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Management

Management is a process of achieving organizational goals by utilizing organizational
resources effectively and efficiently.

Management is a process of Planning, organizing leading and controlling to achieve
organizational goals effectively and efficiently.
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Efficiency

Achieving organizational goals with less resources(less cost)

Effectiveness

Right decision at the right time(less time)

1: Planning

Planning is a process of identification and selection courses of action to achieve
organizational goals effectively and efficiently
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Organizing is a process of creating works structures to achieve organizational goals
effectively and efficiently
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Leading is a process of influencing behavior of organizational members to get
organizational goals willingly and enthusiastically
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Controlling is a process of establishing standard measuring performances and feedback to
organization members in order to achieve organizational goals
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Manager

Manager [s a person who is primarily responsible to carry and keep management process
(planning, organizing, leading, controlling)
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Level of management

Top level
Middle level

Lower level

Top level management
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Middle level management
63 s 3 49 (2 b an (58S 0 pu 020 (O de (5 Sade da (S Al sa 4y
Written by Wasiqullah Famous with Asif Mobasser




ketabton.com - The Digital Library

Management by Sir, Saidal khan

S5 osd o A5 e s 6())
Jsp 0 OO Alles £34(Y)
S e dobe O e 48 ae(Y)
JsS (lais 4 ol e ad ) an(¥)
Lower level management
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Kinds of managers by functions/areas
(1)Marketing manager
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(2)Financial manager
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(3)Production manager
a4 sillad Jas (0385 5 039 59 o> e alaia o Ll gls s Al v da (50 ke A3 pde 4nan
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(4)Human resources manager
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(5) Other kinds of manager
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Public relation manager, IT Manager
MANAGERIAL SKILLS

(1)Techmical skill
5 S0 SsS  Jub g sueS 49 AT s 4051 len (SRS Al e
(2)Human Skill
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Conceptual Skill
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(5)Communication Skill
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Managerial rules
S oy i 40 gdith 5 by (S a4 e g
Interpersonal Informational Decision making
Figurehead Monitor rule Entrepreneur
Leader rule Disseminator Disturbance handler
Liaison rule Spokes person Resource allocator
Negotiator
INTERPERSONAL

(1)Figurehead rule Jia Al 3
JsSlael il (35 58 Clia 5 Coudlé) j4 0y sSIA A

(2)Leader rule
Jsaladind g g Jssdied J50 6 20 S (it ) Jigu 0
(3)Liaison rule (& ol 58, 15
U358 45cg) o pms (o Jlan ) 53¢ 533 (5 (S

Informational
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1: Monitor rule (& (S35 ke 2
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(2)Disseminator rule G (535 aa
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(3)Spokesperson rule
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Decisional rules
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1: Entrepreneur rule Jiai sl sSlan i sua o
s Ole s8lales g Fds e 6 38w g sid) Jingl ) s 55 S Qe 4

2: Disturbance handler Jia Soysla sDS han
Sota O Jao (S e d s
3: Resource allocator « s sf sSlay gxilice
G Sy S sy Al J, o) 40l slied s pugilaglan 55059 Ko 14 4l pae s
(4)Negotiator rule (i (53558 o Slaa

The Evolution of management thoughts (history)

Scientific Management (Fredrick Taylor)
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(BJADMINSTRATIVE MANAGEMENT (HENRY FOYAL)
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¢ Planning

¢ Organizing
¢ Leading

¢ Controlling
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Division of work Authority and Discipline
responsibility
Unity of command Unity of direction Remuneration
Subordination of general to Centralization Scalar chain
interest
Equity Order Initiative
Stability if tenure Esprit de corps

(1)Division of work
wdﬁujjégﬂw‘\-’ﬂﬂb“-’})& d}s;d éb)\.ﬁ\ °‘9.'~14"4%d"~5~56‘)-\:&

(2)Authority and responsibility
S ms Cul e ol Cusdla Jiaal e p

(3)Discipline
SS el e dsay s Ol sl Al (Sa5sS S s
(4)Unity of command
S5 e e b (Se e
(5)Unity of direction
weds4isg Y o sl (23 e (Bl Al (So o
(6)Remuneration

S S5 ) AE G 5 i 4l 4 gl S5l
(7)Subordination of general to interest
6 33 P w5 oNsalan X
(8)Scalar chain '
andaic 4 Al Cellal g yal ol s Cundlades ) o dens o A AR 5 e 5 g sl
45 P
(9)Centralization
el Cu S e g fsasia e (S meaial (So ) o4
(10)Equity
s il J gy sanlo e 855 S IS sl g0 e5 ) 50
(11)Order
o sl DR g R s 50 pm i Fidge des pla gl s3le (Sl o g
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(12)Initiative
G5 bl G 6 et g A LS (5 ) Je () e Sam (Se e s
(13)Stability if tenure
sl Lixiale o 210 S a0 5S 45 e (5 93 3 5o s alaie g Al Ll gl i silaie IS el
(14)Esprit de corps
S e ial y s i g () ssise FSs NS (s s 4B 5505 SIS shaaal e s
Behavioral management theory Elton mayo

w5 s A Se s Ol b Ssle 0 SO Gl )4 5505 SIS has Al e (S ki
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Theory (x) Negative

Theory (y) Positive

Theory (x)

e S 422k e s S5 S an ))& g e g sh 4 S Pt S e (So e m 4
G S et n s leia x5 A

Theory (y)

5ol (s Alsis ) SN ghr g sa 5, S5 S A )8 S S S SRy
6 S Gapi syl gilide 43 (5 500l ju2a 5

Environmental structure
Factors that affect directly and indirectly management process
ads hane 4383 5 S0 yilie 4 o o Lasinne (5 a8 4p gl Laionn A g 0 T uded A 435 5388 J g 458
Environmental 230 e 55 s sS o s yi 43S Jido a0 53 (S 4as 404x 53 O ke
(S 4 i Glasles o | 43 structure
(A) GENERAL ENVIRONMENT
€5 5S il A g 4o Cu el gl (55 35 se 0 Yl sl Ay da (5245 g ) PS8 AR D b
s Ghg4d g ma(External factors)

(1)Economic factors
e Interestrate
¢ Inflation rate
® Gross domestic profit
¢ National income
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e Taxrate
d)y‘ss‘)hm;ﬂhtgdhaﬁs\ &L&l‘uﬁd
(2)Technological factors
» Communication
» Production
» Decision making
w3 S B4y allie ) 4 D U raa ) sty o IS0 Al e s
(3)Legal factors
s oSkl 4y (il B g J s g) Dl g0 00l e
(4)Political factors
4 S e srangl IS gl o) sallSacandacaly jha ol 5 i g 5ac ) IS SR £ A5 503 b e

et s (S b
(b)Operating environment
4.(:35\ wﬁé\ﬁ&a@;)jQﬁmqa}mdﬁ}sg}ijﬁdMYJémjﬁgal\.a”‘)gdnddg\_jﬁdnﬁ
G2 A5 ) i8Sl g IS AT Ad g ) 18810 o) (g oS, Laginen A g 4y Sy judad Ad g ) 5358
(1)Supplier
v Time
v" Less cost
v' Quality
v Background

People who provide raw material to organization

S Aria ) )iy (So 4o ju ol AT a4y (S5 sS dm e 4 0

(2)Consumer
= Lifestyle
* Need

= Like and dislike
»  Economic status

(3)Competitors

Product
Financial position
Personnel and facility

(4)Labors

Cost
Wages
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Quality (skill)
(§ S Aeial )t Fise (Ko ) Aldgdn L8 S adand 805 5SS fise sl 4 13 Wb e s

(5)International

» Political

» Culture

» Laws

» Rules and regulation

SR g A5 culbu SR 55 4a 00 (e Y A e s s A 5 Gl G Ay G lad S
k)

© Internal environment
s oS oI A (Jses @ o (ol L )5 3aS (5 ) 3 aglie (5 110 (S 4 g ananalt Jials juaa s
Planning

Planning is a process of defining organization objectives and establishing overall
strategies to achieve those objectives effectively and efficiently
Planning is a process of decision making in advance

Importance of planning
(1)Sitting direction for organization
SS G IS o) i yo SIS 4y msad (5 a0y d5e 5 ) Jr OO
(2)Reduce wasteful activities

=558 4 gillad (S5 ) ) 55 (G il (2 se adand g (5 ) e OO0

(3)Reduce uncertainty
Ol 432 538 GaSlipuadi 5 panall o (S Gl ymnaa G 4 5 (IS b 5 (5l Se OO0
=905 s

(4)Establish objectives and standard of control
O Gy Dlhme o Ll sy J Sy Calaal 42y an S Cilaa) s abau) o0 5 ) He O
3 S Aeial i f g alad (S I e mragan 58 J Sl nis ) s
Types of plans
(a)Plan on the bases of levels
(1)Strategic plan (long range plan)
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(2)Tactical plan
Specific utilization of resources
S5 0n S e d Fiads S 503 (0390 (5,88 el 5 43 g0 4y JaaSSa (O S50 S

(3)Operational plan
S0 g fagis IS srin K34 (5 A4S Ads JS a0 (modsedn 345 OO llesdl ran & e
TEIBE
(b)Plan on the bases
Recurring in organization
(1)Standing plan

Qe S i ds G e Se Ve maas 2 D be 43 ) iy OOy 4san
G4l 00401 s S sa O s 45 )50l e (sl

» Policy
» Rules and regulation
Policy S NG déﬁ ok sdlaalags lala
Rules and regulation
s St e s S s 6 S S (Se e ma
Clear instruction for performing activities

(2)Single use plan
Ao aaliga) Sl S e e mSold an g245: G s P& le
e
» Program
» Project
Program
S350 659, 913 o) o5 allanind o Sl o) S0 s Jin 5 giallad gl gondn 52 45: L oy P4 & ke
s 500
Project

oj\.l.'t\ A.ASJ‘ S50 ‘5\ é&uﬁe\ﬂj‘)ﬁa)h‘\%daﬁé ;LSJ\JS u):\‘\.:.h.l QJL_L{:
S50 350655 5,08 0 o Yl 5l oS0 ju 5ia g5 gillad
Program/project
» Duration
» Budget
» Scope
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» Benefits
» Specific

©Plan on the basis of areas
(1)Marketing plan
(2)Production plan
S, 5> o0k 1S Ay Jadlaala Gy s g daa ) Je B 4

(3)Human resources plan
S 53839 st es35e (5l o (53, 3 palAd) 5 D5 e dn AR B s PR Dl
S8 0y ol (g4 0 s

(4) Financial plan
688 0 Ul e 500 s J sl s SIS (s IS (a5 (e

(5)Contingency plan
g Aoyl me G s Gl s G s OB SwesSaan Sle
(o5 il 518 (5 55 S il S Sie
PLANNING PROCEESS

(1) AWARE OF OPPORTUNITY/PROBLEM
B Sses 4 s P A S UM S adland g ogalie g3 pae (Sala el 4 (sl e OO0
Colal a0 p () ania dr dds alige (B0 4 i S FAx S A Ol 43
G S 4 jiCalal
(2) ESTABLISHING OBJECTIVES (oSl —dlaal o Jll Jaa JShad o) & g0 jade (Sl jadat g2 4y
(3)DEVELOPING PREMISES

External factors

Internal factors
e ol daa JSiian o) adsed 5 S5 (s G 535 58K e 3 Al e S Als e da 2 4
S 4 5 Claglaas | 4515 ) 583

(4)DETERMINING ALTERNATIVES COURSE OF ACTION
S Szl ) padie 43 5ullad Jalie Al jaiia g
(5)EVALUATION OF ALTERNATIVES
DR 43 giallad Jalite 4 e e 4 5llad 4235 J5S (o)) i sillad slaliies (S Als e 5y
L;_QS ts’LU.J\ u,u\.u\ A e 5 }\ A g u.u\.».n\ A Lalaia
(6)SELECTION COURSE OF ACTION
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S QAT Ay siglladas ) go g Abd Ay s 4ds b))l slalies Al uae (Sals je dapli4g
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(7)FORMULATING SUPPORTIVE PLAN
4_1}.):\‘_%_91..@ JJ“MJ;JM:J\:\S)SJSAA\JJMJ‘\LJJJ‘\Ai &_I\A:\J\)SJMJAJ‘;‘\LJAMJJ\@
6 S5 Sa sl i ye S8 Glae 4y Glida 6 S n

(8)NUMBERIZING PLANS BY BUDGET
35S Shae (o ol g om0 5l S A e L 53 63(e V5 s) (5 5l) 5360 s s Al gl g0

Decision making

Process of choosing course of action among alternatives

ol oS b e g uijh\_;lmjﬁg) mjﬁﬁijg&u\ﬁdmﬂ\%dgué e 4xad Ol
eesbigl oY dade )s s o ol 5y Bl (2 Ais i A 5 S

9,8 QAL Ay g sillada 4 s 0o Ll o s 0 1o pranalia

5 by e hae 5 45 iy 3 Al e
au}luajlﬁljs}p&@}.géqa\?&éG&@%S@bhﬁ)zémj#@ﬁsﬁ@gﬁmﬁ
(5.9 Q9

Decision making process

(1)Identify problem/objective JsS mal 5 o JsS (adiiia JSbia g
(2)Search alternative course of action
a3 (s g o sillad lalsia silides (S als o dad 5343 b jode s g ads 1S adide S5
LEJS‘J# s Y

(3)Evaluation of alternatives

S S et el 4 5 8 Y 45 gillad Jaliie il jude (S A g g 50 58 arenali

(a)Quantitive factors

» Time
» Cost
(b)Qualitative factors
» Consumer
» Supplier
» Labors
» Competitors
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» Technology
(4)Selecting best course of action
RO s 56 S AR A g 4k Jign s gallads Al pde (S als e da sl 4

(a)Experience
LAl 8 Sillads bl 4y (o jado
(b)Experimentation
) S pslae Cullado figrsr 5 J S ae 5 gillad slaliia sl 50
©Research and Analyze

558 (o) A sallad Jiliia a5 (5 S Ay ) 4y s sl gloliia 1 a0 (S 4k ke 5
€5 Sy Cullad 4y fig e i
Decision making conditions

d&d&)@&%&}&hg‘)dﬁﬁﬁmﬁéa‘)h\ 5 53 42

(1)Certainty
L;Jau)m%\@@jgﬁ@qﬁuc\%@ui Alla 4xaa O Hle
5,2 5 4hh 4 (s maaa Ll

(2)Risky
Gl glaao | 4y JSdar da g2 &l s (s el 43a

5,2 5 45 Al 4 (o aanalin jude el (55053 5

(3)Uncertainty
A%t;j_g);mjeg}\Gﬁaujuai\gwaﬁuggaajg;ui d\;meﬁsﬁ.ﬁmﬁa
LS}‘%M@Q:;‘)&%&MAJ

Types of decision making

(1)Programmed decisions

> Structured
> Routine

424y sae) gl e |4y PSR (5 8 il P gl alaie s ) S0 (S 40 g mrenal 5
555 4510 el

(2)Unprogrammed decisions
Gl b gae d}d}z&éjﬁ‘)dé L;J.qjl@éa)h\ A A 5 ) siu Ard ) e ga slaalia
$2S 0 pu 1A sl ynes) J sl

Methods of decision making
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(1)Individual decision making
(2)Group decision making

4 G053 RisK oot s pranaiz gr 55 Jiuwdl o) plie 4ds 9 juda 5 ) 580 g Jo paanad JSS 43 5 )9
G 4dsy e 4 (LBl 5 5 IS

(a)COmmission LS)S 4.1}7.1.1 HM: alalal al ki\;.j.l é bJ‘J\ 4:1 NS ‘T’}Mﬁd
(b)Brain storming

GAS Gage) 4 sk el S S ey 20 kgl el (S Ak oy
Y b (S aih en S (Al e I 4 L Ay )5 45 (Sl (S5 ki s A
b Jsis S ki 4y 4k
5 s 40 s 8 A s s ay(Y)
e 0 AL S5 S g ki e Ll eTRa 65 ylaiy(Y)

©Delphi techniques

GsS g ais ki e ) 4y S g0 IS 3 ) 4 SR o ) 4 ad g S Ak g

A 5l 6 S sl 5 455 ki il (39 50 paladl )5 ana e SisS dis 48 dokl paddig o
GBS 4 Qs Jao ) Shawe Y dsdmaas mg: S Sal s uon

Organizing

It Is a process of establishing structure for work relationship in order to achieve
organizational goals effectively and efficiently.

QeSS S maiagl 5 QLQE&L»&)\S@)\J\};J&M\#L;JJA%LSJAA&Guj);amd&)\_}c
A S o s J o fhe 4 sl g s 5 Sl s 533 paaa

Organization

th,:d)l}Sm‘y)i_jé\&\&J\J\34gﬂom4ﬁm\}gd\% L;J\A\M\%du\si Al 4283 G jle
s S8

Organizational structure

jg};uu:t;hn

ELEMENTS OF ORGANIZATIONAL STRUCTURE
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69
Job design Distributing authority
Departmentalization/grouping activities Coordinating activities
Establishing reporting relationship Line position/staff position

Job design (1)

o594 (x5 JS Vs 4 Sulsue g Aalo 10 K05 S JISs (g B8 43 ge 4k 5SS As i gaion
SSom A Asipg G Se m S oS A SIS S oS Ax .08 m19 5 Wb e (So

Job specialization
A od 0 s 954 Qus 53 sl ls (s paadd (S eai abidgy Al S5 SIS 2
S om0 duadilia (1S5 SIS 8
JOB SPECIALIZATION ADVANTAGES

S e (S A glay IS ny(Y)
53 ¢S 53 Sladx(Y)
6,28 0 s (Al g iy ) e IS (6 YY)
Disadvantages
S Al YUl (5 s 1 S35 S IS())
ot A.é.'m d s )(Y)
(M hes s S (S QA 545 pala pea  Sas8 )l8s
Alternatives of job specialization

(1)Job rotation

dﬁd&ﬁiLgd.'mdj:md}ﬁ)ﬁjjSJ\SJASjﬁdj,ﬁng%th%\Ua.nﬁi O s saiad
&

(2)Job enlargement

65,50 ) a5 Jadd J b 435S 53 J sy eomaoi 4o pm S 5 (Sl o gy an 45 K55S S

(3)Job enrichment
tgj_u\_ueh M%h@dowawé\}‘\éhb\ 47:1_}&3&343.:_;5\;\}}5‘)\5&;‘:)\3\ 5 5140

Grouping activities/departmentalization
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Ax Sy 4R (6 JsS o pu i UM A c S (s A4 aie ad s o )l aalaia g S (S Gle Sl 4
oy F o1 g “—"’636455)%4&3%4%"}:}5@}‘ dxsdtiﬁbydﬁd‘fgibjm 5 5 alS
ol 53355 53 S Oy JsS el ke 1A e sa 4558 Jsp S )Y sl (A5 S
Qs A Gl 24 e R g 6 aS ddng sA 4 S s A8 dap s

s e s

Types of departmentalization
Dividing organization into different departments

(1)Functional structure

Production Human Information Custo!n er
Resources Technology Service

=5 e Dl s 48 s o 558 sy cilla g L (Se ) o g4y

(2)Divisional structure

Divisional Organizational
Structure

Divisional structure: an organizational design choice that
groups people together in units based on common products,
services, or customer

CEOS
President

||
I [T — —r —1
Enterprise Commearce - - Fimnancial -
[ Sl ] [ Products ] [ Products ] [pubhsh:ng] Services ] [ Erataul ]

“Divisional structures enhance coordinated focus on the
marketplace but make integration across highly autonomous
divisional units difficult to achieve.”

Copyright D 2013 Peaman EducaSon, inc publisfing @ Pren Sos Hall

L= =]

MJ.}JJQ)MY)L\JGM&Mdé\}u\.uﬁda)b\hdduj\_\.c 4AC U’“:‘}MAU\_,QPGJM\J
$, S

(3)Product division structure
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Prodidct IDIVISTOn Sthulchtlne

Centralized support functions
Divisions

(4) Customer structure

@_).\LJ Zsé"“t“ @.‘:\M 4 ZSJ\J\ U‘“L"‘“‘ 4 segments _J\.li)';.l a0 AAé u\.qﬁ;\.u LEJ‘J‘ AzA 2 C'_U\__\Q

St
Customer
Services

Strategy & Cuality Complaint
Planmning Assurance Mlanagement

Customer

Coordinator Training &
Development
Care

Department

() Geographic structure Js, s> glaialis (5 ol alad 4 a2 ga L) 2 by sl

Geographical Structure
I for Apple Computer

§L carnirng

,,,,,, S —, o 2O 3-13

Hybrid structure ()
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o M s asmse D s sl A ol s siligan (S Cu e B dn G s aaa Gl
EETTE RS Ads (& 3a3ad O ) 9> divisional ¢ functional 2 S

|

Functional
Structure

Product
Structure

Matrix structure (4)

Hybrid Structure

Ghief
Gounsel

Human
Resources
Director

Technology
Vice
President

Fuels
Vice
President

Lubricants
Vice
President

|

Chemicals
Vice

President

Financial
Services
Vice Pres.

<0

es siula g ué‘) Aig e S 44 G . e divisional ) functional 2 52 AA: Gy s 4aa) < e
Sasee D s S S Gy e u S Arial ) (S Al @S Ay S G el
o A s Sopalo s Sy yald 3 S bl Dy pan Bl 4, s s siilag
O8I e Dy sl fiab ) O es sl g Al A (e G2 4 G see o B 4 5 S

Sample Matrix Organizational Structure

President

s S JsS0s

Director of
1 Products

Product
— Manager A

Product
. Manager B

Product
— Manager C

Product
—  Manager D

WP - Design

WP - Mg

WP -
Finance

WP -
Marketing

ESTABLISHING REPORTING RELATIONSHIP
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S dal g gle sl &) IS 6 5 (S AR pyag anatia le Jled o Jll paed jeaie iy ag 5
S d S eial )81 S 55 sl 53 £ie figsile s

(a)Chan of commands

Jue Cupmed s )0 (S woonp P AR (356, MG I A3 04 S e Cuadladis S5l
s yifindnsSaS 5 S )yl yals KNS S Sl S S sl g2
A e s 5 50 Wl (S5 S s al g ) 0 5 A peade e (LAl
eV 95 55 )T

(b) Span of management

s )8 Ls);i._mujqﬁmga\?dqui_jqthﬁx,_uQJ% 4282 G Hle gaa Cu ydad
5 5L eada (5 )10 ) e 5 e )l I 5k 5

(1)Tall span of management 5 e 3o (o (S0 )y jae
(2)Flat span of management s 5 525> 50 (oo (oS Sy o

Distribution of authority

M@Q}\ 6}5)5 d\)b‘)\m\ﬁﬁy\‘)ghdm\y u.&\] JPJJALG QﬁMaJ\;\SJS}Sb‘)u)ﬁ‘&JJJISJ
SAS s a e sl allal Al (s S sn (She ju A s sidaliie g i S5 Sies S
(a) Centralization

(S5 an 5,158 45 (o SoJal gl A1 (S Y Uit 4 (S5 s e dp 52 45 51 423 O e
5 Sos4s s

Advantages

Control

Privacy

Reduce unethical activities
Disadvantages

Time consumption

Less effective

Load of work

Lack of motivation

YV V V

1Ll

(b) Decentralization
s Jgy plaie 4 (S 2de 4y siaie IS 5hao S5 A ele dn a4d; 5 ) 4 & e
Advantages
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> Effectiveness
» Motivation. Less load of work on top mgmt.

Disadvantages

» Corruption
Coordinating activities

%M&QJJ%JA ‘_,_,Sc_)\ﬁ\47:1&J)Sayﬂﬁjﬁgwdtiﬁ?dgﬂay‘s‘fﬂi‘_éﬁ';‘\éa‘)\d\ o534
5,85 SasSopu s W oS el S0 pu fidg i sillada gl o5 5 (5 0ab o) asialad (S pie did 4

Line position

5 5SS dai g dio Jllglg o )il siloal g od JSU, Oujuq%dggi}s)m@mq)@g
S e 18 4 Culipua oy ol 0y dlaala g jlalay)

Staff position

sty (S (5 S i IS Laitsa o Ll o1 o) 5 450 g8laaly (le s da (52 40 i 42 40 fy (S S
Y 80813 ¢5 )aa 4 ¢ g Lagiane (5 e 4l (558 (2,50 (558 Lime ol o 655 S IS0 g3 gy
SSOS el

Leadership

It Is a process of influencing people to contribute in the group goals of organization

o SR gl o5 8 p0 (5 (s oS Ay Y A5 S5 SIS JiA pade A (5243 comig i 4383 C ke
RS il gl (S (Sq) ealiad

[t is a process of influencing behavior of employees in order to achieve organizational goals
willingly and enthusiastically.

S 5S el easd SIS ) 43 gillad gilaia HS0 adand g3 (520 A B4Ry roms ARl Ol
2S5 Ol A Fooss s o fise 40 dlaal s ol e
Leadership is a relationship
A.QJLSJSM\}JJEJ&S‘S\}JS‘QQJ\&\ LS‘)\J‘J“%GJ'QJ}S ﬁM%\}ngJ‘\?aJ‘\&T&\ oﬁ&ﬂ)
ng.;S A.Eé.k\) 4.1:....:\}.1 | PV )51.34&:’8.4)')33 45\_1.2\
Leader

Person who lead, Motivate, Guide and influence behavior of organizational members

Hain ) o5 R 9l s S (o) Ui JS A (Sl e dn 248y S A S oler )
A $io s s sl o Sisedy Ole sl 5 s 5x S S ilia oy Soludy )5 3 34 5 S
S s

Characteristics of manager and leader
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Leader

Manager

1: Innovator 5 sl ) &, s

2: Originaldaas 455 S s (5 S Jid S Jinad pua
dQSa}»)Ea)aeg‘)JﬁmAﬁ}}\m)lSJ}\ b‘)w%g-.[};\-'?eﬂﬂmz

3: Focus on employees and peopleiz )
S S 4a s sl S

4: Develop si3an  Seddas S i disS m

5: Inspire trust slicl S siedosiaie lSam |
S Adal

6: Long range view s ki allgay, o) s
7: Ask what and why

8: Eyes on the horizon4s s (&S
A5 A (5 A A 5 IS by 4ds G5 S S0

9: challenge the status quo

10: Does the right things 43 ¢S (i sS
Lf,gSC"‘M"‘Ai U»L»\JJ\S

Written by Wasiqullah

1: Administer. s S5 sl

2: A copiertiihslsS )So Ghes e
o s J Ao S Jod ol (558 (S AR: 5 )0
EEN

3: Focus on system and structure

(58 G S sl s ) g 4y e

4: Maintain S Slla dodae ol jaais

|

5: Relies on control b Js 258 jaaia
S (i S

6: Short range view—lesd asia
s Nk

7: Ask how and when

8: Eyes on the bottom Iline

9% JSos G oS dx (558 S S jania
LS‘QS Ay fdraa

9: Accept the status quo

10: Does things right s 58 ¢85 jaaia
R Ema A G aS o pu Al JSe jase A
SSo A
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Leadership skills

1: Communication skill

$,2S 4hd 5 knowledge 2 12 4x Gl Clea sl o) ol S pan o e SRS Al 4
s laglan JaSao | 438 gm0 583 M leader 52 s <05 »a 45 listening <L)

Cultural flexibility :2

Sob 4 cultural value 2 s 58 S s S e s 0 s 81380 ) 8IS a0 0L Eeader 4 .
s

Human resources development skill :3

Training —aliss 45 (5 525 S, (5 154555 g sl ol Cud Hlaa G 9 oS JlSanly 4 54 s
JsS (lain ) a0 s gra o) 45 ALIS ) 5o jlianac J g ) 2

4: Self-Management and Self Learning, Awareness
sl albads sV s 3 e s Clen 5 S 0333 Glaed AL 5
Time and stress management :5
S S sio pu S abie g S Jso dinsl 6 S o )l ds s dabia 4y iy Jaal w4 4

Motivating and influencing :6
S St A s 5 e 4y Sl g) s gilaie IS shda o) (5 )5 D lee o358 s Ay H 4 4
S5 S G 4as Graage B
Setting goals and vision :7
6454...»\1_)3 alaa)l d.;‘.;“-d‘)jw‘\ﬁji_):’djsj QJL@.AJX}'\:\:C}ViSion j\)ELQjé\M\JLeader 4.0;.,‘5..3
Recognizing defining and solving problems :8
padde JSbe Al Jyl G s S dadr 56k ) (oulad 4 OIS Jsp s b 4 s
daa tgj_ﬁ:\q.\q\b&i Lﬁté e)s-lw“‘*%tﬁﬂ‘)}dlidﬁl-ﬁ‘uwu‘ JSia 2l S 4 d&;’;w\?%s
5 ‘\.i 2 o)y

Team building :9
o (V5 4 VoS0 By 95 et (5 538 5l o180 5 IS S 4 [ © 452 53ie IS s s 5
Managing conflict :10

S Sdaemas f4 sl ) 5 Al conflict 2 g R o85S I8 (Se ol 49 Al Leader 4 ;

Written by Wasiqullah Famous with Asif Mobasser




ketabton.com - The Digital Library

Management by Sir, Saidal khan

11: Creativity

4 QUTPUT 2 0 e s2ilia paS g g S da (5 S5 (Bl oS o) gl ) 90 SO 8 4 00y 5
SS o sio sl o) yany

Leadership theories

1: Trait theory of leadership

Leaders are born not made

D3 An i e Y paa g (S8 ea ) O 4 ok 0 BB (Jup) s e oy
Claa ead 2N 2l jid ) 5 oebd 43558 B2 €5 508 ) I 1) i (o002 ) iDla sad
Sy
ABDle igs )
LS 55 0¥
es ala ;Y
slaiel gle 4:¥
2: Group and exchange theory

TR S S S ha da (6 S GRE S g dn 348 (o IR Gl g s bl s e
5 S5 Reward o sl g oS plai 4y o)) U )

oS 2 A5 S (S ISG 4 Qe A S5 S LS An (6 S (R S5 o sl Hl 4g S8 il
S8 Gl (2 S ey

Path goal leadership theory :3

SIS0 (oA 500 (Sho 1o 50 450N 5 5SS i s ) (S Ak s sEsS Y (A e
o4z Jllsl o ) AY oA sedlia ) (5 S (el H AT (5 A o L slan 5 5A ged A5 (5 g8 g )
505l a5 o) Ol 4 (ol (633 usdsie A AT IR Al da (5 S g 4y Y Aalie
EENFENY -)-")j}e

A: Direct leadership

G542 5, 5 5SS S (Rlaid o Ll sl 5 6 ged 43 gilaia JS g s ) (S 4k sy
S P Asmasi s Syasal

B: Supportive leadership
Juopls b an 658 il ol (558 )5 DL D) Aoy A S5 S S pm  (S 4kl gy

S5 40 s8) Glajlus 52 55 S ke gilaie )83 ) (Sagpli gu g Sl (So 4
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C: Participated leadership

S NS o pm i Ay SIS a0l 5 oS 55 AR (S Ais prenall 4 ke S SLA p ) (S 4kl gy
IS Gl 3y 983 gilate Ja ald IS acras A Ujﬁmahsi_js\_mjsj&gsa

D: Achievement oriented leadership

SRS S A s reaila Asiaie S gha jua ) (S 4k G0 6 o sl Y A3 5
30 e S s Ag Glajl ) 538 40 550558 800 e sISL 43 5A se il da 6 S
S A U il oY dlaal g oy (0 S S S aa sl sh s (S asbisy

4: Transformational leadership

S %) s o i 4 siVlan dn (658 (A S 5m ) (S Akl 1 Ak K55S s 5w )0
a0 e (Soo ol Aoy SIS 4y 6360 )5 a3l s f D)l A S sS IS () e
S A hia pad Y s ) ol 4 bR g S
sl )
S isiusl ) st
TR\ ST T NCRNET ST
S5S)s Cuadl Agig s 5 s
SS GRS 5 S 00 )0 ety
G ololedaa o5y
S5 Adalan oy s s gidi ol (a8l o Blad A (5 )l ol 51 50
5: Charismatic leadership

< v & 6 1t

S 365505 Dlua sad (5 50 pald b il da 63 Gl dra Ol S 4kl sy
S diel gl 465N Cnadd 6 B gy 6 90 s e Dl AR 5533 S SIS
55 b ), Followers 5523 s J el s 4 . o 52 (s 53 ! Communication skills 4 ;

Motivation
[s a process of improving desire to do the job

Process of increasing efficiency and effectiveness of employees to achieve organizational
goals

Process of improving individual performance

m\xdmé\%&québ_uj)gMJaJm J s o
IS G As Framadyd i asads SRS 58S sk e s )
s Ssais Se s de fisedn S GRESY el ) D e A e Sl gl 5 4GUY dlaala gl jlua oY
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INDIVIDUAL PERFORMANCE

1: Desire to do the job (Motivation)
2: Ability to do the job
3: work environment resources needed to do the job

go\jﬁad}ﬂa@i ‘953_5_95)1534%‘5\;‘;‘55ﬁMﬁA&j‘%?dJ‘JQ&ﬁi:ﬁ#Jeﬂﬁd
GJSﬁig\JS&)géwa)sJﬁgﬁjmq}\ A 54 s o il

1: Maslow’s theory of hierarchy of needs

Self actualization

Esteem Needs

Belongingness love Needs

Safety Needs

Physiological Needs

ars S o g L) sy jiadilal dl \-&P SSE Ax Qi ould (S Ak Al 4 s
62 Grsl Pl (S Gy pady dsSe ) sl s paadang S

1: Physiological Needs

» Food
» Water
» Shelter
» Cloth
A5 ) 5 i (ol
2: safety Needs
= Security
= Stability

s e sl gla il

3: Belongingness Love Needs

Jasie S ol sg o sSdaa
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4: Esteem Needs
JsS GisS o JlslSaps plies oy o 5i 50 40 (S Alss (50 Ap (i 45T s m o sRa
5: Self actualization JsS sz e )l (5, o) Y (583

2: Expectancy theory
@YJﬁy&u@\yﬂgﬁ‘)\Sa‘)\m\ aclar 4#5)@.}3%)343}5}33&)\5} U“’L‘“‘\ 4;’6)}:‘:’633
Lgdégyuo)\m\ PYI DY 4._:15‘)\7:&){2*9\‘)
Expectation
Ability
s s R85 (LA An (530 )5 pa S0 pegr )5 S NS o sld) 4 pledn (U sile W

Instrumentality
Performance

S el il s bl g1 oS S0 o jus (L) 330 5 L) )43 4S ) 5 m )5 Lo A0 1A sala j 43 43S La
(45 48

Valence

Reward
(4345}\ e}uﬁﬁ&gdm@gg\)uﬁj QSM‘}IJSQQHU_\;&M,’U'Q\

3: Equity theory

e o o) gy 50 [ ol IS (imy ] 45 gy 43 550 gm0 52 eyt 59 oS 43 ki sy e Jae
S0 Uil L5 2y 45 40 gy 45 ) 50 o (S0 I o sp 4n Uy 4 JBied (i 5 S i g il
sball o Jae éihgﬁyﬁjjay‘sémé@ijqu\ 9 Jae éjAJS_Js\mJlSq.A:\l,aj\ g
65,28 98 Al 4y (xS 8 (LI Al

4: MC Gregors theory x and theory y

S8 o Jy A 43 (2 J sl sl A (522 5m se SIS gy 050 (Sl o 4y (b 4y ki
A: theory(y)4: ¢35 5 533 5 552 53 S 43 (52 (S 424 Reward s Recognition (.S o s

B: Theory x
(5,2 935 43 oy Recognition s Reward g 55 38 4355 95 40 IS (55 43 (2 JlusS 434
5 Jidl 5 S Al S 551w (Sxo punishment 343 SIS 22353
Special motivation techniques

1: Money

v" Reward
v Food
v' Transportation
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2: Participation es, s ad o ju 2 4a J5S )543 (S 45510 apanall 43 45 2k IS 2
3: Job enrichment Jsil) ad 43 siadla (38 o puo s () g 4dlial 4y 5000 45 (SO 558 )18 5
4: Empowerment JsS s <S) g4 silaia S

CONTROLLING

9 })S&Jgjsutsq_ﬂsa&w,a@gu@@ijswlsﬁm\#gmg@uéGuj)gwaQJL;;
63 Gk 4as oms sl o) AT 5 e A o gane i g IS0

S5 IS 4ds lal e ¥ (S dus 4y s A Al e 2

1: Setting standards

esSlo s b o )Ll §1sS 0y 50 IS0l paae (S & gl 4 IS R0 ey IS 518 (5 Jmad

2: Measuring performance

S,2S 0 s oy sliS dygig ) o ) silinad (5,28 6y i adad g (S cpaddin s JsSo Jl 58 e

3: Comparison _JUS c‘}\lj\ b‘)MJt:\MJ GSJ)SJ\S dJ\J\J é dh‘)&\ Ay 4_1

4: Taking corrective actions

G ) (ptd 4 garanal a Y quC Gﬁ:d;m«%a)ggmﬁuéd;fu)}é@
S (haia ) 4n Y 40 gilaie IS shd o Jl Sl S0 s fimaniar o siallads

5: follow through

S5 uiligislee 5 od muniads juo juoalait 53 Al e (S dla e a4

6: Feed on control

s S A8 4n 5,8 s ) e, 5l ) Y (5 e Al o 5 0 J S 3l e (S ala jeo Al 4
250 Ha0 ya s Ay

Types of control

1: Feed forward control

=5 Sl 3 da (6 S A S pirad) (508 0 pu i (SR dds o Js iS4 1 S (N
s g ol 50558 JIS0 (S o 5 (Plaials 4y a8 o5 S 5 (5 side

2: Concurrent control
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Brdal o ighuo s aAllan (So ol o g an 5,080 yu i (S Ol 4 J5 S 48355 S Gla jed
GSdae yisudss SCiy e 4an 68 A K s 4

3: Feedback on control
13 ding )5 a4l (o5 @i S Ax Al (5,080 ju i (S A 4 Sa 4 344 s A daran O jle
S S e S Ak ds
S35 Sl N34S o g aiaS g o g0 3idin (SIS S (N2 4n (5 saslae jre (S il sy
GaSy gh 4y il

Lgﬁts 6y QA a)gljéhh\ aya thé djg Ja
\b)@dﬁﬂdﬁ}ﬁ)&d(*) dg‘j‘)‘\:\u\j Q\A}SMDJ\ 4:1}})\5.3
Organizational performance
The end result of organizational activities is called organizational performance
Measures of organizational performance

i A S oy s yhae 950N (5 ¢ o JA g3 SIS 5 Al

1: Productivity = Efficiency output

Input

2: Effectiveness

How well organization will achieve defined goals
g5 sl JA A e 4, 4y DA aS Ay Sl o ndray 55 A S84

Tools for measure of organization performance

030 5.5 4S5l 0 yisedn s Sdaslin w3 SISl an 5 (IS o pushlu g il 4
1: Financial control 558 s )3 o ¢3S )8 5 2o i sliS ansi g 9 5 o

Benchmarking :2
Choosing best practices to perform organizational activities
Jsaslaa o w3 S S 5 s (Aw Al gaa gl IS Dlame o JLd sl s o pu fia 535 S0 (So la 4y
Balance score card :3
4 JShea e SUS I (Soabug sl an sa48: g e N w3 S S daan &l
s sl S

Information control :4
dj..)ia.g.uaﬁ@;.\aj djss.a\_uj\ cd}A}XMGJJJSJ\SdJ\J\Ja}n;&;\)@Yﬂuﬂud
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