
1.1.1.1.1. MMMMMANAGEMENTANAGEMENTANAGEMENTANAGEMENTANAGEMENT

Management and Administration; Difference between
Administration and Management; Principles of
Management; Features of Management; Management is
an Art or A Science;  Management as an Art; Practical
Knowledge; Personal Skill; Concrete Results; Creativity;
Improvement through Practice; Management is a
Science; Management is a combination of both Art and
Science; Management as a Profession; Manager;
Knowledge; Decisiveness; Ability to Handle Conflict;
Lower Level Management; Managerial Skills and
Knowledge; Control requires Two Things; Questions.

2.2.2.2.2. EEEEEVOLUTIONVOLUTIONVOLUTIONVOLUTIONVOLUTION     OFOFOFOFOF M M M M MANAGEMENTANAGEMENTANAGEMENTANAGEMENTANAGEMENT T T T T THOUGHTHOUGHTHOUGHTHOUGHTHOUGHT

The Classical Approach; Scientific Management;
Administrative Management Approach; Bureaucratic
Model; A division of Labour based on Functional
Specialisation; A Well-defined Hierarchy of Authority;
A System of Rules Concerning the Rights and Duties of
Positional Incumbents; A System of Procedures for
Dealing with Situations; Impersonality of Interpersonal
Relations; Selection and Promotion of Employees Based
on Technical Competence; The Behavioural Approach;
The Quantitative  Approach; Rational Decision-making;
Mathematical Models; Computer Applications;
Evaluation Criteria; Uses of this Approach; Limitations
of this Approach; Questions.

3.3.3.3.3. PPPPPLANNINGLANNINGLANNINGLANNINGLANNING

Characteristics of Good Planning; The Process of
planning/steps in Planning; Perception of
Opportunities; Establishing Objectives; Planning
Premises; Identification of Alternatives; Evaluation of
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Alternatives; Choice of Alternative Plans; Formulation
of Supporting Plan; Establishing Sequence of Activities;
Types of Planning; Advantages; Disadvantages; Long-
Term Planning; Strategic Planning; Intermediate
Planning; Operational Planning; Standing plan; Single
Use Plan; Components of Planning/Planning
Techniques; Forecasting; Objectives; Policies;
Programmes; Strategies; Schedules; Procedures; Rules;
Budgets; Advantages of Planning;  Limitations of
Planning; Questions.

4.4.4.4.4. OOOOOBJECTIVESBJECTIVESBJECTIVESBJECTIVESBJECTIVES

Definition of Objectives; Importance of Objectives ;
Advantages of Objectives; Disadvantages of Objectives;
Proper Setting of Enterprise Objectives; Management
by Objectives; Limitations; MBO in Indian
Organizations; Motivation; Conclusion; Questions.

5.5.5.5.5. FFFFFORECASTINGORECASTINGORECASTINGORECASTINGORECASTING

Features of Forecasting; Elements of the Forecasting
Process; Prepare the Groundwork; Establishing Future
Business; Comparing Actual with Estimated Results;
Refining the Forecasts; Planning and Forecasting;
Advantages of Forecasting; Limitations of Forecasting;
Types of Forecast; Forecasting Techniques; Qualitative
Techniques; Jury or Executive Opinion; Sales Force
Estimates; Customer Expectations; Quantitative
Techniques; Time Series Analysis; Economic Models;
Regression Analysis; Questions.

6.6.6.6.6. DDDDDECISIONECISIONECISIONECISIONECISION M M M M MAKINGAKINGAKINGAKINGAKING

Characteristics of Decision-Making; Decision Making
Process; Investigate the Situation; Develop Alternatives;
Evaluate Alternatives and Select the Best One;
Implement and Monitor the Decision; Types of
Decisions; Programmed and Non-Programmed
Decisions; Major  and Minor Decisions; Routine and
Strategic Decisions; Policy and Operating Decisions;



Personal and Organizational Decisions; Long-term
Departmental and Non-economic Decisions; Individual
and Group Decisions; Factors Influencing Decision
Making; Time Pressures; Manager’s Values;
Organizational Policy; Other Factors; Rationality in
Decision Making; Questions.

7.7.7.7.7. PPPPPOLICYOLICYOLICYOLICYOLICY M M M M MAKINGAKINGAKINGAKINGAKING

Type of Policies; I. On the Basis of Source; Originated
Policy; Appealed Policy; Implied Policy; Externally
imposed Policy; II.On the Basis of Different Levels; III.
On the Basis of Managerial Functions; IV. On the Basis
of Dissemination; V. On the Basis of Functions;
Marketing Policies; Production Policies; Financial
Policies; Personnel Policies; Personnel Selection Policy;
Principles of policy Making; Factors Determining the
Policy Making; Questions.

8.8.8.8.8. SSSSSTRATEGYTRATEGYTRATEGYTRATEGYTRATEGY

Features of Strategy; Importance of Strategy; Essential
of a Sound Strategy; Types of Strategy; Implementation
of Strategies; Questions.

9.9.9.9.9. OOOOORGANISINGRGANISINGRGANISINGRGANISINGRGANISING

The Process of Organising; Determination of Objectives;
Determining Activities; Grouping Activities; Assigning
Duties; Developing Relationships; Principles of
Organisation; Importance / Benefits of Organisation;
Formal and Informal Organisation; Features of a Formal
Organisation; Features of Informal Organisation;
Committee Organisation; Advantages of Committee;
Disadvantages of Committees; Questions.

10.10.10.10.10. OOOOORGANISATIONALRGANISATIONALRGANISATIONALRGANISATIONALRGANISATIONAL S S S S STRUCTURETRUCTURETRUCTURETRUCTURETRUCTURE

Importance of Organisation Structure; Environment;
Technology; Size of the Organisation; Strategy; Division
of Work; Departmentalization; Departmentation by
Function; Departmentation by Product; Department-



ation by Customers; Departmentation by Area;
Departmentation by Time; Departmentalization by
Process; Departmentation by Territory; Departmentation
by Task Force; Organisation Chart; Types of Charts;
Vertical Chart; Horizontal Chart; Circular Chart;
Organisational Manual;  Advantages of Organisation
Chart and Manual; Disadvantages of Chart and Manual;
Types of Organisation Structure; Line Organisation;
Advantages of Line Organization; Disadvantages of Line
Organization; Line of Staff Organization; Advantages
of Line and Staff organisation; Disadvantages of Line
and  Staff Organisation; Functional Organisation;
Features of Functional Organisation; Project
Organisation; Matrix Organisation; Questions.

11.11.11.11.11. SSSSSPPPPPANANANANAN     OFOFOFOFOF C C C C CONTROLONTROLONTROLONTROLONTROL

Factors Affecting Span of Management; Graicunas’  Law
Relating to Span of Management; Questions.

12.12.12.12.12. AAAAAUTHORITYUTHORITYUTHORITYUTHORITYUTHORITY, R, R, R, R, RESPONSIBILITYESPONSIBILITYESPONSIBILITYESPONSIBILITYESPONSIBILITY     ANDANDANDANDAND D D D D DELEGAELEGAELEGAELEGAELEGATIONTIONTIONTIONTION

Authority; Legitimate Power; Coercive Power; Reward
Power; Expert Power; Referent Power; Characteristics
of Authority; Legal Authority; Traditional Authority;
Acceptance Theory of Authority; Charismatic Authority;
Competency Theory of Authority; Responsibility;
Importance of Responsibility; Authority and
Responsibility; Delegation of Authority; Elements of
Delegation; Assignment of Duties or Tasks; Delegation
of Authority; Accountability for Performance of Duties
and Exercise of Authority; Principles of Delegation;
Process of Delegation; Barriers to Delegation;
Reluctance of Managers or Executives; Reluctance of
Subordinates; Overcoming obstruction of Delegation;
Centralisation and Decentralisation; Factors
Determining the Degree of Decentralisation; Questions.

13.13.13.13.13. SSSSSTAFFINGTAFFINGTAFFINGTAFFINGTAFFING

Characteristics of a sound Personnel policy programme;



Features of staffing; Importance of Staffing; Principles
of Staffing; Essentials of Good Staffing policy; The
Staffing Process;  Factors affecting Manpower Planning;
Objectives of Manpower Planning; Principles of
Manpower Planning; Recruitment; Transfers; Advantages
of Transfers; Promotions; Present employees; Demotion;
External sources; Selection; Importance of Selection;
Problems in proper selection in India;  Training and
Development; Importance of Training; Guidelines for
Effective Training; Methods of Training; Off the Job
Training;  On-the-Job Training; Vestibule Training;
Classroom Method; Apprenticeship Training; Internship
Training; Job Analysis; Process of Job Analysis; Job
Description; Characteristics of a Good Job Description;
Job Specification; Per formance Appraisal;
Characteristics of Performance Appraisal; Methods of
Performance Appraisal; Ranking; Person-to-Person
Comparison; Grading; Graphic Scale Method; Checklist;
Forced Choice Method; Critical Incident Model; Essay
Descriptions; Sources of Recruitment in India; Pre-
Selection Process; Questions; Review Questions.

14.14.14.14.14. DDDDDIRECTINGIRECTINGIRECTINGIRECTINGIRECTING

Definition; Principles of Direction; Elements or
Techniques of Direction; Factors of Effective
Supervision; Question.

15.15.15.15.15. LLLLLEADERSHIPEADERSHIPEADERSHIPEADERSHIPEADERSHIP

Leadership Definition; Features of Leadership;
Importance of Leadership; Leadership and Management;
Characteristics of a Good Leader; Leadership Styles;
Trait Theories of Leadership;  Behavioral Theories; Ohio
State Studies; University of Michigan Studies; Fiedler’s
Contingency Theory; Likert’s Four Systems of
Leadership; Likert’s 4 System of Management; One of
Rensis Likert’s Less Effective Supervisors; One of Rensis
Likert’s More Effective Supervisors; Rules for Leaders
and Followers in the Organization; Leaders Make a Real
Difference; Leaders Don’t Make a Difference!; Leader-
Member Exchange Theory; Path-Goal Theory; Leader-



Participation Model; Contingency Variables in the
Revised Leader-Participation Model; The Most Recent
Approaches to Leadership in the Organization;
Attribution Theory of Leadership; Charismatic
Leadership Theory; Transactional Vs. Transformational
Leadership; Developing Leaders at the Sembawang
Group; Questions.

16.16.16.16.16. MMMMMOTIVOTIVOTIVOTIVOTIVAAAAATIONTIONTIONTIONTION

The Process of Motivation; The Characteristics of
Motivation; Importance of Motivation; Types of
Motivation; Theories of Motivation; Content Theories
of Motivation; Maslow’s Hierarchy of Needs; Safety
Needs; Social Needs; Esteem Needs; Self-Actualisation
need; Herzberg’s Two-factor Theory; Contribute very
little to Job Satisfaction; Limitation of Herzberg’s
Theory; McGregors Theory X and Theory Y; Theory X;
Limitation of McGregor’s Theory; Comparison of the
Maslow Herzberg and Alderfer; McClelland’s
Achievement Motivation; Need for Achievement; Need
for Affiliation; Need for Power; Process Theories of
Motivation; Vroom’s Expectancy Theory; Goal Setting
Theory; Reinforcement Theory; Questions.

17.17.17.17.17. CCCCCOMMUNICATIONOMMUNICATIONOMMUNICATIONOMMUNICATIONOMMUNICATION

Meaning and Introduction; Process of Communication;
Objectives of Communication; Modes of
Communication; Advantages of Oral Communication
in the Organisation; Written Communication in
Organisation; Nonverbal Communication in the
Organization; Electronic Communication; The
Organizational Context of Communication; Directions
of Communication within Organizations; Channels of
Communication with in Organizations; Formal and
Informal Channels of Communication in Organizations;
Patterns of Organizational Communication in the
Organisation; Barriers to Communication in the
Organisation; Organisational Barriers;   Cultural Barriers
in Organization; Improving Listening Skills in the
Organisation; Organisation-Level Improvements in
Communication; Questions.



18.18.18.18.18. CCCCCONTROLLINGONTROLLINGONTROLLINGONTROLLINGONTROLLING

Nature of Control; Principles of Controlling; The Factors
to be Considered in the Significance of Controlling;
Planning and Controlling; Aims of Controlling; Benefits
of Control; Limitations of Control; The Process of
Control; Requirement of Effective Control Systems in
the Organization; Control Techniques; Budgetary
Control; Nature and Types of Budget; Budgetary Control
Defined; Objectives of Budgetary Control; Benefits of
Budgetary Control; Essential of Effective Budgetary
Control; Precautions in the Use of Budgets; Control
through Costing; Break-even Analysis; Algebraic Break-
even Analysis; Statistical Data; Audit; Personal
Observation; Profit and Loss Control; Overall Control
Criteria; Return on Investment; Control through Return
on Investment (ROI); Management Information Systems;
Modern Control Techniques; Process of PERT/CPM;
Responsibility Accounting; Management Audit; Human
Resources Accounting; Social audit; Questions.
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