
Unit 4: Managing & Leading People
1.1. Managers

Managers & Organisation:

Organising – the process of 
coordinating all of the resources 
required to achieve an outcome

Managers will be 
responsible for the efficient 
allocation of resources
Resources must be 
organised so that the correct 
quantity and quality are 
available at the right time
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1.2. Leaders

All about leadership:

Leadership is the ability to 
influence and direct people in 
order to meet the goals of a group
Leaders are those people that can 
inspire and motivate people to 
meet objectives
Often leaders and managers are 
one and the same person, but not 
all managers are leaders

Key terms:
Business vision
Leaders
Leadership
Motivation
Mission statement
Risk 
Uncertainty
Managers
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1.3. Leaders Vs Managers

Leaders Vs Managers:

It is important to distinguish between leaders and 
managers. However, this is difficult to do.

In essence, leaders are those people that can inspire and 
motivate people to meet objectives; managers will set 
objectives and decide how to go about achieving them
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1.4. Changing environment

Changing business environment explained:

•Change occurs when a business alters its 
structure, size or strategy to respond to 
internal or external influences i.e. the changing 
environment
•Change may be necessary to help a business 
meet its aims and objectives
•Change creates opportunities and threats
•Change should not be seen as bad but must be 
managed carefully to ensure a business 
maintains or increases its competitiveness as a 
result of the change

Lewin’s model of change attempts to identify:
The balance of power between the two forces
The key decision makers
Those people for the change and those against it
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2.1. Organisational structure

Key definitions:
- Organisational design is the framework that 
provides a business with a structure to achieve its 
objectives
- Organisational structure is the way in which the 
workforce within a firm is organised, including job 
roles and communication flows
- Organisational charts provide a visual 
representation of the organisational structure
- A matrix structure is one where teams are put 
together from different functional areas to work 
on specific projects

Managing 
Director

Finance 
Manager

Accounts 
Supervisor

Sales 
Supervisor

Production 
Manager

Production 
supervisor

Key terms:
Organisational structure 
Hierarchal structure
Flat structure
Matrix structure
Centralised
Decentralised
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2.2. Employee motivation

Key definitions:
- Culture is sometimes described as “the way we do things around 

here”
- Motivation is the factors influencing the way people behave
- Organisational culture: The values and standards shared by people 

and groups within an organisation

Key terms:
Motivation
Job enlargement
Job rotation
Job enrichment
Flexible working
Team working 
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2.3. Factors affecting the performance of teams
Composition of teams:

A team is a group of two or more individuals, 
acting interdependently to achieve objectives.

The composition of teams is the mix of 
different types of individuals that the team is 
made up of.

The make up of the team, and the 
relationships between individuals within the 
team, has a significant bearing on the 
performance outcome.

Team members use their complementary skills, 
working collaboratively to achieve specific 
goals and improve the performance of the 
business.
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3.1. Leadership
Theories of management and leadership styles 
include:

The Tannenbaum Schmidt continuum-
Leadership model based on a spectrum 
between two extremes of manager centred 
and subordinate  centred approaches.
Recognises that in reality leaders are unlikely to 
be at either extreme but somewhere along the 
spectrum.
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3.2. Empowerment

What does the term empowerment 
mean?

Empowerment is the delegation of 
responsibility to employees, allowing 
them to use their abilities and have a 

greater say in the decision-making process 
of the business.
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4.1 Factors resisting organisational change
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4.2. Implementing organisational change

Financial constraints which impact the implementation of 
organisational change:

Organisational change has financial implications with a number of costs. 
These include:
Wage costs such as increased pay for rewarding workers and the cost of 
covering employees undergoing training. Training costs such as  buying 
in experts, delivery materials and designing courses. The costs of 
communicating the changes to employees including the time 
undertaken to coordinate the changes. The organisation might 
undertake a cost benefit analysis to ensure that the benefits of the 
change outweigh the costs. This in itself will be expensive.


