Topic C03: Management Functions for Organisation                     Student Worksheet p.6

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 Secondary 6 students. The Chairperson and members of a committee will organise the Graduation Ceremony. 
Task 1: Goal setting
Firstly, identify your goal(s). 
________________________________________________

________________________________________________

________________________________________________
________________________________________________

________________________________________________
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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 
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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.
(a) _____________________________________________

(b) _____________________________________________

(c) _____________________________________________

(d) _____________________________________________

(e) _____________________________________________

(f) _____________________________________________

(g) _____________________________________________

(h) _____________________________________________

        


	Task 2b: Grouping of Jobs

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

1. Planning and coordinating the event
2. Organising the event and sourcing of Graduation Ceremony packages

3. Sponsorship and budgeting tasks

4. Design promotion matters and venue setting
5. Preparing graduation speech and inviting guests

6. Performing operational tasks


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.
Title / Post

Categories of job
Person-in-charge

Chairperson

1. Planning and coordinating the event
2. Organising the event and sourcing of Graduation Ceremony packages
3. Sponsorship and budgeting tasks
4. Designing promotion matters and venue setting
5. Preparing graduation speech and inviting guests 
6. Performing operational tasks
Task 2d: Organisational Structure
Illustrate an organisation chart for the committee.  
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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 be used to engage the classes.  Explain why or why not.

(a) Ask your teacher to reinforce mandatory participation.
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(b) Explain the purposes and value of the Graduation Ceremony. 
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(c) Suggest other methods to motivate your schoolmates. Be as specific as possible. 
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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. 
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
3. Sponsorship and budgeting tasks
to be continued…

…continued

Categories of job
Role & Person-in-charge 

Requirements and deadline

4. Designing promotion matters and venue setting
5. Preparing graduation speech and inviting guests 
6. Performing operational tasks
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My Reflection (Part 1) 

· What Business Functions did Your Committee Perform?

	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
2. Organising the event and sourcing of Graduation Ceremony packages

3. Sponsorship and budgeting tasks

4. Designing promotion matters and venue setting
5. Preparing graduation speech and inviting guests
6. Performing operational tasks
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Topic C03: Management Functions for Organisation
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?
	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?
With reference to the following SEVEN areas, what do you think about yourself when working with your classmates?
	
	1
	2
	3
	4

	
	Never
	Sometimes
	Often
	Always

	(1) Sharing a common goal with group members
	(
	(
	(
	(

	(2) Feeling confident
	(
	(
	(
	(

	(3) Managing my own emotion and/or those of group members 
	(
	(
	(
	(

	(4) Thinking positively when facing difficult situation
	(
	(
	(
	(

	(5) Providing support to group members
	(
	(
	(
	(

	(6) Managing my own performance and/or those of group members
	(
	(
	(
	(

	(7) Motivating myself and/or group members towards the common goal
	(
	(
	(
	(
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