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MARAGEMENT TRAINING COURSE CONFERENCE OUTLINE
NO, 4

THE ORGANIZING FUNCTION OF MANAGEMERT

OBJECTIVES ATDS AND MATERIALS
Intensify the kmowledge of the 1. Worksheets 916
principles of organizatiom, 2. Chart Nos, 3--12
Introduce the five functions
of management,
Develop a knowledge of the organ-
izing function of management,
Develop same skill in making
dquty analyses and position
descriptions and in setting up
organization charts.
Consider carefully the assign-
ment of the person to the job
that bas been set up.
T S p— ww TIME SCHEUIE w = = = e w o v = = = = =
10 min I, Review
90 nrin II, Organizing
4, Analyzing the Objective
and Mission
B, Making a Duty Amlysis and
& Position Deacription
C. Drawving up an Organization
Chart
D, Allocating the Personnel
40 nin III, Sumary
110 min

This material is in the public domain — PLEASE SHARE!
For more information, contact: Mark. Warren@Tesla2.com




I,

II,

Review (10 min.)
Chart Nos. 6, 7,
8, 9, 10 and 11

Chart 5

Chart 4

Chart 3

(10 nin, to here)

Organizing
(90 min,)
(10 min,)

Chart 12

A, Analyzing the
Objective and
Mission

(5 min, )

(25 min, to here)
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Quickly go over the four principles of
orgenization by making use of Chart Nos. 6,
7, 8, 9, 10 and 11,

Then turn back to Chart No, 5 and explain
how congcicus management, or making sound
decisions, is based on the above prin-
ciples,

Turn back to Chart No. 4, and show that
principles are iron~bound laws that we can
neither ignore nor evade,

Turn back to Chart No, 3 and explain that
we are still in the first of the four
phases of the supervisor!s job, i,e., the
Management Phase,

Turn to Chart No. 12, "The Functicns of
Management" and ammounce that the next big
problem to be taken up in the management
phase of this course covers the functions
of management,

Explain that the reason we take up the
organizing function before the planning
function is that in this training course we
are not concerned with the big, overall
Planning which would necessarily have to
Precede setting up an organization,
Instead, the plamming in the supervisor's
work deals with operations, masintenance and
various types of routine work. Hence
organizing is taken up first.

Ask the conferees what must be known first
before any object, no matter how big or how
small, can be built or before an organiza-
tion can be set up.

Undoubtedly someone will came up with the
correct answer,

The answer, of course, is --The mission, or
aim, or objectives must be lmown. 4nd a
clear statement of the mission can be made

only by analyzing it thoroughly.
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B, Making a Duty
Analysis and a
Position
Description
(25 min.)

Worksheet 9

Worksheet 8

Chart 11

Worksheet 10

Worksheets 11, 12
and 13

Agsignments
A Position
Description

(50 min. to here)

C. Drawing up an
Organization
Chart (40 min,)

Chart No, 3
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4dgk the conferees whether any of them has
ever made a duty analysis of his own job.,
When? Where? Did it serve a useful pur-
pose?

In order to save time explaining what a
duty analysis looks like distribute Work-
sheet 9, "An Analysis of an Administrative
Section Chief's Job,"

Have the conferees spend a few mimites
reading over this worksheet.

dsk the group which principles of organi-
zation have a direct bearing on the making
of a duty analysis. Turn to Chart No. 11,
and at the same time refer the conferees to
their own copies of Worksheet 8.

Next, have the conferees turn to Worksheet
10, "Making an Individual Duty 4dnalysis,®
end have them study it carefully.

Then distribute Worksheets 11, 12 and 13,
which are sample position descriptions.
Have the conferees note that the duty ana-
lysis is included in the position deserip-
tion but that the latter gives a clearer
picture of the nature and scope of a parti-
cular position.

Next announce that as an outside assigrment
each conferee is to submit a position
description for his own position before
the opening of Conference 5.

Scme of the Conferees are already familiar
with organization charts, but this will be
an entirely new subject to some,

Turn to Chart No, 3, and point to the
organization chart Located under Management
se,

Ask the conferees what this simple chart
reveals to them about the particular
organization shown,
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