategies)? 


New Material (post mid-term):
1. What does organizing try to accomplish?  What are the three main things it is meant to do for the organization? 



2. What does each of the six organizational considerations (work specialization, departmentalization, formalization/empowerment, centralization, span of control and authority & power) mean in terms of how you might organize a company?





3. What is the difference between mechanistic and organic organizations?


4. Define and understand the organization terms:  chain of command, job scope, job depth and economies of scale.




5. What are the basic four main functional groups that most companies have in their organization?


6. What are some of the common groupings on an organization chart?  (i.e. how might companies be organized?)



7. What is a matrix organization?   What makes it different from other organization types?



8. What is delegation and how can it be made more successful?



9. What factors drive the choice for the right structure of an organization?



10. What does Human Resources (HR) do?  What are the specific functions it performs related to Staffing, related to Ensuring Employee Performance and Maintaining Employees?



11. Why and how are legal compliance so important now to the HR function?



12. What are fringe benefits and some examples of them?  Are companies legally required to provide them?



13. Can you describe problems and common errors that managers often create or make in the performance appraisal process? What steps are required to make performance appraisal more successful?




14. What type of interview is usually considered the most reliable?  What types of questions may be considered improper?  Why is interviewing often so error prone?



15. What is the difference between exempt and non-exempt classification of employees from a company legal and managerial standpoint?


16. How have new labor laws affected hiring and terminations from a Human Resources prospective?



17. Why do people tend to resist change and how can resistance to change be lessened?



18. What is the meant by a company’s culture?


19. What is stress and what are some ways for managers to help lessen employee stress?


20. What is meant by cognitive dissonance?


21. What is an important thing for managers to remember about an employee’s perception of things?



22. What is attribution theory and how does it affect managers?


23. What is EIQ (what attributes does it cover) and why is it so important for successful management and leadership?



24. What are the three A’s of individual behavior?  


25. What are the three components of attitude?  How does attitude differ from values?



26. What are the characteristics of an employee’s (or anyone’s) personality (Hint: the Big 5 model)?   What are some other personality traits we see in people?



27. What are the components of the perception process by which people take in information and process it?





28. What is motivation?   How does it differ from mere movement?



29. What did Maslow’s Hierarchy of needs state about what drives people? 



30. What were the levels in the Maslow Hierarchy in order from lowest to highest?  What is meant by each level?







31. What did Herzberg’s “motivation versus (maintenance or) hygiene” factor theory state?  What did he mean by KITA?




32. What are the true motivators according to Herzberg?  What is meant by internal (intrinsic) vs external (extrinsic) rewards that either move or motivate employees to do something?





33. Can you describe both Expectancy Theory and Equity theory?  How did they differ?




34. What elements of the “job design” might managers add to make jobs more motivating when possible?




35. What are the factors in the 3 Factor Needs (or Acquired Needs) Theory?  Remember the initials APA.  What do they mean?




36. Which is the one best motivational theory and when would you apply it? (Hint: Is there one?)



37. What things do truly effective leaders do that sets them apart from regular managers? 




38. What is “job enlargement” compared to “job enrichment”?



39. How are leadership and power connected?   What is power?



40. What traits do good leaders generally have?




41. What do the more modern “contingency” leadership theories emphasize that was missing from the earlier theories?




42. What forces are at play (according to the contingency theories) that required managers to look at more than just their own management style in choosing the right style of leading or managing? (HINT: See the posted exhibits on this.)





43. How does autocratic leadership differ from participative and when might you choose one over the other?




44. What is the one best leadership style? 


45. How do groups differ from teams? What are the main four areas of difference?



46. What are the stages of group formation?




47. Define positive synergy, groupthink, conformity, cohesion and norms and social loafing within groups.




48. What is an optimal team size and what types of skills and personalities are best included?




49. What is the control process and what are the steps within it?





50. What do “benchmarking,” metrics, and control tolerances mean?



51. What are the economic and other considerations that managers should consider before implementing controls?  How much control should be applied? What factors must you consider in determining the amount of and types of controls necessary.


52. What does it mean that all controls have unintended consequences?



53. What is the difference between feedback controls, feed-forward controls and concurrent controls?



54. What is meant by management by the principle of exception?



55. What is a budget? What does it measure?


56. What are the four types of financial ratios commonly used in analyzing a company’s performance? What does each measure?




57. What do a balance sheet and income statement show and what does breakeven analysis measure?




58. What is a Gantt chart?


59. What are the three main elements of project controls that are intertwined?
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