What business are we in?

	S. No.
	Type of Business

	1
	

	2
	

	3
	

	4
	


Select one from above and then write down some activities that you might involve immediately (Sequence is not important).

Selected Business ______________________________________

	S. No.
	Type of Activities

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	


Entrepreneurship 

“ Entrepreneurship is a human, creative act that builds something of value from practically nothing. It is the pursuit of opportunity regardless of the resources, or lack of resources, at hand. It requires a vision and the passion and commitment to lead others in the pursuit of that vision. It also requires a willingness to take calculated risks”.

(Ref: Entrepreneurship by Peggy Lambing & Charles R. Kuehl, Second Ed. Page 14.)

Management 

The process of using organisational resources to achieve organisational obectives through Planning, Organising and Staffing, Leading and Controling.

(Ref: Essentials of Management by Andrew J. DuBrin, Fifth Ed. Page 3)

Decision Making

WHO ARE WE

Please try and answer this question very honestly. This was a question put to two hundred candidates in a written test by a company that wanted to hire executives for very important decision-making vacancy.

Scenario: 

"You are driving a two seat car on one big storm night, you are passing a Bus Stop, there are three people who are waiting for the bus; one, an old lady who is dying, one a doctor who saved your life before, and one a person who is someone you have been dreaming to be with all your life. You can only take one passenger. Which one will you choose? Please explain your reason. "

My Opinion: 

Think about it before you read the further. I am not sure whether it is some kind of a personality test, since every answer has its reason. One lady is going to die, you should save her first, however, since people always end up dying anyway, you should take the doctor, because the doctor saved your life before and this is the perfect chance to pay him back.

At the same time, some people believe that you can always pay the doctor back in the future, but you may never be able to find the perfect “Dream” (someone you have been dreaming for) once you pass this chance.

Here is an appropriate Decision.

You give your car key to doctor to take the old lady to nearest hospital, while you can enjoy with your sweat heart in the rain. 
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Introduction:

What many entrepreneurs do not realize is just how critical it is to have a solid business plan. In addition, venture capitalists and other potential funding sources look particularly to two areas of your business plan: the Market and the Management Team. 
If those two elements are clearly defined and persuasive, you're much more likely to achieve your goals.

WHAT IS A BUSINESS PLAN:

The three main functions of a business plan are:

Provide a communications tool, which conveys your ideas, research, and plans to others.

WHAT THE BUSINESS PLAN SHOULD CONTAIN:

The seven basic elements of a business plan are:

1. Business concept.  


A summary of basic business idea

2. Product or service you will offer.
Range, variety

3. The market. 


Who will buy the product or service

4. Marketing strategy. 


How the product/service will be made.

5. Personnel. 



Employees or contractors needed.

6. Production plans. 


Where products/services will be made.

7. Financial plans. 


Cash required for materials, production.

Management of a small Business

Management of a business encompasses a number of activities: planning, organizing, controlling, directing and communicating.  Most business failures aren't a result of bad economic times; rather, they stem from inappropriate management.  The fundamental rule of any small business management is to know exactly where you stand at all times.

     Some of the more common mistakes managers make include:

· Hiring the wrong people,

· Inadequate employee training,

· Trying to do too much,

· Misuse of time,

· Absentee ownership.

     In a big company, a bad month in one division can be offset by other divisions.  In a small company, there's nothing else to fall back on, so a bad week can be fatal.  Managing a small company means staying on top of the business so that you can react instantly and decisively when problems arise.

     Bad management isn't limited to poor economic times; it can happen even during the best of times.  Some management consultants say their experiences with small businesses confirm that over expanding, hiring weak personnel and being over confident are frequent management mistakes that occur when times are good.

     Along with those is the inability to handle growth.  "If the business is successful, it takes on a life of its own," says one owner.  You become a "situation manager" rather than just a people or business manager.  Suddenly, you are balancing opportunities, investments and energy.    

     Whether the times are good or bad, the successful manager is the one who remains calm and confident and who turns adversity into opportunity.

     And as a successful manager you must also be a good leader.  Many experts believe that leadership is a form of behavior: of persuading and inducing, of guiding and motivating.  They believe that a well-rounded leader is a master of certain skills, creates a climate that encourages productivity and directs and controls employees' activities.

     Very often, leadership style reflects an individual's personality. However, you should keep in mind that what works well with one group or individual; may not work as well with the next.  As a result, good leadership requires a flexible approach, one that is based on the people involved and the situation at hand.

     Advises one small business owner, "Surround yourself with competent people, then train them and learn to delegate."  And when you do delegate, keep the following tips in mind:

· Don't constantly check up on employees while they're working;

· Believe what they say;

· Avoid having to know every single detail at all times; and

· Be sure you know enough to stay on top of things.

     "Delegation is an issue of trust," says business owner.  "But it cuts both ways.  You can't get someone to trust you unless you trust them, too."
Personnel Management

The Personnel Manager

Many small businesses cannot afford a fulltime specialist to deal with human resource problems. However, as a business grows, its structure becomes more complex and personnel problems increase in number and potential cost. At a certain point in the typical small business, it becomes apparent that a full-time or part-time personnel manager is needed. Conditions that indicate the necessity of a personnel manager include

· The firm has more than 50 employees.

· Labor Turnover is very high (and costly).

· The need for skilled or semiskilled labor creates problems in recruitment or selection.

· Employee morale is low.

· Absenteeism

· Medical Claim increased

· Lack of communication 

· Quality of finish products/services drops 

· Industrial accidents increased

· Social problems

· Drugs problems

· Conflict between workers and immediate supervisor.

Competition for good personnel is especially keen in the market area.

Personnel Management in General

Orientations are for new employees. The first several days on the job are crucial in the success of new employees. This point is illustrated by the fact that 60 percent of all employees who quit do so in the first ten days. Orientation training should emphasize the following topics:

· The company's mission (history, if any)

· The key members in the organization (Partners, Directors, Shareholders etc..)

· The key members in the department, and how the department helps fulfill the mission of the company (Sr. Manager, Supervisors etc.)

· Personnel rules and regulations (Employee hand book)

Some companies use verbal presentations while others have written presentations. Many small businesses convey these topics in one-on-one orientations. No matter what method is used, it is important that the newcomer understand his or her new place of employment. The importance of an employee handbook for imparting rules and culture to employees. 

Lectures present training material verbally and are used when the goal is to present a great deal of material to many people. It is more cost effective to lecture to a group than to train people individually. Lecturing is one-way communication and as such may not be the most effective way to train. Also, it is hard to ensure that the entire audience understands a topic on the same level; by targeting the average attendee you may undertaking some and lose others. Despite these drawbacks, lecturing is the most cost-effective way of reaching large audiences.

Role-playing and simulation are training techniques that attempt to bring realistic decision making situations to the trainee. Likely problems and alternative solutions are presented for discussion. The adage there is no better trainer than experience is exemplified with this type of training. Experienced employees can describe real world experiences, and can help in and learn from developing the solutions to these simulations. This method is cost effective and is used in marketing and management training.

Audiovisual methods such as television, videotapes and films are the most effective means of providing real world conditions and situations in a short time. One advantage is that the presentation is the same no matter how many times it's played. This is not true with lectures, which can change as the speaker is changed or can be influenced by outside constraints. The major flaw with the audiovisual method is that it does not allow for questions and interactions with the speaker, nor does it allow for changes in the presentation for different audiences.

Job rotation involves moving an employee through a series of jobs so he or she can get a good feel for the tasks that are associated with different jobs. It is usually used in training for supervisory positions. The employee learns a little about everything. This is a good strategy for small businesses because of the many jobs an employee may be asked to do.

Apprenticeships develop employees who can do many different tasks. They usually involve several related groups of skills that allow the apprentice to practice a particular trade, and they take place over a long period of time in which the apprentice works for, and with, the senior skilled worker. Apprenticeships are especially appropriate for jobs requiring production skills. 

Internships and assistantships are usually a combination of classroom and on-the-job training. They are often used to train prospective managers or marketing personnel.

Programmed learning, computer-aided instruction and interactive video all have one thing in common: they allow the trainee to learn at his or her own pace. Also, they allow material already learned to be bypassed in favor of material with which a trainee is having difficulty. After the introductory period, the instructor need not be present, and the trainee can learn as his or her time allows. These methods sound good, but may be beyond the resources of some small businesses.

Laboratory training is conducted for groups by skilled trainers. It usually is conducted at a neutral site and is used by upper- and middle management trainees to develop a spirit of teamwork and an increased ability to deal with management and peers. It can be costly and usually is offered by larger small businesses.

Trainers

Who actually conducts the training depends on the type of training needed and who will be receiving it. Mostly supervisors’ conduct on-the-job training; off-the-job training, by either in-house personnel or outside instructors.

In-house training is the daily responsibility of supervisors and employees. Supervisors are ultimately responsible for the productivity and, therefore, the training of their subordinates. These supervisors should be taught the techniques of good training. They must be aware of the knowledge and skills necessary to make a productive employee. Trainers should be taught to establish goals and objectives for their training and to determine how these objectives can be used to influence the productivity of their departments. They also must be aware of how adults learn and how best to communicate with adults. Small businesses need to develop their supervisors' training capabilities by sending them to courses on training methods.

The investment will pay off in increased productivity.

There are several ways to select training personnel for off-the-job training programs. Many small businesses use in-house personnel to develop formal training programs to be delivered to employees off line from their normal work activities, during company meetings or individually at prearranged training sessions.

There are many outside training sources, including consultants, technical and vocational schools, (e.g. SVSB, MTSSR, ITB etc.) continuing education programs, chambers of commerce and economic development groups. Selecting an outside source for training has advantages and disadvantages. The biggest advantage is that these organizations are well versed in training techniques, which is often not the case with in-house personnel.

The disadvantage of using outside training specialists is their limited knowledge of the company's product or service and customer needs. These trainers have a more general knowledge of customer satisfaction and needs. In many cases, the outside trainer can develop this knowledge quickly by immersing himself or herself in the company prior to training the employees. Another disadvantage of using outside trainers is the relatively high cost compared to in-house training, although the higher cost may be offset by the increased effectiveness of the training.

Whoever is selected to conduct the training, either outside or in-house trainers, it is important that the company's goals and values be carefully explained.

Training Administration

Having planned the training program properly, you must now administer the training to the selected employees. It is important to follow through to make sure the goals are being met.

Questions to consider before training begins include

· Location.

· Facilities.

· Accessibility.

· Comfort.

· Equipment.

· Timing.

· B$

Careful attention to these operational details will contribute to the success of the training program.

An effective training program administrator should follow these steps:

1. Define the organizational objectives.

2. Determine the needs of the training program.

3. Define training goals.

4. Develop training methods.

5. Decide whom to train.

6. Decide who should do the training.

7. Administer the training.

8. Evaluate the training program.

Following these steps will help an administrator develop an effective training program to ensure that the firm keeps qualified employees who are productive, happy workers. This will contribute positively to the bottom line.

Evaluation of Training

Training should be evaluated several times during the process. Determine these milestones when you develop the training. Employees should be evaluated by comparing their newly acquired skills with the skills defined by the goals of the training program. Any discrepancies should be noted and adjustments made to the training program to enable it to meet specified goals. Many training programs fall short of their expectations simply because the administrator failed to evaluate its progress until it was too late. Timely evaluation will prevent the training from straying from its goals.

BUILDING EMPLOYEE TRUST AND PRODUCTIVITY

The most effective way to build trust in the workplace is to work together. There are no magic gimmicks or other simple solutions. Trust cannot be created by excessive wages, great company picnics or wonderful working conditions; it can only be generated through teamwork, honesty and fairness. Although trust and productivity are complex issues and represent only part of the total fabric of interpersonal relationships in small businesses, three attributes appear to have a positive effect on trust in successful small businesses:

· The owner-manager of the small business is open and honest about the day-to-day     business operations.

· The owner-manager of the small business is consistent and fair about personnel     policies.

· The owner-manager spends a great deal of his or her time concentrating on good     communications with those working in the firm.

Honesty

Secrecy breeds suspicion. Whenever information is kept on close hold, the context becomes open to misinterpretation. Total quality improvement is based on the concept that workers care as much about the success of the small business as the owners do. Studies of small businesses indicate that employees tend to overestimate profits by substantial amounts. These same studies indicate that when true financial information is shared with employees, all members of the work force voluntarily initiate substantial cost controls.

Whenever in doubt concerning the amount of information to share with employees, experience indicates that too much is better than not enough. Never lie to workers about human relations issues. Institutional memory is long term; any deceit will be remembered for many years. Note that employees’ talk with each other and inconsistencies will be quickly detected and brought to the surface frequently to your embarrassment. The following are suggestions on how to avoid this dilemma:

· To understands the Norms

· Take time to talk with your workers.

· Find out what they're thinking.

· Find out what they'd like to know and tell them whenever possible.

· Don't tell only good things.

· Allow employees an opportunity to provide you, the owner, with information, questions and suggestions.

· In this way, communications are two ways.

Fairness

Fairness ranges from consistency in personnel actions and fair market practices to adherence to the various laws governing the workplace. The concept of due process requires that a small business follow its own rules and policies. Employees must be treated the same when it comes to personnel issues.

Each worker should have an equal chance to perform at his or her best. Decisions concerning rewards, promotions and advancement should always be based on performance, and good performance should be spelled out in the job description. When performance is equal among employees, seniority should be used to break ties.

The key to healthy work relations is managing communications within the firm. Most of the communication will flow as orders and instructions to employees. Nevertheless, communicating (and honesty and fairness) is a two-way process. It is difficult for employees to be intelligent and enthusiastic team workers if they do not know the reasons behind orders and instructions. Perhaps even more important is giving employees the opportunity to contribute ideas and opinions before the manager-owner makes a decision. This adds dignity and meaning to the job in the eyes of most employees and their families.

Communicating includes telling employees where they stand, how the business is doing and what future plans are being developed. Negative feedback may be necessary at times, but positive feedback should be the primary tool for establishing good human relations. Never forget that employees are people, and that they will quickly detect insincerity. They also will respond to honest efforts to treat them as mature, responsible adults. Some practical human relations techniques that stimulate two-way communications include

· Periodic performance review sessions (Every three months)

· MBWA

· Bulletin boards.

· Opinions/ Suggestion boxes

· Memos / Newsletters.

· Regular open meetings
WEB SITE

www.businessconfidant.com
www.investinvision.com
www.netaxs.com
www.paloalto.com
www.nyssbdc.org
www.smallbizbenefits.com
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Do you know anyone who is living with three hearts?

Hints:

Living personality

You can sue or be sued by this person

Can die

Can grow

Can merge

An artificial and invisible person with three hearts 

An Organization 

Functions within Business Organisation

	Organisation


	
	 Finance 
	
	Production / Operations
	
	Marketing
	


Organization

An artificial and invisible person with three hearts

Organization

Finance

The finance function comprises activities related to securing resources at favorable prices and allocating those resources throughout the organisation. Finance and operations management personnel cooperate by exchanging information and expertise in such activities as:

Budgeting

Economic analysis of investment proposals

Provision of funds

Financial controls

Production /  Operations

The operations function consists of all activities that are directly related to producing goods or services. The production function exists not only in manufacturing and assembly operations, which are goods-oriented, but also in such areas as health care, transportation, food handling, and retailing, which are primarily service-oriented.

Goods Producing 

Farming, Mining, Construction, Manufacturing

Storage/Transportation

Warehousing, Trucking, Mail Servicing, Moving, Taxis, Buses, Hotels, Airlines

Exchange

Retailing, Wholesaling, Banking, Renting

Entertainment

Films, Radio& TV, Plays, Concerts, recoding

Communication 

Newspapers, Radio & TV newscasters, Telephone, Satellites, Internet, Teletex, Data-plus

Marketing

Marketing consisting of selling and or promoting the goods or services of an organisation. Marketing people make advertising and pricing decisions. Marketing is also responsible for assessing customer wants and needs, and for communicating those to operating people (short term) and to design people (long term).

Other Functions

Accounting, Purchasing, Personnel, Public Relations, Industrial Engineering, Maintenance, etc.
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