
 

 

Important Questins for revisions 

Difference b/w Efficiency and Effectiveness 

1. Definition 

 Efficiency: Performing tasks using minimal resources (time, money, effort). 

 Effectiveness: Completing tasks in a manner that achieves the desired 

outcome. 

2. Focus 

 Efficiency: Focuses on resource utilization. 

 Effectiveness: Concentrates on goal achievement. 

3. Measurement 

 Efficiency: Measured by comparing output to input. 

 Effectiveness: Measured by comparing outcomes to objectives. 

4. Objective 

 Efficiency: Aims to maximize output while properly utilizing resources. 

 Effectiveness: Aims to achieve goals, regardless of the amount of resources 

used. 

5. Example 

 Efficiency: A factory that produces more products in less time is considered 

efficient. 

 Effectiveness: A marketing campaign that significantly increases sales is 

deemed effective. 

6. Resource Management 

 Efficiency: Strives to optimize resources. 

 Effectiveness: Places more emphasis on strategic decision-making. 

7. Time Frame 



 

 

 Efficiency: Focuses on short-term outcomes, such as increasing 

productivity. 

 Effectiveness: Concentrates on long-term goals and objectives, such as 

enhancing customer satisfaction or market share. 

8. Approach 

 Efficiency: Emphasizes process improvement and operational excellence. 

 Effectiveness: Focuses on strategy formulation and goal alignment. 

9. Role in Management 

 Efficiency: Helps management control operational aspects. 

 Effectiveness: Assists management in strategic planning and setting 

direction. 

10. Example in Real Life 

 Efficiency: A restaurant that provides fast service is considered efficient. 

 Effectiveness: A restaurant that exceeds customer expectations and turns 

them into repeat customers is deemed effective. 

 

 

Human Skills in Management 

Definition: Human skills refer to a manager's ability to work effectively with 

people, understand them, motivate them, and communicate with them. These skills 

are essential at every managerial level, as managers must collaborate with team 

members, superiors, and customers. 

Main Points of Human Skills 

1. Interpersonal Skills: 

o Managers must communicate and interact well with colleagues, 

juniors, and seniors. 

o These skills help in resolving conflicts, boosting team morale, and 

creating a productive environment. 

2. Empathy: 



 

 

o Managers need to understand how their team thinks and feels, as well 

as their needs. 

o This quality enables managers to grasp the challenges and difficulties 

faced by each team member. 

3. Effective Communication: 

o A crucial part of human skills involves presenting ideas, instructions, 

and feedback clearly and understandably. 

o This skill reduces misunderstandings and enhances teamwork. 

4. Conflict Resolution: 

o Disagreements can arise in any team. 

o Human skills enable managers to understand how to peacefully 

resolve conflicts, allowing team members to collaborate effectively. 

5. Leadership and Motivation: 

o Human skills encompass leadership, where a manager motivates, 

inspires, and provides guidance to their team to achieve goals. 

6. Team Building: 

o Managers should foster unity and cooperation within their team. 

o Promoting teamwork and creating a friendly, supportive culture is a 

key responsibility of a manager. 

 

 

Conceptual Skills in Management 

Definition: Conceptual skills refer to a manager's ability to understand overall 

organizational issues, analyze complex ideas, and effectively solve problems. 

These skills assist managers in strategic thinking, problem-solving, and long-term 

planning. 

Detailed Explanation 

1. Definition: 

o Conceptual skills involve a deep understanding of the organization's 

overall goals and objectives. 

o Managers need to comprehend how different departments are 

interconnected and their roles in the organization's success. 

2. Big Picture Thinking: 



 

 

o These skills enable managers to grasp the "big picture" of the 

organization. 

o They help managers understand the impact of their decisions on the 

entire organization. 

3. Problem-Solving: 

o Problem-solving is a crucial component of conceptual skills. 

o Managers must analyze complex situations and challenges and 

develop effective solutions. 

o These skills promote critical thinking and the ability to find innovative 

solutions. 

4. Strategic Planning: 

o Conceptual skills assist managers in long-term planning and making 

strategic decisions. 

o Such decisions are vital for the organization's growth and success, 

including analyzing market trends, allocating resources, and 

identifying new opportunities. 

5. Interdepartmental Coordination: 

o These skills help managers understand how different departments 

cooperate and depend on each other. 

o Managers must observe how each department works towards 

achieving its goals. 

6. Innovation and Adaptability: 

o Conceptual skills foster innovation and adaptability. 

o Managers need to adapt their organizations to rapidly changing 

environments and implement new ideas and processes. 

 

 

Technical Skills in Management 

Definition: Technical skills refer to a manager's knowledge and 

expertise in the technical aspects of their field or specific job tasks. 

These skills are directly related to the tools, techniques, and processes 

used by a manager or their employees to perform job responsibilities. 

Detailed Explanation 



 

 

1. Definition: 

o Technical skills are practical abilities that help a manager 

understand, guide, and solve specific tasks. 

o These skills are related to a particular area of work, such as 

engineering, IT, finance, marketing, etc. 

2. Job-Specific Knowledge: 

o Managers need to possess specific job-related knowledge 

pertinent to their department. 

o For instance, a manager leading a software development team 

should be knowledgeable about programming languages, the 

software development lifecycle, and coding standards. 

3. Hands-on Expertise: 

o These skills provide managers with practical and hands-on 

experience to address technical challenges. 

o For example, if a machine breaks down in production, a 

technical manager should know how to troubleshoot it 

effectively. 

4. Problem Solving on a Technical Level: 

o Managers must be able to quickly diagnose and solve 

technical issues. 

o When the team faces a technical problem, the manager uses 

their expertise to guide them and provide effective solutions. 

5. Training and Mentoring: 

o Technical skills enable managers to properly train and 

mentor their team. 

o Managers teach employees new tools, technologies, and best 

practices to enhance organizational productivity. 

6. Efficiency in Operations: 

o Technical skills help managers ensure smooth operation of 

day-to-day activities in their department. 

o They simplify the work of their team by knowing how to use 

processes and tools effectively. 

 



 

 

Henry Mintzberg’s Managerial Roles 

Henry Mintzberg, a Canadian academic and management expert, analyzed 

managerial activities and defined 10 key roles that managers perform in their day-

to-day activities. These roles are divided into three main categories: Interpersonal 

roles, Informational roles, and Decisional roles. 

1. Interpersonal Roles (Working with and for people): 

These roles involve direct interaction with people within the organization. 

Leadership and communication skills are essential in these roles. 

 a. Figurehead (Symbolic Leader): 

o The manager represents the organization in formal and ceremonial 

duties. 

o Example: A school principal delivering a speech at a graduation 

ceremony or a CEO managing external affairs. 

 b. Leader (Team Guidance): 

o The manager leads employees, motivates them, and monitors their 

performance. 

o Example: A department manager conducting performance reviews 

and guiding team members for improvement. 

 c. Liaison (Connection Builder): 

o The manager maintains communication and coordination with people 

outside the department or organization, such as clients, suppliers, or 

other managers. 

o Example: A marketing manager coordinating with vendors for a 

product launch. 

2. Informational Roles (Collecting and distributing information): 

These roles involve gathering and sharing important information within and 

outside the organization. 

 a. Monitor (Information Gatherer): 

o The manager collects relevant information from inside and outside the 

organization to stay updated on important happenings. 

o Example: A sales manager monitoring market trends and competitors' 

actions to plan future strategies. 

 b. Disseminator (Information Distributor): 



 

 

o The manager shares crucial information with employees and 

colleagues to keep everyone updated and informed. 

o Example: An HR manager informing employees about new company 

policies or benefits. 

 c. Spokesperson (Organization Representative): 

o The manager represents the organization to external parties, such as 

investors, customers, and the media. 

o Example: A CEO reporting the company’s performance at a 

shareholders' meeting. 

3. Decisional Roles (Making decisions and managing resources): 

These roles involve decision-making and problem-solving for the organization. 

 a. Entrepreneur (Initiator of Change): 

o The manager introduces new ideas, fosters innovation, and initiates 

changes and improvements in the organization. 

o Example: An R&D manager launching new research and development 

projects for products. 

 b. Disturbance Handler (Problem Solver): 

o The manager handles unexpected issues such as conflicts or crises and 

finds solutions to resolve them. 

o Example: A project manager dealing with project delays and 

implementing new strategies to overcome them. 

 c. Resource Allocator (Resource Manager): 

o The manager efficiently allocates resources such as time, money, and 

personnel to ensure the organization's goals are achieved. 

o Example: A finance manager allocating budgets to different 

departments' projects. 

 d. Negotiator (Deal Maker): 

o The manager engages in negotiations, both internally and externally, 

which could involve contracts, salaries, or supplier deals. 

o Example: A purchasing manager negotiating with suppliers to secure 

better rates for raw materials. 

 

 

 



 

 

Maslow’s Hierarchy of Needs: 
1. Physiological Needs: Food, water, shelter. 

2. Safety Needs: Security, job stability, health. 

3. Love and Belongingness: Friendship, family, social 

interaction. 

4. Esteem Needs: Self-respect, recognition from others. 

5. Self-Actualization: Maximizing personal potential, 

creativity, and personal growth. 

Maslow's Hierarchy of Needs Theory 

Maslow's Hierarchy of Needs is a motivation theory introduced by 

psychologist Abraham Maslow in 1943. According to this theory, 

human needs are organized in a hierarchical pyramid where basic needs 

must be satisfied before higher-level needs become important. The core 

idea is that once people fulfill their basic needs, they progress towards 

achieving self-fulfillment and reaching their full potential. 

The 5 Levels of Maslow's Hierarchy of Needs 

The hierarchy is categorized into five levels, starting from the most basic 

at the bottom and moving to the highest level at the top: 

1. Physiological Needs (Basic Needs) 

 Definition: These are the most fundamental needs necessary for 
survival, including air, water, food, shelter, and sleep. 

 Example: If a person lacks food, their focus will be solely on 
finding food, and they won't be able to focus on higher-level 
needs like self-esteem or achievement. 



 

 

2. Safety Needs (Security and Safety) 

 Definition: Once physiological needs are met, the need for safety 
and stability becomes essential. This includes physical safety, job 
security, health, and financial stability. 

 Example: A person worried about job security will prioritize their 
job safety over other concerns like social interactions or personal 
growth. 

3. Love and Belongingness Needs (Social Needs) 

 Definition: Humans need relationships and a sense of belonging. 
This stage includes friendship, family, and social interaction, as 
well as the need for affection and attachment. 

 Example: A student feeling socially isolated will focus on building 
friendships and maintaining social bonds. 

4. Esteem Needs (Recognition and Respect) 

 Definition: After social needs are fulfilled, people seek self-
esteem and recognition. This includes success, achievement, and 
respect. Esteem needs are divided into two types: 

o Self-Esteem: Self-respect and pride in one's achievements. 
o Recognition from Others: Respect and appreciation from 

others. 
 Example: An employee who excels at work might seek recognition 

or promotion to feel valued by the company. 

5. Self-Actualization Needs (Reaching Full Potential) 

 Definition: Once all other needs are fulfilled, people strive for 
self-actualization, which is the desire to achieve their full potential 
and pursue creative or intellectual goals. This is about finding 
personal meaning and growth. 



 

 

 Example: An artist creating new, innovative artwork with the goal 
of fully expressing their creativity. 

 

 

Kinds of manager 
Managers operate at different levels within an organization, and each level comes 

with its own specific roles and responsibilities. Their primary functions include 

leading teams, making decisions, and working towards achieving the organization's 

goals. Managers are typically categorized into three levels: Top Managers, 

Middle Managers, and First-line Managers.  

 

1. Top Managers (Senior-Level Managers) 

Role: Top managers are responsible for the overall strategic direction of the 

organization. They are at the highest level of the management hierarchy, focusing 

on long-term planning, vision, and mission. Their job is to guide the future of the 

company. 

Key Responsibilities: 

 Set organizational goals and strategies. 

 Define the organization’s overall direction. 

 Analyze external trends and opportunities. 

 Maintain the organizational culture. 

Examples of Top Managers: 

 CEO (Chief Executive Officer): Responsible for the overall vision and 

strategic decision-making of the company. 

 CFO (Chief Financial Officer): Manages the company’s finances and 

financial decisions. 

 President or Managing Director: Participates in key decision-making 

processes at the top leadership level. 



 

 

Real-Life Example: A CEO of a multinational company might develop a business 

expansion plan for entering new markets and launching new products. This 

decision influences the entire organization and its future direction. 

 

2. Middle Managers (Mid-Level Managers) 

Role: Middle managers operate at the intermediary level between top managers 

and first-line managers. They are responsible for implementing the strategies and 

decisions made by top management. These managers typically oversee specific 

departments or divisions. 

Key Responsibilities: 

 Implement decisions and strategies from top managers within their 

department. 

 Allocate resources and ensure tasks are completed on time. 

 Monitor employee performance and provide guidance. 

 Maintain communication and coordination between departments. 

Examples of Middle Managers: 

 Department Heads: Such as Marketing Managers, Operations Managers, 

and Human Resources Managers who oversee their respective departments. 

 Regional Managers: Responsible for managing multiple branches in a 

specific geographical area. 

Real-Life Example: A Marketing Manager implements sales growth targets set 

by the top management. They guide their team on how to plan and launch 

marketing campaigns to achieve the desired outcomes. 

 

3. First-line Managers (Supervisory-Level Managers) 

Role: First-line managers directly supervise front-line employees or non-

managerial workers. They are responsible for overseeing day-to-day operational 

activities and ensuring tasks are completed efficiently. Though they are at the 

lowest level in the management hierarchy, their role is critical to the smooth 

running of daily operations. 



 

 

Key Responsibilities: 

 Directly manage employees and monitor their work. 

 Oversee daily tasks and schedules. 

 Solve employee issues and motivate staff. 

 Provide performance feedback and ensure efficient workflow. 

Examples of First-line Managers: 

 Supervisors: Oversee workers on the production line, sales floor, or other 

operational settings. 

 Team Leaders: Lead small teams assigned to specific projects. 

Real-Life Example: A Supermarket Supervisor assigns daily tasks to store 

employees, such as stocking shelves, assisting customers, and managing cash 

registers. They ensure that each shift runs smoothly and that all staff perform their 

duties efficiently. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

MBO (Management by Objectives) 

 Definition: A process where management and employees 

jointly set objectives aligned with the company's overall 

goals. 

 Focus: Clear goal setting, performance monitoring, and 

achieving specific results. 

 Example: A company sets a target to increase sales by 20% 

in 3 months, with individual goals for employees. 

2. SMART (Specific, Measurable, Achievable, Relevant, 

Time-bound) 

 Definition: A framework for setting clear and achievable 

goals. 

 Elements: 

o Specific: Clear and well-defined goal. 

o Measurable: Progress and outcome can be tracked. 

o Achievable: Realistic and attainable. 

o Relevant: Aligned with broader business objectives. 

o Time-bound: Defined deadline. 

 Example: "Acquire 10 new clients within 6 months." 

3. PESTLE (Political, Economic, Social, Technological, 

Legal, Environmental) 

 Definition: A tool for analyzing external environmental 

factors that impact the business. 

 Elements: 

o Political: Government policies and regulations. 

o Economic: Market conditions, inflation, etc. 



 

 

o Social: Societal trends and demographics. 

o Technological: Technological advancements. 

o Legal: Laws and regulations affecting business. 

o Environmental: Ecological and sustainability factors. 

 Example: A company analyses political stability before 

launching in a new country. 

4. SWOT (Strengths, Weaknesses, Opportunities, Threats) 

 Definition: A strategic tool to assess internal strengths and 

weaknesses and external opportunities and threats. 

 Elements: 

o Strengths: Advantages over competitors. 

o Weaknesses: Internal limitations. 

o Opportunities: Market growth potential. 

o Threats: External risks and challenges. 

 Example: A company identifies strong customer service as 

a strength and new competitors as a threat. 

5. KPI (Key Performance Indicators) 

 Definition: Quantifiable metrics used to evaluate 

performance in achieving specific goals. 

 Focus: Tracking performance over time. 

 Example: A sales team’s KPI is "monthly sales target," 

such as selling 100 products per month. 

6. FIFO (First In, First Out) 

 Definition: An inventory management method where the 

oldest stock is sold or used first. 

 Application: Ensures inventory freshness and reduces 

waste. 



 

 

 Example: Grocery stores use FIFO to sell older items first. 

7. TQM (Total Quality Management) 

 Definition: A management approach that emphasizes 

continuous quality improvement across all departments. 

 Focus: Customer satisfaction through consistent quality. 

 Example: A company implementing TQM focuses on 

quality checks at every step of the production process. 

8. BSC (Balanced Scorecard) 

 Definition: A performance management tool that measures 

a company's performance from four perspectives. 

 Perspectives: 

o Financial: Profitability, revenue, etc. 

o Customer: Customer satisfaction and loyalty. 

o Internal Processes: Efficiency of internal operations. 

o Learning and Growth: Employee development and 

innovation. 

 Example: A bank uses BSC to track financial goals, 

customer service, operational efficiency, and staff training. 

9. ROI (Return on Investment) 

 Definition: A financial metric used to evaluate the 

profitability of an investment. 

 Formula: (Profit / Investment) x 100. 

 Example: An investment of $10,000 yielding $15,000 gives 

an ROI of 50%. 

10. PDCA (Plan-Do-Check-Act) 



 

 

 Definition: A cyclical process for continuous improvement. 

 Phases: 

o Plan: Identify opportunities for improvement. 

o Do: Implement the plan. 

o Check: Evaluate the results. 

o Act: Make necessary adjustments. 

 Example: A company improves product quality by 

following the PDCA cycle. 

11. RACI (Responsible, Accountable, Consulted, Informed) 

 Definition: A tool that defines the roles and responsibilities 

of team members in a project. 

 Roles: 

o Responsible: Individuals who perform the task. 

o Accountable: Person ultimately answerable for the 

task. 

o Consulted: People who give input. 

o Informed: People who are kept updated. 

 Example: In a project, the RACI matrix clarifies each 

member’s role. 

12. GROW (Goal, Reality, Options, Will) 

 Definition: A coaching framework to help individuals 

achieve their goals. 

 Phases: 

o Goal: Define what is to be achieved. 

o Reality: Assess the current situation. 

o Options: Explore potential solutions. 

o Will: Determine action steps. 



 

 

 Example: An employee uses GROW to plan career 

advancement. 

13. CBA (Cost-Benefit Analysis) 

 Definition: A decision-making tool that compares the costs 

and benefits of a project. 

 Focus: Helps decide if a project is worth pursuing. 

 Example: A company performs CBA before launching a 

new product to ensure profitability. 

14. VSM (Value Stream Mapping) 

 Definition: A tool to visualize the flow of materials and 

information in a process. 

 Purpose: Identify waste and inefficiencies. 

 Example: A factory uses VSM to reduce production delays 

and improve efficiency. 

15. SOP (Standard Operating Procedure) 

 Definition: A written set of instructions detailing how to 

perform a specific task. 

 Focus: Ensures consistency and efficiency in operations. 

 Example: A restaurant has SOPs for preparing dishes to 

maintain quality standards. 

16. CRM (Customer Relationship Management) 

 Definition: A system that helps companies manage 

interactions with current and potential customers. 

 Focus: Enhancing customer satisfaction and retention. 



 

 

 Example: A telecom company uses CRM to track customer 

preferences and resolve issues efficiently. 

17. ERP (Enterprise Resource Planning) 

 Definition: A software system that integrates a company’s 

core business processes. 

 Components: Finance, HR, inventory management, and 

more. 

 Example: A manufacturing company uses ERP to 

streamline finance, production, and inventory management 

across departments. 

 


