
What are the skills of a successful change agent? Are managers change agents? Are change agents managers?

What is bureaucracy? Consider both good and bad results in a bureaucratic organization.

Give 3 suggestions for maintaining good communications between a manager and workers in a virtual office situation.

Do you have a job description? Do a job analysis, write a job description or critique the one you have, and determine your job's specification.

1. Select a topic for your final paper and write a 2-3 paragraph description of its importance to the field of management.

Certo, S. (2009), “Modern Management”, (11/ed); Prentice Hall, ISBN 978-0136010166 - Chapters 11, 12, 13, and 14

Module summary:
Organizing is the process of establishing orderly uses for all resources in the organization. The organizing function is the mechanism used to activate plans. The main steps of the organizing process are: (1) reflecting on plans and objectives, (2) establishing major tasks, (3) dividing major tasks into subtasks, (4) allocating resources and directives for subtasks, and (5) evaluating the results of implemented organizing strategy. Classical organizing theory is the cumulative insights of early management theorists on how organizational resources can best be used to enhance goal attainment. Max Weber used the term bureaucracy to describe a management system with detailed procedures and rules, a clearly outlined organizational hierarchy, and mainly impersonal relationships among organizational members. In any organizing effort, managers must choose an appropriate structure. Organization structure is graphically represented by the organization chart. 

The most fundamental method of channeling the activities of individuals within an organization is responsibility. The source of the responsibility lies within the individual and is summarized in the job description. Dividing job activities, clarifying the job activities of managers, and being responsible are all related to responsibility. Authority must reflect responsibility. Once individuals are given the responsibility for an assignment, they must be given the authority to perform it. Three main types of authority exist within an organization: (1) line authority, (2) staff authority, and (3) functional authority. 

Delegation is the actual process of assigning job activities. It involves three steps: (1) assigning duties, (2) granting authority, and (3) creating an obligation. Three kinds or types of obstacles to delegation may occur within the organization: (1) obstacles related to the supervisor, 

(2) obstacles related to subordinates, and (3) obstacles related to organizations. 

To provide appropriate human resources to fill either managerial or nonmanagerial openings, managers follow four sequential steps: (1) recruitment, (2) selection, (3) training, and (4) performance appraisal.

Recruitment activities begin with a thorough understanding of the position to be filled. This is accomplished through the development of job analyses, job descriptions, and job specifications. Because the labor supply is in constant flux, recruiters must be able to pinpoint sources of human resources. Sources from within the organization are found by using: (1) human resource inventories, (2) management inventory cards, (3) position replacement forms, and (4) management manpower replacement cards. Sources outside the organization include: (1) competitors, (2) employment agencies, (3) readers of certain publications, and (4) educational institutions. Laws regulate recruiting practices. 

Training is essentially a four-stage process involving: (1) determining training needs, (2) designing the training program, (3) administering the training program, and (4) evaluating the training program. Training needs can be determined through evaluation of the production process, requests for employee feedback, and looking into the future. Training programs can consist of lectures, programmed learning, on-the-job training, and classroom training. Successful training programs show a reasonable return. 

The main purpose of performance appraisals is to furnish feedback to organization members about how they can become more productive. Forms of performance appraisals include (1) a rating scale, (2) employee comparisons, (3) the free-form essay, and (4) the critical-form essay.

The purpose of organizational change is to increase organizational effectiveness. Organizations must change continually. Employees can provide ideas for change. In addition to change, some degree of stability is a prerequisite for long-term organizational success. Factors to consider when changing an organization include: (1) the change agent, (2) determining what should be changed, (3) the type of change to make, (4) individuals affected by the change, and (5) evaluation of change. 

The change agent is probably the most important factor. While managers can choose to change an organization in many different ways, most changes can be categorized as either (1) a technological change, (2) a structural change, or (3) a people change. Technological changes emphasize the modification of the level of technology within a management system. Structural changes increase organizational effectiveness by changing controls that influence organizational members during the performance of their jobs. The matrix organization is a good illustration of a structural change. The focus of people change is on such factors as employees' attitudes and leadership skills. The process of people change can be referred to as organization development (OD), and one commonly used OD technique is called grid OD. 

Resistance to change within an organization is as common as the need for change. Resistance to change can be reduced if managers: (1) avoid surprises, (2) promote understanding, (3) present a positive attitude toward change, and (4) implement change on a tentative basis. According to Kurt Lewin, behavioral change is caused by three distinct but related conditions experienced by an individual: (1) unfreezing, (2) changing, and (3) refreezing. An evaluation of the change may increase how much the organization benefits from the change. Another important consideration when implementing change is concern for how much stress is being created as a result of the change. Stress should be studied because it can harm employees, cause absenteeism and turnover, and affect safety. It also represents a significant cost to organizations. Stress can be either too high or too low. High stress causes more organizational problems than low stress. To help employees manage stress, managers can prevent the development of stressors by providing a supportive organizational climate, by making jobs interesting, and by designing and developing career counseling programs. 

Virtual organizations with virtual offices and offices are a change, which involves using technology to reduce the need to have people at a fixed place of employment and at a fixed time to the same degree as has long been the case, thus opening whole new challenges in managing employees who are linked electronically to the employer but do not have face-to-face contact and the same type of interaction as was once common.

