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Unit one
Management and organizations
cilalaiall g 5 laY)
1. Introduction to Management and Organizations:

Management is the process of planning, organizing, directing, and
controlling _resources (people, finances, materials) to achieve
organizational goals effectively and efficiently. Organizations, on the
other hand, are entities that bring together individuals with diverse skills
and resources to achieve common objectives.
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1.1: Types of Managers:
Managers can be classified into three levels:
il g A ) G tal) gl ¢Sy 281 gl £ i
A. Top-level managers:

These executives are responsible for setting the overall direction
of the organization. They make decisions that affect the entire
organization and are focused on long-term goals.
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B. Middle-level managers:

These managers bridge the gap between top-level and lower-
level managers. They implement the policies set by top-level
management and supervise lower-level managers.

sl (s siall o o) paall G s sadll Jay el jaadl 6V 58 ashy ;o g¥) (5 glal) 8 £) jaal)
sl (s sindl e 3laY) Laasd ) clubdl ¢san SV sl e el
) sl e el jaadll e o8 5dn

Page 2 of 51



C. Front-line managers:

Also known as first-line or supervisory managers, they directly
oversee the work of non-managerial employees. They are
responsible for day-to-day operations.
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1.2: Organizational Structures:

Organizations can have different structures, depending on their goals
and activities:
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A. Functional Structure: Organized by functions (e.g., marketing,

finance, operations), suitable for small to medium-sized
organizations.
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B. Divisional Structure: Organized by product, market, or geographic
area. It's common in larger organizations with diverse product lines
or markets.
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C. Matrix Structure: Combines elements of functional and divisional
structures, allowing for more flexibility and communication.
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D. Flat Structure: Few levels of hierarchy, promoting quick decision-
making and open communication.
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E. Hierarchical Structure: Multiple levels of management and a clear
chain of command, common in traditional organizations.
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1.3: Importance of Management and Organizations: claiial g sy il

A. Achieving Goals: Management provides a systematic approach to
achieving organizational goals. Through planning, organizing,
leading, and controlling, managers ensure that resources are utilized
efficiently to meet objectives.
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B. Optimal Resource Utilization: Effective management ensures that
resources, including human capital, financial assets, and time, are
used efficiently. This leads to cost reduction, increased productivity,
and improved profitability.
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C. Adaptability and Innovation: In a rapidly changing business
environment, management helps organizations adapt to new
challenges and encourages innovation. Skilled managers foster a
culture of creativity and continuous improvement.
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D. Employees Motivation and Satisfaction: Good management is
essential for creating a positive work environment. Effective
leadership inspires employees, boosts morale, and enhances job
satisfaction. This, in turn, leads to higher productivity and employee
retention.
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E. Risk Management: Every organization faces risks, whether external or

internal. Management helps identify, assess, and mitigate risks, ensuring the
organization is better prepared to handle uncertainties and challenges.
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F. Organizational Efficiency and Effectiveness: il ddlad g 3slis
I. Efficiency: Management practices contribute to organizational
efficiency by streamlining processes, eliminating redundancy, and
optimizing workflows. This results in cost savings and higher
output with the same or fewer resources.
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Il. Effectiveness: Management ensures that the organization is not
only doing things right but also doing the right things. It aligns
activities with organizational goals, maximizing the impact of
efforts towards achieving the desired outcomes.
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ii. Coordination and Communication: Organizations are complex
entities with various departments and functions. Management
establishes clear communication channels and coordination
mechanisms, preventing misunderstandings and promoting
synergy.
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G. Continuous Improvement and Adaptability: 4Ly jaicall ¢l
sl e
I. Continuous Improvement: Management fosters a culture of
continuous improvement. Through feedback mechanisms and
performance evaluations, organizations can identify areas for
enhancement and strive for excellence.
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Il. Adaptability: The business landscape is dynamic, with
technological advancements and market shifts. Management
ensures that organizations remain adaptable, embracing change
rather than resisting it.
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In conclusion,

management and organizations are inseparable elements of the modern
socio-economic landscape. Effective management practices are not only
crucial for organizational success but also contribute significantly to
broader societal development. They shape the way businesses operate,
innovate, and impact the world around them.
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Unit Two
Functions of Management

The functions of management are fundamental principles that guide
the planning, organizing, leading, and controlling of an organization's
resources to achieve its goals. These functions, often referred to as the P-
O-L-C framework, are crucial for effective and efficient organizational
performance. There are four primary functions of management:
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2.1 Planning: luhas

. Definition: Planning involves setting objectives, identifying courses
of action, and determining the resources needed to achieve
organizational goals.

. Key Activities: Establishing goals, developing strategies, creating
plans, and outlining tasks.

. Importance: Planning provides a roadmap for the organization,
helping it allocate resources effectively, anticipate challenges, and
work towards a common purpose.
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2.2 Organizing: aail)

. Definition: organizing is about arranging resources and tasks to
implement the plan successfully. It includes creating structures,
allocating responsibilities, and coordinating activities.

oanadiy (JSha L) Jady Flady ddasl) 2wl aleall g ) sall cadi iy andasill (Blaty sy )

. Key Activities: Assigning tasks, grouping activities, allocating

resources, and establishing the hierarchy and structure of the
organization.

Aalaidl)

. Importance: Effective organizing ensures efficient resource

utilization, clarifies roles and responsibilities, and enhances
communication within the organization.
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2.3 Leading (or Directing): (4ssi gf) sauay

. Definition: Leading is the process of influencing and motivating
individuals to contribute their best towards the achievement of
organizational goals.
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. Key Activities: Motivating employees, providing guidance, resolving
conflicts, and making decisions.
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. Importance: Leadership is crucial for creating a positive work

environment, fostering employee commitment, and ensuring that
individuals are aligned with the organization's vision and values.
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2.4 Controlling: (psaa) 48

. Definition: Controlling involves monitoring, evaluating, and
adjusting organizational activities to ensure that goals are achieved,

alaal) (Giaat Glacal dadaiil) AVl Jana g i g 481 e aSadll ey sy )

. Key Activities: Setting performance standards, measuring progress,
comparing actual performance with standards, and taking corrective
actions.
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. Importance: Controlling helps in achieving organizational goals by
identifying and rectifying deviations, improving future planning, and
facilitating continuous improvement.
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In summary, these four functions of management are interrelated. For
example, effective planning lays the groundwork for organizing, and
successful organizing sets the stage for leading and controlling.
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Reference:

Robbins, S. P., Coulter, M., & DeCenzo, D. A. (2017). Fundamentals of
Management. Pearson.
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Unit Three
Classical perspective of management thought

The Classical perspective of management thought emerged during the
late 19th and early 20th centuries, and it laid the foundation for modern
management theories. This perspective is characterized by a focus on
efficiency, structure, and the rationality of organizational activities. There
are three main subfields within the Classical perspective: scientific
management, administrative management, and bureaucratic management.
o) g s (O pdall o J sl g e aulddl o 3N Al gl syl Sdl SIS ) ghaiall L
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3.1 Scientific Management: 4zl 512y
« Key Figure: 4wl duailll

Frederick Taylor is considered the father of scientific
management. He believed in applying scientific principles to
management practices to improve efficiency and productivity.
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. Key Principles: dwil ol

. Time and motion studies: Taylor conducted detailed studies
to analyze and optimize each task's time and motion, aiming
to eliminate unnecessary movements and improve
efficiency.
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. Piece-rate incentive system: Taylor proposed paying

workers based on their output, providing a financial
incentive for increased productivity.
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Page 10 of 51



. Functional foremanship: He suggested separating planning
and execution functions and introducing specialized

foremen for each function.
sl Jaaly i)y byaddl) Caillay Jumd sl 58] cAdligl dali )
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3.2 Administrative Management: 4y cilagdil)
. Key Figures:
Henri Fayol and Max Weber are prominent contributors to

administrative management.
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. Key Principles:
3.2.1 Henri Fayol's 14 Principles: Fayol identified 14
principles of management, including unity of command,
division of work, scalar chain, and centralization, providing a
framework for effective organizational management.
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3.2.2 Max Weber's Bureaucracy: Weber introduced the
concept of bureaucracy, emphasizing a hierarchical structure,
well-defined roles, and a set of rules and procedures to govern
organizational activities.
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3.3 Bureaucratic Management: 4kl ;g ll 3 )ay)
Key Figure:

Max Weber is the key proponent of bureaucratic
management.
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Key Characteristics: 4wl yailail

3.3.1 Formal hierarchy: Bureaucracies have a clear and formal
structure with a defined chain of command.
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3.3.2 Specialization: Employees are specialized in their roles, and
tasks are assigned based on expertise.
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3.3.3 Rules and regulations: Bureaucracies operate on a set of
established rules and procedures to ensure consistency and
predictability.
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3.3.4 Impersonality: Decisions are based on rules and regulations
rather than personal preferences.
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The Classical perspective brought a systematic and structured
approach to management, aiming to enhance organizational efficiency
and effectiveness. However, critics argue that it often neglects human
aspects, creativity, and adaptability in the workplace. Despite these
criticisms, many of the principles introduced during this era continue to
influence contemporary management practices.
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The Fourth Unit
Quantitative perspective

The quantitative perspective is like the scientist of the research
world. It's all about the numbers, the measurable data that can be analyzed
and interpreted statistically. Whether you're studying the stock market,
population trends, or the effectiveness of a new drug, the quantitative
perspective is there to crunch the numbers and draw conclusions.
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In research, quantitative data is typically collected through methods
such as surveys, experiments, or observations that yield numerical results.
This data is then analyzed using statistical techniques to identify patterns,
relationships, and trends. Researchers use tools like graphs, charts, and
statistical software to make sense of the quantitative data they've gathered.
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One of the strengths of the quantitative perspective is its ability to
provide precise and objective information. The numbers speak for
themselves, and the results can be replicated and verified. This makes it
easier to draw generalizable conclusions and make predictions based on
the data.
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However, it's essential to recognize the limitations of the quantitative
perspective. Not everything can be neatly quantified, and some
phenomena are better understood through qualitative methods. The
quantitative approach may overlook nuances and fail to capture the full
complexity of certain situations.
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In the realm of business, the quantitative perspective is often applied to
financial analysis, market research, and performance metrics. For
example, a company might use quantitative data to assess the impact of a
marketing campaign, track sales figures, or analyze customer satisfaction
SCOores.
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In summary, the quantitative perspective is all about the numbers. It
brings objectivity, precision, and replicability to research and analysis,
making it a powerful tool in various fields. However, it's crucial to balance
the quantitative approach with qualitative insights to ensure a
comprehensive understanding of the subject at hand.
Gl )l Sl AL 5 A8 80l 5 a5 58l iy 43) 8 VL (Blaty o8I ) glaiall ¢ ) QiR b
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Unit5

Planning

5. Introduction:

Planning is a fundamental process that underlies the successful
execution of various endeavors, providing a structured approach to
achieving goals and objectives.
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5.1. Definition of Planning:

Planning is a systematic process of envisioning a desired future state
and determining the most effective means of achieving it. It involves
setting objectives, identifying resources, and establishing a sequential
roadmap to guide actions toward the intended outcomes.
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5.2. Characteristics of a Successful Plan: dsalil) dadll di ) cilad)

A. Clear Objectives: A successful plan begins with well-defined
and measurable objectives. These objectives serve as the
foundation upon which the entire plan is built, providing a clear
sense of purpose.
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B. Flexibility: The ability to adapt to unforeseen circumstances is
crucial for a plan's success. A well-crafted plan acknowledges the
dynamic nature of environments and incorporates mechanisms for
adjustment.
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C. Comprehensive Analysis: Effective planning necessitates a
thorough examination of relevant factors, including risks,
opportunities, and constraints. A comprehensive analysis
enhances the plan's robustness and resilience.
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D. Resource Allocation: A successful plan allocates resources
judiciously, ensuring optimal utilization while considering

constraints such as time, budget, and human capital.
(sl QL) Gl 5 430 el 5 < gl i 2 50 Ble) o g JieY) alasin)

E. Communication and Collaboration: Clear communication and
collaboration among stakeholders are pivotal. A successful plan
fosters a shared understanding and commitment among those
involved, promoting synergy in execution.
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goals. A successful plan exhibits clear objectives, flexibility,

comprehensive analysis, strategic resource allocation, and effective

communication,
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5.3. Types of Plans:  Jukddl g1 il

A. Strategic Plans: Long-term plans that outline an organization's
overall direction and goals. They guide resource allocation and
decision-making at the highest levels.
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B. Tactical Plans: Intermediate-term plans that focus on specific
areas or functions within an organization. Tactical plans bridge
the gap between strategic goals and day-to-day operations.
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C. Operational Plans: Short-term plans that detail specific actions
to be taken on a daily or weekly basis. They are instrumental in
achieving the tactical and strategic objectives.
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D. Contingency Plans: Plans developed to address potential

disruptions or unforeseen events. Contingency planning ensures
an organization's resilience in the face of uncertainties.
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Conclusion: In summary, planning is a multifaceted process crucial for
achieving organizational or individual
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6.1.

6.2.

Unit 6
Goals
Introduction:

Organizational goals play a pivotal role in guiding and shaping the
direction of a company. They serve as a roadmap for the organization,
providing a sense of purpose and direction.

In this academic exploration, we delve into the definition of goals, identify
characteristics that contribute to their success, and examine various types

of organizational goals.
G Ao A e L) AS ) ol JiS5 5 daa 55 A Lada 1) 90 Apalaiill Calaa ) a5 s Aaaiall
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Definition of Goals:

Goals within an organizational context can be defined as specific,
measurable, and achievable objectives that an organization aims to
accomplish within a defined timeframe. These objectives are crucial in
aligning the efforts of the entire workforce towards a common purpose.
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6.3. Characteristics of Successful Goals: 4salill cila¥ claw

a. Specificity: Successful goals are clear and well-defined, leaving no
room for ambiguity. This clarity ensures that all stakeholders understand

the desired outcomes.
138 ey . a serdl dua i dali] (50 (Lalai 48 yea s Aol g daalill Gl Y o S5 oz g gl
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b. Measurability: Goals must be quantifiable, allowing for the
establishment of benchmarks and the assessment of progress. Measurable
goals facilitate tracking and evaluation.
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1Y) a5 i Gl AL Calaa ) s

c. Achievability: Realistic and attainable goals motivate individuals and

teams. Setting goals that are too ambitious may lead to frustration, while
overly simplistic goals may result in complacency.

&) da el Calaal aaad g2 855l 5 ol Y (sl AL o Dad) gl Calaal) jea p ga8adl)
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d. Relevance: Goals should align with the broader mission and vision of

the organization. Relevance ensures that efforts contribute to the overall

success and growth of the organization.
3 sl agast Of Abiall (i Aakaiall s s3I Al 511 5 4550 ae Calaall anliss Gf sy ALl
Aabiall gai g Jaldl) ~Laall 8

e. Time-Bound: Setting a timeframe for goal achievement creates a sense
of urgency and helps in prioritizing tasks. Time-bound goals enhance
accountability and facilitate effective planning.

D oW aasd A el 5 (s Ualls Liua) 3lA5 Calaa ) Gaiadl i) ) a1l
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6.4. Types of Organizational Goals: 4l Cila¥) g1

a. Strategic Goals: These long-term goals focus on the organization's
overall direction and position within its external environment.
Strategic goals often span several years and guide decision-making
at the highest levels.

An A Lty (yacia Lead ga s adaiall alal) olad¥) e calaa¥) oda S 53 sdsa) ) Cilaay)
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b. Operational Goals: Operational goals are short-term objectives
that contribute to the achievement of strategic goals. They are
concerned with day-to-day tasks and activities required to run the
organization efficiently.

Aoal i) Calaal) (3at 8 agud 24V 5 juad Cilaal 4 Al Cila Y ALadal Calay)
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c. Tactical Goals: Tactical goals bridge the gap between strategic and
operational goals. They involve specific actions and resource
allocation to implement the overall strategic plan effectively.

Cyanati L) Aabaiall g Aai) yiat) Calaa Yl b eadl)l A CalaatY) e (4SSN Cilaa Y
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d. Financial Goals: Financial goals pertain to the financial
performance of the organization, encompassing aspects such as
revenue growth, cost management, and profitability.

ol YY) s e il g Gl 8 Loy cadaiall Ll ¢ oYL Allall Calaaly) 3lai A dlal) Cilaay)
Azl g il s )

e. Social Responsibility Goals: In the modern business landscape,
organizations increasingly focus on goals related to sustainability,
corporate social responsibility, and ethical practices to contribute
positively to society.

Calal) e o) e IS8 clabiiall S5 cdiaadl 4 ladll dalud) 8 de Laial) 43 g paall cilaa)
ainall 3 lag) IS daalisall AEMAY) il jlaall 5 due Laia V) A4 5 sasall 5 Aol iV dilxial)

Page 20 of 51



6.5. Importance of Organizational Goals: A Cilay) Ll

a. Guiding Decision-Making: Goals provide a framework for
decision-making, ensuring that choices align with the overarching
objectives of the organization.

ML.LAM M\;d\ ui&%‘)}\ & u_w\_iﬁ

b. Motivation and Employees Engagement: Well-defined goals
motivate employees by providing a sense of purpose and direction.
Achieving goals fosters a sense of accomplishment and boosts
morale.

ol paa) g Gasb ge (pilhgall Aun 8 Baanal) Il 3iat 1(pdlhgal) Guda g Jadad
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c. Resource Allocation: Goals aid in the efficient allocation of
resources, as organizations prioritize initiatives that contribute most
significantly to goal attainment.

Gl ol V) danty clalaiall a6 3 kb IS8 3 ) sall a8 8 alall aclis 1) gl &y g
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6.6. The Symbiotic Relationship between Planning and Goals in
Organizational Success:

In the dynamic landscape of organizational management, the
symbiotic relationship between planning and goals is fundamental to
achieving success and sustainability. This discourse explores the intricate
connection between planning and goals, elucidating how each element
influences and reinforces the other.
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1. Planning as the Blueprint for Goal Attainment: <ila¥) gidail hhi o hiais)

a. Definition of Planning: Planning is the systematic process of setting
objectives, determining the course of action, and allocating resources to
achieve predetermined goals. It serves as the organizational blueprint,
providing a roadmap for navigating the complexities of the business
environment.
Giail o) gall @ y5i g cJand) Jlose aats ccalaa ) aaail dngia dlac a Japadl dadadil) iy o
Jae Y1 Ay calagiad & Jaall (5 e dda A aady g dadiiall ) Jaladiall aey 43 Badaall Calaay)

b. Alignment with Goals: Planning is intrinsically tied to goals, as it
involves the deliberate identification of objectives and the development
of strategies to realize them. Without a well-structured plan, goals may

lack the necessary guidance and direction for effective implementation.
Gaxie (S Gl aaad e (g sk 3« 5 p s IS agi e Jagladill il aaY) aa (38) 5l
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2. Goals as the Endpoints of Strategic Planning:
(o) ) Jagdadsill A g i) JalBiS Cilan'y)

a. Definition of Goals: Goals, within an organizational context, are
specific, measurable, and time-bound objectives that the organization
seeks to accomplish. They represent the desired outcomes derived from
strategic planning.
o Ui ) Baasa g pulall AL § 3a0ak alaal P bl S S ccalaayl sealaal) ciy el
oY) Jaadil) (pe Saaiusall s el el (Jiad Ll Lgiinl dalaial)
b. Influence on Planning: Goals play a pivotal role in shaping the
planning process. They provide the purpose and vision that guide the
formulation of strategies, ensuring that the plan is tailored to achieving
specific and meaningful objectives.
505 sl i ) Jagdadil) dlee JuSE3 A Lol 1750 conli Calaa Y shahadl) e il
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3. The Planning-Goals Continuum: <l g Jadaisill ool gl

a. Goal Identification: The planning process commences with the

identification of goals. These goals may be strategic, operational, or

tactical, depending on the timeframe and scope of the plan.

S Alei o Aaddl i) CalaYlsda ¢ K8 o oS calaa ) paaty Jadaddll dulee fag scdlaay) s
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b. Strategic Planning: In strategic planning, long-term goals are defined,
setting the overarching direction for the organization. The plan outlines
the actions required to achieve these goals, taking into consideration the

internal and external factors influencing the organization.
aladl olaiV) dpaa g ¢ Ja¥) AL sl Calaa ) dpaas iy ¢ o) i) Jadadill ;o] iu) ladads)
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c. Operational Planning: Operational planning breaks down the strategic
goals into actionable steps and short-term objectives. This level of
planning focuses on day-to-day activities and resource allocation to
ensure the smooth execution of the strategic plan.
3 ypaaad Calaal g 28l A8 ol ghad ) D) i) Cala ) L) Taglasil) ) jdy 1 i) Jagdadiil)
Aaall Gl 285 Glasal o)) sall )55 A sl Aiil) e dagladill (e (5 giall 138 S5 JaY)
Azl iy
d. Feedback Loop: The achievement or deviation from goals serves as
feedback to the planning process. Organizations use this feedback to adapt
and refine their plans, ensuring continuous improvement and
responsiveness to changing circumstances.
axiind Japladdll dilead Jad 0y amy Leie 13 alll G Calaaly) gaiad () sdas ) 4l ddls
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4. Importance of Integration: JelSill 4]

a. Efficiency and Resource Optimization: The integration of planning and
goals ensures that resources are allocated efficiently, maximizing their impact on
goal attainment. This synergy minimizes wastage and enhances organizational
productivity.

e Wl e 2y Laa 36y 2l pall g 55 lan Y1 5 Lagladdl (yay Jall) (panny 230 gal) SRSl CppeunS g BS)
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b. Adaptability to Change: In a dynamic environment, the interplay between
planning and goals facilitates adaptability. Organizations can adjust their plans in
response to external changes while maintaining alignment with overarching goals.

e lakaiall 3 )08 3 a8 8 il g dagadsl) cp Je il agus ASpaling Ly 6 1 puaddl) aa LSl
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Unit 7

Organizations

Introduction:

Organizations, as fundamental entities in societal structures, play a
pivotal role in shaping human interactions and endeavors.

This section provides a foundational understanding of organizations by
elucidating their definition, essential characteristics, and overarching

significance.
el JSa 8 G s 1750 dae laia ) JShgll 8 Al GULS Lgdia 5 ccilalaiall (5255 1dasial)
Al Cland) dpan 5 cLgdy o e 55 DA (e Ciladaiall Gl Lagd 3 8l o34 2083 4y 50l 5 geall
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7.1 Definition of Organizations: <labial) ciy a5

Organizations can be broadly defined as structured entities formed by
individuals with a common purpose, engaging in coordinated efforts to
achieve specific goals. This definition encapsulates a diverse array of
entities, ranging from small community groups to large multinational
corporations.
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7.2 Characteristics of Organizations: «lakiall clew

To comprehend the intricacies of organizations, it is imperative to
discern their inherent characteristics, which collectively define their
nature and functioning.
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A. Goal Orientation: <iag sad4as gl

Organizations are purpose-driven entities, driven by specific
objectives or goals. These goals may vary in nature, encompassing
financial profitability, social impact, or community service.

(Ot lusall Al i) ge (§iad 8 (1) Lo (S5 3] ccalaal] ) i LS L 5Ss colalaiall s
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B. Structure and Hierarchy: s dedudlly Jsugll

Organizations exhibit a structured framework comprising various roles
and positions, organized hierarchically. This structural arrangement
facilitates the distribution of responsibilities and ensures a systematic flow
of communication and decision-making.

i Al 138 ey (00 Sy dalaia cdalise Cualio g 1)) 5ol el alaie HUaly cilalaiall el

C. Coordination and Collaboration: ¢l g (gl

Effective coordination and collaboration are integral characteristics of
organizations. Members within the organization must work
synergistically to achieve common goals, necessitating clear
communication channels and teamwork.
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7.3 Types of Organizations: sl g gl

The diversity of organizations is manifest in their various types, each
characterized by distinct features and functions.

B il g g lens Lta JS e 3 elge ) 5il & cilalaiall g g
A. For-Profit Organizations: g < clakial)
For-profit organizations operate with the primary goal of generating

financial returns for their stakeholders. Corporations, partnerships, and
sole proprietorships fall under this category.

(Sl Al oda Jadi pealuall Adle dilge (3a3 Caagr sl b Cilalaiall Jaad
B. Nonprofit Organizations: sl & claiial

Nonprofit organizations, driven by a mission to serve the public good,
prioritize social or humanitarian objectives over financial gains. Charities,
NGOs, and educational institutions are examples of nonprofit
organizations.

Al o dpclaia) Calaal 40 W) aed 3) calad) alliall daxs ) dan 1) e ciladaiall Cangs
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C. Government Organizations: 4assall cilaiall

Government organizations are entities established by governmental
bodies to administer public services, enforce regulations, and uphold the
rule of law. These organizations operate at various levels, from local
municipalities to national governments.
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Unit 8
Chain of Command

8. Introduction:

Let's kick things off by understanding that the chain of command is
like the roadmap of authority in an organization. It shows who reports
to whom, making sure everyone knows their role. It's kind of like the
rules of the game that keep things organized.

108 a8 (e el L) Aadaiall G Adald) dday 3 40 338N Alulus (O agdy i Ui ge 3 14adiall
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8.1 Definition of Chain of Command:

Chain of command as a structured order of authority. It's the way
decisions and information flow from the big bosses at the top to the
workers on the front lines. This structure helps everyone know who
they answer to and keeps things running smoothly.
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8.2 Historical Evolution:

Imagine this concept like a time-traveling idea. We'll go back in
time to see how it all started, mainly from military setups. Back then,
they needed a clear way to give orders and make sure they were
followed. This idea made its way into civilian workplaces to keep
things organized there too.
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8.3 Key Characteristics: usi ) gaiaill o cilawd)

Now, let's dig into what makes this chain of command thing work.
We've got the scalar principle, which is like a step-by-step ladder of
authority. There's also unity of command, meaning each person reports
to one boss, avoiding confusion. And, of course, the delegation of
authority helps share the workload.
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1. Impact on Communication:

Communication is like the lifeline of any organization. The chain
of command shapes how information flows. Picture it as passing notes
in class — it needs to go from one person to another without getting
lost. We'll see how this structure helps or sometimes hinders that flow.
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2. Decision-Making Processes: J)all 3ik) cilbles
Ever wonder how decisions get made in an organization? Well, the
chain of command has a big say in that. We'll unravel how decisions
move down the hierarchy, who gets to make the calls, and how this
affects how quickly an organization can respond to challenges.
CaiSi @l 8 5S ol Al aldl) Juduall (s $dadaiall 8 <l i 3N 3A3) 4y (S L gy el Ja
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3. Organizational Efficiency:

Efficiency is like the secret sauce for any successful team. We'll
look at how the chain of command helps organizations run smoothly.
It's like having a clear game plan — everyone knows their part, and
tasks get done without too much confusion.
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8.4 Criticisms and Alternatives:

Of course, no system is perfect. We'll talk about what people
sometimes don't like about the chain of command and explore some
other ways organizations can structure themselves to avoid some of
those downsides.
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Unit 9
Delegation
9.1 Definition:

Delegation is a crucial aspect of organizational management,
involving the assignment of tasks and responsibilities from a
superior to subordinates. It serves as a mechanism for effective
workload distribution and the achievement of organizational goals.
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9.2 Characteristics of Delegation: oassiill ailad

. Clear Authority: Delegation involves a clear transfer of authority
from a manager to a subordinate, specifying the scope of
responsibilities.

Gt Taase caind U e (e Alalull el g J85 Jady ampsiil) ¢ daudly Al
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. Accountability: Delegated tasks come with a sense of
accountability, ensuring that individuals are responsible for their
assigned duties.
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. Effective Communication: Successful delegation relies on open
and transparent communication channels between superiors and
subordinates.
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9.3 Types of Delegation: yau sl )il

Functional Delegation: Tasks are delegated based on functional
expertise, aligning responsibilities with individuals' skills and
knowledge.
On Leel Uisa dglagll 5l L)) Taliind aleal (o s oy ¢ Al Gl edll)
A5V e s il g pasall
Geographical Delegation: Relevant in multinational organizations,
tasks are delegated based on geographical locations to address local
needs efficiently.
Clalia¥] Gl il jaall w8 gall ) Tobin) aleall G o o 0 Baal) Gangddl
BelaSs Auladl)
Departmental Delegation: Tasks are assigned according to specific
departments, ensuring specialized handling of responsibilities.
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9.4 Importance of Delegation: il dsaai

Enhanced Efficiency: Delegation allows for the distribution of
tasks according to individual competencies, optimizing overall
efficiency.
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Skill Development: Delegating tasks provides opportunities for
skill development among team members, fostering professional
growth.
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Managerial Focus: Managers can concentrate on strategic
decision-making and higher-level responsibilities when routine
tasks are effectively delegated.
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9.5 Challenges in Delegation: o siil) cilass

Lack of Trust: Delegation may face challenges when trust is

lacking between managers and subordinates, hindering the smooth

execution of tasks.

Gl G A8 8 (el s 06K Ledie st (o il 4l gy 3 0 4B ekl
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Communication Barriers: Inadequate communication can lead to

misunderstandings and errors in the delegation process.

o siill dlae a5 agdll ¢ g ) 0m 8 ASH e Jual i) Jua®) Jalss .

Fear of Losing Control: Managers may resist delegation due to

concerns about losing control over certain aspects of their

responsibilities.
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9.6 Strategies for Effective Delegation: Jaill (el el s

Clearly Defined Objectives: Clearly communicate the objectives,
scope, and expectations associated with delegated tasks.

Az siall algall cilad i g sl g CalaaY) a5 7 g gr cilaaY) LA
Regular Feedback: Establish a feedback mechanism to ensure
continuous communication and address any issues promptly.
Ll (ol dadlaa s dacal il 4 ) yaias) Glancal Jmdll 590 1400 £ L) - Aaliiial) Jadl) 353,
)

Training and Development: Invest in the training and development
of team members to enhance their capabilities for delegated
responsibilities.

oleall agil 538 3 3ail (3 all slimel jpglais i & LaiuY) ¢ skl oyl
Aua 584l

Page 33 of 51



9.10 Delegation in Leadership: 3l & gz sl

. Transformational Leadership: Delegation is a key element of
transformational leadership, allowing leaders to empower their team
members and foster a collaborative work environment.
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. Strategic Decision-Making: Effective delegation enables leaders
to focus on strategic decision-making and long-term organizational
planning.
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Summation: Delegation is a fundamental organizational practice
that contributes to efficiency, skill development, and effective
leadership. Understanding its characteristics, types, challenges, and
strategies is essential for creating a dynamic and responsive
organizational structure.
sk 3Ll A g Clabaiall 8 Al dlee oy gl 1 DA
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Unit 10
Definition of leadership
10.1 Introduction:

Leadership is a fundamental concept in organizational dynamics,
playing a crucial role in guiding, inspiring, and influencing individuals
and teams towards the achievement of common goals. This academic
exploration delves into the definition of leadership, identifies its key
characteristics, explores different types, and examines its profound impact
on organizational effectiveness.
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10.2 Definition of Leadership:

Leadership, in organizational terms, can be defined as the process of influencing
and guiding individuals or groups towards the attainment of shared objectives. It
goes beyond mere authority, encompassing the ability to inspire and motivate others
to contribute willingly and enthusiastically to the organization's success.

clelaall i ol 300 apn il g Al AleaS cciladaiall (Sl & 3oLl oyl 1BLEN iy sl

it g aled) Ao 30l Jadi ) dayaal) Adaludl slai Lgil A4S yide alaal (38a3 gad
Aabaiallalad 8 ules 5 o liainly Laaluall o AY)

10.3 Characteristics of Effective Leadership: atail 5.0l cilew
a. Visionary Perspective: 413 433,

. Effective leaders possess a clear and compelling vision for the future,
providing a roadmap for the organization.
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b. Inspirational Communication: agle Jual s

. Communication skills are paramount, as leaders must articulate their vision,
goals, and expectations in a way that inspires and engages others.
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c. Adaptability: i<l e 5,80

. Leaders navigate the complexities of the organizational landscape
with flexibility and adaptability, responding adeptly to change and
uncertainty.
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d. Empathy and Emotional Intelligence: (Aktall slsill 5 agdill

. Understanding and connecting with the emotions of team members
fosters a positive work environment and enhances collaboration.

O3l s Al Jae A (3 ) o) 1 ol se pe a5l 5 gl 3
e. Decisiveness: ajl

. Leaders make informed and timely decisions, demonstrating
confidence and a willingness to take calculated risks.

hlaal) Jaath 13 5 488 G jedae ccnliall gl iy 5 e <l )3 33 33,
A genal

10.4 Types of Leadership: saa g1 il
a. Transactional Leadership: 4slalil) 3.0

. Focuses on the exchange of rewards and punishments to motivate
and manage team members' performance.

LAl ) a1 21l B la) g saeail il geall g KAl Jals e S
b. Transformational Leadership: 4. gaill 3.4

. Inspires and motivates through a compelling vision, encouraging
innovation and a commitment to organizational objectives.

Agepaiil) Calaa WL ol 5V g Y e aadiiy dadie g ) DA (e Jiad g agli
c. Servant Leadership: il 3L

. Prioritizes the well-being and development of team members, with
leaders serving as mentors and facilitators.
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d. Charismatic Leadership: 4w s sl 32L&l

. Centers on the personal magnetism and charm of the leader, drawing
followers through their dynamic and captivating presence.

10.5 Impact on Organizational Effectiveness: 4aiall dllad o W iU

Leadership significantly influences the overall effectiveness of an
organization. A strong and effective leadership fosters a positive
organizational culture, enhances employee satisfaction and engagement,
promotes innovation, and ensures the alignment of individual efforts with
the broader organizational goals.
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10.6 Challenges in Leadership: 8auall 8 cilyaast)

Leading within organizations comes with its own set of challenges,
such as managing diverse teams, navigating conflicting interests, and
adapting to rapidly changing environments. Effective leaders
acknowledge and address these challenges proactively, leveraging them
as opportunities for growth and development.
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10.7 Leadership tasks: 3.l algs

The tasks of leadership encompass a broad range of responsibilities aimed at
guiding and inspiring a team or organization toward the achievement of common
goals. Here are some key tasks of leadership:
alaiall 5l il aled) 5 a5 ) Caags A Sl g usall o Arasl 5 Ao sane Jadi Baball bkl ol

+3LAN Ay ) algall Gaany A Lagh A4S jidia Caloal Bt sas

a. Setting Vision and Direction: skayl s 45 4 aaas

Leaders are responsible for defining a compelling vision and
outlining clear goals and objectives for the team or organization.
This provides a sense of purpose and direction.

Lee calaiall ol 3y 8l Aacal g Calaal Aelia s Adla Ay 5 223 A s Balal) Jaady
olai¥ 5 (a adl Lilua) i

b. Decision-Making: < _all Jas|
Leaders must make informed and timely decisions, considering

the best interests of the team or organization. This involves
assessing risks, gathering input, and taking decisive actions.

cllan Jiadl 8l ae ccauliall Gl g5 e )8 A BaE e ey
Al Qe ) Aa) g ) V) pan s halaall s Gll Jadiy g dadaiall 5l (3 dll

c. Effective Communication: Judl) Jual sil)
Communication is a fundamental duty of leadership. Leaders

must articulate their vision, expectations, and plans clearly and
ensure that information flows efficiently within the organization.

pehbd g agiladisig aghy) puda st B3N e caay 3alall ‘;.\.ul.».ni il s Juaiy)
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d. Motivating and Inspiring: algdly Jsiss

Leaders inspire and motivate their team members to perform at their best.
This involves recognizing achievements, providing encouragement, and
fostering a positive and collaborative work environment.

e oyl @l Jadi s ageal Lo Juadly ¢123U0 (3 jal) eliac] sy Sadaty 50l A
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e. Building and Leading Teams: @Al sady sl

Leaders are responsible for assembling and developing effective
teams. This includes identifying and leveraging the strengths of
team members, fostering collaboration, and addressing conflicts.

8 JDaiad 5 Lo Ciyal U3 Jady ANEE 55 okl asend Al ypuse 33 Jant

f. Strategic Planning: (sl iwd) haydaisl)

Leaders engage in strategic planning to align organizational
objectives with the broader mission. They develop plans for
achieving long-term goals and ensure that day-to-day activities
contribute to the overall strategy.

oY) Al e Apadaiil) Calaall dag) sl o) i) Jaaddl) 3 saldll o Ly
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g. Adaptability: <<l e 8 a8

In a dynamic environment, leaders must be adaptable. They
should navigate changes, challenges, and uncertainties while
keeping the team focused on the mission.

sl G S e iy g Sl e 5 )al) saldll () 65 o caag ASaalinn Ay B
Angal) o Gl 58 5 e Llial) ae (il aae g Sibhaadll

h. Empowering Others: ¢ AY gsa
Effective leaders empower their team members by delegating

responsibilities, providing autonomy, and encouraging personal and
professional growth.
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I. Problem-Solving: «dsial ga

Leaders tackle challenges and solve problems that arise within
the organization. This involves critical thinking, resourcefulness,
and the ability to find innovative solutions.

il elly Jady s Aadaiall Jals Lan ol colSiall da g claaill dga) sa 3081 & 53
BSHa J gl alag¥ & YL Alaiuy) g gl

j. Accountability: dsluall

Leaders hold themselves and their team accountable for results.
This includes taking responsibility for mistakes, learning from
them, and ensuring that everyone is contributing to the best of their
abilities.

(lgie alxill 5 e Uaa¥) (e 4 g punal) Jand @l Jadiy g il (e 4 5 el 3080 Jaay
S il aranll dablie lasa s

k. Cultivating Organizational Culture: 4kl 488

Leaders play a crucial role in shaping the organizational culture.
They set the tone for values, ethics, and behaviors, influencing the
work environment and employee engagement.

(LS bl 5 SUAY 5 2l ) gaany an 5 AabaiallAEE G 8 Lanls 1750 3080 Caely
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|. Continuous Learning and Development: saiwall  ghill 5 alall

Leaders invest in their own ongoing learning and development,
staying updated on industry trends and leadership best practices.
They also support the growth and development of their team
members.

Juadl g Ao liall Al HAY (e caguadiy yaiasall yy shaill g alaill 83006 ey
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m.Building Relationships: <l sU;

Leaders establish and nurture relationships both within and
outside the organization. Building strong connections fosters
collaboration, partnerships, and a positive reputation.

sl 3 dy 8 GEle cling Lea A g dadatall JAls ClElal) 3y a5 5 AL saldl) o 68
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n. Promoting Diversity and Inclusion: Jseddlg g siall s

Leaders champion diversity and inclusion initiatives, ensuring
that the workplace is inclusive and that all individuals feel valued
and heard.

I aran ol s Jald Jaadl e ol Gt sanan «J gl 5 & il ol jalse 30 ac sy
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Unit 11

Leadership and power

Leadership and Power in Organizational Contexts
Apa i) culBlyad) 3 Al g 5L

Introduction

In the realm of organizational dynamics, leadership and power play
pivotal roles in shaping the direction and efficiency of a group.
Understanding their definitions, characteristics, and various types is
crucial for comprehending the intricacies of organizational behavior.
ped Ae sanall 5liS 5 ol SIS (8 g 1550 Adaludl 5 3aLall i cpaphatlll Clpaliall (lae (A
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11.1 Definition of Leadership

Leadership is a multifaceted concept that encompasses the ability to
influence, guide, and inspire individuals or groups toward the
achievement of common goals. It involves a complex interplay of
interpersonal skills, vision, and the capacity to navigate challenges
effectively.
lelaall 5 o) 33U aledY g apm sill 5 i) e 55080 Jady il sl daxia o sgda & 2 BALAN iy
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11.2 Definition of Power

Power, in an organizational context, refers to the ability to exert influence
or control over others. It is a critical element in leadership, as leaders often
wield power to implement decisions and drive organizational change.
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11.3 Types of Power aklull g gil

1.

Legitimate Power: Derived from an individual's position within the
organizational hierarchy, legitimate power is formal authority
granted to leaders.

dals A 5 ¢ cardaiill asedl Judodll 82 8l ol g (e due Al Adalul) s sdue ) Adalid)
AN i A pans )

. Referent Power: Grounded in charisma and personal relationships,

referent power emanates from the admiration and respect followers
have for a leader.

al sia) s e ) (e Adladl Aabi) asi cdpad Sl ) 5 Lo )SH e i 430 ddabidd)
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Expert Power: Stemming from knowledge and expertise, leaders
wielding expert power are perceived as credible and competent.

O3S 55 g 8 naal ALl () oSy oAl BN Sy 6B _pul g A puall (pa g 15 i) Adalu)

Reward Power: Arising from the ability to provide rewards or

incentives, leaders with this power motivate through positive

reinforcement.

o3 (ysadudty Godl) BaEN a3 il of ClalSa i e 3 a8l e L o400 o) Adald)
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Coercive Power: In contrast, coercive power is based on the ability
to administer punishments or negative consequences, compelling
compliance.
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11.4 Leadership and Power Dynamics

The relationship between leadership and power is intricate. Effective
leaders employ a balanced use of power sources, adapting their approach
based on the situation. Overreliance on certain power bases can lead to
issues such as resistance or resentment among followers.

s ddaled) g BaLAY clualiy
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11.5 Leadership Styles sl Jalail

1. Transformational Leadership: Focuses on inspiring and
motivating followers to exceed their own expectations, often
associated with positive organizational outcomes.
bty Jasi 5 Le Gle 5 calall agilad i sl gLal) udady juiad e S i cdudy satl) 5all)

2. Transactional Leadership: Centers on task completion and
maintaining order through a system of rewards and punishments.

GBS e A JNA (e Al e Blialls alead) JUS) Jsn ) saali 2Aalygatl) 334
(Sl saall

3. Servant Leadership: Emphasizes serving others and prioritizing
their needs, fostering a collaborative and empathetic organizational
culture.
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Unit 12
Nature of control

Introduction: Control, within the organizational framework, refers to the
systematic regulation of activities to ensure alignment with predetermined
goals and standards. It serves as a pivotal function in management,
contributing to the optimization of organizational resources and the
achievement of desired outcomes.
Ll ae Ll 5 Glacal Aadid dmgiall 465l ) andaiill JUaY) aida caSaill judy ¢ dedial)
Lpaalatill 3 ) gall JMaas) (prnd 3 g ¢l & Al Aok IS5 43) Base 522sa) CalaaYl
By el Il 3a8ai
12.1 Definition of Control: Control can be defined as the process of
monitoring, evaluating, and adjusting organizational activities to ensure
that they conform to established plans and objectives. It involves the use
of various mechanisms to regulate performance, maintain order, and
facilitate the attainment of organizational goals.
G5 g3l lanial Apalail) AaliY) Jaguin 5 sl s ) Al 431l oSl iy o5 (g ¢ S0l iy 25
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12.2 Characteristics of Control: Control mechanisms exhibit several
key characteristics:

i ) (ailadll (e paall GSaill il jels ¢ aSadl) Gailad

a. Feedback: Control involves the continuous feedback loop, wherein

performance results are compared against predetermined standards,
allowing for timely adjustments.

Dl ae oIV 2l & jlae a3 oJadll 250 )1 5 paivsall ASla) 2Sal) Cpaaly sl 359
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b. Adaptability: Effective control systems are adaptable, capable of

responding to dynamic environmental changes and evolving

organizational needs.
lalia) 5 L€l Ziall ol ypeill Llaia¥) e 508l Jeall JSail) audy scisill 4L
_EJ}M\ Hﬁﬂ\

Page 45 of 51



c. Integration: Control is an integral part of the managerial process,
seamlessly woven into planning, organizing, and decision-making
activities.

a5 ardaiil) g Japdadill 8 AuDloy rae ¢y HlY) Cillead) (o Gl 15 3 aSaill ey s Jalsl)

d. Timeliness: Timely control interventions are essential for preventing
deviations from organizational goals and minimizing potential
negative consequences.

Aldad) il

12.3Types of Control: Control in organizations can be categorized into
various types based on their focus and application:
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a. Feedforward Control: Proactive in nature, feedforward control

anticipates potential deviations before they occur, allowing for
preventive measures.
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b. Concurrent Control: This type of control takes place during the
execution of activities, ensuring that processes are in line with
established standards in real-time.
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c. Feedback Control: Post-execution, feedback control assesses
performance outcomes and makes necessary adjustments to align
with organizational goals.
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12.4Control Mechanisms: Organizations employ diverse control

mechanisms, including:
relly 8 Ly e g aSat Ll Clalaiall padiid ; aSadlf aldf

a. Bureaucratic Control: Emphasizes hierarchical authority and
formal procedures to regulate activities.
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b. Market Control: Relies on market forces, competition, and pricing
mechanisms to guide organizational behavior.
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c. Clan Control: Fosters a collaborative organizational culture and
relies on shared values and norms to regulate behavior.
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12.5Challenges in Implementing Control: Despite its significance,

control implementation faces challenges, such as resistance from

employees, the need for balancing flexibility with regulation, and the
potential for information asymmetry.
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Unit 13
Budgeting Control
) aal) 481 pa
Introduction

Budgeting control is a pivotal aspect of organizational management,
providing a structured framework for planning, monitoring, and
controlling financial resources. This mechanism plays a crucial role in
facilitating effective decision-making and achieving organizational goals.
This academic exploration delves into the definition, characteristics,
types, and related topics of budgeting control in the organizational
context.
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13.1 Definition of Budgeting Control <l juall (8 asaill) 48) pa ciy o

Budgeting control refers to the systematic process through which
organizations plan, allocate, and monitor financial resources to ensure
efficient and effective achievement of predetermined objectives. It
involves the creation of detailed budgets, periodic comparison of actual
performance against these budgets, and the implementation of corrective
measures when deviations occur.
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13.2Characteristics of Budgeting Control sl jual) (2 asaill) 48) . pailad

a. Structured Planning: Budgeting control necessitates a
meticulous planning process, wherein financial goals and
objectives are clearly defined and aligned with the overall
organizational strategy.
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b. Quantifiable Metrics: The process involves the quantification of
financial targets, enabling organizations to measure and evaluate
performance objectively.
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c. Periodic Monitoring: Regular assessment and monitoring of
actual financial performance against budgeted figures are
essential components of budgeting control. This allows for timely
identification of variances and facilitates proactive decision-
making.
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d. Flexibility: Budgets should be flexible enough to adapt to
unforeseen changes in the business environment while
maintaining their effectiveness as a control mechanism.
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13.3 Types of Budgeting Control i jall (8 asaill) 481 ja g gif

a.

Master Budget: A comprehensive budget that integrates all

individual budgets, providing a holistic overview of the

organization's financial plan.
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Operating Budgets: These budgets focus on the day-to-day

operations of an organization, including sales, production, and
operating expenses.
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Capital Budgets: Concentrating on long-term investments,

capital budgets address major expenditures such as acquisitions,

expansions, or equipment purchases.
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. Cash Budget: A detailed projection of cash inflows and outflows,

enabling organizations to manage liquidity effectively.
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13.4 Advantages and Challenges of Budgeting Control
il all (A aSadill) 48) s cilgant g b e
a. Advantages: &Lia//
. Facilitates Goal Alignment <1y cps ¢ 58l 8828 s
. Enhances Decision-Making <1l 3a3) dlas 3, jas
. Promotes Resource Optimization 2l gall Skl pwald 3 jas
b. Challenges: <bail
. Rigidity in Dynamic Environments 4sSxalis ciliy 8 45lal)
. Time-Consuming Process <@l ¢ra i<l dllgis dlas

. Overemphasis on Short-Term Goals <ilaa¥! e kb dal) 5.8 sl
sall) sl Je

13.5 The Role of Technology in Budgeting Control
il Jal) (A aSaill) 48) pa b L gl giST) ) 90

Advancements in technology have revolutionized budgeting control
through the integration of sophisticated software solutions. These
technologies enable real-time monitoring, automation of repetitive tasks,
and enhanced data analytics, contributing to more agile and data-driven
decision-making processes.
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