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A good understanding of Information Technology (IT) is of vital importance for any manager in today’s modern workplace. Effective management and implementation of IT resources have now become routine tasks for many middle and senior managers. The impact of IT is constantly changing the structure of business organisations and new forms of technology can mean new customer relationships and new forms of commerce. Information is now a major asset to business corporations and information management affects both daily decision making and the implementation of major strategies within a business. This free online course introduces the learner to IT and information systems in the workplace. The course outlines the nature of IT and the uses and systems IT presents in the workplace. The course also explains the changes that technology brings to the workplace, and the manager’s role in creating and controlling these changes. This course will be of great interest to management professionals who would like a better understanding of the role IT plays in business organisations, and it will also be of interest to learners who would like to learn more about managing information systems.

An Information Technology Manager is responsible for implementing and maintaining an organization's technology infrastructure. Businesses rely on a central information processing system to support efficient data management and communications. The IT manager monitors the organization's operational requirements, researches strategies and technology solutions, and builds the most cost-effective and efficient system to achieve those goals.

In today’s world of ever increasing complexities of business, technology andmanagement, every business organization wants to grow and keep the firm in good strategic position. This is possible only if the firm has adequate, quick and reliable information about the contemporary business environment. Information technology and  information system is one such tool to provide information required by the business organization and its stake holders so that managers can initiate decisions which help growth of the organization. The globalization context makes the product and market as global.The organizations are highly dependent on information technology and systems to make the business. 
I.Important terms in information systems.

Data
 Data consists of raw facts, such as an employee’s name and number of hours worked in week, inventory part numbers. Several types of data can be used to represent to represent these facts which are organized or arranged in a meaningful manner, they become information. Raw data from a supermarket checkout counter can be processed and organized

to produce meaningful information such as the total sales of soap or the total sales

revenue from soap for a specific stores or sales territory.

Information

Information can be defined as the data which is organized and presented at a time and place so that the decision maker may take necessary action. Information in other wards is result/product of processing data.

 Different types of information

a. Competitive information
i. Industry demand

ii. Firm demand

iii. Competition

iv. Past performance

v. Present activity

vi. Future plans

b. Internal information

i. Sales forecast

ii. Financial plan

iii. Supply factors

iv. Policies
 II.Data versus Information
Data: Streams of raw facts representing events such as business transactions. Once, enterprises get their data into shape, that data can more easily be turned into information.

Information: Data that has been put into a meaningful and useful context. Usually, help to make a decision. Information is a cluster of facts that are meaningful and useful to human beings in the processes such as making decisions. “Information is power”: Mission of the Information is put the right information, in the right hands, at the right time, in the right format.
 III.Information system
An information system has a set of interrelated components that collect (or retrieve), process, store, and distribute information to support decision making and control in an organization. An information system has an organized combination of People, Hardware and Software, Communication networks, Data resources and Policies and procedures. Therefore, information system is stores, retrieves, transforms, and disseminates information in an organization. The simple information system is shown in figure 1.2.The Information System transforms the input of data resources into an output of information and its products. The processed data as information shall be stored for further uses.
Components of Information System

Data: 
Input that the system takes to produce information
Hardware: 
A computer and its peripheral equipment: input, output, and storage devices. Hardware includes data communication equipment.
Software: 
Set of instructions that tell the computer how to take data in, how to process it, how to display information, and how to store data and information

Telecommunications and network:

Transmission and reception of text, pictures, sound and animation in the form of electronic data

People: 
Information systems professionals and users who analyse organisational information needs, design and construct information systems, write computer programs, operate the hardware, and maintain software.
Procedures:
 Rules for achieving optimal and secure Procedures include priorities in dispensing software applications and security measures.
 IV.Classification of Information Systems
Information Systems may be broadly classified as Management Support Systems.

1. Operations support systems

Major categories are:

i) Transaction processing systems

ii) Process control systems

2. Management Support Systems

Effective decision making by managers

Major categories are

i) Management Information System

ii) Decision Support Systems

iii) Executive Information System

Operations support systems

They may be further classified as mentioned below.

classification of Information Systems.

process data generated by business operations

iii) Office automation systems provide information and support needed for of Information Systems .
V.Major roles of business applications of information systems
The three important roles business applications of information systems which are the

vital roles that information can perform for the enterprises are mentioned below.

1. Support Business Process and Operations.

2. Support Business Decisions.

3. Support strategies for competitive advantages

Information systems important roles

                    The three important roles business applications of information systems are illustrated in Support Business Process and Operations: information system support the Business Process and Operations of an organization. For an example even a small medical retail shop today depends on an information system. As the consumer enquires the medicine

to buy, the retailer would log into the information systems to see the availability of the

medicine, to know the cost and billing of the medicine. Therefore every business transactions and business process need the support of the information systems.

Support Business Decisions

process and operatio ns but also provides information that helps the mangers or end

user to make the decisions related to the business. With reference to the above

example, in a retail medical store  status of the inventory, transactions of the products, fast moving products, sales details of the specific period etc., with the help of keep stock, discounts, investments and so on.

Support strategies for competitive advantage:

innovative applications and helps the organizations to gain Support strategies for  competitive advantage. For an example in a large book house, stores mang initiate to establish electronic kiosks to help customer for their quick references and to save their time in their purchases. This may differentiate the book house from its competitors and creates an opportunity to increase the firms business.
VI.Information system contributions to make business success:
Although, people often interchange theTechnology which goes hand in hand, the distinction may be noted as follows. Information system refers its information and functions to the organization, While, Information Technology refers the various hardware components necessary for the systems to operate presents the role of IT in IS.

Decisions: An Information system not only support business store, the Information system provides the stores manager ., which he can take decisions to or Information system provides its Information Technology (IT) terms Information system and Information all the components and resources necessary to deliver

Contributions of IT that makes a difference to the success of a business

Three important reasons why IT makes a difference to the success of a business are

mentioned below.

1. Foundation of doing business

2. Productivity

3. Strategic opportunity and advantage

IT is one of the most important tools manager’s uses to have increase productivity and efficiency of businesses. IT is a major factor in reducing costs. For firms, IT is a major source of labor and capital efficiency.

Strategic Opportunity and Advantage.

Information technology creates strategic opportunity and advantage to business organization. But the kind of getting the competitive advantage depends on the organizations’ capability to use IT and its innovation as uniqueness in their business. Although, IT is available in the market, and immitigable by the competitors but still the organizations’ capability to use IT matters more.E.g. Dell Computers, Amazon, e-bay, Google are the some examples of the

global organizations which adopted it and innovations to their business and gained

competitive advantages in the market. Further, Strategic Opportunity and Advantage may be viewed with following points.

• Create competitive advantage: IT makes it possible to develop competitive advantages.

• New Business Models: Dell Computer has built its competitive advantage on an IT enabled build-to-order business model that other firms have not been able to imitate.

• Create new services: IT makes it possible to develop Create and develop new

services. E.g. E Bay has developed the largest auction trading platform for millions

of individuals and businesses.

• Differentiate the organization from the competitors: IT and its innovation may be adopted as uniqueness in their business to differentiate the organization from the competitors. Amazon has become the largest book retailer in the United States on the strength of its huge online inventory and recommender system. Amazon, eBay,Dell, Wal-Mart and Apple's iTunes are just a few firms that have built and maintainedtechnology-based advantages.

 Impact of IT in business firms

There are five factors to consider when assessing the growing impact of IT in business firm. They are mentioned below.

1. Internet growth and technology Convergence.

2. Transformation of Business Enterprises.

3. Growth of a globally connected economy (Globalization).

4. Growth of knowledge and information-based economies

5. Emergence of the digital firm
VII.The Internet and Technology Convergence
Internet is bringing about rapid changes in markets and market structure: financial

services and banking such as eTrade.com. Internet resulted growth in e-business, ecommerce,

and e-government. The Internet is not emerged and burst but it will continue to be a flat form to do the business. The Internet is making many traditional business models obsolete.

Transformation of Business Enterprises.

Along with rapid changes in markets and competitive advantages are changes in the firm themselves. The internet and new markets are changing the cost and revenue structure of the traditional firms and are hastening the demise of traditional business models. In addition to the above some more transformations are also caused due to the technological convergence in the traditional business in terms of its structure, management, technology adoption etc. These transformations are presented in the encapsulated manner below.

• Organizations are becoming Flattening

• Organizations are becoming Decentralization

• Organizations are becoming Flexibility

• Location independence

• Low transaction and coordination costs

• Empowerment

• Collaborative work and teamwork

Data versus Information

Data consists of raw facts, such as an employee’s name and number of hours worked in week, inventory part numbers. Several types of data can be used to represent to represent these facts which are organized or arranged in a meaningful manner, they become information. Raw data from a supermarket checkout counter can be processed and organizedto produce meaningful information such as the total sales of soap or the total sales revenue from soap for a specific stores or sales territory.

Information

Information can be defined as the data which is organized and presented at a time and place so that the decision maker may take necessary action. Information in other wardsis the result/product of processing data. 

VIII.Functions of Managers 
Managers just don't go out and haphazardly perform their responsibilities. Good managers discover how to master five basic functions: planning, organizing, staffing, leading, and controlling.

· Planning: This step involves mapping out exactly how to achieve a particular goal. Say, for example, that the organization's goal is to improve company sales. The manager first needs to decide which steps are necessary to accomplish that goal. These steps may include increasing advertising, inventory, and sales staff. These necessary steps are developed into a plan. When the plan is in place, the manager can follow it to accomplish the goal of improving company sales.

· Organizing: After a plan is in place, a manager needs to organize her team and materials according to her plan. Assigning work and granting authority are two important elements of organizing.

· Staffing: After a manager discerns his area's needs, he may decide to beef up his staffing by recruiting, selecting, training, and developing employees. A manager in a large organization often works with the company's human resources department to accomplish this goal.

· Leading: A manager needs to do more than just plan, organize, and staff her team to achieve a goal. She must also lead. Leading involves motivating, communicating, guiding, and encouraging. It requires the manager to coach, assist, and problem solve with employees.

· Controlling: After the other elements are in place, a manager's job is not finished. He needs to continuously check results against goals and take any corrective actions necessary to make sure that his area's plans remain on track.

All managers at all levels of every organization perform these functions, but the amount of time a manager spends on each one depends on both the level of management and the specific organization.

Roles performed by managers
A Manager wears many hats. Not only is a manager a team leader, but he or she is also a planner, organizer, cheerleader, coach, problem solver, and decision maker — all rolled into one. And these are just a few of a manager's roles.

In addition, managers' schedules are usually jam‐packed. Whether they're busy with employee meetings, unexpected problems, or strategy sessions, managers often find little spare time on their calendars. (And that doesn't even include responding to e‐mail!)

In his classic book, The Nature of Managerial Work, Henry Mintzberg describes a set of ten roles that a manager fills. These roles fall into three categories: 

· Interpersonal: This role involves human interaction.

· Informational: This role involves the sharing and analyzing of information.

· Decisional: This role involves decision making.

Table 1 contains a more in‐depth look at each category of roles that help managers carry out all five functions described in the preceding “Functions of Managers” section. 
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Ccategory Role Activity
Informational | Monitor Seek and receive information; scan periodicals and
reports; maintain personal contact with
stakeholders
Disseminator | Forward information to organization members via

memos, reports, and phone calls

Spokesperson

Transmit information to outsiders via reports,
memos, and speeches.

Interpersonal| Figurehead | Perform ceremonial and symbolic duties, such as
greeting visitors and signing legal documents.
Leader Direct and motivate subordinates; counsel and
communicate with subordinates.
Liaison Maintain information links both inside and outside
organization via mail, phone calls, and meetings
Decisional | Entrepreneur |Initiate improvement projects; identify new ideas
and delegate idea responsibility to others
Disturbance | Take corrective action during disputes or crises;
handler resolve conflicts among subordinates; adapt to
environments.
Resource Decide who gets resources; prepare budgets; set
allocator schedules and determine priorities
Negotiator Represent department during negotiations of union

contracts, sales, purchases, and budgets.







Not everyone can be a manager. Certain skills, or abilities to translate knowledge into action that results in desired performance, are required to help other employees become more productive. These skills fall under the following categories: 

· Technical: This skill requires the ability to use a special proficiency or expertise to perform particular tasks. Accountants, engineers, market researchers, and computer scientists, as examples, possess technical skills. Managers acquire these skills initially through formal education and then further develop them through training and job experience. Technical skills are most important at lower levels of management.

· Human: This skill demonstrates the ability to work well in cooperation with others. Human skills emerge in the workplace as a spirit of trust, enthusiasm, and genuine involvement in interpersonal relationships. A manager with good human skills has a high degree of self‐awareness and a capacity to understand or empathize with the feelings of others. Some managers are naturally born with great human skills, while others improve their skills through classes or experience. No matter how human skills are acquired, they're critical for all managers because of the highly interpersonal nature of managerial work.

· Conceptual: This skill calls for the ability to think analytically. Analytical skills enable managers to break down problems into smaller parts, to see the relations among the parts, and to recognize the implications of any one problem for others. As managers assume ever‐higher responsibilities in organizations, they must deal with more ambiguous problems that have long‐term consequences. Again, managers may acquire these skills initially through formal education and then further develop them by training and job experience. The higher the management level, the more important conceptual skills become.

Although all three categories contain skills essential for managers, their relative importance tends to vary by level of managerial responsibility.

Business and management educators are increasingly interested in helping people acquire technical, human, and conceptual skills, and develop specific competencies, or specialized skills, that contribute to high performance in a management job. ts develop.

· Leadership — ability to influence others to perform tasks

· Self‐objectivity — ability to evaluate yourself realistically

· Analytic thinking — ability to interpret and explain patterns in information

· Behavioral flexibility — ability to modify personal behavior to react objectively rather than subjectively to accomplish organizational goals

· Oral communication — ability to express ideas clearly in words

· Written communication — ability to express ideas clearly in writing

· Personal impact — ability to create a good impression and instill confidence

· Resistance to stress — ability to perform under stressful conditions

· Tolerance for uncertainty — ability to perform in ambiguous situations

Why Do Organizations Hire Managers?

An effective manager knows how to keep staff motivated.

Without a manager, a business, govern​ment, hospital, school or other organization is merely comprised of people, resources and budgets. An effective manager brings life to an organization by directing people, gathering resources and creating budgets. He has the leadership skills to create a productive environment and accomplish objectives. As organizations increase in size, complexity and responsibilities, the need for leadership skills of managers continues to evolve.

Increase Revenue

Generating revenue without a sales manager can lead to unpredictable sales, which can present a challenge to an organization's budget. Hiring an experienced sales manager gives the organization a sales plan with objectives. A sales manager analyzes sales statistics to determine the potential profitability of the organization's products and services and identifies ways to improve the organization's sales revenue. Leading the sales team, the sales manager sets sales goals, develops training programs and motivates the team to reach the organization's revenue objectives.

Retain Talent

An organization's employees carry a pool of talent. Without a manager, employees may fail to fully deliver on their potential in their day-to-day functions. A manager has the ability to turn each employee's strengths into valuable performances by analyzing and identifying their knowledge and experience. He discusses the organization's expectations and encourage employees to take initiatives in areas suited to their strengths to increase the organization's competitive advantage.

Establish Ethics

Organizations must have a moral and ethical code for the employer and employees to follow. Hiring a human resources manager ensures that the organization complies with the code to avoid unethical behavior such as discrimination and harassment. A human resources manager has the responsibility of ensuring that employers integrate diversity in their hiring process to include different age groups, gender and ethnic and racial backgrounds. They also have the responsibility of training all staff on what constitutes right and wrong behavior in the workplace.

Projects

Without project managers, an organization may fail to be competitive in the market. For example, an organization may need to develop the latest social media strategy or undertake an information technology overhaul. Project managers thrive on new challenges and drive results. Hiring a certified project manager brings the expertise of setting goals and time-management for critical projects. They know how to work with a team to accomplish objectives with minimal disruption on time and on budget.

What Are the Duties of a Manager in the Workplace?

A manager title in the workplace can cover a realm of duties, most of them supervisory in nature. In larger corporations, you may find tiers of management levels, each with specific duties. But in a small business, the manager is often a jack-of-all-trades. Though he may oversee aspects of the business, his responsibilities may be hands-on as well.

Staffing

Managers are responsible for staffing the business. In a small business, this includes creating job descriptions, running advertisements for open positions, reviewing resumes and applications, interviewing prospective employees, hiring and firing. The manager oversees his staff, ensuring they are trained properly, follow company guidelines and policies, perform the job satisfactorily and receive feedback on a regular basis. Depending on the size of the company, the manager may also be responsible for the payroll function including tallying work hours, calculating pay, processing checks and tracking vacation days and other time off.

Communication

Communication may be one of the most important responsibilities of a manager to keep the workplace running efficiently. Employees need to know the mission and goals of the business and what is expected of them to achieve those results. Managers must have the ability to comprehend directives from upper management and to then translate them to staff so that event is on the same page. A manager's communication responsibilities may also entail resolving conflicts, motivating employees, speaking to the public on behalf of the company and preserving customer relationships.

Training

Managers need to ensure that direct reports are properly trained in job duties. Each of a manager's employees should be scheduled for an initial orientation and for any subsequent training required to perform his job. He must evaluate the employee's progress on a regular basis and determine whether additional training is needed.
It is also the responsibility of the manager to note employees who are candidates for promotions or advanced positions within the company. He should work with each employee to create career goals and plans to attain them.
Managers must also make the decision to terminate an employee unable to satisfactorily perform his job or who blatantly breaks company rules.

Business Growth

A manager's prime responsibility is to the success of the company. His actions should all be poised toward business growth. Companies hire managers to run daily operations, coach employees, maintain quality control and ensure that its products and services are fulfilling customer needs. Managers must constantly review the company's financial, budgetary and production goals. If the company is falling short of its goals, it is up to the manager to make the necessary adjustments to get back on track. A manager's duty is to lead the organization to success.
  IX.Managerial Roles In Organizations
Management Roles:
Managers fulfill a variety of roles. A role is an organized set of behaviors that is associated with a particular office or position.Dr. Henry Minzberg, a prominent management researcher, says that what managers do can best be described by looking at the roles they play at work. The term management role refers to specific categories of managerial behavior. There are three types of roles which a manager usually does in any organization.

Interpersonal roles are roles that involve people (subordinates and persons outside the organization) and other duties that are ceremonial and symbolic in nature. The three interpersonal roles include being a figurehead, leader, and liaison.

Informational roles involve receiving, collecting, and disseminating information. The three informational roles include a monitor, disseminator, and spokesperson.

Decisional roles revolved around making choices. The four decisional roles include entrepreneur,disturbance handler, resource allocator, and negotiator.

The Management Dimension of Information Systems

The Management Dimension of Information Systems is viewed manager’s as mentioned below.

Managers are:

1. Sense makers

2. Decision makers

3. Planners

4. Innovators of new processes

5. Leaders: set agendas

The Technology Dimension of Info Systems

The Technology Dimension of Info Systems considers Information technology is one of the tools managers use to cope with change. The resources and its roles of information system is described briefly below.

• Hardware: Physical equipment

• Software: Detailed preprogrammed instructions

• Storage: Physical media for storing data and the software

• Communications technology: Transfers data from one physical location to

another

• Networks: Links computers to share data or resources

Functions of an Information System

1. An information system contains information about an organization and its

surrounding environment. Three basic activities—input, processing, and

output—produce the information that organizations need.

2. Feedback is returned to appropriate people or activities in the organization to

evaluate and refine the input.

3. Environmental factors, such as customers, suppliers, competitors,

stockholders, and regulatory agencies, interact with the organization and its

information systems.

Information systems to achieve strategic business objectives:

Business firms invest heavily in information systems to achieve six strategic businessobjectives:

1. Operational excellence: Efficiency, productivity, and improved changes in business practices and management behavior. Eg. Wall-Mart.

2. New products, services, and business models: A business model describes how a company produces, delivers, and sells a product or service to create wealth.

Information systems and technologies create opportunities for products, services, and new ways to engage in business. E.g. iPod, iTunes music Service, and the iPhone.

3. Customer and supplier intimacy: Improved communication with and service to

customer’s raises revenues and improved communication with suppliers lowers costs (Hotel).

4. Improved decision making: Without accurate and timely information, business

managers must make decisions based on forecasts, best guesses, and luck, a process that results in over and under-production of goods, raising costs, and the loss of customers.

5. Competitive advantage: Implementing effective and efficient information systems

can allow a company to charge less for superior products, adding up to higher sales and profits than their competitors (Toyota).

6. Survival: Information systems can also be a necessity of doing business. A necessity may be driven by industry-level changes, as in the implementation of ATMs in the retail banking industry. A necessity may also be driven by governmental regulations, such as central or state statutes requiring a business to retain data and report specific information.

 Information technology and Internet

Information technology is one of the many tools used by management to cope with change. A firm's information technology (IT) infrastructure is a technology platform or foundation on which a firm can build its information systems. The Internet is the world's largest and most widely used network. The Internet is a global network that uses universal technology   tandards to connect many private and public networks. The universal standards and technologies used in the Internet are also used in systems and networks within the firm. Intranets are internal corporate networks based on Internet technology, and extranets are corporate networks extended to authorized users outside of the firm.
Participants in the 2007 benchmarking study identified five roles that managers and supervisors must play in times of change:

1. Communicator - Communicate with direct reports about the change 

2. Advocate - Demonstrate support for the change 

3. Coach - Coach employees through the change process 

4. Liaison - Engage with and provide support to the project team 
X.Why Managers Are So Important to Business Success?
Success in business happens because of successful employees. That being said, strong managers are one of the most critical components of Employee Success — after all, employees leave managers, not companies.

It’s important to focus directly on managers as a lever of engagement to recruit, retain, and inspire the greatest asset to your company: employees. To do this, provide the tools to be successful instead of expecting managers to be successful.

When looking at specific areas like recognition in the workplace, we see just how important managers are to success.

Management potential

For example, strong manager performance in recognizing employee performance increases engagement by almost 60 percent according to Towers Watson. Increased engagement leads to improved customer service. Better customer service means more loyal customers.

But the front-line manager faces incredible stress. Between managing a team, driving results, and answering to leadership’s expectations, managers juggle competing goals and often work more or less in the dark. So how do we give managers the training and the best practices we need to make managers successful?

To start, we need to promote the right people. From the beginning, we often set up our managers for failure. We take our top performers and make them managers, but management is a completely different job.Bringing in the highest sales numbers does not automatically equate to building and leading teams. Often you look back and realize you took a top performer and made them poor manager.When looking at a potential manager, performance is an important part of the puzzle, but it’s not the whole picture. Great future-managers connect with teammates and influence coworkers. They engage teams and motivate them toward success, which can be done in part  but not entirely — by example.

At Achievers we create tools that empower and enable managers to engage their team, and also to measure an employee’s engagement with coworkers. Looking closely at recognition leaders and influencers provides a new perspective  and a new data-set to pick the highest potential internal candidates for management.

Shedding light through analytics

Managers in 2013 face fewer resources, a mandate for employee engagement, and new talent battlefields, in addition to the usual responsibilities of inspiring a team and hitting company targets. With the metrics available today, there is no excuse to send management in blind.

It is easy enough to observe an employee’s usual hours and deadlines made or missed, but a thorough understanding of team attitudes, willingness and ability to help out, and performance under pressure requires more effort. But still, it’s important. Actionable insight can make or break teams and ensure your company is performing at its best.

We know that knowledge is power. That insight is the key to holding managers accountable and instilling personal responsibility in a manager’s team.Setting clear goals and expectations is crucial, but needs to be paired with consistent support and measurements of success to be effective. By giving our managers access to metrics on engagement, recognition and influence, we paint a more vivid picture than just looking at sales numbers and hours worked.By helping our managers do their jobs better, we build companies that work better overall. Managers need actionable insight to make better human capital decisions and move business forward.

Advantages
1. Performance Based Conversations
Managers get busy with day-to-day responsibilities and often neglect the necessary interactions with staff that provide the opportunity to coach and offer performance feedback. A performance management process forces managers to discuss performance issues with employees.  It is this consistent coaching that affects changed behaviors and employee development.

2. Targeted Staff Development
If done well, a good performance management system can be a positive way to identify developmental opportunities and can be an important part of a succession planning process. All employees are on a development journey and it is the organization’s responsibility to be preparing them for increased responsibility.

3. Encouragement to Staff
Performance appraisals should be a celebration of all the wonderful things an employee does over the course of a year and should be an encouragement to staff. There should be no surprises if issues are addressed as they arise and not held until the annual review.

4. Rewards Staff for a Job Well Done
If pay increases and/or bonuses are tied to the performance appraisal process, staff can see a direct correlation between performance and financial rewards. This motivates and encourages employees to perform at higher levels.

5. Under-performers Identified and Eliminated
As hard as we try, it is inevitable that some employees just won’t cut the mustard as they say. An effective performance appraisal process can help identify and document underperformers, allowing for a smooth transition if the relationship needs to be terminated.

6. Documented History of Employee Performance
It is very important that all organizations keep a performance record on all employees.  This is a document that should be kept in the employee’s HR file.

7. Allows for Employee Growth
Motivated employees value structure, development and a plan for growth.  An effective performance management system can help an employee reach their full potential and this is positive for both the employee and manager. A good manager takes pride in watching an employee grow and develop professionally.

Organizations should take a global look at their performance management system and have very objective goals that are tied to strategic initiatives and the performance management process.  Successful organizations have learned the secret to this and while not always perfect, a constant striving to improve the process can help organizations reach their Vision.
Disadvantages
1. Time Consuming
It is recommended that a manager spend about an hour per employee writing performance appraisals and depending on the number of people being evaluated, it can take hours to write the department’s PA but also hours meeting with staff to review the PA.  I’ve know managers who had 100 plus people to write PAs on and spending weeks doing it.

2. Discouragement
If the process is not a pleasant experience, it has the potential to discourage staff.  The process needs to be one of encouragement, positive reinforcement and a celebration of a year’s worth of accomplishments. It is critical that managers document not only issues that need to be corrected, but also the positive things an employee does throughout the course of a year, and both should be discussed during a PA.

3. Inconsistent Message
If a manager does not keep notes and accurate records of employee behavior, they may not be successful in sending a consistent message to the employee. We all struggle with memory with as busy as we all are so it is critical to document issues (both positive and negative) when it is fresh in our minds so we have it to review with the employee at performance appraisal time.

4. Biases
It is difficult to keep biases out of the PA process and it takes a very structured, objective process and a mature manager to remain unbiased through the process.  Performance appraisal rater errors are common for managers who assess performance so understanding natural biases is important to  fair evaluations.

XI.Management Information Systems (MIS)

Management Information System

Various functions of management are briefly defined as follows:

1. Planning – process of deciding in advance the cause of action

2. Organizing – forming formal group of people and activities to facilitate achieving its

objectives

3. Controlling – checking the progress of plans and correcting any deviations

4. Directing – processing of activating the plans, structure and group efforts in the desired

direction.

According to schedule ‘MIS is a system of people, equipment procedures, documents and

communication that collects validates, operates on transformers, stores and present data for

use in planning, budgeting, accounting and controlling and other management process.

Frederick B Cornish defines MIS as ‘Structure to provide the information needed and where

needed’. Further, the system represents the internal communication network of the business

providing the necessary intelligence to plan, execute and control. Information Systems at the

management level of an organization that serve the functions of planning, controlling, and

decision making by providing routine summary and exception reports.MIS supports the management level by providing routine summary reports and exception reports for various purposes of management control process, including planning, controlling, and decision making. Examples are sales and profit per customer and per region, relocation summary and

analysis, inventory control, capital investment analysis, and even a report on students who were here in the autumn but did not to return in the spring. MIS differs from TPS in that MIS deals with summarized and compressed data from the TPS and sometimes analysis of that summarized data.

MIS is “vital” in any organization for two reasons:

1. It emphasizes the management orientation of IT in business (not merely the processing of

data).

2. It emphasizes that a systems framework should be used for information systems

applications.

 Objectives of MIS

1. To provide managerial end users with information to make decisions

2. To provide a variety of reports and displays to management

3. To provide information required by managers

4. To retrieve information about internal operation from databases

5. To obtain data about business environment from external sources.

 Characteristics of MIS

Various characteristics of MIS may be consolidated as following points.

1. MIS support structured and semi-structured decisions at the operational and management

control levels. They are also useful for planning purposes of senior management staff.

2. MIS are generally reporting and control oriented. They are designed to report on existing

operations and therefore to help provide day-to-day control of operations.

3. MIS rely on existing corporate data and data flows.

4. MIS have little analytical capability.

5. MIS generally aid in decision making using past and present data.

6. MIS are relatively inflexible.

7. MIS have an internal rather than an external orientation.

8. Information requirements are known and stable.

9. MIS require a lengthy analysis and design process (in the order of one to two years)

10. Demand, key indicator and drill down reports have all helped managers and executives

make better, timely decisions.

11. Provide reports with fixed and standard formats – for example – scheduled reports for

inventory control may contain the same type of information placed in the same locations on

the reports.

12. MIS reports use primarily internal source of data that are contained in the computerized

databases. The internet and extranets are frequently used sources for external data.

MIS versus Data Processing

MIS and Data processing goes hand in hand and their relationship is mentioned below.

1. A data processing system processes transactions and produces reports. It represents the

automation of fundamental, routine processing to support operations.

2. Every MIS will also include transaction processing as one of its functions.

3. MIS has the capability to provide analysis, planning and decision making support.

4. Users have the methods for querying the database on an ad hoc basis.

5. Information resources are utilized to improve decision making and achieve improved

organizational effectiveness.

 Reports of MIS

Reports of MIS are classified under four different kinds. They are mentioned below.

1. Scheduled reports

2. Exception Reports

3. Demand Reports and Responses

4. Push Reporting

1. Scheduled reports

Uses a prescribed format designed to provide managers with information on a regular basis.

Eg. Daily or weekly sales analysis reports and monthly financial statements

2. Exception Reports

Reports are produced only when exceptional conditions occur or Reports are produced

periodically but contain information only about exceptional conditions. Eg. Credit reports on

customers who exceed their credit limits.

3. Demand Reports and Responses

Information is available whenever a manager demands (using web browsers, DBMS query

languages and report generations)

4. Push Reporting

Information is pushed to manager’s networked workstation. Eg. Companies use web casting

software to selectively broadcast reports and other information to the networked PCs of

managers and specialists over their corporate intranets.

