
Chapter 1: The Contemporary Workplace 

 
Organisation: is a collection of people working together to achieve a common purpose. Organisations can be 
seen as systems with subsystems, composed of interrelated parts that function together to achieve a common 
purpose. 

 
Open systems:  
Transform resource inputs (people, money, materials, technology, and information) supplied from the 
environment into product or service outputs.  *Environment supplies 
Resource outputs (finished goods and/or services)     *Environment consumes 
 
Changing nature of organisations 

 Pre-eminence of technology: New opportunities appear with new development of IT. 

 Demise of ‘command-and-control’: Traditional hierarchical structures of ‘do as I say’ bosses are proving too 
slow, conservative and costly in today’s competitive environments. 

 Focus on speed: 

 Embrace of networking: internally among departments and externally with partners, contractors, suppliers, 
and customers.  

 Belief in empowerment:  

 Emphasis on teamwork: Today’s organisations are less vertical and more horizontal in focus. 

 New workforce expectations: More informality and more attention to performance merit than status and 
seniority. 

 Concern for work-life balance: As society increases in complexity, workers are forcing organisations to pay 
more attention to balance in the often-conflicting demands of work and personal affairs.  

 
Managers: are responsible for and support the work of others. 
Any manager is responsible not just for his or her own work, but for the overall performance accomplishments 
of a team, work group, department, or even organisation.  
The people working with and reporting to managers are, the critical human capital  
(Intellectual capital: the collective brain power or shared knowledge of a workforce.) whose intellects and 
efforts the organisation is built.  
 
Levels and types of managers 

Top managers: Responsible for performance of organisation as a whole. 

 They pay special attention to the external environment. 

 Are alert to potential long-term problems and opportunities and how to deal with them. 

 Future oriented strategic thinkers. 

 Communicate long-term vision, and ensure strategies and performance objectives are consistent with 
organisations’ purpose and mission. 
 
Middle managers: oversee the work of large departments or divisions. Ex Division managers, deans in 
universities, factory managers, clinic directors.  

 Middle managers work with top managers and coordinate with peers to develop and implement action 
plans consistent with organisational objectives. 

 Team-oriented. 
 

Line managers: include team leaders and supervisors 

 Support performance at the team or work-unit level. 
 

 



 

Chapter 6: Information and Decision-making 
 

Top managers: Formulate strategy, policies, long-term plans and objectives; make strategic decisions. 
Middle managers: Formulate operational plans and objectives to implement strategy; make operational 
decisions. 
First level managers: Implement operational plans and objectives; make short-term decisions; transact 
day-to-day business operations.  
 
Problem solving: Involves identifying and taking action to resolve problems.  
 
Types of managerial decisions 
 
Programmed decisions - Straightforward, familiar problems that are matters of routine; may not be 
predictable, but can at least be anticipated. This means that decisions can be planned or programmed in 
advance, to be implement when needed. Solutions are available from past experience.  
 
Non-programmed decisions - Are unstructured problems full of ambiguities and information deficiencies. 
These problems are typically unanticipated and must be dealt with as they occur. Most problems faced 
by higher-level manager are non-programmed decisions. 
 
People in organisations make decisions under three conditions, environments of certainty, risk 
environment and uncertain environment. 
 
Certain environments: Offer complete information on possible action alternatives and their 
consequences. (Alternative courses of action and their outcomes are known to decision maker)  
 
Risk environment: lacks complete information, but offers ‘probabilities’ of the likely outcomes for 
possible action alternatives. (Decision maker views alternatives and their outcomes in terms of 
probabilities) 
 
Uncertain environment: lacks so much information that it is difficult to assign probabilities to the likely 
outcomes of alternatives.  (Decision maker doesn’t know all alternatives and outcomes, even as 
probabilities) 
 
The high level of uncertainty forces managers to rely heavily on creativity in solving problems; requires 
unique, novel and innovative alternatives to existing patterns of behaviour. The responses to uncertainty 
can depend greatly on intuition, judgement, informed guessing and hunches. 
 
Three different approaches to Decision-making 
 
Rational model, Bounded rationality, and intuitive decision-making. 

 
 
Steps in decision making 

 
1. Identify and define the problem 
2. Generate and evaluate possible solutions 
3. Choose a preferred solution and conduct the ‘ethics double-check’ 
4. Implement the solution 
5. Evaluate results 



 Mind Guarding: Members keep outsiders away and try to protect the group from hearing 
disturbing ideas or viewpoints. 

 Bullying: Stronger personalities may bully others to ensure group compliance. 
 
 

Chapter 9: Organising 
 

Organising: is the process of arranging people and other resources to work together to accomplish a goal. 
Organising involves assigning tasks, allocating resources and coordinating results to achieve a common 
purpose. By creating structures: 
 

 Divide up the work 

 Arrange resources 

 Coordinate activities 
 
Given a clear mission, core values, objectives and strategy (Planning), organising begins the process of 
implementation by clarifying jobs and working relationships. Who does what, and in charge of whom, and 
how people and parts of the organisation relate to and work with one another. 

 
Organisational design: is the process of creating structures that best serve a company’s mission and 
objectives. Purpose is to create an alignment between supporting structures and situational challenges.  
**Takes into account the implications of environment, strategies, people, technology and size.  
 
Essential Elements in Organisational Design 
Work specialization, departmentalization, Authority and responsibility, span of control, centralization and 
decentralization, and formalization.  
 
Work Specialization: dividing work activities into separate job tasks. 
 
Departmentalisation: is the process of grouping together people and jobs into work units. (Functional, 
product, customer, geographic, and process structures.  

 
Authority and Responsibility:  
Authority: rights inherent in a managerial position to give orders and expect those to be obeyed. 
Responsibility: obligation to perform when authority has been delegated. 
Power: the capacity to influence decisions.  
Shorter chains of command: (links all persons with successively higher levels of authority) 
Power and types of power:  
Position power: Reward, coercion (punishment), and legitimacy  
Personal power: Expert (Source of special knowledge) and referent (person with whom others like to 
identify) 
 
Span of Control: Refers to the number of subordinates directly reporting to a manger. 
When span of control is ‘narrow’, only few people under manager’s immediate supervision. When wide, 
many people. Flat structures have wider spans of control (few levels of management). Tall structures have 
narrow spans of control (many levels of management).*more costly.  
 
Centralisation and Decentralisation:  
Centralisation: is the concentration of authority for most decisions at the top level of an organisation. 
Decentralisation: is the dispersion of authority to make decisions throughout all levels of an org. 

 


