Introduction to Business Administration
Course Outline

 

Course Topics                                                                                              Chapter Assignment

I. Business Trends: Cultivating a Business in Diverse, Global Environments 

A. Exploring Trends in Dynamic Business Environments                                   1 

  How much profit do businesses make? 

  Opportunities for entrepreneurs 

  Businesses can provide wealth for almost everyone 

  The business environment 

  The technological environment 

  The competitive environment 

  The multicultural environment 

  The global environment 

  Evolution of American business 

 B. Understanding Global and Domestic Economics                                                2
· The importance of the study of economics 

· The foundation of capitalism 

· Understanding the economic system in the Untied States 

· Inflation and the Consumer Price Index 

· Issues of monetary and fiscal policy 

C.  Competing in Global Market                                                                              3 

  Why trade with other nations? 

  Trading in global markets: The U.S. experience 

  Trade protectionism 

  Hurdles of trading in global markets 

D. Demonstrating Ethical Behavior and Social Responsibility                              4
· Managing business ethically and responsibly 

· Setting corporate ethical standards 

· Corporate social responsibility 

· International ethics and social responsibility 

II.  Business Ownership: Starting a Small Business

A. Owning a Business                                                                                                5

· Forms of business ownership 

· Sole proprietorship 

· Partnership 

· Corporations 

· Corporate expansion: mergers and acquisitions 

· Which form of business is for you? 

B.  Entrepreneurship and the Challenge of Starting a Small Business                 6
· The job creating power of entrepreneurs in the United States 

· What does it take to be an entrepreneur? 

· Getting started in a small business 

· Writing a business plan 

· Learning about small business operations 

· Managing a small business 

III.  Business Management: Empowering Employees to Satisfy Customers

A.  Leadership, Management, and Employee Empowerment                                7

· The management challenge of the future 

· Planning: Creating a vision for the organization 

· Organizing: Creating a unified system out of multiple organizations 

· Directing and empowering 

· Controlling 

· Leadership: Vision and values 

· Learning managerial skills 

IV. Management of Human Resources

A. Motivating Employees and Building Self-Managed Teams                            10

  The importance of motivation 

  Maslow’s hierarchy of needs 

  McGregor’s Theory X and Theory Y 

  Ouchi’s Theory Z 

  Job enrichment 

  Goal setting theory and management by objectives 

  Building teamwork through communication 

B. Human Resource Management: Finding and Keeping the Best Employees 11

  Working with people is just the beginning 

  Determining human resource needs 

  Recruiting employees from a diverse population 

  Selecting employees who will be productive 

  Training and developing employees 

  Appraising employees performance 

  Compensating employees; Attracting and keeping the best 

  Moving employees up, over and out to maintain morale 

C. Dealing with Employee-Management Issues                                                 12

  Employee-management issues 

  Labor unions from different perspectives 

  Labor legislation and collective bargaining 

  Tactics used in labor-management conflict 

V.  Understanding Financial Information and Accounting 

A.  The Importance of Financial Information                                                       18 

  What is accounting? 

  Areas of accounting 

  Accounting vs. bookkeeping 

  Understanding key financial statements 

  Using financial ratios 

  Accountants and the budgeting process 

VI.  Securities Markets: Financing and Investing 

A. Functions of the Securities Markets                                                               20

  Bonds 

  Stocks 

  Stock exchanges 

  The over-the-counter market (OTC) 

  Diversifying investments 

  Understanding securities market information 

  What stocks, bonds or mutual funds would you buy? 

  How to read the Wall Street Journal 

 

 

