
1. 
 

Term Definition Example 

Autocratic leader A manager who controls all 
the decisions and does not 
listen to inputs from other 

group members 

Napoleon Bonaparte 

Communicating Exchanging or creating 
ideas, messages, and 
information either by 

speech, writing, or signals 

Sending emails or memos 

Controlling Monitoring a project or a 
situation where standards 

are set and corrective actions 
are taken 

Assigning 1 person to one 
task in a group of 5 to finish 

a project on time  

Democratic Leader A leader who lets members 
of the group take a more 
participative role in the 

decision-making process 

Google or any democratic 
world leader 

Laissez-faire Leader A leader who is  hands-off 
and allows group members 

to make the decisions 

Steve Jobs or Warren Buffet 

Motivating Energizing, directing and 
sustaining employee efforts 

so that they work hard  

Bonuses or extra vacation 
days 

Organizing Organizing is the process of 
identifying and grouping the 

work to. be performed,  

Inventory control or making 
sales 

Planning Planning is the function of 
management that involves 

setting objectives and 
determining a course of 

action for achieving those 
objectives 

Mapping out how to achieve 
a goal 

Production Production deals with 
converting raw materials 

into finished goods or 
products. 

A manufacturing company 
where there is input, 

processing, and delivery 

Purchasing Purchasing is the process a 
business uses to acquire 

goods or services to 

Paying for something from a 
business to buy  



 
2. Planning, organizing, leading, and controlling  
 
3. Planning allows managers to make effective decisions based on resource allocation and 
ensuring their projects stay on course for delivery of the goods 
 
4. Offering bonuses as an incentive. More vacation days. Listening to problems. Boosting 
morale by team bonding exercise 
 
5. Advantage: increase in productivity, job satisfaction, motivation, and reduced costs 
Disadvantages: Security issues, decision making is slow 
 
6. Managers must manage the team, finances, and  human resources along with clients. 
 
7. Each manager is in charge of each area. For example a finance manager will deal with 
finances while a marketing manager will deal with the marketing department. It is so that 
the business can operate smoothly.  

accomplish its goals 

Research and Development activities that companies 
undertake to innovate and 

introduce new products and 
services. 

Gaining knowledge to 
design or develop products 

Committee group of people who are 
held accountable for the 

activities of the organisation 

Board of directors or a 
finance committee 

Taskforce The plan of action is 
developed by the task force 
members; all decisions are 
based upon input from the 

work group 

Damage control task force in 
any organization 

Teamwork the process of working 
collaboratively with a group 
in order to achieve a goal. 

Brainstorming session  

Comptroller comptroller oversees all 
accounting including 

accounts receivable, payroll, 
and loan transactions 

Someone who keeps logs 
and tracks spending of a 

business  


