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This course is designed to provide a basic understanding of the essential elements of management. The course will introduce the student to the fundamental management functions including planning, organizing, leading, and controlling from a historical and contemporary perspective.  These management functions will encompass practical applications of management theory.

The course is designed with a skills based approach and focuses on: communication (oral, written, non-verbal, and listening), problem solving, teamwork, decision making, conflict resolution, critical analysis and ethical reasoning.  Students will be introduced to work related situations that will help foster the management skills necessary for a successful future. 
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Preface

· Management: an appropriate subject to be introduced at the high school level

· self-management (potential for immediate benefit)

· currently influenced by management (teachers, bosses, parents)

· will likely be managers in the future

· enhances understanding of parents world (many are managers)

· focuses on understanding and influencing others


· introduces a complex subject characterized by ambiguity (no “correct” answers to many situations)
· opportunity to develop relevant foundation skills and competencies

· Traditional approach: survey course with emphasis on comprehensive knowledge

· descriptive and theoretical (lots of material)

· fits well with lecture methodology

· amenable to quantitative evaluation, standardized testing

· passive acquisition of knowledge

· Newer approach: emphasis on development of management skills

· builds on down-sized knowledge base, emphasizing experiential exercises

· interactive discussion of text, coupled with role-playing, experiential exercises, case and article discussions, projects, etc.

· may be harder to manage, more difficult to assess outcomes

· interactive acquisition of knowledge and skills

· works best with smaller classes

· Skill objectives (see Commencement Standard 3a: Universal Foundation Skills … “students will demonstrate mastery of the foundation skills and competencies essential for success in the workplace”)

Technical:

· Students should be able to apply knowledge of management concepts, theories, and techniques to make more enlightened decisions in simulated management situations (cases, exercises, journals, etc.)

Personal:

· Self-management (emotional intelligence)

· students should be able to recognize the impact their emotions have on their actions, and learn to manage the emotion/behavior linkage more effectively

· students should be able to recognize the impact of emotions on the behavior of others, and learn to be manage relationships more effectively using empathy and consideration

· Critical (analytical) thinking

· students should be able to identify and discuss underlying causes of issues in management situations

· Problem solving, decision-making under conditions of risk and uncertainty

· students should be able identify issues, identify reasonable alternative strategies, evaluate alternatives and make recommendations with consideration of uncertainty and risk (no absolutely correct answer)

· Conceptual (planning) (situation assessment; objective setting; strategy evaluation; implementation issues)

· students should be able to interpret information based on external and internal analysis of a business situation

· students should demonstrate an ability to set objectives based on situation analysis, and to formulate reasonable strategies to attain objectives

· Ethical reasoning

· students should demonstrate the capability to identify the positive and negative impact of decisions on all stakeholders

· students should be able to explain and justify decisions using ethical concepts

· Stress management

· students should be able to identify stressors in a business situation, differentiate positive versus negative stress, and discuss strategies for reducing stress to productive levels

Interpersonal:

· Communication (oral, written, non-verbal, listening)

· students should demonstrate the ability to communicate effectively orally, in writing, and nonverbally

· students should demonstrate effective listening skills by summarizing and questioning statements made by others

· Valuing diversity

· students should demonstrate an ability to identify diversity issues, and to recommend strategies to address those issues

· Conflict resolution 

· students should demonstrate an ability to identify causes of conflict and to utilize strategies for conflict resolution

· Political reasoning

· students should be able to recognize the need to attain support from other parties, and to develop strategies to attain that support through negotiation and compromise

· Delegating/empowering

· students should describe that positive and negative aspects of delegation and empowerment

· students should be able to distinguish situations in which delegation/empowerment is appropriate/inappropriate

· Teamwork

· students should discuss why teams do not always attain objectives

· students should demonstrate the ability to work effectively in teams, based on self and peer evaluations

· Suggested methodology to stimulate engagement and build skills

· meeting (class) agenda with assigned questions based on text material to stimulate interactive discussion

· extensive use of in-class experiential, skill-building exercises (available in several management texts)

· case discussions

· discussion of videos (available with many texts)

· Wall Street Journal articles

· personal journal assignments related to each topic

· exams that include essay-type, application-oriented questions

Assure that throughout the course the acquisition of knowledge and the development of skills are appropriately balanced.

· Assessment (control process)

· were specific knowledge objectives attained, based on assessment data?

· were specific skill objectives attained based on assessment data?

· if not, what changes should be implemented?

-- End of Preface --

Module 1: Introduction to Management

Knowledge objectives:

1. Discuss the interrelationship among objectives, activities, and skills that are associated with being a manager.

2. Explain how historical perspectives impact the current practice of management.

3. Discuss the importance and complexity of making management decisions based on ethical reasoning.

4. Describe issues related to attaining and managing a diverse workforce

Content:

· Definition of management

· Differences between effectiveness and efficiency related to objective attainment

· Four traditional functions of management

· Management skills and roles

· Classical, humanistic, management science, systems theories and their impact on current management behavior

· Definition of managerial ethics

· Alternative approaches to making ethical decisions

· Forces driving diversity

· Issues related to diversity (biases, governmental regulations, etc.)

· Managing diversity: alternative approaches and issues

· Diversity issues related to globalization

· Time Management

Activities (Appendix 1 & 2):

1. Time Management strategy – ABC Method

Students create a “To Do List” for a specified period

Each task should be labeled:

A – most important

B – important

C – least important
2.   See appendix 1 & 2 for example memorandum assignments. 

Module 2: Planning and Decision Making

Knowledge objectives:

1. Explain why planning is important and complex

2. Discuss alternative decision-making models

3. Define a rational process of planning

4. Describe a systematic process for situation analysis

5. Explain the value of setting effective goals and objectives

6. Demonstrate a process for evaluating alternative strategies

7. Interpret factors that impact participation in planning and decision-making

8. Summarize the process of management-by-objectives

9. Describe the differences among corporate, business level, and functional planning

Content:

· Rationale for planning

· The process of planning

· Relationship of decision-making to planning

· Models of decision-making

· Decision making under conditions of certainty, risk, uncertainty, and ambiguity

· Decision-making steps (the process)

· Situation (environmental) analysis as a starting point

· External (others)

· competitors

· customers

· suppliers/intermediaries

· other stakeholders

· Internal (company, self)

· company capabilities

· culture, management preferences

· resources

· Criteria for effective goals and the process of goal setting

· The process of management by objectives

· Corporate, business, and functional plans and interrelationships

· Implementation concerns and issues

Activities (Appendix 3):

1. See appendix 3 for example memorandum assignment. 

Module 3: Organization and Human Resources
Knowledge Objectives:

1. Explain the rationale for organizing (focus, specialization)

2. Contrast the vertical and horizontal dimensions of an organization chart

3. Contrast alternative approaches to organizing, with emphasis on the benefits and costs of each

4. Describe the problems and benefits of using cross-functional teams to attain horizontal coordination

5. Contrast the role of the human resource function in an organization with the role of individual managers

Content:

· The need for an organization structure

· the costs and benefits of alternative types of vertical structures

· Responsibility, accountability, and authority issues

· Centralization versus decentralization (empowerment)

· Horizontal organizational issues and approaches

· Rationale for a human resource department

· HR responsibilities

· human resource planning

· attracting an effective workforce (recruiting/selecting)

· developing an effective workforce (training/performance evaluation)

· retaining an effective workforce (compensation/benefits)

· termination and downsizing

Activities (Appendix 4, 5 & 6):

1. Develop Organizational Chart for school

· Handout Blank Organizational chart (graphic organizer)

· Break students into groups

· Brainstorm about school structure

· Discuss authority and responsibility of roles in organization

· Pose questions ex.) in regards to hierarchy and who to report to

2. Simulate Interviews

· Role play interviews

· Use Socratic circle to critique interviews and stimulate critical thinking skills

· Have discussion on legal vs. illegal interview questions

3. Create Interview Questions based on job description obtained from a company website

· Have students develop 2 interview questions per trait as homework

· In small groups have students interview one another and critique questions as to their effectiveness.

· Apply rules for legal vs. illegal questions.

Also see memo: HR Management Meeting and Interview Preparation (Appendix 5 & 6)
4. Case Studies

Analyze impacts on society, company, industry, individual, economy,

· Have students search internet/Wall Street Journal on current events related to business management or effecting business employment.

Examples: 

Airlines

Car manufacturers

· Use excerpts from books written by corporate executives:

Examples:

Lou Gerstner – IBM (cultural changes, restructuring)

Jack Welch – GE (work flows, motivation, hiring methods)

5. Employee Problem Scenarios

· Pose manager/employee problems

· In groups, have students formulate a decision based upon information available

Examples:

Problem 1:

You have an employee who consistently mumbles negative comments under their breath around the office.  The employee always meets their project deadlines and never says no when asked to pitch in on additional assignments.    However, the employees mumbling appear to upset the other employees in the office.


How do you handle this situation?

Problem 2:

Rumor around the office is that one of your best employees is looking outside the organization for a job.  You start to analyze their behavior over the past several weeks and cannot come up with any significant indicators.  

What do you do?

Problem 3:

You have recruited for a sales position that you need to fill quickly.  You received 4 resumes and had 2 individuals within the company post for the job.  Each of the candidates was screened by HR and met the minimum requirements for the job.  You begin to look through the resumes and notice that one individual is overqualified for the job, while you feel the two internal candidates have not shown the traits that you are looking for in the position.  Regardless, you have HR schedule the interviews for you for the following day and deliver your message to each candidate about the ideas they must bring to the interview.

Each candidate comes with the requested ideas; however, one of the candidate’s ideas clearly stands out.  To your surprise it came from one of the internal candidates.  You still have reservations regarding their past performance. You need to hire someone quickly.  

What should you do?

Problem 4:

One of your employees feels the need to tell off-color jokes while walking with fellow colleagues in the hallways at the office.  He seems oblivious to his surroundings and the potential harm of his jokes.  


How would you handle this situation?

Problem 5:

Two of your employees have displayed poor behavior when working with one another.  Your office is based upon teamwork and you demand it for all projects to be effectively completed.  Their behavior is affecting the rest of team and causing difficulty in getting the task done.  You are not aware of what is causing the tension, but realize that something must be done.  


How do you handle this situation?

Problem 6:

You have an employee who recently has been dressing more casually at the office.  You remind her of the company’s dress code.  However, she continues to dress in the same manner.  


What do you do?

6. Write a company policy (ex. Alcohol & Drug, Dress Code, Student Handbook)

See memo: Employee Handbook (Appendix 4)
7. Formulate a new benefit/compensation plan

· Have students select a publicly traded company and locate benefits/compensation packages currently available.

· Analyze the packages and write a proposal to HR recommending changes and reasoning for those changes based upon discussions in class.

8. Empowerment 

· Have students’ list 3 things that their parents/guardians did not allow them to do when they were in Middle School.

· Pose the question again: Are you allowed to do those things now that you are in HS? 

Possible questions to pose:

a. Why do you think you can or cannot do those things now?

b. If you can do any of those things now, who empowered you to do those things?

c. Why do you think you were granted those powers?

d. List three additional things that you can do now that you couldn’t do 2-3 three years ago.

Module 4: Motivation and Leadership

Knowledge objectives:

1. Explain the special challenges of motivating in the modern workplace.

2. Explain the nature of motivation, including need theories and process theories of motivation.

3. Discuss how jobs can be designed to foster intrinsic motivation.

4. Describe the relationship between leadership and motivation.

5. Identify and discuss traits of effective leaders.

6. Explain the importance of leader behaviors, based on behavioral approaches to leadership.

7. Explain how leader behaviors can be matched to situations using contingency approaches to leadership.

8. Contrast alternative sources of leader power and explain how they impact motivation.

Content:

· Fundamentals of motivation (definition, influencing factors, etc.)

· Need theories of motivation (Maslow, Alderfer, McClelland, Herzberg)

· Process (cognitive) theories of motivation (expectance, equity)

· Job characteristics model

· Leader traits and behaviors (employees versus job centered)

· Behavioral theories

· Contingency theories 

· Substitutes for leadership

· Position power versus personal power

Activities:

1. Use movie clips to depict different forms of leadership styles (Laissez-faire, Democratic, Participative)

Examples:

Sports

Lawyers

Politics

· Have students determine the leadership style that is used by a specified character in the movie.

· Have them use specific examples and quotes to support their decision.

· Referring back to the same movie clips assign students different characters from a movie

· In small groups have them select 5 traits that the manager possesses in the movie give specific examples as supporting evidence.

· Present their finding to the class.

Also see memorandum: Leadership Traits (Appendix 9)
2. Pictorial representations of leadership styles (Laissez-faire, Democratic, Participative)

· Teacher downloads different pictures depicting the above 3 leadership styles.

· Have students write a reaction as to how they believe it would be to work for a leader using each of the different styles.

3. Define leadership by creating a collage

See memorandum: Leadership Qualities (Appendix 7 & 8)
4. Motivational Theory

· Ask students to list three things that motivate them.

· Handout a job description to students.

· Pose motivational questions referring to characteristics of different theorists.

5. Intrinsic Motivation

· Have students select what they believe is the most boring job.

· What would you do as a manager to motivate employees to do a good job?

· What affects motivation?

[Make sure to inform students to refer to a motivational theorist when developing motivational ideas]

Module 5: Control

Knowledge objectives:

1. Explain the relationship between feedback, issue identification, and change

2. Explain the relationship between goal setting, data collection, and analysis

3. Describe potential reactions to change and the underlying causes

Content:

· The meaning of control
· The need for control systems

· The control process … feedback, evaluation, adaptation (change)

· Change implementation: reactions, causes, change models (force field analysis)

Activities (Appendix 10): 
1.   See appendix 10 for example of quality control process memorandum. 
Appendix 1
Reference Module 1 – Greet Your Staff
Memorandum

Date:

[Insert date]
To:

Management Students

From:

[Instructor name]
Subject:
Greet Your Staff
This space should be used for a lead in paragraph for your lesson.  Here is an example: First impressions are EXTREMELY important.  As a new manager, you will have to prove yourself to your staff.  This is not always easily achieved due to the dynamics of the group you are managing.  According to Kenneth Blanchard, “The key to successful leadership today is influence, not authority”.  Think about this quote as you answer the following questions.

For next class, be prepared to discuss:  

1. What would your objectives of the meeting be?

2. How will you address your staff for the first time?

3. How do you want the staff to feel about you at the end of the meeting?

4. How will you determine if the meeting was a success?

5. After reviewing the characteristics of leadership, what qualities do you feel are most important for successful leadership?

Please have your ideas typed or neatly written and ready for our next meeting scheduled on [Insert date].
This is your task for the next week:

“Greet your staff!”

Groups will be assigned for this project.  Each member of the group will play a role.  The roles are:  manager, employee who presents challenge, and employees with additional questions.

1. As a new manager, what will you address in your first staff meeting? – Employees should be determining appropriate questions to ask the “new manager”

2. Manager should create an agenda for first staff meeting

3. Manager should email the meeting notice with attached agenda OR provide handouts of the agenda at the beginning of the meeting

4. Group should decide one challenge you anticipate (challenges must be teacher approved).  How will you handle it?  (**Note:  one of the employees will be assigned to role play this challenge)
5. Role play your first staff meeting in front of the rest of the class.

6. At the completion of the role playing, the entire class will discuss the success/failure of the meeting (the quality/outcome of the meeting)

Appendix 2 

Reference Module 1 – What were they thinking?
Memorandum

Date:

[Insert date]
To:

Management Students

From:

[Instructor name]
Subject:
What were they thinking?

This space should be used for a lead in paragraph for your lesson.  Here is an example: In today’s fast-paced and dynamic marketplace, managers are faced with the need to make decisions that will impact their entire organization.  These decisions must be based on total and accurate information, but must be made ethically and in a timely manner.  Each manager develops his/her own personal philosophy and style, while maintaining focus on the goals and objectives of the organization.  
For next class, be prepared to discuss:  

1. How would you define management?

2. What is the difference between effectiveness and efficiency?

3. What skills do you feel are needed for effective management?

4. What types of decisions do managers make that you would consider to be ethical/unethical?

Please have your ideas typed or neatly written and ready for our next meeting scheduled on [Insert date].
This is your task for the next week:

“What were they thinking?”

1. Select a “Manager/Executive in the News” (CEO, CFO, etc.)

2. Research that manager/executive

3. Write a 1-2 page report.  

4. In your report you should include:

a. Name of manager

b. Name of organization(s) with which the manager has been associated

c. History of the manager (education, work experience, etc.)

d. His/her management philosophy

e. What are your feelings about the manager’s philosophy, and would you want to work for this person?

f. How did this philosophy breed success or failure?

5. Report Format

a. Include cover page with picture of the manager

b. Line spacing – Double

c. Margins – All 1”

d. Font size/style – 12 point, Times New Roman

e. Internal citations where appropriate

f. Works Cited
**Be prepared to share your findings with the class**

Appendix 3
Reference Module 2 – Greet Your Staff

Date:

[Insert date]
To:

Management Students

From:

[Instructor name]
Subject:
The Main Event
This space should be used for a lead in paragraph for your lesson.  Here is an example: Now that we know what goes into the planning of an event like the prom, let’s apply what we have learned.

For next class, be prepared to review:  

1. The steps in the goal setting or planning process.

2. Differences between internal and external factors (situation analysis) and how they affect the manager’s decision-making process.

3. What makes a mission statement effective or ineffective?

4. How does the development of timelines, flow charts, and budgets help in the planning process?

5. How can we effectively use policies and procedures to implement our plans?

6. What are the benefits and problems associated with MBO?

Please have your ideas typed or neatly written and ready for our next meeting scheduled on [Insert date]

FINAL UNIT PROJECT:

For this project:

1. The class will be divided into groups (each number in group based on teacher discretion)

2. Each group will chose an event to plan (school or non-school related)

3. Students will complete the planning process for their selected event

4. They will:

- Decide on type of event you want to plan

- Create a theme for your event

- State team/event goals and objectives

- Develop a situation analysis detailing considerations and anticipated challenges (Be sure to classify considerations and challenges as internal or external factors)
- Research different options for vendors/facilities/etc.

- Create a budget
- Create a timeline

- Develop a flow chart of the decision making process

- Present their “plan” to the class using a presentation software package if available

- Students will critique each others plans.  Once all have been presented, there will be a class discussion on what was done well, and what areas may need improvement.

**Note:  Teachers may want to invite administrators/club advisors/business people/community leaders/etc. to hear and critique student presentations
Appendix 4 

Reference Module 3 – Employee Handbook
Memorandum

Date:

[Insert date]

To:

Management Students

From:

[Instructor name]
Subject:
Company Policy

This space should be used for a lead in paragraph for your lesson.  Here is an example: Based on our prior discussion of the responsibilities of a Human Resource Director, we agreed on how important employee handbooks are to corporations and organizations.  You are to read the following assuming the role of a HR director of a major corporation.  Keep in mind the needs of the Corporation and the employees as you design your policy.       

It has come to the attention of the Board of Directors that our Employee Handbook is outdated.  In order to avoid future liabilities, you are to brainstorm ideas that will update our policy on the following:

1. Create new company policy regarding drug use.  Make sure you include your feelings on random drug testing.  Touch upon our tolerance of drug use during off hours and vacations.  Address our position on rehabilitation.  

2. Discuss our policy towards alcohol use.  Should this item also be tested for?  What is our policy towards drinking at company functions?

3. What are your ideas towards employee theft?  Should we have a zero tolerance policy or a graduated scale of punishment?

4. Discuss personal hygiene.  This is a very touchy subject that must be addressed.  How do we ensure that our work force is on the same page?

5. Instructor You can add or subtract items as you see fit.
Appendix 5
Reference Module 3 – Human Resource Management

Memorandum

Date:

[Insert date]
To:

Management Students

From:

[Instructor name]
Subject:
Agenda for HR Management Meeting
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Recently we have been discussing the role of Human Resource Management within a corporation.  Managers within an organization also take on many of the Human Resource functions within their department and work closely with HR to ensure that the organizational goals are met.  Due to the high cost of recruitment and training, it is imperative that we hire candidates that best fit the job description and our corporate culture.  As a result, you are requested to attend a mandatory training on “Interview Skills” today.  [Note: this memo would be used as a prep for the Creating an Interview memo].

In preparation for the training make sure you are prepared in regards to the following:

1. Peruse through the classified ads, paying particular attention to ads for fulltime positions, in today’s newspaper.  Is there a common theme in all the ads?  Should our company use the same layout for all positions within the company or vary the ads?  How do you think our company ad could stand out among the ads?  Consider cost benefits in your decision.  Come with ideas or sketches of a good ad.    

2. Read over your job description (supply students with a management level job description).  Pay particular attention to the job duties and qualifications.

3. Extract at least five traits/characteristics from the job description.  Consider the type of questions you would ask a candidate if you were promoted and needed to fill your position.  How would the company know that a candidate is qualified?  What would you look for?  How would you know if they possessed the traits/characteristics stated in the job description?

4. As you know, job evaluations are based upon how well an employee performs the duties stated on their job description.  With that in mind, it seems imperative that interview questions are written in a manner that will allow the company to select the employee that is the best qualified to be successful, but that will also challenge and motivate the employee to work hard at achieving the company’s goals.  Critically analyze the job description and describe the type of individual that you envision in this position.   

Appendix 6
 Memorandum

Reference Module 3 – Human Resource Management

Date:

[Insert date]
To:

Management Students

From:

[Instructor name]
Subject:
Interview Preparation

Reflecting on your training session with HR Management, I am sure you can see the importance of finding the right candidate for the sales manager position in your department.  With numerous interviews scheduled for next week; you will need to put together a solid interview.  To help you get started, I have included some guidelines for preparing your interview questions.  [Note: any job description can be used and found on publicly traded company websites]

1. Read through the job description, paying particular attention to the job duties and qualifications, then make a list of traits/characteristics that the candidate must possess to perform the job satisfactorily.  

Example:  Job Duty - Makes an effort to solve customer questions, concerns, and complaints. Trait = Quality Customer Service & Problem Solving
2. Once you have made a list of traits, select the 5 most important.  Important traits are those that can be seen throughout the job description, so read the job description again.  For example: an organizational skill is not one of the most important traits that a manger must possess, as managers normally have assistants or support staff to keep them organized.

3. For each trait write two interview questions that will help you decipher whether the candidate possess the trait and experience needed.  The best interview questions are open-ended questions.  This means that the question cannot be answered with one word, such as yes or no, etc.  Questions should invoke the job candidate to talk freely about themselves.  

How do you define dependability?  Give me an example of when you were most dependable.  Tell me about a time when something prevented you from being dependable and how you handled the situation?

One type of open-ended question starts with a scenario.

It’s Thursday afternoon, you have to assist a coworker in setting up a training session for Monday morning.  You also have end of quarter sales reports to prepare and present Monday at a 10 a.m. meeting, as well as, the quarter end budget report to prepare and submit to your boss by 9 a.m. Monday.  How do you proceed?

4. Once completed, answer the interview questions yourself and make any necessary changes.  Prepare to role-play with a coworker tomorrow and receive constructive feedback on your questions.   

Appendix 7 
 Memorandum

Reference Module 4 – Leadership Qualities
Date:

[Insert date]
To:  

Management Students

From:

[Instructor name] 

Subject:
Leadership Qualities

At this point you would include an opening statement.  An example of one follows.

We have been discussing in class what qualities a leader of a business organization should have.  Our class discussion has been focusing on what you think these qualities should be and then comparing what various businesses look for.

As you complete the chapter on Leadership qualities please consider the following questions and comments.

1. How do the different leadership qualities affect the performance of the leader?

2. The text describes some characters that make a leader effective and you will need to discuss whether you think each quality is important or rather some are more important than others and why.

3. Make sure you are able to discuss the articles given to you in the last class and explain why you think the leader is an effective one or not.

4. Bring with you to class your ideas on whether the administration of the school are being effective leaders and why.  Be able to discuss and defend your ideas as to whether they are effective or not.

5. You will need to gather articles or pictures from newspapers and magazines that you believe shows one of the qualities of a good leader.  You will need to have several examples ready for the next class.

6. When you gather the material for the next class you may wish to use internet sources such as, The Wall Street Journal, Business Week, Fortune Magazine, or any other business publication you would like to use. 

7. During the next class you will use material in class to create a collage of your articles or pictures that will depict what you view as the important qualities of an effective leader.

8. The project on leadership qualities will be explained in further detail in the next memorandum and what you will be doing will become clearer to you.

Appendix 8 
 Memorandum

Reference Module 4 – Leadership Qualities

Date:

[Insert date]

To:

Management Students

From:

[Instructor name]
Subject:
Leadership Quality Collage

We have been working in class on what qualities an effective leader needs in the business world today.  As part of this discussion you have gathered a number of items that support various qualities that people need.  

Now we are going to work on your creation of a collage that will show what you think are the qualities that make an effective leader and why.

You will need to consider the following items as you prepare for this project in class.

1. Make a list of the qualities you believe to be the most important ones a person needs to have to be effective in a work environment today.

2. Examine the list of qualities we have talked about in class and pick the ones you would like to focus on.

3. Gather articles of picture from newspapers that will demonstrate your reasons as to why a leader would be effective.

4. Examine magazine articles and gather information or clippings that give an example as to why the particular leader you picked was effective.

5. Use the material in class such as the construction paper or presentation boards to arrange your material you gathered into a collage that demonstrates the qualities you consider to be important and necessary so that the leader is effective.

6. You may wish to also create a small summary that demonstrates what you are trying to convey in the collage.

Appendix 9 
 Memorandum

Reference Module 4 – Leadership Traits
Date:

[Insert date]
 

To:

Management Students
 

From:

[Instructor name]

 

Subject: Agenda for our department meeting regarding leadership traits that we must have in hiring our next VP of Sales.

 

 

Lead in paragraph (example): Based on our discussions regarding leadership, types and traits of a leader I would like you to respond to this memo and be prepared to discuss your assignment at our next meeting (date). As you all know we are looking to hire a new VP of Sales and the executive management team has asked for your input into the hiring process and defining the type of candidate we need. Your ideas and suggestions are invaluable for our corporation’s future success in selecting this new candidate. 

 

I need your written response in the form of an agenda to be discussed and shared with your colleagues at our next meeting (date). Please respond to the following:

 
1.      Based on the (number) basic leadership traits we discussed I need you to tell me which 4 traits are critical for our next VP of Sales to have and why. You must write a brief paragraph for each trait chosen.  

 

2.      If you were asked to be on the hiring committee please write 3 questions you would ask the potential candidate and include what type of response you are looking for?       

Appendix 10 
 Memorandum

Reference Module 5 – Controls

Date:

[Insert date]
 

To:

Management Students
 

From:

[Instructor name]

 

Subject: 
Designing a quality control process.
 

 

Lead in paragraph (example): Based on in-class discussions regarding the needs to control quality processes, please complete the following two questions.  You should choose a product or service that interests you but it must be approved by your instructor.  
 

Your written response must be presented to the class at our next meeting (date). 

 
1.      Define in detail a business process and draw the corresponding process map.  Use large poster board to define your process.
 

2.      In response to question 1 identify the steps in your process that are critical to a quality output.  Identify what type or types of control are needed to improve the % of quality in your final output.        

Example process map symbols (see below): 
[image: image2]
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