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Authority; Difference between Delegation and Decentralisation
of Authority; Methods of Grouping Activities or
Departmentalising (Departmentation); QUESTIONS

45. STAFFING

Nature of Staffing; Need of Staffing; Importance of Staffing;
Staffing Process; Sources of Recruitment; Training; Training
Methods; Wage Policy; Piece Rate Wage System; Incentive
Wage System; QUESTIONS

46. DIRECTING

Meaning of Direction; Elements of Direction; Importance of
Direction; Written vs. Oral Directives; Definition of
Supervision; Role of Supervisor; Functions of a Supervisor;
Qualities of a Good Supervisor; Requirements of Effective
Supervision; Motivation; Nature of Motivation; Significance
of Motivation; Motivational Techniques; Maslow's Theory
of Motivation; Herzberg's Theory of Motivation; Financial
and Non-Financial Incentives; Financial vs. Non-Financial
Incentives; Introduction; Definition of Leadership;
Characteristics of Leadership; Importance of Leadership;
Functions of a Leader; Distinguished Leadership Style and
Patterns; Types of Leaders; Essential Qualities for Leadership;
Introduction; Definitions; Objectives of Communication;
Importance of Communication in Management; Various Types
of Communication; Principles of Communication; Important
Barriers to Communication; QUESTIONS

47. CONTROLLING

Introduction; Meaning and Definition of Control; Importance
of Controlling; Relationship between Planning and
Controlling; Steps involved in the Control Process;
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