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MODULE 1: INTRODUCTION

Unit 1 Concept and Meaning of Management
Unit 2 Objectives of Personnel Management in Extans

Unit 3 Role of Management in Agricultural Extension

UNIT 1: CONCEPT AND MEANING OF MANAGEMENT
CONTENT

1.0 Introduction

2.0  Objectives
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3.1.1 Leading by Example
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5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

There is the common saying that to fail to plamiplan to fail. This affects all spheres of life,
including management in agriculture. This is as tiaion being largely agrarian needs to
develop the agricultural sector in order to be abldeed the teeming population as well as
provide raw materials for the industries. The ektenwhich the personnel used in agricultural
development are managed will be a function of gaad effective planning. It is therefore
important that the act of leading personnel irsatitors, and especially in the agricultural sector
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is mastered by agriculturists so that the sectdmat end up being the one that fails to plan and
thus plans to fail.

This course unit is therefore designed to equip yath the concept and definition of
management in ensuring that you have the requkidd sf a good manager and will thus end up
being among those that will help to manage thegoersl that are used in agriculture, especially
in the field of agricultural extension in the nesréuture. Thus, understanding the crux of
management of agricultural extension personnel kgyato strategic planning in agricultural
extension. This course is therefore designed tgpegu for the task.

2.0 OBJECTIVES
By the end of this unit, you should be able to:

» Stimulate your desire for management;

» Understand the concept of management;

» Equip yourself on the meaning of management;

* Plan management activities for your organization.

3.0 MAINBODY
3.1 Concept of Management

Management originates from the old French word rgénmeent "the art of conducting, directing",
as well as from Latin word manu agere "to lead ey hand". It characterizes the process of
leading and directing all or part of an organizatibrough the deployment and manipulation of
human, financial, material, intellectual or intavigi resources.
(wikipedia.org/wiki/Management). This definition imteresting because it traces the root
meaning back to the latin phrase meaning "to legathb hand". Leading by the hand implies
giving direction that is stronger than just a pagsuggestion, yet still fairly gentle in approach.

3.1.1 Leading by Example

Leading by the hand implies that the person ddmegi¢ading is first going where the follower is
being led. The leader is not asking the followeddosomething he is not willing to do himself. It
is also regarded as the guidance and control @frastquired to execute a program. This implies
that some individuals are charged with the respilitgi of conducting a program
(www.ojp.usdoj.gov/BJA/evaluation/glossary/glossanyhtm).




3.1.2 Management as a Programme

Management also refers to a "program”. This impteg for management to be effective, there
needs to be some type of defined approach or syisiggtace. The system becomes the plan,
while management is guiding others in followingttipdan. The organizational process thus
includes strategic planning, setting objectivesnaging resources, deploying the human and
financial assets needed to achieve objectives naaburing results. Management also includes
recording and storing facts and information foetatise or for others within the organization.
Management functions are not limited to managers supervisors. Every member of the
organization has some management and reporting tidmsc as part of their job
(home.earthlink.net/~ddstuhiman/definl.htm).

This definition is more in-depth and is tailoredvayds business-like management. It consists of
three primary activities. First, management esshles a plan. This plan becomes the road map
for what work is going to be done. Second, manageéralocates resources to implement the
plan. Third, management measures the results th®&ehe end product compares with what
was originally envisioned. Most management failiggsy be attributed to insufficient effort
occurring in one of these three areas. The defmigoes on to talk about how management is
responsible for measuring details that may noteogiired presently, but may be useful later on.
These measurements often help determine the olgedti the planning stage (Appleby, 1981).
When management is following this type of sequericéecomes a continuing cycle. Plan,
execute, and measure. The measurements becomasibdédrs the next planning stage and so on.

3.2 Meaning of Management

Management is the activity of getting things donéwhe aid of people and other resources
(wps.prenhall.com/wps/media/objects/213/2181504z0shtml). This perception of
management focuses on management as the procassaofiplishing work through the efforts
of others. Skilled managers can accomplish muchenimough others than they can through
their own single efforts. A good manger is thus thet one that can do all by him/herself but one
that can make people do all.

Management is also the effective utilisation andrdmation of resources such as capital, plant,
materials, and labour to achieve defined objectivesth maximum efficiency
(www.ecbp.org/glossary.htm). This perceives managenas focusing not only on the people
but the entire range of resources necessary towodl plan in order to achieve efficiency.
Management according to Ogunbameru (2004) is rettgatting from point A to point B. It is
getting there by choosing the best possible path.

4.0 CONCLUSION

In this unit, you have learnt about the concept ar@ning of management. This includes the
role of management as involving leading by exanggdevell as management as a programme.
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The meaning of management has also been explaméteautilization and coordination of
resources to achieve objectives with maximum edficy. It has exposed you to how you can use
management to make a difference in directing aff@irorganizations to achieve results that will
lead to agricultural development.

50 SUMMARY
In this unit, you have learnt that;

* Management originated from both the French wordagément "the art of conducting,
directing”, as well as from the Latin word manurag#o lead by the hand"”

» That management involves leading by example, apénsgon doing the leading is first
going where the follower is being led.

* That management as a programme guides peopldawiog a laid down plan.

* That management is the effective utilization andrdmation of people and resources to
achieve set goals.

6.0 TUTOR — MARKED ASSIGNMENT (TMA)

1. Describe the concept of management.

2. How does management ensure the Ileading of people dxample?
3. Describe how management as a programme helpplepgo follow set plan.
4. How will you as a manager mobilize people armbueces to achieve your organization’s
set goals.

7.0 REFERENCES/FURTHER READINGS

Appleby, R. C (1981)Management in Actiolew Zealand, Pitman Publishing

Ogunbameru, B. O. (2004QPrganizational Dynamicdpadan, Spectrum Books Ltd. Ibadan, p.
577

wikipedia.org/wiki/Management

www.ojp.usdoj.gov/BJA/evaluation/glossary/glossamyhtm

home.earthlink.net/~ddstuhlman/defin1.htm
wps.prenhall.com/wps/media/objects/213/218150/gigskstml
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5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

The need for a broad understanding of managememelass the objectives it set out to achieve
needs to be properly understood by all concernenlitagricultural development, especially

students that are being groomed to be future masagéis unit thus attempt to set out the
objectives of management by bringing out its imgiiens in order for good understanding.

Thus, the way management relates the managersthétipeople and resources they have to
manage as well as the process of management becmpesative. This is also more important

in the context of agricultural extension where $bel of agricultural development in the country

is molded. This is because the bulk of farmers teatl the nation, and in fact more than 60
percent are peasant farmers who are the directteles of agricultural extension.

2.0 OBJECTIVES

It is expected that at the end of this unit, yoouti be able to:

» Understand the implications of management
» Describe management as a process
» Explain management in agricultural extension



3.0 MAIN BODY
3.1  Objectives of Management

The major objectives of management are to planarorg, lead and control. Planning is the
process of setting goals and deciding how besthaesae them, while organizing is the process
of allocating and arranging human and non-humaauress so that plans can be carried out
successfully. Leading is the process of influencotigers to engage in the work behaviours
necessary to reach organizational goals. Contgolom the other hand is the process of
regulating organizational activities so that actua¢rformance conforms to expected
organizational standards and goals (Ogunbameru,)200

Planning is more important for to managers thannfiaidle or first-line managers. This is so

because top mangers are responsible for determihengverall direction of the organization, a

charge that requires extensive planning. Leadinghenother hand is more important for first-

line supervisors than for managers at higher levielanagement thus aims to ensure that
leadership at all levels put in all it takes toiagk the aims of the extension organization.

3.2 Implications of Management
Management can be described as:
1. The process of getting activities completedcedhfitly with and through other people;

2. The process of setting and achieving goals tiirahe execution of five basic management
functions: planning, organizing, staffing, diregfirand controlling; that utilize human, financial,
and material resources (www.crfonline.org/orc/gimgsn.html).

The first description looks at the fact that mamaget is getting work done through other

people, while the second divides management in® domponents. These components are all
parts of the three components (plan, execute, melathat was considered earlier. However the
more detailed description helps show the activitieat occur in each of the three phase
definition. These can thus be said to be the dbgxtthat management attempt to serve. It is
thus important that the process attribute of mamege is considered.

3.3 Management as a Process

Management is also the process of planning, leadirgganizing and controlling people within a
group in order to achieve goals. Management indhse addresses accomplishing work through
other people (Ogunbameru, 2004). This definiticesstes the activities that are necessary for
reaching particular goals as the process of aaigethe objectives of the organization by
bringing together human, physical, and financiaotgces in an optimum combination and
making the best decision for the organization wh#d&ing into consideration its operating
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environment

(www.ucs.mun.ca/~rsexty/business1000/glossary/M.himthis case, the different components
that managers need to control in order to achidjectives were considered. One differentiator
of this definition is the way it considers the agérg environment as part of what a manager
must understand. It is also referred to as the obleonducting and supervising a business
(www.becbiz.com.au/glossary.htmThis is a broad definition of management thaedmot
consider management as something that can take plaside of a business.

3.4 Management in Agricultural Extension

Agricultural Extension management or administrati®ran important aspect or a precondition
for agricultural development efforts because itecstfor the management of people and
resources for the achievement of the objectiveagpicultural development. It is perhaps for
those reasons that the department of agric extenstovices sometimes referred to as the
technical services division of the Agricultural Réepment Projects are administered as separate
entities within the government.  If any organiaatihas to succeed, it must be properly
managed, administered and supervised (Aromolard@Q0)2 This is why all modern
organizations use management/administrative presdssaccomplish their goals. It is for these
reasons that the study of management of agrictp@raonnel becomes important for the overall
development of expertise.

4.0 CONCLUSION

This unit has assisted you to understand the imfpdics of management as it assists to utilize
people and resources to achieve results. It haseadglained the concept of management as a
process and how it is important in management afcalgural personnel in agricultural
extension.

50 SUMMARY
This unit has acquainted you with:
* The implications of management.

» The fact that management is a process of planih@agling, organizing and controlling
people within a group in order to achieve goals.

» The fact that good management in agricultural esitenis a precondition for agricultural
development.

6.0 TUTOR — MARKED ASSIGNMENT (TMA)

1. Explain the implications of management
2. List the processes involved in management
3. Describe how management in agricultural extensan aid agricultural development.

7.0 REFERENCES/FURTHER READINGS



Aromolaran, E. A (2000Fundamentals of Managemdrdgos, BLV Print Tech., p. 153

Ogunbameru, B. O (2001Practical Agricultural Administration.Lagos, Kuntel Publishing
House. P. 163

Ogunbameru, B. O. (2004Qrganizational Dynamicdpadan, Spectrum Books Ltd. Ibadan, p.
577
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Unit 3 THE ROLE OF MANAGEMENT IN AGRICULTURAL EXTEN SION
CONTENT
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1.0 INTRODUCTION

Management plays several roles in facilitating thening of organizations. The roles are
important that they cannot be done without if ssscis to be achieved in the running of such
organization. This is particularly the case in agitural projects generally, and agricultural
extension in particular. The roles include those pwbblem solving, that of sustained
development as well as role in national welfare.

Understanding of these roles will assist studemtsappreciate better what values good
management of agricultural personnel hold for therall development of the agricultural sector
in a country like Nigeria that is agrarian in natur

2.0 OBJECTIVES
By the end of this unit, students should be ahle to

» Stimulate their interest in management
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» Appreciate the role of management in problem sglvin
* Be exposed to the developmental role of management

» Understand the role of management in national \elfa

3.0 MAIN BODY
3.1Roles of Management

Management has been variously described as the# asing people and resources to achieve the
objective of an organization. It thus plays impaotteoles in the development of organizations in
effort at achieving the overall development of caunities. In agricultural extension, it plays the
roles in effort at agricultural development throygieblem solving. It is a known fact that if the
problems confronting the agricultural sector afeatively tackled, the nation has the potential
to feed the whole world as it is reported that ap60 percent of Nigerians are involved in
agriculture and agricultural related activitiestie country. It is thus important that those roles
played by management are examined.

3.1.1 Role in Problem Solving

Professional administrative management in agricelland extension is slowly emerging as a
special class of discipline. Professional managetspersonnel managers are beginning to show
up as a leading group in our fast urbanizing amihstrializing society distinct from labour and
separate from ownership. Production depends om thed they also try to manipulate
consumption patterns through advertisements, tdoparansfer innovativeness, etc. This
phenomenon in industry and the private sector meg®d has now permeated agriculture where
management and administrative competence have leecare commodities for which the
employer is prepared to pay (Aromolaran, 2000).dals Nigerian agriculture is greatly beset
with a large number of problems. These problerasnaore administrative than technical. The
impression is often given that technical researuh riew practices are available, that funds are
expended, but the desired result is hardly achibesduse of the lack of professional managers
capable of administering the extension and othgpaeding services. If this misconception is to
be corrected, agricultural extension must train dedelop managers and administrators for the
ascribed role in administration.

3.1.2 Role in Development

Most human endeavor requires organization descsbetktimes as the planned structures of an
enterprise. Agricultural extension, like all otresrdeavors require this (planned) structure. It
involves deliberate attempt to desirable relatigmsivays in which decisions are made, activities
to be performed are lined up, lines of authority iadicated, level of accountability and degrees
of reward and punishment established. It is foizedl through a group of people working
together in a concerted way to achieve a pre-datexdrobjective (Dahama, 1976). It is in this
context that the importance of Agricultural extemsemerges, essentially because agricultural
extension occupies a key position of power andi@rfte in the agricultural development process
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of the country. Therefore, to carry out these k@gs and sustain its key position of power and
influence, it must be properly managed.

3.1.3 Role in National Welfare

Agricultural extension contributes to national veedf and therefore, its proper administration and
effective management is imperative for its sucdesthis role context. National welfare is
predicated on a well clothed, housed and satisioeiety capable of defending itself and keeping
the wheels of development on an upward spiral. icdgural management sustains this role of
national welfare through the sustenance of a welletbped agricultural and food production
capability through a well administered agricultueatension service manned by competent and
dedicated staff. A development of staff motivatialedication and preparedness for selfless
service is achievable through administration afidieht management of extension systems.

4.0 CONCLUSION

In this unit you have attempted to learn aboutrbles that management play in agricultural
extension organizations. You have learnt that mamegt helps to solve the problem of service
provision and service utilization in agriculturaitension. Its roles in development hand national
welfare have also been explained to bring ounisartance in agricultural development.

5.0 SUMMARY

In this unit you have learnt that;

* Itis not enough to have technical research and prastices being available, as well as
funds are expended, but there must be good managémerder to achieve agricultural
development

 Management ensures a planned structure aimed aévamh development in all
organizations, especially extension.

» Staff motivation enhances dedication which is brdugbout by good management in
efforts at achieving national welfare.

 Management helps extension to achieve a well dpedloagricultural and food
production capability by competent and dedicataéf.st

6.0 TUTOR — MARKED ASSIGNMENT (TMA)
1. How can management help to solve the problegupig agriculture in the country?

2. Explain how management can help to play the oflenanagement in the nation’s
agricultural sector.

3. What is the relationship between managemennatdnal welfare?
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1.0 INTRODUCTION

Extension management require some conditions féo ibe effective in efforts at achieving
agricultural development in the country. This i€dgse management can not occur in a vacuum.
It has to operate in an environment in which &l itthgredients required for success are available.
Such environment should be that of policy framewthr&t will protect the participant in the
process of management. Even when the policy envieo is favorable, it is important that
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other factors that will make the cooked soup comepsnd palatable are in place. It is then that
extension management can effectively achieve itgaa of agricultural development.

2.0 OBJECTIVES
By the end of this unit students should be ablentderstand
* The necessary conditions that will make extensianagement to be effective

* The relationship between the respective conditiceguired for effective extension
management

* The role that conducive environment play in extensnanagement
3.0 MAIN BODY
3.1 Conditions for Effective Extension Management

Even though effective management ensures an efée@ktension services, this cannot be
achieved in the absence of other essential fact@sch factors must emphasize the policy
environment as well as the physical environmenis T§ as there is little magic the best of
managers can perform in a situation of an envirorirtigat is not conducive (Appleby, 1981).
Consequently, an effectively administered extenservice will result if only the following
conditions exist:

3.1.1 A National Policy Embodied in Legislation

Such a policy must establish the educational roldn@ extension system and its relationship to
other areas of agricultural and rural developmdititerefore, no formal organization can succeed
unless it is backed by law. That policy must ematecthe purpose of the organization as well as
the modalities for accomplishing that purpose.

3.1.2 Underlying Philosophy

Successful extension management presupposes asqptip of extension management
embodying the concept dluman resources development as a major goal. Every organization

derives its objective and goals from its basicgdobhy. In agricultural extension, it is believed
that if you want to produce more and better foaalj ghould produce more and better farmers
and finally think of how you can support them witbtter planting materials and input services.

3.1.3 Availability of Information

Effective management of an extension service ism@®d on access to good source of reliable
information required for the solution of problemiieformation required for the solution of
problems of rural people. Therefore, administetsuccess can only be achieved if such an
information base about rural people and the sdientiformation to be transferred is available.
This enhances the credibility of the extension auistiator such that when he speaks, people
want to listen.
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3.1.4 Source of Manpower Development

For Agricultural extension administration to suateg# must have a source of trained people
adequate to supply the personnel needs of the sateservice and other related systems. Such
source could be from colleges of agriculture, padfnics and universities. This is because the
minimum requirement for agricultural extension parsel in Nigeria is a Diploma in Agriculture
or related fields. The trainings should also behghat provide the type of knowledge that equips
the trainees ready for the jobs required of thertherfield.

3.1.5 Availability of Ancillary Services

Adequate ancillary services must be provided. Agiog to Ogunbameru (2004), these ancillary
services include farm services such as seed supggior hiring, credit, transportation,
marketing etc, without which extension managemehtes largely ineffective. It is one thing to
convince the farmers to use improved seeds, inaher thing for the farmers to be able to
access the improved seeds when needed. As an exathpl problem of availability and
affordability has seriously affected the use ofiligers in the country.

3.1.6 Conducive Environment

An environment conducive to agriculture and ruravelopment, including such things as
incentive for production such as credit, approprlahd tenure, conducive economic atmosphere,
political stability etc which assures the produaka fair price for his produce and a fair share of
government benefits accruing from improvements ia farming practices. A conducive
environment can do what several persuasions wilbeable to achieve.

4.0 CONCLUSION

In this unit you have attempted to learn about ¢baditions that are germane for effective
extension management to be achieved. This ranges dr policy framework, to an underlying
philosophy that guides the operation of extensidso, there must be source of manpower and
information as well as ancillary services for effee extension management to be achieved in
efforts at achieving sustainable agricultural depetent.

5.0 SUMMARY

In this unit you have learnt that:

* A policy legislation in the context of a sound gagl philosophy is appropriate for an
effective extension management

* The sources from which information are obtainedva#i as the source of training of
manpower help to determine how effective extensiamagement will be

* A conducive environment helps to determine theestétextension management in any
country

» That ancillary services are important ingredientgards achieving an effective extension
management

6.0 TUTOR — MARKED ASSIGNMENT (TMA)
19



1. Explain the role played by policy legislation infat at achieving effective extension

management

2. What are the ancillary services required for mansaye of extension services to be
effective?

3. Mention the factors that must be present befeeecan say that an environment is

conducive for extension management

7.0 REFERENCES/FURTHER READINGS

Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing
Ogunbameru, B. O. (2004prganizational Dynamicdpadan, Spectrum Books Ltd. Ibadan, p.
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1.0 INTRODUCTION

Management involves organization which presuppdsed goals and objectives that are
achievable are set and that machineries are pumnation towards achieving them. The
machineries must be able to address the questionkai has to be done, how is it going to be
done and why is it going to be done. If these tlypeestions are well considered and appropriate
solutions are found for them before the commencémean endeavor, then management will
achieve the purpose for which the organizatioreisup.

There is the common saying that failing to plaplanning to fail. Also, organization is the soul
of any business and any business endeavor thaitisvell organized will find it difficult to
succeed. The acts of motivating and controllingspenel ensure that men and resources are
utilized to achieve the goals set for an organiatit is thus important that these functions are
well articulated and clarified before the commeneptof any management endeavor in order to
achieve success.
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2.0 OBJECTIVES
By the end of this unit you should be able to:

. Understand the very essence for which managemergakarged

. Answer the question of what is the goal of manageraed what level of achievement is
acceptable

. Understand the how of management

. Explain why some management theories are to be imsedme situations while some

others will not be appropriate for that situation.

. The basic functions that management perform innskoa

3.0 MAIN BODY
3.1 Essence of Management

Management may be described as the guidance, #agend control of human and non-human
resources towards the achievement of a pre-detedwrganizational goal.

The essence of management is the belief that olgecare achievable more effectively through
organization, that is, by interrelating sub-divissoof work and allocating them to men and
women who are placed in a position of authoritytisat work may be better organized and
accomplished.

Ogunbameru (2004) asserted that this descriptiormahagement presupposes 3 different
approaches:

3.1.1 The ‘what’ of management

This involves the management/administrative taskd tmust be performed and the level of
achievement that is acceptable. Often times,apmoach reflects the subject matter content of
management. This involves planning, organizindfiatg directing, and controlling. These tasks
should be performed in manners that will bring geur to the business of management if
success will be achieved, especially in the natiagscultural development.

3.1.2 The ‘how’ of management

This relates directly to the methods and procest@sanagement. The methods and processes
involve the theories that are employed in managemetivities as well as the manners in which
management functions are supervised and controlled.

3.1.3 The ‘why’ of management
This relates to the behavioral science approachctwrexplains why some patterns of
management are more successful than others. Asaanpée, when is it require to use theory X
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or Y and not theory Z and why is a particular tlyemore applicable to a situation than the other.
All these issues need be resolved in any orgaoizatihere management functions are being
utilized so that the much desired goals of managéoean be achieved.

These three approaches are internally related lamalcs be applied consistently in achieving the
goals of management. The what, how and why of mamagt should therefore be addressed in
all management situations so that the effort valiiave the desired results.

3.2 Functions of Management

Management operates through various functions,noftassified as planning, organizing,
leading/motivating and controlling. These functiondicate the direction in which management
goes in order to achieve the set goals. The fumstiare all important and are interrelated
(Akinsorotan, 2007). The functions are variouslga#ed in efforts at explaining the activities
involved in management.

3.2.1 Planning

This involves deciding what needs to happen inftiware (today, next week, next month, next
year, over the next five years, etc.) and geneagaplansfor action. It is the road map that
indicates the direction an organization will gothe course of management. It thus specifies
what has to be done before the other, how it hasetdone and who will get each task in the
specified plan executed. The plans so generatedgsaceto direct the affairs of the organization.

3.2.2 Organizing

These are the activities carried out to make optinuse of the resources required to enable the
successful carrying out of plans. This involvesisiea making on who is in the best position to
carry out an activity and which resources are taifilezed in effort at achieving the set goals.
Organizing is important in management as it inveldecision on the optimum use of resources
to achieve the goals set for the organizatiors ftat enough to have the required resources but if
they are not well organized, the plans set outfihiieving the goals of the organization will not
be realizable. The optimal use of resources detersritine efficiency of any organization.

3.2.3 Leading/motivating

The act of leading and motivating involves exhiigtiskills in these areas for getting others to
play an effective part in achieving plans. Leadgrgitovides direction for an organization and
one way of achieving efficient leadership is towreshat personnel are well motivated on their
personal self realization and the fulfillment iretlwork environment. Leading and motivation
thus go hand in hand to make staff put their betst effort at achieving the goals set for an
organization.
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3.2.4 Controlling

This involves monitoring, that is, checking progreagainst plans. The plans set for an
organization may be followed to specification oerh may be deviation in the process of
execution. It is controlling or monitoring that emss that the plans are religiously followed. It
also leads to timely realization of the need to rgnget plans if need be. The plans may need
modification based on feedback. Controlling helpsntonitor implementation of plans. This
helps to identify those plans that must be purdoetbnclusion as against those that need to be
modified. Whatever will be the decision is based tha feedback obtained from effective
monitoring.

CONCLUSION

In this unit you have gone through the questioas tieed to be answered in order to achieve the
goals of management. The questions include the wfhatanagement which involves the tasks
that have to be achieved, the how of managementhndiffects the methods and processes, as
well as the why of management which includes th@agch that explains why some patterns in
management are more successful than the others.

The functions of management range from planningrg@mnizing as well as leading/motivation.
You have learnt than when plans are set, you nesairces and personnel to be able to actualize
the plans. If these functions are not effectivadprclinated, it will be difficult to actualize the
plans that have been set. You have also learntctrdtolling helps to monitor implementation
of plans to ensure that the organization does axildrom the plans. It has also been added that
monitoring helps to know which plans have to be rasheel in the course of execution as a result
of timely feedback.

5.0 SUMMARY

You should have learnt in this unit that:

. The management/administrative tasks that must bdorpeed and the level of
achievement that is acceptable has to be well &pe&an order to achieve the goal of
management

. The methods and processes of management whichves/ahe theories that are

employed must be clear and able to achieve thes gloal have been set for management

. That some patterns of management are more suck#ssfuothers in specific situations
and thus need to be understood.

. Planning is an essential function of management
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7.0

The need to make optimum use of the resources reghjuo enable the successful
carrying out of plans is organizing

It is important to lead personnel towards achieving goals set for an organization
through adequate motivation

Monitoring through checking progress against plamsknown as controlling as a
management function

TUTOR — MARKED ASSIGNMENT (TMA)

Mention the theories that make the methods andegses of management achieve its
goals

Why are some patterns of management more sdiccsm others?

List the management/administrative tasks thagtrba performed to achieve the goals of
management

Describe the function of planning

Explain why leadership and motivation are twdesiof a coin.

REFERENCES/FURTHER READINGS

Ogunbameru, B. O. (2004prganizational Dynamicdbadan, Spectrum Books Ltd. Ibadan, p.

Akinsorotan, A. O (2007): Elements of Agricultuiaktension Administration, Ibadan, Bounty
Press Ltd. Ibadan 142pp
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MODULE 3: PRINCIPLES OF PERSONNEL MANAGEMENT

Unit 1 Management Theories

Unit 2 Classification of Agricultural Extension Magement Theories
Unit 3 Theory XYZ

Unit 1 MANAGEMENT THEORIES

CONTENT

1.0 Introduction
2.0  Objectives
3.0 Main Body

3.1 Management Theories

3.2 Purpose of Agricultural Extension Theories
3.2.1 Basis for Research

3.2.2 Guide for Administrative Action

3.2.3 Guide for Application of New Knowledge

3.2.4 Basis for Planning and Execution

3.2.5 Help Understanding, Prediction and Adjustment
4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

Management theories are formulated to help in éxplgq how responsibilities are assigned in
work situations. It specifies relationships betweeanagers and other personnel in effort at
achieving efficiency in work situations. It sena@ame purposes which include being a basis for
research, a guide for administrative action, a g@diaat application of new knowledge, as well as
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being a basis for planning and execution. It aledp$ the understanding, prediction and
adjustment of a work situation.

2.0 OBJECTIVES

By the end of this unit the students should be &ble

. Briefly describe management theories

. Explain the purpose of agricultural extension mamagnt theories
3.0 MAIN BODY

3.1 Management Theories

The methods of allocating work and ascribing resgulities through centralized or otherwise
authority is guided by basic principles which hawvew been formulated by administrative
behaviour specialists designated as theories. amagement, a theory may be described as a set
of assumptions from which a set of basic princies laws may be derived (Ogunbameru,
2004). It embodies an explicit and objective stast integrating isolated body of data into a
coherent and consistent framework. It thus perhiées specification of relationships between
islands of empirical data and logical extrapolatioym obtained relationships or erstwhile un-
investigated phenomenon. Management theories asebibdy of knowledge that are designed to
serve specific purposes (Appleby, 1981).

3.2 Purpose of agricultural extension management dories

In agricultural extension, theories according t@plaran (1998) serve principally the
following purposes:-

3.2.1 Basis for Research

It provides a basis for research, that is, an unsémt with which the administrator’s behaviour
and the supervisory response of administrators,agens, supervisors and workers can be
measured and investigated in complex organizations.

3.2.2 Guide for Administrative Action

It provides a guide for administrative and orgataeal action. Extension staff behaviour
differs under different administrations or admirasive structures and incentives. This explains
why some administrative sectors succeed wherefagkr

3.2.3 Guide for Application of New Knowledge

Theory provides a guide for the application of Hewwledge. New ways of doing things in an
organization are generated either through researckpeated practice, both of which to some
extent are based on theories and basic assumpfidresapplication of this new knowledge leads
to greater efficiency and higher worker producyivit
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3.2.4 Basis for Planning and Execution
Theory provides a basis for decision making, ptojegplementation and action as well as
reorganization in order to have improvement iniggttvork done.

3.2.5 Help Understanding, Prediction and Adjustment
Theory helps the understanding, predicting and stitig of management behaviour more
systematically to the work environment and theditme of the extension service.

40 CONCLUSION

In this unit you have been able to learn about mament theories as methods of allocating
work and ascribing responsibilities. Theories sexpecialized purposes in agricultural extension
such as being basis for research and being basisplémning and execution. A good
understanding of management theories will helpesttgland practitioners in mastering the art of
management in agricultural extension and otherrorgéions.

50 SUMMARY
In this unit you have learnt that

. A management theory may be described as a seswfnggions from which a set of basic
principles and laws may be derived

. Agricultural extension management theories servgaass for research

. Understanding, predicting and adjusting of manageniehavior can be enhanced
through management theories

. Theory provides a basis for decision making, prtajaplementation and action

6.0 TUTOR — MARKED ASSIGNMENT (TMA)

1. Define the concept management theory

2. List four purposes that management theoriesserv

3. How does management theory provide a basisfmarch?

4. Explain how new knowledge is generated throughagement theory

7.0 REFERENCES/FURTHER READINGS

Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):Office Administration and Management,agos, Concepts
Publications, p. 154

Ogunbameru, B. O. (2004prganizational Dynamicdpadan, Spectrum Books Ltd. Ibadan, p.
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UNIT 2 CLASSIFICATION OF AGRICULTURAL EXTENSION MAN AGEMENT
THEORIES |

CONTENT

1.0 Introduction

2.0  Objectives

3.0 Main Body

3.1 Classification of Agricultural Extension Managent Theories

3.1.1 Functional Theory

3.1.2 Decision Making Theory

3.1.3 Social Process theory

3.1.4 Fusion Theory

3.1.5 Human Relations Theory

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

Several authors have put ideas together to devalpagement theories that explain the ways
and manners the business of management are bawlgated and the explanations that can be
adduced for the different ways personnel behavedark situations as well as how managers
perceive and respond to those situations. The neamegt theories that are germane to

agricultural extension practice are discussedimuhit and their import buttressed.

2.0 OBJECTIVES
By the end of this unit the students should be &ble

. Explain the functional theory

. Understand how the decision making theory explaiaeagement

. Describe the merits of the human relations theory

. Distinguish the difference between the fusion tlieord the social process theory
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3.0 MAIN BODY

3.1  Classification of Agricultural Extension Managenent Theories

While several classification of theory may exishode most relevant to extension
management/administration include the following:

Functional theory
Decision making theory
Human relations theory
Fusion theory

Social process theory
Theory XYZ

ogkwnE

3.1.1 Functional Theory This was credited to Fredrick Taylor. The the@mymetimes
referred to as an administrative process theorgstéo explain management behaviour in terms
of administrative process and function of behavyippleby, 1981). It is a form of functional
specialization. It stresses that an organizatias g@sition incumbent and functions which the
manager performs, that is, in any organizationrd@laee positions and responsibilities, tasks and
duties which must be assigned to individuals apedirto those positions. The function of
management is to ensure that these duties, taskseaponsibilities are adequately understood
and effectively performed by all and sundry, inghgdthe manager himself. It suggests that the
functions of the manager under this theory includ€s) planning, (2) organizing, (3) staffing,
(4) directing, (5) coordinating, (6) managing angervising and (7) reporting.

Collectively, the proponents of the functional theprescribe a division of labour based on
functional specialization. Some of the basic cptxeerived from the functional theory include
the following:

1. Specialization leads to efficiency: Extension parsd become acquainted with
specific roles when there is specialization. Theystbecome efficient in the tasks
they perform over time that the organization beasdfiere from at the end of the day.
A specialist in crop becomes more efficient thath avgeneralist in crop.

2. Staff arrangement which shows established hierao€laythority is easier to operate.
This makes staff know the line of command and beemesponsive.
3. A limited span of control consistent with the magidg) psychological span of interest

is essential for performance. A span of controthie number of people that is
attached to one supervisor. It is believed thahsgacontrol helps to control under-
utilization.

4. The delegation of authority must be commensuratth wesponsibility so that
subordinates can act on the instructions of theagean The subordinates have better
access to their superiors and so can get tasksrperd with dispatch.

5. Job evaluation by supervisors should be based @uepgrmined criteria of
performance. The subordinates know what is expeztédem and what will not be
acceptable.
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3.1.2 Decision Making Theory Even though functional theory is relatively gutable to
most management theorists, it however has its disddges. Consequently, a series of
principles were enunciated, out of which the decist making theory evolved. It grew out of
the desire to overcome some of the limitationshaf tunctional theories. The intent was to
develop a set of concepts that permit the desoriptif discrete decisions in an administrative
environment.

Therefore, the decision making theorists suggedtemt the most important aspect of
management is rational decision making abilityorfrithis position, they described management
as the process of rational decision making andestgd that the success of an organization can
be measured by the aggregate correctness of iisialex Decision making in itself is however
affected by the following conditions:

1. The decision making environment — there is usuatlyenvironment conducive to
collective responsibility for collective decisionaking and or individual decision
making. Where this environment is not supportiegisions taken could be faulty.
The extension organization must ensure that thésidecmaking environment is
conducive for goal attainment.

2. The decision maker himself — the decision makertmasbe indecisive. He must be
forthright (straight forward, credible). He mug fiexible without being autocratic.
He must be rational and must be able to standrbisngls.

3. The goal or end to be served. The seriousnessletiaion is determined by its end or
its outcome (goal). When the goal of a decisioflingsy and unimportant, decisions
tend to be snappy, but where the consequencesi@tision are far reaching, greater
thought are put into it and complex informationlseg is undertaken.

4. The choice of the decision itself. The selectibar alternative from a combination
of alternatives most appropriate to the resolutbrthe problem must be properly
considered. The decision must reflect the seleatiothe best alternative out of the
whole series of alternatives that best suit theitswi that the manager wants to
pursue. Consequently, he must be aware that itkene problem with only one
solution.

3.1.3 Social Process Theory: The social process theory while accepting thetutf the
functional and decision making theories suggesas bloth theories do not adequately explain
management/administrative conditions in the workiremment. That rather, they see an
administrative organization as a social field, ethiileg a number of variables which include
persons and organizations as well as their motiagigudes, beliefs, sentiments, jobs and
activities, the physical work setting as well asoimal and formal sub units, all of which
comprise and influence a complex whole. In tharfework, the component variables tend to
use their distinctiveness and find real meanintgrms of human behaviour and the operation of
the total system. The social process theory thezefmphasizes these inter-relationships among
the parts rather than each component part operatingolation. The essence is that the
manager/administrator should ensure that thisioslstiip is in perfect harmony (Aromolaran,
1998). To accomplish this harmony, the theory sstgthe following:
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1. Consistency in individual and organizational gaatplemented through a structure
of status and role expectancy that enables bo#theeve their aims. The extension
organization must ensure consistency in indivicaral organizational goals through
effective staff motivation.

2. A conducive physical work environment, that is, gecificity and situation which
may be internal or external to job performance, Wwhich ensure effective social
interaction, exchange of ideas and functional g$@eitton which enhances

performance.

3. Linkage processes, essentially two way communigdtietween super-ordinates and
sub-ordinates as well as within subordinates.

4. Goals of the organization: This provides the bdsispurposeful behaviour and

desire to perform. Where the goals are not wetlesstood, the status and role
expectations are most likely not be effectivelyctad.
5. The individual expectations, needs and desirebdtonging to the organization.

3.1.4 Fusion Theory: The proponents of the fusion theory focused om phoblems of
integrating or fusing individual goals and orgatimaal objectives. They based their theory on a
dual concept of socialization and personalizatioBocialization is the process by which an
organization attempts to structure the individwabecome an agent for the accomplishment of
its objectives. On the other hand, personalizaigotie process by which an individual tries to
use the organization as the medium through whichatbieve his personal objective.
Consequently, the fusion theorists suggest thatleaps and their prospective employees
appear to be in a state of apparent conflict. phgose of management therefore, is to
minimize this conflict and reduce the problems ¢fi@re. They suggest that this conflict is not a
zero-sum game because both the individual and thanzation often benefit. The greatest
benefit accrue to both parties when near compleseom is achieved, and this is the point at
which the individual achieves maximum expression itsf personality possible and the
organization has its demands and expectationdlédlfat the highest possible level. A good
manager is the one who keeps the fusion growing @mtinuously enlarges the area of
intersection to the extent possible. The more titersection, the better it is for both the
individual and the organization. The key words ime tfusion theory are socialization,
personalization, individual goals and organizatimigectives. The extension organization must
therefore ensure a fusion in individual goals, arpational objectives, socialization and
personalization.

3.1.5 Human Relations Theory: The origin of the human relations theory derifresn the
reaction to scientific management enunciated byaa oalled Fredrick Taylor. This theory was
justified on the popular belief that a fair wageswhe primary motivating factor to work for
effective performance. This premise (the fair wagecept) soon failed as it was observed that
as employee’s wages rose beyond subsistence inlsvmis, they sought ego satisfaction, self
actualization, recognition and non-monetary rewdfdage benefits). There was therefore a
need to come up with alternative explanation fds ttiansient behaviour, and the human
relations theory provided such an explanation. rEtleugh the functional theory and the
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scientific management approach were originatechén 13 century, they continued to operate

and were well used to manipulate workers in botlveltgped and developing countries.

Recently, and following from a body of knowledghe thuman relations theory has tried to
justify behaviour of contemporary man by developanget of principles and ideas which seek
non-monetary strategy of reward systems to boogiamme morale, efficiency and satisfaction

on the job in order to increase productivity foe tirganization.

The human relations theory argues against the ippsiwhich sees workers as a unit of
production and in its place suggests the individualker as a dynamic being whose behaviour
characteristics change under varying conditionthefsocial structure in which he and others are
a part. The theory proposes that organizationbadeur depends not only on the methods or
the equipment that are provided, but also on thésskf the manager in providing an
environment conducive to maximum productivity by Ipersonnel. The core elements of the
theory may be summarized as follows:

1.

4.0

That the amount of work accomplished by a workedetermined not only by his
physical capacity but is accelerated by his soc&acity to interact. Extension
organizations must thus ensure that the socialr@mvient is conducive for goal
attainment.

That non-economic (non-wage) factors play a centod in determining the

motivation and happiness of the worker.

That the highest specialization is by no meanahbst efficient form of division of

labour. Job description which is functional, asIvad job enrichment such as job
rotation both combine to form good human relations.

They suggested that workers do not react to masageindividuals but as members

of informal groups exerting social pressure andtr@bnin order to achieve their

individual needs, so they organize into labour ogio

The human relation theorists emphasize the needoofmunication between the

ranks and file of management with the workers, &l as participating decision

making and democratic leadership. In essence,ttieyized that the best manager,

administrator and or supervisor should be:

i. Employee oriented — to take the interest of theleyges seriously.

il. He should delegate responsibility

iii. He should provide the necessary freedom for hid@yeps to perform.

iv. He should be one who can motivate and inspiremg@yees to higher levels
of performance.

CONCLUSION

The functional theory is a form of functional spdi@ation which stresses that an organization
has position incumbent and functions which the rgangerforms. The decision making theory
sees the most important aspect of managementiaralatiecision making ability and posited
that the success of an organization can be measyréite aggregate correctness of decisions.
The social process theory emphasizes inter-reksttiips among physical work setting, informal
and formal sub units and that the parts rather #mch component part must be in perfect

33



harmony. The fusion theory fuses individual goafsl arganizational objectives while the
human relations theory emphasizedftiewage concept.

50 SUMMARY
In this unit you have learnt that

. Management theories are developed to explain fdtat explain why managers and
personnel act the way they do in workplace

. Decision making theory is an improvement on thefiamal theory

. Social process and fusion theories consider treethalt several factors play in explaining
organizational behavior.

. Human relations theory emphasizes the fair wageegutn

6.0 TUTOR — MARKED ASSIGNMENT (TMA)
1. Explain the functional theory in management

2. What are the similarities and differences betw#e functional theory and the decision
making theory

3. How does management theory provide a basisfmarch?

4. Explain how new knowledge is generated throughagement theory

7.0 REFERENCES/FURTHER READINGS

Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):Office Administration and Management,agos, Concepts
Publications, p. 154
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Unit 3 CLASSIFICATION OF AGRICULTURAL EXTENSION MAN AGEMENT
THEORIES

CONTENT

1.0 Introduction

2.0  Objectives

3.0 Main Body

3.1 Theory XYZ

3.1.1 Theory X

3.1.2 Theory Y

3.1.3 Theory Z

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

The attitude that individuals put up in work sifoas are functions of what their aspirations are
as well as how well they feel the work environmassists them to achieve those aspirations.
They tend to put in their best when they feel ssciicknowledged effectively and tend to put in
the minimal effort when they feel their best wibbtnbe appreciated. They thus tend to divide
their loyalty when they feel threatened and devtiteir whole loyalty when they feel
appreciated. The work environment as well as thividual's aspirations are thus important

factors in determining how well people get thesigsed work done.

2.0 OBJECTIVES
By the end of this unit you should be able to

. Explain the similarities and differences betweesoties X and Y

. Understand how theory Z explains management

. Describe the interrelationships between theorie¥ &And Z

. Distinguish between the situations in which eacthebries X, Y an Z are appropriate
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3.0 MAIN BODY

3.1 Theory XYZ: Theories X and Y are the brainchild of a gendentalled McGregor
Douglas. McGregor tried to use a scientific mamag@t orientation as well as the human
relations theory to predict and explain the behawvaf the worker on his job. Consequently, he
developed some basic assumptions about the belaviaman in relation to the concept of
administration and management. These basic asgurapte referred to as theory X and Y
(Aromolaran, 1998).

3.1.1 Theory X

Under theory X, he assumed that the average man:

1. Hates work

2. In order for the average man to work, he must lercaml, controlled, directed, and if
necessary, threatened to perform at desired level.

3. That the average man avoids responsibility andepsetio be told what to do, as he

does not like to be held accountable and punisteedwhatever was not done
appropriately (Hence the common slogan ‘I am daedb do it’). He suggested that
what was needed in administration was a set ofrgérations which:
I. make human behaviour more correctly predictable
il. increase the ability of individuals to control thehaviour of other individuals.
He concludes by asserting that much of the trasiliaadministrative and managerial styles,
policies and practices are based on these pervasideall-inclusive assumptions about the
nature of man.

The overriding principle in his theory was that tohand direction could be achieved through
the exercise of power (Appleby, 1981). He alsocedes that as economies develop and wages
increase above subsistence level, theory X becalifigsult to justify. He then postulated an
alternative to theory X which is theory Y.

3.1.2 Theory Y:

In contrast to theory X, McGregor postulated a rs@tvof assumption which is more consistent
with the state of knowledge about human behavioaontemporary times (Aromolaran, 2000).

These set of assumptions include:

1. The average man has a positive attitude toward% \wod that when his level of
performance is less than desirable level, it cdaddoecause he lacks the necessary
incentives and resources necessary to do so.

2. That the average man will exercise self control aatl direction on the job. In
essence, he does not like to be told how to acdsmpls tasks all the time. He has
sufficient self personal initiative and whenever fadls to accomplish tasks at
acceptable levels, it was either he was not toldtwt do in a clear manner or he was
not given the necessary supportive facilities totige work done.
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3. The third characteristic of theory Y is that comment to organizational goal and
therefore desire for higher levels of performanseai function of the rewards
associated with it.

4. That the average man learns under conducive conditinot only to accept
responsibility, but he seeks it (satisfactory +npissive work environment).
5. That the capacity to exercise a high level of ¢végt imagination and ingenuity in

the solution of organizational problems is widelgtdbuted in the population. In

essence, McGregor recommends an administrativeepsowhich emphasizes the
principle of mutual responsibility and shared objexs between the administrative
management and workers recognizing interdependeetvecen all members of the
organization. Secondly, he suggests interdeperedbrtiveen all members of the
organization and its clientele group and that eitkendispensable for a satisfactory
achievement of the organisation’s goals.

3.1.3 Theory Z

Theory Z takes the position that the organizatind the individual are in a state of perpetual
conflict because of the dual position of the indival in a given organization, both as a producer
and as a consumer of resources. It means thatidodie who work in a given organization tend

to suck the organization dry by seeking maximumelies) even though he recognizes that he
will not survive if the organization goes dead freow production.

Therefore, the theory suggests that the role ofimidtration in organization is to collate the
aggregate demand of individual workers as consumedsorganize production to satisfy that
demand, bearing in mind the need for a surpluermed to sometimes as profit, impact or
effectiveness under normal conditions. The impilicais that the employer should make sure
that each employee works for his salary and more.

40 CONCLUSION

Theory Y is the opposite of theory X. While theotyassumes that an average individual hates
work and will not want to take responsibility, tlgdr suggests that an average individual loves
work and likes to take responsibilities. It subntiat when an individual does not perform an
assigned task correctly, it is as a result of #wt that the instruction to carry out the task wais
clear. Theory Z on the other hand shows the inagrpetween the employer and the employee.
That an average employee will want to maximizedams from an organization, and that it is
the extent to which the organization is able to entie employee work for his or her pay that
determines how successful the organization is.

50 SUMMARY
In this unit you have learnt that

. Theory X perceives an average individual as hgohg
. Theory Y views an average individual as loving gotal thus wants to take responsibility
. Theory Z shows the usual interplay between theesteof individuals in an organization

and that of the organization that employed them
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6.0

1.

2.

3.

4.

That theory X becomes in-operational as economée®ldp and wages increase above
subsistence level

TUTOR — MARKED ASSIGNMENT (TMA)

Explain the role of theory X in management

What are the similarities and differences betwibeories X and Y?
When does theory X become irrelevant?

Explain how theory Z perceives the interplaywssn individual employees’ goal and

that of the organization for which they work

7.0

REFERENCES/FURTHER READINGS
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MODULE 4: PERSONAL QUALITIES OF A GOOD EXTENSION PE RSONNEL
MANAGER

Unit 1 Competencies in agricultural extension nggmaent

Unit 2 Basic Core Competencies required in agjtical extension management
UNIT 1 COMPETENCIES IN AGRICULTURAL EXTENSION MANA GEMENT
CONTENT

1.0 Introduction

2.0  Objectives

3.0 Main Body

3.1  Competences in Agricultural Extension

3.1.1 Competencies for Achieving Tasks

3.1.2 Managerial and Administrative Competencies
4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

The basic knowledge, attitudes, skills and behaviahich are required for the effective
performance of managerial duties are referred toc@mpetencies. The extent to which
managerial functions are performed effectivelyigated by the competencies that the manager
possess. Managers that are vast in the competeegesed for their job performance succeed,
while those that are lacking in the required corapeies fail to achieve the targets set for their
organizations. It is thus important that manageiilie the requisite competencies needed for
them to succeed in the art of management.

2.0 OBJECTIVES
By the end of this unit you should be able to
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. Explain the competencies required in agricultusdkersion management for achieving
tasks
. List the managerial and administrative competencies

3.0 MAIN BODY
3.1 Competencies in agricultural extension manageme

A competency is a sufficient quantity of knowledgé&ill and ability to accomplish a
particular task or purpose. Competencies are difawethe basic knowledge, attitudes, skills,
and behaviors that contribute to excellence inresiten education programs. Many extension
systems identify and define specific core compeesndn agricultural extension, the required
competencies for achieving tasks are as explaiakxhb

3.1.1 Competencies for achieving tasks

Each extension professional needs to possess ltheifay competencies for task achievement
(Appleby, 1981):

. Personal strength: This helps to get job done twlosive level. It is difficult for an
individual that does not possess strength to witghe strength in others.

. Capabilities as an educator: This is importanthasthrust of extension is education and
information

. Capabilities in information technology: The low emsion agent-farmer ratio require the
use of information technology to reach more farmatsa time and update one’s
knowledge

. Expertise in their academic specialty: Credibiliy a function of expertise and

trustworthiness, and anyone who is not credibleugh displaying expertise will lose the
confidence of farmers.

Employees are the most valuable assets of the satersystem (Ogunbameru, 2004). To
enhance the effectiveness of the extension emplaydencrease extension’s professional value,
it is recommended that development and trainingodppities must focus on areas relating to
core competencies. In doing so, extension willease its capability to better serve customers by
effectively working within communities to determineeds. This is important in developing and
delivering educational programs that address thegels, and in creating successful individual
and group accomplishments.

40



3.1.2 Managerial and administrative competencies

The managerial and administrative competencies #hetuld be possessed by extension
personnel should centre on:

. Integrity- This enhances the worth value of extengersonnel.

. Fairness and sound judgement- This helps to dewtggathy in extension personnel

. Good health- It helps in the discharge of respalitséls as health is wealth

. Decisiveness- Extension personnel are usually faoncbnditions where they have to

make decisions. Being decisive and not waverind help extension programme to
maintain its hold.

. Faithfulness- It is important that extension persdrare faithful to their responsibilities
on the job.

. Courage- This imbues the spirit to forge ahead ewden the environment is not
conducive

. Initiative- Being initiative helps to proffer solahs to problems that arise in the course of

execution of projects, which are usually not plahfoe.

. Versatility- The non-formal nature of agricultur@tension education demands that an
extension personnel is versatile to retain credybil

. Sense of humour- Ability to make rural householehmhers receptive to information in
the face of their pressing household problems demd&play of sense of humour

. Credibility- This is a function of trustworthinesghich must be reinforced by knowledge
of the subject matter

. Ability to cooperate and work with others- Extemsigork is a team work and can not be
done by any individual in isolation from others.

4.0 CONCLUSION

In the unit you have attempted to learn about #fendion of competencies and how they apply
to agricultural extension, the competencies requioe performing agricultural extension tasks,
as well as the managerial and administrative coemogs that are important in ensuring that the
personal attributes of a good extension managenbged by all in extension work in order to
achieve tangible results.
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5.0

SUMMARY

In this unit you have learnt that;

7.0

A sufficient quantity of knowledge, skill and albylito accomplish a particular task or
purpose in agricultural extension is referred te@®spetency

Four competencies are required for achieving tagkish bother on personal strength,
capability as an educator, capability in informattechnology and expertise in academic
specialty

Managerial and administrative competencies incluaegrity, fairness and sound
judgement, good health, decisiveness, fairnessanchge

TUTOR — MARKED ASSIGNMENT
Define competency in agricultural extension
What are the four competencies required foreachg tasks ?

Explain the managerial and administrative compaes desired in agricultural extension
management
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1.0 INTRODUCTION

Core competencies are important personal qualdfea good extension personnel manager.
They are required to be possessed for the effiperformance of the tasks and duties that an
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extension personnel manager has to discharge. Artitngore competencies, some are basic
that are even more demanded. The values of thase tiare competencies therefore need to be
explored so that the goals of the extension orgdioiz can be achieved. Such competencies
range from knowledge and delivery, attitude angas#tion as well as ability to carry people
along through empathizing with them.

2.0 OBJECTIVES

By the end of this unit you should be able to:
. Explain each basic core competencies required mompa qualities by a good extension
personnel manager

3.0 MAIN BODY
3.1 Basic Core Competencies

The eleven basic core competencies required ircwdgrial extension management akpted
from North Carolina Cooperative Extensiortiude the following:

3.1.1 Information and Education Delivery

This involves the mastery of communication skiksich as written and verbal), application of
technology, and delivery methods for supportingcatdional programs and guiding behavior
change among extension learners. This will enh#imeeredibility of the extension organization.

3.1.2 Interpersonal Relations

This involves the ability to successfully interagth diverse individuals and groups to create
partnerships, networks, and dynamic human systefhss is as a successful extension
programme must effectively carry along all stakdeot (Ogunbameru, 2004).

3.1.3 Knowledge of Organization

An understanding of the history, philosophy, anchtemporary nature of the extension
organization will assist the manger to achieve wading success in extension activities. It is
good knowledge of extension organization that miélke the manager appreciate the goals of the
organization and buy into it.

3.1.4 Leadership

This involves the ability to influence a wide rangfediverse individuals and groups positively.
This will assist extension managers to achieventibeh needed multiplier effect in extension
education (Aromolaran, 1998).
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3.1.5 Organizational Management

This is the ability to establish structure, organmocesses, develop and monitor resources, and
lead change to obtain educational outcomes effdgtivand efficiently. Knowledge of
organizational management helps in entrenchingtitueture of the organization

3.1.6 Professionalism

Professionalism involves the demonstration of badravthat reflect high levels of performance,
a strong work ethic, and a commitment to continuedgcation and to the mission, vision, and
goals of extension. This will entrench credibilétgd trustworthiness.

3.1.7 Subject Matter

This involves the mastery of a scientific disciglira research body of knowledge, or a technical
proficiency that enhances individual and organtzsl effectiveness. This is important as it is
not possible to give what one does not have.

3.1.8 Community and Social Action Processes

This is the ability to identify and monitor variasl and issues important to the vitality of
communities (e.g., demographics, economics, hunesmices, environmental, etc.), and the
ability to use and apply these variables to progpaioritization, planning, and delivery. This is
important as extension must work with the peoplengtihey reside (Appleby, 1981).

3.1.9 Diversity/Pluralism/Multiculturalism

This involves the awareness, commitment, and ghtdiinclude one’s own as well as the other’s
different cultural perceptions, assumptions, norb®diefs, and values. This shows that a good
extension manager must imbibe empathy in all hisdealings with clienteles.

3.1.10 Educational Programming

This is the ability to plan, design, implement, lesate, account for, and market significant
extension education programs that improve the tyuali life of extension learners. This is
important as good planning is the crux of evergpsgion organisation’s activities.

3.1.11 Engagement

This is the ability to recognize, understand, aadilitate opportunities and to broker the
necessary resources that best respond to the méenhslividuals and communities. Thus,
development must be community driven.

4.0 CONCLUSION

In this unit you have attempted to learn about hmportant the information and education

delivery, interpersonal relations, knowledge ofammgation, leadership prowess, organizational
management, professionalism, knowledge of subjedtem good community and social action

processes, appreciation of diversity, educationajiamming and community engagement are in
the discharge of the responsibilities of a goo@mesion personnel manager.
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5.0

SUMMARY

In this unit you have learnt that

7.0

Knowledge of information and education deliveryingportant for a good extension
personnel manager

A good personnel manager must have good humaroredand leadership prowess

There must be sound knowledge of organization argjest matter for an extension
personnel manager to succeed in his or her work

Appreciation of diversity as well as ability to emlte community engagement are
important in the discharge of extension work

TUTOR — MARKED ASSIGNMENT (TMA)
Mention the core competencies that are requoyeal good extension personnel manager

Of the core competencies, which ones relateekationship with the people and their
environment

Which of the core competencies have to do withgdersonal traits to be imbibed by the
extension personnel manager?
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1.0 INTRODUCTION

The exercise of authority over subordinates reguadequate planning and organization of
actions and activities. These are known as persamae@agement processes. The processes
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involve the planning, organizing, staffing, diregiicontrolling, coordinating, reporting and
budgeting for the extension organization. Theséeseof activities are the functions that a
personnel department is expected to perform inrtsffat achieving successful extension
management.

2.0 OBJECTIVES

By the end of this unit you should be able to:

. Identify or list the personnel management processes
. Describe the personnel management process

3.0 MAIN BODY

3.1 Personnel Management Processes

Personnel management is the exercise of authorigy persons sometimes referred to as
subordinates. Often times, the theories of managémetermine administrative behaviour or
explain the outcome of administrative behaviour.oider for management and administration to
occur and the theories of management to apply, do@s& processes must be put in place.
Sometimes, the word organization refers to an agand then management/administration is
applied as the process for managing that agenoyic@rently, organizing infers putting human

and material resources together to ensure theashent of the purpose for which the agency is
established. This is the process of managemenis the way the tools of administration are

handled that ensures how an organization achi¢sesms or fails to do so. These tools which
provide the process of administration include tiWing:

1. Planning 2. Organizing 3Staffing
4. Directing/Controlling

5. Coordinating 6. Reporting 7. Bating
3.1.1 Planning

This is working out a broad detail about what netedise done and the methods for doing them
in order to accomplish the purpose set for a gp@agramme of the extension service.

3.1.2 Organizing

This involves the establishment of a formal streetwf authority through which work
subdivision are arranged, defined and coordinatedhie achievement of a pre-determined goal.
It sometimes refers to the assemblage of facilinesl materials that are required for the
accomplishment of a given task (Appleby, 1981).
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3.1.3 Staffing

This is the personnel function of recruitment, seta, placement, development of staff and
maintenance of favourable conditions of work.

3.1.4 Directing/Controlling

This is the administrative task of making decisiand incorporating them into specific circulars,
general orders and instruction etc. as the operaltiguideline within the extension system.

3.1.5 Coordinating

This implies securing the interrelatedness of aditisns and units within the extension system
and outside of it to ensure harmony in the achieardgrof extension goals.

3.1.6 Reporting

This involves keeping all those to whom the extemgystem is responsible well informed about
what is going on.

3.1.7 Budgeting

This is fiscal planning, accounting and contrdlintludes the management of advance proposal
management of financial releases etc. It is tls&rument for seeking fund, disbursing funds,
allocating time and managing staff time expendituvée thus have financial budgeting as well
as time budgeting (Aromolaran, 1998).

4.0 CONCLUSION

In this unit you have attempted to learn aboutpgieeesses of personnel management which is
the exercise of authority over persons sometimésrezl to as subordinates. You have also
attempted to learn that these processes involve plenning, organizing, staffing,
directing/controlling, coordinating, reporting abddgeting for the extension organization.

5.0 SUMMARY

In this unit you have learnt that

. The efficient exercise of authority over subordéasais the main task of a good personnel
management
. Planning, organizing and directing are importanhagement processes in ensuring that

extension organizations achieve their set goals

. Efficient staffing, reporting as well as staff atiche budgeting are important for using
subordinates to achieve desired goals
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6.0 TUTOR — MARKED ASSIGNMENT (TMA)
1. Mention the processes involved in personnel mamant

2. In the exercise of authority over subordinatdsch of them ensures that the right person
is put at the right position among the subordirates

3. Describe the importance of time and staff budget

7.0 REFERENCES/FURTHER READINGS

Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):0Office Administration and Management,agos, Concepts
Publications, p. 154
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1.0 INTRODUCTION

Planning which is the process of organizing evelgsigned for achieving the goals set for an
organization demands that the courses of actioenddd to achieve those goals are clearly
specified. Also, the level at which the planninglene determines who does it, how it is done
and to what depth is it gone. All these help to entlle activities set to be carried out to achieve
goals by the organization are clear to all. Thisngortant in planning in extension organizations
like in all other organizations to achieve effeetmanagement.
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1.0 OBJECTIVES

By the end of this unit you should be able to

. Stimulate your interest in the concept of planning

. Appreciate the reason for planning

. Explain the different levels at which planning mne

. Appreciate the role of leadership in planning

. Be exposed to the need for setting clear objeciiveéanning

3.0 MAINBODY
3.1 PLANNING

Concept of Planning

Planning in any organization occurs in differentysvand at all levels. A top-level manager, say
the manager, of a manufacturing plant, plans fdiedint events than does a manager who
supervises, say, a group of workers who are regiglenfor assembling modular homes on an
assembly line. The plant manager must be concewitbdthe overall operations of the plant,

while the assembly-line manager or supervisor iy oasponsible for the line that he or she
oversees (Aromolaran, 2000).

Planning could include setting organizational godlbis is usually done by higher-level

managers in an organization. As a part of the phanprocess, the manager then develops
strategies for achieving the goals of the orgammatin order to implement the strategies,
resources will be needed and must be acquired. pldreners must also then determine the
standards, or levels of quality, that need to beimeompleting the tasks.

This infers deciding in advance what needs to beeds well as the most efficient way of doing
it. It covers a wide range of activities and dexis, including the following:

The clarification of objectives

Establishment of policy

The mapping out of programmes and extension campaig
The determination of specific methods and procedure
Fixing day to day schedules of work and activities
Taking action

Monitoring of individual activities and

Evaluation of overall achievement

ONoOrWNE
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3.2 Reason for Planning

Once a plan is adopted, the extension manageraussd to implement it. He begins to give
instructions, written and verbal, to his subordisaas to what needs to be done. He mapping out
of programmes and extension campaigns Consequdh#yextension manager assumes an
administrative leadership role in the implementatad the plan. In this respect, he provides
guidance, sometimes through instructions, contnolsometimes through the provision of
resources and ensuring that they are used cor(@zlyama, 1976).

3.3 Levels of Planning

In general, planning can be strategic planningjdalcplanning, or contingency planning. The
level at which planning is being done determin@sdépth and the extent of the plans. The types
and their characteristics are as discussed asv&llo

3.3.1 Strategic planning

This is long-range planning that is normally contgdieby top-level managers in an organization.
Examples of strategic decisions that managers raekewho the customer or clientele should
be, what products or services should be sold, dretevthe products and services should be sold.

3.3.2 Short-range or tactical planning

This is done for the benefit of lower-level managesince it is the process of developing very
detailed strategies about what needs to be done stvbuld do it, and how it should be done. To
return to the previous example of assembling maodhl@ames, as the home is nearing
construction on the floor of the plant, plans musimade for the best way to move it through the
plant so that each worker can complete assignéd taghe most efficient manner. These plans
can best be developed and implemented by the liapagers who oversee the production
process rather than managers who sit in an offiee @an for the overall operation of the
company. The tactical plans fit into the strategians and are necessary to implement the
strategic plans.

3.3.3 Contingency planning

This allows for alternative courses of action wites primary plans that have been developed do
not achieve the goals of the organization. In t&&lagonomic environment, plans may need to be
changed very rapidly. Continuing with the examgi®uwilding modular homes in the plant, what
if the plant is using a nearby supplier for all tamber used in the framing of the homes and the
supplier has a major warehouse fire and loses ritsree inventory of framing lumber.
Contingency plans would make it possible for thedlmar home builder to continue construction
by going to another supplier for the same lumbet ih can no longer get from its former
supplier (Ekpere, 1990).
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3.4  Leadership

This is provided sometimes through checking perforces and evaluating achievements. As
mentioned earlier, a sound plan starts with a ciaiement of objectives or recognition of a

specific goal to be achieved. It may be more séalifor the extension manager to express his
planned statement to infer 30 percent increaseaizaryield per hectare or 20 percent increase
in the number of farmers in the local governmeriavho have planted an improved cassava
variety. Such a clear statement of intent provides

1. A vital linkage in the planning process and aid€emdralization, as individuals at
different levels of the organization are guidedtbg same basic premise (statement of
fact or statement of intent and objective assumptio

2. Secondly, clear statement of intent provides astfasivoluntary coordination, individual
motivation as well as essential elements in thegs® of control.

3.50bjectives

Objectives can be broad or specific. They can bsimgular or multiple purposes, but in all
cases, a clear statement of purpose universalgpéed and understood within an organization is
the most important guarantee for an effective mamagnt (Akinsorotan, 2007).

To be meaningful, objectives must be more than msoeds. They must be
implementable and attract the commitment and dédicaf those who were employed to work
on them Therefore, most plans in agriculture and indegdcultural extension must be realistic
and the projections conservative. In extensionagament, most assumptions deal with social
conditions and human behavior, both of which amghlyi unpredictable. If the operational
conditions change substantially, a plan could Iatssealue. However, this can be rectified with
real planning to meet the new situation. In gelng@lanning is expensive and its real value can
hardly be justified in monetary terms. In the lang however, there is often high management
payoff to all the planning processes in agricultesdension. A plan may be broad or it may be
specific. It may be long, perceptive or short terthmay be a standing plan or a running plan.
Irrespective of whichever it is, it must always yide a guide to the extension effort. It is always
better to plan than not to do so. This is becauselps the extension system and worker to
correct all possible errors that could have beedeniiathere was no plan.

4.0 CONCLUSION

In this unit you have attempted to learn aboutdbecept of planning as well as the different
levels at which planning is done. You have alseneabout the roles of leadership in planning
and execution of the plans. The importance ofragttlear and achievable objectives in planning
in planning has also been stressed and why plass lmeumade to achieve the commitment and
dedication of those employed to implement them.
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5.0 SUMMARY

In this unit you have learnt that

. Planning involves clarification of objectives asImas mapping out of programmes and
extension campaigns

. It involves mapping out of programmes and extens@ampaigns for achieving
organization goals

. Planning is done at strategic, tactical or contioydevels.

. Planning succeeds when extension managers preadership

. Stating clear objectives to be achieved is a ketofan planning

6.0 TUTOR — MARKED ASSIGNMENT (TMA)

1 Describe the concept of planning

2. Explain the different levels at which plannisglione

3 Why is it important that objectives set in plangare clear and achievable?

4 How is leadership important in planning?
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1.0 INTRODUCTION

The act of organizing involves the grouping of $amiactivities together, that is, dividing and
grouping the work that must be done, including genmanagement and personnel management,
into individual jobs. It also involves defining tlestablished relationships between individuals
that occupy positions and performing the taskspetsic job. It is thus a means of delineating
the activities involved in executing the resporlgibs of an organization in a way the will
ensure that all personnel play their part easilg aarrectly in ways that will help achieve

organizational goals.

2.0

It is expected that at the end of the unit you &thbe able to
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Explain the term organizing

Describe the issues addressed by organizing

Understand the essence of organizing

Explain the term departmentation



3.0 MAINBODY
3.1 ORGANISING

This is the grouping into management units, theviliels necessary to implement a plan, as well
as defining the relationship among the executive taff in such units. It becomes functional
through an organizational char©Organizing refers to the way the organization ates
resources, assigns tasks, and goes about accomglish goals. In the process of organizing,
managers arrange a framework that links all work&asks, and resources together so the
organizational goals can be achieved (Ogunbamefig4)2 The framework is called
organizational structure. Organizational structiseshown by an organizational chart. The
organizational chart that depicts the structuretled organization shows positions in the
organization, usually beginning with the top-levaehnager (normally the President or the
General Manager) at the top of the chart. Otheragars are shown below the President.

There are many ways to structure an organizatiors important to note that the choice of
structure is important for the type of organizatida clientele, and the products or services it
provides—all of which influence the goals of thgamization (Newman, 1976).

In agricultural extension, the management procéssganizing consists of:

1. Dividing and grouping the work that must be domeluding general management and
personnel management, into individual jobs.
2. Defining the established relationships betweenviddials that occupy positions and

performing the tasks of specific job.
Together, the above two conditions define the jescdption in an organized manner.

3.2 Issues Addressed by Organizing
The primary issues that the organizing processesddn management includes:

(a) How activities should be subdivided into grofmspurposes of management. This suggests
what departments need to be created and

(b) What criteria should be used in assigning rasjimlities to departments?

(c) It also seeks to understand what divisions rtedxk created.

Consequently, in a typical Ministry of Agriculturand Natural Resources, it is this
rationalization, that is, the desirability of assigg jobs, tasks and responsibilities by
specialization that leads to the organizing of thimistry into divisions such as agriculture,
fisheries, veterinary medicine etc. Each of thasesidns is further subdivided into sections or
units such as annual crops, tree crops etc (Wifljak@78).
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3.3 Essence of Organizing

The essence of this organization is that:

a. It facilitates control — It is easy to control adfiies in an organization if the line of
command is clear.

b. It aids coordination — Organizing indicates theatiehship between one unit and the
other and thus aids coordination.

C. It secures adequate attention — Attention is secifréghe number of people that a
manager has to control is limited as this aidscaged attention.

d. It aids recognition of local conditions — The locahditions are taken into consideration
in the act of organizing in an extension organgati

e. It reduces administrative costs - This is becatiggavides for unity of command as

well as lead to defined line of authority.
3.4 Departmentation

This is the grouping of similar activities togetherform a unit. It can be easily done in simple
organizations, but it is not quite easy in complesganizations (Akinsorotan, 2007).
Organizations could be departmented on the follgvaiasis:

a. It could be functional: This is where the majordtians are used to classify the units.

b. It could be geographical: This is a situation wh#rere are several branches in the
different parts of the state or locality. The caadipoints of north, east, south and west,
or even their combinations can be used to desthndenits.

C. It could be on the basis of product or serviceldrge organizations where different
products are handled, a particular product candeel o classify the organization, e.g.
those that produce cocoa drink and those that peokala drink.

d. It could be on the basis of customer. This is anldhsis of those that patronize the unit
e.g. children, men, women in hospitals or sectinri3epartmental stores.

e. It could be on the basis of process or equipmehits Ts on the basis of process of
production or the equipment used.

It should be noted that more than one method cbelédmployed in a particular organization in
effort at achieving good organization.

4.0 CONCLUSION

This unit has enabled you to understand what orgamiis all about and the essence of
organizing. It has also explained the issue of depntation in organizing as well as the issues
that are addressed in organizing. These issuesmguertant in order to achieve sustainable
organizing of extension organizations.
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5.0 SUMMARY

This unit has acquainted you with

. The goal of organizing in an organization

. How activities should be subdivided into groupstfe purpose of management
. Criteria to be used for assigning responsibilite®epartments

. An understanding of divisions that need to be eckat

6.0 TUTOR — MARKED ASSIGNMENT (TMA)

1. Mention the three issues that are addressedjanizing
2. List the five essence of organizing
3. Mention the five bases that can be used to tiapatalize an organization.
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UNIT 1 STAFFING

CONTENT

1.0 Introduction

2.0  Objectives

3.0 Main Body

3.1  Staffing

3.2  The Management Function of Staffing

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

It is important that while effort is made to prepa@ood plans for an organization, effort is made
to ensure that the staff/personnel that are emgdlégamplement the plans are those that have
good capacity and understanding of the goals an#limgs of the organization. This is important
so that the work of management will be easy andrenthat round pegs are put in round holes.
This ensures that the dynamism required in extensidivities are brought into it and the
demand nature required of extension activitiesemteenched so that the goals of extension of

helping people to help themselves is achieved bythanization.
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2.0 OBJECTIVES
At the end of this unit you should be able to
. Understand the concept of staffing

. Explain the management function of staffing

3.0 MAIN BODY
3.1 Staffing

It is generally considered that the success of launpan endeavour is closely related to the
quality of personnel who perform the task necessaryhe achievement of its goals as well as
the conditions which affect the personnel’'s physarad mental well being. Consequently, in
agricultural extension, it has become an accepfabtehat the quality of staff is one of the most
important factors essential for its success. Tedlpm which the extension administrator faces
therefore is how to secure, develop, utilize andinethe services of highly qualified staff in the
effective implementation of extension work prograesm This helps extension personnel
develop their latent abilities while applying theikills and talents in the best interest of the
extension organization (Appleby, 1981). The extansnanager will not only be improving the
general efficiency of staff, but will also be madsiit possible for them to actualize their personal
aspirations as well as achieve higher professisaiadfaction.

3.2 The management functions of staffing
The management function of staffing includes tHv¥ang:

1. Predicting personnel/staff needs — This involvesping on the caliber and level of staff
that are required to achieve the goals of the arg#on. It is the pre-determining of
which personnel are required by the organizatiahthe qualities and qualifications they
must possess.

2. Personnel/Staff recruitment — This involves thes@bn of people that possess the best
criteria for filling the positions that have beeengiled down. Recruitment is usually
done by the organization, or the services of mamagé agencies can be employed to
effect the recruitment.

3. Personnel/Staff screening and selection — Seledidime act of selecting a round peg to
fill a round hole, and not selecting a square jpefijita round hole.

4. Personnel/Staff appointment, orientation and plasem It is important that once staff
are appointed, they are taken through orientatiefore they are placed in positions
where they will carry out the organization’s resgibilities. Effective orientation assists
them to be able to play their assigned roles effelgt (Aromolaran, 1998).

61



5. Personnel/Staff performance appraisal and evaluati®erformance appraisal helps to
ensure that the role performance of staff measuqesto the expectation of the
organization as specified in the organization’s\flaromolaran, 2000).

6. Personnel/Staff development and training — Contisudevelopment of staff through
regular training help to keep them abreast of dgwekents in their work schedule and
assists the organization to achieve sustained @segrit is thus important that an
extension organization cultivates the habit of tagstaff training and development.

4.0 CONCLUSION

In this unit you have learnt about the importanteraploying the service of competent staff to

man the activities of extension organizations fifiedent cadres. The various actions involved in
ensuring effective staffing have been itemizedffareat ensuring that an organization achieves
its goals. The quality of staff is thus an impottéactor essential for organizations’ success and
so how they are engaged becomes important.

5.0 SUMMARY

In this unit you have learnt that

. The success of any human endeavour is closelyecetat the quality of personnel who
perform the task necessary for the achievemergtaj@als

. The conditions which affect the personnel’'s physacad mental well being determine
their job performance

. Recruitment, selection, placement, appraisal aneldpment of staff affect the extent to
which personnel see themselves as being part arganization’s vision.

6.0 TUTOR — MARKED ASSIGNMENT (TMA)

1. Describe the processes that make up staffipgisonnel management

2. How does staffing determine the achievemenebgeals by organizations?

3. Discuss how the physical and mental well beirfg personnel affect their job
performance.

7.0 REFERENCES/FURTHER READINGS
Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):Office Administration and Management,agos, Concepts
Publications, p. 154

Aromolaran, E. A (2000fundamentals of Managemdrdagos, BLV Print Tech., p. 153
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UNIT 2 PREDICTING PERSONNEL/STAFF NEEDS AND STAFF SELECTION
CONTENT

1.0 Introduction
2.0  Objectives
3.0 Main Body

3.1 Predicting personnel/ staff needs
3.2 Meaning of staff selection

3.3  Aids to staff selection

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment
7.0 References/Further Readings

1.0 INTRODUCTION

Efforts to predict staff needs are premised onrbed to plan for the future. Such plans are
ingredients for ensuring the sustainability of fit&f in any organization. The prediction should
be such that the maximum capacity to be achievedhkyorganization is envisaged, and
appropriate staff need to take care of the org#éioizal responsibility are well prepared for.
Prediction of staff need should determine whichhef staff would be programme staff, that is,
those to be employed for the duration of the pnogna as well as career staff, that is, those to
be permanent and stay on up till their retirememifthe organization that employed them.

Staff selection is very important in any organiaati The extent to which it is properly done
determines the efficiency and effectiveness thathmachieved by the organization. The extent
to which the different aids of staff selection ar#ized affect the staff turn-over rate, how
effective the staff would be as well as how comaditthey would be to such organization.

2.0 OBJECTIVES
At the end of this unit, you should be able to:
» Explain the essence of predicting personnel/sexés

» Describe staff selection and what it entails
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3.0 MAIN BODY
3.1 Predicting Personnel/Staff Needs

The prediction of staff needs in agricultural exien should be based on the programmes and
objectives of agricultural extension. Oftentimesthe process of project formulation, estimate
of future staff needs are made. In general, howetrer staffing function in any on-going
extension establishment must include predictiorsa@gial trends and economic development
which could impact on the number of farm familiéstt must be reached and therefore the
number of extension personnel that the extensistesyrequire. The most important aspect of
staffing is a staffing decision which accordingikinsorotan, (2007) is guided by either of two
approaches:

1. Programme staffing: This essentially involves emgplg staff to carry out specific
tasks, with emphasis on its performance on sharh tbasis. This typology is
represented by staff appointed under contract terms

2. Career staffing: This involves employment of staff a permanent or pensionable
basis.

Whatever the method used, it must be remembereédxt@nsion staff are employed to
perform specific tasks. Therefore, an analysihefjpb requirement is very important for
communicating responsibilities, training, perforrearappraisal, and self development as
a basis for improving the individual as he progesssn the job.

3.2 Meaning of staff selection

Staff selection involves selecting an individualfitba job position from among a large number
of applicants; the extension manager has in mindtvthe job for which he is selecting an
individual entails. He should also know what quedit are required for that individual to
satisfactorily perform the tasks required of thsipon. His task, therefore is to screen as many
applicants as necessary to select those who arequalfied and have the best aptitude for the
job from among the applicants.

3.3 Aidsto staff selection: There are several aids to staff selection:

1. Application form: Application forms are used to dle¢ details of prospective staff, their
antecedents and how best they will fit into thelgas the organization. Application
ensures that it is only those that have innateresteand would be willing to work
towards the goal achievement of the organizatidh apiply. Application forms require
prospective applicants to indicate their refere&® would provide information on the
applicants. Application forms serve as basis farshsting of intending staff that have
good potentials that can be explored by the orgaioiz. Only candidates that beg to
apply for job in an organization are consideredds in such organizations.

2. Reference letter — This is a report written by songewho knows the applicant very well
(a referee), recommending the applicant for a gjebnThe referee is required to express
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4.0

the competencies possessed by the applicant icotitext of the job that is being applied
for.

Telephone conversation — This is used in most t®is&ctor jobs, particularly at the
upper managerial levels. It ensures that therei® ponversation with the prospective
staff. This is used to create rapport and ironissiies that need to be sorted out with
dispatch.

Personal interviews: Personal interviews are thal fpoint at which staff to be recruited
are determined. Personal interviews may be writted or oral. In most of the cases,
written interviews are used to prune down the nurob@pplicants to a manageable level
in situations where the number of applicants araynwhile oral interview are the final
points where the prospective employers have dirgeraction with the applicant to
determine suitability. Personal interviews are aated to test the competencies of the
applicant and determine suitability for jobs.

Tests — This may be aptitude tests or intelligaests. These tests are beginning to be
more and more popular. They are either conductetthdyrganization or are contracted
to management firms who do this for a fee. Sucts &% used to prune down the number
of applicants to a manageable level before thd fyeasonal interviews are conducted.
These tests help to determine the aptitude andligetece of applicants and determine
their suitability to be considered for personagmtews.

CONCLUSION

In this unit you have learnt that predicting stafeds should be based on objectives of
agricultural extension and purpose of the programiiso, staffing decision should be based
on whether the staffing is programme or career chaEberefore, the aim of any extension
programme should be properly spelt out so thafistatvill be done accordingly. This unit
has emphasized that staff selection is about sefpt¢he best applicant among several
applicants to fill a job position with the use ohse aids like application forms, tests etc. It is
therefore crucial for an extension manager know howelect the best applicant that will
perform the task satisfactorily using the best cimiaiions of qualities.

5.0 SUMMARY

At the end of this unit, you have learnt that
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1.

Staffing in extension work should be based on tbenemic development and social
trends that will impact the lives of rural familipssitively.

Choosing extension staff can either be programneai@er oriented.

Staff selection involves the selecting of an indual to fill a job position from among a
large number of applicants.



4. Application forms, reference letter, personal imews, telephone conversation and tests
are some of the aids to staff selection.

6.0TUTOR-MARKED ASSIGNMENT (TMA)
1. Explain the essence of predicting personnel/atsdds in extension work.
2. What are the two approaches that guide stafte?
3. Explain what staff selection entails
4. Describe some aids to staff selection

5. What is the significance of reference lettestanf selection process?

7.0 REFERENCES AND FURTHER READINGS

Akinsorotan, A. O (2007)Elements of Agricultural Extension Administratidbadan, Bounty
Press Ltd. Ibadan. 142pp
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Unit 3 STAFF RECRUITMENT

CONTENT

1.0 Introduction

2.0 Objectives

3.0 Main Body

3.1 Staff recruitment and job description
1.2 Factors to be considered in staff recruitment
1.3 Staff placement

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked assignment(TMA)

7.0 References/Further Readings

1.0INTRODUCTION

Staff recruitment involves the delineation of staffd the job they had to perform on the job.
Such delineation should clearly clarify the job atgstion and how it is to be executed, as well as
factors to consider in staff recruitment. The jasctiption should be such that indicate clarity
of purpose in a manner that the officer occupyimg position will know what has to be done,
how it is to be done and what goal the organizagapects of him to achieve in effort at
achieving the general goal of the organisation. §yreergy required must be well specified.

2.00BJECTIVES

It is expected that at the end of this unit youudtidoe able to:
» Describe staff recruitment and job description
» Explain the need for staff placement
» |dentify the factors to be considered in staff ugtonent
1.0MAIN BODY
1.1 Staff recruitment and job description

The aim of staff recruitment is to fill vacanciegttwthe best available people. For it to be
effective, it must be a planned and continuousgsscand should be done on the basis of an
up-to-date job description. A job description ibréef statement on the description of the
purpose and objectives of the job, and it shouttlioe:
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(a) The title of the position and the job: The title shbe clear and self implying.

(b) Duties to be performed: This must be unambiguous @early clarified with the goal
that is set to be achieved.

(c) Responsibilities involved: What tasks has to befgoered, what those tasks would
demand from the officer to discharge them, as agNvhat resources would be required.
and

(d) Characteristics and abilities needed: The charattsy and abilities required must be
explicit to the extent that the employee would bk do appreciate the demands of such
office (Aromolaran, 2000).

For these reasons, the recruitment process mugteetisat the most qualified people are in
fact those who are employed, and it should be roatis because of staff turnover (due to
retirements, deaths etc.).The usual source of staffuitment for higher positions in the
extension organization is usually within the extensorganization through promotions, re-
deployment and transfers. However, for lower posgj external sources such as schools and
colleges of agriculture, universities as well dseotsources become important (Akinsorotan,
2007).

3.2 Factors to consider in staff recruitment
Several factors are important in staff recruitmént, the following are most critical:

1. Ability to perform — This can be assessed througpothetical interrogation of the
prospective personnel in order to see how he harldéproblems.

2. Technical and professional competence, educatidnaatual ability in the performance
of the job, assuming that the technical professioc@mpetence and educational
background inculcates the skill to perform.

3. Interest in agricultural extension as an organizgta profession and a career: This is
important as it will aid the motivation of the dtaf

4. Working relations and attitudinal factors: Goodtatte is more important than the skills
needed to carry out a task as a skillful persoh nat be able to perform well if he/she
does not have the right attitude.

5. Ability to organize and plan: This is important@ganization and planning are the basis
of management in agricultural extension.

6. Professional interest in professional improvemertt future growth: The interest of an
individual will help them achieve personal devel@mnwhich is very important in all
management activities as they are dynamic and nequintinous development on the
part of the officer (Aromolaran, 1998).



3.3 Staff placement
This is essentially staff deployment (Appleby, 1p8tis important because of the need to:
1. Make the best use of available staff by recruitimgbest right people for the right jobs.

2. Proper placement helps to ensure that goals whieht@ be achieved are within
reasonable reach of individuals placed on the job.

3. When a new staff is employed in the extension degdion, he is entering a totally new
work environment, and therefore he needs to besglat a position compatible with his
personal capabilities from where he can progressitfih promotion and increased salary,
as well as through increased responsibility andanty.

1.0 CONCLUSION

This unit has helped you to know that for staffronent to be effective, it has to be a planned
and continuous process. Job description should &#enavailable for staff recruitment which

must include title of the job, position of the jothuties to be performed, characteristics and
abilities needed. The most critical factors to lbesidered in staff recruitment are ability to

perform well, technical and professional competennterest in agricultural extension as a
career and profession, working relations and psides| improvement.

2.0 SUMMARY
This unit must have acquainted you with:

1. The fact that staff recruitment has to be a cowtirsuprocess because of occurrences of
retirement and deaths

2. The relevance of recruiting staff for higher pasig from within the organization and
lower positions from external sources such as dshamiversities and colleges of
agriculture.

3. Factors to be considered in staff recruitment.

3.0 TUTOR-MARKED ASSIGNMENT(TMA)
1. Explain why staff recruitment in extension estdilient has to be a continuous process.
2. Describe what job description entails.

3. What are the necessary factors that will ensureeessful staff recruitment exercise?
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4.0 REFERENCES/FURTHER READINGS
Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):Office Administration and Management,agos, Concepts
Publications, p. 154

Aromolaran, E. A (2000fundamentals of Managemdragos, BLV Print Tech., p. 153

Akinsorotan, A. O (2007)Elements of Agricultural Extension Administratidhadan, Bounty
Press Ltd. Ibadan. 142pp

70
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1.0 INTRODUCTION

Staff appraisal is the process and purpose of sisgethe performance of staff on a continuous
basis in a manner that the activities of such séa#f evaluated. This is with the intent of
determining the performance of such staff on thle. jbhe purpose of appraisal and the
advantages that are derivable from such apprasatisito be understood so that effort to
conduct such appraisal with yield meaningful result

2.0 OBJECTIVES
At the end of this unit you should be able to
» Describe what staff appraisal is.
* Be exposed to purpose of staff appraisal
» List the advantages of staff appraisal
3.0 MAIN BODY
3.1 Staff appraisal

This is the continuous process of assessing tteneto which the personnel employed to
accomplish specific tasks efficiently and effeclyvatilize resources at their disposal to get
work done. It is the responsibility of all mangersd administrators to guide this process at
every level of operation for the benefit of bothe taxtension service and the extension
worker (Appleby, 1981). It should attempt to det@rnpresent and potential performance as
well as provide for motivation. Traditionally, a gegive appraisal should not be a basic
reason for punitive action, but should provide &guor correcting action, staff guidance
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and counseling. Positive appraisal, of course, Ishbe appropriately rewarded through
promotion, salary increment, letters of commenadagte.

3.2 Purpose of Staff Appraisal: Staff appraisal is undertaken for several reasonthe
extension service, some of which include the foitayw

1. Identify areas of employee’s weakness so as tordate the areas of training.

2. It provides a basis for salary adjustments anceeses.

3. It helps to identify staff who should be promoted.

4. It provides a basis for professional developmeadtianprovement (Aromolaran, 1998).
3.3 Advantages of Staff Appraisal:

1. To the personnel or employee himself — It providesassessment, aids motivation and
provides incentives that assist the employee @mrata different level of performance,
irrespective of whether the appraisal is negativepasitive. Where it is positive, it
directly influences increased (higher level of)fpenance, and if negative, could provide
an impetus or urge for change (Aromolaran, 2000).

2. To the employer — It enhances the confidence ofagement in its ability to determine
staff weaknesses and provide programmes for cargedhem. It also aids the
identification of hidden talents and enhances divstaff development and utilization.

4.0 CONCLUSION

Staff appraisal is the process of assessing thenexd which the personnel employed to
accomplish specific tasks efficiently and effeclyvatilize resources at their disposal to get
work done. Negative appraisal should provide a guat correcting action, staff guidance
and counseling. Positive appraisal on the othed t&aould follow with it promotion, salary
increment, letter of recommendation and furthenings for the employee.

5.0SUMMARY

In this unit you should have learnt that
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1. Staff appraisal is crucial at all levels of opayatfor the benefit of the extension service
and extension worker.

2. Staff appraisal is undertaken for salary incremestaff promotion and professional
development and improvement.

3. Both the employee and employer benefits from stpffraisal exercise.
6.0TUTOR-MARKED ASSIGNMENT (TMA)

1. Explain staff appraisal



2. What are the reasons for undertaken staff appaisal

3. Describe the advantages of staff appraisal botheé@mployer and employee.

7.0 REFERENCES/FURTHER READINGS
Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):Office Administration and Management,agos, Concepts
Publications, p. 154

Aromolaran, E. A (2000fundamentals of Managemdrdagos, BLV Print Tech., p. 153
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1.0INTRODUCTION

Personnel training and development is very impaortareffort at getting the best out of staff.
The aim to be achieved determines the type of giaffelopment to embark on. Staff
development can be pre-service, usually to equaiff &ir the job before they are placed on the
job. There is also orientation training which idgo acquaint them with a job environment as
well as on the job training which should be a awmius exercise. In service training is also a
form of personnel training that is used in stafvelepment. The type of training that is
embarked upon is a function of the needs of thé asawvell as the requirements of the tasks they
have to perform on the job.

2.0 OBJECTIVES
At the end of this unit you should be able to
» Explain the concept of personnel training and dewalent.

» Explain types of training in agricultural extension
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3.0MAIN BODY
3.1Personnel Training

Personnel training and development as a procesmpnagement is the continuous process of
ensuring growth in the individual extension workboth mentally and professionally. In
order for the extension personnel to perform aga level of efficiency, he must continue to
acquire information and knowledge formally and mially (Appleby, 1981). Sometimes,
the areas of training and the training needs magldtermined through staff appraisal. The
purpose of training is to ensure that the indivichersonnel develop a feeling of belonging
by getting appropriately acquainted with subjectteraand knowledge base required for a
given job. Secondly, training helps him to devetigsirable attitudes and work habits. In
general, training is provided to enhance staff cet@pce and enable him carry out the
functions of his position.

3.2 Types of Training
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Training can be classified in various ways. The tnaden applied in agricultural extension
includes the following:

1. Pre- Service Training
2. Orientation Training
3. On the job Training
4. In-Service Training

3.1 Pre-Service Training: The very first step in the development of extensservice
training is the pre-service training which is irsesce, the training that is acquired before the
individual is employed in the extension serviceisTthraining may be provided in schools and
colleges of agriculture, polytechnics, collegegadfication and similar training centres which
operate curriculum in technical agriculture. At tinégddle management and top levels, pre-
service trainings are provided by universities'uities of agriculture, related faculties (those
in zoology are being employed in fisheries divisiand those in botany are employed in
forestry division, particularly in the area of ezgy), and in recent times, by the universities
of agriculture.

3.2 Orientation Training: The next step, usually beyond the pre-servicénitrg is
orientation training. Training provided during draugh orientation is usually organized and
conducted for the following purposes:

(i) Getting the employee/personnel to know the pizition for which he will work through
acquaintance with its staff and programmes. Thesgential in making in making him feel a
part of that organization.

(ii) To let him know, recognize and accept that $pecific job in the extension service is as
important as any other’s in the overall achieventéihe extension goal.
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(i) To help him develop attitudes and work habit.

(iv) The most important is to outline for him a gramme which covers a description of his
job, his rights on the job, the services expectednfhim as well as he conditions of his
employment.

Orientation training therefore, should provide gheension personnel with what he needs to
know to be able to work for the extension servidas is because he finds himself in a new
work environment in which he is likely to get Iagthe is not properly oriented. Beyond
orientation, the extension worker is placed or dggdl on the job and continuous training
remains imperative.

3.3 On the job Training: This is essentially the kind of training providby the extension
supervisor to extension personnel in order to ooioisly enhance their performance on the
job. 1t is generally best provided through closeeswuision, auto suggested solutions to
problems, frequent extension personnel — supeniis@raction, administrative support,
commendation for work well done and overall couinge{Aromolaran, 2000).

3.4 In service Training: Usually, in-service training is provided to parsel who are on
permanent employment with the extension servicestMextension organizations have a
definite policy on extension training. Such polisymplemented under:

1. In service Training without pay: This is usuallyr fstaff who are not confirmed, and
therefore, are not qualified for this facility. Alsif the particular course that a given
extension personnel wants to undergo has no diceutection with the extension service
delivery system, he may have approval to undesaké in-service training without pay.

2. In-service training with pay: This is approved tmnfirmed staff of the extension service
for a training which the extension service perceias necessary and relevant in
enhancing the performance of individual extensierspnnel on his job.

However, whether in-service training is with or latt pay, it should have the following
characteristics (Aromolaran, 1998):

(a) In-service training policy must provide a cleartataent of intent to train and the purpose
for training, that is, to promote people when theturn from in-service training or they
remain where they were.

(b) It must assign the responsibility of training toparticular staff or unit within the
extension service.

(c) It should specify the types of training which actruits are expected to undergo.
(d) It must provide a method for determining in-senti@ning and their priorities.
(e) It must provide a technique for evaluating in-seeuviraining programmes and staff.

(H It must include incentives and recognition for treened.



4.0 CONCLUSION

This unit has been able to establish that persotmagiing will facilitate the growth and
development in individual extension worker. The admtraining is to ensure that employee
develop a sense of belonging and desirable atsttaléis job. It also provides staff competence
in performing the functions of his position. Traigs in agricultural extension can be done in
various ways, Pre-service, Orientation, on- thego8 In-service training.

5.0 SUMMARY
In this unit, you should have learnt that

1. For an extension personnel to perform up to,task must get adequate information
formally or informally which can be achieved througgries of trainings.

2. Personnel training and development is a contisyarocess of ensuring growth in the
individual extension worker, both mentally and pssionally.

3. Training is essential for an extension workerasoto develop self competence and
desirable attitude towards his work.

6.0 TUTOR-MARKED ASSIGNMENT (TMA)
1. Describe the purpose of personnel training awtidpment.
2. Explain the four types of training in Agriculalrextension
3. What are the characteristics of In-service trg@
7.0 REFERENCES/FURTHER READINGS
Appleby, R. C (1981)Management in ActionNew Zealand, Pitman Publishing

Aromolaran, E. A (1998):0Office Administration and Management,agos, Concepts
Publications, p. 154

Aromolaran, E. A (2000fundamentals of Managemdragos, BLV Print Tech., p. 153
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1.0 INTRODUCTION

Directing is a form of supervision that makes pegmrform tasks to specification. The process
of directing is such that personnel are made tankntiat has to be done, how it is to be done
and what goal is designed to be attained. Direateng either be by exercising the authority of
making people perform tasks or of directing by ewgang people to direct in effort at
achieving specified goals. Whatever method is gmate is a function of the context in which

personnel have to be directed and the facilitias ¢in be deployed.

Coordination involves institutionalized cooperatiamong the personnel of an organization
through effective communication. Coordination iséa@t the different levels of the organization
by facilitating team work. These help to prevenstgaand conflict, and thereby bringing about
cordial working relationship among personnel in @ganization. It helps to bring people

together in a conducive working environment.
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2.0 OBJECTIVES
At the end of this unit, you should be able to:
* Be exposed to the significance of directing in egtural extension work.
» Explain the process of directing.
» Explain the concept of coordinating
» List the reasons for coordinating
3.0 MAIN BODY

3.1 Significance of directing in agricultural extersion work

Directing is an important aspect of supervision @nahplies getting those over whom authority
is exercised to perform tasks according to spetifbos. It involves compliance with
instructions, follow through acceptance of stangaattice, explanation and consultative action.
It assumes that the supervisor is close to diiastruct and where necessary, train to ensure
appropriate behaviour. Directing and controlling &vo important processes of management,
implying the way or how the extension manager issmstructions to his subordinates and
indicates what should be done. Without directind proper control, nothing will happen in an
organization. In agricultural extension, the staf€upying the lowest level of the administrative
hierarchy carries the real burden of actual peréoroe in achieving the extension objectives.
Consequently, there is the need for him or her dogbided, directed, and to some extent,
controlled, if the supervisor's expectation of penfiance is to be achieved. In all situations of
directing and controlling, instructions must be atle precise and relevant to the work
environment. Directing is the process that mamypperelate to managing. It is supervising, or
leading workers to accomplish the goals of the wimgdion. In many organizations, directing
involves making assignments, assisting workers #&oryc out assignments, interpreting
organizational policies, and informing workers a@whwell they are performing. To effectively
carry out this function, managers must have le&derskills in order to get workers to perform
effectively (Williams, 1978).

Some managers direct by empowering workers. Thenséhat the manager doesn't stand like a
taskmaster over the workers barking out orders @mdecting mistakes. Empowered workers
usually work in teams and are given the authootyniake decisions about what plans will be
carried out and how. Empowered workers have theatipf managers who will assist them to
make sure the goals of the organization are beieg Inis generally thought that workers who
are involved with the decision-making process faele of a sense of ownership in their work,
take more pride in their work, and are better penfrs on the job.

By the very nature of directing, it should be olmsahat the manager must find a way to get

workers to perform their jobs. There are many déife ways managers can do this in addition to
empowerment, and there are many theories aboubdisé way to get workers to perform
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effectively and efficiently. Management theoried anotivation are important topics and are
discussed in detail in other articles.

3.2 Process of Directing

The process of directing assumes that the sendérstifictions has power and authority to
control things the way he wants them.

The process of directing has several componentse €6 which include the following:

1. Determining the target of performance, that is,dlent to be served, number of farm
families to be reached and the number of assistargmploy. This determination is
essential to prevent the misdirecting of effort.

2. Give details of what performance level is expeabédvorkers and acceptable to
supervisors.

3. The use of sanctions should be clarified, prigpedormance.

4. Ascertain willingness to serve and acceptance spamsibility, that is, obtain

acceptance for compliance.
In all cases, instructions must be within the psjapical levels achievable in line with the
inputs given individual extension workers to motevéim to get work done. This is because
compliance is perhaps the most important singlsaedor non performance of the extension
worker because it is explained and dismissed dadebeing due to inadequate administrative
support and input provided to the extension wo(kiEswman, 1976).
The directing activity is usually initiated by th@anager or supervisor, normally one step above
the actors who carry out the instructions. Ofteeimthe step of communicating instructions
between the senior and the subordinate is ignoréte problem therefore comes from the
highest level without using the former communicatiiok.

3.3 The concept of coordination

Coordination may be described as institutionalieedperation, that is, cooperation systematized
by defined roles and procedures for the avoidancemflicting decisions and for joint planning.

It may also be concerned with the consistency ddlfgd decisions. For effective coordination to
occur in agricultural extension, there must beaife communication which operates both as a
prerequisite to and an aim of communication. Cioatibn takes place at different
administrative levels in the extension service aclestate as well as between states and at the
national level. At the lower levels, it is commgrthe coordination of work programmes and
planning for work. At higher levels, however, tictises mainly on ensuring that adequate
facilities (without excess provision of gaps) axaitable from where a choice can be made to
meet the needs of the individual extension worket lis farmer clientele group. In all cases,
effective delegation of decision making is gengrakcessary to ensure effective coordination.
In agricultural extension, this means that all imi@nt duties interrelating various units and parts
in a given extension structure are properly synaized, that is, not putting the cart before the
horse as in the case of fertilizer supply and apgibn to ensure the achievement of desired
goals. In effect, everybody must be seen as workiggther in harmony.
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3.4 Reasons for Coordination

Coordination is essential in extension serviceabsge:

1. It prevents waste (in resources, time): Resourbesild be deployed in a way that
waste is reduced to bearest minimum through efficagpropriation. This ensures
that maximum benefit is derived from such resourassdeployed (Ogunbameru,
2004).

2. It prevents conflict in decision making: Coordimati ensures that good lines of
command are delineated such that personnel wilhagt to cross their paths. This
helps to prevent conflict and in the process fogterd working relationship.

3. It draws together personnel (staff) with differskills and interests in a systematized
manner: This ensures that synergy is achieved ghrauaking individuals work
together for the general benefit of the organizatio

4. It enhances conducive work environment: This isiecd when personnel
understand the importance of not only their taskabso that of others and why they
have to work together to achieve success. Cooidmansures harmony, thereby
enhancing conducive work environment.

4.0CONCLUSION

This unit concluded that for an agricultural orgation to be successful, directing and
control should be done, especially for lower leaticers that will need to know what to do
and how to do it. For effective directing, a marragresupervisor must have leadership skills
that will enhance its ability to perform to tasklsd, managers must determine the target
performance, clarify the use of sanctions and Bet# performance level expected from
workers for proper directing.

This unit emphasized that coordination is seen ragitutionalized cooperation. i.e
cooperation systematized by defined roles and pioes for the avoidance of conflicting
decisions and for joint planning. It also ensutes important duties interrelating various
units and parts are properly synchronized to aehtée set goals. Coordination prevents
waste of time and resources, prevents conflicteécision-making and enhances condusive
work environment.

5.0 SUMMARY

In this unit you have learnt that:
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1. Directing is supervising or leading workers to aoptish the goals of an organization.

2. Managers or directors should interpret organizatigolicies, inform workers of how
well they are performing and assist them to cattyassignment when there is need for
it.



3. Certain processes should be followed for the mdieteind directing to be achieved.

4. Describing coordination is important in agricultueatension work.

5. Reasons for coordination needs to be understoadrinultural extension work
6.0TUTOR-MARKED ASSIGNMENT (TMA)

1. Explain directing.

2. Describe the processes involved in directing.

3. Explain Coordination

4. Why is coordination necessary in agricultural esten?
7.0REFERENCES/FURTHER READINGS

Ogunbameru, B. O. (2004Qrganizational Dynamicdpadan, Spectrum Books Ltd. Ibadan, p.
577

Newman, W. H (1976)The Techniques of Organization and Management: Adimative
Action.USA,; Prentice-Hall Inc. NJ, p. 486

Williams, S. K. T (1978)Rural Development in Nigeridle Ife, University of Ife Press, p 98 -
104

Akinsorotan, A. O (2007)Elements of Agricultural Extension Administratidbadan, Bounty
Press Ltd. Ibadan. 142pp

82



Unit 2 BUDGETING AND REPORTING
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1.0INTRODUCTION

Budgeting is a process of fiscal planning that seduin the coordination of organizations. It
includes personal requirements of staff, the opmral costs as well as the time needs of
extension organizations. Budgeting helps in praghcas it specifies the needs and how they are
to be appropriated in organizations in order toieah efficiency and effectiveness in the
business of managing extension organizations.

2.00BJECTIVES
At the end of this unit you should be able to
» Explain budgeting
» State the need for budgeting
» Explain reporting procedures
3.0 MAIN BODY

This involves the whole process of fiscal planningthe extension service, including the
determination of financial releases, financial appiation etc. It includes all activities of the
manager in which he/she requests and account foreynoequired for the operation of the
extension service. It includes an explicit elabiora of previous commitment as well as
systematic prediction of future financial needs. sublly, budgeting includes personnel
requirements such as personal emoluments (satggjational costs as well as time needs.
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3.1 Need for budgeting
Budgeting serves a number of purposes, some ofwhatude the following:

1. Prediction and anticipation: Budgeting helps todpeand anticipate the financial
and time needs of the organization. This helpstgd a direction for the organization
by determining what is available and what has tanbéilized in resources in order to
achieve the goals of the organization.

2. Provides a reflection of actual times for each leé¢ activities covered: The time
required for the achievement of responsibilitieBnportant as it determines the time
frame for goals that are to be achieved.

3. It provides a basis for controlling the purse, anthis context, sometimes, forms the
basis for coordination: Budgeting assists to cdritre purse of the organization and
thereby assist to achieve effective coordinationlihs, 1978).

4. It provides a basis for accountability: Accountdpilis an important virtue in
achieving success by organizations. Budgeting helfie accountable as it specifies
what resources have to be expended and how they beeexpended.

5. It is a management tool because it helps in orgagiizscal and financial officers and
their duties in ensuring prudent management ofgund agric extension, budgets are
usually of one year duration.

3.2 REPORTING

This is keeping those to whom the administratoegponsible informed as to what is going on,
and thus includes keeping himself and his subotdimformed through records, research and
inspection. Reporting involves documentation ofgoess recorded based on feedbacks from
monitoring. Reporting is done to track progressadsedback tool, for buy-in of stakeholders,
for corrective measures and for planning purpos&sporting is thus done for planning,
monitoring, control, corrective inputs and as pnmgéve measures. Reporting should be done as
at when required. Every untimely report is potdhtiaseless. Some reports might present the
actual solution to solve a project problem (Newnt8¥6). Other reports may record historical
information that will be useful to assist in fututecision making.

3.3  Steps in reporting
Reporting is done by considering the following gsin

1. Determine the scope of the report: The scope @part determines the ramifications it
will take. It is therefore important that the scopka report to be prepared before
machinery is set in motion towards its preparation.

2. Consider the audience; The audience for whom artrépdo be written determine the
language style and depth of the report. In agucaltextension work, a report that is to
be made available to farmers is not expected tasbéetailed as tha one that is prepared
for extension managers.
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3. Gather your information: Information gathering isry important in report writing. A
report must give good background for the issuescases that are being reported. The
depth of the information that is gathered paints picture of the problem that is being
addressed (Ogunbameru, 2004).

4. Analyse your information; Analysis of the infornati gathered gives light to how good
the reporting will be. It is therefore a good infation analysis that can lead to good
reporting. The extent to which the information ga#d is analysed in extension work
determines the ability to which solutions are peoétl to identified problems.

5. Determine the solution: The acceptable solutiont mave to be obtained from the
available alternatives derived from information lgges. The issue of priority setting in
the face of available alternatives must theref@erednsidered in good reporting.

6. Organise your report: Organisation is an import@d in good reporting. The well
articulated ideas are in a report determines hoWitweill be received and the extent to
which such report can serve useful purpose.

3.4 Clues for good report writing

A good report writing must provide identifying imfoation as well as define the project or

problem in form of the purpose of the report. loskl give the background and the

supporting data. The conclusions and recommendatiarst be stated in manner that makes
it derivable from the body of the report. The hegdi must be descriptive, parallel and

ensure good transition. Such reports should beratx@and objective. Materials should be
presented free from personal feelings or prejudisesure use of impersonal style to avoid
weakening the objectivity of reporting (Akinsorot@2®07).

4.0 CONCLUSION

This unit explains that budgeting is a fiscal plagnwhich entails determination of financial
releases and appropriations. It is all activitiethe manager in which he request and account
for money required for the operations of extenssemvices. Budgeting is necessary for
prediction/anticipation of future financial needslaasis for accountability.

5.0 SUMMARY
In this unit, you have learnt that
1. Describe Budgeting
2. State the need for budgeting
6.0 TUTOR-MARKED ASSIGNMENT (TMA)
1. What is Budgeting?
2. Discuss the need for budgeting.
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Module 8: PROBLEMS CONFRONTING AN EXTENSION PERSONNEL MANAGER
(SUPERVISION AND CONTROL)

Unit 1-Supervision

Unit 2-Control

Unit 3-Managerial Skills

Unit 1 SUPERVISION
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1.0 INTRODUCTION

Supervisionnvolves working with a group of people over whoutherity is exercised in such a
way as to achieve their greatest combined effentise. The extent to which supervision is
effectively done determines the success of thensida organization. It is thus important that
the role of the supervisor is understood so thatlitbe easy to perform such role. The principles
guiding supervision has to be handy for one to theceve and efficient in supervision. A
supervisor thus needs to master the art as supsrvisthe art of management.

2.0 OBJECTIVES

At the end of this unit you should be able to
» Describe the concept of supervision in agricultesdension.
» Discuss the role of a supervisor

* Identify the basic principles that guides Supeonsi
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3.0 MAIN BODY
3.1 Concept of supervision

Supervision is the all-embracing concept that toggether the basic principles of management
and administration. Each step in the processesministration requires supervision to succeed.
Supervision may be described as the art of workiitly a group of people over whom authority
is exercised in such a way as to achieve theirtgge@ombined effectiveness in getting work
done. The key words in that description include ¢bncept of authority, combine effectiveness
and coordination. It is an art because differeipesvisors perform differently in different work
environment. However, as an activity, it involvde provision of administrative leadership,
guidance and the delegation of authority neces&aryhe satisfactory accomplishment of the
agency’s goal and employee objectives. Therefois,the activity that helps the individual to
achieve his individual objective as well as thokthe organization. Most supervisors, therefore,
tend to be work oriented by being nice to individeiaployees and ministering to their welfare
in getting them to perform effectively on the joBome other supervisors are more job oriented,
and consequently are more interested in gettindkwlone and caring less about the workers’
feelings. The successful supervisor must fuse lbbibctives i.e. being both worker and job
oriented (Akinsorotan, 2007).

3.2 Role of the Supervisar In most work environments, particularly in thaension service,
the roles of the supervisor are to ensure that weodccomplished, instructions carried out and
directives implemented in accordance with spedifics. His task ranges from that of
monitoring and evaluating performance, to humaati@hs, as well as providing support for his
subordinates to implement the tasks of their varil descriptions. Much more specifically,
the role of the supervisor includes the following;

1. The coordination of extension personnel and workifferent locations at different
levels within a given area.
2. Providing information and communication links beénestaff that he supervises and

managers, ensuring that directives and instructemesclear, well understood and
capable of being implemented.

3. Provision of administrative and logistic supporetdension personnel at lower levels
of the organisation. Administrative support implidse idea of making decision
within the administration to suit the realities lofver staff position as away of
shielding them and getting their confidence. Lbgisupport on the other hand
includes those material facilities and equipmeat thakes the extension personnel’s
job much more pleasant and easier.

4. Interpreting programme and project policies atititermediate level and providing
information for policy formulation at the managermiavel.
5. Monitoring and appraising productivity and or penfiance of programmes, projects

and the extension personnel/workers.

Planning staff development and training

Ensuring good work environment conducive to expettgels of performance
Applying sanctions, rewards and punishment wheoessary to ensure performance
and compliance, in accordance with agreed standbielsman, 1976).

© N
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In order for the extension supervisors to perfonese roles, they need to learn and acquire
specific competencies, skills and abilities in t@chl agriculture, human relations and
conceptual content, that is, ability to look at lgeons and think out solutions, i.e. seeing
beyond one’s nose.

3.3 Basic Principles of Supervision

Supervision is a complex activity, usually not ss\yeto undertake. Therefore, its success is
determined by a number of factors, often timesrreteto as principles. Supervision is
undertaken in the extension system as a purposefidity which proceeds by giving a clear
conception of what has to be done and prescribesihoan best be achieved. Effectiveness
within the extension service is ensured only thiotlge application of some basic principles of
supervision. These include:

1. That supervision is more effective when all extengpersonnel in the service have a
clear understanding of the purpose of supervieibmhat his job consist of, and what
level of performance is acceptable. This implieat tevery level of the extension
service has some measure of supervisory respdhsibil

2. Supervision is more effective when the supervisas the authority to carry out his
responsibility on the job. This delegated autlyoist more effective when exercised
in a democratic manner and autocratically only wihensituation demands.

3. Supervision is more effective when it is basedlenunderstanding and acceptance of
cooperation through shared ideas, efforts and eqpaes of all members of staff.
4. Supervision is more effective when the supervisaelf confident, shows enthusiasm

and takes initiative in directing the efforts ofhets in striving towards the
achievement of the extension service objectives.

5. Effectiveness of the supervisor is enhanced whérswgdervisors have common
insights, understanding and willingly accept a tereonk approach and collaboration.
6. Supervision is more effective when the supervismognizes individual differences

in extension workers’ personality as well as cajggband go on to assist them in
recognizing same and helping them to make deshadges.

7. Supervision is more effective when it provides feative thinking and self
expression of those being supervised.

8. Effective supervision requires creative criticisippoor work and recognition of good
work (Ogunbameru, 2004).

9. Supervision is more effective when extension wakae given opportunity to show

that they can accept greater responsibility.
10.  Effective supervision is related to the degree hictv a supervisor can develop in the
supervisee a spirit of loyalty to the organizataswell as to fellow workers.

3.4 Elements and processes of supervision

The concept of supervision is associated with neiddVel management task. The essential

processes in enacting their role include:

1. Planning: This involves planning for self developmeand development of the
subordinates. It should be used by extension masagesnsure that achieving the goals
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of the organization is at the will of managers aheéir subordinates. Manpower

development therefore becomes very important teegaeleffective supervision. It is only

when everyone possess the competence to disctrgesponsibilities assigned to them
that the goals can be achieved.

2. Organising: Supervision is effective when there poper use of time and the
understanding of responsibilities. There must tloeee be good organization for the
management role of supervision to be effectivedjized.

3. Controlling: This helps to ensure that the jobamel as planned. Good control facilitates
supervision as it clearly states the reward foola well done. Controlling is thus an
important element of supervision as it helps taiemstrict adherence to assigned tasks.

4. Communication: This involves the sharing of ideasw the goals and specific tasks
earmarked for the attainment of the goals of thiereston organization. It is effective
when there is mutual understanding of the messhge is communicated by both
extension managers and their subordinates. Thers therefore be convergence in
meaning by al role players for there to be effectommunication. Any breakdown in
communication will adversely affect the organizatitegatively as the goals may not be
achieved.

5. Assigning responsibilities and delegating dutieaties and responsibilities must be
assigned while there must be effective delegatfaiuties for supervision to be effective.
Delegation should also be made with authority fer goals of the extension organization
to be achieved.

6. Self appraisal and accepting responsibilities forkndone: The extension manager must
do self appraisal in supervision. There must aksthie grace to accept responsibilities so
that there will be cohesion in role performancel(f@ms, 1978).

In extension services, the function of the extamsopervisors should include induction of

new workers into the service. It should also ineltichining of extension workers on the job,

especially on the normal routine operations anddstalds on the what, how and when to do
basic things. Supervisors should train extensiomkers on how to secure and develop
leaders, contact extension officers and train tlanérs to multiply the effort of field
extension officers. They should assist extensiorkers in modifying and improving known
extension teaching methods. They assist extenswkens and farmers by coordinating their
duties with those of subject matter specialists $SMand other extension personnel.

Supervisors must assist extension workers to deterrprogress and accomplishment

through evaluation.

3.5 Conditions necessary for effective supervision

For supervision to be effective in extension seryvigdereti et al (2008) indicated that the

following conditions are necessary:

1. There must be clear understanding of the objecting role of a supervisor in the
organization

2. A supervisor should have the authority to carry bigt responsibilities or functions.
Supervision without authority will not achieve tHesired result. It will at best result in
the similitude of a toothless bulldog.



4.

Cooperative shared ideas, experiences and effatweln the supervisor and the
supervisee is essential for effective supervisidms can be achieved through effective
communication.

A supervisor and his team must have a common ihsiglb understanding of the
objectives and goals, and willingly accept the teork pattern to supervision.
Supervision is enhanced where there is adequateateand horizontal communication
between the supervisor and his supervisee.

Opportunity to practice the task for which one &nlg supervised enhances supervisory
activities.

Effective supervision is related to the degree tactv the supervisor has specialized
knowledge, skill and understanding to perform thgous supervisory functions.
Supervision is more effective when it provides torcomprehensive and systematic
evaluation of the extension organisation’s prograsand personnel.

4.0CONCLUSION

Supervision involves the provision of administratieadership, guidance and the delegation
of authority necessary for the satisfactory accashpient of organizational and employees
goals. A good supervisor must ensure coordinatibextension personnel and work in
different locations at different levels in an ar@éan staff training and development and
ensure that work environment is conducive. For sssful supervision, principles of
supervision must be well followed.

5.0SSUMMARY
In this unit you have learnt that

1.

Supervision may be described as the art of worlitly a group of people over whom
authority is exercised in such a way as to achikea greatest combined effectiveness in
getting work done.

Supervision is more effective when extension waslae given opportunity to show that
they can accept greater responsibility.

One of the roles of a supervisor is to ensure Wark is accomplished, instructions
carried out and directives implemented in accordamith specifications.

6.0TUTOR-MARKED ASSIGNMENT (TMA)

1. Discuss the roles of a good supervisor.

2. For effective supervision in extension servicesme principles need to be followed.
Explain five.

3. Describe what supervision entails.
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1.0 INTRODUCTION

Control involves the measurement and correctiothefperformance of subordinates. It is used
in agricultural extension services to obtain thstlfieom the performance of such subordinates. It
involves setting standards and monitoring perforceaiControl can either be budgetary or non-
budgetary. Effective control implies that some basiinciples must be adhered to in order to
achieve the goals of the organization. If contsohot effective, the resources committed to the
organization can not be guaranteed to give theinedjuesult.

2.0 OBJECTIVES

At the end of this unit you should be able to:
» Explain the concept of control in agricultural end®n services.
» Explain what control involves
» Discuss the two types of control.

» |dentify the principles of effective control
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3.0 MAIN BODY
3.1 The concept of control

Control is the measurement and correction of thiopeance of subordinates to make sure that
the objective of the enterprise and the plans @evie attain them are accomplished efficiently
and economically.

Control involves

1. Setting standards

2. Measuring performance against standards
3. Feedback of result

4. Correcting deviations from standard

The controlling function involves the evaluation agftivities that managers must perform. It is

the process of determining if the company's goadsabjectives are being met. This process also
includes correcting situations in which the goaisl @bjectives are not being met. There are
several activities that are a part of the contnglfiunction.

Managers must first set standards of performancevtirkers. These standards are levels of
performance that should be met. For example, inntleelular home assembly process, the
standard might be to have a home completed in eiginking days as it moves through the
construction line. This is a standard that mushtbe communicated to managers who are
supervising workers, and then to the workers sp kinew what is expected of them.

After the standards have been set and communidaiedhe manager's responsibility to monitor
performance to see that the standards are beinglittbe manager watches the homes move
through the construction process and sees thaltestten days, something must be done about it.
The standards that have been set are not beingmtéis example, it should be relatively easy
for managers to determine where the delays arerieguOnce the problems are analyzed and
compared to expectations, then something must be ¢ correct the results. Normally, the
managers would take corrective action by workinghwihe employees who were causing the
delays. There could be many reasons for the deRgihaps it isn't the fault of the workers but
instead is due to inadequate equipment or an iegrif number of workers. Whatever the
problem, corrective action should be taken.

Standards are an expression of planning goals aydoe of many kinds, including physical
(numbers produced) and monetary. Some goals caasdy be expressed in quantitative form,
such as morale of a group, and may be measuredroalgualitative manner.

The more jobs move away from the assembly lines, ntfore difficult and more important,
becomes their control.
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3.2 Types of control

1. Budgetary control, stated in financial and non fficial terms

The importance of budgets and fiscal control steomfthe fact that human and physical
resources cannot be utilized without funds, ther@ong, spending and records of the
materials produced. Budgeting is concerned witlipten and projection of what is likely
to happen financially in an organization. Operatimgigets include sales, production and
control which is thought of as a plan or forecalsthe ‘profit objective of the extension
organisation’s operations. A budget is a formulaid plans of income and expenditure for a
given future period, expressed in quantitative apdlitative terms. Financial budgets
include capital and expenditure budgets. It invela#ocation of resources for the running of
the establishment. The budget converts to monéganys, the time of the people, equipment
and facilities needed to to get the job done.

2. Non-budgetary control: This involves allocationwfits of production such as litres of
milk, meters of cloth to be produced and so on. -NHodgetary control is the process of
appropriating resources in the organization. Iregtension organization, the way teaching
materials and communication documents are appedicthe non-budgetary control. How
well the materials are appropriated determines @l the goals of the organization are
achieved (Williams, 1978; Ogunbameru, 2004; Akiosam, 2007).

3.3 Principles of effective Control

Effective control implies those that obey the fallng principles:
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1. Control must be set according to the nature ofdbeto be performed. The job to be
performed would determine the control as the cémerquired for a small extension
organization will differ from that of a large orgaation. Thus, tertiary service
organizations will require more complex controlrtf@imary organizations.

2. Deviation should be reported immediately: This aadies that deviations discovered
in the course of project monitoring should be régbrimmediately for effective
control and necessary adjustments.

3. Control must conform to the pattern of the orgatmwa The pattern of the
organization should dictate the type and level aitml to be utilized. Any control
that does not conform to the pattern of the orgeion that is being controlled will
not achieve the goals of the endeavour.

4. Control should show exceptions at selected poifdisere should always be
exceptions to rules and such exceptions must bifigel and specified by the type
of control put in place. Also, the points at whitte exceptions will hold must be
clearly specified (Newman, 1976).

5. Control should be flexible and economical in operatFlexibility must be built into
the control process to take care of changing sitnstas well as other contingencies.
The flexibility must be in terms of economy and @i®ns. The flexibility ensures
that changes in situations will not derail the cohprocess.



6. Control should be simple to understand and shadttate corrective action: A good
control is never complex. It must be simple to lftate comprehension by all. This
will help all the stakeholders, including the mamag and supervisees to fall
effectively into the control mechanism. There mato be corrective action for
discrepancies identified in order to make the aintreasures implementable.

4.0CONCLUSION
This unit stressed the importance of setting statedaf performance for workers which
must be monitored by the manager to make sure theat are met. Control is the
measurement and correction of the performance lobrsinates to make sure that the
objective of the enterprise and the plans devisedattain them are accomplished
efficiently and economically. Also, control must et according to the nature of the job
and must conform to the pattern of the organization

5.0SSUMMARY
In this unit you have learnt that
1. Control is necessary so as to be able to acesimible objective of an organization.
2. Some basic principles like, having control tisasimple to understand and economical in
operation need to be followed for effective contmbe actualized.
3. Control involves setting standards, measuringop@ance against standards, feedback of
result and correcting deviations from standard.

6.0 TUTOR-MARKED ASSIGNMENT (TMA)

1. Enumerate the principles of effective control.

2. Explain why control is necessary in an agriqaltextension establishment.
3. Mention the two types of control
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Unit 3 MANAGERIAL SKILLS
CONTENT

1.0 Introduction
2.0 Objectives
3.0 Main Body
3.1 Communication skills
3.2 Listening habits
3.3 Report writing skills
3.4 Human skills
3.5 Computer skills
3.6 Time management skills
3.7 Technical skills

4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
Managerial skills are skills expected to be possds/ a successful manager. Such skills must
include communication, listening, report writingjrhan, time management and technical skills.
It is desirable that a good extension manager rpassess thse skills in order to be able to
achieve meaningful results in executing the godishe organization. The success of an
extension manager is thus the extent to which tek#ls can be executed in the contemporary
world.
2.0 OBJECTIVES
At the end of this unit you should be able to

* Explain different skills that an effective managaust possess.
3.0 MAIN BODY
3.1 Managerial skills required in an organisation
To be an effective manager, it is necessary togssssiany skills. Not all managers have all the

skills that would make them the most effective nggmaAs technology advances and grows, the
skills that are needed by managers are constanfigging. Different levels of management in
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the organizational structure also require differgmes of management skills (Akinsorotan,
2007). Generally, however, managers need to hawemcmication skills, human skKills,
computer skills, time-management skills, and tecalrskills.

98

3.1 Communication Skills: Communication skills fall into the broad categer@ oral and
written skills, both of which managers use in malifferent ways. It is necessary for a
manager to orally explain processes and give dine¢d workers. It is also necessary for
managers to give verbal praise to workers. Manageesalso expected to conduct
meetings and give talks to groups of people.

3.2Listening habit: An important part of the oral communication procésdistening.
Managers are expected to listen to their superviand to their workers. A manager
must hear recommendations and complaints on aaetalsis and must be willing to
follow through on what is heard. A manager who ddedisten is not a good
communicator (Ogunbameru, 2004).

3.3Report writing skills: Managers are also expected to write reportgrgtinemos, and
policy statements. All of these must be writtensich a way that the recipient can
interpret and understand what is being said. Tlgama that managers must write clearly
and concisely. Good writing requires good grammad aomposition skills. This is
something that can be learned by those aspiriagtt@anagement position.

3.4Human Skills: Relating to other people is vital in order to bgomd manager. Workers
come in about every temperament that can be imdglhtakes a manager with the right
human skills to manage this variety of workers @fesly. Diversity in the workplace is
commonplace. The manager must understand diffeensonality types and cultures to
be able to supervise these workers. Human skilieatabe learned in a classroom; they
are best learned by working with people. Gaininguaderstanding of personality types
can be learned from books, but practice in dealifily diverse groups is the most
meaningful preparation.

3.5Computer Skills: Technology changes so rapidly that it is oftefialift to keep up with
the changes. It is necessary for managers to rawpuwter skills in order to keep up with
these rapid changes. Many of the processes that atoffices, manufacturing plants,
warehouses, and other work environments dependoomputers and thus necessitate
managers and workers who can skillfully use thénetogy. Although computers can
cause headaches, at the same time they have saupiifany of the tasks that are
performed in the workplace (Williams, 1978).

3.6 Time-Management Skills: Because the typical manager is a very busy per$as,
important that time be managed effectively. Thiguiees an understanding of how to
allocate time to different projects and activiti@smanager's time is often interrupted by
telephone calls, problems with workers, meetingfsers who just want to visit, and other
seemingly uncontrollable factors. It is up to tharmager to learn how to manage time so
that work can be completed most efficiently. Goadetmanagement skills can be
learned, but managers must be willing to prioritizetivities, delegate, deal with
interruptions, organize work, and perform othesdbat will make them better managers.

3.7 Technical Skills: Technical skills are more closely related to #eks that are performed
by workers and are different from computer skiks.manager must know what the
workers who are being supervised are doing on tbbg or it will be difficult for him to



provide assistance to them. For example, a mandgeis supervising accountants needs
to know the accounting processes; a manager whgpiervising a machinist or machine
operator must know how to operate the equipmernt; aamanager who supervises the
construction of a home must know the sequence @fabipns and how to perform them.

4.0 CONCLUSION

It is pertinent for an effective manager to haveesal skills that will help him to discharge
his duties efficiently. A good manager must be ableelate well with all his workers and
subordinates as human skills can be developed kyd gaterpersonal relationship.
Allocating time for different activities and tasissthe responsibility of a good manager that
desires to have results for his endeavours.

5.0 SUMMARY
In this unit you have learnt that

1. Different levels of management in the organizati@teucture require different types of
management skills.

2. The manager must understand different personajipgst and cultures to be able to
supervise his workers and subordinates

3. Managing time effectively will go a long way to nethe manager more productive.

4. It is necessary for managers to have computersskiliorder to keep up with the rapid
changes happening in the world.

6.0 TUTOR-MARKED ASSIGNMENT (TMA)

1. State the relevance of computer skills in agricalttmanagement
2. Explain any five managerial skills you have learnt.
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Module 9: DUTIES OR TASKS OF A PERSONNEL MANAGER
Unit 1-Tasks of a Personnel Manager

Unit 2-Principles of Bureaucracy and Organisation

Unit 3-Characteristics of Bureaucracy

Unit 1 Tasks of a Personnel Manager
CONTENT

1.0Introduction

2.00bjectives

3.0Main Body

3.1 Principles guiding the task of a personnel rgana
4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment (TMA)

7.0 References/Further Readings

1.0INTRODUCTION

The tasks of a personnel manager include divisibrwork, authority and responsibility,
discipline, ensuring unity of command and directisnbordination of individual interest as well
as remunerating the staff of the organization gppately. These tasks will not only have to be
performed but be seen to be performed in ordethi®@rorganization to achieve its set aims and
objectives.

2.0 OBJECTIVES
At the end of this unit you should be able to

» Discuss the principles guiding the task of a pemebmanager
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3.0 MAIN BODY

The duties or tasks of a personnel manager areafadtal. These tasks serve as
guidelines for decisions and actions of manageheyTare derived through observation and
analysis of events which managers have to facectimahpractice. The principles include the
following:

1.1 Division of Work -

The specialization of the workforce, creating spegbersonal and professional development
within the labour force and therefore increasingdpictivity; leads to specialization which
increases the efficiency of labour. By separatingmall part of work, the workers’ speed and
accuracy in its performance increases. This priaap applicable to both technical as well as
managerial work and is therefore desirable in eesttgnsion organization (Ogunbameru, 2004;
Akinsorotan, 2007).

1.2 Authority and Responsibility-

The issue of command is followed by responsibiitytheir consequences. Authority means the
right of a superior to give order to his subordasatwhile responsibility means obligation for

performance. This principle suggests that there trmhes parity between authority and

responsibility. They are co-existent and go togethed are two sides of the same coin.

1.3.Discipline-

Discipline refers to obedience, proper conductiation to others, respect of authority, etc. It is
essential for the smooth functioning of all orgatians. This is because discipline is the soul of
any organization, including extension organizations

1.4.Ensuring Unity of Command -

This principle states that every subordinate shoet@ive orders and be accountable to one and
only one superior. If an employee receives ordessifmore than one superior, it is likely to
create confusion and conflict. Unity of Commandbatsakes it easier to fix responsibility for
mistakes. It is important in extension organizadido ensure efficient delivery of extension
services.

1.5.Unity of Direction -
All those working in the same line of activity mustderstand and pursue the same objectives.
All related activities should be put under one groand there should be one plan of action for

them. They should also be under the control of ma@ager. It seeks to ensure unity of action,
focusing of efforts and coordination of strengtlexiension services.
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1.6.Subordination of Individual Interest

The management must put aside personal considesadod put company objectives first.
Therefore, the interests of goals of the orgarratnust prevail over the personal interests of
individuals. That is only when the objectives oegvextension organization can be effectively
achieved since it is a highly social endeavor.

1.7.Remuneration -

Workers must be paid sufficiently as this is a thmetivation of employees and therefore
greatly influences productivity. The quantum andhuds of remuneration payable should be
fair, reasonable and rewarding of effort put irite brganization. In extension organizations, this
should include reimbursement for mobility.

1.8.The Degree of Centralization -

The amount of power wielded by the central managéndepends on company size.
Centralization implies the concentration of deasioaking authority at the top management.
Sharing of authority with lower levels is calledcdatralization. The organization should strive
to achieve a proper balance for effective extendaivery.

1.9.Scalar Chain -

Scalar Chain refers to the chain of superiors rapd@iom top management to the lowest rank.
The principle suggests that there should be a Gleaof authority from top to bottom linking all
managers at all levels. It is considered a chairoaimand.

1.10.Order —

Social order ensures the fluid operation of an wimgion through authoritative procedure.
Material order ensures safety and efficiency inwwekplace. Hence, social and material order
must be maintained in every good extension orgéniza

1.11.Equity -

Employees must be treated kindly, and justice niestenacted to ensure a just workplace.
Managers should be fair and impartial when dealith employees. An environment of fairness
goes a long way to entrench job security.

1.12.Stability of Tenure of Personnel -

The period of service should not be too short andleyees should not be moved from positions

frequently. An employee cannot render useful sernifche is removed before he becomes
accustomed to the work assigned to him. This isomamt in extension work as clienteles get
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used to their field extension personnel and willeldo take instructions from him. Frequent
movement disrupts the equilibrium.

1.13.Initiative -

Using the initiative of employees can add strerggiti new ideas to an organization. Initiative on
the part of employees is a source of strengthHerdrganization because it provides new and
better ideas. Employees are likely to take graaterest in the functioning of the organization if
their initiatives are recognized (Newman, 1976;|\hs, 1978).

1.14.Esprit de Corps -

This refers to the need of managers to ensure enelap morale in the workplace; individually
and communally. Team spirit helps develop an atimexs of mutual trust and understanding.
These can be used to initiate and aid the procesfselsange, organization, decision making,
skill management and the overall view of the managg@ function.

Fayol also divided the management function inte #ey roles:

« To organise

+ To plan and forecast (Prevoyance)
« To command

« To control

« To coordinate

4.0CONCLUSION

Tasks of a personnel manager are fundamental toeatgblishment and they serve as
guidelines for decisions and actions of managers.eAvironment of fairness and equity
must be encouraged in an organization. Also, theciple of scalar chain should be adopted
which suggest that there should be a clear lireutifiority from the top to bottom linking all
managers at all levels.

5.0 SUMMARY
In this unit you should have learnt that
1. Authority means the right of a superior to giveerdlo his subordinates; while
responsibility means obligation for performance.
2. Discipline is the soul of any organization, inclugliextension organizations.
3

. Employees are likely to take greater interest eftinctioning of the organization
if their initiatives are recognized.
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6.0TUTOR-MARKED ASSIGNMENT (TMA)

1. What is the importance of unity of command in agjtioral extension organizations?
2. Describe ten principles guiding the task of a pengb manager.

7.0 REFERENCES/FURTHER READINGS
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Unit 2 PRINCIPLES AND CHARACTERISTICS OF BUREAUCRACY &
ORGANIZATION

CONTENT

1.0 Introduction

2.0 Objectives

3.0 Main Body

3.1 Organisation/Bureaucracy

3.2 Types of domination in bureaucracy
4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment (TMA)
7.0 References/Further Readings
1.0 INTRODUCTION

Bureaucracy is seen as “red tape” and inefficierasy experienced in large organizations.
However, as a sociological concept, bureaucracgrsefo a type of formal organization or
administrative apparatus based upon rational piesibacked up by legal sanctions and existing
in a legal framework. Domination in bureaucracy ocaither be charismatic, traditional,
patrimonial, feudal or legal.

Bureaucracy has some characteristics which hasotovith division of labour, authority
structure, as well as position and role of indi@dmembers in the organization. These have to
be effectively coordinated in order to achieve negiial impact in an extension organization. It
is therefore expedient that these are understoatdar to achieve organizational growth and
development.

2.0 OBJECTIVES

At the end of this unit you should be able to
» Explain formal organization and bureaucracy
» Discuss types of domination in bureaucracy

» Explain the main features of bureaucracy
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3.0 MAIN BODY
3.1 Organization/bureaucracy

A formal organization is a social unit that isaddished in a more or less deliberate manner for
the attainment of a specific goal. This is in cast to some social units such as friendship
groups or neighborhood clubs that seem to emergesipontaneous and unplanned manner. |t
may also be defined as system of coordinated #esviof a group of people working
cooperatively towards a common goal under authaitgl leadership. The purposive design
(planned efforts) and goal specificity inherenthioth definitions are two crucial criteria for
differentiating formal organizations (e.g. MANR, Wersities, the ADPs, Trade Unions,
Political parties etc.) from other social groupings

Bureaucracy in everyday usage connotes “red tapd”imefficiency as experienced in large
organizations. However, as a sociological concepteaucracy has a less pressurative or
derogatory, and a more neutral meaning. It retersa type of formal organization or
administrative apparatus. A rational legal bureacy is based upon rational principles backed
up by legal sanctions and existing in a legal framoré.

As conceptualized by Max Weber, bureaucracy is aseone of three types of domination.
Generally, there are three types of domination dhasedifferent systems of belief that legitimate
the exercise of power and the resultant adminiggapparatus.

3.2Types of domination

3.2.1 Charismatic domination — under this type of domination, the leader isdveld to have

special qualities or “gifts” that form the basis 6 domination or authority over a set of

people. Therefore, the belief in these qualitiggtimizes power in the charismatic type of
domination.

3.2.2 Traditional types of domination - basis of legitimization of the traditional tysethe

belief in the sacredness of tradition, respectterold and established ways of doing things.

The traditional ruler commands domination by virtfehis inherited status. His orders are

personal, but bound by custom. Subjects obey hitrobrespect for his traditional status or

royalty. When this domination is exercised overesal people, two types of administrative

apparatus may emerge i.e.
3.2.2.1 Patrimonial administration: Here, the officials are the rulers’ personal
servants, relatives or favourites. They depencherrdler for remunerations.
3.2.2.2 Feudal administration The officials here are not personal servants or
dependants, but they are allies and take oath ladilodp to the ruler. This kind of
arrangement is contractual. However, the alliegehtneir own jurisdiction and
administrative domain (Olubadan and Baales). Tdwyot depend on the ruler for
remunerations.

3.2.3 Legal Type of Domination: This is not based on possession of special tipglor
inherited status. It is based on the belief inrightness of law. The ruled obey the
ruler because he occupies the position by follovaadain rules agreed upon by both
the ruled and the ruler. The typical administratapparatus in this set up is referred
to as bureaucracy.
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3.3 Features of bureaucracy

From the previous discussion, it is obvious that @b organizations are bureaucratic. Max
Weber points out that there are four main issués kgspect to bureaucracy, that is:

1. Division of labour

2. Authority structure

3. Position and role of the individual member

4. Roles that regulate the relations between orgdoimmand organization members.

Though several features have been attributed teaoigratic organizations, some of the main
features are:

3.3.1 Division of Labour (specialization} A highly developed division of labour and
specialization is a paramount feature of bureaycrdgetailed and precise division,
definitions of duties and responsibilities are kpat for each office or position. This
way, a limited number of task is assigned to edfibeo(Akinsorotan, 2007).

3.4Impersonal Relationship Bureaucratic organizations have rational andeirspnal
relation or subordinate/super-ordinate relationshipoyalty is impersonal, that is, a
subordinate is loyal to his superior’'s positiont tmthe specific person who occupies
the position (Newman, 1976).

These two characteristics deal with the organipatiself. A look at the role and status of its
members reveal the following:

3.9

3.5Quialification: Recruitment into a bureaucracy is based on fbgualifications which
are used as necessary implications for the posses$iadequate technical knowledge
to meet the special demands of the job. Partisti@rconsiderations such as family
position or political affiliation are not prereqiéesfor recruitment.

3.6Promotion: This is based on elaborate system of senioniti/achievement.
3.7 Clear-cut separationbetween private and public spheres of the buretadife.
3.8 Documentation: All administrative acts, policies, roles are alwaysvriting.

Scalar principles. Bureaucracy has scalar principles, that is, cbatommand or hierarchy.
Bureaucracy is therefore a system of control basechtional rules. The rules are meant to
design and regulate the organization on the bdgechnical knowledge and with the aim of
achieving maximum efficiency. Bureaucratic adntii@ion may be described summarily in
this regard as an exercise of control on the bafsisiowledge. The general picture given
this far is that of an ideal type of bureaucradiyis ideal because the characteristics are not
found in concrete organizations in their extrenmren®described above.
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4.0 CONCLUSION

Formal organisation may be defined as system ofdboated activities of a group of people

working cooperatively towards a common goal undeharity and leadership. Bureaucracy
is a formal organisation based upon rational pplesi backed up by legal sanctions and
existing in a legal framework. Red tapism is alwaysnd alongside with bureaucracy with

rules and procedures guiding all form of activities

Bureaucracy is a system of control based on rdtiom@s and procedures but mostly its
characteristics are not found in most formal orgaimons. The main features of bureaucracy are
division of labour, authority structure, positiondarole of individual member and roles that
regulate the relations between organizations angbhnization members. Recruitment in
bureaucracy is based on sound moral and academlifications.

5.0 SUMMARY

In this unit you have learnt that
1. Bureaucracy occurs in most formal organizations.

2. Charismatic, traditional and legal are types of ohation which are based on different
systems of belief that legitimate the exercise @vgr and the resultant administrative
apparatus.

3. A formal organization is a social unit that is &itthed in a more or less deliberate
manner for the attainment of a specific goal.

4. Bureaucracy is based on formal rules and procedures

5. The main characteristics of bureaucracy are dimisod labour, authority structure,
impersonal relationship, formal rules and proceslused strict adherence to formal
instructions.

6.0 TUTOR-MARKED ASSIGNMENT (TMA)
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1. Explain Bureaucracy and its relevance in agricaltextension services.

2. Discuss types of domination as evident in bureanycra
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Module 10: EXPANSION OF PERSONNEL MANAGER
Unit 1 Key Components of Classical Organisational fleories

Unit 2 Management thought

UNIT 1 Key Components of Classical Organisational heories.
CONTENT

1.0 Introduction

2.0 Objectives

3.0 Main Body

3.1 Components of an organization
4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment (TMA)
7.0 References/Further Readings
1.0 INTRODUCTION

An organization has the scalar and functional mecef operation. The structure, line

organization, staff organization, span of contrad aivision of labour will have to be delineated

for it to achieve its set goals. This becomes eigmedas the way an organization is structured
determines the maximum level of performance itaemeve.

2.0 OBJECTIVES
At the end of this unit, you should be able to:
» Describe the components of organizational chart

» Explain the concept of centralization and deceizmibn in agricultural extension
services.

3.0 MAIN BODY
3.1 Components of organizational chart

From a classical perspective, an organization meemed with its design and structure, not with
the people. In this regard, reference is usuabylento the ever present organizational chart or
organogram.
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The four key components inherent in this perspectne:

1.1Scalar and functional process The division of labour is achieved by 2-procesdbkat
is, scalar and functional. Scalar process refethe hierarchy or chain of command of
the organization. Essentially, it has to do with amount of responsibility and authority
assigned to each person e.g ministry top level gemant i.e Commissioner, Director
General; middle level management - levels 10-120sé level supervisors (Agricultural
Officers and Agricultural Superintendents) - le8e& 9 ; frontline workers, Extension
Workers and Field Officers. Functional procesenmefto the specific job performed by
each employee in an organization e.g. in MANR; \meehtechnical staff, clerical staff,
finance staff, cleaners etc. In universities, wevehadministrative staff, cleaners,
academic staff, technicians etc (Akinsorotan, 2007)

1.2 Structure: Structure refers to the relationships and rohed exist in the organization.
The structure enables the organization to meebbjective effectively in an orderly
manner.

There are 2 types of structures in organizatidre, is, line organization and staff organization.

3.2.1: Theline organization deals with chains of command and the primary fioncof the
organization. It can be identified by looking la¢ torganizational chart. The primary function of
agricultural extension is to disseminate informatiand educate farmers. The university’s
primary function is to educate students and doarete while a supermarket sells objects.

3.2.2: The staff organizationis a supplement to the line function. It basicaltlvices and
services the line function. It is mostly admirasive in function (Ogunbameru, 2004).

1.3Span of Control This involves the number of persons superviséde span of control
refers to the number of employees a manager cante#ly supervise. As the number of
employees increases, the number of possible itaémeships increases geometrically.
Span of control influences the shape of an orgéiniza A wide span leads to a squat or
flat organization. A narrow span of control leads tall organization. Tall organizations
with multiple levels increase the number of orgatian channels and the possibility of
information distortion. Flat organizations on tbéher hand reduce the number of
channels messages have to go through but alsoa¢deaumber of face to face contact.
This might result to a situation of communicatioredoad on the manager.

1.4 Division of Labour: This refers to how the work of an organizatierdivided amongst
the available human resources.

3.2 The concept of centralization and decentralisain
Centralization is more likely in tall organizationghile decentralization may result for flat
organizations. In centralization of authority, f@eople are involved, so decision making may
be expedited. However, morale amongst workers neajolw. Decentralization however may
result in high morale as most employees are givenadpportunity to contribute to decision
making. The decision making process may be slogpasany individuals have to interact.

Agricultural extension management/administratiommsimportant aspect or a precondition for
agricultural development efforts because it catershe management of people and resources
for the achievement of the agricultural developmarjectives. It is perhaps for those reasons
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that the department of agricultural extension sewi sometimes referred to as the technical
services division of the Agricultural Developmenbjects is administered as separate entities
within the government. If any organization hasstceed, it must be properly administered,
managed and supervised. All modern organizatioesadsinistrative processes to accomplish
their goals. It is for these reasons that the staflynanagement of agricultural extension

personnel becomes important for the overall devetg of expertise.

1.0CONCLUSION

Scalar process refers to the hierarchy or chaircashmand of the organization while
functional process refers to the specific job penfed by each employee in an organization.
Structure in an organization helps in fulfillment set goals and objectives. The span of
control refers to the number of employees a manager effectively supervise which
control and influences the shape of an organizatiénwide span leads to a squat or flat
organization. A narrow span of control leads ttakh organization. It is crucial that in
agricultural extension organizations, adequate raxnolb employees should be allotted to a
supervisor or manager for effective administraao management.

2.0SUMMARY
In this unit you have learnt that
1. Structure refers to the relationships and rolesekist in the organization.

2. Division of labour refers to how the work of an angzation is divided amongst the
available human resources.

3. Scalar and functional processes has to do witlatheunt of responsibility and authority
assigned to each person in an organization.

3.0TUTOR-MARKED ASSIGNMENT (TMA)
1. Explain the importance of span and control in orgaional components.
2. Discuss scalar and functional processes in agui@llbrganizations.
3. Describe the components of organizational chautzsire.
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1.0 INTRODUCTION
The management thought that is utilized in an dmgdion is a function of the goals to be
achieved and the type of line of command to expldie management thought can be classical,
where organized methods are used in order to bhaiens to problems in the workplace. It can
also be behavioural where management is viewed &aucial and psychological perspective
rather than being mechanistic. Management thoughtatso be contemporary, where Systems
theorists believe that all parts of the organizatioust be related and that managers from each
part must work together for the benefit of the migation. The type of management theory used
is premised on the leaning of the managers of tlgamzation. Personnel management in
agricultural extension is thus an art and a se&enc
2.0 OBJECTIVES
At the end of this unit you should be able to

» Describe the theories of management from diffesehbols of thought.

* Understand the weakness of Classical thought thaight about behavioural

management thought.
» Explain the contemporary management thought
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3.0 MAIN BODY

There are many views of management, or schoolsasfagement thought, that have evolved
over the years. What follows is a brief discussidrsome of the theories of management that
have greatly affected how managers manage todayntéagneru, 2001).

3.1 Classical Thought:The classical school of management thought emetfyedighout the
late 1800s and early 1900s as a result of the tndLuRevolution. Since the beginning of time,
managers have needed to know how to perform thetiims discussed earlier. The Industrial
Revolution emphasized the importance of better mpament as organizations grew larger and
more complex. As industry developed, managers ladlevelop systems for controlling
inventory, production, scheduling, and human resegair It was the managers who emerged
during the Industrial Revolution, many who had lgaokinds in engineering, who discovered
that they needed organized methods in order toduhgtions to problems in the workplace.

Classical management theorists thought there wasvay to solve management problems in the
industrial organization. Generally, their theoreessumed that people could make logical and
rational decisions while trying to maximize perdogains from their work situations. The
classical school of management is based on séentdnagement which has its roots in Henri
Fayol's work in France and the ideas of Germanosmgist Max Weber. Scientific management
is a type of management that bases standards apts The facts are gathered by observation,
experimentation, or sound reasoning. In the UnBgates, scientific management was further
developed by individuals such as Charles Babba@82(11871), Frederick W. Taylor (1856—
1915), and Frank (1868-1924) and Lillian GilbretB{8-1972).

3.2 Behavioral Management Thoughtit was because the classical management theomsts

so machine-oriented that the behavioralists begadetvelop their thinking. The behavioral
managers began to view management from a social pagdhological perspective. These
managers were concerned about the well-being ofvthrkers and wanted them to be treated as
people, not as part of the machines (Ekpere, 1D88ama, O. P (1976)).

Some of the early behavioral theorists were RoBsven (1771-1858), a British industrialist
who was one of the first to promote managementuofidn resources in an organization; Hugo
Munsterberg(1863—-1916), the father of industriatchelogy; Walter Dill Scott (1869-1955),
who believed that managers need to improve worlatdudes and motivation in order to
increase productivity; and Mary Parker Follett (886933), who believed that a manager's
influence should come naturally from his or herwfexlge, skill, and leadership of others.

In the behavioral management period, there wasvahuelations movement. Advocates of the
human relations movement believed that if managecssed on employees rather than on
mechanistic production, then workers would beconmeensatisfied and thus more productive
laborers. Human relations management supported nibteon that managers should be
paternalistic and nurturing in order to build wagroups that could be productive and satisfied.
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The behavioral science movement was also an impopart of the behavioral management
school. Advocates of this movement stressed the fugescientific studies of the human element
of organizations. This model for management empkdsthe need for employees to grow and
develop in order to maintain a high level of sel$épect and remain productive workers. The
earliest advocates of the behavioral science momnenvere Abraham Maslow (1908-1970),

who developed Maslow's hierarchy of needs, and Rsud/icGregor (1906-1964), who

developed Theory X and Theory Y. These theoriesim@issed in depth in other units.

3.3 Contemporary Management Thought:In more recent years, new management thoughts
have emerged and influenced organizations. Onleesktis the socio-technical system. A system
is a set of complementary elements that functiora amit for a specific purpose. Systems
theorists believe that all parts of the organizatioust be related and that managers from each
part must work together for the benefit of the oigation. Because of this relationship, what
happens in one part of the organization influerases affects other parts of the organization.

Another contemporary approach to managing involeestingency theories. This approach

states that the manager should use the techniqust/les that are most appropriate for the
situation and the people involved. For example,amager of a group of Ph.D. chemists in a
laboratory would have to use different techniquesnfa manager of a group of teenagers in a
fast food restaurant.

This is often the downfall of managers. They hageptan or system. As a result their actions
seem random to the people they are managing asdethils to confusion and disappointment.
This is why it is so important for business managerhave an employee manual. Without the
employee manual providing direction, managers stiliggle to be fair and balanced in their
dealings with employees.

4.0CONCLUSION

This unit has been able to stressed that classiaabgement theorists assumed that there was
one way to solve management problems in an in@dlgirganization and people could make
logical and rational decisions while trying to maiie personal gains from their work situations.
It was because the classical management theorests $o machine-oriented that brought about
the behaviourial management thought. They are ecoredeabout the well-being of the workers
and wanted them to be treated as people, not asfghie machines. Contemporary management
thought emphasize that the manager should usetheitues or styles that are most appropriate
for the situation and the people involved.
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4.0SSUMMMARY
In this unit you have learnt that

1. As industry developed, managers had to developesystfor controlling inventory,
production, scheduling and human resources assttds/ the classical thought.

2. During the behavioral management period, there avhaman relations movement that
believed that if managers focused on employee®ralian on mechanistic production,
then workers would become more satisfied and thare productive laborers.

3. Systems theorists believe that all parts of theawimation must be related and that
managers from each part must work together fob#refit of the organization.

6.0 TUTOR-MARKED ASSIGNMENT (TMA)

1. Describe the three theories of management aassied in this unit.

2. Explain the strength of behavioural managentemidht over classical thought.
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