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What is Organizing

• Organizing is arranging and grouping jobs, 
allocating resources, and assigning work in a 
department so that activities can be 
accomplished as planned.



Basic Organizing Concepts
• Work specialization
• The process of breaking a job down into a number of steps, with each step being completed by a different individual.
• Span of control
• The number of employees a supervisor can efficiently and effectively direct.
• Chain of command
• A principle that states that an employees should have one and only one supervisor to whom he or she is directly 

responsible.
• Authority
• Rights inherent in a supervisory position to give orders and expect those orders to be obeyed.
• Line authority
• The authority that entitles a supervisor to direct the work of his or her employees and to make certain decisions without 

consulting others.
• Staff authority
• A limited authority that supports line authority by advising, servicing, and assisting.
• Responsibility
• Supervisory  obligations such as achieving a unit’s goal, keeping costs within budget, following organizational policies, and

motivating employees.



Where are Decisions Made?
Centralization
• Decision-making responsibility in the hands of top 

management.

Decentralization
• The pushing down of decision-making authority to the 

lowest levels of an organization.

Departmentalization
• Grouping departments based on work functions, products 

or service, target customer or client, geographic 
territory, or the process used to turn inputs into outputs.



What are the Five Ways to 
Departmentalization

1. Functional Departmentalization
Grouping activities into independent units based on functions performed.

2. Product departmentalization
Grouping activities into independent units based on problems or issues related to the product.

3. Customer departmentalization
Grouping activities around common customer categories.

4. Geographic Departmentalization
Grouping activities into independent units based on geographic or territory.

5. Process departmentalization
Grouping activities around a process; this method provides a basis for the homogeneous categorizing activities.



Organizing Your Employees

Job Description
• A written statement of job duties, working conditions, 

and operating responsibilities.

Empowerment
• An increase in the decision-making discretion of 

workers.

Delegation
• Allocation of duties, assignment of authority, 

assignment of responsibility, and creation of 
accountability.



Delegating

Steps in Practicing the Skill
• STEP 1: Clarify the assignment.
• STEP 2: Specify the employee’s range of discretion.
• STEP 3: Allow the employee to participate.
• STEP 4: Inform others that delegation has occurred.
• STEP 5: Establish feedback controls.
• STEP 6: When problems surface, insist on 

recommendations from the employee.



Human Resource Management

• The process of finding, hiring, training, and 
keeping employees in the organization.



Affirmative Action

• Legislation that requires employers to make 
an active effort to recruit, select, train, 
and promote members of protected groups.



Employment Planning

Employment planning
• Assessing current human resource and future human resources needs; developing 

a program to meet future human resources needs.

How Does a Supervisor Conduct an Employee 
Assessment?

Human resource inventory
• A database listing name, education, training, prior employer languages spoken, 

and other information for each employee in the organization.



Recruitment and Selection

• Recruitment
• The process of locating, identifying, and attracting 

capable applicants.

• Selection Process
• The hiring process, designed to expand the 

organization’s knowledge about an applicant’s 
background, abilities, and motivation.



Orientation, Training and 
Development

• Orientation
• An expansion on informing a new 

employee obtained during the recruitment 
and selection stages; an attempt to 
familiarize new employees with the job, 
the work unit, and the organization as a 
whole.

• Employee training
• Changing skills, knowledge, attitude, or 

behaviour of employees. Determination of 
training needs made by supervisors.



Typical Training Methods
• On-the-job
• Apprenticeship
• Job instruction training

• Off-the-job
• Classroom lectures
• Multimedia
• Simulation exercises
• Computer-based training
• Vestibule training
• Programmed instruction



Compensation and Benefits

Employee benefits
• Nonfinancial rewards designed to enrich 

employees’ lives.



Interviewing

Steps In Applying The Skill
• STEP 1: Review the job description and job specification,
• STEP 2: Prepare a structure set of questions you want top ask all applicants for 

the job.
• STEP 3: Before meeting a candidate, review his or her application from the 

resume. 
• STEP 4: Open the interview by putting the applicant at ease and by providing a 

brief preview of the topics to be discussed.
• STEP 5: Ask your questions and listen carefully to the applicant’s answers.
• STEP 6: Close the interview by telling the applicant what is going to happen next.
• STEP 7: Write your evaluation of the applicant while the interview is still fresh in 

your mind.



Geared2Lead
ORGANIZATION-WIDE ISSUES

SESSION 2



Enhance your Organization’s 
Culture

• Do not underestimate the role of culture.
• Appreciate that culture is not easy to change.
• Begin with a vision.
• Be patient in bringing about cultural change.

Focus on the elements of organizational culture:
• Values
• Tradition
• Procedures
• Symbols
• Rituals and ceremonies



Cater for Diversity in the 
Workplace

• Take note of the numbers.
• Realize the benefits.
• Ensure a committed leadership.
• Demonstrate open communication.
• Build personal relationships.
• Invest in training.



Manage Diverse Ethnic Groups

• Be aware of the issues.
• Find out about ethno-cultural backgrounds.
• Adopt politically correct behavior.
• Understand the idiosyncrasies of communication.
• Encourage social events.
• Recruit, promote and train.
• Be aware of your nonverbal signals.
• If in doubt-don’t.
• Recognise and deal with problems immediately.



Ensure a Healthy and Safe 
Workplace

• Make workplace health and safety priority.
• Make use of any advisory services.
• Appoint a workplace health and safety officer.
• Involve employees.
• Keep records.
• Prevent problems before they happen.
• Be ever vigilant in finding solutions.
• If an accident occurs, take immediate action.
• Conduct regular check.
• Focus on continuous improvement.



Manage Ethics in the 
Workplace

• Understand the benefits of ethical conduct.
• Focus on ethical conduct.
• Develop a code of ethical conduct.
• Promote process.
• Link ethics to other management practices.
• Demonstrate ethical Practices.
• Allocate roles and responsibilities.
• Identify and model industry benchmarks.



Promote a Code of Ethical 
conduct

• Define ‘ethics’ clearly.
• Know what ‘ethics’ is not.

• Promote the benefits.
• Attention to ethical behavior in the workplace 

is a sound business practice.
• Code of ethical conduct helps to promote high 

morale.
• A code of ethical conduct promotes teamwork.



…Continued

• Code of ethical conduct can prevent potential 
problems before they occur.

• Ethical behavior is linked to all aspects of an 
organization's day-to-day operations.

• Ethical behavior promotes a strong public image.
• Ethical conducts has a major effect on an 

organization’s culture.

• Live it!



Manage Ethical Crisis

• Adhere to established management practices.
• Act immediately
• Provide support.
• Show leadership.

• Keep the crisis in context.
• Adopt a mechanism for dealing with crises.
• Construct an accurate picture.
• Adopt an organizational perspective.
• Deliberate prior to making a decision.
• Implement a plan of action.



Prepare a Budget

• See budgeting as a vital management tool.
• Consider revenue and expenses separately.
• Identify and list expenses.
• Forecast revenue.
• Prepare working papers.
• Check for variance.
• Prepare a budget action list.
• Prepare a budget report.
• Use your budget to help finance your business.



Manage Cash Flow

• Agree on a price before work commences.
• Build a sound personal relationship with customers.
• Adopt simple, straightforward procedures.
• Grab the attention of the debtor.
• Be persistent.
• Deal only with the authorized.
• Set an example.



END!

Thank you!



MANAGING CRISES



Prepare for Emergencies

• Install smoke alarms and fire extinguishers.
• Introduce procedures for bomb threats.

• Know what to do after a break-in.
• Do not enter the premises.

• Use the nearest telephone to call the police.

• If you do go into the workplace, do not touch anything.

• Wait for the arrival of the police before cleaning up or 
allowing access to customers and staff.



…Continued

• Know how to act in criminal situations.
• Compile a crisis phone directory.
• Train your team in emergency phone use.
• Keep an emergency fist-aid kit ready.
• Know how to deal with the media.



Protect your Organization 
against Fraud

• Be aware: your staff are usually the villains.
• Check the references of potential employees.
• Document and enforce policies and procedures.
• Install safeguards to limit computer misuse.
• Review your vendor lists periodically.
• Regularly review bank statements.
• Consider taking out insurance against fraud.
• Take a stand against fraud.



Deal with dishonest stuff

• Stay alert.
• Be scrupulously fair in any investigation.
• Gather clear evidence of any dishonest 

behavior.
• Be aware of any mitigating circumstances.
• Put your allegations to the employee clearly.
• Provide the contrite employee with a second 

chance.
• Ensure the employee receives a written 

warning.
• Become familiar with legislator provisions.
• Eliminate the opportunity; eliminate the crime.



End!
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