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UNIT I

Chapter 1 : Introduction to Management Concepts and

Managerial Skills 1-1 to 1-52

Syllabus : Definitions of management, role and importance of
management. Management characteristics and principles, levels of
management and their functions; management, administration and
organization, relation between management and administration.
Functions of management : Planning, organizing, leading/directing,
staffing and controlling. Types of planning and steps in planning.
Types of organization, steps in organizing. Functional areas of
management. Managerial skills.
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Chapter 2: Planning and Organizing at

Supervisory Level 2-1 to 2-30

Syllabus :

Planning at supervisory level : Planning by supervisor. Planning
activities, detailing and following of each step. Prescribing
standard forms for various activities. Budgeting for materials
and manpower.
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Directing at supervisory level

Needs for directions and

instructions to subordinates; Completeness and feasibilities of
instructions Personal counseling advanced predictions of possible
mistakes. Elaborating decisions, laying disciplinary standards in
overall working.

Controlling at

supervisory level Managerial control;

Understanding team and link between various departments in
respect of process and quality standards; Steps in control process.
Controlling methods; Control over the performance in respect of

quality, quantity of production, time and cost. Measuring
performance, comparing with standards, correcting unfavorable
deviations.
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