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About this book

In an increasingly competitive environment, an understanding of the behaviour
and actions of people at work is of particular importance. The activities of an
organisation are directed towards the attainment of certain goals and also have
social implications. Organisational behaviour is a wide and essentially multidisci-
plinary field of enquiry and should not be considered in a vacuum but related to
the process of management and wider organisational context and environment.
Broadening the scope of the subject matter beyond the concerns of tradi-
tional organisational behaviour texts is a distinctive feature of this book,
which is especially suitable across a range of different but related modules,
including single or double semester units.

The underlying theme of the book is the need for effective organisational perfor-
mance and development based on an understanding of the behaviour of people at
work and the role of management as an integrating activity. The concepts and ideas
presented provide a basis for contrasting perspectives on the structure, operation and
management of organisations, and interactions among people who work in them.

Aims of this book

The aims of this book are to:

relate the study of organisational behaviour with that of management;
e provide an integrated view embracing both theory and practice;

e point out applications of social science and cultural influences, and implications
for management action;

e indicate ways in which organisational performance may be improved through
better understanding of effective management of people;

e increase awareness of, and sensitivity to, personal skills and employability.

The comprehensive coverage and progressive presentation of contents will appeal to
students at undergraduate level or on related professional courses, and to graduate
and post-experience students who, through their course of study, wish to enhance
their knowledge and understanding of the subject area. The book will hopefully also
appeal to those aspiring to a managerial position.

Distinctive format

There is a logical flow to the sequencing of topic areas and each chapter of the
book is self-contained, with appropriate cross-referencing to other chapters.
This provides a flexible approach. Selection and ordering of chapters can be varied
to suit the demands of particular courses of study or individual interests.
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ABOUT THIS BOOK

The book is written with a minimum of technical terminology and the format is
clearly structured. Each chapter is supported with illustrations and practical exam-
ples and contains:

e ashortintroduction and learning outcomes;

critical review and reflections throughout the text;

e a practical management and organisational behaviour in action case study;
e a pictorial concept map;

e asummary of ten key points to remember;

e review and discussion questions;

e an assignment;

e a personal skills and employability exercise;

e a case study;

e detailed notes and references.

For each part of the book there is also an academic viewpoint and integrative
case study.

The eleventh edition

The book retains the same underlying aims and approach that have been a hallmark
of its success. In response to clear user and reviewer feedback, there is a noticeable
reduction in the size of this edition. Based on this feedback, certain subject areas
have been integrated into other chapters to provide a more succinct format.

The book is structured in four parts with a total of sixteen chapters.

Following the revised structure, there is considerable reordering throughout.
Attention has been focused on the overall plan of the book and sequence of contents
between and within chapters. Strategy is now included in Chapter 14: ‘Strategy, corpo-
rate responsibility and ethics. Certain chapters are renamed to reflect more accurately
their contents. Each chapter has been reworded or substantially rewritten as neces-
sary. Words set in colour throughout the main text indicate inclusion in the Glossary.

Every effort has been made to balance a smaller text with the inclusion of new
material and additional features without detracting from the continuing appeal of
the book. These changes provide a new and fresh look while enhancing ease of
readability, which is another key feature of the book. In addition:

e There are eleven revised or completely new management and organisational
behaviour in action case studies, seven new concept maps and nine revised or
completely new assignments.

e Thesection on personal skillsand employability has been rewritten and expanded.
There are five completely new end-of-chapter exercises. There is also a review of
personal skills and employability at the end of the book.

e There are now an average of ten critical review and reflections throughout each
chapter and a summary of ten key points to remember at the end of each chapter.

o All end-of-chapter case studies have been revised and updated where necessary.
There are four completely new chapter case studies.
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e For each part of the book there is a completely new academic viewpoint.

e The end-of-part integrative case studies have been revised and updated as
necessary and there is a completely new case study for Part 4.

Attention continues to be focused on design features and overall appear-
ance to provide a manageable and attractive text with enhanced clarity and
user-friendliness.

Personal skills and employability

The Confederation for British Industry (CBI) points out that in an increasingly com-
petitive employment market, employers are looking beyond simple academic
achievement when considering applicants for a job or internship.

Many now expect to see evidence of other skills and achievements that boost
someone’s attractiveness as a potential employee. Businesses want graduates who
not only add value but who have the skills to help transform their organization

in the face of continuous and rapid economic and technological change.

All graduates - whatever their degree disciple - need to be equipped with
employability skills."

The UK Commission for Employment and Skills (UKCES) aims to raise UK
prosperity and opportunity by improving employment and skills levels across the
UK, benéefitting individuals, employers, government and society. Recent years have
seen attention given by the government and other employment and professional
bodies to the importance of the supply and application of skills attainment for the
prosperity of the UK economy. For example, the Chartered Institute of Personnel and
Development (CIPD) points out that, for individuals, skills determine their employ-
ment and earning potential and, for the organisation, skills are vital to current and
future demands.?

University education and employability

One of the recommendations in a report from the Chartered Management Institute
(CMI) on the future of management and leadership is to ‘build employability
into education’ The report outlines a series of practical proposals to help embed
practical management, enterprise and leadership experiences into the world of
education: ‘The standing of business studies courses should be reviewed to ensure
they are relevant, attractive to young people and respected by employers and
higher education.?

UKCES reports that higher education is well placed to play its part in help-
ing to overcome the well-documented skills challenge: ‘Collaborations between
employers and universities have a significant role to play in providing the supply
of highly skilled people to meet demand from businesses now and in the future.*
GOV.UK refers to the need for a better connection to bridge the gap between edu-
cation and work. Attention should be focused on ‘Real results, not exam results.
Success should be measured by a wide set of outcomes, including jobs and progres-
sion, not just qualifications.”

The Prince’s Trust also points out the human cost of skills shortages that could
affect levels of productivity and morale among existing workforces.®
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People management and social skills

A survey report on tomorrow’s leaders suggests that managers recognise the
potential benefits of management qualifications that help improve young people’s
practical skills. Managers were asked to select three factors with the biggest impact
on their decision-making when recruiting young people. In two-thirds of cases
managers highlight personal presentation, three out of five point to academic quali-
fications and half focus on an individual's ambition: ‘This suggests that managers
are often looking at characteristics that demonstrate an individual’s potential rather
than fully fledged skills themselves.”

Unlike technical or practical skills, social skills are more intangible. They are
difficult to get a firm hold of, or to define and measure clearly. Social skills are often
associated as ‘soft skills’ and regarded as a natural part of human behaviour. As a
result, a common concern with attention to the skills shortage is a lack of focus
on people management, social skills and interpersonal behaviour. For example, an
important aspect of working with other people and leadership skills is an awareness
and acceptance of individual differences and diversity.

The skills imperative

The European Commission has drawn attention to ‘the skills imperative’ and points
out the importance of a skills policy to raising productivity. For the first time, skills
are part of the portfolio of a European Commissioner. The EU is promoting a ‘learn-
ings outcome’ approach focusing on what people actually know, understand and
are able to do, no matter where and how they acquired their knowledge, skills and
competencies. Focusing on what people can actually do breaks down the divide
between the world of education and the world of work. In-demand skills include
the ability to plan and manage projects in order to achieve objectives and transver-
sal skills such as language, problem-solving, communication, ability and willingness
to keep learning, and the ability to work with others.®

Developing your employability skills

Increasingly, graduate recruiters are placing greater emphasis on key interpersonal
and social skills, and attitudes. A first step in working harmoniously and effectively
with other people is to know and understand yourself and the skill of self-manage-
ment. Reflecting honestly on your personal strengths and weaknesses should help
develop your level of competence. You cannot even begin to think of managing
other people until you can effectively manage yourself.

The continual development of employability skills as part of your university edu-
cation and lifelong learning is important for:

e progressing your personal confidence and self-awareness;

e developing harmonious interpersonal relationships with colleagues and external
contacts;

e initial attractiveness for appointment with a potential employer;
e maintaining a competent level of work performance;

e enhancing work motivation and job satisfaction; and

e helping to safeguard your career progression.
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Many employers have structured programmes for the continued development of
their staff. Your longer-term employment prospects will be enhanced when you are
able to demonstrate a genuine and enthusiastic commitment to your own personal
development.

Study as an aid to practice

Study is an aid to practice. An underlying aim of this book is to provide an integrated
view embracing both theory and practice. The ideas and concepts discussed pro-
vide you with opportunities to explore the underlying skills associated with man-
agement and organisational behaviour.

As you progress through your studies, reflect upon what you have read and about
the importance of social skills, including:

e personal awareness and how you project yourself;
e openness to diversity, equality and inclusion;

e perceiving and understanding other people;

e written, verbal and non-verbal communications;
e social interactions with others and teamworking;
e persuasiveness and leadership;

e personal organisation and time management;

e coping with change;

e coaching and mentoring; and

e working in a multicultural society.

The critical review and reflection sections throughout each chapter are contro-
versial statements to help provoke and inspire personal reflection about areas you
have just read. Draw upon the views of your colleagues to share experiences and
test not only your assumptions and ideas, but also your skills of group interaction
and influencing other people. References to the importance of skills throughout the
text, together with the exhibits, case studies and assignments, should serve to stimu-
late your awareness of the importance of underlying personal and employability
skills necessary for effective performance.

You are encouraged to complement your reading by drawing upon your own
observations and practical experiences. This can, of course, be from your university.
You may also have work experience, even part-time or casual employment, in other
organisations to draw upon. In addition, you will have contact with a range of other
organisations such as supermarkets, local pubs and shops, banks or building socie-
ties, fast food restaurants, service stations, doctors or a dentist surgery. An analytical
approach to contemporary examples from your own observations should help fur-
ther your interest in the subject area.

Bear in mind that opportunities to develop personal skills are not always immediately
apparent but embedded into your course of study. Adopt an inquisitive and enquiring
mind. Search for both good and bad examples of organisational behaviour and people
management, and the manner in which concepts and ideas presented in this book
are applied in practice. Make a point of continually observing and thinking about the
interpersonal and work-based skills exhibited. Use this awareness and knowledge to
enhance development of your own employability skills and aid career progression.
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Monitor and assess your development

It is recommended strongly that you maintain a portfolio of what you have learned
in your personal development and the employability skills you have attained or
enhanced during your course of study. This can provide a useful basis of discussion
with a potential employer.

You may find it useful to assess progression of your personal skills and employ-

ability by reviewing your learning and development under the broad headings
shown in the illustration.

Self-awareness and Relationships
confidence with others
Communication and Working in groups
presentation skills \ and teams
ENHANCING YOUR
Dealing with difficult ~—s PERSONAL SKILLS ~a——— Influencing others
situations AND EMPLOYABILITY and leadership
Coping with and / \ Observing ethical
managing change behaviour
Displaying
Working in multicultural managerial
organisations potential

Personal skills and employability exercises

Critical self-reflection is a positive activity that can challenge narrow preconceived
thought processes, encourage creativity and provide a valuable personal learning
and development experience.

At the end of each chapter there is a personal skills and employability exercise.

This is designed to encourage you to think about further development of your social
and work-based skills.

At the end of the book is a review of features within the text that relate to employ-

ability skills. You are encouraged to examine the extent to which you have enhanced
your personal awareness and knowledge, and are better prepared to demonstrate
your employability skills and aid your career progression.
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