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In this unit, you will learn briefly about the:

= definition of management

= concepts of management

= current status of the discipline

= differences between management and administration




“ Introducing Management
Definition of Management

Management' can be defined as the art————
and skill of getting things done through others.

It is also defined as the process of planning,

organizing, staffing, directing, and controlling

activities to accomplish the objectives of an

organization by the use of people and resources. The second definition shows
that management is a systematic process of doing things that includes planning,

organizing, staffing, directing, and controlling.

Planning: Planning means determining what is to be done, how and
where is to be done, who is to do it, and how the results are to be evaluated.
Planning includes setting objectives, formulating rules, developing programs,

timing, and budgeting.

Organizing: Organizing means identification and grouping the activities
and dividing them among the individuals. It consists of setting objectives and
identification of the necessary activities, delegation of authority, coordination

/, 1l

of activities, assignment of duties, and division of activities among different

departments.
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1. The bold red words are technical terms in Management. They are practiced at the end

of each unit.
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2 Management uses resources to reach the objectives of an organization.
True ()  False ()

...................................................................................................................

kS Planning is just deciding on the objectives of an organization.
True O False (\)

...................................................................................................................

4. Deiegatzon of authority means coordinating the activities.

True () False )

3 IY aaﬁ‘zarft}l is delegated to a person, he/she zsgmm esemnnnes £0 d0O SOMeE
activities.
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Staffing: Staffing is the process of the acquisition, developing, motivating,
and maintenance of human resources. It includes determining the quality and

quantity of employees, recruiting new staff, selecting the best candidates,




placing the right man for the right job, developing new skills, knowledge and
competency, motivating the employees, and evaluating them.
L A0

: Directing: Directing includes those activities which are related to guiding
and supervising subordinates. It consists of supervising the subordinates,
communicating the information, providing effective leadership, and motivdting

employees.

Controlling: Controlling is the process of monitoring activities to ensure
that they are being done as they should. It consists of setting the performance
standards, measuring the actual performance, comparing the actual performance
with the standard, analyzing deviations, and taking corrective actions if

necessary.

3 oworkers:. . oo

Deproblemiss e . 100y

Z Directing isa tap»dawn;pmcess. %
True ) False()
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4 Ifa dewatzon is observed in actual performance, Soxec.hie. (&&. {Jaimust
be taken.

Concepts of Management

The components in the definition of management show that management
covers different concepts. Each concept focuses on a certain aspect of this
activity. Therefore, it is not correct to define management based on one aspect.

In what follows, different concepts of management are explained in detail.

Functional concept: Management is the task of planning, coordinating,
motivating, and controlling the efforts of other individuals towards the goals
and objectives of the organization. According to this concept, management is

what a manager does (planning, executing, and controlling).

Human relation concept: According to this concept, management is the art
of getting things done through and with people in organized groups. It is the art
of creating an environment in which individuals can cooperate to reach certain

goals.




Leadership and decision-making concept: According to this concept,

management is the art and science of preparing, organizing, directing human

efforts to control the forces, and using the materials of nature for the benefits

to man.

Productive concept: According to this concept, management may be

defined as the art of ensuring maximum efficiency with a minimum effort and

)

providing the best services. «

Integration concept: According to this concept, management is the
coordination of human and material resources for achieving organizational

objectives.

Lppartac sty SO L 3 comp]ete]y

.....................-......u...............,..........,....................,.

1. The ﬁmz:imn of management is reaching some goals and objectzve&
True @ False ()

.............................................................................
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.......................................

2. Human relation concept is mostly related to staffing.

True®) False )

...............................................................

3 Productw:gr is different from eﬂ‘icxenqy
True ()  False ()

...................................................................

4. Integration and coordination are synonymous.

True ()  False )
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1. Management functions start with planning, go on with E,Kﬁ,m*j and
‘ends in.foatrilling..

.................................................................................................................

2 Based on the human relation concept, an orgamzatzon objectives are reached
by Lae fd’ LT Y among members.

......................................

eﬁ%rt
..................................................... '..I.‘....‘.‘.....:..........-............ »:..‘.{.f.....-....
4. There are two types of resources: ..M\ 1050. X% and .. IAR Y :

The Status Quo

Since m;nagement is a multidimensional activity and it has different
concepts, its current status among other fields of study is not so clear. For some
experts, it is seen as a science because it is based on some tested theories. Others
view management as an art since it needs creativity and innovation. Finally,
a third group call it a profession because it needs formal education. Each of
these views has its own version of the reality. In what follows, each view will
be explained in detail.

A 2L /’“ )"
Management as a science: Management as a science has a ?ystematlzed

body of knowledge, concepts and principles. Management deals with different
problems and issues by using quantitative models and decision-making
techniques to arrive at right decisions. As a science, management contains
concepts, hypothesis, theories, and experimentation to clarify the cause and

effect relationship between many facts or events.



Management is body of knowledge with theories, concepts, principles, and
functions that are systematically and logically analyzed. The theories related to
management are applicable and used in all types of organization. However, the

method may vary according to the situation of the organization and time.

All the managerial knowledge and practices are developed through various
observations and experiments that are based on research and experiment. This

makes management a social science not a pure science.

Management as an art: Management includes the activities of planning,
organizing, direction, decision-making, regulating, and integration of all
resources that requires special skill and art. It is believed that management is
the art of getting things done through others. Management enables a manager to

get things done through employees.

In some cases, managers should perform non-programmed and non-

&\ » routine work by using creativity and innovation. They must apply their interest,
ability, and skills for solving issues through decisions that need their creativity.

In such cases, managers must have both practical knowledge and theoretical

one to make creative and innovative decisions according to the situations.

Management as a profession: Management is a profession that needs
specialization. As a professional activity, managers should have academic
qualifications and personal qualifications. Management as a discipline

includes research, observation, and practice through formal education. At work,

e SRR R AR RRRRRRRR AR S

h|
B\




English for the Students of Management

\p 1P

managers must follow ethical codes in their practices since as members of a

professional organization they have responsibility towards society.
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1 Management is a discipline Wﬁfk different aspects
True ()  False O)

..................................................................................................................

2. Management cannot solve its problems w1th the scientific method

True ) False )

..................................................................................................................

o Gettmg things done thmagh others needs creativzg: and mﬁavat:on

True )  False O)

...................................................................................................................

4. For managing an organization professionally, experzence is more important
than academic qualifications.

True ()  False (%)
L. Complete the ollowing sentnces based n he prssge.

1. Management can be seen as a.. ; irrosny LRI

...................................................................................................................

2. The scientific methoa' helps managers to clarify relations
Releety.. . on

3. Management as a science is a .. v ‘sczem:e notgq... - 051,

4. Mana,gement as an art works with the managers’ and




Management vs. Administration

For some experts, there is another térm that can be used instead of
management. The term is “administration”. Some others think that management
is a wider term than administration and they have different functions. In what
follows, the three views about the relationship between management and
administration are presented.

oy &‘?35

Management and administration are synonymous: According to this view,
there is no distinction between management and administration. The only
difference is that management is a specialized activity used in social institutions

while administration is used in government sectors.

Management is a wider term than administration: Management experts of
UK claim that management is wider than administration and it includes higher
meaning than that of administration. In other words, management includes

administration and administration is just an implementing agency.

Management and administration are different functions: Based on this view,

$ administration has a thinking or determining function. It relates with formulation

of plans and objectives. It considers public opinion, government policies, social

HHAFe Erl
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and external factors for taking decisions. It is used in government sectors for
planning and organizing. Therefore, it is a top-level activity. Management,
however, has an executive function. It considers decisions influenced by values,

opinions, and beliefs. It is used in private sectors for directing and controlling.

Therefore, it is an operative level activity.

4 secrmns“..‘;...,.:... S State:. L covers . . i
lexcenringtill U Sapeanles o OIS T0l s

1. Thereis no fuli agreement about the relazmnshtp between management and

administration. ;
True ()  False ()

D R R R R P R S S R S S e

2. Administration is mostly used in public sectors.

True ()  False ()

...................................................................................................................

3. For the UK experts, management is a subcaz:egmy of administration.

True O False &)

..................................................................................................................

4 Based on the third view, administration happens before management

True () False (")

e e e ettt ettt ettt |
-

1. There are two sectors in every society: and

...................................................................................................................

...................................................................................................................

3 Bﬂsed on tf:&* thiﬁi view, planning happens in and executing
hﬂpperxs in

....................................................................................................................
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“ Exercises

1. Translate the following technical terms into Persian.

gnachieve la'tfivin / ?

torrgaeh sth shieeasollly ool v R R 3 -

- acquisilion | elon FiRRA L LR T R e o

e ProcesS aF gainnG S L. L s e U o

‘ administration /od mma'strefon/ : .'\ P‘
: managing a company s |

agency./ erdzansi/ ' ' - o -

a business that provides a particular service faneesnnn e

R e T T f o

: applicable /'a&plikebal/ o

sth that is related to a situation * honargl asaten acotosy °- ot

 assignment fo'samment ‘ o

APIPEEORWOk - e e e e R e e P= -t

authori't"y i eraty T A S SRR e o

oL e R O R R e o

T S .H i—g

budget /'badzst/ P
the money that is available to an organization 0 s :

........................ o

competency /' ka:mpstonsi/ 8- -ﬂq
the'abiliytodasthwell: > = ' oV G R R e e |

e el
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| “(.:om onent /k;m’ ounant/
1’ o 2 : e
_ apart of sth
| ';Q e
& ® e alORMOWISTBISIE = o S s
o SR L G e
=9 coordination / kow 9:da'nexfen/
@ -
"—Q the organization of people or things ~ i... seemeesesenaies
' 4 “é .‘)rre(;tive /ka, .':ék{I"\‘/'/ ........ R
'* intended to make sth nght iR Rt
o e s
o the ability to make new things or ideas L
@ | SN s :‘
& ) delegation / dels'gerfan/
&~ PN the process of giving power to someone else
o
.,_-Q i department /d1'pa:rtmant /
. a part of a company
S _
.—"Q : deviation / divi'etfon/ :
.—,—Q a difference from what is acceptable T
o direct /dr'rekt/ :
o to control or guide o
- R B
& N duty / du:ti/ :
* ; an ob[igaﬁon ......................
.—"Q- .............................................. :
._,Q efficiency /1'frfensi/
- N the quality of doing sth welf ......................
.—“Q "é'r.ﬁployee /Ir.r.;'.ploxi:-/ """""" .
ker Sidiiah g o
._._Q a worl
P = Bl s
.—*ﬂ the people and things that are around you ----------------------
@ R
:: A evaluate /1 veeljuert/ :
oo to assess ......................
C e R YA
o
o
)




execute /'eksakju:t/ ; :
to implement : S s

formulate / fo:rmjulert/
fo develop sth suchasaplan i

function /'fankfen/
Hiciwle that shiorsthplayst 7 il

goal lgovl/ :
BN BT o e e e S S B | R S R g s D

implement /'tmplomen/
folakeractionsio s o Tt i e R Re e e e e e

innovation / ina'verfen/
a new idea

institution / st 'tu:fen/
SEldrge crpanizalion R R

integration / inte greifan/ :
the combining of two or more things e

leadership /'li:derfip/
the position of being the leader ofa group e

maintenance /'meintonans/

the act of keeping Sth s
.mr.r.\“anagerﬁént /‘rﬂéégxdsmant/ ................................
the activity of controlling and organizing the work i i
monitor /'maneter/ .
: to carefully watch and check a situation ----------- seeesnenees

..........

", i motivate / moutovert/ :
:  to make sb willing to work hard e

objective /ob'dzektiv/ :
: agoal R

|t

TR
|
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 organization /,0:rgena ‘zexfon/

a company

............

'organize /'2:rgenaiz/
fo arrange

performance /pa‘forrmans/
the act of doing a piece of work

......................

principle /'prinsepsl/ '
the basic idea

.....

profession /pre‘fefen/
a job that needs a high level of education

......................

public /' pablzk/
ordinary people in a country

qualification /. kwa:ltfa kezfon/
a skill or personal quality

......................

recruit /rI'krurzt/ »
to find new people to work in a company

regulating /'regjslertin/
controlling an activity by rules

......................

‘resource Iri:sb:rs/
all the money, property, skills available to use

responsibility /i1 spa:nse’ bilati/
a duty

......................

sector /'sektor/
a part of an area of activity

specialization /. spefole'zefon/
expertise

......................

staff (v) Isteef/
to provide the workers for an organization

.......................




{status fstertes/

. the current situation

.............

subordinatey /sa'bo:rdenat/
in a less important position

B i

supervise /'su:parvaiz/
to be in charge of an activity or person

......................

one extra item in column B for each set.

2. Match the items in column A with the items in column B. There is

Column A

Column B

1) direct ( )

2) authority ( )
3) department ( )
4) objective ( )

5) acquisition ( )

6) assignment ( )

a. a section in an organization
b. an aim

c. the act of gaining sth

d. a duty sb must do

e. to control sth

f. to hire sb for a specific job

g. the people in charge of a company

Column A

. Column B

1) evaluate ( )

2) component ( )

3) status ()

HHATESERl

a. the position of a person in a firm
b. sb who is paid to work

c. to judge how good sth is

TTTTRTTRPRRTROLR LR LRY
1313111331311 1331111122211r




o English for the Students of Management

.....

4) execute ( ) d. to be the reason why sb does sth
5) employee ( ) e. to do sth that has been carefully planned

6) implement ( ) f. a part of a whole

g. to make changes that officially decided

is 3 3. Fill in the blanks with the given words. There is one extra word in

each set.

1
management / staff / organization / resources / budget / department / recruit i
|

|
y

1. She needs to develop her ........ccocvvuvenn.... skills.
2. Vera works in the public relations ................. .
.3. Government cuts in the defense .............. means a loss of 2000 jobs.
/4. Thisbig ................ employs its own legal experts.
5. Franklin funs 8 coce s onmeneene consulting firm.

- 6. The company had no financial ................. for hiring new staff.

1
profession / motivate / subordinate / leadership / deviation / environment / sector I
: _

I, Women holdonly .........0000ns positions in the military forces.
-2. The company had failed to provide asafe ..................... for its workers.
3. The main source of work here is public.................... employment.

4. Many graduates can enter accounting .................o.......... now.

6. This plan has been designed to ..................... the staff to work hard.

—

e—

e—" 5. He took office in January and quickly established his............... style
e—

o—"

—
o

—




- Principles of Management

Principles of
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Objectives

In this unit, you will learn briefly about the:
~ = the nature and importance of management principles
® Taylor’s scientific principles of management
= principles of scientific management
» Fayol’s administrative management theory
» Max Weber's principle of bureaucratic theory
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“ Principles of Management

Nature of Principles in Management

A principle is defined as a rule or belie

that governs personal behaviors. It is a truth tha

serves as the foundation for a system of beliefs or

behaviors. It is also a fundamental statement tha

establishes a cause and effect relationship between two or more variables.
There are two types of principles: descriptive principles and prescriptive
principles. Descriptive principles describe the relationship between variables

and prescriptive principles indicate what a person should do to achieve his goals.

environment. Therefore, they cannot be viewed as final truth. Management
principles are relative and are applied according to the needs of a particular
organization. In fact, principles should be applied according to the needs,

places, periods of time, and social culture.

—
—
e
—
oo
—
—
; : In management, principles are flexible and change with changes in
—"
—
—
—
—
—
—
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: 1. Our behaviors and beliefs determine our principles.

| True ;)  False (®

2. Descriptive principles determine what is and prescriptive ones determines|
what should be.

13.In managemena principles are written once and for all.
| True ()  False ®

‘III;. Complete the following sentences based on the passage.
| 1. Principles determine our and

.....................................................................................................................

....... , and

Importance of Principles of Management

Like any other fields, principles play a very important role in any
organization. The following are the main reasons that highlight the importance

of the principles in management:

Improving efficiency of managers: Management principles provide
guidelines for doing work with greater efficiency. These principles help
managers to take a more realistic view of different managerial problems and to

direct human behavior effectively

Improving the art of management: Management principles improve the art

of management by suggesting how things should be done to get good results in

TN
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é.n efficient manner. These principles provide a means of organizing knowledge

and experience in management.

Promoting further research: The network of management principles

represents a key area for doing research studies. These principles provide the

organization with new ideas, imagination, and vision.

Training managers: Management principles provide a conceptual

framework for systematic training and development of future managers. New

techniques of management training make training programs more meaningful

and efficient.

Evaluating the managers: Management principles prescribe what one

(=

IR AR AR RRRRRINOY

%

should do to improve things in some ways. These principles attempt to prescribe

and evaluate the behavior of the managers of the organization.

1d a synonym for each of the following items in the passage.

Z Management prlnaples Jj ust provzde knowledge not the requzred experience.

True () False ()




Trqe @ False O

,and

....................................................................................................................
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4, Management principles have both descriptive and roles.

Taylor’s Scientific Principles of Management

Scientific management concept: The concept of "scientific management"
is one of the principles of management that was suggested by the father of
management, Fredrick Taylor. When Tylor was working in a steel company,

he noticed that there were much disorder and wastage of resources at his work

»4‘ place. The managers and staff had no concept about systematic and efficient
performance of task and all were following traditional ways of doing work.
Therefore, he tried to remove these problems through the development of

new concept. Thus the scientific management concept was developed. His

contributions are as follows.

1. Scientific task setting: Taylor observed that the management did not

know exactly the volume of work that was to be performed by the workers
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during a fixed period of time, working day. He proposed “scientific task setting”

to make a worker do a quantity of work in a working day.

2. Differential payment system: Under this system, workers were paid
based on their efficiency and productivity. This system made the workers try
more to raise the standard of their output, to perform more tasks than before,

and to use the waste time.

3. Scientific recruiting and training: Staff and workers should be selected
and employed on a scientific basis. Management should develop and train
workers by providing proper knowledge and training to increase their skills and

make them effective.

4. Economy: An efficient cost accounting system should be followed to

control the costs and minimize or eliminate the wastage.

5. Mental revolution: Taylor argued that both management and workers

should try to understand each other instead of quarreling for profits and benefits.

Rl e Pl e bl Aoold- S »
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1. Fredrick Taylor was a person who ﬁrst started the science of management.

True @ False O)

..................................................................................................................

A Scientifie task setting is qualitative in nature.

True ()  False ()

R PR R PR R R R R R R R F R R R P F R R R TR R R R R E R R R R R R R T R R R R R

3. Differential payment system motivates managers to make staff work.

True ()  False O

4. The purpose of scientific recruitment is increasing the number of staff.
True ()  False () oL
....................................................... I S U A VRN K o o H ¥ R et e PR

5. Mental revolution for Tayfnr meant mutual undersmndmg between managers
and workers. .
True ) False O : : .

» the following sentences based on the passage,

1. The two elements of scientific tas:‘f settxng are .M. af the work and

gun‘r(x"f‘?

..........................

2. The purpose of dzﬂ”erentzai payment system is mcreasmg
and s :

...........................................................................................

....................................................................................................................

3. The purposes of every efficient cost accoantzng system are
and

....................................................................................................................

4. By mental revolution, Taylor propased instead of thinking

of personal

Principles of Scientific Management
The principles of scientific management can be stated in this way:

1. Replacing the Mumb with science: This principle requires the
e & —-(J:‘”,Zj/ Ll
scientific study and analysis of each element of job. For example, the scientific

selection of employees requires that they are selected based on facts rather than

Ll

]
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on opinions and beliefs.

2. Harmony in group activities: Taylor has emphasized harmony among
employees and employer to reach common goals instead of fighting for more
P

profits.
3. Cooperation: Cooperation between management and staff is the major

foundation of scientific management. It creates a sense of mutuality through

which maximum profit can be guaranteed.

4. Development of employees: Personnel management must be backed up
by scientific selection of employees and proper training. Efforts should be made

to develop each employee to achieve efficiency and prosperity.

5. Maximum output: Taylor was more concerned about continuous increase

in production and productivity by using resources properly to bring higher

profits and better benefits to the employer and employees.

1 the nacgaoe
] ASS AT

i@ needs e D e s & foruSed oRG o

...................................................................................................................

St Somain O mafes. . ik
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Liloworriedss sonin il 0 vowstopisei i

[ recruitment is an element of a job.
False O




2. Fighting for more profit is a common goal of an organization.
True )  False ()

[ pmem af persanne! goes be*yond their recruitment.

\'l‘ruej. False O

4. Maximum output Is ;ust beneficial to empioyees

True () False (®

4. For maximum output, Y€ 5$60.Ce2 chould be used.. /7# 4370@ G

«r! Copp
Fayol’s Administrative Management Theory
Henry Fayol was an industrialist who developed the administrative theory.
He is also known as father of general management. In 1928, he published his
classic book on general and industrial administration, which explained the first
complete theory of management. He emphasized some principles of general

management that are presented below:

1. Division of work: This principle focuses on dividing the total task into
some parts and allocating them to different individuals to promote specialization

and efficiency in both technical and managerial levels.

xxxxxxxxvxzw
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2. Authority and responsibility: Authority means to give order whereas

responsibility means obligations to perform work in the directed and desired

manner. Authority and responsibility are co-existed and lead to responsive

behavior and efficiency.

—
—9 st
_1 o -9 3. Discipline: Discipline implies obedience, respect, and regulations that
F ‘-’“ are necessary for running the organizations, supervising the staff, and having a
o0
i ; system of reward and punishment.
f *-‘
/ : E 4. Unity of command: Subordinates should receive orders from a single
;L '_—Q ‘'superior at a time and all subordinates should be accountable to that superior.
|
‘ .’—. More superiors leads to confusion, delay and so on.
o—
i o * 5. Unity of direction: One plan must be formulated for a group of activities.
Y It guarantees that the efforts of the manager and the staff are directed towards
.——. achievement of a common goal. -
o—*
y .——. 6. eSpirit de corps : This term includes two principles, namely union is
. o . strength and team spirit is the most essential factor. There should be cooperation
1S * —‘ p
it P D and teamwork among members of the organization. The managers should
o .—_Q always try to ensure harmony among the subordinates.
o— |
—
o—*
n ﬂ“
.-BQ
o—*

i
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I 4. mecessary: ..o 15. guarantee:.......

1. Division of work leads to personnel’s specialization.
True (& False O

responsibility are gvmr;ymw&

'I‘rue O False ()

.................................................................................... R R R R R R SRR R R R R

3. Dzsczphne hasa negatwe meaning.

True ()  False (o

..................................................................................................................

4.4l Snperm?s should be accountable to just one subordinate.
True () False ®

1. Division of work means ;{4 ,;,L;\Aj...of a part of a complete task to individuals
based onitheln.. ..o
Zi Respaﬂswe behaviors are fize results O o an—é :
Ao—
3. Unity of command prevents ... nnd ..........
4. eSpirit de corps includes .téc.p;ﬁnmpies Df i and’ .......

7. Equity: Subordinates should be treated with justice, equity, and kindness
é L u),.; ,,d/
so that there cannot be nepotlsm and favoritism in selection of workers to

TITTITIITIeeeeneeeeeeeeeess

L 1 Y 1 %

promote friendly environment among subordinates, and between superiors and

subordinates.

2T911
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8. Centralization: It implies concentration of authority at the top level.
Centralization and decentralization should be correctly decided.

e ‘\‘{ ) ‘84

9. Scalar chain. 1t refers to chain of superiors ranging from the top ranks
to low ranks in an organization. It determines the clear line of authority from top

to bottom that links managers at all levels.

10. Order: 1t refers to arrangement of resources in the organization. It
implies right place for everything and focuses on proper use of physical, natural,
capital, and organizational resources.

/Lé 7N

11. Stability of tenure: It takes time to learn and get a job. Therefore,

reasonable time should be provided for all employees for getting better results.

Stability of employees promotes teamwork and loyalty to the organization.

12. Initiative: It means eagerness to start action without being asked to do
so. It is a powerful motivator of human behavior and is a source of strength for

the organization.

13. Payment: Payment to employees should be reasonable. Management
must ensure a fair reward for the work and decide the equitable method of

calculating wages.

14. Superiority of organizational interest: Personal interest must be
discarded and general interest must be maintained since organization's interest

can lead to individual's interest.




Sis Strangt

- . . s s s e s a e

1. Nepotismor favoritism creates a friendly environment among the subordinates.

True() False )

..................................................................... SRS eAdiaeseeviisiuaisianseiecaessaarsss

2. Scalar chain is the chain af sapenom razggmg ﬁ'am low m top.
True O False O

R R R R R R R R R R R R R R R R R R R R R R R e S D s

3. "Order” refers to the command glven by the supenors

True () False O

.................................................................. S E B AeAAd4eeantaneeaaaeecesatsiar st us

4, Personal interest guamntees organization's interest.

True () False@ : : e i |

1. The practice of unfazr[y giving the best jobs to members of your family is
called ......... St 2

....................................................................... S e eNesenetrseedsiaaaaaeates sk ataaas

2. Centralization is tﬁe reverse process to i

L A i R R R e ke xR R AR AR R AR R KRR R B R R e S e R S R R DR Ceveaiaens

"Order is mostly related to the ;

..................................................................................................................

.................................................................................................................

5 The wrllmgness to take acaon w:thout waiting for someone to teII you is
calledesc. o .
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Max Weber's Principle of Bureaucratic Theory

Max Weber, the German sociologist, suggested a theory related to
authority structure and relations - principle of bureaucracy. According to him,
bureaucracy is the formal system of organization and administration that is
designed to ensure efficiency and effectiveness. He suggested an ideal model
for management as bureaucratic approach. In a book, he explained the basic

principles of bureaucracy as:

1. Job specialization: Jobs are divided into simple, routine, and fixed

category based on competence and functional specialization.

2. Authority hierarchy: Officers are organized in a hierarchy in which

higher officers control lower position holders, i.e. superiors control subordinates.

3. Formal selection: All organizational members are to be selected based ’
on technical qualifications and competence demonstrated by training, education,

or formal examination.

4. Formal rules and regulations: To ensure uniformity and to regulate
actions of employees, managers must depend heavily upon formal organizational

rules and regulations.

3. Impersonality: Rules and controls are applied uniformly, avoiding
involvement with personalities and preferences of employees. Nepotism and

favoritism are not preferred.




1. The purpose of bureaucracy is ejjiciency.

True O False ()

................. P i S S R R R R RN R TR R R TR R R REE R R RETE R TR ERRER R XK

2 ’I?tere are no criteria for assigning work to tﬁe staffs.
TrueO) False O

R R e R R R R R R R R LR R R ERR SRR R B R R R R R e R R R R R R feasaresesen

3. Rules and regulations reguiate thesmembers' actions.
Trzz() False O
4 Impersonak}y means nepoasm and favﬂmmm ;

True() False )

........

1. Max Weber's theory is called

.............................................................................................. Aessseesearaenaataes

2. Subdivisions of a whole tasks are : and s A

.................................................................................................................

3. A system of organization in whzch people or thmgs are dzvrded into levels of
importance is called a

4 Thepersomxels quaty’zcas;ansare elamfied based on ’
and. :
5, The ratlonale of organizational rules and reguiatzons areias. ey D
o e Nsierasns ,A«;.,;,};N}x'w}ﬂ
6. Having a preférenee fsr certam empl@yees tS sﬁ?fed EE s
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4 Exercises
1. Translate the following technical terms into Persian.
New Word , Pronunciation, & Definition Translation

responsible for sth

the work of checking financial accounts

administrative /ed ministrertiv/
relating to managing a company

accountable /3 kauntsbal/

i accounting /a‘kaunﬁn/

.......................

benefit /'benifit/
exira money that you get as part of your job

bureaucracy /bju 'ra:krasi/

a complicated official system-

......................

bureaucratic /. bjura'ki’aetxld
involving a ot of complicated official rules

........................................................................................................

conceptual /kan'septfusl/
based on ideas

cooperation /kou, a:ps 'rexfon/
working with each other

cost /kp:st/
expense




culture /'kaltfar/
the beliefs accepted by people in a society

decentralization /di: sentrale'zerfon/
moving from a central place

......................

descriptivé /d1"skriptiv/
giving a description of sth

discipline /'distplen/
contmfkng peopies behavxors

......................

effectwely /1 fektIvh/
in a way that produces good resuit

efficient /1’ fifont/
without wastmg time, money, or energy

......................

‘element 1 elxment/
one part of a whole system, plan, or piece of work

employ im'ploy/
fo pay sb to work for you

.......

......................

employer /im plozar/

a person who works for a company

equity ['ekwrti/

a situation in which all people are treatéd equally

......................

experience /Ik'spxﬁéﬁs/
knowledge or skill that you gain from doing a job

favoritism ['ferveritizem/
Ireating one person better than others

field /fi-ld/

a subject of study or an area of activity

...............

foundation ffaun’derfon/
a basic idea or principle that sth develops from

......................

Q‘—-
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&1
1
1
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1
-1
-1
-
-2
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guideline / gaidiain/

rules or instructions about the best way to do sth ----------------------
o onylhurmem T —
wamdngtogether without fighting 0 i e

B P

hierarchy / harra:rki/ :
a system of organization based on levels of importance B

B |
i faimess in the way people are treated foreen,

E_ona“y o R R R DR e S S
:  the quality of being faithful

{ managerial / maena ' dzrisl/ :
: relating to the job of a manager f e,

order /'a:rder/ E
: sequence e,

personnel / parso ' nel/ :
the people who work in a company ECaesnat T

prescriptive /prr skriptiv/ :
saying how sth should or must be done St

productivity / pra:dak’'tiveti/ :
the rate at which goods are produced ---------------------




:“éunishment [ panzfmant/

profit /'pro:fIt./

money that you gain by selling things or doing business

i promote /pro’mout/
i to help sth to develop or increase

pmsperié‘;r /pra: sperati/

when people have everything needed for a good life

sth that is done as a fine

.......................

guantity /' kwa:ntzti/
an amount of sth

rank /reenk/

the level that sb holds in an organization

......................

recruit /i1 kru:t/
to find new people to work in a company

regulation / regju’lezfen/
an official rule or order

......................

relationship /r1’lexfenfip/
the way in which two or more things are connected

responsive /rr'spa:nsiv/
responsible

reward /rz wo:rd/
prize

spirit /' sparzt/
the way sb feels at a particular time

.....................................................................................

......................

......................................

......................

stability /ste bilxti/
the condition of being steady

stall (n) Isteef/
the people who work for an organization

.....................................

.......................

L\}Hﬁ"’\-’r\-‘rﬁ’f’f"%HHHHH%HXﬂm
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task /teesk/
a piece of work that must be done

tenure /'tenjuar/
the period of time when sb has an important job

train /tren/
to teach sb the skills of a particular job

variable /'verisbal/
likely to change often

........................................

vision /'vizan/
the ability to see the future

volume‘;;vazijem/
the total amount of sth

......................

wastage /'weistrdz/
useless things remaining after use

2. Match the items in column A with the items in column B. There is

one extra item in column B for each set.

: —
! 1

‘ [ ;

§ Column A | Column B

1) bureaucracy (Ql) a. controlling others to obey the rules

2) cooperation (=) | b. treating people fairly

3) discipline (3.) ¢. instructions about the best way to do sth

| 4) equity (1) d. a complicated official system with a lot of rules
5) favoritism (9) e. to teach sb the skills of a particular job

6) guidelines(< ) f. working together to achieve a common goal

| g. treating a person better than others unfairly




1) loyalty (ij) a. the production rate in relation to time and work

2) nepotism (a() b. the way sb feelsin a particular time

3) productivity (¢) | ¢. the ability to see sth before it happens

4) spirit (b) d. the act of give a job to some people unfairly
5) tenure ) e. an official rule or order
6) vision (<) f. the time when sb has an important job

g. the state of remaining faithful to sth

3. Fill in the blanks with the given words. There is one extra word in

each set.

/ interest \‘

1. A company trusts its employees and have an open COrporate ........coeeeeeee ;

2 The exhibition has generated a great deal OF sissovssssamasinerrnns .

- 3. For twelve years, he held various ........coeevcecenns posts in the organization..
4. We must work towards the more ..........ceeeeieieee use of all human resources.
5. Solving the problem requires @ .......ocovweeerenees framework.

6. There are so many theories in the ..o of management.

=

1. Employers have an ........cooevinennns to treat all employees equally.

Heerl
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>2. Helen was .....cccccveeeeeenee. to senior manager last month.

3. Because of its high .......cccen.e. of sales, the company can keep prices low.
<4. Your work has improved in ..........ccoceeuue. and quality this term.

5. He was supposed to make ..........ccocveenuee.. of $250 a month.

6. Under the new ........ccccceeunn. , all staff must have safety training.




