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MIND MAPS
Learning MaDE SimpLE
)

anytime, as frequency as you like till it becomes a habit!



presenting words and concepts as pictures!!
What?

When?

MIND MAP
 (
Result
)AN INTERACTIVE MAGICAL TOOL

How?
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To Unlock the imagination and come up with ideas To Remember facts and
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To Make clearer and better notes
To Concentrate and save time
To Plan with ease and ace exams


Learning made simple ‘a winning combination’

with a blank sheet of paper coloured pens and
your creative imagination!
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What are Associations?
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core
 
concept
 
at
 
the
 
Centre
 
to
 
related
 
concepts
 
or
 
ideas.
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M
a
ps. 
Associations
 
are
 
one
 
powerful
 
memory
 
aid
 
connecting
 
seemingly
 
unrelated
 
concepts,
 
hence
 
strengthening
 
memory.
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Developed for a one time event or project.
Programmes : These outline objectives, policies, procedure, etc.
Budget : Estimation of income and expenditure.





Planning is deciding in advance what to do and how to do







It is used for activities that occur regularly over a period of time. Objectives : These are ends which
the management seeks to  achieve
by its operation.
Strategies : It refers to future decisions defining the organizations’ direction and scope in the long run.
Policies : Policies are general statements that guide thinking or channelize energies towards a particular direction.
Procedures : These are routine steps to on how to carry out activities.
Methods : These provide the prescribed ways or manner in which a task to be done.
Rules : They inform what is to be
done, i.e., do’s and don’ts for employees.






Types of Plans








Planning



Planning Process

Concept of Planning



Importance of Planning





Limitations of Planning




Provides direction
Reduces the risk of uncertainity Facilitates decision making Establishes standards for controlling








Planning leads to rigidity in the organizational work. Planning may not work in a dynamic environment. Planning reduces creativity.
It is a time consuming process.
Planning provides only a base for success but it is not a guarantee of success.

Setting objectives for the organization
Developing premises
Identifying alternative courses of action Evaluating alternative courses of action Selecting an alternative
Implementing  the plan
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First Level
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Third Level



[image: ]It refers to systematic effort to delegate work to the
lowest   level,   all   authority   except   that  which



An organization structure in which
departments are created on the basis of different functions.

can be exercised at central point.




An organization structure in which various departments are created on the basis of products, territory or region.


It is a system of well–defined jobs, each bearing a definite measure of authority,




 (
It facilitates growth
It gives relief to top management It helps in quick decision making
It develops managerial talent for the future.
)Decentralization


z		Structure of Organization









Concept of






Organising is the process of defining and grouping the activities of an enterprise and establishing authority and responsibility relationships among them.

responsibility and accountability.

Organising





It is a network of personal and social relations not established or prepared by the formal organization but arising spontaneously as people associate with one another.




It refers to the downward transfer of authority from a superior to subordinate to operate within the prescribed limit.


Organising


Delegation



Importance of Organising


Organising Process


Benefits of specialization Clarity in working relationship
Optimum utilization of resources Effective administration Expansion and growth


Identification and division of work Departmentalization
Assignment of duties
 (
How to understand Mind Map?
First
 
Level
Second
 
Level
Third
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)Authority : It implies the right of an individual to take decisions and to command his subordinates. Responsibility : It is an obligation of a subordinate. Accountability : It implies being answerable for the final outcome.

Effective management Employees’ development Motivation to employees Better coordination





Apprenticeship Programmes (putting trainee under guidance of master worker) Internship (practical knowledge imparted along with educational course)
Induction Training (to make new employees settle down happily and develop feeling of belongingness)


Vestibule Training–Simulated Training with dummy models of machinery, tools, etc.



Process:
Preliminary screening (to eliminate unqualified and unfit applicants) Selection tests (to measure certain characteristics of applicants) Employment interview (in depth conversation to check applicant suitability)
Reference and background checks (to gain additional information) Selection decision (final decision)
Medical examination (to gain fitness details) Job offer (through the letter of appointment)
Contract of employment (once the applicant accepts the job offer)


Lengthy process Costly process









Training Methods


Managerial function of filling and keeping filled positions in organization structure.
















Importance


Avoids wastage of efforts and money Enhances employees' productivity Equip future managers
Increases employees' performance Obtains effective response to environment

Dissatisfaction among existing employees


Web publishing
Advertising on television, newspaper, etc. Labour contractors
Recommendations of employees Campus recruitment
Management consultants and placement agencies
Casual callers

Wide choice
Qualified and trained personnel Competitive spirit
Induction of fresh talent



Meaning


Selection Process
(choosing best out of prospective
candidates)





Training & Development (process of increasing knowledge, skills and abilities for doing a particular job)




Importance








Better career opportunities Increases performance Increases efficiency
Increases morale and satisfaction

Direct recruitment Employment exchange

No induction of fresh talent
Not suitable for a new enterprise Lack of competition
Not suitable in case of frequent transfers




External






Internal


Recruitment
(process of finding suitable candidate for job)



Sources

Staffing


Process






Activities Performed by Human Resource Management

Discovering and obtaining competent personnel
Higher performance
Continuous survival and growth of enterprise Optimum utilisation of human resources Improve job satisfaction
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Employee motivation Simple process
Do not need much training Shifting surplus work force Economical






Transfer Promotion

Estimating manpower requirements Recruitment
Selection
Placement and orientation Training and development Performance appraisal Promotion and career planning

Employing people Job Analysis
Developing compensation plan Training and development Maintaining labour relations Grievance handling
Providing social security to employees





How to understand Mind Map?
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