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Module Two: Introduction to Management 

There are middle managers in every field. From 

accounting and production to marketing and sales, 

managers ensure that business runs smoothly. 

Managers implement the strategies of their superiors. 

They are responsible for motivating people and 

getting results. In order to be an effective manager, it 

is important to understand exactly what management 

is, what managers do, and why management is so 

important.  

 

 

What is Management? 

Management is vital to the success of every organization. Management is not about 

telling people what to do; it is coordinating and organizing the team based on the 

policies, goals, and objectives of the organization. Part of management is choosing 

how a business should run, and directing people based on these decisions. Managers 

need to be both effective and efficient in their jobs. Efficiency involves doing things 

correctly. In order, to be effective, however, goals are reached and maintained, which may mean 

changing processes.  

Effective Management 

• Task oriented 

• Develops strategies to reach goals 

• Uses job descriptions to define how work is done  

• Goals are based on priorities 

• Predicts and adapts to change 

It has become dramatically clear that the 

foundation of corporate integrity is personal 

integrity.      

       

   Sam DiPiazza 
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• Consistently evaluates and looks for ways to improve current methods 

Efficient Management 

• Work oriented 

• Strives to keep the present system running well 

• Adheres strictly to job requirements 

• Avoids change 

• Monitors work and procedures 

 

Estimated Time  10 minutes 

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

Topic Summary 

What Is Management? 

This exercise allows participants to consider how being too effective or too 

efficient is poor management. 

Materials Required Worksheet 1: Effective and Efficient Management 

Planning Checklist NONE 

Recommended Activity 

Complete the worksheet individually. Break into small groups and discuss 

your ideas. How easy is it to find a method that is effective and efficient? 

Discuss the topic with the large group. 

Stories to Share 

Share a personal story about workplace efficiency undercutting effectiveness 

or vice versa. For example, an attempt to finish a project early and under 

budget resulted in goals not being met. This would be efficient but not 

effective. 

Delivery Tips 

Skip the large group conversation if the small group discussion runs long. 

Simply make sure that everyone understands the differences between being 

effective and efficient. 

Review Questions What does management need to be? 
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What Do Managers Do? 

Middle managers have obligations to senior managers and employees. The job is not 

easy, and requires juggling many different responsibilities. A target metric is 

provided to most managers. Each managerial role is different, but most managers 

share several key responsibilities. 

 

Managers’ Responsibilities: 

1. Meet business goals, vision, and objectives. 

2. Supervise and be responsible for the performance of team members. 

3. Hire, train, and develop employees. 

4. Identify problems and come up with solutions. 

5. Share responsibility for the growth and success of the company. 

With the number of jobs a manager must perform, it can feel like a juggling act. Successful managers are 

able to perform these roles by prioritizing their tasks. Again, it is important to weigh effectiveness and 

efficiency. 

Prioritizing Tasks: 

• Effectiveness: How important is the task in light of company goals or standards? Is it realistic to 

achieve? 

• Time: How long will the task take, and what is the effect on labor? 

• Cost: What is the cost of the task in terms of labor, supplies, and other resources? 

 

Estimated Time  10 minutes 

Topic Objective Relate the roles and responsibilities common to managers. 

Topic Summary 

What Do Managers Do? 

This exercise illustrates the many roles of a manager, and how to balance 

them. 

Materials Required Worksheet 2: Priorities 

Planning Checklist None 
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Recommended Activity 
Complete the worksheet and break into small groups. Compare your priority 

list with others in your small group. Discuss priorities as a class. 

Stories to Share 

Tell a personal story about priorities, or do the “Rocks in a Jar” 

demonstration, if it is familiar to you. Begin by filling a jar with large rocks. 

Add small pebbles, and then add sand and water. (You might want to try it at 

home first.) The moral of the exercise is that you must begin with the large 

rocks in order for them to fit in the jar. The analogy is that important tasks 

must be given priority in order for them to be finished.  

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

group discussion. 

Review Questions What are common managerial responsibilities? 

 

What Does It Take to Be a Manager? 

There are many managers in the workforce. Some managers are respected 

and others are despised. So, what does it take to be a manager? Each 

manager is unique, but a successful manager will embody certain 

characteristics. 

 

Characteristics of a Manager 

• Integrity:  A successful manager is trustworthy and will lead by example.  

• Communication: Middle managers must be able to communicate effectively to senior managers 

and their employees. 

• Analytical Thinking: Managers need to think analytically in order to make decisions. 

• Focus and Composure: It is important that managers remain focused and composed at all times. 

 

Estimated Time  10 minutes 

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

manager. 

Topic Summary 
What Does It Take to Be a Manager? 

This exercise allows students to see and hear the difference between 
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managerial characteristics. 

Materials Required Managerial Mistakes 

Planning Checklist None 

Recommended Activity 

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

Managerial Mistakes 

Read the scenarios below. One person will act as the manager and the other 

the employee the manager meets with after the incident. The manager will 

react to the news in different ways. Trade roles for the second scenario. 

Have fun with the exercise. 

1. Your employee informs you that someone vital to the success of 

your project did not show up to work. He did not even call, and the 

project is due in three days. Now you will be working late. You need 

to direct your employee. 

• React without composure. 

• React with composure. 

• Think irrationally. 

• Think analytically. 

2. An employee tells you about a medical condition in confidence. She 

needs to take time off and does not want anyone to know why. You 

notice that people are gossiping about the employee in question, 

and you meet with someone to discuss the problem. 

• React without integrity. 

• React with integrity. 

• Communicate badly. 

• Communicate well. 

 

Stories to Share 
Share a personal story or play a clip from Office Space or another movie to 

show how a bad manager influences employees. 
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Delivery Tips 
The role-play is important. If you feel that the class needs more time with 

the exercise, skip the group discussion. 

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

 

Why Does Management Matter? 

Middle managers are often what hold a company together. Most employees will 

never meet the CEO or other members of senior management. Middle managers 

are the face of the organization to the employees on their teams. Managers 

determine how a team functions, and how successful the projects are. A bad 

manager will cost the company money in the form of turnover and training. Even 

in times of economic change, strong management is important. Consider the 

following statistics: 

• Thomas Colligan of Wharton Executive Education calculates that reducing turnover by one 

percent at an organization could increase the earning of partners by 80,000 dollars. 

• Employee turnover is roughly 150 percent of the employee’s annual salary when all the costs 

are added together. Manager turnover is roughly 200 to 250 percent. 

• Turnover costs about 10,000 dollars per employee according to 45 percent of businesses 

surveyed. 

 

Estimated Time  10 minutes 

Topic Objective Reinforce the importance of management in the workforce. 

Topic Summary 

Why Does Management Matter? 

The discussion is personal in order to emphasize how important managers 

are to the success of an organization. 

Materials Required Flip chart/ Marker 

Planning Checklist None 

Recommended Activity 

Ask the class to raise their hands if they ever left a job or considered leaving 

a job because they had bad managers. Most people have suffered under a 

bad boss, so the number should be large, if they are honest. Write down the 

traits that the students could not live with, as well as ways that the managers 

could have handled things differently. Encourage honesty, but make sure 
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that the students are respectful. If the students hesitate to share, open the 

topic yourself.  

Stories to Share 

A survey by the American Psychological Association saw a 15 percent 

increase in the number of Americans who identify work as a cause of stress 

and consider leaving their jobs because of the stress. Effective management 

can reduce stress and turnover. 

Delivery Tips 
You can break the class up into small groups to discuss the topic. Make sure 

that someone takes notes for each group. 

Review Questions Who represents the company to employees? 

 

Practical Illustration 

David was under a lot of stress. He was a middle manager at a law firm, and often had 

trouble balancing the needs and problems of his employees and his own responsibilities. 

His boss, Emily, saw that he was struggling, and remembered when she was in his position. 

She decided to meet with him and give him some advice she could have used when she 

was starting out. Emily told David to try identifying how long each task would take and to 

schedule time to do them and nothing else. She also suggested he designate his top 

employees to be team leaders who could solve the daily minor problems that his employees previously 

interrupted him with. 
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Module Two: Review Questions 

1.) In a business setting, what do managers ensure? 

a) That nothing will ever get done 

b) That you will get a nice lunch 

c) That business runs smoothly 

d) That you will attend countless meetings 

From accounting and production to marketing and sales, managers ensure that business runs 

smoothly. 

2.) Managers ______________ the strategies of their superiors. 

a) Dislike 

b) Implement 

c) Disregard 

d) Rewrite 

Managers implement the strategies of their superiors.  

3.) Managers are responsible for __________ people and getting results. 

a) Embarrassing 

b) Manipulating 

c) Motivating 

d) Berating 

They are responsible for motivating people and getting results. 

4.) ______________ is vital to the success of every organization. 

a) Management 

b) Pay 

c) Time 

d) Purpose 

Management is vital to the success of every organization. 
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5.) What does a manager do for their team? 

a) Irritate and annoy 

b) Coordinate and organize 

c) Manipulate and coerce 

d) Disregard and avoid 

Management is not about telling people what to do; it is coordinating and organizing the team. 

6.) A manager should coordinate and organized based on what? 

a) Attitudes, resistance level, and ability 

b) Hourly wage, schedules, and distance 

c) Policies, goals, and objectives 

d) Practice, patience, and perfection 

Management is not about telling people what to do; it is coordinating and organizing the team 

based on the policies, goals, and objectives of the organization. 

7.) Managers need to be both effective and ___________ in their jobs. 

a) Redundant 

b) Efficient 

c) Unorganized 

d) Unrelenting 

Managers need to be both effective and efficient in their jobs. 

8.) Which of these is not an example of effective management? 

a) Develops strategies to reach goals 

b) Predicts and adapts to change 

c) Organizes company picnics 

d) Task oriented 

Organizing a company picnic would not be an effective management tactic. 
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9.) Which of these is not an example of efficient management? 

a) Work oriented 

b) Micromanaging  

c) Avoids change 

d) Adheres to job requirements 

Micromanaging is not listed as an example of efficient management. 

10.) Which of these is not a manager's responsibility? 

a) Ordering your lunch 

b) Hiring, training, and development of employees 

c) Identifying problems and coming up with solutions 

d) Meeting business goals, visions, and objectives 

Ordering your lunch is not your manager’s responsibility. 
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Sample Worksheet 1 

Effective and Efficient Management 

You are the manager of a marketing team. The company needs to increase sales 20 percent next quarter 

and is depending on the holiday promotion that includes a catalogue and email marketing to help 

accomplish the goal. You need to come in under budget and finish the job on time. Brainstorm a few 

ideas for the promotion. Break into small groups and discuss the ideas. Which ones are efficient and 

which ones are effective? For example, cutting labor would be efficient. 

Marketing Ideas 

1. ______________________________________________________________________________

_______________________________ 

2. ______________________________________________________________________________

_______________________________ 

3. ______________________________________________________________________________

_______________________________ 

4. ______________________________________________________________________________

_______________________________ 

5. ______________________________________________________________________________

_______________________________ 

 

Notes: 

_____________________________________________________________________________________

_________________________________ 

_____________________________________________________________________________________

_________________________________ 

_____________________________________________________________________________________

_________________________________ 

_____________________________________________________________________________________

_________________________________ 
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Sample Worksheet 2 

Priorities 

The company needs to increase sales 10 percent while keeping labor below 30 percent. Rank the 

following tasks on a priority list. Rank each section on a scale of 1-3. One is a low priority and three is a 

high priority. 

1. Cold call 

2. Promote customer add-ons 

3. Train new employees 

4. Handle a dispute between two employees 

5. Develop an action plan with a team member  

 

Task  Effectiveness  Time  Cost  Total Points  Rank 

_____________________________________________________________________________________

____________________________________________________________________________________ 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Icebreaker: Hello, My Name Is… 

Option 1: 

Method: Perhaps the easiest, most obvious and often overlooked icebreaker. 

Ask each member of the training event to introduce themselves by saying Hello – My Name Is… 

Then encourage the rest of the group to ask the trainee questions. To illustrate, 

• Where do you live? 

• What is your job? 

• Where did you go to school? 

etc. 

This exercise also encourages questioning and listening skills within the group. 

Discussion Questions 

1. Did anyone feel uncomfortable doing this exercise? Is so, why? 

2. How can this exercise help us during today’s training event? 

Time: Maximum time 15 minutes 

 

Option 2: 

1. Have the participants at each table answer the following questions: 

a. Why are they here? 

b. What is their level of experience with middle management? 

c. What they hope to get from this class? 

d. What is the most interesting thing they have ever done in their lives. Or their jobs? 

2. Have someone be designated a scribe and have them jot down the answers to question C above. 

3. On a separate piece of paper, have them write down the most interesting thing done from only 

one table member. 

4. Have the scribe hand the note with the answers to question C to you. 

5. Have the scribe stand and introduce the table to the class. 

6. Then have the scribe share the most interesting thing from their group. 
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7. Have the class guess whom that person is, which did the most experiencing thing. 

8. Go around to each table until all have given you their answers to question C and shared their 

most interesting thing. 

9. Debrief by sharing all the answers to question C with the class.   

Thank participants for sharing.  
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