








beings things beca se we
not wanting to do something are unp casant

Hhings ' fit.
s because of what we get out 0 b
different at work, people do good work for the pay, or the

' ' d still get paid. They
' k because they want to take it easy an _
beca::e bggyw;rant to impress someone. To motivate your people better, figure

want and how you can give that to them for doing what you want them to do.

have to work together as a team to accomplish the group’s objective. After all, _if we ]lm
them all “do their own things” we don’t need you as a manager to mould them into a t
we ?

4. Be a leader, not only a manager : You have built the best team from the e

employees available. You motivated them to peak performance. What is missing ? Moti
; unless you turn that motivation to :

a team is worthless unless you provide direction ;
others that truly sets a manager apart

goal and lead the team to it. It is the ability to lead
their peers. Remember that leaders are found at all levels of the organization, so be one,

5. Improve as a communicator : Communication may be the single most important
of a manager. After all, all the others depend on it. You can’t be a leader if you
comnmmcatc your vision. You can’t motivate people if they can’t understand what you
Communication skills can be improved through practice. ig

6. Get better at managing money : To stay j i :
e . : Yy In business, a company has to make
: That means br'mgl.ng money m.the. door and it means spending less than you bring in. De
" ;ﬁy il ?::jcm" 13 the organization, yo may have more influence on ope area or the
You need to un erstand both. You can help your company, your employees and yo
g better at managing the Company’s money, :

Don't be put off by the numbers







y ment is goal oriented : Management is a goal-oriented acti.\figr. i
s of workers to achieve the goals of the organization. The organizational
lefined and properly understood by the managers. The success of mana
the extent to which objectives are achieved.

‘Wbrking guidelines which can be adopted according to situation.

23, _'Managent is intangible : It is an unseen force. It is result-oriented. One m
the naked eye the functioning of management but its results are known. Peor
bserve it during operation. ;

e 4. _Management is an integrative force : The essence of management li
£ go—orglmatibn of individual efforts into a team. It recognizes the individual goals
] orgamzauonal goals. It integrates human and other sources. 5
- 5. Management is a social process : M
f people. It is a social process because it i

r is the most important element in

anagement is done by the people for f
§ concerned with interpersonal relation

management. Accordi «
e development of people not the direction of things.” A gool:llg o Appley,

agement is a multi-disciplinary process : |
and dynamic conditions. It depends upon the knowledge derived frc
ng, sociology, psychology, economics, finance, etc \_red_
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s | ?s scienc because it collects knowledge with the _
~measures it and decision is taken with the help of experiment. It is a systema
knowledge. Art means application of knowledge for solving various problems.

The perfect definition : On the basis of these characteristics, management may be
defined as “a continuous soci al process involving the co-ordination of human and material
resources in order to accomplish desired objectives. It involves both the determination and the

accomplishment of organizational goals.”
® 1.1.4. Objectives of Management (Concept of Management)
The main objectives of the management are as under :
1. Survival : It is the primary objective of every business unit. In order that a business .
survives it requires : |
(a) Reasonable profit
(b) Support from consumers
(c) Ability to face competition
(d) Ability to adjust production as per market demand
(e) Maintenance of adequate liquidity
(/) Maintenance of reserved financial strength, etc.

2. Growth : A stagnant enterprise is presumed to suffer from an organic defect.
Management can decide to go for expansion only when the business shows adequate stability.

Growth means
(a) expansion
(b) new plants
(c) adoption of modern technology etc.

3. Profitability : It is the objective to achieve a predetermined return on investment.
Profitability enables a firm to grow, ensure a reasonable return to share holder and to fulfil its

social obligations. Profit is also an index of efficiency.
4. Social responsibilities : It means duties and obligations of business towards different
social groups such as share holders, consumers, employees, local community and the society.

Management has to ensure,
(a) Reasonable dividend.
(b) Supply of quality goods at reasonable prices.
(c) Better deal to employees.

(d) Regular payment of taxes to government etc.







~In a developing country like India the signiﬁcame- of manag m

- built on sand. Management makes significan ,
vices, employment, tax revenue etc. =00

“emphasized. Higher efficiency and higher productivity is only hope of th ]

underutilisation and misutilization of countries resources. The most important
poor performance of our development plans has been inadequate and inefficient adm
machinery. It has some crores of rupees in public sector. In the absence of com
devoted management the investment is not being utilised properly. Poor manage
main cause of sickness in private sector. We are underdeveloped because we are 1
managed and mis-managed. Dedicated and professional managers can convert latent energy of
people into wealth. The achievement enables us today to promise the abolition of grinding

poverty that is mankind’s lot though the ages.

Thus, effective management is a key for unlocking the forces of economic growth.

Management is indispensable for the successful functioning of every organization or business.
According to Peter Drucker :

“Management is a dynamic life-giving element in an organization without it the resources of
production remain mere resources and never become production.”

The following are some of the highlights of the importance of management :

1. Achievement of group goals : A human group consists of several persons, specialising
in different tasks. Each person may be working efficiently, but the group as a whole cannot
realize its objectives unless there is mutual co-operation and co-ordination among the members
of the group. Management creates teamwork and reconciles the objective for the group and
motivate the group to their best contribution towards the accomplishment of group goals.
Managers provide inspiring leadership skills towards working hard.

2. Optimum utilisation of resources : Managers forecast the need for materials,
machinery, money and manpower. They ensure that the organization has adequate resources
and also maintain that they do not have idle resources. Managers ensure that the workers
know their jobs well and use the most efficient methods of work. They provide training and
guidance to employees so that they can make the best use of available resources.
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y of various ele;neng_ AnC
- marketing, \ﬁnan-
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anning function provides the goals and standards that drive:

important at all levels of management. However, its char

- Planning terminology : The order from general to specific is : visi

- goals. The key terms are defined as follows : -

] (a) Vision : Non-specific directional and motivational guidance for the entire
Top managers normally provide a vision for the business. It is the most emotional
levels in the hierarchy of purposes. i

(b) Mission : An organization’s reason for being. It is conce pe of the
business and what distinguishes this business from similar businesses. Mission reflects the

culture and values of top management. ik
ddress key issues within the organization

(c) Objectives : Objectives refine the mission and a : g
such as market standing, innovation, productivity, physical and financial resources, profitability,
management and worker performance and efficiency. They are expected to be general,

observable, challenging and untimed.
(d) Goals : Goals are specific statements of anticipated results that further define the
organization’s objectives. They are expected to be SMART : Specific, Measurable, Attainable,

Rewarding and Timed.
Development of tactics is a fifth level of planning. Tactics, the most specific and narrow

plans, describe who, what, when, where and how activities will take place to accomplish a goal.

h»— — e

®m 1.2.2. Organizing

Organizing means understanding the resources in hand and putting these resources 10
optimum uses for achieving the goal. Organizing is establishing the internal organisational
structure of the business. The focus is on division, co-ordination and control of tasks and the
flow of information within the organization. Managers distribute responsibility and authority tc
job holders in this function of management. s
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" {0 other functions such as marketing, focused on solving problems and adding value g

ope - management of project is not an individual but a team effort ortant trail
‘good management is identifying the manpower requirements of the job and recruiting ar
hiring individuals for appropriate jobs. Staffing is an organization-wide function, comp

company’s human, social and intellectual capital. Staffing includes attracting and hiring _
people, as well as developing, appraising and rewarding them through performance management

and training programs. Staffing has a heavy legal emphasis, since employment and labour
Jaws significantly impact both employee and employer rights and responsibilities. :

_Staffing is the process of recruiting, selecting and training of personnel. It means putting
the right men on the right jobs.

All business organizations should focus their attention and be concerned about the
effectiveness and efficiency of their employees specially their managers. The function of
staffing has to do with managing an organization structure so that it can completely operate in
the present and in the future. The managerial function of staffing is defined as filling positions
in the organization structure through identifying work-force requirements, inventorying the
people available, recruitment, selection, placement, promotion, appraisal, compensation and
training of needed people. It is clear that staffing must be closely linked with organizing that is,
to the setting up of intentional structures of roles and positions, many writers on management

theory discuss staffing as a phase of organizing.

The importance of Staffing : The manager’s function of planning, organizing and controlling
can be viewed as essentially objective tasks which may even have some important mechanistic
f_eaturgs. On the other hand, the functions of staffing and leading are concerned almost
exclusively with people. Naturally this introduces complexities that do not yield well to logic.

~ Thus, uncertainties in the selection and direction of people may lead to frustration of managers

who know the importance of staffing and, at the same time. recognise the limitations of the

e tnols available for carrying out this function effectively.
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The 10 pfinciples are
1. Business change must be performance driven.
2. Business change must be stakeholder based.
Business change decisions must be traceable to the stakeholder criteria.
The business must be segmented along business process lines to synchronize
Business processes must be managed holistically.

Process renewal initiatives must inspire shared insight.
Process renewal initiatives must be conducted from the outside in. ;
Process renewal initiatives must be conducted in an iterative, time-boxed approach.

© 00N o G W

Business change is all about people.
10. Business change is a journey, not a destination.

* 1.4. VARIOUS AREAS OF MANAGEMENT
Following are the various important areas of management :

M 1.4.1. Human Resource Development (HRD)

US. He defined HRD “as those learning experiences which are organized, for a speaﬁ
and designed to bring about the possibility of behavioural change.”

Human Resource Development (HRD) is the framework for helping employees in p
their personal and organizational skills, knowledge and abilities. HRD provides mny
to employees like training, performance appraisal, career planning etc.

The focus of all aspects of human resource development is on developi
workforce so that the organization and individual employees can accomph's'h

- service to customers.

16



























: . A wiser approach is to make your production agile, abl
demands. This can only be done by JUST IN TIME (IT) philosophy. b
~ and collection of management methods and techniques used to eliminate waste (f
Waste results from any activity that adds cost without adding value

, such as mo

The “Just in time” (JIT) inventory concept, also called Kanban, asserts that just enougl
inventories, arriving just in time to replace that which was just used, is all the inventory that
necessary at any given time Excessive inventory unnecessarily ties up money, adds warehousing
costs, increases risk of damage and risks obsolescence, and most of all, can possibly obscure

opportunities for operational improvements.

Storing inventory is still the basics of warehousing,
only part of the total. A modern thought on warehousing is
as necessary as once believed.

To some companies storing large quantities of inventory is detrimental to business because
an also disguise poor management practices. The JIT philosophy
ly chains to reduce all excess and waste.

but in today’s business it constitutes
that large inventories are really not

it ties up capital and c
emphasizes flow flexibility and developing supp
The JIT system consists of defining the production flow and setting up the production floor

such that the flow of materials as they get manufactured through the line is smooth and
unimpeded, thereby reducing material waiting time.

This requires that the capacities of the various workstations that the materials pass
through are very evenly matched and balanced, such that bottlenecks in the production line are
eliminated. This set-up ensures that the materials will undergo manufacturing without queuing

or stoppage.

Another important aspect of JIT is the use of a ‘pull” system to move inventories through
the production line. Under such a system, the requirements of the mext station are what
modulate the production of a particular station. It is therefore necessary under JIT to define a
process by which the pulling of lots from one station to the next is facilitated.

JIT is most applicable to operations or production flows that do not change, i.e., those that
are simply .repeated over and over again. An example of this would be an automobile assembly
line, wherein every car undergoes the same production process as the one before it. '
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ﬁwm of non-personal presentation or ideas, goods and services by an

oh transport, storage and inventory control. ;
" (b) Channels of Distribution : It means middle-men. For example, W]
and agents which facilitate the movement of goods and services.

Physical distribution by taking goods, at the right place and at the nght
and place utility.

services such as after sale services (guarantee, warranty), maintenance services,
services, credit facilities and handling customers’ complaints provide satisfaction to
It helps in building firm’s image and product loyalty.
¥ 1.4.4. Advertisement — Print Media and Electronic Media =
Advertising is nothing but a paid form of non-personal presentation or promotion of ide
goods or services by an identified sponsor with a view to disseminate information concernin
an idea, product or service. The message which is presented is called advemsement.
present day marketing activities hardly is there any business in the modern world whic
not advertise. However, the form of advertisement differs from business to busmess
Advertisement has been defined differently by different persons. A few d
being reproduced below :

T . il ® 2t g

=

sy e

service or idea”. :
2. According to American Marketing Association, marketing is desci
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» 1.4.4.1. FEA’ OF ADVERTISEMENT
The main features of advertising are as under : T
-‘?'(i) Advertising is non-personal. It is directed at a mass audience and nor at the i
~ asis in the case of personal selling. e

(ii) It is a paid form of publicity. Gt
5 \(ifi) Tt is aimed at a large number of people. Its basic purpose is to persuade people and
1 turn then into customers.
| (iv) It is identifiable with its sponsor of originator which is not always the case with
publicity or propaganda.
» 1.4.4.2. OBJECTIVES OF ADVERTISING

The following are the main objectives of advertising :

(i) Creation of Demand : The main objective of advertisement is to create a favourable
climate for improving sales. Customers are to be reminded about the product and the brand.

Advertising creates demand by making people aware of new products and their benefits. It
attracts attention and creates interest among consumers and persuades them to buy the product.

(i) Facing the Competition : Another important objective of advertisement is to face the
competition. It helps to attract new customers and win their confidence in the product. With
advertisement, the seller can minimise the seasonal fluctuations in demand.

(iii) Creating Goodwill : Large scale advertising is often undertaken with the objective of
creating the goodwill of the advertising company. This in turn, increases the market receptiveness
of company’s product and helps the salesmen to win customers easily.

(iv) Educating the Customers : Advertising helps to provide useful information about the
uses and features of products. It educates consumers in making better buying decisions and
after that using the product more frequently.

v) Nt.eutralising'Competitor’s Advertising : Advertising is unavoidable to compeie with
or peutrahse _competltor’s advertising. When competitors are adopting intensive advertising as
their promotional strategy, it is responsible to follow similar practices to neutralise their

effects. In such cases, it is essential : : .
“lrnd] for the manufacturer to create a different image of his

L e ——
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. reductlon or saving to customers on the purpose of specific product. ‘
be inserted in a magazine and newspaper advertlsement

bundled together and total price of the pack is reduced. A common example of
can be seen in shopping malls where ‘Lays Chips’ and ‘Kurkure’ packets are bundled gl

and are sold for a lesser price.

4. Discount : It is very popular and a very basic tool for sales promotion. It refem
reduction in price on a particular item during a particular period. It is common during festi
season and during off season period. As we know, today, customers are aware of discount
savings so, this method works better and instantly boost sales performance. Discounts generally
encourage customers to buy larger quantity. This method is useful for short term i.e., mmedlate V5
profits. v

5. Free Goods : Companies offer free goods to those customers who buy a certain
quantity. Calendars, key rings and pens are some common items distributed in this method.
These goods carry company’s advertisement message on them.

6. Exchange Scheme : In this case, the customer exchanges the old product for a new one'""
The old products exchange value is deducted from the price of new product. This sales

et
k

promotion tool is used by several companies for consumer durables. P

7. Installment Sales : In this case, consumers initially pay smaller amount of the pnce and
the balance amount in monthly installments over a period of time. Many consumer durablw-'"‘
such as refrigerators and cars are sold on installment basis. ATk e

» 1.4.5.2. OBJECTIVES OF SALES PROMOTION
Sales promotion activities are undertaken to achieve the following objectlvw :

(i) To introduce new products.
(ii) To attract new customers.
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pen ntﬂins

; planning for the f |
h flow and profitability, financial ‘management incl
. Administration of Financial assets.
2. Maintenance of Financial assets.
3. Identification of Financial risks.
4. Management of Financial risks. Plsec v
A financial manager looks at available date t0 judge the performance of the organizai
so the financial management in a company may refer to : :
1. Managerial Finance : The branch of finance that concerns itself with the managerial

significance of finance techniques.
2. Corporate Finance : An area of finance dealing with the corporate financial decision
at a bigger level.
» 1.4.7.1. OBJECTIVES OF FINANCIAL MANAGEMENT
1 The following two are considered as the objectives of financial management :
,i 1. The maximization of profits of the firm.
| 2. The maximization of shareholder’s wealth.

1. The maximization of the profits of the firm : For any business firm, the maximization
of the profits is often considered as the implied objective and therefore it is natural to retain
the maximization of profit as the prime goal of the financial management.

The profit is regarded as yard stick for the economic efficiency of any form. If all
business firms of the society are working towards profit maximization then the economic
resources of the society as a whole would have been most efficiently, economically and
proﬁ'tal‘nly used. The profit maximization by one firm and if targeted by all, will ensure the
maxmpzation of the welfare of the society. So, the profit maximization as objective of
financial management will result inefficient allocation of resources not only from the point of
view of the firm but also for the society as such. i

(i) It ignores the risk.

(if) The profit maximization concentrates on the ili .
s profitability only and ignores th i
aspect of that decision and the risk associated with that ﬁnayncing ¥ i _
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'Thehneofauthontyservesasthe |
channel of communication, co-ordmatum 'and‘

Production Manager

Foreman-I Foreman-I|
Workers Workers
(a) Pure Line Organization
Production
Manager
Superintendent Superintendent Superintendent
Spinning Weaving Dyeing
[ |
Foreman Foreman
Workers Workers E

(b) Departmental Line Organization
Fig. 1.2,

39






~ forced onto the sub-ordinates.
: (iv) Absence of horizontal relationships : As a result of pressure on achieving de
goals, there is lack of co-ordination and co-operation between different departments. ’
(v) Instability : This kind of organization is rigid. As the organization depends upon a
top level executives, there is little scope for expansion. '
(vi) Suitability : 1t is suitable only for small enterprises, less number of people and a
levels of authority.

® 1.6.2. Functional Organization

This system was introduced in industrial organization structure by F.W. Taylor. He was of
the opinion that in any industrial enterprise, the functions of directing and controlling are very
complex. Therefore, all industrial activities should be done and supervised by experts. Taylor
contended that a foreman could be specialised in everything, he was expected to do. Therefore,
instead of having one single superior, as in the line organization, Taylor, arranged for a group
of specialists to boss the workers in various fields of the business. Office work is separated
from the shop work. Thus, Taylor separated the mental and clerical functions from the production
functions. This type of organization, employing the principle of specialisation, is based on
individuals proficiency and specialised knowledge. Each executive is controlling and thus he
becomes the expert in his field. In this scheme more scope and opportunities are provided for

proper expansion and development.
Merits of functional organization : Following are the merits of functional organization :

(i) Specialisation : Each manager is responsible for single function. Therefore, he can
perform functions more effectively. Full use is made of special skills and the efficiency of
operations is quite high.

(ii) Reflective thinking : The burden of operating details on top executives is distributed and
they can concentrate better on long-term strategic planning and creative thinking i.e., full
utilization of big minds is achieved.

(iii) Better supervision : As each supervisor is an expert in his field, supervision and
control are better, decisions are quick and implemented effectively for enhanced efficiency.
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idual indust maybrlngcertainchanges intheabove saldor
. s}ﬁ the industry and its requirements.
s o ‘Basically, it is a form of line organization where experts are mtroduced at
in the line organization. The line and staff organization can be divided into two ¢ :
line and staff. In line, employees work in order to achieve the desired goal of the
They owe the responsibility of achieving the desired goal. Line brings into practice the po
and planning. The staff includes experts and specialists who guide the employees in the 1
how to perform their functions more efficiently, effectively and quickly so that the desired
goals may be achieved in an effective manner. In any organization, the staff executives offef_
four types of services : h

(a) Advice (b) Control (c) Service (d) Co-ordination.

The main advantage of this system is that the specialised work concerned with analysis,
research labour, standardising, costing, material, equipment, etc. can be left to experts who
can solve the problems of high technical standard and thus, the departmental managers are free
to organize, control and supervise the productive activities in an effective manner.

I Managing Director ]

|

Personel Production Finance
Manager Manager Manager
Chief Plant Quality
Engineer Superintendent Inspector
Foreman Foreman
Machine Shop Assembly Shop

Workers Workers

Fig. 1.4. Line and staff organization
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(viii) To facilitate in salary and increment determination.

'Why manpower planning is important in an organization ?

The importance of manpower planning in an organization is :

(i) To recruit and retain the manpower of required quality and quantity.
: (ii) To foresee the employee turnover and make the arrangements for minimizing |

and filling up of consequent vacancies.

4 (iii) To meet the needs of programmes of expansion, diversification etc.
f technology on work, existing employees and future human

O

~ (iv) To foresee the impact 0
’ resource requirements.

" (v) To ensure optimum utilisation of available manpower.

- (vi) To estimate the cost of human resources.
skill, knowledge, ability, discipline etc.

| (vii) To improve the standard,
ower and take measures accordingly.

i (viii) To assess the shortage of manp

Enlist the objectives of performance appraisal.
Performance appraisal can be done with the following objectives in mind :

(i) To maintain records in order to determine compensation packages, wage structure
- salaries etc.

(ii) To create a healthy competition in the organization.
(i To maintain and assess the potential present in employees for further
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ntal relationships : As a result of pressure on 2
f co-ordination and co-operation between different ¢
) This kind of organization is rigid. As the organization depends  upc
op level ves, there is little scope for expansion. i
(vi) Suitability : It is suitable only for small enterprises, less number of people and |
levels of authority. &
3. Write a short note on functional organization. s
5s. This system was introduced in industrial organization structure by F.W. Taylor. He was of
~ the opinion that in any industrial enterprise, the functions of directing and controlling are
~ very complex. Therefore, all industrial activities should be done and supervised by experts.
Taylor contended that a foreman could be specialised in everything, he was expected to do.
" Therefore, instead of having one single superior, as in the line organization, Taylor, arranged
~ for a group of specialists to boss the workers in various fields of the business. Office work is
 separated from the shop work. Thus, Taylor separated the mental and clerical functions from
~ the production functions. This type of organization, employing the principle of specialisation,
~ is based on individuals proficiency and specialised knowledge. Each executive is controlling
~ and thus he becomes the expert in his field. In this scheme more scope and opportunities are
~ provided for proper expansion and development.

|
24. Write any five merits of line organization. % 3
1

e S5 . o

ey

L M=

iy ol

The organization is well disciplined organization having following merits :

~ (i) Independence : In this form of organization, it is easy to establish and operate the
system. Due to direct relationships, the lines of authority and responsibility are easﬂy
‘understood by employees. There is clear-cut demarcation of authority and responsibility.

) Decision making : Each executive having full authority for a jc Laiol
j i job can make de
5 and easier independently. As a result orders and instructions can be commur

1 system : This kind of organization provides unified supervision ar 2
mports to one superior. In this scalar form of orgageﬁaﬁa
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¢ ~ arises from

that people project and display. lity of 1
15, feelings and behaviours that make a person unique”. In addition
within the individual and remains fairly consistent throughout :
collectively call our ‘self’. e
“Personality is the sum total of our character, emotions, intellect, behaviour, capabili
qualities etc. which includes conception of ourselves and also the estimate of outside peop.
about us”. In total, personality means what we are, what we think and what we do. Our
personality is operational in mainly in five dimensions, say physical, energical, mental, intellectual
and blissful. Personality psychology is considered the study of individual differences in behaviour—
how individuals behave differently from one another in various situations.

Some of the fundamental characteristics of personality include :

(a) Consistency : There is generally a recognizable order and regularity to behaviours.
Essentially, people act in the same ways or similar ways in a variety of situations.

(b) Psychological and Physiological : Personality is a psychological construct, but research
suggests that it is also influenced by biological processes and needs.

(c) Impact Behaviours and Actions : Personality does not just influence how we move and
respond in our environment ; it also causes us to act in certain ways.

(d) Multiple Expressions : Personality is displayed in more than just behaviour. It can also
be seen in our thoughts, feelings, close relationships and other social interactions.

Types of Personalities

S. No. Type of Personality Description
1, Reformer I do everything in the right way.
2 Helper I must help others.
3 Motivator I need to succeed.
4, Thinker I need to understand the world.
o Enthusiast I am happy and open to new things.
6. Leader I must be strong.
i Peacemaker I am at peace.
8. Romantic I am unique.
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m 2.1.3. Values

Values are the framework of philosophy of an individual on the basis
good or bad, ethical or unethical, desirable or undesirable ? That is why,

study for the success of any organisation. YA
Definition of Values : Molten Rokeach, a noted socio-psychologist, has c.lefmed vaiues as
s a variety of situations” or ‘values

“global beliefs that guide actions and judgements acros : :
represent basic convictions that a specific mode of conduct (or end-state of existence) is

personally or socially preferable to an opposite mode of conduct (or end-state of existence)” .
Types of Values : The values learnt can be divided into two broad categories :
(a) Terminal values and
(b) Instrumental values.
(a) Terminal values : It leads to “ends” to be achieved. e.g. comfortable life, sense of
accomplishment, family, security, self respect etc.
(b) Instrumental values : It leads to “means” of achieving desired ends. e.g. ambition,
courage, honesty, helpfulness, independence etc.

of judgement. What
these are important

Terminal Values Instrumental Values
(end) (means)
Comfortable life Ambition
Sense of accomplishment Courage
Family security Honesty
Self respect Helpfulness
Wisdom Independence

m 2.1.4. Ethics

The word ethics is derived from the Latin word ‘ethos’, which means ‘character’. Ethics is
generally regz?rded as being about the norms of behaviour, people follow, regarding what is
good or bad, right or wrong usually ethical issues are about matters of human well-being or welfare.
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t people ‘with respect valuing each in iv

~ discrimination.

(iz) Respect and promote people’s right to make their own decuﬂons
unless the welfare or others are seriously threatened.

(iii) Promote and ensure the welfare and safety of people, while permittlng
learn through undertaking challenging educational activities.

(iv) Contribute towards the promotion of social justice for people and in soclety genera
through encouraging respect for difference and diversity and challen

discrimination.

(v) Recognise the boundaries between personal and professional life and be aware of.
the need to balance a caring and supportive relationship with people with appropriate

professional distance.

(vi) Recognise the need to be accountable to people, their parents or guardians, oolleagues
wider society and others with a relevant interest in the work and that these

accountabilities may be in conflict.
(vii) Develop and maintain the required skills and competence to do the job.

Development of Professional Ethics
The professional ethics can be developed :
(a) By providing education.
(b) Training and presentation.
(c) Paper writing and books publication.
(d Workshops with focus on professional ethics.
(e) Codes and standards.
() Conferences, symposia etc.

W 2.1.5. Concept of Intelligence
The word mtelhgeuce is derived from the Latin word mtellegere whlch m&m
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excellent leaders because they enjoy bein roup. T
with others. People in this category are usually extroverts and are ¢k
vity o others’ moods, feelings, temperaments and motivatio .an&
. They communicate effectively and

rate in order to work as part of a group _ _
easily with others and may be either leaders or followers. Careers which suit those W ¥
intelligence include politicians, Managers, teachers and social workers. . o

7. Intrapersonal Intelligence (“self smart”) : The “self smart” people have a g00od
understanding of themselves. Because they know who they are, what they can do and what they

o, ey fend mot to screw up. They leam best through getng 1o fOHCH with their
le to concentrate and be mindful. They prefer solitary

feelings and self motivation. They are ab
activities. Those who are strongest in this intelligence are typically introverts and prefer 10
and capable of understanding their own emotions,

work alone. They are usually highly self-aware
goals and motivations. Careers which suit those with this intelligence include philosophers,

psychologists, theologians, writers and scientists.
8. Naturalist Intelligence (“nature smart”) : The “nature smart” people have sensitivity
to other features of the natural world. So, they learn best through the interactions with the

environment including outdoor activities, field trips and involvement with plants and animals.
They see the subtle meanings and patterns in nature and the world around them. This is the

eighth and newest of the intelligences, added to the theory in 1999. This type of intelligence was

not part of Gardner’s original theory of multiple intelligences.
«Naturalists” learn best when the subject involves collecting and analyzing or is closely

related to something prominent in nature ; they also don’t enjoy Jearning unfamiliar or seemingly
useless subjects with little or no connections to nature. It is advised that naturalistic learners

would learn more through being outside or in a kinesthetic way.
= 2.2. CONCEPT OF PHYSICAL DEVELOPMENT

P"hysical development is how a human body grows and develops over a length of time.
Physma! development is also monitored closely in young children. Physical development is
broken into two categories ; gross motor skills and fine motor skills.
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(i) Food hygiene at home
(iv) Household water treatment and safe storage
.(v) Hygiene in the Kitchen, bathroom and toilet
(vi) Laundry hygiene
(vii) Medical hygiene at home
(viii) Home hygiene in low-income communities
(ix) Disinfectants and antibacterial in home hygiene

3. Personal hygiene
4, Culinary (food) hygiene
5. Personal service hygiene.

Importance of Hygiene
1. Keeping a good standard of hygiene helps to prevent the development and spread of
infections, illnesses and bad odours.
2. Keeping body clean is vital in combating and preventing illness — both for yourself
and for those around you.
. Flossing and brushing teeth can reduce the likelihood of oral and other diseases.
4. Good hand hygiene will reduce the risk of things like flu, food poisoning and healthcare
associated infections being passed from person to person.
Teaching the correct principles of hygiene should begin at an early age as possible. It will
help to prevent the spreading of infections and diseases that can damage the digestive tract,
respiratory tract and the external features of the body.

W 2.2.3. Bedy Gestures

 Gestures can be some of the most direct and obvious body language signals. Waving,
pointing and using the fingers to indicate numerical amounts are all very common and easy to
understand gestures.

Significance of Body Gestures
L. Clarify and support your words : Gestures strengthen the audience’s understanding of
verbal message.

2
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| 771 Are highly visible : Gestures provide visual support when you address a large nt

of people and the entire audience may not see your eyes.

® 2.2.4. Kinesics

Kinesics is the non-verbal behaviour related to movement, €i
the body as a whole. In short all communicative body moveme

kinesics.
Ekman and Friesen (1969) identified five types of kinesics :
(i) Emblems : Direct replacements for words.
(ii) Mustrators : Shaping what is being said.
(iii) Affect displays : Shows of emotion.
(iv) Regulators : For controlling the flow of conversation.
(v) Adaptors : Self-oriented tension relievers and other forms.

ther of any part of the body
nts are generally classified as

Significance of Kinesics

Kinesics is important in a number of situations. In a job interview, the proper Kinesics cat
drastically improve an interviewee’s chances of being hired, while the wrong Kinesics cal
seriously hamper an otherwise a successful meeting. Some interviewers are trained to dete
body language indicative of dishonesty. Police also uses this technique during imerrogatioﬁ
Fortin asserted that the affects of non-verbal communication can be mimicked in print advertisit
to maximum effect by the strategic use of tools such as italics, colours, font variations ar

emboldened lettering.

* 2.3. TIME MANAGEMENT
; We all I,lave heard the saying “time is money” and that phrase is essentially true. Unfommﬂé
nme. doesn’t al\yays equal money. Time is continually passing but that doesn’t mean yﬂllé
continually making money, this depends on how you manage your time and what you do W@:

Time management is a broad subject takin : om
" g control over many different areas, from
day to day actions to our long term goals. 4 i
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ometning

reasous, which explams why time management is important : :
‘1. Time is limited. Everyone gets the same amount of time each day and
ﬂlerefore, it’s important to manage the most of the time effectively, if someone

more than average at the workplace.

2. Accomplish more with less effort. By taking control of time, one can able to
focused on the task at hand. This leads to higher efficiency. :

3. Make better decisions. There are many choices in life and often-times we are faced
with many choices to choose from at the same time. When practicing good time management,
we have more time to breathe ; this allows to determine which choices are the best to make.
When we feel pressed for time and have to make a decision, we are more likely to jump to
conclusions and not fully consider the different options ; this leads to poor decision making. :

4. Be more successful. Time management is the key to success ; it allows to take control
of life rather than follow the flow of others. One can accomplish more, make better decisions

and work more efficiently ; this leads to a more successful life.
5. Learn more. When one can control time and work more efficiently, he will be able to

learn more and increase his experience faster. This the reason why some students graduate

earlier than others.
6. Reduce stress. One of the main causes of stress is due to people feeling rushed. The

phrase “I have so much to do and so little time to do it” is generally spoken with frustration,
which leads to stress. With good time management, one knows how much time he has, how
long it will take to get his task done, he accomplishes more and has more free time. This gives i
him more breathing room, which reduces the feeling of being rushed, which in turn leads to ¥
less frustration and stress.

7. Higher quality work. We all need some free time to relax and unwind but, unformnately :
many of us do not get much free time because we are too busy trying to keep up with our dall".
activities and work load. By implementing time management skills, we are able to get
done in a shorter period of time leading to more free time.
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. (fv) Have a positive attitude !
* 2.4. INTELLECTUAL DEVELOPMENT

Intellectual is defined as the ability to think, question and evaluate ; to acquire kno >
to process and use information ; to be creative and open to new ideas. These enable one
learn from life experience, make judgement, solve problem and cope with difficulties.
® 2.4.1. Reading Skills

Reading is a tool of learning. It is the one of the most important skills. It makes a relation
between writer and leader. ‘

“The way of increasing the knowledge base is called leading”.

“Reading is also a means of communication and of sharing information and ideas™ .

Readers use variety of reading strategies to assist with decoding (to translate symbols into

sounds or visual representation of language) and comprehension.
1< Systematic Reading : The systematic reading method is completed in the following steps :
(a) Survey (Simple View) : This is not actually the reading of whole chapter. It involves
reading only the chapter title, sub-titles, italicized terms, boldface type and introductory or

summary sections.
(b) Question : Go to the first major heading. Anticipate what will be in that section. Using
the interrogatives who, what, where, when and why, turn heading into a question. Then, write

the question down.
(c) Read : Read the chapter section by section for the purpose of answering the question.

There are different types of reading skills.
Mkmmmg Reading rapidly for the main points.
(nt)/ g : Reading rapidly to find a specific piece of information.

(iit) Extensive Reading : Reading a longer text, often for pleasure with emphasxs on
overall meaning. _
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dividual that is kimming is not actually leading
for the main idea of each paragraph. It is not essential t0

o (b) Magazines (quickly to discover which articles you would like to read in more
(c) Business and travel brochures (quickly to get information).

3. Scanning : Scanning is a method used to find a particular piece of information. Cannir
not reading the material, it is just searching the material for a particular information quickly.
scanning on schedules, meeting plans etc. in order to find the specific details that are req

Examples of scanning :
(a) “What’s on TV” section of the newspaper. y
(b) Train/Airplane schedule.
| (c) A conference guide.

4. Extensive Reading : Extensive reading is used to obtain a general understanding :
& subject and includes reading longer texts for pleasure, as well as business books. Use exten:
~ reading skills to improve your general knowledge of business procedures.

K
;; Examples of extensive reading :

B (a) The latest marketing strategy book.
(b) A novel you read before going to bed.
(c) Magazine articles that interest you.

- 5 Ixftensivg Reading : Intensive reading is used on shorter texts in order to extract
information. It lgcludes very close and accurate reading for details. Use intensive readi
to grasp the details of a specific situation. In this case, it is important that you underst
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‘the students get difficulties 0
es and have written them well. The problen
Speaking is the productive skill. It could not be separated _
¢'producethetenanditshouldbemeaningﬁal. F I

' The Importance of Speaking Skills ' .
A person who communicates well and has good speaking skills does ll‘mt ne::esz y g
words and elaborate jargon. In fact those things can serve to turn a istene . They fee

inadequate and frustrated if someone is using fancy language. 1:
1. Communicating, to whatever size of audience, requires the speaker 10 encourage peopie

to listen, engage, take on board what is being said and process that informat.im:a1 ‘Etnh a t;leﬂ:l 31:10
do something with it. People will only listen if they feel that the speaker is g ; rt'ablé'
interested in them, is speaking their language. Using the type of language they feel comio

with, is the key.

2. Giving something away is important. Giving the : ' !
an important part of speaking skills. Establishing what the audience wants t0 hear is crucial.

3. Encouraging people to communicate back is equally important. Good speaking. ski11§ are
about encouraging people to share, 0 give information that will enable the relatlonsm[? to
progress. If only one person speaks it is a one-way exchange. In a smaller environment 1t 18
often important to have feedback so that the conversation progresses in a satisfactory manner.

4. Humour is a good tool in speaking skills. It keeps the situation light and helps everyone
relax a little. Also, not being too perfect in delivery can be a skill. If someone seems very
polished and smooth he seems to be removed from audience. But if he seems to be unpolished
he can be regarded as unprofessional and disrespectful. Getting the balance right is a skill in

itself.
5. The use of inclusive language is important. Talking about ‘us’ and ‘our’ rather than
giving instructions and directives demonstrates respect and teamwork.

6. Demonstrating interest in the listener is key. A good salesperson will talk to a potential
customer first to establish what he is looking for. Building a connection with customer enabhs i

-

m insights, an advantage, information is
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v feedbaCItSit up straight and look direédi«' at the
show that you understand. At appropriate points you 1
silent. These are all ways to let the speaker know that you isten

Note Taking : It is the practice of writing pieces of information, ofieh 0
ce 0

unstructured manner. One major specific type of note taking is the practi [
shorthand, which can allow large amounts of information to be put on paper very =K
Notes are frequently written in notebooks, though any available piece of paper can sufﬁce .
many circumstances. Note taking is an important skill for students, especially at the college
level. Computers, particularly tablet PCs and personal digital assistants (PDAs) are used as

note taking devices.

Importance of Note Taking

Taking notes will help you to exte
may tend to wander off. Taking notes
task at hand.

Taking notes will help you to remember what you have heard or read and learn more
effectively when we use multiple senses and multiple activities. When note taking, we are
using listening and writing skills and also using our brain and muscles. Also, by writing down
notes or reading material into your own words and into a format that you are more likely to
understand when review the notes. The notes you produce are your own work and are a visible

reminder of the effort you have put into the course.
the ideas you are learning about. Good notes should

Note taking helps you to organise
nks of information that are clear and well referenced.

arrange topics into easy-to-review chu
This is important if you are using your notes 1o review for an examination or for as a starting

point in an assignment.

Important Tips
(a) When reading or listening do not write out notes, word for word. Notes should not be

an exact copy of the lecture or reading. They should be a summary of the main ideas.
(b) Use shortcuts which are understandable and that will make the writing process quicker
Abbreviations (‘e.g.” instead of for example), s ‘=]
: , symbols (‘=" instead of equal 1
can sometimes help to take notes more quickly. e

nd your attention. When reading or listening, your mind
area and to the

helps to keep focussed on your subject
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if

© One should take this part of the :
: One should have clear idea of pre-writing 1

writing process seriously. As al

what‘youexpectfmml;oursmdenm. pre-Y
be successful. However, the opposite is also true. With specific guidelines and expe

you can flourish.

(b) Rough Draft : It is
you are most familiar. You have been writing rough
problem is that many of them have only been writing rough drafts.

writing, revising and editing. That is where your challenges will lie. 28
Make drafts, take suggestions from here and there, but be positive, revise.z'md edit it.
When you start your rough drafts, make sure o use your pre-writes to improve Writing.
Rough drafts are not used for perfection. You are simply making sure the pre-write was
followed, the amount of work required was finished.
Given below are some important points to remember, while writing rough draft.
(i) Gather all the materials that you will need. Collect all the notes, books and partial
drafts. Set out your word processor Or pens that work and plenty of paper. Other
valuable items ; a dictionary and/or a thesaurus, a stylebook, a grammar book.

Set aside a substantial period of time i.e., 2 or 3 hours to get started and take your

probably the easiest step (0 study, because it is the step with v hich.
drafts since you were in kindergarten ; the
They have not been pre-

&

(ii)
phone off.
(iii) Develop the notes. Read over your notes, lay them aside and write one or two
paragraphs in your own words explaining the main point, the essential message you

have learned and are trying to communicate. This may become your introduction or

conclusion.
Make an outline. The outline may be a list of topics, of sentences or of questions you

(iv)
you intend to answer. Put in a group similar ideas ; consider in what order you want to
present it to the reader. Then, arrange all your notes in order according to this outline.

Pause and relax for a moment. Visualize the reader in your mind’s eye : a professor,

a fellow classmate, one person to whom you are addressing the ideas. Imagine his or
her culture and life style, vocabulary and knowledge of your topic. Imagine that he or
she is friendly towards your ideas but does not want to be bored. As you write and

speak to the person.

v)
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al Draft : Th of the writ

h is recommended due to all the revisions and editing, it is nc

ype them, adding all the changes and corrections that have been made
 After yoil retype the matter, make sure to use spell check to catch an;
errors which may have been accidentally missed. Then, reread the matter before print

It saves paper and ink. Proofreading the paper to catch mistakes is also used that you
have missed in your own writing. This really depends on the age and skill level of

the

students.
There is one more step that you may choose to take, depending on the amount of

time available, share matter with the class. This can be very time consuming. So, one way
around it is to have pick their best sentences or paragraphs and share those instead of whole

matter.
® 2.4.5. Critical Thinking and Problem Solving

Concept and Definitions
Everyone experiences problems from time to time. Some of our problems are big and

complicated, while others may be more easily solved. There is no shortage of challenges and
issues that can arise on the job. Whether in an office or on a construction site, experiencing
difficulties with the tasks at hand or with co-workers, the workplace presents ongoing challenges
on a daily basis. Whether these problems are large or small, they need to be dealt constructively
and fairly. Having the necessary skills to identify solutions to problems is one of the skills, that

employers look for in employees.
“Problem solving and critical thinking refers to the ability to use knowledge, facts and data

to effectively solve problems. This doesn’t mean to have an immediate answer, it means to be
able to think on your feet, assess problems and find solutions. The ability to develop a well
thought out solution within a reasonable time frame, however, is a skill that employers value

greatly”.
“The process of actively and skillfully conceptualizing, applying, analyzing, synthesizing and

evaluating information to reach an answer or conclusion” .
“Reasonable reflective thinking focused on deciding what to believe or do”.
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Defining the problem

Analyzing the problem

Developing possibilities

!

Selecting the best solution 1

4

Implementing

Evaluating and learning |
Approaches of Problem Solving

As problem solving is a key managerial function, attention is focused on performing the |
function effectively as possible. We may very briefly discuss some of the major approaches,

which are available to managers to aid them in problem solving activities. We classify them as
traditional and modern approaches for problem solving.

Traditional Approaches for Problem Solving
(a) Habits
(b) Standard operating procedures
(¢c) Organizational structure.
Modern Approaches for Problem Solving
(a) Creative approach

(b) Participative approach

(c) Heuristic approach.













") Well organized system if done right. Outlining records content as well a5
(i) It also reduces editing and is easy to review by turning main points into qu
- Disadvantages : -

(i) Requires more thought in class for accurate organization.

(ii) This system may not show relationships by sequence when needed.
(iif) This system cannot be used if the lecture is too fast.

(d) ‘SQ3R’ : ‘SQ3R’ approach to reading and note taking from text suggests that tudents
should use the following activities in order to get the most from a reading in the most efficient
way.

(i) Survey : Flip through the chapter or book and note the layout, first and last chapters or
paragraphs, look at the headings used, familiarise with the reading.

(ii) Question : Think about the questions that you will need to keep in mind, while reading.

Think about whether or not you think the book is relevant or it suits the purpose of your study or
not.

(iii) Read : Read actively but quickly, looking for the main points of the reading—don’t take
any notes, that you might want 10 read through twice quickly.

(iv) Recall : Write down the main points of the reading and any really important facts and

opinions that help to support the main points. Also, record the bibliographic details.

(v) Review : Repeat the first three steps over and make sure that you haven’t missed
anything. At this point finalise and reread notes or write down how the material relates to your
question or task. bt

(e) The Mapping Method : Mapping is a method that uses comprehension/concentration
skills and evolves in a note taking form which relates each fact or idea to every other fact or
idea. Mapping is a graphic representation of the content of a lecture. It is a method that
maximizes active participation, affords immediate knowledge as to its understanding and

emphasizes critical thinking.
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youamfedingandbeavmeow t comes up. : : e

(e) Express or release your feelings : Focus on how you feel. Open your mouth

sound come from that feeling. Move with the feeling. You can dance, stomp around und,
ied about the sound, you

: : ; eam into {
g hit something. Scream ; if you are worrl th Gl K Rt r Y
| Cry : if you feel like crying, give yourself permission to do this. Write or draw from this

feeling place. Don’t censor yourself, let the feelings do the writing or drafving. Say out loud
what you need to say to someone. Tell someone supportive how you are feeling.

® 2.5.3. Anxiety s
Anxiety is usually generated by an unconscious response to the ‘rpisus_e’ qf the 1magmat19n.
Basically, the ‘back part’ of the mind is getting the message from th.e imagination that s_omethm_g
bad is going to happen and so creates a state of readiness in the mind and body ;'amuety. Thls
can partly be due to experiences in the past, lack of an ability to tolerate uncertainty. .f&nd l‘.hlS
is how this anxiety session works. Anxiety consists of two components ; WOITY and emotionality.
increased heart beat and

Emotionality refers to physiological symptoms such as sweating, : )
raised blood pressure. Worry refers to negative self-talk that often distracts the mind from

focusing on solutions to the problem at hand. For example, when students become anxious
during a test, they may repeatedly tell themselves they are going to fail or they cannot
remember the material or that their teacher will become angry with them if they perform
poorly. This thinking interferes with focusing on the test as the speech areas of the brain that
are needed to complete test questions are being used for worrying.

Anxiety is a physiological and psychological state characterized by cognitive, somatic,
emotional and behavioural components. These components combine to create an uncomfortable
feeling that is typically associated with uneasiness, apprehension or worry. It is a generalized
mood state that occurs without an identifiable triggering stimulus. It is a normal reaction to
stress. It may help a person to overcome a difficult situation, for example at work or at school,
by prompting one to cope with it. But when anxiety is excessive it becomes a disorder, it falls
under the classification of an anxiety disorder.

People who suffer from anxiety disorder are always expecting the worst and can’t stop
worrying about health, money, family, work, problems or daily issues. Anxiety often concerns
the factors of time and results. Anxiety problems affects the way a person think because of the
way they view their problems. People with anxiety problems suffer irritability, tension and
sk_eepmg problems. They can also be paralyzed because they are constantly worrying and can’t
think clearly.
makf:t ;s ];1;1::)11@11] ;:12 rn:e(;]n :n;ueltly elél ﬁmnﬂmr (l))ll' challenging situa_tions. 'I:he gift of anxiety is to
Bl e s FLOUICHIS bu_t when t.hlS emotion is so strong that it

performance, it becomes a negative emotion that is no longer serving anybody.
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ning but : 2thening the capacity of subjective dime
d more effectively and efﬁcienxl;y. The personality dev
ing to the outer excellence. The development of personality is purely s
vement in the objective sense will not result in over all efficiency or exc
ere is sxgmﬁcz_mt transformation in our personality because the key to objective imp
lies in the subjective growth. Subjective growth is the integrated, well defined anc

planned development of all the faculties in which our personality operates. Hence, there

five steps to complete personality. e A

1. Healthy body y
2. Hea]thy tnind Plays vital role i
3. Healthy thoughts | e
4. Will power ' o W
| - 5. Work efficiency i

Explain the concept of physical development. ‘
Physical development is how a human body grows and develops over a length of time.
- Physical development is also monitored closely in young children. Physical development is

* broken into two categories ; gross motor skills and fine motor skills. 8|
- Gross motor skills are larger movements that makes with arms, legs or feet or entire body. So

- crawling, running and jumping are gross motor skills.

- Fine motor skills are smaller actions. Picks things up between finger and thumb are fine motor
 skills.

~ Physical development in children follows a directional pattern. Larger muscle groups develop
before smaller muscle groups. Muscles which control larger body parts, such as the arms and
 legs, develop before muscles which control smaller body parts, such as the fingers and toes.
~ Children learn to control larger muscles before they learn to control smaller muscles. This is
- why children learn to crawl and walk before they learn to feed themselves and hold a crayon.

- Better health is central to human happiness and well being. It also makes an important
~ contribution to economic progress, as healthy population lives longer, are more productive
and save more. Many factors influence health status and a country’s ability to provide quahty
health services to its people. Ministries of health are important actors, but so are other
 government departments, donor organizations, civil society groups and communities themselves.
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Reac g : Intensxve reading is used on shorter {
It includes very close and accurate reading fo
the' details of a specific situation. In this c




























Vanaging ¢ ral, Social and Ethnic

ation means movement. People, images, L1108

ly move from one corner of the world to another and people commu

ople many miles away. Diversity in the workplace means bringing together peopie

~ ethnic backgrounds, religions and age groups into 2 cohesive and productive unit.
~ communication technology, such as the Internet and cellular phones, have made e

- place a more global concept. In order to survive, a company needs {0 be able t0 Manage

utilize its diverse workplace effectively. Managing diversity in the workplace

of the culture of the entire organization.

Steps to Manage Cultural, Social and Ethnic Diversities

Step 1 : Confirm that all of the personnel policies from hiring to promotions and raises are
based on employee performance. Avoid allowing tenure, ethnic background or any other kind
of category into human resources policies. Managing a diverse workplace begins with strong
policies of equality from the company. Once these policies are in place, the company can begin
implementing diversity measures throughout the entire organization.

Step 2 : Rate the qualifications of the candidate based on the quality of his experience, not
age or any other category, when hiring. When hiring a diverse but qualified workforce, you are
on the right track towards being able to manage the diversity in your company.

! Step 3 : Encourage diversity when creating teams and special work groups within the
| company. If a co-ordinator creates a work group that does not utilizes the skills of the most
qualified employees, then insist that the group be changed to include all qualified staff members.

Step 4 : Treat complaints of favouritism or discrimination seriously. Encourage employees
to report all instances of discriminatory behaviour and have a definitive process in place for
investigating and dealing with these issues.

Step 5 : Hold regular trainings for the entire staff on the benefits of diversity in the
workplace. Encourage discussions at these meetings on how the company can better manage
workplace diversity.

Competencies Required for Working with Others

The following outlines the competencies you should develop to ensure effective group
working.

1. Influencing Others

the situation requires.
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should be a part

(a) Motivate others to achieve desired outcomes by directing, coaching and delegating as

























g hints qualities of a leader while the sec
is the personal quality of an individual whic

.' ally defined as influence, the art or [
ingly towards the achievement of group go
-G o L




» o

manager only if he b

leaders of work group
an be a leader

1. | A leader is required to creatc qordi?ll
relation between person working 1n
an organization.

| Leader focuses on the top level.

3. | Leader has followers. The group of
employees whom leaders lead are his
followers.

4. | The aim of leader is to fulfil
follower’s need.

5. | Leader focuses on the transfor-
mational aspects.

6. | The leader develops the goal achieving
process.

7. | All leaders are not managers.

Manager focuses on the lower :

The sub-ordinates are the fo
managers.

goals.

Manager focuses on transactional

The manager maintains the goal adié
process.

All managers are leaders.

# 3.4.2. Functions of Leadership

Proper leadership is essential to effectj

not go around themselves but must pe Ve management. The wheels of an ¢
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3 Bllil(k

Work enyip, work nent :
mindbyaleader- :}ﬂpsinmﬂ nd stable BIOWE™ o o plo I shou
problems - He should have personal contacts 3 ) s s
: and solve them. He should treat employees 0f HEE .la i
the st Providing guidance : A leader has to not only supervise but also 5, eyway yl
rfsuh-ord'.“ates. Here guidance means instructing the sub-ordinates
perform their work effectively and efficiently.
lead:-ufe rve as a motive power : Leadership serves as 4 motive po
B ¢ group 1o a higher level of performance through its impact
otivates the employees with monetary and non-monetary rewar 5. &
6. Works as an authority : Authority alone cannot achieve the desired results. Leadership ]
acts as an authority by influencing, inspiring and effective iy
7. (_Z'reating confidence : Confidence is an important factor W
expressing the work efforts to the sub-ordinates, explaining them cle
them guidelines to achieve the goals effectively. It is also important (0
regards to their complaints and problems.
_ 8. Co-ordination : Co-ordination can be achieved through reconciling
with organization goals. The synchronization can be achieved through proper

ordination which should be primary motive of a leader.
3.4.4. Styles (Types) of Leadership

The term ‘styles of leadership’ refers to

influencing the behaviour of group of people
making and freedom allowed to sub-ordinates. Leadership style differs accor
proportions of authority and persuation used to influence followers. Leaders behave differently

and therefore, there exist different leadership styles in different situations. The main styles of
leadership are ;
1. Autocratic leadership
2. Democratic leadership
3. Free-rein leadership.

ble gro

communication. i
hich can be achieved through

arly their role and giving
hear the employees wnh_;!
personal interests
and effective CO-

the behavioural pattern which a leader adopts in
s, leadership style reflects the degree of decision-
ding to the relative

(1)
(2 (3 (4)
(a) Autocratic (b) Democratic (c) Free-rein :j

Fig. 3.1. Types of leadership. 3
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- good examplﬁ- | :
25. Dependability PA leader meets schedules and dead lines and adheres' { 7.‘ﬂ1¢po

the company.
26. Approachability : He is approachable in the sense that he is willing to hsten,

and smcerely attend the problems, queries and suggestions of his sub-ordinates.
7. Good character : He is reputed to have an excellent character in the sense that he is !
honest, sincere and has the courage to face hard facts, unpleasant situations etc. Tt

28. Communication skills : A leader must be able to communicate the policies and
procedures clearly, precisely and effectively. This can be helpful in persuasion and stimulation.

From the above qualities present in a leader, one can understand the scope of leadership
and its importance for scope of business. A leader cannot have all traits at one time. But few
of them helps in achieving effective results.

= 3.5. MOTIVATION AND ITS APPLICATION IN INDUSTRY

“Press the right button, but convincingly to get a desired reaction”

The term ‘motivation’ has been derived from the Latin word ‘emovere’ which means fo
move or to activate. For motivating an individual, there has to be some motive. A motive is
that desire which directs a person’s energy and efforts towards goals. It reflects an impulse,
drive or urge to move in a specific direction to reduce a need. Motives and needs are initiating
and supporting. Desires are what move an individual to satisfy needs while goals are the ends
towards which behaviour is directed.

An organization becomes effective when each of its members makes an optimum contribution
towards the organizational objectives. The performance of a group depends upon the ability
and willingness of its members to work and the technology used by them. Ability is the
function of education, training and experience, while willingness depends upon the level of
motivation, Symbolically ;

Performance = Ability X Motivation X Technology.

Human behaviour is governed by a great number of needs which stem from human
motives. Needs give rise to wants and give tensions. Tensions give rise to actions. Needs,
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: nia jical concept : Psychologi al o
ind idual. There are two desiring factors in motivation.
imary needs : These include food, clothes, shelter etc. These are.

~ (b) Ego-satisfaction needs : These include self esteem, recoggition,
achievement, self development and self actualisation. These needs are different
to individual.

These inner desires which are unconscious are more effective in influencing behaviour
than any external influence.

2. Human beings are motivated as a
person which determine the extend and direction of motivation. Since,
into a whole, they influence the whole individual.

3. Motivation is an unending process : Man being a social animal has }Jnending needs.
When one basic need is adequately satisfied, its power as a motivator gets w1the.red. Another
need, usually a higher one emerges as a strong force. Since, needs are unending therefore
motivation is also an unending process.

4. Aims are motivators : Aims and motives cannot be separated. Man works to achieve
the aims. As soon as, aim is achieved, he loses interest in work. It is important for the
management to know what a person is aiming at a particular time, what is his level of
aspiration (next goal) so that he may be motivated to work for the next goal.

5. Non-attainment of needs causes frustration : If the needs are not fulfilled, one feels
mentally ill and frustrated. Such a person cannot be further motivated easily.

6. Motivation is the potential to work : It is that strength which directs a person (o do a
job or not to do a job and instigates him to work in 2 specific direction.

7. The self-concept as a unifying force : Gellerman, a psychologist stated that unifying
forces run through each individual’s history. Unifying forces means the drive to actualise his
own image out of himself. The outline of a person’s self-image are fairly well-checked in
early life.

8. Motivation is a complex and difficult function : In order to motivate people, it should
be understood that human beings have multiplicity of needs and that these needs are mental
feelings which cannot be described and measured accurately. They are vague and have to be
deduced from external behaviour of human beings. Moreover, needs are basically subjective.
Every person adopts a different approach to satisfy his needs and one particular need may
;a]lause bedlt’ferent behaviour on the part of different people. Similarly one particular behaviour
8 f{le ﬁ;l;; gtfnt;;r:niz ;:;‘Oillfferent needs. As a result, it is not possible to make exact generalisations

whole, not in parts : It is the inner needs of a
these needs are integrated
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ymental Conditions : Environmental conditions like temperat

r entilation, sitting arrangements and equipment etc. affect employee

d environmental conditions motivate employess and promote efficiency. 2
~ invest in these factors are getting motivated employees. i
2. Organizational Culture : Organizational culture dictates the norms and behaviour (i
employees depict while at work. Work culture is shown in every thing at work from the way
people enter the office, the way they leave, the way they dress, the way they eat etc. Culture
looks very simple thing but it impacts deeply on the organiza ion and the employees. A culture
of knowledge sharing, helping each other, respect, communication and one that has the flexibility
to absorb mistakes will have more motivated staff than where mistakes are not tolerated,
hindered communication and knowledge sharing.

3. Education or Learning : Learning at work place is beneficial to both the person and the
organization. On the one hand, where it gives strength to individual and similarly on the other
hand, the business benefits from the skills, attitudes and behaviour of the person. In order to
motivate the employees, organization should provide enough opportunities where staff can learn
more and more about skills that add value to the firm.

4. Relation between Co-workers : People work together in an organization to achieve a
uniform goal. Thus, it is very important that all the co-workers respect each other and never
show disrespect towards each other. If employees have good understanding then it is easier to
create a workplace where respect and responsibility prevails. Good relationship between
employees also decreases the stress level and employees feel more relaxed at workplace.

5. Leadership Factor : Leader plays a key role in maintaining a motivated work environment.
The leader should understand how to deal different employees. It is imperative on the leader
that he should respect the employees. It will help in a culture of mutual respect and honour.

B 3.5.4. Abraham Maslow’s Theory of Motivation

Abraham H. Maslow, an American psychologist developed a theory of motivation which
tells and explains which of the needs are important at a particular time and place and why.

According to him needs are arranged in a series of levels called hierar i
. chy of needs. The main
postulates of his theory are as follows : :

() Man is a perpetually wanting animal and his needs are never fully satisfied. As soon

as one need in satisfied, another need takes its place. This pr i
birth till the death of a person. P p S continues from
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(a) Autocratic (b) Democratic (c) Free-rein

What are the characteristics of autocratic leader ?
The characterstics of autocratic leader are as the following :

(i) He is hungry for power.

(iii) He takes all decisions himself.
(iv) He expects complete obedience from his sub-ordinates.
(v) He achieves the goal through the use of authority and punishment.

Explain the concept of motivation.

or 1o activate. For motivating an individual, there has to be some motive. A motive is that
desire which directs a person’s energy and efforts towards goals. It reflects an impulse, drive
or urge to move in a specific direction to reduce a need. Motives and needs are mmauilg and
supporting. Desires are what move an individual to satisfy needs while goals are the ends
towards which behaviour is directed. S

What symptoms show the need of team building ?
Symptoms that shows a Need for Team Building :
- (@) Complaints of discrimination or favouritism.
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Project is a temporary group activity designed to produce a unique pr
: Aprojectistemporaryinthatithasadeﬁnedbeginningandendin‘_
defined scope and resources. A project is unique in that it is not a routine operatic
 specific set of operations designed to accomplish a singular goal. So, a project
 includes people who don’t usually work together — sometimes from different orge
- and across multiple geographies. e
' Project management, then is the application of knowledge, skills and techniques to execute
: qproje:cts effectively and efficiently. It’s a strategic competency for organizations, enabling
: ~ them to tie project results to business goals and thus, better complete in their markets. 2% :
j Q.2. What are the features of Project Management ?
' AIIS Project management has the following features : Sh
* (a) Performed in a definite time period, in order to meet a specific set of objectives.
~(b) Itis likely to be a one time program.

(c) Tt has a life cycle, with a specific start and end.
- (d) It has a work scope that can be categorized into definable tasks.
~ (e) Ithas abudget.

(f) 1t is likely to require the use of multiple resources. Many of these resources may be
scarce and have to be shared with others.

" (g) It may require the establishment of a specific organization, or the crossing of
: traditional organizational boundaries.

a’i Describe the stages of project management.

Ansia The various stages of project management are as the following :

¥ g:)lgoijte;te :::&ttisntt:::no:r:n ‘idet?oior a PfojecﬂtliWﬂL:se carefully examined to determine whether
; : GLERN LN, During this phase, a decision making team will identify i

% the project can realistically be completed. vl ' lf.- ;
 (b) Project Planning : A project plan, project charter and/or project scope may be put in

- Writing, outlining the work to be performed. During this
. . hase, a team should
- project, calculate a budget and schedule and determine whaf resources are needed i the
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i Goncept of Entrepreneurship

;5.1.1. Need of Entrepreneurship
" The need of entrepreneurship arises for the following purposes :
 («f Entrepreneurship promotes small business in the society.

Government has accepted
“the Tact that small firms have a crucial role to play in the economic development of
the country. Most economist’s today agree that entrepreneurship is necessary forise
stimulating economic growth and employment opportunities in all societies.

hicle for employment generation

(bf Entrepreneurial development is looked at as a ve !
through promotion of small business. In this way, entrepreneur plays a Very important

role to reduce the unemployment problem in the country.
(Cf An entrepreneur is a creator of wealth. He generates a cap
increases capital formation which is very necessary for the industrial
and enhancing national wealth.
(@~ New products and services would be made available to suit the requirements of
market. The entrepreneur offers goods at a reasonable price to CONSUmMers. In this
way, helps in increasing the standard of living.

rS{Z. Entrepreneur

The entrepreneur is a French word and literally translated, means “between taker” or “go
between”. Usually, any one who runs a business is called entrepreneur. The more precise
meaning of entrepreneur is, one who creates his own business, i.e., a person who organises
operates and assumes the risk of a business venture. The word entrepreneur has been deﬁneéu
by many experts giving the characteristics and functions of an entrepreneur.

ital at a rapid pace. This
development

Oxi;ord Eng.lish Dictionary (1933) defines entrepreneur as, “One who undertakes an
enterprise, especially-a contractor ............ acting as intermediary between capital and labour”

tl-Richard Ca:ntillon was the first to introduce the term ‘entrepreneur’. He defined an
entrepreneur as, “The agent who buys means of production at certain prices in order to combine

them into a pr s 8o sell at pri o
SR t prices tha } it ——
Commits himself to his costs.” P t are uncertain at the moment at which he
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(a) Flexible : Striking out o put together a small business takes time, €1
or atleast a willingness to learn. During the process of getting a business Oif
even after, problems and issues tend to appear. Small business owners are ﬂe
these obstacles and finding workarounds as needed. B

(b) Collaborative : Small business owners know how to effectively delegtfte tasks to pe e
within their organization. They also know how to build successful relationships wnheveryone
they contact through their business. This includes partners, their management team, employees,
vendors, consultants and customers. The ability of managers to collaborate and delegate gives a

small business the opportunity to experience growth.

(c) Proactive : Entrepreneurs are proactive. They have initiative and they are ready to use
it to further their business. They look for opportunities to improve their company, such as
implementing services or marketing products that allow their business 10 stand out from the
competition. They are also open to opportunities that can help them expand their current
business into new areas.

(d) Technically Aware : With all of the technology available to business owners, most are
atleast technically aware, if not adept. The use of software, e-mail, websites and smartphones
can make running a small business more efficient and effective. Successful small business
owners choose to use technology solutions that can help them and avoid wasting time and
money on options they don’t need.

(e) Self Reliant : Part of the reason people start a business is because of their desire to be
self reliant. Rather than work for someone else, they want to have control of their future. They
don’t look to others to make decisions. Instead, they make decisions on their own.

(f) Accessible : While, running a small business offers owners the ability to set their own
schedule, it’s important to ensure products, services and knowledge are accessible to customers
Customers want things as quickly as possible. If a business owner doesn’t deliver the accessibilit:}
customers have been conditioned by society to expect, he won’t achieve success.

(2) Ij)nergetic : With all of the responsibilities of running a small business, owners must
have a high level of energy. Typically, the hours are longer and the responsibilities are greatér
as an entrepreneur when compared to serving as an employee for someone else. Small

business owners must be willin i
g and able to give an extra effo i ince it’s thei
own money and reputation on the line. otel e s e
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(e) Non-profit corporation (not-for-profit)
() Co-operative private limited

| (8) Co-operative public limited

!. (h) PPP mode.

 5.2.2. Sole Proprietorship

The sole proprietorship is the simplest business form under which one can |
business. The sole proprietorship is not a legal entity. It simply refers to a person who
business and is personally responsible for its debts. A sole proprietorship can operate

| name of its owner or it can do business under a fictitious name. The fictitious name is simp
I trade name-it does not create a legal entity separate from the sole proprietor owner
| proprietorship is also known as “proprietorship”. A sole proprietorship is the most co
type of business. There are sole proprietorships everywhere. Small grocery stores .
booths are mostly proprietorship businesses.

; il Definition : A business that legally has no separate existence from its owner. Incon
! ' losses are taxed on the individual’s personal income tax return. o

A “Sole Proprietorship” business means that there is only ONE owner. lhere
_ employees or helpers hired under the owner, but there is only one “head” who admini
. runs the show. >

i Advantages of a Sole Proprietorship i

.
(L

3

| il There are many reasons why a person would choose to start their business up
 proprietorship structure. Some of the main advantages of sole proprietorships include
(a) Owners can establish a sole proprietorship instantly, easily and inexpensiy

i |

(o) The sole proprietor has total control and full decision maki B
profits and capital investment. making power

(c) 1t is easy to close down the business.
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4 ey tries o keep 2 '-fe‘“ﬁmsmﬂ;:s&m
<onally known to the proprietor Bt
Pmom“ym dissolve as is its f

il s business is as easy 1o Cl.ld or
e dTZceis::;eof the proprietor alone ends the busmess.. . . i
(i) The formation and operation of a sole pl'O.prletOl'Sh]l)P 'requllir::ns? .
formalities. However, the OWner may be required to obtain a haters
administration or from the health department of the government, whatever is

depending on the nature of the business.

w'%.2.3. Partnership
A legal form of business operation between two or more individuals who share manage
and profits. Both owners are equally and personally liable for the debts from the b
e : limited partnerships and general partn

The two most prevalent types of partnerships ar B
Limited and General Partnerships fis
Limited partnerships are costly and complicated to set up and run and are not recomm o1

for the average small business owner. Limited partnerships are usually created by one f

or company (the “general partner”). In many cases, the limited partners are merely iny A

who do not wish to participate in the partnership other than to provide an investment 3

receive a share of the profits. :
Limited partners have minimal control over daily business decisions or operations A

return, they are not personally liable for business debts or claims. 2 i

|

= Il.)lnless one expects (0 have many passive investors, limited partnerships are gt e
e best choice for a new business because of all the required filings and ac minist

complexities. If one have two or more
: partners who w i i
partnership would be much easier to form. "ot o be actively

The general partner controls the limited :
; : artnership’ 5 ! oA
il:!ble ea‘pr :Hus@ debts (unless the generalp e ispas CC::\Y to-day operations and is pers
e sble, General Partnersh;ggr:?: ntl;) ; ?Il I;Lfi:)eslrlflbmﬁ
€ leas

reasomn.

a8 i e
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u One of the mgjor disadvantages of partnershlp. taxitiqn';iiﬁs'*
must pay tax in the same way as sole traders, each submitting sell

- return each year. e
(ey Partners share the profits equally. This can lead to inconsistency where 0
partners aren’t putting a fair share of effort into the running Or Managemet
business, but still reaping the rewards. e

(/” Business partners are jointly and individually liable for the actions of the oth&'m:

#(5.2.4. Joint Stock Companies (Private & Public Limited) |
is Timit, the amount

In a partnership, there can be a maximum of 20 people. Because of thi unt -
of capital, that can be generated is limited. Also, because of the unlimited liability of partnerships,

i the partners may be discouraged from taking huge risks and further expanding their business.
To overcome these problems a public or a private company may be formed.

Private and public companies are much better investments because of “Limited liability”.
This means that if an investor has invested Rs. 5000/- in a ABC Company and the company \
goes bankrupt, the investor only looses the money he has invested. To pay of the debt, the
investor’s property, bank accounts etc. are “not” used.

Because of this limited liability, many investors are interested in investing in these private
or public companies. Hence, a large capital can be generated and a huge business can be run.
The major disadvantage of Private and Public companies, is that they have a costly and

elaborate process of setting up. They are also closely regulated by the government.

Public or Private companies are also known as “Joint Stock Companies™ i
: ' panies”. The compani
in India are governed by the Indian Companies Act, 1956. TR

The Act defines a company as an artificial person created b i

; . ! y law, having a separate |

entity, vznth perpetual. succession and a common seal. Its meaning is that gthe zgmpanye%?ls

different 'from the invesors. The investors put in money and capital ’is raised. But the

;o;n;??gy illls tr::ated 'Fl: a virtual person. The company is treated as a person who is different
vestors. The company has an identity of its own. If someon i

- . G e
does not sue the investors, it sues the virtual person that is the company e e

B
X2

e,
A

e Y =

160






~ Characteristics of PPPs :
(@) A significance level of responsibility and risk that is transformed from the 1311‘311»‘&r

_ 1. termination, obligations, dispute resolution and paym
between the parties involved and are documented in written

sector to the private sector.

! (b) Risk sharing between public and private sectors.
i

(c) Long term relationship between parties.

(d) Public service and ultimate regulatory responsibility remains in public sector.
Public Private Partnership Benefits

The
(@)
(b)
(c)

(d)

(e)

(g)
(h)
(i)
()

(k) Accountabilit){ for the provision and delivery of quali
performance incentive management/regulatory regime

(I) Innovation and diversity in the provision of public services.

advantages of Public Private Partnerships (PPP’s) include the following :
Speedy, efficient and cost effective delivery of projects.
It will offer faster project completion and reduced delays on infrastructure projects.

Risks are weighed from initial conceptual stages (o determine the feasibility of a
certain project.

The operational and project execution risk is transferred totally to the private sector,
leaving the public component on a win-win situation.

P, allows government funds to be re-directed to other important socio-economic
areas.

Reduces government budget and budget deficits.

High quality standards should be obtained and maintained through expected life-cycle
of the project.

Public private partnership allows a reduced tax payment from users.
Effective utilization of state assets for the benefit of all users of public services

Creation of added value through synergies between public authorities and private

sector companies, in particular, through the integrati
i , in ; gration and cross tran i
and private sector skills, knowledge and expertise. et

ty public services through an
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Building indusiry
(v) Sports goods industry. P
(c) Tertiary industry : The tertiary industry is involved in public service
industry until the 18" century, but with the advent of industrial revolution the ter
sector 100 revolutionized along with the secondary sector and today it is the tertiary indi
which is the most important industry of any country. It plays the major role in the employment.

structure and the economy of any country mostly depends on the tertiary industry. L ca

The tertiary industry includes :
(i) Banking

(ii) Health services

(iii) Education

(iv) Civil defense forces

(v) Delivery services

(vi) Insurance.

2. Secondly, industries can be named according to the products produced in it. For example 1
fish industry, petroleum industry, electronic industry, mechanical industry, dairy products |
industry, software industry, meat packing industry, agricultural industry and many more. |

3. Thirdly, industries can be named according to the size ; micro, small, medium and large 1

scale industries. {
(a) Micro Industry : A micro industry will usually operate with fewer than 10 people and ‘r
is started with a small amount of capital. Most micro industries specialize in providing goods or

services for their local areas. Examples of micro industries are auto repair service, carpentry
business, cleaning services, computer consulting, courier services efc.

(b) Small Industry : A small-scale industry is a business that employs a small number of
workers and does not have a high volume of sales. Such industries are generally privately owned
and operated sole proprietorships, corporations or partnerships. The legal definition of a small-
scale industry varies by industry and country. A small industry usually only shares a tiny
segment of the market it operates in.

(¢c) Medium Industry : A medium-scale business/industry has an asset of more than five
crori rupees but does not exceed ten crore rupees. It is owned and operated by a single person,
two business partners or a corporation. It hires a specialized staff to run the busi Xamp f

. lne . i
of this are garment factories and supermarkets. il les
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@ New products and services would be made'availablé 1o suit the requirements
e The entrepreneur offers goods at a reasonable price to consumers. In this

J increasing the standard of living. Bttt
Define the entrepreneur. Explain characteristics of entrepreneur. ek

In the words o_f Evans, “Entrepreneurs are persons who initiate, organise, managé-t
control {he affairs of a business unit that combines the Jactors of production to supply goods
and services, whether the business pertains to agriculture, industry, trade or profession.” '

Charactenstlcs of an Entrepreneur : An entrepreneur is highly achievement oriented;
- enthusiastic and energetic individual, who has the following characteristics : ‘

(i) Entrepreneur should have analytical ability to analyse the various problems and anticipate

the problems that can arise in the future. Analytical ability helps him to tackle problems
peacefully and intelligently.

(i) Objectives should be clear in the mind. There should be no confusion regarding nature of
product, its procedure and its quantity. Entrepreneur should be clear about the policies to
be adopted and should have a clear idea about the amount of risk involved.

(iii) Business and dealings with people involve some secrets. Entrepreneur should be able to
keep these secrets.

(iv) Entrepreneur should be able to communicate with his customers, employees, suppliers
and creditors in an effective manner.

(v) Entrepreneur should have fair working knowledge of the techniques employed in the
plant.

Q.3. What are the qualities of a good entrepreneur ?

Ans. In order to resolve the controversy on what makes successful entrepreneurs, different studies
have been conducted and on the basis of these studies, following common points have
emerged which are essential for a successful entrepreneur.

1. The capacity to take risk, provided it is calculated one.

2. The capacity to work hard.
3. Should have high intelligence and a reasonable level of technical knowledge.
- 4. Inner motivation.
gﬁﬁ 5. Vision and foresight.
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. Explain classification of industries in detail.

~ (a) Micro Industry : A micro industry will usually operate

~ (b) Small Industry : A small-scale industry is a business that empl

le for business debts (unless the general partner is
sued, all partners are held liable. General partner i

Industries can be named according to the size ;
industries.

with fewer than 10 people and is
goods or

tarted with a small amount of capital. Most micro industries specialize in providing

- services for their local areas. Examples of micro industries are auto repair service,
business, cleaning services, computer consulting, courier services €ic.

oys a small number of

high volume of sales. Such industries are generally privately

artnerships. The legal definition of

usually only shares a

~ workers and does not have a
owned and operated sole proprietorships, corporations or p
a small-scale industry varies by industry and country. A small industry

 tiny segment of the market it operates in.
(c) Medium Industry : A medium-scale business/industry has an asset of more than five
crore rupees but does not exceed ten crore rupees. It is owned and operated by a single person,
two business partners or a corporation. It hires a specialized staff to run the business.
Examples of this are garment factories and supermarkets.

(d) Large Industry : A large-scale business/industry has an asset of more than ten crore
rupees. It is owned and operated by a single person, (WO business partners or a corporation. |

For example, multinationals with production facilities in many countries or big retail chains,
such as Wal-Mart. In 2008, there were only 18,000 large companies in the United States,

according to the U.S. Office of Advocacy.

s, Objective Type Questions u '

FILL IN THE BLANKS

l.

2.
3.
4.

Entrepreneurship is the and i
.......... e T sy Wit i i
and goals of an entrepreneur. make P

The person who runs his own business is called .......... .
Entrepreneur accepts .......... with enthusiasm and endurance.
According to area, entrepreneurs are classified as ......... and type
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6.1. ENTREPRENEURIAL SUPPORT SYSTEM B
tally raw and face a

" An entrepreneur interested (o start new enterprise may be (0 mo
problems as may not have much knowledge of various trends in market i.e., production,
packaging, marketing etc. Such entrepreneurs need to consult with various experts 10 get
considerable knowledge of the project. Several institutions also have been set up i?y the
Government of India at the National, State and District levels to provide necessary services 10
the existing and new entrepreneurs. Some of these institutions and their services are discussed

here.
# 6.1.1. Need of Entrepreneur Support System

The assistance is provided in the areas :
(@) Selection of project
(b) Implementation of project
(c) Sources of raw material
(d) Financial assistance
(e) Technical assistance
() Marketing techniques
(¢) Training
(h) Preparation of project report.
* 6.2. DISTRICT INDUSTRIES CENTRES (DIC’S)

The concept of District Industries Centre came during the year 1977, when Government of
India announced the new industrial policy on 23.12.1977. It laid special stress on the development
of small scale, v.illage and cottage industries and indicated that the “District Industries Centre”
would be the main focus agency for the promotion of small scale, village and cottage industries

In each district, one agency was created to deal with all th irem
’ r E
industries. e requirements of small and village

To facilitate the process of small enterprise develo
the pro pment, DICs have 1
snl:ost of the admxfustratlve and financial powers. For the purpose of allotrb;le::llt Z‘;“i“aﬁd b
eds, raw materials etc., DICs function under the ‘Directorate of Industries’. Each i);:?r::
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* 6.4. SMALL INDUSTRIES SERVICE INSTITUTES (SISls)

Haryana State Financial Corporation
(n) Himachal Pradesh Financial Corporation
(i) Jammu and Kashmir State Financial Corporation
(i) Karnataka State Financial Corporation
(k) Kerala Financial Corporation
() Madhya Pradesh Financial Corporation
(m) Orissa State Financial Corporation
(n) Punjab Financial Corporation
(o) Rajasthan Financial Corporation
(p) Tamil Nadu Industrial Investment Corporation Limited
(g) Uttar Pradesh Financial Corporation
(r) West Bengal Financial Corporation.

within Ministry of Small Scale Industry, Government of India, has been playing a key role
the development of small scale industries through counselling, consultancy and training.
originally known as Central Small Industries Organization (CSIO).

consultancy and training to small and prospective entrepreneurs. The activities of SISIs are
ordinated by the industrial management training division of the DC, SSI office (New Delhi
all there are 28 SISI's and 30 Branch SISI’s set up in fiala ver
country. P In state capitals and other places allq

Small Industries Service Institutes, a constituent of small industries development organiza

The small industries service institutes (SISI’s) are set-up one in each state to p

SISI has wide spectrum of technological, mana
x gement and administrati o)
Functions of SISIs Inistrative tasks to

The main functions of SISIs include the following :
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ntrepreneurk DevelopmentPregramme,Sch
- Prime Minister’s Rojgar Yojana.

() Conduct economic and technical surveys and prepare techno-eco nomic |
for selected areas and industries. '

(¢) Identify the potential for ancillary development through sub-contract €xch
(h) To provide marketing assistance.

(i) Organize seminars, workshops and industries clinics for the benefit of entrepreneurs.
* 6.5. COMMERCIAL BANKS |

Commercial banks are a very important source of finance for the industry. The mduslnal
sector is getting around 50 percent of the total banks credit. Particularly since the major bank

nationalisation, there has been a substantial expansion of the bank branch network and a
substantial growth of the bank deposits and credits. \

In order to ensure proper co-ordination between commercial banks and state level financial
institutions, banks were advised to take certain measures which, inter alia, include joint or
simultaneous project appraisal, in principle commitment by banks at an early stage to provide

working capital finance and sanction of working capital limits by banks atleast three months
before the units are due to commence production.

Commercial banks especially State Bank of India and Punjab National Bank helped the
entrepreneurial development programmes just like a development bank. They formulate an
elaborated plan to conduct the entrepreneur development programmes particularly in the backward
areas. Under this an intensive training of one month in behavioural sciences, management
theory' and principles and field surveys is provided. This consists of identifying ;)ersons witha
potenpal for development, training and motivation supported with adequate management and
technical knowledge follow-up and counselling, infrastructural support for estab%ishing and

running the enterprise.

" 6.6. MICRO FINANCING INSTITUTIONS (MFIs)

Micro finance is a type of bankin ' : : i
o g service that is provid :
individuals or groups who would otherwise have no o tllljer m ed tc:) ;n;er_npk;yed or ilitl)lw-mc:.c;me 2

services.
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(c)
(d)

J (e)

! (8)
.‘ (h)
' (i)

()
(k)
(1)
(m)
(n)
(0)

(p)

"mnpber of industries fall under the scope of SIDBI. The list of few are :

Hospitality and tourism related activities (including health tourism)
Health care (diagnostic and pathology centres/clinics, hospitals, €tc.)
IT and IT enabled services

Business Process Outsourcing (BPO), Knowledge Process Outsourcing (KPO) and
other knowledge based activities.

Advertisement and promotion services. ‘.
Infrastructure support services including activities relating to telecom ]
Transport services

Logistics

Warehousing and cold storage

Retail outlets

Restaurants

Franchisees/Franchisors

Auto workshops/Repairs/Auto Dealers
Telecommunication services

Setting up of mobile/radio frequency transmission/receiver towers, cabling, network
installation, systems integration, service centres, dealerships, etc.

Setting up of service stations (petrol and gas filling stations, auto workshops, etesh
health and fitness centres, events management and establishment of design houses/
studios etc.

W 6.8. NATIONAL BANK FOR AGRICULTURE AND R
NABAHE) URAL DEVELOPMENT

National Bank for Agriculture and Rural Development is an apex development bank in

India having headquarters based in Mumbai
and oth
NABARD was established in 1982. other branches fre ol Sve: A

NAB
ARD operates throughout the country through its 28 Regional Offices and one Sub-

|

L
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e orovides training facilites 1o the instirutions working if (¢ %6 -
+ 6.9. NATIONAL SMALL INDUSTRIES CORPORATION (NSIC)

National Small Industries Corporation Ltd. (NSIC), is an 1SO 9001 - 2008 certl
Government of India Enterprise under Ministry of Micro, Small and Meditin Enterp! o
(MSME). NSIC has been working to fulfill its mission of promoting, aiding and fostering the
growth of small industries and industry related micro, small and medium enterprises g g
country. Over a period of five decades of transition, growth and de'veltl'.upment, NSIC ;
proved its strength within the country and abroad by promoting modernization, upgrad_atlona::d
technology, quality consciousness, strengthening linkages with Jarge medium enterprises
enhancing exports-projects and products from small enterprises.

NSIC operates through countrywide network of offices and technical centres in the countrj{ :
The head office of NSIC is situated at New Delhi with four regional offices at New Delhi,
Mumbai, Kolkata and Chennai and 6 zonal offices, 26 branch offices, 15 sub offices,
5 technical service centres, 3 extension centres and 2 software technology parks supported by a
team of over 500 professionals spread over the country. To manage operations in African

countries, NSIC operates from its office in Johannesburg, South Africa.

NSIC carries forward its mission to assist small enterprises with a set of specially tailored
schemes designed to put them in a competitive and advantageous position. The schemes comprise
of facilitating marketing support, credit support, technology support and other support services.

NSIC technical service centres are located at the following places :

S. No. | Name of the Centre Focus area
1 Chennai Leather and footwear
2 Howrah General engineering
3. Hyderabad Electronics and computer application
4 New Delhi Machine tools and related activities
5. | Rajkot Energy audit and energy conservation activities

Functions of National Small Industries Corporation (NSIC)

They provide a wide range of services mostl

industries. The important functions NSIC performs y promotional in character to small scale

are grouped as under :
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(¢) Anyonya Co-operative Bank Limited

Co-operative Enterprises in India
(a) Adarsh Co-operative Bank
(b)) Amul

(d Indian Coffee House
(e) Indian Farmers Fertilizers Co-operative Limited

() Mother Dairy

(g) Pratibha Mahila Sahakari Bank

(h) Sant Muktabai Sahakari Sakhar Karkhana
(i) Shri Mahila Griha Udyog Lijjat Papad

(i) Vasudhara Dairy.

Functions of Co-operative Society
society has large number of functions to discharge. As the name indicates

The co-operative
s for which it has been set up. Normally, it discharges the

its responsibility for different purpose
following functions :

(a) Making Arrangement for Credit : The main task of these co-operative societies is t0
arrange for short term credit for its members.

(b) Encouraging the Improved Method of Agriculture : These societies arrange supply
of seeds, fertilizers, agriculture implements etc. 1o the members. They also arrange for

irrigation facilities, so that the members may be able to have higher agricultural yields.

(c) Marketing and Business : These societies not only help the farmers to improve their
agriculture but also help them for marketing of the goods. Through such facilities they get
proper price for the agricultural products and other goods produced by its members.

(d) Set up of Subsidiary Cottage and Small Scale Industries : These societies help their
lIleIlll!N?rs to set up other trades and industries. Though in these cottage industries and small \
scale industries, the economic condition of the members is improved and they are able to \

improve their standard of living. \
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FJ India
) IFCI Venure Capital Funds
: m-‘ In cube Connect Fund
India Innovation Investors
(g) Inventus (India) Advisory Company
(h) Nexus India Capital
(i) Nirvana Venture Advisors
() Reliance Venture
(k) Srijan Capital
() Lambtech Ventures.
Advantages of Venture Capitalist funding
Venture capital funding is one such way of borrowing money from investors. But why is it
3 more attractive option over other funding sources ? Below are¢ SOme benefits of venture
capital funding :
(@) It provides the capital without selling equity.
(b) Since venture capital funding is not a loan scheme, there is no repay schedule ; which
means you don’t have to repay debt as a cost of doing business.

(c) Many venture capitals have consultants and professionals on their staff that have deep
knowledge of specific markets. These experts can help the business avoid many of

the pitfalls that are usually associated with start-ups.
(d Because they are obligated to make profit from their investment in the business, "“
venture capitals often provide human resource (HR) consultants (who are specialists
in hiring talents) to hire the best staff for the business. This can help you avoid hiring
the wrong people.
Disadvantages of Venture Capitalist funding
Below are some disadvantages of venture capital funding :

(@) Usually, venture capital firms will want to add a member of their team to the
company’s management team. While this is generally to ensure the success of the

business, it can create internal problems.

(b) Though they generally treat information confidentially, venture capital firms usually
refuse to sign a non-disclosure agreement due to the legal ramifications of doing so.

This can put your ideas at risk, especially when it’s new.
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6.12.1. Himachal Consultancy Organization Limite
' The main objective of HIMCON, as initially "-"’isff:d’
consultancy services at an affordable price mainly 10 PG
planning and formulating their projects as well as to the financial institutions
systematic appraisal of industrial finance proposals.
Some of the areas where HIMCON has made a
(@) Human resource development Skill developmen
entrepreneurship development etc.
(b) Asset valuation for financial institutions, banks as W€
and undertakings.
(¢c) Rehabilitation of sick units for
(d) Techno economic and socio e
as well as for international agencies.
(e) Micro enterprise development and rural industries progr |
() Consultancy support services to financial institutions for the recovery of non-performi
assets under the securitization act, 2002.

@ 6.12.2. KVIC (Khadi and Village Industries Commission)

The Khadi and Village Industries Commission, established as a statutory organi
under the Khadi and Village Industries Commission, Act, 1956, provides various schemes
assistance which cover extension of finance right from the stage of procurement of
materials, tools and implements to the production of goods and their marketing. :

mark are mentioned below @
{, management develo 0

11 as for government departn

financial institutions and banks.
conomic studies for small and big projects for nz

ammes.

The objectives that the KVIC has set before it are as the following :
(@) The social objective of providing employment
(b) The economic objective of producing saleable articles

(¢) The wider objective of creating self - reli :
strong rural community spirit. T mongst the peopie e
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ning, promoting and developing industries toﬁllwtal aps in indu
ding technical and administrative assistance for promotion,

Undertaking market and investment research and surveys as also
~ studies in connection with the development of industry.

‘mBI is also cxp§ctefl to co-ordinate, guide and monitor the entire range of credit
 offered by the other institutions for the small and cottage sectors.

~ Industrial Finance Corporation of India (IFCI) : The Industrial Finance Corporation of
India was established in 1948 under the IFCI Act, with the object of making medium and long
ferm credit more readily available to industrial concerns in India. Later on, IFCI’s role extends
0 the entire industrial spectrum of the country. While, it continues to be one of the important
purveyors of direct financial assistance to eligible industrial concerns. No less important is its
promoﬁonal role whereby it has been helping and developing the small and medium scale
industrial entrepreneurs by providing them much needed guidance through its specialized agencies
in project identification, formulation and implementation, development of ancillary and small

scale industries, encouraging the adoption of indigenous technology, etc.

* 6.13. MICRO, SMALL AND MEDIUM ENTERPRISES (MSME)

In accordance with the provision of Micro, Small & Medium Enterprises Development
~ (MSMED) Act, 2006 the Micro, Small and Medium Enterprises (MSME) are classified in two
~ classes :

' 1. Manufacturing Enterprises : The enterprises engaged in the manufacture or production
~ of goods pertaining to any industry specified in the first schedule to the industries (Development
and regulation Act, 1951) or employing plant and machinery in the process of value addition to
~ the final product having a distinct name Or character or use. The manufacturing enterprise

- are defined in terms of investment in plant and machinery.

B 2. Service Enterprises : The enterprises engaged in providing or rendering of services an
mdeﬁned in terms of investment in equipment.

: }The limit for investment in plant and machinery/equipment for manufacturing/servi
enterprises, as notified, vide S.0. 1642(E) dtd. 29-09-2006 are as under ;

facilities
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Small Enterprises More than ten lakh rupees but does not exceed two crore
Medium Enterprises More than two crore rupees but does not exceed ﬁ"ﬁ.‘ eI
rupees.

Dow not eceed lakh rupees.

Mission of MSME is to promote e-Governance for empowering citizens, promot
inclusive and sustainable growth of the Electronics, I

role in Internet Governance, adopting a multi-pronged appro
human resources, promoting R&D and innovation, enhancing efficiency through digital s

and ensuring a secure cyber space.
Following are the objectives of MSME :

® N

All the major schemes which come under MSME provided by the government are"
below : i

Z
3

T & ITeS industries, enhancing
ach that includes develop:

e-Government : Providing e-infrastructure for delivery of e- -services. :
e-Industry : Promotion of electronics hardware manufacturing and IT - ITeS indi W

e-Innovation/R&D : lmplementatlon of R&D Framework - Enabling creation 0
Innovation/R&D Infrastructure in emerging. _

Areas of ICT&E/Establishment of mechanism for R&D translation.
e-Learning : Providing support for development of e-Skills and Knowledge network.

e-Security : Securing India’s cyber space. 3 ":'r"::
e-Inclusion : Promoting the use of ICT for more inclusive growth. i
Internet Governance : Enhancing India’s role in Global Platforms of Internet Governa a'-‘ :

A‘

Prime Minister Employment Generation Programme and Other Credit Support §
Development of Khadi, Village and Coir Industries :
Technology Upgradation and Quality Certification
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Pratibha Mahila Sahakari Bank
(h) Sant Muktabai Sahakari Sakhar Karkhana
3 (i) Shri Mahila Griha Udyog Lijjat Papad
() Vasudhara Dairy.
0.6, Write a short note on KVIC.
: The Khadi and Village Industries Commission, established as a statutory organization under

ﬁ the Khadi and Village Industries Commission, Act, 1956, provides various schemes of assistance

- which cover extension of finance right from the stage of procurement of raw materials, tools
- and implements to the production of goods and their marketing.

~ The objectives that the KVIC has set before it are as the following :
" (a) The social objective of providing employment
" (b)) The economic objective of producing saleable articles

_ (¢) The wider objective of creating self - reliance amongst the people and building up a
strong rural community Spirit.

" Objective Type Questions o

FILLIN THE BLANKS
L. To develop and promote cottage and small scale industries in the district is the main activity of

..........

o
wn
E
"we Bk
wn
o
=

2

3. SFCs provide loans for a period not exceeding .......... to industrial units.

+ Small Industries Service Institutes (SISIs) originally known as .......... :
The head office of SIDBI in Himachal Pradesh is at .......... .

The NABARD was established in ......... :
7_-' NABARD being an apex development bank promotes .......... and i development.
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Ssion.

The
: pmnﬂﬂl customers for the product or service ; research into the characteristics, spending

S qf gathering, analyzing and interpreting information about a market, ,
service to be offered for sale in that market and about the past, presenf‘“

habits, location and needs of the business’s target market, the industry as a whole and the

particular competitors.

Market study provides relevant data to solve marketing challenges that a small and medium
enterprises will most likely face an integral part of the business planning process. In fact,
srategies such as market segmentation (identifying specific groups within a market) and product
differentiation (creating an identity for a product or service that separates it from those of the
competifors) are impossible to develop without market study.

§7.1.1. Types of Market Study

1. Primary information : Primary information is collected from a first-hand experience
and is reliable and authentic.

Sources of Collecting Primary Information

(i) Interview

(ii) Observation
(iii) Action research
(iv) Case studies
(v) Questionnaires.
Advantages of Primary Information
(i) Quick and cheap if sample is small
(ii) The investigator collects information specific to the problem under study
(iif) There is no doubt about the quality of the information collected (for the investigator).
193
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For a product or service to succeed, it must be the right product, being sold at the r
time, to the right customer, in the right market. It must be produced and sold by the

company and the right people. gt
= 7.3. DEMAND AND SUPPLY 3 &
Demand refers to how much (quantity) of a product or service is desired by buyers. The
quantity demanded is the amount of a product people are willing to buy at a certain price ; the
relationship between price and quantity demanded is known as the demand relationship.

Supply represents how much the market can offer. The quantity supplied refers to the
lling to supply when receiving a certain price. Th

amount of a certain good producers are wi
correlation between price and how much of a good or service is supplied to the market i

known as the supply relationship.

The principle of supply and demand states that when a particular good or service he
limited supply and increased demand, the price of the good or service increases. Conversely
when a particular good or service has an abundant supply and little demand, the price of

good or service decreases.
An understanding of markets (supply and demand) is critical to maximize potential &
ts. A wide range of tools identify market demand for goods, services a

minimize risk for clien
facilities.
® 7.3.1. Assessment of Demand and Supply in Potential Areas (Sales Fbmwsﬂjﬁ

Assessment of demand and supply is the major competence area for the success of 5'-1

‘1
i
A :
8 enterprise. So, entrepreneur must have the knowledge about forecasting.
Forecasting is the first step in planning. It is defined as estimating the future demand
 products and services and the resources necessary to produce these outputs. It is the intellec

LRl
.'(‘1‘\
B

=
i¥al
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_;"ol' Sales Forecasting
nmonly used methods are given below :

7 f Executive Opinion : It is also known as ‘Delphi’
1 number of top executives are requested to re
obable amount of future sales. Then, a forecast

so registered. The advantage of this me
0 managers to arnve at a single forecast.




" (9 Economic Model Building and Simulation Method : This method mg
mathematical equation or equations to represent a set of relatlontfecps uasle?ng differen;
determining independent variables and sales. This method has been mOre in forg
sales of durables and determining industry sales than company sales.
* 7.4. SURVEY RESEARCH

A method of investigation that uses question based or s_tatistical surveys to collect infopma:
about how people think and act. For example, how effective mass media is in helping_f(,ull

shift public opinion.
W 7.4.1. Types of Surveys i

There are various types of surveys. Basically, the types of surveys are brcaadjj;l

into two : e !
FLFL

(a) According to Instrumentation : The types of surveys according to mén'umem%
include the questionnaire, schedules and the interview. L
(b) According to the Span of Time Involved : The types of surveys according to the

of time used to conduct the survey are comprised of cross-sectional surveys and longimmf’a
surveys. v ‘E
i\ AR

» 7.4.4.1. QUESTIONNAIRE W 5

(@) They are cheap, do not

require as much efforg
(b) Large amounts of info :
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‘cre is a level of researcher imposition, meahmg that wheﬂ' devg‘
quesﬁonnalre the researcher is making his own decisions and assump

s and is not important, therefore he may be missing something that is of impo:

Chnracteristics of a Good Questionnaire

~ (a) Questions should not be ambiguous : The question must be capable of only posk
interpretation. e.g., ‘Which types of liquid do you purchase weekly ?* Does this mean alcohol
soft drinks or bleach !

(b) Questlons must be easily understood : Technical terms must be avoided, except when
the quwuonnalre is addressed to specialists.

(c) Queshons must not contain words of vague meaning : To ask if a product is ‘small’
! or if a person is ‘unskilled’ are examples of such questions. ‘Small” and ‘unskilled’ are relative
; terms that are open to different interpretations.

(d) Questlons must not be in such a form that the answers will be biased : The questions
shou!d not contain emotionally coloured words or be leading questions that is they should not
put answers into respondents’ mouths. e.g., ‘As there are already so many washing powders in
the market, do you really think another one will make a difference ?°

~ (e) The qu&stlonnalre must not be too long : If it is too long the respondent will not
°°‘°P°1'ate and’ tlns may result in inaccurate answers.

Differencél between Questionnaire and Survey
| b byl
| A questionnaire is a tool which can be used by anyone, a person or an organization for
-glewmﬂal or research purposes and can be answered by only one person. On the other hand, a
g €Y 1s always on a larger scale, as the opinions of a group of people belonging to a
Par -ﬂcﬂl&r‘ AT section is sought through a questionnaire. Thus, a questionnaire is more like a tool
survey is more part of a methodology and contains more than a questionnaire as it
Includes deduct:on, analysis, graphics etc.
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rmrcher needs to consider whether a j
o o opniate. questionnaire or it

Can be referred to as ‘depth’ or ‘in depth’ interviews

2. The interviews may just go with the aim of discussing a limited number of}mpm;
sometimes as few as just one or two

3. The interviewer may frame the interview questions based on the interviewee and his/
her previous response Bl

4. This allows the discussion to cover areas in detail.
~ (¢) Semi-structured
1. Semi-structured interviews are sometimes also called focused interviews

2. A series of open ended questions based on the topic areas, the researcher wants to
: cover
3. A series of broad questions to ask and may have some prompts to help the interviewee

‘The open ended nature of the question defines the topic under investigation but
provides opportunities for both interviewer and mterv1ewee to discuss some topics in

£ more detail’.

~ Advantages of Personal Interview

(@) Allows the interviewer to clarify questions.

- (b) Opportunity for feedback.

() Can be used with all age groups i.e. young children

| Allows the informants to respond in any manner they see fit.
e) Allows the interviewers to observe verbal and non-verbal behaviours of the respondents

and illiterates.

ds a good percentage of returns.
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vantages of Secondary Information :
k of consistency of perspective
£ jases and inaccuracies cannot be checked
fﬁi)Pubhshed statistics often raise more questions than they answer.
Write a short note on product or service identification. ‘
© To succeed as an entrepreneur, one must develop the ability to select and offetﬁé
cts or services to the customers in a competitive market. More than any other ',
entrepreneur must have an ability to make this choice, whether this will determine the succe
Fully 80 percent of the products and services being consumed today are different from those
that were being consumed five years ago and five years from today, fully 80 percent of the.
. products being used will be new and different from those being used today. &
. * There are thousands of products and services available to consumers today and there are
,  unlimited opportunities for entrepreneurs to enter the marketplace and compete effectively
' with a new product or service that’s better in some way than what’s already being offered by

'~ the competitors. Entrepreneur’s skill at choosing that product or service is critical to the
 success. The most important thing entrepreneur can do before deciding what to sell is to think

. and the more he think about a product or service, the better decisions will be.
~ Once entrepreneur has got a product or service in mind, he need to begin with a self-analysis :
~ (@) What kind of products do you like, enjoy, consume and benefit from ?
(b) Do you like the product or service you are planning to sell ?
(c) Can you see yourself getting excited about this product or service ?
(d) Would you buy it and use it yourself ?
(e)_ Can you see yourself selling this product or service for the next five to 10 years ?
Whatare the characteristics of a good questionnaire ?
i “}"0“3 characteristics of a good questionnaire are as the following : _
Q“e‘ﬁons should not be ambiguous : The question must be capable of only one |
lon. e.g., ‘Which types of liquid do you purchase weekly ?’ Does this mean alcohol,
- ST0KS or bleach |

gt
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1. | Itis generally sent through mails.

The schedules are ﬁlled by
enumerators.
To collect information through s
is relatively more expensive. e

3. | Non-response is usually high. Non-response is usually low.

- Identity of replier is not identified in | Identity of replier is 1dent1ﬁed mz

' case of questionnaire. schedules as enumerator conducts th ﬁ;
Y i

2. | To collect information it is relatively
economical.

k. interview. i
: oy Its a slow method. Its a fast method. Al
.| Personal contact is not possible. Personal contact is established Wltll
A respondents.

. Objeii_ve Type Questions »

FILL IN THE BLANKS
1. .......... is collected from a first hand experience and is reliable and authentic.

v B _ information comes from resources that have already been published. :

| 3. Small companies conduct .......... to obtain from the market place.

. 4. The relationship between price and quantity demanded is known as ..........

5. Forecasting is the first step in ...........

6. Jury of executive opinion is also known as ....... o
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‘M Bncﬂy explain various methods of sale forecasting. :
7, What are the various characteristics of a good questionnaire ?
1s;a=Biffe'remiate between ;
; () Questionnaire and Survey

(b) Questionnaire and Schedule.
5 Whatare open ended and closed ended questions ?
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ip. Explain various interview methods along with advantages and disadvantages.
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Financial Aspect : The analysis of financial aspects before preparation of 'a=pp.- : & e

per

- includes dete ining the amount to be invested, from where to get :
o and idea of the net profit. get finance, production

:__‘(4'?) Managerial Aspects : The project report sets the terms and conditions of eligibﬂity' fm- 3
the post of managers and executives. _

(d) Production Aspects : The report provides specifications regarding selection of the
product, its design, its purpose elc.

() Technical Aspects : The report also specifies regarding technology, equipment, tools,
machinery and plant to be used.

» §3. DETAILED PROJECT REPORT (D.P.R.)

Detailed project report is nothing but complete document for investment decision making,
approval, planning, whereas feasibility study report is a base document for investment decision
making. Detailed project report is a base document for planning the project and implementing
the project. While, preparing detailed project report, an entreprencur may take the help of
experts to do the job. Preparation of detailed project report requires a lot of time. Detailed
analysis of each and every item is necessary in a detailed project report. Detailed project
reports are also available with the consultants and can be purchased by an entreprencur.

A detailed project generally covers the following aspects :
1. Introduction : Brief introduction of the proposed project :

(a) Objective of report
~ (b) Scope of report.

2. Need : Need for deciding the setup of the project.

3. Unit : Constitution of the unit indicating proprietorship, partnership, corporate body etc.
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L .fd) Standards (dimensmnal raw maxerml performance and symbols
(e) Chemistry of product '

() Quality

(g) Applications and uses of final products.

6. Market potential : This should disclose information on general :

(a) Market trends

(b) Predicted demand of product

(c) Market segments proposed to be covered

(d) Projected sales for first three years

(e) Extent of competition prevailing in the market

(f) Details of own showrooms

(g) Sales force, middlemen and terms and conditions offered to them

(h) Pricing policy

(i) Prospects for export

(/) Information regarding import of raw material (if required).

7. Manufacturing process and know-how : This should provide details about the l*

(a) Process flow chart f

(b) Sequence of the operations

(c) Time taken for each operation

(d) Input-output ratios between material and finished products
(e) Select:lon of suitable know-how for the project

L

tions.
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(e) Loans from fnends and relatives
(/) Equity capital arid loans from other financial institutions.
14. Working capital : This contains the details on requirements of working capltal n¢

includes :

(a) Anticipated monthly sales

(b) Cost of raw material consumed per month

(c) Total monthly production cost

(d) Stock levels of materials

(¢) Average period of processing

() Sales like cash or credit sales

(2) Period of bill realization e

(h) Average credit available from market etc.
15. Manufacturing cost and profitability : This includes information regarding :

(a) Raw material content for each item ' "(;_::1

(h) Monthly expenses and their bifurcation into fixed and variable expenses

(c) Item wise cost of production and total annual cost of production

(d) Item wise annual sales turnover

(e) Total annual profit
() Projected cost of production for 10 years.

16. Financial analysis : This contains information on :
(a) Profitability statement for 10 years

(b) Break even analysis
(c) Repayment schedule as desired by promoters

¥ W B
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(x) Name and address of the bank with which you want to deal with
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I1. Economic Viability and Marketability yew
SRR OERIETION: -5 (0 08 08 S bt eniens R SRR R o L S
SRS O PYSSIMDION] ..o\ eesdiabiinsfis ivshesetntuss sousmaenibsassietiuns

() SCOPE tiviiiviiaviibiisases PR T AR Peigieiakn ey vl sessavasesessasiutbnravassnit I
(iii) Marketability.
e ,f;li?;; % ggggazﬁeﬁ;{mg arrangements and list of the places where the products will
I11. Technical Feasibility
(i) Manufacturing process (Please give process flow chart).
(ii) Please indicate the processes which will be got done from outside.
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1 | Prerequisites 00 10 25% of salaries)

Total salaries

V. Financial Projections
(A) Fixed Capital
(i) (a) Land, area and value

(b) Building area, value owned/rented or leased
(c) Please mention if some arrangements have bee

(Please append the proposed layout plan)

n made in this respect.

4 2 3 4| 5

(ii) Machinery and equipment
_ No. | Description & | Indigenous/ |Qty. | Price | Sale tax Int.| Total
‘Specification | imported
6 7:15%8

(iii) Testing equipment (with details as above)
(iv) Electrification and installation charges

(v) Cost of tools/fixtures/mould/working tables etc.

(vi) Cost of office equipments

(w'i) Pre-operative expenses (cost of project preparation, technical know-how expenfﬁ

7 royalties etc.)
(viii) Total non-recurring expenditure,
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(D) Cost of Production (per year)
(i) Total recurring expenditure (per year)
(i) Depreciation on building
(i) Depreciation on machinery and equipment
(iv) Depreciation on fixtures/jigs/tools/moulds
(%) Depreciation on office equipment
(vi) Depreciation on furnaces
fvii) Interest on total investment.

* 84.PROJECT VIABILITY =

In the life cycle of the project, there is a decision element at the end of concept phase i.e.
Whether 10 go ahead with the project or not. So, project viability is considered to be an
mportant task for the entrepreneur. Project viability is studied with the following objectives :

| ; To get necessary information to determine the success or failure of a project.
g Fa T? identify the expected costs and benefits of the projects. g
" Project viability, we should consider some of the following factors : o

s 'i‘m?fAdctailed coverage ofﬁnancialaspectssuchasmﬂ
1 S0Sts, profitability analysis and profitability indices is required to e:
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. the management i r et
1 Jllocating resources 0 specific goods. For the preparation of project report ; €
' chnical, managerial, production and financial inputs and their output are considered.
p)gemmlc Aspect : The report clearly shows the latest position of the firm. It nﬂw ]
how much investment should be made in the project under consideration. Complete market
analysis is provided in the report, which deals with the life cycle of the product i.e. ; Ae?
(i) Introduction of the product
(ii) Establishment
(iii) Growth
~ (i) Maturity
~ (y) Decline.
_' (b) Financial Aspect : The analysis of financial aspects before preparation of a project report
ed, from where to get finance, production cost

~ includes determining the amount (0 be invest

. and idea of the net profit.

() Managerial Aspects : The project report sets the terms and conditions of eligibility for the
- post of managers and executives.

(@ Production Aspects : The report provides specifications regarding selection of the product,

its design, its purpose etc.
(0 Techmcal Aspects : The report also specifies regarding technology, equipment, tools,

. Machinery and plant to be used.

i | Wlu do you mean by the term project viability ? it

' ih '"‘“lfe cycle of the project, there is a decision element at the end of concept phase ledd

i
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