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1. The Public organization and the Private organization
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1. Management 2. First — Line Managers 3. Middle Managers

4. Top managers
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1. Functional mangers 2. General managers 3. management level and skills
4. Robert L. Kata 5. Conceptual sKills 6. Human skills
7. Technical skills



www.collegeprozheh.ir

Cupda g oljle gl gl OV pu SSb y Leal)

o e sl oo sl
\
EPI \ N\ sbole
N \
(e p2d \ \ S
\ N
b 5k \\ sbo,le \\
> 3l Sl le \
—_— - \ \
Flbes <y pte - S \\ \

Glissgpr s ,lge 5 Copde iy oo dail)

rke S Ay by

e bleyla cgpanl i St ) e bl aadsy e Ll B e e 8 e il
il g b 1S e Ll Olagan [ WOl Olpte ity 5 550 hlize Loyl pn b aals s ool . 0,58 5 (5,
b b olsle Glaal o

O S ol iz (5 28 058 3L L oy Lol aabs jler Olpte () e 5la 28
3 i S s (6 5o 5y e ST el 03 SRS ey a5 Gasd aS e ()18, 51 o)be
‘ et ) e s DL i a Mt 5 0l plowit Oy e (gla 2 o))
M bl sla i)

:k:,;..d‘Qiﬁhdhﬂdﬁdb?}tﬁwj‘cﬁm‘)l

9345 (& a8 o rh Ol tams plin O gy 1y Sl 125 Gy a7 Sl 5 2B (i
w3 )13 o o e Ol g8 ) el LS WS (6l e S pn S8 3 g Qs ) s 8

S sl D3l 53 Dajlen ) pealiindd po oyl pail e iy 53 eSS

o el gl o Ols ) slaclls g;i-“‘*-‘ 3 e wd s el O, B (o
' et ol Golal

oS sl Ol 5 2 B30 g0 e Sloa slasl b e blsjb e by (18 o) Okl 25 (2
(A3 s Srplin gy Dl e s sl g Gyl Ol o ga s O cylem Ll
ad gl ol e JELS s e 0L e

1. Managers Role 2. inlerpet‘sonal Role 3. Figurehead Role

4. Leader ship Role 5. Liasion Role
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1. Informational Roles 2. Disseminator Role 3. Spoke person Role
4. Decisional Role 5. Entre preneur Role 6. Disturbance Handler Role

7. Resource allocator Role 8. Negotiator Role 9. Organization and environment
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1. Direct — action element 2. Indirect — action element
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1. Scientific management approch 2. Time and motion studies

3. Functional ~ formanship
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1. Individual incentive 2. Administrative management theory
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1. Division of labor 2. Authority 3. Discipline
4. Unity of command 5. Unity of direction
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1. Proiarity of public interest over individual interest 2. Compensation
3. Centralization 4. Scalar chain 5. Order
6. Equity 7. Stability of job and staff 8. Intiative

! 9. Espirit of work group 10. Bureaucratic management theory
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1. Decision making tools
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1. Group Decision making
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1. Techniques for group Decision making 2. Brain stroming

3. Nominal group 4. Delphi technique 5. Electronic meeting
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L. Process of planning 2. Organizational mission
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1. Organizational goals 2. Level of objectives 3. Official goals
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L. Dimensions of plans 2. Levels of plans 3. Strategic plans
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1. Tactical plans 2. Operational plans 3. Planning time frames

4. Longterm planning 5. Intermidiat range planning 6. Short range planning
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1. Single use plans 2. Program 3. Projcet
4. Contingency plans 5. Responsibility for planning 6. Planning specialist
7.Staff 8. Planning task force
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1. Effective planning 2. Management by objectives (MBO)

3. Advantages and disadvantages
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1. Planning tools 2. Forecasting 3. Scheduling
4. Time scheduling S. Gantt chart

6. Program Evaluation and Review technique
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1. Event 2. Activity 3. Critical path
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L. Division of labor 2. Departmentalization 3. Hierarchy

4. Coordination 5. Organizational structure 6. Formal and infromal structure
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1. Departmentalization of production
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1. Departimantalization of territory or geography
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1. Spun of control 2. span of management control

3. Chain of command 4. Span of contro}
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1. Compexity of work 2. Standardition of work 3. Skill level

4. management support 5. Location of employees 6. Non supervisory activities
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1. Unity of command 2. Scalar principle
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1. Authority 2. Power resources 3. Reward power

4. Coercive power
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1. Legitimate power 2. Expert power 3. Referent power
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1. Decentralization 2. Centralization
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1. Line 2. Staff
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1. General Staff 2. Personal staff 3. Special staft
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1. Contemporary views of motivation
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1. Contend theories of motivation 2. Maslow’s hirarchy of needs

3. Physiological needs 4. Safty needs
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1. Social needs (affiliation need) 2. Esteem needs
3. Self acualization needs 4. Existance needs 5. Relatedness needs

6. Growth needs
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1. Hygiene factors 2. Motivation factors 3. Needs of achievement

4. Needs of affiliation S. Needs of power
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1. Transformational leader ship 2. Transactional leader ship

3. Charismatic Leader ship 4. Inspirational leader ship
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1. Communication process 2. Message 3. Reciver — Decoder

4. Formal organizational communication
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1. Informal organizational communication
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1. Strategic control ? Tartinal ranteal



WWW. i
ww.collegeprozheh.ir S | s

<yl a/,.i/-f

it s 50 3 e 4 o Kokl 28 28 b o e st 1) Kkl s (A
FERTENPPIWIK AP JPCIPION P TY S SRS S s S8 ol 23 S e 0
pulay Jilo 4 5 olaladl (el U8 ol 5 5 pliie s i ol 4 33,5 0 o g Laosls Ll
RO, W RN Y

Sl p&an 0,28 s o 08 plrsl Jl 3 1l 455 53 g0 Ll Sl O olejps J 8 (o
S S o st S Jom 103 iy 4SS ) SASCEe h5 n p pa 033 Sl (5
el e cﬂ_l‘.‘\.\a‘i@b)r&

ol 3 T n oy a8 a5y oS et S8y il 355 4wy 10 K 8 U5 (2
AL e ok s slas it Gllas 4555 8 Joolo Gliaabl 65 55 g0 J 1S Ol eoliw J 2S5

b Olagan 5 Kisad S zS p cge 33 KazddS J 28 oS ol s b

lacbas Gimi )o Sl y gla M b KK 05l oo pmn SNl J S g ot o3
Bl ctas 0L aily 3 ,Shae b o liliad (6 paisin M5 4205 8108 e oal b Ol sl
il 0 ol s g 53 (S0 oS ol

S50 5B )y diyla sl L5 053 QLSS ity (35800 oo g il 5 on RS 4238 J 28 0
S alp 1y SNl b K28 U528 5 il s iy LBl 5 g 5 Sl

ol 1 J 528 Sla 0t Sl g

O3y oK 4 juiea 5 B30 SleNbl Lzl LS)JTC‘-? JYRUITIN QUSTRVI R I Copo
it 20 SIS ol 05 g s ¥ g3 mi ol 537 ol gt sl e 28 p1K 4 A
S pdyillanil oy AL Lot B solasil s 51l 028 et S 4 g e oF S eslasl 2B
JRPEICIR PO N IR K SR RTINS JELGPIPNY REICH g SPup 3 VR JE ERON
el ol (ghyord Y eliziad e p 28T Sl
SIS Ll glajer 4

(a3 S) LBl i) 3l pe Ll g5 e QLSS S8 gl e s 0L S SLS)S )
Ltk o Slas sl samty e 2igal cpims g gt s e 5 S0 it b et
' (Sl Koy o baj

1. Feed forward control 2. Concurrent control 3. Feed back control
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1. Control technique 2. Statistical inputs 3. Special reports and anuylysis

4. Operational audit
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1. Information systems 2. Computer Bused on Information System
3. Transaction — Processing System
4. Management Information System

5. Decision Support and exicutive information System
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