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[bookmark: _Toc282688914]PrefaceLearning is a treasure that will follow its owner everywhere.  
Chinese Proverb

[bookmark: _Toc283024575][bookmark: _Toc405901649]What is Courseware?
[image: MC900071138[1]]Welcome to Corporate Training Materials, a completely new training experience!
Our courseware packages offer you top-quality training materials that are customizable, user-friendly, educational, and fun. We provide your materials, materials for the student, PowerPoint slides, and a take-home reference sheet for the student. You simply need to prepare and train!
Best of all, our courseware packages are created in Microsoft Office and can be opened using any version of Word and PowerPoint. (Most other word processing and presentation programs support these formats, too.) This means that you can customize the content, add your logo, change the color scheme, and easily print and e-mail training materials.

[bookmark: _Toc283024576][bookmark: _Toc405901650]How Do I Customize My Course?
Customizing your course is easy. To edit text, just click and type as you would with any document. This is particularly convenient if you want to add customized statistics for your region, special examples for your participants’ industry, or additional information. You can, of course, also use all of your word processor’s other features, including text formatting and editing tools (such as cutting and pasting).
To remove modules, simply select the text and press Delete on your keyboard. Then, navigate to the Table of Contents, right-click, and click Update Field. You may see a dialog box; if so, click “Update entire table” and press OK.
[image: ]
(You will also want to perform this step if you add modules or move them around.)
If you want to change the way text looks, you can format any piece of text any way you want. However, to make it easy, we have used styles so that you can update all the text at once.
If you are using Word 97 to 2003, start by clicking the Format menu followed by Styles and Formatting. In Word 2007 and 2010 under the Home tab, right-click on your chosen style and click Modify. That will then produce the Modify Style options window where you can set your preferred style options.
For example, if we wanted to change our Heading 1 style, used for Module Titles, this is what we would do:
[image: ]
Now, we can change our formatting and it will apply to all the headings in the document.
For more information on making Word work for you, please refer to Word 2007 or 2010 Essentials by Corporate Training Materials.

[bookmark: _Toc283024577][bookmark: _Toc405901651]Materials Required
All of our courses use flip chart paper and markers extensively. (If you prefer, you can use a whiteboard or chalkboard instead.) 
We recommend that each participant have a copy of the Training Manual, and that you review each module before training to ensure you have any special materials required. Worksheets and handouts are included within a separate activities folder and can be reproduced and used where indicated. If you would like to save paper, these worksheets are easily transferrable to a flip chart paper format, instead of having individual worksheets.
We recommend these additional materials for all workshops:
1. Laptop with projector, for PowerPoint slides
1. Quick Reference Sheets for students to take home
1. Timer or watch (separate from your laptop)
1. Masking tape
1. Blank paper

[bookmark: _Toc283024578][bookmark: _Toc405901652]Maximizing Your Training Power
We have just one more thing for you before you get started. Our company is built for trainers, by trainers, so we thought we would share some of our tips with you, to help you create an engaging, unforgettable experience for your participants. 
1. Make it customized. By tailoring each course to your participants, you will find that your results will increase a thousand-fold. 
· Use examples, case studies, and stories that are relevant to the group. 
· Identify whether your participants are strangers or whether they work together. Tailor your approach appropriately. 
· Different people learn in different ways, so use different types of activities to balance it all out. (For example, some people learn by reading, while others learn by talking about it, while still others need a hands-on approach. For more information, we suggest Experiential Learning by David Kolb.)  
1. Make it fun and interactive. Most people do not enjoy sitting and listening to someone else talk for hours at a time. Make use of the tips in this book and your own experience to keep your participants engaged. Mix up the activities to include individual work, small group work, large group discussions, and mini-lectures. 
1. Make it relevant. Participants are much more receptive to learning if they understand why they are learning it and how they can apply it in their daily lives. Most importantly, they want to know how it will benefit them and make their lives easier. Take every opportunity to tie what you are teaching back to real life.
1. Keep an open mind. Many trainers find that they learn something each time they teach a workshop. If you go into a training session with that attitude, you will find that there can be an amazing two-way flow of information between the trainer and trainees. Enjoy it, learn from it, and make the most of it in your workshops.
And now, time for the training!
[bookmark: _Toc405901653]
Module One: Getting StartedEffective leadership is putting first things first. Effective management is discipline, carrying it out.
Stephen Covey

[image: ]Welcome to the Middle Manager workshop. Traditionally, middle managers make up the largest managerial layer in an organization. Middle managers are responsible to those above them and those below them. They head a variety of departments and projects. In order for a company to operate smoothly, it is essential that those in middle management be committed to the goals of the organization and they understand how to effectively execute these goals. 
It is crucial for businesses to focus on these essential managers and provide them with the opportunities to succeed. No matter the organization’s structure or size, it will benefit from employing well-trained middle managers. 

[bookmark: _Toc405901654]Housekeeping Items
Take a few moments to cover basic housekeeping items.
If you need an opening or a way to introduce the participants to each other, utilize the Icebreakers folder to begin or between breaks during the day.
Let participants know where they can find washrooms, break facilities, and fire exits.
Ask participants to turn off their cell phones or at least turn them to vibrate. If they must take a call, request that they do it outside.
Take this time to encourage the group to ask questions and make this an interactive workshop.
Write the words Respect, Confidentiality, and Practice on a piece of flip chart paper and tape it to the wall. Explain to participants that in order to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn!

[bookmark: _Toc283715379][bookmark: _Toc283724744][bookmark: _Toc405901655]The Parking Lot
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\MP321RS9\MC900057299[1].wmf]Explain the concept of The Parking Lot to participants.
· The Parking Lot is a visible place where you will “park” ideas that arise which are not on the agenda, may be off topic, or are better addressed outside of the program.
· At the end of the session, we will review parked ideas and follow up, or make suggestions for your own investigation when you are back at work.
Suggestions for the trainer:
1. If you are working with a large group of participants, you may wish to nominate a recorder to park items as you are facilitating.
2. It’s a good idea to note the name of the contributor along with the parked item.
3. Items noted on the parking lot can be useful to you later as you plan future training sessions.

[bookmark: _Toc405901656]Workshop Objectives
[image: C:\Users\Kimmi\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JVU559D0\MCj02934740000[1].wmf]Research has consistently demonstrated that when clear goals are associated with learning, it occurs more easily and rapidly. With that in mind, let’s review our goals for today. 
At the end of this workshop, participants should be able to:
Define management.
Understand ethics in the workplace.
Manage information and make decisions.
Be familiar with the control process.
Use organizational strategies to facilitate change.
Create structures and processes to manage teams.
Manage as a leader.
[bookmark: _Toc405901657]
Pre-Assignment Review
[image: C:\Program Files\Microsoft Office\MEDIA\CAGCAT10\j0234131.wmf]Explain the concept of The Pre-Assignment Review to participants.
· The Pre-Assignment Review is used to help you evaluate which middle management skills you already possess and which ones you need to develop. Knowing the skills you have that distinguish you from other candidates will prepare you to handle the role of “middle manager”. By taking this course, you will be able to communicate effectively with employers about your experience, skills, and training in middle management.
· Answer the questions quickly and honestly. Do not over think your answers. Use the assessment to gauge which topics demand your immediate attention.  
Suggestions for the trainer:
4. If you are working with a large group of participants, you may wish to nominate a recorder to park items as you are facilitating.
5. It’s a good idea to note the name of the contributor along with the parked item.
6. Items noted on the parking lot can be useful to you later as you plan future training sessions.

[bookmark: _Toc405901658]Action Plans and Evaluation Forms
Pass out the participant action plans and course evaluation forms. They are located in the activities folder. Ask participants to fill these out throughout the day as they learn new things and have ideas on how to incorporate the things we discuss into their lives.
The action plan uses the SMART system. This means that your goals must be Specific, Measurable, Attainable, Realistic, and Timely.

[bookmark: _Toc405901659]
Module Two: Introduction to Management
[image: MC900090563[1]]There are middle managers in every field. From accounting and production to marketing and sales, managers ensure that business runs smoothly. Managers implement the strategies of their superiors. They are responsible for motivating people and getting results. In order to be an effective manager, it is important to understand exactly what management is, what managers do, and why management is so important. Effective management always means asking the right question.
Robert Heller



[bookmark: _Toc405901660]What is Management?
[image: MC900238242[1]]Management is vital to the success of every organization. Management is not about telling people what to do; it is coordinating and organizing the team based on the policies, goals, and objectives of the organization. Part of management is choosing how a business should run, and directing people based on these decisions. Managers need to be both effective and efficient in their jobs. Efficiency involves doing things correctly. In order, to be effective, however, goals are reached and maintained, which may mean changing processes. 
Effective Management
Task oriented
Develops strategies to reach goals
Uses job descriptions to define how work is done 
Goals are based on priorities
Predicts and adapts to change
Consistently evaluates and looks for ways to improve current methods
Efficient Management
Work oriented
Strives to keep the present system running well
Adheres strictly to job requirements
Avoids change
Monitors work and procedures

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce and define management along with effectiveness and efficiency.

	Topic Summary
	What Is Management?
This exercise allows participants to consider how being too effective or too efficient is poor management.

	Materials Required
	Worksheet One: Effective and Efficient Management

	Planning Checklist
	NONE

	Recommended Activity
	Complete the worksheet individually. Break into small groups and discuss your ideas. How easy is it to find a method that is effective and efficient? Discuss the topic with the large group.

	Stories to Share
	Share a personal story about workplace efficiency undercutting effectiveness or vice versa. For example, an attempt to finish a project early and under budget resulted in goals not being met. This would be efficient but not effective.

	Delivery Tips
	Skip the large group conversation if the small group discussion runs long. Simply make sure that everyone understands the differences between being effective and efficient.

	Review Questions
	What does management need to be?



[bookmark: _Toc405901661]
What Do Managers Do?
[image: MC900090662[1]]Middle managers have obligations to senior managers and employees. The job is not easy, and requires juggling many different responsibilities. A target metric is provided to most managers. Each managerial role is different, but most managers share several key responsibilities.

Managers’ Responsibilities:
1. Meet business goals, vision, and objectives.
2. Supervise and be responsible for the performance of team members.
3. Hire, train, and develop employees.
4. Identify problems and come up with solutions.
5. Share responsibility for the growth and success of the company.
With the number of jobs a manager must perform, it can feel like a juggling act. Successful managers are able to perform these roles by prioritizing their tasks. Again, it is important to weigh effectiveness and efficiency.
Prioritizing Tasks:
Effectiveness: How important is the task in light of company goals or standards? Is it realistic to achieve?
Time: How long will the task take, and what is the affect on labor?
Cost: What is the cost of the task in terms of labor, supplies, and other resources?

	Estimated Time 
	10 minutes

	Topic Objective
	Relate the roles and responsibilities common to managers.

	Topic Summary
	What Do Managers Do?
This exercise illustrates the many roles of a manager, and how to balance them.

	Materials Required
	Worksheet Two: Priorities

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet and break into small groups. Compare your priority list with others in your small group. Discuss priorities as a class.

	Stories to Share
	Tell a personal story about priorities, or do the “Rocks in a Jar” demonstration, if it is familiar to you. Begin by filling a jar with large rocks. Add small pebbles, and then add sand and water. (You might want to try it at home first.) The moral of the exercise is that you must begin with the large rocks in order for them to fit in the jar. The analogy is that important tasks must be given priority in order for them to be finished. 

	Delivery Tips
	If you feel that you are short on time, do either the small group or large group discussion.

	Review Questions
	What are common managerial responsibilities?



[bookmark: _Toc405901662]What Does It Take to Be a Manager?
[image: MC900297411[1]]There are many managers in the workforce. Some managers are respected and others are despised. So, what does it take to be a manager? Each manager is unique, but a successful manager will embody certain characteristics.

Characteristics of a Manager
· Integrity:  A successful manager is trustworthy and will lead by example. 
· Communication: Middle managers must be able to communicate effectively to senior managers and their employees.
· Analytical Thinking: Managers need to think analytically in order to make decisions.
· Focus and Composure: It is important that managers remain focused and composed at all times.

	Estimated Time 
	10 minutes

	Topic Objective
	Explain that there are different characteristics associated with being a good manager.

	Topic Summary
	What Does It Take to Be a Manager?
[bookmark: _GoBack]This exercise allows students to see and hear the difference between managerial characteristics.

	Materials Required
	Handout: Managerial Mistakes

	Planning Checklist
	None

	Recommended Activity
	Meet with a partner and role-play according to the instructions on the handout. Discuss the exercise as a class.

	Stories to Share
	Share a personal story or play a clip from Office Space or another movie to show how a bad manager influences employees.

	Delivery Tips
	The role-play is important. If you feel that the class needs more time with the exercise, skip the group discussion.

	Review Questions
	What are some of the characteristics of a successful manager?



[bookmark: _Toc405901663]Why Does Management Matter?
[image: MC900198609[1]]Middle managers are often what hold a company together. Most employees will never meet the CEO or other members of senior management. Middle managers are the face of the organization to the employees on their teams. Managers determine how a team functions, and how successful the projects are. A bad manager will cost the company money in the form of turnover and training. Even in times of economic change, strong management is important. Consider the following statistics:
· Thomas Colligan of Wharton Executive Education calculates that reducing turnover by one percent at an organization could increase the earning of partners by 80,000 dollars.
· Employee turnover is roughly 150 percent of the employee’s annual salary when all the costs are added together. Manager turnover is roughly 200 to 250 percent.
· Turnover costs about 10,000 dollars per employee according to 45 percent of businesses surveyed.

	Estimated Time 
	10 minutes

	Topic Objective
	Reinforce the importance of management in the workforce.

	Topic Summary
	Why Does Management Matter?
The discussion is personal in order to emphasize how important managers are to the success of an organization.

	Materials Required
	Flip chart/ Marker

	Planning Checklist
	None

	Recommended Activity
	Ask the class to raise their hands if they ever left a job or considered leaving a job because they had bad managers. Most people have suffered under a bad boss, so the number should be large, if they are honest. Write down the traits that the students could not live with on the flip chart as well as ways that the managers could have handled things differently. Encourage honesty, but make sure that the students are respectful. If the students hesitate to share, open the topic yourself. 

	Stories to Share
	A survey by the American Psychological Association in 2008 saw a 15 percent increase in the number of Americans who identify work as a cause of stress and consider leaving their jobs because of the stress. Effective management can reduce stress and turnover.

	Delivery Tips
	You can break the class up into small groups to discuss the topic. Make sure that someone takes notes for each group.

	Review Questions
	Who represents the company to employees?



[bookmark: _Toc405901664]Case Study
David fumbled to get all his ducks in a row. As a middle manager he had no idea how he would be able to balance the number of employees he had in one hand and the number of tasks that he had to get done in the other hand. David felt like he walked on a tight rope. His boss, Emily, saw that he carried the weight of the world on his shoulders and pulled out her bag of tricks to show him how to tip the scales and find harmony in his day to day tasks. Emily gave David the keys to success by helping him identify how long each task would take and showed him how to identify the top employees to choose to lead his team to many victories ahead.


[bookmark: _Toc405901665]Module Two: Review Questions
In a business setting, what do managers ensure?
a) That nothing will ever get done
b) That you will get a nice lunch
c) That business runs smoothly
d) That you will attend countless meetings
Managers ______________ the strategies of their superiors.
a) Dislike
b) Implement
c) Disregard
d) Rewrite
Managers are responsible for __________ people and getting results.
a) Embarrassing
b) Manipulating
c) Motivating
d) Berating
______________ is vital to the success of every organization.
a) Management
b) Pay
c) Time
d) Purpose
What does a manager do for its team?
a) Irritate and annoy
b) Coordinate and organize
c) Manipulate and coerce
d) Disregard and avoid
A manager should coordinate and organized based on what?
a) Attitudes, resistance level, and ability
b) Hourly wage, schedules, and distance
c) Policies, goals, and objectives
d) Practice, patience, and perfection


Managers need to be both effective and ___________ in their jobs.
a) Redundant
b) Efficient
c) Unorganized
d) Unrelenting
Which of these is not an example of effective management?
a) Develops strategies to reach goals
b) Predicts and adapts to change
c) Organizes company picnics
d) Task oriented
Which of these is not an example of efficient management?
a) Work oriented
b) Micromanaging 
c) Avoids change
d) Adheres to job requirements
Which of these is not a manager's responsibility?
a) Ordering your lunch
b) Hiring, training, and development of employees
c) Identifying problems and coming up with solutions
d) Meeting business goals, visions, and objectives
[bookmark: _Toc405901666]
Module Three: Ethics and Social Responsibility
[image: MC900370404[1]]Business scandals are ingrained in the public’s consciousness. Many people expect the worst from those in positions of leadership. The truth is, however, that leadership at every level needs to be ethical and socially responsible. Let’s examine the ethics and social responsibility for middle managers.It has become dramatically clear that the foundation of corporate integrity is personal integrity.
Sam Dipiazza




[bookmark: _Toc405901667]What is Ethical Workplace Behavior?
[image: MC910215889[1]]Integrity has already been defined as an essential managerial trait. Ethics goes along with integrity. Most companies have codes of conduct that govern ethics in the workplace. Many of the rules are based on laws governing business ethics. These codes of conduct are usually available in a handbook, and each company will reflect different issues. There are, however, typical ethical standards in a workplace. It is important that managers lead by example to encourage ethical behavior in the workplace. An ethical workplace will lead to honesty, commitment, and loyalty.
Ethical Standards at Most Companies
· Adhere to OSHA regulations.
· Pay employees fairly.
· Provide equal opportunity.
· No tolerance for harassment of any kind.
· Arrive at work on time and work as scheduled.
· Converse respectfully.
· No tolerance for threats or violent behavior.
	Estimated Time 
	10 minutes

	Topic Objective
	Define ethical behavior and how it is evident at work.

	Topic Summary
	What is Ethical Workplace Behavior?
Define ethical behavior and how it is evident at work.

	Materials Required
	Worksheet Three: Identifying Ethics

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet alone and break into small groups to discuss the ethics. End with a class discussion.

	Stories to Share
	Share how the EEOC determines to be ethical treatment of women, minorities, and older workers.
http://www.eeoc.gov/

	Delivery Tips
	You can skip the class discussion if time runs out.

	Review Questions
	How do managers lead ethically?



[bookmark: _Toc405901668]What is Unethical Workplace Behavior?
[image: MC900290865[1]]Unethical workplace behavior is the exact opposite of ethical workplace behavior. Sometimes the unethical behavior is glaring, such as stealing or making threats. It is possible, however, for people to cross the line accidentally. For example, a joke or a compliment might offend a co-worker or employee. In order to be safe, employees should refrain from saying or doing anything at work if they feel that there is any way it could be misunderstood.
Unethical Behavior:
· Breaking rules or policies
· Discrimination
· Inappropriate jokes or comments
· Lack of compensation for work
· Threats or acts of violence
Unethical behavior can lead to lawsuits against the company and individuals involved. Even if things do not go that far, it could cause resentment and poor performance.

	Estimated Time 
	10 minutes

	Topic Objective
	Identify unethical behavior and its consequences

	Topic Summary
	What is Unethical Workplace Behavior?
Use the exercise to discuss the fine line between ethical and unethical behavior.

	Materials Required
	Worksheet Four: Unethical Behavior

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually, and break into small groups to discuss the situations. End with a large group discussion.

	Stories to Share
	Remind participants about a business scandal such as Enron. Enron encouraged unethical behavior in employees, and looked the other way as long as employees made money.
http://www.entrepreneur.com/tradejournals/article/177552212.html

	Delivery Tips
	Skip the large group discussion if you are short on time.

	Review Questions
	Is unethical behavior always obvious?



[bookmark: _Toc405901669]How to Make Ethical Decisions
[image: MC900053925[1]]Managers need to make ethical decision, but it is not always easy. The answer is not always clear in every situation. Fortunately, there are a few steps that will help managers understand the ethics behind their decision-making process. 


Framework for Ethical Decisions:
· Identify the ethics of a decision.
· Acquire all of the facts about the situation.
· Evaluate different options.
· Monitor the situation after the decision is made.
· Use the decision to guide new actions.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the guidelines to make ethical decisions.

	Topic Summary
	How to Make Ethical Decisions

	Materials Required
	Worksheet Five: Decisions

	Planning Checklist
	None

	Recommended Activity
	Complete the exercise individually. Discuss the exercise in a small group and then with the rest of the class. 

	Stories to Share
	Reinforce the importance of ethical decisions by using an example such as WorldCom. The actions of the company show that unethical decisions were made at the leadership level.
http://www.associatedcontent.com/article/162656/worldcom_scandal_a_look_back_at_one.html

	Delivery Tips
	Skip either the small or large group discussion if time is running short.

	Review Questions
	What is the first step to making ethical decisions?



[bookmark: _Toc405901670]What is Social Responsibility?
[image: MC910217210[1]]Workplace ethics govern how a company treats employees. Social responsibility is the way that the company treats those outside of the workplace. Other businesses the company works with, customers, the community, and the environment all fall under the heading of social responsibility. 
Social responsibility is important because many people choose to support a business based on its social responsibility. Companies are striving to be more socially responsible, and it is becoming a part of many vision and mission statements.
Social Responsibility Covers:
· The environment: Going green and saving energy is socially responsible.
· The community: Find ways to give back.
· Customers: Determine how to treat customers well and reward their patronage.
· Business alliances: Make sure that the companies you work with treat their employees well and share your values.

	Estimated Time 
	10 minutes

	Topic Objective
	Explain Social Responsibility.

	Topic Summary
	What is Social Responsibility?
The exercise will allow participants to understand how middle managers can influence social responsibility.

	Materials Required
	Worksheet Six: Social Responsibility

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet alone. Share your ideas with the small group. Discuss ways to be socially responsible with the rest of the class.

	Stories to Share
	Share about a local business that is known to be socially responsible. If you are not aware of any, look at the list on the following website:
http://www.associatedcontent.com/article/162656/worldcom_scandal_a_look_back_at_one.html

	Delivery Tips
	Skip the small group or large group discussion if you need more time.

	Review Questions
	What is the difference between social responsibility and ethical workplace behavior?





[bookmark: _Toc405901671]Case Study
Sam stood tangled in a web of electrical cords in his office. As he entered it felt like running through an obstacle course. Joe spied Sam tiptoeing over the fan cord, the radio cord, the phone charger code, and the web of cords for the many lamps in Sam's office. Joe braved the live wires and inched his way through the electrified maze to remind Sam about certain safety policies. Together they unplugged the energy zapping monsters and made his obstacle course vanish right before their eyes. The office no longer declared a danger zone, Sam then acted as an energy saving and safety super hero around the office.


[bookmark: _Toc405901672]Module Three: Review Questions
1. Leadership at every level needs to be ethical and ______________ responsible.
a) Socially
b) Externally
c) Momentarily
d) Regretfully
Most companies have codes of conduct that govern _____________ in the workplace.
a) Manipulate
b) Ethics
c) Disregard
d) Simplify
It is important that ______________ lead by example in the workplace.
a) Parents
b) Teachers
c) Managers
d) Children
An ethical workplace will lead to what three things?
a) Better pay, better location, better job
b) Humor, anecdotes, insanity
c) Honesty, commitment, loyalty
d) Longevity, responsibility, royalties
Which is not an ethical standard at most companies?
a) Pay employees fairly
b) Ignoring safety concerns
c) Providing equal opportunity
d) No tolerance for harassment of any kind
Which of these would be an example of unethical workplace behavior?
a) Inappropriate jokes or comments
b) Meeting OSHA standards
c) Paying employees a fair wage
d) Having compassion


What can unethical behavior lead to?
a) A welcoming environment
b) Happy employees
c) Lawsuits
d) Trends
Managers need to make __________ decisions.
a) Interesting
b) No
c) Ethical
d) Hopeless
Which of these does not make up the framework for identifying ethics of a decision?
a) Ignoring the problem
b) Acquiring all the facts
c) Evaluating different options
d) Monitoring the situation
What is social responsibility?
a) Going out with friends and family
b) Lunch with your coworkers
c) The way a company treats people outside the workplace
d) Being active on social media
[bookmark: _Toc405901673]
Module Four: Managing Information
[image: MC900370206[1]]Managing information is important to the success of any business. Technology is making information readily available, and more people are accessing information. Information forms the strategies and processes of a company. Managers, at every level, need to organize, acquire, and maintain information in order to make appropriate decisions and ensure that the company runs smoothly.Information is a source of learning. But unless it is organized, processed, and available to the right audience in a format for decision-making, it is a burden, not a benefit.
William Pollard




[bookmark: _Toc405901674]Why Information Matters
[image: MC900149486[1]]Information determines the decisions that middle managers and senior managers make. With the overflow of information available, it is important that the correct information is included in the decision making process. Middle managers need to seek out, sort, and deliver relevant information. 

Important Information:
· Technology and Infrastructure: Information regarding changes to or problems with technology or the infrastructure of the organization needs to be addressed. 
· Customer Feedback: Customer feedback, both positive and negative, needs to be addressed.
· Finances: Financial information should be constantly monitored.
· Employee Feedback: Communication from employees will provide valuable information about different business practices.
	Estimated Time 
	10 minutes

	Topic Objective
	Understand why information is important and the types of information that managers need to monitor. 

	Topic Summary
	Why Information Matters
Identify important information.

	Materials Required
	Worksheet Seven: Information

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Discus your answers with the small group before reviewing with the class.

	Stories to Share
	Share a personal story about the effects of misinformation. Remind the participants of the game, ‘Telephone’ that they probably played as children. The game begins with one person whispering a sentence to another, which is then passed on throughout the group. The results are usually amusing. If you feel you have time, play a round with the participants. 

	Delivery Tips
	You can skip the class discussion if time runs out.

	Review Questions
	Why is information important?



[bookmark: _Toc405901675]Strategic Importance of Information
[image: MC900090428[1]]Information is essential to basic business strategies. The success of any business plan is linked to the reliability of the information that is used. It is important that managers use accurate, reliable, and relevant information when creating business plans. Information is used to guide decisions that determine processes that work to achieve goals.

Flow of Information
· Information: Be sure financial, functional, and mission related information is used to develop the plan.
· Decisions: Use the gathered information to help make decisions and manage teams and employees.
· Work processes: When decisions are made, use them to determine important processes that will affect the goals and mission of the company.
· Goals: The goals need to be clearly defined and performance indicators established to measure the effectiveness of the processes.

	Estimated Time 
	10 minutes

	Topic Objective
	Outline how information influences strategies.

	Topic Summary
	Strategic Importance of Information
Use the exercise to link information with business strategy.

	Materials Required
	Worksheet Eight: Information and Strategy

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet alone and break into small groups to discuss your answers. Review the concept as a class.

	Stories to Share
	Explain that companies often make the mistake of rolling out mass changes that do not benefit individual teams. In order for strategies to be effective, they need to rely on specific information. 

	Delivery Tips
	Forgo the small group discussion and review as a group, if you feel pressed for time.

	Review Questions
	What is the strategic flow of information?



[bookmark: _Toc405901676]Characteristics and Costs of Useful Information
[image: MC900071012[1]]There is an abundance of information available. In order for information to be used effectively, however, it must be useful. There are five basic characteristics of useful information. Information that follows these criteria may not always be free. There are costs associated with finding and using the information. For example, there are often fees associated with hiring market research companies, and there are usually costs associated with making changes according to the information gathered.
Characteristics of useful information:
· Relevant:  Information that speaks specifically to the topic or problem is relevant.
· Comprehensive:  Make sure that the information is complete and detailed to prevent miscommunications.
· Accurate: Double check the accuracy of information, and use only reliable sources.
· Current: Information is always changing. Only current information is useful. 
· Economical: Business demands a profit. Useful information will include the economic impact of the company.

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize the characteristics of useful information and the potential costs. 

	Topic Summary
	Characteristics and Costs of Useful Information
Identify the characteristics that make information useful.

	Materials Required
	Computer 

	Planning Checklist
	Make a list of different facts, and create a slide for each fact. Ask the students whether or not the information is useful. If the information is not useful, ask the participants to identify which of the characteristics are lacking.

	Recommended Activity
	Identify the usefulness of the information on each slide. Discuss the different characteristics of useful information.

	Stories to Share
	Emphasize the importance of useful information. Tell a story of misinformation such as the journalist who used a Wikipedia article for research. 
http://arstechnica.com/media/news/2009/05/wikipedia-hoax-reveals-limits-of-journalists-research.ars

	Delivery Tips
	Find different types of information, or make up scenarios to suit your needs. Try to keep things light, and encourage debate.

	Review Questions
	What are the characteristics of useful information?



[bookmark: _Toc405901677]
Getting and Sharing Information
[image: MC900390792[1]]In order to implement useful information, it must be obtained and shared. Information comes from a variety of sources. The appropriate information needs to be passed on to senior management or employees. 

Sources of Information:
· Employee surveys
· Customer surveys
· Market research
· Sales reports
· Productivity reports
· Meetings and conferences
· Reviews
When information is gathered from different sources, it must be shared. There are guidelines to sharing information effectively.
Sharing Information:
· Communicate directly and clearly.
· Communicate frequently and respectfully.
· Present information honestly and openly.
· Answer questions.
· Encourage feedback and dialogue.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand how to gather and share information.

	Topic Summary
	Getting and Sharing Information
Define ethical behavior and how it is evident at work.

	Materials Required
	Handout Two: Communication

	Planning Checklist
	None

	Recommended Activity
	Split into pairs and complete the role-play. Review the concepts with the class at the end of the discussion.

	Stories to Share
	According to a 2008 survey in the New York Times, 48 percent of employers acknowledged that communication was a problem. Only a small percentage of employees are addressing the issue.

	Delivery Tips
	Monitor the discussion to make sure that time does not go over. 

	Review Questions
	What are some methods for gathering useful information?



[bookmark: _Toc405901678]Case Study
Mary sank underneath a mountain of files, flow charts, and equations. Sandra jumped in to rescue her before she buried herself under the rubble. Mary's head spun at the idea of trying to funnel all of the information she needed to keep the ship sailing. Sandra volunteered to lead the charge to help Mary organize and balance the gigantic pile of information that overflowed nearly caused a tsunami. Sandra fashioned a great system to allow data to pass through and it gave Mary a chance to soak up the information and neatly send it sailing to where it needed to be.


[bookmark: _Toc405901679]Module Four: Review Questions
1. Managing information is important to the ____________ of any business.
a) Failure
b) Success
c) Computers
d) Employees
Managers need to organize, ___________, and maintain information in order to make decisions.
a) Ignore
b) Read
c) Acquire
d) Write
__________________ determines the decisions that middle and senior managers make.
a) Motivation
b) Determination
c) Information
d) Insubordination
Middle managers need to seek out, sort, and ____________ relevant information.
a) Hide
b) Deliver
c) Rewrite
d) Avoid
Information regarding changes to or problems with technology or the __________________of the organization needs to be addressed.
a) Infrastructure
b) Attitudes
c) Securities
d) Integrity
Customer ______________ needs to be addressed.
a) Habits
b) Income
c) Feedback
d) Attitudes
Financial information should be constantly ___________.
a) Monitored
b) Ignored
c) Manipulated
d) Disregarded
Communication from __________ will provide valuable information.
a) Employees
b) Neighbors
c) Spouses
d) Websites
____________ is essential to basic business strategies.
a) Communication
b) Delegation
c) Information
d) Determination
The success of any business plan is linked to the ______________ of the information that is used.
a) Freshness
b) Reliability
c) Language
d) Cost
[bookmark: _Toc405901680]
[image: MC900215193[1]]Module Five: Decision-Making
Once useful information is gathered, decisions need to be made. These decisions will guide the business, so it is important that the decision-making process be as accurate as possible. Rational decision-making is a traditional method of decision-making. Truly effective managers are familiar with this method, and they are always seeking to improve their decision-making skills.Making good decisions is a crucial skill at every level.
Peter Drucker




[bookmark: _Toc405901681]What is Rational Decision-Making?
[image: MC900370374[1]]Decision making is not the same as problem-solving because decisions do not always come from problems. Rational decision-making is a cognitive process that relies on an analysis of information to make decisions. It takes several steps, and compares different solutions to discover the best possible scenario. Rational decision-making has its limitations, which will be discussed later. 

[bookmark: _Toc405901682]Steps to Rational Decision-Making
[image: MC910217208[1]]There are six basic steps to rational decision-making in the business setting. These steps depend on the information collected, which is why it is so important to make sure that the information is truly useful. 

Steps to Rational Decision-Making:
· Define the decision: Before making a decision, determine what it is and why it is necessary. 
· Determine the criteria: The criteria for the decision are based on the values, interests, and goals of the organization.
· Evaluate the criteria: Evaluate the criteria to determine that it is appropriate and will help keep priorities in place. 
· Explore options: At this point, brainstorm different answers.
· Rate options: Evaluate and rate the answers for priority and effectiveness. 
· Calculate the best decision: Select the decision with the best rating.

	Estimated Time 
	15 minutes

	Topic Objective
	Identify and apply the steps to rational decision-making.

	Topic Summary
	Steps to Decision-Making
Practice the steps of rational decision-making.

	Materials Required
	Worksheet Nine: Decision-Making

	Planning Checklist
	None

	Recommended Activity
	Complete the exercise alone. Meet in a small group to discuss the process. After the small group discussion, review the steps as a class. 

	Stories to Share
	Think back to a time when you or someone you know made a bad or irrational decision. Share the story with the class.

	Delivery Tips
	Give the class time to complete the exercise; leave out the class discussion, if necessary.

	Review Questions
	What are the steps to decision-making based on?



[bookmark: _Toc405901683]Limits to Rational Decision-Making
[image: MC900230446[1]]Rational decision-making is useful, but there are limits to its effectiveness:
· The process assumes that it is possible to have all the information and consider the effectiveness of every option. 
· Rational decision-making is limited by the abilities of the person making the decision. 
· The steps depend on the criteria and information remaining unchanged.
· Creativity is limited with rational decision-making.
· Rational decision-making takes time that is not afforded with every scenario.

[bookmark: _Toc405901684][image: MC900059637[1]]Improving Decision-Making
Rational decision-making is limited. In order for it to be effective, it should include creativity and intuition. There are guidelines for both creative and intuitive decisions.
Creative Decisions:
· Experience: Expertise in the field is imperative for all creative decisions.
· Creative ability: Creative skill includes confidence, self-control, ability to think abstractly, and perseverance. 
· Motivation: Creative decisions demand that managers want to work on the project and make the decision.
Intuitive Decisions:
Intuitive decisions allow decision makers to make decisions quickly. The decisions are made based upon experience and observation. People see patterns from their experiences in previous situations and use these patterns to guide them in the decision-making process.

	Estimated Time 
	15 minutes

	Topic Objective
	Recognize how to improve decision-making.

	Topic Summary
	Improving Decision-Making
Understand how to improve decision-making, and when rational decision-making is impractical.

	Materials Required
	Worksheet Ten: Creativity

	Planning Checklist
	None

	Recommended Activity
	Complete the exercise alone. Meet in a small group to discuss your answers. After the small group discussion, review the topic with the class. 

	Stories to Share
	Share a personal story about creative thinking or find one online. For example, tell the story of Christopher Columbus and the egg. Columbus challenged people to make an egg stand on its end at dinner. When his guests gave up, he gently cracked the end of the egg and stood it on end.

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What are the limits of rational decision-making, and how can they be improved?



[bookmark: _Toc405901685]Case Study
Trent ran in circles trying to decide which road to take. Alex witnessed the tornado flying passed him and chased after the storm that Trent became before he caused anymore destruction. Alex told Trent that he needed a Super Process to make his life easier. Alex showed him that instead of running uphill backwards or getting stranded on dead end roads, he could build a new path that would save him time and trouble and give him all the information he needed right at the tip of his fingers to make a wise choice without hitting bumps in the road and causing natural disasters with his indecisiveness.


[bookmark: _Toc405901686]Module Five: Review Questions
1. Once ____________ information is gathered, decisions need to be made.
a) Time consuming
b) Useful
c) Challenging
d) Useless
_________ decisions making is a traditional method of decision making.
a) Wrong
b) Rational
c) Repetitive
d) Regretful
Decision making is not the same as _______________________ because decisions don't always come from problems.
a) Memory keeping
b) Coordinating people
c) Problem-solving
d) Delegating
Rational decision making is a __________ process.
a) Cognitive
b) Intuitive
c) Fluid
d) Complicated
How many basic steps are there to decision making?
a) One
b) Six
c) Ten
d) Five
These steps depend on the ______________ collected.
a) Cash
b) Bonds
c) Information
d) Employees
Which of these is not a step to rational decision making?
a) Define the decision
b) Determine the criteria
c) Only explore one option
d) Rate options
Which is not an example of the limits to its effectiveness?
a) Basing decisions on known facts
b) Limited by its abilities of the person making the decision
c) Creativity is limited
d) Steps depend on criteria
Rational decision making is ___________.
a) Superior
b) Complicated
c) Limited
d) Abundant
____________ decisions allow decision makers to make decisions quickly.
a) Intuitive
b) Impressive
c) Incomplete
d) Intelligent
[bookmark: _Toc405901687]
Module Six: Control
[image: MC900250051[1]]Middle managers are responsible for controlling operations. This does not mean operating as micromanagers. Control is simply the actions that managers take after making decisions. Control is used to establish timetables and achieve goals. You can’t control what you can’t measure.
Tom DeMarco





[bookmark: _Toc405901688]Basics of Control
[image: MC900044936[1]]Management control is used to direct and guide operations. There are two types of control: regulative and normative. Regulative controls regulate the policies and procedures of the company. Normative control is the cultural behavior in teams and the organization. There are several different types of regulative controls and normative controls.

Regulative Control:
· Bureaucratic Control: This type of control comes from the chain of command or company hierarchy.
· Financial Control: These are the key metrics that managers are responsible for meeting and surpassing.
· Quality Control: The regulative control that determines the quality of the product or service. 
Normative Control:
· Teams: This type of control defines the unofficial roles of team members.
· Culture: This control is made up of the values, beliefs, and customs of the organization that bring the employees together. 

	Estimated Time 
	10 minutes

	Topic Objective
	Be aware of the basics of manager control.

	Topic Summary
	Basics of Control
Use the exercise to become familiar with control. 

	Materials Required
	Worksheet Eleven: Control

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Discuss your answers with the small group. After the small group discussion, review the topic with the class. 

	Stories to Share
	Stress the importance of addressing normative controls. Even companies with successful regulative controls can benefit from guiding corporate culture. Remind the students that people are naturally motivated by their values. Company culture is addressed in a number of Fortune 500 companies such as Starbucks, Zappos, and Timberland.

	Delivery Tips
	Skip the class discussion or small group discussion, if you need more time.

	Review Questions
	What is control?



[bookmark: _Toc405901689]The Control Process
[image: MC900197837[1]]Managers need to keep control of tasks and operations. There are four steps to the control process that middle managers need to consider when implementing control.
· Standards: Managers need to create plans and standards of measurement to gauge performance.
· Measure: Once standards are established, measure performance regularly. Provide feedback.
· Compare: Compare performance with the standards of measurement. Performance reports are an example of this comparison. 
· Action: Take action to correct mistakes and guide performance such as corrective action.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the control process.

	Topic Summary
	The Control Process
Practice the steps of the control process. 

	Materials Required
	Worksheet Twelve: The Process

	Planning Checklist
	None

	Recommended Activity
	Complete the exercise individually. Meet in a small group to discuss your answers. After the small group discussion, share your ideas with the class. 

	Stories to Share
	Share a personal story about corrective action. It can be corrective action that was done well or done poorly.

	Delivery Tips
	If necessary, hold either a class discussion or small group discussion.

	Review Questions
	What are the four steps of the control process?


 
[bookmark: _Toc405901690]Is Control Necessary or Possible?
[image: MC900357265[1]]Control has its limitations. It is not possible to have complete control at all times because life is unpredictable. Situations change and every possible outcome may not be accounted for in the planning stages. Strict control management will not guarantee the best possible outcome for a project. It may not even be the most efficient method to use. While it is important to have standards and measures, the most effective business plans include an element of flexibility. 

[bookmark: _Toc405901691]How and What to Control
[image: MC900232903[1]]Control management is effective when it is exercised appropriately. The problem many managers face with control is with regard to morale. The human element must be approached in the planning stage. It is also essential that people be coached and rewarded rather than simply punished and penalized. Controls have traditionally used exact numbers or measures as goals. Ranges of measurement are much more effective, and they give people more control over their performance.
[bookmark: _Toc405901692]
Control Methods
[image: MC900198481[1]]The control methods that a manager must use depend on the situation. Each type of control demands its own method.
Bureaucratic Control Methods:
· Standard operating procedures: Create rules that define the policies and procedures. An employee handbook is one example.
· Output control: This monitors action and helps correct mistakes.
Financial Control Methods:  
· Financial policies: Budgets and money managing policies are essential to control.
· Roles and responsibilities: Assign roles and responsibilities to those in charge.
· Reports: Keep regular financial reports and audits.
Quality Control Methods:
· Statistical process: Mathematical procedures determine control.
· Process and capability study: Sample random products to determine quality.
Team Control:
· Norms: Create informal rules and assign responsibility based on qualifications.
Culture:
· Language: Use language that aligns company culture to corporate values.
· Socialization: Employees work together towards common goals and values.

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize the different control methods.

	Topic Summary
	Control Methods
Use the exercise to apply control methods.

	Materials Required
	Worksheet Thirteen: Methods

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise alone. Meet in a small group to discuss the exercise. After the small group discussion, review the topic with the class. 

	Stories to Share
	Remind participants that the human element is essential to management control. For example, employees created the culture book at Zappos.

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What are the different control methods?



[bookmark: _Toc405901693]Case Study
Paul lost his head sitting at the controls of the entire work force. Paul pushed buttons and shouted orders and drove himself into a frenzy trying to do it all. He said he needed eight arms in order to have his hand in every aspect of the job. His coworker, Nancy, saw that he had no clear vision of how to lead a team without hovering over them like a spy in a helicopter. Nancy offered a suggestion that would make his job easier and keep his head on straight. Nancy took the controls away from him and gave him a chart to coordinate all the jobs that needed to be done and decide who would fly each plane for him so he could work in his peaceful oasis without having to don his spy kit and go on covert missions to scope out what everyone else was doing.


[bookmark: _Toc405901694]Module Six: Review Questions
1. Middle managers are responsible for __________ operations.
a) Disrupting
b) Controlling
c) Causing
d) Undermining
___________ is simply the actions that managers take after making decisions.
a) Control
b) Convincing
c) Conniving
d) Coordinating
Management control is used to direct and ________ operations.
a) Halt
b) Encourage
c) Guide
d) Change
What are the two types of control?
a) Manipulative and Dominant
b) Aggressive and Oppressive
c) Regulative and Normative
d) Passive and Aggressive
What do regulative controls do?
a) Regulate the policies and procedures of the company
b) Control what employees do outside of work
c) Control what their competitors do
d) Regulate the buying habits of consumers
Normative control is the cultural behavior in __________ and organization.
a) Teens
b) Consumers
c) Teams
d) Society


Which is not an example of regulative control?
a) Financial control
b) Quality control
c) Teams
d) Bureaucratic control
What are the two types of normative control?
a) Teams and culture
b) CEOs and middle managers
c) Location and mission
d) Values and promises
There are ________ steps to the control process that managers need to consider when implementing control.
a) Four
b) Huge
c) Incredible
d) Reliable
Which of these is not a step in the control process?
a) Measure
b) Compare
c) Action
d) Analyze
[bookmark: _Toc405901695]
Module Seven: Organizational Strategy
[image: MC900297267[1]]Organizational strategy is an important aspect of business success. It uses the missions and goals of the organization to develop plans. The plans include policies, projects, and resources to meet the goals. Organizational strategy allows managers to create, develop, and evaluate their decisions. A leader needs enough understanding to fashion an intelligent strategy. 
John Kotter





[bookmark: _Toc405901696]Basics of Organizational Strategy
[image: MC900382592[1]]Organizational strategy is a plan to meet the goals of the company and team. The strategy will include specific methods managers will take to meet the goals. Before these goals are determined, the business must be carefully examined. A SWOT analysis is good place to start. 
SWOT = Strengths, Weaknesses, Opportunities, and Threats:
· Strengths: These are internal characteristics that create a competitive advantage.
· Weaknesses: Internal weaknesses that need to be improved such as turnover, sales, or operations are defined in this category.
· Opportunities: Opportunities are external, and require managers to take advantage of them. They involve market trends and a strong economy.
· Threats: External threats that companies cannot control and need to prepare for include a poor economy and changing demographics.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand what an organizational strategy is and how to conduct a SWOT analysis. 

	Topic Summary
	Basics of Organizational Strategy
Create a basic SWOT analysis.

	Materials Required
	Worksheet Fourteen: SWOT Analysis

	Planning Checklist
	None

	Recommended Activity
	Create a SWOT analysis. Break into the small group and complete the exercise. After the small group discussion, review the topic with the class. 

	Stories to Share
	Use the following Starbucks SWOT analysis as an example or find another.
http://marketingteacher.com/swot/starbucks-swot.html

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What does SWOT stand for?



[bookmark: _Toc405901697]Sustainable Competitive Advantage
[image: MC900090431[1]]A sustainable competitive advantage is any advantage that an organization has, and that their competitors are not able to reproduce or duplicate easily. For example, a well-known copyright brand is a sustainable competitive advantage because other organizations cannot copy the protected branding. This should become apparent after the SWOT analysis. It will be in the list of strengths. There are different ways that organizations can create and sustain competitive advantages.
· Customer service: Customer service can distinguish an organization.
· Products or services: Fine-tuning products or services will create an advantage.
· Reputation: The good reputation of a company will define it from other organizations. 
· Brand: Branding is a simple way for organizations to differentiate themselves from the competition.
· Management and employee loyalty: Effective management and company culture makes a difference in how well the organization functions.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand what sustainable competitive advantage is. 

	Topic Summary
	Sustainable Competitive Advantage
Use the exercise to identify sustainable competitive advantage.

	Materials Required
	Worksheet Fifteen: Competitive Advantage

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise alone. Meet in a small group to discuss the exercise. After the small group discussion, review the topic with the class. 

	Stories to Share
	Have students quickly identify companies with a sustainable competitive advantage. For example: the Nike logo, Zappos customer service ranking, or a local store with a specialized product.

	Delivery Tips
	Choose either a group or class discussion, if you are short on time.

	Review Questions
	What can a sustainable competitive advantage be?



[bookmark: _Toc405901698]Strategy-Making Process
[image: MC900250419[1]]The strategy-making process is aligned with organizational strategy. 
Organizational strategies allow managers to guide the direction of teams. It is important to build organizational strategies with the support of team members.
1. The first step to an organizational strategy is to develop goals based on the mission and vision statements. The goals need to be SMART. (SMART = Specific, Measurable, Achievable, Realistic, and Timely)
2. Once goals are created, it is time to collect information to guide the plan. 
3. Use the information to create a strategic plan. This will include product changes, deliverables, policies, budgets, and employee expectations.
4. Evaluate the effectiveness of the plan. 

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the strategy-making process.

	Topic Summary
	Strategy-Making Process
Use the exercise to create SMART goals and develop a plan.

	Materials Required
	Worksheet Sixteen: Strategy

	Planning Checklist
	None

	Recommended Activity
	Complete the exercise individually. Split into small groups and discuss the exercise. After the small group discussion, review the topic with the class. 

	Stories to Share
	Remind participants that goals need to be achievable in order for the employees to accept them, and the plan needs to actively reflect those SMART goals. Companies that set unrealistic goals create stressful environments that cause turnover.

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What is the process for strategy-making?



[bookmark: _Toc405901699]Corporate, Industry, Firm Level Strategies
[image: MC900363650[1]]Organizational strategies are unique to different levels of business. There are corporate level strategies, industry level strategies, and firm level strategies. 
Corporate Strategies:
This is done at the top level of the company and looks at the organization as a whole. Corporate strategy covers everything from products and production to resource allocation and market competition. This type of strategy determines what the business will be. There are two corporate strategies: Portfolio and Grand. Portfolio strategy focuses on acquisitions and diversification. Grand strategy focuses on growing, stabilizing, or recovering business, based on the needs assessed.
Industry Strategies: 
Industry strategy examines how to compete in the industry. The four forces that motivate industry strategies are: Threats, Rivals, Buyers, and Suppliers. The four forces need to be examined in order for the company to become adaptive. This includes choosing whether or not to differentiate or focus on a particular product.
Firm Strategies:
This type of strategy deals directly with competition. There are two different firm strategies: Attack or Defend. The names are fairly self-explanatory. The defense strategy is used to defend the company’s position in marketing and retain customers. This is typically done in times of financial growth. Attacks occur in times of financial stress. Attacks are marketing attempts to take customers from competitors. 

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize the different strategies.

	Topic Summary
	Corporate, Industry, Firm Level Strategies
Identify different strategies in the worksheet.

	Materials Required
	Worksheet Seventeen: Levels

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise independently. Meet in a small group and discuss your answers. After the small group discussion, review the strategies with the class. 

	Stories to Share
	Explain that larger companies such as Pepsi or Starbucks have more diversified portfolios, while smaller companies are more focused. For example Starbucks owns Seattle’s Best and Pepsi owns Quaker Oats.

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What are the different organizational strategies?



[bookmark: _Toc405901700]Case Study
Kelly missed the mark when it came to keeping her eyes glued to the goals of the company. She had been spread too thin while she tried to find the right path that led to success. With too many roads in front of her, Kelly waved the white flag and asked Jane for help. Jane arrived equipped with her bow and arrow ready to help Kelly hit the target and beat the goal setting blues. Together they practiced and honed in on the paths Kelly had to choose from. Using their keen eyes, they spied movement towards success in the distance of one path and ventured on a journey together to lasso in that goal and declare Kelly victoriously chose the road to organizational paradise.


[bookmark: _Toc405901701]Module Seven: Review Questions
1. Organizational ____________ is an important aspect of business success.
a) Crucial
b) Negative
c) Informative
d) Strategy
It uses the __________ and goals of the organization to develop plans.
a) Words
b) Purpose
c) Missions
d) Intentions
The plans include all of the following except _________.
a) Policies
b) Fundamentals
c) Resources
d) Projects
Organizational strategy allows managers to create, develop and ________ their decisions.
a) Scrutinize
b) Evaluate
c) Negate
d) Delete
What does the term SWOT stand for?
a) Strengths, Weaknesses, Opportunities, And Threats
b) Strengths, Wellness, Organization, And Teamwork
c) Service, Wisdom, Opportunity, And Talking Points
d) Service, Wealth, Operations, And Testing
A ______________ competitive advantage is any advantage that an organization has, and that their competitors aren't able to reproduce or duplicate easily.
a) Reliable
b) Impeccable
c) Sustainable
d) Valuable
Fine-tuning _________ or services will create an advantage.
a) Products
b) Problems
c) Persistence
d) Permeability
The good _____________ of a company will define it from other organizations.
a) Employees
b) Management
c) Records
d) Reputation
_______________is a simple way for organizations to differentiate themselves from the competition.
a) Location
b) Friendliness
c) Branding
d) Telecommuting
The strategy-making process is ____________ with organizational strategy.
a) Competitive
b) Cohesive
c) Aligned
d) Synonymous
[bookmark: _Toc405901702]
Module Eight: Innovation and Change
[image: MC900341834[1]]Innovation is important to business survival. Organizational innovation is the ability of employees to find different methods that improve the way that work is performed and the organization functions. While innovation can increase productivity and business success, it means change, and people naturally resist change. Managers need to encourage innovation and manage the change that comes with it. Innovation is the ability to see change as an opportunity –not a threat.
Anonymous




[bookmark: _Toc405901703]Organizational Innovation
[image: MC900303032[1]]Organizational innovation is used to improve a process, product, service, technology, or administrative practice. There is, however, a necessary process to take that will help support organizational Innovation. 


Process:
· Identify opportunities: Pinpoint internal opportunities in a SWOT analysis.
· Determine direction: Identify which direction to take those opportunities.
· Brainstorm ideas: Come up with different innovative concepts.
· Analyze ideas: Analyze the different ideas to determine their effectiveness.
· Apply innovations: Use the innovations in the appropriate setting.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the process of organizational innovation. 

	Topic Summary
	Organizational Innovation
Use the exercise to indentify the process of organizational innovation.

	Materials Required
	Worksheet Eighteen: Innovation

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise alone. Split into a small group and discuss your answers. After the small group discussion, review the process as a class. 

	Stories to Share
	Share a story about innovations that change businesses and how those innovations came from opportunities. For example, consider the impact of energy efficient light bulbs.

	Delivery Tips
	If you run out of time, skip the group or class discussion.

	Review Questions
	What does organizational innovation involve?



[bookmark: _Toc405901704]Why Innovation Matters
[image: MC900441930[1]]Innovation allows companies to remain competitive. Advancement requires an atmosphere of acceptance toward innovation. This allows people to think outside of the normal parameters, experiment, and discover new ideas that will benefit company performance and employee culture. Innovative ideas and knowledge can be passed on to employees and ensure that the new concepts are accepted and possibly used to create further innovations and advancements. 

[bookmark: _Toc405901705]Managing Innovation
[image: MC900055561[1]]Managers need to be aware of innovation in order to successfully manage innovation and teams. There are steps managers can take to help support innovation within their companies.
Steps:
· Managerial support: Innovation requires the support of managers. Managers should encourage employees to take risks and work across fields.
· Creative teams: Managers should identify and build creative teams.
· Monitor teams: Once teams are created, monitor them for the success. 
· Apply: Create strategies to apply any helpful innovations.
· Evaluate: Evaluate how effective the innovations are and make changes as necessary.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand how to manage innovation.

	Topic Summary
	Managing Innovation
Recognize the steps to help manage innovation and how to apply them.

	Materials Required
	Handout Three: Manage Innovation

	Planning Checklist
	None

	Recommended Activity
	Partner up and work on the role-playing handout. Use the module to guide the discussions. Afterwards, review with the small group.

	Stories to Share
	Remind participants that innovation is more than brainstorming; it takes effort and needs to be managed effectively. Companies that do not allow employees to take risks limit their ability to stay competitive. For example, Disney first rejected the computer technology that created Pixar. 

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What are the steps to managing innovation?



[bookmark: _Toc405901706]Organizational Change
[image: MC900230406[1]]Organizational change is any change to the way that a business or team operates. These changes are made to help reach organizational goals and can be the result of innovation. Organizational changes are not made simply for the sake of change itself. People naturally resist change, which makes the management of change essential to its success.
[bookmark: _Toc405901707]
Why Change Occurs and Why it Matters
[image: MC900071016[1]]Organizational change can occur for a variety of reasons. It can be due to company growth, cutbacks, technological changes, product changes, changes in leadership, or HR changes. No matter the reasons for the change, it is important that middle managers successfully guide their employees through the transitions. Often, unsuccessful company changes are the result of a poor implementation and management rather than the change itself. 

[bookmark: _Toc405901708]Managing Change
[image: MC900410407[1]]Managers need to responsibly oversee the change process. It is important that people understand the reasons for the change and how the changes relate to the overall goals and objectives of the organization.

The Process:
· Share goals: Share how the change is essential for achieving continued success and reaching the company’s goals and mission.
· Communicate: Explain the changes in detail, and respect different points of view.
· Involve people in the process: Encourage employees to be responsible for the organizational changes.
· Develop structure and schedules: Clearly outline the roles, responsibilities, and expectations of each employee.

	Estimated Time 
	15 minutes

	Topic Objective
	Understand what organizational change is and how to manage it.

	Topic Summary
	Managing Change
Practice communicating change. 

	Materials Required
	Handout Four: Change Management

	Planning Checklist
	None

	Recommended Activity
	Take turns practicing the role-play. Practice communicating change and review the concepts as a class. 

	Stories to Share
	Share that change management affects ROI. According to the Graziadio Business Report, companies with change management programs have an ROI of 143 percent as opposed to 35 percent for companies that do not. 

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What causes organizational change?



[bookmark: _Toc405901709]Case Study
Angela sat deflated spinning like a hamster on a wheel all day long doing the same task over and over again in the same way. Angela had not been excited by the process anymore and needed a pick-me-up. Diane noticed the boredom written all over Angela's face and decided to help her put some pip in her step by showing her how to dream up big new ideas that will catapult Angela into a brand new world full of innovation and ideas that kept her momentum soaring for years to come. Diane knew that the key to success meant thinking outside the box and she need to create her own magic instead of working like a puppet on a string. Innovation gave just the gift Angela needed and she had become beside herself with excitement at the thought of reaching new heights with new ideas.


[bookmark: _Toc405901710]Module Eight: Review Questions
1. __________ is important to business survival.
a) Resistance
b) Persistence
c) Innovation
d) Retaliation
Organizational innovation is the ability of employees to find different ____________ that improve the way that work is performed and the organization functions.
a) Employers
b) Methods
c) Coworkers
d) Careers
Managers need to ____________ innovation and manage the change that comes with it.
a) Denounce
b) Demand
c) Encourage
d) Resist
Organizational innovation is used to improve all of these except for one
a) Product
b) Service
c) Process
d) Appetites
To identify opportunities you must pinpoint internal opportunities in a _________ analysis.
a) RAIC
b) OSHA
c) SWOT
d) AWACS
Determine direction is the same thing as saying which of these phrases?
a) Identify which direction to take
b) Do the same thing over again
c) Resist change
d) Take a break
Coming up with different innovative concepts is the same thing as _________?
a) Leaving everything exactly as it is
b) Brainstorming ideas
c) Giving up
d) Setting boundaries
What is one reason why we analyze ideas?
a) To determine their effectiveness
b) To waste time
c) To frustrate employees
d) To get a paycheck
Innovation allows companies to remain __________.
a) Constant
b) Lucrative
c) Competitive
d) Stagnant
Innovation requires the ______________ of managers.
a) Strength
b) Weaknesses
c) Support
d) Permission
[bookmark: _Toc405901711]
Module Nine: Organizational Structures and Process
[image: MC900055654[1]]Every organization needs structure. People rely on processes that clearly define their roles and responsibilities. Organizations, however, are made up of people, and middle managers need to address the human element as they design structures and processes to help guide their employees.The achievements of an organization are the results of the combined effort of each individual.  
Vince Lombard





[bookmark: _Toc405901712][image: MC900030084[1]]Departmentalization
Departmentalization is the process that divides work groups into areas. These areas are divided into different departments such as research and development, sales, production, and finance. There are five categories of departmentalization.
Categories:
· Product: The departments are responsible for manufacturers.
· Geographic: The locations define the departments.
· Customer: The different types of customers define departments.
· Functional: Areas of specialty are divided into departments. This is probably the most familiar type of departmentalization.
· Process: The steps of the production process make up departments.
[bookmark: _Toc405901713]
[image: MC900441992[1]]Organizational Authority
Organizational authority is chain of command that establishes the authority of management and employees. There are different methods for establishing this authority.
· Direct hierarchy: This is the direct flow of power from the top to the bottom. All department employees have an individual boss. 
· Line authority-function: Employees have authority over those immediately below them.
· Staff authority-function: Employees have no authority, but can offer advice to others.
No matter which type of organizational authority is used, it is essential that managers delegate assignments so that they involve employees in the process and do not burn out.

[bookmark: _Toc405901714]Job Design
[image: MC900060152[1]]Job design is important to improving morale and reducing turnover. It uses different rewards to increase satisfaction such as job enlargement, simplification, rotation, and enrichment. It allows employees to help create their own job descriptions:
Managing Job Design:
· Share objective: Explain the exact objectives that employees need to achieve in their jobs.
· Allow them to create a plan: Allow employees to organize their work how they wish, as long as they meet objectives.
· Help with implementation: Assist the employees in implementing their plans.
· Allow them to trade tasks: Make it easy for employees to trade tasks. It does not matter who does what as long as the tasks are complete.

	Estimated Time 
	20 minutes

	Topic Objective
	Understand the purpose of job design.

	Topic Summary
	Job Design
Design your own job. 

	Materials Required
	Worksheet Nineteen: Job Design

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise independently. Split into a small group and discuss your job design. After the small group discussion, review the process as a class.

	Stories to Share
	Amy Wrzesniewski at the Yale School of Management believes that job creation occurs naturally in every organization. Addressing it upfront, allows employees to feel a sense of control about their work.

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What are examples or job design?



[bookmark: _Toc405901715]Designing Organizational Process
[image: MC900285456[1]]Designing the organizational process means putting it all together. Use the design process to create organizational processes. The steps of the design process are simple, and should be familiar from the information found in earlier modules.
Design Process:
· Review objectives and plans: Determine the objectives, and choose a plan to implement that will help reach those objectives.
· Determine expectations: Recognize what tasks will need to be done in order to achieve the goals and objectives.
· Create departments: Build work units to focus work activities.
· Delegate authority: Assign authority within the work groups.

	Estimated Time 
	15 minutes

	Topic Objective
	Understand the process of organizational design.

	Topic Summary
	Designing and Organizational Process
Practice designing an organizational process.

	Materials Required
	Worksheet Twenty: Organizational Process

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise independently. Split into a small group and compare your designs. After the small group discussion, review the process as a class.

	Stories to Share
	Emphasize the importance of a workable organizational design. Share a personal story about a poorly designed organization. For example, an organization that asked IT employees to work sales or sales employees to conduct research. 

	Delivery Tips
	Skip the class discussion, if necessary.

	Review Questions
	What are examples or job design?



[bookmark: _Toc405901716]Case Study
Adam and Larry were stepping all over each other’s toes. Neither one knew who should hold the reins on the gigantic project they were worked on. Adam pulled one way and Larry tugged the other way. There went nowhere fast. Larry decided the line had to be drawn in the sand and they each needed to stake their claim on their part of the project or they would sink an already sinking ship. Adam agreed and they drew out a diagram detailing who was in charge of what – split the tasks right down the center and declared themselves masters of their own domains. Adam led his team on one mission and Larry led his team on another mission and they all met in the center where celebrations took place due to their well-drawn out plan.


[bookmark: _Toc405901717]Module Nine: Review Questions
1. Every organization needs ________________.
a) Payroll managers
b) Vending machines
c) Structure
d) Micromanaging
People rely on processes that clearly _________ their roles and responsibilities.
a) Insinuate
b) Define
c) Block
d) Eliminate
Middle managers need to address the _________ element as they design structures and processes to help guide their employees.
a) Fifth
b) Born
c) Human
d) Humanoid
______________________ is the process that divides work groups into areas.
a) Compartmentalization
b) Relaxation
c) Departmentalization
d) Infatuation
How many categories of departmentalization are there?
a) Two
b) Three
c) Five
d) Four
Which is not a category of departmentalization?
a) Financial
b) Product
c) Functional
d) Process
Which of these terms describes the location of an area?
a) Generalization
b) Gregarious
c) Geographic
d) Geometry
Organizational ____________ is chain of command that establishes the authority of management and employees.
a) Authority
b) Sorority
c) Fraternity
d) Paternity
Which of these defines direct hierarchy?
a) Employees have authority
b) Employees have no authority
c) Direct flow of power from top to bottom
d) No one is in charge
Explaining the exact objectives that employees need to achieve in their jobs is an example of which of these?
a) Assisting employees
b) Share objective
c) Trading tasks
d) Implementing plans
[bookmark: _Toc405901718]
Module Ten: Managing Teams
[image: MC900090233[1]]Middle managers are usually in charge of teams. Managing teams is difficult but rewarding. Teams are made up of individuals who have to learn to work together as a single unit. Teammates often go through a difficult adjustment period before they reach their optimal level of performance. Fortunately, the right leadership will enhance the effectiveness of teams.If everyone is moving forward together, then success takes care of itself.
Henry Ford




[bookmark: _Toc405901719]The Good and the Bad of Using Teams
[image: MC900297427[1]]Like everything else there are good elements and bad elements associated with using teams. Before setting up a team, determine if you are able to handle the bad and the good.
Good:
· Work is faster.
· Work is more efficient.
· More ideas are generated.
· There is more consistent feedback.
· Teammates teach each other.
· Accuracy improves. 
Bad:
· Teams are as strong as their weakest members.
· Differences in interests make unity difficult.
· The environment can become political.
· Personality conflicts cause problems.
· Leaders need to motivate people.
[bookmark: _Toc405901720][image: MC900390802[1]]Kinds of Teams
Each team is different. There are five kinds of teams recognized in modern business. 
Five Teams:
· Informal: These are more like friendly associations that work together. Leaders are not necessarily appointed.
· Traditional: These are assigned teams with clear leaders such as department heads.
· Problem-solving: Temporary teams that are brought together for a specific purpose or project are problem-solving teams.
· Leadership: Teams made up of people in authority are leadership teams. Councils and committees are examples of leadership teams.
· Virtual: This is a new team. It is comprised of members who do not work in the same geographic locations and meet virtually.

[bookmark: _Toc405901721]Work Team Characteristics
[bookmark: _Toc278971248][bookmark: _Toc278971799][image: MC900056602[1]]Effective teams share certain characteristics. Middle managers need to be familiar with the characteristics of effective teams in order to create a working team.
Characteristics:
· Direction: The goals and direction of the team are clear.
· Expectations: Team members understand what is expected of them.
· Qualified members: Members are qualified to complete their assignments.
· Practical procedures: The procedures are clear and relevant.
· Strong internal relationships: Team members work together and respect the diversity of the group.
· Shared responsibility: The projects are the responsibility of the group.
· Strong external relationships: Members work to educate employees outside their team.

	Estimated Time 
	15 minutes

	Topic Objective
	Understand teams, and recognize the characteristics of effective teams.

	Topic Summary
	Work Team Characteristics
Practice designing an organizational process.

	Materials Required
	Worksheet Twenty-One: Characteristics

	Planning Checklist
	None

	Recommended Activity
	Work on the exercise alone. Break into a small group and discuss your answers. After the small group discussion, review the characteristics as a class.

	Stories to Share
	Share a personal experience you had with a team that did or did not share these characteristics. You may also ask the participants to share their experiences.

	Delivery Tips
	Skip the class discussion or group discussion if you need time.

	Review Questions
	What are the characteristics of effective teams?



[bookmark: _Toc405901722]Enhancing Work Team Effectiveness
[bookmark: _Toc278971250][bookmark: _Toc278971801][image: MC900056099[1]]Every team has difficulties. Like any other relationship, team members will have their good times and bad. Managers, however, can take a few steps to enhance the effectiveness of the team.
[bookmark: _Toc278971251][bookmark: _Toc278971802][bookmark: _Toc405901723]Steps:
[bookmark: _Toc278971252][bookmark: _Toc278971803]Communicate clearly: Communicate the roles and expectations clearly and respectfully.
[bookmark: _Toc278971253][bookmark: _Toc278971804]Choose members carefully: Have team members work on jobs that cater to their strengths. 
Lead by example: Set the tone for appropriate behavior and communication. Foster trust within the team. 
Evaluate: Evaluate the effectiveness of the team, and make any necessary adjustments.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand how to enhance teams.

	Topic Summary
	Enhancing Work Teams and Effectiveness
Use the exercise to practice ways to enhance team effectiveness.

	Materials Required
	Worksheet Twenty-Two: Enhancing Teams

	Planning Checklist
	None

	Recommended Activity
	Complete the exercise independently. Discuss your answers with the small group. After the small group discussion, review the steps as a class.

	Stories to Share
	Remind participants that team leaders set the tone for how the team functions. If the leader stirs up trouble and communicates poorly, the team will suffer. Relate a funny personal story about a bad leader who couldn’t understand why the team had so many problems, or ask a participant to share one. For example, a leader who is always late to meetings can’t understand issues with tardiness.

	Delivery Tips
	Skip the class discussion, if needed.

	Review Questions
	How can managers guide effective teams?



[bookmark: _Toc405901724]Case Study
Roman had enough work to last a lifetime on his mile long to-do list. It took all the strength he could muster to start to dig through each task one by one. His coworker, Shane, noticed that he flew solo with a very heavy work load that dragged him down and brought him to almost a standstill. With his back up against the wall and deadlines that hung over his head, Roman told Shane he felt like the walls closed in on him. Shane told him that he needed an army of coworkers to help him toe the line and knock each item off his to-do list in no time flat. Roman agreed and scoped out the room of eager coworkers and handed off tasks. His load felt lighter and items fell off that list and left Roman energized for the next challenge.


[bookmark: _Toc405901725]Module Ten: Review Questions
1. Middle managers are usually in charge of _________.
a) Children
b) Errands
c) Teams
d) Cleaning
The right leadership will _________ the effectiveness of teams.
a) Stop
b) Spoil
c) Enhance
d) Enlist
Which is not an example of a good reason to use a team?
a) Work is faster
b) Teams are as strong as their weakest member
c) Accuracy improves
d) More ideas are generated
Differences in interests make unity ___________.
a) Easier
b) Better
c) Difficult
d) Stupendous
Leaders need to _________ people.
a) Motivate
b) Alienate
c) Incarcerate
d) Agitate
How many kinds of teams are recognized in modern business?
a) Four
b) Three
c) Five
d) Two


Which is not an example of a recognized team?
a) Informal
b) Incomprehensible
c) Traditionally
d) Leadership
Which is an example of an informal team?
a) One where there are assigned teams
b) Temporary teams brought together for special projects
c) Friendly associations that work together
d) Teams made up of people in authority
Effective teams share certain ________
a) Characteristics
b) Zip codes
c) Surnames
d) Birth dates
Which is an example of a practical procedure?
a) Clear goals and directions
b) Projects are the group's responsibility
c) Procedures are clear and relevant
d) Members work to educate employees outside their team
[bookmark: _Toc405901726]
Module Eleven: Motivation and Leadership
[image: MC900071116[1]]A successful manager is a good leader who is able to motivate and inspire employees into action. Highly motivated employees are more productive than unmotivated employees. They are creative and passionate about their work. Motivated people are aligned with the company’s values and show more loyalty to their organizations. Middle managers need to understand that motivation is the key to running a successful team.If your actions inspire others to dream more, learn more, do more and become more, you are a leader.
John Quincy Adams




[bookmark: _Toc405901727]Basics of Motivation
[image: MC900198359[1]]There are both internal and external motivations. Managers often focus on external motivations. While external motivations can be useful, they are only effective if they mean something to the employees.
External Motivation:
· Pay
· Recognition
· Fear
· Promotion
· Rewards
 It is important that managers take the time to understand the personal, internal motivations of individuals, and try to link personal goals with work. Social responsibility is an example of connecting personal employee beliefs and motivations to company procedures. 
Internal Motivation:
· Family
· Environment
· Success
· Community
· Personal time
In order for managers to motivate employees they must be motivated themselves. Their work needs to reflect their internal motivations.

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize the importance of motivation and how it works.

	Topic Summary
	Basics of Motivation
Assess your own level of motivation as a manager.

	Materials Required
	Worksheet Twenty-Three: Motivation

	Planning Checklist
	None

	Recommended Activity
	Complete the assessment. Discuss ways to increase personal motivation with the large group.

	Stories to Share
	Share that many companies are tapping into what really motivates their employees, such as offering green benefits.
http://www.renewableenergyworld.com/rea/news/article/2008/01/renewable-energy-firms-strike-gold-with-green-employee-benefits-51032

	Delivery Tips
	Use a small group discussion, if you feel it would be more effective.

	Review Questions
	How is external motivation effective?



[bookmark: _Toc405901728]
Equity Theory
[image: MC900367824[1]]Adam’s Equity Theory is named for the psychologist who developed the idea. Basically, employees are not motivated to work if they believe that they are putting more into a job than they are getting out of it. When employees see this type of discrepancy, they react in different ways. They may become less productive, unruly, or leave the organization. Managers need to try to balance what people put into their work with what they get out of it.
Typical Employee Inputs:
· Skill
· Time
· Commitment
· Trust
· Effort
· Support
Common Employee Outputs:
· Pay
· Benefits 
· Advancement
· Security
· Recognition

[bookmark: _Toc405901729]Expectancy Theory
[image: MC900412708[1]]The Expectancy Theory looks at motivation through a system of rewards. It uses the concepts of Expectancy, Instrumentality, and Valence.
· Expectancy: This is the relationship between effort and performance. For example, I will sell more if I work overtime.
· Instrumentality: This is the relationship between the performance and the reward. For example, if I sell more, I will earn a bonus.
· Valence: This is the value that people place on the reward. For example, the overtime is worth the bonus.

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize differences between Equity and Expectancy Theory.

	Topic Summary
	Expectancy Theory
Identify the differences between the two theories.

	Materials Required
	Worksheet Twenty-Four: Theories

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet alone. Review the concepts as a class. 

	Stories to Share
	Share a personal story that illustrates either theory. For example, did you ever have a job that demanded more than it gave? 

	Delivery Tips
	Use a small group discussion, if you feel it would be more effective.

	Review Questions
	What are the three aspects of Expectancy Theory?



[bookmark: _Toc405901730]What is Leadership?
[image: MC900383252[1]]Leaders do more than issue orders. Leaders must provide answers to difficult questions and create the culture of their teams. Effective managers are good leaders. 

Roles of Leaders:
· Determine a vision.
· Communicate that vision effectively.
· Provide employees with all the necessary resources to achieve this vision.
· Balance the interests of employees and the organization.

[bookmark: _Toc405901731]Situational Leadership
[image: MC900215278[1]]Situational leadership is the belief that the employees determine the leadership style of the manager. The maturity of the employees determines whether a leader is task-oriented or relationship-motivated. There are four levels of maturity in the Hersey-Blanchard model along with four corresponding leadership styles.
Maturity:
· M1 = Immature employees have neither the desire nor skill to work.
· M2 = Employees are unskilled, but willing to learn.
· M3 = Skilled and willing workers, but they are not confident.
· M4 = Mature employees are able to work independently.
Styles:
· S1 = Inform people what their tasks are and how they are to be done.
· S2 = Direct employees and sell them on the task.
· S3 = Provide less direction and focus on relationships and shared decisions.
· S4 = Delegate authority and responsibility.

[bookmark: _Toc405901732]Strategic Leadership
[image: MC900383510[1]]Strategic leadership is the ability to see the big picture and forecast the future of the team or organization. This type of leader creates plans that consider the growth and direction of the business as well as the people within the organization. Strategic leaders are able to effectively prepare themselves and their teams for the future that they see. 
Qualities of Strategic Leaders: 
· Adaptable:  The ability to adapt to change and guide others through change is important to strategic leaders.
· Thoughtful: Leaders consider why things are happening before they take action.
· Empowering: Strategic leaders motivate employees and encourage creativity and initiative.
· Intentional: Strategic planning requires leaders to make informed decisions.
· Rewarding: Recognizing and rewarding talent is a motivational tool of strategic leaders.

	Estimated Time 
	15 minutes

	Topic Objective
	Understand the qualities of strategic leaders and what they do.

	Topic Summary
	Strategic Leadership
Consider how to act as a strategic leader.

	Materials Required
	Worksheet Twenty-Five: Strategic Leadership

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet alone. Discuss ideas in small groups Review the concepts as a class. 

	Stories to Share
	Explain that there is a shortage of strategic leaders. An article in Forbes estimates that only 10 percent of managers are strategic leaders.
http://www.forbes.com/2010/10/27/three-strengths-strategy-leadership-managing-ccl.html

	Delivery Tips
	Skip the small group discussion or review to save time.

	Review Questions
	What are the qualities of a strategic leader?



[bookmark: _Toc405901733]Case Study
Connie moved at a snail's pace through the office with her head hanging low. Jim welcomed her with a huge grin and Connie kept her eyes on the ground. Jim recognized that Connie had lost her motivation and decided to help Connie get some pep in her step and return to the ray of sunshine she had always been around the office. Jim motivated Connie with his winning attitude and his eternal optimism and reminded Connie to visit the wall of heroes and see her photo plastered all over it. Connie felt reminded that she once had been a shining star in the office and thanked Jim for the walk down memory lane. They placed the awards Connie had received in her cubicle to speak to her every time she saw clouds in the sky and kept her alert and she could stand tall ready to face her day.


[bookmark: _Toc405901734]Module Eleven Review Questions
1. A successful manager is a __________ leader.
a) Successful
b) Good
c) Average
d) Comical
_________ motivated employees are more productive than unmotivated employees.
a) Highly
b) Distinctly
c) Wisely
d) Probably
Middle managers need to understand that ___________ is the key to running a successful team.
a) Money
b) Prizes
c) Motivation
d) Education
There are both _________ and __________ motivations.
a) Comic, tragic
b) High, low
c) Internal, external
d) Futile, lackluster
Which is not an example of external motivation?
a) Pay
b) Family
c) Rewards
d) Fear
Managers should try to link ____________ goals with work.
a) Home
b) Weight loss
c) Personal
d) Family


Which is not an example of internal motivation?
a) Fear
b) Success
c) Family
d) Community
__________ responsibility is an example of connecting personal employee beliefs and motivations to company procedures.
a) Environmental
b) Social
c) Economical
d) Educational
In order for managers to motivate employees they must be _________ themselves.
a) Motivated
b) Coordinated
c) Educated
d) Aggravated
Their work needs to ________ their internal motivations.
a) External
b) Reflect
c) Personal
d) Intentional
[bookmark: _Toc405901735]
Module Twelve: Wrapping Up
[image: ]Although this workshop is coming to a close, we hope that your journey to improve your middle management skills is just beginning. Please take a moment to review and update your action plan. This will be a key tool to guide your progress in the days, weeks, months, and years to come. We wish you the best of luck on the rest of your travels! A leader leads by example, whether he intends to or not.
Anonymous



[bookmark: _Toc405901736]Words from the Wise
Steven Covey: Management works in the system; leadership works on the system.
H.S.M Burns: A good manager is a man who isn’t worried about his own career but rather the careers of those who work for him.
Robert Heller: Effective management always means asking the right question.

[bookmark: _Toc405901737]Parking Lot
Review the items on the parking lot. Some items may need one-to-one participant follow up. You may be able to clear other items up now. Follow-up workshops may even be appropriate.

[bookmark: _Toc405901738]Action Plans and Evaluations
Do a quick round robin and ask everyone to share one thing that they learned today. Then, ask participants to make sure their action plans and evaluations are complete.
If possible, ask participants to buddy up and set up a follow-up system, so that they can check up on each other in the coming days, weeks, and months. If appropriate, provide your contact information in case they have any questions.
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