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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?
· Planning and decision making- involves determining the courses of action
· Organizing- involves coordinating activities and resources
· Leading- involves managing, motivating and directing people
· Controlling- involves monitoring and evaluating activities

2. What is meant by the term “business ethics?”  What are some common ethical violations?
· Business ethics are the moral principles that act as guidelines for the way business conducts itself and its transactions.
 Some common ethical violations 
· Conflicts of interests
· Mishandling of funds
· Lapsed licensing 
· Discriminations and 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.
· Strengths – strong brand names, good reputation, and cost advantages of proprietary know-how
· Weaknesses- rivalry between departments, a weak communication system, poor reputation, ineffective and high cost structure
· Opportunities – new technologies arrivals, trainings, unfulfilled customer needs, and market conditions
· Threats – negative public image, no ready market, trend changes, new regulations, new substitute products




4. What are the various strategies that managers use to grow their organizations (i.e. the growth strategies)? 
· Product expansion strategy
· Market development or expansion
· Acquisition of other companies
· Growth through diversification


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? 

Organizing accomplishes the coordination of activities and resources
· Assigning tasks and grouping tasks into departments
· Allocating resources across the organization
· Delegating authority
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?
· Work specialization means subdividing activities into separate jobs
· Departmentalization is the basis by which jobs are grouped together
· Formalization/empowerment is the element that determines the organization’s procedures, rules and guidelines as adopted by management
· Centralization is the degree to which decision making is concentrated at a single point in the organization
· Span of control refers to  the number of employees that can be directed by one manager
· Authority and power refers to giving and receiving orders from higher positions in the organization


3. What is the difference between mechanistic and organic organizations?
Mechanistic organization employs a highly centralized authority figure while organic organization is decentralized, thereby gives employees at all levels a chance to participate in business-related decision making

4. Define and understand the organization terms:  chain of command, job scope, job depth and economies of scale.
· Chain of command is an unbroken line of authority that extends from the top of the organization to the lowest level and clarifies who reports to whom.
· Job scope refers to the number of different tasks required in a job and the frequency with which those tasks are repeated.
· Job depth is the amount of authority and responsibility associated with a job.
· Economies of scale are cost reductions that occur when companies increase production



5. What are the basic four main functional groups that most companies have in their organization?
· Human resources
· Accounting and finance
· Marketing and advertising
· Operations 

6. What are some of the common groupings on an organization chart?  (i.e. how might companies be organized?)
· Functional structures
· Divisional structures
· Matrix structures
· Hierarchical structures


7. What is a matrix organization? What makes it different from other organization types?
A matrix organization refers to one that has dual or multiple managerial accountability and responsibility.
It is different from other organization types because the employees may report to two or more bosses depending on the situation or project.

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

Delegation is a way of ensuring more tasks get done in less time, and it also builds team capacity.
· By clearly identifying constraints and boundaries
· By clearly articulating the desired outcomes
· Where possible, include people in the delegation process
· Match the amount of responsibility with the amount of authority

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

· Nature of business activity
· Scale of operations
· Capital requirements
· Degree of control and management
· Degree of risk and liability

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?
HR is responsible for recruiting, screening, interviewing and placing workers. 
· Maintain staff levels
· Engaging employees
· Complying with employment legislation
· Promoting a safe workplace
· Staff training and development


11. Why and how are legal compliance so important now to the HR function?
Legal compliance is the legal framework within which organizations must operate in the treatment of employees. Adhering to legal standards and in house policies ensures confidentiality, maintain special company strategies, keeping organization laws, labour rights and implications and in verification procedures.


12. What are fringe benefits and some examples of them?  Are companies legally required to provide them?
Fringe benefits are any form of compensation an employer offers their employees in addition to their stated salary. Some examples include health insurance, paid time off, discounted gym memberships, education reimbursement, and retirement planning services
They are considered non-taxable. Some are legally required while some the companies gives as added benefits.

13. Can you describe problems and commonerrors that managers often create or make in the performance appraisal process? What steps are required to make performance appraisal more successful?
Common problems and errors include
· Compare/contrast error
· Bias
· Similarity error
· Stereotyping
· Attribution error
· The recency effect
Steps required
· Gather Information on Your Performance and Development.
· Prepare a List of Your Accomplishments. ...
· Complete a Self-Evaluation.
· Prepare a Development Plan.
· Draft Goals for the Coming Period.
· Share Your Preparations With Your Manager.
· Prepare an Open Mind.


14. What type of interview isusually considered the most reliable?  What types of questions may be considered improper?  Why is interviewing often so error prone?
Unstructured interviews are more reliable as they are less intimidating than the formal interviews.
Types of questions considered improper include those of race, color, gender, religion, national origin or birthplace
Interviewing is error prone due to inconsistencies between candidates, asking the wrong questions, bias, inherently dishonest question, and interview fatigues

15. What is the difference between exempt and non-exempt classification of employees from a company legal and managerial standpoint?
Exempt employees must be paid a salary, are entitled to overtime pay, can work in any field and earn any amount per week while non-exempt are paid on an hourly wage, are not entitled t overtime pay, their jobs can only fit into one of eight categories, and must earn at least $455 per week.

16. How have new labor laws affected hiring and terminations from a Human Resources prospective?
Anti-discrimination laws prohibits discrimination against employees on the basis of color, race, religion, sex or national origin
HR should continuously verify the accuracy of amount paid to employees
HR must train managers on what information they should, or should not, require regarding an employee's medical situation.

17. Why do people tend to resist change and how can resistance to change be lessened?
· Loss of status or job security in the organization.
· Poorly aligned (non-reinforcing) reward systems.
· Surprise and fear of the unknown.
· Peer pressure.
· Climate of mistrust.
· Organizational politics.
· Fear of failure.
How to lessen resistance to change
· Watch for staff reaction
· Be timely
· Increase engagement by asking questions
· Communication
· involvement

18. What is the meant by a company’s culture?
It is defined by the set of values and behaviors people embrace while working together.

19. What is stress and what are some ways for managers to help lessen employee stress?
Stress is a physical or emotional tension feeling
Ways to lessen employee stress
· Facilitate open dialogue between employers and managers
· Encourage employees to take a break
· Provide benefits for mental and physical health
· Bring some diversions in the office
· Offer a paid time off

20. What is meant by cognitive dissonance?
Cognitive dissonance refers to a situation involving conflicting attitudes, beliefs or behaviors.

21. What is an important thing for managers to remember about an employee’s perception of things?
It is important for managers to remember an individual’s ability to manage or control what others perceive about the individual


22. What is attribution theory and how does it affect managers?
Attribution theory has been used to explain the difference in motivation between high and low achievers.

23. What is EIQ (what attributes does it cover) and why is it so important for successful management and leadership?
EIQ is emotional intelligence in leadership
It is important for managers to have a good understanding of their own emotional states, which allows the, to more accurately gauge the emotions of others.


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

25. What are the three components of attitude?  How does attitude differ from values?
Components of attitude
· Cognitive
· Emotional/effective
· Behavioral component
Attitudes are our likes and dislikes towards things while values decides what we think is right, wrong or unjust.


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?
· Openness to experience
· Conscientiousness
· Agreeableness
· Neuroticism
· Extraversion 


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

· Presence of objects
· Observation
· Selection
· Organization
· Interpretation
· Response 



28. What is motivation? How does it differ from mere movement?
Motivation is the process of stimulating people to actions to accomplish the goals. It is different from mere movement as motivation helps an individual achieve his personal goals and if motivated, he/she will have job satisfaction. It helps in the self-development of individuals.
29. What did Maslow’s Hierarchy of needs state about what drives people?
Maslow states that people are motivated by needs.


30. What were the levels in the Maslow Hierarchy in order from lowest to highest?  What is meant by each level?
· Physiological needs- the biological requirements for human survival
· Safety needs- protection from elements, security, order, law stability, freedom from fear
· Love and belongingness needs- The need for interpersonal relationships motivates behavior
· Esteem needs- esteem for oneself and the desire for reputation or respect from others
· Self-actualization needs- achieving ones full potential, including creative activities.


31. What did Herzberg’s “motivation versus (maintenance or)hygiene” factor theory state?  What did he meanby KITA?
Herzberg’s two factor theory states that there are certain factors in the workplace that cause job satisfaction while a separate set of factors cause dissatisfaction, all of which act independently of each other.
Herzberg referred hygiene factors as KITA the acronym of “kick in the ass”, the process of providing incentives or threat of punishment to make someone do something.


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?
True motivators are:
· Achievement 
· Recognition
· Responsibility 
· Advancement and the work itself

Internal (intrinsic) is when you feel inspired or energized to complete a task because it is personally rewarding.
External (extrinsic) is when you are inspired to perform a task to either earn a reward or avoid punishment. 


33. Can you describe both Expectancy Theory and Equity theory?  How did they differ?
Expectancy theory suggests that an individual will behave or act in a certain way because they are motivated to select a specific behavior over others due to what they expect the result of that selected behavior will be.
Equity theory calls for a fair balance to be struck between an employee’s inputs and an employee’s outputs. 
The key difference between the two is that according to expectancy theory, people perform actions in exchange for rewards based on their conscious expectations, but equity theory suggests that people derive job satisfaction by comparing their effort and reward ratio with others.

34. What elements of the “job design” might managers add to make jobs more motivating when possible?
· Job enrichment
· Job enlargement
· Job rotation
· Employee empowerment
· Cross-functional teams



35. What are the factors in the 3 Factor Needs (or Acquired Needs)Theory? Remember the initials APA.  What do they mean?
· Achievement- individuals tend to avoid both high risk and low risk situations
· Power- people in need of power enjoy work and place a high value on discipline
· Affiliation- people with a need for affiliation prefer to spend time creating and maintaining social relationships and enjoy being parts of a group, have a desire to feel loved and accepted.



36. Which is the one best motivational theory and when would you apply it? (Hint: Is there one?)
Maslow motivation theory is one of the best known and influential theories best applicable in the motivation of employees and considering their individual needs.


37. What things do truly effective leaders do that sets them apart from regular managers?
Effective leaders 
· inspire others, are accountable, good communicators, creative and innovative, have good decision making capabilities



38. What is “job enlargement” compared to “job enrichment”?
Job enlargement means taking charge of more duties and responsibilities which are not mentioned in the job description
Job enrichment gives more control and managerial access to perform tasks and responsibilities.


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

Power is the exercise of leadership, and leadership is only defined if you have power. Power is defined as a person or thing that possesses or exercises authority or influence

40. What traits do good leaders generally have?
· Clarity
· Decisiveness
· Courage
· Passion
· Humility 



41. What do the more modern “contingency” leadership theories emphasize that was missing from the earlier theories?
The Contingency theory is not concerned with having the leader adapt to a situation, rather emphasizes that the goal is to match the leader’s style with a compatible situation 



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.)
· Participating
· Delegating
· Telling 
· Selling 



43. How does autocratic leadership differ from participative and when might you choose one over the other?
Autocratic leadership is a leadership style characterized by individual control over all decisions and little input from the group members, while participative leadership calls for input from employees on all or most of company decisions.



44. What is the one best leadership style?
One best leadership style is one that balances between business performance, character and foresight, Motivates and leads by example


45. How do groups differ from teams? What are the main four areas of difference?
A group is a collection of individuals who coordinate their individual efforts. On the other hand, a team is a group of people who share a common team purpose and a number of challenging goals.
· In a group, members work more independently while in a team, members take a participative role
· A group leader dominates and controls the group while a team leader acts as a facilitator
· A group leader assigns work to members while a in a team, members decide on the disbursement of work assignments
· In a group, the leader is apparent and conducts meetings while in a team, members have active participation in the discussions and eventual outcomes




46. What are the stages of group formation?
· Orientation/ forming stage
· Power struggle /storming stage
· Cooperation and integration/ norming stage
· Synergy/ performing stage
· Closure/ adjourning stage



47. Define positive synergy, groupthink, conformity, cohesion and norms and social loafing within groups.
Positive synergy is the gain of groups more than that of the process losses as compared to thatof individuals
Groupthink is an occurrence where by a group comes to a unanimous decision about a possible action despite the existence of fact that points to another correct course of action
Conformity is the tendency for an individual to align their attitudes, beliefs, and behaviors with those of the people around them
Cohesion refers to the forces on a group that push its members closer together
Norms are the established rules and code of conduct group members should conform to.
Social loafing refers to the concept that people are prone to exert less effort on a task if they are in a group versus when they work alone.

48. What is an optimal team size and what types of skills and personalities are best included?
An optimal size ranges from 5 to 12 people or 5 to 9people.
Skills and personalities best included are:
· Openness and honesty 
· Conscientiousness 
· Extraversion
· Agreeableness
· Emotional stability


49. What is the control process and what are the steps within it?
Control process is a method that makes sure standards are being met within an organization
Steps
· Establishing standards
· Measuring performance
· Comparing the actual performance with expected performance
· Correcting deviations


50. What do “benchmarking,” metrics, and control tolerances mean?
Benchmarking is the practice of comparing business processes and performance metrics to industry bests and best practices from other companies.
Metrics are measures of quantitative assessment commonly used for comparing, and tracking performance or production.


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?
It means that actions of people and especially of government always have effects that are unanticipated or unintended. 


53. What is the difference between feedback controls, feed-forward controls and concurrent controls?
Feedback controls involves identifying and correcting problems in an organization after they occur
Feed-forward controls involve identifying and preventing problems in an organization before they occur
Concurrent controls involves identifying and preventing problems in an organization as they occur

54. What is meant by management by the principle of exception?
Management by the principle of exception is the practice of examining the financial and operational results of a business, and only bringing issues to the attention of management if results represent substantial differences from the budgeted or expected amount.

55. What is a budget? What does it measure?
A budget is a financial plan for a defined period, often one year
It measures business performance
Serves as an indicator of the costs and revenues linked to each activity.

56. What are the four types of financial ratios commonly used in analyzing a company’s performance? What does each measure?
· Liquidity and the current ratio- indicate a company's ability to pay its short-term bills.
· Solvency ratios and financial stability- indicate financial stability because they measure a company's debt relative to its assets and equity.
· Profitability ratios and margins- indicate management's ability to convert sales dollars into profits and cash flow.
· Common efficiency ratios- includes inventory turnover and receivables turnover



57. What do a balance sheet and income statement show and what does breakeven analysis measure?
A balance sheet shows a company’s assets, liabilities and shareholders’ equity
An income statement shows the revenues, costs and expenses over a period which is typically a fiscal quarter or a fiscal year. 
Breakeven is a measurement system that calculates the margin of safety by comparing the amount of revenues or units that must be sold to cover fixed and variable costs associated with making the sales.


58. What is a Gantt chart?
It is a graphical depiction of a project schedule

59. What are the three main elements of project controls that are intertwined?
· Scope
· Time
· Budget 
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