Topic C03: Management Functions for Organisation                     Student Worksheet p.7

BAFS Compulsory Part - Introduction to Management

Topic C03: Management Functions for Organisation
Case Study (Task 1)
Form groups of five or six students. Read the following case carefully and complete the tasks. 

	The Graduation Ceremony
You are a Secondary 6 students. The Chairperson and members of a committee will organise the Graduation Ceremony of the year.  
Task 1: Goal setting
Firstly, identify your goal(s). 
e.g. (not mutually exclusive)
· At least 95% of total schoolmates to participate in the Graduation Ceremony
· Total charge per head not exceeding $500
· A list of participants and collection of charges to be completed at least four months before the date of Graduation Ceremony.
· or other reasonable goals
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Topic C03: Management Functions for Organisation
Case Study (Task 2)
Read the following case carefully and complete the tasks. 

	The Graduation Ceremony 
[image: image1.png]



The committee is going to arrange the structure of the big event and delegate roles accordingly.
Task 2a: Job Specifications
Make a list of what needs to be done for the Graduation Ceremony.
Illustration
A. determine the type of graduation ceremony (e.g. formal dinner or a more relaxed one such as party at school hall…)

B. prepare a list of graduation ceremony packages for discussion
C. set criteria for choosing from various packages

D. fix the date and venue for the event

E. set the budget, prioritise the various expenses 

F. seek sponsorship from school’s community partners, teachers, etc….

G. design invitation card, poster or other printed/digital matters for the event

H. make a list of guests (including school guests and other guests) to be invited

I. finalise the number of students, teachers and guests to be participated

J. determine equipment, venue setting, souvenir, music playlist, photo and video taking/editing, catering… (subject to the priority list of expenses)

K. compile a file with photos and video of the event, make email list and send them to the participants
L. determine dress code
M. determine seating arrangement for the participants

N. determine the programme for the Graduation Ceremony, e.g. an introduction > a speech by school principal > Graduation Ceremony > graduation speech > farewell message from participants > group photos > a closing ceremony

O. prepare the graduation speech

P. determine and manage registration on the event date

Q. communicate with all parties involved via emails
R. monitor expenses to adhere to the budget set, prepare and send expenditure report to participants

S. or other reasonable tasks…

Task 2b: Grouping of Jobs

Group the jobs specified in Task 2a (i.e. A-R) according to the 
following SIX categories of job.
Illustration
Categories of job
Job list

1. Planning and coordinating the event
A, D, H, L
2. Organising the event and sourcing of Graduation Ceremony packages

B, C, J, M
3. Sponsorship and budgeting tasks
E, F, R
4. Designing promotion matters and venue setting
G
5. Preparing graduation speech and inviting guests
I, N, O
6. Performing operational tasks

K, P, Q

Task 2c: Job Assignment
According to the SIX categories of job as mentioned in Task 2b, identify roles and their job duties. Assign a role to each group member.
Illustration
Title / Post

Categories of job
Person-in-charge

Chairperson

1. Planning and coordinating the event

Vice-chairman
2. Organising the event and sourcing of Graduation Ceremony packages
Financial Controller
3. Sponsorship and budgeting tasks
Designer
4. Designing promotion matters and venue setting
Secretary
5. Preparing graduation speech and inviting guests
General Affairs Officer
6. Performing operational tasks
Task 2d: Organisational Structure
Illustrate an organisation chart for your committee.  

Illustration

[image: image2]
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Topic C03: Management Functions for Organisation
Case Study (Task 3)
Read the following case carefully and answer the questions. 

	The Graduation Ceremony 

The committee has been working very hard on the event.  It aims to boost participation from every schoolmate. The committee has to decide whether the following 3 methods will motivate the classes. Explain why or why not.

(a) Ask your teacher to reinforce mandatory participation.
No. The Graduation Ceremony aims to provide opportunities for S6 students to share the memorable moment together with schoolmates and teachers, etc. to celebrate and honour their graduation successfully from secondary school. Hence, student engagement should not be considered as mandatory participation.
(b) Explain the purposes and value of the Graduation Ceremony. 
Yes. Explain to students that the purpose of organizing the event is to share memorable and precious moments with schoolmates and teachers together in the event. 
Graduation Ceremony is definitely a big day for all S6 students and is appealing to them to join and participate.
(c) Suggest methods to motivate your schoolmates to join the event. Be as specific as possible. 

Any reasonable suggestion(s)
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Topic C03: Management Functions for Organisation
Case Study (Task 4)
Read the following case carefully and complete the tasks. 

	The Graduation Ceremony
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The committee is developing methods to monitor the progress of the action plan. You need to ensure the course of actions will be carried out successfully. 
Based on Task 2b “Job Assignment” on p.3, set deadlines for completion of jobs. 
Illustration
Categories of job
Role & Person-in-charge 

Requirement
and/or deadline
e.g. 
1. Planning and coordinating the event
Chairperson / Chan Tai Man
e.g.
To compile a list of duties to help oversee and ensure implementation of all tasks while organising the Graduation Ceremony
2. Organising the event and sourcing of Graduation Ceremony packages
Vice-chairperson
To sort out a list of  Graduation Ceremony packages by the end of October for discussion
3. Sponsorship and budgeting tasks
Financial Controller
To confirm the list of sponsors by the end of December of the year 
4. Designing promotion matters and venue setting
Designer
To finalise the design/décor  matters/items by the end of February in the next year
5. Preparing graduation speech and inviting guests 
Secretary
To complete the participant list and guest list by the end of February of the school year

6. Performing operational tasks
General Affairs Officer
To send photos and videos to participants within two months upon completion of the Graduation Ceremony
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My Reflection (Part 1) 

· What Business Functions did Your Committee Perform?
Illustration
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The Graduation Ceremony
Identify the business functions the committee members perform with respect to the SIX categories of job as shown below, by putting a “(”  in the appropriate box(es). 
Categories of job
Job list (Task 2b refers)
Planning

Organising
Leading
Controlling
1. Planning and coordinating the event
A, D, H, L
(
(
(
(
2. Organising the event and sourcing of Graduation Ceremony packages

B, C, J, M
(
(
(
3. Sponsorship and budgeting tasks

E, F, R
(
(
4. Designing promotion matters and venue setting
G
(
(
5. Preparing graduation speech and inviting guests
I, N, O
(
(
6. Performing operational tasks
K, P, Q
(
(
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My Reflection (Part 2) 

· My Leading Style 
From the perspectives of “the level of control” and “the degree of autonomy delegated”, the following diagram gives a general picture of the THREE typical types of leadership, namely “Autocratic Leadership”, “Democratic Leadership” and “Laissez Faire Leadership” respectively.

Which type of leadership is the best description of your leading style?
Illustration
	How to control

How to make decision
	To monitor group/ committee members tightly
	To loosen your control over the group/committee members
	To let group/ committee members do their own things

	Make decision on his/her own without delegation of power
	A
	B
	C

	Make decision with subordinates’ participation
	D
	E
	F

	Entrust subordinates to make their own decisions 
	G
	H
	I
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Topic C03: Management Functions for Organisation
My Reflection (Part 3) 

· How Would You Describe Yourself As A Team Player?
Refer to the teaching notes in PPT#31 for the suggested illustration
Autocratic Leadership





Democratic Leadership





Laissez Faire


Leadership





Laissez Faire/


Free-rein


Leadership
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