
 
 
Introduction to management 

Who are managers 

A manager is someone who works with and through other people by coordinating 

their work activities in order to accomplish organizational goals. 

- That means coordinating the work of a departmental group, or it might mean 

supervising a single person. 

- Could involved coordinating the work activities of a team composed of people from 

several different departments or even people outside the organization such as 

temporary employees or employees who work for the organization's suppliers. 

 

First line managers are managers at the lower level of the organization who manage 

the work of nonmanagerial employees who are involved with the production or 

creation of the organization's products. 

- they are often called supervisors but may also be called line managers, office 

managers or even foremen  

Middle managers are managers between the first line level and the top level of the 

organization who manage the work of first-line managers. 

 

- they have titles like departmental heads, project leaders, plant managers or division 

managers.     

 



Top managers are managers at or near the top level of the organization who are 

responsible for making organization-wide decisions and establishing the goals and 

plans that affect the entire organization. 

 
- these individuals have titles such as executive vice president, president managing 

director, chief operating officer, chief executive officer etc. 

ORGANIZATIONAL LEVELS 

 

 

   Top Managers 

    Middle Managers 

            

  First line Managers                                                         

          Non Managerial Employee  

 

 

What is management? 

Is the process of coordinating work activities so that they are completed 

efficiently and effectively with and through other people. 

Efficiency 

Getting the most output from the list amount of inputs referred to as (doing 

things right) 

Effectiveness  

Completing activities so that organizational goals are attained; referred to as 

(doing the right thing) 

 



What do managers do? 

Planning 

Management function that involves the process of defining goals, establishing 

strategies for achieving those goals, and developing plans to integrate and 

coordinate activities 

Organizing 

Management function that involves the process of determining what tasks to 

be done, who is to do them, how the tasks are to be groped, who reports to 

whom, and decisions are to be made. 

Leading 

Management functions that involves motivating subordinates, influencing 

individuals or teams as their work, selecting the most effective communication 

channels, or dealing in any way with employee behavior issues. 

Controlling  

Management function that involves monitoring actual performance, comparing 

actual to standard, and taking action if necessary.  

Management Process 

The set of ongoing decisions and work activities in which managers angage as 

they plan, organize lead, and control. 

Management Roles 

Management Roles 

Specific categories of managerial behavior 

 

 

 



Interpersonal Roles 

Managerial roles that involve people and other duties that are ceremonial and 

symbolic in nature. 

Informational Roles 

Managerial roles that involves receiving, collecting and disseminating 

information 

Decisional roles  

Managerial roles that revolves around making choices. 

 

Management Skills 

Managers need the following skills: 

Technical Skills 

Knowledge of and proficiency in a specialized field such as engineering, 

computers, accounting and manufacturing.  

These skills are more important at lower levels of management since these 

managers are dealing directly with employees doing the organization's work. 

Human Skills 

The ability to work well with other people individually and in a group. 

Because managers deal directly with people, this skill is crucial. Managers with 

good human skills are able to get the best out of their people. They know how 

to communicate, motivate, lead, and inspire enthusiasm and trust.     

 

 

 

 



Conceptual Skills  

The ability to think and to conceptualize about abstract and complex situations. 

Managers must be able to see the organization as a whole, understand the 

relationships among various subunits, and visualize how the organization fits 

into its broader environment.   

 

The supervisor 

• Generally many supervisors are poorly trained, neglected by management,  

• Usually blamed for unproductive employees and resented by trade union 

representatives. 

• Consequently weak support creates poor relations between supervisors, employees 

and trade unions. 

 

The Role of Traditional Supervisor versus Modern Supervisors   

1. The Traditional view 

• A supervisor is any one who is given authority and responsibility for planning and 

controlling the work of a group through close contact. 

• Directs the work of others by: 

• Giving instructions on operations 

• Co-ordinating specialist departments 

• Recommendations to management. 

• Engagement, transfer, reprimand and dismissal of staff under their control. 

 

 

 



The Morden view 

This is based upon acceptance of supervisors as part of management and as 

managers. 

The definitions of a supervisor are: 

• The supervisor is the key front-line manager , the person who can make or 

break top management plans 

• The supervisor is any manager who controls non-managerial subordinates and 

is accountable for their work 

• Supervisors, managers and any other who are responsible for the work of 

people, at any level and in any type of organisation, should regard themselves 

as managers.  

Decision making 

• Senior managers make strategic decisions that have broad effect, such as 

on marketing, product and services, growth, finance, organisation structure, 

public relations and personnel. 

• Middle managers make tactical decisions to implement the strategies through 

the use of resources, and allocation of duties  

• Supervisors make operational decisions (more on a day-to-day basis) 

involving production, stock control, labour and machine utilisation and adjustment to 

the production schedule. 

 

Similarities between Supervisors and Managers 

• They are responsible for the work of other people  

• They use similar principles, practice and techniques and develop an art to achieve 

results 



• They deal with people, forecast, planning, organise, command, co-ordinate and 

control. 

 

 Differences between Supervisors and Managers 

• Managers are involved in long term direction and control of employees as well as 

short term activities 

• Managers conform to policies, strategy, overall direction and control 

• Managers make strategic decisions at senior level and middle management 

levels  while supervisors make operational decisions. 

 

Supervisors and Employees 

• Supervisors control the work of others using their technical knowledge theoretically 

combined with supervisory techniques. 

• Emphasis is placed on teamwork, participation, autonomy and flexibility. 

• The supervisor must adopt roles associated with co-ordination, advice and 

adaptability to be successful. 

 

Responsibility of a Supervisor 

Staff: morale, consultation, discipline, welfare, safety, employment, induction, training, 

culture 

Work: quantity, quality, and timeless 

Cost: maximum economy 

Machines and equipment: maintenance, loading, operation 

Material: supplies, waste, suitability 

Workplace: layout, tidiness, good house keeping 



Qualities of a Good Supervisor 

1. Drive 

Self-discipline in the face of outside distraction and general pace of living 

2. Leadership 

Must be a an outstanding member of the group who gets along with people and has 

above-average competence 

3. Intelligence 

Must be quick-witted, able to distinguish between major problems and minor 

problems and have sufficient time to deal with each problem. 

4. Skills and Knowledge 

Must have technical, interpersonal and conceptual skills 

Technical skills-must have a good knowledge of every operation, practical and 

theoretical knowledge to help command respect and help others. 

Interpersonal skills-stimulate ideas, concentrate on needs and goals and encourage 

participation.  

Conceptual skills-concentrate on broader issues, corporate and organisational 

planning and policy and systems  
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