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Directing

Directing Meaning:

Directing is the process in which a superior provides instructions, guidance, and counselling to
its subordinate so as to motivate and lead them for the successful achievement of objectives.

Characteristics of Directing:

1. Directing Initiates Action: Directing is required at all stages, a manager has to perform this
function along with planning, organizing, staffing and controlling.

2. Directing Takes Place at all Levels of Management: every manager has to perform this function
and thence it takes place at all levels of management.

3. Directing is a Continuous Process: Directing takes place at all levels of the organisation so that
all activities are directed towards the achievement of organizational goals.

4. Directing Flows from Top to Bottom: Directing initiates at top level and flows to the bottom of
organisation through organizational hierarchy.

5. All pervasive: Directing takes place in every organization, and at every level of management.

Importance of Directing:
1. Initiates action: Directing helps to initiate action towards attainment of desired objective.

2. Integrates efforts: It integrates individual efforts as group effort to achieve organizational
objectives.

3. Provide leadership and motivation: Directing motivates and provides effective leadership to
employees to realise their full potential.

4. Brings changes: Directing introduces changes in the organization through proper
communication, motivation and leadership.

5. Maintain stability: Balance and stability in the organization could be maintained through
effective directing.

Principles of Directing:

1. Maximum individual Contribution: According to this principle directing technique must help
every individual in the organisation to contribute to his maximum potential for achievement of
organisational objectives.

2. Harmony of objectives: According to this principle, there must be full harmony between
organisational objectives and individual objectives. Good directing may balance between both
objectives.
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3. Use of informal organisation: According to this principle, there must be a free flow of
information between the seniors and the subordinates and success of direction depends upon
effective exchange of information to a great extent.

4. Leadership: According to this principle, while directing the subordinates, managers should
exercise good leadership as it can influence the subordinates positively without causing
dissatisfaction among them.

5. Follow through: According to this principle, it must be monitored by management as to what
extent the policies framed and issued directions have been enforced.

Elements of Directing:

1. Supervision: Implies overseeing the work of subordinates by their superiors. It is an act of
watching & directing worker’s activities.

Importance of Supervision:

e Supervisor maintains friendly relationships with workers.

e Connects management plans and ideas to workers and represents workers grievances
and problems to management.

® Helps to maintain unity amongst workers.

2. Motivation: It means the process of making subordinates to act in a desired manner to
achieve certain organisational goals.

Features of Motivation:

Motivation is an internal feeling.

Motivation produces goal directed behaviour.

Motivation can be either positive or negative.

Motivation is a complex process as the individuals are heterogeneous in their expectations,
perceptions, and reactions.

5. Motivation process: Motivation process is based on human needs.

swn e

Importance of motivation:

1. Improves Performance: It satisfies employee’s needs resulting in higher level of performance
contributing towards organizational goals.

2. Develops a positive attitude: Motivation techniques eliminate negativity and create a desire to
realize maximum potential.

3. Reduces employee turnover: A satisfied employee prefers to remain loyal to the organization
leading to a lesser number of people quitting the organization.

4. Reduces absenteeism: Motivation helps to make the workplace a source of pleasure and
provides the workers with a pleasant experience resulting in increased level of commitment
from employees towards work.
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5.

Brings change smoothly: A motivated staff accepts changes with much lesser resistance.

Leadership:

Leadership is the process of influencing the behaviour of people by making them strive voluntarily
towards achievement of organisational goals.

Features of leadership:

wnN e

Leadership indicates ability of an individual to influence others.

Leadership tries to bring change in the behaviour of others.

Leadership indicates interpersonal relations between leaders and followers.
Leadership is exercised to achieve common goals of the organisation.

Importance of leadership:

1.

2.
3.
4.

Leadership influences the behaviour of people and makes them to positively contribute their
energies for the benefit of the organisation.

A leader maintains personal relations and helps followers in fulfilling their needs.

A leader can solve every type of conflict effectively under the weight of his influence.

Leader provides training to their subordinates.

Qualities of a Good Leader

1.
2.

® N o

Physical features: Should be fit and presentable with positive energy.

Knowledge: Should have required knowledge and competence.

. Integrity: Must possess a high level of integrity and honesty.

Initiative: Should grab opportunity and use it to the advantage of organization.
Communication skills: Must possess skill to communicate and convince people effectively.
Motivation skills: Should motivate the individuals to improve their performance.
Self-confidence: Should have a high level of confidence to handle difficult situations.

Communications: is the process of passing information, experience, opinion etc. from one
person to another.

Elements of Communication Process:

[EY

Sender: The person who conveys his thoughts or ideas.

. Message: Content intended to be communicated.

. Encoding: Process of converting message into communication.

Media: Path through which an encoded message is transmitted to the receiver.
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8.

. Decoding: It is the process of converting the encoded message in a readable format.
. Receiver: The person who receives a communication message from the sender.

. Feedback: It refers to the information or suggestions provided by the receiver to the sender

in context to the communication or message he received.

Noise: The hindrances and obstruction to communication.

Importance of Communication:

1.

Basis of coordination: Acts as a basis to coordinate their efforts of employees by explaining
organizational goals.

. Smooth working of an enterprise: It makes interaction among all individuals possible helping

smooth and unrestricted working of an enterprise.

. Basis of decision making: Communication acts as a medium for providing information needed

for decision making.

Increases managerial efficiency: Helps managers to convey important information to
subordinates to enable them to perform with efficiency.

. Cooperation and industrial peace: The two-way communication promotes cooperation and

mutual understanding between the management and workers.

Formal and Informal communication:

Formal communication: Formal communication flows through official channels designed in the
organisation chart. There is a two-way information flow between the superior and subordinates.
The communications may be oral or written

The pattern through which communication flows within the organisation is called as
communication network.

Some of the popular communication networks are:

1.

Single chain: Single chain in this communication exists between a supervisor and his
subordinates.

. Wheel: In wheel network, all subordinates under one superior communicate through him

only as he acts as a hub of the wheel.
Circular: The communication moves in a circle.

Free flow: Free flow of communication with each and every one in an organisation.

. Inverted V: A subordinate is allowed to communicate with his immediate superior as well

as his superiors superior.
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Informal Communication:

It refers to the communication within an organisation that is not officially sanctioned. This
communication is based on informal relations like friendship, membership of the same club, etc.

Advantage of informal communication:

1. Fast and effective communication.

2. Free environment.

3. Satisfying the social needs of the workers.

4. Easy solution of the difficult problems.

Limitations of informal communication:

1. Itis difficult to detect the source of such communication.
2. It also leads to generate rumours which are not authentic.

3. People’s work may also affect due to informal discussion.

Difference between Formal and Informal Communication:

Basis Formal Communication Informal communication

1. Meaning | Follows the official chain of command. Between individuals and
groups are not officially
recognized.

2. Channel | Through a definite path. No definite path.

3. Speed Slow: because all information has to pass Very fast-Cuts across all the

through an established scalar chain. official channels.

4. Nature More rigid and cannot be modified. Flexible and varies from
individual to individual.

5. It is mostly expressed in the written form. It mostly tends to be oral.

Expression

Barriers to Communication:
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A. Semantic Barriers: Problems and obstructions in the encoding and decoding of messages into
words or impressions.

Reasons of semantic barriers are:

1. Badly expressed message: It involves the message with inadequate vocabulary, use of
wrong words, omission of important words, or framing the message improperly, etc., that
may distort the understanding and readability of the message.

2. Symbols with different meanings: Words with multiple meanings may change the intended
meaning of the message, such as idol and idle, the word value having two meanings (price
and importance), deer and dear.

3. Faulty translations: Incorrect translations may change the meaning of the message. For
example, the meaning of certain words may change in a translation of an instruction from
English to Hindi.

4. Unclarified assumptions: Sender and receiver may follow different assumptions while
understanding the message resulting in different understanding of the message.

5. Technical jargon: Meaning of a message may not be clear if technical words are used in the
communication with the workers who may not be familiar. For example the word drawings
have separate meanings for a commerce person and a person from non-commerce
background.

6. Body language and gesture decoding: Mismatch between body movement or gestures may
convey wrong meaning. As in your face expression reveals anger, while your hand
movements reveal otherwise.

B. Psychological Barriers: Sender or receiver's state of mind may influence the meaning of the
message.

Reasons of psychological barriers are:
1. Premature evaluation: judgement before listening leads to misunderstanding.

2. Lack of attention: poor listening due to preoccupied mind of the receiver may disappoint
the sender.

3. Loss by transmission and poor retention: When oral communication passes through
various channels of communication, it destroys the structure of the message or leads to
transmission of inaccurate message.

4. Distrust: If the parties do not believe each other, they cannot understand each other’s
message in its original sense.

C. Organizational Barriers: Organizational authority relationships, rules and regulations, may
result in communication barriers.

Reasons of organizational barriers are:
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Organizational policy: Policies may not support free flow of communication.

Rules and regulations: Strict rules and regulations may result in delay of information,
such as following a certain path for communication etc.

Status: A status conscious manager, hampering the effectiveness of communication
between him and his subordinates.

Complexity in organizational structure: organization with too many levels may result in
delay or distort of communication due to several filter points.

Organizational facilities: Improper facilities may affect free flow of communication and
may create problems.

D. Personal Barriers: Personal factors of both superior and subordinate may influence an
effective communication.

Some of the personal barriers of superiors and subordinates are given below:

1.
2.
3.
4.

Fear of challenge to authority.
Lack of confidence of superior on his subordinate.
Unwillingness to communicate.

lack of proper incentives.

Improving communication Effectiveness:

1.

2.

Clarify the ideas before communication.
Communicate according to the needs of receiver.
Consult others before communicating.

Be aware of language, tone and content of message.
Convey things of help and value to listeners

Ensure proper feedback.

Communicate for present as well as future.

Follow up communication: helps to remove hurdles, misunderstanding of
instructions given by managers to subordination.

Be a good listener.
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Important Questions

Multiple Choice questions-
Question 1. Which of the following is an example of Non-financial incentives?
(a) Recognition

(b) Job Security

(c) Status

(d) All of the above

Question 2. The software company promoted by Narayana Murthy is
(a) Infosys

(b) HCL

(c) Satyam

(d) Wipro

Question 3. Esteem needs are concerned with
(a) Affection

(b) Prestige and Self-respect

(c) Friendship

(d) Acceptance

Question 4. Grapevine is

(a) Formal communication

(b) Informal communication

(c) Lateral communication

(d) Barrier to communication

Question 5. Directing is concerned with the following elements

(a) Communication

(b) Supervision and Motivation
(c) Leadership

(d) All of the above

Question 6. Two way communication technique is used under

(a) Laissez Faire

(b) Democratic style
(c) Autocratic style
(d) None of the above

Question 7. Hierarchy Theory of Motivation was given by
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(a) Abraham Maslow

(b) Peter Maslow

(c) Henry Maslow

(d) David Maslow

Question 8. Which of the following is not a leadership style?
(a) Free-rein

(b) Autocratic

(c) Democratic

(d) Dictatorship

Question 9. Which of the following is a financial incentive?
(a) Job Security

(b) Promotion

(c) Employee Participation

(d) Stock Incentive

Question 10. Status comes under the following type of barriers
(a) Psychological barrier

(b) Semantic barrier

(c) Non Semantic barrier

(d) Organisational barrier

Question 11. Basic Physiological Needs are concerned with
(a) Shelter

(b) Hunger

(c) Thirst

(d) All of the above

Question 12. Supervision means

(a) Planning for the future

(b) Starting a business

(c) Fulfilment of legal formalities

(d) Overseeing what is being done by subordinates

Question 13. Bonus, Promotion and Recognition are the example of
(a) Controlling

(b) Positive Motivation

(c) Staffing

(d) Planning
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Question 14. The process of converting the message into communication symbols is
known as

(a) Decoding

(b) Encoding

(c) Feedback

(d) Media

Question 15. Which of the following is not an element of the communication process?
(a) Communication

(b) Channel

(c) Receiver

(d) Decoding

Very Short-

1) Mention the elements of directing?

2) Explain how directing is a pervasive function of management.
3). Mention one barrier to effective communication.

4). Give any one measure to improve communication.

5).It is concerned with instructing guiding and inspiring people in the organization
to achieve its objectives. Name it.

6) Every manager from top executive to superior performs the function of directing.
Which characteristic of directing is referred here?

7) It means overseeing the subordinates at work. Which element of directing is
referred to?

8) Supervisor acts as a link between workers and management. How?

9) It refers to the way in which urges, drives, desires, aspirations, strivings or needs
direct control and explain the behavior of human beings. Which element of directing
is indicated here?

10) Motivation can be either positive or negative. Give two examples of negative
motivation.

Short Questions-
1) What is meant by Directing? Explain the importance of directing?

2). ‘Directing is the least important function of management.’ Do you agree with this
statement? Give any two reasons in support of your answer.

3). “The post of supervisor should be abolished in the hierarchy of managers”. Do
you agree? Give any three reasons in support of your answer.

4). What is meant by ‘Esteem needs’ and ‘Self-actualization needs’ in relation to
motivation of the employees?
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5). It is through motivation that managers can inspire their subordinates to give
their best to the organisation’. In the light of this statement, explain, in brief, the
importance of motivation.

6).“All managers are leaders, but all leaders are not managers.” Do you agree with
this statement? Give any three reasons in support of your answer.

7) Explain the various leadership styles?
8). Explain three advantages and three disadvantages of democratic leadership.
9). Mention features of democratic leadership style?

10). Mention the characteristics of laissez-faire leadership style.

Long Questions-

Question 1. Explain the nature and importance of communication in today’s
changing business world.

Question 2. Explain the nature and importance of Motivation.

Question 3. Explain in brief the importance of supervision.

Question 4. Explain in brief the elements of the communication process.
Question 5. Explain in brief the functions of a supervisor.

Question 6. What is the importance of leadership? Explain.

Case Study Based Question-

1. Smita had been working as an assistant manager with 'Johnson Enterprises' for
the last ten years. She was very popular amongst her colleagues because of her
commitment and dedication towards the work. When the manager senior to her
retired, all her colleagues thought that now Smita would be promoted. But to
everyone's surprise, the vacant post was filled by an outsider, Mrs. Rita. Smita
felt demoralised, and her performance started declining. She would abstain
herself often and could not meet her targets.

Mrs. Rita was a good leader, who would not only instruct her subordinates but
would also guide and inspire them. She noticed Smita's behaviour and felt that
her performance could be improved. She started involving Smita in decision
making- issues related to the organisation and made her a part of high-level joint
management committee. Smita was now punctual in office identifying, and her
performance started improving.

a. Identify the function of management being performed by Rita.

b. Name the element of the above function of management which helped Rita to
improve Smita's behaviour.

c. State any three features of the element identified in (2) above.

2. Umang Gupta is the Managing Director of Denver Ltd. The company had
established a good name for itself and had been doing well. It was known for
timely completion of orders. The Production Manager, Ms. Kanta was efficiently
handling the processing of orders and had a team of fourteen motivated
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employees working under her. Everything was going on well. Unfortunately she
met with an accident. Umang knew that in the absence of Ms. Kanta, the company
may not be able to meet the deadlines. He also knew that not meeting the
deadlines may lead to customer dissatisfaction with the risk of loss of business
and goodwill. So, he had a meeting with his employees in which accurate and
speedy processing of orders was planned. Everybody agreed to work as team
because the behaviour of Umang Gupta was positive towards the employees of
the organisation. Hence everyone put in extra time and efforts and the targets
were met on time.

Not only this, Umang visited Ms. Kanta and advised her to take sufficient rest.

a. Identify the leadership style of Umang Gupta and draw a diagram depicting
the style.

b. State any two values highlighted by the behaviour of Umang Gupta.
Assertion Reason Question-

1. In these questions, a statement of assertion followed by a statement of reason is
given. Choose the correct answer out of the following choices.

a. Assertion and reason both are correct statements and reason is correct
explanation for assertion.

b. Assertion and reason both are correct statements but reason is not correct
explanation for assertion.

c. Assertion is correct statement but reason is wrong statement.
d. Assertion is wrong statement but reason is correct statement.

Assertion (A): Informal Communication arises from the social interaction of
people.

Reason (R): The information system of communication is generally referred to
as the Grapevine.

2. In these questions, a statement of assertion followed by a statement of reason is
given. Choose the correct answer out of the following choices.

a. Assertion and reason both are correct statements and reason is correct
explanation for assertion.

b. Assertion and reason both are correct statements but reason is not correct
explanation for assertion.

c. Assertion is correct statement but reason is wrong statement.
d. Assertion is wrong statement but reason is correct statement.

Assertion (A): Job Security often makes people complacent and they do not
perform efficiently.

Reason (R): There is no risk of job in case of Job Security.

Multiple Choice Answers-
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Answer: (d) All of the above

Answer: (a) Infosys

Answer: (b) Prestige and Self-respect
Answer: (b) Informal communication
Answer: (d) All of the above

Answer: (b) Democratic style
Answer: (a) Abraham Maslow

Answer: (d) Dictatorship

© X NSk W

Answer: (d) Stock Incentive

—_
o

Answer: (d) Organisational barrier
Answer: (d) All of the above

Answer: (d) Overseeing what is being done by subordinates

O S G Sy
w N =

Answer: (b) Positive Motivation

—_
-

Answer: (b) Encoding

15. Answer: (a) Communication

Very Short Answer-
1. Ans: 1) supervision 2) motivation 3) leadership 4) communication

2. Ans. Directing is a pervasive function as every manager from top executive to
superior performs it.

3. Ans. Poor listening skills of people.

4. Ans. Communicate according to the needs of receiver.
5. Ans. Directing

6. Ans. Directing takes place every level of management.
7. Ans. Supervision.

8. Ans. Supervisor conveys management ideas to the workers on one hand and
workers problems to the management on the other.

9. Ans. Motivation.

10. Ans. a) Stopping increments b) Treating

Short Answers-

1. Ans: Directing is telling people what to do and seeing that they do it to the best of
their ability. It includes making assignment, explaining procedures, seeing their
mistakes are corrected, providing on the job instructions and issuing orders.

Importance of Directing: -
1. It initiates action. It integrates employees’ efforts

3. It is the means of motivation
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4. It facilitates implementing changes.
5. It creates balance in the organization
2. Ans: No, [ don’t agree with this statement.

Importance of direction: Direction may be regarded as the heart of the management
process. It is explained under the following parts:

a).Initiates action: All organizational activates are initiated through direction.

b).Integrates employees’ efforts: At all levels of management the
subordinates under the managers.

Managers integrate the work of subordinates.

c).Means of motivation : Directing helps in motivating employees towards
organizational goals.

3. Ans. No, I don'’t agree, because a supervisor performs the following functions to
achieve organization goals.

Functions of the supervisor:

a).Planning the work: The supervisor has to determine work schedule for
every job.

b).Issuing orders: Supervisor issues orders to the workers for achieving
coordination in his work.

c).Providing guidance and leader ship: The supervisor leads the workers of
his department.

d).Explains the policies and programmes of the organization to his sub
ordinates and provide guidance

e).Make necessary arrangement for supply of materials and ensure they are
efficiently utilized.

f). Deviations from the target if any are to be rectified at the earliest.

g). To help the personnel departments in recruitment and selection of
workers.

4. Ans. i. Esteem Needs: these needs are needs for self esteem and need for other
esteem For Example: Self-respect, self-confidence etc.

ii. Self-actualization Needs: This is the needs to be what one is capable of becoming
and includes needs for optimal development.

5. Ans. Importance of motivation:

i. Motivation sets in motion the action of people: Motivation builds the will to
work among

employees and puts them into action.

ii. Motivation includes the efficiency of work performance: Performance of
employees dependence not only on individual abilities but also on his
willingness.
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iii. Motivation ensures achievement of organizational goals: If employees are
not motivated, no purpose can be served by planning organizing and staffing.

iv. Motivation creates friendly relationships: Motivation creates friendly and
supportive relationships between employer and employees.

V .Motivation leads to stability in the employees: Motivation helps in reducing
absenteeism and turnover.

vi. Motivation helps to change negative / indifferent attitudes of an employee
6. Ans. Yes, | agree with this statement.

Difference between leadership and management:

Basis Leadership Management
Oriai Leadership originates out of Management originates out
rigin M . e .
individual influence of official power and rights.
qumal A leader has no formal rights A manager has certain
Rights formal rights
Follower A manager has
& A leader has followers ~
: subordinates
subordinates

7. Ans):Autocratic leadership style: This style is also known as leader centered style.
The leader keeps all the authority and employees have to perform the work exactly
as per his order. He does not decentralizes his authority. The responsibility of the
success or the failure of the management remains with the manager.

Democratic leadership: This style is also known as group centered leadership style.
Managerial decisions are not taken by the manager in consultation with employees.
This leadership style is based on decentralization. Managers respect the
suggestions made by his sub ordinates.

Laissez-faire leadership style: this style as leadership is also known as free brain
leadership or individual centered style. The manger takes little interest in
managerial functions and the sub ordinates are left on their own. Manager explain
over all objectives; help sub- ordinates in determining their own objectives. They
provide resources. They also advise the employees.

8. Ans. Advantages:1.Democratic leadership style advantages,2.Morale,3.Creation
of more efficiency and productivbity,4.Availability of sufficient time for
constructive work

Disadvantages:1.Requirement of educated sub ordinates 2.Delay in decisions
3.Lack of responsibility and managers

9. Ans.

1) co-operative relations
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2).Relief in employees

3).0pen communication

10. Ans. Full faith in sub- ordinates
1).Independent decision making system
2).Decentralization of authority

3).Self directed

Long Answers-

1. Answer:

Nature Of Communication:

The foregoing definitions reveal the following characteristics of communication -

1. Pervasive Function: Communication is required at all levels of management and
in all departments of the organization. It is an indispensable part of the
management process. It is an activity of each and every manager. Therefore,
communication is regarded as a pervasive function.

2. Continuous Process: Communication is an ongoing process that has to be in
regular touch with their subordinates and superiors to maintain and improves
performance.

3. Two-Way Process: Communication is a two-way process. It includes sending a
message and the response to that message. It is not complete until the reaction or
response to the message is available. The reaction or response is known feedback.

4. Circular Process: Communication becomes a circular process with feedback. The
flow of communication is a circular one.

5. Two or more Parties: It requires at least two persons to complete the process of
the communication-a sender with the message and a receiver who must understand
the message and respond to it.

6. Understanding: The receiver may or may not agree with the point of view of the
sender of the message. However, for communication to be complete, the receiver
must understand the message in the same sense as intended by the sender.

Importance Of Communication:

Communication is an indispensable part of the process of management. Non an
organization can survive and grow without an effective system of communication.
Since the job of a manager is to get things done through others, he has to spend a
major portion of his time on communication. The first executive function is to
develop and maintain a system of communication. Most of the problems of
management arise due to a lack of understanding. Therefore, communication’s the
number one problem of management today:

Sound communication offers the following benefits:

1. Basis of Planning and Decision Making Communication is essential for decision-
making and planning: The quality of managerial depends on the quality of
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communication (amount and quality of information available to the organization)
Communication provides the necessary information with the help of which
managers can diagnose problems, evaluate alternative courses of action and choose
the right alternative.

Realistic Planning and sound decision making is not possible without accurate
information through communication, for example, the entire sales plan of an
enterprise may fail if the information about the latest market condition is not
available to management. At the same time, the decisions and plans of management
need to be communicated to the subordinates. Effective communication is also
helpful for the proper implementation of plans and policies of the management.

2. Smooth and Efficient Operation: An effective communication system serves as a
lubricant, fostering the smooth and efficient functioning of the enterprise. The
achievement of goals of the enterprise is of paramount importance and
communication is one of the important tools available to the manager to attain
them. It is through communication that a manager issues orders and instructions
and changes and regulates the behavior of subordinates in the desired direction.
Effective communication promotes managerial efficiency and facilitates leadership.

3. Facilitates Coordination: In every organization, the work to be done is divided
among several interrelated departments and sections. The activities and efforts of
different individuals and groups must be coordinated. Communication is the most
effective means of creating cooperation and coordination. The exchange of ideas
and information helps in bringing about the unity of action in the pursuit of a
common purpose.

Communication binds people together. Group meetings used in coordination
involve the exchange of ideas and knowledge and the transfer of information and
understanding. Communication is at the root of all group activity. It is through
coordination that managers come closer to employees. Interaction and discussion
between the two sides improve the superior-subordinate relationships.

4. Employee Motivation and Moral: Communication helps management to keep the
employees fully informed about the plans, job changes, etc. The motivation and
morale of employees tend to be high when they clearly understand what they are
supposed to do. Sharing of information with employees and discussion with them
on matters of common interest provide satisfaction to employees.

Communication is the means by which employees can bring their suggestions,
difficulties, and grievances to the notice of the management. Upward
communication ensures greater job satisfaction and stimulates worker’s
enthusiasm and loyalty towards the enterprise. Effective communication satisfies
the personal and social of employees.

5. Sound Industrial Relations: Effective communication helps to create mutual
understanding and trust between the employer and the employees. It enables the
management to come into close contact with workers. It serves as a bridge between
management and labor and creates a spirit in the organization. Thus, an effective
communication system is a prerequisite for good labor-management relations.
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6. Industrial Democracy: Communication is essential for worker’s participation in
management. It is helpful in the delegation and decentralization of authority.
Effective communication is the basic training and development of managerial
personnel. The process of leadership itself depends upon effective communication.

Public Relations: In the modern business world, every business enterprise must
create and maintain a good corporate image in society. Communication is an
indispensable means of developing a favorable public opinion. It is through
communication that management can keep cordial relations with the government,
trade unions, customers, and the community.

In modem business the role of communications has increased due to the following
reasons:

(a) Increasing size of organizations.
(b) Growing complexities in decision making.
(c) Rapid changes in technology.
(d) Need for better industrial relations.
(e) Growth of trade union movements.
(f) Need to improve public relations,
(g) Increasing Competition.
2. Answer:
Importance Of Motivation:

The success of an organization to a great extent depends upon the motivation of its
employees. By motivating employees, managers can obtain their best performance
towards the achievement of organizational and individual goals. Motivation is the
core of management due to the following reasons.

1. Higher Efficiency: The level of performance of employees in an organization
depends on their abilities and willingness to work hard. Motivation bridges the gap
between the ability to work and willingness to work. It induces employees to
contribute their maximum efforts to achieve a higher level of performance.
Therefore, motivation helps in increasing production and reducing the cost of
operations.

2. Optimum utilization of Resources: Every organization has physical, financial, and
human resources. Effective utilization of physical and financial resources requires
competent and motivated people. Motivation creates the willingness to work
among employees. It enables managers to achieve the best possible utilization of all
resources.

3. Achievement of Organisational Goals: The objectives of an organization cannot be
realized unless the people working in it are motivated to work hard contribute their
best towards the fulfillment of the assigned tasks. Management can secure the
willing cooperation of subordinates towards the accomplishment of organizational
goals by satisfying their needs through appropriate rewards. Motivated employees
fully cooperate with management in achieving the desired results.
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4., Stability in the Workforce: Motivation creates confidence in employees. It helps
to improve their loyalty and commitment towards the organization. As a result, the
rates of labor absenteeism and labor turnover are reduced. This leads to the
maintenance of a stable workforce. The knowledge skills and experience of
employees continue to be available to the organization.

5. Cordial Relations: Motivation brings satisfaction among employees through
monetary and non-monetary rewards. Therefore, it leads to a friendly and
supportive relationship between the employer and employees. Industrial disputes
are reduced and the morale of employees is increased.

6. Facilitates change: Effective motivation helps management in overcoming
resistance to change motivated employees and to support all changes that are in the
interest of the organization. This is because they identify their own progress with
the prosperity of the enterprise.

7. Corporate linage: When the employees of an organization are motivated and
satisfied, the organization makes rapid progress and its reputation improves. Thus,
motivation helps in building a better image of the enterprise. As a result, the
enterprise is able to attract qualified and competent people.

3. Answer:

Supervision: The term supervision can be understood in two ways. Firstly, it can be
understood as an element of directing and secondly as a function performed by
supervisors in the organizational hierarchy.

As an element of directing every manager in the organization supervises their
subordinates. In this sense, supervision can be understood as the process of guiding
the efforts of employees and other resources to accomplish the desired objectives.
It means overseeing what is being done by subordinates and giving instructions to
ensure optimum utilization of resources and achievement of work targets.

Secondly, supervision can be understood as functions to be performed by a
supervisor, a managerial position in the organization hierarchy at the operative
level i.e., immediately above the worker. The functions and performance of a
supervisor are vital to any organization because he is directly related to workers
whereas other managers have no direct touch with bottom-level workers.

Importance of Supervision:

The importance of supervision can be understood from multiple roles performed
by a supervisor. These are explained below.

1. Supervisor maintains day to day contact and maintains friendly relations with
workers. A good supervisor acts as a guide, friend, and philosopher to the workers.

2. Supervisor acts as link-between workers and management. He conveys
management ideas to the workers on one hand and workers’ problems to the
management on the other. This role played by the supervisor helps to avoid
misunderstandings and conflict between management and workers/employees.

3. Supervisor plays a key role in maintaining group unity among workers placed
under his control. He sorts out internal differences and maintains harmony among
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workers.

4. Supervisor ensures the performance of work according to the targets set. He
takes responsibility for task achievement and motivates his workers effectively.

5. Supervisor provides good on-the-job training to the workers and employees. A
skilled and knowledgeable supervisor can build an efficient team of workers.

6. Supervisory leadership plays a key role in influencing the workers in the
organization. A supervisor with good leadership qualities can build up high morale
among workers.

7. A good supervisor analyses the work performed and gives feedback to the
workers. He suggests ways and means of developing work skills.

4. Answer: Elements Of Communication P: Communication has been defined as a
process. This process involves the elements like source, encoding, media/channel,
receiver, decoding, noise, and feedback. The process is represented in the figure
below.

Communication Process

ENCODING DECODING
SENDER l MESSAGE |—>{ MEDIA [—>{RECEIVER
< FEEDBACK K Y

The elements involved in the communication process are explained below -

1. Sender: Sender means a person who conveys his thoughts or ideas to the *
receiver. The sender represents a source of communication.

2. Message: It is the content of ideas, feelings, suggestions, order, etc. intended
to be communicated.

3. Encoding: It is the process of converting the message into communication
symbols such as words, pictures, gestures, etc.

4. Media: It is The path through which an encoded message is transmitted to
the receiver. The channel may be in written form, face to face, phone call,
internet, etc.
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5. Decoding: It is the process of converting encoded symbols of the sender.
6. Receiver: The person who receives communication from the sender.

7. Feedback: It includes all those actions of the receiver indicating that he has
received and understood the message of the sender.

8. Noise: Noise means some obstruction or hindrance to communication.

The hindrance may be caused to sender, message, or receiver. Some examples of
noise are:

(a) Ambiguous symbols that lead to faulty encoding.
(b) A poor telephone connection.
(c) An inattentive receiver.
(d) Faulty decoding (attaching wrong meanings to message)
(e) Prejudices obstructing the poor understanding of the message.
(f) Gestures and postures that may distort the message.
5. Answer: Functions of a supervisor:
The function performed by a supervisor are briefly discussed below -

1. Preparation of Work Schedules: Scheduling involves laying down the time for
starting and completing various activities. The supervisor determines the schedules
of work for every individual in his unit or section. This is done to ensure a steady
flow of work.

2. Improving Communication: The supervisor maintains direct contact with the
subordinates which leads to effective communication. He also provides leadership
to the workers of his department. He fixes production targets for them and provides
them the necessary guidance for doing the work assigned to them.

3. Optimum Utilisation of Resources: The supervisor issues orders and instructions
to the workers for achieving coordination in section. He tells them what to do and
how to do it so that they may utilize machines, materials, money, and methods
effectively.

4. Providing Motivation: The supervisor motivates his subordinates by providing
financial and non-financial incentives. He inspires them for higher quality and
productivity.

5. Control of Performance: The supervisor controls the performance of the workers
by comparing their performance with the standards. He takes necessary action to
ensure that goods are produced according to the predetermined standards. He also
provides feedback to the subordinates about their performance and gives them
counseling for improvement.

6. Reporting: The supervisor keeps records of output and other related aspects of
each employee. On the basis of records, he sends performance reports and other
necessary information to his superior.

7. Link Between Management and Workers: The supervisor is an important link
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between the management and the workers. He explains management policies to the
workers and also passes on the management’s instructions. He has close contact
with the workers and tries to understand their problems. He brings worker’s
problems to the notice of the top management.

8. Human Relations: A supervisor tends to achieve good human relations in his unit.
He can mix up with the workers and share their joys and sorrows. He also settles
conflicts between workers or groups of workers.

9. Grievance Handling: A supervisor is in direct touch with the workers, so he can
handle their grievances effectively. When a grievance is reported, he listens to the
worker’s viewpoint and tries to remove the cause of grievance. But if he can’t
redress the grievance he should report it to the upper-level management.

6. Answer: Importance of Leadership:

Leadership is considered the most important element of the directing function of
management. It supports all other managerial functions by assisting in the
formulation and execution of plans. Good leadership provides the following
benefits.

1. Clarification of Goals: A leader interprets and explains the objectives of the group
to his followers. As a result, the members of the group know the targets to be
achieved and the contribution, each of them is to make towards common objectives.
They are not likely to go astray and will continue in the right direction.

2. Motivation: A good leader creates- an urge for higher performance among people.
He creates self-confidence and enthusiasm among his subordinates. He converts
lukewarm desire into a burning passion for success. A sound leader can create an
environment conducive to hard work. He directs the potential talent of employees
towards the achievement of goals.

3. Moral Building: A leader builds up dedication and loyalty among a group of
people. He develops mutual cooperation and self-discipline among people. The
persons become ready to sacrifice even their lives for the good of the common goal.
Under a good leader, people work willingly and enthusiastically. The leader
encourages subordinates to take initiative and provides psychological support to
them. He serves as a friend, philosopher, and guide for his group.

4. Teamwork: An organization can be successful only when all its members work
together as a team rather than going in different directions. It is the leader who
creates team spirit and coordination among different members of the group. He
resolves internal conflicts and differences, of opinion. He serves as an arbitrator and
mediator among the members. A leader harmonizes the personal goals and
aspirations of subordinates with the goals of the organization as a whole.

5. Creates dynamic environment: In the dynamic environment of today, frequent
changes are required in the structure and working of an organization. But change
creates uncertainly and inconvenience. Therefore, people tend to resist change. A
good leader persuades people to accept and carry out the desired changes. A leader
is an important agent of organizational change and development. He provides
psychological support to his followers.
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6. Representation: A leader serves as the representative of his followers. He
protects their interest and serves as their guardian. He acts as their spokesman and
bargains with the outside forces for the welfare of the groups. A true leader upholds
the interests of his followers and attempts to fulfill their hopes and aspirations. He
is always ready to solve the problems of his followers. A leader manager represents
his organization in business meetings, trade conferences, government committees,
and so on.

Competent leadership is required at all levels of management. All managers must
provide leadership so as to create an urge in the employees to cooperate and
improve their performance towards the achievement of organizational objectives.

Case Study Answer-
1. Answer:

a. Directing is a complex managerial function consisting of all the activities that
are designed to encourage subordinates to work effectively. It includes
supervision, motivation, communication and leading.

b. Motivation: Motivation is the process of stimulating people to action to
accomplish desired goals of organisation. It is an internal feeling of an
individual and leads to goal directed behaviour. Motivation is mainly based
on needs of individuals. It helps individuals and groups in the organisation for
improved performance.

c. Features of motivation:

e Motivation is an internal feeling.The urge, drives, desires, aspirations,
striving or needs of human being, which are internal, influence human
behaviour

e Motivation can be either positive or negative. Positive motivation provides
positive rewards like increase in pay, promotion, recognition etc. Negative
motivation uses negative means like punishment, stopping increments,
threatening etc. which also may induce a person to act in the desired way.

e Motivation is a complex process as the individuals are heterogeneous in
their expectations, perceptions and reactions. Any type of motivation may
not have uniform effect on all the members.

2. Answer:

a. Democratic or Participative leader: A democratic leader will develop action
plans and makes decisions in consultation with his subordinates. He will
encourage them to participate in decision making. This kind of leadership
style is more common now-adays, since leaders also recognize that people
perform best if they have set their own objectives. They also need to respect
the other’s opinion and support subordinates to perform their duties and
accomplish organizational objectives. They exercise more control by using
forces within the group.
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subordinate

subordinate —— Ieader ———  subordinate

subordinate

b. Two values highlighted by the behavior of Umang Gupta are:

Positive attitude of Umang towards the employees was really very
appreciable.

Team spirit: Umang believed that working together as a team will surely
pave way for success.

Assertion Reason Answer-

1. b. Assertion and reason both are correct statements but reason is not correct
explanation for assertion.

2. a. Assertion and reason both are correct statements and reason is correct
explanation for assertion.



