Chapter (2) Summary
The Role of Management

2.1 Planning

Planning defined: kubiill (i pi

Deciding in advance what to do and how to do.

43 Ll LiSy alad iy Lo Gl (Baa I8 3L83)

Benefits of Planning: Jadaiil) i) g8

1. Provides direction sy s

a. Give proper information.
i) o glaall apas

b. Give accurate instructions and guidance to the subordinates.
Cros 93 all s g9 4883 Cilaglali g

c. Tell us whatto do, how to doit, and when to do it.
A pst (e ey sl Ay ey Ll g L U iy

2. Reduces the risk of uncertainty st pe ke (e Jiy
Enable a manager to look ahead and anticipate changes.
) 8555 i) ) S G paall (K3

b. Shows the way to deal with changes and uncertain events.
S 5all e Calaa¥l g il ) ae Jalaill 48y Hhall e sy

3. Reduce wasteful activities 4yl xe il o Sy

a. Coordinate the activities and efforts of divisions, departments and individuals.
SN 5l oY) s aludY) 3 s g Adadil Gass

b. Help managers avoid confusion and misunderstanding.
PR IPSPWPRE I Ry S R

4. Facilitates decision making Ul 343 Al g

Help the manager to look into the future and make a choice from various alternatives.
Baazie Jila  (pe 1 ARG Jasiead) ) laill e el aelay
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Features of Planning: kubaill & jiea

1.

N oo R~OD

Focus on achieving objectives <slaY! Gdas e 38 i)

A primary function of management 3_Ja¥) cailh 5 (e dpuluf dayd
Pervasive Jsli

Continuous s

Futuristic (Jsiwa) Je S 5) i

Involve decision making <) jall 3A3) ety
A mental exercise %3 (2

Planning Process: kil 41l E s i shaall (s i Adaale j

1.

Setting Objectives —ilaY) yaai
Every organization has certain objective. Objectives specify what the company wants to
achieve. 4a8xs ‘55 A< dl e sl Calaay) 2oy dima 1y Calaal dalaie JSI

Developing premises <luia dll gk
Managers require making certain assumptions about future called premises.
Cibpda 8 ansd Jasall Jga clial S8Y) any quda s (A sl zling

Identifying alternative 4l &l LAY yaas
Once objectives are set, assumptions are made. Then the next step would be to act upon
them. Lale 2Ly cule) a1 3a3l o 20 5 shaall & 65 cclal S8Y) a5 5 CalaaY) 3aa3 3 e

Evaluating alternative 4bLadl &l LAY auls
The positive and negative (pros and cons) aspects of each proposal need to be evaluated.
21581 OS1 Al 5 A1 i sl ol Can

Selecting an alternative J:a) JL3a)

The best plan must be adopted and implemented.
ki g ddad Jadl alaic) Cany

Implementing the Plan 4ail) 3,45
Putting the planinto action (doing what is required).

(sthe s Loy alall) 34 pum ge ddadl) gy

Follow-up Actions <is) aY) dailia
To see if plans are being implemented according to schedule.
ol Jsanll (35 28 Jaladl) i€ 13) L 4 jadl
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Read the following cases and answer the following questions:

Case (1) A company wants to increase its market share from the present 10% to 25%.
Ms. Maram, the sales manager has been asked to prepare a proposal that will outline
the options available for achieving this objective. Her report included the following
options: entering new markets — expanding the product range — using sales promotion
techniques.
Which step of the planning process is performed by Ms. Maram?
Answer: Identifying alternative
Case (2) Ms. Maram started to discuss with her colleagues the pros and cons of each
alternative. She started asking which route would be less expensive and which choice
will allow to reach the goal (increase the market share from the present 10% to 25%) in
less time.
Which step of the planning process does Ms. Maram perform?
Answer: Evaluating alternative
Case (3) Mrs. Huda was assigned to organize the annual student exhibition. She assumed it
would be easy and waited until the last week to start preparing. By the time she
contacted the suppliers, the decorations and catering were fully booked, and many
materials arrived late.
Which management function did Mrs. Huda fail to perform properly?
Answer: Planning
What was the main reason her event failed?
Answer: Poor planning
Case (4) The manager of A-Café decided that within six months, the cafe should increase sales
by 20%. She prepared a plan including promotions, loyalty cards, and extended working
hours.
Which step in the planning process is described first?
Answer: Setting Objectives
Which step comes next after setting objectives?
Answer: Developing premises
Case (5) Ahmed, a marketing manager, wants to promote a new product. He has options:
advertise on Instagram, launch a discount campaign, or sponsor an event. He
compares costs and results before deciding.
Which step of the planning process is Ahmed performing?
Answer: Evaluating Alternative Courses
Case (6) After implementing a plan to improve sales, the manager checks weekly reports to see
if the targets are being met and adjusts the plan when needed.
Which stage of the planning process is this?
Answer: Follow-up Actions
Why is follow-up important?
Answer: to ensure that plans are being implemented according to schedule
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2.2 Organising

The Concept of Organising: abiill a ggda

Organising is a process that initiates implementation of plans by clarifying jobs and working

relationships and effectively deploying resources for reaching identified and desired results (goals).
Sl Jpem sl (hm Al 251 sl plasil 5 cgils S CBlall 5 il gl a5 IO (o Jalal) 3465 o iglee s ol
Baasall (calaall) il

Organising: a:aiill

Organising is the process of defining and grouping the activities of the enterprise and establishing

authority relationships among them.

Lty Lo Aol Clidle Gl 5 s sl Adaiil mpend s a3 Alee 5 alail

Steps in the process of Organising: akiill 4dee &) ghad E g &l shadll (i yirddaadla ]

1.

Identification and division of work: Jaad) aswdli g aaad

Dividing the work that has to be done into manageable activities.

L) ey Al ) il oy (53 Jall ppns

Duplication can be avoided, and work can be shared among the employees.

O sall (yr Janll 38 JLia (S el 32591 i (S

Departmentalization: a‘-ué‘“J\ o s
Grouping similar activities together.

L Agabiial) A aens

This grouping facilitates specialization.

Uaiaddll dé_m:\@uﬂ\ Jaa

Assignment of duties: algal) (rifaa ) 9

Allocating jobs to members of each departmentin accordance with their skills and
competencies.

il liS 5 agil lgal 188 g and JS gliac Y (il gl (apads

Establishing authority and reporting relationships: (¢} Jedeidl) il giasa
Clarifying who takes orders from whom and to whom an individual is accountable.
Ysma 28 05 Cals con (g el 591 230 (e ania i

helps to create a hierarchal structure and coordination.

Gl 5 ot S0 el b sely
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Formal and Informal Organisation: (ax ) € g (am 1 audaiil)

Basis Formal Organisation Informal Organisation
Meaning created by the management. among employees.
PRTIN| Bl J8 (e A8LES) o (il gall e Bl 5 Jelddl] (e il
Authority position in management personal qualities
Akl 3oy 8 ik o)) gl oSy Li daaddll cilaal) (e Las
Flow of scalar chain any direction

communication
YLty ((3835) yam

Aalu) Al JMA (g

ol gl A Caany

Nature Rigid Flexible
pailadll/daphll | wls O
Leadership Managers chosen by the group
3aLaal) C«‘JAAM ic ganall :Unu\),\ EA)L_A_S';\ Al

Delegation and Decentralization: 4 S <3l g Gy séill

Basis Delegation Decentralization
o il 458 a2l
Nature A compulsory act An optional decision
Aagall/paibadll | 5 ba) dae g ksl )8
Freedom of Less freedom More freedom
Action <) yall Aas) 8 8 A s R (I EG I BTN P URN
il & 58 ” "
Scope Narrow Wide
@ail G o
Purpose To lessen the burden of the To increase the role of the subordinates
aagll manager o 05 all 353 B3y 31

ol e sl Caiadd
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Read the following cases and answer the following questions:

Case (1) A principal asked the student council to organize the National Day celebration. The

leader divided tasks: decoration, music, refreshments, and photography. Each group
had its own leader.

Which step of the organizing process is shown here?

Answer: Identification and division of work

Why is this step important?

Answer: to avoid the duplication and share the work among employees

Case (2) In a hospital, nurses, doctors, pharmacists, and administrative staff are placed in
separate departments according to their skills.

What is this step called in the organising process?

Answer: Departmentalization

What is the advantage of this arrangement?

Answer: Specialization in work

Case (3) At Green Energy Co. the formal structure defines clear reporting lines. However, during

breaks, employees form friendly groups where they discuss ideas and help each other.
What type of organization occurs outside formal authority lines?
Answer: Informal organization
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2.3 Leading

Definition of Leading: 334l a sgia

Leading is the process of influencing and motivating individuals or groups to achieve

organizational goals
Aabiiall Calaal sl aa sty Cile sanall ol oY) e S ddee o4 3aLAE

Leading involves: Motivation, communication, influence, inspiration and vision, decision-making,

and team building
LGl el o)l a5 g aledYl s ¢l s cJaal il 5 ¢ piaills Qi 3alal)

Importance of Leading: 5Ll L

1. Influences the behavior of people to positively contribute their energies for the benefit of the
organization.ielaiall pllal agiills 4 55 g e JS8 (& sealon Cumy 3 Y1 Ssla b S

2. Maintains personal relations and provides needed confidence, support and encouragement.
Ope 3 gaail) 5 aeall 5 AR g5 dpad i) B e Jailsy

3. Plays a key role in introducing required changes by clarifying, and inspiring people to accept
them.ledsd (Ao alill iad g muia ill J3A (e 4 sllaal) il padl) Jlas) (8 s ) 15 90 canly

4. Handles conflicts effectively.d&d JSi cile) il e Jdalaiy

5. Provides training to subordinates. ¢ s3ell cuaill jis

Leadership Styles:3:4ill hiail

Autocratic Leader Democratic Leader Laissez-faire Leader
Jaludia aild B R gass aild (Jasia ) O e 2B
Tell employees what to do Consult employees and A “hands off” leader who
and expects orders to be involves them in problem- communicates objectives
followed without question. solving and decision-making, | and then leaves employees
Good for emergencies. communication is two-way. to organize and make their
alad agile Can Loy pida gall iy Helps employees feel valued | own decisions. Encourages
il ()93l 51 i &sbs | but can slow down decision- | employee creativity, but
sl shll ¥l making. workers may fail to
da (B aeS p g il gall gLy coordinate their activities.
ool sl 5 el sl s COSE | Calaal) pania i ok 'JANe e SilE
il gall deliy olad¥) AU () & A3 5 aguadil apdaii] (il gall &y o3
bt B 4] ¢ pasily ) gadll e 1) andy aguiily agil ) )8
AN A dlee &b Jleall Jigy 38 (S ¢ il gl
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Read the following cases and answer the following questions:

Case (1) Mr. Jassim makes all decisions without asking his staff. In contrast, Ms. Reema holds
meetings, listens to team opinions, and makes joint decisions.

Identify the leadership styles of Mr. Jassim and Ms. Reema?

Answer: Mr. Jassim is Autocratic leader, and Ms. Reema is Democratic leader
Which style encourages employee participation?

Answer: Democratic
Case (2) Mr. Ahmed is the manager of a small factory. He makes all decisions by himself and
rarely asks his team for suggestions. Last week, he assigned a new task to his
employees and strictly instructed them on how to complete it, without allowing any
changes or discussion.
Which leadership style is Mr. Ahmed using? Explain why?

Answer: Autocratic, because Mr. Ahmed makes all decisions by himself
Case (3) Mr. Khalid is the manager of a design company. He gives his employees full freedom to
manage their work and make their own decisions. He rarely checks their progress or
gives instructions, trusting them to do their work independently.
Which leadership style is Mr. Khalid using? Explain why?

Answer: Laissez-faire, because Mr. Khalid gives his employees full freedom to make
their decisions
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2.4 Controlling

Controlling ensures that an organization's resources are being used effectively and efficiently for the
achievement of goals. Controlling is a goal-oriented function.

Coagll i dgdsadiday oa oSaill Calaal) 5aiail el g Allady aadind Aakaiall 35l s o AN (Cpaniad

Definition of Controlling: &} a sgia

Controlling involves comparing actual performance with established standards, identifying any
deviations, and taking corrective action.

ol el jaY) 35 il jail (5l aasds aasall julaally Jladl oY) L Jie (et 4448 )

Importance of Controlling: 4 1) xi g

v Accomplishing organizational goals. ikl Calaal) sl
Judging accuracy of standards. _ulall 48y e aSall
Making efficient use of resources. 3l 3 ) gall aladiul

Improving employee motivation. (b sall juéad s

D D N NN

Facilitating coordination in action. Jasll (8 (Gl Jigus

Controlling Process: 41 4l < ghad [ age &l ghadll (18 55 ilaad j

1. Setting Performance Standards: I8! julaa g

Standards are the criteria against which actual performance would be measured
il oY) apd Ll e 25 ) Qa1 Al

Standards can be set in both quantitative (Cost, Revenue, Product units, Time) as well as
qualitative terms (improving goodwill, motivation level of employees)

Aphll drandl Gaunt) Lo gl Cun e sl (B caiiall Cilas g el Y AUSH) pall) Cus (e 2 s el g (S
(Cndda sl 38a3 (5 gluna g
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2. Measurement of Actual Performance:!»&l £33} (uld
Performance should be measured in an objective and reliable manner
48 58 ga 5 Ao gum g Ayl V) Ll g

These include personal observation, sample checking, performance reports, etc.

W e 5 eelal) )l cclipall i) (sl 5 dpad i) dAdasdlal) elly Jadii g

3. Comparing Actual Performance with Standards: ssxalls il 513Y) 45 j\8a
Such comparison will reveal the deviation between actual and desired results
8 g pall il 5 Adedl) il G 5l e 25 laAl) sda RiSEL

Comparison becomes easier when standards are set in quantitative terms

el Cum e abaall das o Lesie: Jgsl 40584 s

4. Analyzing Deviations: <&l ai) Julas

Some deviation in performance can be expected. It is, therefore, important to determine the
acceptable range of deviations.

A manager should use:
it paall ey i) et J sl GUaill aaas agall (e el 101l iV 155 oSy

- Critical Point Control:

Focusing control on key result areas (KRAs) critical to the organization’s success.
Aadaial) el danlal) A ) il @¥lae Je 4851 5 5

- Management by Exception:
Bringing only significant deviations (those beyond the permissible limit) to the notice of
management.
Byl ol () (40 - gemsall 2a) ) glais ) el Jadd 5 50l COld) i) Alls)

5. Taking Corrective Action:faaaill cilel oY) Aas)

Required when the deviations go beyond the acceptable range, especially in the important areas.
dagall (lalidl 8 Aala 5 ¢ gl BUail) ) sy gl Ladie o sllas
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Read the following cases and answer the following questions:

Case (1)

The sales manager compared monthly sales reports with the target. She found one

branch below expectations and planned corrective training for the branch employees.
Which management function is applied?

Answer: Controlling

Case (2)

Which step of controlling involves comparing actual results to standards?

The production department set a goal to produce 1,000 units weekly. When checking

records, only 850 units were produced. The manager investigated and improved
machine maintenance.

Answer: Step (3): comparing actual performance with standards.

Case (3)

Identify the type of standard (quantitative or qualitative) that was set by the company?
Answer: Quantitative

What deviation analysis techniques can the manager use to determine if this problem
is critical?

Answer: 1- Critical Point Control / 2- Management by exception

XYZ Manufacturing Company set a target to produce 10,000 units of a productin a
month. By the 20" day of the month, the production team had produced only 6,000

units. The production manager noted that there were frequent machine breakdowns
and some employees were taking longer breaks than allowed.
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