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)Management Functions (section 4)
Objectives:
· Name the three functions of management
· Describe the management techniques used by effective managers
· Explain how to manage employees properly 

Best Companies to Work for: (list reasons from the video:)

·  
·  
·  
·  
·  
·  
·  
·     


From the list Above answer the following scenario:  You decide to start a new business.  What key factors are you going to attempt to include for employees that work for you?




As per the video:  Why is having happy employees so important?


Work Life Balance
Read the Article Handed out by your teacher.  Answer the following questions.

1. What is the definition of work-life balance as described in the article?






2. What are some potential consequences of not investing in employee well-being?





3. Read through the list of strategies suggested in the article to help employees achieve a better work-life.  Pick your top five things you would do as an owner or manager to promote a positive or better work-life balance ?






4. Read through the list of strategies suggested in the article again, but this time think like an employee.  What are some things you can do for yourself to maintain a better work-life balance?





5. How can organizations support parents in achieving work-life balance?





6. Describe the relationship between work-life balance and employee retention according to the article.



What Makes a Great Company:

Three Factors of Great Companies

1.   
2.   
3.   

1:  Mission Statements:  Great Companies have strong Mission Statements   A mission statement is defined as: 


Mission Statements Answer the following questions:













Tips for Writing a Mission Statement:

·    
·    
·   

Review the statements in the Presentation and write your answers below:

	Amazon
	Google
	Walmart

	What:


	What:
	What:

	Who:


	Who:
	Who:

	Why


	Why
	Why

	How


	How
	How




2. Managers:

        Management Definition:  




       Three Basic Management Skills:

	1


	




	2


	




	3


	







Leadership:  Watch the Edpuzzle and answer the following questions:

         Sevan Key Traits of Great Leaders (EdPuzzle Assignment in Google clasroom):  List and explain each

	1:  
       
 What are some outcomes of this trait?

       List three things you think you could do to show employees this on the job?
·  
·  
· 


	2: 
     explain what this trait means:



	3: 

     Explain why this trait is important on the job for leaders?




	4:
    What does the video say leads to a nonproductive workplace?



	5:
    What will you gain as a manager if you are the role model and pitch in?




	6:
     What did the video say about a team’s mistakes?  



	7:
      When making a decision, what two things should a good leader do?  




 
Go online, find an article about being a great leader.  List two additional traits mentioned about great leaders that were not in the video.  After listing, define what that new trait means:

1

2


Five Leadership Styles: 

1.  
2.  
3.  
4.  
5. 



3:  Interpersonal Skills (of 3 skills of a manager):


Top  Interpersonal Skills:

1
2
3
4
5
6
7
8
9

Ways to Improve your Interpersonal Skills:  Do the assignment and list your 10 ideas here:


1							6
2							7
3							8
4							9
5							10





Section 11.2 Management Functions 
Objectives:
· Describe the management techniques used by effective managers
· What is HR and what is its function
· Employment laws that protect employees

Human Resource Management



Human Resource Departments handle the following:

·  
·  
·  
·  
·  
·  
· 

Recruiting or Sourcing:


Two Types of Hiring:


1.  Internal:  (list a few types)



2.  External (list where you get them)


Internal Hiring:

Advantages:




Disadvantages:





Recruitment Process

	1


	

	2


	Where to publish:

	3


	

	
4

	
Basic tips for conducting a good job interview:
 
1.  


2.  
3.  
4.  


	5




	




  
Employment Laws:

· Civil Rights Act of 1964




· Age Discrimination in Employment Act of 1967




· Family Medical Leave Act






· Occupational Safety and Health Act of 1970





· Child Labor Law for ND





· Americans with Disability Act of 1990 (Title 1 & Title V)





· Equal Pay Act of 1963
5
