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Course Overview

This course explores the four essential components of management: planning, organizing, leading, and controlling. You will analyze characteristics of
effective managers and apply them to scenarios that authentically replicate real-world management activities.

Assignments
Week 2: Complete an employment application questionnaire asking you to analyze a personal management experience. – 20% of grade. Scoring Guide

Week 3: Create a departmental plan to address the corporate initiative of doubling sales outlined in a scenario. – 30% of grade. Scoring Guide

Week 5: Create a 5-minute presentation to staff and leadership on your planned response to emerging human resources issues. – 30% of grade.
Scoring Guide

Discussions
Participation in discussions will count for 20% of your final grade.

Week 1: Choose one of the following two options to complete this discussion.

• Option 1: Post the results of your Understanding Yourself: How Motivated Am I to Manage? self-assessment and reflect on the results.
• Option 2: Discuss aWall Street Journal article on the topic of management that you believe represents what you consider to be reflective of

effective management.

Week 4: Discuss approaches to hiring and retention.

Course Competencies

To successfully complete this course, you will be expected to:

Course Prerequisites

Learners who have received credit for BUS3010 may not take BUS3011 or BUS-FP3011. 

Analyze characteristics and behaviors of effective managers.1

Apply managerial principles to planning, organizing, controlling, and leading.2

Communicate effectively and professionally.3



Unit 1  Introduction to Management

Syllabus  Course Materials

Required

The materials listed below are required to complete the learning activities in this course.

Integrated Materials

Many of your required books are available via the VitalSource Bookshelf link in the courseroom, located in your Course Tools. Registered learners in a
Resource Kit program can access these materials using the courseroom link on the Friday before the course start date. Some materials are available
only in hard-copy format or by using an access code. For these materials, you will receive an email with further instructions for access. Visit the Course
Materials page on Campus for more information.

eBook

Robbins, S. P., Coulter, M., & DeCenzo, D. A. (2020). Fundamentals of management: Management myth debunked! (11th ed.). Boston, MA:
Pearson. ISBN: 9780134898797.

Library

The following required readings are provided in the Capella University Library or linked directly in this course. To find specific readings by journal or book
title, use Journal and Book Locator. Refer to the Journal and Book Locator library guide to learn how to use this tool.

• Atkinson, W. (2005). Setting goals & measuring performance. Collections & Credit Risk, 10(8), 32–35.
• MacLeod, L. (2012). Making SMART goals smarter [PDF]. Physician Executive, 38(2), 68–70.

Suggested

The following materials are recommended to provide you with a better understanding of the topics in this course. These materials are not required to
complete the course, but they are aligned to course activities and assessments and are highly recommended for your use.

Optional

The following optional materials are offered to provide you with a better understanding of the topics in this course. These materials are not required to
complete the course.

Introduction



u01s1 - Activity Overviews

u01s2 - What You Need to Know

What Is a Manager?
At this early point in your business studies, you might be surprised
at how often you have managed or have been managed.
Management often takes place in a non-business situation such
planning a wedding, or coaching a sport, or even managing your
own schedule.

So, what is the difference between a manager and a leader? What
do managers do, what are their roles? What skills do they need?
Would I be a good manager? Or, maybe I already am and do not
know it?

This week, you will explore the fundamental principles of management and their relationship to the modern workplace.

To-Do List:

• Discussion: Choose one of the following two options to complete this week's discussion.
◦ Option 1: Post the results of your Understanding Yourself: How Motivated Am I to Manage? self-assessment and reflect on the results.
◦ Option 2: Discuss aWall Street Journal article on the topic of management that you believe represents what you consider to be reflective of

effective management.

• What You Need to Know: Review resources on fundamental principles of management and their relationship to the modern workplace. You will
also have the opportunity to sign up for your freeWall Street Journal access.

• Prepare: Review resources for academic success.

Learning Activities

Discussion Overview
For this week's discussion, you can choose one from the two options given:

• Option 1: Post the results of your Understanding Yourself: How Motivated Am I to Manage? self-assessment and reflect on the results.
• Option 2: Discuss aWall Street Journal article on the topic of management that you believe represents what you consider to be reflective of

effective management.

Introduction to the Fundamentals of Management
The following resources focus on the fundamental principles of management and their relationship to the modern workplace environment and important
issues that are frequently encountered by managers.

• Use your Fundamentals of Management text to read the following:
◦ Chapter 1, "Managers and Management in Today’s Workplace."
◦ Chapter 2, "The Management Environment."
◦ Chapter 3, "Important Managerial Issues."

Managerial Motivation
• Understanding Yourself: How Motivated Am I to Manage?

◦ Take this self-assessment to develop a better understanding of how motivated you are to manage. Depending on the option you choose for
this week's discussion, you may need the results of this self-assessment to complete the discussion.



u01s3 - Prepare: Resources for Academic Success

u01d1 - Write Your Discussion Post

Wall Street Journal Research

Sign Up for Your Free Wall Street Journal Access

Capella has secured full online access for you to The Wall Street Journal. This daily newspaper provides coverage of headlines and breaking news in the
United States and around the globe, with a focus on business issues that are pertinent to you.

By regularly reviewing The Wall Street Journal you can educate yourself, explore new ideas, and interact in a more informed way within your courses and
the business world. The Wall Street Journal can guide you in answering discussions, creating assignments, writing final papers, handling ethical and
business issues, and so much more. This is an optional resource, but one that we hope you will find valuable in your academic and work life.

There are two ways that you can interact with The Wall Street Journal through Capella:

1. Subscription: You have full access to The Wall Street Journal through your computer, smart phone, tablet, or other electronic device. We suggest
that once a week you log in and browse through the recent stories. Make notes of how you might use what you read to inform your discussions,
support assignments, and help you move forward in your program and career. We hope that in just 15–30 minutes of browsing the journal each
week, you will find compelling stories related to your coursework that encourage further discussions with your classmates and instructor.

2. The Wall Street Journal Campus page: As we continue to collaborate with The Wall Street Journal, we will be offering more content such as
webinars, theWSJ RSS news feed, and more. You can access your subscription to The Wall Street Journal, weekly reviews, and more through this
single link that you should bookmark and keep handy.

Resources for Academic Success
• Writing Center: Capella University's Writing Center offers a variety of resources that you can use to improve your writing. It includes strategies for

pre-writing, drafting, revising, proofreading, and information on APA style and formatting. Since professional writing is a large part of communication
in business as well as this course, it is recommended that you take some time to review the resources provided.

• Writing Feedback Tool: This is a guide to Capella writing resources that you are encouraged to review. The guide is categorized into the common
parts of a major paper. Each category has a list of supporting resources.

• Smarthinking. Review this web-based tutoring services information.

Academic Honesty
An integral part of your success at Capella and an important component of ethical scholarship is the appropriate use of references and citations to give
credit to the ideas and words of others.

• Read University Policy 3.01.01: Academic Integrity and Honesty [PDF].

Your Managerial Motivation or a WSJ Review
For this discussion, you have the option of choosing one of the following:

Option 1: Understanding Yourself

Make sure you have completed the Understanding Yourself: How Motivated Am I to Manage? self-assessment to see how you score on your
management disposition.

Not everyone is motivated to perform managerial functions. This self-assessment instrument taps six components that have been found to be related to
managerial success, especially in larger organizations. These components include a favorable attitude toward authority, a desire to compete, a desire to
exercise power, assertiveness, desire for a distinctive position, and a willingness to engage in repetitive tasks.

Post your results and reflect on the outcome. Discuss the following:

• Are you in agreement with the results? Did you find the results surprising? Do you want to be a manager?



Unit 2  Planning

u02s1 - Activity Overviews

u02s2 - What You Need to Know

• What do you think should be the most powerful motivator for a manager?

Option 2: Wall Street Journal Article Review

Search theWall Street Journal and locate an article on a management topic that you believe represents an effective approach to management.

• Review briefly the main themes of the article.
• Discuss why you believe the manager or management activity or style is effective. What are your criteria?
• Provide any personal or professional experiences you have regarding the themes and points of this article.

Reference your article using APA style and formatting guidelines. Please attach the article with your post.

Response Guidelines
Read the posts of your fellow learners and respond to two. Pose questions that will advance the conversation and express interest in what the learners
have shared. In addition, try to select learners who have not already had feedback.

Course Resources

Introduction

Are You a Planner?
One of the primary roles of a manager is to plan. Are you a
natural planner? What makes a good planner? What goes into
creating a solid plan? Do you have a career plan?

This week's focus is on the manager's function as a planner.

To-Do List:

• Assignment: Complete an employment application questionnaire in which you analyze a personal management experience.
• What You Need to Know: Review resources on management's role in planning.

Learning Activities

Assignment Overview
Complete a 3–4-page employment application questionnaire in which you analyze a personal management experience.

Planning
The following resources focus on planning, decision making, and managing change.

• Use your Fundamentals of Management text to read the following:

Undergraduate Discussion Participation Scoring Guide



u02a1 - Applying for a Management Position

◦ Chapter 4, "Making Decisions."
◦ Chapter 5, "Planning and Goal Setting."
◦ Chapter 6, "Managing Change and Innovation.

Assignment Resources
Review the following document in preparation for this week's assignment:

• Atha Application Questionnaire [DOCX].

Overview
In this assignment, you will complete an employment application questionnaire in which you will analyze a personal management experience.

Preparation
Review the Atha Application Questionnaire [DOCX] and use it and the scenario below to complete this assignment.

Scenario
Imagine that after exploring online job postings, you submitted an application and resume to Atha Corp for a management position. Atha markets its
product—unique lighting products (wall, pendant, floor, table, and nightlights)—through a series of regional distributors and an online marketplace.

A short time later, you received the following e-mail:

Atha Corporation HR E-mail

Dear Applicant,

Thank you for your interest in employment at Atha. We have received your application packet. The next step for candidates is to provide a
narrative response to the questions in the attached document. Please return your completed document to me.

Once we receive your responses, we will review them and notify you of the next steps.

Sincerely,

Thomas Hardy

Human Resources Recruiter

Atha Corporation

Instructions
Respond to the scenario by completing the Atha Application Questionnaire [DOCX].

Submission Requirements
Your assignment should also meet the following requirements:

• Format: Use the Atha Application Questionnaire document to complete the assignment.
• Length: 3–4 double-spaced pages.
• Font and font size: Times New Roman, 12 point.
• Written communication: Use correct grammar and mechanics and express your main points, arguments, and conclusions coherently.

Portfolio Prompt: You should consider adding this assignment to your personal ePortfolio. For more information on ePortfolio, visit the Campus
ePortfolio page.

Competencies Measured
By successfully completing this assignment, you will demonstrate your proficiency in the following course competencies and assignment criteria:
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u03s1 - Activity Overviews

u03s2 - What You Need to Know

• Competency 1: Analyze characteristics and behaviors of effective managers.
◦ Analyze one's own approach to management of a specified project or event.
◦ Justify why chosen management characteristics are appropriate for a specified situation.

• Competency 3: Communicate effectively and professionally.
◦ Convey clear meaning in active voice, with minimal issues in grammar, usage, word choice, spelling, or mechanical errors.
◦ Describe an instance where one was required to manage a group, team, or project.

Introduction

Are You an Organizer?
Once an activity has been planned, an astute manager will spend
some significant effort to organize things before operationalizing or
commencing the activity to assure that it is conducted efficiently.

Are you organized? What are the hallmarks of an organized
manager? What are some recognized activities or tools available to
assist in the task? How does one organize people? How does one
begin?

This week's focus is on the manager's function as an organizer.

To-Do List:

• Assignment: Create a departmental plan to address the corporate initiative of doubling sales outlined in a scenario.
• What You Need to Know: Review resources on organizing and managing people and change.

Learning Activities

Assignment Overview
Create a 4–5-page departmental plan to address the corporate initiative of doubling sales outlined in a scenario.

Organizing
The following resources focus on organizing and managing people and change.

• Use your Fundamentals of Management text to read the following:
◦ Chapter 8, "Organizational Structure and Design."
◦ Chapter 9, "Managing Human Resources and Diversity."
◦ Chapter 10, "Managing Work Groups and Work Teams."

The following resources may help you write your objectives in the upcoming assignment.

• MacLeod, L. (2012). Making SMART goals smarter [PDF]. Physician Executive, 38(2), 68–70.
• Atkinson, W. (2005). Setting goals & measuring performance. Collections & Credit Risk, 10(8), 32–35.



u03a1 - Departmental Planning and Organization

Assignment Resources
The following resources are required for this week's assignment as they paint the scenario upon which you will base your work.

• Presentation From the CEO.
• CEO's Sales Goal Announcement [PDF].
• CEO's Memo to Managers [PDF].
• Sales and Marketing Organizational Chart [DOCX].
• Operations and Production Organizational Chart [DOCX].
• Accounting and Finance Organizational Chart [DOCX].

Overview
In this assignment, you will create a departmental plan to address the corporate initiative of doubling sales outlined in the scenario below.

Preparation
Choose one of the following functional areas with which to base your assignment work.

• Sales and marketing.
• Operations and production.
• Accounting and finance.

Scenario
Note: Review each of the following resources. You will need them to complete this assignment.

Imagine that your application for employment at Atha was successful and you have been acting as manager for a short time in the department that you
chose from the list above. Atha's CEO shares the following communications with staff:

• Presentation From the CEO.
• CEO's Sales Goal Announcement [PDF].
• CEO's Memo to Managers [PDF].
• Organizational charts. (Note: To meet the distinguished level for the reorganization criterion for this assignment, you will need to update one of

these charts to reflect your suggested organizational changes).
◦ Sales and Marketing Organizational Chart [DOCX].
◦ Operations and Production Organizational Chart [DOCX].
◦ Accounting and Finance Organizational Chart [DOCX].

Instructions
Create your department's response plan (a 4–5-page Word document) to the new corporate initiative of doubling sales using the information presented in
the scenario. Make sure to address all requirements outlined in the CEO's Memo to Managers document.

Submission Requirements
Your assignment should also follow the following requirements:

• Format: Submit a professional and well-organized Word document.
• Length: 4–5 double-spaced pages.
• Font and font size: Times New Roman, 12 point.
• APA format: Use current APA style and formatting.

Portfolio Prompt: You should consider adding this assignment to your personal ePortfolio. For more information on ePortfolio, visit the Campus
ePortfolio page.

Competencies Measured
By successfully completing this assignment, you will demonstrate your proficiency in the following course competencies and assignment criteria:



Unit 4  Leading
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u04s2 - What You Need to Know

• Competency 1: Analyze characteristics and behaviors of effective managers.
◦ Analyze a decision and the top consideration in addressing it.

• Competency 2: Apply managerial principles to planning, organizing, controlling, and leading.
◦ Explain how stated strategic departmental objectives or goals support corporate goals.
◦ Explain why identified support activities are critical for achieving departmental goals.
◦ Specify a timeline with realistic milestones that support stated objectives.
◦ Explain how a specified reorganization is an effective response to a business challenge.

• Competency 3: Communicate effectively and professionally.
◦ Organize content so ideas flow logically with smooth transitions.

Introduction

Are You a Leader?
Are managers also leaders? Or do they just make sure things
function properly? Well, a manager of a baseball team is certainly
both a manager and a leader. But managers often need to play a
different type of leadership than, say, a CEO. What is the
difference? What does it take to be an effective leader and
manager? Are you a leader? What kind?

This week's focus is on the manager's function as a leader.

To-Do List:

• Discussion: Discuss approaches to hiring and retention.
• What You Need to Know: Review resources on leadership.
• Plan: Review the resources to complete the Week 5 assignment.

Learning Activities

Discussion Overview
Discuss approaches to hiring and retention.

Leading
The following resources focus on managerial leadership:

• Use your Fundamentals of Management text to read the following:
◦ Chapter 11, "Understanding Individual Behavior."
◦ Chapter 12, "Motivating and Rewarding Employees."
◦ Chapter 13, "Leadership and Trust."
◦ Chapter 14, "Managing Organizational and Interpersonal Communication."



u04d1 - Write Your Discussion Post

u04s3 - Plan: Week 5 Assignment

Unit 5  Control

Approaches to Hiring and Retention
In next week's assignment, you will be asked to respond to a staffing issue that requires a variety of human resources disciplines to address. Last week,
you examined Exhibit 9-1 in your course text, which introduces the key components of an organization's human resource management process and
examines eight activities in three areas that, if properly executed, will staff an organization with competent, high-performing employees. They are:

• Identification and selection:
◦ Strategic human resource planning.
◦ Recruitment and downsizing.
◦ Selection.

• Adaptive and competent:
◦ Orientation.
◦ Training and development.

• Competent and high-performing:
◦ Performance management.
◦ Compensation and benefits.
◦ Safety and health.

Discuss which of these activities is most relevant for a manager and leader trying to solve retention and hiring problems. Include examples to illustrate
your assertions. Does your response depend upon the time frame (that is, short term versus long term) for execution? Explain.

Response Guidelines
Read the posts of your fellow learners and respond to two. Pose questions that will advance the conversation and express interest in what the learners
have shared. In addition, try to select learners who have not already had feedback.

Course Resources

For next week's assignment, you have the option to create a PowerPoint presentation or record a narrated presentation using Kaltura. Review the
resources in preparation for completing the assignment:

• Capella University Library: PowerPoint Presentations.
• Guidelines for Effective PowerPoint Presentations [PPTX].
• Using Kaltura.

More information on PowerPoint and Kaltura is available on the Tools and Resources page.

Introduction

Undergraduate Discussion Participation Scoring Guide



u05s1 - Activity Overviews

u05s2 - What You Need to Know

u05a1 - Leadership and Control

What Is Control?
You have planned, organized, and led. But what does it take to
control your operation? What skills are necessary? What needs to
be measured? Are their tools or processes designed to help? What
types of things do you need to control, and what do you need to let
go of?

You have learned that the management cycle is composed of four elements—plan, organize, lead, and control. This week focuses on the fourth and final
element: control. Two phrases effectively summarize the control function:

1. You cannot improve what you do not measure.
2. Inspect what you expect.

To-Do List:

• Assignment: Create a presentation to staff and leadership on your planned response to emerging human resources issues.
• What You Need to Know: Review resources on the control function of management.

Learning Activities

Assignment Overview
Create a 5-minute presentation to staff and leadership on your planned response to emerging human resources issues.

Managerial Control
The following text reading focuses on controlling operations.

• Use your Fundamentals of Management text to read the following:
◦ Chapter 15, "Controlling Work and Organizational Processes."

PowerPoint Hints
• Guidelines for Effective PowerPoint Presentations [PPTX].

Overview
For this assignment, you will create a presentation to staff and leadership on your planned response to emerging human resources issues.

Preparation
If you use PowerPoint for your presentation:

• View Guidelines for Effective PowerPoint Presentations [PPTX] if you are new to PowerPoint.
• Use the PowerPoint Template [PPTX] to complete this assignment.

If you use Kaltura for your presentation:



• Review Using Kaltura for information about this courseroom tool. More information on setting up hardware can be found on the Tools and
Resources page.

Scenario
Imagine that you that you received the following e-mail from your boss about a month after they adopted your departmental plan outlined in the previous
assignment.

• HR E-mail [PDF]. Use this e-mail from your boss as a basis for this assignment.

Instructions
Create an approximately 5-minute presentation with voice narration targeted to your staff and leadership that effectively responds to your superior's
request found in the e-mail. Your presentation should demonstrate leadership qualities such as composure, preparation, solid communication,
thoughtfulness, et cetera. The presentation should also:

1. Articulate the problems and their sources. (Make sure to include plausible assumptions based upon the facts presented to support your assertions.)
2. Detail your plan, which must address:

◦ Retention: Describe two of the most significant steps you will take to keep employees and why you believe they will be effective.
◾ Compensation.
◾ Benefits.
◾ Culture, leadership, and engagement.

◦ Hiring: Select one of the positions that you identified in your organizational chart as new hire. Suggest two actions that you will take to
secure new hires. Substantiate your ideas with real market data for at least one of your actions. (Cite your sources.) State any
assumptions that you need to make to conduct your research. For example, candidate experience, job level, and industry norms.
◾ Training.
◾ Onboarding or orientation.
◾ Communicating organizational values and culture.

3. Performance measure and standards: Describe how performance will be measured for one of the position types in your group. Your expectations
should be consistent with your stated departmental goals.

Note: You have the option of using Kaltura or PowerPoint to complete your presentation.

Additional Requirements
Your assignment should also meet the following requirements:

• Communication: Ensure your presentation (narrated or PowerPoint) is free of errors that detract from the overall message.
• Length: Approximately 5 minutes. Submit as many presentation slides as needed to meet the requirements of this assignment (include a title

slide).
• Visuals: Use font size, colors, and design to assure optimal readability.

Portfolio Prompt: You should consider adding this assignment to your personal ePortfolio. For more information on ePortfolio, visit the
Campus ePortfolio page.

Competencies Measured

By successfully completing this assignment, you will demonstrate your proficiency in the following course competencies and assignment criteria:

• Competency 1: Analyze the characteristics and behaviors of effective managers.
◦ Articulate problems and their likely sources.

• Competency 2: Apply managerial principles to planning, organizing, controlling, and leading.
◦ Create a presentation that demonstrates leadership attributes while effectively informing the target audience.
◦ Develop an appropriate plan for addressing retention issues.
◦ Develop an appropriate plan for addressing hiring issues.
◦ Outline an effective plan for performance measurement.

• Competency 3: Communicate effectively and professionally.
◦ Address the appropriate audience, using familiar, discipline-specific language and terminology.




