	Chapter 1 – Organizational Behavior & Management



	Organizational Behavior
	· The study of the many factors that have an impact on how individuals and groups respond to and act in organizations and how organizations mange their environments. 

· Organizational Behavior replaces intuition & gut instinct

· Analyzed at 3 levels – Individual, Group, Organization as a whole



	Managerial Functions
	· Planning – setting goals

· Organizing – establishing rules / organizational chart

· Leading – encouraging & coordinating individuals

· Controlling – evaluating and taking corrective action



	Managerial Skills
	· Conceptual – analyze and diagnose a situation

· Human – control behavior 

· Technical – job-specific knowledge



	Challenges for Organizational Behavior Management
	· Manage Human Resources to Gain a Competitive Advantage

· Efficiency

· Quality

· Innovation

· Responsiveness to Customers
· Develop Ethics 

· Managing Diversity – Age, Gender, Race, Ethnicity, Religion, Sex, Economic, 

· Preventing Sexual Harassment

· Managing the Global Environment



	Chapter 2 – Individual Differences in Work Attitudes



	Personality
	· The pattern of relatively enduring ways in which a person feels, thinks, and behaves.  Personality is stable over time and only likely to change over many years.



	Trait
	· A specific component of personality that describe particular tendencies to feel/think



	Big 5 Dimensions of Personality – and the specific traits related each


	· Extraversion – Positive emotions, Gregariousness (sociability), Warmth

· Neuroticism – Anxiety, Self-consciousness, Vulnerability

· Agreeableness – Trust, Straightforwardness, Tender-mindedness

· Conscientiousness – Competence, Order, Self-discipline

· Openness to Experience – Fantasy, Actions, Ideas



	Other Organizationally Relevant Personality Traits
	· Locus of Control – externals say outside forces are responsible for fate – internals say their own actions are responsible for what happens to them.

· Self-Esteem – extent to which people have pride in themselves and their capabilities

· Need for Achievement
· Need for Affiliation
· Need for Power


	Influence of the Situation 
	· In organizations where situational pressures on workers behavior are strong, personality may not be a good predictor of on-the-job behavior (i.e. an assembly line, a fast food restaurant, peoples personalities can’t influence their work as much).




	Work Attitudes
	· Job Satisfaction – consists of 3 parts: Personality, Work Situation, Social Influence
· Organizational Commitment – feelings and beliefs about the employing organization 



	Theories of Job Satisfaction
	· Facet Model – breaks a job into component elements, or facets, and looks at how satisfied workers are with each facet – forces managers to recognize that jobs affect workers in multiple ways and that some job facets are more important to some

· Herzberg’s Motivator-Hygiene Theory – Workers have two sets of needs – Motivator needs are associated with the actual work – Hygiene needs are associated with the work environment.  A worker could be satisfied with one and not the other

· Discrepancy Model – workers compare their job to an “ideal job”



	Consequences of Job Satisfaction
	· Performance – job satisfaction is not strongly correlated with job performance because workers are not free to perform poorly if unhappy.  For job satisfaction to influence behavior, it must be relevant to the job performance.  Job performance may lead to job satisfaction

· Absenteeism – weak negative – workers who are satisfied are less likely to be absent, but there are a variety of reasons that people are absent

· Turnover – weak-to-moderate negative relationship – workers who are satisfied are not apt to leave, but sometimes the unhappy stay and the happy move on.

· Organizational Citizenship Behavior (OCB) – going above and beyond the call of duty – likely that this behavior is related to job satisfaction



	Effects of Organizational Commitment
	· Performance – weak positive relationship – workers who are committed perform slightly better

· OCB – strong relationship to organizational commitment

· Absenteeism – weak negative – workers who are committed are slightly less likely to be absent, but there are many reasons for absenteeism.

· Turnover – stronger negative – workers who are committed are less likely to quit



	Chapter 3 – Understanding Work Motivation



	Work Motivation
	· The psychological forces within a person that determine a person’s: 

· Direction of Behavior –which of the many alternatives does someone perform

· Level of Effort – how hard does someone try

· Level of Persistence - when faced w/obstacle, how hard do they try to overcome



	Distinction Between Performance and Motivation
	· Performance – evaluation of the results of behavior

· Motivation – one factor among many that contribute to performance

· A high level of motivation does not necessarily contribute to a high level of performance, but all else being equal higher motivation = higher performance



	Intrinsic / Extrinsic Motivation


	· Intrinsic – the source of motivation is actually performing the behavior
· Extrinsic – behavior is performed because of outside motivators – i.e. $, power

	Motivation Equation
	· Inputs

· Effort, Time, Education, Experience, Skills, Knowledge, Job Behaviors

· Performance

· Quantity of Work, Quality of Work, Level of Customer Service

· Outcomes

· Pay, Job Security, Benefits, Vacation, Job Satisfaction, Feeling of Accmplshmt



	Maslow’s Hierarchy of Needs
	· Self-actualization Needs – realize one’s full potential as a human being

· Esteem Needs – feel good about oneself, respected by others, recognition

· Belongingness Needs – social interaction, friendship, affection, love

· Safety Needs – security, stability, safe environment

· Physiological Needs – food, water, shelter – basic needs

· Unsatisfied needs are the prime motivator, lower level needs must be satisfied first, only one set of needs motivates behavior, it is not possible to skip levels



	ERG Theory
	· Growth Needs – self-development and creative/productive work

· Relatedness Needs – interpersonal relations, share thoughts, open 2-way commo

· Existence Needs – survival needs – food, water, shelter, safe environment

· A higher-level need can be a motivator even if a lower-level need is not fully satisfied – needs at more than one level can motivate at any time – when a person can’t satisfy a higher level need, motivation to satisfy lower level needs increases



	Expectancy Theory
	· Valance – how desirable is the outcome (-( to +()

· Instrumentality – connection between the outcome and the performance (-1 to +1), if instrumentality is –1, workers feel that the performance will not obtain the outcome, if instrumentality is +1, the performance will ensure the outcome

· Expectancy – connection between effort and performance (0 to +1) – if expectancy is 0, workers feel there is not chance they can accomplish the behavior.



	Equity Theory
	· An individual’s outcomes / inputs = referent’s outcomes / inputs

· Ways to restore equity – change outcomes or inputs, change referent’s outcomes or inputs, change perceptions, change referent, leave or force the referent to leave.



	Procedural Justice
	· Perceived fairness about the procedures used to make decisions

· Perception is key, not the actual fairness

· Motivation is higher if workers perceive procedures are fair

· Two factors influence perceptions – how workers are treated by managers – how much managers explain their decisions

· If procedural justice is low, expectancy may be low of getting a fair shake, or people might have concerns about equity in how people receive justice



	Motivating Diverse Employees
	· Need theory suggests managers should take diverse employee needs into account

· Equity/Procedural Justice theory suggest managers need to be fair – prevent perceptions of favoritism to groups that are not diverse

· Diversity training can help managers be fair & impartial and overcome biases



	Chapter 4 – Creating Motivating Jobs



	Matching People to Jobs 
	First Step – Job analysis

· Task, duties and responsibilities that make up the job

· Knowledge, skills, and abilities

Second Step – Managers determine:
· What worker skills are required to perform the job

· Whether the job can be simplified/enhanced to add to the fit between people & jobs

Other Information about matching people and jobs

· PAQ (Position Analysis Questionnaire) is used for job analysis

· A trend in some organizations is toward flexible jobs where responsibilities change



	Individual Ability
	· Cognitive Ability – General Intelligence (Verbal, Numerical, Reasoning, Deductive, Ability to see relationships, Ability to remember, Spatial ability, Perceptual Ability)

· Physical Ability – motor skill and physical skill

· Abilities can be measured via tests, but cultural biases can detract



	Four Fundamental Ways to Match People to Jobs
	· Selection – selecting individuals who have the abilities the organization needs

· Placement – assigning to the appropriate position – horizontal moves & promotions

· Training – enhancing workers abilities

· Job Design – linking specific tasks to specific jobs and deciding the techniques, equipment and procedures to perform the tasks – job design is a major tool that managers can use to enhance intrinsic motivation



	Two Approaches to Job Design
	· Job Enlargement – increasing the number of tasks workers perform while keeping tasks at the same level of difficulty – horizontal job loading

· Job Enrichment – designing jobs to provide opportunities for worker growth – Herzberg’s Motivator Hygiene Theory is driving forces - vertical job loading

· Allow workers to plan their own schedules

· Allow workers to decide how the work should be performed

· Allow workers to check their own work

· Allow workers to learn new skills



	Careers
	· A career is the sum of work-related experience throughout one’s lifetime

· Workers can be motivated by a series of jobs and not by specific jobs

· Types of Careers

· Steady-State Careers – one-time commitment to a certain kind of job

· Linear Careers – progress through a sequence of hierarchical jobs

· Spiral Careers – a person holds different types of jobs that build on each other but are fundamentally different

· Transitory Careers – a person changes jobs frequently and each job is different



	Career Stages
	· Preparation for Work – people decide what kind of career they want
· Organizational Entry – people find a job that will be a good start to chosen career
· Early Career – 1st step = establishing yourself, 2nd step = achieving something

· Midcareer – in workforce between 20-35 years – challenge to stay productive

· Career Plateau – chances of being promoted are small

· Obsolescence – knowledge or skills become outdated

· 

	Hackman and Oldham’s Job Characteristics Model

(Review model on page 90 of book)



	5 Core Job Dimensions
	· Skill Variety – extent that a job requires the use of a number of skills

· Task Identity – extent that a job involves completing a task from start to finish

· Task Significance – extent to which a job has impact on the lives or work of others

· Autonomy – extent to which a job allows freedom and independence

· Feedback – extent to which a job provides a worker with info about effectiveness



	Motivating Potential Score (MPS)
	· Measure of the overall potential of a job to foster intrinsic motivation

· Scores each of the 5 Core Job Dimensions on a scale from 1 - 7

· Equal to the average of (skill variety, task identity, task significance) multiplied by autonomy and feedback

· MPS scores range from 1 to 343 (7 x 7 x7) – average US Score is 128



	3 Critical Psychological States
	· Determine how workers react to the design of their jobs

· Experienced Meaningfulness of Work – degree workers feel jobs are important

· Experienced Responsibility for Work Outcomes – degree that workers are responsible for outcomes

· Knowledge of Results – degree to which workers know how well they perform



	Work and Personal Outcomes
	· High Intrinsic Motivation 

· High Job Performance 

· High Job Satisfaction

· Low Absenteeism and Turnover 


	Individual Differences that Affect the Model
	· Growth-need Strength – extent to which a worker wants is work to contribute to personal growth, learning and development
· Knowledge and Skills – ability to perform the job effectively

· Satisfaction with Work Content – how satisfied workers are with extrinsic outcomes



	Chapter 5 – Creating a Motivating Work Environment



	Goal Setting
	· A goal is what an individual is trying to accomplish through behavior and actions

· Goal Setting Theory - specific & difficult goals, when they appear together, lead to higher levels of motivation and performance because they:

· Direct attention to relevant activities

· Cause workers to exert higher levels of effort

· Cause workers to develop action plan to achieve goals

· Cause workers to persist in the face of obstacles and difficulties



	Management by Objectives (MBO)
	· A goal-setting process where a manager meets to set goals and review achievement

· Usually reserved for managers

· Three basic steps – Goal Setting, Implementation, Evaluation



	Performance Appraisals
	· Two Goals of Performance Appraisals  – 1) encourage high motivation, 2) provide info in managerial decision making (i.e. who get raises)

· Appraisals contribute to intrinsic motivation by providing workers two important pieces of info – 1) if contributions are appropriate, 2) if focus is in the right direction



	Theories Applicable to Performance Appraisals
	· Expectancy Theory – applicable to reviews in 1) expectancy. 2) instrumentality

· Equity Theory – workers motivated if they receive outcomes proportional to inputs

· Procedural Justice Theory – procedures used to appraise performance must be fair



	Choices in Developing a Performance Appraisal System
	· Mix of Formal and Informal Appraisals – ideally both are used

· What Factors to Evaluate –evaluate behaviors and results in a reveiw, not traits

· Traits – BAD – traits are poor predictors of performance, can contribute to the perception of discrimination, does little to motivate workers

· Behaviors – GOOD – what worker does vs. what worker is like

· Results – GOOD, BUT… are bad if results are not under a worker’s control

· Method of Appraisal – Objective are based on facts – Subjective are based on traits, behaviors and results – three of the most popular subjective scales are (page 115):

· Graphic – assesses performance along a continua of clearly specified intervals   – but different people can rate the same person differently

· Behaviorally Anchored Rating Scale (BARS) – carefully defines score meanings – but people can behaviors that correspond to more than one point on the scale

· Behavioral Observation Scale (BOS) – carefully defines meanings, and also asks the rater to indicate the frequency a behavior is preformed – time consuming

· Who Appraises Performance? – Self, Peer, Subordinate, Customers/Clients



	Perceptual Problems in Performance Appraisals
	· Stereotypes – a schema for forming opinions about someone w/out knowledge

· Primacy Effect – first impressions have inordinately large impact on perceptions

· Contrast Effect – evaluating performance in contrast to others and not objectively

· Halo Effect – good impressions of someone = good perceptions

· Similar-to-me Effect – perceptions are positive if someone is similar

· Harsh/Average/Leniency Bias – consistently rating people harsh, lenient, or average

· Knowledge-of-Predictor Bias – perceptions of performance are based on ability



	Reward Allocation as a Motivational Tool
	· Allocate desired outcomes (pay & benefits) based on performance,

· Need Theory – pay motivates workers because it satisfies their needs

· Expectancy Theory – pay has high valence, instrumentality must be high to motivate

· Equity Theory – pay (outcome) must be proportional to performance (inputs)

· Procedural Justice – methods used to distribute pay for performance must be fair



	Merit Pay
	· A plan that bases pay on performance – either by salary increases or bonuses

· Managers base merit pay on individual, group, or organizational performance

· Individual – when individual performance can be accurately assessed – two examples of individual merit pay are piece-rate pay and commission pay

· Group – when workers are highly interdependent

· Organizational – when effectiveness depends on individuals working together – often called gain sharing (profit sharing is a type of gain-sharing)



	Chapter 6 – Creating High Performing Work Groups & Teams



	Groups
	· A set of two or more people who interact with each other to achieve certain goals

· Members interact with each other so one person’s actions affect another’s

· Group members perceive the potential for mutual goal accomplishment

· Synergy – the idea that the group is greater than the sum of its parts



	Four Types of Formal Work Groups
	· Command Groups – a group that reports to the same supervisor – org chart group

· Task Forces – comes together to accomplish a specific goal – then disbands

· Teams – a group where there is high level of interaction to achieve a common goal

· Self-managed Work Teams – a team with no manager or leader



	How Groups Control Their Members
	· Effective groups control behavior to achieve high performance through:

· Roles – division of labor, facilitate member behaviors, may emerge over time

· Rules – written guidelines to control behavior – facilitate performance evaluation, help newcomers learn the way to perform

· Norms – non-written, informal rules of conduct – people conform for 3 reasons: 

· Compliance – to attain rewards and avoid punishment

· Identification – with the group

· Internalization –belief that a norm is right

· Conformance is not always good – deviance is needed to ensure high performance



	Group Effectiveness

(review class handout and figure 6.1 and 6.2 on pages 137 and 139)
	· Potential Performance – highest possible performance



Low conformity                  Moderate conformity                High conformity

  High deviance                     Moderate deviance                    Low deviance

· Process Losses – performance difficulties because of coordination, motivation

· Process Gains – increases in group performance



	Social Loafing
	· Tendency for individuals to exert less effort in a group than the would alone

· Occurs for two reasons

· Performance is highest when outcomes are administered based on individual performance

· Workers performing in a group think individual efforts are less important

· Sucker Effect – someone loafs and others don’t want to be suckers, so they loaf too

· Social loafing increases as group size increases

· Ways to reduce –

· Making individual contributions identifiable

· Making individuals feel their contributions are valuable

· Keeping the group as small as possible




	Group Cohesiveness
	· Factors that Effect Cohesiveness

· Group Size – smaller is better for cohesiveness

· Similarity/Diversity of Members – similarity is better for cohesiveness

· Competition with Other Groups – health competition increases cohesiveness

· Success – “Nothing succeeds like success”

· Exclusiveness – initiation process may increase cohesiveness

· Consequences of Cohesiveness

· Communication increases (but too much chit chat may be bad)

· Turnover may be reduced

· Increased conformity to group norms (but too much conformity is bad)

· Increased ability to accomplish goals (but too much drive to succeed is bad)

· Signs of different levels of cohesiveness

· Low – info flows slowly, no influence on behavior, does not achieve goals

· Moderate –good commo/participation, behavior influenced, achieves goals

· High – too social, intolerance for deviance, achieves goals at expense of others



	Cognitive Conflict
	· Substantive conflict – necessary for effective teams - no point in having a team without some difference of opinion



	Affective Conflict
	· Interpersonal conflict – leads to process losses



	Chapter 8 – Decision Making

 (Pages 193 to 206)



	Types of Decisions
	· Decision Making in Response to Problems

· Decision Making in Response to Opportunities

· Nonprogrammed Decisions – novel problems that have never been encountered

· Programmed Decisions – making decisions in response to recurring problems



	Decision Making Models
	· Classical Model of Decision Making – prescriptive (how decisions should be made)

· Listing alternatives

· Listing consequences of each alternative

· Considering his or her own preference for each alternative

· Selecting the alternative

· The classical model is unrealistic, because decision makers to not have all the info

· Administrative Model of Decision Making (March and Simon’s) – descriptive
· Decisions made on a simplified, approximate account of the situation
· Satisficing – choose acceptable responses, not necessarily the best response


	Group Decision Making
	· Advantages 

· Ability and diversity of members’ skills, knowledge, and expertise

· Enhance memory of facts – because the group can rely on the memory of all

· Capability of error detection – group might catch error missed by an individual

· Greater Decision Acceptance - 

· Disadvantages 

· Time

· Potential for Groupthink –
· Illusion on invulnerability

· The belief in inherent morality of the group

· Collective rationalizations

· Stereotypes of other groups

· Self-censorship

· Illusion on unanimity

· Direct pressure on dissenters

· Emergence of self-appointed mind guards
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