Topic C03: Management Functions for Organisations                        Topic Overview p.6

Learning Objectives:
1. To understand the process of management; and
2. To understand the 4 functions of management: planning; organising; leading and controlling.
Overview of Contents:
Lesson 1

Planning and Organising

Lesson 2

Leading and Controlling
Resources:
· Topic Overview and Teaching Plan

· Powerpoint Presentation

· Student Worksheet
· Student Worksheet with Suggested Answers
Suggested Activities:
· Case study

· Reflection
	Topic Overview

	Topic
	BAFS Compulsory Part - Basics of Management
C03: Management Functions for Organisations

	Level
	S4

	Duration
	2 lessons (40 minutes per lesson) 


	Lesson 1

	Theme
	Planning and Organising

	Duration
	40 minutes


Expected Learning Outcomes:
Upon completion of this lesson, students will be able to:
1.
Explain the process of management;

2.
Explain the planning function of management; and
3.
Explain the organising function of management. 
Teaching Sequence and Time Allocation:

	Activities
	Reference
	Time

Allocation

	Part I: Introduction

	· Teacher starts the lesson by describing the background of the Graduation Ceremony case.
	PPT #2-4
	3 minutes

	Part II: Content

	· Case Study (Task 1)
· Students form groups of five to six and act as a committee of the Graduation Ceremony.
· Ask students to read and complete Task 1 of the Graduation Ceremony case.
· Teacher invites students to report their answers to the class. Teacher gives feedback.
· Teacher reminds students to set “SMART” goals and concludes Task 1 by explaining the process of management and introducing the four management functions.
· Teacher then explains the function of planning.
	PPT#5
Student
Worksheet

pp.1

PPT#6-10
PPT#11
	14 minutes

	· Case Study (Task 2a) – Job Specifications
· Ask students to read and complete Task 2a of the Graduation Ceremony case.
· Teacher invites students to share their to-do-list and gives feedback.
· Teacher then shares the suggested list with the class. 

· Case Study (Task 2b) – Grouping of Jobs
· Teacher asks students to group the jobs on the suggested list according to the SIX categories of job.
· Teacher invites students to share their answers and gives feedback.

· Case Study (Task 2c) – Job Assignment

· Teacher asks students to discuss and assign roles and job duties to each group member.

· Teacher invites students to share their answers and gives feedback.
· Case Study (Task 2d) – Organisational Structure

· Teacher asks students to use the roles suggested in Task 2c to create an organisational structure for their groups.

· Teacher invites students to share their answers and gives feedback.
· Teacher concludes Task 2a-2d by defining the organising function, explaining the purposes and common ways of organising an organisation.
	PPT#12-13
Student

Worksheet pp.2
Student

Worksheet (Suggested Answers), pp.2-3
PPT#14
Student

Worksheet pp.3
PPT#15

Student

Worksheet pp.3-4
PPT#16

Student

Worksheet pp.4
PPT#17-19
	20 minutes

	Part III: Conclusion

	· Teacher concludes the lesson by reviewing the key concepts taught.
	
	3 minutes


	Lesson 2

	Theme
	Leading and Controlling 

	Duration
	40 minutes


Expected Learning Outcomes:
Upon completion of this lesson, students will be able to:
1.
Explain the leading function of management; and 

2.
Explain the controlling function of management.  
Teaching Sequence and Time Allocation:

	Activities
	Reference
	Time

Allocation

	Part I: Introduction

	· Recap the four management functions and the concept of planning and organising.
	PPT#10
	2 minutes

	Part II: Content

	· Case Study (Task 3)
· Students remain in their groups from the previous class, read and complete Task 3 of the Graduation Ceremony case.
· Teacher invites students to share their answers.
· Teacher concludes by explaining the leading function and highlighting the importance for a leader/manager to engage people to reach certain goal. 
	PPT#20
Student
Worksheet

pp.5-6
PPT#21

	10 minutes

	· Case Study (Task 4)
· Teacher asks students to read, discuss and answer the questions of Task 4. 
· Teacher invites students to share their answers and encourages the class to comment. 
· Teacher concludes by explaining the controlling function, its importance and the control process. 
	PPT#22
Student
Worksheet

p.7-8
PPT#23-26

	10 minutes

	· Matching Game

· Students are required to complete the Matching Game as shown on the screen.

· Teacher checks the answers and sums up the definitions of the four management functions.
	PPT#27-28
	3 minutes

	· My Reflection (Part 1)
· Students read and complete Student Worksheet p.9 to identify the business functions their committee perform with respect to the SIX categories of jobs.
· Teacher invites students to share their answers.
· Teacher concludes by further explaining the four management functions according to the Graduation Ceremony case.
	PPT#29
Student
Worksheet

pp.9
PPT#28

PPT#29
	4 minutes

	· My Reflection (Part 2)
· Students read and complete Student Worksheet p.10 to identify their own leading style from the perspectives of “the level of control” and “the degree of autonomy delegated”.

· Teacher invites students to share their answers.

· Teacher then introduces the three typical types of leadership and further explains with reference to the Graduation Ceremony case.
	PPT#30
Student

Worksheet

pp.10

	5 minutes

	· My Reflection (Part 3)
· Teacher asks students to think about themselves when working in groups in these two lessons.

· Teacher invites students to share their views.

· Teacher concludes by highlighting the importance of team work and the seven traits of being a team player. 
	PPT#31
Student

Worksheet

pp.11

	4 minutes

	Part III: Conclusion

	· Teacher concludes the session by remarking the process of management and inter-relationship between the four management functions.
	-
	2 minutes
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