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joyed the first edition of the
newsletter. | am open 1o any
suggestions and comments
you might have for future edi-
tions. In the following issues
we will be exploting different
management skills that can
be practiced and developed.
Let me know if you agree or

disagree.

Common

STEPS IN GOAL SETTING

Steps in practicing the skill

I Identify an employee’s key job tasks. Goal seffing begins by de-
fining what it is that you want your employees o accomplish.

2. Establish specific and challenging goals for each key task.
Identify the level of performance expected of each employee. Spec-
ify the target for the employee to hit.

3. Specify the deadlines for each goal. Putting deadlines on each
goal reduces ambiguity. Deadlines, however, should not be set arbi-
trarily. Rather, they need fo be realistic given the tasks o be com-
pleted.

4. Allow the employee to actively participate. When employees
participate in goal seting, they are more likely fo accept the goagls.

Leadership Styles

The Department of Education's Guides for leaders adopting a laissez-faire (pronounced

Inside this Issue

Developing Man- 1
agement Skills

Three common |

leadership styles
Competition Time |
Defining manage- 2
ment Part 2

Who moved my 2
cheese?

Management as an 2
Organisation

Sources of infor- 2
mation

School Management Teams published in 2000
identifies three common leadership styles cut-
rently practiced

in South African schools. The three styles are:

Authoritarian leaders prefer fo keep tight control
over staff and learers, and offen rely on rules
and procedures to run their schools. There is a
difference between being authotitatian and being
authotitative - when 3 principal orders everyone
fo evacuate the school because of 3 bomb
threat, s/he is being authoritative; when s/he tells
them fo obey orders on cutticulum matters just

"lassay fair) approach do not give their staff much
quidance or direction and do not engage creatively
with staff members in order fo manage or lead
them. They ate happy 1o let events take their
course. ("Laissez faire” is French for “allow o do”)

Democratic leaders prefer fo share planning and
decision-making and to guide their staff, rather
than telling them what to do. This does nhot
mean that they do not, or should not, make diffi-

cult and unpopular decisions when necessary.

Which style do you prefer? Which works best?

Competition Time

The competition date has
been extended due to exam
pressutes. The winner of the
competition will be an-
nounced at the beginning of
next year.
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Management

as an Organisation

As an organisation,
management is about
creating formal struc-
tutes and an establish-
ment based on a mis-
sion (ot goals), objec-
tives, targets functions
an tasks. For example,
social and welfare ot-
ganisations in govern-
ment management can
tefer to education and
health setvices, whilst
public security manage-
ment could refer to the

police and military.
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Defining Management:Part 2

Following up from last month's

briefing:

A process is a systematic way
of doing things. We define
managdement as a process be-
cause all mangers =, regardless
of theit particular aptitudes or
skills, engage in certain inferre-
lated activities fo achieve their

desited goals.

I. Flanning implies that manag-
ers think through their goals
and actions in advance. Their
actions are usually based on
some method, plan, ot logic,

rather than on a hunch.

2. Organising means that man-
agers coordinate the human

and material resources of the

otganisation. The effectiveness
of an organisation depends on
its ability to marshal its re-
sources o aain its goals. Ob-
viously, the mote infegrated and
cootdinated the work of an or-
ganisation, the more effective it
will be. Achieving this coor-
danation is part of the man-
ager’s job.

3. leading describes how man-
agers direct and influence sub-
otdinates, getting others 1o pet-
form essential tasks. By estab-
lishing the proper atmosphere,
they help their subordinates to
do their best.

4. Contolling means that man-
agers attempt fo assutre that the

otganisation is moving foward

Who- moved my Cheese?

This is the title of a best-selling book that we recommend. The author is

Spencer Johnson, M.D.

The book is a simple parable that reveals profound truths about change. 1t

its goals. If some part of the
otdanisation is on the wrong
track, managets 1y o find out
why and set things right.

Qur definition also indicates
that managers use a/f the re-
soutces of the otganisation —
its finances, equipment , and
information as well as its peo-
ple — 1o atain their goals. Peo-
ple are the most importtant re-
soutce of any otganisation, but
managets would be limiting
theit achievements if they did
not also rely on the other avail-

able organisational resoutces.

Should schools tun like busi-
nesses? What do you think

is an amusing and enlightening story of four characters who live in a
"Maze" and look for "Cheese” o noutish them and make them happy. "Cheese” is a metaphot for
what you want 1o have in life — whether it is 4 good J'ob, a loving relationship, money, a posses-

sion, health, ot spititual peace of mind. And the "Maze" is where you look for what you want — the

otrganisation you wotk in, of the family or community you live in.
We hope 1o share more of this book with you duting the year ahead — so, watch that cheesel

Soutces of infotmation used in ~ Moved My Cheese? New York.
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